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1. O0mue noJiokeHus

1.1. JlesTensHOCTh mpueMHOHN cyna (nanee - [IpuemHas cynma) periaMeHTHpYeETCs
ITonoxxenreM o NpHEMHOM Cyja, yTBEpXKAEHHBIM NpeicelareleM CyAa Ha OCHOBaHUH
IIpuMepHOro MOJOXKEHHS O NPUEMHONW (QenepalbHOro cyna oOIIel FOPHUCIUKIIHH,
yTBepKAeHHbIM npuka3zoM CynebHoro nenapramenra npu BepxoBHom Cyne Poccuiickoii
®enepanuy 1 HACTOSIIUM THUIIOBBIM PETJIAMEHTOM.

1.2. IlpaBoBoe perynupoBaHHE OTHOLIEHHWH, CBS3aHHBIX C OpraHU3aIHel
paccMOTpeHus: obpalieHnid rpaxaaH (pU3UUecKuX JIHUI), NMpeaCTaBUTeIeH OpraHu3aluil
(ropuaMYecKUX JIHILI), OOIECTBEHHBIX 00beJUHEHUH, OPraHOB rOCYAapCTBEHHOM BJIACTH U
OpraHOB MECTHOI'O0 CaMOYIIPaBJI€HUS OCYILIECTBISETCA B COOTBETCTBUU ¢ KoHcTUTynmein
Poccuiickoit @enepanuu, GpenepalbHIMU KOHCTUTYIIHOHHBIMU 3aKOHaMH, (heepanibHbIMU
3aKOHaMH, YCTAHABJIMBAIOLIUMHU MOPSAOK CyJONPOM3BOACTBA, IMOJHOMOYMS U IOPSIOK
nesaTenbHOCTH cynoB, DenepansHbIM 3akoHOM OT 22 aexabps 2008 r. N 262-d3 "O6
obecniedeHuH N0CTyna K HHGOpPMALUHY O JeTeIbHOCTH CynoB B Poccuiickoit ®enepanun”
Y MHBIMH aKTaMHU, PEeTyJHUPYIOIIMMH BOIIPOCHl BHYTPEHHEHN AESTENIBHOCTH Cya.

2. Opranu3anus npuemMa

2.1. Ilpuem rpaxnaH ((pu3MyecKUX IHUI), NPEeACTaBUTENCH IOPUANYECKUX JIHII,
opraHu3aiid, OOILIEeCTBEHHBIX OOBEJUHEHHH, OpPraHOB TOCYJAapCTBEHHOW BIACTU H
OpraHoB MECTHOTO CaMOYIIpaBJIeHUs (Jayee - MpueM rpaxkJaH) IPOU3BOAUTCS B JIEHb UX
oOpamieHus ¢enepalbHBIMA T'OCYapCTBEHHBIMH T'PaXXJAaHCKUMH CIIy)KallMMH armapara
CyZa, B CIIELIHAIIEHO OTBEACHHOM MOMEILEHHH, OCHAIIIEHHOM HEe0OXO0JUMBIM UMYILIECTBOM,
HOPMaTHBHBIMH, CIIPaBOYHBIMU U UHBIMU MaTepUallaMH, CPEICTBaMH CBSI3H.

2.2. TlpueM rpaxkaaH BeleTCs €XEIHEBHO B TedeHUe pabouero BpeMeHH Cyna,
YCTAHOBJIEHHOTO YTBEPXXIACHHBIMH IpelcenareneM cyna llpaBunamu BHYTpEHHEIO
pacnopsaka cyzna, ©Oe3 IpeIBapUTENbHOW 3alUCH B IOPSAKE OYEPEeIHOCTH, 3a
UCKIIIOYEHUEM OTIENbHBIX KaTeropuil rpaxJaH, HMEIOIUX B COOTBETCTBUU C
3aKOHOZATENbCTBOM IIPaBO HAa BHEOYEPEAHOMN IIPUEM.



Ilpu mnpueMe rpaxJaHWH TpPEeaBABISET NOKYMEHT, YIOCTOBEPSIONIUIM JHYHOCTD,
JOBEPEHHOCTh Ha COBEPLICHHE COOTBETCTBYIOLIErO MAEWCTBUSA (AN TpeACTaBHTENS
3asBUTeNs) 100 opAep aaBoKaTa.

2.3. Ilpy HanW4YUK TEXHUYECKOM BO3MOXXHOCTH B HMHTEpecax OOeCHeveHHs 3aIlMTHI
IIpaB I'pak[laH BeJ€HUE IIpHeMa MOXKET COIPOBOXKIATHCS ayOHO- M BHAEO3AIUCHI0, O YEM
rpaxkiaHe B 00s13aTebHOM MOPSIKE YBEIOMIISIOTCS O Havyalia IprueMa.

2.4. Bo BpeMs mnpuema TIpaxAaH, a Takke IpU HX oOpalleHHH MO TeaedOoHy
rpakjaHaM MOTYT J1aBaThCsl YCTHBIE Pa3bsCHEHHUS O MMOJBEJOMCTBEHHOCTH PaCCMOTPEHHS
MHTEPECYIOIUX HX BOIPOCOB, MOpsAAKe OOpalleHHs, KOMIIETEHIIMH CyJa, IOpsaKe
noy4eHus: uHpopMaluu 00 UTOrax pacCCMOTPEHUS 3asBICHUH, Kajo0, MHBIX 0OpaleHui.

