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1. OOume MoJIoKeHUA

1.1. Hacrosmmii [Topsanok onpeaensieT OCHOBHbIE TpeOOBaHUsI, 00S3aHHOCTH
pabotHukoB MO®IL[ u HOpMBI, Kacaromuecs OOCITYKMBAHMS TPaKIaH NpU HX
obopamennu B otaeneHus ['OBY «M®I[ MO» (manee — M®II), B Tom uucne npu
MOJTYYEHHUH YCIYT B 3JIGKTPOHHOM BHJIE B IIEHTpe NUPPOBBIX KomreTeHIni MDII.

1.2. Ilpu KIMEHTCKOM COIPOBOXKJICHUU U OOCITYy)KMBAaHHHM 3asBUTEIICH
paboTHuK M®I] 006s13aH cOOII0/1aTh CIISAYIONINE MPaBUiIa OOCTY>KMUBAHUSI TPAXKIaH:

— OJIMHAaKOBO POBHO OTHOCUTHCA K 3asBUTESIM M OKa3blBaTb BHUMAaHHUE
rpakJiaHaM BHE 3aBHCUMOCTH OT MX BO3pacTa, MoJia, HallMOHAJIbHOCTH, COIUAIBHOTO
cTaTyca;

— 00pamaThCs K KOKIOMY TPaXIaHUHY TOJIbKO Ha «BbI», eciii M3BECTHO ero
uMsl (MMSI 1 OTYECTBO), TO UCIIOIB30BaTh €r0 B Ka4eCTBE OOpaIleHus;

— TMPUBETCTBOBATH 3asBUTEIIS CIIOBAMU «3JIpaBCTBYUTE» WK «JloOpoe yTpoy,
«J1oOpeIit 1eHby, «JoOpeIid Bedep», MpH HEOOXOJAUMOCTH IMPEICTaBUTHCS, Ha3bIBas
CBOIO (haMUJIHIO U JIOJIKHOCTB;

— BHHUMATEJIBHO CIIyIIaTh COOECeIHUKA, HE IPEPHIBATH €T0 B Cepe/IuHE Ppa3bl
U HE MPOSIBIIATH HETEPIIEHUE B PA3TOBOPE C HUM,;

— pasroBapuBas ¢ rpaxJaHUHOM, CMOTPETh Ha HETO, HE KPUYaTh, HO TOBOPUTH
TaK, YTOOBI TPAXKJAHUH CIIBIIIIAT,

— HE CTECHATBhCA MEPECNPOCUTh, €CIM HE BCE IOHATHO H3 pPa3roBopa C
cobeceTHUKOM, MaKCHUMAJIBHO IMOHSTH €TI0 MOTPEOHOCTH;

— YeTKO W JIaKOHUYHO (OPMYJIUPOBATH OTBETHI HAa BOIPOCHI 3asiBUTEIICH,
JlaBaTh MOSICHEHUSI KacaTeJIbHO MPEIOCTABIICHUS YCIIYT;

— o0m@asch ¢ TpakIaHaMH, BO3ICPKHBATHCS OT CIIOB «HEIB3S», «HET»,
«HHUKOTJIA» - T.€. OT HETaTUBHBIX (OTPUIIATEIBHBIX) (POPM OTBETOB;

— HE CIIeIyeT YyIoTpeOasaTh BeIpaxkeHus: «5 He 3Hat0», «MHE HeU3BECTHO. ..,
X CclIeayeT 3aMeHATh ¢pazamu «Paspemure, s yroudio 3Ty umHpopmaruio», «He
Mor Obl BBl TOA0X1aTh, S ...» U T.1.;

— HE CJIeJyeT HaBs3bIBaTh COOECEIHUKY CBOIO TOUKY 3PEHUSI, HEOOXOIUMO KaK
MOXHO peXe YMOTPeOIsTh BbIpaKeHUsl TUMa: «Bbl TOKHBI...», BMECTO 3TOro: «51
MOT'Yy PEKOMEHI0BATh BaMm...»;

— B CiIyyae HEOOXOJIHMMOCTH MSTKO, HCHaBSI3UYMBO U KOPPEKTHO IMOOYXIAaTh
rpakJIaHrHA OBITh BEXKJIMBBIM U COOJIFOAATh ACIOBOM CTHIIH OOIICHHUS,;

— €CJIM TPaXJIaHWH TOBOPUT pa3Ipa)K€HHO, BBICIYIIATh €ro CIOKOWHO;
3a/1aBaTh BOIPOCHI, YTOOBI BBISICHUTH MOJPOOHOCTH MPOOJIEMBI; TMOKa3aTh, YTO
CUTyallds TIOHSTHA W JEMOHCTPUPOBATh COYYBCTBHUE, MPEIJIOXKUTH OJHO WIIU
HECKOJIKO  PEIIeHUN ero mpoOsieMbl, CBSI3aHHOW ¢  MPeJoCTaBICHUEM
roCyJlapCTBEHHOM U (WJIM) MyHULIMTIATBHON YCITYTH, B T.4. B JICKTPOHHOM BUJIE;

— eCu JOMyIIeHa omun0Ka, HEeMEIJICHHO MPU3HATh 9TO M U3BUHUTHCS; €CITU
omunOKka Obla JOMyIIeHAa KEeM-TO M3 KOJIJIET, TO M3BUHUTHCS 3a OIIMOKY KOJIJIETH
(«ITporry n3BMHHUTH 3a TOMYIIEHHYIO OMIHOKY», «[[puHOITY HICKpEeHHUE N3BUHEHHUS 32
npuarHEeHHbIe Bam Heyn00cTBaY);



— COINIacoBaTh C IPAXKIAHUHOM JIEUCTBUS, IPU3BAHHBIE YCTPAHUTh NPUUYHHY
€ro HEeIOBOJIbCTBA, MOONArolapuTh TIpaKAaHWHA 3a TO, YTO OH oOpatun Bamie
BHMMaHUE Ha TpoOiieMy, 3aBEpHUTh, YTO Bbl mocTapaerech Kak MOXHO ObICTpee
UCITPaBUTh CUTYALIHIO;

— TIPU HECTaHJAPTHBIX, B TOM YHUCJE KOH(MIUKTHBIX CUTYalUSIX MPUTTACHUTh
KOT'0-TO U3 PYKOBOJICTBA OT/CJICHUS, TPEIBAPUTEIHLHO COOOLTUB 00 3TOM I'paxAaHUHY
cioBaMH «Jl7si  pelieHust Baliero BOIpOoca MHE HEOOXOAUMO OOpaTUThCA K
pykoBoautemo. [lomoxanTe, noxaiyicra, celdac s BCE BBICHION;

— B CJIy4Yae ecJM rpakJIaHuH TpeOyeT NPeI0CTaBUTh TEIE(OH BBIILIECTOSIIETO
PYKOBOAMTENS, HEOOXOAUMO TMpeaocTaBuTh Teiedon mnpueMHort MOIl. Ecmm
3asgBHUTENS 3TO HE YCTPaUBAET, TO ACHCTBOBATH CIEAYIOMIUM 00pa3oMm:

"  OCTaBaThCsSl CIOKOWHBIM M NPUIJIACUTh HAaYaJIbHHKA OTIEJIEHUS JHOO €ero
3aMECTUTETIS;

" [peayNpeauThb 3asiBUTENS, 4TO BhI ceiluac npuriiacure pyKoBOIUTENS, U OH
IIOMOJKET ypPEryJupoBaTh CUTYaLHIO;

" B ClIyyae €CIu TpaXkJaHWHA HE YJOBJIETBOPSET NPEIIOKEHHOe Bamu
pelieHue, cieayeT NpouH(GOpMHUPOBATh €ET0 O TOM, YTO OH MOXKET OCTaBUTh OT3bIB Ha
caifte yupexaenus: www.mfcS1.ru, cenaTte 3auch B KHUTE Kajno0 U IpeIoxKeHHH,
HalMcaTh W OTIPAaBUTHh O(QUUIHAIBHOE MHCHBMO IO aAPECy YUPEKICHUS Ha UMs
pykoBogutens 'ObY «M®L[ MOy;

— IIOCJIE 3aBepLIEHUs padOThI C TPaXXTaHUHOM MPOIIATHCS ¢ HUM CIOBaMH «/[o
ceuaanus» wim «Bcero xopomero», «IIpuxoaure emey;

— B OOIIECHUU C 3asIBUTENISIMU HE JJOIIYCKaTh HEKOPPEKTHBIE CIIOBA U ICUCTBUS,
KOTOpBIE MOT'YT OBITh UCTOJIKOBAHBI IpaskJaHaMH KakK JIMYHAsi oOuja WK MPeaB3siToe
OTHOLIEHHUE;

— 1Mpu OOIIEHHH C TpaxKaaHaMU HEOOXOAMMO YMETb COXPaHSTh Pa3yMHBII
OasiaHc Mex 1y NMPodeCcCUOHANTBHBIM S3bIKOM U SI3bIKOM JIOCTYTHBIM ISl TPaXKAaHUHA.
Peub He nomkHa ObITh MEperpykeHa creluaibHbIMU TEPMUHAMH.

1.3. Ha pabouux Mectax B paOodee BpeMs 3alpeuieHO pa3roBapuBaTh IO
TenedoHy Ha JIMYHbIE TEMbI, UTPaTh B UIPbl HA IUIaHLIETe, Tenedone (cMapTdoHe),
BKJIFOYATh PaJHo, BUJIE0, HA/IEBATh HAYIIHUKH.

