YTBEPXJIEH

IIPUKa30M IIpeacenaTens
ToTeMcKOro palioHHOTO Cyzia

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

PEI'JTAMEHT ‘
OpraHH3aliH AeSTeJbLHOCTH NPHEMHOM’
Toremckoro paiionnoro cyaa BoJioroackoii o6nacru

1. Oﬁume'no.uoxceﬂml

1.1. JlesTensHOCTh NpUeMHOU cyna (manee - IlpueMHas cyna) perjiaMeHTHPYETCH
IlonoxeHueM o NpUEMHOH CyZAa, YTBEpXKAEHHBIM IpelcedaTelleM Cyda Ha OCHOBAHHHU
IlpumepHOro monoxeHus: O IpPHEMHON (QenepalbHOrO cylda OOLIel IOPHUCOMKIHH,
yTBepKIAeHHbIM npuka3zoM CynebHoro nemaprameHTa mpu BepxoBHoM Cyne Poccuiickoi
®enepanyy U HaCTOSIIKUM pPErJIAMEHTOM. ,‘

1.2. IlpaBoBoe peryaiupoBaHHE OTHOILIEHUH, CBSI3aHHBIX C OpraHu3anuei
paccMOTpeHus oOpallleHHH rpaxaaH ((QU3MYECKUX JHML), NMpeJCcTaBUTeNeH opraHusaluii
(ropUaMUEeCKHX L), OOMIECTBEHHBIX O0bEUHEHUH), OPraHOB rOCYIapCTBEHHON BIACTH U
OpraHOB MECTHOI'O CaMOYIIpaBJEHHs OCYIIECTBISETCS B COOTBETCTBHHM ¢ KoOHCTUTyLMel
Poccuiickoit ®@enepanuy, peneparbHEIMU KOHCTUTYLIHOHHBIMU 3aKOHaMH, GeIepaTbHBIMH
3aKOHAaMHY, YCTaHaBJIMBAIOIIMMHU IOPSAJOK CyIONpPOU3BOACTBA, MOJHOMOYHUSA H IOPAIOK
HesTenbHOCTH cynoB, ®enepanbHbIM 3akoHOM oOT 22.12.2008 Ne 262-®3 «06
obecriedeHHH HOCTyma K HHGOpPMAaLUHK O AesATeIbHOCTH CyIoB B Poccuiickoit ®enepanum»
¥ UHBIMU aKTaMH, PeryJIMPYIOLMMH BOIPOCH BHYTPEHHE! NeSTebHOCTH Cyaa.

2. Opraunszanus npuema

2.1. Ilpuem rpaxnman (bU3MYECKUX JHI), MpEACTABHTENeH MOPUIMYECKUX JIHI,
OpraHu3alui, OOIIECTBEHHBIX OOBEIUHEHM, OpPraHOB T'OCYJapCTBEHHOW BJACTH H
OpPraHOB MECTHOTO CaMOYTpaBJIeHUs (Janee - IpUeM rpaKiaH) MPOU3BOJUTCS B JEHb HX
obpallleHHs MOMOIUHHKaMU cyneit (nanee - paborHuku IIpueMHOM cyna), B CreLHAIBEHO
OTBEJICHHOM IIOMEIIEHUH, OCHAIlEHHOM HEOOXOQUMBIM HMMYIIECTBOM; HOPMATHBHBIMH,
CIIPaBOYHBIMH U UHBIMH MaTepHallaMH, CpeACTBAMHU CBS3H.

2.2. IlpueM rpaxiaH BeNEeTCS €XeIHeBHO B TeueHHe pabouero BpeMeHH cyna,
YCTAaHOBJIEHHOTO YTBEPXICHHBIMM IpeAcenareneM cyaa IlpaBuimamMy BHYTPEHHETO
pacnopsska cyna, 6e3 MpeaBapUTEIbHON 3alUCH B MOPSIKE OUEPEIHOCTH OOpalleHHs, 3a
UCKIIIOYEHUEM OTAEIBHBIX KaTeropui TrpaxigaH, HMEIOUUX B COOTBETCTBUH C
3aKOHOJATEIbCTBOM IIPaBO Ha BHEOUYEPEAHOM MPUEM.

IIpy mpueme rpaKIaHWH MpPEABABISAET NOKYMEHT, yAOCTOBEPSIOLMA JMYHOCTS,
JOBEPEHHOCTh HAa COBEPIIEHHE COOTBeTCTBy}OI.IIeI‘O neictBus (N TNpencTaBUTENS
3asBUTENA) MO0 Opaep agBoKara. :

2.3. [lpu HanUYMK TEXHMYECKON BO3MOKHOCTH B MHTepecax oOecIedeHus 3allUThl
IIpaB IpakJaH BeICHHE IIPHEMA MOXKET CONPOBOXIATHCS ayAHO- U BHACO3AMKUCHI0, O YeM
' TpaxkJiaHe B 003aTeJIbHOM NOpsJIKe YBEJOMIISIOTCS O Hayaja IprHeMa.
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2.4, Bo BpeMs mIpueMa IpaxAaH, a TaKke IpH UX oOpalieHuH No TenedoHy
rpaxkJaHaM MOTYT JaBaTbCs YCTHbIE Pa3bsCHEHHUS O MOABELOMCTBEHHOCTH paCCMOTpPEHHS
MHTEPECYIOLUX MX BOIPOCOB, MOpsAKEe oOpallleHHs, KOMIETEHLHWH Cyaa, IMOpsSIKe
noJy4eHus HHQOPMaLKMH 06 HTOrax paCCMOTPEHUS 3asBJICHUH, xali00, MHBIX 0OpaleHHi.