2.5. YcTHBIE OTBETHl M Pa3bsSCHEHHS HAa YCTHBIE OOpallleHUs I'pakJaH NaloTcs, Kak

IpaBUIIO, B IeHb oOpamieHus. Eciu 1ath yCTHBIN OTBeT (pa3bsCHEHHE) B JeHb OOpaleHHsI

He TMpeICTaBIsAeTCS BO3MOXXHBIM WM TpPaXIAaHWH HACTaWBaeT Ha MPENOCTaBICHUM

INHCEMEHHOTO OTBETA, EMY JAeTCs YCTHOE pa3bsCHEHHE O CPOKe M IMOPSIKE IMONydYeHHS

‘ OTBeTA. '

Jl1st mosTydeHus MUCBMEHHOTO OTBETA 110 UTOTraM IpueMa IpakKIaHUHYy IpeasaraeTcs
IMMCHMEHHO H3JI0KHUTH CMBIC]I CBOETO BOIpOca (TIpeIoXKEHH s, XKaI00bl).

2.6. PaGotHuku IIpuemHO#M cyna o0s3aHBI OKa3bIBaTh COACHCTBHE IpakJaHaM B
NpaBHIbHOM yKa3aHWM B MHCBMEHHOM OOpalieHMH Ha3BaHUA IOJDKHOCTH, (aMWINH,
MMEHH, OTYECTBA ajjpecaTa, Ha3BaHUs CyJa.

2.7. Bce maTepuaibl, IOTy4Y€HHBIE OT rpaXXJaHHHA B XOJI€ NIPHEMA, PETHCTPUPYIOTCS
B COOTBETCTBHMH C HHCTPYKLKEH 110 CyJleOHOMY AETIOIPOU3BOIACTBY.

2.8. PaGoruuku IlpueMHO#N cyna HeCyT HENOCPEACTBEHHYIO OTBETCTBEHHOCTH 34
HaJIexallee BeJleHre IpreMa. |
B cirydae BO3HMKHOBEHHSI T10 MPUYKMHAM, CBA3aHHBIM C OpraHu3alueil paboThl B cye,
NpoGJIEMHBIX CUTYaIUH, TPEMSTCTBYIONIMX IIPeICTABICHHUIO JIUIY, OOpaTUBIIEMYCS B CY,
3ampaiiiBaeMoil MH(GOpMalM{, BblAa4ye 3alpallldBaeMBIX IOKYMEHTOB, MPUHSATUIO
. NOJaBaeMbIX MM JOKYMEHTOB, paOoTHuKM IIpueMHOH cyna o00s3aHbl IIPUHATH
MaKCHMAaJIbHO BO3MOJKHBIE MEPBI JJISl pa3pelleHus CUTyallly 10 CYLIECTBY, B TOM YHCIIE
oOpaTuThcs K ApYTMM pabOTHHMKAM CyAa, peaceaTeNio cyaa.

2.9. PaspemieHue mOOGBIX CIOpPHBIX CHUTyalldif, BO3HHKAIOIIMX B TpOIEcce
B3auMojeiicTBus IIpueMHOl cyia ¢ ApyruMH pabOTHMKaMH CyJa, IPOM3BOJHUTCS Yepes3
npencenatens cyna. Pabortuuku [IpueMHo# cyna 00s3aHbE HHQOPMHIPOBATH Mpe/ceiaTeNs
cyaa 060 BCcex BO3HMKAOIIMX B mpomecce paborel IlpumemHOH cyna mpoOJieMHBIX
CHTYyalHsX. :

2.10. B ciyyasx, Korja paspelieHre BoIpoca, ¢ KOTOPbIM I'paXIaHWH oOpaiaeTcs B
Cy[l, He BXOIUT B KOMIIETEHIIUIO JaHHOIO cyaa, paboTHuKU [IpuemMHO# cyna pasbsiCHSIOT,
B KakKoi CyJ CliefyeT OOpaTUThCs ¢ MOJOOHBIM BOIIPOCOM, JTHOO COOOLIAET, YTO MaHHBIN
BOIIPOC HE OTHOCUTCS K KOMIIETEHIUH CYyIOB.

2.11. Pa6otHumku IIpuemMHOW HE UMEIOT IpaBa MPEIOCTABIATh cne,uyromyr{)
UHGOpMaLHIO: :



0 HoMepax Tene)OHOB PyKOBOJICTBA M CyZiel JaHHOTO Cy/a, a TAKXKeE APYTHX Cy/IOB;

MH(QOPMAILIUIO, COCTAaBIAIOIIYI0 TOCYJApCTBEHHYIO, CIIyXXeOHYI, KOMMEPYECKYIO
TaHy M HHYI0O OXpaHJIEMyIO0 3aKOHOM TaiHy, a TakXke ApYyrde, He IOoJIeKallye
paclpOCTpaHEHHIO CBEIEHHUS, CTaBIIHE M3BECTHBIE MM B CBSA3M C MCIIOJIHEHHEM
JIOJDKHOCTHBIX 00sI3aHHOCTEIA.

