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1. O01IHe OJIOKEHU

1.1. destenpHOCTHh pUEMHOM B cyze (nanee - [Ipuemnas) perinameHTUpyeTCcs
[TonoxeHneM O NPUEMHOM B CyJA€, YTBEPXKACHHBIM IpeEACEAaTesIeM Cyla Ha
OCHOBaHMH [IprMepHOro MojoKeHHs O MPUEMHOM B CyJax oOLIeH FOPUCIUKIINHY,
yTBepKJIeHHOro ['eHepanbHbiM aupekTopoM CyneOHOro JemnapraMeHTa Mnpu
Bepxosnom Cypae Poccuiickoit @eneparuu 26 HosOps 2008 1., © HacTOSIIUM
PErIAMEHTOM.

1.2. IIpaBOoBOE€ pEryaMpOBAHUE OTHOIIEHWW, CBSI3aHHBIX C OpPraHU3ALUEH
pacCMOTpEHHUsT OOpalllEHUHd TpakJaH, NPEICTaBUTENIEd TOCYJapCTBEHHBIX U
OOI1IECTBEHHBIX OpraHU3aIui, OCYIIECTBISETCS B COOTBETCTBUU ¢ KoHCTUTYyIMEH
Poccuiickoit  ®epepanun, denepanbHbIMU  KOHCTUTYIMOHHBIMH  3aKOHAMH,
dbeneparbHBIMU  3aKOHAMHU, YCTAaHABIMBAIOIIMMHU TMOPSAOK CYyAOMPOU3BOJICTBA,
MOJTHOMOYHUSI U TOPAJIOK AECATEIbHOCTU Cyl0B, DeAepalibHbIM 3aKOHOM OT 22
nexkadbps 2008 r. N 262-®3 "OO6 obecneyeHUM [0CTynma K uHOOpMauu o
nearenbHocTH  cynoB B Poccuiickoii  ®enepauuu” W MHBIMHU  aKTaMH,
pEryJIMPYIOUIUMH BOIIPOCHI BHYTPEHHEH IESITENBHOCTH CYya.

2. Opranu3zanus nprema

2.1. Ilpuem rpaxman (pu3nuecKUX JIMI[), TMPEIACTABUTENICH OpraHu3aiuil
(ropyuAMYEcKUX JHI[), OOLIECTBEHHBIX OOBEIWHEHUN, OPraHOB TOCYIAPCTBEHHOMN
BJACTU W OpPraHOB MECTHOTO CaMOyIpaBieHHUs (Hajnee - TpHEeM TIpaxaaH)
OPOU3BOAUTCS B J€Hb MX OOpalleHUus TOCYJapCTBEHHBIMH TI'PaKJaHCKUMU
CIIy)allMMH  ammapara CcyJa B CIHEHHAJIBHO OTBEJECHHOM  ITOMELICHUH,
OCHAlICHHOM HEOO0XOAMMBIM HMYILECTBOM, HOPMAaTHUBHBIMH, CIIPAaBOYHBIMU U
WHBIMU MaTepHalaMHu.

2.2. Tlpuem rtpaxman BeAeTcs 0€3 TpPEIBApUTEITHLHOM 3allMCH B TOPSAKE
OYEPETHOCTH. [Ipy  npueme  TrpakJaHWH  HPEABSBISIET  JTOKYMEHT,
YAOCTOBEPSIIOIINMI €r0 JINYHOCTD.

2.3. Bo Bpems npuema rpaxiaH, a TaKxke Mpu X oOpalieHuu 1Mo TeyiepoHy
rpakJjaHaM MOTYT J1aBaThCsl YCTHBIE€ PAa3bsICHEHHUA O TI0JIBEIOMCTBEHHOCTH
PacCMOTPEHHsI UHTEPECYIOUIUX UX BOIMPOCOB, MOPSIIKE OOpallleHUs], KOMIIETEHLIUN



Cylla, OpsaKe MoydeHus: uHpopMmal 00 UToraXx pacCMOTPEHHUs MUChMEHHbIX
oOpalleHui.

2.4. YcTHBIEC OTBETHI M Pa3bsICHEHUS HAa YCTHBIE OOpaIleHus TpaxaaH AaroTcs,
KaK MpaBUJIo, B JIeHb oOpaiieHus. Ecinu nate yCcTHBIN OTBET (pa3bsiCHEHUE) B JICHD
oOpareHusi HE TPEACTABISICTCS BO3MOXKHBIM WM TPaKIAHWH HAacTaWBacT Ha
IPEIOCTABIEHUN TMCBMEHHOIO OTBETA, €EMY JIA€TCA YCTHOE Pa3biACHEHHE O CPOKE
U TIOPSIAKE MOJTYyYEeHUS] OTBETA.

JIns mosyyeHuss MUCBMEHHOTO OTBETa [0 HWTOraM IpueMa TpaxJaaHuHy
IpeIaraeTcsi MUCbMEHHO H3JI0KUTh CMBICI CBOEr0 BOMNpPOCa (MPEIIOKEHUS,
Kajo0Bbl).

