YTBEPXJEH

IIPUKA30M IIpeJcenaTeNs
ToTeMcKOro palioHHOTO Cyza

ot 21 anpens 2023 r. Ne 01-04-53

PEI'JIAMEHT - ‘
OpraHu3anyy AesTeJHLHOCTH NPHEeMHOM’
Toremckoro paiionnoro cyaa BoJioroackoii o6nacru

1. Oﬁmne'nonoxceﬂml

1.1. JledTensHOCTh HpHeMHOH cyna (mamee - IlpueMHasi cyna) periiaMeHTHPYeETCS
IlonmoxeHreM O NpHUEeMHOH CyAa, yTBEpXKAEHHBIM IIpelcefaTelieM Cyda Ha OCHOBaHUHU
IlpumepHOro mnonoxeHUss O IpHEMHON (QenepalbHOrO cyla oOOIIel HOPHCAMKIHH,
yTBepKIeHHBIM IipukazoM CynebHoro nemapramenTa mpu BepxosHoMm Cyne Poccuiickoi
Denepani 1 HACTOSIIHUM PETJIAMEHTOM. J

1.2. IlpaBoBoe peryiupoBaHHe OTHOLIEHUH, CBSI3aHHBIX C OpraHu3anuei
paccMOTpeHHus oOpallleHHH rpaxaaH (QH3MYIECKHX JIHUL), NMpeJcTaBUTeNed opraHu3aluii
(*OpHIMUECKUX JHIT), OGIMIECTBEHHBIX 00beAUHEHHI, OPraHOB rOCYNapPCTBEHHON BIACTH U
OpPraHOB MECTHOI'O CaMOYIIPaBIEHUS OCYIIECTBIIIETCS B COOTBEeTCTBUM ¢ KoHcTHTyIHEH
Poccutickoif @enepanny, denepaabHBIMI KOHCTUTYLIMOHHBIMY 3aKOHAMH, (heepabHBIMU
3aKOHaMH, YCTaHaBJIMBAIOIMMK IOPSNOK CYAONpPOU3BOJCTBA, IIOTHOMOYUS H IOPSIIOK
aeaTensHOCTH  cynoB, ®enepanbsHbIM 3akoHOM oT 22.12.2008 Ne 262-®3 «0O6
obecrieueHNH AOCTyNa K MHGOpMALUK O IesSTeIBHOCTH Cya0B B Poccuiickoit Meneparmm
¥l UHBIMH aKTaMH, PETYIAPYIOLUIMIMH BOIPOCH! BHYTPEHHEH IeSTeIbHOCTH CyJa.

2. Opranusanusi npueMa

2.1. Tlpuem rpaxnman (GU3MYECKUX JHI), TPEACTABHTENEH HOPHUIMYECKHX JIHI,
OpraHu3alMi, OOINECTBEHHBIX OOBEIMHEHMH, OpPraHOB TIOCYIApCTBEHHOH BIIACTH U
OpPraHoOB MECTHOI'O CaMOYTpaBJIEeHUs (Janee - IpUeM rpaKiaH) IPOU3BOJUTCS B HEHD MX
ofpalleHHs MOMOLTHUKaMH cynel (namee - paboTHukH IIpueMHOM cyna), B CIEMUAIBEHO
OTBEJIEHHOM IIOMEILIEHHH, OCHAIIEHHOM HEOOXOMUMBIM MMYIIECTBOM; HOPMATHBHBIMH,
CIIPaBOYHBIMH U MHBIMH MaTe€pHAIaMH, CPEACTBAMU CBS3H.

2.2. IlpueM rpaxnaH BeIeTCs €XelHEeBHO B TeueHHe pabouero Bpemeﬁn cyxa,
YCTaHOBJIEHHOTO YTBEPXKIAECHHBIMM IpeAcenareneM cyna llpaBuimamMy BHYTPEHHETO
pacnopsixa cyna, 6e3 IpegBapuTeIbHOHN 3alIUCH B MOPSAKE OUepeTHOCTH OOpallieHus, 3a
UCKITIOYEHHEM OTAEIBHBIX KAaTeropui TIpax[JaH, HMEIOUUX B COOTBETCTBUH C
3aKOHOJATENbCTBOM MPaBO Ha BHEOUCPEAHOM IIpHeM.

IIpy mpueme rpaNaHWH HpPEeABABISLET NOKYMEHT, yAOCTOBEDSIOLMH JHMYHOCTS,
JOBEPEHHOCTh Ha COBEpILICHHUE COOTBeTCTBonmero nerctBag (AN TpeAcTaBUTENS
3asBUTeEIIA) TUOO Oplep agBoKaTa. :

2.3. [pu HanUYUK TEXHMUECKON BO3MOKHOCTH B MHTEpecax oOeCIedeHHs 3aIliThl
IpaB IPaXKJaH BeIECHUE NIPHEMa MOXET COIPOBOXKAATECS ayIHuO0- U BHACO3AIUCHI0, O YeM
' TpaxkJaHe B 00s13aTeJIbHOM NOps/IKe YBEJOMIISIOTCS 10 Hayasla IprHeMa.
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2.4. Bo BpeMs mpueMa IpaxAaH, a TaKke IpH UX oOpalieHuH o TenedoHy
rpa’kiaHaM MOTYT JaBaThCs YCTHBIE pa3bsCHEHHUS O MOABEIOMCTBEHHOCTH PacCMOTPEHUS
MHTEPECYIOIMX MX BOIPOCOB, MOpPsAKEe OOpallleHs, KOMIETEHIMH Cyha, IOpsIKe
T0JTy4eHUs HHQOPMaLKMH 00 HTOrax pacCMOTPEHUS 3asBIICHUH, Xano0, UHBIX 00paleHuit.

