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1. O0mue moJioKeHust

1.1. JearensHocTh  mpueMHoOM  cyna (manee -  Ilpuemnas  cyna)
pernamentupyetcs [lonoxkeHneM o MpUeMHOMN CyJia, YTBEPKICHHBIM IMpezceaaTesieM
cyna Ha ocHoBaHuM IIpumepHOro mnojokeHwss O MPUEMHOM QenepaabHOro cyaa
oO1el IOpUCTUKIINK, YTBEpPXKACHHBbIM MpukazoM CyaeOHOro nernaprameHTa MpH
BepxoBaom Cyne Poccuiickoin @enepanyu 1 HaCTOAIMM THUIIOBBIM PErIaMEHTOM.

1.2.IlpaBoBO€ peEryiavpoBaHUE OTHOUICHUM, CBS3aHHBIX C OpraHu3anuen
paccMoTpeHus  oOpanieHui  rpaxaaH  ((pU3MYECKUX  JIUI), IpeAcTaBUTENeH
opraHm3anuii  (FOpUIUYECKUX JIMI[), OOIIECTBEHHbIX OOBEAMHEHUN, OpPraHoOB
rOCyJIapCTBEHHOM BIIACTU M OPraHOB MECTHOTO CaMOYIPaBJIEHHUS OCYIIECTBIISIETCS B
cootBercTBUM ¢ Kouctutyuumeit Poccmiickoit ®enepaunu, QenepaibHBIMU
KOHCTUTYIITMOHHBIMU 3aKOHaMH, (enepabHbIMA 3aKOHAMH, YCTaHABIWUBAIOIIUMHU
MOPSIAOK  CYJONPOU3BOJICTBA, TMOJHOMOYUS M MOPSJOK JESITEIBHOCTH CYIOB,
denepanbHbIM 3aKOHOM OT 22 nekabps 2008 1. Ne 262-03 «O6 obecnevyeHUH
noctyna K wHbopmanuu o JesTenbHocTH cynoB B Poccuiickoit depepanmm» u
WHBIMHU aKTaMU, PETYJIHPYIOUIMMHU BOIIPOCH BHYTPEHHEH JIeATETbHOCTH CY/Ia.

2. Opranuzanusi npuemMa

2.1.Ilpuem rpaxnan (pu3nyecKux JuIl), MPEACTABUTENCH IOPUANUECKUX JIHII,
OpraHu3aluii, OOIIECTBEHHBIX OOBEIMHEHHI, OPraHOB T'OCYJAPCTBEHHOW BJIACTU U
OpraHOB MECTHOTO CaMOYMPAaBIICHUS (J1ajiee - TPUEeM TpaxkaaH) MPOU3BOJUTCS B JACHb
ux oOpamieHus ¢eaepalbHbIMA TOCYJAPCTBEHHBIMU TPAXKIAHCKUMH CIIYKalllUMU
anmapara CcyJla, B CHEUUMAIbHO OTBEJAEHHOM TIIOMENIEHWH, OCHAIICHHOM
HEOOXOJMMBIM  WMYIIECTBOM, HOPMATHBHBIMH, CIPAaBOYHBIMH W  WHBIMH
MaTepualiaMH, CpeJICTBaMU CBSI3H.

2.2 Ilpuem rpakiaH BEACTCS €KETHEBHO B TEUCHHE pabOUYero BpeMeHH Cya,
YCTAHOBJICHHOTO YTBEPKJICHHBIMH MpejicenareneM cyna llpaBuiamMu BHYTPEHHETO
pacmopsiika cyaa, 0e3 MpenBapUTENIbHOM 3amucH B TOPSJIKE OYEPEAHOCTH, 3a
UCKIIFOUEHUEM OTJAEIbHBIX KAaTeropuil Tpa)kaaH, HMEIIIMX B COOTBETCTBUU C
3aKOHOJIaTE€ILCTBOM IIPABO Ha BHEOUYEPETHON TIPUEM.

[Ipyu mnpueMe rpaxaaHUH TPEIBABISET JAOKYMEHT, YIOCTOBEPSIOIIMIA
JUYHOCTh, JOBEPEHHOCTh HA COBEpILIEHHWE COOTBETCTBYIOIIETO JACHCTBUS (IS
IpeICTaBUTENS 3asBUTENS) IMOO OpAep aJBOKaTa.

2.3.Bo Bpems mpuemMa rpaxiaH, a Takke MpU UX oOpalleHuu mo TeiaedoHy



rpaxJaHaM MOTYT JaBaTbCSl YCTHBIE PA3bIACHEHUS O IMOJBEAOMCTBEHHOCTHU
PAacCCMOTPEHMSI MHTEPECYIOUIMX HX BOIPOCOB, MOPSIKE OOpallleHHs, KOMIETEHUIUU
cylna, TOpsAIKe MOoJydeHHs HHPopMauud o0 HUTOrax pacCMOTPEHHUS 3asiBICHUM,
Kaj00, UHBIX 0OpaIleHH.

2.4. YcTHBIE OTBETHI U Pa3bsICHEHUS Ha YCTHBIE O0pallleHUs TpakiaH aloTcs,
KaK MpaBUiio, B JIeHb oOpamieHus. Ecinu gath yCTHBIA OTBET (pa3bsiCHEHUE) B JICHb
oOpalieHusi He TMPEeJCTaBISETCS BO3MOXHBIM WMIIM TpPaXIaHWH HAcTaMBaeT Ha
MPEIOCTABJIEHUH MTUCBbMEHHOTO OTBETA, €EMYy JAETCS YCTHOE PA3bsICHEHUE O CPOKE U
MOPSJIKE TTOJYYEHUS OTBETA.