2.5. YcTHBIE OTBETHI U Pa3bCHEHHS Ha YCTHBIE OOpaIlleHUs IpaXkJaH NAroTCs, Kak
IpaBUIIO, B IeHb oOpaleHus. Ecinu 1aTh yCTHBIH OTBET (pa3bsiCHEHHE) B IeHb 0OpalleHHs
He NpeICTaBIAeTCS BO3MOXHBEIM MM TpPaXJaHUH HACTaWBaeT Ha IPENOCTaBIEHUM
INMCHbMEHHOTO OTBETa, €My JAeTCsl YCTHOE pa3bsCHEHHE O CPOKE M IMOpsAKe MONydYeHHs
oTBeTa.

- Jnd  moiyyeHHMs IMCBMEHHOIO OTBeTa II0 MTOraM IpueMa TIpaXIaHUHY
npeiaraeTcs MUCbMEHHO U3JI0XHUTh CMBICI CBOETO BOIIpOca (MPeAIOKEHHUS, )KaIOOBI).

2.6. Pabornuku IlpuemHO# cyna o0si3aHBI OKa3bIBaTh CONEHMCTBHE rpakAaHaM B
NPaBWIBHOM YKa3aHHM B IIHCHMEHHOM OOpallleHMH Ha3BaHHd JIO/DKHOCTH, (aMUIHH,
UMEHH, OTYECTBA afpecara, Ha3BaHUs CyAa. |

2.7. Bce Marepuansl, IOJNy4eHHbIE OT TIpaXJaHHHa B XoJe IIpHeMa,
PETUCTPUPYIOTES B COOTBETCTBUU C HHCTPYKIMEH 10 CyeOHOMY NENONPOU3BOACTBY.

2.8. PabotHuku IlpuemHO# cynma HecyT HENOCPEIACTBEHHYIO OTBETCTBEHHOCTH 3a
HEHaJJIeXxallee BeleHue mpuema.

B cnyuae BO3HMKHOBEHHs IO NpPHYMHAM, CBSI3aHHBIM C OpraHu3aiueil paGoThl B
cyZe, MpobIeMHBIX CUTyalud, NpeNsSTCTBYIOIIUX NPeAOCTaBIECH S JIULY, 0OpaTHBILEMYCS
B Cy[, 3anpaiuBaeMoil UHGOpMaIuy, BblIaye 3anpalliBaeMbIX JOKYMEHTOB, IPHHATHIO
oJaBaeMbIX KM JOKyMEHTOB, pabotHuku IlpuemHOi cyna oOs3aHBl IPHHATH
MAaKCHUMAaJIbHO BO3MOXXHBIE MEPHI ISl Pa3spellieHus] CUTyallii 10 CYILIECTBY, B TOM YHCIIE
obpaTUTCs K ApyruM pabOTHHKaM ammapara cya, IpeAceaarelio cyaa (Cyabe).

2.9. PaspemeHne mr00BIX CHOPHBIX CHUTyalWii, BO3HHKAIOIIKUX B .- IPOLECCE
B3aumogelicteuss  IlpueMHON cyma ¢ gpyruMu paGOTHHKaMd — ammapaTa Cyna,
IIPOU3BOAUTCA uepe3 Impeacenarens cyna. Paborhuku TlpuemHoit cyna o0s3aHBI
“HGOPMHpPOBaTh Mpeacenatens cyaa 060 BCeX BO3HMKAIOIMX B MpOLEcce paGoOThl
[IpuemHoO# cyna NpoOIeMHBIX CUTYaLHSX. ,

2.10. B cny4asx, koraa paspelieHle BOIpoca, ¢ KOTOPhIM IpaXAaHUH obpalaercs
B CyA, He BXOAHUT B KOMIIETEHUMIO IaHHOIO CyJa, pabGoTHukH IlpueMHON cyna
Pa3bACHAIOT, B KaKOH CyJ CIeyeT oOpaTUThCS ¢ MOJOOHEIM BOIIPOCOM, MHG0 COOBILAOT,
YTO JaHHBIH BOIIPOC HE OTHOCUTCS K KOMIIETEHUMH Cy0B. '

2.11. PabotHuxu IlpuemMHON He HMEIOT IpaBa IPEAOCTABIATH CJEIYIOIIYIO
uHOopMaIuIo:

0 HOMepax TeJae(OHOB PYKOBOJCTBA U CyJiel TaHHOTO CyJa, a TaKKe APYTHX CYIO0B;

MH()OPMALHIO, COCTABISIOIYI0 TOCYJapCTBEHHYIO, CIyXeOHyH, KOMMepHecKyro
TalHy M MHYIO OXpaHIEeMyl0 3aKOHOM TaiiHy, a TakXe Jpyrue, He IIOAJexXallie
PacnpoCTPaHEHHIO CBEIEHHUSA, CTaBLUME M3BECTHBIE UM B CBS3M C MCIOJHEHHEM
JOJDKHOCTHBIX 00513aHHOCTEH. \

2.12. PaboTHuku IIpueMHO# cyna He MMEIOT NpaBa OKA3bIBATH IOPHIMYECKYIO
TIOMOLIb JINLIaM, OOpAaTUBILVIMCS, B CYH, 32 HCKIIOYEHHEM TpenocTaBieHrs MHGOPMALUH
I0 BoIpocaM OGOPMIICHHUS 3asBIEHHUH, kanob, oOpalleHuii, NofaBaeMbIX B Cy[I, TOPAAKA
UX [TOJaYyH, ITOPsIKA [TOJIyYEeHHs] OTBETAa WM 3alpallliBaeMbIX JOKYMEHTOB.



