YTBEPXJEH

IIPUKA30M IIpeJceiaTeNs
ToreMcKOro palioHHOTO Cyza

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

PEI'JJAMEHT = ‘
OpraHu3anyy AesTeJHLHOCTH NPHEeMHOMN
Toremckoro paiionnoro cyaa BoJioroackoii o6nacru

1. Oﬁmne'nonoxceﬂml

1.1. JlesTensHOCTh HpHeMHON cyna (mamee - IlpueMHas cyna) periiaMeHTHPYeETCS
IlomoxeHrneM O NpUEMHOH CyAa, yTBEpXKAEHHBIM IIpelcefaTelleM CyAa Ha OCHOBAaHUHU
IlpumepHOro mnonoxeHUss O IpHEMHON QenepalbHOrO cyla OOIIell HOpHCAMKIHH,
yTBepXKIeHHBIM IpukazoM CynebHoro nemapramenTa mpu BepxosHoM Cyne Poccuiickoi
Denepany 1 HACTOSIIUM PETJIAMEHTOM. J

1.2. IlpaBoBoe peryiupoBaHHe OTHOLIEHUH, CBSI3aHHBIX C OpraHu3anuei
paccMOTpeHHus oOpallleHHH rpaxaaH (QH3MYECKHX JIHUL), NMpeJcTaBUTeNed opraHu3aluii
(FOpHIMUECKUX JHIT), OGMIECTBEHHBIX 00beAUHEHHI, OPraHOB rOCYIapPCTBEHHON BIACTH U
OpPraHOB MECTHOI'O CaMOYIIPaBIEHUS OCYIIECTBIIETCS B COOTBEeTCTBUM ¢ KoHcTUTYyIHEH
Poccutickoil @enepanny, denepaabHBIMI KOHCTUTYLIMOHHBIMY 3aKOHAMH, (heepabHBIMU
3aKOHaMH, YCTaHaBJIMBAIOIMMK IOPANOK CYAONpPOU3BOJACTBA, IIOTHOMOYUS H IOPSIIOK
aeaTensHOCTH  cynoB, ®enepanbsHbIM  3akoHOM oT 22.12.2008 Ne 262-®3 «0O6
obecrieueHNH AOCTyNa K MHGOpMALUK O IesSTeIBHOCTH CyA0B B Poccuiickoit ®eneparmm
¥l HHBIMH aKTaMH, PETYIAPYIOLIMIMH BOIPOCH! BHYTPEHHEHN IeTeIbHOCTH CyJa.

2. Opranusanusi npueMa

2.1. Tlpuem rpaxnman (GU3MYECKUX JHI), TPEACTABHTENEH HOPHIMYECKHMX JIHI,
OpraHu3alMi, OOINECTBEHHBIX OOBEIMHEHMH, OpPraHOB TOCYIApCTBEHHOH BIIACTH U
OpPraHOB MECTHOI'O CaMOYTpaBieHUs (fanee - IpUeM rpaKiaH) IPOU3BOJUTCS B H€HD MX
ofpalleHus MOMOLTHUKaMH cynel (mamee - paboTHukH IIpueMHOM cyna), B CIIEMHUAIBEHO
OTBEJIEHHOM IIOMELIEHHH, OCHAIIEHHOM HEOOXOMUMBIM MMYIIECTBOM; HOPMATHBHBIMH,
CIIPaBOYHBIMH U MHBIMH MaTe€pHalIaMH, CPEACTBAMU CBS3H.

2.2. IlpueM rpaxnaH BeIeTCs €XeIHEeBHO B TeueHHe pabouero Bpemeﬁn cyxa,
YCTaHOBJIEHHOIO YTBEPXKIAECHHBIMM IpeAcefaTeneM cyna llpaBuimamMy BHYTPEHHETO
pacnopsixa cyna, 6e3 IpegBapuTeIbHOHN 3alIUCH B MOPSAKE OUepeIHOCTH OOpalleHus, 3a
UCKITIOYEHHEM OTAEIBHBIX KATeropui TIpaxk[JaH, HMEIOUUX B COOTBETCTBUH C
3aKOHOJATENbCTBOM MPaBO Ha BHEOUCPEAHON IIpHeM.

IIpy mpueme rpaNaHWH HpPEABABISLET NOKYMEHT, yAOCTOBEDSIOLMH JHMYHOCTS,
JOBEPEHHOCTh Ha COBEpIICHHUE COOTBeTCTBonmero nerctBag (A7 TpeACTaBUTENS
3asBUTEIIA) TUOO Oplep agBoKaTa. :

2.3. [pu HaTUYUK TEXHMIECKON BO3MOKHOCTH B MHTEpecax oOeCIedeH s 3alliThl
IpaB TPaXKJaH BeIECHUE NIPHEMa MOXET COIPOBOXKAATECS ayIu0- U BHACO3AIMUCHI0, O YeEM
' TpaxkJaHe B 00s13aTeJIbHOM NOps/IKe YBEJOMIISIOTCS 10 Hayasla IprueMa.