JIns mosy4eHHusT MHUCBbMEHHOTO OTBETAa IO HUTOraMm NpueMa TPaXKIAaHUHY
npejiaraeTcsi MUCbMEHHO W3JI0KHTh CMBICH CBOETO BoIpoca (MpeasioKeHus,
JKaJI00BbI).

2.5.Paborauku IlpuemHoii cyna o0si3aHbI OKa3bIBaTh COACHCTBUE TPakIaHAM
B MPaBWIbHOM YKa3aHUM B MHUCbMEHHOM OOpalleHUH Ha3BaHUs JIOJDKHOCTH,
dbaMunuu, IMEHHU, OTYECTBA aJpecara, Ha3BaHUs Cy/a.

2.6.Bce wMarepuaipl, IOJYyYEHHbIE OT TpaXKIaHMHA B XOJE IPUEMA,
PETUCTPUPYIOTCS B COOTBETCTBUU C MHCTPYKLIHUEH 1O Cy/1Ie0HOMY J€I0MPOU3BOJICTRY.

2.7.PabotHuku [IpuemMHON Cy/la HECYT HEMOCPEICTBEHHYI0 OTBETCTBEHHOCTD
3a HaJyIeKalllee BEJCHUE Mpruema.

B ciydyae BO3HUKHOBEHHMS IO MPUYMHAM, CBS3aHHBIM C OpraHU3aluel padboThl
B Cyle, TMpOOJIEMHBIX CHUTyalii, MPENSTCTBYIONUX MPEACTABICHUIO JIUILY,
oOpatuBIIeMycCsi B Cyl, 3ampammrBaeMoll WHGOPMAIMHU, BBIAYe 3ampaninBaeMbIX
JIOKYMEHTOB, IPUHSATHIO MOJABAEMBIX UM JOKYMEHTOB, pabotHuku IIpuemkoi cyna
00s13aHbI PUHATH MAaKCUMAJIbHO BO3MOXHBIE MEPHI JUIsl pa3penieHus] CUTYaluu o
CyIIECTBY, B TOM 4YHCII€ OOpaTUTbCI K paOOTHUKAM JAPYTUX CTPYKTYPHBIX
NoJIpa3ieNIeHuH cy1a, IpeceaTento (3aMEeCTUTENIO MPEACENATENs) Cy/Ia.

2.8.Pa3penienre JOOBIX CIOPHBIX CUTyallud, BO3HMKAIOIIMX B IMpoIlecce
B3auMojercTBusl [IpuemMHON cyna ¢ OpYyrMMHM CTPYKTYPHBIMH MOJpa3/elICHUSIMU
cyla, MPOU3BOAMUTCS 4Yepe3 HadallbHHKA COOTBETCTBYIOIIErO OTAena. PaboTHUKH
[Ipuemuoit cyna o0si3aHbl MHGOPMHUPOBATH HayaJbHUKA OTAENa 000 Bcex
BO3HMKAIOIIKX B Iipouecce padbotel [IpuemHol cyna npoOIeMHbBIX CUTYaIUsIX.

2.9. B cmyyasix, Korma pa3peleHHe BOIPOCa, C KOTOPbIM TpaXXJaHUH
oOpatraeTcst B €y, He BXOJAUT B KOMIIETEHIIMIO TaHHOTO cy/a, paboTHUKH [IpremHoit
Cylla pa3bsICHSIOT, B KAKOW CyH ClIeayeT OOpaTUThCSA C MOJOOHBIM BOIPOCOM, JIMOO
COOOIIAIOT, YTO JAHHBIA BOMIPOC HE OTHOCUTCS K KOMIIETEHITUHU CYIOB.

2.10.Pabotauku IlpuemMHON HE WMEIOT TpaBa MPEIOCTABISTH CIEAYIONIYIO
uH(pOpMaIHIO:

0 HOMEpax TeJeOHOB PYKOBOJICTBA U CYJEH TAHHOTO CyJa, a TAaKKe JPYTuX
CyNOB;

uH(pOopMaIuIo, COCTABJIIOLLYIO roCyJIapCTBEHHYO, CITyXeOHY10,
KOMMEPUYECKYIO TallHy M MHYK0 OXPAaHSIEMYIO 3aKOHOM TaiHy, a TaKXe ApYyrue, He
MOJJIEKAIINE PACIPOCTPAHEHUIO CBENICHMS, CTaBIIME HW3BECTHBIE UM B CBSI3H C
UCITOJIHEHUEM JIOJKHOCTHBIX 00s13aHHOCTEH.

2.11.Pabotauku [IpueMHOM cyfa HE UMEIOT MTpaBa OKa3bIBaTh IOPUIUYECKYIO
MOMOIILIb JIUI[aM, OOPaTUBIIMMCS B CY/]I, 3a UCKIIOYEHUEM
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npenocTaBlieHuss HHOpManMu 1O BompocaMm oOQopmIIeHUs 3asBICHMI, >Kajo0,
oOpailreHui, MoaBaeMbIX B CyJ, MOPSAAKAa X TMOJA4H, TOPSAKA MOJTYYCHHUS OTBETa
WM 3ampaninBaeMbIX TOKYMEHTOB.

