Peoakuusa No 8 YTBEPXJIEHO:
IIPUKA30M ITHUPEKTOpa
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PEI'JIAMEHT PABOTHI
MYHHAIIUIIAJIBHOT'O ABTOHOMHOI'O YUPEXIEHUS
MYHHUIHUITIAJIBHOT'O OBPA30BAHMSI I'OPOJI HOBOTPOUIIK
«MHOTI'O®YHKIINOHAJILHBIN IEHTP
ITPENOCTABJIEHUS TOCYJAPCTBEHHBIX
U MYHUITMIIAJIBHBIX VCJIIYT»

(MAY «M®II r.HoBoTpouux»)

1. O0mue noJio:xeHus

1.1. Hacrosuii periaMeHT NEATENBHOCTH MYHMITHIATEHOTO ABTOHOMHOIO
YUIpEeXXKAeHUS MYHHULUIIATEHOTO oOpazoBaHus ropox HosoTpowutik
«MHOTOQYHKIMOHANBHEIH ~ IEHTP  IPENOCTABIECHHS  TOCYHApCTBEHHBIX W
MYHHLUIATIBHBIX yCIyr» (nanee - Permament) paspaboTaH B COOTBETCTBHH C
QenepanbHBIM 3aKOHOM 0T 27 wmrons 2010 Ne 210-®3 «O6 OpraHU3aIluH
IIPENOCTaBICHUS TOCYJapCTBCHHBIX M MYHHIMIAIBHBIX ycIyr» (nmagee -
OenepanbHeiii 3akoH ot 27 miomst 2010 Ne 210-®3), Ilpasumamu OpraHu3auu
AEATENBHOCTH MHOTOQYHKIMOHABHBIX IIEHTPOB IPEIOCTABIEHHUS TOCYJapCTBEHHBIX
1 MyHUIUNAIBHBIX yCIIyT, YTBEPXKACHHBIX IIOCTaHOBIeHHeM [IpaBurensctea PO ot
22 nexabps 2012 Ne 1376 «O6 yrBepxmenun ITpapmt OpraHu3aliy JeITEIbHOCTH
MHOTOQYHKIIMOHANGHEIX ~ LEHTPOB  IPENOCTABICHHS FOCYJapCTBEHHBIX M
MYHUIUNATBHEIX yciyr» (mamee - IlpaBuma) u  VYcraBom MYHHLUIIATEHOTO
aBTOHOMHOI'O YHYPEeXICHHS MYHHIUNAIBHOTO obpasoBanust ropon HoBoTpomik
«MHOrOQYHKIMOHANBHEIL ~ IEHTP  IPEeJOCTABIECHHUS FOCYJapCTBEHHBIX U
MyHUIHIAIBHEIX yCIyr» (MAY «M®L] r.HoBoTpourx»).

1.2. Hacrosmmit PermamenT perymupyer oTHOLIEHWS MEXy IOCETUTEIIMM 1
pPabOTHMKAMH MYHHULUIAIBHOTO aBTOHOMHOTO YIPEKIECHUS] MYHHUITHIAILHOIO
obpasosanus ropoz HoBoTpormk «MHOroO(YHKIMOHATEHEIH LEHTP NPENOCTaBICHHS
TOCYNapCTBEHHBIX M MyHUIMNANBHEIX yciyr» (MAY «M®I[ r.Hosorpoumx») B
cepe PeoCTaBIEHHS TOCY JAPCTBEHHEIX ¥ MYHHALATATBHEIX YCIIyT.

1.3.B Permamenrte UCTONB3YIOTCSA  CIICAYIOUIHE MOHITHS, TEPMUHEL,
ab0peBHaTyPEI U COKpaICHHS: '

«M®I» - MyHUIMIATBHOE ABTOHOMHOE YUIpEXKIOEHUE MYHHUIIUIIAILHOIO
obpasosanus ropox Hosorpomntx «MHOTO(YHKIIMOHAIBHEIN LEHTP NPEeIOCTABICHHS
TOCYTapCTBEHHBIX M MyHUIMIIATBHBIX YCIYT»; .

«Ynoanomouennniii MOII, TAY «M®II» - rOCyIapCTBEHHOE aBTOHOMHOE
YUIpEeXICHUE Openbyprckoii obnactu «OpeHOyprexuii o0nacTHOM
MHOT0(yHKIIHOHAILHBIH LIEHTP IIpeI0CTaBIIEHHUS rOCy1apCTBEHHBIX u
MYHUIIMIIAIBHBIX YCIIYT;

«3an obcayxuBanus M®Il» - moMemeHue M®I], npenuasHaueHHOE IS



0OCITyXMBaHMS 3asBUTeNel U pasmeneHHOe Ha (QYHKIHOHANBHEIE CEKTOPBI: CEKTOp

I/IH(bOpMI/IpOBaHI/IH, CEKTOp OXHIaHUI U CCKTOp IpHemMa SaHBHTeHCﬁ, CEKTOpP
IIOJIB30BATEIBLCKOI'O COIIPOBOXOCHUS,

«ciyxebHoe  momemenne MOPI»y — noMemenrne  MOIL[, me
NpEAHA3HAYSHHOS 1Tl O0CITyKUBAHUS [IOCETHTENEH;
«OpraH  BJIaCTH» - TCPPUTOPHAIBHBIA OpraH (elepalbHOro Oprama

VCTIONHUTENEHON BIACTH, OPraH IOCYNapCTBEHHOTO BHEGOMKETHOTO doHmIa, opran
MCIIONHATEbHOM BitacTd OpeHOyprekoil 061acTy, OpraH MECTHOTO CaMOyIIpaBJICHH
- a[IMUHHCTpAlMi MYHHIMNANGHOTO  00pasosaHus ropox HosoTpomux (ee
CTPYKTypHBIE IIOApA3NENeHHs), B KOTOPOM pacmonoxkeHsl M®LL, B ToM wumcie
ITOABENIOMCTBCHHEIC yKa3aHHBIM OPTaHaM yYpeXICHHd, a TakKe MHAs OpraHM3alus,
YHacTBYIOIAs B IIPEAOCTABIEHHH IOCY AaPCTBEHHBIX (MYHALMNATBHEIX) YCIIYT,
«yCJYrw» - TOCYNapCTBEHHBIC (MyHMUMNANBHBIE) YCIyTH, a TakkKe YCIyTH
MHBIX OpraHU3allWi, IpPeJOCTaBIeHHE KOTOPHIX OPraHM30BAHO Ha 6ase MOI]
COTJIACHO COTIIAIICHHUAM O B3aHMMOJCHCTBUH C COOTBETCTBYIOUIAME OPraHAMHE BIIACTH
(B T4 YCOyTM 0O NOATBEPXKICHUIO YYCTHOM 3ammMcH B (emepanbHOit
TOCyNapCTBEHHOH HH(OpManionHO# cucteme «EquHas cucTeMa HeHTH(GUKAIMY T
ayTeHTU(UKAMH B HH(PACTPYKType, oOecHeunBaromeii HHOOPMAIIMOHHO -
TEXHOJIOTUECKOe B3aMMOJEHCTBHE MH()OPMAIMOHHBIX CHCTEM, HCIONB3YeMBIX IS

IIPENOCTABNCHUS TOCYAApCTBCHHBIX M MYHHIMIAIBHBIX YCIYyr B 3I€KTPOHHOM
dopme» (ECHA));

«EIIT'Y» - Enuseli mopran rocyJapcTBEHHBIX H MYHHUIMIIAIBHBIX YCIYT B
MH(QOPMAallMOHHO - KOMMYHHKAILMOHHOMK ceTr MHTepHeT (gosuslugi.ru);

«IOHOJIHATEJbHbIE  yCAyrH» - OaHKoBckHe ycuyru — (6aEKoMar),
HOTAapHAIIbHBIE YCIYTH, YCIyI'M CTPaXOBOW MENWIIMHCKON OpraHW3allMd U IIPOYHe
IUIATHBIE yCIIyTH, OKa3blBaeMble B momemenur MOI] 3a miary, B ToM uucie
CTOPOHHMMHU OpTaHU3AIHUSIMH;

«caiT M®I» - oprumansuslii caiit M@LI, axpec caiita - www.novo-mfc.ru;

«moceTHTEJb» — JHULO, obparmBmeecs B M®L] mo Bompocam oxazamus
TOCYTapCTBEHHBIX U MYyHUIMIAIBHBIX YCIIYT, @ TakXKe MMOJyYEeHHs JOIOIHUTENbHBIX
yCIyT;

«3asiBUTEJb» — (H3MYECKOE WM IOPUANYECKOE JHMIO (32 HCKIIOYEHHEM
TOCYAapCTBEHHBIX ~OPraHOB W HMX TEPPUTOPHANBHBIX OpPraHOB, OpPraHOB
TOCYJapCTBEHHBIX BHEOIO/DKETHBIX (OHIOB M HX TEPPUTOPHAIBHBEIX OpraHOB,
OpraHoOB MECTHOI'O CaMOYNpPAaBIICHHs) IMOO HMX YIOJNHOMOYEHHBIE IPENCTABHTENH,
obparuBimecs B M®LI ¢ 3ampocoM O NPEAOCTABIEHHH TOCYNAPCTBEHHON WK
MYHHLIUIIAIIBHOU YCIIYTH;

«HIpelCcTaBHTeNIb» — JIMIO, JEHCTBYIOIEE B HMHTEpPECaX 3asBUTENS,
obparuBmeecs B M®I ¢ 3ampocoM O IpenocTaBIEHHM YCIYTH, OKa3BIBAEMON Ha
baze M®I], mpy HalIHYME COOTBETCTBYIOIIMX JOKYMEHTOB, YIOCTOBEPSIOIIAX
IIOTHOMOYHS MPEN0CTAaBICHH HHTEPECOB MOIyYaTes yCIyTHy;

«KOMIUIEKCHBIH 3ampoc» — 3alpoc O TPEJOCTAaBIEHHUH HECKOIBKUX
TOCYApCTBEHHBIX U (M) MyHHUIMIIANBHEIX YCIIYT;

«paboTHHK» — JHIO, cocrosmiee B MOI[ B TpPYyHOBBIX OTHONICHHSIX U
BBIIOJIHAIOINME CBOX O0S3aHHOCTH B COOTBETCTBHH C IOJDKHOCTHOM MHCTPYKIIHEt;

«OTBETCTBEHHOE€ JIMIO0» — CIEIHAINCT, HU3 uHucia paboTHHkoB MOII,
HaJIeJICHHBIN ONpPE/IETICHHBIMY TOTHOMOYUSMH, Ha KOTOPOI'0 BO3JIOKEHA Ta MM MHAs
0053aHHOCTh U B OTHOIICHHM KOTOPOTO MPEXYCMOTPEHHI T€ WIM WHBIE CAHKIUH 3a
HEHaJyIe)Xalee UCIOHeHUE;

«HAaYaJbHHK OTJAEJa 10 IPEJOCTABJIEHHI0 TIOCYIapCTBEHHBbIX M
MYHHIHIAJIBHBIX YCJIyr (Aajee HadYaJbHHK otaeaa mo IIT'MY)» — paGoTHHK
M®IL], ocymecTBIAIOmMMN PpPYKOBOJICTBO CTPYKTYPHBIM mompasjencHueM MOI],
Ha3HaYEeHHBIN PHKA30M THPEKTOPA;

«cnenuaauct M®I» — pabotark MOL], ocyIiecTBIMIONMUEA B COOTBETCTBUH



C JMOIDKHOCTHOH HHCTPYKUMEH (QYHKIMH IO KOHCYJIBTHPOBAHHIO OO YCIOBHSX H
NOpsiKe TIOMydeHMs ycinyr Ha 6ase MOILI u (mnu) mpueMy JOKyMEHTOB Ha
nojTydeHne ycuyr Ha Oase MO®LI um (wim) Bblgaue pe3yibTaToB IIPEOCTABICHHUS
yciyr Ha 6aze MOII;

«CTOHKA aJIMHHHCTPATOPa» - 000PYIOBaHHOE pabovee MECTO CIIEIHANNCTA,
PacIIoNIOXEHHOE B CEKTOPE WH(MOPMHUPOBAHHS;

«afMHHHCTPATOP» — paboTHMK M®L], BEIIONHAOMUN QYHKITHHA 110 obmemy
MHQOPMUPOBAHMIO, IPABHIAM  3alONHEHMS  3asBIECHMN, BBIJAYH  TAIOHOB
BIIEKTPOHHOH OYepelld M PEeTyJMpPOBAHHIO IIOTOKAa ToceTHTened M®I[ B 3aie
obciyxuBanus ML,

«OKHO» — pabouee MecTo cneranucta MOIL, crermansHo o0opynoBaHHOE
JUIS IIPUEMA TIOCEeTUTEIEH;

«CEKTOp MO0JIL30BaTEJILCKOIO CONPOBOXKICHHS» — 00OpPYJOBaHHOE MECTO
JULL  CaMOCTOATENIBHOM  pabOTHl, pAcCHONOXEHHOe B  MOMemeHmsx MOILI,
IPSIHA3HAYCHHOE U1 CaMOCTOSTENbHON paboTHI 3asBUTENEH, OOpaTUBIIHXCS 32
TIoyHdeHHeM ycnyr qepes Ilopraisl rocyqapCTBEHHBIX U MyHHIMIAIBHEIX YCIYT U
oHuIMaIBHBIE CAWTHI BEJOMCTB.