2.13. Ilpu npueMe obpallieHHi IpaXAaH He JOITyCKaeTCs BO3JIOXEHHE Ha PaxIaH,
He IpEeNyCMOTPEHHBIX 3aKOHOM O0OS3aHHOCTEH WM OrpaHHYeHHE BO3MOXHOCTHU
peayiM3allMy UX NpaB, B YaCTHOCTH He JOITyCKaIOTCSA TpeOOBaHHMS:

NPEACTaBIEHUS  JOKYMEHTOB, HE IPEeIyCMOTPEHHBIX 3aKOHONATEJILCTBOM,
TIPENOCTABIAIOIIMM TPaXKJaHMHY IIpaBO, Ha peajH3alii0 KOTOPOro HaIpaBlieHO
3asaBieHue (xkanoba, obpallleHue);

UCIIOJIHEHMS IpaXXIaHUHOM OOS3aHHOCTEH, He CBA3aHHBIX C 3asABlIeHHEM (Kano0oii,
o6pallileHreM), eCITH 3TO He MPENyCMOTPEHO (enepanbHEIM 3aKOHOM;

peaiu3aiii rpaXXIaHUHOM CBOEro IpaBa TOJBKO IPU YCIOBHU peai3allid HHBIX
He CBSA3aHHBIX C HUM IIPaB, ECJIM 3TO HE MPEAYCMOTPEHO (peiepabHbIM 3aKOHOM;

yIUIaThl COOPOB, OILIATHI YCIYT, HE MPEeIYCMOTPEHHBIX 3aKOHOATEILCTBOM;

CHATHUS KOTIUHA ¢ TOKYMEHTOB, €CJIM 3TO HE IPeIyCMOTPEHO 3aKOHOIATEIBECTBOM;

0053aTeNbHOr0 3aKIIO4YEeHUs JOTOBOPOB, CBA3aHHBIX C pacCMOTPEHHEM 3asBJICHUS
(xkao6bl, OOpallleHHs), €CIM B COOTBETCTBUH C TIPaXNAHCKMM 3aKOHOJATETHCTBOM
Poccuiickoit @enepariuu nogo6HbIe JOrOBOPHI 3aKIFOYAIOTCS B AOOPOBOJILHOM TOPSIKE;

0053aTeBHOr0 UCMONIB30BaHUs PaXAAHUHOM IIPH INOJa4ye 3asBJIEHHH OJIAHKOB M
MHBIX THUNOBBIX (OpM, BBIJABaEMBIX CYAOM, €CIH O3TO He IpeIyCMOTPEHO
3aKOHOJATEJIbCTBOM; )

, COBEpLUEHHUS]  IPaXJaHMHOM  MHBIX  JEHCTBUH, He  NPedyCMOTPEHHBIX
3aKOHOJATeILCTBOM.

3. IIpuem J0KyMeHTOB

3.1. Paboruuku [IpuemHOl cyna NpUHHMAOT OT JIKL, OOpaualoOIIUXCS B CYX,
IOKYMEHTBI, HEIOCPEACTBEHHO IPUHOCHUMEBIE MU B CYI. '

3.2. Pabornuxm IlpueMHON 00s3aHBI MpPOBEpUTH OQOpMIEHHE OOpalleHHid,
NOJaBaeMbIX B CyJl, HA COOTBETCTBHE OOLIUM TpeOOBaHUAM K 0GOPMIIEHHUIO, H3JI0KEHHBIM
B nyHkTe 3.3 PernameHra, a Takxe HOpMaMm NpOLECCYaIbHOTO 3aKOHOAATENbCTBA U B
cllyqae HeBEpHOro opopMieHUs HHOOPMHUPOBATh 00 3TOM 3asBUTENS. ECIH HEIOCTAaTOK B
OQOpMIIEHMM MOXET OBITh HCIIPaBIEH HeMeIIeHHO, paboTHuky [IpuemHOU cyxna
HEoOXOAMMO pa3bsICHUTh 3asBUTENIO JaHHYK BO3MOXHOCTb. VcnpaBieHHs B 3ampocax
~ TIPaBOOXPAHMUTENBHBIX U CyJAeOHBIX OpraHax He JOIMYCKaloTCs.

