YTBepKIEH NPUKA30M

npenacenaTens 3anaJHOABUHCKOIO
MEXpauoHHOIO  cyna  TBepckou
obnactu ot 09.11.2023 Ne 34

Pernament
opranmu3anuu aesarejbHocTH [IpuémHuoil 3anaJHOIBUHCKOTO
MexkpaiioHHoro cyaa TBepckoi odacTu

1. O0mue mo1oKeHus

1.1. Ilpuémuas 3anaJHOABUHCKOIO MexpalloHHOro cyaa TBepckoil obnactu (manee
[Ipuémuas) siBNsieTCS COCTABHOM YacThIO OT/IENa ACIONPOU3BOICTBA, CO3/IaHHBIM B LIEIISAX
oOecrieueHus: TOCTYIMHOCTH MpaBoCcy s myTeM 3(h(PeKTUBHON Oopranu3aiuu paboTsl cyaa
10 MpUEMY 3asIBJIICHUN U 0OpaleHUu# Tpaxaan

1.2.IlpaBoBo€  peryaupoBaHHE  OTHOIICHHH, CBSI3aHHBIX C  OpraHu3alueu
paccMoTpeHHst oOpalieHuil rpaxaad ((pU3nUecKux JInL), MpeACTaBUTEIeH OpraHu3alu,
OOIIECTBEHHbIX O0BEIMHEHUH, OPraHOB T'OCYJapPCTBEHHOIN BJIACTH U OPraHOB MECTHOIO
CaMOYIIPABJIEHUSI OCYUIIECTBISIETCST B cooTBeTcTBUH C KoHcTtutynmen Poccuiickon
Oenepannu, GpeaeparbHBIMU KOHCTUTYIIHOHHBIMU 3aKOHAMU, (peiepaibHbIMHU 3aKOHAMH,
YCTAaHABIMBAIOIIMUMHU  TOPSIAOK  CYJIOINPOM3BOJCTBA, IIOJHOMOYMS M HOPALOK
NesTeNbHOCTU cynoB, DenepaibHbiM 3aKOHOM OT 22 nekadbps 2008 r. Ne 262-03 «O6
obecrnieueHun JocTyna K wuHGOpMaUM O JeATebHOCTH CyAoB B Poccuiickoi
Qenepanun» U UHBIMM aKTaMH, PEMAUPYIOLIMMU BOIPOCHI BHYTPEHHEN IEATEIBbHOCTH
cyna.

2. Opranu3anus npuéma

2.1. Ilpuém rpaxnan (du3WyecKuUxX JIMI[), TMPEACTAaBUTEICH  OpraHu3alui
(FOpUIMYECKHX JIHIT), 0OIIECTBEHHBIX 00BEMHEHUHN, OPraHOB IOCYIapPCTBEHHOMN BIACTH U
OpraHoB CaMOYIIpaBlICHHS (Hajiee - MPUEM TIpaxaaH) MPOU3BOAUTCA B JIEHb HX
oOparmieHus: geaepaabHBIMU TOCYAPCTBEHHBIMU TPAXKIAHCKUMU CITYKAIIUMH arirnapara
cyla B CHEUHUATIBHO OTBEICHHOM TMOMEIICHUH, OCHAIICHHOM HEO0O0XOIUMbIM
MMYILIECTBOM, HOPMATHBHBIMHM, CHPAaBOYHBIMHM W HWHBIMU MaTE€pUAIAMHU, CPEACTBAMU
CBSI3H.

2.2. Tlpuém rpaxmaH BeAETCS €XKEIHEBHO B TEUE€HHE pPaboyero BpPEMEHH Cyja,
YCTAHOBJIEHHOTO YTBEPKIEHHBIMU MPEACENATENIEM CyJa MpaBUIaMH BHYTPEHHETO
pacnopsanka cyaa 0e3 MNpeaBapuUTEIbHOM 3amMcH B TOpPAIKE OuYepEAHOCTH, 3a
WCKJIIOUCHUEM OTAEIbHBIX KATETOpUM TpaxiaH, HUMEIOIIUX B COOTBETCTBUH C
3aKOHOAATENbCTBOM MPABO Ha BHeouepenHou mnpuém. Ilpu mnpueme TpakJaHUH
NPEABIBISAECT TOKYMEHT, YJIOCTOBEPSIOIINI JIMYHOCTh, JIOBEPEHHOCTh HA COBEPLICHUE
COOTBETCTBYIOILIETO NEUCTBUS (MPEACTaBUTENS 3aABUTEI), TUO0 OpJep aJIBOKATA,

2.3. B umnTepecax oOecredeHUs 3alMTHl MPaB TPAXKJAaH BEJICHUE IMPHUEMa MOXKET
COMPOBOXKIATHCS ayJMO- U BUCO3AMUCHI0, 0 UM TpaKJaHE B 005A3aTEIbHOM TOPSJIKE
YBEIOMIISIFOTCS 10 Havyaja npuéma.



2.4. Bo BpeMs mnpuéma rpaxaaH, a TaKXkKe Npu HX oOpalleHuH Mo TenedoHy
rpakJaHaM  MOTYT  J1aBaTbCAd yCTHBIE pAa3bsCHEHHS O MOABEJOMCTBEHHOCTH
PAacCMOTPEHHUSI HHTEPECYIOLUX MX BOIPOCOB, MOPsAKE OOpaIieHusl, KOMIETEHIUU CYya,
NOpAJIKE MoTy4YeHus: HHpopMalMu 00 UTOrax PacCMOTPEHUs 3asiBICHHH, *ano0, MHBIX
oOpalieHui.