2.12. Pabornuku IlpueMHON cyna He HMEIOT IpaBa OKa3blBaTh HOPUIAMYECKYIO
NIOMOIIb JIMI[aM, OOpaTUBIIMMCS B Cy, 32 HCKIIOYEHHEM IPeAOCTaBIeH s HH()OpMAIHK
110 BorpocaM o(OopMIIEHHs 3asBJIECHUH, anob, oOpamieHuit, nogaBaeMbIX B Cy.I, OPSIKa
UX [I0JIa4H, TIOP/AKa MOyYEHHUs OTBETA WM 3alpallliBaeMbIX JOKYMEHTOB.

2.13. IIpu mpueMe obpaleHuil rpaxaaH He NOIMYCKaeTcs BO3JIOXKEHHE Ha IpakiaH,
He TMpPEeoYyCMOTPEHHBIX 3aKOHOM OOS3aHHOCTEH WM OrpaHHYeHHE BO3MOXKHOCTH
peanu3anuy Ux 1pas, B YaCTHOCTH He JIOITyCKAIOTCs TpeOOBaHHUS:

NpeICTaBleHuss  JOKYMEHTOB, He IPeJyCMOTPEHHBIX  3aKOHOJATENbCTBOM,
NpPEeNOCTaBIAIOIIAM TpaXJaHHHY MpaBO, HAa pealn3aldi0 KOTOPOro HaIpaBlIEeHO
. 3asBieHue (xanoba, obpalieHue);

HCIIOJIHEHHUS TPaXIaHUHOM O0s3aHHOCTEM, He CBSI3aHHBIX C 3asBlieHHEM (XKaloOoH,
oOpalieHreM), eIk 3TO He MPEAYCMOTPEHO (eepalbHbIM 3aKOHOM; :

peanu3aluy rpaXKAaHHHOM CBOETO IpaBa TOJIBKO IPH yCIOBHH pealn3alliy UHBIX He
CBSI3aHHBIX C HAM IIpaB, €CJIU 3TO He MPeLyCMOTPEHO (eepanbHbIM 3aKOHOM;

yIjiaTbl C60p03, OINNIATHI YCIYT, HE IPEAYCMOTPEHHBIX 3aKOHOAATEIIbCTBOM,
CHATHSA KOITMH C JOKYMEHTOB, €CJIK 3TO HE NIPEAYCMOTPEHO 3aKOHOAAaTEIIbCTBOM,

00513aTEIFHOr0 3aKJIIOYEHHs] JOTOBOPOB, CBA3aHHBIX C PAaCCMOTPEHHEM 3asBIICHUS
(xamo0bI, OOpalIeHus), €Cld B COOTBETCTBHHM C TIPaXXJaHCKMM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepaiiuy MoJOOHbIE JOTOBOPHI 3aKII0YAIOTCS B JOOPOBOJIBHOM IOPSJIKE;

00s13aTeIbHOIO0 HCIIOJIb30BaHUA rpaXxgaHMHOM IIpH IIOAA4e 3asABJIEHAHA OJIaHKOB U
. HHBIX THIIOBBIX (bOpM, BBIJABa€MBIX CYIOM, €CJIA OJOTO HE€ MNpeayCMOTPEHO
3aKOHOAATCIIbCTBOM, ‘

COBEpIIEHHS  TpaXJAaHUMHOM  HMHBIX  JCWCTBUHM, HE  IPEAYCMOTPEHHBIX
3aKOHOJIaTEIbCTBOM.

3. IIpneM 1OKyMEHTOB

3.1. PaGoruuku IIpueMHON Cyna NPHUHUMAIOT OT JIHMIL, OOpallaroIiuXCcs B CYI,
IOKYyMEHTBI, HEITOCPEACTBEHHO IPUHOCUMEBIE UMH B CYI.

3.2. PaGoruumku IlpueMHON 00s3aHBI TNPOBEpUTH OGOpMIIEHHE OOpalleHuH,
NI0J]aBaeMBIX B CY/I, Ha COOTBETCTBHE OOUIMM TpeOOBaHUAM K 0OPMIICHHUIO, U3JI0)KEHHBIM
B IyHKTe 3.3 HaCTOSIIEro perjiaMeHTa, a Takke HOpPMaM IIPOIECCYalbHOrO
3aKOHOJATENbCTBA M B Cilydyae HEBEPHOro odopMiieHHs] MPOUHPOPMUPOBATH 00 3TOM
3asgBuTeNd. ECiIM HEZOCTaTOK B OGOPMIIEHHHM MOXXET OBITh HCIIpPaBJIE€H HEMEIJIEHHO,



paGoTHuKy ITpHeMHO# cya HeOGXOMMMO Pa3bACHUTH 3aSBHTENIO JAHHYIO BO3MOXKHOCTb.
HcnpaBneHus B 3anpocax MPaBOOXPaHUTENBHBIX U CyIeOHBIX OpraHax He JOITyCKaroTCs.

OOpamenus, conepxamue OCKOpOUTENbHBIE BBIPRKEHHUS, HE IOAJAIOIIUECS
IpOUTEHUIO0 OO0 odopMileHHBIe Ha O0OPOTHOW CTOpOHE OIaHKOB, OOpBIBKax OyMmaru;
odopmIIeHHBIE HEHaJUIeXXalM 00pa3oM WIM He IHOoJJIeXallue IMojade B JaHHBIA Cy[,
MOTYT OBITh PUHATHI B TOM CIIy4yae, €ClIi IOCJie MOy4YeHUs pa3bsiCHEHUI OT paboTHHKA
ITpueMHoO# Cy/Ja rpaXkIaHAH HACTaWBaeT Ha nojade (IPMHATHH) yKa3aHHBIX OOpalIeH .