(QJICKTPOHHAs  O4YepeAb» —  IPOrPaMMHO-ANIAPATHLIA  KOMIDIEKC,
IPEMHASHAYCHHBIN JUISI PETUCTPAMH [IOCETHTENS B OYEPENH, YIeTa [OCETHTENEH B
OHCpeNH, YNPaBICHUS OTACIBPHBIMU OYEepelsMHM B 3aBHCHMOCTH OT BHJOB YCIYT,
OTOOpa)KeHHs CTaTyca OYepend, aBTOMATHYECKOTO IIEPEHAIIPABIICHUS ITOCETUTENS B
ouepenr Ha OOCIy)XHBaHHE, (OPMHPOBAHHS OTYETOB O IIOCEIIAEMOCTH MQ®I],
KOJIMIECTBE IOCETUTENeH (3asBHTeNel), O4epensX, CpefHeM BPEMEHH OXHIaHHUS
(0GCITy>KMBaHHUS) U O 3arPy)KEHHOCTH PabOTHHKOB;

«CHCTEMa r0JI0COBOI0 ONMOBELIEHHsD — IPOTPaMMHO-AIIAPATHOE PelleHue,
TIO3BOJIAIONIee  AyOIIMPOBaTh TEKyIee COCTOSHWE OYEepe[d; HPH BEI30BE HOBOTO
KIMEHTa CHCTeMa IIPOM3HOCUT HOMEp ero TaJOHa K HOMEp OKHa (IIyJbTa OIeparopa),
Ife ero OyoyT OOCTyXXHBaTh; OSJIEKTPOHHAS OYepEeNb MOXET GbYHKIIMOHHPOBATH
TOJIBKO B PEXHME I'OJIOCOBBIX OIIOBELIEHWM, TO €CTh 0e3 IIaBHBIX Tabao ¥ Tabyo
oreparopa;

«TaJIOH JJICKTPOHHOH OYepen» — KOHTPOJIBHBIH JINCTOK, YI0CTOBEPSIOMIHAit
IIPaBO Ha IIOJIy4YECHHUE YCIIyTH;

«myabT AJMHHHCTPATOpa 3JIEKTPOHHOH oOdYepexW» — COCTaBHAs dYacTb

IIPOrpaMMHO-aIIIapaTHOro KOMILIEKCa «DNEeKTPOHHAS OYepeby», YCTaHOBIEHHAs Ha
pabod9rX MecTax OTBETCTBEHHBIX 32 YIIPABICHHE H KOHTPOIb SJIEKTPOHHOM OYepeBIO
JIALY; _
«mpeaBapHTe/IbHAS 3aMHCh» — 3a0J1arOBpEeMEHHO COriacoBaHHoe ¢ M®I],
HAMEPEHHE 3asBUTEI OOPAaTUTBCSA 32 IPENOCTABICHHEM OIpeNeTIeHHON YCIyrd B
ONpENIENICHHOe BpeMs; (DYHKIIHA 3JIEKTPOHHOW OYepenH, IO3BOJLIIONIAS 3asBUTEIO
BBIOpATh NaTy, BpeMs M MECTO IOJA4d 3asBICHHS U JOKYMEHTOB IJIS IIOTy9eHUs
TOCYNapCTBEHHOH YCIYIrM, a TaKKe OTMEHHTh paHee MpPHHATOE pEIICHHE O
IPEIBAPUTENIPHON 3allMCH, B TOM WYHCIE YHAIEHHO - 1O TenehoHYy WIA C
UCIIONIE30BaHUEM CceTH «MHTepHET»; IOA MpPeIBApUTENLHOM 3aIHCHI0  TAKKE
IIOHMMAETCS IPOLECC HCIIONB30BaHUs 3TOM (QYHKIUH 3asBUTENEM HANPIMYIO WM
OIIOCPENIOBAHHO, a TaKkKe ee pe3ynsTaT (T.e. pe3epBHPOBaHWE BPEMEHHOI'O CJIOTA
BJIEKTPOHHOH OdYepelin); BPEMEHHOH CIIOT SIEKTPOHHOM ouepemu (mamee —
BPEMEHHOH CIIOT) — MPOMEXYTOK BPEMEHH, OTBOAMMEBIN My OOCIY)KHBAHHS IIO
IPEIBAPUTEIBHON 3allUCH OJHOIO 3asBUTENI OJHHMM crenuamucroM MOI] mo
OTIpEISIIEHHON LeTu 00palieHu s,

«HAAC MKI'Y» — uHbOpPMaNHOHHO-aHATUTHYECKAS CHCTEMAa MOHHTOPHHTA
Ka4ecTBa I'oCyJTapCTBEHHBIX yCIIyT;

«Epunasi cucremMa niaeHTHGHKanuH H ayrentruduxamua» (ECHA) —
(enepanbHas TrocylapcTBEHHas WHGOPMAIMOHHAS CHCTEMA, o6ecneqp113§}oma;1
CaHKIIMOHMPOBAHHBIA JOCTYyIl YYaCTHHKOB HWH()OPMAIMOHHOTO B3aUMOJIEHCTBHUSI
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(rpaxxpaH-3asiBUTENEH M JODKHOCTHBIX JIMI] OpraHOB WCIIOJHHUTENBHON BIACTH) K
HH(pOPMAaIUK, COIEpXKallelicss B TOCYAapCTBEHHBIX HH(DOPMAITUOHHBIX CHCTEMAx W
HHBIX MH)OPMAIIMOHHBIX CHCTEMAX.

«HMCIl» — nHPOPMAITHOHHO-CIIPABOYHEIH IIEHTD;

«IToMOIMHMK» - TOIOCOBOM ITOMOIIHUK, 4aT-60T B Meccenkepe "Telegram"
(@orenmfc bot), B COITUAIIBEHOM ceTu «BKoHTakTe»
(https://vk.com/al_im.php?media=&sel=-59391727), ma caiite M®I] (www.novo-
mfc.ru).

«POS-TepMuHam» — TEPMUHAIBHOE YCTPONCTBO, YCTAHOBIEHHOE B OKHAX
obcmyxuBaHus (X HATMYIUE TEXHHYECKOM BO3MO)XHOCTH), C TIOMOIIBIO KOTOPOT'O
CIEIMAMCT MOXKET NPUHATH OIUIATy TOCIOILIMHBI FUIM IUTATH 33 HPENIOCTABIECHHE
YCIIyT B O€3HaIU9IHOM BhopMme;

«KaJ1002 HA HAapyIIeHHe MOPSAIKA NPeJOCTABIEHHS IOCYAaPCTBEHHOMH HIH
MYHHIHOAJBHOH ycayru (gajee — kayio6a)» — TpeGOBaHME 3asBUTENS MM €ro
3aKOHHOr'0 IpPE/ICTABUTENS O BOCCTAHOBJIEHUM WM 3allIUTe HAPYIIEHHBIX IIPaB HIIA
3aKOHHBIX HHTEPECOB 3aABUTEIS OPraHOM, IIPEJOCTABIIONIAM TOCYAAPCTBEHHYIO
yCIIyTY, OpraHoM, [IPENOCTABIIAIOIIIIM MYHUITUTIATBHYIO yCIIyTYy,
MHOT0GYHKITHOHATBHBIM LEHTPOM, TOJDKHOCTHBIM JIUALIOM opraua,
IIPEOCTABIAIOMEr0 IOCYAApCTBEHHYIO YCIYTy, OpraHa, IpeJOCTABIISIOIIETO
MyHHUIMIIANBHYXO  yCIYTy, HIM  MHOrO(QYHKIMOHAIFHOTO  IEHTpa  JIHOO
FOCYTapCTBEHHBIM MJIM MYHHUIUNANBHBIM CIIyXKAaIlUM MpPH IONYyYEHHH JAHHBIM
3agBUTENIEM OCYIapCTBEHHOM Ml MyHUIUIIATBHON YCIyTH.

1.4. IlpenocraBneHne rocyfapcTBEHHBIX (MyHHIMIANBHBIX) YCIYT Ha Oase
M®I] opranu3oBaHO myTeM:

- IPEMIOCTABICHUs YCTHOM KOHCYJNBTallMM O TIOPSOKE IIPEJOCTABICHHU
YCIIyT, TIepedHe HeOOXONUMEIX JOKyMEHTOB, CPOKaX, BO3MOMKHEIX De3yJbTaTax
YCIIyTH B 3aBUCHMOCTH OT XXM3HEHHOW CUTyallul B MOMEHT OOpallleHys IIOCETUTEIS B
MOI];

- IPEMIOCTABIEHHE KOHCYJIBTAIMHU O MOPSKE IIPEXOCTAaBICHHS yCIyT, IIepedHe
HEOOXOIUMBIX ~ JIOKYMEHTOB, CpOKaX, BO3MOXKHEIX pe3yJlbTaTax YCIyTH B
33aBHCHUMOCTH OT )KU3HEHHOM CHTyalliM JUCTAHIIMOHHBIM CIIOCOO0M (110 TenedoHy);

- OCYIIECTBIICHHUS [IPHUEMA 3asBICHUM U JOKyMEHTOB Ha OKa3aHHe YCIyT;

- OCYIIECTBJICHUS BBIIaYH PE3yJIbTaTa OKa3aHus yCIyT;

- HHOPMHUPOBAHUS O XO/ie IPEJOCTABIEHHS YCIYTH;

- OCYIIECTBIICHHE BBIJAYM 3asBUTEIIO CBEACHUHN U3 MH()OPMAIMOHHBIX CHCTEM
OI'B, mnpenocrapnsfiommx yCIyrd, B BHAE CHPaBOK (BBIIHCOK), 3aBEPAEMBIX
YIIOTHOMOYEHHEIM crieruanuctoM MOILI,

JIis HENOCPENCTBEHHOIO HCIIONHEHMs, 3asABIEHHS W JOKYMEHTHl IOIJIC)KAT
nepesjade B COOTBETCTBYIOLIHMM TEPPUTOPHANBHBIN OpraH (emepaibHOro opraHa
HCIIOJIHUTEIbHOW BIIACTH, OpraHa roCyAapCTBEHHOTO BHEOIOKETHOTO (OHMIA, OpraH
WCIIOJIHUTEIbHOU  BJIACTH OpenOyprckoit  obmactd  (ero  CTPYKTypHOe
IOApa3NENICeHHe), OpraH MECTHOIO  CaMOYIpaBIEHHS —  aIMHHHCTPAIHIO
MyHHWIUIIATEHOrO  obpasoBanmsa  ropox  HoBoTpomuk (ee  CTpPYKTypHEIE
IOApa3/eIeH)s ), OpraHU3allly, YIaCTBYIOIINE B MIPEJOCTABIEHUH IOCYAaPCTBEHHBIX
A MYHHIMIAIBHBIX YyCIyr. B cioydasx, yCTaHOBIIEHHBIX COIVIAIIEHHSMH O
B3aMMOJICMCTBMM C OpraHaMH BJACTH, IIPEJOCTaBI€HHE TI'OCYIapCTBEHHBIX
(MyHHIMDANBHEIX) ycIyr Ha 6Oaze MOL[ ocymecTBiseTcs B BHAE YCTHOIO
HHQOpPMHUpPOBaHUSA X (WIHM) KOHCYJIBTHPOBaHHS, O0€3 OCYIIECTBIEHMS IpHEMA
3aj4BJI€HHMI W JOKYMEHTOB Ha OKa3aHWe YCIyr © JOKyMEHTooOopoTa ¢
YIIOJTHOMOYE€HHBIMHU OpraHaMHU BIIACTH.

1.5. M®IL] obcimyxuBaeT 3asBUTENCH NOJ YTBEPXKICHHBIM MUHHCTEPCTBOM
5KOHOMHUYECKoro passutus Poccuiickoit @enepanuu 6permoM «Mou JJOKyMEHTBI».

1.6. IlpueM moceruTeneil OCyIIECTBISETCS IPH WX JHUYHOM OOpaIlleHHH B
M®II. Anpec, tenedons! u rpadpuk padbotsr MOL] pasmerieHsl Ha OQUIHATHEHOM



caite MO®I] https:/novo-mfc.ru/ u B pasgene «Oducsl «MOH TOKYMEHTEH»
otdunmaneHoro caiira 'AY M®I] https://www.orenmfc.ru/offices_my_documents/

Kpome toro, mudopmammio o rpaduke paborsr M®PI] MOXHO MHOIyYHTH
nocpenctoM Ilomomuuka nmm obpamenus B MICL o tenedony 8 (3532) 480-480.

1.7. OGciyxxuBaHMe  IOCETUTENe B  CEKTOpE  IOJIB30BATENHECKOIO
COTIPOBOXKJICHMS OCYINECTBIIeTcs cormacHo CraHmapTy KOHCYJIBTAllHOHHOM U
OpPraHMU3AIlHOHHO-TEXHUYECKON  IOANEPXKKH  3asBUTENe NpuU  IONyYSHHUH
rOCYIapCTBEHHBIX, MYHHUIMNAIBGHBIX M HMHBIX YCIyr B 3JIEKTPOHHOH (dopme
IIOCPEACTBOM CEKTOPA I10JIb30BATENHCKOTO COMPOBOXKICHUS.

1.8. MOIl ocymecTBIseT CBOIO  JeSTeJbHOCTH 110  OPraHU3alid
IPEOCTaBICHUS YCIyr OECIUIaTHO, 32 MCKIIOYCHHEM B3UMAHHUS IOCYAapCTBEHHBIX
IOIUIMH ¥ IUIaT, B Cly4asdX, NOPeAyCMOTPEHHBIX 3aKoHomAarejascTBoM. Ormiarta
rOCYTapCTBEHHBIX IIONUIMH U IUIAT IPOU3BOJUTCS 3asSBHUTEIEM CaMOCTOSTEIHLHO
depes 00y 6aHKOBCKYIO OpraHu3anuio 6o B M®IL[ uepes POS - TepMuHAmEI
(TIpH HAJIMYUY TeXHUYECKOU BO3MOXKHOCTH).

1.9. Ilnara 3a npenocTaBieHNe TOIOIHUTENBHEIX YCIYT B3UMAETCS B IIOPSAJIKE,
OIIPENIEIICHHOM CTOPOHHUMHE OPraHM3aLKsAIMHE, IIPEIOCTABIIONIUMH JaHHBIE YCIIYTH.

1.10. M@II ocymecTBiser IIpHeM 3asBUTENEd TONBKO IO YCIyraMm,
OKa3bIBaeMBbIM Ha 0aze M®II.

OOGcmyxuBaHue  3asBUTeNedl  MPOW3BOAMTCA IPH  IIPEJOCTABICHHUH
OPHUIHHAJIOB JOKYMEHTOB, yIOCTOBEPSIOIMUX JIMYHOCTE 3asABHUTENS; B CIIydae, €CiH
UHTEPECHl 3asABUTENA MPENCTABISIECT €ro IpeACTaBUTeNlb, — IPH IIPeIbIBICHAN
COOTBETCTBYIOIIUX JTOKYMEHTOB, ITOJTBEPKAAIOLINX ITOJTHOMOYHUS IIPEICTABUTEIS
3asBUTEINS U JJOKYMEHTOB, YIOCTOBEPAIONINX JTUIHOCTE IIPEACTABUTEIS.

1.11. MnenTuduxamus 3asBUTeNsS — (PU3HYECKOrO JIHIA, OT CBOEr0 HMEHH
IIPOM3BOJUTCS B CIEAYIOMEM HOPSIKE:

- MIEHTH(UKAIMY 3asBHUTENSI IO GoTorpaduu B MpeIbsiBIeHHOM 3asBHUTEIEM
nacrnopre rpaxiaanuia PO (1160 MHOM JOKyMEHTE, YIOCTOBEPSIOIIMM JIMYHOCTH, B
COOTBETCTBHH C 3aKOHONATENIECTBOM PD);

- IpoBepka Imacmopra rIpaxzaaHumHa P® (mbo wWHOro MOKyMeHTa,
YIOCTOBEPSIFOIETO JINYHOCTh, B COOTBETCTBHHM C 3aKOHOJATEIBCTBOM Pd),
NIPEJCTABIICHHOIO  3asBUTEIIEM Ha JIEHUCTBUTEIBHOCTH B  COOTBETCTBHU C
TpeOOBaHMAMM COITIAIICHUS O B3amMozeiictBui M®I] M OpraHoB BIAcTH H
OpraHU3allki, YIIOJHOMOYEHHBIX Ha OKa3aHUe COOTBETCTBYIOIIMX YCIIYT.