2.5. Pabotauku [lpuemHOlN 00s3aHBI OKa3bIBaTh COJEHUCTBHE TpaKJaHAM B
NpaBUIBHOM YKa3aHWM B THMCbMEHHOM OOpallleHuu Ha3BaHUS JOJDKHOCTH,
dbaMunuu, IMEHHU, OTYECTBA ajjpecaTa (B UMEHHBIX OOpallleHUsX ), HA3BaHUU Cya.

2.6. Bce wMarepuasbl, MOJy4YEHHBIE OT TpaxKAaHMHA B XOJE IMpHUEMA,
PETUCTPUPYIOTCS B COOTBETCTBUU C MPaBUIIAMU CYA€OHOTO JEIOMPOU3BOICTRA.

2.7. Paborauku [IpueMHON HECyT HENOCPEICTBEHHYIO OTBETCTBEHHOCTH 3a
KauecTBO 00CTyKUBaHUS Jinil, oOpararonuxcs B [Ipuemnyro.

B ciiyuae BO3HUKHOBEHMS 1O TPUYMHAM, CBSI3aHHBIM C OpTraHU3aleil padoThl
B CyJe, MNPOOJEMHBIX CHUTyallMi, MNPEMSITCTBYIOMMUX MPEAOCTABICHUIO JIUILY,
oOpatuBIIEMYyCSl B CYyJ, 3alpaliiBaeMoid WH(DOpMAIMK, BbIJIAUE 3alpaliiBaeMbIX
JIOKYMEHTOB, MPUHSATUU IMOJABAEMBIX UM JIOKYMEHTOB, paOoTHUKHU [IpumemHoM
00s13aHbI MPUHSITH MAKCUMAJILHO BO3MOKHBIE MEPBI JIJISl Pa3pEIICHUS] CUTYaIlUH TI0
CYILLIECTBY, B TOM YHCII€ OOpPaTHTbhCS K HAYaJIbHHUKY OT/ENAa TOCYJapCTBEHHOM
TPAKIAHCKON CITY>KOBI, KaIpOB ¥ 00ECIIeYeHUs AeIONPOU3BOICTBA.

2.8. Paspemienue mO0OBIX CHOPHBIX CUTyallMid, BO3HHUKAIOIIUX B TMPOIECCE
B3aumogeiicteus  [IpueMHON ¢ ApyruMu  paOOTHMKaAMHU — ammapara Cyqa,
MPOU3BOJIUTCS  YE€pe3 T[JABHOIO CIENHaJINCTa OTAeNa TOCyJapCTBEHHOM
TPOKIAHCKON CIIykObl, KaapoB U oOecreueHus JeONpOU3BOACTBA Cy/a.
PaGotauku [IpuemHuoit o0s3aHbl UHPOPMUPOBATH TJIABHOTO CIIEIIHAIIMCTA 000 BCEX
BO3HMKAIOIIUX B Tiporiecce padboTel [IpueMHOM pOoOIEeMHBIX CUTYaIIUSX.

2.9. B ciyuasix, koraa pa3perieHue Borpoca, ¢ KOTOPBIM JIUIIO 00pamaeTcs B
Cyl, HE BXOJUT B KOMIIETEHIMIO JaHHOTO cyaa, pabotHuku [IpuemHoit
Pa3bCHSIOT, B KaKOW CyJ clielyeT OOpaTUThCs C MOAOOHBIM BOMPOCOM, JHOO
COOOIIAIOT, YTO JI@HHBIA BOMPOC HE OTHOCUTCA K KOMIETEHLMH CyaeOHOM
CUCTEMBL.

2.10. PaGotHuku [IpreMHO# HE UMEIOT MpaBa MPEIOCTABIATH KOMY ObI TO HU
OBUIO CIIEAYIOILYI0 HH(POPMALUIO:

0 HOMepax Tene(OHOB PYKOBOAUTENEH W Cynel NaHHOTO Cyaa W JIPYTUX
CyJIOB;

dbamMunuu cyned, ydJacTBYIOIIMX B PacCMOTpeHHMH Jena (oOpareHus), 10
HaJayia pacCMOTpeHus Jiena (oOpaieHus);

nH(}OPMAITHIO, COCTABIISIONIYIO CITYKEOHYI0, KOMMEPUECKYI0 TalilHy W HWHYIO
OXpaHIEMYyl 3aKOHOM TailHy, a TakXke Jpyrue, He MOJJIexKalue
pacrnpoCTpaHEHUIO CBEJEHUS, CTABIIIME W3BECTHHIE MM B CBSI3M C HCIIOJHEHUEM
JOJKHOCTHBIX 00S13aHHOCTEM.



2.11. PaGorauku IIpuemHON HE HMMEIOT TpaBa OKa3bIBaTh HOPUIUYECKYIO
NOMOIIb JIMIIAM, OOpaTUBIIMMCS B CYyJ, 32 MCKIIOYEHUEM IIPEOCTaBICHUS
uHdopMaluu 1o BompocaM oQopMIIeHUsT OOpalleHHi, MMOoJAaBaeMbIX B CYII,
nopsiika HMX TIOJlayd, TMOpsSAKa TIOJy4YeHHs] OTBETa WIM 3alpaliiBaeMbIX
JIOKyMEHTOB.

