AENNAPTAMEHT 1O AEJAM KA3AYECTBA
U KAJETCKUX YYEBHBIX 3ABEJIEHUHU POCTOBCKOHW OBJTACTH

IF'OCYJIAPCTBEHHOE BIO/UKETHOE MPO®ECCUOHAJIbLHOE
OBPA30OBATEJBHOE YUPEXKIEHUE POCTOBCKOM OBJACTH
«MUJJIEPOBCKHI KA3AUYMI KAJETCKUAN NPO®ECCUOHAJIBHBIN

TEXHUKYM»

COT'JIACOBAHO:
Ha 3acenianuu CoBeTta TeXHUKyMa
ITpoTtokoia Ne 7 ot 30 vrons 2015 rona

MMOJOKEHUE
0 nopsiake padoThl ¢ 00PALEHUSIMH I'PaRIAH
B I'BIIOY PO «MKKIIT»

Hacrosiee nonoxenune «O nopsigke paboTel ¢ oOpallleHUsMU IpaxkaaH B
I'BIIOY PO «MKKIIT» (manee — monoxeHue) omnpejessieT NMOpAA0K paGoThl C
oOpaieHUsAME (MIPEUTONKEHUSIMHU, Kajiobamu, 3asBICHUSIMU) U TIpUEMa Ipak/aH
IO JIMYHBIM BOTIPOCAM.

1. O6mme mo10KeHU

1.1. PaccmorpeHue oOpaiieHuid (NpemiokeHui, xano0, 3asiBIeHUN) u
JTUYHBIA TIPUEM TpPaxlaH B TOCYJapCTBEHHOM OHODKeTHOM NpodeccroHalIbHOM
00pa30BaTEIbHOM YUYPEKICHUH Poc;oscxoii obnactu «MHUIIIEPOBCKUN Ka3zauuii
KaIeTCKui mnpodeccuOHaAbHBIA TeXHHKyM» (nanee — TexHUKyM), BEIETCS B
coorBeTcTBUU ¢ KoHcrutynueit Pocculickoii ®@enepanuu, AeHCTBYIOLIUM
3aKOHOIATEILCTBOM, COOTBETCTBYIOIIMMY UHCTPYKIUSMH T10 JEIOTPOU3BOJICTBY U
HACTOSILIIUM ITOJI0KEHUEM.

1.2. Pabory, c¢Bs3aHHYIO C Y4Ye€TOM U OpraHusaiyed paccMOTpPEeHHs!
MUCbMEHHBIX U YCTHBIX OOpalieHuit rpaxiaH, B TeXHUKyMe BBIITOTHIET CeKpeTaph
nupekTopa Texuuxyma (namee — Ilpuemmas).

1.3 AHOHUMMHBIE OOpaiieHusi, oOpallleHus, He MOIaroLIMecs MPOYTEHHIO,
colepXkKallie  OCKOpOWTEeNbHBIE  BBIp@OXEHHUS, a Takke  ayOJuKaTHbIe
(moBTOpSAIOLIME TEKCT MpeAblaylero obpaileHusi, Ha KOTOpPOe AaH OTBET) B
TexHukyme He paccMaTpPUBAIOTCH.

2. Perucrpanusi u paccMoTpeHHe o0palieHnii rpaxian
2.1. Bee nocrynaromue B Texnukym oOpaienus perucrpupytorcs [IpuemHoii
Texnukyma B KHUre oOpallieHu# rpakaaH B JeHb UX mnoctyruieHus. [Ipu stom
[IDOBEPSETCS IPABUJILHOCTh aJpPECOBaHUs KOPPECHOHAEHLUMM M  Haludyue
YKa3aHHBIX JOKYMEHTOB.