Ob6paienus, cojaepxaiide OCKOPOUTEIbHBIE BBIPAXEHHSA, He IOINAIOLIHeECs
NPOYTEHHIO JINOO OdOpMIIEHHbIE Ha OOOpOTHOH CTOpoHe OJaHKOB, OOpBIBKax OyMarw;
oQopMIIeHHBIE HE HaUIeXkalluM 00pa3oM WIM He MOIJIeXalue IoJa4e B NaHHBIA Cy[,
MOTYT OBITh IIPHHATHI B TOM ClIy4ae, eClIM MOCIe MOJIyueHUs: PashsICHEHU OT paboTHHKA
ITpueMHo# cyna rpaxIaHUH HacTauBaeT Ha Moaave (MIPUHATUH) YKa3aHHBIX OOPAaIEHHIA.

PabotHuk IlpueMHO# cyfa He UMeeT NpaBa NIPHHUMATD o6pameHn;{, B KOTODHIX B
KayecTBe aJpecaTa He yKa3aH JaHHBIU CYLI.

3.3. Jlioboe npuHMMaeMoe 3asiBieHMe (kanolda, o6pameHne) JIOJKHO COJEPXaTh
CJIEYIOLYI0 HHPOpMaLHIO:

yKaszaHue ajpecara (HaMMEHOBaHHE JAaHHOTO CyAa);

GaMMIMIO, UMS, OTYECTBO 3asABUTENS MM HaHMEHOBaHHe opraHnsannH,
SIBIAIOILEHNCS 3asiBUTENIEM;

IONHBIM ajpec (C yKa3aHMEM IIOYTOBOTO MHIEKCa) MeCTa XKHMTEJIbCTBA MJIM MeECTa
HaXO0XIECHHS 3aIBUTEIIS,
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Ha¥MEHOBaHHUe JOKYMEHTa (3asBleHHe, xano0a, 3anpoc u T.I1.);

JIMYHYIO MOAIHUCH 3aABUTEJIA UJIK OODKHOCTHOIO JIMI[a OpraHU3aluy, SBJISIOLLIENCS
3asABUTCIIEM,

naty oOpaiieHus.

B Texcre Tex kareropuii 3asBneHuit (xanod, oOpalieHuit), KOTOPEIE B COOTBETCTBHU
C HOpMamM TMpOLECCYaIbHOrO 3aKOHOAATEeNbCTBA MOTYT OBITh ITOJAHBI  TOJBKO
YYaCTHHUKaMM CyJONPOM3BOACTBA (JIMIAMU, Y4YacCTBYIOIUUMHM B Jejie; ydYacTHMKaMH
NpOM3BOACTBA MO JenaM 00 aJMUHUCTPATUBHEIX IPABOHAPYIIEHUAX), IIOMHMO
TIepeYCICHHOHN BhIlE HHGOPMAIMK JODKHO OBITh YKa3aHO MPOLIECCYAIBHOE MOJOXKEHHUE
3asiBUTEJIS.

3.4. Ecnu 3asgBUTEns TNPOCUT OTBET Ha IOAaBaeMoe oOOpalleHHe WIH
3ampalMBaeMyro KONHUIO (MOJJIMHHHUK) TOKyMeHTa (OB) HE HalpaBlIsiTh IIOYTOH, a BBIAATH.
Ha pyKH JIUOO OTIIPaBUTH IO OIPYrOMY afpecy (zxpymMy JHLY), 3TO OGSA3aTENTBHO JOIKHO
OBITh yKa3aHO B IPUHUMAEMOM OOpallleHHH.

3.5. Ecnu B nmpuHUMaeMoM oOOpallleHHH HMeeTcs CIIMCOK NpUiaraeMbiX K HeMy
AOKyMeHTOB, paboTHukM [lpmemHO# 00s3aHBI HNPOBEPUTH COOTBETCTBHE IIPHIIOKEHHH,
yKa3aHHBIX B CIIMCKE, U TOJIBKO IIPH YCJIIOBHM HAIUYHS BCEX IEPEUHCIIEHHBIX IIPUIIOKEHHIH
NpUHATE JOKYMEHT. B cily4ae OTCyTCTBHA KaKuX-IMOO NpPHIOXKEHUH pabOTHHKU
IIpueMHON cyma [OJKHBl MPEUIOKUTH 3aSBUTENIO BBEIYEPKHYTH OTCYTCTBYIOLIHE
NPUIOKEHHA M3 CIHCKA W 3aBEPUTh JAHHOE HCIpPABJIEHHE IIOANUCHIO 3asBHTEJIs.
OOpaienue, B KOTOPOM OTCYTCTBYIOT KakHe-THOO NMPHUIIOXKEHHUS, MOTYT OBITh IIPUHATEHI B
TOM Cllyyae, €CJIM IIoCJe TOJIy4yeHHs pa3bsACHEHUH OT paboTHuka IIpueMHOH cyna
3asBUTENIb HAaCTaWBaeT Ha Mojade (MpHUHATHM) yKa3zaHHBIX oOpameHuit. [Ipu sTom 06
OTCYTCTBHUH KaKOro-1u00o JOKyMEHTa UM NPUIOXKEeHUS K 00pallieHHIO COCTaBIsSEeTCs akT B
COOTBETCTBUH C TpeOOBAHUAMHM HHCTPYKLHH IO CyneOHOMY IeNONPOU3BOICTBY, OMUH
DK3EMIUISIp KOTOpOro BBIAAeTCA (HampaBuseTCs) 3asBUTENI0, WHBIE 3K3EMILUISPHI
nproOINaloTCs K IIONYYeHHBIM MNOKYMEHTaM M IIepeNaloTCs BMeCTe C HHMH IO
NPUHAJIEXHOCTH.

