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PEI'JTAMEHT .
OPI"TAHU3ALIMU AEATEJIBHOCTU ITPMEMHOU
YPULIKOI'O PAMOHHOT'O CYJIA OPJIOBCKOM OBJIACTU

1. OO0ume noJI0KEHUs

1.1.  [learempHOCTh IpHeMHOM cynma (mamee - IlpweMHass cyma)
pernameHTHpyeTcs I1ookeHreM o0 IpUeMHOU Cyna, YTBEP)KIEHHBIM IpeacenaTesieM
CyZa, ¥ HacTosIIUM PernameHToM.

1.2. IlpaBoBO€ peryaupoBaHHE OTHOLICHWH, CBS3aHHBIX C OpraHHW3aluei
paccMOoTpeHus  oOpalleHHH rpakaaH (GU3UUECKUX JIML), MpencTaBUTEINEH
OpraHu3alui (FOPHIUYECKUX JIMI[), OOIIeCTBEHHBIX OOBEAWHEHHH, OpPraHoB
rOCyIapCTBEHHOM BJIACTH M OPraHOB MECTHOT'O CaMOYIIPABJIEHHUS OCYIIECTBIISIETCS B
COOTBETCTBUU ¢ Koncrurynueit Poccuiickoit Oenepauuu, benepaTbHBIMU
KOHCTHTYLIMOHHBIMU 3aKOHaMH, (QenepalbHbIMH 3aKOHAMHM, YCTaHABJIMBAIOIIMMHU
NOPSIIOK  CyHAONPOM3BOJCTBA, IIOJIHOMOYMS M MOPSAOK JAESITeIbHOCTH CYJIOB,
DenepanbHbIM 3aK0HOM OT 22 nekadps 2008 r. N 262-D3 «O6 obecrieueHnn g0cTyna
K MH(pOpMaLUK O AeSTeNbHOCTH CyHoB B Poccuiickoit Denepanum» ¥ UHBIMHA aKTaMHy,
PETYIUPYIOIIKUMHU BOIIPOCH! BHYTPEHHEH NEATEeIbHOCTH Cy/Ia.

2. Opranuzanus npuema

2.1. IIpueM rpakaad (GU3NUECKUX JIUII), IPEACTaBUTENCH FOPHINIECKUX JIUIL,
OpraHM3alyii, OOILEeCTBEHHBIX OOBENMHEHUH, OPraHOB T'OCYIApCTBEHHOH BIIACTH H
OpPraHoB MECTHOI'O CaMOYMpaBJIeHHs (Jaee - IpUeM IpakKaaH) MPOU3BOIUTCS B IE€HB
X oOpamieHust QenepaabHBIMH TOCYIaPCTBEHHBIMU T'POKIAHCKHMH CITY)KAIlUMU
anmapara Cyaa, B CIIeLIMaJIbHO OTBEACHHOM ITIOMEIIEHUH, OCHAILIEHHOM HEOOXOIHMMBIM
HUMYIIECTBOM, HOPMATUBHBLIMH, CIIPAaBOYHBIMM U MHBIMU MaTepUajlaMH, CPeICTBaMU
CBS3U.

2.2. IlpueM rpaxkiaH BeIeTcsl eXKEeJHEBHO B TeUeHUE pabodero BpeMeHH Cyja,
YCTaHOBJIEHHOTO YTBEp)KIEHHBIMU IpeacenareneM cyna [IpaBunamMu BHYTpEHHETO
pacmopsiika cyna, 0e3 IpeaBapUTENbHON 3alliCH B TOPSAKE OYEPEOHOCTH, 3a
UCKIIOYCHHEM OTIEIBHBIX KaTerOpUM TIpaKJaH, HMEIIMHUX B COOTBETCTBUHU C
3aKOHO/JATEIbLCTBOM IIpaBO HA BHEOUEPEIHON IIPHEM.

Ilpy npueme TrpaXZaHWH MOPEABSBISIET JOKYMEHT, YIOCTOBEPSIFOIIHIA
JMYHOCTh, JIOBEPEHHOCTb HAa COBEPIIEHHE COOTBETCTBYIOLIEro MAeWcTBUS (It
IPECTaBUTENIS 3asIBUTENIA) JTUOO OpIep aaBOKaTa.

2.3. Ilpy HanWYMK TEXHUUECKOH BO3MOXKHOCTH B HHTepecax OOecCIeYeHHs
3allUThl IIpaB TpakAaH BeACHHE IpUeMa MOXKET COINPOBOXKAATHCSA aydaWo- U



BHUJICO3AIMCHIO, O YeM I'pakJIaHe B 0053aTeIbHOM IOPsIKE YBEIOMIIAIOTCS 10 Hadala
nprema.

2.4. Bo BpeMs mpHeMa rpak[aH, a Takke IMPH UX OOpalleHuH IO TeslehoHy
rpakKgaHaM MOTYT [JaBaTbCsl YCTHBIE pa3bsCHEHUSA O IIOABENOMCTBEHHOCTH
PacCMOTPEHHUSI MHTEPECYIOIIMX WX BOIPOCOB, MOPANKE OOpaIleHHs, KOMIIETECHIIMU
Cyia, TOpsOKe IMOody4deHHs HHGopManmuu o0 MTOrax pacCMOTPEHHs 3asBIICHUM,
KaJio0, UHBIX 0OpallleHUH.

