MNPUHATO YTBEPKJIAIO

Pemenwem oOrmiero cobpanus )1 [EPEKTOP
pabOTHHUKOB F¥acTuTyT
000 «V1I «HCTHTYT v/ v Fv\‘ criopTa»
TPaHCIIOPTa» : /}/%;}‘24' aTIUHOB

2y 2020

ITpoTokoi Ne _4‘7/ &7
«Ogy g3 202k,

IHOJIO’KEHHUE
0 nopsaKe pa3padoTKH H NPHHATHS
JIOKAJIbHBIX HOPMATHBHBIX aKTOB

B 000 «YuebHsIii nenTp « THCTHTYT TpaHCIIOPTA K 0€30I1aCHOCTH

1.00mue nojoKeHus

1.1. Hacrosmee IlonoxeHwe o TOpsaKe pa3pabOTKU M IPUHATHS JIOKAIbHBIX
HOPMATUBHBIX akToB (aee— ITomoxeHue) o0IIecTBa ¢ OTPAHMICHHON OTBETCTBEHHOCTHIO
«Yuebusii 1eHtp «MHCTHTYT TpaHcmopra W 6esomacHocTm» (nanee— OpraHusanus)
yCTaHABIUBAeT eIWHble TPeOOBaHHUSA K MPOLENype paspabOTKU MPOCKTOB JIOKATbHBIX
HOPMATHBHBIX aKTOB, HX COIVIACOBAHHMIO, IPHHATHIO, BBOAY B JCHCTBHE, OTMEHE,
BHECEHHs JTOTIOJTHEHUI 1 N3MEHEHUN.

1.2. JeitctBue Hacrosmero IlonoxeHHs pacIpocTpaHsieTcs Ha paspabaTsiBacMble
u mpuHEEMaeMble  OpraHusarueil JOKalbHBIE HOPMATHBHBIE aKTBI (flanee JOKaIbHEIE
aKTBI), ONpe e IAIOIIHe PABOBOI CTATYC M HAIPABJICHHS JEATENEHOCTH 00pa30BaTeIbHOMI
OpraHHU3AIWM, NpaBa M OOS3aHHOCTH NOMKHOCTHBIX JIHI, PabOTHHKOB M CTyJEHTOB,
a paBHO MHbIE PUPABHEHHbIE K HAM aKThl, yCTaHABIMBAIONIME HOPMbI (IIpaBHUiIa) 00IIero
XapakTepa, TpejHasHaueHHble I PeryIMpOBaHHUs YIPAaBIEHIECKOH, 00pasoBaTelbHOM,
KaJpOoBOH, QMHAHCOBOW U HHOM QyHKIMOHANBHOH NesTenbHOCTH OpraHu3aliuH.

1.3. Hacrostmee Ilonoxenue paspaboTaHo B cooTBeTcTBUH ¢ DezepaibHBIM 3aKOHOM
or 29.12.2012 Ne 273-®3 «0O6 obpazoBanuu B Poccuiickoil ®enepaiun», TpynoBsiM
konekcoMm P® (manee mo tekcty — TK PD).

1.4. JleficTBHe IOKAJIbHBIX HOPMATHBHBIX aKTOB, KOTOpBIE  pa3pabaTBIBAIOTCS
¥ npuHEMaoTcs B OpraHmsalii, pacIpoCTPaHSIOTCS Ha BCeX  pabOTHHKOB
1 obyuaroruxcs OpraHu3alum.

1.5. JloxampHBIE aKTBI AEHCTBYIOT TOIBKO B TMpejeliaXx IOaHHOH o00pa3oBaTelbHOM
OpraHM3alliy U He MOTYT PETyJIMPOBaTh OTHOIICHUS BHE e€.

1.6. HopMBI NOKaIbHEIX aKTOB, YXyZ[UIAlOIlde IIONOXEHHWE PabOTHUKOB I
oOyuyaroruxcst OpraHu3allid II0 CPaBHEHHIO C YCTaHOBJICHHBIM 3aKOHOAATENBCTBOM
06 006pa3soBaHMH, TPYAOBBIM 3aKOHOJATENLCTBOM JUMOO MPHHSITEIE C HapylIIeHUEM
YCTAHOBJICHHOT'O TTOPSAJIKA, HE IPUMEHSIOTCS U TOJJIE)KAT OTMEHE.
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2. llenm u 3aga4m.
2.1. Henamu 1 3amauyaMu HacTosmero I1ooxenue aBiastoTCs:
2.1.1. Co3nanne eqUHON U COITIAaCOBaHHOW CHCTEMBI JJOKAIBHBIX akToB OpraHu3aliyy.
2.1.2. OOecnedeHne NPUHIHUIIA 3aKOHHOCTH B HOPMOTBOPYECKON [EATEIBHOCTU
Opranuzanum.
2.1.3.  CopepLIeHCTBOBaHME  Ipolecca  IIOATOTOBKH, O(GOPMIIEHHS, IPUHATHUSL
Y peanu3aliiy JOKJIbHBIX aKTOB.
2.1.4. [IpenotBpatienue Iy OITupoBaHus peryivpoBaHUs OOIIIECTBEHHBIX
u 00pa3oBaTeNbHBIX OTHOLICHUH B OpraHu3aliymg.