2

2.4. Bo BpeMs mpueMa IpaxiaH, a TaKke IpH MX oOparieHu: o TenedoHy
rpakiaHaM MOTYT JaBaThbCs YCTHBIE pa3bsCHEHHS O MOABEIOMCTBEHHOCTH PacCMOTPEHUS
MHTEPECYIOIMX MX BOIPOCOB, MOpsAKe OOpallleHMs, KOMIETEHIMH Cyha, IOpsIKe
T0JTy4eHUs HHQOPMaLKMH 00 HTOrax pacCMOTPEHUS 3asBICHUH, a0, MHBIX 00paleHuit.

2.5. VcTHBIE OTBETHI U Pa3biCHEHMS HA YCTHBIE O0OparieHus rpaxIaH JAroTCs, KaK
NpaBUIIo, B IeHb oOpamieHus. Ecinu naTe yCTHBIM OTBET (pa3biACHEHHE) B IeHb 0OpaleHus
HE IIPEACTABIACTCS BO3MOXHBIM WIIH TPAXKIAHWH HACTAWBAET HA IIPENOCTABICHUH
IIMCBMEHHOTO OTBETa, €My JAeTCsl YCTHOE pa3bsCHEHUE O CPOKE U IMOPSJIKe MONydYeHHS
OTBETA.

- Jiid  monmydeHWs NHCBMEHHOIO OTBETa 10 WTOraM IIpueMa TpaXIaHUHY
NpeaIaraeTcsi MUCbMEHHO U3JI0XKUTh CMBICI CBOETO BOIpoca (IIpe/IoKeHUs, KaIo0kI).

2.6. Pabornuku IIpuemHO# cyna oOs3aHBl OKa3bIBaTh COZAEHCTBHE TpaXAaHaM B
NPaBUIBHOM YKa3aHHM B IHCHMEHHOM OOpallleHWH Ha3BaHHsd NO/DKHOCTH, (aMHIHH,
UMEHH, OTUECTBA aipecaTa, Ha3BaHuA Cya. |

2.77. Bce Marepuanpl, IONy4eHHblE OT TIpaxJaHWHA B XoJe IIpHeMa,
PETUCTPUPYIOTESI B COOTBETCTBUU C MHCTPYKIHEH 0 cyaeOHOMY AeIoNpOU3BOACTBY.

2.8. Paboruuku IlpueMHO#l cyna HecyT HENOCPeNCTBEHHYIO OTBETCTBEHHOCTDH 3a
HEHaJJIeXxallee BeIeHUe IpruemMa.

B cmyuyae BO3HMKHOBEHHs MO IpHYMHAM, CBSI3aHHBIM C OpraHHM3aIueil paGoThl B
CyZe, IpoOIeMHBIX CUTyallul, NpeNsSTCTBYIOIIUX IpeAOCTaBIeHHUS ULy, 0OpaTHBIIEMYCS
B Cy[, 3anpamuBaeMoi uHGOpManuy, BeAaYe 3alpaliiBaeMbIX JOKYMEHTOB, PUHITHIO
[IOJIlaBa€MBIX KM JIOKyMeHTOB, paborHuku IIpumemHOH cyza oOs3aHBl IPHHATH
MaKCHMaJIbHO BO3MOXKHBIE MEPHI AJS paspelleHrs CUTyalliH 110 CYILECTBY, B TOM YHUCIIe
oOpaTuTCs K ApYTMM paboTHHKaM arnrapara cyja, IpeAceaaTeltio cyaa (Cyabe).

2.9. Paspemenne n00BIX CHOPHBIX CHUTyalWii, BO3HHKAIOIIUX B - IIPOIECCE
B3aumozericteus IlpuemHOo#l cyma ¢ gpyruMH  pabOTHHKaMd — amrmapaTa Cyjna,
IPOU3BOAUTCA uepe3 Tmpeacenarens cyna. Paborauku TlpwemHoM cyma o0s3aHBI
rHQOPMHUpPOBATE mpencefaTens cyaa 060 BCeX BOZHMKAIONMX B Tpolecce paGoThl
[IpuemHO# cyzxa MpoOIIEMHBIX CUTYaIHIX. ,

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

2.11. PaborHuxu IlpmemMHON He HMEIOT IpaBa INPEAOCTABIATH CJENYIOIIYIO
uHpOpMAIIHIO:

0 HOMepax Telae(@OHOB PYKOBOJCTBA U CyJiel TaHHOTO CyZa, a TAKXKe APYTUX CyIOB;

MH()OPMAIHIO, COCTABISIOIYI0 TOCYJAapCTBEHHYIO, CIyXeOHyH, KOMMEPYecKyio
TaliHy M HMHYIO OXpaHSEeMYyI0 3aKOHOM TaliHy, a TakXe Jpyrue, He IIOAJeXallie
pacnpoCTpaHEHHUIO CBEIEHUA, CTaBIIME U3BECTHBIE UM B CBS3W C HCIOMHECHUEM
JIOJDKHOCTHBIX O0sI3aHHOCTEI, \

2.12. PabotHuku IlpmeMHO# Cyna He MMEIOT IIpaBa OKAa3bIBATH IOPHUAHUECKYIO
TIOMOMIb JIMLaM, OOPAaTUBILVIMCS, B CYH, 38 UCKIIOYEHMEM TIpenocTaBiedns MHHOPMALUK
IO BoIpocaM O(OPMIICHHS 3asBJIEHHUH, Kano0, oOpallleHnii, HOAaBaeMbIX B Cy[I, TOPAIKA
UX I0Ja4y, MOPsA/Ka IIOJTyYSHUS OTBETa WM 3alpalluBaeMbIX JOKYMEHTOB.