2.12. Tlpu npueme oOpallleHUH TpakJaH HE JOMYCKAaeTCs BO3JIOXKEHHE Ha
TpaXIaH HE TMPEIYCMOTPEHHBIX 3aKOHOM OOS3aHHOCTEH WM OTrpaHUYCHUE
BO3MOYKHOCTH peaj3allii UX TPaB, B YaCTHOCTH, HE JIOTYCKAIOTCS TPEOOBAHMS:

MIPEICTABIICHUS JIOKyMEHTOB, HE MIPETYCMOTPEHHBIX 3aKOHOM,
MPEIOCTABIISAIONIUM TPAXIAHUHY TPABO, HA PEAM3AIUI0 KOTOPOTO HAMPABICHO
3asIBJICHIC;

UCIIOJIHEHUSI TPAXKTaHUHOM 00sI3aHHOCTEH, HE CBSI3aHHBIX C 3asBJIICHUEM, €CIIU
ATO HE MPEAYCMOTPEHO (heJiepaIbHBIM 3aKOHOM;

peanu3aluy TpaXxJaHMHOM CBOETO IpaBa TOJBKO MPH YCIOBUH peaju3aluu
WHBIX HE CBSI3aHHBIX C HHUM IIpaB, €CIM 3TO HE MPEayCMOTPEHO (enepaibHbIM
3aKOHOM;

yIUIaThl COOPOB, HE MPEAYCMOTPEHHBIX (e/IepaIbHBIM 3aKOHOM;

OTUTIAaTHI YCIIYT, CBSI3aHHBIX C PACCMOTPEHHEM 3asBIICHUS, €CIIM OIIaTa 3THUX
YCIIYT HE YCTaHOBJICHA (peIepaTbHBIM 3aKOHOM;

CHSATHS KOTHH C JIOKYMEHTOB, €CIH 3TO HE MPEAYCMOTPEHO (eaepalbHbIM
3aKOHOM;

00s13aTEIHPHOTO  3aKIIOYEHUS JOTOBOPOB, CBS3aHHBIX C PAacCMOTPEHUEM
3asBJICHUS, ©CIM B COOTBETCTBUU C TPAKIAHCKAM 3aKOHOJATEIHCTBOM
Poccuiickoit ®denepanur moJ00HBIE JOTOBOPHI 3aKIIOYAIOTCA B JOOPOBOJIHLHOM
MOPSIJIKE;

00s13aTEIPHOTO MCIOJIb30BaHUSI TPAKIAHWHOM TIpU  T0oJaye 3asBICHUMN
OJaHKOB M HHBIX THUIOBBIX (OPM, BBIJIABAEMBIX CYJIOM, €CJIH OTO HE
PEAyCMOTPEHO (heepaIbHBIM 3aKOHOM;

COBEPIIICHUS TPAXKIAHUHOM HHBIX JIEUCTBUH, HE MPETyCMOTPEHHBIX 3aKOHOM,
yCTaHABIMBAIOIIUM MOPSIAOK PACCMOTPEHUS 3asBICHUM.

3. [Ipuem nOKyMeHTOB

3.1. PabotHuku IlpremMHONM NpUHUMAIOT OT JHI, OOpallaroIIMXCcs B CY]I,
JIOKYMEHTBI, HEOCPEICTBEHHO MPUHOCUMEBIE MU B CY/I.

3.2. Pabotnuku IlpuemHoil 00sd3aHBl TPOBEPUTH OPOPMIIEHUE OOpAIECHUH,
MoJaBaeMbIX B CyJ, Ha COOTBETCTBHE OOIIMM TpeOOBaHHMAM K O(OpMIICHHIO,
U3JI0’)KEHHBIM B IIYHKTE 3.3, a Tak)Ke HOpMam IpoIlecCyalbHOI0 3aKOHOAATENbCTBA
U B clly4ae HeBepHoro odopmieHusi unpopmupoBaTh 00 3ToM moxparens. Ecmu
HEJIOCTaTOK B O(OPMIICHUM MOXKET OBITh HCIPaBJICH HEMEUICHHO, PaOOTHUKH
[IpueMHOI OMKHBI yKa3aTh 3asBUTEIIO0 HA 3Ty BO3MOXKHOCTh. (McmpaBienus B
3arpocax MPaBOOXPAHUTENBHBIX U Cy/IEOHBIX OpraHax He JOMYyCKaloTCs.)

O6pamenus, ohopMICHHBIE HE HAIJICKAIUM 00pa3oM WM HE IOIC)KAIIHe
nojade B JaHHBIM CyJ, MOTYT OBITh NPUHATHI B TOM CIydyae, €CIH TIOCTe
MOJIyYeHUs] pa3bsCHEHUN OT paboTHuka I[IpuemMHON 3asBUTENb HACTaMBAaEeT Ha
nojaue (MpUHITHH) YKa3aHHBIX OOpaIeHMil.



