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PETJIAMEHT
OpPraHU3aIHH AesITeIbHOCTH NPHEMHOM
HMonckoro ropoackoro cyaa Tyabckoii 061acTu

1. O6mue moJioxkKeHUST

1.1. Jlestensrocts Ilpuémuoit cyna (manee — Ilpuemuas Cylia) peraaMeHTHPYEeTCs
Honoxenuem o IlpuémHOlt B Cyze, yTBEpKIEHHBIM IIpeceIaTeeM Cylla Ha OCHOBAaHHH
Ilpumeproro monoxenus o IlpuéMHON demepambHOro cyma o6 IOPUCITUKIINH,
YTBEpXKICHHBIM NpukaszoM CymeOHoro memapramenta npu Bepxosnom Cyme Poccmiickoit
@enepanyu ¥ HaCTOAIMUM PeritaMeHToM.

1.2. IlpaBoBoe peryiupoBaHWE OTHOLICHWH, CBS3aHHBIX C OpraHu3amyeit
paccMoTpeHus obpalieHul rpaxiaH (GH3MUeCKUX JMI), MpeicTaBHTeNeil OpraHu3almii
(TopHIMYECKHX JIUIT), OGIIECTBEHHEIX O0BEIMHEHNH, OPTaHOB TOCYJapCTBEHHOH BIIACTH U
OpraHOB MECTHOTO CaMOYIPABICHUSA OCYLIECTBISETCA B COOTBETCTBHU ¢ KoHcTHTyrmeit
Poccuiickott ®enepanum, denepaabHEIMU KOHCTUTYIIHOHHEIME 3aKOHAM, dbeneparbHBIMU
3aKOHaMH, YCTAHABIMBAIOIIMMU IOPSOK CyIONPOM3BOJICTBA, IIOJHOMOYHS M IOPSIOK
JEATENPHOCTH CyNoB, DenepalbHBIM 3aKOHOM OT 22 nmekabps 2008 r. Ne 262-®3 «06
obecrieueHny JOCTyIa K HHGOPMAIINH O NeATENHOCTH cyI0B B Poccuiickoit Oeneparumny u
UHBIMU aKTaMH, PEryITUPYIOIMUMH BOIPOCH BHYTPEHHEH NEATENFHOCTH Cy/Ia.

2. Opranu3anusi npueMa

2.1. Ilpuem rpaxman (Qusmyeckux 1MI), TIpeACTABUTENEH OpraHU3aIHil
(fopUAMYECKUX JUI), OOIMIECTBEHHEIX 00BEIUHEHH, OPraHOB TOCYIaPCTBEHHON BIACTH U
OpraHOB MECTHOTI'O CaMOYTpaBICHUs (Jajlee — IpUeM Ipaxk[IaH) HPOM3BOJUTCA B AEHb UX
obpameHns MOMOUIHUKAMH Cy[A€ii B CIICHMAIFHO OTBENEHHOM IIOMENICHUN, OCHAIIEHHOM
HEOOXOMMMBIM HMMYIIECTBOM, HOPMATHBHBIMH, CIPRBOYHEIMM M WHBEIMH MaTepHAIaMI,
CPEICTBAMHU CBSI3H.

2.2. llpueM TpaxIaH BeNETCS €XKETHEBHO B TCUeHHME PaGOYEro BPEeMEHH CyIa,
YCTAHOBJICHHOTO  yTBEPXKICHHBIMHU TIpeacenareneM cyna IlpaBuiamu BHYTpEHHETO
pacropsixa cyna, 6e3 nmpeIBapuTeIbHOM 3aHCH B HOPSIKE OYEPENHOCTH, 33 UCKIFOUCHIEM
OTIENBHBIX KaTErOpHH IpaklaH, UMEIOIMUX B COOTBETCTBUM C 3aKOHOAATENLCTBOM IIPABO
Ha BHEOYEPETHOU IIPUEM.

Ilpu mpreme IpakJaHUH NPEIBIBIACT NOKYMEHT, YIOCTOBEPSAIOIIHi JIHMUHOCTS,
JOBEPEHHOCTh Ha COBEPLIEHHE COOTBETCTBYIOIIETO MEUCTBUS (I IIPEACTABUTEINS
3agBUTEIS) TUOO0 OpJep aaBOKaTa.

2.3. Ilpu HaNMYMM TEXHUIECKOU BO3MOXXHOCTH B MHTEPECAX 00ECTICUCHNS 3aIUThI
IIpaB TpaXIaH BEACHUE IIPHEMa MOXKET CONPOBOXKAATHCSA ayauO- M BHICO3AIMCHIO, O YEM
rpaxxaaHe B 0043aTeTbHOM MOPAIKE YBEIOMILIOTCS [0 Hayaia IpUEMa.