2.13. Ilpu nmpueme obpamenuii rpakal He JOILyCKAeTCs BO3JIOXEHHE Ha IPaxIaH,
He TIpeNyCMOTPEHHBIX 3aKOHOM OOS3aHHOCTeH WIH OrpaHHYEeHHe BO3MOXHOCTHU
pean3alliy UX IIpaB, B YaCTHOCTH He JOITyCKaroTCs TpeOoBaHHMs:

IPEICTaBICHHUA  JOKYMEHTOB, HE IIPEeIyCMOTPEHHBIX 3aKOHOIATEILCTBOM,
TIPENOCTABIAIONIAM TPaXJaHMHY IIpaBO, HAa peaH3allii0 KOTOPOro HAaIpaBIIEHO
3asaBienue (xkanoda, obpaleHue);

HCIIOJIHEHMS TpaXkIaHHHOM 00S3aHHOCTEH, He CBA3aHHBIX C 3asdBleHUEM (KaIo0oi,
o0paleHreM), eCITA 3TO He MPEAYCMOTPEHO (eepaNbHEIM 3aKOHOM;

peanu3aiyiy rpaXIaHHHOM CBOETO IpaBa TOJBKO IPU YCIOBHH pealld3allid HHEBIX
He CBS3aHHBIX C HUM IIPaB, €CJIH 3TO HE MPeAyCMOTPEHO (efiepalbHbIM 3aKOHOM;

yILIaThl COOPOB, OTLIATHI YCIYT, HE MPELYCMOTPEHHEBIX 3aKOHOAATEIECTBOM;

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

0053aTebHOr0 3aKII0UYEeHUs JOTOBOPOB, CBA3aHHEIX C pPaCCMOTpPEHHEM 3asSBJICHHS
(xkamobbl, OOpalleHus), e€CId B COOTBETCTBHH C TPAXAAHCKMM 3aKOHOAATEIbCTBOM
Poccuiickoii @enepariuu 10400HbIE JOTOBOPHI 3aKIIFOYAIOTCSA B JOOPOBONBHOM TOPSAKE;

00513aTeNBHOr0 UCTIONB30BAHMS MPAXAAHUHOM INPH TIOfa4ve 3asBiIeHUM OJIaHKOB U
WHBIX THUNOBBIX ()OpM, BBIJABaeMBIX CYAOM, €CIM OSTO He IIPeIyCMOTPEHO
3aKOHOATENIFCTBOM; )

, COBEPILIEHMS]  IPaXJaHWUHOM  MHBIX  JeHCTBMM, He  IIPEeLyCMOTPEHHBIX
3aKOHOJATENLCTBOM.

3. IIpueM J0OKyMeHTOB

3.1. Paborauku [IpuemHOli cyza npuHMMAalOT OT NI, oOpamjalomuxcs B CYI,
JOKyMEHTBI, HEIOCPEIICTBEHHO IIPUHOCUMEIE UMH B CYI. '

3.2. PaborHuxu IlpueMHON 00s3aHBI NpPOBEpUTH OQOpMIIEHHE OOpaIIeHHil,
II0JaBaeMBIX B CYI, Ha COOTBETCTBHE OOIUM TpeOOBaHUAM K 0QOPMIICHUIO, H3NOKESHHBIM
B nyHkre 3.3 PermameHra, a Taikke HOpMam HpPOLECCYaIbHOTO 3aKOHOAATENLCTBA U B
cily4ae HeBepHOro oQopMieHHs HUHPOPMUPOBATh 00 STOM 3asBUTENs. ECiu HEIOCTATOK B
oopmiieHMM MOXeT OBITh HCIpaBiIeH HeMelUleHHO, pabotHuky [IpwemHoi cyxna
HeoOXOAMMO pa3bsiICHUTh 3asBHUTENIO JaHHYIO BO3MOXHOCTH. VcmpaBleHHUs B 3ampocax
. IPaBOOXPAHMTENBHBIX U CyHAeOHBIX OpraHax He JOMyCKaloTCs.