PabGoTtHuk [IpueMHO#l HEe MMeeT MpaBa MPUHUMATH OOpAIllEHUs, B KOTOPBIX B
KauecTBe aJipecara He yKa3aH JaHHbIN cyl. B ciyuae, Koraa oTCyTCTBYET XOTs Obl
OJIHO U YKa3aHHBIX 3asBUTEJIEM MPWIOKEHUN K 00palleHuI0, MOCIeAHEE TaKKe He
MOKET OBITh MPUHATO.

3.3. Jlroboe mnpuHMMaemMoe OOpallleHHE ITOJKHO COJIEPKATh CIEAYIONIYIO
uH(pOpPMAITHIO:

yKa3aHue ajpecara (HAMMEHOBAHUE TAHHOTO Cy/1a);

damMunnio, uUMs, OTYECTBO 3asABHUTENS HJIM HAUMEHOBAHWE OpraHMU3AIlNH,
SIBIISIIOLLICHCS 3asIBUTEIIEM;

MOJIHBIM aJpec (C yKa3aHHMEM IOYTOBOIO MHAEKCA) MECTa JKUTEIbCTBA WIIU
MeCTa HaXOXKICHUS 3asBUTEIS;

HaMMEHOBaHUeE JOKYMEHTa (3asBJIEHUE, jKkalio0a, 3anpoc M T.I1.);

JUYHYIO TOJNUCh 3asBUTEIS WIM JOJDKHOCTHOTO JIMIIa OpTraHU3alluH,
SBJISIFOIICICS 3asIBUTEIIEM;

JaTy oOpaleHusl.

B Tekcrte Tex kareropuii oOpaieHuil, KOTOpblE B COOTBETCTBUU C HOpMaMH
MPOLIECCYaTbHOTO 3aKOHOAATENbCTBA MOTYT OBITh MOJAHBI TOJBKO yYaCTHUKaAMHU
CyJIOIIPOM3BO/ICTBA (JMLAMH, YYAaCTBYIOIIMMH B JI€JI€; yYaCTHUKaAMU ITPOU3BOICTBA
no jaenaM o0 aJIMHUHUCTPATUBHBIX NMPABOHAPYIIECHUSAX), IOMUMO MEPEUYUCIECHHON
Bblllle MH(OpPMALMKM JODKHO OBITh YKa3aHO IMPOIECCyalbHOE MOJIOKEHUE
3asIBUTENS.

3.4. Eciu 3asgBUTENs NOPOCUT OTBET HA IMOJABAaEMOE OOpallleHHe WU
3amnpamrBaeMyro Konuio (MOJJIMHHUK) JOKYMEHTa(0B) HE HANpaBisATh MOYTOM, a
BbIJIaTh Ha PyKH JUOO OTHpaBUTh MO JAPYIOMY aJpecy (Ipyromy JuIy), 3TO
0053aTENIBHO JOJKHO OBITh YKa3aHO B IPUHUMAEMOM OOpAIllCHHUH.

3.5. Eciu B mpuHMMaeMOM OOpalleHHH HMEETCS CIUCOK MpularaeMbiX K
HEMYy JIOKYMEHTOB, paboTHuku IIpuemMHON 00s13aHBI MPOBEPUTH COOTBETCTBHE
MPWIOKEHUHN, yKa3aHHBIX B CIIMCKE, W TOJIbKO TPHU YCJIOBUHM HAJIM4YUS BCEX
MEePEUNCIICHHBIX TPWIOKEHUN MPUHATH JOKYMEHT. B ciyyae OTCYyTCTBUSI KaKuX-
6o mpuioxeHud paboTHukM [IpreMHON JOKHBI TMPEIOKUTH 3aASTBUTEIIO
BBIYEPKHYTh OTCYTCTBYIOIIME TMPUJIOKEHUS W3 CHHCKA W 3aBEpUTh JAHHOE
UCITpaBJIeHUE MOJMUCHIO 3asBUTeNA. [locie BHECEHUS! yKa3aHHBIX MCIPABICHUN B
CIUCOK MPUIIOKEHHM OOpalieHue MOXKET ObITh NPHUHITO, B MPOTMBHOM Cllydae
oOpallleHre MPUHSITUIO HE TOIJICHKUT.

3.6. B ciyuae, korjga OTCYTCTBHE MPUIIOAKEHUSI YCTAHOBICHO MOCJE MPUHSATHS
oOparienusi, pabotHuku [IpuemHolt HHPOPMUPYIOT 00 3TOM HaYaIbHUKA OTAENA U
COCTABJISIIOT aKT O TOM, YTO COOTBETCTBYIOIIEEe oOOpaiieHue mnpuHATO 0e3
yKa3aHHBIX B HEM TMPUIOKEHUU (aKT COCTaBISETCA B COOTBETCTBUH C
TpeboBanusIMU MHCTPYKITNK MO Cy1eOHOMY JI€TTOTIPOU3BOICTBY).