24. Bo Bpema mpuema rpakIaH, a TalKke Opd ux OOpaIlleHHM IO TenehoHy
rpaxJgaHaM MOTYT OJaBaThbCsAa YCTHEBIE PAa3bsICHEHHUA O IIOABCIOMCTBEHHOCTHU pacCMOTpECHUA
HHTEPECYIOIMUX WX BOIMPOCOB, IIOPANKE OOpaleHUI, KOMIICTCHIMH Cyla, IOpAIKe
HoJydeHus uHpopmaru 06 HTorax pacCMOTPEHHMS 3asBICHHIA, )KaJ00, HHBIX 0OPaIlCHHIA.
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2.5. VcTHBIE OTBETH U Pa3bsCHEHUS Ha YCTHBIE OOpalleH s TPaXIaH JAI0TCs, KaK
NPaBUiIo, B JeHb obOpamenus. Eciy 1aTe yCTHBIH OTBeT (pa3bsACHEHHE) B J€HL 0OpaIeHns
HE TMPENCTaBISICTCS BO3MOXHEIM MM TIPaXNaHUH HAcTauBaeT Ha IPeJOCTABIECHUU
IIMCBMEHHOTO OTBETa, €My JACTCS YCTHOE Pa3biCHEHHE O CPOKE M IOPSIKE IOIYYEHUS
OTBETA.

JI31st TIOJTy4eH s IIMCbMEHHOIO OTBETA 110 UTOTaM MpHeMa rPpaKIaHuHy [IPENIaraeTcs
MUCHPMCHHO M3JI0KUTH CMBIC]I CBOETO BOIIPOCA (IPEATIOKEHUS, KaATOOKI).

2.6. Pabornuku IlpuéMHO cyna o0f3aHBI OKa3bIBaTh COACHCTBHME IPaKIaHaM B
IIPaBUIBHOM YKa3aHWHd B IHCHMEHHOM OOpalleHUH Ha3BaHUS JMOJDKHOCTH, (aMUInM,
HMMEHU, OTYECTBA a/ipecaTa, Ha3BaHUS Cy/Ia.

2.7. Bce Marepuanpl, IOIY4EeHHBIE OT TpaXIaHWHA B XOie IIpHeEMa,
PETUCTPUPYIOTCA B COOTBETCTBUU C MHCTPYKUHUEH 110 Cy1eOHOMY eTONPOU3BOICTBRY .

2.8. Pabornuku IIpuéMHON cyma HeCyT HEMOCPEACTBEHHYIO OTBETCTBEHHOCTH 3a
HajIekallee BeqeHue npueéMma.

B ciay4ae BOSHMKHOBEHHSA IO IIPUYMHAM, CBS3aHHBIM C OpraHu3aiueil paboThl B
Cylie, IPOOJIEMHBIX CUTYalUi, IPENATCTBYIOIMX NPEICTaBICHHUS JIAIY, 0OOPaTHBLIEMYCS B
Cyn, 3ampamuBaceMOd HMH(GOpPMALUM, BBIAYE 3alpallUBAaEMBIX NOKYMEHTOB, MPHHATHIO
II0J]aBacMbIX UM JOKYMEHTOB, paboTHUKY [IprémHOIL cyna 00sM3aHbI MPUHATH MAKCHMATBHO
BO3MOXXHEIE MEPHI JJI paspelleHusd CUTyallUd IO CYLIECTBY, B TOM YHCIIe 00OpaTUTHCA K
paboTHHMKaM APYTUX MOIpasleleHUil cyna, mpeaceaaTenio (3aMECTUTENO IpeaceIaTes)
cyna. '

2.9. PaspemeHue OOBIX CIOPHBIX CHUTYyallMiii, BO3HUKAIOIMUX B IIpOLECCE
B3auMozericteusa [IpuémHON cyna ¢ ApyrUMU CTpPYKTypHBIMH TOIpa3e/ICHUIMH CY/Ia,
IIPOM3BOIUTCA Yepe3 HadaJlbHWKa OO0IIero oraena imbo mpezacenaTess cyna. PaOOTHHKH
IIpuémHoil cyna 00s3aHbRl HHPOPMHUPOBATH HAYATBHHUKA OTAeIa 000 BCEX BOZHUKAIOIINX B
npouecce pabotsl [IpuémHoii cya mpoOIeMHBIX CUTYAITHX.

2.10. B ciyuasx, Korja paspelieHre BoIpoca, ¢ KOTOPEIM IpaXXIaHUH 0Oparmaercs
B CyJl, HE BXOJUT B KOMIIETEHIIMIO TaHHOIO cyna, pabotHuku [IpuémHO# cyna pa3bsaCcHAIOT,
B KaKo# cyJ cienyer oOpaTUThCs ¢ MOAOOHBIM BOTIPOCOM, JHUOO COOOIIAIOT, YTO JaHHEIH
BOIIPOC HE OTHOCUTCS K KOMIETEHITUH CYIOB.

2.11. PaGorHuku IlpméMHOU He UMEIOT IpaBa MPENOCTABIATH CIEIYIOIIYIO
MH(QOpPMAIIHIO:

0 HOMepax Tele(OHOB PYKOBOJICTBA U CYyEH NaHHOTO Cyla, a TAKKe APYTHUX CYIOB;

UHGOPMAIMIO, COCTABJIMIONIYI0 TOCYIJApCTBEHHYIO, CIYyXEOHYI0, KOMMEPUYECKYIO
TallHy W WHYI0O OXpaHAEeMyI0 3aKOHOM TaillHy, a Takxke Jpyrue, He IMOJJexalme
pacIpOCTPAaHEHUIO CBEACHUSA, CTAaBIIME W3BECTHBIE MM B CBS3M C HCIIOJIHEHHUEM
JIOJKHOCTHBIX 00s13aHHOCTEMH.