2.12.1lpu mpueme oOpalleHUl Tpa)KIaH HE JOMyCKAeTCsl BO3JIOXKEHHE Ha
rpakJaH He TMPEAYCMOTPEHHBIX 3aKOHOM OOS3aHHOCTEH WM OTrpaHUYCHHE
BO3MOXKHOCTH pEaM3aINH UX TPaB, B YaCTHOCTH HE JOIMYCKAIOTCS TPeOOBAHMS:

NPECTaBICHUS TOKYMEHTOB, HE MPEAYCMOTPEHHBIX 3aKOHOJATEIBCTBOM,
IPEIOCTABISAIONIUM TPAXKIAHUHY MPaBO, Ha pealu3alfio KOTOPOTO HampaBlIEeHO
3asiBeHue (3kanoba, oOparieHue);

WCIIOJTHEHUSI TPaXJTAaHUHOM OOS3aHHOCTEH, HE CBSA3AHHBIX C 3asBICHUEM
(>xano00oii, oOpaleHueM), €CH 3TO He PETyCMOTPEHO (eiepaibHbIM 3aKOHOM;

pean3aluy TpakJIaHWHOM CBOETO IpaBa TOJIBKO MPU YCIOBHM peaau3alluu
UHBIX HE CBSI3aHHBIX C HHUM TIpaB, €CIIM 3TO HE MPEIYyCMOTPEHO (eneparbHbIM
3aKOHOM;

yIIaThl COOPOB, OTUIATHI YCIIYT, HE MPEYCMOTPEHHBIX 3aKOHOIATEIHCTBOM;

CHATHS KOMMH C  JIOKYMEHTOB, €CIM O3TO HE TNPEayCMOTPEHO
3aKOHOAATEILCTBOM;

00513aTeTFHOTO  3aKJIFOUEHUSI JIOTOBOPOB, CBS3aHHBIX C PAaCCMOTPEHHEM
3asBlieHUs (KajoObl, OOpalleHusi), €eCIu B COOTBETCTBUU C TPaXKIaHCKUM
3aKOHOAATENHCTBOM Poccuiickoit deneparun mo100HBIE TOTOBOPHI 3aKJIIOYAIOTCS B
T0OPOBOJIBHOM TIOPSIZIKE;

00s13aT€TbHOTO HCIIOJIb30BAHUS TPAXKIAHMHOM TIpU [OJaye 3asBICHUIM
OJJaHKOB M MHBIX TUIIOBBIX ()OPM, BBIAABAEMBIX CYAOM, €CIH 3TO HE MPEAYCMOTPEHO
3aKOHO/IaTEIbCTBOM;

COBEpUICHHsS] TPaXKIAaHUHOM MHBIX JEWCTBUN, HE MPEAYCMOTPEHHBIX
3aKOHO/IaTEJIbCTBOM.

3. IlpueM 1OKYyMEHTOB

3.1.Pa6otHuku [IpueMHOM cyna MpUHUMAIOT OT JIMII, OOPAIIAIONIUXCS B CY/I,
JIOKYMEHTBI, HEMOCPEACTBEHHO TIPUHOCUMBIE UMH B CY/I.

3.2.PabotHuku IlpuemHol o00s3aHbI MPOBEpUTH OGOpMIICHUE OOpaIleHUH,
MoJlaBaeMbIX B CyJ, Ha COOTBETCTBHE OOHIMM TpeOOBaHMUSIM K OGOPMIICHHIO,
U3JIOKEHHBIM B TMYHKTE 3.3 Hacrosiero THUIIOBOTO periiaMeHTa, a TakkKe HOpMaM
IPOLECCYaJbHOTO 3aKOHOAATENBCTBA M B CIy4dae HEBEPHOro OQGOpMIICHHUS
npouHpopMupoBaTh 00 3TOM 3asBuTENA. Ecim HemocTaToKk B O0QOPMIICHUU MOXKET
OBITH HCTIPABIICH HEMEIJIEHHO, paboTHUKY [IprueMHot cyma HE0OX0IUMO Pa3bICHUTH
3asIBUTENIO JAHHYI0 BO3MOXHOCTH. VcTipaBiieHHs B 3ampocax MpaBOOXPaHUTEIBHBIX
U CyJeOHBIX OpraHax He J0MyCKaloTCs.

OOparenus, coaepxamire OCKOPOUTEIbHBIE BBIPAKEHUS, HE TOIAIONTNECS
npouTeHuto Jbo odopmileHHbIE Ha OOOPOTHOW CTOpOHE OJIAaHKOB, OOpPBIBKAX
Oymaru; odopMIICHHBIE HE HAJJISKAIUM O0pa30oM WM HE MOMAJSKAIUE TojJade B
JaHHBIA Cyld, MOTYT OBITh TPHUHATHI B TOM Cllydae, €CJIM TIOCJ€ TOTYYCHHS
paswsicHeHuil oT paboTHuka [IpwemMHON Cyna TpakImaHWH HACTaWBaeT Ha IOjJadue
(IpUHATHN) yKa3aHHBIX OOpaIleHnui.

PaGotuuk IlpueMHO# cyna He WMMeeT MpaBa MPUHUMATH OOpaleHHs, B



KOTOPBIX B KaUeCTBE aJpecara He yKa3aH JaHHBIN CY/I.

