YTBEPXJIEHO
MIPUKa30M MpeaceaaTens
XapoBCKOr0 paiOHHOTO Cy1a

Bomnoroackoii obimactu
ot 02 mapta 2023 roga Ne 36

Hosoxenune
0 MOpsAAKe JOKYMEHT0000p0oTa B XapOBCKOM PAallOHHOM cy/e
BoJaoroackoii o01actu

1.001mue noJjioxeHus.

Hacrosiiee Ilonoxenue pazpaboTraHo B cOOTBETCTBUM ¢ 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
dbenepanbHbie CyAbl 00IIEH IOPUCIUKIIMU TOKYMEHTOB B 3JIEKTPOHHOM BHJE, B TOM UHCIIE B
dbopMe 3IEeKTPOHHOTO JAOKYMEHTA, YTBEpKIEeHHBIM mpukazoM CymeOHOTo nenapTrameHTa MpH
BepxoBHom Cyne Poccuiickoit @enepanuu ot 27.12.2016 Ne 251, IlonoxxkeHuem o Mopsijike
paccMOTpeHHs cyJaMu oOLIei FOPUCIMKIIMY MTOCTYMAOIINX B AIEKTPOHHOUN Gopme oOpaleHuit
rpaxkaan  (Gu3MYeCKUX JMUI), OpraHu3auuii, (IOPUIUYECKUX JIHI[), OOIIECTBEHHBIX
oOBeMHEHN, OpraHOB TOCYHApCTBEHHOW Biacth MW (WIM) OpPraHOB  MECTHOTO
caMOyMpaBJIeHUs, YTBEPKACHHBIM noctaHoBieHueM lIpesunnyma CoBera cyneir Poccuiickoit
®enepaunu ot 21.06.2010 Ne 229, ¢ yueToM TeXHUYECKON BO3MOKHOCTH, UMEIOLIECICS B CYE.

[Tonoxxenue onpeaenseT MOPSIOK MOTydeHUs, 00pabOTKU, pErucTpaIuu, nepeaadu mo
HA3HAYEHUIO JJOKYMEHTOB, IMOCTYIMHUBIINUX B XapOBCKUN pailoHHBIN cyn Bonoroackoit obnactu
M0 Pa3JIMYHBIM KaHaJIaM CBS3H.

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

2.1. Tlpuem, mepBuuHas 00pabOTKa, perucTpainus, mnepeaada MO HA3HAYEHUIO e,
MaTepHaJioB, TOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE OCYLIECTBIISIETCS B TeUCHHE pabovero JHS B
npueMHoOi XapoBCKOTO pPalOHHOTO Cyna paOOTHMKOM ammapara Ccyaa, JODKHOCTHBIM
PETIaMEeHTOM KOTOPOTO MPETYCMOTPEHBI COOTBETCTBYIOIIUE TIOJTHOMOYHS.

PaboTHuK ammapara cyna mpoBepsieT MPaBUIBHOCTh YKa3aHHUs agpecara Ha KOHBEPTax
(Gangeponsix, mocklikax), cBepser Homepa Ha Hux (LLIIN) ¢ HOMepamu, yka3aHHBIMU B
peectpe  (HakIaaHOH), pacIUChIBa€TCSs B MpHEME KOPPECTOHACHIMU. BckphiBaeT
KOPPECTIOHICHIIMIO, TPOBEPSIeT HAJUYWe W LEJIOCTHOCTh JOKYMEHTOB (mem). B cmyuae
OTCYTCTBHUSA (ITOBPEXKICHNUS) BIOXKEHHH 00 3TOM COCTaBIIsIeT akT. B ciydae eciau B KOHBEpTe
(makeTe) HeCKOIBKO CaMOCTOSITEITLHBIX 3asIBICHUH, JKan00 WM MHOW KOPPECTIOHCHIINU, TO K
OJTHOMY W3 HHX MPHUKJIABIBACT OPUTHHAI IOYTOBOTO KOHBEpTa (TIAKETa), K MHBIM BIIOKCHUSM,
COJepKaIlUM JOKYMEHTBl MO JpYyrMM JenaM (MarepuajiaM) TpUKIaJbIBAIOTCS CHSITHIC
KCEpOKOIINU KOHBEPTa (TMaKera).
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2.2. JIOKyMEeHTHI 110 JiejiaM, HaXOJIAIIMMCS Ha PAaCCMOTPEHUH Cya, Jieia, TOCTYIUBIINE
Ha PacCMOTpPEHHE B Cya, cneruaauct peructpupyeT B I[I1 «lokyMeHTO000pOT U obpamieHus
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 CIICJACTBHS U JO3HAHUS;
"4" - wmaTepHallbl MO PACCMOTPEHHUIO TMPEJICTABICHHMA W XOJATalCTB B TOPSJIKE