3.6. B ciyuae, oTka3a 3asBUTENS OT BHECEHMs YKa3aHHBIX MCIPABIIEHHH B CITHCOK
NPUIOXKEHUH 1ub0 eclM OTCYTCTBHE MPUIOXKEHHUS YCTAaHOBJEHO IIOCHIe IPHUHATHS
obpailenus, paborHuku [IpuemHol cyna MHGOPMHPYIOT 06 3TOM mpeiacemaTess Cyaa H
COCTaBJISIETCS KT O TOM, YTO COOTBETCTBYIOLIEe OOpallleHHe MPHHATO 0e3 YKa3aHHBIX B
HeM IIPWJIOXKEHHH (aKT COCTABNAETCA B COOTBETCTBHU C TPeGOBAHMAMU HHCTPYKIHMH IIO
cyneOHOMY HeNONpPOU3BOJCTBY.

3.7. Ecnu obpallieHre MOAMUCAHO MpEICTAaBUTEIEM MM 3ALUMTHHAKOM 3asBHTENs,
pabotHuxu [IpueMHoM cyna 00s3aHbI:

IIPOBEPUTH HAIMUYUE Y NpeACTaBUTEIA I[OBepeHHOCTI/I OT 3asiBUTENS Ha COBEPIICHHUE -
COOTBETCTBYIOILETO IPOLIECCYalbHOIO ACUCTBH, a Y 3alllUTHUKA - oplepa (4j1s agsokara),
IIOCTaHOBJIEHUS CyJa O JOMyCKE B KayecTBe 3aIIUTHHKA HApAAy C aIBOKaTOM HIIH
JOBEPEHHOCTH OT JIMLA, B OTHOLIEHHH KOTOpPOro BeleTcs IPOU3BOACTBO IO Jely 00
aIMUHUCTPATUBHOM IIpaBOHAPYLUEHHH;

B ClIydae HEOOXOAMMOCTHU Pa3bsCHUTDH 00S3aTeIBHOCTD NPHOOILEHNUS K OOPAIIEHHIO
opaepa (1 afBOKaTa), 3aBEpEHHOH KONMMHU MOCTAHOBJIEHHS Cyla O JOIIYCKE B KaueCTBeE
3alUTHUKA HapAdy C aJBOKATOM;

€CIM  JOBEPEHHOCTb (€€ HOTapUAIbHO 3aBEPEHHOM KOIHH), II0 AaHHBIM
MH(QOPMALMOHHOM CHCTEMBl CylJa WIM 10 COOOIIEHHIO paGOTHHMKOB anmapara cynia



OTCYTCTBYET B MaTepHajaX Jeja, CEAThb KONHI0 C MNONIWHHMKA HJIH HOTAapHAIBHO
3aBEPEHHOM KOIIUU JOBEPEHHOCTH, 3aBEPUTH €€ CBOEH MOAMKUCEIO U MEeYaThIO A/ KOIUM 1
IPUOOLIUTE €€ K IIOJaHHOMY OOpallleHHIO.

3.8. JIoKyMEHTBI, IPUHOCHMEIE B JOIOJIHEHHE K paHee MOMAaHHBIM OOpalleHusM,
MOryT OBITh NPUHATH B IIpHeMHOI Cyma TOMBKO B TOM Cliy4yae, e€ciM OOpallleHHE, B
JIOTIONTHEHHE K KOTOPOMY OHH NPEACTaBISIOTCS, IIOCTYIIHIIO B CYA U ellle He pacCMOTPEHO.

- K noxymeHTam, npencraBisieMbIM B JOTIOJHEHHE K PaHee MOAaHHBIM O0palleHUsM,
JOJDKHO OBITh INIPUJIOXKEHO 3asiBJIEHHE C yKa3aHHeM Ha TO, B JOIOJIHEHHE K KaKOMY
MMEHHO OOpallleHHI0 OHHM MNpEeICTaBIAOTCA. B ciiydae OTCYTCTBHS TaKOro 3asBiIeHHS,
pabotHuk IlpmemHoOl cyma o0s3aH ykasaTh 3asBHUTENIO Ha HeOOXOOMMOCTH €ro
cocTaBjieHus. be3 npuobienys yka3aHHOTO 3asBIEHMS JOKYMEHTHI, NpeACTaBlsieMble B
JOTIOJIHEHHE K paHee IOJaHHBIM OOpaleHHsAM, MOTYT OBITH NPUHATE TOJNBKO B TOM
cllydae, €CIM NojaTeNlb HacTauBaeT Ha UX NPUHATUU Oe3 3asBieHus. [IpH 3ToM pabOTHHK
IIpuemHO# cyna oO0s3aH NMPUHATH BCE BOBMOXXHBIE MEPHI IJIs YCTaHOBJIEHUs OOpallleHus,
B JIOIIOJJHEHHE K KOTOpPOMY IpeACTaBISAIOTCS MOJAaHHbIE JOKYMEHTHI, HO HE MOXET HECTH
OTBETCTBEHHOCTH B Cllydae HEBEPHOTO ONpelesieHUs oOpalieHus, K KOTOpOMY HaJIEXHT
NpUOOLIUTE IOAAHHBIE JOKYMEHTHI. |