2.2. Ha xaxa0oM MOCTyNnMBIIeM 00pallleHHud B IPaBOM HUXHEM YTy I1€PBOT0
JWCTa TPOCTaBlseTCs Aara [MOCTYIUIEHUs OOpallleHHs W IIOpSAKOBBIM HOMEp
NOCTYNHUBLLIEro oOpallleHus. | '

B kaxxJloM HOBOM KaJICeHIapHOM TIOAy HyMepalMsi BHOBb IIOCTYNHBIIMX

oOpalneHui HaYuHaeTCs ¢ epBOro HOMEpA.
2.3. OOpalenne CUUTAETCS KOJJIEKTUBHBIM, €CJIM OHO MOIMMCAHO ABYMst U Oonee
aBTOpaMH, JUOO MOCTyNHUBLIEE OT WMEHM aAMHHHUCTPALMM IPEANPUATHS WU
oOuiecTBeHHOM opraHu3auud. KOJIEeKTUBHBIMU CUMTAIOTCS TakK)Ke MHChMAa,
MOANKCAHHble WieHaMu OxHOH cembM. Ilpu atom B rpade «DHO» 3asaButens
yKa3blBaeTcs, Hanpumep, ViBaHOBBI.

2.4. Ecnu aBTOp mpucnan HECKOIbKO IMHCEM, HO IO pasHbIM BOIPOCaM, TO
KaXXJ10€ TTUCBMO PEerucTpUpPYyeTCs OTAEIBHO.

2.5. Ha oOpautenun, nocTynuBiiemM 0e3 noanucu, npocrasnsiercs OykBeHHOe
obo3znauenue «AH».

2.6. Onpenensiercs BUA obpalleHus: xanobda, 3asBlIeHHE, TPETIOKEHHUE.

Kanoba — obpauleHue rpaxzaad ¢ TpeOOBaHUSIMU O BOCCTAHOBJIEHWH IIpaB U
MX 3aKOHHBIX WHTEpPeCOB, HapYILUEHHBIX JAEUCTBUSMM JUOO pelleHUusMU
JOKHOCTHBIX JIML] y4eOHOI0 3aBe/ICHUS.

3asiBjienne — oOpallleHHe B LEIAX pealn3alluy IpaB U 3aKOHHBIX HHTEPECOB
rpakaaH. <

ITpeanoxenune — oOpallleHHe, HANpaBlIeHHOE Ha YIy4lIEHHE AesTelIbHOCTU
Texnukyma.

2.7. O 3aperucTpMpoBaHHBIX MUChMax — JOKIIa/bIBAETCS JIUPEKTOPY
Texnuxkyma.

ObOpamienuss ¢ TIOMETKOH  «JIMYHO»  WIM  «KOH(HIECHLMAIBLHOY
paccMaTpUBalOTCs TEMH COTPYIHUKAMHU, KOTOPBIM OHH a/IpeCOBaHbl.

2.8. OOpaiienus rpaxjgaH B COOTBETCTBUM C IIOPYYEHHUSIMM [UPEKTOpa
HalpaBJIsSIOTCA Ha WCIIOJIIHEHHWE, MPU 3TOM B JKypHAle NeNlaloTCs CleluaibHble
OTMETKH O HalpaBJICHWH 00pallleHUsi UCIIONIHUTEIISAM C IIOCTAHOBKOW Ha KOHTPOJb
unu 6e3 Hero.

2.9. Eciu nopydeHue 1no oOpallleHUIO JlaHO HECKOJbKHUM HCIIOJIHUTENSAM, a
OTBETCTBEHHBIW WCMOJNHUTENL HE BBIJIEJIEH, TO paboTy MO €ro pacCMOTPEHHUIO
KOOPJMHUPYET UCIIOTHUTENb, YKa3aHHBIN B PE30NIIOLIMHU TTePBBIM.

2.10. He paspemaercs nepenaBaTh NHCbMa M3 OAHOIO CTPYKTYPHOTO
noapaszeneHus B aApyrue, MuHys [Ipuemuyto.

2.11. OOpameHus rpakgaH TIocjle UX paspellleHus BO3BPALAIOTCS B
.IlpuemMHyl0 CcO BCeMH OTHOCSIIMMHCS K HHM  MaTepualiaMM  JUis
LIeHTpaiu30BaHHOro (Gopmuposanusi nen. Kak mnpaBuno, TpebGyercss Bo3Bpar
TO/UIMHHUKOB IMCEM BMECTE C OTBETOM O pe3y/lbTarax paccMoTpeHusi. B
OTIE/NbHBIX Clly4asix HA UCIIOJIHEHHE HaINPaBIsIOTCS KOTIUH ITUCEM.