2.5. YcTHBIE OTBETHI M Pa3bsiICHEHNs Ha yCTHbIE OOpallleHus IpaKaaH JaroTcs,
KaK IpaBWIo, B IeHb oOpameHus. Ecinu 1aTh yCTHBIM OTBET (pa3bsCHEHHE) B JEHb
oOpalieHusi He TMPEACTaBIAETCS BO3MOXKHBIM WM TpaXkKIaHMH HAaCTauBaeT Ha
IIPEIOCTaBICHUH MMUCBMEHHOTO OTBETA, €My [JAeTCs YCTHOE Pa3bsICHEHHE O CPOKE U
MOPSAAKE MOTYyYEHUsI OTBETA.

JIisd ToJlydeHHsT THUCBMEHHOTO OTBeTa II0 MTOraM IIpHeMa TIpaXKHaHUHY
IpeylaraeTcsi MUCHbMEHHO W3JIOKUTh CMBICI CBOEro Bompoca (IIpemJIOKEeHHs,
KaJIOOBI).

2.6. Pabotauku [TpueMHoii cyna o0s3aHbl OKa3bIBaTh COAEHCTBUE IPakIaHaM B
PaBUJIBHOM YKa3aHWU B ITHCbMEHHOM OOpallleHUH Ha3BaHUs JOJDKHOCTH, haMUINH,
MMEHH, 0TUECTBA aJpecara, Ha3BaHUs Cya.

2.7. Bce wmarepuanbl, IOJy4YEHHbIE OT TpaKJaHWHA B XOI€ IIPHEMA,
PETUCTPUPYIOTCS B COOTBETCTBUH C HHCTPYKIMEH 10 CyIeOHOMY IEI0ONPOU3BOICTBY.

2.8. PaGoTHuku [IpuemMHON Cyna HeCyT HENOCPEACTBEHHYIO OTBETCTBEHHOCTH
3a HaJJIeXallee BeeHue Ipuema.

B cinyuae BO3HHKHOBEHHUS IO MPUYMHAM, CBSI3aHHBIM C OpraHM3alield paboThl
B Cylne, MNpoOJEeMHBIX CHUTyallMid, MPENATCTBYIOIUMX IPEIACTABICHHUIO JIHILY,
oOpaTtuBIIEMyCsl B CyH, 3alpaliiBaeMod HHQOpMalUy, BbIIAYe 3alpalldBaeMBIX
IOKYMEHTOB, IIPHHSITHIO MOJIaBaeMbIX UM JTOKyMEHTOB, paboTHuKM IIpremHoO# cyna
00s13aHbl TPUHATH MaKCHUMAaJbHO BO3MOXKHBIE MEpBI Ul Pa3pelleHHs] CHTyallHH II0
CYIIeCTBY, B TOM 4mHcCIe OOpaTuThcs K pabOTHUKAM JpPYrUX CTPYKTYPHBIX
TIoZipa3ie/IeHU cyna, MpeaceaaTelo (3aMeCTUTENTIO IIpeiceaTeNa) Cyaa.

2.9. PaspemieHue mrOOBIX CIOPHBIX CHUTyalldd, BO3HHUKAIOIIUX B IIPOLIECCE
B3auMoelicTBusl [IpueMHON cyma C JAPYTMMH CTPYKTYPHBIMH IIOApa3JelI€HUSIMHU
Cyda, TpPOW3BOJMTCS 4depe3 HayalbHUKA OTHAeNa JeJIONPOU3BOACTBA (IJIABHOIO
creranicta). Pabotauku [IpuemHoit cyna o6si3aHBl HHPOPMUPOBATh HaydalbHHKA
oTaena, mpeacenaress cyga 000 Bcex BOZHHMKAIOUIMX B Ipolecce padoTel IIpuemHoOM
cyZAa nIpoOJeMHBIX CUTyalUsIX.

2.10. B ciydasx, korga paspelieHHe BOIIpoca, ¢ KOTOPBIM TIpakIaHUH
obpalaeTcs B cyJI, He BXOJUT B KOMIIETEHLIMIO IaHHOTO Cyza, paboTHUKH IIpreMHoM
Cyla pa3bsICHSIOT, B KaKOM CyH cliemyeT oOpaTUThes ¢ MONOOHBIM BONPOCOM, JIHOO
COOOIIA0T, UTO TAHHBIM BOIIPOC HE OTHOCUTCS K KOMIIETEHLIMH CYIOB.

2.11. PaGotHuku IlpueMHON He UMEIOT IpaBa IPENOCTaBIATH CIIEAYIOIIYIO
UHQOPMALIHIO:

0 HOMepax TesnedOHOB PyKOBOACTBA U CyAEH HAaHHOIO CyZIa, a TaKkKe APYruX
CyHOB;

UHQOpMaLHIO, COCTaBJISIOLLYIO rocyapCTBEHHYIO, CITy’)KeOHYIO,
KOMMEPYECKYI0 TallHy M HHYIO OXpaHsIeMYI0 3aKOHOM TalHy, a TaKXke Apyrue, He



[IOJUIEXKAIlle PACIPOCTPAHEHUIO CBENEHUS, CTAaBIIME W3BECTHBIE MM B CBSI3H C
UCTIOJIHEHHEM JOJDKHOCTHBIX 00S3aHHOCTEH.