3.9. Ha npunsTom pabotHukom [IpuemMHoM cyna oOpalieHuy MpOCTaBIsIeTCs IITaMIT
IIpuemHOM cyna ¢ ykazaHHeM TEKYyLIEH AAaThl U BPEMEHHU, KOTOPBIMA CTABUTCSA Ha JIMIIEBOH
' CTOpOHE IIepBOTO JIKCTa 0OpallleHys B IIPABOM HIDKHEM YTy, TaM K€ CTABUTCH BXOMAALINM
HoMep. IIramn IlpueMHOM cyna, 3aBepeHHBIH MNOAMKMCHIO pPabOTHHKA, IPUHSBILETO
o0palleHue, 1o npockOe nMIa, NpeacTaBuBLIero obpamenne B [IpueMHyto cyna, craBuTCs
TaKXX€ Ha NPEICTaBICHHON MM JOMOJHUTENbHON KONMUU AaHHOro obpamienus. llraMm He
CTaBUTCS Ha JOPYrMX NOKYMEHTax, JaXe €Cld OHU IIOJAIOTCSA B JOIOJHEHHe K paHee
NOlaHHBIM OOpaiieHUsM Oe3 MpHOOIIeHHs K HAM 3asiBJICHHS, YKa3aHHOTO B ITyHKTe 3.8
HaCTOSIIEero periaMeHTa.

3.10. Bce mpuHSATBIE JOKYMEHTHI, B TOM YHCJIe MOAAHHBIE B JOMOJHEHHE K paHee
NONaHHBIM oOfpamieHusiM, paGoTHuk IlpmeMHOW cynma o00s3aH 3apericTpupoBaTh B
cootBeTcTByromux mnoacucreMax I'AC ‘"IIpaBocymue” (IIM "JJoxymeHTOOGOpOT ¥ -
obpamenus rpaxian”’, ITM "CyneGHas koppecnOHIEHIMs” W Ip.) U nepedaTh B IEHb
TIpHeMa TO NPHHAMIEKHOCTH 10 cHOPMHUPOBAHHOMY M paclleyaTaHHOMY U3 IIOACHCTEM
I'AC "IlpaBocynue” COOTBETCTBYIOLIEMY peecTpy Iepeladd JOKYMEHTOB WM €JHHOMY
peecTpy ydeTa BXOISLIEH KOPPECIOHAEHIMH (B Cllydae pPErMCTpalUd Bcel BXOISLIEH
KOppecrnoHaeHIMy B IIpueMHOH cyna) mojx pOCIHUCH JIUL, HEMOCPEACTBEHHO KOTOPOMY
IepeaaHbl JOKYMEHTEI, ¢ YKa3aHUEM UM 3aHUMaeMOX JOJDKHOCTH, a B MCKIIFOUHUTENIBHEIX
ciydasx — He nosaHee 10.00 cnemyromero paGoyero AHs, €CIH HHOE HE MPENYCMOTPEHO
HHCTPYKIHEN 10 CyIeOHOMY IeIONMPOU3BOACTBY. PerucTpanus JOKyMeHTOB M Mepefavax
N0 IPHHAJUIEXHOCTH OCYILIECTBISETCS B CTPOrOM COOTBETCTBHH C TpeOOBaHMSIMHU
MHCTPYKIHH 110 CyJeOHOMY J€NONpPOM3BOACTBY.

Peectpsl nepenayn JOKyMeHTOB XpaHsTcs B [IpueMHoii cyna.

3.11. JloxyMeHTBI, TOAaBacMble IO JellaM, Ha3Ha4eHHEIM K pacCMOTPEHHIO,
paborHuk IlpueMHoOlt cyna o6s3aH He3aMeNIMTENbHO 3aperMCTPUPOBaTh B MOACHCTEMAx
T'AC "IlpaBocyaue” U nepefaTh MO PeecTpaM Mo IPHHALIEKHOCTH. .

3.12. Ecnu nuuo obpamiaercs ¢ npocs0oi 0 IpHeMe Kakux-JHOO JOKYMEHTOB IO
KOHKPETHOMY JeNy HeMOCPeICTBEHHO B JeHb, Ha KOTOpHIH HasHaueHO PacCMOTPEHHE
COOTBETCTBYIOLIETrO Aena, pabothuk [IpuemHoli cyna 06s3aH pa3bsICHUTh O0paTHUBILIEMYCS



11e1eC000pa3HOCTh  pa3pellleHHs] COOTBETCTBYIOLIEr0 BOIPOCA HENOCPENCTBEHHO B
- cyneOHOM 3acelaHuu.

3.13. Ha xaxaoM npuHATOM OOpalleHHH, MOAaHHOMY IIO KOHerTHOMy ey
(Marepuany) paboTHukoM IIpueMHOMN cyna, KpOMe perMCTpalOHHOTO HOMEPA, CTABHTCS
HOMEP COOTBETCTBYIOIIETO [€Na/TIPOU3BOACTBA, €CIM HH(poOpManus O HeM HMEETCs B
nozacucremax I'AC "TIpaBocyaue”. HoMep nena (MaTepuana) NpOCTaBIAETCS TAKXKe IPU
perucTpaliuM MNpUHATOrO obOpameHus B moacucrteMax ['AC "HpaBocym/Ie” U
COOTBETCTBEHHO — B peecTpax.

