YTBEPXJIEH
[Ipukazom mpexncenarens
Pr16H0-Cnioboickoro paifoHHOTO cyna
PecnyOnuku Tatapcran M.H.Munny6aesa
ot 24 okts6pst 2016 r. Ne 24 o/n

OG0 yTBep:kIeHHH NOPSAKA 03HAKOMJIEHHS C CyleOHBIMH JeJIaMH,
AOKYMEHTAMH H MaTepHaJIaMH, a TAKKe BbIIa4H KONHUH cy1e0HbIX
MOCTAHOBJIEHHH, MaTepPHAJIOB CyIe0HBIX e/, NOJJIHHHHKOB JOKYMEHTOB H3
cyae0HBIX J1eJ1 H CTIPaBOK.

1. O61mue mooXeHus

1.1 ITopsimox BblOaud CyOeOHBIX Oel U JOKyMeHTOoB B PriOHO-Crobomckom
paiioHHOM cyne Pecnybmuku Tartapctan pa3paboTaH B COOTBETCTBUH C
WHcTpykuueit mno cyneOHOMY  [eJIONPOM3BOJACTBY B  pallOHHOM  CyJe,
YTBEpXACHHON npuka3zoMm ['eHepanpHoro nupekropa CyneOHoOro nemapTaMeHTa
npu BepxoBHom Cyne Poccuiickoit ®@enepamuu ot 29 ampens 2003 r. Ne36,
MucTpykuuelt o mopsake oTOopa Ha XpaHeHHE B apXuB (enepasbHBIX CyIOB
ofImel IOpPUCAUKIINY JOKYMEHTOB, UX KOMIUIEKTOBAHHUS, YIETa ¥ UCIOJIB30BAHNUS,
yTBepXaAE€HHON mnpukazom CyneOHoro nemaprameHta npu BepxoBHom Cyne
Poccuiickoit @enepanuu ot 28 nexabpst 2005 r. Ne 157.

2. Ilopsimok Belgauu CyneOHBIX e 111 03HAKOMJICHUS B TIOMEIIeHUH Cy1a

2.1. CynebHble nena (MHBIE MaTepHalbl) BBIIAIOTCS JJIS O3HAKOMIJICHHS B
TIOMEIIEHUH CyJla Ha OCHOBAHUHU HMHCHMEHHOTIO 3asBJIEHHUS C COOTBETCTBYIOILEH
pe3oJronuel CyAbd, B IPOU3BOJACTBE KOTOPOTO HAXOAUTCS (MIIM) HaXOIHJIOCH
cyneOHoe J1eJ10, a MPU UX OTCYTCTBHH — IpeAcenaTess Cyaa, B 1eHb MOCTYIICHUS
3asBJICHUs], a NP HEBO3MOXXHOCTU - B CpPOK He Ooiyiee Tpex paboumx IHEH ¢
yKa3aHHOH aThl U IPU MIPeIbsBICHUH CIEAYIOUINX JOKYMEHTOB:

a) OOBHHSIEMBIMH, IOJCYIUMBIMH, OCYXIEHHBIMH, OINpPaBIaHHBIMH, JIMIAMH, B
OTHOLIEHUU KOTOPBIX BENETCSl MPOU3BOJACTBO IO JelIy 00 aIMUHUCTPATHBHOM
IIPaBOHAPYIIEHNUH, IMOTEPIEBIIUMH, CTOPOHAMHM IO JAeNy, TPETbUMH JIHIIaMHU,
3aKOHHBIMH IPEJCTABUTEISIMU 110 YTOJOBHBIM, TPOXKIAHCKAM JIeJlaM U JejiaM 00
aJIMUHHCTPATUBHBIX TIpaBOHAPYIIEHHSX, 3asIBUTEJISIMU u JIpyTAMU
3aMHTEPECOBAHHBIMU JIMIIAMU II0 JellaM 0cCo0Oro IMPOU3BOACTBA M IO JejIaM,
BO3HUKAIOIUUM M3 IyOJMYHBIX IPAaBOOTHOINEHUH, Tpa)KMaHCKUMH HCTLAMH,
OTBETYMKAMU I10 YTOJOBHBIM JIeJlaM - IOKyMEHTa, YOCTOBEPSIOIIEro JUIHOCTD, a
UX MpPEACTaBUTESIMU, 3aIIUTHUKAMHU - TaKXe JOBEPEHHOCTH, O(GOPMIIEHHON B
COOTBETCTBHUH C TPeOOBAHUSMH 3aKOHOIATENIbCTBA,;