PaGotuuk IIpremMHOl Cyna He MMeeT NpaBa NPUHHUMATh OOpaIlleHHs, B KOTOPBIX B
Ka4yecTBe aJpecaTa He yKa3aH JaHHBIH Cy..

3.3. Jlioboe mpuHHMaemoe 3asBieHHe (kanoba, oOpalleHHe) AOIDKHO COIEpXKAaTh
CIIE YO0 UH(GOpPMAIHUIO:

yKazaHue ajpecara (HAUMEHOBaHHE JaHHOTO CyJ1a);

(haMHITHIO, UM$, OTUECTBO 3aBHUTENS MM HAMMEHOBAHHE OPTaHU3ALUH, SBIIOLIEHCS
3asBUTEJIEM;

NONHBIA agpec (C yKa3aHHEM IIOYTOBOTO HMHJAEKCAa) MECTa XXMTEIbCTBA HIIH MecTa
HaXO0XJICHUS 3asIBUTEII 5

HaMMEHOBaHMeE JOKyMeHTa (3asBJIeHHe, Kaloba, 3a1poc U T.11.);

JMYHYIO TOANKCH 3asBHUTENS WIK JODKHOCTHOIO JIMIA OpraHM3alliH, SIBIIIOIIEHCS
3asBUTENIEM;

naty obpaieHusl.

B TekcTe TeX KaTeropwii 3asBieHuUil (kano0, oOpalleHHii), KOTOpEIE B COOTBETCTBHU
C HOpMamH MPOLECCYaTbHOTO 3aKOHOZAATeNbCTBA MOIYT OBITh MOJAHBI  TOJIBKO
yY4aCTHHKAaMH CyHONPOU3BOACTBA (JMIaMH{, YYacTBYIOLUUMH B JeNe; y4aCTHUKaMU
MpOM3BOACTBA MO JeiaM 00 aJMHUHHCTPAaTHBHBEIX IIPaBOHApYyIUEHUSX), MOMHMO
TIepEYHCIIEHHOMN BbIlIe HHYOPMAIUHK JODKHO OBITh YKa3aHO MPOLIECCYaNbHOE MONOXKEHUE
3asBUTEJIS.

3.4. Ecny 3asBUTENb IPOCUT OTBET HA MoJlaBaeMoe 0OpallleHKe WK 3alpaliiBaeMyto
Komuio (MOJTMHHKK) JOKyMEHTa(OB) He HANpaBIATh IIOYTOH, a BBIIATh Ha PyKH JIHGO
OTIPaBHUTH MO APYTOMY ajpecy (Apyromy JHIYy), 3T0 0653aTeNbHO JOJDKHO ObITH yKa3aHO
B IPHHAMAeMOM OOpaIleHHH.

3.5. Eciu B npuHHMaeMoM OOpalleHMM HMEETCs CIMCOK IpHjiaraeMblXx K HeMy
JIOKyMeHTOB, paOotHukd IlpuemHOli cyna o00s3aHBl [POBEPUTH COOTBETCTBUE
NpUIOXKEHWM, YKa3aHHbIX B CIMCKe, M TOJbKO IIpH YCIOBHM HalM4YMs BCeX
TIepEeYHCIEHHBIX TPUIOKEH!A NPUHATH TOKyMEHT. B clydae OTCYTCTBHS KaKdX-THOO
npuioXeHuit paboTHUKY [IpueMHOM CyJa JOJDKHBI TPEIOKUTE 3aSBUTEINIO BEIYEPKHYTH
OTCYTCTBYIOI[ME IPWIOXKEHHS U3 CIIHCKa M 3aBEPUTh JAHHOE HCIPABICHUE MOAIMCHIO
3asBuTeNs. O6paleHue, B KOTOPOM OTCYTCTBYIOT KaKue-THOO IPHIIOKEHUS, MOTYT 6BITH
TIPUHATEL B TOM Cly4ae, el MOJyYeHHs pashbsiCHEHMH oT paboTHuKa IIpuemMHOH Cyna
3asBMTE]b HACTAWBaeT Ha Iojade (NPUHATHH) yKa3aHHbIX obpamenuit. ITpu atom 00
OTCYTCTBUM KaKOro-ITM0O0 JOKYMEHTa HIIH IIPHJIOKEHHS K 0OpallleHUI0 COCTABIIACTCS aKT B
COOTBETCTBMU C TPeOOBaHMSAMU HHCTPYKIHM IO CyAeOHOMY JeNONpOU3BOJACTBY, OIUH
5K3eMIUIAP KOTOPOro BbIaeTcs (HANpaBiseTCs) 3asBUTENIO, HHBIE OK3EeMIUIAPEI
NpUOOINAIOTCS K TOMyYeHHBIM JOKYMEHTaM M IepefaloTcsi BMeCTe C HUMH IO
IPUHAIEXKHOCTH.