2.12. PaborHuku lIpuéMHON cyna HEe HMMEIOT IpaBa OKa3bIBaTh HOPUIUYECKYIO
IIOMOIIb JIUIaM, OOpPaTUBIIMMCS B CyJ, 3a UCKIIOUECHUEM IIPEIOCTaBICHNUS HHPOPMAIIUH 10
BompocaM o(opMIICHMS 3asBIEHUM, Xan00, oOpalleHuii, MoJaBaeMbIX B CyI, MOPSIKa MX
M0/Ia4Y¥, MOPSAAKA TOTYyYEHUS OTBETA WU 3allpallliBaCMBIX TOKyMEHTOB.

2.13. Ilpu npueme obpaieHuii rpakiaH HE JOILyCKAaeTCsl BO3JIOXKEHUE Ha I'paKIaH
HE TMPETyCMOTPEHHBIX 3aKOHOM OO0S3aHHOCTEM WIM OrpaHWYeHHE BO3MOXKHOCTHU
peanu3alyy ux Mpas, B YaCTHOCTH, HE JOITyCKalOTCs TpeOOBaHUS:

NpeICTaBIeHUS  JOKYMEHTOB, HE IPEIyCMOTPEHHBIX  3aKOHOJATEIbCTBOM,
IIPEIOCTABIIIFOIINM TPaXIaHUHY MPaBO, Ha PeAU3aIfi0 KOTOPOTO HAIPABJICHO 3asBIICHUE
(xanoba, oGparmieHue);

UCIIOJTHEHHS TPaXKIaHWHOM OOS3aHHOCTEH, He CBS3aHHBIX C 3ajiBJIeHUEM (KamoOoH,
oGpallleHreM), €CIIM 3TO He IPEyCMOTPEHO (PelepalIbHBIM 3aKOHOM;
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peal3anyy rpaX TaHUHOM CBOETO IIpaBa TOJILKO IPH YCIOBUM PEATHM3ALNN UHBIX HE
CBA3AHHBIX C HUM IIPaB, €CIIM 3TO HE IPETYCMOTPEHO (eepalbHEIM 3aKOHOM,

YIUIaThl COOPOB, OILIATHI yCIIyT, HE MPEIyCMOTPEHHHIX (eIepaTbHEIM 3aKOHOM:

CHATHSA KOIIMH ¢ TOKYMEHTOB, €CIIA 9TO HE MPELyCMOTPEHO 3aKOHOJATEIIbCTBOM;

00513aTeIBHOTO 3aKIIOUEHHS JOTOBOPOB, CBA3AHHEIX C DPaCCMOTPEHUEM 3agBIICHUSL
(’kao0bl, oOpaleHnst), €CIM B COOTBETCTBUH C TPAXIAHCKUM 3aKOHOIATEIHCTBOM
Poccuiickoit ®enepanuu monoGHsIe T0rOBOPEI 3aKIFOYAIOTCS B JNOOPOBOJIBHOM TIOPSAIKE;

00513aTEJPHOTO KCTIONB30BAHKS IPAKIAHMHOM IPH IOJaYe 3agBICHMM GIAHKOB W
UHBIX THUIOBBIX (DOPM, BBIABAEMBIX CYIOM, €CIH 3TO He IIPEyCMOTPEHO
3aKOHOJATEIECTBOM;

COBEpINCHUS TPAKIAHUHOM WHBIX JEHCTBHM, HE IPeayCMOTPEHHBIX 3aKOHOM,
YCTaHaBIUBAIOIIMM IIOPSANOK PACCMOTPEHHS 3asABIICHMUIA.

3. Ilpuem qoxkymeHnTOB

3.1. PaGormuku IIpuéMHOM Cyna NpHHAMAIOT OT JIHII, oOpamaromuxcs B Cy1,
AOKYMEHTBI, HETIOCPEACTBEHHO IPUHOCUMEIE MU B CY/I.

3.2. PaGorauku IIpn&MHOM 006sA3aHBI IIPOBEPHTSH . obopMileHHE OOpalIeHHI,
TI0[IaBaEMBIX B CyJl, HA COOTBETCTBUE OOIMUM TPEGOBAHHUAM K O(OPMIICHHIO, M3JI0KEHHEIM B
MYHKTE 3.3 HACTOALIETO PETJIaMEHTa, a TAKXKe HOPMaM IIPOIECCYaILHOTO 3aKOHOIATEbCTBA
U B ClIy4ae HEBEPHOro O(opMiIeHUSI IPOUHGOOPMHMPOBATH 00 3TOM 3asgBuTENI. Ecim
HEJIOCTaTOK B O(QOPMIIEHHH MOXXET OBITh WCIIPABIEH HEMEIICHHO, pabotHuKy IIpuémHoii
Cyla HEOOXOAMMO Ppa3bACHUTH 3asABHTENI0 JaHHYIO BO3MOXHOCTD. Hcmpaenenus B
3ampocax paBOOXPaHUTENbHBIX U CyAeOHBIX OpraHax He JOIyCKAIOTCH.

OGpamenns, conepalye OCKOPOMTENBHEIE BEIPAKCHHS, HE MOIIAFOIIACCS
IPOYTEHHIO JIMOO O(pOpMIIEHHEIE HAa OOOPOTHON CTOpPOHE OJIAHKOB, oOpbIBKax OyMmaru;
0OpMIICHHEIE HE HAIEXKAIUM 00pa3oM WX He IOIEXKAlye Mojade B JAHHBIA cyn,
MOTYT OBITh IIPUHATHI B TOM CIydae, €CIIH [OCIE TOMyYeHHS PasbICHEHMU OT paboTHuKa
IIpuéMHO#i Cy/a rpakIaHiH HACTauBACT Ha onave (PHHATHH) YKa3aHHEIX oOpaleHuit.