0) azBoKaTaMH, BBICTYIAIOIIUMH 10 YTOJIOBHBIM, IPaXIaHCKUM JejlaM U JeJlaM I10
aIMUHHCTPAaTUBHBIM  IIpaBOHApyIIEHUSM, - OpJepa  COOTBETCTBYIOLIETO
aZIBOKaTCKOro 00pa30BaHUs U YJOCTOBEPEHHUS JIMYHOCTH U (WJIM) yIOCTOBEPECHHUS
aJIBOKara;
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B) APYrMMH 3aHHTEPECOBAHHBIMH JIMIAMK, BBICTYNAOLIIMH II0 YTOJIOBHBIM,
rpaXIaHCKUM JejiaM, JellaM 00 aIMUHMCTPATUBHBIX IIPABOHAPYIICHUSX, -
JIOKyMEHTOB, yA0CTOBEPSIOIIHX JIHIHOCTb U MOTHOMOMHA,

I') IPOKypOpaMH - CITy’KeOHOT0 yI0CTOBEPCHHUA;

1) MHBIME [OJDKHOCTHBIMH JIMLAMH TIpU HAalMdUH  3aKOHHOTO OCHOBaHUS -
MOTHBHUPOBAHHOTO IMCbMEHHOT'0 3aI1poca;

e) peabMIMTHPOBAHHBIM JIHLAM, a C UX COINAcHd MM B cliyyae MX CMEpPTH -
HACIEHMKAM, OJM3KEM POJCTBEHHHKAM, POJCTBCHHMKaM, IKIMBEHIAM B
cooTBeTcTBUM co crathamu 133, 134 VIIK PO, cratheii 11 3akoHa Poccuiickoi
®eneparuu ot 18.10.1991 N 1761-1 "O peabuiuTanuy XKepTB IOTATHICCKUX
penpeccuif" - TOKyMEHTa, YJOCTOBEPSIOLIEro JUIHOCTE (WK) TONHOMOYHS, a
TaK)Ke MOATBEPIKIAIOIIEro COOTBETCTBYIOLIEE POJACTBO (bakT HaXOXKIEHUS Ha
VOKIMBEHUN ).

2.2, O3HAKOMJIEHME JIAL, YKa3aHHBIX B MyHKTe 12.1 MHCTpyKUMK 11O cyne6HOMY
JEJNONpPOU3BOJICTBY B pPailOHHOM (roponckom) cyzne oT 29.04.2003 r. Ne 36, c
MaTepuanaMu cyneOHoOro jena (MHBIMHU MaTepuanaMi) MPOU3BOAUTCA Ha
OCHOBAHMM WX MHUChMeHHOro 3asBienust (bopma N 62), Ha KOTOPOM CyIbd, B
TIPOU3BOJICTBE KOTOPOIrO HaXOIUTCS (MM HaXOLHMJIOCH) CyneOHOe JIef10, a IPU ero
OTCYTCTBMM - IpelceaTenb Cyla JenaeT COOTBETCTBYIOLILYIO OTMETKY O
nopydeHun pabOTHHKY anmapara CyJia O3HaKOMHTE C MaTepralaMi nena. JlanHoe
3asBJICHE TOIIIABAETCS B JIEJI0, & B Cllydae MpeIbsABICHUS TOBEPEHHOCTH K 1€y
nprobIIaeTcs TakXKe ee KOMus.