3.7. Ecnum oOpaiieHre TOMNMWCAHO TMPEACTABUTEIEM WU 3alIUTHHUKOM
3asiBUTENS, paboTHUKH [IpriemMHON 00s13aHBI:

MPOBEPUTh HAIWYUE y TPEACTABUTENS JIOBEPEHHOCTH OT 3asBHUTENS Ha
COBEpILIEHNE COOTBETCTBYIOUIETO JCHCTBUSA, a y 3alllUTHHUKA - opaepa (s
a/JIBOKaTa), MOCTAHOBJIEHUS CyJa O JOMYCKE B KauyecTBE 3alIUTHUKA HAPAIY C
aJIBOKaTOM WJIM JIOBEPEHHOCTH OT JHUIA, B OTHOIIEHWU KOTOPOTO BEAETCS
MPOU3BOJICTBO M0 JIeNTy 00 aAMUHUCTPATUBHOM MIPAaBOHAPYILIEHUU;



B cCllydyae HEOOXOAMMOCTH pa3bsCHUTHh OO0S3aTENIbHOCTh MNPUOOUICHUS K
oOparieHuio opaepa (A1 aABOKaTa), 3aBEPEHHOM KOIMUU MOCTAHOBIICHUS CyAa O
JIOITyCKE B KaYECTBE 3alIUTHUKA HAPSY C aIBOKATOM;

€CIM JIOBEPEHHOCTHU (€€ HOTapHalbHO 3aBEPEHHOM KOMHUH), MO JIaHHBIM
UHPOPMAIIMOHHON CHCTEMBI CyJla WM IO COOOIIEHHI0O COOTBETCTBYIOLIETO
pabOTHHKa annapara CyJaa, HET B MaTepuaiax Jena Wik HaJ30pPHOM IMPOU3BOCTBE,
CHSATh KOIHIO C MOJIMHHHUKA WM HOTApUAJIbHO 3aBEPEHHON KOIMH JIOBEPEHHOCTH,
3aBEpPUTh €€ CBOEM MOAMMCHIO M I€YaThl0 JUIsl KONMHMA W NPUOOIIHUTH €€ K
MOJIAHHOMY OOpallleHHIO.

3.8. JIOKyMEHTBI, TPUHOCHMBIE B JONOJHEHHE K pPaHee MOJAHHBIM
oOpateHusiM, MOTYT ObITh MPHUHATH B [IpreMHON TONBKO B TOM Cilydae, €CiH
oOpailieHue, B JOMOJHEHUE K KOTOPOMY OHU MPEJCTABISAIOTCS, TOCTYIUIIO B CY/I U
€lIE HE PACCMOTPEHO.

K pokymeHTam, mnpencraBiasieMblM B JOMNOJHEHHE K paHEE IOAAHHBIM
oOpallleHusIM, JOJDKHO OBbITh MNPHJIOKEHO 3asBICHHE C YyKa3aHWEM Ha TO, B
JIOTIOJIHEHHE K KAaKOMy HMEHHO OOpallleHUI0 OHU IMpenacTaBisaiorcsa. B ciydae
OTCYTCTBMSI TAKOro 3asiBJieHUs] paOoTHUK [IpuemHOI 00s13aH yka3aTh 3asBUTEINIO
Ha HEOOXOJUMOCTh €ro cocTaBieHMs. be3 MmpuoOIleHns yKa3aHHOIO 3asiBICHHS
JIOKYMEHTBI, MPEACTABIsIEMbIE B JOMOJHEHUE K paHEE MOJAaHHBIM OOpalIeHUSM,
MOTYT OBITh MPHUHATHI TOJIBKO B TOM ClIy4ae, €ClM MOJATeNb HACTaMBAET HA UX
npuHATUU Oe3 3asBieHus. [Ipu stom pabotHuk IIpuemHol 00s3aH NPUHSATH BCE
BO3MOYKHBIE MEpbI JIJIsl YCTAHOBJIEHUs OOpalieHusi, B JIOMOJHEHHE K KOTOPOMY
MPEICTABIIAIOTCS MOJAHHBIE JOKYMEHTBI, HO HE MOXET HECTH OTBETCTBEHHOCTH B
cllydae HEBEPHOTrO OIpPEAENICHHs OOpallleHHs], K KOTOPOMY HaJJIEKUT IPHOOIIUTh
IIOJIAHHBIE JJOKYMEHTHI.

3.9. Ha mnpunstom pabotHukom IlpuemHON o0O0paieHuyd MOpOCTaBISETCS
mramn [IpuemMHON ¢ yKa3aHHEM TEKYILIEW aThl, KOTOPBIA CTaBUTCS Ha JIMIIEBOU
CTOpPOHE MEpPBOro JIUCTa OOpalIeHUs] B NMPAaBOM HUKHEM YIJy, TaM K€ CTaBUTCS
Bxoasmuii Homep. Illramn IlpuemHOM, 3aBepeHHBIH TONNUCHIO PaOOTHHKA,
MPUHSBIIErO oOpalieHue, Mo MNPOCkOe JHIa, MPEACTaBUBIIETO OOpalleHue B
[IpremMHy10, CTaBUTCS TAKXKE Ha MPEACTABICHHONW WM JOIMOJIHUTEIBHOM KONUU
naHHoro oOpamienus. [lITammn He cTaBUTCA HA IPYTUX TOKYMEHTaX, 1a)Ke €ClIU OHU
MOJIAIOTCSL B JIOMOJIHEHHE K paHee MOJAAHHBIM OOpalleHusM 0e3 MpuoOIIeHus K
HUM 3asIBJICHUS, YKA3aHHOTO B ITYHKTE 3.8 HACTOAIIETO PETJIaMEeHTa.

