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AJITOPUTMbI OKA3AHUA CUTYAIIMOHHON IOMOIIH
HUHBAJINJIAM PA3JIMYHBIX KATEIOPHAA

B AIIMUHUCTPATUBHOM 3JAHUHA

OCHOBHBIE KO/IbI KATECOPUM HHBAJIUJIOB, HYKJIAIOIIUXCS B
CUTYALIMOHHOU IOMOIIN:

. Koax «B» - uWHBaIUI [EpEABUraeTCs B KOJIACKE (Hykmaercs B TIOMOLIH
TIOCTOPOHHUX JIAII (TIEpCOHANA) MPU TIEPSABIKEHIN BHE JIOMa).

. Kon «C» - uHBIXAZA CIENONH H caGoBUIMIIMANA OTrpaHUYeH B OpHUEHTAIUU
(Hy>aeTcs B IOMOIIH (COMpOBOXKIEHNE) TIOCTOPOHHUX JIHIL (Iepconaa) BHE IoMa).

. Kon «E» - uHBIMJ OrpaHUYCH B camoo6ciyxuBanuu (6e3pykuit mbo He
JeiicTByeT pyKaMM, HYXAaeTcsi B TIOMOIIH OCTOPOHHMX JMI[ (TepcoHana) B
caMo00CITyKUBAaHUU U IPYTUX PYUHBIX neficTBHUAX BHE JIOMA).

. Kon «K» - umHBauI CIENOIIYyXOH, 3HAYHTEILHO orpaHidyeH B OpUCHTALUM
(Hy’KgaeTcs B CONPOBOXKICHWM JIMIIOM OCYILIECTBJISIOMMM IOMOIIb BHE 10Ma; TIpH
(hOpMaIBHBIX B3aUMOOTHOIMICHUSAX BHE J0Ma HY>XJ1aeTCsl B TIOMOIU IOCTOPOHHHX JIHIL
(mepcoHaia) BHE JIOMa).

. Kox «M» - MHBQIMA IVIyXOHEMOH WK ryxot  (mpu  GOpMAaNIBHBIX
B3AMMOOTHONICHUSAX BHE JOMa HYXKIAeTCs B yCIyrax MoCTOpOHHHX nur (epcoHasa) U B
npeAoCTaBICHUN VIHTY KIIMOHHO# TIETIIH).

. Konx «H» - HHBAIM/ OTPaHMYEH B OOIIEHMH U KOHTPOIC 3a CBOMM IIOBEJICHHUEM
(COCTAaBJISIOT HMHBAIMIABL C  BBIPOKCHHBIMA (TspKenble  TPOGJIeMbl)  HapyIICHHAMH
YMCTBEHHBIX GyHKIH).

. Koa «E» - 0060pyloBaHME LIMPOKAMU ABEPHBIMH pyuKamy JBEpeH BXOIHBIX
rpymm, a TaKKe aBepeil MOMELIEHHH 3paHuit  (COOpYKEeHUi), BOCTpeOOBaHHBIMU
nuBamnaMi. OCHaIIeHUEe TyaJeTHBIX KOMHAT crielMaNbHEIM  000pyZIOBaHUEM UL
WHBAINIOB: CEHCOPHBIM CMECHTENeM Uil PaKOBHH, CEHCOPHOM CYLIMIKOH VI PYK,
TIOPYYHSMH, KHOTIKOK-BBI30B M T.IL

. Kona «C» - Dy6aupoBaHue BHYTPU yIPEXKACHIA uHGOpMaLIAH.

. Kon «M» - Hanuuke MUCHMEHHOM pHpopMALH 00 OKa3bIBAEMBIX yCIyrax
BHYTPH YUPEXKIEHIS, IPENOCTaBICHUC MH/IyKIIMOHHOM NETIIH.



HeﬁCTBlflﬂ nepcoHaJjia npH OKa3aHHuHU cnryaunonﬂoﬁ INOMOIIH B COOTBETCTBHH C
KoJaMH KaTeropm‘i HHBAJIHUAHOCTH:

1. Cnryauuonnaﬂ NnoMollb HHBAJHAY € KOAOM «B».

3apeayromumii xo3siicTBom: Ilpyu mocemenuy MaueHToM aAMMHACTPATUBHOTO
31aHMS.

- BBIXOIUT Ha YJIUILY, OTKPHIBACT BXOAHBIC IBEPH.

- Oxa3bIBaeT IMOMOIIb IIPY BXOJE B 3[JaHUE.