2.12. PaGorHuku ITpueMHOl cyna He UMEIOT IpaBa OKA3bIBATh IOPUIMIECKYIO
IOMOIIb JIMIAM, OOpaTHBIIMMCS B CyH, 3a HCKIIOYEHHEM IIPENOCTABIICHHS
MHQOpManMK MO BompocaM OGOpMIIEHHS 3asBJEHMH, Kano6, oOpaleHuil,
IIOZIaBaCMbIX B CyJH, TMOpsOKa HX II0Ja4d, IOpsSOKa IIOMyYEeHHs OTBETA WU
3allpalliBa€MbIX JOKYMEHTOB.

2.13. Ilpu npueme oOpallleHWH TpaXmaH HE JOMyCKaeTcss BO3JIOKEHHE Ha
TpaXIaH HE MNPEeIyCMOTPEHHBIX 3aKOHOM OO0S3aHHOCTEH WM OrpaHHYeHHe
BO3MOXKHOCTH peaIM3alliy UX IIPaB, B YaCTHOCTH HE JIOITyCKAIOTCS TPEOOBAHM:

IIPEACTABJICHUS TOKYMEHTOB, HE IIPEIyCMOTPEHHBIX 3aKOHOHATEILCTBOM,
IPENOCTAB/IAIOMMM IPOKAAHUHY IpaBO, HAa PEATM3alUI0 KOTOPOTO HAIpaBJIEHO
3asgBlieHUe (okanoba, obpalneHue);

UCTIOJTHCHHS TPaXIAaHWUHOM OOA3aHHOCTEH, He CBS3aHHBIX C 3asBJICHUEM
(’xanoboii, oGpaleHueM), eCii 3TO He MPELYCMOTPEHO (heepaTbHBIM 3aKOHOM;

peanu3anuy IpakAaHHHOM CBOETO IIpaBa TOJIBKO IPU YCIIOBHH peaH3allid
HHBIX HE CBA3aHHBIX C HHUM IIpaB, €CJIM 3TO HE IPEdyCMOTpeHO GenepaibHbIM
3aKOHOM;

YIUTIaThI COOPOB, OILIATHl YCIIyT, HE TPELyCMOTPEHHBIX 3aKOHOAATENbCTBOM,

CHATHA  KONMH C  JOKYMEHTOB, €CIH 3TO HE IPEeLyCMOTPEHO
3aKOHO/IATEIbCTBOM;

0053aTEJIHOTO ~ 3aKNMIOUEHHs JOTOBOPOB, CBSI3aHHBIX C PAacCMOTPEHHEM
3asgBICHHUS (KanoOBl, OOpaIleHHs), €CNH B COOTBETCTBHH C TI'PaKIaHCKHM
3aKOHOJaTeNbcTBOM Poccuiickoli Penepanyy mogoOHbIE TOTOBOPHI 3aKIFOYAIOTCS B
IOOPOBOJILHOM TOPSIIIKE;

00s13aTeILHOTO MCIOIb30BAHMUS IPAKIAHUHOM IIPHU MOJiade 3asBICHHUIH GIaHKOB
¥ UHBIX THUIOBBIX (OpM, BEIIABAaEMBIX CYIOM, €CIH 3TO He IPELyCMOTPEHO
3aKOHO/IaTeIbCTBOM;

COBEPLICHUS TPAXTAHWUHOM HHBIX JEHCTBHH, HE MPeLyCMOTPEHHBIX
3aKOHOJIaTeILCTBOM.

3. IIpuem nOKyMeHTOB

3.1. PaGotauku ITpreMHOH cyma IPHHAMAIOT OT JIML, OGPAINAIOIIUXCS B CYI,
JAOKYMEHTBI, HEIIOCPEACTBEHHO IPUHOCUMEBIE UMH B CYI.

3.2. Paboruuku IlpuemHOH 00s3aHBI IPOBepHUTH OGOpMIIEHHE OOpaIIeHHI,
NOaBa€MBIX B CyJ, Ha COOTBETCTBHE OOIIMM TpeOoBaHUAM K O(OPMIIEHHIO,
M3JIOKEHHBIM B IIyHKTe 3.3 HACTOSAIIETO perjJaMeHTa, a Takke HOpMaM
MPOLECCYaNbHOrO  3aKOHONATENbCTBA M B CIy4ae HEBEPHOro OGhOpMIIEHHMs
NPOUH(MOPMUPOBATL 00 3TOM 3asBUTENL. Eciu HEOCTATOK B OGOPMIEHHH MOXET
OBITH HCIIPABJIEH HEMEJIEHHO, paGOTHUKY [IpHeMHOMN cya HeO6XOMUMO Pa3bIACHUTH
3a4BUTENIIO JAHHYIO BO3MOXHOCTE. McripaBiieHHs B 3alIpocax MpaBOOXPAHUTENBHBIX U
CyZI€OHBIX OPraHOB HE JIOITYCKaKOTCS.