3.6. B ciyuae, oTKa3a 3asBUTENS OT BHECEHUS yKAa3aHHBIX UCIPABJIECHHHA B CIIUCOK
NPUIOXKEHUH JTHOO €ClM OTCYTCTBHE IIPHUIIOKEHHS YCTAHOBIEHO IIOCIe MPHUHATHA
o6Gpamienusi, paboTHukY [IpueMHO# cyaa HHOOPMHUPYIOT 00 3TOM IIABHOTO CIIELUATIMCTA
¥ COCTABJISETCS aKT O TOM, YTO COOTBETCTBYIOIEe OOpaleHie IPUHATO 6e3 yKa3aHHBIX B
HEM NPUIOXKEHHH (aKT COCTaBISIETCS B COOTBETCTBHM C TPEOOBaHMSIMH HHCTPYKLHH IIO
CyieOHOMY JIeNOIIPOU3BOACTBY).

3.7. Ecnu oOpailieHHe MOANMCAHO IMPEACTABUTEIEM HIIH 3alllUTHUKOM 3asBUTEIL,
pabotuuku [IpueMHO# cyna o6s3aHbI:

IPOBEPHUTH HAMYHE y NPEACTaBUTENS JOBEPEHHOCTH OT 3asBUTEISI Ha COBEPIICHUE
COOTBETCTBYIOIIETO MPOLECCYabHOTO IEHCTBHA, a y 3allIUTHHIKA - opAiepa (U1 aaBoKara),
TIOCTAaHOBJIEHMS CylJa O JOIyCKe B KadyecTBe 3allMTHHKA HapsAy C aJBOKAaTOM HIH
JOBEPEHHOCTH OT JIMI[a, B OTHOLICHAX KOTOPOrO BENETCS IPOM3BOACTBO IO Jely 00
aJIMHHHCTPAaTUBHOM IIpaBOHAPYILICHHUH,

B ClIydae HeoOXOIMMOCTH Pa3bsSCHUTH 00S3aTeNbHOCTh MPUOOIIEHUS K OOpaIleH IO
opaepa (s agBOKaTa), 3aBEPEHHOM KOIMU MOCTaHOBJIEHHS Cy/a O NOMyCKe B KauecTBe
3alUTHHKA HapsIy C aJBOKATOM,

eclni JOBEPEHHOCTh (€€ HOTapHalbHO 3aBEPEHHOHW KONMHM) [0 JaHHBIM
MH(QOPMAIMOHHOM CHUCTEMBI Cy/a MIH MO COOOMEHNI0 pabOTHHKOB COOTBETCTBYIOIIETO
CTPYKTYpHOTO IIOApa3fielleHus Cy[a OTCYTCTBYeT B MaTepuanax Jeja, CHATb KOIHMIO C
TOVTMHHAKA YWUIM HOTApUAIbHO 3aBEPEHHON KONMH JOBEPEHHOCTH, 3aBEPUTh €€ CBOEH
TIOJINMCHIO ¥ TIEYaTHIO A1 KOMHUM ¥ MPHOOLIUTH ee K NOJaHHOMY OOpaIleHHIO.

3.8. JIOKyMEHTbI, NPHHOCHMEIE B JOINOJHEHHe K paHee MONAHHBIM OOpaIleHHsM,
MOTYT GBITh MPHHATEL B IIpHEMHOi CyJa TONBKO B TOM Cily4ae, eCiii oOpalleHHe, B
JIOTIONHEHMe K KOTOPOMY OHHM TIPEJICTABIIAIOTCS, IIOCTYIIHIIO B CyJl i €llle He PACCMOTPEHO.

K [OKyMeHTaM, MpeJCTaBIseMBbIM B JONOJHEHHE K paHee IIOJJaHHBIM OOpallleHUsM,
JOJDKHO OBITh TPHJIOXKEHO 3asBIEHHE C yKa3aHWEM Ha TO, B JONOJHEHHE K KaKkoMy
MIMEHHO OOpaIllEHHI0 OHM MPEJCTABIAIOTCA. B ciiydae OTCYTCTBHS TaKOro 3asBieHHA,
pa6otHuk IlpmeMHO#l cyna o0s3aH yKkasaTh 3ajdBUTENIO Ha HEOOXOIMMOCTh €r0
cocTaBleHus. be3 MprobIIeHHs yKa3aHHOTO 3asBJIEHUs NOKYMEHTBI, MPEICTABIsIEMBIC B
JOMOJIHEHHe K paHee MOJaHHBIM OOpaIleHHAM, MOTYT OBITh NPHHATEI TOJNBKO B TOM
Cllydae, €CIIH TIOfiaTellb HacTauBaeT Ha MX NpUHATHH Oe3 3asBrenus. IIpu sToM pabOTHHK
ITpueMHOM Cyzna 0053aH NPUHATE BCE BO3MOXXHBIE MEPhI JUIS yCTaHOBIICHHS oOpariieHus, B
JOTIONHEHHE K KOTOPOMY MPEICTaBIISAIOTCS MOJAHHBIE JOKYMEHTHI, HO HE MOXET HECTH
OTBETCTBEHHOCTH B CJIydae HEBEPHOTO ONpeZeNeHHs oOpalieHus, K KoTopoMy HAJUTEXKAT
IPHOOIIMTH OJaHHBIE IOKYMEHTBIL.