2.5. VcTHBIE OTBETHI U Pa3biACHEHMS HA YCTHBIE OOparieHus IpaxIaH JAFoTCs, KaK
NpaBUIIo, B IeHb oOpaeHus. Ecinu naTe yCTHBIM OTBET (pa3biACHEHHE) B IeHb 0OpalneHus
HE IPEACTABIACTCS BO3MOXKHBIM WIIH TPAXKIAHWH HACTAWBAET HA IIPENOCTABICHUH
IIMCBMEHHOTO OTBETa, €My JAeTCsl YCTHOE Pa3bsCHEHUE O CPOKE U IMOPSJIKe IMONydeHHs
OTBETA.

- JUid  monmydeHWs NHCBMEHHOIO OTBETa 10 WTOraM IIpUeMa TpaxIaHUHY
NpeaIaraeTcsi MUCbMEHHO M3JI0XKUTh CMBICI CBOETO BOIpoca (IIpe/IoKeHHUs, KaIo0kI).

2.6. Pabornuku IIpuemHO# cyna oOs3aHBI OKa3bIBaTh COZAEHCTBHE TpakAaHaM B
IPaBUIBHOM YKa3aHHM B IHCHMEHHOM OOpallleHWH Ha3BaHHsd NO/DKHOCTH, (aMHIHH,
UMEHH, OTUECTBA aipecaTa, Ha3BaHuA Cya. |

2.77. Bce Marepuanpl, IONy4eHHblE OT TIpaxXJaHWHA B XoJe IIpHeMa,
PETUCTPUPYIOTESI B COOTBETCTBUH C MHCTPYKIHEH 10 cyaeOHOMY AeIoONpOU3BOACTBY.

2.8. Paboruuku IlpueMHO#l cyna HecyT HENOCPeACTBEHHYIO OTBETCTBEHHOCTH 3a
HEHaJAJIeXxallee BeIeHUe IpremMa.

B cmyuyae BO3HMKHOBEHHs MO IpHYMHAM, CBSI3aHHBIM C OpraHH3aIlueil paGoThl B
CyZe, IpoOIeMHBIX CUTyallui, NpeNsITCTBYIOIIUX IpeAoCTaBIeHUS ULy, 0OpaTHBIIEMYCS
B Cy[, 3anpamuBacMoi uHGOpManuy, BeAaYe 3alpaliiBaeMbIX JOKYMEHTOB, PUHITHIO
[IOJIlaBa€MBIX KM JIOKyMeHTOB, paborHuku IIpumemHOH cyza oOs3aHBl IPHHATH
MaKCHMaJIbHO BO3MOXKHBIE MEPHI A paspelleHrs CUTyalluH 110 CYILECTBY, B TOM YHUCIIe
oOpaTHTCs K ApYTMM paboTHHKaM arnrapara cyja, HpeAcefaTeltio cyaa (Cyabe).

2.9. Paspemenne m00BIX CHOPHBIX CHUTyalWii, BO3HUKAIOIIUX B - IIPOIECCE
B3aumozelicteuss IlpuemHo#l cyma ¢ pgpyruMu  pabOTHHKaMd — ammapaTa Cyha,
IIPOU3BOAUTCA uepe3 Tmpeacenarens cyzna. Paborauku TlpwemHoM cyma o0s3aHBI
rHQOPMHUpPOBATE mpencefaTens cyaa o060 BCeX BOZHHMKAIOIMX B Tpolecce paGoThl
[IpuemHO# cyzna MpOOIIEMHBIX CUTYaIHSIX. ,

2.10. B cmy4asx, koraa paspelieHue BOIpoca, ¢ KOTOPEIM IpaXJaHUH obpainaercs
B CyJ, HE BXONHUT B KOMIIETEHIHIO NAHHOrO cyda, paboTHukM IlpueMHON cyna
Pa3bACHAIOT, B KaKOMH CyJ Cle/lyeT 0OpaTUTECS ¢ MOJOOHEIM BOIIPOCOM, MHG0 COOBIIAIOT,
9TO JaHHBIN BONPOC HE OTHOCHUTCS K KOMIIETEHI[UH CY/J0B. '

2.11. PaborHuxu IlpmemMHON He HMEIOT IHpaBa NPEAOCTABIATH CJeNYIOIIYIO
uHQOpMAIHUIO:

0 HOMepax Telae(@OHOB PYKOBOJCTBA U CyJielt TaHHOTO CyZa, a TAKXKe APYTHUX CyIOB;

MH()OPMAIHIO, COCTABISIOIYI0 TOCYJAapCTBEHHYIO, CIyXeOHyI, KOMMEPYecKyro
TalHy M HMHYIO OXpaHIEeMYyI0 3aKOHOM TaliHy, a Takke Jpyrue, He IIOAJeXallie
pacnpoCTpaHEHHUIO CBEIEHUA, CTaBIIME U3BECTHBIE UM B CBS3W C HCIOMHECHUEM
JIOJDKHOCTHBIX O0sI3aHHOCTEI, \