Paborauk [IpuémHO# cyna He MMeeT mpaBa NPHHUMATH OOpAICHNS, B KOTOpHIX B
KaueCTBe aJpecara He yKa3aH JaHHBIH CY/I. ‘ ~

3.3. JIro6oe nmpuHMMaeMoe 3asBleHHE (Kai00a, 0OpaIeHne) TOIKHO CoZlepKaTh
CIIEIYIOITYIO0 HHGOPMAITHIO:

yKa3zaHue ajipecaTa (HaUMEHOBaHHE TAaHHOTO Cy/a);

(hamMuIuro, MM, OTIECTBO 3aABUTEIISI WM HAMMEHOBAHUE OPTaHU3AIMH, SBIISIOMeiics
3asBUTEIIEM; :

IIOJIHBIN ajipec (C yKa3saHUEM IIOYTOBOIO MHEKCA) MECTa KHUTEJIbCTBA WIM MECTA
HaXOXICHUS 3aSBUTEIIS;

HaUMEHOBaHHUE JIOKYMEHTa (3asBIICHHUE, JKall00a, 3aIpoC U T.IL);

JUYHYIO TOAIUCH 3aABUTEIS MM [OJDKHOCTHOTO JIMIIA OPTaHM3aIliH, SBIISIOIIEHCS
3asIBUTENIEM;

naTy oOparmeHus.

B TexcTe Tex xareropuii asBieHuit (xkano0, oGpaIeHuii), KOTOPEE B COOTBETCTBUM
¢ HOpMaMH MPOLECCYATbHOT0 3aKOHOAATEIBCTBA MOTYT OBITH MOAAHEI TOJIBKO YIaCTHUKAMHU
CYIONpOU3BOJACTBA (JIMLAMHM, YYacCTBYIOIIMMH B JI€Ne; YYaCTHHUKAMM IIPOM3BOJICTBA IO
JenaM 00 aIMUHWCTPATUBHBIX IIPABOHAPYIICHUSX), MOMHMO IIEPEUHCICHHOM BBIIIE
uH(OPMATUK JOJDKHO GBITH YKa3aHO MPOLECCYATFHOE ITOI0KESHHUE 3asBUTEIS.

3.4. Ecmu 3agBuTens ITPOCHT OTBET HA II0aBaeMoe OOpaleHWe WK
3aIIpalIBaeMyIO KOIHIO (IIOMIMHHNUK) JOKYMEeHTa(0B) He HAIPABIIATh IIOYTOMH, a BEIIATh Ha
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PYKH, OO OTNPAaBHTH IO APYroMy ajipecy (Zpyromy imity), 3To 06S3aTENBHO MOIDKHO
OBITH YKa3aHO B IPUHMMAEMOM OOPAICHAH.

3.5. Ecmm B mpuHUMaeMOM OOpAIICHUH MMEETCS CIIHCOK NPUIaraeMeIX K HEMY
MIOKYMEHTOB, paboTauky [Tpuémuoii cyna 06s3ambl IPOBEPUTH COOTBETCTBUE MPHIIOKEHMUIA,
YKa3aHHBIX B CIIMCKE, U TOJIBKO IIPU YCIIOBUU HAJIMYUI BCEX NEPEUNCICHHBIX IIPUIOXKEHUH
IpUHATE TOKYMEHT. B CTyyae OTCYTCTBUSA KAKHX-IIHG0 NPHIOXKEHUN pabOTHEKH IIpuémuoit
Cyna NOIDKHBI IHPEIIOXKUTL 3aSBUTEII0 BBIYEPKHYTH OTCYTCTBYIOIIME MPUIOKEHHS U3
CIIMCKA M 3aBEPUTH NTAHHOE HCTIPABICHME TOANMMCHIO 3asBuTeNs. OGpaienue, B KOTOpOM
OTCYTCTBYIOT KaKHMe-THOO IPHUIOKEHHSI, MOTYT OBITh NPHUHATHL B TOM clly4ae, eci
TIOTTyHdeHUs pasbiICHEHUH OT paboTHuKa [IpuéMHOl Cyna 3asBUTeNs HACTAMBAET HA HOAYE
(IPUHATHY) yKa3aHHBIX OGPAIIEHHIA. Ilpu 3TOM 06 OTCYTCTBHM Kakoro-im6o JIOKyMEHTa
WA TIPWIOKEHUS K OOpAIIEHMIO COCTAaBJIAETCS aKT B COOTBETCTBHE C TpeOOBaHUAMMU
MHCTPYKIIUM IO CyAeOHOMY [ENONPOM3BOACTBY, OIHUH 9K3EMILIAP KOTOPOTO BBIJAETCS
(HampaBIIeTCs) 3aSBUTENTIO, HHBIE SK3EMIULAPE! MPUOOIIAOTCSA K IOy ICHHBIM JOKYMEHTaM
U IIEPENAETCA BMECTE C HUMH TI0 IIPHHAIIEKHOCTH.