9 3. O3HAKOMIICHME C JeNiaMy (MHBIME MaTepHanaMi) MPOU3BOAUTCS eKESIHEBHO B
paGoure IHHM (C TOHEACIBHHKA IO 4eTBEPr C 8.00 mo 17.00, maTHHIA H
npeanpasaHuanble auu ¢ 8.00 10 16.00, 06exennbit mepepsis ¢ 12.00 po 13.00):

- [0 YTOJOBHBIM, TPAKIAHCKUM JelaM M aAMUHHCTPaTHBHBIM MarepuaiaM
TNIPOM3BOANTCA B KaOWHETe CeKpeTaps cyaeOHOro 3aceqaHus WU B KaOuHeTe
[TOMOIIHUKA CyIbH, B MPUCYTCTBHH M IOJ| KOHTPOJIEM yNOIHOMOHUCHHOrO Ha TO
pabOTHHMKa Cyna;

- o JjenaM, CIaHHBIM B apxXuB Cyaa 'B KaHIeNSApUH Cylda B IPUCYTCTBUH
YIOJTHOMOYEHHOTO Ha TO DabOTHMKA almapaTta cyaa B YCIIOBUSX, KOTOpBIC
MCKJIIOYAIOT H3bATHE, NMOBPEXJIeHHe, YHHYTOKEHHE MATEpUaloB Jel, a TaKKe
BHECEHME B HAX UCIPaBIEHU] U TOMKUCOK, Iepeady X Npyromy JALy.

2.4. 06 03HAaKOMJIEHHH C JeJIOM JeJaeTcs OTMETKa B CIIPABOHOM JIMCTE.

25 Tlocie O3HAKOMIEHHS C CyIeOHBIM JenoM (MHBIMH MaTepraaMH )
VIIONHOMOYEHHBI PaCOTHUK amiapara cyha B MpPUCYTCTBHH JIHIAE, KOTOpOE
03HAKOMUJIOCH C CyJeOHBIM e/I0oM (MHBIMU MaTepHajaMu), IPOBEPSICT COCTOAHUE
JI@HHOTO JleNla ¥ HAIH4He BeeX JOKYMEHTOB B Jelle, JIelaeT OTMETKY B 3ajiBICHHH
(bopma N 62) 0 TOM, 4TO [0 BO3BpalleHo. B ciydae eciu mocie BO3BpALEHHUS
Jena  YIOJTHOMOYEHHBIM pabOTHUKOM —ammaparta CyAa BBIABJICHO U3BATHE,
IOBPEX/IEHHE MaTepHaloB e, a TAKXKE BHECCHHE B HAX MCIIpaBJICHUH U JOMHCOK,
06 93TOM He3aMeIUTEeNbHO coolllaercs TMpeAcenareo Ccyna aubo  ero
3aMeCTHUTEIIIO.

3. TlopsiIOK BbIa4K CyAeOHBIX €Il U HANPaBIEHUs UX 32 IIPE/CIbL Cya




3.1. ITo muCbMeHHBIM TpeOOBaHUSAM OPraHOB, KOTOPBIM 3aKOHOM IMPEIOCTaBIICHO
paBo KCTpeOOBaHMs Hejla, ¥ Ha OCHOBAHUM DPACHOPsDKEHHs Mpencenatesst cyaa
cyae6OHbIe JieNia HAPaBJISITCA UM B TPEXIHEBHBIH CPOK 3aKa3HOW IOYTOM HWIIH C
pacChUIbHBIM.

3.2. PaboTtHukamMu amnmapara CcyjAa, KaHIENIpuid u apxuBa B Y4YETHO-
cratucTHyeckoi kaproyke u kaprtouke nena I'’AC «IIpaBocynue» oTmedaertcs,
KOT/a,, KOMy M [0 KakoMy ajpecy HaIpaBlIeHO CyleOHoe 1elo, a Takke Jara
BO3BpallleHus [ejla B Cy.