WCTIOJTHEHUS TIPUTOBOPOB;

"5" - nena 00 aAMUHUCTPATUBHBIX [TPAaBOHAPYIICHUSX;

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

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

"8" - mpom3BOJICTBa O HAJIO)KEHUH JICHE)KHBIX B3bICKaHMK W mTpadoB, 00 oOpalieHuU
3ajora B JI0XOJl TOCY/1apCTBa;

"9" i "M" - maTtepuaibl, 0 KOTOPBIM OTKa3aHO B IMPUHSATHM 3asBJICHUN U BBIHECEH
CyIIeOHBIN aKT O BO3BpATE, MAaTEPHAIIBI IO BEIHECCHHSI PEIIICHHS O IPUHATHH K TIPOU3BOICTRY;

"9a" - MaTepualibl AIMUHUCTPATUBHOTO JIeia, IO KOTOPOMY BBIHECEHO OIpejesieHue 00
OTKa3e B MIPUHATHH 3asBJICHUH WM O BO3BpATe 3asBICHUI;

"10" - yrojoBHBIC ieNIa B Cy/I€ alle/UIAIIMOHHON HHCTAHIINN;

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

"12" - nema mo jkajo0aM Ha TIOCTAHOBJIICHHS IO JejlaM 00 aIMHUHHCTPATHUBHBIX
MIPABOHAPYIICHUSX

"13" - MaTrepuabl B HOPSAIKE UCIIOJHEHUS PEIICHU;

"13a" - wmarepuanbl, pa3peliaeMble B TMOPSAAKE UCIOJHEHUS pELIEHUNd B

aIMUHUCTPATUBHOM CYIONPOU3BOJICTBE;

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

"15" - uHBIEC MaTEpHUAIIBI.

Ha Bxonsdmux JOKyMEHTax Ha JIMLIEBOW CTOPOHE MEPBOrO JIMCTAa JIOKYMEHTAa WIH
0OJIO)KKH Jieia B TIPaBOM HUKHEM YIJIy MPOCTABIISET PETMCTPALMOHHBIN IITaMI, B KOTOPOM
yKa3bIBaeTCA JjaTa MOCTYIJICHUS, BXOALINI HOMED.

He nmognexar perucrpanuu:

-KOPPECIIOHIEHIIMs, BO3BPAIEHHAs B CY/I;

-YBEJIOMJICHHUS O BpPYYEHUH KOPPECTIOHICHIIUH, PACIIUCKH;

-HCTIOTHUTENLHBIC JINCTHI, BO3BpAIllEHHBIE TO TPEOOBAHHWIO CyAa WIH C OTMETKOU
CyneOHOTO MPUCTaBA-UCTIOTHUTEIS,

-peKiiaMa, Mo3/1paBUTEIbHbIE OTKPBITKH;

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

-aKThl CBEPKHU, CUETA, TIOTOBOPHI.

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

JIOKyMEHTBI, IPUHSITHIE PAOOTHUKOM MPUEMHOU CyJa, MepeaaroTcs B JeHb MpUeMa o
NPUHAJICKHOCTH TOJ POCIHUCH JIMIlY, HEMOCPEJACTBEHHO KOTOPOMY MepeaHbl JOKYMEHTHI, C
yKa3aHueM (paMWINU, MHULKAIOB U 3aHUMAeMOM UM JTOJDKHOCTH, J1aThl epeadyu JOKYMEHTOB,
a B MCKITIOUUTENBHBIX Cirydasx - He no3anee 10.00 ciemyromiero pabodero aus. B cioydae ecnu
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. [lopsinok padoThI ¢ IOKYMEHTAMHU,
NOCTYNAKIIUMHU B 3jIeKTpoHHOM Buje yepe3 'AC «IIpaBocyaue»

3.1. IIpuem, nepBuyHass 00pabOTKa, perucTpanus, mepenada Ui paclpeneiIeHus WIn
paccMOTpPEHUsI KOPPECTIOHAECHIINY, ITOCTYIAIOIIEeH B CyJl B 3JEKTPOHHOM BHUJE Ha CallT cyna B
UHPOPMALIMOHHO - TeJIeKOMMYHHKAIMoHHOW cetu «MHTepHer» (uepe3 pasgensl ['AC
«I[IpaBocynue» - «OOpamenust rpaxnan» u «llomaua mnpoueccyanbHbIX JOKYMEHTOB B
JJIEKTPOHHOM BHJIE») OCYILECTBISIETCA B T€UeHHE pabodero AHs paOOTHHKOM ammapara cyna,
OTBETCTBEHHBIM 32 IIPUEM JIOKYMEHTOB B 3JIEKTPOHHOM BUJIE, U (MJIM) UX PETUCTPALIUIO.