3.9. Ha npunsaTom pabotrukoM IIpueMHoO# cyma oOpalleHiH MPOCTaBIACTCS MITaMIl
IpueMHO# cyla ¢ yKa3aHHEM TEKyIle# NaTel ¥ BPEMEHH, KOTOPBI CTaBUTCS Ha JIMLEBON
CTOpOHE MEPBOT0 JICTA 0OpalleHus B IIPaBOM HIDKHEM YTIIy, TaM Xe CTaBUTCA BXOISLLMM
Homep. Illtamn IIpueMHOM Cyna, 3aBepeHHBIH MOINHUCHIO paboTHUKA, IPUHABIIETO
oGpanenue, o Mpock6e JIMLa, pecTaBuBIIero obpaierue B IlpueMnyto cyna, CTaBuTCs
TaKke Ha NPEACTaBICHHON UM HONOIHUTENHON KOMMK JaHHOTO OOpalleHH . [Iramn He
CTaBHTCA Ha JPYIMX JOKYMEHTaX, NaXe €ClH OHU IOJAAITCA B JIOMOIHCHHE K paHee
MIOJJaHHBIM OOpaleHusiM 6e3 IMPUOOIIEHHs] K HUM 3asBIICHHUS, YKa3aHHOTO B ITyHKTE 3.8.
HACTOsAIIEro TUIOBOro perJaMeHTa. '



3.10. Bce npuHATBIE JOKYMEHTHI, B TOM YHCJIe MOLAHHBIE B JOMOJHEHHE K paHee
MONaHHBIM  oOpamieHusM, paGoTHuk IIpHeMHOW 06s3aH  3aperHCTpPHpOBaTh B
coorBeTCTBYromux mnoacucreMax I'AC '"llpasocymme" (ITM "JokymeHTOO6OpOT u
obpamenus rpaxnan’, IIN "CyneGHas koppecnoHneHmus" u 1p.) u nepenath B JE€Hb
NpUeMa IO NPUHAUISKHOCTH MO CHOPMHUPOBAHHOMY U paclev4aTaHHOMY M3 IOACHCTEM
I'AC "IIpaBocysue" COOTBETCTBYIOIIEMY peecTpy MepefauH JOKyMEHTOB WM eAUHOMY
peecTpy ydera BXOMALIEH KOPPECHOHAEHUMH (B ClIy4ae PETrMCTpalMH Bceil BXOISIIEit
KOppecoH/IeHIMK B [IpueMHOM Cyza) moj NOANKCH JIMIYY, HEMOCPEACTBEHHO KOTOPOMY
nepeiaHbl JOKYMEHTHI, C yKa3aHHEM UM 3aHHMAaeMO# JOJKHOCTH, a B UCKIFOUYHUTEIbHBIX
ciydasx - He nosnHee 10.00 cnexyromero pabodyero mHs, €Cili MHOE He MpeayCMOTPEHO
MHCTPYKIIHEH 10 CyneGHOMY HeoNnpou3BOJCTBY. Perucrpauus Q10KyMeHTOB U mepenada
UX IO NPHHAUISKHOCTH OCYIUECTBJISETCS B CTPOIOM COOTBETCTBHH C TPeGOBaHHAMU
HHCTPYKIIMH I10 CyAeOHOMY J1eJIONPOU3BO/ICTBY.

3.11. JloxymeHTBl, mMomaBaeMble IO JeNaM, HA3HAYEHHBIM K pPAacCMOTPEHHIO,
paboTHuk IlpuemHOM cyna o6s3aH He3aMeIMTENHHO 3apeTHCTPUPOBATh B IIOACHCTEMAX
‘ I"AC "IIpaBocynue" u nepenarts 1o MpUHAIEKHOCTH.

3.12. Ecnu numo obpamiaeTcst ¢ mpock0oil 0 MmpueMe KaKHX-Tu6o JOKYMEHTOB IIO
KOHKPETHOMY JieJly HENOCPEICTBEHHO B JI€Hb, HAa KOTODPHIH Ha3HAYE€HO pPacCMOTPEHHE
COOTBETCTBYIOLIETO Jena, paboTHuk [IpueMHol cyna o6s3aH pasbICHUTH OGPaTHBIIEMYCS
11e7IeCO00Pa3sHOCTh  pa3pellleHUsl COOTBETCTBYIOLIErO BOMPOCA HEMNOCPEJCTBEHHO B
CyZeOHOM 3aceIaHHH.

3.13. Ha xaxmoM mNpUHATOM OOpalleHHWH, NOJAHHOMY IO KOHKDPETHOMY ey
(Matepuany), paGotHukoM IIpueMHOM cyla KpoMe periCTpalMOHHOrO HOMepa CTaBHTCH
HOMEp COOTBETCTBYIOINEIO J€/1a/IpOU3BOJCTBA, €CIM HH(OpPMAalUs O HEM HMEETCS B
noacucreMax "['AC "IIpaBocynue". Homep nena (MaTepuaia) HpoCTaBiseTcss TakKe IpH
perucrpauuu mnpuHATOro oOpamenuss B moxcucreMax I['AC  "IIpaBocymue" wu
COOTBETCTBEHHO - B peeCTpax.