O6pamenus, copepXxalive OCKOpOWUTENBbHBIE BBIPAXKEHHS, HE TMOJAOIIHECs
IPOYTEHHIO JIUOO OdOpMIIeHHbIe Ha 0OOpOTHOH CTOpOoHe OJaHKOB, OOpBIBKax OyMarw;
ohopMiIeHHEIE HE HaulexaluM o6pa3oM WIHM He IIOJIeXAlye [oJa4e B NaHHBINA CyQ,
MOTYT OBITh IPUHSATHI B TOM Cly4ae, eCliy [OCJe MOTydeHus pashsiCHEeHN OT paboTHUKA
Ipuemnoi cyna rpaxaaHuH HacTauBaeT Ha MoAade (IPUHATHYU) YKa3aHHBIX 0OpaIleHH.

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

3.3. JlioGoe npuHuMaeMmoe 3asBieHue (xanoba, 06pameHHe) JIOJKHO COJEPXATh
ClIeAyIONIyI0 HH(DOPMAaLHIO:

yKasaHue agpecara (HAaUMEHOBaHHUE JaHHOTO Cyla);

(GamMuIHIO, UMS, OTYECTBO 3aABHUTENA WX HAUMEHOBaHNE opraHnsaunn,
ABIISIIOILENCS 3asBUTEIIEM;

TIONHEIA afpec (C yKa3aHMeM IIOYTOBOTO HMHIEKCa) MeCTa JKMTEJIbCTBA MM MeCTa
HaXO0XXICHHS 3aIBUTEIS,
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HaMMEHOBaHUE NOKYMEHTa (3asBleHue, )anoda, 3anpoc u T.11.);

JUYHYIO NOANKUCH 3asBUTENS WIN JOJDKHOCTHOTO JIMIAa OpraHH3aliH, ABJISIONIEics
3asgBHUTEIIEM;

naty oOpalieHus.

B Texcre Tex kareropuii 3asBineHuit (xkanod, o0palueHuit), KOTOpPEIE B COOTBETCTBHM
C HOpMamH IIPOLECCYaJbHOTO 3aKOHONATeNbCTBAa MOTYT OBITh IIOJAHEI  TOJBKO
YyYacTHMKaMM CYAOIPOM3BOACTBA (IMI[aMM, YYacTBYIOIIMMH B Jejie; y4YacTHHKAMH
IIpOM3BOJACTBA MNO JenaM 00 aJMUHUCTPATHUBHEIX IPABOHAPYINEHHAX), IIOMHMO
MIEpEYUCICHHON BHIIIe HHGOPMaLUK A0JDKHO OBITh YKa3aHO MPOIECCYATBHOE TION0XKEHUE
3asBUTEIS.

3.4. Ecnu 3asgBUTEns TIPOCUT OTBET Ha TIoAaBaeMoe oOpallleHHe WIIH
3arpamuBaeMylo KONUIO (IIOJJIMHHNK) JOKYMEHTA (0B) He HAIpaBJIsiTh IOYTOH, a BBIAATH
Ha pYKH JIUOO OTIPaBHUTH [0 IPYTOMY ampecy (zlpymMy JHLY), 3TO OG3aTeTBHO JOIKHO
OBITH yKa3aHO B IIpUHUMAaEeMOM OOpalleHHH.

3.5. Ecnmu B mpuHHMaeMoM OOpallieHUH UMeeTcs CIHMCOK IpUIaraeMbIX K HeMy
AOKyMeHTOB, paboTHuku [lpmemHOI 00s3aHBEI HIPOBEPHUTH COOTBETCTBHE IIPHIIOKEHHUH,
YKa3aHHBIX B CIIUCKE, H TOJIHKO IIPU YCIOBHAY HAJIHYHUS BCeX IePeYUCIICHHBIX PUIOKEHUH
IpUHATE JOKYMEHT. B cily4ae OTCYTCTBHS Kakumx-TMOO NpPHIOXKEHUM pabOTHUKU
IlpuemMHON cyAa JOJKHBI IIPEIUIOKUTH 3aSBUTENIO BEIYEPKHYTH OTCYTCTBYIOLIME
TPUIOKEHUA W3 COHCKA W 3aBepuUTh [JAHHOE HCIpABJIEHHE IIOANUCHI0 3asBHTEJIs.
OOpaimenyre, B KOTOPOM OTCYTCTBYIOT KaKHe-THOO HMPHIOKEHHUS, MOTYT OBITh IPHHSTHL B
TOM Cllydae, €ClIM IIoCie IIOJydeHHs pa3bsCHEHUH oT paboTHuka IIpuemHO#N cyna
3agBUTe]b HAacTaWBaeT Ha Mojade (IPUHATHM) yKazaHHBIX oOpamenuit. [lpum stomM 00
OTCYTCTBHUHU KaKOro-IuO0 TOKyMEHTa WY MPUIOKEeHU K 0OpallleHHIO COCTaBIsgeTCs aKT B
COOTBETCTBUM C TPeOOBAHMSAMHM HHCTPYKUHMM IO CyIeOHOMY IeNIONpPOU3BOICTBY, OMUH
DK3EMIUISIp KOTOPOrO BBIAAeTCA (HAINpaBisSETCs)) 3asBUTENI0, HHBIE OK3EMIUISPEI
npHoOINaloTCd K ITONYYeHHBIM JOKYMEHTaM M IIepefaloTcs BMecTe C HHUMH II0
IIPHUHAJIC)KHOCTH.