1.4. Pabornukam MOI] 3ampenieHo OCymIeCTBIATh BBOJA WH(OpMAIIUU IS
uneHtTuukanuu rpaxnaannna B ECUA (oruH W mapoiib) mpu BXOJE B JIMYHBIM
KaOMHeT rpakaaHuHa Ha EJQuHOM mopTajie TOCyJapCTBEHHBIX M MYHHUIMIATIbHBIX
yeuyr (byukumii) (manmee — EIN'Y), PernonansHOM mopTanie 3JIEKTPOHHBIX YCIYT
Mypmanckoit obnactu (manee — PIIDY) unm apyrux npoduibHbIX HHTEPHET-CalTax,
3arojHeHue ToJiel 3asBieHuit (3ampocoB, dopm) Ha EIITY, PIIDY wmm apyrux
NpOQUIBHBIX WHTEPHET-CAUTaX Ha DSJIEKTPOHHBIX YCTPOWCTBAX TpakIaH W/ WU
pabounx MecTax TrpaxJIaH B LEHTpe UUPPOBBIX KOMIIETEHUUH (CeKTopax
M0JIb30BATENBCKOTO COMPOBOXKICHHMS ), B TOM YHCIIE 10 MPOChOE rpaxaaH.
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2. Hopsaok peiicTBuii padoTHNKOB M®II npu KJIHMEHTCKOM CONPOBOKICHUH
1 00C/Iy:KUBAHMU 3asiBUTe/ el npu oOpamenuu B otaeaenus FOBY «M®PI MO»

2.1. leiicTBUS CIENUAJINCTA M0 PadoTe ¢ 3asIBUTEISIMH NPU KJIMEHTCKOM
COINPOBOKIACHUHU 3asiBUTEJICH NPU O0pallleHHH B LeHTP UM(pPOBHIX KOMIIETEHIIM I

2.1.1. Cpmemmamuct 1o paboTe ¢ 3asgBUTENSIMH IEHTpa IUPPOBBIX
KOMIETEHIINI JOKEH 3a0J1arOBpeMEHHO MPUOBITH B MOMEIIEHUE LIEHTpa U POBBIX
KOMITETEHIIUM ¥ JI0 Havasia paboThl YOSAUTHCS B TOM, UTO pabouee MECTO CIEI[HAINCTA
U paboure MecTa 3asBUTEIIel TOTOBBI K paboTe, B TOM YKCIIE BKIFOUEHBI KOMITBIOTEDP U
OpIrTEXHUKAa, HMEETCA JOCTYyIl B C€Tb VIHTEpHET, Ha HHTEPHET-MOPTAIIBI
MPEIOCTABIIEHUSI TOCY/IAaPCTBEHHBIX UM MYHHUILMIAIBHBIX YCIyr, Ha paboueM MecTe
crenuaiucTa (PyHKIMOHUPYET ABTOMAaTH3MpOBaHHas HHGPOPMAIMOHHAA CHUCTEMa
['OBY «M®I] MO» (manee — AUC M®DLI).

2.1.2. TlpuBeTcTByeT TrpakllaHWHA, OOpAaTHUBIIErOCs B LEHTP UU(POBBIX
KOMIIETEHIIMN 32 YCIIyT'OM U BBISICHSET €€ HAaUMEHOBAaHUE.

2.1.3. Tlepen HauasioM paOOThI C TPAKIAHUHOM YTOUYHSET y TpakJaHUHA (PaKT
peructpauuu B EnuHON cucreMe WACHTH(PUKALIMM W ayTeHTU(UKAIUU (1anee —
ECHUA) u tun yyetHoil 3anucu. [losicHSeT rpakJaHUHY BO3MOXHOCTb MOJyYEHHS
HEOOXOJIMMON TOCYJapCTBEHHOU yciayru B snekTpoHHoM Buiae Ha EITY, PIIDY u
OpYrux MNpOQUIbHBIX HWHTEPHET-CAMTaX TOJBKO MPU HAIMYUKA Y TpaxkJIaHUHA
ITOATBEPKIACHHON YUYETHOU 3aIIUCH.

2.1.3.1. Ecnu rpaxnganun He ObUT 3apeructpupoBan B ECUA npennaraer emy
YCIIYTY II0 PETUCTPALIMU U MIOATBEPKICHHUIO YUETHOM 3aIUCH.

— B CJIydae corjiacusi rpaxaanuHa npenocrasisier uepe3 AUC M®I] ycnyry
[0  PETHCTPALMM W TOATBEPKIACHUIO  YYETHOW  3allUCH,  JAJIbHEHIINE
aIMUHUCTPATUBHBIC JCHUCTBUS BBINOJHSIECT B COOTBETCTBHMM C IIyHKTOM 2.1.4
Hactosiero [lopsiaka;

— B CIly4ae OTKa3a rpa)<IaHuHa OT YCIYTH 10 PETUCTPALN U IOATBEPKICHHUIO
YYETHON 3aIllMCH JIONOJIHUTENIBHO MPENYNpPEeXAacT €ro, 4ro NpH IOJIYYEHHUH
TpeOyeMoi rocyJapCTBEHHOM yCcIyru He00X01MMa MOATBEPKACHHASI yueTHas! 3alKCh,
IPOIIAETCS C IPAXKIAHWHOM M HAIPaBJSET €ro K aJIMUHHUCTPATOPY 3a MOJIYyYEHUEM
TaJIOHA Ha MPEJIO0CTaBICHUE KOHKPETHON yCIyTH B OOBIYHOM IOPSIZIKE.

2.1.3.2. Ecnu rpaxxJjaHvH HE 3HAET (HE MOMHUT) TUIl CBOEW YUYETHOM 3alucH,
IpeaaraeT rpax1aHiHy IPOBEPUTD TUIT YYETHOM 3aITHCH.

— B Clly4ae coracusl rpakJaHWHA MPOBEpSET yueTHYH 3anuch yepe3 AUC
MO®I] nim oka3pIBacT MOMOIL IPAXAAHWUHY B IPOBEPKE THUIA YYETHOW 3alUMCHU B
JUYHOM KabuHeTe rpaxkaanuda Ha EINT'Y;

— B Cilyyae OTKa3za TIpaXKJaHMHA OT MPOBEPKH THUIIA YYETHOM 3amucu
JIOTIOJIHUTENBHO TMPEAYNPEeKIAeT TIpaKAaHWHA, YTO MNpPHU MOJYyYeHUH TpeOyemoi
rOCy/apCTBEHHOM YCIyrH HeoOXoauMma IMOATBEpXKICHHAas YydeTHas 3amuch. [lpu
HAaCTOMYMBOCTH I'paKAaHWHA B MOJYYEHUU YCIYTH B 3JEKTPOHHOM BHJIE€ BBIITOJIHSET
aIMUHUCTPATUBHBIE JIEUCTBUA B COOTBETCTBUU C NyHKTOM 2.1.4 Hacrosiero
[Topsiaka.



2.1.3.3. Ecau nocie npoBepKH THMA YYETHOH 3amucu OyJeT YCTaHOBIICHO, YTO
y4€THas 3alUCh ABJISETCA YIPOIICHHOW WIH CTAHAAPTHOW, IPEUIaraeT rpaKJaHuHy
YCIIYTY TI0 TIOJITBEPKACHUIO YUETHOM 3anmucu / TMIHOCTH TpaxkaannHa B ECHA.

— B cliyyae cornacus rpaxaanuHa yepe3 AIC M®II npenocTaBiser ycuyry
MO MOJTBEPKACHUIO YUETHOM 3aMKUCH / IMYHOCTH U JTajbHEHIITNE aIMUHUCTPATUBHBIC
JIEWCTBUS BBITIOJHAET B COOTBETCTBUU € IMMyHKTOM 2.1.4 Hactosimero Ilopsaka;

— B ClIy4ae OTKa3a rpakJaHWHa OT YCIyI'M O MOJITBEPKICHHUID YYETHOMU
3anucH / TMYHOCTU TpaxkaanuHa B ECUA nonomHuTeNbHO MpeaynpexaaeT ero, 4To
JUTS TIOJTy4YeHHs TpeOyeMol rocy1apCTBEHHON YCIIyTH HE0OX0AUMa MOATBEPKACHHAs
ydyeTHas 3anuch. I[Ipy HACTOMYMBOCTM TIpakJaHWHA B IIOJYyYEHUU YCIYTH B
AJIEKTPOHHOM BHJE BBINOJHAECT AJMUHHUCTPATUBHBIE IEHUCTBUSA B COOTBETCTBUU C
nyHkToM 2.1.4 Hacrosmero [lopsaka.

2.1.3.4. B cinyyae ecnu rpakJaHUH HE MOMHHUT CBOM MapoJib JJIsI BXOJa Ha
IIOPTAJI TOCYCIYT, IMPEQIaracT yCIyry IO BOCCTaHOBJIEHUIO IOCTyNa K YYETHOU
3aIUCH.

— B cllyyae corjacus rpaxaanuHa npenocrasisieT yepe3 AC M®I] ycnyry
10 BOCCTAaHOBJIEHUIO JOCTYIA K YUYETHOM 3alUCU U JaNbHEHIINE aJMUHUCTPATUBHBIC
JIEWCTBUS BBITIOJHSAET B COOTBETCTBUU € MMyHKTOM 2.1.4 Hactosimero [lopsiaka;

— B Clly4ae OTKa3a rpakJAaHWHA OT YCIYI'HM IO BOCCTAHOBJIIEHUIO JOCTYIa K
YYETHOM 3alCH JONOJIHHUTENBHO MPEAYNPEXKIAET €ro, 4YTO MNPH IOIYyYECHHH
TpeOyeMoil roCy1apCTBEHHOM YCIyTrd He00X01MMa MOATBEPKICHHAS yUeTHAs 3aIKCh,
IIPOIAETCS C TPaXKAAHMHOM M HANPABISAET €ro K aAMHHHUCTPATOPY 34 MOJyYEHUEM
TaJOHA Ha MPEAO0CTABIEHNE KOHKPETHOM YCIIYTH B OOBIYHOM HOPSJIKE.

2.1.4. B ciydae ecnu rpakJJaHMH UMEET MOATBEPKIACHHYIO YUETHYIO 3aIIUCh B
COOTBETCTBMM C €ro 3alpoCOM OCYILIECTBIISIET KIHMEHTCKOE COIPOBOXKICHUE
rpakJIaHWUHA TIPU TOJIYYEHUHU YCIYT B 3JIEKTPOHHOM BHJIE:

— KOHCYJIbTUPYET O MOPSAKE MOJYyUYECHUS YCIYTH B SJIEKTPOHHOM BHJIE;

— OKa3bIBa€T MOMOIUb [JIsl OCYLIECTBIEHHUS BXOJa B JIMUHBIA KAaOWMHET Ha
EIII'Y, PIIDY u COOTBETCTBYIOIIEM WHTEPHET-CAUTE, HA KOTOPOM BO3MOKHO
IIOJIYYUTh YCIYTY B 3JIEKTPOHHOM BUJE;

— TIpU HEOOXOJIMMOCTH OKa3blBae€T INOMOIIb B 3alOJHEHUH 3JIEKTPOHHOM
dbopmbl  3asiBICHHUS, B CKAaHUPOBAHUU W TMPUKPEIUIEHUH COOTBETCTBYIOIIMX
AJIEKTPOHHBIX 00Pa30B JOKYMEHTOB.

2.1.5. Tlocne 3aBepieHus pabOTHl TpaKJaHWHA IO TOJAa4Ye 3asIBICHUS U
JIOKYMEHTOB B 3JIEKTPOHHOM BH/JIE 110 COOTBETCTBYIOILEH YCIIyTe KOHTPOIUPYET BBIXOL
rpakJjaHuHa W3 cBoero jguyHoro kabuuera Ha EIII'Y, PIIDY wumu npodunsHOM
WHTEPHET-CAUTE U yAAJIECHUE NMEPCOHAIBHBIX NAHHBIX IPaXIAHWHA U DJIEKTPOHHBIX
00pa3oB €ro JUYHBIX JOKYMEHTOB C IMUCKa NEPCOHAILHOTO KOMITBIOTEPA, Ha KOTOPOM
paboTan rpaxaaHuH.