3. Buabl JIOKAJBLHBIX aKTOB.
3.1. B coorserctBEEM ¢ VYcTaBoM JesrensHOcTs OpraHu3allddl  peryiaMeHTHPYETCs

CIENYIOIUMMH  BHUIAAMH  JIOKAJIBHBIX aKTOB: IIOJIOKEHUS, pEIIeHHS, IPHKA3EI,
pacopshKeHUs], HHCTPYKIUH, NOJDKHOCTHBIE HHCTPYKITUH, IPaBUIIa, TIOPSIOK.

3.2. IIpencTaBieHHbBIM IEpeYeHb BUNOB JIOKATBHBIX aKTOB HE SIBJISIETCS HCUEPIIHIBAIOLIHIM.
3.3. JloxanbHele akTsl Opraaus3aniy MOTYT OBITh KIIACCUMUITUPOBAHBL:

3.3.1. Ha rpynmnel B COOTBETCTBUH ¢ KoMIleTeHITHeH OpraHu3aliim:

- JloxanpHbIe aKThl OPraHU3alMOHHO-PACIIOPAIUTEIHFHOIO XapaKkTepa

- JloxanpHble aKTBI, PErIaMEHTHPYIOLIMe BOIMPOCH OpTaHHU3aIlud 00pa30BaTEILHOrO
mporecca;

- JloxanbHble aKThI, periaMeHTUPYIOIINE OTHOLICHUS paboToaaTesst ¢ paboOTHUKaMH;

- JloxanbHbIE aKTHI, pErTIaMEHTUPYIOIIE OPraHU3aIHI0 yIeOHO-METOMUECKOM paboThI;
- JloKanbHBIE aKTBHI, PpErTaMEeHTUPYIOUIME [esSTeNbHOCTh OPIraHOB CaMOYIIPaBJICHHs
Opranmzanuy;

- JloxanpHble axThl, perJaMeHTUpPYIOIIWE aJMUHUCTPATUBHYID H  (DUHAHCOBO-
XO3MCTBEHHYIO JI€SITEIBHOCTE;

JlokanbHBIE aKTHI, 0OECIIEYMBAIOIIHE BeJICHHE JIeIONPOU3BOICTRA.

3.3.2. Ilo xpuTepusm:

ITo cTrenenu 3HAUUMOCTH: 00s3aTeIBbHBIE U HEOOSI3aTEIbHEIE;

Io cdepe neiicTBus: 00IIEro XapakTepa U CIENUATLHOTO XapaKkTepa,

IIo Xpyry J/HI: pacHpoCTpaHSIONMecs Ha BCeX pPaOOTHUKOB M O0YYalOIHXCs
OpranusanMu M pacIpOCTPAHSIONIMECS Ha OIpeJelleHHYI0 KaTeropuio pabOTHHKOB
U obydaronuxcs 00pa3oBaTeIbHON OpraHn3alliu;

- Ilo cnoco0y npuHATHA: NpUHUMaeMble pyKoBomuTerseM OpraHusalfi eJUHOIUYHO
U IpHHMMaeMble C Y4YeTOM MHEHHs [PEACTaBUTENBHOIO OpraHa ydYacTHHKOB
o0pa30BaTeIbHBIX OTHOIICHHUH;

- 110 cpoKy IeHCTBHS: IIOCTOSHHOIO AEUCTBUSA — OECCPOUYHBIC U C OIPEICIICHHEIM CPOKOM
JeUCTBHS;

- Ilo cpoKy xpaHeHus: IOCTOSHHOIO XpaHeHus, 75 JIeT u IpyTue.

4. Ilopsiiok NOATOTOBKH JIOKAJTBHBIX AKTOB
4.1. NHUIIMaTOpOM NOJATOTOBKU JIOKAIBHBIX aKTOB MOT'YT OBITh:
4.1.1. Yupenurens.
4.1.2. Iupexrop OpraHuzaiyu.



4.1.3. 3amecturenu Jupexropa Opranusaimu (Ipd HaJIWYHH) 110 COOTBETCTBYIOLTHM
HaIIpaBJICHUAM JI€ATEIbHOCTH:

- PykxoBonuTenH CTpYKTYPHBIX ITopasaeneHuii Opranu3aium;

- Oprasel camoympasieHus (OOmee cobOpanue paGOTHHKOB W IIpeicTaBUTeNeit
oOyugaromuxcs, Ilenarornaeckuii coBeT- IpU HATUINH).

4.1.4. OcHOBaHMEM IUIS IIOJTOTOBKH JIOKAIBHOTO aKTa MOTYT TaKXe SBJIAThCS H3MEHEHUS
B 3aKOHOAaTenbCTBe PD (BHECEHUE U3MEHEHUH, U3IaHIe HOBBIX HOPMATHBHBIX IPABOBLIX
aKTOB).