3.6. B ciydae oTka3a 3agBHUTENSA OT BHECEHUS YKa3aHHBIX HMCIIPABJICHHM B CIIMNCOK
NPUIOKEHAN OO €CIIM  OTCYTCTBHE IPHWIOKEHHS VCTAHOBICHO IIOCIE [IPUHATHS
obpammenus, paGoTuuky IIpuéMHOl cyma MHOOPMHUPYIOT 06 3TOM HAYANBHWKA OTHENA H
COCTaBIACTCA aKT O TOM, YTO COOTBETCTBYIOIIEE OOPAIEHHE IPUHATO 6€3 YKA3aHHBIX B HEM
NPUIOXKEHUH (AaKT COCTABISETCS B COOTBETCTBHH C TPEOOBAaHUSMH HMHCTPYKIIMH IO
CyAeOHOMY IeIONpPON3BOICTBY).

3.7. Ecnu obpalueHue MOIIHCAHO IIPCICTaBUTEICM WIIM 3aIMUTHUKOM 3asBUTEI,
paborauku [Tpuémuoii cyna o6g3aHE:

TIPOBCPUTE HAIMMHE y NPEACTABUTENA NOBEPEHHOCTH OT 3asBUTENS HA COBEPIICHHE
COOTBETCTBYIOMIEro HPOLECCYabHOTO NEHCTBI, & y 3alllMTHAKA — Op/iepa (I aJBoKaTa),
TIOCTAaHOBICHUA Cyla O JOIyCKe B Ka4eCTBE 3aIUTHHKA HapsAdy C afBOKATOM WM
AOBEPEHHOCTH OT JIMI@, B OTHOMICHHH KOTOPOTO BENETCS MPOM3BOACTBO 1O AETy 00
aJIMUHHUCTPAaTUBHOM [IPaBOHAPYIIECHNU;

B CiTyyae HEOOXOAUMOCTH Pa3bACHUTH 00513aTEIbHOCTS IpUOOINEHUS K 00paIeHIIO
opZAepa (mif afBOKara), 3aBEPEHHOIN KOIUH ITOCTAHOBIICHHS Cylla O IOIIyCKE B KauyecTBE
3alllUTHHAKA HApSAIy C aJBOKATOM;

©CIM  JIOBCPCHHOCTh (€€ HOTApUAIbHO 3aBEPCHHONW KONMH) 10 JaHHBIM
MH(QOPMAIIOHHON CUCTEMBI Cy[a WIA IO COOBIIEHHIO pabOTHHKOB COOTBETCTBYIOMIETO
CTPYKTYpHOTO TOIPA3sAENEHUs Cyla OTCYTCTBYeT B MaTepHalaX Aella, CHATh KOIMIO C
TIONVIMHHNKA WM HOTAPUATBHO 3aBEPEHHOM KONMM NOBEPEHHOCTH, 3aBEPUTH €€ CBOeH
TIOMITHCHIO 1 TI€YATHIO I KOIUH U MPUOOIIUTE €€ K MIOJaHHOMY O6pAITeHHIO.

3.8.  JIOKyMEHTHI, IPUHOCHMEIE B JOMOJHEHHE K paHee MOJAHHBIM OOpaIEeHUIM,
MOTYT OBITH mpuHATE! B [IpuéMHOI cyoa TONBKO B TOM ciry4ae, eciu oOpallieHue, B
AOTIOJIHEHHE K KOTOPOMY OHM HPEICTABIIAIOTCSA, OCTYIMIO B Cy[I U €Ie He PACCMOTPEHO.

K NokymeHTaM, NpeacTaB/IsIeMEIM B JOTIONHEHHE K paHee MOJaHHBIM oOpaleHusMm,
JOJKHO OBITH IPUIOKEHO 3asBIICHHE ¢ YKa3aHHEM Ha TO, B JOMOIHEHHE K KaKOMY UMEHHO
OOpaIleHHI0 OHM IPEJCTABISIOTCA. B Cllydae OTCYTCTBHS TAKOTO 3asBIICHHS paboTHUK
Ilpuémuoli cyna o6s3aH yKa3aTh 3aiBMTENIO Ha HeoOGXOMUMOCTh €ro COCTaBicHus. Bes
IIPHOOIICHHUS YKA3aHHOTO 3asBICHHS JOKYMEHTHI, IIPSACTABISEMBIE B OMOTHEHHUE K paHee
TIONAHHBIM OOPAINEHNSM, MOTYT OBITh HPHHATHL TONHKO B TOM Ciydae, ecid IONATEIb
HAaCTanBaCT Ha WX NPUHATHH Oe3 3assieHus. [Ipu stom paGorauk ITpuéMHOil cyna o6s3an
TIPHHATE BCE BOSMOXKHBIE MEPHI ISl YCTAHOBIICHUS OGPAIISHHUs, B JOIIOIHEHHE K KOTOPOMY
TIpE/ICTABILIOTCS [ONAHHBIE JOKYMEHTEI, HO HE MOXKET HECTH OTBETCTBEHHOCTH B CIydae
HEBCPHOTO ONpENEeNCHUs OOpalieHus, K KOTOPOMY HA/UIeKWUT HPHOOIINTH ITONAHHEIE
IOKYMEHTHI.
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3.9. Ha npunstom paGotHEKOM IIpuémuoii cyna obpamenun NPOCTABJIAETCS IMTaMII
IpuémHoit cyna ¢ ykasanmem TeKYIICH NaThl W BPEeMEHH, KOTOPBIN CTABMTCS HA JTUIIEBOU
CTOpPOHE IIEPBOTO JIMCTa OOpalIeHHs B IIPAaBOM HIDKHEM YTy, TaM K€ CTaBUTCH BXOISIIMIA
HoMep. Illtamm Ilpuémuoii cyna, 3aBEPCHHBIA TOANNCHI0 PabOTHIKa, IIPUHSABIIETO
o0paiienye, 1o npocs6e i, TIpencTaBuBero obpamenne B [lpuémuyro cyna, crasurcs
TaKoKe HaM NPENCTABICHHOW UM JTOIOIHUTENBHON KOMMH TAHHOTO obpamenwus. Illtamn we
CTaBUTCA Ha NPYIHX NOKYMEHTaX, NaXe eCOH OHH MOJAI0TCS B JOTIOJIHEHUE K paHee
IIO/IaHHBIM OOpameHus M 0e3 NpHOGILICHUS K HEM 3aIBIICHNA, YKa3aHHOIO B IIyHKTe 3.8
HAaCTOSIIErO PEriIaMEHTA.