2.5. YcTHBIE OTBETHI M Pa3bsCHEHUS Ha YCTHbIE OOpallleHusl I'pa)<laH JaroTcs, Kak
OpaBUio, B JeHb oOpaumieHus. Ecau nate ycTHbIM OTBET (pa3bsiCHEHUE) B JIEHb
oOpallleHusi HE MpPEeJOCTaBISACTCS BO3MOXKHBIM WM TpPa)XJIaHWH HACTauBaeT Ha
IIPEIOCTABICHUN ITMCBMEHHOIO OTBETA, €My JAETC YCTHOE Pa3bsICHEHUE O CPOKE U
HOPSJIKE MMOJTYUYEHUs OTBETA.

JUIsl mosty4eHusi TMCbMEHHOI'O OTBETA 10 UTOraM NpHUEMA IPAKIAHUHY MpeIaraeTces
NUCHbMEHHO U3JI0KUTh CMBICI CBOETr0 BOMpoca (IpeiIoKeHus, )Kaao0bl).

2.6. Pabotauku [IpuémHoii cyna o0s3aHbl OKa3bIBaTh COACHCTBUE IPpaKIaHAM B Ipa-
BWJIBHOM YKa3aHHH B MUCbMEHHOM OOpaleHUH Ha3BaHUs OJKHOCTH, (haMUIINH, HIMECHH,
OT4YECTBA aJpecaTa, Ha3BaHUHU CyJa.

2.7. Bce Marepualbl, OJIyYEHHBIE OT TPAXJAHUHA B XOJ€ IPUEMA, PETUCTPUPYIOTCS B
COOTBETCTBUM C MHCTPYKLUEN MO CyI€OHOMY JE€IOMPOU3BOACTBY.

2.8. PabotHuku IlpuéMHON HeCyT HENOCPEACTBEHHYI0 OTBETCTBEHHOCTh 32
HaJyIe)Kalee BeJeHUe npuéma.

B ciydae BOZBHUKHOBEHHS 10 IIPUUMHAM, CBA3aHHBIM C OpraHu3anueil paboTsl B cyae,
OpOOJIEMHBIX CHUTYyalMil, NPENATCTBYIOLUIMX IPEJOCTABICHUS JUIy, OOpaTUBIIEMYCS B
Cy[, 3ampamiuBaeMoil MH(OpMaIMK, BblAaue 3alpalliBaeMbIX JOKYMEHTOB, HPUHSATHUIO
NOJJaBa€MbIX MM JIOKyMEHTOB, paboTtHuku IIpuémuoit cyaga o00s3aHbl TPUHATH
MaKCHUMaJIbHO BO3MOXHBIE MEPBI JJIs PA3PELICHUs CUTYyalMH 110 CYLIECTBY, B TOM YHUCIIE
o0patutbcs K pabOTHHUKAM JPYTHX CTPYKTYPHBIX IMOJApA3JEICHUN cyla, MpelceaaTelto
(3aMecTUTENIO TIpeceaTeNsl) cyaa.

2.9.Pazpenienue J0OBIX CHOPHBIX CUTYyalldid, BO3HHUKAIOIIMX B IMPOIECCE B3aUMO-
nevcrteus  IlpuémHOM cyma ¢ ApYyrMMH  CTPYKTYPHBIMH IOAPa3JEICHUSAMHU CyAa,
IPOU3BOJIUTCS Y€pe3 HadallbHMKA COOTBETCTBYMOIIEro oTAena. Paboruuku Ilpuémuoii
cyna o0s3aHbl HHPOPMUPOBATh HayaIbHUKA OTJe1a 000 BCEX BO3HUKAIOIIMX B MPOLIECCE
pa6otel [IpuémHON MPOOIEMHBIX CUTYaAIUSX.

2.10. B coyuasx, Korjaa pa3pelieHue Bonpoca, ¢ KOTOPhIM JIMI0 0OpaIiaercs B cya, He
BXOJUT B KOMIIETEHIIMIO JAHHOTO cya, paOOTHUKHU [IpuéMHON pa3bsCHSIOT, B KaKOU CyJl
ciieryeT 0OpaTUThCs C OJOOHBIM BOIIPOCOM, JINOO COOOLIAIOT, YTO JIaHHBIM BOIPOC HE
OTHOCHUTCS K KOMIIETEHIIUH CYyJIOB.

2.11.Pabotuuku IlpuémHOil cyna He HWMEIOT MpaBa MNPEJOCTABIATH CIEAYIONIYIO
uHGOPMAIIHIO:

0 HOMepax TeJae(OHOB PYKOBOAUTENEH U Cyel JaHHOTO CyJla U IPYTUX CyJI0B;

dammiuu cyzeil, y4yacTBYIOIIMX B pPacCMOTpEHUHU Jena (oOpaiieHws), 10 Hadajia
paccMoTpeHus zena (o0paiieHus);

UH(OPMAIMIO, COCTABISIOIIYI0 TOCYJAPCTBEHHYIO, CIIyKEOHYI0, KOMMEpPYECKYIO
TalHy M HWHYIO OXpaHSE€MYKI0 3aKOHOM TalHy, a TaKXe JpYyrue, He IOJICKAIINE
pPacIpOCTPAaHEHUIO CBEJCHUS, CTABUIME H3BECTHBIE MM B CBSI3M C HCIOJHEHHEM
JOJIKHOCTHBIX O0S3aHHOCTEH.



