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: AKLIMOHEPHOE OELLECTBO
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21 cenmsbpsa 2015 200a

ITosrokeHHe 0 mopsigKe padoThI «TeaedoHa
TOBEPHSI» H «TOpPsSTYEH JTHHHH» 10
PACCMOTPEHHIO 00pallleHHH OT GPH3UIEeCKHX H
IOPHIHYECKHX JTHII

YmeepotcdeH npukasom I[Ipedcedamens IIpasaeHus I'AK "YV3kumécanoam" Ne31 om 17.03.2014e.
1. O01Me MO10KEeHHs

1.1. Hacrosee ITonoxkeHre ycTaHaBIUBaET IOPSIOK paboTh TeeoHa «Topsiueit TUHUU» U
«tenedona nosepus» ['AK «YV3kuméecanoat» (manee - cnennranbHas TeedOHHAS JINHNUA), IPUEMA,
perucTpanyuy 1 yyera MOCTYIUBIINX Ha HEro o0palleHui.

1.2. PaboTa c obpaleHusIMH T'paXiaH, IOCTYIHUBIINME Ha CIEIUAIbHYI0 Tele)OHHYIO TUHUIO,
OCYIIIECTBIIIETCS B COOTBETCTBUM C 3aKoHamMu PecnyOnuku Y36ekuctan ot 05.05.2014r. Ne3PY-369
«0O0 OTKPHITOCTH [IeSITEILHOCTH OPraHOB I'OCYIaPCTBEHHOW BJIAaCTH U yrpaBieHus» u ot 03.12.
2014r. Ne3PY-378 «O0 obpatieHusx Gpu3ndecKux 1 I0PUOUIECKUX JTAL».

1.4. TIpuém obpaleHn rpaxkaaH 1o TenepoHy «renedoHa JOBEPHU» OCYIIECTBIISETCS eKeIHEBHO
(KpoMe Ipa3gHUYHBIX JHEW) ¢ ToHedenbHUKa 1o natHuiy, ¢ 10.00 go 17.00 (nepepsis ¢ 13-00 mo
14-00).

1.5. TIpuém obpaleHu# rpaxkaaH 1o TenedOoHy «ropsideil THHUKU» OCYILIeCTBIISIETCS €KeTHEBHO 0e3
TIEPEPHIBOB.

1.6. g yiIydlieHns1 Ka4eCTBa OKa3dHU€E YCIIYT 3BOHKHN Ha CII€IUAIbHEIE TeHe(l)OHHBIe JIMHUU MOTYT
OBITH @QBTOMATHYECKH d)HKCI/IpOBaTBCEI " Pa3roBOP II0 3TUM TeJ'[e(l)OHaM 3allUCBIBATHCA.

1.7. Uadopmalus o GyHKIMOHUPOBAHUY U PeKKUMe PAOOTH CIIeI[UaTbHEIX TeTe(OHHBIX THHUN
nyOIUKYIOTCS Ha OQHUIIHAIbHEIX BeO-pecypcax KOMIAHUH.

1.8. CoTpymHUKY OmpefeneHHbe ClIellMalbHbIM IPUKA30M OTBETCTBEHHBIMU 3a IIPUEM 00palleHui
rpaXkaaH I0 CllelMalbHbIM Tele(OHHLIM JIMHUSA ([ajiee - OTBETCTBEHHBIM COTPYAHUK), CUUTAETCS
YIIOJTHOMOYEHHEBIM JIULIOM U HEeCEeT YCTaHOBJIEHHYIO 3aKOHOMAaTeIbCTBOM Pecry0nuky Y30eKkucTaHn
OTBETCTBEHHOCTH 3a ITOJTHOTY U IPABUIBHOCTh PACCMOTPEHUS Teme(OHHBIX 00palleHH rpaxkaH.

