YTBEPXJIEHO
MPUKA30M MpeceaaTens
MexaypedeHCKOro paiiloHHOTO cyaa

Bomnoroackoii obimactu
ot 01.09.2023 Ne 01-03-71

IMosnoxxeHnune
0 Mopsi/IKe JOKYMEeHT0000poTa B MeKaypeueHCKOM PAMOHHOM Cy/1e
BoJjioroackoi odJsiactu

1.001mue noJjioxeHus.

Hacrosiiee Ilonoxenue pa3paboTraHo B COOTBETCTBUU ¢ MHCTpyKkuuen no cyaeOHoOMY
JIEJIONPOU3BOJICTBY B PAlOHHOM cCyje, yTBepkIeHHO# mpukazoM CyneOHoro aemapraMeHTa
npu BepxoBHoMm Cypae Poccuiickoit ®@enepanuu ot 29.04.2003 Ne 36, IlopsiakoM mojgauu B
denepanbHbie CyAbl 00IIEH IOPUCIUKIIMN TOKYMEHTOB B 3JIEKTPOHHOM BHJE, B TOM YHCJIEC B
dbopMe 3IEeKTPOHHOTO JAOKYMEHTA, YTBEpKIEeHHBIM mpukazoM CymeOHOTo nenapTrameHTa MpH
BepxoBHom Cyne Poccuiickoit @enepanuu ot 27.12.2016 Ne 251, IlonoxxkeHuem o Mopsijike
paccMOTpeHHs cyJaMu oOLIel FOPUCAUKIIMY MTOCTYNAIOIIMX B AIEKTPOHHOM Gopme oOpaleHuit
rpaxkaan  (Gu3MYeCKUX JMUI), OpraHu3auuii, (IOPUIUYECKUX JIHI[), OOIIECTBEHHBIX
o0OBeMHEHNI, OpraHOB TOCYAApCTBEHHOW BiactTh MW (WIM) OpPraHOB  MECTHOTO
CaMOYTpaBJIeHUs, YTBEPKACHHBIM nocTtaHoBiaeHueM lIpesunnyma CoBera cyneir Poccuiickoit
®enepaunu ot 21.06.2010 Ne 229, ¢ yueToM TeXHUYECKON BO3MOKHOCTH, UMEIOLIEHICS B CYE.

[Tonoxxenue onpeaenseT MOPSIOK MOTydeHUs, 00pabOTKU, pErucTpaIuu, nepeaadu mo
Ha3HAYCHHIO JIOKYMEHTOB, MOCTYNUBIINX B MeXIypeueHCKU palloHHbIM cyz Bosoroackou
00J1aCTH 110 Pa3IMYHBIM KaHAJaM CBSI3U.

2. Illopsinok padoThl ¢ JOKYMEHTAMM,
NOCTYNANIUMH 10 N04YTEe, HAPOYHBIM (Kypbepom).

2.1. Tlpuem, mepBuuHas 00pabOTKa, perucTpainus, mnepeaada MO HA3HAYEHUIO e,
MaTepHalioB, TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE OCYLIECTBISCTCS B TeUeHHE paboydero JHs B
npueMHON MeXIypeueHCKOro palloHHOTO CyJa paOOTHHKOM arfapara CyjAa, JOHKHOCTHBIM
PErIaMeHTOM KOTOPOTO MPETYCMOTPEHBI COOTBETCTBYIOIIUE TIOJTHOMOYHS.

PaGoTHuk ammapara cyna mpoBepsieT MPaBIJIBHOCTh YKa3aHUS agpecara Ha KOHBEpTax
(Gangeponsix, mocklikax), cBepser Homepa Ha Hux (LLIIN) ¢ HOMepamu, yka3aHHBIMU B
peectpe  (HakKIaaHOH), pacmUChIBaeTCs B MpHEMe KOPPECTOHACHINU. BckphiBaeT
KOPPECTIOHICHIIMIO, TPOBEPSIeT HaJWMYuMe W LEJIOCTHOCTh JOKYMEHTOB (aen). B ciyuae
OTCYTCTBHUSA (ITOBPEXKICHNUS) BIOXKEHHH 00 3TOM COCTaBIIsIeT akT. B ciydae eciau B KOHBEpTe
(makeTe) HeCKOIBKO CaMOCTOSITENILHBIX 3asBICHUM, jKajJ00 MM MHON KOPPECHOHEHIINH, TO K
OJTHOMY W3 HHX MPHUKJIAIBIBACT OPUTHHAI TIOYTOBOTO KOHBEpTA (TTaKeTa), K MHBIM BIIOYKEHHSIM,
collepKaluM JIOKYMEHTBI 10 JAPYrHuM JeliaM (MaTepuaiaM) NPHUKIAIBIBAIOTCS CHSTHIC
KCEpOKOIIUU KOHBEPTa (TMaKera).
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2.2. JIOKyMEeHTHI 10 JejiaM, HaXOSIIMMCS Ha PAaCCMOTPEHUU Cya, Jieia, TOCTYIUBIINE
Ha PacCMOTpPEHHE B Cya, cnenuanucTt peructpupyeT B [N «/lokyMeHTO0O0pOT U oOparieHus
rpaxaan» ['AC «IIpaBocynue», UM npucBanBaeTcs MOPSAKOBBIA HOMEP C UHAECKCOM:

"1" - yronoBHsl€e Niena;

"2" - rpakIaHCKUe Jena;

"2a" - aAMUHHUCTPATUBHBIE JEJa;

"3" - wMarepuanbl CyAeOHOTO KOHTPOJISI 3a 3aKOHHOCTBIO JCHCTBUN OpraHoOB
NIPEIBAPUTEIIBHOTO CICACTBHS U JTO3HAHUS;
"4" - wmaTepHallbl MO PACCMOTPEHHUIO TMPEJICTABICHHMA W XOJATalCTB B TOPSJIKE

WCTIOJTHEHUS TIPUTOBOPOB;

"5" - nena 00 aAMUHUCTPATUBHBIX TPABOHAPYIICHUSIX;

"6" - MaTepuabl MO MPUMEHEHHUIO IPUHYAUTEIBHBIX MEP MEAUITMHCKOTO XapaKTepa;

"7" - marepuanbl O HANpPaBJICHUH HECOBEPIICHHOJETHHX B CIEIHAJbHBIC Y4eOHO-
BOCIIUTATEIILHBIC M UHBIE CTICIIHATM3UPOBAHHBIC YUPEHKICHHUS,

"8" - mpom3BOJICTBA O HAJIOKEHUHU JICHE)KHBIX B3BICKaHWHN M 1TpadoB, 06 obOpamieHun
3ajora B JI0XOJl TOCY/1apCTBa;

"9" i "M" - maTepuansl, 10 KOTOPBIM OTKa3aHO B NPUHATHM 3asBICHUN W BBIHECEH
CyIIeOHBIN aKT O BO3BpATE, MAaTEPHAIIBI IO BEIHECCHHSI PEIIICHHS O IPUHATHH K TIPOU3BOICTRY;

"9a" - MaTepualibl AIMUHUCTPATUBHOTO JI€JIa, IO KOTOPOMY BBIHECEHO OIpezesieHne 00
OTKa3e B MIPUHATHH 3asBJICHUH WM O BO3BpATe 3asBICHUI;

"10" - yrojoBHBIC AeNIa B Cy/IC alleUIAIIMOHHON HHCTAHIINN;

"11" - rpakaaHCKUE JIe1a B CYy/Ie aneUISIIIAOHHON HHCTaHITUH;

"12" - nema mo jkajo0aM Ha TIOCTAaHOBJIICHHS IO JellaM 00 aJIMHHHCTPATHBHBIX
MIPABOHAPYIICHUSX

"13" - MaTrepuabl B HOPSAIKE UCIIOJHEHUS PEIICHU;

"13a" - wmarepuanbl, pa3peliaeMble B TOPSAKE MCIOJHEHUS pElIeHUHd B

aIMUHUCTPATUBHOM CYIONPOU3BOJICTBE;

"14" - maTepuabl 0 MPOBEACHUN ONIEPATUBHO-PO3BICKHBIX MEPOTPUATHI;

"15" - uHBIEC MaTEpHUAIIBI.

Ha Bxonsdmux JOKyMEHTax Ha JIMLIEBOW CTOPOHE MEPBOrO JIMCTAa JIOKYMEHTAa WIH
0OJIOKKM Jieila B TIPaBOM HW)KHEM YIJy MPOCTaBISET PErUCTPALMOHHBIM MITaMIl, B KOTOPOM
yKa3bIBaeTCA JjaTa MOCTYIJICHUS, BXOALINI HOMED.