2.12. PabGotnuku IIpuéMHON cyna HE HMEIOT IpaBa OKa3blBaTh IOPUIUYECKYIO
TIOMOIIh JIUIIaM, OOPATUBITUMCS B CY/]I, 32 UCKIIOUEHUEM TPEIOCTaBICHUS HHPOPMAIIHH
no BompocaMm odopmiieHuss oOpalleHui, MoJaBaeMbIX B CYJ MOpsJAKa HX TOJayH,
NOpsiIKa MOTYUYEHHS OTBETA WJIU 3aMpallluBaeMbIX JOKYMEHTOB.

2.13. Tlpu npuéme oOpalieHuil Tpak/iaH He JIOMyCKAETCsl BO3JI0KEHUE HA TPaXKJaH He
IPEeTyCMOTPEHHBIX 3aKOHOM 0053aHHOCTEN WU OTPAaHUYCHUE BOZMOXHOCTH peau3aliu
UX MpaB, B YaCTHOCTH, HE JOIMYCKAIOTCS TPeOOBaAHUS:

NPEAOCTABIEHUA  JOKYMEHTOB, HE  IPEAYCMOTPEHHBIX  3aKOHOJATEJIbCTBOM,
NPEAOCTABISIOIINM TIpaXkJAaHUHY TMPaBO, HA PpPEAIU3ALUI0 KOTOPOIO HAIPaBIICHO
3asBlIeHUE (JKajmoba, oOparieHue);

UCIIOJIHCHUS TPaKJIaHUHOM OOSI3aHHOCTEH, HE CBSI3aHHBIX C 3asBIIEHUEM (KaJ00O0i,
oOpareHrem), eciu 3TO He IPETyCMOTPEHO (deepabHBIM 3aKOHOM;

peanu3aluu rpakJIaHUHOM CBOETO IPaBa TOJBKO MPHU YCIOBUHU peaU3allud UHBIX HE
CBSI3aHHBIX C HUM TIPaB, €CIIA 3TO HE MPEAYCMOTPEHO (penepatbHbIM 3aKOHOM;

yIutaTel cOOPOB, OTUIATHI YCIYT, HE MPEAYCMOTPEHHBIX 3aKOHOMATEIHCTBOM; CHSATHUS
KOIUM ¢ JOKYMEHTOB, €CJIM 3TO HE MPEIyCMOTPEHO 3aKOHOIaTEeIbCTBOM; 00s3aTEILHOIO
3aKJIIOUYCHUS  JIOTOBOPOB, CBSI3aHHBIX C PACCMOTPEHHMEM  3asBIeHUS  (PKaJIOOBI,
oOpailieHust), eciii B COOTBETCTBUU C TPaKJAHCKUM 3aKOHOAATeIbCTBOM Poccuiickoi
®denepanuu MoA0OHBIE TIOTOBOPHI 3aKII0OYAIOTCS B TOOPOBOJIBHOM MOPSIIKE;

0053aTEILHOTO HMCIOJIb30BaHUSI TPAKJAHUHOM IPU TOJaye 3asBICHUN OJaHKOB U
UHBIX THUMNOBBIX (OpM, BbBIJABa€MbIX CYJIOM, €CIM OTO HE MPEeIyCMOTPEHO
3aKOHOJATEIbCTBOM;

COBEpUIEHUA  TPaKJaHHUHOM UHBIX  JEUCTBUH, HE pEeAYCMOTPEHHBIX
3aKOHOAATEIHCTBOM.

3. IlpueM JOKYMEHTOB

3.1.PaGotauku [lpuéMHON cyna NOPUHUMAIOT OT JHI], OOpamarmmxcs B CYI,
JOKYMEHTBI, HENOCPEICTBEHHO TPUHOCUMbBIE UMHU B CY/.

3.2.Pabotnuku [Ipuémuoii cyaa o0si3anbl MpOBEpUTH OPOPMIICHUE 00pallleHHi, To1a-
BAaE€MbIX B CyJl, HA COOTBETCTBUE OOLIMM TPEOOBAHUAM K O(DOPMIICHUIO, U3JI0KEHHBIM B
nyHkTe 3.3. HAacTOsALIEro perjiaMeHTra, a Takke HOpMaM MpOLEecCyalbHOro
3aKOHOJIATEIBCTBA W B Cllydae HEBEpHOro odopmiieHus HHOOPMUPOBATH 00 3TOM
3asBuTens. Ecnu HepmocTtaTok B O0QOpPMIIEHMH MOXET ObITh HMCHPABIEH HEMEMJICHHO,
pabotHuky [Ipuémuoii cyga HeoOX0AUMO Pa3bICHUTD 3aSBUTEIIO TAHHYIO BO3MOYKHOCTb.
HcnpaiieHus B 3arpocax MpaBOOXPAHUTENbHBIX U Cy/IeOHBIX OpraHax He JOITyCKaloTCs.

OOpamienusi, coaepxkaliue OCKOpPOUTENIbHbIE BBIPAXKEHMS, HE IOJIAIOLIUECs
POYTEHUIO MO0 0hOpMIIEHHBIE HAa OOOPOTHOM CTOpOHE OJIAaHKOB, OOpBIBKax Oymarw;
oopmIIeHHbIE HE HaAJIeXKAIIUM O0pa3oM WM He MOoJieXallye mojaude B JaHHBINA CYyJ,
MOTYT OBITh IPUHSTHI B TOM CJIy4ae, €CIU MOCIE MOJYyUYEeHHs Pa3bsCHEHUN OT paOOTHHKA
npUEMHOM cyJa, TPakJJaHWH HACTaWBAET Ha MojAaude (IPUHATHH) YKa3aHHBIX 00palieHui.