3.3.JIrob0e mpuHHMaemMoe 3asBieHUE (kajoba, oOpalieHue) J0JDKHO
coJiepkKaTh CJIEIYIOUTYI0 HH(OPMAIIHIO:

yKa3zaHue ajpecata (HauMEeHOBaHUE JAHHOTO Cy/a);

dbaMuIMoo, MMsA, OTYECTBO 3adABUTENS WM HAMMEHOBAaHUE OpraHU3alluu,
SIBJISIOIICICS 3asIBUTEIIEM;

MOJIHBIN ajjpec (C yKa3aHHEM MOYTOBOIO MHAEKCA) MeCTa >KUTEIbCTBA WIIU
MeCTa HaXOKICHUS 3asBUTEIS;

HalMEHOBaHHE JIOKYMEHTA (3asiBJIEHUE, Kan00a, 3apocC U T.I1.);

JUYHYI0 TOJNUCH 3asBUTENS WIM JODKHOCTHOTO JIMIA OpTraHU3alllH,
SIBJISIFOIICHCS 3asiBUTEIICM,

JaTy oOparieHusl.

B Tekcte Tex kareropuil 3asBieHHU (xKano0, oOpalieHuii), KOTOphIE B
COOTBETCTBUHM C HOPMaMHU MPOLECCYAbHOTO 3aKOHOJATENbCTBA MOTYT OBITh MOJAHBI
TOJIbKO y4YaCTHUKaMHU CYAONPOM3BOACTBA (JIMIIAMHU, YYacCTBYIOIIUMH B JIETIE;
YYaCTHUKaMHU MPOMU3BOJICTBA IO JieiaM 00 aJIMUHUCTPATUBHBIX MPABOHAPYIICHUSIX),
NOMUMO  TEPEYHUCICHHOM  BbIllle  WHGOpPMAIMM  JIOJDKHO  OBITh  YKa3aHOo
npolieccyanbHOE MOJI0KEHUE 3asIBUTES.

3.4.Eciu 3asBUTENb MPOCUT OTBET Ha I0JlaBaeMoe OOpalleHue WIn
3anpalrMBaeMyto Komnuw (MOMJIMHHUK) AOKYMEHTa (OB) HE HAMpaBiATh MOYTOH, a
BbIIaTh Ha PYKH JUOO OTMHPABUTH MO JPYroMy ajpecy (IpyroMmy JHILy), 3TO
00s13aTeNbHO TOJIKHO OBITh YKa3aHO B MPUHUMAeMOM OOpallleHu .

3.5.Ecnu B npuHUMaeMOM OOpaIlieHUH UMEETCSl CITUCOK MPUIaraéMbiX K HEMY
JOKYMEHTOB, pabotHuku IlpueMHO#l cynga oO0s3aHBI TPOBEPUTH COOTBETCTBHE
NPWIOKEHUHN, YKa3aHHBIX B CIMCKE, W TOJBKO TIPH YCJIOBHHM HAIWYUS BCEX
MIEPEUYNCIICHHBIX MPUIOKEHUN TPUHATH JOKYMEHT. B citydae oTCyTCTBUS KaKUX-1100
npuwiokeHul pabotHuku I[lpuemMHO cyga JOJKHBI MPEIJIOKUTH  3asBUTEIIO
BBIYEPKHYTh OTCYTCTBYIOIIME TPHIOKEHUS M3 CIHCKA M 3aBEPUTh JAHHOE
UCIIpaBJeHUE MOANUCHIO 3asiBUTENs. OOpaleHue, B KOTOPOM OTCYTCTBYIOT Kakue-
aM00 MPUIOKEHHUS, MOTYT OBbITh MPHUHATHI B TOM cllydyae, €CJIM TOJy4YeHHUs
pazbicHeHuil oT paboTHuka [lpuemMHOI cyna 3asBHUTENb HACTAaMBAeT Ha MOJaye
(mpuHATHM) yKa3aHHBIX oOpameHuit. [lpu 3TOM 00 OTCYTCTBHM KaKOIro-ji0o
JOKyMEHTa WU TMPWIOKEHUS K OOpAIlEHUIO COCTABIISIETCS aKT B COOTBETCTBUM C
TpeOOBaHUSAM HHCTPYKUUU IO CyAeOHOMY JAEIONPOU3BOACTBY, OJUH SK3EMILIP
KOTOPOTO BbIJIaeTCs (HAIPABIISAETCS) 3aABUTEIIO, UHBIE AK3EMILISPbI IPHUOOIIAIOTCS K
MOJy4YE€HHBIM JOKYMEHTaM U MepeaaeTcs BMECTE C HUMHU 10 MPUHAAJICKHOCTH.

3.6.B ciyuae, oTka3a 3adBUTENS] OT BHECEHUsS YKA3aHHBIX HCIPABICHUN B
CIIUCOK NPUJIOKEHUH JMOO0 €eclaM OTCYTCTBHE NPUJIOKEHHUS YCTAHOBJIEHO IOCIe
npuHATUS oOpamieHusi, pabotHuku IlpmemHoit cyna wuHQOpMHUpPYIOT 00 dTOM
HayaJbHUKA OTJAEJIa U COCTABJISIETCS aKT O TOM, YTO COOTBETCTBYIOIIEe oOpalieHue
OPUHATO 0€3 YKa3aHHBIX B HEM MPHUJIOKEHUN (aKT COCTABISIETCS B COOTBETCTBUU C
TpeOOBAHUSIMU MHCTPYKIIMH MO Cy1€0HOMY J1€TIOMPOU3BOJICTBRY).