2.12. PabotHuku IlpmeMHOM Cyna He MMEIOT IIpaBa OKA3bIBATH IOPHIHUECKYIO
TIOMOMIb JIMLaM, OOPaTUBILVIMCS, B CYH, 3a UCKIIOYEHMEM TNpenocTaBiedns nHHOpMALUH
0 BoIpocaM OQOPMIIEHHS 3asBJIEHHUH, Kano0, oOpallleHuii, HOaBaeMbIX B Cy[I, TOPAIKA
UX II0Ja4y, MOPsA/Ka IIOJY4YCHUS OTBETa WM 3alpalliBaeMbIX JOKYMEHTOB.



2.13. Ilpu nmpueme obpamenuii rpakaal He JOILyCKAeTCs BO3JIOXEHHE Ha IPaxIaH,
He TpeNyCMOTPEHHBIX 3aKOHOM OOS3aHHOCTeH WJIH OrpaHHYEeHHe BO3MOXHOCTHU
pean3aliy UX IIpaB, B YaCTHOCTH He JOITyCKaroTCs TpeOoBaHHMs:

IPEICTaBICHHUA  JOKYMEHTOB, HE IPEeIyCMOTPEHHBIX 3aKOHOIATEILCTBOM,
TIPENOCTAaBIAIONIAM TPaXKJaHMHY IIpaBO, HAa peajH3aldi0 KOTOPOro HAIpaBIIEHO
3asaBieHue (xKanoda, obpalieHue);

HCIIOJIHEHMS TpaXkIaHHHOM 00S3aHHOCTEH, He CBA3aHHBIX C 3asgBleHUEM (KaIo0oi,
o0palueHreM), eClTi 3TO He MPEAYCMOTPEHO deepanbHEIM 3aKOHOM;

peanu3aiyiy rpaXJaHHHOM CBOETO IIpaBa TOJBKO NPU YCIOBHU peald3allid HHBIX
He CBS3aHHEBIX C HUM IIPaB, €CJIH 3TO HE MPeAyCMOTPEHO (eiepalbHbIM 3aKOHOM;

yILIaThl COOPOB, OTLIATHL YCIYT, HE MPELYCMOTPEHHBIX 3aKOHOJATEIECTBOM;

CHATHUS KOTIUYA ¢ TOKYMEHTOB, €CJIK 3TO HE NPEeIyCMOTPEHO 3aKOHOAATEIHECTBOM;

0053aTebHOr0 3aKIIOUYEeHHs JOTOBOPOB, CBSA3aHHEIX C pPacCMOTpPEHHEM 3asABJICHHS
(xamobbl, OOpalleHus), eCId B COOTBETCTBHH C TPAXAAHCKMM 3aKOHOAATEIHCTBOM
Poccuiickoii @enepariuu 10400HbIE JOTOBOPHI 3aKIIIOYAIOTCSA B JOOPOBOIBHOM TOPSAKE;

00513aTeNBHOr0 UCTIONB30BAHMS MPAXTAHUHOM INPH TIofa4ve 3asBiIeHUM OJIaHKOB U
WHBIX THUNOBBIX ()OpM, BBIJABaeMBIX CYZAOM, €CIM OSTO He IIPeIyCMOTPEHO
3aKOHOATENIFCTBOM; )

, COBEPLIEHMS]  IPaXJaHHHOM  MHBIX  JeHCTBMM, He  IIPEeLyCMOTPEHHBIX
3aKOHOJATENLCTBOM.

3. IIpueM g0KyMeHTOB

3.1. Paboruuku [IpuemHOl cyna npuHMMAalOT OT NI, oOpamalomuxcs B CYI,
JOKyMEHTBI, HETIOCPEICTBEHHO IIPUHOCUMEIE UMH B CYI. '

3.2. PaborHuxu IlpueMHON 00s3aHBI IPOBEpUTH OQOpMIIEHHE OOpaIIeHHii,
II0JaBaeMBIX B CYI, Ha COOTBETCTBHE OOIUM TPeOOBaHUAM K 0QOPMIICHUIO, H3NTOKESHHBIM
B nyHkre 3.3 PermameHra, a Takke HOpMam HpPOLECCYaIbHOTO 3aKOHOAATENLCTBA U B
Ccily4ae HeBepHOro opopMieHHs HUHPOPMUPOBATh 00 STOM 3asBUTENS. ECu HEIOCTATOK B
oopmiieHMM MOXeT OBITh HCIpaBiIeH HeMelUleHHO, paboTHuky [IpwemHoi cyxna
HeoOXOAMMO pa3bsICHUTh 3asBHUTENIO JaHHYIO BO3MOXHOCTH. VcmpaBieHus B 3ampocax
. IPaBOOXPAHMTENBHEIX U CyHAeOHBIX OpraHax He JOMyCKaloTCs.