Wnentudukanus 3asgBUTENS], BBICTYNAIONIET0 B Ka4eCTBE MPEACTABHTEN
3asABHUTENA — QU3UIECKOTO JIUIA (B TOM YHCIIEe HHAUBHIYAIBHOTO IPEAIPUHIMATENS)
1 (MIIH) FOPUIUYECKOTro JIUIa, IPOU3BOJUTCS B CIIELYIOIIEM ITOPSIIKE:

-  uieHTHQUKaIUs 3asgBUTEeNsI 10 (Gororpadur B  NPeIbIBICHHOM
IpeNCTaBUTEIEM Iacmopre rpaxzaanuHa P® (mbo wWHOM  JOKyMeEHTe,
YAOCTOBEPSIOIIEM JTUIHOCTE);

- IpoBepKa Iacmopra TrpaxnaHuHa P® (mmbo wWHOro MJOKyMeHTa,
YIOCTOBEPSIOIIErO JUYHOCTE ), IPECTABICHHOTO 3asBUTENIEM, HA JeHCTBUTEIHHOCTD,
B COOTBETCTBUH C TPEOOBAaHMSAMH COTJAIIeHUs O B3anMopercteun M®DI] u opranos
BJIACTH ¥ OpraHU3allM{, yIOJHOMOYEHHBIX Ha OKa3aHHEe COOTBETCTBYIOIIUX YCIYT;

- IIPOBEPKA IOJIHOMOYHUN 3asIBUTENS 110 MPECTABICHUIO HHTEPECOB 3aIBUTENA
II0 IpPeACTaBICHHOMY IOKyMEHTY, YAOCTOBEpsIOlleMy IipaBa (IIOJIHOMOYHS)
J€HICTBOBATh OT HIMEHH 3asBUTEIIA.

JIOKYMEHTBI, IOATBEPXKAAIOIMKE JIMYHOCTh 3asBUTENS U  IIOJTHOMOYHS
IIpeCTaBUTENsI, JEUCTBYIOIIEro B HHTEpecax 3asBUTENS, JOJDKHBI  OBITh
mpencraBieHbl B nomiuHHUKe. IlpoBeaenme mnpouenypbl HAeHTHGHKANUH H
NPOBEePKH MOJTHOMOYHI NpeAcTaBHTeNell HA OCHOBAHHH KONMH JOKYMEHTOB He
AomycKaerTcs.

B ciy4ae HapylmleHuWs MpOLEXypbl WACHTU(GUKAIWU 3asBUTeNd H (WIH)
IIPEICTaBUTENS 3asBUTENS Ha JIOOOM Iare, NEPEYUCIEHHOM B HACTOSIIEM ITYHKTE,




CIIENUANUCT OOBACHACT 3asBUTENIO BEINIEONUACAHHEIE TpeOOBaHUSA K IIPOBEIEHHUIO
UICHTUOUKAIIMA  JIMYHOCTH  3asBUTENS U (M) TpOBEPKH  ITOTHOMOYHIL
NPCNCTABUTEIA  3aJBUTENA M IPEANAraeT oOpaTUThCS ¢  HeOOGXOMMMBIMH
AOKYMCHTaMHM IOBTOPHO. IIpueM 3asBuTENS IpEKpaniaeTcs.

1.12. B uemsix mpoBeeHus Ipomexype HICHTH(GUKAINY 3asBUTENS W (IIIH)
[IPENICTABUTEIST ~ 3as(BUTENS, IOJOIIEANNX Ha OOCIY)XHBAHHE B 3al[UTHBIX
MCIMIMHCKHX ~ Mackax, IapaH/pke, HuKabe, B dYaipe MM JIpyrHX Bemax
SaKpBIBAIOIIKX JIUIO, CIENHANUCT BIpaBe IMOTPeOOBaTh KPaTKOBPEMEHHO IIOKA3aTh
IO IIPH IPENbABICHUN OKYMEHTOB, YIOCTOBEPSIOIINX JIHIHOCTD.

1.13. OBcmyxuBanue HOCeTHTENEH IIPOM3BOIUTCS B npenenax 3aioB M®IT.
IloceTnTelsm 3ampemeHo HaxOMUTCS B CIIyKEGHBIX TIOMEICHUSIX.

1.14. B 3amax M®I] 3aIIPEIICHO HAXO0XKICHHUE ITOCETUTEIIEH C JKUBOTHBIMH.

1.15.B memnsx KoOHTpons KauecTBa IIPENOCTABICHUA TIOCYyAapPCTBEHHBIX
(MyHUIMIATBHEIX) yCIIyT Ha 6a3e MOL] MOXeT BECTHCH BHIEO- U ayauo3aIluch

2. IIpaBa 1 06s13aHHOCTH OCeTHTEJIEH 1 padoTHHKOB

2.1 IIpu o6pamennn B M®II nocerutens Bupase:

2.1.1 CaMOCTOSATENBHO O3HAKOMHTBCS C MEYaTHHIMHU MHOOPMaIMOHHEIMH
MaTepuaiaMy, pasMEIEHHBIMH B  3ale OOCTyXHBaHWS ¥ HH(boOpMarmed,
PasMELIEHHOH B HHPOPMAIMOHHOM KHOCKE B CEKTOPE HH(BOPMHUPOBAHHSL.

WHpopMaIOHHEI KHOCK — YCTAHOBIEHHBIA MOHOOGIIOK (mepconanbHbIH
KOMIIBIOTEP C MOHHMTOPOM), B KOTOPOM IIOCETHUTENb MOXKET CaMOCTOSTEIBHO
O3HAKOMHTBCS C MOPSAKOM IOJTYYESHUs] FOCYJaPCTBEHHBIX U MYHHUIMIAILHEIX YCIYT,
pexuMoM pabotsl M®I u Jpyrux ymoIHOMOYEHHBIX OPraHOB, B TOM HHCIE Ha
opuumranrsHoM caiite M®LI, Ha caiiTax opraHu3armit napTHepoB. HGpopMamoHHbIH
KMOCK HEe 000pyIyeTcs MHOrOQYHKIMOHATHHEIM YCTPOMCTBOM I IEYaTw
IOKyMEHTOB. .

2.1.2 IIpu obparmeHus K aIMUHICTPATOPY HOIYYUTh B YCTHOM dbopme 061IyIO
HHQOpMalmio 06 ycmyraX, pexuMme paborsr M®I], mopsixe o0cmyxuBaHusg
IIOCETUTEIIEH, TTOPSAKE 3aII0THEHHUS 3asIBIICHUM.

2.1.3 Tlonmy4uTs yCTHYIO KOHCYJIBTALMIO [0 HHTEPECYIOIIHAM €ro yciIyraMm npu
oOpalieHuy K CIENHAINCTaM B OKHA, B YCTaHOBICHHOM HACTOSIIMM PeraaMeHToM
IIOPSIZIKE.

2.14 Tlomy4uTe KOHCYNBTAllMI0 [0 HMHTEPECYIOIHM  €ro yciyram
JAUCTaHIIMOHHBEIM CIIOCOOOM (Yepe3 GpopMy 0OpaTHOM CBS3U Ha OGUITHAIBHOM caiiTe
MO®ILI:  https://novo-mfc.ru/index.php/obratnaya-svyaz wmm ImyTeM OTOpaBKH
obpamienus B corpansHol cetr BKonrakre: https:/vk.com/mfc novotroitsk)

2.1.5 Ilomate NOKyMEHTHl Ha IIONyYeHHe HEOOXOAMMOM eMy YCIYTH H
IOIYy9UTh PE3yNbTaT IPENOCTAaBICHUS YCIYIM B COOTBETCTBHH C JEHCTBYIOIIUM
3aKOHOZATENIECTBOM, COTJIAIEHUSAMH O B3auMozeiicTBuu M®II u opraHoB BIacTd U
OpraHW3allvyi, YMOJHOMOYEHHBIX Ha OKa3aHHE COOTBETCTBYIOIIUX YCIYyT H
HacTosuM PermameHnToMm.

2.1.6 Ilpu omHokpatHOM oOpameHur B M®L] 06paTuThCS C 3ampocoM o
IIPEAOCTABICHUN HECKOIBKHUX I'OCYJapCTBEHHBIX M (WJIM) MYHHUIMIANBHBIX YCIyT.
IIpu srom M®IL] 11 obecredeHHs NOTyYeHUS 3asBHUTENEM TOCYAAPCTBEHHBIX H
(Wm¥) MyHHIMIANBHBIX YCIYT, yKa3aHHBIX B KOMIUIEKCHOM 3alpoce, JEHCTBYET B
UHTEpecax  3asgBUTeNsd ©Oe3  JOBEPEHHOCTH K  HalpaBisseT B  OPraHkl




NPENOCTaBIAIONINE TOCYJapCTBEHHBIE YCIYyTHM, OpraHbl, MPEIOCTABIISIOIIHIE
MYHHIMITATIBHBIE YCIYTH, 3asJBJICHK, IIOAIACAHHBIE YIIOJHOMOYEHHBIM PabOTHHUKOM
MHOro(yHKIIHOHAJIBHOTO [IEHTPa M CKPEIUICHHBIE MTEYAaThI0 MHOIOQYHKIMOHAIHHOTO
[EHTPa, a TaKXKe CBEIECHHS, NTOKYMEHTHl U (Win) uHGOPMAIIUIO0, HEOOXOMUMBIE JIJII
IIPEIOCTABIICHUS YKa3aHHBIX B KOMIUIEKCHOM 3aIpoce TOCYNapCTBEHHBIX U (WJIH)
MYHULIMTIATBHBIX YCIYT, C IPHIOXKEHUEM 3aBepeHHOM MO®I] komuu KOMILIEKCHOTO
3ampoca. Ilpu 3TO0M He TpebyloTCs cocTaBiieHHe M MOAIMCAaHHe TaKuX 3asBIICHUIl
3asBUTEJIEM.

2.1.7 Ilpu monade NOKyMEHTOB B OKHe OT crermanucta M®IL] momyuuts
MH(OpMAIHIO 0 Hamuiuy ydeTHo# 3amucu B ECUA. B ciydae, ecnu HeT ydeTHO
3aIlCH, YU IIPY U3BSIBICHUHU COITIACHsl HA PETUCTPAIUIO, OBITH 3apETUCTPUPOBAHHEIM B
ECHA cnemuanucrom M®II.

2.1.8 OueHHTH Ka4eCTBO NPENOCTABICHUS YCIYTH, KA4eCTBO OOCIyKHUBAHUSI
gepe3 MAC MKI'Y, nmocpencTBoM ucmons3osanus cepsuca «BAILI KOHTPOJIby» ua
opummansHOM cafite M®LI wWid nOpH IOMONM IUIAHIIETHBIX KOMIIBIOTEPOB,
YCTaHOBJIEHHBIX B OKHAX OOCITY>KHBaHMS.

2.1.9 OreHuTs Ka9eCTBO NPENOCTABICHHS YCIYTH, KA4ECTBO 0OCTY)KUBAHUS C
nomompio CMC-ompoca. CMC ompoc HalpaBisIeTCsl 3asiBUTENSAM, 0OpATHBIIIMCS B
M®I] 3a noxydenwem rocynapcTBeHHOM yciyru. B cilydae oTKasa OT HOTyYeHHS
CMC, sasButens BIpaBe cooOumTh paboramky M®IL] o cBoem otkaze. CMC
HalpaBIIe€TCA ¢ KOpOTKoro Homepa PenepanpHoro tenedonHoro entpa 0919.
Inata 3a CMC ¢ oIieHKOM [OCETUTEINS He B3NMAaeTCs. IIpu onieHKe 3a9BUTET MEHEE
3 Oamwios, corpynHukamu @enepansHOro Telne@OHHOrO INEHTPA MOXET OBITH
TPOM3BE/ICH KOHTPOJIBHBIA TEIE(QOHHBIA 3BOHOK C IIENBIO BBISCHEHHS IPHYUH
HU3KOM OIEHKH Ka4eCTBa IIPEIOCTaBIICHHUS YCIIyT.

2.1.10 Ilomy4uTs NONONHHUTENBHBIC YCIYI'H, MPENOCTaBiIAeMble CTOPOHHHMMU
OpraHH3AIHAMH B YCTAHOBIIEHHBIM UMH HOPSIKE.

2.2 Ilpn o6pamennu B M®II noceruresan o0s13aH:

2.2.1 CobmonaTe ycTaHOBICHHBIC HACTOSIIAM PernaMeHToM TpeGOBaHHS K
IIOPSIOKY OOCITYy >KHBaHUS [IOCETUTEIIEN.

2.2.2 HeyKOCHWTENHFHO BHIIONHATH TpeGOBaHMS paGOTHUKOB B CIydae
BOSHMKHOBEHHSA YIPO3bI XHU3HEIEATEILHOCTH JIOJACH, a TakKe MOPYHd HMMYIIECTBA
MO®II.

2.2.3 He momyckaTh JEeMOHCTPAIX HEYBAKEHHUS K PaGOTHHKAM, IOCETUTEISIM
U WHBIM JIMIaM, HaXondmumces B 3qanud M®LI, koTopoe MOXeT OBITh BHIPAKEHO B
COBEPIICHUM JEHCTBHUM, CBHIETENBCTBYIONIMX O SBHOM MPEHEOpEXKEHHH K
OOIECTBEHHOMY MOPSIKY, YeT0OBEYECKOMY JOCTOUHCTBY M OOIIEIPHHATHIM HOPMaM
MOpAaJIH.

2.2.4 He poryckaTh OCKOpPOUTEIbHBIC BBICKa3bIBaHUS (YIPo3bl, OCKOPOIICHMS,
UCIIONIF30BaHKE HELCH3YPHOH JIEKCHKH) B ajipec paboTHuKOB M®I] u mapTHepcKux
OpraHu3alyi.

2.2.5 IlpoBepuTh 3asBICHHE IO IPENOCTABISEMOM YyCIyre, MOATBEPIUTE
IIPaBWIBHOCTE H  JOCTOBEPHOCTH CBEICHHM, YKa3aHHBIX B 3asBICHAA U
IIPE/ICTABIICHHBIX TOKYMEHTaX.



2.2.6 He pomyckaTh mpueM IIWIIN, YIOTpeOeHHe IPOAYKTOB ITHTaHUS,
BEJICHHE Tele(OHHBIX MEPeroBOPOB B OKHE IpHeMa IpH  OOCITYyKHBaHHU
crenmanucramu MOIL.

2.3 PaGoTHuK Bupase:

2.3.1 Otka3zaTb B iprieMe JOKYMEHTOB, €CIIH:

- 3allpalinBaeMast 3asBUTEIIEM YCIIyra He OKa3hIBaeTcs Ha 6aze MDL];

- HEBO3MOXXHO HJCHTH(QUIMPOBATH 3asBUTENSA B MOPSANKE, YCTAHOBICHHOM II.
1.11 HacTosmero Pernamenta;

- 33 TIONyYeHHEM YCIYrd oOpamiaercs HpeACTaBUTENh TOCYNapCTBEHHOIO
OpraHa ¥  €ro TEPpPUTOPHANBHOIO  OpraHa, OpraHa IOCYAapCTBEHHOIO
BHEOIO/UKETHOTO (OHAA W €ro TeppPUTOPHAILHOTO opraHa, opraHa MECTHOI'O
CaMOYIIpaBJIEHHUS,;

- B CJIydae HECOOTBETCTBHA KOIUYECTBA JIE] B TATIOHE SIICKTPOHHON OYepeny I
PEaIBHOTO KOJIMYECTBA JIET;

- B Clly4ae HapymIeHHs IIOCETUTENEeM ITyHKTOB 2.2.3, 2.2.4 HacTosImero
Pernamenra;

— CYIIECTBYET yIpo3a XXU3HU U 30POBBIO paboTHHUKY (paboTHukam) M®II,

- B COOTBETCTBHHM C TpeOOBaHMAMHU [EWCTBYIOINETO 3aKOHONATEIHCTBA,
HOPMAaTUBHO-IIPABOBBIX aKTOB.