3.14. Ecnu x oOpallleHHI0 NpHIOXKeHa KBHUTAHIMA 00 oOIulaTe rocynapcTBEHHOM
.HOHJJIPIHLI WM 3aBE€peHHas KOMHUs IUIATEXHOIo MOpy4YeHHUs ob oIuiaTe rocyaapCTBEHHOM
MOLLTHHEL, 00 3TOM JieNlaeTcs OTMeTKa (C 00S3aTeNIbHBIM yKa3aHHEM CyMMBI yIIIaueHHOM
rOCYyJapCTBEHHOX IIOLLIMHBI) IPH PETHCTPallid JAaHHOTO OOpalIeHHs B IOACHCTEMAX
I'AC "IIpaBocyaue".

4. Boiga4ya 10KyMeHTOB

4.1. Belnaya 1OKyMEHTOB pabOTHHKOM IPHEMHOM OCYILIECTBISETCS Ha OCHOBAHHUU
NHACEMEHHOr0  OOpallleHus  (3asdBI€HHS) TpaXJaHWHA, 3apErMCTPUPOBAHHOIO B
YCTaHOBJIEHHOM HHCTPYKIIMEH 110 CyAeOHOMY J€IOIPOU3BOICTBY MTOPS/IKE.

Pabornuk IlpweMHOM cyna mpu Bbliade JOKYMEHTOB 00s3aH IPOBEPHUTH
NPaBUIBHOCTE O(QOpPMIICHHS JOKYMEHTa, BBIJAaBaeMOTO CyIOM, M TOJIBKO B CIIydae
HaJUIeXallero ero oopMIIeHHs BbIIaTh JaHHBIN JOKYMEHT. ~

JlokyMeHTBI, OhOpMIIEHHbIE HEHaIJIeXamuM o0pa3oM, HE MOTrYT OBITh BBIJAHBL
Pa6otaux IlpueMHOM cyna o0si3aH yCTpaHUTh HENOCTaTKM B O(GOPMIIEHHMH IOKYMEHTA



CaMOCTOSTENIbHO JIMOO BO3BPaTUTh [OKYMEHT JUI HaJuexamero O(QOpMIEHHS B
COOTBETCTBYIOIIEE CTPYKTYPHOE MOApa3IeieHHue Cyaa.

4.2. Paborruk IIpueMHOH cyna HeceT OTBETCTBEHHOCTH TOJNBKO 3a COAEp)KaHHE
CaMOCTOSITEIbHO IIOATOTOBIEHHOIO M BBIIaBa€MOro JOKyMEHTa JIHIaM, 00palafouMcs B
Cyd, B TOM 4YHCIIE B YaCTH COOTBETCTBHS COACpXAHMUS [OKyMEHTa HWH(OpMaIuy,
coziepxkaiercs B coorBercTByronux noacucremax I'AC "IIpaBocynue".

4.3. Ecnmu DOKyMEHT MOXET OBITh BBIIaH TOJIBKO ONpEeJeNIEHHBIM KaTETOPHSIM JIHII,
YCTaHOBJICHHBIM 3aKOHOM, paboTHuk IIpueMHON cyna 00si3aH YCTAaHOBHUTH JIHYHOCTH
3asBUTENS. U ONPEIENIUTh €ro NMPUHAMJIEXHOCTh K KaTerOpuH JIMI, UMEIOLIEH MpaBo Ha
HOJIy4YeHHe JaHHOTO JOKYMEHTa.

4.4. Ecnmu DOKyMEHT BBIOAeTCsl NpEINCTaBUTENIO 3asBUTeNs, paboTHuk IIpmeMHO
CyZa, IOMUMO JEWUCTBUH, yKa3aHHBIX B IyHKTe 4.3. TUNOBOrO periiaMeHTa, JODKeH:
IPOBEPUTH HAJIMYUE Yy IPEJCTaBUTENS JOBEPEHHOCTH OT 3asBUTENS Ha COBEPIICHUE
COOTBETCTBYIOIIETO AEWUCTBUS, IIPU OTCYTCTBUHM TAKOBOM Pa3bICHUTH HEOOXOIUMOCTH ee
‘ npexctasieHus B [IpueMHyto cyna;
€CJIM yKa3aHHas JOBEPEHHOCTH (€€ HOTapHalbHO YAOCTOBEpEHHAs KOMUs) 10 JaHHBIM
cootBercTBytomux noacucreM ['TAC "IlpaBocyaue" mnu no mHGopMamuu pabOTHUKOB
COOTBETCTBYIOIIEr0 CTPYKTYPHOTO MOJpa3feNieHusi Cyla OTCYTCTBYET B JieNie/MaTepHaie,
CHATH KOIHIO C MOAJMHHHMKA (€ro HOTapHalbHO YJOCTOBEPEHHOW KOIWM), 3aBEPUTH €€
CBOEH MOANMMCHI0 M IEYaThl0 I KONUM M NpHOOIUTH K pAaclUcCKe B IOIyYEeHHUH
3aMpanmBaeMoro JOKyMeHTa.
be3 coBeplieHUs yKa3aHHBIX AEHCTBUI 3allpalllMBaeMbli 3asBUTEIEM AOKYMEHT He
MOXeT OBITh BBIJIaH €ro NPeACTaBUTEIO.
|
|
\