3.3. OTBETCTBEHHBII PabOTHUK OTHENA CYAOIMPOU3BOJCTBA M apXUBa cyaa 00s3aH
KOHTPOJIMPOBATh BO3BpaT A€l U He pexe OJHOro pasa B MeCSIl IOKJIaIbIBaTh
npejcenarTeso cyaa.

3.4. Jlo Bo3BpamieHus Jena B Cyl TpeOOBaHHE O €ro BBHICBUIKE, KOIHH
COIPOBOJUTENLHOTO MUCbMa, IIPUTOBOPA UM PELISHUs] XPaHATCS B KOHTPOJIbHOM
narke.

3.5. B y4eTHO-CTaTHCTUYECKON KapTOYKe OTMEYaeTcCs, KOrja, KOMy M Mo KakoMy
3arpocy JeJI0 HallpaBJIeHO, KOrZla OHO BO3BPAIIEHO B CY/I.

3.6. Yuer BbIIa4YM U BBICBUIKH J€J, HAXOASIINXCS B apXUBe Cy/a, IPOU3BOJAUTCS B
COOTBETCTBHH C JICHCTBYIOIUMH IIPABUJIAMU 10 BEJICHUIO apXUBa.

4. TTopsiIOK BBIIAYH MMOIMHHBIX JOKYMEHTOB U3 CyIeOHBIX Jell

4.1. TlomnuHHBIE IOKYMEHTHI W3 CyAeOHBIX Ien (MHBIX MaTepuanoB) U HX
HaJUIeXaluM 00pa3oM 3aBepeHHbIe KOMHHU, IPEACTABIECHHBIE YYaCTHUKAMH
YT'OJIOBHOTO, I'PakKJaHCKOI'0 CYZONIPOU3BOACTBA M yYaCTHUKAMHU IPOU3BOICTBA IO
nenaM 00 aIMHHUCTPATUBHBIX MIPaBOHAPYIICHHUAX, a TAK)KE IUChbMEHHBIE CIIPABKU
I10 JIeJIaM BBIAIOTCS YITOJHOMOYEHHBIMU PaOOTHUKAMH OTAENA AeJIONPOU3BOICTBA
WM apXuBa Cylda Ha OCHOBAHWHM WX IMCBMEHHOTO 3asBJEHHS; a cyaaM oOmiei
IOPUCAUKIINY, OpraHaM JO3HaHHs U CJIEICTBUS - Ha OCHOBAaHMHM MOTHBHPOBAHHOTO
3ampoca W (WJIM) HHBIX HEOOXOOUMBIX JOKYMEHTOB, IIPEXYCMOTPEHHBIX
3aKOHOJAaTeNsCTBOM Poccuiickoit Denepannu B Cpok He Oosee Tpex pabodmx
nueit. Ha 3asBlleHMM WM 3ampoce O BblJade MOMIMHHBIX JOKYMEHTOB M3
cymeOHOrO  Jena  INpOCTaBiIsSIeTCs — paspellarolias — pe3oyiouus  CyJbH,
npeacenaTeNIbCTBYIOIIEro Mo Jely, a IpU €ro OTCYTCTBHM - IpEeAcCenaTelis cyna
(WM ero 3aMeCTHTES).