OOpamienus, comepikaliie OCKOPOUTENbHBIE BBIPAKEHUS, HE MOIIAIOLIHECS
NIPOYTEHHIO JIHO0 OPOPMIIEHHBIE Ha 0G0POTHOMN CTOPOHE GIIAHKOB, OOPEIBKAX GyMarw;
o(bopMIIEHHBIE HE HAJUTEXKAIIMM 00pa3oM WX He MOUIeKAIIye Moaade B JAHHbIH CyII,
MOTYT OBITh TIPUHATHI B TOM Cllydae, €CM MOCIe MOMydeHHs pa3bhCHEHHH OT



pabotHuka IlpueMHOM cyna TpakIaHMH HACTaWBaeT HA IIONAYC (mpuHSATHH)
YKa3aHHBIX 00paleHui.

PaGorhuk [lpuemHOM cyma He wuMeer mpasa NIPUHUMAaTh OOpaIleHus, B
KOTOPBIX B KaU€CTBE ajipecara He yKa3aH JaHHBIH CyI.

3.3. JlioGoe mnpuHEMaeMoe 3asBleHHMe (Kanoba, obpallleHne) IOJDKHO
CoZleprKaTh ClIeIyOLLY0 HHPOPMALIHIO:

yKazaHHe aJpecaTa (HaMMEHOBAHHE JAHHOTO Cy/1a);

(GaMuIMIO, HMS, OTYECTBO 3asBUTENS WIM HAMMEHOBAHIE OpraHu3alluH,
SIBJISIFOLIENCS 3asBHTEIIEM;

TIONHBIA azipec (C yKa3aHHMEM IIOYTOBOTO HHIEKCA) MECTa JKHTEIbCTBA MU
MECTa HaXOXKACHUS 3asIBUTEIS;

HaMEHOBaHHe TOKyMEeHTa (3asBJIeHHe, )Ka1o0a, 3apoc U T.IL.);

JUYHYIO TIONNHMCH 3asBUTENSI WIM JO/DKHOCTHOTO JIMI[A OpraHH3alldH,
SBILIIOLIEHCS 3asIBUTENIEM;

JaTy oOpallleHus.

B Tekcre Tex KaTeropumii 3asBineHuit (kano0, oOpaleHuit), KOTOpble B
COOTBETCTBHHU C HOPMaMHM IIPOLECCYAIbHOIO 3aKOHOAATEIbCTBA MOTYT OBITh MONAHEI
TOJIbKO yYaCTHMKaMHM CYAONpPOU3BOACTBA (IMIAMH, YYaCTBYIOIIMMH B JeJie;
YHacCTHHKaMH IPOU3BOACTBA IO JenaM 00 aJMHHHCTPaTHBHBIX IPaBOHAPYIICHHAX),
IIOMHMO  TIEPEYMCICHHOH  BBIlE  HMH(OPMAIIMH  JOIDKHO  OBITH  yKa3aHO
IPOLECCYAIEHOE TOJIOKEHHUE 3asBUTEIIS.

3.4. Ecnmu 3asBuTENs NPOCHT OTBET HA T0JABaeMOe OOpAlleHHe WK
3alpaliuBacMylo KOMNHUIO (TIOMIMHHUK) ITOKYMeHTa(0B) He HANpaBiIATh IOYTOMH, a
BBIIATh HA PYKH JIMOO OTHPaBUTh IO IPYTOMY ampecy (ApyroMy JIHIYy), 9TO
00513aTeIIBHO IOJDKHO OBITh yKa3aHO B IPHHMMAEMOM OOpAILCHHH.

3.5. Ecin B mpuHMMaeMOM OOpAIeHHH UMEETCS CITHCOK MPUIIArAeMBIX K HEMY
JIOKyMEeHTOB, pabotHukh IIpuemHON cyma o6s3aHBI IIPOBEPHTH COOTBETCTBHE
NPUTIOKEHUH, YKa3aHHBIX B CIHCKe, M TOJNBKO IPH YCIOBHH HAIMYUS BCEX
IEPEYHCIICHHBIX IPUIOKCHUM PUHATL JOKYMEHT. B cilydae OTCYTCTBUS KaKUX-JTHOO
NPUIOKEHHH paboTHukM [lpueMHOM cyma HO/DKHBEI IIPEUIOKHUTH  3asSBHUTEITIO
BBIYCPKHYTH ~OTCYTCTBYIOIIME MPUIOKEHHS M3 CIIHCKA K 3aBEPHTh ITaHHOE
MCIIpaBJICHHE TOMNHMCHIO 3asBUTeNs. OOpallieHHe, B KOTOPOM OTCYTCTBYIOT KaKHde-
mH00 MPUIOKEHHUS, MOTYT OBITH NPUHATBI B TOM CIyd4ae, eciH IIOJTyYeHUs
pasbACHeHUH OT paGoTHuka IIpueMHOI cyna 3asdBHTeNb HACTAWBAET Ha MOade
(IpHHATHM) yKa3aHHBIX oOpamenuit. Ilpm sToM 06 OTCYTCTBUU KaKOro-aubo
AOKYMEHTa WM IPWIOKEHHS K OOpAIleHUIO COCTaBJISETCS aKT B COOTBETCTBHHU C
TPEOOBAHUSIM HMHCTPYKIMH IO CyHeGHOMY JeIONpPOU3BOACTBY, OIMH 9K3EMILLIP
KOTOPOTO BBINACTCs (HANPABIISETCS) 3asBUTEINIO, HHBIE SK3EMIUIAPHI IIPHOOIIAIOTCS K
TIOJTyYCHHBIM IOKYMEHTaM U MEPENaroTCsl BMECTE C HUMHU IO IIPHUHAJIEKHOCTH.