PaboTtHuk [IpuéMHOI HE MMeeT npaBa NPUHUMATH OOPAILIEHUS], B KOTOPBIX B KAUYECTBE
aJpecarta HE yKa3aH JaHHBIN CYy].

3.3. JIroboe mpuHUMaeMoe 3asiBiieHHE (3kanoba, oOpalleHue) AOJKHO COAEpKaTh
CIEAYIONTYI0 HH(POpMAITHIO:

yKa3zaHue ajpecaTta (HaMMeHOBaHHUE IaHHOTO Cy/a);



dbaMuIIIo, UMs, OTYECTBO 3asIBUTEISI MM HAMMEHOBAHUE OPTaHU3AINH, SIBIISFOIICICS
3asiIBUTEJIEM;

NOJIHBIN azpec (C yKa3aHHMEM IIOYTOBOIO MHJEKCA) MECTa KUTEJIbCTBA WM MECTa
HAXO0XKJICHUS 3asIBUTEJIS,

HAaMMEHOBaHUE JJOKYMEHTa (3asBJICHUE, KaJ100a, 3apoc U T.I1.);

JUYHYIO TIOJMUCH 3asBUTEINS WM JIOJDKHOCTHOTO JIMIIA OpraHU3allMM, SBISIOLIEHCS
3asIBUTEJIEM;

naTy oOparieHus.

B tekcre Tex xareropuit 3asBiaeHui (kanoo, oOpaileHuii), KOTOpbIE B COOTBETCTBUU C
HOpPMaMH TIPOIECCYaIbHOTO  3aKOHOJATENIbCTBA MOTYT OBITh  TMOAAHBI  TOJIBKO
y4aCTHUKaMHU CYJIONPOU3BOJICTBA (JMUAMH, YYACTBYIOIIMMHM B J€J€; YYaCTHHKAMHU
NPOM3BOJCTBA MO JelaM 00 aJIMUHUCTPATUBHBIX TMPAaBOHAPYIICHUSX), ITOMHUMO
NEepPEYUCICHHON BbIle MH()OPMALIUK T0KHO ObITh YKa3aHO MPOIIECCYyaTbHOE MOJIOKEHUE
3asIBUTEJISL.

3.4. Ecnu 3asBUTENb IPOCUT OTBET HA MOAaBaeMOE OOpalleHHe WIN 3alpalluBaeMyro
KOMUIO (MOJJTMHHUK) IOKYMEHTa(OB) HE HAINpaBJISITh MOYTOM, a BhIJIaBaTh HA PyKH, JTUOO
OTOPABJIATH IO JPYromMy ajapecy (Ipyromy JHILy), 9TO 0OS3aTE€bHO JIOHKHO OBITh
yKa3aHO B IPUHUMAEMOM OOpalieHUH.

3.5. Ecan B nmpuHHMaeMoM OOpalieHUd HUMEETCsl CIHCOK MpUilaraeéMblx K HEMY J0-
KyMEHTOB, paboTHukH [IpuémHOil cyna 00s3aHbl MPOBEPUTH COOTBETCTBUE MPUIIOKEHUH,
yKa3aHHBIX B CIIMCKE, W TOJBKO IMPH YCIOBUM HAJUYMS BCEX MEPEUUCICHHBIX
NPWIOKEHUH TMPUHATH JOKYMEHT. B cilydae OTCYTCTBUSI KaKUX-JTHMOO MPHUIOKCHHM
pab6otHuku IlpuémHONM cCcyaa OJDKHBI —TPEIJIOKUTH  3asIBUTEINIO0  BBIYEPKHYTH
OTCYTCTBYIOILIIME MPUIIOKEHUS U3 CIHCKA U 3aBEPUTh JAHHOE HCIPABICHUE IMOJIHUCHIO
3asBuTens. OOpaiieHrue, B KOTOPOM OTCYTCTBYIOT Kakue-Iu00 MPUIIOKEHUS, MOTYT OBITh
IOPUHATHI B TOM CITydae, €CiIM MOJMydeHusl pa3bsicHeHuil oT pabotaukos [Ipuémuoii cyaa,
3asBUTEJIb HACTaWBaeT Ha mojaue (MPUHATUU) YKa3aHHBIX oOpamenuid. [Ipu 3tom 00
OTCYTCTBHUH KaKOTO-TMOO JOKYMEHTA WJIU MPUIIOKCHHS K OOPAIEHUIO COCTABIISICTCS] aKT
B COOTBETCTBUU C TPEOOBAHUAMH MHCTPYKIHH MO CYJeOHOMY JAEJIONPOU3BOJICTBY, OJUH
AK3EMIUIIP KOTOPOTO BbIJAETCS (HAMPABISETCA) 3asBUTENIO, HWHBIE JK3EMILISPHI
npuOOIIAOTCAd K TMOJYYCHHBIM JOKYMEHTaM M TMPEJaloTCs BMECTE€ C HHUMH 10
PUHAITICKHOCTH.