4.2. B3aMeH BBIIaHHOTO IOUIMHHKKA K JIelly IPHOoOINaeTcs ero KOmnus, 3aBepeHHas
cynbeit 1 repboBOii eyaThio Cya. ‘

4.3. Tlpu Bblgaue TMOMJUHHUKOB IOKYMEHTOB H3 CyAeOHOro meila Ha HX
3aBEPEHHBIX KOMMSIX JIOJDKHBI YKa3bIBaThCsl (aMMIIMs, HMs, OTYECTBO JIMIIA,
MIOJYYHBILEr0 JOKYMEHT, €ro IpoLecCyalbHOE II0JIOKEHHE M0 ey, JaHHbIe
JIOKYMEHTa, YIOCTOBEpSIOIIEro JUYHOCTh. B IONIydyeHUH IOKYMEHTa 3TO JIMIO
JIOJDKHO paclucaTbCs U MPOCTaBUTh AATy MOdy4eHus. JIuio, BeinaBiee T0KyMEHT,
JOJDKHO YKa3aTh CBOIO (aMHIIMIO, NOJDKHOCTb M IIOCTaBUTh IOANUCH. Ilpu
IpEIbSIBICHUN JOBEPEHHOCTH HEOOXONMMO CHATh C HEe KONMIO U IOALIUTHL B
neno. Takue e cBeleHUsl yKa3bIBAlIOTCS B CIIPABOYHOM JIUCTE.

4.4. JIOKYMEHTB, Ha OCHOBaHHHM KOTOPBIX M3 CyHeOHOro Jeja BbIIaHBI
IOJUTMHHUKH, a TaK)Ke UX 3aBEpPEeHHbIe KOINHWH, MOIIIMBAIOTCI B Aeno. B ciayvae
HampaB/eHUs IOJUIMHHOTO JIOKyMEHTa 3aKa3HOH TMOoYTOH B J€I0 TaKxke



TOJIIMBAETCS KOIMHUSI COMPOBOAUTENIBHOIO MHUCbMa C MCXOIAIIUM HOMEPOM H
JaToH.

4.5. TluceMeHHble JOKa3aTenbCTBA M3 Je€jla C  paspelleHus  CyIbH,
IpelcenaTeIbCTBYIOIIEro Mo ey, a MpU ero OTCYTCTBHM - IpelcefaTens cyaa
(ero 3amecTuTelisI) MOTYT OBITh BO3BpAIllEHbl NPEACTAaBUBIIMM HX JIULAM U [0
BCTYIUJICHHS pelIeHUs cy/ia B 3aKOHHYIO0 cuiy (c1. 72 ITK PD).

5. ITopsinok BbIIA4YM KOMHM JOKYMEHTOB U CHATHS KOIUM C MaTEpPHAJIOB Jela

5.1. Konnu perrenwust (MpUroBopa, pelieHus, onpeaesieHus, TOCTaHOBICHH) Cyia
0 JejaM BbIJAIOTCS  (HAmpaBisIOTCS) B CIy4asx, M[OpeayCMOTPEHHBIX
MIPOIECCyaIbHBIM 3aKOHOIATEIbCTBOM.

5.2 Konuu 3ampaluBaeMbIX CyleOHBIX aKTOB M3rOTaBJIMBAIOTCS
YIIOJJTHOMOYEHHBIM pa0OTHUKOM armapara Cyla B J€Hb IIOCTYIUICHUS 3asBJIECHHUS, a
IIpY HEBO3MOXXHOCTH - B CPOK He Oouiee AT paboyux IHEH ¢ yKa3aHHOU JaThl.
5.3. WsroroBineHuWe KONUH JOKYMEHTOB IO JejlaM, CHAaHHBIM B apXuB,
OCYUIECTBJISIIOT paOOTHUKU apXuBa, MO [ejlaM, HaxOoIAUUMCS B IPOU3BOJCTBE
CYIbH U JeliaM, He CIIaHHBIM B KaHIEJISIpUU CyJa, CeKpeTapH CyJeOHbIX 3acelaHui
(MOMOIIHUKKA CyHAel), BO BCEX OCTalbHBIX Cllydyasx — pabOTHUKU OTHena
cyneOHOro mpou3BOACTBA CyAa.