1.9. OcHoBHEIME 3afadyaMy pPabOTH «TemedoHa JOBEPUSI» SIBIISIOTCS:

— pa3paboTKa ¥ pacIpoCTpaHeHre PEKITaMHBIX MaTepHUasIoB M0 HHGOPMUPOBAHUIO HACETIEHHUS O
MesiTeTIbHOCTH KOMIIQHUH;



— COOeNCTBUS MIPUHSTHUIO ¥ YKPEIJIEHUIO Mep, HalpaBlieHHEIX Ha 6oree 3 GHeKTUBHOE U
IeMCTBEHHOM MpeaynpexXaeHe KOPPYIIMOHHEIX TPOSIBIeHUN 1 60pb0y ¢ KOppynuuen;

— ofecredyeHre OIIEPATUBHOTO IIPUEMA, Y4eTa XU PACCMOTPEHUS COOOIIEeHUH rpaXkK/iaH;

— HMHBIE BOIIPOCH, CBSI3aHHEIE C [NesTeIbHOCTHIO KOMIIAHUH, TIONBENOMCTBEHHBIX IPEIIPUATHI 1
OpTraHW3alNH.

1.10. Bommpocawm, BxopsiiuM B 0671aCTh GYHKITMOHUPOBAHUS Telle(oHa «TOpsSued TMHUKU» OTHOCSTCS:

— IIOJIY4Y€HHs OTBETOB II0 BOIIPOCAM, BO3HHUKAIOIIXM B IIPOIECce paGOTbI B KOMIIaHHH,
IMOABEOOMCTBEHHEIX IIPEAIIPUATHN KU OPraHU3alliy, © UHBEIM BOIIPOCaM, CBA3aHHBIMHU C
OEeATEeJIIbHOCThIO;

— BHECEHMS IPeJIOKEHUH IT0 BOIIPocaM, 00eCIIeYHBAIOIIMM MTOBHIIeH)e 3((GEeKTUBHOCTH
(UHAHCOBO-X035IMCTBEHHOH MesTeIbHOCTH KOMIAHUHY, ITOJBEJOMCTBEHHEIX IIPEANPUSITHH U
OpraHU3alluy;

— Co001IeHHsT 0 BO3MOXKHBIX HapyLIeHUSIX: ITPABHII II0 OXpaHe TPYAa, MPOMBIIITIEHHON U
9KOJIOTMYeCcKoy 6e30I1acCHOCTH; NeHCTBYIOIEr0 3aKOHOAaTeNNbCTBa PecyOnuku Y30ekucraH;
BHYTPEHHUX MIOJIUTHK U TIPOLEAYDP, KOOEKCOB, IOKYMEHTOB KOMITAHUH, ITOOBEIOMCTBEHHBIX
IPEONPUSATAN U OPTAHU3AIMH; O MOIIEHHUYECKUX NEeUCTBUSX, B TOM YHCJIe, XUIIEHUSIX,
KOPPYIIIHOHHEIX ¥ UHHEIX NeHCTBUSX, BIUSIOIINX Ha COXPAHHOCTh aKTHBOB KOMITAHUH,
TIOBEIOMCTBEHHBIX TPEANPUSATAN ¥ OPTAaHU3AIUY, U UHBIX HAPYIIEHUIX U IPOCTYIIKAX;

— HMHEBIE BOIIPOCH, CBSI3aHHEIE C [NesTeIbHOCTHIO KOMIIAHUH, TIONBENOMCTBEHHAIX IPEIIPUATHH U
OpTraHU3alNH.

2. ITopsanok nmpueMa oOpalleHHH rpaxIaH H NPeIoCTaBIeHusi HHPOpPMAIHH 110
CIeHa/IbHBIM Te1e(OHHBIM THHHUSIM

2.1. [Ipuém TenedoHHBIX 0OpallleHNl IrpaxkaaH OCYIIeCTBISETCS B COOTBETCTBAU C HACTOSIIUM
[TomoxeHueM.