3.14. Ecnu x oOpallleHHI0 IpUIoXKeHa KBI/ITaHLII/ISI o0 oratre rocyaapcTBeHHOMH
NOLTMHBI WIX 3aBEpeHHAsl KONUs IUIaTEXHOIo MOpyYeHHs 00 OIulaTe rocyaapcTBEHHOMH
IOLIKHEL, 00 3TOM JenaeTcs OTMETKa (C 00sA3aTeNbHBIM yKa3aHHEM CYMMBI YILIAYeHHOM
rOCyJapCTBEHHOM NOLUIMHBI) IpU perucTpanyu JaHHOrO obpalleHHs B IMOACHCTEMax
T'AC "TIpaBocynue”. '

4. Belgaua J0KyMEHTOB

4.]1. Belgaya JOKyMeHTOB pabOTHHMKOM NMPHEMHOM OCYILIECTBIAETCS Ha OCHOBAHHH
NMUCBMEHHOro  ofpallleHUs  (3asBleHMs) TIpaXKAaHMHA, 3aperMCTPUPOBAHHOIO - B
~ YCTaHOBJIEHHOM MHCTPYKLMEH 110 CyAeOHOMY A€NONPOU3BOACTBY HOPSIKE.

Pabornuk IlpueMHON cyma mpu BblHade [JOKYMEHTOB 00s3aH NPOBEPUTH
NIPaBUIBHOCTh OQOpPMIIEHHS [NOKYMEHTa, BBIJABAaeMOrO0 CyIOM, M TOJNBKO B Cllydae
HaJjiexaniero ero ohopMIIeHHs BBIIATh JaHHBINH JOKYMEHT.

JlokyMeHTBl, oOpMIICHHbIE HEHaIIeXalluM O0pa3oM, He MOTYT OBITh BBIIAHBI.
PabotHuk IlpuemHOl cynga o6s3aH yCTpaHHTh HENOCTaTKH B OGQOPMIICHHH NOKyMEHTa
CaMOCTOATENPHO JIMOO BO3BpaTUTh [JOKYMEHT [UIi HaAJeXxamero oQopMIeHUs
COOTBETCTBYIOLIEMY PaGOTHHKY amnmapaTa cyna.

4.2. Pa6otuuk IIpueMHOM Cyaa HeceT OTBETCTBEHHOCTh TOJBKO 3a COMAEPKaHHE
CaMOCTOSATENBHO [TOATOTOBJIEHHOIO U BbIIaBa€MOro JOKYMEHTa JIMIaM, 00palaloIuMCs B
Cyl, B TOM YHCIE B YaCTH COOTBETCTBHS COMEPXAHUA JOKYMEHTAa ‘MH(POPMALMH,
coflepxxalieiicst B cooTBeTCTByromux noncucremax I'AC "IIpaBocynue”.

4.3. Ecnu DOKyMEHT MOXeT OBITh BEIJAH TOJBLKO ONpEe/eHHBIM KaTeropusM JIMII,
YCTaHOBJIEHHBIM 3aKOHOM, paboTHuk IIpueMHO# cyma o00si3aH YCTaHOBHTH JHUYHOCTH
3asBUTENS. U OINpPeAeNIUTh ero npunannexcﬂocrf, K KaTeropuyl JHUL, UMEIoNUX NpaBo Ha'
TNIOJy4eHHe JaHHOro JOKYMEHTa.

4.4. Ecnu NOKYMEHT BBIAAETCS NPEICTABUTENIO 3asBUTEN, pa60THm< HpHeMHon
Cyna, IOMHUMO JEHCTBUH, yKa3aHHBIX B ITyHKTe 4.3 HacTosero PernamenTa, oJDkeH:

NPOBEPUTH HAIMYHE Y MIPEICTABUTENS JOBEPEHHOCTH OT 3asBUTENS Ha COBEPIUEHHE
COOTBETCTBYIOLIETr0 AEHCTBHS, IPH OTCYTCTBHM TAKOBOW pPa3biCHUTH HEOOXONMMOCTEH €€
npexncrasneHus B [Ipuemnyro cyna;

eCM yKa3aHHas IOBEPEHHOCTh (€€ HOTApHANBLHO YAOCTOBEPEHHAS KOMHMSA), IIO
HaHHBIM cooTBeTcTBylomMX noacucreM I'AC "llpaBocynue” mnu mo HHbopMalMu
paboOTHUKOB ammapara Cyla OTCYTCTBYET B Jejie/MaTepHae, CHATh KOIHUIO ¢ MOAIMHHUKA
(ero HOTapHAIBHO YAOCTOBEPEHHOM KOMHHK), 3aBEPUTH €€ CBOEH MOIMCHIO ¥ NEYATHIO JIs
KOIHMI ¥ IPHOGIIUTE K PACITUCKE B IIONyIEHHMH 3aNPaIIMBAEMOr0 JOKYMEHTa.

be3 coBepllieHus yKka3aHHBIX OEHCTBUIN 3ampalliBaeMblii 3aSBUTEIEM JOKYMEHT He
MOXeET OBITh BBIaH €r0 NPEACTaBUTEIIIO.