5.4. IIpaBo Ha cCHsTHE KOIHUI JOKYMEHTOB C MaTepUalioB Jiejia 3a CBOM CYET, B TOM
YlCJie C UCIOJIb30BaHUEM TEXHUYECKUX CPEACTB, MPENOCTABISETCS CIEAYIOLIUM
JUIaM:

OOBHUHSIEMBIM, TOACYIUMBIM, OCYXXIEHHBIM, OIpaBJaHHBIM, WX 3alIUTHUKAM U
npeactaButessim (cT. 47 4. 4 1. 13,c1. 53 4. 1 n. 7 YIIK P®);

notepneBiuM (cT. 42 4. 2 1. 12 VIIK PO);

IPOXIAHCKOMY HCTIY, €ro IpPEeACTAaBUTENII0 B YacTH KOIMHA IpoLecCyalbHBIX
pEeIIeHN, OTHOCSIIUXCS K MPEAbSIBICHHOMY UM TpaXAaHCKOMY UCKY (CT. 44 4. 4
n. 13 VIIK P®);

IPOXIAHCKOMY OTBETYUKY U €r0 MPEACTABUTENIO B YaCTH MAaTEPUAJIOB YTOJIOBHOTO
Jiena, KOTOphIe KacaroTcsl rpaxaaHckoro ucka (cr. 54 4. 2 m. 9.cr. 55 4. 2 VIIK
PD);

CTOPOHAM ¥ HHBIM JIMIIaM, YYacTBYIOIIMM B TPaXXJaHCKOM Jejie, a TaKke HX
npencraButessim (ct. 35 4. 1 I'TIK PO);

peaOWIMTUPOBAHHBIM JIMIAM, @ C HX COINIaCHs HIIM B ClIydae MX CMEpPTH -
PONCTBEHHUKAM, (WKIMBEHIIAM) B YAaCTH O3HAKOMJIEHHS C MarepuajaMu
IIPEeKpallleHHbIX YTOJIOBHBIX U aIMUHUCTPATUBHBIX 1€ U MOJIYYeHHUS C HUX KOIUii
(ct. 11 3akona Poccuiickoit @Pepepauuu ot 18.10.1991 N 1761-1 "O
peabuIUTAllUU KEPTB MOJUTHIECKUX perpeccuit”).

5.5. Bce nepeducieHHbIe JIMLa CHUMAIOT KOIUK IO NMUCHbMEHHOMY 3asBIIEHUIO B
IOpsiAKe,  YCTAHOBJIEHHOM  IpeAcedaTeleM  cyna  WId  Cynbed -
IpeceNaTeIbCTBYIOUIUM 10 eTy.

5.6. JlaHHOE MUCBMEHHOE 3asiBIIEHUE C pa3pelIarolleil pe3osroluelt npeacenaTens
Cyla WM CyIObU - IpeNceNaTeIbCTBYIOIIEro Mo ey MOAIIMBaeTCs B CylneOHoe
neo.




5.7. CHsTble NEpPEUUCICHHBIMU JIMLIAMU 3a CBOM CYET KONMM C MarTepHaloB
cyneOHOro fnena, B TOM 4YHCJIE€ C IOMOINBIO TEXHUYECKHX CPEACTB, CYyIOM HeE
3aBEPSIFOTCA.

5.8. TloBropHas Bblgadya KOMUU CyAeOHBIX aKkTOB (pelleHuil, onpeneieHHi,
IIPUTOBOPOB, MOCTAHOBJICHUH, CyJeOHBIX MTPUKA30B) JIUIaM, YKa3aHHBIM B IIYHKTE
12.1, a Taxxe APYruM JIMLaM, YbA MHTEPECHl HEINOCPEACTBEHHO 3aTparuBarOTCs
CyneOHBIM aKTOM, OCYIIECTBISETCS IO HMX IHUCBMEHHOMY MOTHBHPOBaHHOMY
3asIBJICHHUIO B CPOK He Oouiee Mt pabo4ymx AHEH ¢ yKa3aHHOMU JaThl.