2.2. Tenedonnsle obpallleHus TpaxkaaH, OCTYNHUBIINE B CIIelMalbHYI0 TeledoHHYI0 JTUHUIO,
mofiyiexkxaT 00513aTeTbHOM PETHCTPALIUH.

[Ins ydeTa obOpallieHU# rpaXkiaH Ha ClelXanbHyo TelleOHHYI0 JTUHYI0 UCIONIb3yeTCs XKypHa yderTa,
r7e yKa3elBaeTcs paMuIns, UMs, 0TUeCTBO rpaXkaHuHa, afipec IPOoKUBaHUsI, KpaTKoe CofepKaHue
€ro BOIIpOCa ¥ pe3ysIbTaT PaCCMOTPEHHUS.

2.3. He paccmaTpuBaioTcs TenedoHHbIe 00palieHns rpakiaH, B KOTOPEIX 00KalyloTcs cyneOHbe
peIIeHus.

[Tpu obpalneHuy rpaxmaH 0 BOIPOCAM, He BXOMSIINX B KOMIIETEHIIMI0 KOMIIAHUM, OTBETCTBEHHBIN
COTPYOHUK Pa3bsICHSIET TPaXkKIaHUHY, KyIa U B KAKOM IIOPSIKe eMy clienyeT 00paTUThCS.

2.5. [IpegocTaBnenune nHPpOpManuu rpaxkaaHaM OCYIIECTBISAETCS IOC/e IPeNCTaBlIeHuI MU
IIepPCOHAIbHBIX JaHHBIX ((paMunus, uMs, 0OTYECTBO, HOMED OOMAIHero TejaedoHa, TOYTOBLIM afpec,
110 KOTOPOMY HOJIzKeH OBITh, IIPU HEOOXOAMMOCTH, HallpaBJIeH OTBET) U M3JI0KEHHUS CyTH oOpalleHus.

2.6. [TpunsaToe TenepoHHOE COOOIIEHEe 0OPMIISIETCS OTBETCTBEHHEIM COTPYOHHUKOM B IIMCHMEHHOM
BHIE Kak oOpallleHre TpaXkJaHuHa C TOMETKaMu «II0JIy4eHO 0 «TejaedoHy JOBEpUs»» UITU



«IIOJIy4EHO II0 «TOPsuel IMHUKU»» ¢ GUKCHPOBAHKWEM [JAThl IOCTYIIJIEHHS ¥ HAIIPaBIIsSeTCs Ha
paccMOTpeHue B YCTaHOBJIEHHOU mopsiake. [lambHelnast paboTa ¢ HUM OCYILECTBISIETCS B MTOPSIKE,
IPeNyCMOTPEHHOM [IJISi PACCMOTPEHHUS MMChMEHHBIX 00PallleHuH rpaxkIaH.

2.7. YTpo3sl COBEpPIIEeHUS] TePAKTOB, XUIIEHNUH, TIOAKOT0B, @ TAaKXkKe YIPO3bl IPUYUHEHHUS
MaTepHuasbHOIO yilep0a UMYIIEeCTBY; YIPO3bl (U3NIECKOTO HACUIUS B OTHOIIEHUH PAaOOTHUKOB
KOMITQHUH, CBSI3aHHBIE C UCIIOJTHEHNEM UMM CITyKeOHBIX 00s3aHHOCTEH; co0bOIIeHUs 0 paKTax
KOPPYIILIKXU, BHIMOTATEILCTBA CO CTOPOHBI KOHKPETHHIX PaOOTHHKOB afMUHUCTPAIINY, a TAKXKe
COBepLIEHNEe MU MHOTO IeSTHUS, CONePKallero Mpu3HaKy YMBIIIIEHHOTO (HEYMBIIIIIEHHOT0)
IPECTYIIEHUS 10 CIyK0e UM C UCIIOIb30BaHUEM CIIyKeOHOT0 MOoI0XKeHus TPpeOyioT HeMeIJIeHHOT0
pearupoBaHus ¥ OKJIafla PYKOBOACTBY KOMIIAHUHM, @ TAK¥Ke COOTBETCTBYIOUIUM
IIPABOOXPAHUTEIbHEIM OpraHaM.