2.1.6. Ilpomraetcsi ¢ rpaxkIaHMHOM, OJaroJlapuT €ro 3a oOpalieHue B IEHTP
U(PPOBBIX KOMIIETEHIIUNA U MPUTJIAIIAET TPUNUTH CHOBA.

2.1.7. B cnmydae oOpaiieHus rpak/ianuHa 1o TeiaedoHy isi KOHCYIbTAI[UHU 0
pabote Ha EnquHOoM mopTasne rocyaapCTBEHHBIX U MyHUITUTIATBHBIX YCIYT YTOYHSIET O
Hanuyuu y Hero ydetHou 3ammcu Ha EIII'Y u ee craryc, a Takke HaMMEHOBAaHUE
YCIIYTH, KOTOPYIO KEIAET MOJTYYUTh IPakJIaHUH B 3JIEKTPOHHOM BUJE:



— B ClIly4ae OTCYTCTBHUS yYETHOM 3alMCcH OOBACHSAET MOPSAIOK PErucTpariu
Ha EIII'Y (co3maHue pas3HbIX CTATyCOB YYETHOW 3aIlMCH), B TOM YHUCIIE C MOMOUIbIO
COOTBETCTBYIOIINX OAHKOBCKHUX OHJIAIH MPUII0KECHUI;

— IpM  HAIAYUM  TOATBEPXKACHHOW  YYEHOM  3allMCM  OKa3bIBaeT
KOHCYJIBTAIIMOHHYIO MIOMOUIb 110 MOPSJIKY IOJYYEHHUs YCIYTU B 3JIEKTPOHHOM BUJE
yepe3 EIITY, PIIDY unu npoguiibHbIA HHTEPHET-CANT;

— B CIIy4ae HEBO3MOXXHOCTH IIOJyYECHUS YCIYTH B DJIEKTPOHHOM BHJIE Y€peE3
EIN'Y, PIIDY unu npouiibHBIN HHTEPHET-CAaNUT yBeIOMIIIET 00 3TOM IrpaKIaHUHA U
npeiaraet ooparutbes B MOL] mist ee momydenust B OyMaxxHOM Bue (IIPH YCIOBHU
MPEIOCTAaBICHUS JaHHOW ycayrun uepe3 MOPI[ Ha oOCHOBaHMM 3aKIIOYEHHOTO
COTJIAILIEHHsSI C OpraHoOM BJACTH, OPraHOM MECTHOTO CAaMOYIIPABJICHUS WIH
COOTBETCTBYIOIIICH OpraHu3aiuen).

2.1.8. B koH1e paboyero aHs Mocie 3aBEpIICHUs TpUeMa rpaKiaH:

—  OpUBOAMT paboure MecTa B MOPSAOK,

— B 0043aTeNbHOM NOPSJIKE BBIKIIOYAECT MEPCOHAIBHBIE KOMIBIOTEPHI U
nepudepuitHble yCTPONCTBA;

—  packiaabiBaeT (paccTaBigeT) Nanku ¢ paboYuMMH  JTOKyMEHTaMu
(MHCTPYKUHSMH) B YCTAHOBJIEHHOM TMOPSAKE.

2.2. leMCcTBUSA CHEHUAINCTA MO PadoTe ¢ 3asIBUTEISIMH NPH 00CIYKMBAHUH
3asiBUTeJIel B OKHE PUeMa-BbIIa4M JOKYMEHTOB

2.1.9. Cneumamuct mo paboTe C 3agBUTENSAMH JIODKEH 3a0J1arOBpeMEHHO
puOBITH Ha pabodee MECTO U JI0 Hadaia padoThl YOIUTHCS B TOM, YTO pabodee MECTO
MOJIHOCTBIO TOTOBO K paboTe, B TOM YHUCJIE BKJIIOYEHBI KOMIIBIOTEP M OpPrTEXHUKA,
¢dbynkunonupyer AUC MOLI.

2.1.10. ITpuBeTcTBYeT TpakJaHWHA, OOpPATHUBILIETOCS K CIEUHUATUCTY 32
YCIIYToH, BBIACHSET W (WJIM) YTOUHSIET €ro morpeOHocTH. Ha OCHOBE BBISBICHHBIX
NOTPEOHOCTEN OCYIIECTBISIET OOCIYKMBAaHHME TpaxaaH (IIPEAOCTaBIsAECT YCIyTYy,
UH(POPMHUPYET U KOHCYJIBTUPYET).

2.1.11. Ilepen npouieaypou NpeaoCTaBICHUS YCIYTH:

— HUHQOPMHUPYET 3asBUTEIS O MPUMEPHOM BPEMEHHU OKa3aHUSI YCIYTH;

— YTOYHSET Yy 3asBUTENSI HAJIUYUE 3apETUCTPUPOBAHHOIO mpoduiis B
Meccenkepe MAX u B ciiydae €ro OTCYTCTBUS, MpeJularaet 3asBUTEINIO
3aperucTpupoBaThcsi B MecceHkepe MAX u crath mojib3oBareneM yaT-6ota MOI]
MypmaHckoit o61acTu.

2.1.12. B cnyuae, eciau mpeaoCTaBIE€HUE YCIYTH HEBO3MOXHO MO KakoH-1100
npudrHe (OTCYTCTBHE Y 3asiBUTEIICH HEOOXOIUMBIX JIOKYMEHTOB U T.J.), KOPPEKTHO U
YETKO Pa3bsICHSET IPAXKIAHUHY MPUUYUHY, IO KOTOPOH HEBO3MOXKHO OKa3aTh YCIYTY U
BBITIOJTHUTD €ro TpeOOBaHME.

B cnyudae, ecnu nipu mpeaoCTaBIECHUU YCIYTM HOPMATUBHBIMU JOKYMEHTaMU
MIPEyCMOTPEHBI OCHOBAHHUS ISl OTKa3a B IpueMe JOKyMeHTOB B MOI[ — oTka3piBaer
B [IPUEME IOKYMEHTOB ISl IPEAOCTABICHUS YCIYTH.

B cnydae, ecnu mpu mpeaoCTaBICHUN YCIYTM HOPMATHUBHBIMU JOKYMEHTaMHU
IPeIyCMOTPEHA Bbllauya OTKa3a MO YCTAaHOBJIEHHON (opme, CelHanucT 3amoIHseT
dbopMy OTKa3a U BBIJAET 3aABUTEINIO.



B cnyyae, ecii HOpMAaTUBHBIMM JOKYMEHTAMH HE MPETyCMOTPEHBI OCHOBAHUS
U1 OTKasa B IpueMe N0KyMeHTOB B M®II, n rpaxnaHnH HAcTauBaeT Ha HpHUEME
HEIOJIHOTO KOMIUIEKTa JOKYMEHTOB, CHEUUATUCT MPEIyNpeKIaeT O BO3MOXKHOM
OTKa3€ B MPEJOCTABICHUH YCIYT'H B OpraHe, KOHTPOJIHMPYET MPOCTABIECHUE MOINNUCH
rpaXJAaHWHA B pAcIUCKe B TMOji€ 00 YBEAOMJICHHM O BO3MOXKHOM OTKa3e B
IPEIOCTABIECHUH YCIyTH (IPU HAIMYUU TAKOTO MOJIA B PACITUCKE).

2.1.13. B cnyuae, ecinu o0CIIy>KUBaHUE 3asIBUTEIISI HE MOXKET OBITh 3aBEPILICHO
JI0 HAaCTYIUICHHs PErJIaMeHTHOI'O TepepbiBa WIM IepepbiBa Ha o0el, a Takxke 0
OKOHYaHUsI paboyero [Hs, CHEeHHAIMCT 00s3aH JMOO0 JIMYHO OCYIIECTBUTH BCE
JENUCTBUS IO MIPEIOCTABICHUIO YyCIyTH (YCayr), 1100 MpouH(MOPMUPOBATH CTAPIIETO
CHeluaincTa 1mo padoTe C 3asiBUTEISIMU O CHUTYallud, KOTOPbIA B CBOIO O4YEpEb
JOJDKEH MPUHATH HE0OXOIUMbIE MEPHI 10 3aBEPIICHUIO O0CTYKUBAHUS 3asIBUTENS, B
TOM YHUCJIE U IOCPEICTBOM IIPUBIICYEHUS IPYTOrO CIEUATIUCTA.

2.1.14. Eciu rpaxjaHuHy HEOOXOJUMO PaclucaThCs, HAIPUMED, B 3asIBICHUH
(pacrmucke), CeUAINCT MPOCUT €0 03HAKOMUTBCS C JIOKYMEHTOM U YOEAUTHCS B TOM,
YTO BCE 3aI0JIHEHO MPAaBHJIbHO, MPEJOCTABISIET €My PYUYKY M YKa3bIBaeT, B KaKOM
MMEHHO MECTE 3asBUTEIIb JJOJKEH PACIUCATHCS.

2.1.15. OTBeyaeT Ha BO3HHUKIIME BOMPOCHI U HHPOPMHUPYET 3aABUTENS O
BO3MOYKHOCTH:

— TIIPUHATH y4YacTHE B OLEHKE KadyecTBa OKa3aHHUsS TOCYJAapCTBEHHBIX U
MYHULUIAIBHBIX YCIIyT, Ipeaiarasi, B TOM YUCJIE€ OCTaBUTh CBOW HOMEp COTOBOIO
tenedona s CMC-onpoca;

— TMOJY4YE€HUs YBEJOMJIEHHMS O FOTOBHOCTU PE3yJIbTaTa YCIYTM K BbIIAue H
OLICHKHM Ka4eCTBa MPEIOCTABJIEHUS YCIIYTH C UCIIOJIb30BaHUEM MecceHkepa MAX.

2.1.16.ITo oOKOHuYaHMM OOCIY>KMBaHUs 3asBUTENS TMPOIIAECTCA C HUM,
OslarolapuT 3a oOpaileHre B MHOTO(YHKIIMOHATIBHBIM LEHTP U MpUTallaeT NPUNTH
CHOBA.

2.1.17. B kon1e pabouero JgHs MOCIE 3aBEpIIeHUs IIpueMa IMPUBOJIUT padbouee
MECTO B MOPSAJOK, B 00513aTEIHHOM MOPSAKE YOUPAET CO CTOJIa IIeYaTH U IITaMIIbL.