3.7.Eciu oOpailieHre TOJMNUCAHO TMPEACTABUTENIEM WIM 3alUTHUKOM
3asBUTENS, paboTHUKMU [IpuemMHoil cyna o0s3aHbI:

NPOBEpUTHh HAJIMYME Yy TMPEJCTaBUTENS JOBEPEHHOCTH OT 3asBUTENd Ha
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COBEpLIECHNE COOTBETCTBYIOLIEIO IPOLECCYaJbHOIO JIEUCTBUSA, & y 3alUTHUKA -
opaepa (uisl aJBoKara), MIOCTAHOBIIEHUS CyJa O JIONMYCKE B KayecTBE 3allIMTHUKA
Hapsly ¢ aIBOKaTOM WJIA JTOBEPEHHOCTH OT JMIA, B OTHOLIEHUH KOTOPOTO BEAETCS
MPOU3BOJICTBO M0 JIeNTy 00 aAMUHUCTPATUBHOM MPABOHAPYILIECHUU;

B cCllydae HEOOXOJAMMOCTU PAa3bSICHUTh O0053aTENIbHOCTh MPUOOIIECHUS K
oOpamienuto opzaepa (AJig aaBokaTa), 3aBEPEHHOM KOMUU TMOCTAHOBIICHUS CyJa O
JIONyCKE B KAYECTBE 3alUTHUKA HAPAY C aABOKATOM;

€CJIM JIOBEPEHHOCTh (€€ HOTapHaJbHO 3aBEPEHHON KOMUHM) MO JaHHBIM
UHPOPMAIlMOHHOW  CHCTEMbl  CyJa WIM 1O  COOOIIEHHWI0O  PaOOTHHUKOB
COOTBETCTBYIOLIETO CTPYKTYPHOI'O MOJPA3JIEICHNs Cya OTCYTCTBYET B MaTepHAIax
JleJla, CHATh KOIMHWK C TNOJJIMHHHAKA WM HOTAapUabHO 3aBEPEHHOM KOIHUHU
JIOBEPEHHOCTH, 3aBEPUTH €€ CBOEH MOAMKUCHIO U MEYAThIO JJISI KOTHUI U MPUOOITUTH
€€ K MOJJaHHOMY OOpaIlleHHUIO.

3.8.IoKyMeHTbI, TPUHOCUMBIE B [JOMNOJHEHHWE K paHee IMOJAaHHBIM
oOpalnieHusiM, MOTyT ObITh MPUHATHI B [IpueMHOM cyna TONBKO B TOM Ciyyae, €Ciu
oOpaleHue, B JOMOJHEHHE K KOTOPOMY OHM IPEICTaBIIAIOTCS, MOCTYNUIO B CyIl U
€I1e HE PACCMOTPEHO.

K nokymeHTam, mnpencraBisieMblM B JONOJHEHHWE K paHee IMOJaHHBIM
oOpamieHusiM, JOHKHO OBITh MPUIIOKEHO 3asBICHHE C YKAa3aHMEM Ha TO. B
JOTIOJTHEHUWE K KakoMy HMEHHO OOpalleHUuI0 OHHU MpeicTaBisioTcs. B ciydae
OTCYTCTBHSI Takoro 3asBieHusi, pabotHuk IlpmemHOl cynga oOs3aH yKasaTh
3aABUTENI0 HAa HEOOXOAMMOCTh €ro cocTaBiieHus. be3 mpuoOiieHus ykazaHHOTO
3asBJICHUSA JOKYMEHTBI, IPEJACTABISAEMbIE B JONOJHEHHE K paHee NOJAaHHBIM
oOpareHusiM, MOTyT OBITh TNPHUHATHI TOJIBKO B TOM Ciy4ae, €CIU TMOJaTelb
HACTaWBaeT Ha WX MpuHATUU Oe3 3asBieHus. [Ipu stom pabotHuk [IpuemHoit cyna
00s13aH TPUHATHL BCE BO3MOXHBIE MEpHI IS YCTAaHOBJICHHS OOpalieHus, B
JOTIOJIHEHUE K KOTOPOMY IPEACTABIIAKOTCA IMOJAaHHbIE JTOKYMEHTBbI, HO HE MOKET
HECTU OTBETCTBEHHOCTHU B CIIydyae HEBEPHOTO OMpeesieHrs oOpalieHus, K KOTOpoMy
HAJUICKUT MPUOOLIUTH TOIaHHbBIE TOKYMEHTHI.

3.9.Ha npunsarom pabotaukom [IpueMHOlN cyna oOpallleHuy MpoCTaBIseTCs
mtami [IpueMHOM cyna ¢ yKa3aHHEM TEKYIIEW JaTbl U BPEMEHU, KOTOPbI CTABUTCS
Ha JIMLEBOW CTOPOHE MEPBOro JIMCTa OOpalieHusi B MPABOM HIXKHEM YIIy, TaM jKe
craButca Bxomsaummu HoMmep. Illtamn IlpuemHOM cCyna, 3aBEpPEHHBIN MOJIMUCHIO
paboTHMKa, TPHUHSABIIETO OOpalieHre, 10 TPochde JINIA, TMPEICTABUBIIETO
obpamenne B [lpumemHyro cyna, CTaBUTCS Tak)Ke€ HAa TPEICTABICHHONW WM
JOTIOTHUTEIPHOW KOMMM JaHHOTO oOpamieHus. [lltamm He craBuTCs HaA ApPyruUx
JOKYMEHTAX, JaX€ €CJIM OHM NOJAKTCA B JIONOJHEHUE K paHEe IOJaHHBIM
oOpaimieHusiM 0e3 MPHOOIIEHUS K HUM 3asBJICHUS, YKa3aHHOTO B TMyHKTe 3.8.
HACTOSILErO PEerJaMeHTa.