B BBEIIIEYKAa3aHHBIX CITydasx 3asBUTENIO JODKHO OBITh OK43aHO YCTHOE
KOHCYJIFTUPOBaHHE.

2.3.2 BocCmonp30BaThCs TPEBOXKHOM KHOIIKOM, KOTOpas HalpaBIsIeT CHUTHAI B
YIPEXIECHHE OXpaHBI, C KOTOPHIM 3aKIIOYeH JOroBOp, IJHOO OOpaTHTLCS K
COTPYAHHKY OXpaHbl B CIy4asx OCKOpOIE€HMH IJWYHOCTH, YIPO3El JKH3HH,
HEaJ[EKBATHOI'O ITOBE/ICHUS 3asABUTEN, 4 TAKXKE B ClIydae IOAO3PEHMS, YTO 3aIBUTEID
HaXOIHUTCS B COCTOSHHM QJKOTOJIHHOTO MM HAPKOTHYECKOTO OMbIHEHHS, (er20.21
KoAII P® «IJosiBneHHe B OOIECTBEHHBIX MECTaX B COCTOSHHUU ONbSIHEHHS, CT. 5.61
KoAIT P® «Ockopbiienuey).

2.4 PaGoTHHUK 00si3aH:

2.4.1 Ilpu obcmy>XuBaHUU TOCETUTENEH COOIIONATD:

- Ilocranosnenne IlpaButenscrBa Poccuiickoit ®emepanuu ot 22 nekabpst
2012 roma Ne 1376 «OO6 yrBepxnenuu IIpaBui OpraHW3alyd AeATEIFHOCTH
MHOTO(QYHKIMOHANBHBIX  LIEHTPOB  INPENOCTABIEHHS  IOCYJAapCTBEHHBIX U
MYHULIMIATBHBIX YCIYT»;

- Meromuueckue pekOMeHIAUH AN MHOTOGYHKIHOHANBHEIX I[EHTPOB
IPEIOCTABIEHUS IT'OCYAAPCTBEHHBIX U MyHHUIIUIIANBHBIX YCIYT 110 HHOOPMHPOBAHHUIO
IpaXkJaH O MPEUMYIIECTBAaX MOIMy4YeHHs ITOCYJapCTBEHHBIX U MYHHUIIUIATBHEIX YCIYT
B DJIEKTPOHHOM (hopMe, yTBEp>KICHHBIE MPOTOKOJIOM 3aceNaHus IIOAKOMMCCHH II0
UCIIONB30BAaHUIO  HMH(DOPMAIIMOHHBIX  TEXHOJNOTMM  MPH  IIPEIOCTaBICHUHA
TOCYJAapCTBEHHBIX W MYHHIUIIAIBHBIX YCIyT IIpaBUTEeNbCTBEHHOH KOMHCCHH IIO
HICIIOJIB30BAaHUIO UH(OPMAIIMOHHBIX TEXHOJOTHH IS yIIyqIIeHHs Ka4eCTBa KU3HHU U
YCIIOBUU BEIECHUS IIPEAIPUHUMATENBCKON eI TeIbHOCTH;

- ITocranoBnenue IlpaButenscTBa OpenOyprckoit oomactu ot 11.10.2017
Ne  730-m «O6 yTBepxIeHHMH CTaHAapTa OOCITyXWBaHMS 3asdBHTeNed B
MHOTOQYHKITMOHATBHBIX  IIEHTpaX  IpPeNOCTaBIEHUS  TOCYNapCTBEHHBIX U
MYHHIUITATBHBIX YeIyT OpeHOyprckoit oomactmny,



- Komexc stukm m cmyxe6HOro moBenenus paGoTHHKOB MAY «M®I]
r.HOBOTpOHIIK», yTBEepXKJEHHBIH IPUKa3oM qupekTopa oT 12.09.2018 Ne 42;

- Ilonoxerune 06 06paboTke NEPCOHANBHBIX JAHHBIX, YTBEPKACHHOE IPHKA30M
nupekTopa ot 17.06.2021 Ne 22;

- @HTHKOPPYIIHOHHYIO IOJHTHKY, YTBEPKIEHHYIO IIPHKA30M AMPEKTOPa OT
12.09.2018 Ne 42;

- IlpaBuiia, pernaMeHTHpPYIOIIHE BOIPOCHI OOMEHa MOJApPKaMM H 3HAKAMH
Aenosoro rocrenpuuMcrBa B MAY «M®II r.HoBoTpouik», yTBepXIeHHBIE
NpUKazom qupekropa ot 12.09.2018 Ne 42;

- llopsnok ysemomienms paboromarens o (akTax OOpalleHHs B IENSX
CKIOHeHHs pabotHmkoB MAY «M®I[ r.HoBoTpoHmk» K COBEPILIECHUIO
KOPPYIIIHOHHBIX IPABOHAPYIICHUH, YTBEPXKICHHBIH IIPUKa30M IHUPEKTOpa OT
12.09.2018 Ne 42;

- Ionoxxenue o cucTeMe BHICOHAOIONEHHS B MyHUIUIIAIEHOM aBTOHOMHOM
YUPEXKISHUN MYHULUIATHEHOTO o0pazoBaHus ropoja HoBotpowurk
«MHOTOQYHKIIMOHANBHBIA  IEHTP  HpeXOCTaBICHUSI FOCYlapCTBEHHBIX U
MYHUIUIIATBHBIX YCIIYT» B aKTyalIbHOMN peIaKIiH.

3. HacTpo¥ika cHCTeMBI 3/IEKTPOHHOIO YIPABJICHHS 0UepPeNbIo

3.1 Ilpouecc  obcmyxuBaHust  mocetuTeneir  MO®IL] OCYILIECTBIISIETCS
IIOCPEICTBOM CHCTEMBI 3JICKTPOHHOI'O YIIPABIIEHUS OYEPENbI0, JJI1 4Yero B 3alie
MO®Ll ycranaenusarorcs 1 (OQMH) WM HECKOTHEKO TEPMHHAIIOB 3JI€KTPOHHOM
odepeny # 1 (OAHO) MM HECKONBKO OOMMX Tabllo, HA KOTOPOM OTPAXKAETCs
COCTOSIHHE OYCpPEIH.

Pabodee Mmectro otBeTcTBeHHBIX sy M®I] obopymyercs IyIsTOM
aIMAHHUCTpaTOpa  OJJICKTPOHHOM  ouepeny, pabourme MecTa  CIIEIHAINCTOB
060pyIyroTCS MyIETOM OIIepaTOpa SNEKTPOHHOM OUepeIH.

3.2 B nemwsix obecrniedenus KOMOPTHOCTH ¥ PABHEIX YCIOBH 0OCITy>KABAHHS
IOCeTUTENICH BHE 3aBHCHMOCTH OT [Eld HX OOpalleHHsd, COOIIOIeHHs
YCTaHOBJICHHBIX CTaHIAPTOB OOCITYXHBAaHUS, PEryIMPOBAHMs IIOTOKA MTOCETHUTENEH,
B MOII ocymecTBisiercs pacupeneieHle BO3MOXHBIX Leleil oOpameHuii B
ONICKTPOHHOH OYepefd MeXIy BHIAMH YCIYr, IPENOCTaBIEHHE KOTOPBIX
OpraHu30BaHO Ha 6ase M®I] ¢ ycTaHOBICHHEM CIIEAYFOIMX HAPaMETPOB:

— Kareropus obpamenus («I'0TOBEIe HOKYMeHTE», «KOHCYyIbTHpOBaHWE u
uH(OpMHIpoBaHKe», «IIpueM mokymentosy» «IIpueM moxymenTos (BusHec)».

3.3 Hactpoiika 21eKTpOHHOM 04epe/it OCYIIECTBIAETCS COTPYIHUKAMH OT/eNa
COIIPOBOXKIECHMSA JJICKTPOHHOIO IIPABUTENBCTBA T'OCYJAPCTBEHHOIO Ka3eHHOTO
yapexnenns «lLleHTp uH(OpMamoHHEIX TexHONorud OpeHOYpPrckoif obracTu» B
COOTBETCTBHH C 3asgBKaMH, OTIIPABIEHHBIMHE OTBETCTBEHHBIMH paboTHukamu M®I] B
CIIy’K0y TEXHUYECKOH IO IEPHKKH.
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4. Ilopsinok o6Cay:KHBaHHS MOCETHTEJIEH

4.1 OO6mue TpeGoBaHHUS K 00CTy;KHBAHHIO OCETHTEICH M®PII

4.1.1 Ilpuem mnoceruteneit B MO®LI ocymecTBIseTci B COOTBETCTBHH C
TpeboBanmamu [locranosnenus IpaButenscrea PO or 22 nexabps 2012 r. Ne1376
«O06 yTBep)XHEHWH IPABHUJI OPraHU3AlldH IEATEIHHOCTH MHOI'O0(YHKITHOHAIEHEIX
[EHTPOB NPENOCTABIECHIUS TOCY IAPCTBEHHBIX ¥ MyHUIMITIAIBHEIX YCIIYT».

I'padux paborsr M®PL] ycraHaBIuMBaeTCs JIOKATBHBIMEM aKTAMA M®I] u
pasMeIIaeTCst Ha BRIBECKE IIepelt BXOAOoM B nomerneHre ML, Ha uHdOpMAaI[HOHHEIX
crennax B ML, Ha odurnmansHoM caiite M®ILI,

4.1.2 OrkpeiTHE [Bepell ISl TOCETHTENeH OCYINECTBISETCS IO rpaduxy
pabotsl M®I] (norenensHuK — msTHEALA B 9:00, cy660Ta — B 10:00).

4.1.3 3axpoitue nBepeit M®LI 11 Bxoxa MOCETHTENEHl OCYLIECTBISIETCS B
MOMEHT 3aBepuieHuss pabouero g MOPII. Breixon 3assureneit 3 MOI]
OCYIIECTBJIIETCA IO MOMEHTa 3aKphITHs JiBepeit M®I] o oxoHwanwu pabodero gHs.

4.1.4 BeI30B moceTuTeNneR B OKHa OCYILECTBISETCS B HOPAKE, OIPEeIIeMOM
CHUCTEMOH SJIEKTPOHHOI odepe.

4.1.5 O6cnyxusanme mocerurenelfl B OkHax cremuammctamMd ML
OCYIIECTBIAETCA NPH COBIAJCHUM CBEIECHHH O IIOCETHTENe, YKA3aHHBIX B IIyJbTeE
omnepaTopa JJICKTPOHHOW OYepeau C IPeabABICHHBIM IIOCETUTENIEM TaJTOHOM
3JIEKTPOHHOM ouepenu (HoMep).

4.1.6 B nemsix JOCTIDKEHMS IIEIEBOTO MOKAa3aTels, YCTAaHOBIEHHOrO YKa3oM
IIpesunenta P® or 7 mas 2012 r. Ne 601 «O6 OCHOBHBIX HaIpaBJICHUIX
COBEPIICHCTBOBAHMS CHCTEMEI I'OCYAAPCTBEHHOI'O YIPABIEHHUSI» — IIOBBIIIEHUE K
2018 r. o 70 NPOIIEHTOB MOJH TpaKIaH, MCIOJNB3YIONIMX MEXaHW3M MOJIyYEeHHUS
YCIYyT B BJIEKTPOHHOM BHJE, BO MCIONHeHHe KoHIenuuu pa3BUTHI MEXaHH3MOB
IIPEJIOCTAaBIICHUS TOCYTApPCTBEHHBIX ¥ MYHHUIIUIIAIBHBIX YCIYT B 3JIEKTPOHHOM BHJIE,
YIBEpXKAeHHOU pacmopsukenreM IIpaBurensctBa Poccuiickoit ®@enmepamuu ot 25
nexabps 2013 r. Ne 2516-p, a Taroke Mt (GOPMHUPOBAaHMS €IMHOTO ITOIXOAa K
IIOBHIIIEHUIO YPOBHA HMHGOPMHUPOBAaHHOCTH IpaXKIaH O Mepax, HalpaBlIeHHBIX Ha
IIEPexXo/l K MPENOCTABICHHMIO TOCYJAapCTBEHHBIX W MYHHIMIAILHBIX YCIYyI B
SIIEKTpOHHOKM  Qopme, crermamuetst MO®L]  nomwkHBL Tpu  06GCIY>KHBAaHHUU
IIOCETUTENIE  PYKOBOACTBOBATbCSA  METOAWYECKMMH  PEKOMEHOAIUAMU IS
MHOTOQYHKIMOHANBHEIX  IEHTPOB  IPENOCTABIEHUS  IOCYJApCTBEHHBIX W
MYHMIMIIANBHBEIX YCIyI II0 HHPOPMUPOBAHUIO TpaJaH O IIPEUMYINECTBaX
IIOJIyY€HHs TOCY IapCTBEHHBIX U MyHHUIIUIIANBHBIX YCIYT B 3JICKTPOHHO (hopMe.

4.1.8 Ilpu 3ammcu Ha npuéM 3asBUTENEH C MHOXXECTBOM 3asBIICHHH, IIO
PEIIeHNI0 HadalbHUKa oThena (JIMO0 WHOrO0 OTBETCTBEHHOI'O JIHI[A) MOXKET OBITH
BBIZICJIEHO OKHO JIJIS1 OOCITY>KHABaHMSL.
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4.1.9 IlpemocraBneHHe TIOCYNapCTBEHHBIX ¥ MYHUIWMIAIBHBEIX YCIyT
OCYIIIECTBIISIETCS B TE€UYEHHE CPOKOB, YKa3aHHBIX B COIVIAIIEHUSIX O B3aMMOEHCTBUU
M®I] m opraHoB BIAaCTH H OpraHW3allWii, YyIIOJIHOMOYEHHHIX Ha OKa3aHHe
COOTBETCTBYIOIIUX YCIYT, W HMCYHCIAIOTCS CO CIEAYIOMero IHsS IIOocie IMpHeMa
DOKYMEHTOB, HEOOXOIMMBIX JUIi  TNPEIOCTaBIE€HWs IOCY[JapCTBEHHBIX WU
MYHUIIMTNIATBHBIX YCIIYyT, €CJIM MHOE HE yKa3aHO B COTIVIAIIEHHMM O B3aMMOMAECHCTBHU
MOIl u opraHoB BIAaCTH ¥ OpraHH3alWi, YIIOJHOMOYEHHBIX Ha OKa3aHHe
COOTBETCTBYIOIIMX YCIYT.