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

- TIPOBEPSIET COOTBETCTBHE JOKYMEHTOB, MOCTYIHUBIINX B CyJl B DJICKTPOHHOM BHJE Ha
calT cyaa, TpedoBanusaM 1. 4.5 Tlopsnka nonauu B denepanbHbie Cybl 00IIEH FOPUCAUKIINH
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;

- HampaBjseT B JUYHBIM KaOWHET 3asSBUTEJISI YBEJAOMIICHHE O TMOJYYEHHUU TOKYMEHTA,
100 OTKIIOHEHUH C YKa3aHUEM IMPUYHH.

3.3. Peructpupyet nokymentsl B [I1 «JlokymenTo0060poT 1 obpamenus rpaxaan» ['AC
«IIpaBocynue» U IPUKPEIUISET UX B JJIIEKTPOHHOM BHUJI€ K PETUCTPALIMOHHOM KapTOUYKE.

JlanbHelee NpoXoKAEeHUE JOKYMEHTOB BHYTPH CyJla OCYILECTBISETCS Yepe3 JIMUHBIE
kaOuHeThl coTpyaHukoB cyaa B [N «JlokymenTooGopoT u oOpamenus rpaxnan» ['AC
«IIpaBocynuey.

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

JIOKYMEHTHI 110 JieJIaM U MaTepuayiaM, CIaHHBIM MOCJI€ PACCMOTPEHUS CYJIbel B OTIEIbI
obOecrieueHsT CYAONPOU3BOJICTBAY MO TpaXTaHCKUM H aJIMHHUCTPATUBHBIM JejiaM, II0
YTOJIOBHBIM JieJlaM, HarpaBisieT B JICKTPOHHOM BHJIC B JIMYHBIA KaOMHET COOTBETCTBYIOIIEMY
CIICLIUAIIUCTY.

JlaHHBIM JOKYMEHTaM MPUCBAUBAIOTCSI HOMEpPA C UH/IEKCAMU:

"1" - yronoBHsle Jena;

"2" - rpakmaHCcKue nena;

"2a" - aIMUHHUCTPATUBHBIC JIETIA;

"3" - wmarepuanel CyqeOHOTO KOHTPOJII 32 3aKOHHOCTBIO JCWCTBUH OpraHoOB
MPEIBAPUTENHHOIO CIAEACTBUS U TIO3HAHUS;
"4" - martepualibl MO PACCMOTPEHHMIO MPEACTABICHUN U XOJATaliCTB B TMOPSIKE

UCTIOJHEHHUS TPUTOBOPOB;

"5" - nena 00 aAMUHUCTPATUBHBIX MTPABOHAPYIICHUSIX;

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

"7" - marepwanbl O HANpaBICHWM HECOBEPIICHHOJETHHX B CHENHaJbHBbIE y4eOHO-
BOCTIMTATENIbHBIE U MHBIE CTICIUATH3UPOBAHHBIE YIPEKICHUS;
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"8" - mpou3BOJCTBA O HAJIOKEHUHU JICHEXKHBIX B3bICKaHMK W mTpadoB, 00 oOpalieHuU
3ajora B JI0XO/Jl TOCY/1apCTBa;

"9" umm "M" - Matepuanbl, 10O KOTOPHIM OTKa3aHO B NPHUHSTHM 3asBJICHUN U BBIHECEH
CyNeOHBII aKT 0 BO3BpaTE, MATEPHAIIHI IO BEBIHECCHHSI PEIICHUS O IPUHSATHH K TIPOU3BO/ICTBY;

"9a" - MaTepHalibl AIMUHUCTPATUBHOTO JIeia, IO KOTOPOMY BBIHECEHO OIpejesieHne 00
OTKa3e B MIPUHATHH 3asBJICHUHN WK O BO3BpATe 3asiBICHUI;

"10" - yrojoBHBIE eI B Cy/I€ alleUIAIIMOHHON HHCTAHIINN;

"11" - rpakaaHCKUE JIeN1a B CYy/Ie aneUIIIIMOHHON HHCTaHIUH;

"12" - nema mo jkajobaM Ha TIOCTAHOBJIICHHS IO JeilaM 00 aaIMHUHHCTPATUBHBIX
MIPABOHAPYIICHUSX;

"13" - maTepualbl B MOPAIKE UCTIOTHEHUS PEIICHHIA;

"13a" - wMarepuasipl, paspeuiaeMble B TMOPAJKE MCIOJIHEHHS pEIICHUH B

aJIMUHUCTPATUBHOM CYJIOTIPOU3BO/ICTBE;
"14" - maTepuaibl 0 MPOBEACHUN ONIEPATUBHO-PO3BICKHBIX MEPOTIPUATH;
"15" - uHBIC MaTEpHUAIHI.