3.10. Bce npuHATEIE JOKYMEHTEL, B TOM 9HC/Ie TIONIaHHBIC B JIONIOJHEHUE K paHee
TONaHHBIM  OOpawieHusM, paGoTHuK IlpuéMHON  06s3aH 3apEruCTpUpOBaTL B
COOTBETCIBYIommMX noxcucreMax I'AC  «IIpaBocynuey (1 «JloxymenToo6opor u
oOpamenus rpaxnany, 1T «CynebHas KOppecloHIEeHIUI» 1 Ip.) W Tepedars B ICHE
npu€Ma 10 NPUHAMIEKHOCTH II0 chOpMHPOBaHHOMY 1 pacrie4aTaHHOMY U3 ITOACHCTEM
I'AC «IIpaBocyaue» COOTBEICTBYIOIIEMY PECCTpy IIepenaur- JOKYMEHTOB MU CAUHOMY
PECCIpy Iepenatn TOKyMEHTOB WK €IMHOMY PEECTPY ydeTa BXOMISIIeH KOPPECIIOHICHIINN
(B cmywae permcrpanum Bcedl Bxomsmeii KoppectionfieHu B IIpuémuoit cyna) mon
TIOANHACE JIHILY, HETOCPENCTBEHHO KOTOPOMY IepeIaHsl JOKYMEHTEI, C YKa3aHHEM WM
3aHUMAEMON TOJDKHOCTH, a4 B UCKITIOUMTEIBHBIX Cllyqasx — He noznuee 10.00 ciemyromero
paboyero nHA, ecnM WHOE He NIPEAYCMOTPCHO ~ MHCTPYKUMEH 10  cynae6HOMY
ACIONPOU3BOACTBY. PerucTpanus mOKyMeHTOB u IICpenadya ux MO0 IPHUHAIIECKHOCTH
OCYIICCTBILICTCS B CTPOTOM COOTBETCTBHH C TPeGOBAHUAMMU UHCTPYKIMH II0 CyneGHOMY
J€TIONIPOU3BOJICTBY.

Ilpu nepemaue mOKYMEHTOB 1O IPUHAUIEKHOCTH B HMHBIE CTPYKTYPHEIE
TOPA3ACICHUS  Cy/la COCTaBIIETCA PEECTP, KOTOPHIA IMOAMMCHBAETCS paboTHUKOM
IPUEMHOM Cy/1a U pabOTHUKOM CTPYKTYPHOTO II0pa3sfeNeHus cyia, B KOTOpoe MepefatoTes
AOKyMEHTEI. Komus maHHOTO peectpa MOCHE €ro MOATHCAHUS BMecTe C JIOKyMEHTaMH
TICPEIACTCA B COOTBETCTBYIOIIEE CTPYKTYPHOE MOAPa3IeIcHUE CyJa, a OpUIMHAN XPaHUTCS
B MPUEMHOH cya.

3.11. JloKyMeHTHI, mHOgaBaeMbIE IO AellaM, Ha3HAYECHHBIM K PacCMOTPEHHUIO,
pabotauk IlpuéMHOM cyna 06s3aH He3aMemTHTEILHO 3apErUCTpUPOBATh B MOJCHUCTEMAX
I'AC «IIpaBocynue» u mepenars 1o peeCTpaM 110 IPUHAIICIKHOCTH.

3.12. Ecma mumo o6pamaercs ¢ mpocs6oit o IIPUEME KaKuX-Iub0 JOKYMEHTOB II0
KOHKpPETHOMY [I€IIy HEHNOCPEACTBEHHO B JIEHb, Ha KOTOPHIA HA3HAYEHO paccMoTpeHue
COOTBETCTBYIOIIETO Nea, paboTHUK IIpuéMuoii cyna o6szan PasbACHUTE OOpaTUBIIEMYCS
[IeTeco00pasHOCTh  paspeleHus COOTBETCTBYIOIIETO  BONMPOCA HEMOCPEACTBEHHO B
CyAe6HOM 3acejaHunu.

3.13. Ha Kax10oM HpHHATOM OOpaIleHNy, MOIAaHHOMY IO KOHKPETHOMY JIeJTy
(Matepuany), paGorauxom ITpuémuoit Cylla KpOME PErMCTPalHOHHOIO HOMEpa CTABUTCS
HOMEp  COOTBETCTBYIOIIETO JENa/IPOM3BOJICTBA, €CIM HMH(MOPMALUS O HEM HMeeTcs B
noxcucreMax «I'AC «IIpaBocynue»». Homep nena (MaTepuaia) pOCTABIAETCS TAKKeE 1pu
PEeTuCTpaivd  NPUHATOTO  oOpamieHus B momcucremMax [AC «IIpaBocynue» wu
COOTBETCTBEHHO — B peecTpax.