3.6. B ciyvae, oTkasa 3afBHTENs OT BHECEHMs YKA3aHHBIX HCIIPABIECHHH B
CIIMCOK MPHUJIOKEHUH JUOO €CIM OTCYTCTBHE INPHIOKEHHsS YCTAHOBIICHO IIOCIIE
NPUHATHA  OOpaiieHus, paGoTHHKM IIpHeMHON cyna MHPOPMHPYIOT 06 3ToM
HavaJIbHAKA OT/EJIa AETOTNPOU3BOICTBA (ITIABHOTO CIICIHAIIMCTA) M COCTABIIAETCS aKT
O TOM, H4YTO COOTBETICTBYIOIIEe OOpallleHHe MpUHITO 0e3 YKa3aHHBIX B HEM
NPUJIOXKEHHH (KT COCTABNISETCS B COOTBETCTBHM C TPEGOBAHMAMH MHCTPYKIHH IO
CyneOHOMY JE€IOIPOU3BOICTRY ).



3.7. Ecim ofpalueHHe MOANMCAHO IIPEACTABUTENEM MM 3aIIUTHUKOM
3asABUTEIIS, paOOTHUKH [TpueMHol cyna o6s3aHbL:

[IPOBEPUTD HAJIMYUE Yy TPEICTABUTENS HOBEPEHHOCTH OT 3asiBUTENI Ha
COBEPIICHUE COOTBETCTBYIOIUETO MPOLECCYaJbHOIO NEWCTBHUs, a y 3alUTHHKA -
opaepa (W1 ajBOKaTa), OCTAHOBIEHUS Cyla O JONMYCKE B KAYECTBE 3aIIUTHHKA
Hapslly ¢ aIBOKaTOM WIIM NOBEPEHHOCTH OT JIMIIA, B OTHOIIEHHH KOTOPOTO BEETCS
NPOM3BOJICTBO I10 ey 00 aAMHHHUCTPATHBHOM MPaBOHAPYILIECHHH,

B Cllydae HEOOXOAMMOCTH pPa3bACHUTH O0A3aTENBHOCTh INPHOOLICHHUS K
oOpallleHno opziepa (WIS afBOKaTa), 3aBEPEHHOM KOMHH IOCTAHOBJICHHS cyza o
AOITyCKE B KQUeCTBE 3aIlUTHUKA HAPSITY C aJBOKATOM;

€CIM  NIOBEPEHHOCTh (€€ HOTapHaIbHO 3aBEPEHHOM KOMMH) II0 NAHHBIM
MHQOPDMAallMOHHOM ~ CHCTEMBI  Cyda WIH 1O  COOOIIEHHUIO paboOTHUKOB
COOTBETCTBYIOILETO CTPYKTYPHOTO MOApA3IENeHHs CyJja OTCYTCTBYeT B MaTepHaIax
A€la, CHATB KONMIO C TNOMIWHHHKA WIM HOTapHAaIbHO 3aBEPEHHOM KOIHHU
AOBEPEHHOCTH, 3aBEPUTH €€ CBOCH IOAIKCHIO U NEYAThIO I KOIUM ¥ IPHOOIIHUTH ee
K IIOJaHHOMY OOpaIleHHUIO.

3.8. JIOKyMEHTBI, NpPHHOCHMBIE B IOMOJHEHHE K paHee INOJaHHBIM
oOpallleHUsIM, MOTYT OBITh NPUHATHI B IIpUeMHOI Cyna TONBKO B TOM Clly4ae, eClH
oOpalleHue, B JTOTONHEHHE K KOTOPOMY OHH IIPENCTaBIISIOTCS, IIOCTYIIWJIO B CyHd U
€llle HE PaCCMOTPEHO.

K mokymentam, mpencTaBisieMblM B [OTNONHEHHe K paHee MOIAHHBIM
OOpalleHusIM, JTOJDKHO OBITh INPUIOKEHO 3asBICHHE C yKa3aHUEeM Ha TO, B
MIOTIOJIHEHHE K KAaKOMy HMEHHO OOpallleHHI0 OHHM MpEACTaBISIOTCA. B ciydae
OTCYTCTBHS TaKOIO 3asBlIeHHs, paboTHUK [IpreMHoi#t cyma 06s13aH yKa3aTh 3asBUTEIIO
Ha HEOOXOIHMMOCTh €r0 COCTABJICHHs. bBe3 NpHOGIIEHHs YKa3aHHOTO 3asBJICHHS
AOKYMCHTBI, TPEACTAaBJIA€Mble B IONOJHEHHE K paHee IOJaHHBIM OOGpPAILEHHUSM,
MOTYT OBITh NPHMHATEI TOJBKO B TOM Cilydae, €CIM IONATelb HACTAUBAeT Ha WX
NpUHATHH Oe3 3asBienus. IIpu sTom paGotauk [TpueMHol cyna o6s3an IIPUHATH BCE
BOSMOXHBIC MEpbI U yCTaHOBJIEHHs OOpallleHHs, B [ONOIHEHHE K KOTOPOMY
[IPECTABIAOTCA IIOAAHHBIC HOKYMEHTBHI, HO HE MOXET HECTH OTBETCTBEHHOCTH B
CIydae HEBEPHOIO ONpEAENICHHs OOpalleHus, K KOTOPOMY HAaIJIe)kKUT IPUOOGIIUTE
IIOJJaHHbIE TOKYMEHTEHI.