2.12. XpaHeH#ue nei y UCIOJHUTENEH 3anpelaercs.

2.13. Ilucema rpaxkiaaH He HAlpaBisIOTCS HA pPacCMOTPEHHE TeM
MOJKHOCTHBIM JIMIAM, IEHCTBUS KOTOPBIX 00KaTyIOTCH.

2.14. OOpalieHus rpakJaH MOTYT HalpaBlsATbCS B apXuB 0€3 pacCMOTpEHMS,
€CJli B HUX OTCYTCTBYIOT TNPOCHOBI, KanmoObl, NMPEUIOKEHHUs, WIIM COJEPXKaTCs
obie pacCy)KIeHHs [0 HW3BECTHBIM IpobieMam, BHYTPEHHEH U BHEIIHEH
MOJMTHKE, WIA MOJHHUMAIOTCS YK€ pelleHHble BONPOCH], He Tpedyrouue
JIONONHATEILHOIO PACCMOTPEHUS, @ TaKKe OECCMBICTIEHHBIE 10 COJIEPKAHUIO WIIH
HEKOppeKTHBIE 10 TOHY. Ha muckme (B mpaBoM HMXKHEM YIly NEPBOrO JIMCTa)
npocTasisieTcsi oTMeTKa «B 1eno» ¢ ykaszaHueM Aathl U GaMUIIMK UCTIOHUTES.

3. PaGoTa ¢ oT1e/IbHBIMH BHAAMH 00paleHHi
3.1. [loBTOpHBIE NUCHEMA.

3.1.1. TToBTOPHBIMH NHUCBMaMH CUUTAIOTCA OOpallleHUs, NOCTYIHUBIIME OT
OJIHOT'O M TOT'O e JIMLa 110 OAHOMY M TOMY K€ BOIIPOCY, €CJIM CO BPEMEHH I101a4H
nepBoro oOpallleHuss HCTeK YCTAHOBJEHHBIH  3aKOHOAATEIbCTBOM  CPOK
pPaccMOTpeHUs] WM 3afBHTENb HE COrjlaceH C MPUHATBIM IO €ro oOpallleHHIO
peleHUEM.

3.1.2. Ilpu pabore ¢ noBTOpHBIMK OOpaieHusMu [Tpuemuoit Gpopmupyrorcs
y’Ke UMeIoIIMecs paHee JOKYMEHTBI [0 00pallleHusIM 1IaHHOTO 3asBUTES.

3.1.3. O NoOBTOPHBIX MUCbMaX AOKIAABIBAETCA AUPEKTOPY 1eXHUKyMa U TMpU
HEOOXOIMMOCTH CTABSTCS UM Ha KOHTPOIIb.

3.1.4. He cuuTaioTcsi NOBTOPHBIMHM OOpallieHus: OJIHOTO W TOTO e aBTopa, HO
10 Pa3sHbIM BOIPOCAM, a TAKXKE MHOTOKpAaTHbIE — 10 OJHOMY U TOMY e BOMNpOCY,
10 KOTOPOMY aBTOPY AaHbl HCUEPMBIBAIOLIME OTBETHI.

3.2. Bno)xeHusi B KOHBEPTHI.

3.2.1. OpaeHna, Meiainu, y10CTOBEPEHHs. K HUM, NIACTIOPTa, TPYAOBbIE KHUKKH,
JApyrve JIOKYMEHTbl, TNpPWIOXKEHHble K MUChbMaM, BO3BpAILlAIOTCS aBTOPY
oOpalleHusl.

3.3. AHoHuMHBIE obpamieHus

3.3.1. IlucemeHHble oOOpallleHUs IpakJaH, B KOTOPBIX HE YyKa3aHbl WIIH
HamWcaHbl Hepa30OpuMBO (amuiius, MMsi, OTYECTBO, KOTOpPbIE HE COJAEPIKAT
NaHHBIX O MECTe JKMTeJIbCTBa 3asiBUTens 1ubo o ero pabore uimm yuele,
MPU3HAIOTCS aHOHUMHBIMH.