3.6. B ciyuae, oTkasza 3asBUTEJNII OT BHECEHMsI YKa3aHHBIX HCIPABICHUA B CIUCOK
NPWIOKEHUH, MO0 €cli OTCYTCTBHE TMPHUJIOKEHUS YCTAHOBJICHO IIOCJE TMPUHATHS
oOparmienusi, pabotauku [Ipu€mHoil cyaa nHPOPMUPYIOT 00 ITOM HAYAIbHHUKA OTNEa U
COCTAaBJISIETCSI aKT O TOM, YTO COOTBETCTBYIOIIEE OOpalieHrne MpuHATO 0e3 yKa3aHHBIX B
HEM TPWIIOKEHHH ( aKT COCTABIISIETCSI B COOTBETCTBUM C TPEOOBAHUSIMH MHCTPYKIIUU TIO
CyIcOHOMY JIEJI0TPOU3BOCTBY ).

3.7. Ecnu oOpamieHue MOANUCAHO MPEICTABUTEIEM WM 3alllUTHUKOM 3asiBUTEIS,

pabotHuku [IpuémHOI cyaa 00s3aHbI:
IPOBEPUTh HAIMYUE Y TMPEACTABUTENS JIOBEPEHHOCTH OT 3asBUTENS COBEPIICHUE
COOTBETCTBYIOILIETO MPOLECCYAIbHOTO JACHCTBUSA, a y 3allUTHUKA - opaepa (s
aJIBOKaTa), MOCTAaHOBJIEHUSI Cy/1a O JOIMYCKE B KaUeCTBE 3alIUTHUKA HApsAy C aJBOKATOM
WIM JOBEPEHHOCTH OT JIMLA, B OTHOLUIEHUU KOTOPOro BEeAETCA MPOU3BOJCTBO MO /ey 00
aMUHUCTPATUBHOM MPABOHAPYIICHUU;



B Cllydae HEOOXOJUMOCTH Pa3bACHUTh 00S3aTE€IbHOCTh NMPUOOIIEHUS K OOpalIEHUIO
opaepa (Uil aJBOKaTa), 3aBEpEHHON KOIMU MOCTAHOBIIEHUS CyJAa O JOIYCKE B Ka4eCTBE
3aIMTHUKA HAPSLY C aIBOKATOM;

€CIM  JIOBEPEHHOCTH (€€ HOTapUaJlbHO 3aBEPEHHOW KOMHMM), IO JAHHBIM
UH(OPMAIMOHHONW CHCTEMbI CyJia WM MO COOOIIEHHI0 PAOOTHUKOB COOTBETCTBYIOIIETO
CTPYKTYPHOT'O MOJIpa3JelIeHHs Cy/1a, OTCYTCTBYET B MaTepuajax Jejla, CHATh KOIUIO C
NOJJIMHHUKA WJIM HOTAPUAJIBHO 3aBEPEHHON KONWHU JTOBEPEHHOCTH, 3aBEPUTHh €€ CBOEHU
MOJMUCHIO U MIEYATHIO JIs1 KOMUN U TPUOOUIUTH €€ K T0JIaHHOMY OOpallleHHIO;

3.8. JIOKyMeHTbI, NMPUHOCUMBIE B JIONOJHEHHE K paHee MOJAaHHBIM OOpaIleHUsIM,
MOTYT OBbITh TIpUHATHI B [IpuémHOI Cyna TOIBKO B TOM ciydae, eciii oOpaiieHue, B
JOIOJIHEHUE K KOTOPOMY OHH IHPEACTAaBIAIOTCA, IOCTYNIMJIO B Cyd M eué He
PacCMOTPEHO.

K moxymeHnTam, mpencTaBiasieMbIM B JIONOJHCHHE K paHEe MOJAHHBIM OOpAaIECHUSM,
JOJHKHO OBITh MPUIIOKEHO 3afBIICHUE C YKa3aHMEM Ha TO, B JOMOJHEHHE K KaKOMY
UMEHHO OOpallleHHI0 OHM NPENOCTaBIAI0TCA. B cilyyae OTCYTCTBHSA TAaKOro 3asBIICHHS
pabotHuk IlpuémHoii cyma o00si3aH yKa3aThb 3asgBUTEII0 Ha HEOOXOAUMOCTH €ro
coctaBiieHus. be3 npuoOieHns yka3aHHOTO 3asiBJICHUS JOKYMEHTBI, IPEACTABIISIEMbIE B
JOTIOJIHEHUE K paHee MOJaHHBIM OOpallleHUsIM, MOTYT OBITh HPHUHSTHI TOJBKO B TOM
cilly4yae, €clid IojaBaTelb HAcTaMBaeT HA WX MNPUHATHH Oe3 3asBIICHUS, MPU ITOM
pabotHuk Ilpuémuoi cyna 00si3aH MPUHATH BCE BO3MOXHBIE MEpHI ISl YCTaHOBIICHUS
oOparliieHusi, B JIOMOJIHEHUE K KOTOPOMY IMPEACTABIISIOTCS MOJAaHHbIE JOKYMEHTBI, HO HE
MOKET HECTHM OTBETCTBEHHOCTH B CJIy4ya€ HEBEPHOTO OINpeiesieHus OOpalieHus, K
KOTOPOMY HAJIJICKHUT MPUOOIIUTH MOJAHHBIE TOKYMEHTHI.