O6pamenus, copepxalive OCKOPOWUTENbHBIE BBIPAXKEHHS, HE TMOJAOIINECS
IPOYTEHHIO JIUOO OdOpMIIeHHbIe Ha 0OOpOTHOH CTOpOoHe OJaHKOB, OOpBIBKax OyMarw;
ohopMiIeHHEIE HE HaulexaluM o6pa3oM WIM He IIOJIeXAlye Ioga4e B NaHHBIN CyQ,
MOTYT OBITh IPUHSATHI B TOM Cly4ae, eCliy [OCJe MOTydeHus pashsiCHeHN OT paboTHUKA
puemnoi cyna rpaxaaHuH HacTauBaeT Ha Mojade (IPHHATHYU) YKa3aHHBIX OOpaIlleHHA.

PabotHuk IlpremMHO# cyna He UMeeT IpaBa NPHHUMATD oGpameHI/m, B KOTODPEIX B
KayecTBe aJpecaTa He yKa3aH JaHHbBIN CYL.

3.3. JlioGoe npuHuMaeMmoe 3asBieHue (kanoba, 06pameHHe) JIOJKHO COJIEPXATh
ClIeAyIONIYI0 HH(DOPMAaLHIO:

yKasaHue agpecara (HaUMEHOBaHHUE JAaHHOTO Cyla);

(GamMuIHIO, UMS, OTYECTBO 3aABUTENA WX HAUMEHOBaHNe opraHnsaunn,
ABIISIIOILENCS 3asBUTEIIEM;

TIONHEIA afpec (C yKa3aHMeM IIOYTOBOTO HMHIEKCa) MeCTa JKMTEJIbCTBA MIIM MeCTa
HaXO0XXICHHS 3aIBUTEIS,
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HaMMEHOBaHUE NOKYMEHTa (3asBleHUe, Kanoda, 3anpoc u T.11.);

JTUYHYIO NMOANKUCH 3asBUTENs WM JOJDKHOCTHOTO JIMIAa OpraHH3alluH, SBJISIONIEics
3asgBUTETIEM;

naty oOpalieHus.

B Texcre Tex kareropuii 3asgBneHuit (xkanod, o0palueHuit), KOTOpPEIE B COOTBETCTBHM
C HOpPMamH IIpOllECCYaJbHOTO 3aKOHOAATeNbCTBAa MOTYT OBITh IIOJAHEI TOJBKO
YyYacTHMKaMM CYAOIPOM3BOACTBA (JIMIaMM, Y4YacTBYIOIIMMH B Jejie; y4YacTHHKAMH
IIPOM3BOJACTBA MNO JenaM 00 aJMUHUCTPATHUBHEIX IPABOHAPYINEHHAX), IIOMHMO
NIEPEYUCICHHON BHIIIe HHGOPMaLUH J0JDKHO OBITH YKa3aHO MPOIECCYATBHOE TON0XKEHUE
3asBUTEIS.

3.4. Ecnmu 3asgBUTEns TIPOCUT OTBET Ha TIoAaBaeMoe oOpallleHHe WA
3arpamuBaeMylo KONUIO (IIOJJIMHHNK) JOKYMEHTA (0B) He HAIpaBJIsATh IOYTOH, a BBIAATH
Ha pYKH JIUOO OTIpPaBHUTH [0 IPYTOMY ampecy (zlpymMy JHLY), 3TO OGA3aTENBHO JOIKHO
OBITH yKa3aHO B IIpUHUMAaeMOM OOpalleHUH.

3.5. Ecmu B mpuHHMaeMoM OOpallieHUH UMeeTcd CIHMCOK IpUIaraeMbiX K HeMy
AOKyMeHTOB, paboTHuku I[lpmemHOIl 00s3aHBEI HPOBEPUTH COOTBETCTBHE IIPHIIOKEHHUH,
YKa3aHHBIX B CIIUCKE, H TOJILKO IPU YCIOBHAY HAJIHYHUS BCeX IePeYUCIICHHBIX PUIOKEHUH
IpUHATE JOKYMEHT. B cily4ae OTCYTCTBHS Kakumx-TMOO NPHIOXKEHUM pabOTHUKU
IlpueMHON cyma JOJDKHBI IIPEIUIOKUTH 3aSBUTENIO BEIYEPKHYTH OTCYTCTBYIOLIME
NPUIOKEHUA W3 CIOHCKA W 3aBepuUTh [JAHHOE WHCIpABJIEHHE IIOANUCHI0 3asBHTEJIS.
OOpaimenyve, B KOTOPOM OTCYTCTBYIOT KaKHe-THOO HMPHIOKEHHUS, MOTYT OBITh IPHHSTHL B
TOM Cllydae, €ClIM IIoCJe IIOJydeHHs pa3bsCHEHUH oT paboTHuka IIpuemHO# cyna
3agBUTe]b HAacTaWBaeT Ha Mojade (IPUHATUM) yKa3aHHBIX oOpamenuit. [lpum sTomM 00
OTCYTCTBHUHU KaKOro-mubo TOKyMEHTa WY MPUIOKeHU K 0OpallleHHIO COCTaBIsAeTCs aKT B
COOTBETCTBUH C TPeOOBAHMSAMHM HHCTPYKUHMM IO CyIeOHOMY IeNIONpPOU3BOIACTBY, OMUH
DK3EMIUISIp KOTOPOrO BBIAAETCA (HAINpaBNSETCs)) 3asBUTENI0, HHBIE OK3EMIUISPHI
npHoOIIaloTes K ITONYYeHHBIM JOKYMEHTaM M IIepefaloTcs BMecTe C HHUMH II0
IIPHUHAJICKHOCTH.