3.3.2. Ilpn peructpaunu B rpade «O@MO» nenaercs 3anucs, K AHOHUMHOEY.

3.3.3. AHOHMMHBIE TUCBMa, KaK MPaBUIO, PACCMOTPEHHUIO HE IMOJIEXkKAT.
Jupektop TexHukyma MOKET NPUHATH IPYTroe pellieHue.

3.34. AHOHMMHBIE COOOILIEHWS O COBEDPIIEHHBIX WM TOTOBSILUXCS
MpecTyIJICHUAX nepeceliarorcs [IpremMHoOM B IpaBOOXpaHUTENbHbIE OPTaHbI.
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4. Cpoku paccMOTpeHHS NHceM H yBeloMJIeHHe aBTOPOB

4.1 Cpoku pacCMOTpPEHUsI M[HUCEM ONpPEeNeNATCs B COOTBETCTBHU C
NEHCTBYIOLIMM 3aKOHOJAATENbCTBOM (10 OJHOIrO Mecsla cO OHA IOCTYIIEHUS;
oOpaiieHusi, He TpeOyrOUIME [OMOJHHUTEIBHOIO HM3YyYE€HHMS M IPOBEPKH, —
Oe30TIaraTesbHO).

4.2 ABtophl oOpaineHuii, Kak MpaBWJIO, W3BEUIAlOTCS B NUCBMEHHOH WIIM
YCTHOM )opMe 0 TOM, Ky/la HalpaBlIeHsl /Ul paccMOTpeHust ux nuceMa. Korza ato
BO3MOYKHO, aBTOp 0OpalleHUs U3BEIIAETCs M0 TeJae(OHy WK Ha JIMYHOM MPHEME.

He yBemoMisitoTCsi aBTOPBI IHCEM, €CJIM I10 COACPKAHHUIO [UCHBMO SBISETCS
HEKOPPEKTHBIM MM OeCCMBICIIEHHBIM, OTCYTCTBYeT ajpec 3asBUTENs, MMUChMO
aHOHHMMHOE.

43 B Tex cny4asx, Korza s pPacCMOTPEHHS MNUChMa HeoOXoauMo
IpoBeieHre CrienuanbHOW MPOBEPKH, MOJydeHUe JI0MOJHUTEIBHOIO MaTepyana u
NPUHATHE APYTMX MEp, CPOKM OKOHYAaTEIbHOrO PacCMOTPEHUs MOryT ObITh, B
MOpPSIIKE UCKIIOYEHUS, MPOAJIEHbl TUPEKTOPOM, HO He OoJsiee 4eM Ha OIMH MECHLl,
0 YeM coo0IIaeTcs 3assBUTENIO B TPEXAHEBHBIN CPOK.

B ciydae mpojjiieHMs CpoKa paccMOTpeHus oOpallieHuMs OHO Oepercs Ha
JIOTIONTHUTEJIbHBIA KOHTPOIIb.

]
5. PaGoTa ¢ 00palieHusiMH, NOCTABJeHHBIMH HA KOHTPOJIb

5.1. Ob0Opaienuss rpaxaaH, B KOTOPbIX coo0Iilaercss O KOHKPETHBIX
HApYLIeHMSX WX 3aKOHHBIX TMpaB M MHTepecoB, o0f3arenbHO Oepyres
pykoBoAcTBOM TexHHKyma Ha KOHTPOJIb ¥ MPOBEPSIOTCS.

Ha xoHTposb B 00513aTeIbHOM NOPSIIKE CTaBATCS U 0OpallleHusl, 10 KOTOPbIM
UMEIOTCSI KOHKPETHBIE MOPYUYeHus COTpyJHUKaM TexHuKyma.