3. TpeGoBaHusi K NOpAAKY AeiicTBU U 00s13aHHOCTH padoTHUKa M®PII npu
00CJIy’KUBAaHHUY IPAKIAH HA CTOIKE PerucTpannu

3.1. JlelicTBUSI aAMMHUCTPATOPA WJIH PA0OTHUKA, UCIIOJHSAIOLIET0 €ro
00513aHHOCTH, IPH 00CJIY’KUBAHUHU I'PAKIAH HA CTOMKE PerucTpauuu

3.1.1. IlpuBeTcTBYeT rpakJaH Opu BXOJA€ B momelieHue otaeneHus MOIL]
CJIOBaMU «3/paBCTBYHTE», «J{0OpbIii 1eHbY, «HeM Mory TOMOYb ?).

3.1.2. BsacuHser nenb nocemnienuss M®II.

3.1.2.1. B ciyuae oOpaiieHusi rpakJaHIHA 32 YCIYTOM, KOTOpasi He TOCTYITHA
JUIS. TIOYYEHHsS] B DJEKTPOHHOM BHJE WIM B CilIydae OTKa3za TrpaxJaHuHA OT
MPEIJIOKEHHUS] B IOJIYYEHUU YCIIYTU B JIEKTPOHHOM BHUJIE:

—  TIOMOTaeT B3STh TAJIOH Ha MOJYyYEHUE KOHKPETHOM rOCYyAapCTBEHHOW WJIU
MYHHUIMIIAIGHON ycnyrd. [lpw opraHm3anuu BblJaud TaJIOHOB TpakJaHaM Ha
MOJIyYEHHUE YCIYTd aJIMHHUCTPATOp MJOJDKEH pPYKOBOJCTBOBATHCA —CIIECAYIOIINUM
MPUHIIMIIOM: OJIMH TaJOH B pyku. Ecnu rpaxaaHuHy TpeOyeTcst MOJy4nuTh HECKOJIBKO
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yCIyT, aAMUHUCTPATOpP MHPOPMUPYET 3asABUTENS, YTO HAAO0 B3SATh TAJIOH HAa OJHY
YCIIYTY U J10 Hayajia e€ NpeloCTaBICHUS B OKHE MpUEMa MPEeAyNpPEAUTh CIEUAINCTA
10 paboTe € 3asIBUTEISIMU O JTONOJHUTEIBHBIX YCIYTax;

—  I[penjaraeT MNpPOMTH B 3a] OXUIAAHUA W OXWJATh NPUIJIAIICHHS K
KOHKPETHOMY OKHY NPHUEMA;

—  TpHU OTCYTCTBUHU OYEpEIU y CTOMKH PETHUCTPALMH IO MPOCchOe 3asBUTENS
MIPOBEPSET JOCTATOYHOCTh JTOKYMEHTOB JJIsl MOJYYEHHMS 3alpalivBacMON YCIyTH U
MIPOBOYKAET 3aABUTEISI K OKHY, B KOTOPOM OYyJI€T OCYIIECTBISATHCS 00CITyKUBaHUE.

3.1.2.2. B ciy4ae eciu rpakJaHUH 00palaeTcs 3a yCIyroi, KoTopas 10CTyIHa
JUIS TIOTy4deHusl B anekTpoHHoM Bujae Ha EIITY, PIIDY unu npoduiabHBIX HHTEpHET-
caiiTax, mpejaraeT TpaxJIaHUHy MPONUTH B LEHTP HU(PPOBBIX KOMIETEHIUH (mpu
HaJIMYUM B OTJIEJIECHUM) WIM B CEKTOpP IMOJb30BATEIILCKOTO COMPOBOXKICHUSA IS
MOJIYYEHHS YCIYTU B 3JIEKTPOHHOM BHJIE.

B ciywae cornacus rpakJJaHMHa Ha MOJYyYEHUE YCIYTH B 3JIEKTPOHHOM BHUJIE B
CEKTOpPE IOJIb30BATEIBCKOTO COIPOBOXKICHHS BBIIIOJIHAET JACHCTBUSA, YKa3aHHbBIE B
noapaszaene 2.1 nacrosimero Ilopsnka.

B cnydae oTkaza rpaxkJiaHvHa OT TOJIYYEHHUS YCIYTM B 3JICKTPOHHOM BHJE
BBITIOJTHSET JEHUCTBUS, yKa3aHHble B ITyHKTe 4.1.2.1 Hacrosmero Ilopsaka.

3.1.2.3. B cinydae oOpaiieHusi TpaxxgaHuHa 3a MOJy4yeHHeM HHQPOpMAlUU U
KOHCYJIbTallUH:

— TMpPEeAOCTaBIIIET WHTEPECYIOIIME 3asBHUTEN CBEACHMS, OTBEYAET Ha €ro
BOIIPOCHI;

— NPEIOCTaBIII€T HEOOXOIUMBIE JJISl MOITYYEHHs YCIyrd oOpaslbl OJIaHKOB,
OMOTaeT MPHU HEOOXOIUMMOCTH 3aMOJIHUTh 3asBJICHUE;

— B CIyyae, €CJIM TPU OCYIICCTBICHHUH WMHPOPMUPOBAHUS U (UJIN)
KOHCYJIbTUPOBAHHS aIMHUHHUCTPATOP HE MOXET JaTh IMOJHBIM M TOYHBI OTBET, OH
MpeiaraeT 3asBUTENI0 B3STh TaJOH B D3JIEKTPOHHOW OdYepenu sl MOJIYYEHUS
KOHCYJIBTALIMM U 3alpalliiBaeMoil HH(POpMaALMK B OKHE MTpUEMA 3asiBUTEICH.

3.1.3. ITocne 3aBepiiieHus: 00CITYyKUBAHUS 3asIBUTEJIS, BEXKJIMBO MOMPONIATHCS U

MIPUTJIACUTH IPUMTH CHOBA.

3.2. O0s13aHHOCTH AAMUHHUCTPATOPA UJIH COTPYAHUKA, MCIIOJIHAIONIET0 €ro
00513aHHOCTH, NPHU 00CJIYKMBAHUM TPAKIAH HA CTOMKE PerucTpanuu

3.2.1 BHuMaTrenbHO KOHTPOJUPOBATH CUTYAIMIO, OTIEPATUBHO pearupoBaTh Ha
BO3HHUKILIKE TMpoOJeMbl M MPHUHUMATh MEPbl MO HX paspemieHuo. B ciydae
HEOOXOJMMOCTH TPUTIIACUTh HayaJbHUKA OTAETCHHS (3aMeCTUTENss HadajJbHUKa
OTHENICHUs1) JUOO0  COTPYAHHKA, HCHOJHSIOWIErOo ero  OoOf3aHHOCTH, s
yperyJIupoBaHus MPoOJIEMHON U (UK) KOHPIUKTHON CUTYaIIUH.

B cnydyae HEBO3MOXKHOCTH pa3pelIeHUsT CIOPHOM CHUTYyallMH MPEeIIOKUTh
3asIBUTENI0 0(DOPMUTH 0OpallieHue B MMCbMEHHOM BUJIE U YBEIOMUTD €T0 O MPOLeaype
paccMoTpeHust oOpaIieHUMn.

3.2.2 Ilpengnarath 3asBUTENI0 BO3MOKHOCTh MOJYYEHUS COOTBETCTBYIOIINX
YCIIYT B JIEKTPOHHOM BHJE B IIeHTpe 1u(PpoBbix komneTeHuiit MOII.

3.2.3 YTouHATh y 3asBUTENs HAJWYHE 3apETHCTPUPOBAHHOIO MNPOPUISs B

MecceHkepe MAX u B cilydae €ro OTCYTCTBHUS, Mpe[iaraTb 3asBUTEIO
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3aperucTpupoBaThcs B MecceHmkepe MAX u crath monb3oBatenem dat-6ota MOI]
MypmaHckoit obnactu.

3.2.4 TlpoBepsATh C coryiacus 3asiBUTENS MPABUILHOCTh 3alIOJIHEHUS 3asIBJICHUS
Y JI0OCTaTOYHOCTh JOKYMEHTOB JUJISl IIOJyYEHHsI YCIYT: MO BblIaye, 3aMEHE MacropTa
rpaxnanuHa Poccuiickonn ®enepanuu, yAOCTOBEPSIOIIMX JIUYHOCTh TI'PaKIaHUHA
Poccuiickon ~ ®enepanun  Ha  Teppurtopun  Poccumiickor  ®Penepaunu; 1O
MUTPALIMOHHOMY YYE€Ty MHOCTPAHHBIX TPaXKJAaH U JUI| 0€3 TpaxAaHCTBa I'paxaaH.

3.2.5 Oka3plBaTh MNOMOUIb 3aBUTEII0 B  MOJb30BAHUU  IUIATEKHBIM
TEPMUHAJIOM TPU OIIATE FOCHOUUTHH, HH(OOPMAIMOHHBIM KHOCKOM, B T.4. JIJIsl OLIEHKH
KaueCcTBa yCIYT.

3.2.6 KoHTponupoBaTh HaJIW4YUe M COCTOSHHE WH(OpMAIMu Ha CTEHIaX U B
3anme (Mepe4yHu JOKYMEHTOB, JIMCTOBKHM, OOBSBICHHUA, >KypHaibl). Ha croiike
perucTpalui BCerjaa JODKEH HaXOJIuThCs 3amac OjaHkoB ((popM) 3asBiIeHUM.
Kaxxnomy rpaxnanuHy, KOTOPOMY HEOOXOJMMO 3allOJHUTH 3asBJICHHE, BbIJABATh
HEOOXOIMMBIN OJIaHK 3asBJICHUSI.

4. Oco0eHHOCTH 00C/TYyKUBAHMS OTACJbHBIX KATErOPUM I'PAaXKIaH H
TPeOOBaHMS K COTPYAHMKAM MO 00CIYKUBAHUIO OT/AEIbHBIX KATErOpHid rPazKIaH

4.1. BHeouepeaHoe 00Cay:KMBaHHE 3asiBUTeJICH

4.1.1. AIMUHHUCTpATOp WM PAOOTHUK, HUCIOIHSIOMUNA €ro OOS3aHHOCTH MPHU
oopamenun B MOPIl wuBammmoB 1 wu Il rpynmel, neTeli-uHBAIUIOB U JIUII,
CONPOBOXKJIAMOIIMX TAKUX JETEH, BETEpaHOB M MHBaIUAOB Benmkoil OredecTBEHHON
BOWHBI, YYaCTHUKOB cCIlelMalbHOM BoeHHOM omepauun (CBO) u 4ieHOB ux cemeit
JTOJDKEH MPUHSATH BCE MEPHI K OOCTYKUBAHUIO YKa3aHHBIX JIUI] BHE OUYEPE/IN, B TOM YHCIIC
C YU4ETOM MOJ0XKEHUM noapaszaenos 4.2 — 4.4 vacrosimero [opsiaka.