3.6. B ciydae, oTka3a 3asBUTENS OT BHECEHUs YKa3aHHBIX HMCHPABIICHHH B CIHCOK
IPWIOXKEHUH JMOO eclu OTCYTCTBHE IIPHIOXKEHUS YCTaHOBJIEHO TIIOCNe IIPHUHSATHS
obpainenus, pabotHuky IlpuemHol cyna WHGOPMHUPYIOT 06 3TOM TMpencemaTess Cyaa H
COCTaBIISIETCS. aKT O TOM, YTO COOTBETCTBYIOIIee OOpAallleHHe MPHUHATO 0e3 YKa3aHHBIX B
HeM TNPHIOXKEHHH (AKT COCTABNAETCA B COOTBETCTBUM ¢ TPeGOBAHMAMM MHCTPYKIMH IO
CyAeOHOMY HeIOIPOU3BOACTBY.

3.7. Ecim obpalieHne MOAMMCAHO MPEICTABUTENEM WM 3alIUTHUKOM 3asSBHUTEN,
pabotruxu IlpuemHo# cyna 00s3aHbL:

IIPOBEPUTH HAIMYUE Y MPeACTaBUTENS J.IOBepeHHocm OT 3asBUTENS HA COBEPIICHUE -
COOTBETCTBYIOILETO IIPOLeCCyalbHOr0 ASHCTBHS, a Y 3allIUTHUKA - opaepa (111 agBokara),
IIOCTAHOBJIEHHA CyJa O JIOMyCKE B KayecTBE 3aIIUTHUKA HAPAAY C &IBOKATOM MJIH
JOBEPEHHOCTH OT JIALE@, B OTHOIIEHHWH KOTOPOrO BeHeTCs IPOH3BOACTBO IO Iy 00
aAMHMHHCTPaTUBHOM IpPaBOHAPYIUCHHH,

B Clly4ae HEOOXOAMMOCTH Pa3bsICHUTh 00S3aTeNBbHOCTD NPHOOINEHNS K 00paeHHIIO
opaepa (I afBOKATa), 3aBEPCHHOM KOIMMHU TIOCTAHOBJICHHS Cyla O JOIYCKE B KAaueCTBE
3alIUTHHKA HAPSAAY C aJBOKATOM;

€CIM JOBEPEHHOCTh (€€ HOTapUalbHO 3aBEPEHHOM KOIMHUH), II0 JaHHBEIM
MH(OPMALFIOHHOM CHCTEMBI Cyla HIH [0 COOOIEHHIO paGOTHHKOB anmapara cyna




OTCYTCTBYET B MaTrepHajax Jeja, CeATh KONUI0 C MO[IMHHWKA MJIH HOTAPUAIBHO
3aBEPEHHOH KOIMUHU JOBEPEHHOCTH, 3aBEPUTH €€ CBOEH MOAMKUCEIO U NEYATHIO A KOIUH U
IPUOOIIUTE €€ K IIOJaHHOMY O0pallleHHIo.

3.8. JIoKyMEHTBI, IPHHOCHMEIE B JOHOJNHEHWE K paHee IOMAHHBIM OOpamieHusM,
MOTyT OBITH NPUHATH B [IpueMHON Ccyna TOMBKO B TOM Ciiydyae, eciM OOpalllcHHE, B
IOTIONIHEHHE K KOTOPOMY OHH TIPEACTaBIAIOTCS, IOCTYIIIIO B CyA U ellle He pacCMOTPEHO.

- K noxymeHnTaMm, npeAcTaBisieMbiM B JOIIOJHEHHE K paHee MOAaHHBIM O0pAaIIeHUsIM,
JOJDKHO OBITh NPHUJIOXKEHO 3asiBJICHUE C yKa3aHWeM Ha TO, B JOIOJHEHHE K KaKOMY
VMMEHHO OOpAIllEHHIO OHM IpeICTaBILIIOTCA. B ciiydae OTCYTCTBHS TaKOTo 3asBJEHHS,
pabotnuk IlpmemHoli cyna o00s3aH ykasarh 3asBHTENI0O Ha HEOOXOAAMOCTbH €ro
cocTaBjicHUs. be3 npuobieHns yka3aHHOTO 3asBIEHMS JTOKYMEHTHI, NpeACTaBlIseMbIE B
JOTIOJIHEHHE K paHee MOJaHHBIM OOpaleHHsAM, MOTYT OBITH NpPUHSATHE TOJNBKO B TOM
ciydae, €ClIM II0JaTeNlb HacTauBaeT Ha WX NMPUHATUHU Oe3 3asBieHUA. [IpH 3TOM pabOTHHK
IIpuemHO# cyna oO0s3aH NPUHATH BCE BO3MOXKHEIE MEPHI JJIs YCTaHOBJICHHS OOpalleHus,
B JIONIOJIHEHHE K KOTOPOMY IpEACTAaBISIOTCS MTOJaHHbIE JOKYMEHTHI, HO HE MOXXET HECTH
OTBETCTBEHHOCTH B ClIydae HEBEpHOT'O OIpeAesIeHUs oOpalleHus, K KOTOpOMY HaIJIEKHUT
IpUOOLIUTE TOAaHHBIE JOKYMEHTHI. |