- [lanmeHTy Ha KOCTBULIX IpejocTaBiser (TpH HEe0OXOIMMOCTH)  Kpeciio-
KOJISICKY, OKa3bIBAeT IIOMOIIb NIPU [IEPEMEIEHAHU B KPECI0-KOJIACKY .

- Coo6I[aeT ceKpeTapio INIABHOrO Bpaya O MOCEMEHNH ITalleHTa ¢
OrpaHUYCHHUEM IEPEIBIKCHUS.

- OKa3pIBaeT IOMOIIb IIPH MepeIBIKEHUH [TALIUCHTa Ha KPEC/Ie-KOJIACKE 110
naHmaycy B Qoiie 31aHus.

- Oxa3pIBaeT IIOMOIIb IPY BEIXOJIE U3 3/1aHUA.

YGopuuK cayKeOHBIX NOMeIIeHHI:
- [Tomoraet paszieThCs B rapaepooe.

- CompoBOXIaeT AlMEeHTa B IPUEMHYIO IJIaBHOTO Bpaya VIl odopmiIeHH
JIOKYMEHTOB.

Cekperaphb IJ1IaBHOIO Bpaya:
- [Tomoraer B 0opMIIEHUE TOKYMCHTOB

= ConpoaoxcnaeT nmanueHTa B KaOHWHeT IJIaBHOI'O Bpaya.

IIpu 00uIeHNH € JI0JbMH, HCNIBITHIBAKLIHMH TPYAHOCTH NPH IePeABHKEeHHH
He00X0AUMO NMOMHHUTDb:

o VuBamuaHas KONACKA - HENPUKOCHOBEHHOE IPOCTPAHCTBO  HCIOBCKA. He
o6 ToKauMBaiiTec Ha Hee, He TONKAliTe, HE KIAJUTe HAa Hee HOTM 0e3 PaspellCHI.
HauaTh KaTHTh KOJSCKY 0€3 COrIacysi MHBAIM/A - TO )K€ CaMOe, YTO CXBATUTE 1 IIOHCCTH
yesoBeKa 6e3 ero paspenieHus.

. Bceerza crpaimuBaiite, Hy)KHa JIM [IOMOIIb, MPEX/E YeM 0Ka3aTh €c. I[Ipennaraiire
[IOMOIIb, €CIIH HYXKHO OTKPBITH TSDKENIYIO JIBEPb.

e Ecnu Barue MpeUIOKEHUE O IIOMOIIM IIPUHSITO, CIIPOCHUTE, 4YTO HYXXHO J€JIaTh, U
YETKO CHGIIyﬁTC HUHCTPYKLIMSIM.
® Ecimu Bam paspenmin nepeaBuratbh KOJIACKY, cHauyajla KaTuTe €€ MEIJIEHHO.

Konsicka GBICTpO HAGMpAaeT CKOPOCTh, M HEOXHIAHHBIH TONYOK MOMKET IPHBECTH K
1I0TEpe PaBHOBECHSL.

. Bcerjga JMuHO yOexmaiitech B JOCTYIHOCTH MECT, T 3aIlIaHApOBAHbI
MepONpHUATHS. 3apaHee MOMHTEPECYHTeCh, KaKUe MOTYT BOSHUKHYTE npo0IeMBl MM

6apLepr>1 M KaK UX MOYXHO YCTpaHUTb.
e Ecinu BO3MOXHO, PacIlOIOKHUTECh TaK, yT0Obl Bally Juiua Obuin Ha O4AHOM YPOBHE.

s6eraiiTe IOIOKEHHs, IPH KOTOpoM Bamremy coGecelHMKY HYXKHO 3alpOKHMIABIBATL
roJIOBY.

. Eciu CYLIECTBYIOT apXUTEKTypHbIE Oapbepsl, MPEAYNpeauTe O HUX, 9YTOOBI
yeJIOBEK MMeJ BO3MOXKHOCTD PUHUMATH PELICHUs 3apaHee.
. HeoOX0MUMOCTh TIOIB30BAThCS HWHBAIMIHON KOJSCKOM - 3TO HE Tpareiud, a

CII0co6 CBOGOMHOrO (€CIIH HET apXUTEKTYPHBIX 0apbepOB) IEpEeIBIKCHNS. Ectp mronu,
IIOJIB3YIOMIUECS WHBATHIHON KOJSICKOM, KOTOPBIE HE YTpaTHIIA CIIOCOOHOCTU XOJIUTH H
MOTYT TIEpPEIBUIAThCS C MOMOIIBIO KOCTBUICH, TPOCTU U T.IL. KoJisicki OHU UCTIONB3YIOT




IUI TOTO, YTOOBI 9KOHOMUTE CHJIBI U OBICTpEe IepeABUIaThCs.