3.10. Bce npuHsSTBIE JOKYMEHTHI, B TOM YHCJIE€ MOJIAHHBIE B JOMOJIHECHUE K
paHee MoJAaHHbIM OOpaleHusM, paboTHUK [IpueMHON 00s13aH 3aperucTpupoBaTh B
noacucteme "Jlokymentoobopor" I'AC "llpaBocyaue" u mepenatb Mo peecrpam
nepesayy JOKyMEHTOB 110 Ha3HAUYEHUIO COOTBETCTBYIOLIUM paOOTHHKAM ammapara
Cylla B JICHb IIPUEMA, a B HCKIIFOUMTENBHBIX ciaydasx - He no3aHee 10.00 yacos
clieyIolero paboyero AHs, €clidi MHOE He mIpeaycMoTpeHo WHcTpykuuel 1o
CyneOHOMY JEeJIONpPOU3BOACTBY B cyle. B peectpel mnepemaun JOKYMEHTOB
3aHOCUTCSI Bcs MH(pOpMauus, mnpeaycMoTpeHHas MHcTpykiueil mo cyneGHoMy
JEJONPOU3BOCTBY.

Peectppl mnepenauM JOKYMEHTOB COCTaBIIAIOTCS B JBYX SK3eMILIspax,
NOJANMKUCHIBAIOTCS pabOTHUKOM IIpreMHONW M COOTBETCTBYIOUIUM pPaOOTHUKOM
anmapara cyga, KOTOpoMy NepenaroTcsi HOKyMeHTbl. OIHMH 3K3eMIUISIp peecTpa



xpanutcss B IlpuemHoOM, napyrou- nepegaerci B OTAEI TOCYAAapCTBEHHOM
IPaKIAaHCKOM CIIyObl, KapOB U 00ecTeueHus JeI0MPOU3BOACTBA Cy/la BMECTE C
JOKYMEHTaMHU.

3.11. JIoKyMeHTBI, ITOJaBaeMbI€ IO AEJIaM, HA3HAYCHHBIM K PaCCMOTPEHHIO,
pabotHuK [IpuemHON 00s13aH HE3aMEMTUTENBHO 3apPETUCTPUPOBATH B MOJCUCTEME
"lokymentoobopot" ['AC "lIpaBocymue" u mepenaTh MO peecTpaMm Iepeaadu
JIOKyYMEHTOB COOTBETCTBYIOIIMM PaOOTHUKAM ammnapara cyjaa.

3.12. Ecnu numo obpariaercs ¢ mpock00ii 0 nmpueme Kakux-audo JOKYMEHTOB
0 KOHKPETHOMY J€JIy HENOCPEACTBEHHO B JE€Hb, Ha KOTOPBIM HA3HAYEHO
paccMOTpPEHHE COOTBETCTBYIOLIETO Jienia, paboTHUK [IpruemMHOM 00s3aH pa3bsICHUTD
oOpaTUBIIEMYCsl KENATENbHOCTh pAa3pelIeHUus] COOTBETCTBYIOUIETO BOIpoOca
HEIOCPEJICTBEHHO B Cy1€0HOM 3ace/laHuU.

3.13. Ha kaxxnom npuHsITOM 0OpainieHuu, MoJaHHOMY MO KOHKPETHOMY /eIy
(mpou3BoOJCTBY), paboTHUKOM [IpueMHONl KpoMe perucTpalmoHHOr0 HOMeEpa
CTaBUTCS HOMEP COOTBETCTBYIOIIETO JeJia/TIPOU3BOJICTBA, €CIu UHbOpMAaIus o
HEM uMeercsa B uH(opMmanmoHHOW cucreme cyna. Homep nena/mpou3BojcTBa
MPOCTABIIACTCS TAKXKE MPU PETUCTPAIMU MPUHATOTO OOpaIIeHHs B IMOACHCTEME
"Moxymentoobopot" I'AC "IIpaBocyaue" W COOTBETCTBEHHO - B peecTpax
nepenayu Aell.

3.14. Eciu k oOpaiieHuto TpUIOXKEHAa KBUTAaHIUMSA 00  oruiare
rOCy/1IapCTBEHHOM MOILJIMHBI WM 3aBEPEHHAsl KOMUS IUIATEKHOTO MOpPy4YeHUs: 00
OIUIaTe TOCYJAPCTBEHHOW MOILIMHBI, 00 3TOM JeaeTcsi OTMETKA (C 00s3aTeIbHBIM
yKa3aHUEM CyMMBbI YIUIAU€HHOW roCyAapCTBEHHOW MOUUIMHBI) MPU PETUCTpallin
naHHoro oopamienust B noacucteMe "Jlokymentoodopor" I'AC "IIpaBocyaue" u B
peecTpax nepenadu JOKyMEHTOB.