3.6. B ciydae, oTka3a 3asBUTENS OT BHECEHUs YKa3aHHBIX HMCHPABIICHHH B CIHCOK
IPUIOXKEHUH JMOO eclii OTCYTCTBHE IIPHUIOXKEHHUS YCTaHOBJIEHO TIIOCNe IIPHUHSATHS
obpainenus, pabotHuky IlpuemMHON cyna MHPOPMHUPYIOT 06 3TOM mpencemaTess Cyaa H
COCTaBIISIETCS] KT O TOM, YTO COOTBETCTBYIOIIee OOpallleHHe NMPHHATO 0e3 YKa3aHHBIX B
HeM TNPAIOXKEHHH (AKT COCTABNAETCA B COOTBETCTBUU ¢ TPeGOBAHMAMMU MHCTPYKIHMH IIO
CyAeOHOMY HeIOPOU3BOACTRY.

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

IIPOBEPUTH HAIMYUE Y MPeACTaBUTENS J.IOBepeHHocm OT 3asBUTENS HA COBEPIICHUE -
COOTBETCTBYIOILETO IIPOLleCCyalbHOro ASHCTBHS, a Y 3allIUTHUKA - opaepa (111 agBokara),
IIOCTAHOBJIEHHA CyJa O JIOMyCKE B KauyecTBE 3aIIUTHUKA HAPALY C &IBOKATOM MM
JOBEPEHHOCTH OT JIAL@, B OTHOIIEHHWH KOTOPOrO BeleTCs IPOH3BOACTBO IO Iy 00
aAMHMHHCTPaTUBHOM IpaBOHAPYIUCHHH,

B Clly4ae HEOOXOAMMOCTH Pa3bSICHUTD 00S3aTeNbHOCTD IPHOOINEHNS K 00paIeHHIIO
opaepa (I afBOKATa), 3aBEPCHHOM KOMMHU TIOCTAHOBJICHHS Cy[a O JOIIYCKE B KAaueCTBE
3alIUTHHKA HAPSAAY C aJ[BOKATOM;

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




OTCYTCTBYET B MaTrepHajax Jeja, CeATh KONMI0 C MOMIMHHWKA MWK HOTApUAIBHO
3aBEPEHHOH KOIMUHU JOBEPEHHOCTH, 3aBEPUTH €€ CBOEH MOAMKMCEIO U NEYATHIO A KOIUHM U
IPUOOIIUTH €€ K IIOJaHHOMY O0pallleHHIo.

3.8. JIoKyMeHTBI, IPHHOCHMEIE B JOHOJNHEHWE K paHee IOMAHHBIM OOpamieHusIM,
MOTyT OBITH NPUHATH B [IpueMHON cyna TOMBKO B TOM cCiiydyae, eciM OOpallilcHHE, B
IOTONIHEHHE K KOTOPOMY OHH TIPEACTaBIAIOTCS, TIOCTYIIIIO B CYA U ellle He pacCMOTPEHO.

- K noxymeHnTaMm, npeAcTaBisieMbiM B JOIIOJHEHHE K paHee MOAaHHBIM O0pAaIIeHUsIM,
JOJDKHO OBITh NPHUIIOXKEHO 3asiBJICHNE C yKa3aHWeM Ha TO, B JOIOJHEHHE K KaKOMY
MMEHHO OOpAIllEHHIO OHMW IpeICTaBILIIOTCS. B ciydae OTCYTCTBHS TaKOTO 3asBJEHHS,
pabotnuk IlpmemHoli cyna o00s3aH ykasarh 3asBHTENI0O Ha HeOOXOIAMOCTbH €ro
cocTaBjicHus. be3 npuobienys yka3aHHOTO 3asBIEHMS JTOKYMEHTHI, NpeACTaBlseMbIE B
JOTIOIHEHHE K paHee MOJaHHBIM OOpaleHHsM, MOTYT OBITH NPUHSATHE TOJNBKO B TOM
ciydae, €ClIM II0JaTeNlb HacTauBaeT Ha WX NMPUHATUAHU Oe3 3asBieHUA. [IpH 3ToM pabOTHHK
IIpuemHO# cyna oOs3aH NPUHATH BCE BO3MOXKHEIE MEPHI JJI YCTaHOBJICHHS OOpalleHus,
B JIONIOJIHEHHE K KOTOPOMY IPEACTAaBISIOTCS MTOJaHHbIE JOKYMEHTHI, HO HE MOXXET HECTH
OTBETCTBEHHOCTH B ClIydae HEBEpHOT'O OIpeAeseHUs oOpalleHus, K KOTOpOMY HaJIEXKHUT
IpUOOLIUTE TOAaHHBIE JOKYMEHTEI. |