3.9. Ha nmpunsTom paboraukom [IpuemMHoOM cyia oOpalieHuH IPOCTaBISIETCs MITaMIT
ITpuemMHO# cyna ¢ ykazaHueM TeKylleid AaThl U BpeMeHH, KOTOPBIA CTAaBUTCS HA JIUIIEBOU
' CTOpOHE IIEPBOTO JIMCTa O0pallleHNs B IIPABOM HIDKHEM YTy, TaM K€ CTABUTCS BXOMASAIINMN
HoMep. Hramm IlpmeMHOl cyna, 3aBepeHHBIM NOAMKMCHI0 PabOTHHKA, IPHUHSBIIETO
obpaienye, o mpockbe NHIa, IpeAcTaBuBIero obpamenve B [IpueMHyro cyaa, CTaBATCS
TaKXXe Ha IPEJCTaBICHHON MM JONONHATENHHOM Komuu AaHHoro obpamienus. llramm He
CTaBUTCS Ha JOPYrUX NOKYMEHTax, JaXke €ClId OHU IOJAIOTCS B JOIONHEHHe K paHee
MO@HHBIM O0pameHusM 6e3 NMpHOOIIeHus K HUM 3asiBJICHUS, YKa3aHHOTO B IyHKTE 3.8
HACTOSIIEr0 periaMeHTa.

3.10. Bee mpuHATHIE JOKYMEHTHI, B TOM YHCIIe NOAAHHBEIE B JHONOJHEHHE K paHee
HOoAaHHBIM oOpamienusM, pabotHuk IlpmemMHON cynma o06s3aH 3aperucTpupoBaTh B
coorBeTcTBytomux mnoxacucreMax I'AC "IIpaBocynmue” (IIM "JloxymeHToobGopor -
obpamenust rpaxaan”’, [T "Cyne6GHas koppecnoHAEHIMS” M 1Ip.) U HepelaTh B OEHb
TpHeMa TI0 TPUHAMIEKHOCTH 110 chOPMUPOBAHHOMY H pPacIeYaTaHHOMY H3 HOICHCTEM
I'AC "IIpaBocynne” COOTBETCTBYIOUIEMY pPEeCTpy IepeAadd NOKYMEHTOB WM €TUHOMY
peecTpy ydyeTa BXOIAIIEH KOppPECHOHIEHIMH (B ClIydae pPerucTpalldd Bced BXONSALIEH
KoppecnonaeHuMy B IlpueMHOHN cyna) moXx pOCIHUCH JIML, HEMOCPEACTBEHHO KOTOPOMY
IepeJaHbl JOKYMEHTEI, ¢ YKAa3aHUEM UM 3aHUMAaeMOX JOJDKHOCTH, a B HCKIIIOUHTENIBHEIX
cirydasx — He mozguee 10.00 cnemyromiero pabodero IHs, €CIA HHOE HE NIPELYCMOTPEHO
HHCTPYKIMEH [0 Cy1eOHOMY IeJIONIPOU3BOACTBY. PerucTpanus JOKyMEHTOB M Mepejiauax
0 IPUHAUIEXHOCTH OCYILIECTBIAETCI B CTPOIOM COOTBETCTBHH C TpeGOBaHHSIMHU
MHCTPYKIHH 110 CyeOHOMY JEIONpPOH3BOACTBY.

Peectprl mepenayn JOKyMEHTOB XpaHstcs B [IpueMHoit cyna.

3.11. JloKyMeHTBI, NIOAaBacMble II0 JellaM, Ha3HaYeHHEIM K PacCMOTPEHHIO,
paboTHUK IIpueMHOI cyna 00s3aH He3aMeNIUTENbHO 3aperkHCTPUPOBaTh B MOACKCTEMAX
I'AC "INpaBocy/ue” U NEpENaTh [0 PEeCTpaM Mo IPUHANISKHOCTH. .

3.12. Ecnu nuuo obpamaeTcs ¢ npockOoit 0 mpHeMe Kaxkux-JHO0 JOKYMEHTOB IO
KOHKPETHOMY JeJy HemoCpeACTBEHHO B IeHb, Ha KOTOPHIM Ha3zHaYeHO pacCMOTPEHHE
COOTBETCTBYIOMIETrO Aena, pabotHuk [IpruemHol cyza 0043aH pa3bsICHATh 00paTUBIIEMYCS



11eN1eco000pa3sHOCTh  pa3pellleHHss COOTBETCTBYIOLIErO BONPOCA HEMOCPENCTBEHHO B
- cyneOHOM 3acelaHHy.

3.13. Ha xaxaoM npuHsATOM OOpallleHHH, MOAAHHOMY IIO KOHerTHOMy ey
(Marepuany) paboTHukoM IlpuemMHON cyna, KpOMe PerMCTPAlOBHOIO HOMEPA, CTABHTCA
HOMEP COOTBETCTBYIOIIETO JeNa/IIPOM3BOACTBA, eciu HHGOpManus O HeM uMeercs B
nozacucreMax I'’AC "IlpaBocynue”. HoMep nmena (Marepraia) OpOCTaBIAETCS TAKXKe MPH
perucTpanud npuHATOro ofpameHus B moacucremax -['AC "HpaBocyﬂHe” %4
COOTBETCTBEHHO — B peecTpax.