2. CuTyallHOHHAsI MOMOIb HHBAJHAY ¢ KogoM «C».

3aBeayiomui X03WCTBOM:

- Bcrpeuwaer cienoro uHBanuna.

- ITomoraeT BOATH B 30aHHE.

- Beper manueHTa moj JOKOTh U CONPOBOXKAAET 10 rapaepoba.

- Oxkas3sIBaeT IMOMOIIIb IPU BBIXOJE U3 3aHU.

Yoopmuk cay:keOHbIX MOMEIeHW:

- IToMoraet pa3aeThCs B rapzepooe.

- ConpoBoX/1aeT MayeHTa B IPUEMHYIO TJIaBHOTO Bpaya JJIs 0(pOpMIICHUsI
JOKYMEHTOB.

CekpeTaphb IJIaBHOr0 Bpaya:
- [Tomoraet B ohopMiIeHHE TOKYMEHTOB
- ConpoBOJKAaeT MalueHTa B KaOMHET INIaBHOIO Bpaya.

Ilpu o61eHUH ¢ He3PAYMMH JI0AbMH HJIH JIIOAbMH, HMEIOLIUMH IJI0OX0€ 3peHHe
He00X0AHMO MOMHHTD:

. HapyiieHue 3peHus UMeeT MHOro creneHeil. [IoJHOCTBIO ClICNBIX JIFOJEH BCEro
okosio 10%, ocTajgbHBIE MMEIOT OCTAaTOYHOE 3pEHUE, MOrYT pa3jiudarh CBET U TEHb,
MHOrA I[BET M OdYepTaHus Ipenmera. Bce 3TO Hano BHIACHUTH M YYUTHIBATH IIPU
oO1IeHuN.

. IIpemiaras CBOIO IIOMOIIb, HAIIPABJIANTE YETOBEKA.

. Ecnu BBl coGHMpaeTech UMTaTh HE3psAYeMy 4eNOBEKy, CHayala Ipefylnpeaure 06
sToM. I'oBOpHTE HOpPMAJIBHBIM rojocoM. He mpomyckaiite MHpOpMALMIO, €CIU Bac 006
3TOM HE MOIPOCHT.

. Ecnu 5TO BaXKHBIM JOKYMEHT, HE HYXXHO Ui YOeIMTEIbHOCTH JaBaTh €ro
motporath. IIpu 3TOM He 3aMeHsiiTe uTeHHe mepeckasoM. Korxa Hespsumii 4eIOBEK
JOJDKeH TIOINHCAaTh JOKYMEHT, IpouuTaiite ero o0s3arenbHO. VIHBAIUIHOCTE HE
0CBOGOIKIAET CIIETIOTO YeJIOBEKA OT OTBETCTBEHHOCTH, 00YCIOBICHHOM TOKYMEHTOM.

. Bceerma o6pamiaiitech HEIOCPEACTBEHHO K YEJIOBEKY, AK€ €CJIM OH Bac HC BUMUT,
a He K ero 3psguyeMy KOMIIaHbOHY.

. Bcerna HaspiBaiiTe ce0s M IpeCTaBIsIiTE IOPYTrUX COOECEIHUKOB, a TAaKKe
OCTAJIBHBIX IPUCYTCTBYIOIIUX.

. Korma Bl IIpejyiaraeTe He3psyeMy 4YeNOBEKY CECTh, HE YCa)KHBaWTE €ro, a
HalpaBbTe PYKY Ha CIIMHKY CTyJa MM MOUIOKOTHHUK. He BOAMTE IO IIOBEPXHOCTH €ro
PYKy, a Jaiite eMy BO3MOXKHOCTh CBOOOJHO IOTPOraTh IPEAMET. Ecnu Bac mompocuiiu
[IOMOYb B34Th KaKOH-TO MPEAMET, HE CIEAYET TAHYTh KUCTh CJICTIOro K NPEAMETY U OpaTh
€ro pyKOoH 3TOT IpeaMET.

- Korma prr obimaerecr ¢ rpynnoil Hezpsumx moneif. He 3abkIRaiiTe KaXXILIH pas
Ha3BIBaTh TOI'0, K KOMY BBl 00palllaeTech.

. He 3acraBnsiite Bamiero cobeceqHuka BellaTb B IIYCTOTY: €CJIM  BBI
IepeMeIaeTech, NPEeayIpPEeUTe ero.

. BrioiHe HOPMaJIBHO YMOTPEOJNATH CI0BO '"cMOTpeTs". JIJIsd HE3psdYero 4ejaoBeKa
3TO O3HaYaeT "BUIETh pyKaMu', OCI3aTh.