3.10. Bce npuHATBIE JOKYMEHTBI, B TOM YHCJIE€ MOJAHHBIE B JOMOJHEHHUE K
paHee MoJaHHbIM oOpaneHusiM, paboTHuk [IpueMHON 00s3aH 3aperucTpupoBaTh B
cootBercTByrommx mnoacucremax ['AC «IIpaBocyaue» (ITN «JlokymeHTOOOOpOT M
oOpamenus rpaxaany, [I1 «CyneOnas KoppecnoHIeHIMs» U Ap.) U NIepeaaTh B ACHb
npuemMa IO MPUHAIJICKHOCTH MO CHOPMUPOBAHHOMY U pAaCIEUYaTaHHOMY U3
noacucrem ['AC «lIpaBocynue» COOTBETCTBYIOLIEMY PEECTPY NEPEAAUYHN TOKYMEHTOB
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WU €IMHOMY PEeCcTpy ydeTa BXOASIIEH KOPPECIOHJCHINH (B cllydae perucTpanuu
BCEM BXOJdIIeH KoppecnoHjaeHunu B I[IpueMHON cyma) mMoj MOAMKMCH JIMITY»
HEMOCPEACTBEHHO KOTOPOMY I€pe/laHbl IOKYMEHTBI, C YKa3aHUEM UM 3aHUMaeMOU
JIOJDKHOCTH, @ B MCKIIOYUTENBHBIX ciydasx - He moszaHee 10.00 ciemyromniero
pabodero [Hs, €CJIM HMHOE HE MPEIyCMOTPEHO HHCTPYKIHMEH 10 CyaeOHOMY
JIeJIONPOU3BOACTBY. Peructpanys JOKYMEHTOB M Iepeladya X IO MNPUHAJIEKHOCTH
OCYILIECTBIISIETCS B CTPOIOM COOTBETCTBUM C TPEOOBAaHUSAMHU WHCTPYKIIMU 10
CyZieOHOMY JIeJIOTPOU3BOICTBY.

[Ipu nepemadye AOKYMEHTOB MO MPHUHAJIEHKHOCTH B HHBIE CTPYKTYpPHBIC
MO/Ipa3/IeNICHUsI Cy/a COCTABISIETCS PEECTpP, KOTOPHIHA MOMAMUCHIBACTCS PAOOTHUKOM
NPUEMHON Ccyaa W pabOTHUKOM CTPYKTYPHOTO TMOAPA3AEICHUS Cylna, B KOTOPOE
nepearoTcs JOKyMeHThl. Komnusi JTaHHOro peecTpa Mociie ero NoJANUCaHus BMECTE C
JIOKYMEHTaMU MEePeIaeTCsl B COOTBETCTBYIONIEE CTPYKTYPHOE MOAPA3ACICHUE Cy/a, a
OPUTHHAJI XPAaHUTCS B MPUEMHOMU Cy1a.

3.11.lokymMeHTBI, mOoJaBaeMbI€ MO J€jJaM, Ha3HAYECHHBIM K PACCMOTPEHHIO,
pabotHuk IlpuemHO#il cyna o00s3aH He3aMEIJIMTENILHO 3aperucTpUpoBaTh B
noacucteMax ['AC «IIpaBocyaue» u nepenars o peecTpam Mo NpPUHAIJIECKHOCTH.

3.12.Ecam nunio oGparmiaeTcsi ¢ mpoch0oi 0 pueMe Kakux-J1ubo JTOKYMEHTOB
10 KOHKPETHOMY [IeJly HENOCPEACTBEHHO B [I€Hb, Ha KOTOPBIA HA3HAYEHO
paccMOTpEHHE COOTBETCTBYIOIIETO Jena, padoTHuk IlpuemHOM cyma 00s3aH
Pa3bACHUTHh OOPATHBIIEMYCS II€JIECOOOPA3HOCTh pa3perieHus COOTBETCTBYIOIIETO
BOIIPOCA HETIOCPEICTBEHHO B CYICOHOM 3aCEIaHNH.

3.13.Ha xaxqoM ONpUHATOM OOpAaIl€HUH, TOJAHHOMY IO KOHKPETHOMY €Ty
(matepuany), pabotHukoMm IIpwemHON cyga Kpome pPEerucTparmoHHOTO HOMepa
CTaBUTCS HOMEP COOTBETCTBYIOIIETO J1€JIa/TIPOU3BOACTBA, €CIM WH(OpMAIUsI O HEM
umeercss B mnoacucremax «['AC «lIpaBocynue». Homep nena (Marepuana)
MPOCTABIISACTCS TAKXKE MPU PETHCTPAIlMU MPHUHATOTO OOpalieHusl B IMOACHUCTEMax
I'AC «IIpaBocynue» u COOTBETCTBEHHO - B PEECTPaX.