4. Beigaua 1OKyMEHTOB

4.1. PaGotnuk IlpueMHON mpu BbIAaYe JOKYMEHTOB O00si3aH TPOBEPUTH
IPaBUJIBHOCTh O(POPMIICHUS JOKYMEHTA, BbIIaBAEMOI'0 CYZOM, U TOJBKO B CIyyae
HaJUIeKalero ero 0opopMIIeHUs BbIAATh JAHHBINA JOKYMEHT.

JlokyMeHTbl, 0GOpMIICHHBIE HEHAJUIeXKaIUM 00pa3oM, HE MOTYT OBITh
BbiiaHbl. PaboTHuk IlpueMHON 00s3aH yCTpaHWUTh HENOCTaTKU B O(OpMIICHHU
JIOKYMEHTA Y BO3BPATUTh JOKYMEHT JUIsl 1OO(POPMIIEHUS UCTIOTHUTEIIO.

4.2. PabotHuk IIpueMHON He HeceT OTBETCTBEHHOCTH 3a COJAEpKaHue
BBIJJABAEMOT0 JIOKYMEHTA, €CIM JIaHHbIA JOKYMEHT TMOATOTOBJIEH JPYrUM
VICITOJTHUTEJIEM.

B cnydae, worma pabGotHuk IlpuemMHOIl caM TOTOBHT JOKYMEHTHI,
HoJIJIeKalie Bblgaue JuiaM, oOpaliaromyumMes B Cyd, OH HECET OTBETCTBEHHOCTh
3a ux coxaepxkanue. IIpu 3TOM €ro OTBETCTBEHHOCTb pPacHpOCTpaHSETCs Ha
COOTBETCTBHE IOKyMEHTa JaHHBIM MH(POPMAIIMOHHOIN CUCTEMBI Cyaa.

4.3. Ecnu 1oKyMEeHT MOKET OBbITh BbIIaH TOJIBKO ONpPEAEIEHHBIM KaTErOpUsIM
JWL, YCTAHOBJEHHBIM 3aKOHOM, paOOTHUK IIpuemHON 00s3aH yCTaHOBUTH
JUYHOCTh 3asBUTENS W ONPEIEIUTh €ro MPUHAIECKHOCTh K KATerOpuu I,
MMEIOILIEH MTPaBO Ha MOJyYEHUE JaHHOTO IOKYMEHTA.

4.4. Eciu JOKYMEHT BBIJAETCA NPEACTABUTENIO 3asBUTENsA, PaOOTHUK



[IpuemMHO, TOMUMO AEUCTBUH, YKa3aHHBIX B MMyHKTE 4.3HACTOSIIETO PEriIaMeHTa,
JTOJIKEH:

IPOBEPUTh HAJIMYUE Yy TMPEJICTABUTENS JOBEPEHHOCTH OT 3asBUTENS Ha
COBEPILIEHHWE COOTBETCTBYIOIIETO JAEHCTBUS, MPU OTCYTCTBUU TAaKOBOW Pa3bICHUTH
HEOOXOMMOCTh €€ mpezcTaBienus B [Ipuemuyio;

€CJIM YKa3aHHOM JOBEPEHHOCTH (€€ HOTapUajbHO YJIOCTOBEPEHHOM KOIIWN),
N0 JAaHHbIM HMH(POPMALMOHHOM CHCTEMBI CyJla WIH 10 COOOIIECHHUIO
COOTBETCTBYIOIIMX PAOOTHUKOB CyJa, HET B JI€Je/TIPOU3BOICTBE - CHITH KOIHUIO C
NOJJIMHHUKA (€r0 HOTapHaJbHO YJIOCTOBEPEHHOW KOIMHU), 3aBEPUTh €€ CBOEH
NOJANKUCHI0 W TEYaThIO Il KONMUA M MNPUOOIIUTh K PACHUCKE B MOJYYECHHH
3aMpanmBaeMoro JOKyMeHTa.

be3 coBepmieHus yKa3aHHBIX JCHCTBUU 3ampallivBaeMblii  3asBHUTENIEM
JIOKYMEHT HE MOKET ObITh BbIJaH €0 MPEeICTABUTEITIO.

4.5. Tlpu Bbimade uepe3 [lpuemHyro cyna J000ro JOKyMEHTa C JIMIIA,
MOJTyYaIoIEro J0KyMEHT, OepeTcs paclucKa B €ro MoJy4eHUH.