3.9. Ha npunsrom paGotHukoMm IlpuemHol cyna o6parneHuu IIPOCTaBJISAETCS
wramn [IpuemMHO# cyza ¢ ykasaHHeM TeKyluei JaThl B BpPEMEHH, KOTOPBIH CTABUTCS
Ha JIMIEBOH CTOPOHE IIEPBOro JIMCTa OOpAIeHHs B NPABOM HUKHEM YITTy, TaM JKe
cTaBuTCa BXoAAmmi Homep. Illramn IlpuemHO#M cyma, 3aBepeHHBIM IOIIHCHIO
paboTHHKA, NpHUHsBLIEro obpalieHde, IO Mpockbe Jwia, IIPEICTaBUBIIETO
oOpamierre B IlpueMHyIo cCyna, CTaBHTCS TakKe Ha IPENCTABIEHHOH MM
JOTIONHUTENBHON KONMMK J@aHHOro obpamenus. LlltamMm He CTaBUTCA Ha JPYyrHX
AOKyMEHTaX, HaXe €CIH OHHU IIONAlTCA B JONOJHEHWE K paHee MOJaHHBIM
oOpameHussM 6e3 NpPHOOIICHHMSI K HUM 3asBIEHHS, YKA3aHHOTO B nyHkre 3.8.
HACTOSIIETO perjiaMeHTa.

3.10. Bce mpHHATEIE TOKyMEHTHI, B TOM 4YHCIIe ITOJAHHBIE B JOMOJHEHHE K
paHee MONaHHBIM OOpalleHusAM, paGoTHUK IlpwemHOM 06s3aH mepemaTh B OTHEN
ACIONpPOU3BOACTBA IO MOANKCH JIMIY, HENOCPEACTBEHHO KOTOPOMY I€peaHbl
AOKYMEHTBI, C yKa3aHHEM KM 3aHUMAaeMOH [OJDKHOCTH, [UIs JajbHeimei



PCTUCTpalliK B COOTBETCTBYIOIMX roxcucremax I'AC  "TIpasocyame" (ITA
" [lokymMeHTOO60pOT U Oo6pamienus rpaxaan", [N "CyneOHasi KOppecoHAeHIHA" U
ap.). llepemava nokymeHtoB paGoTHEKOM IIpHEMHO OCYILIECTBIIAETCS B JEHb
TIPHEMa, 4 B HCKIIIOYUTENBHBIX Cllyyasx - He mosnHee 10.00 crmemyromero paGouero
JUHA, €CITH MHO® HE MPEIyCMOTPEHO MHCTPYKUKEH MO CyneGHOMY JeNONpOU3BOICTRY.
Perucrpanus OKyMeHTOB ¥ Iepenada HX 110 IIPHHAUTEKHOCTH OCYILECTBIISIETCS B
CTPOTOM ~ COOTBCTCTBHM ¢  TPEOOBaHWUAMH  HHCTPYKUMH 10  CyAeGHOMY
JEIIONIPOU3BOICTBY.

Ilepenaya JOKYMEHTOB 10 NPHHANJIEKHOCTH B HHEIE CTPYKTYpHBIE
TONPasCNICHUs Cya OCYMIECTBILIETCS PaOOTHMKOM OTZea NeONpPOU3BOICTBA B
COOTBETCTBUM C HHCTPYKIHEH IO CyneOHOMY [eNONpOU3BOACTBY: COCTABILIETCS
peecTp, KOTOPBIH IIOANHUCHIBAETCS PAGOTHHKOM OTAENa JeJONpOM3BOACTBA K
PabOTHHKOM  CTPYKTYPHOrO IMOApasfielNeHds Cyna, B KOTOpO€ MepenaroTcs
AOKyMeHTbI. Komus 1aHHOro peectpa mocie ero moamnucanus BMECTe ¢ JOKyMEHTaMHU
TICpENacTCsA B COOTBETCTBYIOLIEE CTPYKTYPHOE IOApa3fielieHHe CyAa, a OpHIHHAI
XPaHUTCSA B OTIEIIE JeIONPOU3BOICTBA CY/Ia.

3.11. JloKyMeHTbI, ToJaBaeMble IO IeNlaM, HAa3HAYEHHBIM K PacCMOTPEHHIO,
paborauk IlpueMHON cyma 06s3aH He3aMeTHTEIHLHO nepegartb B OTHEIN
ACJIONPOU3BOACTBA VISl  NalbHEHINEH peructpaudd B noacuctemax I'AC
"IIpaBocynue" u nepenayu Mo peecTpam 110 MPUHALIEKHOCTH.