3.9. Ha npunsitom padotHukoMm [IpuémHoii cyma oOpaimieHuy mpoCcTaBisSeTCsl MTaMIl
[IpuémMHON € yKa3aHUMEM TEKYILEW NaTbl U BPEMEHH, KOTOPBIM CTAaBUTCA Ha JIMLEBOU
CTOPOHE MEpPBOr0 JUCTa OOpallleHHs B IPABOM HWXKHEM YINIy, TaM K€ CTaBHUTCS
Bxomsammii Homep. Illramnm Ilpuemuoit cyma, 3aBepeHHBIH MOANUCHIO PaOOTHUKA,
NpUHSBIIETO oOpaleHue, o npocbde auna, npeacTaBuBiiero oopaiienue B [Ipuémuyio
CyZla, CTaBUTCS TaK)KE Ha IMPEICTABICHHOM UM JONOJHUTENBHOM KOIHMHU JAaHHOTO
oOpamenus. [llltamMmn He cTaBUTCA HA APYTMX JTOKYMEHTaX, JAa)K€ €CJIM OHU MOAATCs B
JIOTIOJIHEHUE K paHee IMOJaHHbIM oOpalleHusM Oe3 MPUOOIICHUS K HUM 3asBICHUS,
YKa3aHHOI'O B IIyHKTE 3.8. HACTOSIIIETO PETJIAMEHTA.

3.10. Bce npuHATBIE AOKYMEHTBHI, B TOM YHUCJE MOJaHHBIE B JIONOJIHEHUE K paHee
MOJIaHHBIM OOpaieHusiM, pabotHuk [IpuéMHON cyna o0s3aH 3aperucTpupoBaTh B
cooTBeTcTBYMOIIEH noacucreme «Jlokymentoodbopor» I'AC «IIpaBocynue» u nepenars B
JeHb TpuéMa MO MPUHAAJICKHOCTH MO CHOPMUPOBAHHOMY U pacledyaTaHHOMY W3
noacucreMsl I'AC «IIpaBocynne» COOTBETCTBYIOIIEMY pEECTpy IepeAadyd JOKYMEHTOB
WIN €IMHOMY peecTpy y4y€Ta BXOJAIEe KOPPECIOHAEHIMH (B Clly4ae perucTpanuu Bcen
BXOJAILIEH KOPPECHIOHJIEHIIMHA B MPUEMHON CyJa) MOJ POCIUCH JIMIY, HEMOCPEACTBEHHO
KOTOPOMY II€pelaHbl JOKYMEHTBI C YKAa3aHMEM UM 3aHMMAEMOM JOJDKHOCTH, a B
UCKIIIOUUTENBHBIX cilydasx — He no3anee 10.00 yacoB cieayroniero pabodero JaHs, eciu
uHOE He mpeaycMoTpeHo MHCTpykiueid no cyieOHOMY 1eI0NpOu3BOICTBY. Peructparus
NOKYMEHTOB M Iiepellaya MUX MO IPUHAMIECKHOCTA OCYUIECTBISETCI B CTPOrOM
COOTBETCTBHUHM C TpeOoBaHUSAMU NHCTPYKIIMHU IO CYyJ€OHOMY AEJIONPOU3BOJICTBY.



IIpyu nepenaye JOKYMEHTOB 1O NPUHAMIECKHOCTH B HHBIE CTPYKTYpHbIE
NOJIpa3JIeJIeHUs] Cy/la COCTAaBJSETCS PEECTP, KOTOPbIA MOANHMCHIBAETCS PAOOTHHUKOM
[Ipuémuoit cyga W paOOTHUKOM CTPYKTYPHOTO TOJPA3ACICHUs] CyJa, B KOTOPBII
nepenarTcs AOKyMeHThl. Komusi AaHHOro peectpa Mocje €ro MOJANHUCAHMUS BMECTE C
JOKYMEHTaMHu TNepenaércsa B COOTBETCTBYIOLIEE CTPYKTYpPHOE MOApa3/elieHue cyjaa, a
OpUTMHAJI XPaHUTCA B NPUEMHOM Cya.

3.11. JIoxyMeHTBI, MoJJaBaeMble IO JejiaM, HA3HAYEHHBIM K PACCMOTPEHHUIO, pAOOTHUK
[Ipuémuoii  00si3aH  HE3aMENJUTENIbHO  3aperucTpUpoBaTh B IOJCUCTEME
«loxymenroobopor» TI'AC «llpaBocynmue» u mepegaTb MO  peecTpaMm IO
MPUHA/JIEKHOCTH.

3.12. Ecnu nuio obOpamaercs ¢ mpocb0oi 0 mpueMe KaKux-Iudo JTOKYMEHTOB II0
KOHKPETHOMY JI€Jly HEIIOCPEJICTBEHHO B JIEHb, HA KOTOPBII Ha3HAYEHO PACCMOTPEHHUE CO-
OTBETCTBYIOLIETO Jjena, paboTtHuk [IpuémHON 00s13aH pPa3bSICHUTH OOpaTUBLIEMYCS
LEJIeCO00pa3HOCTh pa3pelleHus] COOTBETCTBYIOIIETO BOINpPOCA HEMOCPEACTBEHHO B
CyeOHOM 3aceJaHuH.

3.13. Ha kaxaoMm mnpuHATOM OOpallleHUH, TMOJAHHOMY [0 KOHKPETHOMY ey
(marepuany), padbotTHukoM IIprémMHOI cya KpoMe perucTpalMOHHOIO HOMEPA CTaBUTCS
HOMEpP COOTBETCTBYIOIIETO J€a/IPOU3BOACTBA, €ciii MH(popMmanusi 0 HEM HMEETCS B
noacucremax «["’AC IlpaBocynue». Homep nena (maTepuana) npocTaBisieTcsl TakKe MpH
perucrpaudd nOpuHATOro oOpamieHuss B mnoacucteme «Jloxkymentoobopor» ['AC
«IIpaBocyaue» U COOTBETCTBEHHO — B pEECTpPaX.