Pacniucka ogopmisiercs nub0 Ha OOpallleHMH O BbIJaye 3alpalinBacMoOro
JOKYMEHTa, JIMOO Ha OTAEIbHOM JIUCTE M JOJDKHA COAEpX aTh CIEAYOIIne
CBEJICHUSL:

HalMEHOBAHUE JIOKYMEHTA (paclucka);

dbaMmnio, UM U OTYECTBO JIUIA, TTOJTYYUBIIIETO JOKYMEHT(bI);

UM JOJDKHOCTHBIX JIMI[ - HAaUMEHOBAHHE JOJDKHOCTH JIMLA, MOJYYMBILETO
JOKYMEHT(bl), €ciii pacnucka ohOpMIISIETCS HE Ha OOpallleHHH, COJepKalieM
MH(OPMAIUIO 0 3aHUMAaEMON UM JJOJIKHOCTH;

HaUMEHOBAHHUE TOJYYEHHOTO(bIX) JIOKYMEHTA(OB), yKa3aHHWE KOJIMYECTBA
MOJIyYEHHBIX 3K3EMIUIIPOB U KOJIMYECTBA JJUCTOB IPUIIOKECHHI;

HOJIUCH JINLA, TOTYYUBIIETO TOKyMEHT(bI);

JaTy MOy4YeHUs: JOKyMEHTa(0B).

4.6. Pabotnuk IlpuemHOl 0053aH TPOBEPUTH MPABUIBLHOCTH OQGOPMIICHUS
pacnucku. B ciydae ecnu pacnucka oopmisieTcs: B BUJIE OTAEIbHOIO JOKYMEHTA,
OHa TOMNEXHUT peructpanuu B noacucteme "Jlokymentoobopor" TAC
"IIpaBocyame" ¢ yderom TpeboBanuii mynkrtos 3.9, 3.10, 3.13, 3.14 nacrosmiero
perjiaMeHra.

4.7. Konuu 3anpaimBaeMbIX CyJ€OHbIX TOCTAHOBIIEHU paboTHUK [IpuemHon
00s3aH TOJATOTOBUTH B JIEHb OOpallleHHs] B BO3MOXKHO 0o0jiee KOPOTKHU CPOK H
oQOpMUTh UX B COOTBETCTBUU C TpeOoBaHUsIMH HWHCTpyKuuu 1o cyaeOHOMY
JIeJIONPOU3BOACTBY. VICKIIOUEHHE COCTaBISIOT Cllydaw, KOTaa sl MOATOTOBKHU
3aIpairBaeMoro JOKyMeHTa TpeOyeTcs J1e10, OTCYTCTBYIOIIEE B Cy/J€ B MOMEHT
oOpareHus.

5. BzaumogeiicTBue ¢ Cy1eOHBIMU COCTaBaMH M TOCYIapCTBEHHBIMU
IPaXJAHCKUMHU CIIy>KallMMH Cyaa

5.1. B cnyuasx, korga pabotHuk [lpumemHoil oOpamaercss Kk paOOTHHUKAM
anmapara cyJa, NOoclieHUE O00s3aHbl MPHUHATh HE3aMEJIUTEIbHBIE MEpPbI JUIs
paspelnieHusi COOTBETCTBYIONIEH MPOOJEMHON cuTyauuu (Hampumep, MPOBEPUTH
HaJIM4Me JIea B Cy/ie, YCTAHOBUTH 3alpaliiBaeMyo HHPOpPMalUIO IO MaTepraiam



COOTBETCTBYIOIIETO JIe1a/TPOU3BOACTBA U JIp.).

5.2. PaGornuku IlpuemHoil 00s3aHbl COOJIONATH TMOPSAIOK TEepeaadu
OPUHATBIX  JIOKYMEHTOB COOTBETCTBYIOUIMM pa0OTHHKaM ammapara cyJa,
YCTaHOBJICHHBIN MyHKTaMU 3.9 - 3.14 HacTosiero periamMeHTa, B COOTBETCTBUU C
TpeboBanmsIMU MHCTPYKINH MO Cy1e0HOMY JI€TTOTIPOU3BOICTBY.

5.3. 3a coaepkaHue W TPaBUILHOCTH OGOPMIICHHS BBIIABAEMOTO 4Yepe3
[IpuemMHyI0 CyAa JOKYMEHTa HECET OTBETCTBEHHOCTh HCIOJHUTENb, KOTOPHIM
JTaHHBIA JOKYMEHT monarotoBieH. [lpm 3ToM cooTBeTcTBHE OQOpPMIICHUS
BBIJIJABAEMOTO  JIOKYMEHTa  TpeOoBaHusM  HWHCTpykiuu 1o  cylaeOHOMY
JIEIONIPOU3BOICTBY JAOHKHO OBITH MTPOBEPEHO paboTHUKOM [IpuemHoi gaxke B ToM
cilydae, Korja JOKYMEHT MOATrOTOBIICH JPYTUM UCIIOJIHUTEIIEM.

5.4. B ciydae ecnu KakoW-IuMOO JOKYMEHT, NPHUHATHIA B IIpueMHoM, OBLI
NepelaH COOTBETCTBYIOIIEMY HCIOJHUTENI0 U 3apErUCTPUPOBAH B KapTOTEKE B
noacucreme "Jlokymentoobopotr" I'AC "IIpaBocymue" ommO04YHO, pabOTHHUKHU
amnmnapara cyjaa, MOJIYyYHMBIIME JOKYMEHT MEPEAAl0T €ro COOTBETCTBYIOLIEMY
pabOTHUKY armrmapaTta cyJa CaMOCTOATEIRHO M OTMedaroT (GakT mepefadyd B
noacucreme "Jlokymenroobopot" I'AC "IIpaBocynue".