3.14. Ecnm x o6palieHuro MpHIOKEeHA KBUTAHIMS 06 OILIaTe rOoCy JapCTBEHHOM
TIONUIMHbL MM 3aBEPEHHAs KOIMA IUIATEKHOTO MOPYYEHHSA 00 oIiaTe rOCyAapCTBEHHOMI
TIOILIMHEL, 00 9TOM JlelaeTcss OTMETKA (C 00S3aTeIbHEIM YKa3aHHEM CYMMEHI YIUIAYE€HHO#
FOCYAapCTBEHHO! MOIUIMHEL) IIPH PETMCTPAIIAN JAHHOTO oOpamenus B moacucremax I'AC
«IIpaBocynuey.
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4. Beigaua 10KyMeHTOB

4.1. Bslmaya JOKyMEHTOB paGOTHUKOM IIPUEMHOM OCYIIECTRILETCS HA OCHOBAHUH
IUCBMEHHOr0  OOpamieHus  (3asBIEHHS) TPaXKIAHWHA, 3apEruCTPUPOBAHHOIO B
YCTaHOBJICHHOM MHCTPYKIIHEH 110 Cyne0HOMY JEIIOTIPOU3BOJICTBY MOPAIKE.

Paborhux IlpméMmHOM cynma mnpum Beiaue JOKYMEHTOB 00s3aH IIPOBEPHUTH
IPaBUIBHOCTE OGOPMIICHHS IOKYMEHTA, BBIIABAEMOTO CyIOM, M TOJBKO B CIIyd4ae
Ha[IeXKAIET0 €T0 0QOPMIICHHUS BEIIATH JAHHBIH JOKYMEHT.

JlOKyMEHTEI, 0hOpMIICHHBIE HEHAUIEKAIIIM 00pa3oM, He MOTYT OBITh BBIIAHEL.
Paborauk IlpuémuOlt cyna o6f3aH yCTpaHWTH HEZOCTATKH B O(OPMIICHUH OKYMEHTA
CaMOCTOATENEHO OO BO3BPaTHTh JOKYMEHT NI HAIJIeXkaIero oopMIIeHUS B
COOTBETCTBYIOIIEE CTPYKTYPHOE IOAPA3IEICHUE CYIA.

4.2.  Pabornmx IIpuéMmHOM cyna HeceT OTBETCTBEHHOCTH TONBKO 34 COJIEpXKaHUe
CaMOCTOATEIBHO IOATOTOBIECHHOTO U BBIAABAEMOTO TOKYMEHTA JIALAM, OOPAINAIOMIMCs B
CyA, B TOM 4HCIE€ B HYaCTH COOTBETCTBHA COJEPXKAHMS JOKYMEHTa uH(pOpManyu
COZEpKAIIEHCS B COOTBETCTBYIOMMX HozcucreMax I'AC «IIpaBocynue.

4.3. Ecmm ZIOKYMEHT MOKET OBITh BBIIAH TOJIBKO OIIPEACTICHHEIM KaTETOPHSAM JIMII,
YCTAHOBJICHHBIM 3aKOHOM, paboTHHK IIpuémHON cyna 06S3aH YCTaHOBHTB JMYHOCTD
SAABUTCIL M OTPCACIUTE €r0 NPUHAIEKHOCTh K KaTErOPHH JIUI, MMEIOMEl IpaBo Ha
IIOJTyYeHHE JaHHOI'O JOKYMEHTA.

44. Ecmm JOKYMEHT BBIIAeTcs MPEICTABUTENIO 3asBuTeNs, paboTHUK [IpuémHuoii
CyZa, MOMMMO NEHCTBUH, yKa3aHHBIX B IyHKTe 4.3. PermaMenra, nomkes:

TIPOBCPUTD HAIMYHE Y NPEICTABUTEN NOBEPEHHOCTH OT 3asBHUTENS HA COBEpIICHUE
COOTBETCTBYIOWIETO NEHCTBHS, NP OTCYTCTBUH TAKOBOH Pa3bICHUTH HEOOXOMMMOCTE ce
npezncraieHus B IIpuéMuyto cyna;

CCIM  yKa3aHHas NOBEPEHHOCTh (€€ HOTapHAJbHO YAOCTOBEPEHHAS KOIHS) II0
A@HHBIM  COOTBETCTBYIOmMUX moxacucreM I'AC  «IlpaBocynue» wim 1o wmHGOpMAaImK
PabOTHUKOB COOTBETCTBYIOLIETO CTPYKTYPHOTO IOApa3/ieNieHuss CyJa OTCYTCTBYET B
Jielie/Marepuale, CHATh KOIMIO ¢ MOMIMHHMKA (€ro HOTapUaJIbHOM KOIIMH), 3aBEPHUTL €€
CBOCH IIONNKCHI0 M TEYaThIO MUIS KONMA M TPHOOIIATH K pPacCIIMCKE B IOJyYEeHHUH
3ampammuBaeMoro JOKyMeHTa. :

bes coBepiieHus yKasaHHBEIX NEHCTBUIA 3ampaldBacMEIi 3agBUTEIEM MOKYMCHT HE
MOJKET OBITH BEIJIAH €0 MIPEACTABUTEIIO.