3.9. Ha npunsTom paboraukom [IpuemHoM cya oOpalieHHH IPOCTaBISIETCS MITaMIT
ITpuemHOI cyna ¢ ykazaHueM TeKyllei AaThl U BpeMeHH, KOTOPBIA CTABUTCS HA JIUIIEBOU
' CTOpOHE IIEPBOTO JIMCTa O0paIlleH s B IIPABOM HIDKHEM YTy, TaM K€ CTABUTCS BXOMASAIINN
HoMep. Hramm IlpmeMHOl cyna, 3aBepeHHBIM NOAMHMCHI0 PabOTHHKA, NPHUHSIBIIETO
obpaienue, o mpockbe NHla, IpeAcTaBuBIIero obpamenve B [IpueMHyIo cyaa, CTaBATCS
TaKXXe Ha IPEJCTaBICHHON MM JONONHATENHHOM Komuu AaHHoro obpamienus. Hltamm He
CTaBUTCS Ha JOPYrUX HOKYMEHTax, JaXke €Cld OHU TOJAIOTCS B JOIONHEHHe K paHee
MOZ@HHBIM O0pameHusM 6e3 NMpHOOIIeHNs K HUM 3asiBJICHUS, YKa3aHHOTO B IyHKTE 3.8
HACTOSIIEro periaMeHTa.

3.10. Bee npuHATHIE JOKYMEHTHI, B TOM YHCIIe NOAAHHBIE B JIONOJHEHHE K paHee
HofaHHBIM oOpamienusM, pabotHuk IlpmemMHON cynma o06s3aH 3aperucTpupoBaTth B
coorBeTcTByromux mnoxacucreMax I'AC "IIpaBocymue” (IIM "JloxymentroobGopor ¥ -
obpamenust rpaxaad”’, ITM "CyneGHas koppecnoHAeHIMs” M 1Ip.) U HepelaTh B IEHb
TpHeMa 110 TPUHAMIEKHOCTH 110 chOPMUPOBAHHOMY H pPacIevaTaHHOMY H3 HOICHCTEM
I'AC "IIpaBocynne” COOTBETCTBYIOUIEMY pPEeCTpy IepeAaddl NOKYMEHTOB WM €TUHOMY
peecTpy ydeTa BXOIAIIEH KOppEeCHOHIEHIMH (B CiIydae perucTpaldd Bced BXOISLIEH
KoppecnonaeHuMy B IlpueMHOHN cyna) ImoXx pOCIHUCH JIMI, HEOCPEACTBEHHO KOTOPOMY
IepeJaHbl JOKYMEHTEI, ¢ YKAa3aHUEM UM 3aHUMAaeMOH JOJDKHOCTH, a B MCKIIIOYHTENIBHEIX
cirydasx — He nozguee 10.00 cnemyromero paGodero IHs, €CIA HHOE HE MIPELYCMOTPEHO
HHCTPYKIMEH 0 CyIeOHOMY IeJIONIPOU3BOACTBY. PerucTpanus JOKyMEHTOB M Mepejiauax
0 TPUHAUIEXHOCTH OCYLIECTBISAETCI B CTPOIOM COOTBETCTBHH C TpeGOBaHHSIMU
MHCTPYKIHH 110 CyeOHOMY JEIONpPOM3BOACTBY.

Peectprl mepenayn JOKyMEHTOB XpaHstcs B [IpueMHoit cyna.

3.11. JloKyMeHTBI, NOAaBacMble II0 JellaM, Ha3HaYeHHEIM K PacCMOTPEHHIO,
pabotHUK IIpueMHOIt cyna 00s3aH He3aMeNIUTENBHO 3aperkHCTPUPOBaTh B MOACKCTEMAX
I'AC "INpaBocy/ue” U NepefaTh [0 PEECTPaM Mo IPHHANISKHOCTH. .

3.12. Ecnu nuuo obpamaeTcs ¢ npockOoit 0 mpHeMe Kakux-JIHuO0 JOKYMEHTOB IO
KOHKPETHOMY JeJy HeloCPEeACTBEHHO B IeHb, Ha KOTOPHIM Ha3zHaYeHO pPacCMOTPEHHE
COOTBETCTBYIOLIETO Aena, pabotHuk [IpruemHoll cyza 0043aH pa3bICHUTh 00paTUBLIEMYCS



11eN1eco00pa3sHOCTh  pa3pellieHHss COOTBETCTBYIOLIEr0 BONPOCA HEMOCPENCTBEHHO B
- cyneOHOM 3acelaHuy.

3.13. Ha xaxaoM npuHSTOM OOpallleHHH, MOAAHHOMY IIO KOHerTHOMy ey
(Marepuany) paboTHukoM IIpuemMHON cyna, KpOMe PeriCTPAlIOBHOIO HOMEPA, CTABHTCA
HOMEp COOTBETCTBYIOIIETO J€Na/IIPOM3BOACTBA, eciu HHGOpManus O HeM uMeercs B
nozacucreMax I'’AC "IlpaBocynue”. HoMep nmena (Marepraia) OpOCTaBIAETCS TaKKe MPU
perucTpanud npuHATOro ofpameHus B moxacucremax -['AC "HpaBocyﬂHe” U
COOTBETCTBEHHO — B peecTpax.