3.14. Ecnu x oOpaiieHdio TpuiIoKeHa KBHUTAHIMS 00 OIulaTe TrocyIapCTBEHHOMN
HOLIUIMHBI UM 3aBEPEHHAsl KOIUS IUIaTEeKHOro MOpydeHus: o0 oIjiaTe rocyaapcTBEHHON
HOLIIMHBI, 00 3TOM JieJaeTcs OTMETKa (C 00s13aTENIbHBIM yKa3aHUEM CyMMBbl YIUTaY€HHOU
roCy/apCTBEHHOW TMOUUIMHBI) MPU PErucTpanuu JaHHOIO OOpalleHUs B IOJICUCTEME
«Joxymenroobopot» I'AC «IIpaBocyame».

4. Bbigaua 10KyMEHTOB

4.1. Beigaua JOKyYMEHTOB paOOTHUKOM [IpuéMHON OCyIlecTBISIETCS HAa OCHOBAHUU
MUCBbMEHHOTO  OoOpalneHusi (3asBIE€HUs) Tpa)xKJaHWHA, 3apPETHUCTPUPOBAHHOTO B
ycTaHoBJIeHHOM MHCTpyKIuel o cyZieOHOMY JeJIONPOU3BOICTBY MOPSIIKE.

Pa6ornuk IlpuémHoON cyna mnpu BblJladye JOKYMEHTOB OO0s3aH  IPOBEPHUTH
NPaBWIBHOCTh O(GOpPMIICHUSI JOKYMEHTOB, BBIIABAEMOTO CYJIOM, W TOJBKO B cllydae
HaJJIeKaero ero oopMIIeHUs BbIIATh JAHHBIA JJOKYMEHT.

JlokyMeHTBI, Oo(hOpMJICHHBIE HEHQIJICKAIMUM 00pa3oM, HE MOTYT OBITh BBIJIAHBI.
PaGotauk [Ipuémuoii cyna o0s3aH ycTpaHUTh HEAOCTATKH B O(DOPMIICHUH TOKYMEHTa U
BO3BPAaTUTh JIOKYMEHT JUIsl HaJJIekamero OoQOpMIIGHHS B  COOTBETCTBYIOIICE
CTPYKTYPHOE MOJAPA3JAECICHUE CYa.

4.2. Pabornuk IIpu€mHOi cyma HECET OTBETCTBEHHOCTh TOJIBKO 3a COJIEpPIKaHHE
CaMOCTOSITEJILHO MOJTOTOBIICHHOTO U BBIJIABAEMOTO JIOKYMEHTA JIUI[aM, OOpaTUBIINMCS B
Cyld, B TOM YHCJI€ B YaCTH COOTBETCTBHUSI COJACPKAHUS JTOKyMEHTa HHGOpMalUH,
cozaepxamencs B coorercTByronux nojacucremax I'AC «IIpaBocyauer.

4.3. Ecnu nOKyMEHT MOET ObITh BBIJIaH TOJBKO OIPENENIECHHBIM KAaTErOpUsiM JIMII,
YCTaHOBJICHHBIM 3aKOHOM, paboTHuK [IpuémHOI cyna 00si3aH YCTaHOBHUTH JIMYHOCTh



3asBUTEIISL U ONPENEINUTh €ro NPUHAIEKHOCTh K KaTErOPHUM JIML, UMEIIINX IIPaBO HA
IIOJIyYEHHE JaHHOIO IOKYMEHTA.

4.4. Ecau JOKYMEHT BBbIJIa€TCs MPEACTABUTENIO 3asiBUTENs, paboTHUK [IpremHoii cyna,
IIOMUMO JEUCTBUH, YKAa3aHHBIX B MYHKTE 4.3. HACTOSIIETO PETJIAMEHTA, TOJKEH:

IIPOBEPUTH HAIMYME Yy NPEACTABUTEINS JOBEPEHHOCTU OT 3asBUTENSI HA COBEPILICHHE
COOTBETCTBYIOILIETO JEHCTBUS, IPU OTCYTCTBUH TAaKOBOW Pa3bsICHUTH HEOOXOJMMOCTH €€
npenacrasieHus B [Ipuémuyro cyna;

€CJIM YKa3aHHasl JOBEPEHHOCTH (€€ HOTapHaJIbHO YAOCTOBEPEHHAs KOMHUS) MO JaHHBIM
cootBercTByOmux nojacucreM ['AC «IIpaBocynue» winm no uHpopManuu pabOTHHUKOB
COOTBETCTBYIOILIETO CTPYKTYPHOTO HOJpa3AesieHus Cy1a, OTCYTCTBYET B Jiejie/MaTepuaie
CHATh KOIMIO C MOJUIMHHUKA (€r0 HOTapUalIbHO yJIOCTOBEPEHHOW KOIIWHU), 3aBEPUTH €€
CBOCH MOJIMHUCHIO U TMEYaThIO JJIs KOMHMM, NPUOOIIUTh K pacHUCKe B IOJIYYEHUU
3ampamrBaeMoro JOKyMeHTa. be3 coBeplieHHs yKa3aHHBIX JIEMCTBUM 3ampalivBacMBbIid
3asBUTENIEM JTOKYMEHT HE MOXKET OBITh BBIJIaH €T0 MPEACTABUTEIIIO.