5.2. O nocraHOBKE€ Ha KOHTPOIbL WCMOJHEHUS MOPYYEHUs Ha JIUCTE
PE30JIIOLIMHM NIPOCTABISIETCS] OTMETKA «KOHTPOJIbY.

5.3. Kontponp 3a npoxoxaeHueM oOpallleHuid TrpaxcaaH OCYIIECTBIISIET
[Tpuemnas.

5.4. Ilpuemnasi, ocylecTBASIOWIAs KOHTPOJIb, UMEET MPaBo:

- 3aIpallyBaTh y UCMOJHUTENEH HE0OX0IMMblEe CBEIEHUS O XO/Ie UCIIOJHEHMUS
TIOpY4YEeHUH;

- TpeOOBaTh OT MUCIOJHUTEIEH CIPAaBKU O MPUYMHAX 3a[EPXKKH UCIIOJHEHMUS
NIOPY4YEHUH;

- BHOCHUTb [MPEJIOKEHUsI [10 YCTPAHEHMUIO BBISBJICHHBIX HapyLICHUH B
. MICTIOJTHEHUH TIOPYYEHHUHN U YIYUYLIEHHIO OPraHU3allli KOHTPOIS.

5.5. Ecnu mcnonHeHue NopyuyeHUs 3alepiKMBaeTCsi, TO HENOCpeACTBEHHBIH
WCIIONTHUTEL 00s3aH 00paTuThes K AMpekTopy TexHuKyma 3a paspelieHueM Ha
MPOIJICHHE YCTAaHOBJICHHOTO CPOKA He II03/1Hee, YeM 3a J1Ba JIHS JI0 ero UCTEeYEHUS.
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5.6. Ilpu mocTyruleHHWH OTBETOB Ha KOHTpPOJIbHBIe oOpameHust [Ipuemuas
nepeiaeT Jejio JUPEKTOPY WK APYyroMy HOJKHOCTHOMY JIMILY IO €ro NOpy4eHHUIo,
KOTOpBHIM aHanu3upyeT KadecTBO U IOJHOTY pPAacCMOTPEHHMsl IIOCTaBIEHHBIX -
BOIIPOCOB, IOCJ/IE YEr0 BU3HPYET oTBeT «B jeno» Wik 00S3bIBaeT TIPOAOJIXKUTD
KOHTPOJIUPOBATH PeIIeHUe MTOCTABIEHHBIX BOIIPOCOB.

5.7. Ecny OTBETHI HE OTBEYAIOT YCTAHOBJIEHHBIM TpeOOBaHUSIM, TO TaKue
MaTepuasibl BO3BPAIAIOTCS UCTIOTHUTENSIM Ha 10paboTKy.

TpeboBaHug K COJEPKAHUIO W 0(DOPMIEHHIO OTBETOB HA KOHTPOJILHbIE
nyuchbMa: ’

- OTBETHI JOJDKHBI COIepIKaTh KOHKPETHYIO M YeTKYI0 MH(GOpPMALIHIO 110 BCEM

BOMPOCaM, MOCTABJIEHHBIM B OOpallleHUsIX IpakaaH (4TO, KOrjga M KEM CIeNaHo
iy OyIeT caenaHo);

- €CIId CPOKH BBIMOTHEHMS MOPYUYEHUs 3a[EeP)KUBAIOTCS, TO HOJKHBI OBITH
yKa3aHbl ITPUYHWHBI U OKOHUATEeJNbHAsl JaTa UCITOJIHEHMs, 110 MUCTEUEHMH KOTOPOH
OyZeT OMOJIHATENIBHO COOOIIEHO O NPOeIaHHON paboTe;

- B OTBETE JOJKHO OBITH UETKOE YIOMHHAHHWE O TOM, YTO 3asiBUTEJb B TOM
UM UHOH (popMe NPOUH(POPMUPOBAH O €T0 COZIEPIKAHNMY;

- OTBET MOJITUCHIBACTCS PYKOBOAUTEIEM TOTO CTPYKTYPHOTO MOJIpa3/IeNeHus,
Ky/la HalmpaBIsijaoCh MHCHMO Ha pacCCMOTPEHHE;

- K OTBETY NPHWKIAABIBAETCA OPW[MHAl PacCMOTPEHHOro OOpalleHus
rpakIaHHHA. ,

5.8. Tlucema CUMTAIOTCS WCIONHEHHBIMU M CHUMAIOTCS C KOHTPOJIS, €Ciu
PacCMOTPEHBl W PpeIleHbl BCe MOCTABIEHHBIE B HUX BOMPOCHl, HPUHATEHL
HEOOXOAMMBIE MEpbl, U 3asiBUTEIIO aH OTBET B MMCbMEHHOW MJIM YCTHOH (opMme.