[IpaBo Ha nmonydeHue BHeouepeaHOro oocyxuBanusi B MOL] noarBepxaaeTcs:

— JUIi  BEeTepaHOB W  HWHBaIuJ0B Benukoit OTeueCTBEHHOW  BOMHBI:
yI0CTOBEpEHHEM BeTepaHa/nHBanuaa Benukoit OTedecTBEHHON BOWHBI,

— U1 WHBAJIWAOB: CIPaBKOW, TOATBEpXKAaromed ¢GakT yCTaHOBJICHUS
WHBAJIUJIHOCTH, C YKa3aHHEM TPYIIIbl UHBAJIUIHOCTY;

— 1ns yvactHuka CBO: cnpaBkoil o mnoaTBepKAeHUM (akTa ydacTHsl B
CIIEHHAJIBHOW BOCHHOW OIlepallud Ha TeppUTOpHsX YkpauHsbl, [Joneunkoiut Hapomnon
Pecny6siuku, JIlyranckoit Hapoanoii Pecriy6nuku, 3anoposkckoii 001acTi 1 XepCOHCKON
o0nacTd, BblAABA€MOW YYACTHHUKY CIIELMAJbHOW  BOEHHOM  omepamuu  WiH
yIOCTOBEpPEHUEM BeTepaHa OOEBHIX JICHCTBHIA,

— 15 wieHoB cembHM ywyacTHuka CBO: cmpaBkoil 0 moarBepxaeHUM (dakTa
y4acCTHsl B CIICLMAJIbHOW BOCHHOW OIlEpallMy Ha TEPPUTOpUAX YKpauHbl, JloHenkou
Haponanoit Pecniyonuku, JIyranckoit Haponnoi PecnyOnuku, 3anoposkckoi obyactu u
XepCcoHCKOM 00J1acTH, BbIJABAEMOM YJIEHY CEMbH y4YaCTHHKA CIEIUaIbHON BOCHHOM
onepanuu

160 cooTBeTCTBYIOIMMM QR-KOIOM /17151 yKa3aHHBIX KaTerOpuid rpakaaH.



4.2. O6cay;kuBaHmne 3asiBUTeJIei
C HapyllleHHEeM ONOPHO-IBUTATEIbLHOI0 annapara

4.2.1. AamuHUCTpaTOp WM PabOTHUK, UCTIONHSIONMINNA €T0 O0S3aHHOCTH, TPHU
obOpamennn B M®I][ denmoBeka ¢ HapylieHHEM OIMOPHO-IABUTATEIILHOTO ammapara
JTOJKEH:

— HE3aMEJIUTENIBHO MPOWTU K COOTBETCTBYIOLIEMY BXOJY, MOJIYYHUB CHUTHAJ
OT 3BOHKA, PACIOJI0KEHHOTO Yy MMAHAYCa, U, €CIU Y MaHAyCca HAXOUTCS TPAKIaHUH B
WHBAJIMTHON KOJIICKE 0€3 COMPOBOXKIAIOIIMX, MOMOYb €My MpoexaTh J0 CTONKU
perucTpanuy;

— HWCXO0HId W3 TMOTPEOHOCTEH 3asBUTENS MOMOYb 3allOJHUTh HEOOXOIUMBIE
3asBIICHUSI, B3ATh TaJIOH Ha MOJY4YEHUE YCIYrd W COMNPOBOAUTH J0 OKHA MpuéMa
JOKYMEHTOB WJIH B IIEHTP U(POBBIX KOMIIETCHITUH.

4.2.2. 3aBepiiiB  00CIIy’KMBaHUE TpaXJaHWHA B HWHBAJIUJAHOM KOJISCKE,
CHEIUAIIUCT MO padoTe ¢ 3asgBUTEISIMHU JOJDKECH MPUTIACUTh aJMUHHUCTpaTopa s
COTIPOBOKJICHUSI 3asIBUTEIIS.

4.2.3. AIMUHUCTpATOp, NPHUHSB 3asBUTENS, JIOJHKEH CONPOBOJIUTH €ro 10
YJIUIIBI, TOOJAroapuTh ero 3a odpamienue B M®L u nonpomarbcs.

4.3. O0cayxxuBaHue 3asiBUTeJIell ¢ HAPYIICEHHEM CJIyXa

4.3.1. AnMuHHCTpATOp WU paOOTHUK, UCTIOTHSIONIUNA €r0 00s13aHHOCTH, MIPU
obpamenun B M®L yenoBeka ¢ HapylIEHUEM CIIyXa, JTOJKEH:

— BbI3BaTh CHELHUAINCTA OTACJICHHUS, BIJICIONIErO A3bIKOM JKECTOB. B ciyuae,
€CJIM CHEUUAJIUCT B 3TO BPEMs 3aHAT HA MpHEME, OH JOJDKEH W3BUHUTHCA MEpeN
rpaKJaHUHOM, MpEpBaTh MpPHUEM, MOJOWTHM K YEJIIOBEKY C HapylIeHUEM CllyXa,
IPEICTaBUTHCS, HA3BaB CBOIO (paMWIIMIO, MUMS, OTYECTBO, YTOYHUTH y HErO IeJb
nocemenuss M®I u cooOUMTh aAMUHUCTPATOPY WIH COTPYAHUKY, HCIOTHSIOIIEMY
ero 00s3aHHOCTH;

— 1o uH(pOpMaluH, MOJIYYEHHON OT CIELUAINCTa OTIEICHUS, BIaJCIOLIEro
A3BIKOM JKECTOB, W IIPU €ro HENOCPEICTBEHHONW IIOMOIIM  BBIIIOJHHTH
aJIMUHUCTPAaTUBHbBIC JEHCTBUS, YKa3aHHbIE B pasnaene 3 Hacrosuero Ilopsnka.

4.3.2. Cpneuuanuct, OOCITY>KMBAIOUIMI HWHBAJIMIA 1O CIyXy, JOJDKEH
IIPEICTaBUTHCS, Ha3BaB CBOIO (haMUJIUIO, UMSI U OTYECTBO U Ha4aTh 0OCITYKUBaHUE B
3aJie mpreMa 3asBUTeNIeH WU B UEHTPE LUPPOBBIX KOMIETEHIUH.

4.3.3. 3apepmmB OOCITy)XMBaHHE 3asBUTENS, CICIUATUCT  OTIEJICHUS,
BIAACIONIMN  SI3BIKOM JKECTOB, [JOJDKEH OTBETUTh Ha BO3HUKILIKE BOIPOCHI,
nooyrarogapuTh 3asBUTENS 3a oOpaimienre B MOIL, monpomiatbest 1 CONMPOBOIUTH K
BBIXOJy U3 OTJEJICHUS.

4.3.4. Cotpynuuk MO®ILI, o6cnyXuBarouii yeioBeKa ¢ HapyIIEHUEM CllyXa,
JOJKEH CJIEI0BATh MIPABUJIAM:

— HaMepeBasChb IOrOBOPUTH C YEJIIOBEKOM C HAPYIIEHHEM CIyXa, MOYKHO
IIPUBJIEYb €M0 BHUMAHUE, TAXOHBKO JTOTPOHYBLIUCH J0 €r0 IJIeYa WU, MaXHYB PYKOU
U T.IL.;

— HaxoJUThCS Ha XOPOILIO OCBEUIEHHOM MecTe. Baiie nuio AomkKHO ObITh
XOPOLIO BUJTHO HE CIIBIIIAIEMY COOECETHUKY;



— HE MbITaThCS TOBOPUTH TIIyXOMY YEJIOBEKY MPSIMO B yXO. JTO MOXET HE
IIOMOYb €MY YCIBIIIATh Bac M HE MO3BOJIUT €My CIEIUTh 3a BbIpaxxeHHEM Barero
muna. He npltatbes Kpuyath, 3TO CAENAET BhIpaxkeHUE Bamero nuna cepuTsiM Uy
MMOCETUTENST MOXET TMPOIACTh JKEJIAHWE BOCIOJIB30BaThCsl Bammmu ycmyramu.
['oBOpUTH C OOBIYHON CKOPOCTHIO, HE OBICTpEE M HE MeAJIeHHee, yeM Bbl roBopute
Bcerja. YOeauThes B TOM, UTO Bac mbITaroTCs MOHSTH;

— B HayaJie pa3roBopa IOCTapaThCsi SICHO «IMOAYEPKHYTH» TeMy Oecelibl.
YOenutbcs, uro Barmie nmMio HMYero He 3aropaxuBaeT OT B30opa coOeceIHHKaA.
PasroBapuBasi ¢ II0Xo CibIIIAINIMM YEJIIOBEKOM, HE JKEBATh U HE INPHUKPBHIBATH POT
pykamu;

— TIPU Pa3roBOpPE C YEJIOBEKOM, HCHBITHIBAIOIIUM TPYIHOCTH B OOIIEHUH,
HEO0OXOMMO €T0 BHUMATEILHO CIYIIATh, OBITh TEPIEIIUBBIM, OKUAATH, KOT 14 YETIOBEK
caM 3akoH4YUT (Pppa3y. He mompaBisaTh €ero U He JOroBapuBarh 3a Hero. Hukorma He
MIPUTBOPSINTECH, UTO BBl MIOHMMAaETe, €CIM Ha CaMOM JIEJIE 3TO HE TaK;

— ecau Bam mokaszanoch, yTo Bac HE MOHHMMAarOT, MOBTOPUTH CBOKO MBICIb
npyrumu cioBamu. IlocTapaTbes o0IIaThCA ¢ TIIYXHM COOECETHUKOM KOPOTKO U B
MPOCTHIX BBIPAKEHUSX;

— paszroBapuBas 4Yepe3 IepeBOJYMKAa JKECTOBOTO s3bIKa, OOpamarbes K
YEeJIOBEKY C HapylIeHHWEM cllyXxa, a He K nepeBoquuky. He oOpamarth ocoOoro
BHUMAaHUS Ha JIIOJIEN ¢ MpoOsieMoil ciiyxa BO BpeMsi UX OOIIEHUSI MEXIYy COOOM, 3TO
MOXET OOHJIETh UX.

— MPOSBIATH TEPIIUMOCTb, TAKTUYHOCTh U BHUMAHHE BO BpeMsI OOIIEHUS C HE
CHBIIIAIIMMHE WA CJIa00CTBIIIAIIMMHI JIIOAMU. J10OpokKeTaTeIbHOCTD IIPH PA3roBOPE
KpaifHe Ba)KHBI MOMEHT OOIIICHUS ¢ MHBATUAAMHU I10 CITYXY.