3.5. Ilpu HEOOXOAMMOCTH TOCTYNUBIINK JOKYMEHT TIEPEHOCUTCS Ha OyMaKHBIH
Hocutenb. OTMeTka O Jare U BPEMEHM MOCTYIUJIEHUS JOKYMEHTa B Cyd M €ro
PETUCTPAIIMOHHBIT  HOMEpP MOXET OBbITh pacredyaraHa Ha JIOKYMEHTe C TOMOIIbIO
[N «J1okyMeHTOOOOPOT U 0OpaIICHHS TPaXKIaH.

3.6. PaGoTHuk ammapara cyaa, OTBETCTBEHHBIN 3a MpUEM JOKYMEHTOB B 3JEKTPOHHOM
BUJIE U (WJIM) UX PETHCTPAIUIO JOKYMEHTHI TIepelaeT M0 MPUHAJIC)KHOCTH B JIEHb MPUEMa, a B
UCKJTIOUMTENBHBIX CIIydasx - He mo3fHee 14 gac. ciemyromero padodero aHs. JlOKyMeHTHI,
MOCTYIUBIIUE TIO JIeJIaM, HAa3HAYEHHBIM K PACCMOTPECHHIO, PETUCTPUPYET HE3aMEITUTCIIBHO U
nepesiaeT B AJIEKTPOHHOM Buje B JnuHbI kKabuHeT B 11 «JlokymeHnT0O00pOT M 0OparieHus
rpa)xjaany Mo Ha3HAYCHUIO.

PerucrpanmonHsie >KypHaiabl (peecTpbl) ydeTa BXOASAIMIMX JOKYMEHTOB (OPMHUPYET
aBTomMatnuecku U pacnedarbiBaeT u3 [N «JlokymenToo6opot u obpamienus rpaxaan» ['AC
«IIpaBocynue» B KOHIE pabouero JHs JUOO MO Mepe HEOOXOAMMOCTH B TeueHHe pabodero
TTHSL.

4. Ilopsanok padoThI ¢ JOKYMEHTAMH, IOCTYNAIOIIMMH 10 3JIeKTPOHHOM 1o4Te,
1o GaKCUMMJIbHON CBA3M

4.1. Tlpuem, mepBuuHas oOpabOTKa, pErucTpauus, Mepenavya Jis pacupeesieHUs] WiH
paccMOTpeHUs] KOPPECTIOHACHIINH, TIOCTYTAIONIEH B Cy/] HAa O(pUIIMATBHBIN IEKTPOHHBIN SIITUK
CyJla OCYUIECTBIISIETCSI B TeUeHHE pabodero JHsS OTBETCTBEHHBIM PaOOTHHKOM ammapara cyna,
JOJKHOCTHBIM PErJIaMEHTOM KOTOPOTO MPEyCMOTPEHBI 3TH 00sI3aHHOCTH.

OTBeTCTBEHHBIN paOOTHHK amnmapara cy/ja MpoBepsieT:

- IPaBUJILHOCTb YKa3aHUs aJipecara;
- HaInure rpaguiyecKkoi MOANMUCH B 3asBIIeHUH (0OpallleHuH, 3ampoce).

4.2. KoppecnoHaeH11s1, NOCTYNAOIIasi HA UMEIOIIUNUCS B CYJI€ AJIEKTPOHHBIN MOYTOBBIN
AIIUK Cy/a, MepeaeTcs M0 Ha3HAYEHUIO B JIEKTPOHHOM BHUJE Yepe3 OOIIETOCTYIHYIO MaIKy
Ha cepBepe («OOMEHHUKY).
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4.3. KoppecnoHieH1us1, mocTynaromas B ¢y no pakCuMUIbHON CBSI3U, TepeaeTcs Ha
OyMa)XHOM HOCUTEJIE 10 Ha3HAYeHWIO, a TMpPU HEOOXOJMMOCTH pPETUCTpaluu -

YIIOJIJHOMOUYEHHOMY pabOTHHKY amnmnapara cyaa.

4.4. Peructpanus W Iepefada KOPPECHOHACHIIMM OCYIIECTBISACTCS 1O aHAJIOTHH C
m.a. 3.3, 3.4, 3.7.

*[pU HATMYUH OT/CIIOB B CyJIE