3.14. Ecaun x oOpallleHHIO0 NpHIIOXKeHa KBI/ITaHHI/Iﬂ o6 orutate rocymapcTBeHHOMN
IIOLLIMHEI WM 3aBepeHHas KOIUS IJIaTeXHOro nopydeHus ol oruiaTe rocydapCTBEHHOM
NOINHHEL, 00 3TOM JAenaeTcs OTMETKa (C 00sA3aTeNbHBIM yKa3aHHEM CYMMBI YILIAUeHHOM
TOCYJIJapCTBEHHOM IONIIIMHBI) TIPH PETHCTPAlUy JAaHHOTO OOpaIleHHs B IOACHCTEMAaXx
T'AC "TIpasocynue”. '

4. Belgaua 10KyMEHTOB

4.1. Beimaya JOKyYMEHTOB pabOTHHUKOM INPHEMHOH OCYIIECTBIISIETCS Ha OCHOBAHHHU
IOUCBMEHHOro  ofOpallleHus  (3as#BleHHSA) TpaXAaHHHA, 3apETrHCTPHPOBAHHOTO - B
| YCTaHOBJIEHHOM HHCTPYKIIKEH 10 CyJe0HOMY A€NONPOU3BOICTBY IOPSIKE.

PaborHuk IlpuemHON cyna mnpu BblZade IOKYMEHTOB 00s3aH IPOBEPUTH
MIPaBIJIBHOCTh O(GOPMIIEHHS [NOKYMEHTa, BBIJJaBa€MOr0 CyAOM, H TOJBKO B ClIy4ae
HaJUTeXaliero ero oopMiIeHus BEIIATh JAHHBIN JOKYMEHT.

JoxymeHTsl, oQopMIICHHbIE HEHaIe)XKauM o0pa3oM, He MOTYT OBITH BBIJAHBIL.
PaborHux IlpueMHOl cyna 00s3aH YCTpaHHTh HENOCTATKM B OQOPMIICHHH JOKYMEHTa
CaMOCTOSTENIFHO JOO BO3BpaTUTh JOKYMEHT M Ha/texamero odopmieHus
COOTBETCTBYIOLIEMY PaGOTHHKY anmapaTa cy/a.

4.2. Pa6otuuk IIpueMHOM Cyga HeceT OTBETCTBEHHOCTh TONBKO 3a COAEPIKAHHE
CaMOCTOSATEIBHO IIOATOTOBIEHHOIO U BBIIaBaEMOr0 JOKYMEHTa JIMIIaM, 00paIlatoIuMcs B
Cyl, B TOM YHCIE B YaCTH COOTBETCTBUS COIEPXKAHHS JOKYMEHTA ‘MH()OPMAIWH,
comepXKallencsl B COOTBETCTBYIOIIIMX noJCcHCTeMax I"AC "TIpaBocynue”.

4.3. Ecix OKyMEHT MOXeT OBITh BEIAAH TOJIBLKO ONpefeleHHBIM KaTeropusaM JIHIl,
YCTaHOBICHHBIM 3aKOHOM, pabothuk [lpwemHOI cyza o00si3aH yCTaHOBWUTH JIMYHOCTE
3asIBUTENS. U OIpPEAeNIUTh ero HpI/IHaJIJIe)KHOCTB K KaTeropuyl UL, MMEIoNUX NpaBo Ha'
HOJIydeHHe JaHHOIO JOKyMEHTA.

4.4. Ecni JOKYMEHT BBIAAETCS NPELCTABUTENIO 3asBHUTEINS, pa6OTHHK HpHeMHOH
Cyza, IOMHUMO JIEHCTBUH, YKa3aHHBIX B ITyHKTe 4.3 HacTosIero PernamenTa, TODKeH:

IIPOBEPUTH HAIMYKE Y IIPEICTABUTENS JOBEPEHHOCTH OT 3asBUTENS Ha COBEPILIEHHE
COOTBETCTBYIOLIETO AEHCTBHsL, MIPH OTCYTCTBHUM TAKOBOM Pa3biCHUTH HEOOXOIMMOCTE e
npezacrasieHus B Ilpuemuyto cyna;

eCM yKa3aHHas JOBEPEHHOCTh (€€ HOTAPHMANBLHO YAOCTOBEPEHHAA KOMMA), IIO
DaHHBIM cooTBeTCcTBYlomMX InoacucteM I'AC "llpaBocymue” mimu mo HHGOpMALHH
paboTHHKOB afapara Cyla OTCYTCTBYET B Jejie/MaTepuae, CHATh KOIHUIO ¢ MOAIMHHAKA
(ero HOTapHATHEHO YIOCTOBEPEHHOMN KOMUK), 3aBEPUTDH €€ CBOEH MOANMCHIO ¥ NEYATHIO IS
KOIIMIA U IIPUOGIIUTE K PACIIMCKE B IONYIEHHH 3aPaIliBaeMOT0 TOKYMEHTa.

be3 coBepleHys yka3aHHBIX OEHCTBUI 3ampamIiBaeMblil 3asBUTENEM AOKYMEHT He
MOXeT OBITh BBIIaH €T0 IPEACTABUTEIO.