4.4. O0ciry:KUBaHUE HE3PAYMX WM CJIA00BUASIIUX 3asiBUTEICH

4.4.1. AiMUHUCTpATOp WM PAOOTHUK, UCIIOIHSIONMIMN €ro 00sI3aHHOCTH, TPU
oOpamenun B MOI] He3psiuero uiu caaboBUIAIIETO YeTOBEKa TOJIKEH:

— 0003HauuTh, uyTO BBl OOpamaeTech MMEHHO K HEMY, BBISICHUTH €TO
NOTPEeOHOCTH, TIOMOYb B35Th TAJIOH HA IMOJYYEHUE YCIYTH U COMPOBOJUTH 10 OKHA
npremMa JOKYMEHTOB;

— pacckaszaTh 3asIBUTENIO KTO ero 0yner o0ciy)KMBaTh, HA3BaB €ro (paMuiImio,
MMsl, OTYECTBO;

— MpU HEOOXOJUMOCTH MOMOYb 3asBUTENIO MPH OIJIaTe€ TOCYIapCTBEHHOM
MOLIUIMHBI YepPe3 YCTAHOBIICHHBIN B OTICJIIEHUU TUIATEKHBIN TEPMUHAL.

4.4.2. Croeuuanuct, OKa3blBasi yCIyTy, [0 Mpoch0e YeIoBeKa AaTh MOIIYyNaTh
JIOKYMEHT, 10 BO3MOXXHOCTH JIOJDKEH BBITIOJIHUTH ATy MPOCHOY — HE3PSUNE CMOTPSIT
pYKaMH.

4.4.3. 3aBepiuB 00CITYKUBaHHE 3aIBUTEIS (€CIIM OH O€3 COMTPOBOKIAIOIIETO),
CHEIUAINCT 00s3aH TMPUTIIACUTh AJIMHHHCTPATOPA, KOTOPHIM JOJKEH OTBETUTH Ha
BO3ZHHKIIIE BOMPOCHI, MOOJArogapuTh 3asBUTENs 3a oOpamenue B MODII,
MOINPOLIATHCS U COMPOBOJNUTH A0 BbIXOJA U3 MOMELIECHUS OTAECICHUS.
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4.5. O0caykKMBaHUe KJIMEHTOB C HeTUIIMYHOM (POPMOTi MOBeAeHUS

4.5.1. Ilpu oOpamenun B MOPI] nun, HAXOASMIMXCS B  COCTOSIHUU
QJIKOTOJIBHOTO WJIM HapKOTUYECKOTO OMbSHEHUSA U TEMOHCTPUPYIOUIUX arpeCCUBHOE
nosejsieHne, paboTHuk MOII;

— 00s13aH MONPOCUTH YeJIOBEeKa MOKUHYTH nmomMenienne MOLJ;

— eciau mpockba He MojeicTBOBaNa, MPEAyNpeAuTh, YTO OylneT BbI3BaHa
MOJIMLIUS U TIPUTTIACUTH COTPYAHUKA OXPaHbl, a TAaKKE HaAYaJIbHUKA OTIEJICHHS JINOO
JIUII0, UCTIOJHSIIONIEE €r0 O0SI3aHHOCTH.

4.5.2. HavaJbHHK OTJEJIEHUS COBMECTHO C COTPYIHHKOM OXPAaHbl IPUHUMAET
HEOOXOMMbIE MEPHI MO MPEAYNPEKICHUIO pa3pacTaHusi KOH(DIUKTA U 00eCTIeUeHUIO
0€30MacHOCTH B MIOMEUIEHUU OTICICHUS.

5. IIpaBuiia 00cayKMBAaHHMS B HECTAHAAPTHBIX CUTYallUAX

OOcnyxuBaHUE 3asBUTENICH B yCIOBUAX cOOsI HHPPACTPYKTyphl (HE paboTaeT
AIIEKTPOHHAs CUCTeMa ymnpaBieHus odepenbto (nanee — 9CYO), coou B AUC MODI],
IporpaMMHOM KoMIuiekce Pocpeectpa, orcyrcTBue IHTEpHET-COETMHEHMS], HET CBETA
Y T.I1.) OCYILIECTBIISIETCS B 3aBUCUMOCTH OT KOHKPETHON CUTYallUu.

5.1. Curyanus 1

B cioyuyae KOpOTKHMX TEXHHMYECKMX COOEB, HE NPEBBIIIAIOMINUX S5 MHUHYT,
cneuuanuctel M®L[, oOcmyxuBatoniye 3asBUTENEH, TOJDKHBI HW3BUHUTHCA 3a
3aJIep’KKy B 0OCIy>KMBAaHWU, UH(POPMHUPOBATH PYKOBOIUTENS OTAENIEHUS O cOOsX B
paboTe, KOHTPOIUPOBATH CUTYALMIO U COOOIIATH FPaKJaHaM O IPUHUMAEMBIX Mepax.
[locne BoccTraHOBIEHUST PAOOTOCIOCOOHOCTH CHUCTEMBI CHELHANNUCTBI emé pa3s
JOJKHBI U3BUHUTHCS 32 33JI€PKKY U BO3OOHOBUTH MIPEIOCTABIEHUE YCIIYT.

5.2. Curyanus 2

Ecnu nu3BecTHO, CKOJIBKO BpeMeHHU MOTpeOyeTcss Ha yCTpaHEHUE TEeXHUYECKOU
WM WHOW MPOoOJeMbl, MPUBEANIEH K OCTaHOBKE MPEAOCTABICHHS YCIYT, U BpeMs
OKUJIaHUS B OUE€PEIU U MPOJAOHKEHUS MIPEAOCTABIICHUS YCIYTH, U 3TO BPEMS COCTaBUT
oT 5 no 15 MuUHYT, pyKOBOJOUTENb OTHEJICHUS WIM JIMIO, HUCHOJHSIIOLIEE €ro
00513aHHOCTH:

— oOpamaercss K TpaxkigaHaMm: «YBakaeMmble TpaxkaaHe, mpomry Bamiero
BHUMAaHHS,

— CIIOKOWHO, YeTKO M TIOHATHO OOBSICHSICT MPUYMHY 3a7epKku. K mpumepy:
«K coxanenuto, y Hac mnpepBajach CBsi3b (mpousomén cooit B AUC MODII),
yCTpaHeHHe AaHHOro cOosi 3aiimer He Oosiee 10 - 15 MunyT. MBI npocum Bac
MOJIOX1aTh, IOKA HETOJaAKa He OyIeT yCTpaHEeHa,;

— OTBETHUB Ha BOIPOCHI TPAXIaH, IEPKUT UX B Kypce MPUHUMAEMBIX MED;

— Tmoclie ycTpaHeHus cOosi MHOOPMUPYET O BO30OHOBJIEHUU pPaOOTHI U
OmarogapuT MX 3a MOHMMAaHWE U €Ille Pa3 U3BUHSAETCS 3a JTOCTaBJICHHBIE HEYI0OCTBA,;

— eCIu O03BYYEHHOE B TEPBOM (M KaXXJIOM MOCIEAYIONMIEM) OOpaIlleHu:d K
rpakianaM BpeMsl YCTpaHEHMsI HEUCIIPAaBHOCTU HE coOronaercs, HeoO0XOAUMO
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MOBTOPHO OOPaTUTHCS K HUM C Pa3bsICHEHUSIMH U MPEAJIOKEHUSIMU aTbTePHATUBHBIX
BApUAHTOB O0OCITYKUBaHUS.

5.3. Curyanus 3

Ecnu Hen3BeCcTHO, CKOIBKO BpEMEHH NOTPeO0yeTCs Ha JIMKBUALUIO CO0s, BpEMs
OKHJIaHUS B OYEepEIU NPEBBILAET |5 MUHYT, pyKOBOAUTENb OTACIICHHUS:

— oOpamaercss K TpaxiaHam: «YBaxaeMble TpaxaaHe, mnpoiury Bariero
BHUMAaHUSI»;

— CHOKOWHO, YEeTKO U MOHITHO OOBACHSAET MPUUMHY cOOSl U YKa3bIBaeT Ha TO,
YTO BPEMS YCTPAHEHUS HEMOJIAAKU He onpeeneHo. «K coxaneHuro, y Hac IpOoru301en
cooit B AUC M®II, nnsa ycrpanenust c6ost motpeOyeTcst BpeMs ...... » U T.IL.;

— W3BUHAETCA 3a I0CTaBJIEHHbIE HEY00CTBA;

— mnpepnaraet npudtd B MO®IL] Ha crnenyromui JeHb WIN MOSACHAET, KaKue
YCIIYTH MOYHO MOJYYUTh B «PYYHOM» PEKUME U OpraHU3yeT padoTy CHEIUaTUCTOB
10 TIPUEMY 3asBJIEHUH OT IPaXKIaH MO TaKuM yciayram' 6e3 mcnonb3oBanus ANC
MO®I] ¢ nanpHeitmiMm BBogoM B AWC MOI] (mocie BO300HOBIEHHUS PaOOTHI)
uHpOpMaIU O IpUEME 3asIBUTEIICH.

5.4. Curyanus 4

Ecnu Bpems o:xunanus 3asBUTENIEH B OUEPEIN HAYMHAET ITpeBbIIaTh 30 MUHYT,
HaYaJIbHUK OTJIEJICHUS WM JIMLO, UCTIOJHSIOIIEE €ro 00s13aHHOCTH:

— He3aMeMIUTENBHO cooOlmaeT o curyanuu pykoogutenio ['OBY «MOI]
MO» win KypupyroIumeMy 3aMECTUTENI0 PyKOBOAUTEIS YUPEKICHUS;

— IpEANpUHHMAET BCE BO3MOXHBIE MEpPBI II0 COKpAIIEHUIO BPEMEHHU
OKHJIaHUsS B OYEPEIH, B TOM YHUCJIIE IOCPEICTBOM PACCTAHOBKH MPUOPUTETOB YCIYT B
OCVYO, npuBiedyeHHs] CTaplIUX CIEHAATUCTOB W HHBIX JOJDKHOCTHBIX JIMI[ K
00CITy>KWBAHUIO 3asIBUTENEH B OKHAX NMPUEMa/BbIJIaul TOKYMEHTOB.