4.1.10 Beiaya 3asgBuTemo pe3ynbTaTa MPEIOCTABIEHHS TOCYIAPCTBEHHBIX 1
MYHHIUIANBHEIX YCIYT OCYLIECTBIAETCS CO JHS, MOCTYILICHHS IOKyMEHTOB B
M®I], HO He TmTO37HEe YCTAHOBIEHHOIO COIVIAIEHWEM C  OPraHoM,
IIPEJOCTaBILIIOMIM YCIIYTy, CPOKa XpaHEHUs pe3yibTaTa OKa3aHus yciuyru B MOIT,

B ciydae CBOEBpeMEHHO He MONYYEHHBIX JOKYMEHTOB 3asBUTENEM,
3aJBUTCIIO MOXET OBITH IIPEAJIOKEHO OOpaTHTBCA B OpraH, IIPEXOCTABIISIOIIMI
TOCYZJapCTBEHHYIO MIIM MYHHUIUIIAIBHYIO YCIYTY, 32 BEIIaYeil pe3yIsTara.

4.2 Tlopsiiok BBIIaYH TAJIOHOB 3JIEKTPOHHOH OYepeId B IOMeIeHHH
M®I]

4.2.1 Ilpu obpamenuu B 3anm obcmyxuBanus MOL] ¢ Ienbio MOMydeHMs
KOHCYJIBTAllK 00 yCIOBHUAX M HOPSKE IIPENOCTABIEHU YCIyT Ha 6aze MPIT wim
10129y NOKYMEHTOB Ha IIOIydYeHWe yciuyr Ha 6aze M®IL] mocerwrens momydaer
TaJIOH 3JIEKTPOHHOU OY€peid B COOTBETCTBHU C LIENIBIO OOpalleHns, yKa3aHHON Ha
TEpPMHHAJIE 3JIEKTPOHHOM Odepe/u.

IIpy BOSHUKHOBEHWMH 3aTpy/HEHHIT B BEIOOpe [elu oOpalienus Wik paGoTe ¢
TEPMHUHAIOM  SJIEKTPOHHOW  OYepeNM IIOCETUTeNh BIOpaBe OOPaTUTBCS K
aaMUHMCTpaTopy. IIpu 3TOM agMHUHHCTpaTOp O0s3aH BHLICHUTH KOHKPETHYIO IEIIb
oOpaleHus 3asBHATEIS], B TOM YHCIe C HCIONB30BaHUEM NAHHBIX B AVIC MOII,. B
CIydae, €CIM IIOCETHTEeNb OTKa3hIBAETCA IPENOCTABIATH IEPCOHAIBHBIE NaHHEBIE
aIMUHHCTPATOPY, TO aAMHHHCTPATOp BBINAET MOCETHTENIO TANOH 3IEKTPOHHOMN
odepenr Mo menu obpamienus «KoHCYmbTanmusy» Ui BBIABICHHS 3alpalldBacMoi
YCIYTH.

Komn4ecTBo cy0heKkTOB (Y9aCTHHKOB CAEJIKH) H 00HeKTOB Ha OXMH TAJIOH
He JOJUKHO NpeBbImaTh 10 equaum.

4.2.2 TloceTwTens, MONYYMBIIAI TaOH BICKTPOHHOM OYepeNH, OXUIAET
BbI30B2 B COOTBCTCTBYIOIIEE OKHO B CEeKTOpe OXmaaHHI. HMH(bopMHpoBaHWE O
BBISOBE B OKHO OCYIIECTBIISETCS IYTEM T'OJIOCOBOTO ONOBEIICHHS M 3JI€KTPOHHOTO
Tabno B 3ame MO®I[ ¢ ykazaHumem HOMEpa TaJloHa OJJIEKTPOHHOM ouepemu W
Ha3HaYCHHOI'0 OKHA IIpreMa ITOCETUTENEH.

4.2.3 Bplmada TalOHOB 3IEKTPOHHOM O4Yeper OCYIIECTBISICTCA COITIACHO
peXUMy paboTsl oprca M®II. Beigaua 3asBUTENISM TAIOHOB 3JIEKTPOHHOU CHUCTEMEI

YUPABICHUA O4YCpEeNbl0 MpeKpamaeTces: 3a 30 MHHYT 00 OKOHYAHHS pabouero
BpPEMEHH.
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4.3 IlopsiioK npexBapHUTEbLHON 3aNHCH 1JIsI oOpamenusi B M®I]

4.3.1 B memix ynmobcrtBa o6CIyKHMBaHHS IOCETHTENCH Ipd oOpalieHuu B
M®ILI, npexycMoTpen mpueM HoceTuTeneit B mopsiKe NIPEIBAPUTENEHON 3aIIUCH.

4.3.2 IlpensapurenbHas 3alKCh IPOM3BOAUTCS HA OIIDKAMIe cBOOOTHEIE
AaTel M BpEMs IO COINIACOBAaHMIO C 3asgBUTEIEM, HO HE IO3AHee, deM Ha 21-if
KaJIeHJapHBIH EHb C AaThl OOpAIeHNs 3asIBUTENS TOCPEICTBOM:

— Iu4HOro obpamenws B MOILT;

— TeneOHHOro obpalleHus HerocpencTeHHo B M®I 1o Tenedony: 8(3537)
68-40-71; 8 961 917 02 72;

— TenedoHHOro obpamenus yepes UCL mo Tenedony 8(3532) 480-480;

— oOpamenuss Ha OQHUIMANBHBIA  CaT  YIOJHOMOYEHHOTO MO®I]
https://www.orenmfc.ru/mfc_services/pre_entry/ u oduupansHeIi caiit MO®I] B ceTu
Hureprer https://novo-mfc.ru/ gepes popmy O6paTHOi CBS3M;

— oOpameHus  depe3  COOOINECTBO B - CONMANbHON  cetm Bk
https://vk.com/mfc_novotroitsk;

— Hncnons3oBanms IloMomHuka Ha caiite ML,

4.3.3 Ilpu obpameHHH 3asABUTENSI C UENBI0 IIPEBAPUTEIHHOM 3aIlMCH IS
obOpamenus B8 MOI] aIMUHHUCTpaTop, nubo cremuamuct HWCLI, OCYIIECTBIISET
NPEABAPUTENILHYIO 3allUCh TPAXAaHHHA C yKa3aHWeM ero (GaMuIM{, HMEHH WH
oT4ecTBa (IPH HAIM9IWK) ¥ HoMepa TernedoHa. [1o 3aBepHIeHHH IpeBAPUTENHHOM
PETUCTpalK aIMUHUCTPATOp, oo crnenuanuct MCL, uadopmupyer 3asgButens o
ITNH-xoze, KOTOPBI HEOOXOMMMO BBECTH B TEPMUHAI SEKTPOHHON OYepeld IpPH
obpalieHun B oduC IS MOTYYEHHs TaJOHA, 0Opalias BHUMaHUE Ha JeHb, BpeMs U
MECTO INOJa4M JOKYMEHTOB. AJMHUHHCTpatop, maubo cmemuamact MCL],
YZOCTOBEPSIETCs, PABUIILHO JIM 3asBUTENb IIOHSIT YCIIOBHS IIPHEMA.

434 [Ilpu OCYyIECTBIEHMH IIPSABAPUTENBHOM 3alMCH  IOCPEICTBOM
IlomoInHVKa TpaXITaHWH OTBEYaeT HA BONPOCEL MW  CIENyeT MHCTPYKIHSIM
ITomornuyka. I1o 3aBepienuio mpeaBapUTeIbHON 3amucy [IOMOIHAK HHDOPMHUpYET
sasButens o IIMH-koxe, KOTOpEI HEOOXOAMMO BBECTH B TEPMHHAJ 3JIEKTPOHHOM
ovepenu mpu obpameHuy B obHC UL MOIyYeHHs TaOHa, oOpalias BHHMAaHHE Ha
JI€Hb, BPEMs ¥ MECTO ITOAa4H IOKYMEHTOB.

4.3.5 Ilpu OCyIEeCTBICHUH NPEIBapUTENbHOM 3allHCH MOCPENCTBOM CEPBHCA
«IIpenBapuTenbHas 3aMuch» Ha equHOM caiite M®L] rpaxgaHuH caMOCTOSTEIHHO
OCYIIECTBIISET  NPEIBAPHUTENBHYIO  3amuch (IPH  HAJIMYHH  TEXHHYECKOHU
BO3MOXHOCTH). Ilo 3aBepImIeHHMIO INpeBapUTENBHOM pErucTpalMyd Ha caiiTe
BBIBOAUTCS MHQopMaius o HoMmepe IIMMH-xoma, HEOOXOMUMOM Ui IOJIyYEHUS
TaJloHa B 0(Hce MOCPEICTBOM BBOZIA €T0 B TEPMHHAJIE SJIEKTPOHHOM OYepe In.

4.3.6 Ilocetmrens, 3amnmcaBmmiics Ha mnpueM B MO®I], o06s3an
3a6nardBpeMeHHo nonoutd B MO®LI. Ilpu 3TOM, IOIy4UTh TaJOH MpEeaBapPUTEIIBHOM
3anmcH nocpeactsoM Beoza IIMH-kxona Ha TepMuHane 3J€KTPOHHONU OUYepe MOXKHO
He Oosee gyeM 3a 15 MUHYT 10 MpeIBapUTEIBHOIO BpEMEHHU NIPHEMa U He Ooliee ueM
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yepe3 5 MHHYT IIOCJIe YCTaHOBJIICHHOTO IpeABapUTEIBHOIO BpeMeHH IpHema. lIpu
MIPEBBIIIEHUN yYKa3aHHBIX BPEMEHHBIX IIPEJEN0OB, BbIIadya TAJIOHA IIPEIBAPUTEIBHON
3amucy He ocymecTBisieTcs. [Ipuém 3asBuTens MOXeT OBITH OCYIIIECTBIIEH B IOPSIIKE
O4Yepein.

4.3.7 B ciydae, ecinu rpaxJaHWH IIOTEpsUl paHee MONYYEHHEINH B TOPSIKE
npensapuTenbHoi 3anucu ITMH-kox 11 moirydeHus TajoHa 3JIeKTPOHHOM odepeHy,
nubo He NTOMHUT Ha3HA4YeHHBIE eMy JaTy W BpeMs mocernenus, a Taxke [THMH-xox
JUTS TIOJTyY€HNMS TaJIOHa 3JIEKTPOHHOM OoYepeiy, TPaXJaHUH UMeeT IPaBO 0OpaTUTHCS
K agmuHuctparopy wid B MICL] nins yTouyHeHHs] HEOOXOMUMBIX €My CBEICHHM I
IOJTy4YeHHsT TajOHa JJIEKTPOHHOH ouepeau. Kpome TOro, rpaxmaHWH MOXET
noixyunts mHQopMarmio o IIMH-xoxe marte, MecTe, BpeMEHH IIpeBApUTEILHON
3anucHu nocpenactsoM [omommHuka.

4.3.10 OGciykuBaHHWE IIOCETUTENEH, IPEIBAPUTENHLHO 3alUCABIIMXCA Ha
IPUEM, OCYIIECTBIIETCS B COOTBEICTBUM C OOImMMH TpeOOBaHHUAMH K
00CITy>)XKMBaHUIO IIOCETHTENEH, OIpeIeIEHHBIX HACTOAIIUM PernamMenToM.

4.3.11 Ilpomaxa m mepeaada npaBa HCHOJIb30BAHHS 320POHHPOBAHHOM
NpeIBapUTEIbHOM 3alIMCH H TAJOHOB TPeThHM JIMIAM 3amnpemaercs. B ciyuae
BBIABJIEHHS (DAaKTa MPOIAXH 3a0pOHUPOBAHHOMN MpeIBAPUTENLHON 3aIlCH U TaJOHA,
NaHHas 3amKch (TaloH) IIOANEKHWT aHHYJIUPOBAHHIO B CHCTEME YIPaBICHHSI
3JIEKTPOHHOU OYepeabio.

4.4 IlopsiioK BbIJa4H TAJOHOB JIEKTPOHHO# 0YepeaH B IOMeIeHHH
M®II oTaeabHBIM KaTeropusiM rpacaan (BHeoYepeaHoe 06CIy;KuBaHHE)-

4.4.1 B nemsax obecrniedeHus yo6cTBa OOCITYKUBAHUS TPAXKIAH, OTHOCAIIAXCS
K KaTeTOpHUH JIMII:

— Berepansl Benukoit OteuectBeHHOM BOMWHEL

— HuBammaer Bennkoit OTeyecTBeHHOM BOMHEL,

— MuBamune! I, II rpynm, neTH-WHBATHAAB! W JIWIA, COIPOBOXKIAONINE TAKHUX
JIeTeM;

— TpaxjaHe, IIpU3BaHHBIE HA BOEHHYIO CIyx0y ©mo MoOuimu3amuu B
Boopyxennsle Cunbl Poccuiickoit @enepanmm, a Takke WIEHB CEMBH Y4YaCTHHKA
CBO.

4.4.2 Jlyia moiydeHWs TaJOHa SJIEKTPOHHOM OdYepedy, JWIA, YKa3aHHBIE B
nmynkre 4.4.1 Hacrosmero PermamenTa, BHe ouepeqH IIONY4alOT TaJlOH C
MaKCHUMAaJIbHBIM IIPHOPUTETOM Yy aaMuHHUCTparopa. [lpum cebe yka3zaHHBIE JHIa
IOJDKHBl HMMETh OpUIMHANBl JOKYMEHTOB, IIOATBEpPXKIAIOIMNE UX JBIOTHYIO
KaTErOpHIO.

AIMUHHCTPaTOp TPH BO3MOXXHOCTH BHU3YAIBHOW HICHTH(QHUKAMK JIUII,
KOTOpBIE IO BHEITHEMY BHIy MOIyT HKMETh IIpaBO Ha IIONy4YEeHHWE TajoHa
SIIEKTPOHHOM oOuepenr Ui BHEOUEpEOHOTo oOciyxuBaHMsA coriacHo m. 4.4.1, a
UMEHHO JIMI[ C BHIUMBIMH JAUCOYHKIMSIMEA (HapymieHue (QYHKIOUH OIOpHO-
JIBUTATEIFHOTO anmapara, QYHKIHN 3pUTEIFHOTO aHATU3aTopa, CIIyXOBBIX (QyHKIMHA
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U 1Ip.) HHQOPMHUPYET ITOCETUTENS O BO3ZMOKHOCTH OOCIy>KMBaHHS BHE OYEPEeNH IO
TaJlOHy OJJIEKTPOHHOW OYepend B IEHb OOpaIleHHS, ub0 O BO3MOKHOCTH
OpraHU3alU{ BEIE3IHOIO O0CITYKMBaHUS.

4.5 TpeGoBaHus K 00CayKHBAHHIO OCETHTEICH

4.5.1 Obcmyxusanue nocerureneir M®L] B OKHaX OCYIIECTBISETCS TOIBKO
TIOCIIE BbI30BA MOCCTUTEIIS CIIENMATICTOM B COOTBETCTBHH C TAJIOHOM SIE€KTPOHHOMN
O4Yepe]In.