4.5. llpum Bemaue wepes IlpméMmHyro cyma mo6oro JIOKYMEHTa C JIHIla,
TIOTyHAIOIIEro TOKyMEHT, OepeTCsi COOTBETCTBYIONIAs PACIIMCKA B €I0 HONYICHHUH.

Pacriucka odopmisercs nu6Go Ha ofpameHur o BEITaUe 3aIpamrBacMoro
MOKYMEHTA, TUOO Ha OT/ENHHOM JICTE ¥ JOJDKHA CONEPIKATh CIIEIYIOINNE CBEICHMS:

HalMEHOBaHKE JOKYMEHTa (PacIucKa);

(haMHIAIO, MMS M OTYECTBO JIMIIA, TTONYYHBIIEro IOKyMeHT(bI);

®.11.0. 10IKHOCTHOTO JIMI[A ¢ yKa3aHHEM HaUMEHOBAHHS 3aHIMAEMO JOJDKHOCTH,
33 HCKIFOYEHUEM CITyJaeB OQOPMIICHHUs PaCI#CKU Ha 0OpalneHuy (3ampoce), coaepkariemM
HUHGOPMAIIIIO 0 3aHUMAEMOH UM TOJDKHOCTH;

HaNMCHOBAHHE  IIONYYEHHOTO(bIX)  JOKyMEHTa(OB), yKa3aHHE  KOJHYECTBA
TIOTyYCHHBIX 3K3EMIUIAPOB M KOJUYECTBA JIMCTOB IPUIIOKEHUIA;

TIOAITHUCH JIUIIA, TOJYYUBIIErO JOKYMEHT(bI);

JlaTy MOIy4YeHUs TOKyMeHTa(OB).

4.6. PaGornmk IlpuémHOIl cyna o6s3aH TIpOBEpHUTE MPaBUIBEHOCTE OGOPMITCHHA
PACITCKH, KOTOpas MEPENacTcs IO NPUHAUIEKHOCTH JUIA NPHOOLIEHHS K MaTephaiaM
Iena/lIpOu3BOACTBA, O BBIAAYe JOKyMEHTAa [eaeTcs OTMETKA - B COOTBETCTBYIOIIUX
nozacucremax 'AC P® «IIpaBocynue», B CIpaBOYHOM JIHCTE.

b
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4.7. Komnuu 3anpammBaeMbIX CyJEOHBIX aKTOB M3TOTaBIMBAIOTC U OQOPMIIIIOTCS
B COOTBCTCTBHUHU C Tpe6OBaHI/I}IMI/I WHCTPYKIIHHU IIO Cy,JIG6HOMy ACIOIIPOU3BOACTBY
HETOCPENCTBEHHO paboTHukoM [IpumémHON cyma wiM WHBIMH = YIIOJMHOMOYEHHEIMU
paGOTHI/IKaMI/I alapara cyla B JCHb IIOCTYINICHUA 3adBJICHUA, a IIPH HEBO3MOXHOCTU — B
CPOK He 0oJiee Ty paboumX JTHEH ¢ YKa3aHHOM JaTHL.

5. BzaumopeiicTBHe ¢ APYTHMH CTPYKTYPHBIMH MOAPa3AeIeHHSIMHE Cyaa

5.1. B cmyuasx, xorna pabotHuk [Ipuémuoii obparaercs k paboTHUKaM ammapara
Cylla, B COOTBETCTBYIOIIE CTPYKTYpHBIE ITOApa3NeNeHUs, MocleaHne O0S3aHBl IPUHSTH
HE3aMEIUIMTENBHBIE MEpPHI I Pa3spelleHus COOTBETCTBYIOIIEH MpoOIEMHON cUTyaruu
(HampuMep, MPOBEPUTH HATMUKE JIeNia B CyJle, YCTAHOBUTH 3allpalliBaeMyio WHPOPMAIIHIO
IO MaTepUalaM COOTBETCTBYIOIIETO €A/ TIPOU3BOJICTBA U Jp.).

5.2. PaGoramku IlpuémHoif cyma o00s3aHbl coOONIOAATh TMOPSAOK TEepeaadu
NPUHATEIX JOKYMEHTOB B IpyIM€ CTIPYKTYpHBEIE IIOAPA3JENCHUAS CyAd, YCTAaHOBJIECHHBIN
nmynkramu 3.9 — 3.14 mHacrogmero PerimamMeHTa B COOTBETCTBUM C TpeOOBaHWAMU
MHCTPYKIIUH 110 CyA€OHOMY IEIOIIPOU3BOACTBY.

53. 3a comepxaHWe U IIPAaBUIBHOCTH OGOPMIIEHUS BBIJABAEMOIO YEpe3
IIpuéMHyI0 Cyma [JOKyMEHTa HECET OTBETCTBEHHOCTh YIIOJIHOMOYEHHBIN paboTHHK
anmapara cyJa, U3TOTOBUBIIMK NaHHBINA JOKyMeHT. [Ipu 3ToM cooTBeTcTBUE OQOPMICHU
BBIITABAEMOT0 JOKyMEHTa TpeOOBaHUAM HHCTPYKIUHU IO CyIeOHOMY HEIOIpPOU3BOICTRY,
JIOJDKHO OBITH TIPOBEPEHO pabOTHUKOM almapara cyza.