3.12. Eciiu jmuno obpamaercst ¢ pockGoit 0 IpHeMe KaKux-Tu60 JOKYMEHTOB
10 KOHKPETHOMY JI€y HEIOCPEICTBEHHO B JEHb, Ha KOTOPBIM Ha3HAYEHO
PacCMOTPEHHE COOTBETCTBYIOINErO 1ena, paboTHUK IIpueMHOM cyma o6s3an
Pa3bACHUTH OOpaTHBLIEMYCS IIeNIeCOO0PAa3sHOCTh pa3pelleHus COOTBETCTBYIOIIETO
BOIIpOCa HEMTOCPECTBEHHO B CyIe0HOM 3aCeqaHMtH.

3.13. Ha xaXJoM NpHHSITOM OGpalleHHH, MOJAHHOM II0 KOHKPETHOMY HeITy
(mMarepuary), paGotHukoM IlpueMHOM cyma craBUTCS HOMEDP COOTBETCTBYIOIIETO
Jlena/pou3BOACTBA, ecId HMHpOpMamus O HeM HMeercss B moacucTemMax "TAC
"IlpaBocynue". Homep nema (MaTepuana) MpOCTAaBISETCS TAKKe IIPA PETUCTPALIH
NPUHATOr0 o0pameHus pabOTHHKOM JeNONpOU3BOACTBA B momcucTeMax I'AC
"[IpaBocynue" ¥ COOTBETCTBEHHO - B peecTpax.

3.14. Ecny k o0pallleHHo MpriIoykeHa KBUTAHLIHS 06 OIUIaTe roCy1apCTBEHHOU
NOLIMHBI ~ WJIM  3aBEPEHHas KOMHUA IUIATeKHOTO IMOpydYeHHMs o0  oriare
FOCY/IAPCTBEHHON IIOLUIMHBI, 00 95TOM HellaeTcs OTMeTKa (C  06s3aTelbHBIM
YKa3aHHEM CyMMbl YIUIAYEHHOH TIOCYNapCTBEHHON IONUIMHBI) MPH pPErHCTPAIUH
JaHHOTO obpamienus B nogcucremax [AC "TIpaBocymue".

4. Beimaya JOKyMEHTOB

4.1. Komuu 3ampammBaeMblX CyZeOHBIX aKTOB H3TOTaBIMBAIOTCS H
OQOPMIIIOTCS B COOTBETCTBHHM C TpeGOBAHUAMH MHCTPYKLHH TIO cynebHOMy
ACIONPOU3BOACTBY ~ HEMOCPEACTBEHHO  paboTHMKOM [IpumemHo#t cyma wm
pabOTHHKaMH OT/eNa JAeNONPOU3BOJCTBA Cy/a B A€Hb MOCTYIUICHHUS 3asBICHHS, a IIpH
HEBO3MOJKHOCTH - B CPOK He OoJiee MATH pabouuX IHEH ¢ YKa3aHHOM IaThl.

4.2. Ilo obuemy mpaBuiTy BbIa4a JOKYMEHTOB OCYIIECTBISIETCS Ha OCHOBAHHH
IUCbMEHHOTO  oOpalleHus (3asBI€HHsA) TIPAKIAHWHA, 3apETMCTPHPOBAHHOTO B




YCTAaHOBJICHHOM ~ MHCTPYKLHEH 10 CyneOHOMY [eJONpOU3BOACTBY  IIOPSIKE,
pabOTHUKAMU OT/iesia IPOU3BO/CTBA.

4.3. Paboruuk IIpueMHON cyna BbIHAET TONBKO JOKYMEHTEL, KOTOpBIE
[IOATOTOBJIEHBI UM CaMOCTOSTENILHO. B 3TOM cilyyae OH HeceT OTBETCTBEHHOCTH 3a
CONCpXKaHWE M KadyeCTBO BBIJABAEMOIO JOKYMEHTa, B TOM 4YHCJIE B YacTH
COOTBCTCTBUA  COACPXKAHUS  JOKyMeHTa HH(opMaunuu, comepxkamieiici B
cootBeTcTBYrOIMX noacucremax I'AC "IIpaBocyaue".

4.4. Eci TOKyMEHT MOyKeT GBITh BBIIAH TOJBKO OMpENETEHHBIM KaTerOpHsM
JIUL, YCTAHOBJECHHBIM 3aKOHOM, paboTHMK IlpmeMHON cyna 006si3aH yCTaHOBHUTH
JIAYHOCTh  3asBUTENA M ONPENEIUTh €ro IPHHAUISKHOCTE K KATErOpHH JIMII,
HMeEIOIIeH MPpaBo Ha MOTy4eHHUe JaHHOTO JOKYMEHTA.