4.5.2 Ecnu 3asBUTENb IOCHE 3ByKOBOTO CHTHANA OMOBEINCHHS OTOOpaXeHUs
HOMEpa Ha TablI0 He MOJXOIUT K COOTBETCTBYIOMEMY KOKHY» B TedeHHe 2 MHHYT,
OYCpeNb aHHYNMPYETCS, IPHUEM 3asBUTENS IO IPOIYIIEHHOMY TalOHY He
OCyIIeCTBIIAeTCS. BbI30B 3asBATE/IA MPOU3BOAUTCH 2 Pa3a ¢ HEPHOJHYHOCTLIO B
OAHY MHHYTY OXKHMIAaHHSA KaxIbli pas. Iloceturens, KOTOPEIA 1O KaKUM-JIHGO
NpUYUHAM TPOIYCTHII CBOXO OYepelb, BIpaBe OOPATHTHCS K aJMHUHHCTPATOPY 3a
HOBBIM TaJIOHOM. |

4.5.3 B ciiyyae eciu ML 3akphIBaeTCs 10 pesxuMy paGoTHL 1 obcmyxuBanue
3aJBUTENSL HE 3aBEPIICHO, €My MOXeT OBITh IPeNJIOKEHO OOCIyXHBaHHE Ha
CIIEAYIOIIHM JICHb.

454 B memix obecnedenns KOMGOPTHBIX YCIOBHH OOCIyXHUBaHUS
IOCETHTENeH B OKHAX IPHEMa M BBIJAYH JOKYMEHTOB MOTYT HAXOMHTHCS TONBKO
3asBUTEIIH.

4.5.5 B Tedyenue oOCITyXMBaHHS MOCETHTENh HE MOJDKEH MOKHIATh OKHO. B
Clty4ae, €CIIH IIOCETUTENb ITOKMHYJI OKHO M OTCYTCTBYET 0ojiee 5 MUHYT, CHELMATUCT
II0 HCTEYCHMIO BBIIICYKa3aHHOTO TIPOMEXYTKAa BPEMEHH 3aBEPIIAET TeKyIlee
00CIy>XKMBaHHE [IOCETUTENS. M BBI3BIBAET CIIEAYIOMIETO ITIOCETHTEI.

4.5.6 HenmomyctmMo OOCHy)XMBaHHME [OCETHTENS B DPa3HBIX OKHAx
OZHOBpeMeHHO. B ciydyae oOHapyxeHMS NaHHOTO (hakTa, CHENHMATUCT BeXyIIHH
IIpueM, Hpexynpexzaaer od6 sToM mnocetutens. IloceTwTens BIpaBe IPOXOIKUTH
npreM B OJHOM M3 OKOH. Ilocie BbIGOpa IIOCETHTENEM OKHA IS albHEMIIero
IppeMa, CIEIMAINCT, b€ OKHO OBUIO OCBOOOXKIEHO, 3aBepIilaeT TEKYIUHH ceaHC
OOCITy’)KUBaHUS U BBI3BIBACT CIIEMYIOIIETO IIOCETUTEA.

IIpu obciyXMBaHUY 3asBUTEINS, €CIIU 3aJaHHBIM KIMEHTOM BOIPOC BBIXOIHT
32 paMKW KOMIIETEHIIMH CIEIHaNucTa, JIHOO0 IIpH BO3HUKHOBEHHH CIIOPHOM
CUTYyallWH, CIIENUAINACT UMEET IIPaBO OOPaTUTHCS K [NIABHOMY CITEITHAIIUCTY .

I'naBHEIM cIEnyanucT, B CBOIO O4Yepelb, MOXET OOpaTUTHCA K HAYaIbHUKY
OTIieNla II0 IIPEIOCTAaBIECHHUIO TOCYJApCTBEHHBIX M MYHHIMIAIBHBIX YCIYT IUIS
YPETyJIMPOBaHUS BOIIPOCA WU CIIOPHOM CHUTYaITHH.

Ecnmm 1na pemenws Bo3HHKIIEH IpoOieMbl, TpeOyeTcs OKCIEpPTH3a
JOKYMEHTOB, IIPEJOCTABICHHBIX 3asBUTEIEM, Oojiee ONBITHBIMH CIIELHAINCTaMHI
M®II, To crneuuaiucT AOKEH YBEIOMUTH 3asBUTENIS O TOM, YTO OH IIOKHMIAET
«OKHO» IIpyeMa ¢ JOOKyMEHTaMHU 3asBUTENI, B TOM YHCI€ W OpUTHHAIAMH
IOKYMEHTOB, a TakKe COOONIMTh O BpeMEHH OXHIaHHI. I[IpH BO3pakeHHH
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3asBUTEJISA, CIICHUATKMCT HE JOJDKEH IOKHAATh OKHO» IIpHeMa, IIPH 3TOM BIpaBe
IPUIAacUTh Oollee  ONBITHOIO  CIIEHHAIKMCTa ITOCPEACTBOM 3BOHKA  JIMOO
KOPIIOPaTUBHOIO YaTa.

4.5.7 PaboTHHMKaM 3alpeleH0 IPUHUMATh OT MOCETHTENIEH W IIeperaBaTh
IOCETUTEIIM JIIOOBIE IIAaKeTHl, MOKYMEHTHI, BENId M MHBIE IpPEeAMETHl, 3a
UCKIIIOYCHUEM 3asBJI€HHH W JOKyMEHTOB, IIPUHUMAaeMBIX U II€pelaBaeMBIX
3asBUTEJLIM B IIPOIECCe OKa3aHUs UM yciIyT Ha 6aze M®I],

4.5.8 TIpuéM TOKyMEHTOB OT 3asBUTENISI HA NIPEIOCTABJIEHHE TOCYIapCTBEHHOMN
WM MYHHUIUNANBHOM YCIyTd IOATBEPXKIAETCA PACIUCKOM (OMKMCBIO IIPHHATHIX
JOKYMEHTOB) B IIpHEMe JIOKYMEHTOB.

4.5.9 PaboTHHK O00s3aH NPEUIOKUTE IIOCETUTETIO OICHUTH KAdeCTBO
IIPETOCTABICHUS YCIYTH OJHHM M3 CIEAYIOIMX CIOco00B: ¢ momormpio CMC,
IIOCPEICTBOM IIPOXOXACHHUS ONpoca Ha IUIAHINETaX, YCTAHOBJIEHHLIX B OKHAaX
IIp¥eMa [l OL[CHKU Ka4eCTBa OKa3aHHOM YCIyTH, depe3 caiiT vashkontrol.ru.

KoHTpons opraHmsany OIEHKHM KauecTBa OOCIY)KMBAHHS BO3JIAraetcs Ha
HajaJlbHAKa OTZJeNa II0 IIPEeJIOCTABICHUIO TOCYJapCTBEHHBIX W MYHHIMIAILHBIX
yciyr (iub0 HHOE OTBETCTBEHHOE JIUIIO).

4.5.10 B memsx obecrneuenns paBHBIX yCIOBHIL IIOJIy4YEHHUs yCIyr Ha Oase
MO®IL] ycranosinena HOPMATHBHAsI [JIMTEJLHOCTH BpPEMEHH OGC.Iy’KHBAHMS
INOCETHTEJIS] B OKHE CIIEI[HAIHCTOM:

- IIpH NpHeMe TOKYMEHTOB O IIPEJOCTABJICHHH OIHOIO 3asABJICHUS 110 OJHOM
rOCyIapCTBEHHON WM MyHMIIUIIAIBHON YCIYyTH BpeMsl OOCIy)XUBaHUSI — He GoJiee
30 MuHYT;

- IPH NOJTYy4YeHHH YCTHOW KOHCYJIBTAI[UH II0 MHTEPECYIONHM yCIyraM, B TOM
9HCJIE TI0 IIOPTaly FOCYJapCTBEHHBIX yCIyT — He Gostee 10 MUHYT; '

- IIpH  OCYIIECTBIICHHMM  BbIAA4YH  pe3yJbTaTa  OKa3aHUI  OJHOM
rOCYJapCTBEHHOM UM MyHHUIMIIAIBHOR yCIIyTH — He Gostee 10 MunyT.

4.5.11 Chemmanuct, BemZymmii OpueM 3asgBHTENsA, HAOJKEH COGI0IATH
HOPMAaTHB BpeMeHH O00CIy}KHBAaHHS, YCTAHOBJEHHOro mnyHkToM 4.5.10
Hacrosiero Perimamenra.

4.5.12 B cmy4yae ofpamneHus TIpax[aH Wi [OJA4YM JOKYMEHTOB IIO
HeOOXOAMMOM Ileny oOpalleHHs aJAMUHUCTPATOp IIpe/UIaraeT 3asBHTENIO IOJATh
JIOKYMEHTBI OJHAM M3 CIIEAYIOIINX CIIOCO0O0B:

— IOJaTh JOKYMEHTHI Ha IIONyYeHUE TOCYJapCTBEHHBIX (MYyHHUIMITAIBHEIX)
YCIyT IO TaJOHy B [IeHb OOpAallleHHs IIPH HaJIHYHK HEMOATBEPKICHHBIX TAJOHOB
IIPEBAPUTEIILHON 3aITHCH;

— IOJaTh NOKYMEHTHI B 3JICKTPOHHOM BHJIE II0 MHTEPECYIOLIeH yciyre, IpH
OTOM YBEIOMHTH IIOCCTHTENII O BO3MOXHOCTH IIONyYeHHS YCIYTH B CEKTOpE
II0JIB30BATENBCKOI0 COIPOBOXKICHNS;
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— BOCIIONB30BaTECA yCiIyrou «Brlesnuoe obcmyxuiBanue» (6eCIUIaTHO — eciH
3asBUTENb CcornacHo llopsinKy opraHW3auvu Bele3[la CIENHANHCTOB K 3asBHTENIO
OTHOCHUTCS K KaTETOpHH O€CIIaATHOIO BHIE3THOIO o0CITyXuBaHuS).

4.5.13 IlamsaTKa 06 OCOGEHHOCTSX OBGCIY>KUBAHMS OTHETBHEIX KaTeropui
TpaXpaH (JTONed ¢ WHBAMMIHOCTBIO) C TPeGOBAHMAME K CIIEIHATHCTAM M®I] no
OOCITy>XKMBaHUIO TAKKX IIOCETHTENEH (3asBuTeneit), npuBenena B IIputoxennu Nel
HacToseMy Permamenry.

4.5.14 B ciy4ae He3alIaHEPOBAHHOTO (BHE3aITHOr0) IPHOCTAHOBIICHUS
IPENOCTaBIeHUS yCIyru Ha 6aze M®IL], B ToM YuClle MO0 TEXHUYECKHM [IpUYMHAM,
CIELUAHICT coo0ImaeT HHPOPMAILMIO HaYalbHUKY oTaena mo IIT MY, 3aMecTHTeIo
ITHPEKTOPA, TUPEKTOPY .

5. O6cay:xuBanne MoceTHTe el NPH HACTYILICHAN BHEIITATHBIX
CHTyanuu

5.1. Ilpy HacTyNJIeHWW BHEIUTATHBIX CHTYaIlHi, BO3HUKAIOMIUX B IIporecce
oOcITy)XuBaHus moceTuTene, cnenuanmicTsl M®IL] pyKkoBOACTBYIOTCS TOKATEHEIMH
akraMu M®Ll B cdepe obecreueHnss G6Ge30IACHOCTH IKH3HEIEATEIHHOCTH
(MHCTPYKIHS TIO IOXApHOH 6e30acHOCTH, HHCTPYKLHS [0 OKA3aHHIO IIepBOit
MEIUIMHCKOM IIOMOIIY TOCTPAAABIIIKM).

52. B ciydae BHEIUIAHOBOI'O OTKIIIOYCHHUS OJICKTPOIHEPIUN IIpUEM
IIOCETUTENIE HE BeneTcd, TaJOHBl JJIEKTPOHHOM O4Yepead He BBINAIOTC.
[MoceTutensam M®L] okassiBaeTcs yCTHAS KOHCYIBTAIHS.

5.3. B ciydae HEHCNIPaBHOCTH IIPOrPaMMHO-AaNIApaTHBIX  CPECTB,
obecrieyuBalOMMX TPONECC HPEeJOCTABIEHUS yCIyTH (aBTOMATH3HPOBAHHAS
uHpopmanronnas cucremMa MO®II, IIK IIBJ], kommbioTepsl Ha pabodmMx MecTax
CIIEHAIKCTOB), IPHEM IIoceTuTeNell He Bemercs. Ilocerurensm M®I] okasbiBaeTcs
YCTHasI KOHCYJIbTAITHS.

5.4. B ciryuae HEHCIIPaBHOCTH CHCTEMBI yIIPABIICHHUs JIEKTPOHHOM Ouepenbio
IIpUeM IIOCETHTENEeH OCYINECTBIIETCS B IMOPSIOKE (OKUBOU OUYepelw». 3asBUTENH,
KOTOpHIC 3alliCaUCh * HA IPHEM JOKyMEHTOB II0 IIPEBAPUTEILHOM 3aIliCH
0OCITy>KUBAIOTCS B HA3HAYEHHOE UM BPEMS.

5.5. B cmyyae BKIIOYEHHMsA CHCTEMBI ONOBeIIeHHs pabortukun MOI]
IOPEKPaIlaloT  OOCIyXHBaHHE, BO3BpAaI]AlOT BCE  HENPUHATHIE  JOKYMEHTEHI
3agBuTeIIM. 1loceTnreny 06s3aHEl He3aMeUTUTENBHO MOKUHYTH MoMelenrne M®I],
cleys yKa3aHWAM JUPEKTOpa U 3aMECTUTENS TUPEKTopa.

5.6. B memax coOmofeHHs YCTaHOBICHHOTO IIOPSIKa OYEPEIHOCTH IIPH
BO300HOBIIEHHH Pabodero mpolecca Ipy BKIFOYSHUH 3JIEKTPOSHEPIHH, YCTPAHEHHU
TEXHUYECKUX HEIOIAJ0K 3asBUTEIIH, Y KOTOPHIX UMEIOTCS BBIIaHHBIE paHee TaJOHBI
U 4be BpeMs 0oOCIy)XMBaHHE COBIAJIO C IIEPHOAOM TEXHHUYECKUX HEIMOJAJ0K, MOTYT
OBITH OOCIy)XEHBI B IOpSAKE CBOEH odepeNHOCTH. Tarke 3asBUTENSIM MOXKET OBITH
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IPEJIOXKEHa INpeNBapUTENbHAS 3allUCh B YNOOHBIA NJIf 3asBUTENS IEHb, B T.d.
CIEYIOIIUH JIeHb.

5.7. B cimy4ae, ecnm BHeWTaTHas CHUTyamus JUIMTCS Oomee 15 MEHYT
MH(bOPMaIVs O PEKPANIeHHH 00CITyKUBAHHS pa3MeInaeTcs Ha ohUIHAILHOM CaiiTe
M®IL], B conmanbHBIX ceTsax u 3aniax M®I],

6. 3axkiounTeNLHbIE MOJI0MKEHHS

6.1. Hacrosmuii PernamMeHT BCTymmaer B CHITy ¢ MOMEHTA €ro YTBEPXKIECHUS.
6.2. VI3MeHeHWs, NONONHEHWS W YTOYHEHHS K HACTOSILEMY Pernamenty
YTBEPXKAAIOTCS IIPHKa30M qupekrTopa MO,

6.3. Hacrosimuit PernmaMeHT HoiexaT IIEPEYyTBEPIKIACHUIO He pexe 1 pa3a B 3
rofa W B CIy4YasX BHECEHHSA B COIEp)XKaHHE CYINECTBEHHBIX W3MEHEHWH U
JOIIOJTHEHHUH.