3.14. Ecaun x oOpallleHHI0 NpHIIOXKeHa KBI/ITaHHI/Iﬂ o6 orutare rocymapcTBeHHOMN
MOLLIMHEI WM 3aBepeHHas KOIUS IIaTeXHOro nopydeHus ob oruiate rocydapCTBEHHOM
NOINHHEL, 00 3TOM JAenaeTcs OTMETKA (C 00sA3aTeNbHBIM yKa3aHHEM CYMMBI YILIQUeHHOM
TOCYJIlapCTBEHHOM IONIUIMHBI) TIPH PETHCTPAlMy JAHHOTO OOpaIleHHs B IOACHCTEMAXx
T'AC "TIpasocynue”. '

4. Belgaua 10KyMEHTOB

4.1. Beimaya JOKyMEHTOB pabOTHHKOM INPHEMHOH OCYIIECTBIISIETCSI Ha OCHOBAHHU
IOHCBMEHHOro  ofOpallleHus (3asBleHHSA) TIpPaXAaHHHA, 3apETHCTPHPOBAHHOTO - B
| YCTaHOBJIEHHOM HHCTPYKIIKEH 0 CyJe0HOMY A€NONPOU3BOICTBY IOPSIKE.

PaborHuk IlpumemHON cyna mnpu BblZade OOKYMEHTOB 00s3aH IPOBEPUTH
MPaBHJIBHOCTh O(GOPMIIEHHS [NOKYMEHTa, BBIJJABa€MOr0 CYyAOM, H TOJBKO B ClIy4ae
HaJUTeXaliero ero oopMiIeHus BEIATh JAHHBIN JOKYMEHT.

JloxymeHTsl, odopMIIeHHbIE HEHaIe)XKauM o0pa3oM, He MOTYT OBITH BBIIAHBI.
PaborHux IlpueMHON cyna 00s3aH YCTpaHHTh HENOCTATKM B OQOPMIICHHH JOKyMEHTa
CaMOCTOSITENIFHO JMOO BO3BpaTUTh JOKYMEHT M Ha/jiexamero odopmieHus
COOTBETCTBYIOLIEMY PaGOTHHKY anmapaTa cy/a.

4.2. Pabotuuk IIpueMHOM Cyga HeceT OTBETCTBEHHOCTh TONBKO 3a COAEPIKAHHE
CaMOCTOSATEIBHO IIOATOTOBJIEHHOIO U BBIIaBa€MOr0 JOKYMEHTa JIMIIaM, 00paIiaroIuMcs B
Cyl, B TOM YHCIE B YaCTH COOTBETCTBUS COIEPXAaHHS JOKYMEHTA ‘MH(OPMAIWH,
comepXKallencsl B COOTBETCTBYIOIIIMX IoJCHCTEMaX I'AC "TIpaBocynue”.

4.3. Ecix OKyMEHT MOXeT OBITh BEIAAH TOJIBLKO ONpefeleHHBIM KaTeropusaM JIHIL,
YCTaHOBICHHBIM 3aKOHOM, pabothuk [lpwemHO! cyza o0si3aH yCTaHOBWUTH JIMYHOCTE
3asIBUTENS. U OIpPeAeNUTh ero HpI/IHaJIJIe)KHOCTB K KaTeropuyl UL, MMEIoNUX NpaBo Ha'
NOJTydeHHe JaHHOIO JOKyMEHTA.

4.4. Ecnu JOKYMEHT BBIAAETCS NPELCTABUTENIO 3asBHUTENS, pa6OTHHK HpHeMHOH
CyZa, IOMHUMO JIEHCTBUY, YKa3aHHBIX B ITyHKTe 4.3 HacTosIero PeriamenTa, TOJDKEH:

IIPOBEPUTH HAIMYKE Y IIPEICTABUTENS JOBEPEHHOCTH OT 3asBUTENS Ha COBEPILIEHHE
COOTBETCTBYIOLIETro AEHCTBHsL, IPH OTCYTCTBUM TAKOBOM Pa3biCHUTH HEOOXONMMOCTE e
npezacrasieHus B IIpuemuyto cyna;

eCM yKa3aHHas JOBEPEHHOCTh (€€ HOTAPHMANBLHO YAOCTOBEPEHHAS KOMMA), IIO
HaHHBIM cooTBeTcTBylomMX noacucteM I'AC "llpaBocymue” mimu mo HHbOpMALHH
paboTHHKOB afiapara Cyla OTCYTCTBYET B [eje/MaTepuae, CHATh KOIHUIO ¢ MOAIMHHAKA
(ero HOTapHAITHEHO YAOCTOBEPEHHOMN KOMUK), 3aBEPUTDH €€ CBOEH MOANMCHIO ¥ NEYATHIO IS
KOIIMIA U IIPUOGIIUTE K PACIIMCKE B TONYIEHHH 3aPAIIiBAeMOTO TOKYMEHTa.

be3 coBepleHys yKka3aHHBIX OEHCTBUH 3ampamIiBaeMblil 3asBUTENEM HOKYMEHT He
MOXeT OBITh BBIIaH €r0 IPEACTABUTEIO.