3.14.Ecim x  oOpaiieHui0  TpWIOXKEHa  KBUTaHIUMA 00  orJiate
roCyJapCTBEHHOM TMONUIMHBI WM 3aBEPEHHAs KOMHUs IUIATE)KHOTO IMOpPYyYEeHHUs 00
orulaTe rocyAapCTBEHHOW MOIUIMHBI, 00 ATOM JejlaeTcsi OTMETKa (C 00s3aTeIbHbIM
yKa3aHUEM CYMMBI YIUIAYEHHOW TOCYJapCTBEHHOM IONUIMHBI) MPU PErucTpaiuu
nanHoro ooparienus B nojacuctemax I'AC «IIpaBocyauer.

4. Boigaya 10KyMEHTOB

4.1.Bpimaya JOKYMEHTOB pPAaOOTHMKOM TPUEMHOM OCYILECTBISETCS Ha
OCHOBaHUU MMCBMEHHOIO oOparteHus (3as1ByICHUS) IpaKJaHUHA,
3apErUCTPUPOBAHHOTO B YCTAHOBJIEHHOM  HHCTPYKUMEH 1O  cyneOHOMY
JEJIONPOU3BOACTBY HOPSIKE.

PaGotHuk IlpuemHOl cyna mpu BblIaye JTOKYMEHTOB 0OsA3aH IPOBEPUTH
IPAaBWIBHOCTh O(OPMIIEHUS JOKYMEHTA, BBIJABAEMOTO CYAOM, M TOJBKO B CiIydae
HaJJIeXkallero ero opopmiieHus Bbl1aTh JAHHBIN TOKYMEHT.

JIOKyMeHTBI, O(OpPMIIEHHBIE HEHAIJIEKAUM 00pa3oM, HE MOIYT OBbITh
BbI1aHbl. PaboTHuK IIpuemHOl cyna o0s3aH yCTpaHUTh HEAOCTATKU B OOPMIIEHUU
JOKYMEHTa CaMOCTOSITEIbHO JIMOO BO3BPAaTUTh JOKYMEHT [UIsl HAJUJIEKALIETOo



o(opMIIeHHS B COOTBETCTBYIOIIEE CTPYKTYPHOE MOApa3ieieHHE Cya.

PabGoTHuk I[lpueMHO# cyna HeceT OTBETCTBEHHOCTh TOJIBKO 3a COJIEp)KaHHE
CaMOCTOAITEJIbHO  MOJATOTOBJIICHHOTO ¥ BBIJABAEMOTO  JOKYMEHTAa  JIMIIaM,
oOparmjatroumcs B CyJl, B TOM YUCJIE€ B YaCTH COOTBETCTBUS COAEPKaHUS JOKyMEHTa
uHdopmaluu, colepxkaiieiicss B COOTBETCTBywIIMX  noacuctemax ['AC
«IIpaBocynue.

Ecnu nokyMeHT MOKeT ObITh BbIIaH TOJIBKO ONPEIEICHHBIM KATErOPHUSIM JIHII,
YCTaHOBJICHHBIM 3aKOHOM, paOoTHUK [IpuemHOMN cyna 00si3aH yCTaHOBUTH JTUYHOCTD
3asiBUTENS U ONPENETUTh €ro NPUHAJIEKHOCTh K KaTErOPHUH JIML, UMEKOLIEH MpaBo
Ha NOJIyY€HHE JaHHOTO JOKYMEHTA.

Ecnu 1OKyMEHT BbIIaeTCA MPEACTABUTENIO 3asiBUTENs, pabOTHUK [IpuemHoii
cyzia, TOMUMO JIEWCTBHI, YKa3aHHBIX B yHKTE 4.3. TUIIOBOTO periamMeHTa, 10KEH:

MIPOBEPUTHh HAJIMYUE Yy TMPEACTABUTENS JOBEPEHHOCTH OT 3asBUTENA Ha
COBEpUIEHHUE COOTBETCTBYIOIIETO JCHCTBUS, MPU OTCYTCTBUU TAKOBOW Pa3bACHUTH
HE0OXOAMMOCTD ee NpejacTaBieHus B [Ipuemuyto cyna;

€CJIM yKa3aHHasi I0BEPEHHOCTH (€€ HOTApUaJIbHO YAOCTOBEPEHHAs! KOMUs) 1Mo
JTaHHBIM cooTBeTcTBYyIomMX noacucteM ['AC «IIpaBocyaue» uian no uHbopmauu
PabOTHUKOB COOTBETCTBYIOLIETO CTPYKTYPHOIO MOAPA3ACICHUs CyJa OTCYTCTBYET B
nene/maTtepualie, CHATh KOIHIO C MOJUIMHHUKA (€ro HOTapUalbHO YJIOCTOBEPEHHOMN
KOIMHK), 3aBEPUTh €€ CBOEW MOJIMUCHI0O M MEYaThl0 JJs KOMMM U MPUOOLIUTH K
pacnucKe B MOJYYEHUHN 3alpaliiBaeMOro JOKyMEHTA.

be3 coBepuieHus yKa3aHHBIX JCUCTBUU 3alpallMBAEMBIA  3asIBUTEJIEM
JOKYMEHT HE MOXET OBITh BBIJAH €r0 MPEICTaBUTEINIO.