6.4. Hacrosimuii PerniaMeHT momIe uT Pa3sMeEIUeHMIO B 3aJIe U Ha caiiTe
MOII.



ITpunoxenue Nel x Pernamenty
Paborer MAY «M®I] r.HoBoTpomIx»

ITamsiTKka 00 0COGeHHOCTSAX 06CTyKHBAHUS
OTAeJIBHbIX KaTeropuii rpa:iaH (Jamofeii ¢ HHBAIHAHOCTBIO) ¢ TPeGOBAHUSMH
K cnenuanacraMm M®II no o6ciy:KuBaHHIO TAKHX NOCETHTE el (3asBHTEJIEH)

1. IlpaBuna stvKeTa B OGLICHNH ¢ JFOIBPME ¢ HHBAIUIHOCTEIO JUIS CHELHATHCTOR
MOIT :

Ilpu 0oOCITyXHBaHUM MAaIOMOOWIBHEIX TPYINI HACENEHHS CIIeIHaTHCThL MoI]
JOJDKHEL OBITH IPENENbHO COOPAaHHBIMU M BHAMATEIBHBIM. IloMHUTE, YTO YeNOBEK C
OTPaHMYEHHBIMU (HPU3UYECKUME BO3MOXKHOCTSIMHU SBJIAETCS HONHOIPABHEIM KITHEHTOM B
HameM Ilentpe. Cnemmamuctsl MO®L]  HOMWKHEI NPEOCTABISTE  OJUHAKOBO
Ka4eCTBEHHBIE YCIIyTH JJI BCEX IPaKIaH.

Korna Bel pasroBapmBaere ¢ wMHBaIMmoM, obparmaiitech HEIIOCPEJICTBEHHO K
HEMYy, a HE K CONpPOBOXAIONIEMY MU CypAONEPEBOIIHKY, KOTOPBIE IPUCYTCTBYIOT
npu pasrosope. CTapaiiTech He obpaImaTh 0C06G0ro BHAMAHHUS HA JOJCH ¢ mpobiieMoit
Cllyxa BO BpeMs UX OOIIEHUS MEeXIy COOO0M, 3TO MOXKET OOHMIETh HX.

PasroBapuBas ¢ 4enoBEeKOM, HCIIBITHIBAIOIIAM TPYAHOCTH B OOLICHHH, CIIymiaiite
€ro BHMMATEJIBHO, OybTe TEPIENHBEI, KIUTE, KOIZa YeI0BEK caM 3aKOHIHT (pasy. He
TIOTIpaBILIHTE U HE JOroBapHBaiite 3a Hero. He ciexyer nenars Buz, uto Bel moHmMaeTe
€ro, €CiI¥ Ha CaMOM Jeiie 3T0 He Tak. IloBTopute, uro Bel moHSAIHM, 3TO mMOMOXET
YeJI0BEKY OTBETUTH Bam, Bam — monsaTs ero.

Bceerna cnpammsaiite, Hy)XHa JIi TOMOIIb, IpeXIe YeM oKaszarh ee. Ecnu Bame
IIPEJIOKEHHE O ITOMOINK IIPHHATO, CIIPOCUTE, YTO HYXKHO CIeJIaTh, X IO BO3MOXKHOCTH
YETKO CIIeIyHTe HHCTPYKIMIM YeIOBeKa ¢ HHBAIUIHOCTEIO.

[TomHuTE, NODKHOE BHUMAaHHE K JIOASIM C HMHBAIUAHOCTHIO W IIOHHMAHHE KX
npobiieM C€O37acT ONarolNpuUiITHOE MHEHHE O HAOleM YUYPSKICHHH H O €ro
CHeNHAaNCTaX, a Oe3xyllHOe MOBeJeHHe OTBETCTBEHHBIX CIENUAINCTOB, HAIPOTHB,
BBI3OBYT y MAaJIOMOOHJIBHBIX IPYII HAaCEIEHHS OTBETHOE HETaTHUBHOE OTHOIIEHHE MU
Jaxe yXyaImaT UX GU3NYECKOe WIH SMOIHOHAIBHOE COCTOSHHE.

2. OcoOeHHOCTH 00CIYKHUBAHKS IOCETUTENEH (3asBUTENEH) C HAPYIIEHHEM
OIIOPHO-JIBUTATENIHLHOI0 alapara.

AMHHHCTPATOp THOO CIIENUANUCT, BEIIONHSIIOMIN GYHKIUK aIMUHUCTPATOPA B
MOII, nomy4yus umHGOPMANKIO O TOM, YTO y IaHAyca KOO y KPBUIbIA HAXOIHUTCS
IpaXJaHUH B MHBAJIMIHOMN KOJLICKEe 0€3 COMpPOBOXKIAIOIIETO, 00I3aH II0 BO3ZMOXHOCTH
HE3aMEeIJIUTEIBHO BEIATH M IIOMOYb €My IIpOE€XaTh JO CTOMKM aAMHUHHCTparopa. Takas
UH(GOPMALKA MOXET IOCTYIIUTh aIMUHUCTPATOPY OT TPETHUX JIMLI, IToceTuTeaer M®I]
mub0 MHBIM CIOCOOOM, IPH 3TOM €€ JOCTOBEPHOCTH MOXET OBITH IEperpoBepeHa
aJIMUHHCTPATOPOM JOOBIM CIIOCOOOM (BBIMTH Ha KPBUIBIIO, BEITJISIHYTH B OKHO H IIp.).
Onmnako, 3aMeTHB, YTO IO CTyNE€HbKaM IIOJHUMAIOT MHBAIUAA B KOJSICKE, HE CIENyeT
IIOAXBaThIBATh KOJIACKY 3a KOJeca WM ApyrHe BBICTYIAIOIIWE YacTH, Ha Bamr B3risn
IpeqHa3HaYeHHble i1 ee mogbema. He onmpaiitecs Ha kpecno-komsacky. [Toctapaiitech
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TIOHATE BIICYATICHUS YE€NOBEKa B KOISICKe mpy Bxofe B M®I] u moMous mpeozmoners
HMEIOIIKECS IPETISITCTBHS.

BEIICHUB MOTPeOHOCTH 3asBUTEINs, AMUHHCTPATOP HOJDKEH IIOMOYE 3aIOIHHTE
HEOOXONMMBIe OIIaHKH, 3agBJICHHS, B3STh TAIOH 3JIEKTPOHHOM OYeper Ha IONyYeHHe
YCIyTH U COIPOBOMTE JI0 OKHA IIpUeMa JOKYMEHTOB.

IIpy HEOOXOAMMOCTH CeyeT OMOYb 3asSBHTEIIO HPH OIUIATe roCyAapCTBEHHOU
IIOIUTHAHEI Y€PE3 POS-TEPMHHAIL.

3aBeplMB  OOCNyXHBaHWE TpPaKIaHWHA B WHBATMIHON  KOISICKE  6e3
COIPOBOXIAIOINETO W NpPH HATUYUHU JKEJaHUS y TAKOro 3aABUTENS, CIEIHAIKMCT IO
paboTe C 3agBHTEISIMH JOJDKEH IIPUTIACHTE aIMUHHCTPATOpPa, KOTOPEBIA 00A3aH
CONPOBOAUTE 3asBUTENSA MO YJIHIBI, I00JIaroqaputs ero 3a obpamenre B M®IL[ u
nonpomarscs. Eciu mocne 3aBepineHus 06CTyKUBAHUS WHBATHI B KOJBICKE JKENAeT
CaMOCTOATENLHO IOKMHYTh ToMemeHue (3mamue) MOII, cremmanuct mo pabote c
3asBUTCIISIMH JIOJDKEH I00IIaroapuTs ero 3a obpauienne B M®I] i mompomarscs.

WHBaNIBI-KOMSICOYHUKM HE 9YacTO BBIXOAST W3 JOMa, IIO3TOMY MOTYT
3alICPKaThCd B YUPEKICHUM JONBIIC, YeM OOBIYHBIE IIOCETHTENM, B TOM HHCIIE,
paccMatpuBas nomemenue. Crenpanuctsl MOLL K0IDKHEL GBITH TEPIHME! K U3JAITHEH
OMONHOHAIPHOCTH 4Y€JI0BEKa B MHBATHMIHON KOJIICKE, CTApaThCs OTBETHTH HA BCE HX
BOIIPOCHL.

JU1st MHBaNMMA B KOJACKE MOXET GBITH IIPOGIEMATHIHO IIPOYECTh WH(POPMAIIHIO
Ha CTCH/IAX M3-3a BBICOTHI X pacmonoxeHus. IlocrapaliTecs pacckaszats eMy 06 3Toi
MH(QOPMalliY N MPEIJIOKUTE O3HAKOMHUTHCS C TEKCTOM Pa3naToYHOro MaTepuaa.
Korma Bbl rosopure ¢ denoBekoMm, MONB3YIOIMMMCS HHBANMIHON KOJSICKOH HITH
KOCTBULAIMH, PacIIONOXHUTECH TaK, YToOBI Bamm u ero riasa Gsud Ha OHOM YpOBHe,
TorNa Bam Oyner nerde pasroapusats, usberaiite moIOKeHuS, pH KoTopoM Barmemy
coOeceIHUKY Hy)XXHO 3alPOKUIBIBATE rOJOBY. OYeHb BaXKHO IPOSIBJIATE TEPIIMMOCTb,
TaKTHIHOCTh U BHUMaHHE BO BpPEMs OOIIEHWS C YEJOBEKOM B HHBAIHUIHON KOJICKE.
HoGpoxenaTenbHOCTD IpH PasroBope KpaiiHe BaKHA.

3. OcobeHHOCTH 06CTyXKUBAHNS HE3PTINX WK CIabOBUIAIIUX TOCETUTENEH
(3agBuTEINEH)

He 10/0KHO OBITH IIPenATCTBHI IS BXOAA B 3/1aHHE M®II He3psiuero yenoBexa ¢
CO0aKOH-IIOBOABIPEM, Takas cobaka o0y4eHa TPaBHIGHOMY IOBEIEHHIO B
OOLIECTBEHHEIX MECTaX, HO He ClIeIyeT KOMaH/IOBaTh, TPOTaTh U UIPaTh C Heil.

AIMUHHCTPATOp IpH OOpAIleHUH B M®ILI He3ps4ero uim CrabOBHIAIIETO
UeJNIOBEKA NOJDKEH O0O03HAa4YHTh, YTO OOpAalaeTcs MMEHHO K HEMY, BBLIICHUTH €r0
MOTPEOHOCTH, TIOMOYh B3STh TAJIOH 3JIEKTPOHHOM O4Yepeny Ha MOJy4eHHWEe YCIYyrd U
COIIpPOBOZUTE 10 OKHA IIpHeMa JOKYMEHTOB, PacCKa3aB 3asBHUTEIIO KTO ero Oyzner
00CIy)KMBaTh, Ha3BaB (AMMIMIO, MMs, OTYECTBO cnenuanucra. Ilpu nHampasieHun
HE3PAICrO YeNIOBEKA K OKHY OOCIY)XMBaHUS W OOPaTHO, HE CTHCKMBAIiTe eMy DYKY,
MIUTe TaK, Kak Bel o6braHO Xomure. Korma BEI mpemmaraere HE3psAYEMYy YeJIOBEKY
TIPUCECTB, HE yCAXUBAKTE €ro, a HANIPaBbTe PYKy Ha CIIMHKY CTYIIA WK TTOIIOKOTHIK.

Ilpy  HEOOXONMMOCTH  HANTEXHT IIOMOYD  3aSBUTENIO IIpA  OIUIaTe
TOCYTapCTBEHHOM IIOLLIMHEI Yepe3 Pos-TepMHUHAI.
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Ecnun cnabounsammit wiv Hespsumii 3asBuTeND IIPOCUT JaTh IIOLIYIIaTh
AOKYMEHT, CIICIUAIINCT, OKAa3bIBas YCIYry, 10 BO3MOXHOCTH JTOJIKEH BBIIOTHHUTE 3Ty
IPOCEOY, MOCKONBKY HE3pSIUe JIONH «CMOTPSIT» pykamu. Korga Hespsumii gemoBex
AOJDKCH TIOANUCATh NOKYMEHT, IPOYUTaiTe €ro oOs3arensHo. MHBANIMIHOCTD He
OCBOOOX/IAET CIIETIOTO YeN0BEKa OT OTBETCTBEHHOCTH, 00yCIIOBIICHHOM JOKYMEHTOM.

Hespsaue mnu cnabosupsamme mroam OPHCHTUPYIOTCS Ha 3BYKM W OIIyIIEHUS,
IIO3TOMY €CIH. CICIHAIUCT 3aMep U THUXO CTOUT — K HEMy TaKOH 3asiBUTENh He
00paTHTCS, IIOCKONBKY CYHMTAeT, YTO HHUKOIO BOKPYT' HET, IIO3TOMY e€Ciud BEI
[ICpEMEIAacTech, Mpexynpenure ero. OdYeHb BaXHO IPOSBIATH TEPIHMOCTS,
TaKTHIHOCTH W BHMMAaHHE BO BpeMs OOIIEHHA C HE3PAYMMH HIM CIaGOBHIAIIEMHU
moabpMA. JIo6poKenaTenbHOCTh IIPU PasroBOpe KpaiiHe BayKHa.

3aBepiMB OOCITy)KUBAaHME 3asSBUTENS 6€3 COMNPOBOXIAIOMIETO, CIICIHAINCT
00s13aH TPHUTIIACUTH aJMHUHHCTPATOPA, KOTOPHI IOJKEH OTBETHTH HA BO3HHKIIHE
BOIPOCHI, II00Narofaputh 3asgBUTEN 3a obpamenme B MOL], IIOIIPOIIATECS U
COIIPOBOJUTE JIO BEIXO/a U3 IIoMerreHus M®IL,

4. OcobenHOCTH 0OCITYXHBaHWSA He CIBINIANTAX HIH CIaG0CIBIIIANTHX
roceTurenel (3agBureneii)

AnvunucTpaTop npy obpamerny B M®I] He CBIIAMEro WK c1aboCbIIamero
4eJIoBeKa MODKeH O00O03HaYWTh, YTO OOpalaeTcs MMEHHO K HeMy, BBIICHHTH €ro
NOTPEOHOCTH, [IOMOYb B3ATh TaJOH SIEKTPOHHOM Odepe/n Ha IOIydeHHe YCIYTH U
COIIPOBOAMTE IO OKHA IPHEMA K CIICIHAIIHCTY.

IIpy HeoOX0nUMOCTH CiTeflyeT IIOMOYb 3asBHTENIO TIPU OILIATEe FOCYNAPCTBEHHOMN
IIOILIMHB] Y€PE3 POS- TEPMHUHAIL.