He nmognexar perucrpanuu:

-KOPPECIIOHIEHIIMS, BO3BPALIEHHAS B CY/I;

-YBEJIOMJICHHUS O BpPYYEHUH KOPPECTIOHIEHIIUH, PACIIUCKH;

-MCTIOTHUTENbHBIE JIMCTHI, BO3BpAallleHHBbIE MO TPEOOBAHMIO Cy/la WIW C OTMETKOU
Cyn1eOHOTO MPUCTaBA-UCTIOTHUTEIS,

-peKiiaMa, Mo3/1paBUTEIbHbIE OTKPBITKH;

-TIeYaTHBIC U3TaHUs (Ta3eThl, )KypPHAJIbl, KHUTH);

-aKThl CBEPKHU, CUETA, TIOTOBOPHI.

Ommbo4HO IOCTaBICHHAS KOPPECIOHACHIINS MEPEChUTACTCS MO MPUHAUICKHOCTH WIH
BO3BpallaeTcsi OTHPABUTENI0 C COMNPOBOJUTENbHBIM MHCBMOM, C OCTaBJIEHUEM KOIHUHU
CONPOBOJUTEIBLHOIO MUChbMa B COOTBETCTBYIOIIEM HAPSIJIE.

JIOKyMEHTHI, IPUHSITHIE PAOOTHUKOM TPUEMHOHN Cyna, MepefaroTcs B JeHb MpUeMa 10
NPUHAJICKHOCTH TOJ POCIHUCH JIMIlY, HEMOCPEJACTBEHHO KOTOPOMY MepeaHbl JOKYMEHTHI, C
yKazaHueM (paMWINU, MHULKAIOB U 3aHUMAaeMOM UM JTOJKHOCTH, J1aThl Mepefadyn JOKYMEHTOB,
a B UCKIIIOUUTENBHBIX cirydasx - He no3anee 10.00 cnenyromiero pabouero aus. B cioyuae ecnm
PaOOTHUKOM MPUEMHOMU CyJla MPUHATHI JOKYMEHTHI 110 KOHKPETHOMY JIeJly HEIIOCPEACTBEHHO B
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JCHb, Ha KOTOpBIﬁ Ha3HA4YCHO PACCMOTPCHUC COOTBCTCTBYIOLICTO JACJId, HAHHBIC HTOKYMCHTBI
MMOoJICKKAT Iepcaaduc 1o IMpuHAJICKHOCTH HE3aMCIJIMTCIILHO.

3. [Topsinok pabdoThI ¢ JIOKYMEHTaAMHU,
NOCTYNAKIIUMHU B 3jIeKTpoHHOM Buje yepe3 'AC «IIpaBocyaue»

3.1. IIpuem, nepBuyHass 00pabOTKa, perucTpanus, mepenada Ui paclpeneiIeHus WIn
paccMOTpPEHUs! KOPPECTIOHIEHIINY, MTOCTyHAlOIIEeN B CyJ B 3JIEKTPOHHOM BHUJE Ha CallT cyna B
UHPOPMALIMOHHO - TeJIeKOMMYHHKAlMoHHOW cetu «MHTepHer» (uepe3 pasgensl ['AC
«I[IpaBocynue» - «OOpamenust rpaxnan» u «llomaua mnpoueccyanbHbIX JOKYMEHTOB B
JIEKTPOHHOM BH/JIE») OCYILECTBISETCA B TeUeHHE padodero AHs paOOTHHKOM ammapara cyja,
OTBETCTBEHHBIM 32 IIPUEM JIOKYMEHTOB B 3JIEKTPOHHOM BUJE, U (UJIH) UX PETUCTPALUIO.

3.2. PaboTHUK ammaparta cyja, OTBETCTBCHHBIN 3a MPHEM JOKYMEHTOB B 3JIEKTPOHHOM
BHJIC, U (WJIM) UX PETUCTPALIHIO

- TIPOBEPSIET COOTBETCTBHE JOKYMEHTOB, IIOCTYIUBIINUX B CYJl B 2JICKTPOHHOM BHJE Ha
caiit cyaa, TpedoBanusM 1. 4.5 Tlopsanka nonauu B denepaibHbie CYIbl OOIEH IOPUCIUKIIUN
JIOKYMEHTOB B DJICKTPOHHOM BHJE, B TOM uuclie B (opMe 3IJIEKTPOHHOTO JIOKYMEHTAa,
yTBepkAeHHBIM mnpukazoMm CymeOHoro nemaprameHnta npu BepxoBHom Cyne Poccuiickoii
®enepanuu ot 27.12.2016 Ne 251;

- HampaBjsieT B JUYHBIM KaOWHET 3asBUTEINS YBEIOMJICHHE O TMOJYYCHUU TOKYMEHTA,
100 OTKIIOHEHUH C YKa3aHUEM IMPUYHH.