2.8. B cnyuae, ecnu u3nmoxkeHHBIe B 0OpaleHuu GaKThl ¥ 00CTOSITEIbCTBA SIBJISIOTCS OUeBUOHBIMU U
He TpeOyI0T [OIOTHUTEIbHOM TPOBEPKH, OTBET Ha oOpallleHue C COracus rpaxaaHuHa MOXKET ObITh
[laH YCTHO II0 CYIIECTBY IIOCTaBJIEHHEIX BOIIPOCOB.

3. TpeGoBaHus1, IpeabsiB/IsieMble K BeIeHHI0 Tejie(pOHHOT 0 pa3roBopa

3.1. OTBeT Ha TenedOHHBINM 3BOHOK AOJI2KEH HauMHaThCSA ¢ MHGOPMAlLlUM 0 HaMMEHOBaHUY KOMIIaHUH,
dbaMuIMK 1 NOJIXKHOCTH OTBETCTBEHHOT'O COTPYOHUKA, IIPUHSBIIETO Tene(@OHHBIN 3BOHOK.

3.2. O6patuBiIeMycs CileqyeT IPenoXKUTsL Ha3BaTh CBOM (paMUJINIO, UMS, 0TYECTBO, KOHTAKTHHIN
HOMeD Tejle)OoHa, TTOYTOBRIN aipec, 10 KOTOPOMY IIPM HeOOXOOMMOCTH [OIKeH ObITh HallpaBlieH
OTBeET.

3.3. UuopMarus gomKHa U3/1araTthCs B CKATOM (HopMe, KPAaTKO, YETKO, B T0OPOKeIaTeIhHOM TOHE.
Peup momkHA HOCUTH OGUIKATBFHO-IEI0BOM XapakTep. HemomycTuMo ynorpe6ieHue IpoCTOpeYni,
MEKIOMETHH, OMHOCIOKHBEIX OTBETOB.

TenedhoHHBIN PA3TOBOP He [OIKEH IIPEPLIBATLCS OTBIeUEHWEM Ha OPYroi 3BOHOK U IPYyTHe
00CTOATENLCTRA.

PekoMeH[yeTCst KaTeropuuecku u3beraTb KOHGIMKTHBIX CUTyalMi, ClIOCOOHEIX HAaHECTH yIepO
pernyTaiuyu KOMIIaHUY.

3.4. B koH1le Gecenrl He00X0OUMO chefaTh 00001IeHNe 110 TPefCcTaBleH oM nHopManuu. Eciu
HeoOX0OMMO, YTOYHUTD, IOHSITHA JIH WHGOPMALUS, BEPHO JIK 3alUCaHbl JaHHbIE 3assBUTENIS. [[epBEIM
TPYOKY [IOJI2KEH TTOJI0KUThH 3BOHSIIIHA.

Ecnm 3asBuTens TIOJIYYHUIJI NCYEPIIBIBAIOIITYIO I/IH(l)OpMaHI/IIO I10 3aJaHHOMY MM BOIIPOCY, BEZKJIUBO
N3BMHUBIIKCH, PEKOMEHOYETCA 3aKOHYUTL PA3Tr0oBODP.

4. MpaBuja BeAeHHUs KypHala perUCTPAaIllHH 00pallleHHH, MOCTYIAIIIUX Yepe3
cnenuaabHble TejledOHHbIE THHUHA

4.1. XypHan peructpaiuu obpalleHui, IOoCTyIalIMX Yepe3 crenranbibe TenedoHHble TUHUN
MoJKeH ObITh IIPOIIHYPOBaH, IPOHYMEPOBaH, omevaTaH U IMOAIHCaH.