4.5. ITpu Beimaue uepes [IpueMHyt0 cyaa qr000ro JOKYMEHTA C JIMIA, HOTYYaroIero
IOOKYMEHT, OepeTcsl COOTBETCTBYIOLIAsl PACIHUCKa B €r0 MOTYYSHHUH.

Pacmucka o¢opmisercs 160 Ha OOpalleHHM O BhIaue 3aIpalldBaeMoro
JIOKyMEHTa, 1100 Ha OTAEeIEHOM JIUCTE U AOJDKHA COJIEPIKATh cnenyfonme CBEICHU:

HaMMeHOBaHWe JOKyMeHTa (paclucka);

bamMunio, UM 1 0TYECTBO JIHLQ, TTIOTYYUBIIET0 JOKYMEHT (bl);

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

HaiMEHOBaHWE INONYYEeHHOro (BIX) HOKyMeHTa (OB), YKa3aHHe KOJWYeCTBa
OMYy4YeHHBIX 9K3EMIUISIPOB ¥ KOJIUYECTBA JIMCTOB IIPUIOXKEHHH;

TOIHCH JIUIIA, TIOJYYHUBILETO JOKYMEHT (Bl);

IaTy Imoiy4eHus JOKyMeHTa (OB).

4.6. PaGotauk IlpmemHO# cyma o00s3aH NPOBEPUTH NPABHIBHOCTH OQOPMIICHHUS
paclucKy, KOTopdsl IepeNaeTcs MO NPUHAIIEHKHOCTH Ui IPUOOILIEHUS K MaTepuaiam
JieNna/IPOU3BOJICTBA, O BhIJaUe NOKYMEHTA JENaeTcs TAKxKe OTMETKA B COOTBETCTBYHOIIMX
noacuctemax ['AC "[IpaBocynue”, B CIpaBOYHOM JIUCTE.

4.7. Konuu 3arpamiBaeMbIX CyAeOHBIX aKTOB U3rOTaBIMBAIOTCA U OQOPMIISIOTCS B
COOTBETCTBUM C TpeOOBaHUAMU UHCTPYKUMH II0 CyAeOHOMY JeJIOIPOU3BOACTBY
HEIOCpeACTBEHHO paboTHUKOM [IpueMHOH cyna HIM HWHBIMH YIIOJTHOMOYEHHBIMH
pabOTHHKaMH almapaTa cyJa B A€Hb IOCTYIUICHHS 3asBIC€HMUS, a IIpU HEBO3MOXHOCTH — B
Cpok He Oostee NATH paboyuX JHEH ¢ yKa3aHHOU JaThl.

5. BzaumonelicTBHe ¢ APyruMu paGoTHHKAaMM annapara cyaa

- 5.1. B cnyyasx, xorna pabGortHuk IlpuemHo# cyna obpamaercsd x paboTHHKam
anrapara cyJa, mocjiefHue o0s3aHbl NPUHATE He3aMeJIUTeIbHbIe MEPHI Ui pa3pelleHUs
COOTBETCTBYIOIIEH MpobieMHON cuTyanuy (Hanpumep, IPOBEPUTH HAJTMHHUE JIeNia B CY/IE,
YCTAaHOBUTBH 3aIpallliBacMyIO HH(bopmaumo IO MaTepHanaM COOTBETCTBYIOIIETO
Jiel1a/IIpOU3BOJCTBA H AIP. ).

5.2. Pabornuku IIpuemnoit cyna oOs3aHbl coOmomaTh TOPSANOK Iepenadu
IIPAHATHIX JOKYMEHTOB K IpYrHM pabOTHHKAM amiapara, YCTAaHOBICHHBIH ITyHKTaMu 3.9 -
3.14 Hacrostuero PernamenTa, B COOTBETCTBMH C TpeGOBaHMAME MHCTPYKIME IO
CyHeOHOMY [€TONPOH3BOICTRY. |

5.3. 3a cozmeprxaHue U NMPaBUIBHOCTE OQOPMIICHHS BeIIaBaeMoro yepes [IpueMHyio
Cyla JOKyMEHTa HECET OTBETCTBEHHOCTh YIOIHOMOYEHHBIM pabOTHMK ammapara cyna,
U3TOTOBUBIIMN TaHHBIN AOKyMeHT. [Ipu 3ToM cooTBeTcTBHE OQOPMIIEHHUS BBIIABAEMOIO
IOKyMeHTa TpeOOBaHMAM HHCTPYKIHHU MO CyneOHOMY AETIONPOM3BOACTBY JOJIKHO OBITH
IpoBepeHO paboTHHKOM IIpueMHO# cyla U B TOM Cllydae, KOT/la JOKYMEHT IIOATOTOBJIEH
WHBIM YIIOJIHOMOYEHHBIM pabOTHUKOM armapara cyja.