4.5Ilpu Beimaue dyepe3 IlpuemHyro cyma mo00ro JOKyMEHTa C JIHIIA,
MOJTyYaIOIIET0 TOKYMEHT, O€peTCsi COOTBETCTBYIOIIAS PACTIHCKA B €T0 MOTYYCHHH.

Pacmcka odopmusiercs nub0 Ha oOpalieHu O BbIJade 3ampaniBaeMoOro
JIOKyMEHTa, TM00 Ha OTACIILHOM JIMCTE U JIOJKHA COIEPKATh CIETYIOUIUE CBECHUS:

HAaMMEHOBaHUE JOKyMEHTA (pacIucka);

(baMuIMIo, UMS U OTYECTBO JIUIA, MOTYUYUBILIETO TOKYMEHT (bl);

®.1.0. [O0MmKHOCTHOTO JHUIA C YKa3aHMEM HAMMEHOBAHUSA 3aHMMAaEeMOU
JOJDKHOCTH, 332 HUCKIIOUYEHHEM CJy4yaeB O(QOpMIIEHUS PACIHCKUM Ha OOpalieHuu
(3ampoce), conepkaiieM HHPOPMaLIKUIO O 3aHUMAEMON UM JIOJKHOCTH;

HAaUMEHOBAHUE TMOJYy4YeHHOrO(bIX) JOKYMEHTa(OB), yKa3aHHE KOJIMYECTBA
NOJIYYEHHBIX IK3EMIUIIPOB H KOJIMYECTBA JIMCTOB IPUIIOKEHUH;

MOJANMKCH JINLA, TOJYYUBIIETO JOKYMEHT (bl);

JaTy MOJy4YeHUsl JOKYMEHTa (OB).

4.6.Pabotnuk IlpuemHoit cyma o00s3aH TPOBEPUTH  MPABUIBHOCTH
oOpMIIEHUS PACIIUCKU, KOTOpas MEePEAAeTCs MO0 MPUHAATIC)KHOCTH AJI MPUOOIIICHHS
K MaTepuaiaM jiesia/ Ipou3BOJICTBA, O BbIaue JOKYMEHTA JeJIaeTCsl TAaKKEe OTMETKA B
cootBercTByromMX nojacucremax I'AC «IIpaBocyaue», B CpaBOYHOM JIUCTE.

4.7 Konuu 3ampammBaeMblX — CYJEOHBIX aKTOB  HW3TOTaBIMBAIOTCS U
0pOpMIISIIOTCSI B COOTBETCTBUM C TpPEOOBAHUSMU HWHCTPYKIMU MO CyneOHOMY
JIEJIONPOU3BOCTBY HEMOCPEACTBEHHO paboTHUKOM [lpueMHO#N cyaga WM WHBIMU
YHOJHOMOYEHHBIMU pa0OTHUKAMU ammapara cyJa B A€Hb MOCTYIUICHUS 3asiBICHUS, a
IPU HEBO3MOKHOCTHU - B CPOK HE 0oJiee MATH pabouuX JIHEW ¢ yKa3aHHOU JIaThI.



5. BzaumogeiicTBre ¢ pa0OTHUKAMH anmapara cyaa

5.1.B cnyudasx, korga pabotauk [IpuemHol cyaa oOparmaercs kK paboOTHUKaM
anmapara cyna, B COOTBETCTBYIOLIME CTPYKTYpHbIE TNOJpa3[eieHus, IMOCIeIHNUE
00s13aHbl TPUHATH HE3aMEIJUTENIbHbBIE MEphI JI1 pa3pelieHUs COOTBETCTBYIONICH
npoOieMHON cutyanuu (Hampumep, MPOBEPUTHh HAMYHME JieNia B CyJlle, YCTAHOBUTH
3anpalivBaeMylo uH(pOpMaIIIO o MaTepuanam COOTBETCTBYIOIIETO
Jiea/IpoOr3BOICTBA U . ).

5.2.PaGotauku IlpuemHoil cyna oO0s3aHbI COONIONATH TOPSAOK MEpenadyu
NPUHATBIX ~ JOKYMEHTOB B  JIpyTHE€ CTPYKTYpHbIE  TOJApA3ACiCHUsl  CyJa,
yCTaHOBJICHHbIA TyHKTamu 3.9 - 3.14 Hactosmero TumoBoro periameHnta, B
COOTBETCTBUU C TPEOOBAHUSMU UHCTPYKIUH 11O CyI€OHOMY JI€JIONPOU3BOJICTBY.

5.3.3a comepxaHue W TPABWIBHOCTH O(GOPMIICHUS BBIIABAEMOTO dYepe3
[IpuemMHyt0 cyaa AOKYMEHTAa HECET OTBETCTBEHHOCTH YINOJHOMOYEHHBIH PaOOTHUK
anmapara cyJa, HW3rOTOBUBIIMM JaHHbIA JOKyMeHT. IIpu 3TOM COOTBETCTBHE
opopMIIEHUSI BBIJABAEMOI0 JAOKYMEHTa TPEOOBaHUSIM HHCTPYKIMHU MO CyAeOHOMY
JIEJIOMPOU3BOCTBY JIOJKHO OBITH pOBEpeHO paboTHHKOM [IpuemHOM cyna u B ToM
cilly4yae, KOrja JOKYMEHT MOATOTOBJIEH HWHBIM YIOJTHOMOYEHHBIM pPaOOTHUKOM
amnmnapara