4.5. Ilpu Beigaue uepes [IpueMHyt0 cyaa qr000ro JOKYMEHTA C JIMIA, HOTYYaroIero
IOKYMEHT, OepeTcsl COOTBETCTBYIOLIAsl PacIUCKa B €ro MOJyYSHUH.

Pacmucka o¢opmisercs 160 Ha OOpalleHHH O BhIade 3aIlpalldBaeMoro
JIOKyMEHTa, 1100 Ha OTAEeEHOM JIUCTE U AOJDKHA COJIEPIKATh cnenyfonme CBEICHU:

HaMMeHOBaHWe JOKyMeHTa (paclucka);

baMuiHo, UM 1 0TYECTBO JIHLQ, TTOTYYUBIIET0 JOKYMEHT (bl);

®.1.0. 10/KHOCTHOrO JIHIa ¢ yKa3aHWeM HauMEHOBaHUS 3aHUMaeMOU JODKHOCTH,
3a UCKITIOYEHMEM ciIydaeB OOpMIIEHUS PacIUCKA Ha o6pameHnH (zampoce), coznepKalLeM
HHGOpMaLKIO O 3aHUMaeMO UM JOKHOCTH;

HaiMEHOBaHWE NONYYEHHOro (BIX) HOKyMeHTa (OB), YKa3aHHe KOJWYeCTBa
OMy4YeHHBIX 9K3€MIUISIPOB ¥ KOJIMYECTBA JIMCTOB IIPUIOXKEHHH;

TOJIKCH JIUIIA, TIOJYYHUBILETO JOKYMEHT (Bl);

IaTy MoJy4eHus JOKyMeHTa (OB).

4.6. PaGotauk IlpmemHO# cyma 00s3aH NPOBEPUTH NPABHIBHOCTH OQOPMIICHHUS
paclucKy, KOTOpdsl IepeNaeTcs MO NPHUHAIIEHKHOCTH IS IPUOOILIEHUS K MaTepuaiam
JieNa/IIPOU3BOJICTBA, O BhIJaue NOKYMEHTA JENaeTcs TAKxKe OTMETKA B COOTBETCTBYHOIIMX
noacucremax ['AC "[IpaBocynue”, B CIpaBOYHOM JIUCTE.

4.7. Konum 3arpamiBaeMbIX CyAeOHBIX aKTOB U3rOTaBIMBAIOTCA U OQOPMIISIOTCS B
COOTBETCTBUM C TpeOOBaHUAMU UHCTPYKUMH II0 CyAeOHOMY JeJIOIIPOM3BOACTBY
HENOCpeACTBEHHO paboTHUKOM [IpueMHOH cyna HIM MWHBIMH YIIOJTHOMOYEHHBIMH
pabOTHHKaMH amnmapaTa cyJa B A€Hb IOCTYIUICHHS 3asBICHMUS, a IIPU HEBO3MOXXHOCTH — B
cpok He Ooiiee NATH paboyuX JHEH ¢ yKa3aHHOU JaThl.

5. BzaumogaelicTBHe ¢ APyruMu paGOTHHKAaMM annapara cyaa

- 5.1. B cnyyasx, xorna paGortHuk IlpuemHo# cyna obpamaercsd k paboTHHKam
afmapara cyJa, ocjefHue o0s3aHbl NPUHATE He3aMeJIUTeIbHbIe MEPHI Ui pa3pelleHUs
COOTBETCTBYIOLIEH MpobyieMHON cuTyanuy (Hanpumep, IPOBEPUTH HATMYUE JIeNia B CY/IE,
YCTAaHOBUTBH  3aIpallliBacMyIO HH(bopmaumo IO MaTepHanaM COOTBETCTBYIOIIETO
Jierna/IIpOU3BOJCTBA H AI. ).

5.2. Pabornuku Ilpuemnoit cyna oOs3anbl coOmomaTh TOPSANOK Iepenadu
IIPAHATHIX JOKYMEHTOB K IpYrHM pabOTHHKAM amiapara, YCTAaHOBJICHHBIH ITyHKTaMu 3.9 -
3.14 Hacrostuero PernamenTa, B COOTBETCTBMH C TpeGOBaHMAME MHCTPYKIME IO
CyHeOHOMY [€TONPOH3BOICTRY. |

5.3. 3a cozmeprkaHue U NPaBUIBHOCTE OQOPMIICHHS BeIIaBaeMoro yepes [IpueMuyio
Cyla JOKyMEHTa HECET OTBETCTBEHHOCTh YIOIHOMOYEHHBIM pabOTHMK ammapara cyna,
U3TOTOBUBIIMM TaHHBIN AOKyMeHT. [Ipu 5ToM cooTBeTcTBHE OQOPMIIEHHS BBIIABAEMOIO
OOKyMeHTa TpeOOBaHMAM HHCTPYKIHHU MO CymeOHOMY AETIONPOM3BOACTBY JOJIKHO OBITH
IpoBepeHO paboTHHKOM IIpueMHO# cyla U B TOM Cllydae, KOT/a JOKYMEHT IIOATOTOBJIEH
WHBIM YIIOJIHOMOYEHHBIM pabOTHUKOM armapara cyja.
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