4.5. Ilpu Beigaue yepe3 [IpueMHyto cyzna mr000ro JOKyMeHTa C JIMIA, MOIYYaroIEero
IOKYMEHT, OepeTcsi COOTBETCTBYIOLIAsl PaclUCKa B €ro MOJyYEeHHH.

Pacmucka ogopmiseTcs 160 Ha OOpallleHMM O BBIJaYe 3alpalldBaeMoro
JNOKyMeHTa, TH00 Ha OTJEeJIEHOM JINCTE U JOJDKHA COMEPXKATh cnenyfomne CBEICHMUS:

HaMeHOBaHUE JOKYMEHTA (paclucka);

(bamunio, UM ¥ 0TYECTBO JIMLIA, IIOJTYYUBIIETO JOKYMEHT (bl);

®.1.0. 10KHOCTHOrO JIMIIa C YKa3aHUEeM HalMEHOBAaHHS 3aHUMaeMOl TODKHOCTH,
3a UCKIIIOYEHHEM clTydaeB OQOpMIIEHUS PacIIUCKU Ha o6pan1emm (3ampoce), colepxallleM
HHGbOpMaIHIO O 3aHUMaeMOH UM JIOJIXKHOCTH;

HaMEHOBaHWe TIONyYeHHOro (BIX) IOKyMeHTa (OB), YyKa3aHHe KOJHYeCTBa
IIOJIyYE€HHBIX 3K3E€MILISPOB U KOJIMYECTBA JTUCTOB IIPUIIOXKEHUM;

MOJIIKCH JIMLIA, TOJTYYHBILETO JOKYMEHT (Bl);

IaTy MOJIy4eHHsl JOKyMeHTa (OB).

4.6. PabotHuk IlpmemHO# cyma o00s3aH NPOBEPUTH NPAaBUIBHOCTH OQOPMIICHHS
pacnucku, KoTopas IepefaeTcs M0 NPUHAIJIEKHOCTH IUIs NMPUOOILEHUS K MaTepuaiaMm
Jlea/TIpOU3BOJICTBA, O BhlAaue HOKYMEHTA JENaeTcst TAKxKe OTMETKA B COOTBETCTBYHOIIMX
noacucremax ['AC "[IpaBocynue”, B CIpaBOYHOM JIUCTE.

4.7. Konuu 3anpammBaeMbIX CyAeOHBIX aKTOB U3TrOTaBIMBAIOTCA U 0QOPMISIOTCS B
COOTBETCTBUM C TpeOOBAHUAMHM HHCTPYKUUH IO CyAeOHOMY JeJONpPOU3BOACTBY
HEeNoCpeACTBEHHO paboTHHKOM [IpueMHOH cyna HIM WHBIMH = YIIOJTHOMOYEHHBIMH
pabOTHHKaMH amnmnapaTa cyJa B JI€Hb IIOCTYIUIEHHS 3asBIE€HMS, a IPU HEBO3MOXHOCTH — B
CpoK He Ooiee NATH paboyuXx qHEH ¢ yKka3aHHOW JaThl.

S. BzaumonelicTBHe ¢ IpyruMH pa0oTHHKAaMM annapara cyaa

- 5.1. B cnyuasx, xorga paboTtHuk IIpueMHoOM cyna obpamaercs K paGOTHHKaM
anmnapara cyna, nocieHue o0s3aHbl IPUHATh He3aMeUIUTENbHbIE MEPhI AJIS pa3pelleHus]
COOTBETCTBYIOIIEH NMpoOIeMHON cuTyauuu (HarpuMep, IPOBEPUTH HAIMYKeE Nella B CyJe,
YCTaHOBUTH 3alpallliBaeMyrO HHQ)opMaumo 0 MaTepualaM  COOTBETCTBYIOLIETO
JieNa/IpOU3BOJCTBA H AP.).

5.2. Paboruuku Ilpuemnolf cyna oOsi3aHbl coOmomaTh TOPSANOK TEepenavu
IPUHATBIX JOKYMEHTOB K IpYr'MM paOOTHHKaM ammnapara, YCTAaHOBJICHHBIH ITyHKTaMH 3.9 -
3.14 wactosiero Pernamenta, B COOTBETCTBMM C TpeGOBaHMAMM VIHCTPYKIMM IO
CyIe6HOMY JEOIPOU3BOICTRY. |

5.3. 3a conmepxaHue U NMPABUIBHOCTE OQOpMIIEHHS BhIIaBaeMoro yepes [IpueMuyio
Cyla NOKyMEHTa HECET OTBETCTBEHHOCTh YIOIHOMOYEHHBI pabOTHMK ammapaTa cyna,
M3rOTOBUBIUMM JaHHBIM HOKyMeHT. [Ipu 5TOM cOOTBeTCTBHE O(GOPMIIEHHS BBHIIABAEMOIO
JOKyMeHTa TpeOOBaHMAM HHCTPYKLHHU MO CyleOHOMY AEJONpPOM3BOACTBY HOJKHO OBITH
npoBepeHo paboTHUKOM [IpueMHO# Cyla U B TOM Clly4yae, KOTa JOKYMEHT IIOATOTOBJIEH
MHBIM YIIOJIHOMOYEHHBIM paOOTHHKOM alrapara cyJa.