. M36eraiiTe pacIUIBIBYATHIX ONpEJENeHUH ¥ WMHCTPYKLHUM, KOTOpBIE OOBIMHO
CONPOBOXKIAIOTCS JKECTAMU.

. [Ipu criycke Wi MogbeMe 10 CTYIEHbKaM BEIHMTE HE3PAYEro MepIeHAUKYIIIPHO K

HUM, TiepeaBUraiitecs Ha qudre. IlepeaBurasce, He JeaiTe pEIBKOB, PE3KUX JBHKCHUH.



3. anauuonﬂaﬂ IOMOIIb HHBAJHUAY € KOAOM «E».

WuBamnam ¢ kogoM «E» He00X0AUMO 0Ka3bIBaTh IOMOILb IIPU BCEX JEHCTBUAX,
BBIIIOJTHAEMBIX PYKaMHU.

3aBeayiommii xo3siicrBom: [Ipu nocemeHny NauueHToOM aIMUHUCTPATUBHOTO
3AHUSA:

- BcerpeudaeT nmanuenTta Ha yauie (Ha BXOJE B 3[JaHKeE).

- OTKpbIBaeT U 3aKPHIBAET BXOIHBIE IBEPH.

- [Tpurnamaer yoopiuka ciry’)KeOHbIX TOMELICHHIHA.

- Oxa3zpIBaeT MOMOIIb IPU BEIXOJE U3 3aHMUS.

!602!.2"]( Cﬂ!)l(eﬁﬂblx ﬂOMCgEHHﬁ:

- ITomoraer pa3neTbes, OOEThCS B rapaepooe.
- ConpoBojk/1aeT NMalKMeHTa B IPUEMHYIO [NIABHOI'O Bpaya 71 0QpOpMIICHHS
JIOKyMEHTOB.

Cexkperaphb IJIABHOI'0 Bpaya:
- [ToMoraet B opopmiieHHE JOKYMEHTOB
- ComnpoBOX/IaeT NalyeHTa B KabUHET IJIaBHOTO Bpaya.

4. CuTyanuoHHasi IOMOLIb HHBATHAY ¢ KoA0M «K».

[Ipu mocemeHuu ydpexaceHus HHBaIuUAaM ¢ KomoM «K», cuTyanuoHHas IOMOIUb
OKa3bIBA€TCS  CONPOBOXKAAIOIMIMM HMX JIMIAM COTPYJAHUKOM  YUYPEXKIEHHUSA IIpU
BO3HUKAIOIIUX 3aTPyHEHUSAX:

- COIPOBOJXKICHUE U ITOMOLIb B OPUEHTALUHU (BXOJI/BBIXO);

- 03HAKOMJICHHE C PACIIOJIOKEHHOU B YUpEXACHUN HHPOpMALIHEH;

- IIOMOIIb B 3aIIOJHEHUHU JOKYMEHTOB (YTOUHUTE HHOOPMAIIHIO).

8. CHuTyauHOHHAs MOMOIIb HHBAJHAY ¢ KOAOM «IVD».

Ilpy mocelmleHWH YYpexJeHHs ManueHT ¢ KoxoM «M» obpamaercs ¢
COIPOBOKIAIOIIUM JIMLIOM.

Bo Bpems mnpeObIBaHMs MAlMeHTa B aJMUHHCTPAaTHBHOM 3JaHUM CEKpETaph
IJIABHOT'O Bpaya WM JeJIONPOU3BOAUTENb O3HAKAMIIUBAIOT C IIMCHbMEHHON MH(bOpManuen
0 TOpsA/IKE IpHeMa IpaXkaaH PYKOBOAUTEIEM YUPEKAEHHS U OCYLIECTBISAET IOMOILL B
0(hOpMJICHUU TOKYMEHTAIHH.

6. CuTyauHOHHAsl IOMOIIb HHBAJHAY ¢ Kogom «H».

HpI/I IOCCIICHUHN YYPCIKACHUA ITallUCHTa C KOIOM «H» CUTyalluOHHas IIOMOIIb

oxazpIBacTCst ceI(PeTaPcM IapIaoro Bpatxa PESRS S nenonpongnonn'reneM7 ICOTOPT)Ie
O3HAKAMJIMBAIOT C IHCHMEHHOW MH(poOpManueld O TMOpsAAKe IpUeMa IpakaaH
PYKOBOJIUTEIEM YUPEKICHHUSI U OCYIIECTBISET IIOMOLIL B O)OPMIIEHUU TOKYMEHTALIUH.