4.2. Tlpu 3amI07IHEHUYM COOTBETCTBYIOLIMX Pa3[esioB XKypHasla He J0NYyCKalTCA COKpalleHus.

4.3. Bo BTOpYIO rpady xKypHaiia BHOCATCS OaHHBIE O JaTe MPUHSITHS 00palleHus.



4.4. B TpeThio rpady XKypHala BHOCSATCS HaHHBIE 0 DaMUIIUKM, UMEHHU, OTYECTBE U afipec
oOpatatomerocs. IToMuMo yKasaHus TOYTOBOTO afipeca 0OpalaoIerocs, Npyu HaJTuyuu
KOHTAKTHOTO TenedoHa oOpalaroIierocs, B TpeTbel rpade Takxke yKa3bBaeTCS ero TeleQOHHbIH
HOMED.

4.5. B yeTBepTO# Irpade XKypHala 0OTpaxkKaeTCs KPaTKoe coepKaHrue oOpalleHus, faTa
COOTBETCTBYIOIIETO HAPYIIEHUS U UHBIE He00XOUMbIE CBEIeHUS.

4.6. B narou rpade xKypHana yKa3bBaiTCSd HaMUKAS, UM, OTUECTBO U JOIKHOCTh OTBETCTBEHHOTO
JuIla, PUHSBILIETO o0palleHue.

4.7. B mecToi rpade KypHasa yKa3hkBaeTCs KOMY U KOTfa OBIJIO HaIllpaBJIeHO Ha UCIIOTHEHNE
IPUHSTOE oOpallleHue.

4.8. B cempMoit rpade KypHaia 0TPaXkaloTCsS CBEEHUS 0 Pe3yibTaTax pacCMOTPeHHUs o0palleHus,
TO €CTh IIPUHSTEIE B PaMKax pacCMOTPeHHUS o0pallleHusI Mephl, BHIIBIEHHbIE HEIOCTATKU U
IIpaBOHApYIIeHNs, a TakKXKe HH(opMalLKs 0 HallpaBleHUH OaHHBIX 0 PACCMOTPEHUHU 00palleHns
oOpallaBIIeMyCs.

5. 3aK/II04YHTEIbLHBIE MOJI0XKeHHS

5.1. TTo uToraM KakXmoro Mecsilila OTBETCTBEHHbIE COTPYOHUKU MTPOBOAST aHAINU3 TeJleOHHBIX
oOpallleHuii o KONIMYECTBY, XapaKTepy U NIPUYNHE IOCTYNUBIINX TeleOHHEIX 00pallleHnii rpaxkyaH,
IIPUHSATHIX Mepax II0 UX PaCCMOTPEHHIO.

5.2. KypHansl yueTa U MaTepUasbl, CBI3aHHEIE C TelleOHHEIMU 0OpallleHUsIMY TPaXkaaH, XPaHITCS B
COOTBETCTBHUY C MTPaBUIaMU [€JIONPOU3BOMCTBA, @ 3aTeM YHUUTOXKAIOTCS B YCTAHOBJIEHHOM IIOPSAKeE.

5.3. OTBETCTBEHHBIN COTPYOHUK HECET IIEPCOHAJIBHYIO OTBETCTBEHHOCTH 3a COOJIIOe e
KOH(pUOEHINAIbHOCTH IIOTyYeHHBIX CBeIeHUIN B COOTBETCTBUM C 3aKOHOAATEILCTBOM.
Hcnonbs30BaHue U pacIpoCTpaHeHNe HH(POPMAINY O TEPCOHANTbHLIX JaHHBIX X YaCTHOU XKU3HU
rpaxfaH, CTaBllell U3BECTHOM B CBSI3U C TeledOHHEIMU 00pallleHusIME I'paXkOaH B CIe[UaIbHYI0
Tenne(pOHHYIO TUHUIO, 6e3 UX COTJIacHus He NOMyCKAeTCs.

5.4. He momyckaeTcs BEISICHEHME JaHHBIX O TMYHOCTH 3BOHSIIETO, HE OTHOCSIIMXCS K IPEAMEeTy
oOpalreHus.
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