4.5. Ecnu  HOKyMEHT BBIJAETCS IPENCTABUTENIO 3asBUTENS, PaGOTHHK
IIpremHoii cyna, MOMEMO NeHCTBHI, yKa3aHHBIX B MTyHKTe 4.3. periiaMeHTa, HOJDKEH:

INPOBEPUTh HAJIMYME Yy MPENCTAaBUTEN IOOBEPEHHOCTH OT 3asBUTENS Ha
COBEPLICHHE COOTBETCTBYIOLIECTO NEHCTBHUS, IIPU OTCYTCTBHU TaKOBOM pPa3bsICHHUTH
HE0OX0IUMOCTE ee IpescTaBieHus B [[pueMHyIo cyna;

€CIIM yKa3aHHas OBEPEHHOCTh (€€ HOTapUalTbHO YIOCTOBEPEHHAs KOIMHs) II0
AaHHBIM CcOoOTBeTCTBYrOIUX noxacucreM I'AC "TlpaBocynue" wnu mo wHpOpManmu
PabOTHHKOB COOTBETCTBYIOMIETO CTPYKTYPHOIO NOApPA3IeeHHUs Cyla OTCYTCTBYET B
Jieie/MaTepuase, CHATh KOIHIO ¢ MOUTHHHHKA (€r0 HOTApUANBHO YIOCTOBEPEHHOM
KOIMH), 3aBEPUTh €€ CBOEH MOINMCBHIO M MEYarTblo IS KOMMHM M TPHOOIUTH K
pacnucKe B IOJTYYEHHUH 3allpalIMiBaeéMOro JOKyMEHTa.

be3 cosepuleHHMs yKasaHHBIX [EHCTBHM 3ampallldBaeMbIf  3asBHTENEM
JAOKYMEHT He MOXKET OBITh BBIIAH €T0 MPEICTABUTEIIIO.

4.6. Tlpu BbImaue depe3 IlpuemHyro cyma m06Oro IOKYMEHTa C JIHIIA,
MOJTY4aroLIero JTOKYMEHT, O€peTCcs COOTBETCTBYIONIAs PACIIMCKA B €T0 MOIYYEHHH.

Pacrincka opopmiisercs mu6o Ha OOpalleHMH O Bblade 3alpaIldBaEMOrO
JIOKYyMEHTa, TU0O0 Ha OTAEIHLHOM JIUCTE U JOJDKHA CONEPIKATh CIIEAYIOIIHE CBEICHHUS:

HalMEHOBaHHE JOKYMEHTa (pacIucKa);

(baMUITHIO, UMSI ¥ OTYECTBO JIUI[A, IOIYYMBLIETO JOKYMEHT(BI);

®.1.0. IOMKHOCTHOTO JHMIa C yKa3aHHEM HAaHMEHOBAaHMS 3aHHMAaEeMOid
AO/DKHOCTH, 3a MCKIIOYEHHEM CilydyaeB O(OPMIIEHHMS DACIHCKH Ha OOpalleHHu
(3ampoce), coneprkamieM HHGOPMALMIO O 3aHUMAeMOM UM JTOTKHOCTH;

HAaUMEHOBaHHME IOJyYEHHOro(bIX) [OKyMeHTa(OB), yKa3aHHe KOJIMYecTBa
TIOJIy4YCHHBIX K3EMIUISIPOB M KOJIMYECTBA JIUCTOB MPHIIOKEHHUH;

NIOJTHCH JIMIIA, IOy YMBLIETO JOKYMEHTHI);

JaTy IOJIy4YeHUs JOKyMeHTa(oB).

4.7. Pabotauk ITpueMHol cyna 06s3aH IPOBEPUTH NPABHIBHOCTH O(hOPMIICHHS
pacIuCKu, KOTOpas NepefaeTest Mo MPUHAMLIEKHOCTH AJIs IPHOOIIEHHs K MaTepraiam
nena/mpousBoncTea. O  Belmave JOKyMEHTAa JeNaeTcss TakKe OTMETKAa B
cooTBeTCTBYrOIMX mnoncucreMax I'AC  "[IpaBocynmue", B CHOpaBOYHOM JIHCTE
pabOTHHUKOM OTJIeNa AeI0MPOU3BO/ICTBA.

5. B3auMopelicTBue ¢ pabOTHHKAMH ammapara cyza



5.1. B cnywasx, xorna pa6otauk ITpuemHoit cyna obpamaercs K pabOTHHUKaM
alnapara Cyna, B COOTBETCTBYIOIUME CTPYKTYpHbIE MOAPA3[eNeHHs, MOCIeIHAS
00A3aHBI IPHHATh He3aMeIUTMTENbHbIE Mepbl s Pa3spelIeHHs] COOTBETCTBYIOLIEH
MPOONEMHON CHTyalluy (HaIpUMep, POBEPUTb HATHYME Jeiia B Cylle, YCTaHOBHTD
3aIIpalliBaeMyro UHOpMAIIHIO 1o Marepuagam COOTBETCTBYIOIIETO
Jie1a/IpOU3BOICTBA | . ).

5.2. Paborauku IlpueMHON cyma o6s3aHbl COGTIONATDH TIOPSZIOK Iepenadyu
TNPHHATBIX  IOKyMEHTOB B JIDyrMe  CTPYKTYpPHEIE IIOIpasmeNeHHs  CyJa,
YCTaHOBJIEHHBIH IyHKTaMH 3.9-3.14 HACTOSIIErO periaMeHTa, B COOTBETCTBHH C
TpeOOBaHUAMY HHCTPYKIHH 110 CyneGHOMY JEIOIIPOU3BOACTRBY.

5.3. 3a comepXaHME M IPABHIBHOCTH OMOPMIIEHHS BBIIABAEMOTO gyepes
IlpueMHyro cynma mOKyMeHTa HeceT OTBETCTBEHHOCTD YIOJIHOMOYEHHBI paGOTHUK
armapara Cyzia, U3rOTOBUBIIMHI JTaHHBIN JOKYMEHT.