3.3. Peructpupyet nokymeHntsl B 11 «JlokymenTo060poT 1 obpamenus rpaxaan» ['AC
«IIpaBocynue» U NPUKPEIUISET UX B JJIIEKTPOHHOM BUJE K PETUCTPALIMOHHON KapTOYKE.

JlanbHelee MpOXoKAEHUE JOKYMEHTOB BHYTPH CyJla OCYIIECTBISETCS YEpEe3 JIMYHBIE
kaOuHeThl coTpyaHukoB cyaa B [N «JlokymenTooGopoT u oOpamenus rpaxnan» ['AC
«IIpaBocynuey.

3.4. JIokyMeHTHI TIO JielaM M MaTepuajgaM, HaXOAIIUMCS Ha PacCMOTPEHHH Y CYJeH,
CTIIELUATIUCT PETUCTPUPYET W HANpPaBJISET B JIEKTPOHHOM BHUJE HEMOCPEICTBEHHO B JTUYHBIN
KaOUHET CyJbe, MPEACeAaTeNIbCTBYIOIIEMY 10 JIeTy, 0€3 pe30JI0IH PYKOBOJICTBA CY/a.

JIOKyMEeHTBI MO JejlaM M MaTepuajgaM I0CJie PACCMOTPEHHUSI CYIbEW HampaBiseT B
AJIICKTPOHHOM BHJIC B JIMYHBIA KAOMHET COOTBETCTBYIOIIEMY CIIEITAAIUCTY.

JlaHHBIM JOKYMEHTaM MPUCBAUBAIOTCSI HOMEPA C UHJIEKCaMU:

"1" - yronoBHbI€ €7a;

"2" - TpaxmaHCKue Jena;

"2a" - aAMUHHUCTPATUBHBIE JEA;

"3" - wMarepuansl CyAeOHOTO KOHTPOJS 3a 3aKOHHOCTHIO JICWCTBHUH OpraHoOB
MPEIBAPUTEIHHOTO CISACTBUS U IO3HAHUS;
"4" - wmartepualibl MO PACCMOTPEHUIO TMPEJCTABICHUM U XOJATAWCTB B TMOPSIKE

UCIIOJIHEHUSI TPUTOBOPOB;

"5" - nena 00 aAMUHUCTPATUBHBIX IPABOHAPYIICHUSAX;

"6" - MaTepuabl IO IPUMEHEHUIO IPUHYIUTENBHBIX MEP MEIUIIMHCKOTO XapaKTepa;

"7" - Marepualibl O HAamNpaBlI€HUU HECOBEPIIECHHOJETHUX B CHEIMalbHbIE yueOHO-
BOCIIUTATENbHbIE U UHbIE CIEIMATIM3UPOBAHHBIC YUPEKICHMUS;

"8" - mpoM3BOACTBA O HAJOKEHUH JCHEXKHBIX B3bICKAaHHH M mTpadoB, 006 obOpameHnn
3aj0ra B JOXOJ TOCYJapCTBa;
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"9" unu "M" - marepuanbl, IO KOTOPHIM OTKA3aHO B NMPUHATHU 3asBJICHUNA M BBIHECEH
CylleOHBII aKT 0 BO3BpaTe, MaTepPHAIIbI 10 BEBIHECEHHUSI PEIICHHS O IPUHITHH K TPOU3BOICTRY;

"9a" - maTepuasnbl aAMUHUCTPATUBHOIO JIeja, 0 KOTOPOMY BBIHECEHO OIpEAeIICHHE 00
OTKa3e B MIPUHATHH 3asBJICHUHN WA O BO3BpATE 3asBICHUM;

"10" - yronoBHbI€ JIe7a B Cy/C aleIUIAIIMOHHON WHCTAHIINHY;

"11" - rpakIaHCKUE JIeN1a B CYy/Ie aneUSIIIHOHHON HHCTaHITUH;

"12" - ngema mo xkanobOaM Ha TIOCTAHOBJICHUS TIO JellaM 00 aJIMHHHCTPATUBHBIX
NPaBOHAPYIICHUSIX;

"13" - MaTepuaibl B MOPSIKE UCTIOJHECHUSI PEIICHUIH;

"13a" - wmaTepuanbl, paspeniaeMble B IMOPSAKE HUCHOJHEHUS peUuleHud B

aJIMHHHCTPATUBHOM CYJIOTIPON3BOJICTRBE;
"14" - MmaTepuaibl 0 TPOBEACHUHU OTNIEPATUBHO-PO3BICKHBIX MEPOIIPUATHI;
"15" - uHBIC MaTEpHUAIIHI.