5.5. Curyanus S

[TonyunB coobmieHre OT IrpakJIaHMHA, HAXOJAIIErocs B IMOMEUIEHUU IIEHTpa
HU(POBBIX KOMIETEHIUMH MU pabOTarOUIero 3a MEePCOHATBHBIM KOMIIBIOTEPOM, O
HEBO3MOKHOCTH TMOJYYUTh YCIYTy B 3JEKTPOHHOM BHUJE, CIELHAIUCT MO padoTe ¢
3asIBUTENSIMU, BBITOIHSIOMUN (YHKIHMIO MO KIMEHTCKOMY COMPOBOXKICHUIO TPaXK/1aH:

— YTOYHSET Yy 3asBUTENSI NPUYMHY HEBO3MOXHOCTH IIOJIYYEHUS YCIYyI B
JIEKTPOHHOM BUJIE;

— BH3YaJIbHO OMNpEIENsieT HaJu4Ke JOCTyINa MNEPCOHAJBbHOTO KOMIIBIOTEpaA K
cety HTepHET U (WJIM) K UHTEPHET-NOopTaiaM MPeA0CTaBIECHUS TOCYAAPCTBEHHBIX U
MYHUIUNATBHBIX YCIYT;

— B clly4ae OTCYTCTBHUSI coequHeHus ¢ ceTbio MaTepHet u (umm) k [lopranam
rOCyCIyT MPOBEPSIET UEIOCTHOCTh COSAMHEHUS CETEBOT0 KaOessi B COOTBETCTBYIOIIEM
THE3/IE MEPCOHAIBHOIO KOMIIBIOTEPA C OJHOW CTOPOHBI U THE3JE CETEBOM PO3ETKH C
JIPYTOU CTOPOHBI:

" B ClIy4yae OTCOEJMHEHHUS CETEBOT0 Kadeys — yCTpaHseT pa3beIuHEHHE U
YBEIOMJISIET TpakJaHUHA O BO3MOXHOCTH MPOJODKEHUS pabOThl Ha MEPCOHATBHOM
KOMITBIOTEDPE;

! Venyru, e npenocrasiseMbie uepes CMOB.
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" B Cly4yae YCTAHOBJIEHHS LEJOCTHOCTU COEIMHEHHS MEPCOHAIBHOIO
KOMIIBIOTEPA C CETEBOM PO3ETKOM uepe3 HadaJlbHUKA OTACIICHUS (3aMECTUTENs
HayaJIbHUKA OT/EJICHUs) HAIlPaBJsET 3asBKY B TEXHUYECKYIO noaaepxky IT-ornena
['OBY «M®I] MOy ¢ onucanueM BO3HUKIIIEH MPOOIESMEI.

— oOpamaercss K TpaxJAaHUHY, CIHOKOMHO M YETKO OOBSCHAET NPUYUHY
HEBO3MOKHOCTH MOJYYUTh YCIYry B JJICGKTPOHHOM BHUJE U NpEIJIaraet MoJIy4HuTh
TaKyl0 YCIYTy B OOBIYHOM MOPSIKE (U1l YCIYT, MPEOCTaBIsIEMbIX OpraHaMu BJIaCcTH,
¢ kotopbiMu y M®I] 3akitoueHbl corjamieHus Ha MPeI0CTaBlICHUE TaKUX YCIYT),
Hanpumep: «K coxanenuto, y Hac npepBaioch coequHeHue ¢ cetbio MHTepHer (c
MOPTAJIOM TOCYCIYT), MPUYUHBI BbIACHsIOTCA. [Ipoiry Bac HeMHOro moaoxaath uin
Oo0paTuThCs K aIMUHUCTPATOPy Uil TOJYYEHHUS TajlOHA M TMOJYYUTh YCIyry B
OOBIYHOM TIOPSIZIKE.»;

— OTBETHUB Ha BOMPOCHI IPAXKIAHUHA, IEPKUT €r0 B Kypce NPUHUMAEMbBIX MED;

— TOCJIe MOJdy4YeHus UH()OpMAIUU U3 TEXTIOIIEPKKU 00 YCTPpaHEHHsI pa3pbiBa
COEIMHEHUS TEPCOHAIBHOIO KOMIIBIOTEpPA C CEThbIO VIHTEpHET WM C HHTEPHET-
MOPTAJIOM  MPEJOCTABICHHUS TOCYAApPCTBEHHBIX W  MYHUUUNAIBHBIX  YCIYT
UHOOPMUPYET rpakIaHNHA O BO30OHOBJICHUH PabOThI, OJIaroAapuT €ro 3a TepIieHUE U
ellle pa3 U3BUHAETCS 3a JOCTaBJICHHbBIE HEYA00CTBA.

6. OO0s3aHHOCTH M IPaBUJIa o0IeHUs padoTHUKAa M DI
C IPa’KIAHAMH 110 TeJIe(POHY

6.1. O0s13anHOCTH padoTHMKa M®PII (omepaTrop KOHTAKTHOIO LIEHTPA,
aAMUHUCTPATOP, 3aMeCTUTEIb HAYAJIbHUKA OT/AeJICHNUsI, HAYAJbHUK OT/IeJIeHHS)
IPU O0TBeTe HA TeeOHHBINH 3BOHOK

6.1.1 IlozmopoBarbCs W  NOPEACTABUTHCS, HA3BaB CBOE  CTPYKTYpPHOE
nojApaseiacHue (OTaeaeHue, KOHTaKTHBIN IIEHTP), CBOIO (paMuiInio, UMs, OTYECTBO,
JIOJIKHOCTb.

6.1.2 IlonmpocuTh MO3BOHUBILIETO MPEICTABUTHCA U 3aTEM CIIPOCUTH IO KAKOMY
BOIPOCY OH oOparaeTcs, ucnonb3ys ¢passl «IIpeacraBprech, noxanyicray, «Uem s
Mory Bam momoun?».

6.1.3 Ecnu pabotHuk M®IL] To4HO 3HaeT OTBET HA BOMPOC, MHYOPMUPOBATH
MO3BOHUBILIETO TIO CyllecTBY oOpamieHus. Ilepen 3aBepiieHwemM pasroBopa
MIOMHTEPECOBATHCS, €CTh JIU JPYTHe BOMPOCHI, 3aTeM M0OJIarogapuTh 3a oOpalieHue B
MOII u monpomarecs.

6.1.4 Ecau pabotHuk MO®I[ He MOXKET caM OTBETUTh Ha IOCTaBJICHHBIC
BOIIPOCKHI M HE 3HAET, KTO MOT OBl MPEACTABUTh UCUEPIBIBAIOIIYI0 MH(OPMALIUIO TIO
CYIIIECTBY, TPEMJIOKHUTh IO3BOHUBIIEMY OCTaBUTh CBOW HOMep TenedoHa OO
nepe3BoHuTh uepe3 30 MUHYT, B T€UEHHWE KOTOPOr0 HEOOXOJWMO HAWTHU OTBETHI Ha
MOCTaBJICHHBIC BOMPOCHL. Eciii oOpaTuBIIMiiCS OCTaBUIl CBOW HOMep TenedoHa — B
TeyeHue He 6osiee 30 MUHYT IEPE3BOHUTH U MMPEJO0CTABUTH MH(POPMAITHIO TIO CYIIECTBY
obpamenus. Hu oHO oOpaiienue He TOKHO OcTaBaThes 0€3 OTBETa.

6.1.5 B ciryuae, ecnu rpaxJaHH HACTaWBaeT HA HEME/JICHHOW KOHCYJIbTallUN
no TenaedoHy MO COACPKAHUIO YCIAYTHM — MEPEKIIOYUTh Pa3roBOp Ha OJHOIO M3
CTapIlMX CHEIUAINCTOB MO padboTe ¢ 3asBuTeasIMU. Ecinu crapumii cnenuaiicT B 3TO
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BpEMs 3aHAT Ha MpUEME, OH JOJDKEH W3BUHUTBLCS IEpel I'paKJaHWHOM, NpPEpBaTh
IpUEM U MPOKOHCYJIBTUPOBATHh I'paXKAaHWHA, OOpaTuBIIErocs mo tenedoHy (Bpems
TeneOHHOM KOHCYNbTAlMU HE TOJDKHO MPEBBIIIATh 5 MUHYT).

6.1.6 B cmyuae, ecnu 3BOHHMBIIMN OOpaTWiICA HE MO aJpecy — CIOKOWHO U
BEKJIMBO CKa3aTb, YTO O3TH BOIPOCHI HE HaxoAsaTca B KommereHunun MODIl nu
NOCTapaTbCs AaTh PEKOMEHJALMHU, KyJla OH MOET OOpaTUThCS U MO BO3MOXKHOCTU
IPEJICTaBUTh KOHTAKTHBIE TaHHbIE (aapec, TeIeOHBDI).

6.1.7 Ilpu oOpameHuu rpaxaaH ¢ OpOCbOOW MpenBAPUTENIBHON 3amucH Ha
yciyru Pocpeecrpa:

— TOINPOCUTH MPEACTABUTHCS MMO3BOHUBILIETO U 3aTEM ITPOJOJDKUTH Pa3roBOP
0 CYILECTBY OOpaIleHus;

— OCYIIECTBHB JCHCTBUS IO 3aIMCH, HEOOXOAMMO MOBTOPUTD JCHb U BPEM,
Ha KOTOPOE OCYIIECTBJIEHA 3aIUCh, IPEAYIIPEAUTD, YTO HAJIO MIOJIOMTH B OTAEIICHUE 32
10 MEHYT 1O COTTTACOBAHHOTO BPEMEHH;

— mnoOnarojapuTh rpakJaHuHa 3a oOpameHue B MOL[ u nompocuts
MO3BOHUTH 10 TeNe(dOHY B OT/AEICHHE (COOTBETCTBYIOIIEE MPOU3BEACHHOMN 3alIUCH),
€Clii 10 KakoW-1M00 NpUYMHE TpPa)XJTaHWH HE CMOXKET MPUNUTH 3a YCIYrol B
COIJIaCOBaHHOE BpeMs, ITONPOLIATHCS U CKa3aTh, YTO MbI kAEM Bac.

6.1.8. OO11ee BpeMsi «J03BOHA» C MOMEHTa COCAMHEHUS C JIMHUEH 0 Haudalia
pas3roBopa c rpakJIaHUHOM, T.€. BpeMsi, B TeueHHUEe KOToporo pabotHuk M®I nomxen
OTBETHUTH Ha TeJIE()OHHBIN 3BOHOK HE JOJHKHO MpeEBbIaTh 10 MUHYT.

6.2. OcHoBHbIC IpaBuJIa o0UIeHUs padoTHUKa M DI
C 3asIBUTEJISIMH 110 Te1eoHy

6.2.1 Cotpyanuk M®I] nomken pas3roBapuBarh mo TenedoHy Tak, YTOOBI
MO3BOHUBIINN YyBCTBOBAJ 3aMHTEPECOBAHHOCTh, BHUMATEILHOCTh U BEKIIUBOCTb.