Crienuanuct, 0OCITy)KHBAIOIIME MHBATMAA 1O CIIyXy, HDOMKEH IPEICTABUTHCS,
Ha3BaB CBOK Gamunmo, uMd, ordectBO. OdeHb BaXKHO IPOSBIATH TEPIHUMOCTS,
TaKTUIHOCTh M BHMMAaHHKE BO BpeMsl OOIIEHHUS C HECBIIANMMY MK CIa00CTBIIIAIAMU
monbMu. JI0OpoXenaTenbHOCTh IIPU pasroBOpe KpaiiHe BaxkHa. He HauwHaiiTe
pasroBop, moka He ybenurech, 4To cobeceqHHK BHAWT Bamie mmio u ry6sl. Eciom
CyIIECTBYIOT TPYJHOCTH IPH YCTHOM OOINEHHM, PEKOMEHIYeTCs YTOYHHTH Y
IIOCETUTENS (3a4BUTENST) BO3MOXKHO JIM IIPUMEHSTD B OOIIIEHHH IIEPETHUCKY.

3aBepmuB OOCITy)XUBaHUE 3asBUTENS, CIHELUAIMCT IO paboTe C 3asABUTEISIMU
AOJDKCH OTBETUTH Ha BO3HUKIIIKE BOIPOCHL, II00JIar0JapUTh 3asIBUTEIS 3a 0OpallleHue B
M®II u nonpommarses.

Croemmamuct ML, ob6cyxuBaroluii He CHBIIIANNET0 WM CIa0OCIHbIIAIIero
YeJI0OBEKA JOJDKEH CIIeIOBaTh CIEAYIONINM IMPaBUIaM:

- HaMepeBasCh IIOTOBOPHTH C YEIIOBEKOM C HapyIICHHUEM CIIyXa, MOXXHO IIPUBIIEYb
€ro BHUMaHHUE, TAXOHBKO JOTPOHYBIIKCH J0 €ro IUleYa WiIH MaXxHyB PyKOI;

- IIocTapaiTech OBITH Ha XOPOIIO OCBELIEHHOM MecTe. Balle nHMIo HomKHO OBITH
XOpOIIIO BUIHO HE CIBIMIAIeMy cobeceqHuKy. YOemurech, 4To Bame nuio HAYero He
3aropaKMBAeT OT B30pa COOECeTHUKA;

- B HayYajle pa3roBopa I0CTapaiTeCh ACHO MMOAYEPKHYTh TeMy Oecelbl, HUKOIIa He
IBITAATECH TOBOPHUTH IIIyXOMy YeJOBEKy NpPSMO B yXO — 3TO HE IIOMOXET €My
ycnsIlaTh Bac ¥ He TO3BOJIUT CIIEUTH 32 BEIpaXKeHHeM Barrero uia;
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- He IIBITaHTeCh KPUYaTh, 3TO CHeaeT BRIpaKeHHe Balrero nuua cepmuTeiM U y
3asIBUTENT MOXET MPONIACTh JKeIaHKUEe BOCIIONb30BaThCs Bamumu ycmyramu. Tosopute
C OOBIYHOM CKOPOCTBIO, HEe OBICTpee M He MeIJIeHHee, ueM Bl TOBOPHUTE BCEr[a.
Y6enutecs, uro Bac merrarorces mousats. Ecim Bam IIOKa3aJIoCk, YTO Bac He moHMMaroT,
IIOBTOPUTE CBOIO MBICIE APYTHMH cioBamu. [locTapaiiTech mpu OOIIEHHM C ITyXHM
9YEJI0BEKOM F'OBOPUTH MPOCTEIMU (pazaMu, KOPOTKO M MEIJIEHHO;

- pasroBapuBasi C IIOXO CIBIIAIIAM YeI0BEKOM, HE XKyHTe U He IPUKPhIBAiTe POT
pPyKaM# 100 MEIMIMHCKOH MacKod (10 BO3MOXKHOCTH). PasroBapuBas depes
IIEPEBOYMKA XKECTOBOTO sI3bIKa, 0OpamaiTech K 9e0BEeKy ¢ HapyIIeHHeM CiyXa, a He K
IIEPEBOIYUKY.

3. OcobeHHOCTH 00CIYXUBaHKS OCETUTeNeH (3asBUTeNeH) U3 Yrcia
IeCCIOCOOHBIX MHBAIM/IOB, MMEIONIUX MCAXIMIECKUE HAPYIIEHHUS, 3aeDXKKY B

Pa3BUTHH

AJIMUHHCTpATOp Ipu 0OpaleHuH B M®I] neecriocoO6HOrO MHBANIKIA, HMEIOIIETO
TICUXMIECKHe HapyINEeHNS, 3a1€PXKKY B Pa3BUTHH JOJDKEH 0003HAYUTh, 9TO 0OpalaeTcs
MMEHHO K HEMy, BBIACHHTBH €ro IOTPeOHOCTH, MOMOYh B3STh TAJOH 3JIEKTPOHHOI
O9epeay Ha MOJy4CHUE YCIIYTH U COIPOBOAMTE JI0 OKHA IIPHEMa JOKYMEHTOB.

Ilpx HEOOXOMMMOCTH CiIefyeT IIOMOYb 3asSBHTENIO IPH OILIATE rOCyJapCTBEHHOM
TIOILIMHBL Y€PE3 yCTAHOBICHHBIH B OIlepaliOHHOM 3a1e M®I] miaTeXx I TepMIHAIL.

Crenmanucrt, o6y XHBarONMi HHBATH/IA, UMEIOINETO IICHXIIECKHe HapyIIeHus,
3a/ICPXKKY B PasBUTHH, NOJDKEH HCIIOJIB30BAaTh TOCTYIIHBIN S3BIK, U3BSICHATHCS TOYHO H
IO jieny. bynbTe rOTOBBI MOBTOPUTH CKa3aHHOE HECKONBKO pa3s. He TOBOpPUTE
PE3KO C  HCIOBEKOM, UMEIOIIMM IICHXUYECKHE OTKIOHEHMS, Taxe ecim y Bac OymyT
JUUISL 3TOTO OCHOBAHMS.

Ilonnep>xuBaiiTe BU3yanbHBIH KOHTAKT.

OdeHp BaXHO MPOSIBIITE TEPIUMOCTh, TAKTHYHOCTH W BHHMAHHE BO BpeMs
OOIIeHHUs ¢ UHBAIUIAMH, IMEOIIIMH [ICHXAYECKHE HapyIIeHMs, 3aIePXKKy B PA3BUTHH.
HoOpokenaTenEHOCTE IPH pasroBope KpaifHe BaKHA.

3aBepuvB OOCIY)KHBaHHE 3asBUTENs, CHENUATNCT IO paboTe C 3aABHTEIIME
AOJDKCH OTBETUTH Ha BOSHUKIIKE BOIIPOCEHL, II00JIar0JapHUTh 3asBUTEIS 3a 0OpalleHHe B
M®I] 1 momporarscs.

Crnenuanucty M®I], obciryxuBaromeMy JeeciocOGHOr0 WHBAIKA, MMEOIIEro
IICUXMIECKOS HApyIIeHHWEe WM 33J€PXKy B pa3BUTHH, IPH OOBEKTHBHOMN
HEBOSMOXXHOCTH OKa3aTh YCIYTy M CaMOCTOATENBHO 3aBepIUNThH OOCIyXKHBaHHE,
PCKOMEHIYETCS AJIA 3aBepIIeHUs OOCITy)KUBAHUS [PUITIACUTEH [VIABHOTO CIIEIHAAIUACTA/
Ha4daJIbHUKA OTZEa U Ha IIEPHOJ €T0 OKHMIaHUSI IOMHUTE:

- €CJIA 3aBUTEJIb IIPOSABIISIET Pa3paKUTEIILHOCTh, THEB, KOJIEOAHUS SMOITHI — He
CTIeyeT CIIOPUTH ¥ 00OCTPATH CUTYAIHIO, He IIPUHUAMATH Ha CBOM CUET CKA3aHHBIX CJIOB
WK  JISHCTBHH, OTHOCHTECS K  3asBHUTENI0  YBaXUTEIBHO, IO IEPKUBATH
TOJIOXKUTEILHEIA HACTPOH;

- ©CJIM 3asBUTEIb BBICKA3BIBACT HEAJCKBATHEIE CYXXICHUS, CTPaxX — He IILITalTeCh
ero mepeybeuTh, COXpaHIMTe CIOKOMCTBHE, OTHOCHTHCS K 3aSBHTENIO YBaXXHUTEIHHO,
IOANICP>KUBATH IIOJIOKUTEIBHBINA HACTPOM.
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MYHHIHIIAJILHOro o0pa3oBanus ropox HoBoTpounk
«MHOropyHKIMOHAJIbHbIN HEHTP NPeI0CTABICHHS

roCyAapCcTBeHHbIX H MyHHIMIAIbHBIX yCIyD»

(MAY «M®I] r.HoBoTpouIk»)
IIPUKA3
«01» maprta 2024 r. r. HoBoTpowumk Nell
«00 yTBep:KICeHHH HOBOH peIaKuuu
PersnamenTa paboThI
MYHHIHOAJILHOTO aBTOHOMHOIO
Y4YpesKIeHus MYHHIUNIAJIHHOIO

oOpaszoBanusi ropox HoBorpounx
«MHOropyHKIHOHAJBHBIA  LEHTP
IPEeXOCTABJIEHHs] TOCYyAapCTBEHHBIX
H MYHHIHIAJbHBIX YCIyD»

B nemsix akTyanusanyy JOKalIbHBIX HOPMATHBHBIX aKTOB, PEraMeHTHPYIOIIHIX
paboTy MyHHIMIATBEHOTO aBTOHOMHOTO YUPEX/IEHHS MyHHIIUTIATEHOT0 06pa30BaHHs
roponq  HoBotpomik ~ «MHOTOOYHKIIMOHANBHEIA  IIEHTP  HPEIOCTABIICHIS
TOCYyapCTBEHHBIX U MYHHIMIIAIBHBIX YCIYT», JUISI IPHUBEIEHHS B COOTBETCTBHE C
TpeOOoBaHUIMU TpeOoBaHmii IIpaBun OpraHU3aIiH JIeITeNFHOCTH
MHOrOQYHKIMOHATBHBIX ~ IIEHTPOB  INPEAOCTABJEHHS  TOCYNApPCTBEHHBIX W
MYHHIHNAIBHBIX YCIIYT, YTBEPKIAEHHBIX IIocTaHOBIeHUEeM I IpaBurenscta PO ot 22
nexabps 2012 Ne 1376 (B pem. or 28.12.2022 r.), cormacHo cr. 74 TpynoBoro
xonekca P® u B coorsercTBum ¢ Iporokomom Ne 2 3acemanms o6Imero coGpaHus
pabOTHUKOB ~MYHMIMIIATBHOTO ~aBTOHOMHOTO YUPEKIEHHS MYyHHLHIATEHOIO
obpasosanus ropon HooTponik «MHOro(yHKIIMOHATEHEIH HEHTp [IPeOCTaBICHHS
TroCyAapCTBEHHBIX U MYyHHUITUIIANBHEIX YCIIyr» oT 29 denpais 2024 roza,

ITPUKA3BIBAIO:

l. YTBepaute  PermameHT  paGoThl = MYyHHIIMIOAIBHOTO  aBTOHOMHOTLO
YUpEXKIACHUS MYHHLIUIIATEHOTO obpazoBaHusI rOpox HogoTpounmx
«MHOrOQYHKIMOHANFHEIA ~ LEHTP  NpPEeJOCTaBIeHHS  TOCYHApCTBEHHBIX  H
MyHHUIUIIATBHEIX yCIyr» (manee — PermameHT paGoTsl) B HOBOM pemakimum Ne§,
COrnacHo mpwiokeHH:0o Ne 1 K HacTosImeMy IpHWKasy M BBECTH B JIEHCTBHE C
01 mapra 2024 rona.



2. PermaMenT  paboThl  MYHHIJMNATBHOTO  aBTOHOMHOLO YUpEeXIeHUs
MYHULIUTIATIBHOTO  00pa3oBaHMsA ropox HoBoTpowmik «MHOrodyHKIHOHAIBHBIH
UCHTP TIPE/IOCTABICHHS IOCYAAPCTBEHHEIX M MyHHUIHIANBHEIX YCIYD» B pelaKilhy
Ne 7, yrBepxnéumeiii mpukazom Ne 89 or 09 HOs0pst 2023 roma, cUHUTaThH
YTPaTHBILIUM CHILY.

3. HawaneHuky  oTHeNa 1O  IIPeXOCTABIEHHMIO TOCY[AapCTBEHHBIX M
MYHHUIHNATBHEIX yCIyT (manee — otxen mo IITMY) Vekosoit Okcane Bnapumuposne
pasmecTuts PernameHT paboTsl B penakimum Ne 8 B 3aie O0CITy>XUBaHUSA 3aIBUTETEH C
MOMEHTA IOANUCAHHS HACTOAIIETO IPUKA3a.

- 4. CucremHOMY angMuUHHCTpaTopy PrrukoBoii Amce HropeBne pasmectuts
Permament paboTel B pemakuuu Ne 8 Ha odmumansHOM cajite MYHUITATIATEHOTO
4BTOHOMHOTO yYPEX/ICHUs MYHHIHUIAIBHOTO 06pa3oBaHust ropos HOBOTpomIK
«MHOTOQYHKITMOHANBHEI ~ IEHTP  HPENOCTABICHHS TOCYNApCTBEHHBIX M
MYHMIMIIAJIBHBIX YCIYT» B CPOK 110 15 mapta 2024 ropa.

5. MemonpomsBomuremto JlatemoBoit Haranuu AJIEKCaHIPOBHE JOBECTHU
IAaHHBIM IIPWKa3 [0 CBeJeHHS paOOTHHKOB MYHHIMIAIBHOIO ABTOHOMHOTO
YUpEXIEHUS MYyHUIANIATEHOTO oOpazoBaHus ropoz Hogotpourx
«MHOTOQYHKIMOHANBHBIM ~ LEHTP  HpeXOCTABIEHMS TOCyJapCTBEHHBIX  H
MYHHUIUIIAIBHBIX YCITyT IO/ IIOIIIKCE.

6. KOHTpoJIb 32 HCHIOMHEHWEM TIPHKA3a OCTABIIIO 32 COOOI.

7. IlpuKa3s BCTyIlaeT B CHJILy C MOMEHTA IOIIACAHUS.

Hupextop MAY «M®I] r.HoBoTpoumx» @L‘/ Hemunora E.T'.
O3HAKOMIJIEHBI:
HenonpousBoautens  Jlateimosa H.A. g/@d/\ Kol » ewpme 2024 r.
IOAIIHCH
.
Hagansauk otmena mo Yckosa O.B. W « &y tzz{f/m 2024 r.
CucTeMHBII Prruxoa A.W. &%Jg// «& »//%’%ﬂ%?/ 2024 r.
IO AITHC!

aIMUHUCTPATOP