5.9. CHsaATHe C KOHTPOJS MCMOJHEHUS TNOpydYeHUs 10 oOpalleHuto
MPOU3BOJIUTCS TOJILKO IO PAaCHOPSIKEHHIO JUPEKTOpa WK APYToro JOHKHOCTHOTO
nMna mo ero mopydenumio. Ilpu atom neitaercst otMeTka «CHSTO ¢ KOHTPOIIS»,
KOTOpasl 3aBepsieTCcsl MOAMUCHIO YKA3aHHBIX JIMI] C NPOCTABICHUEM HaThl, MOCIe
yero obpalleHus Hanpasistores «B nemoy.

6. Opranusanusi paéoTsl 0 JHYHOMY NPHEMY IpaKaaH

6.1. Jluymbelii mnpuem rpaxaan B Jluiee OCYLIECTBISIOT: AMPEKTOP,
3aMECTUTENHU AUPEKTOpA.

6.2. 3anuchb Ha JIMYHBIA IIpUeM K JHpEeKTOpy ocyluecTBisier [lpuemHas
eXKeJIHEBHO B 4achl padoTel. EciiM AMpeKTop uMeeT BO3MOXKHOCTH, TO TIPUHAMAET
Tpaknan Oe3 mpeaBapUTeNbHOH 3amucu. [lpy 3TOM u3ydaercs BO3MOMKHOCTE
BbINOJHEHHsI 00pallleHus B CTPYKTYPHBIX MTOApasieNieHusx TexHukyma.

3aMecTUTeNH AUPEKTOpa BeAyT npueM Oe3 nmpeiBapuTeibHON 3aIUCH.

6.3. Ha xaxxnoe obpailieHre K IUPEKTOPY JIeNIaeTCsl 3aluch B KypHAJIE yueTa
npuemMa TOoCeTHTeNeH (10 JUYHBIM BOINpOCaM), B KOTOPOM YKa3LIBaeTcs [ara
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npuema, GaMuIIns, UMs, OTUECTBO 3asiBUTENIS, PO 3aHATHUH, KpaTKoe CoJAep/KaHue
npockOBl. YKa3bIBalOTCSl Pe3yibTaThl pacCMOTPEeHUS MO0 pe30osouus AUpeKTopa
C TIOpY4YEHHUEM HCTIOTHHTENIO. ‘

[Ipy HeoOXOAUMOCTH TNpeasaraeTcsi U3JI0KUTh CyTh BONPOCAa B IUCHMEHHOM
Buze. [lucbMeHHOe 3asBIIeHUE B 3TOM CIy4yae PerucTpUpyeTcs U paccCMaTpUBaeTCs
B YCTQHOBJICHHOM IOPSAKE, MPU 3TOM B JKypHaJle /1eJ1aeTCsl OTMETKA «OCTaBJIEHO
3asiBIIEHUE», €r0 HOMEP U J1aTa PerucTpaluu.

6.4 Tlpu HeoOXOAMMOCTU A PACCMOTPEHMS IIOCTAaBICHHBLIX 3asiBUTEJIEM
BOINPOCOB Ha IPHEM MOJXKET OBITh NPHUIJIAIIEH CHELUATUCT COOTBETCTBYIOIIETO
noapasnaeneHus TexHukyma.

6.5 KoHTponb 3a WHCHNOJHEHUWEM [OpPY4YEeHUH [UpPEeKTOopa IO YCTHBIM
obpatieHuaM rpaxxaas ocyiectsiser [Ipuemuas.

6.6 TIlocrynuBiine OTBEeTbl O TMPHUHATBIX Mepax HanpaBJsSIlOTCs s
03HaKOMJIEHUS JUPEeKTOpy TeXxHUuKyMa.