3.5. Ilpu HE0OXOAMMOCTH TIOCTYIUBIIUA JOKYMEHT TIIEPEHOCHUTCS Ha OyMaKHBIN
HocutTenb. OTMETKa O JlaT€é W BpPEMEHHM TIOCTYIUICHUS JIOKYMEHTa B Cyd H €ro
PETUCTPAIIMOHHBIA HOMEpP MOXET OBITh paclieyaTaHa Ha JOKYMEHTE C IOMOIIbIO
[N «JlokymeHTOOOOPOT U 0OpaIlleHUs] TPAKIAH.

3.6. PaboTHUK anmapaTa cyjaa, OTBETCTBEHHBIN 3a MPUEM JIOKYMEHTOB B 3JIEKTPOHHOM
BUJIE U (WIM) UX PETHCTPALIMIO JOKYMEHTHI IIEpeJaeT Mo MPUHAJJIEKHOCTH B JIEHb PUEMa, a B
UCKJIIOUUTENBHBIX CIIydasx - He mo3aHee 14 gac. cienyromero pabouero aHs. J[OKyMeHTSI,
MOCTYNHUBIIHUE T10 JieJaM, Ha3HAYEHHBIM K PACCMOTPEHUIO, PETUCTPUPYET HE3aMEeIJIUTENIbHO U
nepenaeT B AJIEKTPOHHOM Buje B JM4yHBIM KaOuHeT B [N «JlokyMeHTOOOOpOT M oOpaleHus
rpakaaH» Mo Ha3HAYECHHUIO.

Peructpannonnsie KypHaibl (peecTpbl) yueTa BXOISIIMX JIOKYMEHTOB (HOpMUDPYET
aBTomMatnuecku M pacnedarbiBaeT u3z [N «/lokymenToobopor u obpamenus rpaxaan» ['AC
«[IpaBocynue» B KoHIlEe paboyero AHs JUOO MO Mepe HEeOOXOIWMOCTH B TeueHue padodero
TTHSL.

4, Ilopsinok padoThl ¢ JOKYMEHTAMM, MOCTYNAIOIIMMHU 110 3JIeKTPOHHOM Mo4Te,
1o (paKCUMMJIbHOU CBS3H

4.1. Tlpuem, mepBuuHas 00pabOTKa, perucTpauus, rnepenava Jis pacHpeeNieHUs] WUiH
paccMOTPEHUsT KOPPECTIOHIEHIINN, TIOCTYNAIOIIECH B CY/l Ha O(UIIMATBHBIN JIEKTPOHHBIN SIIIIUK
CyJa OCYIIECTBIIETCS B TeUueHHE pabovero JHS OTBETCTBEHHBIM PaOOTHUKOM ammapara cyja,
JOJDKHOCTHBIM PETIIAMEHTOM KOTOPOTO MPETYCMOTPEHBI 3TH 00513aHHOCTH.

OTBeTCTBEHHBII pabOTHUK anmnapara cyia IpoBepseT:

- IPaBWJIBHOCTh YKa3aHMs aipecara;
- Hanu4Ke rpaduyeckoil MOIMUCH B 3asiBICHUH (0OpallieHuy, 3ampoce).

4.2. KoppecnoHieH 1, TTOCTYTAoas Ha UMEIOIIUNCS B Cy/I€ SJICKTPOHHBIN MOYTOBBIN
AUIUK CyZa, MepeJacTcs M0 Ha3HAUYEHUIO B AJIGKTPOHHOM BHJIE Yepe3 OOIIETOCTYIHYIO MaIKy
Ha cepBepe («OOMEHHUKY).

4.3. KoppecnoHieH1us, mocTynatomas B ¢y no pakCuMUIbHON CBSI3U, MepeaaeTcsl Ha
OyMa)XHOM HOCHUTENE TI0 Ha3HAYCHWIO, a TMpPH HEOOXOIUMOCTH PETUCTpALUH -
YIOJIHOMOYEHHOMY PaOOTHHUKY ammapara cy/a.



4.4. Peructpanus W mepefada KOPPECIOHACHIIMHM OCYIISCTBISCTCS IO aHAJIOTHU C
. 3.3, 3.4, 3.7.