4.5. Ilpu Beimaue vepes [Ipuémuyro cyna ro00ro TOKyMEHTa C JIMIA, IMOTYYaroIero
JOKYMEHT, Oepé€Tcsi COOTBETCTBYIOLAs pacnucka B ero nojydyeHuu. Pacnucka
opopmisieTcss MO0 Ha oOpalleHUH O BBIJAUE 3alpaliMBaeMoro JIOKyMEHTa, JTu00 Ha
OTZIEJIBHOM JIMCTE U JIOJKHA COJIEPKATh CIEAYIOIINE CBEACHUSA:

HAaMMEHOBaHUE JOKYMEHTa (pacnucka);

dbaMuInIo, UMS U OTYECTBO JIUIA, TOTYYUBIIETO JOKYMEHT (bl);

@®.1.0. 10JKHOCTHOTO JIMIA ¢ YKa3aHHUEM HaUMEHOBAaHMS 3aHUMAEMOMU JTOJKHOCTH 3a
UCKJIIOYEHHUEM CiTydaeB 0(hOpMIICHUS paclIMCKU Ha OOpalleHuu (3ampoce), coaepKaIiem
UH(POPMAIUIO O 3aHUMAEMOMN UM JIOJIKHOCTH,

HAaMMEHOBAHUE MOJTYy4YEHHOr0(bIX) JOKYMEHTA(0B), yKa3aHUE KOJIMYECTBA MOJYYEHHbBIX
JK3EMIUIAPOB U KOJIMYECTBA JIMCTOB IIPUIIOKEHUM;

MOANMKCH JINLA, TOJYYUBIIETO JOKYMEHTHI);

JaTy MOJIy4YeHUsl JOKyMEHTa(OB).

4.6. Pabotnuk I[Ipuémuoit cyma oO0s3aH TPOBEPHUTH NPABHIBHOCTH O(POPMIICHUS
pacnucKu KOoTopas nepenaérTcsl Mo MPUHAMAJICKHOCTH Uil IPUOOIICHUS K MaTepHhajiaM
JIeJ1a/IPOU3BOJICTBA, O BbIJaue JIOKYMEHTA JIEIaeTCs TaKKe OTMETKA B COOTBETCTBYIOIIHUX
noacucreMax ['AC «mpaBocyaue», B CIIPaBOYHOM JIMCTE.

4.7. Konuu 3ampaiivBaeMbIX CyJeOHBIX aKTOB HM3TOTaBIUBAIOTCS U OPOPMIISIOTCS B
COOTBETCTBUM C TpeOoBaHuAMH WHCTpyKIIMM 10 CyaeOHOMY J€IO0NPOU3BOJCTBY
HENOCPEICTBEHHO paboTHUKOM [lpuémHON cyga wWiM HMHBIMH  YIIOJTHOMOYEHHBIMU
paboOTHHUKAMU afmapara Cy/aa B JeHb MOCTYIICHUS 3asBJICHUS, a IPU HEBO3MOKHOCTH - B
CpOK He OoJiee ImITH pabouux JHEH C YKa3aHHOH JaThl.

5. B3aumogeiicTBue ¢ pa00OTHHKAMM anmapara cyaa

5.1. B cnyuasx, korga pabotHuk [lpu€muoii cyma oOparmmaercss K paOOTHHKaM
ammapara cyJia B COOTBETCTBYIOIINE CTPYKTYPHBIC MOAPA3ACICHHUS, TTOCICIHAE 00S3aHbI
NPUHATh HE3aMEITUTEIbHBIC MEPBI IJIST PAa3peIICHHs] COOTBETCTBYIOMIEH MPOOIEMHOM
cuTyanuu (HarmpuMmep, MPOBEPHUTHh HATWYHWE JieJia B CyJle, YCTAHOBUTH 3alpalinBacMyIO
MHGOPMAITUIO TT MaTepuaiaM COOTBETCTBYIOIIETO J€J1a/TIPOU3BOJICTBA U JIp. ).



5.2. PaGotnuku IIpuémuoii cyna o0si3aHbl cOOMIOAATH MOPSIIOK MEPEIaY MPUHATHIX
JOKYMEHTOB B APYIH€ CTPYKTYpHbIE MOAPA3ACICHUS CyJa, YCTaHOBJIEHHBIN MyHKTaMU
3.9-3.14 nacTosIIEero periaMeHTa, B COOTBETCTBUU C TpeOoBaHMSMHU MHCTpyKuMH 1O
CyJIeOHOMY J1€JI0IPOU3BOJICTBY.

5.3. 3a couepkaHue W IPAaBWIBHOCTb OQOpPMIIEHMs BblaaBaemoro udepes llpuémuytro
CyJla JIOKyMEHTa HECET OTBETCTBEHHOCTb YIOJHOMOYEHHBIH paOOTHUK ammapara cyja,
M3rOTOBUBLIMKM JTaHHBIM JOKYMEHT. Ilpu 3TOM cooTBercTBUE O(OpPMIIEHHUS CAABAEMOIO
JOKyMeHTa TpeboBaHusAM MHCTpYKIUH 110 Cy1€0HOMY JI€J0IPOU3BOJICTBY JOJIKHO OBITH
npoBepeHo paboTHukoMm IIpuéMHON cyna naxe B TOM cilydae, KOI/la JIOKyMEHT
HOJIrOTOBJIEH UHBIM YIIOJTHOMOYEHHBIM paOOTHUKOM amrmapara cyja.