4.5. Ilpu Beigave depe3 [IpueMHyto cyna mo60ro JOKyMeHTa C JIHMLA, IOTy4aroIlero
IOKYMEHT, OepeTcsi COOTBETCTBYIOILAs PAaCIKCKa B €r0 MOITy4YEeHHUH.
Pacniucka opopmiseTcs 1160 Ha oOpaleH!H O BblJade 3alpallrBacMoro JIOKyMEHT,
| 1100 Ha OTIENIEHOM JIUCTE U AOJDKHA COJIEPXKATh CIEAYIOLIUE CBECHU:
| HanMeHOBaHHE JOKYMEHTa (pacIucka);
! ~ (pamMmIHIO, IMS M OTYECTBO JIUIIA, ONYYUBILETO JOKyMEHT(BI);
®.1.0. 10DKHOCTHOTO JIMLA C yKa3aHHEM HaMMEHOBAaHMS 3aHMMaeMOU IOJDKHOCTH,
3a HCKJIIOYEHHEM ClIy4aeB 0pOpPMIIEHUS paclUCKH Ha oOpallieHHH (3ampoce), CoAepKaleM
HH(OpPMAIHIO O 3aHUMAeMOM UM JOJDKHOCTH;
Ha¥MEHOBaHHE  MONy4YeHHOro(blX)  JOKyMeHTa(OB), yKa3aHHE  KOJIMYECTBA
MOJTY4E€HHBIX SK3eMIUIIPOB U KOJIMYECTBA JMCTOB PHIIOKEHUH;
TIOATHUCH JINLA, TOJyYUBIIEro JOKYMEHTHI);
JaTy TMOJIy4eHHs JOKyMeHTa(OB).

4.6. Paboruuk IlpuemHO# cynma o0si3aH HpPOBEPUTH IPaBUIBHOCTH OG(OPMIIECHHSA
PAacCIUCKH, KOTOpas MepefaeTcs IO MPUHAIIEKHOCTU AJS NMPHOOLIEHHs K MaTepuajaM
IeNa/TIpOu3BOACTBA, O BbIJaue JOKyMEHTa JeNaeTcs TaKKe OTMETKa B COOTBETCTBYIOIIUX
noacuctemax 'AC "IIpaBocyaue", B CipaBOYHOM JIUCTE.

4.7. Konuu 3amnpaimBaeMbIX CyJeOHBIX aKTOB M3rOTaBIMBAIOTCS M OQPOPMIIAIOTCS B
COOTBETCTBHMH C TpeOOBaHHUSMU HMHCTPYKIUH 10 CyIAeOHOMY JelIONpPOU3BOJICTBY
HEMOCPEACTBEHHO paboTHuKkoM IlpueMHONH cyJa HMIM HHBIMH YIIOJHOMOYEHHBIMM



paboTHHKaMH anmnapara CyJa B €Hb IOCTYIUICHUS 3asBJI€HHS, a IIPU HEBO3MOXXHOCTH - B
CpOK He Oonee mATH pabouux JHEH ¢ yKa3aHHOW JaThl.

S. BzaumogelicTBue ¢ paboOTHHKaMH annapara cyaa

5.1. B cmyuasx, xorga pabotHuk IIpumemHO# cyma oOpamiaercs k pabOTHHKam
amnmapara cyJa, ocjaeHue o0si3aHbl IPUHATH He3aMeIIUTeIbHbIe MEepBI IS pa3pereHus
COOTBETCTBYIOIIEH NpoOIeMHON CUTyauuu (HampuMep, IPOBEpUTh HAJTHYHWE Jelia B Cyae,
YCTAaHOBHUTH 3alpallliBaeMyl0 HMH(OpMAaLUIO IO MaTepualaM COOTBETCTBYIOILIETO
JieNa/TIpoM3BOACTBA H Ip. ).

5.2. Pab6otuuku [IpuemHo# cyna o6s3aHbl COOMIOAATH MOPSIAOK Mepeaay IPUHATHIX
IOKYMEHTOB CyIbsIM, APYTMM paOOTHHKaM CyJa, YCTaHOBJIEHHBIA myHkTamu 3.9 - 3.14
HacTosIlero THUIIOBOrO perjiaMeHTa, B COOTBETCTBHH C TPeOOBaHUSAMHU HHCTPYKLMH IIO
cyneGHOMY AeNONPOU3BOJCTBY.

5.3. 3a comeprkaHHe M MPaBWIBHOCTH OopMIIeHHs BblgaBaeMoro uepes IIpuemHyro
CyZa HOKYMEHTa HeCeT OTBETCTBEHHOCTh YIOJHOMOYEHHBIH pabOTHMK ammapara cyna,
M3rOTOBMBIIMIA JaHHBIA TOKYMeHT. [Ipu 3TOM COOTBETCTBHE OGOpPMIIEHUS BBIIaBa€MOIO
JIOKYMEHTa TpeOOBaHUSAM HHCTPYKLHUH 110 CyJeOHOMY IENONpPOU3BOACTBY HOJDKHO OBITH
npoBepeHo paboTHukoM [IpueMHO# cyzna U B TOM ciiydae, KOTAa AOKYMEHT IOATOTOBIIEH
HHBIM YIIOJJTHOMOYEHHBIM paOOTHHUKOM amrapara cya.