[Tpu pasroBope HEOOXOIUMO:

a) TOBOPUTH KPATKO, KOHKPETHO U MO CYIIECTBY;

0) cienuTh 3a CKOPOCTHIO CBOEH peuu, CcOOJ0/aTh pa3MEPEHHBIA TeMIl,
HCITIOJIB30BATh May3bl, YeTKO BHITOBAPUBATH CJIOBA, YTOOBI KIIMEHT XOPOIIIO UX CIBIIIAT
Y TIOHUMAJT;

B) €CJM COTPYIHUK HE YBEPEH, YTO MPABUIBHO PACCIBIMIANT YTO-THOO0, BO
n30exxaHue HEeJJOTTOHMMAaHUSI, HEOOXOAUMO MEPECTIPOCUTH 3asIBUTEIIS;

I') HCIOJIb30BaTh MPUEMbl AKTUBHOTO CIIyIIATENsl, MOIICPKUBAS TIOCTOSTHHYIO
CBSI3b C COOECETHUKOM MOCPEJCTBOM CJIOB M MexaoMeTuil. HemonycTumsl ycTanoctb
Y CKyKa B r0JIOCE, IPOCTPAHHBIE PAa3rOBOPHI HA IIOCTOPOHHUE) TEMBI;

1) €CIu LEeNbI0 3ampoca 3TO MPEAYCMOTPEHO, TO MPEIJIOKUTh HECKOJIbKO
BApUAHTOB  peIIeHus  Bompoca. Bce  mpemyiokeHus  JOMKHBI  OBITh
apryMEHTUPOBAHHBIMU, HO BEIOOP OCTAaeTCs 3a 3asiBUTEJIEM (B CO3HAHUU COOECeTHUKA,
KaK [paBWIO, OCTA€TCA TMOCIAEAHSAS WIA MPEANOCIACAHsAA W3 NPEJI0KEHHBIX
albTEPHATUB, U UMEHHO HA HEH OH OCTAHOBUTCA);

€) Tpu 3aBepIHICHUH Tele(OHHOTO pa3roBOpa IMOOJIArogapuTh 3a 3BOHOK
cinoBamu «Criacu6o 3a oopamenue B M®IIy, Be:xTuBO MONpOIIaThCS U MPUTIACUTH B
M®OI] cnoBamu: «/lo cBuaanus, npuxoaure, Oyaem paasl Bam moMmouby;
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) Bpems TenedOHHOTrO pa3roBopa He MOJDKHO MPEBBINIATh, KaK MPaBUio, 7
MUHYT.

7. TpeGoBanus K oexxae U BHeIIHeMY BUYy padoTHukoB MPI{

7.1. Bce pabornukn MOPIl, HemocpeacTBeHHO paboTamImme B 3ajax
oOcmykuBaHusT ¥ WHGOPMHPOBAHUS, B OKHAaX IMpHUEMa W BHIAAYM JOKYMEHTOB, B
IEHTpE MUQPPOBHIX KOMIETEHITNI B pabodee BpeMsl 00s3aHbI:

— c00JII01aTh IETOBOM CTHIIb OJEXK/IbI (KJIAaCCUYECKUN Ol BEpX U TEMHBIN
HU3: 4y€pHas r0OKa, YepHble Oproku, Oenas pybOamika, Oemas Oay3ka). JlomycTumo
HOCHUTB I00KU, OPIOKH U KOCTIOMBI TEMHO-CUHETO, TEMHO-KOPUYHEBOTO TOHOB. JlJiHa
100KH 710 cepeInHbI KojieHa (+/- 5 cM). PykaB He 107KeH OBITh CIUIIKOM KOPOTKUM, a
BbIpPE3 BOPOTHUKA HA OJTy3Ke HE JOJIKEH ObITh TITyOOKHUM;

— HOCUTbH ap(dsl (TaJCTyKH) U KUJIETHl YCTAHOBJIEHHOIO 1IBETA;

— HOCUTH HarpyaHbie OCUIKHU ¢ yKa3zaHueM (haMHIIMU, UMEHH, OTYeCTBa (TIpH
HAJIUYKUK) U JOJKHOCTH.

7.2. COTpyOHUKH JOJDKHBI OBITH BCErJa OMNPSTHBI U aKKypaTHbL. Bosockl
€CTECTBEHHO-HATYPAJIbHBIX OTTEHKOB JIOJDKHBI OBITh BBIMBITHI U YJIOXEHBI,
PacTUTENBHOCTD Ha JinLe (YCbl, 00pOJa) MOACTPUIKEHBI.

7.3. 3amnpenieHo UCroJb30BaTh:

—  SIPKAWA MAaKUSIK;

— MHOIO yKpauieHuil (He 6oiiee 3 yKpalleHui Ha nanblax 00enx pyK);

— KpYIHBIC YKpaIlCHUS;

— THPCUHT U TaTYUPOBKHU HA OTKPBITHIX YACTSIX JIUIA U Tela.

8. TpeGoBaHus K OCHALLCHHIO PA00YHX MECT CIELHAJIUCTOB 110 padore ¢
3asiBUTEJIAMH M 3asiBUTE e B HeHTpe HU(POBBIX KOMIETEHUUI

8.1. TpeOoBaHusi K OCHAILIEHUIO PA004Yero MecTa CrenraancTa mno padore ¢
3asiBUTEJIAMU

8.1.1. Jlnsa BBIMOTHEHUS OCHOBHBIX (PYHKITMI paboyee MECTO CIEeIUaIrcTa 1o
pabote ¢ 3asgBUTEISAMU ([anee CrelraIiucT) J0KHO ObITh OCHAIIIEHO COBPEMEHHBIM,
UCTIpaBHBIM W 0e€30MacHbIM  OOOpYJOBaHUEM,  PA3IUYHBIMU  O(PHUCHBIMU
MPUHAIICKHOCTSIMHU, 00ECIIEYNBAIOIUMH ObICTpOe U dPHEKTHBHOE OOCITYKUBaHUE
3asIBUTEIICH.

8.1.2. HM3onmupoBanHOe pabodee MECTO CHCIUAIUCTa COCTOUT M3 CTOJIa,
MIPUABMKHON TYMOBI C BBIJIB)KHBIMU SIIIUKaMu, 0rucHOTO kpecia. Ha pabodem crore
pasMeniaeTcsi OCHOBHOE 000pyI0BaHHUE, BKIIIOYAIOIIEE B CEO:

— MEpPCOHAIbHBINA KOMIBIOTEP (TOHKUIN KIIMEHT);

— TtenedoH.

8.1.3. MHuoropyHKIMOHATIFHOE YCTPOUCTBO pacoiaracTcsi Ha TYMOOUYKe Ha
OJTHO WJIH JIBa pabOYMX MecCTa.

8.1.4. Ha pabGouem cToe T0IKHBI HAXOIUTHCS:

— opraHaizep C KaHICISIPCKUMH TMPUHAICKHOCTAMU (PYYKH C TTHIIYIIIM
CTEp>KHEM, 3aTOUYCHHbIE KapaHJalllk, JACTUK, CKPENKHU, CTEIUIep, HOXKHHUIIbI, KIIEH-
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KapaHJaml, KOPPEKTOp, JHHEWKH, MapKephl) B KOJIMYECTBE TOCTATOYHOM IS
Oecriepe0oitHOT0 0OCITYKUBAHUS 3asBUTEIICH B TEUCHHE paOOUEro JTHS;

— Onok Oymaru Jisi 3aluceif;

— TOPHU3OHTAJIBLHBIN JIOTOK /JIsI CKJIAJIbIBAHUS PACTHCOK;

— IITaMIIbl: «KOMHUSA BEpPHA», «CHEIHUAINCT MO padoTe C 3asiBUTEISIMUY,
«rarepy;

— KpyrJiasg HOMEpHas 1eqarh.

Nuple mTamMnel W OPUHAMICKHOCTH (HUTKH, HWTOJKH, CKOTd H TIp.),
HEOOXOJMMBIC I OKa3aHWs YCIYr, HO HEHUCIOJIb3yeMble TOCTOSHHO B pabore,
TOJDKHBI XPAHUTHCS B BEPXHEM SIIMKE MPUABMKHOM TYMOOUYKH M JOCTAIOTCS TIPH
oka3zanuu ycayr Pocpeectpa, MB/] Poccun.

8.1.5. B BepxHIOI0, OTKPBITYI0 YacTh TyMOOYKH, MOMEHIAIOTCS JIOKYMEHTHI,
NPUHSATHIEC OT 3asBUTENICH. B BEpXHUX sIIMKaX TYMOBI TaKkKe JTIOJKHBI ObITh:

— OmnaHKHM 3asIBJICHUM, KOTOpBIC UCIIOJIb3YIOTCS B ciy4ae
HepaboTtocnocoonoctu AUC M®II;

— TaMSATKH JJ1s 3asBUTENEH.

8.2. TpeOoBaHusi K OCHALLIEHUIO PA00UYero MecTa 3asiBUTEJIS B LIEHTPe
UM(PPOBBIX KOMIIETEHIMH

8.2.1. Jlns BBIMOJHEHUST OCHOBHBIX (YHKIMUA paboune MecTa 3asiBUTENICH B
HEeHTpe UHU(PPOBBIX KOMIIETCHIIMM JIOJDKHBI OBITh OCHAIEHBl COBPEMEHHBIM,
UCIIpaBHBIM W 0€30IMacHbIM  OOOpYJOBaHUEM,  PA3IMYHBIMU  O(PUCHBIMU
MPUHAIICKHOCTSIMHU, 00€CTICUNBAIOIIIMMU BO3MOXXHOCTD JIJIsI TPaXKIaH MPOU3BOJIUTH
HEO0OXOIMMbIC 3aIUCH.

8.2.2. Pabouee MecTo cOCTOAT U3 CTOJA, 0O(hUCcHOTO Kpecna / cryna. Ha pabouem
CTOJIE pa3MeIIaeTCsl IEPCOHANBHBIN KOMIBIOTEDP, KOTOPBIH TOKEH OBITH MOAKIIOUEH
K ceTu IHTEpHeT.

8.2.3. MHoro(yHKIIMOHAILHOE YCTPOMCTBO pacrloJiaraeTcsi Ha OTIEJIbHOM
cToJie / TYMOOYKe 1 MOAKIIIOUEH Ha BCce paboure MecTa 3asBUTENIEH, B T.4. Ha pabouee
MECTO CHELHAINCTA.

8.2.4. Ha paGodem cTose JOJDKHBI HAXOAUTHCS PydKa C MUIITYIIAM CTEPIKHEM,
3aTOYEHHBIN KapaHjal, OJ0K OyMaru JJis 3amucei.

CepTtudukar:
Brnapeneu:

[OencTButeneH:

00A7CF5A1EAF754CB229E537FB2F228F53

ApbiveHko Onera bopucosHa, FOCYOJAPCTBEHHOE
OBJNIACTHOE BOXKETHOE YYPEXOEHWE
MHOTO®YHKUWMOHANBHBLIA LEHTP NMPEAOCTABNEHWA
FOCYOAPCTBEHHBLIX U MYHULUWMANBHLIX YCNYT MYPMAH

¢ 22.07.2025 no 15.10.2026

OOKYMEHT NOANUCAH
3NEKTPOHHOW NOAMNUCLIO
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