4.2. TIpoekT JOKaJbHOIO aKTa TOTOBUTCS OTHENBHBIM PAObOTHUKOM HIH TIPYIIION
paboTHMKOB 10 nopydeHuro Jlupexropa OpraHuzauuu, a TaKKe OpPraHoOM
camoynpasieHus Opraou3aiiu, KOTOPBIH BRICTYITHI C COOTBETCTBYIOIIEH HHUIIMATHBOM.
4.3. IloAroroBKa JIOKaJIbHOTO aKTa BKIIIOYAET B Ce0s1 U3yUYEHHE 3aKOHOJATENBHEIX U HHBIX
HOPMATHBHBIX aKTOB, JIOKAIBHEIX akToB OpraHu3aniu, periaMeHTUPYIOIUX Te BOIIPOCHI,
KOTOPBIC MPEIIoIaraeTCs OTpa3suTh B IPOEKTE HOBOI'O aKTa, U Ha 3TOW OCHOBE BBIOOD €ro
BUJIa, COIEPKaHKs U IIPEJCTABICHHE €r0 B TUChbMEHHOH (opme.

4.4. Tlogroroeka Haubonee BaXKHBIX JIOKAIBHBIX aKTOB (IIPOEKTOB pEINEHHM CoGpaHmi,
IICICOBETOB, OPraHOB CaMOYIIPABIIEHHs, IIPUKA30B, IIOJOXEHUH, IIPaBHII) IOKHA
OCHOBBIBATBECS Ha pe3yibTaTaxX aHaju3a OCHOBHBIX CTOPOH AesTeNbHOCTH OpraHu3aluu,
TEHJICHIIUH €€ pPa3BUTHs U CIOXXHUBIIEWCS CUTYaIlUH.

4.5. IIpoeKT JTOKAIBLHOTO aKTa IOIJIEXKUT 00s3aTeIbHON IPaBOBOH SKCIIEPTH3E U IIPOBEPKE
Ha JIUTEPATYPHYIO IT'PaMOTHOCTB, KOTOpBIE MpoBoAsATCsS OpraHuzanueid CaMOCTOSTENILHO
nub0 ¢ y4acTHEM IPHUBIIEYEHHBIX CHENUaNUCTOB. JIOKaNbHBIM aKT, He IIPOIIeAIIHi
IIPaBOBYIO DKCIIEPTHU3Y, HE ITOMJIEKUT PACCMOTPEHHIO ¥ MPUHSATHIO.

4.6. IIpoeKT JIOKaJBbHOrO aKTa MOXeT OBITh IpeAcTaBlieH Ha obcyxaenue. DOpMEI
NPENCTAaBIEHUs I OOCYXKAEHHs MOTYT OBITh pPa3iM4YHBIMH, HAIPHMED, pasMeIleHHe
IPOEKTa JIOKAJIBbHOIO aKTa Ha HMHGOPMAIMOHHOM CTEHJE B MECTE, MOCTYIIHOM JUIs
BceoOmero  obospeHuss, Ha  cafite  OpraHusaiyu, HalpaBieHHe  IIPOEKTA
3aMHTEPECOBAHHBIM JIMIlAM, IIPOBEICHUE COOTBETCTBYIOMIETO COOpPaHUS C KOJIJIEKTHBHBIM
00CyX/IeHUEM IIPOEKTa JIOKAIBHOT'O aKTa U T.].

4.7. 11pn He0OXOAMMOCTH JIOKAIBHBIN aKT IPOXOUT IPOIELYPY COrIACOBAHMI.

4.8. Ecom Ui UpHHATHS JIOKQJBHOTO aKTa HEOOXOMWMO YYHMTHLIBATE MHEHHE
IIPEJICTABUTEILHOTO  OpraHa pabOTHHUKOB, TO JIO YTBEPXKICHHUS pPYKOBOIHUTEIEM
Opranusanuy IpOeKT NOKYMEHTa M 0OOCHOBaHHE IO HeMy JOJDKHbBI OBITh HAIllPaBJIEHEI
B OTOT OpraH.

49. Ilpy DPUHATHH JIOKAIBHBIX HOPMATHBHBIX aKTOB, 3aTpardBalOIIUX IIpaBa
obyuaromuxcsi OpraHu3aliiy, YYUTBIBA€TCS MHEHHE OOYYaroluXcs Ha MOMEHT HM3[aHHUS
JIOKaJIbHOTO aKTa.

S. llopsiiok NPHHSATHUS U YTBEPKACHHSA JIOKAJIbHOIO aKTAa.
5.1. JlokajpHBIM aKT, NpOLIENNINH MPaBOBYIO W JIUTEPATYPHYIO 3KCIIEPTH3Y, a TaKKe
IpOLeypy COITIaCOBaHUsA, IOJIEKUT IIPUHSTHIO ¥ YTBEPIKICHHUIO.
5.2. B coorsetcTtBHu ¢ PenepanbHbIM 3aKk0oHOM Poccuiickoit @enepanuu ot 29.12.2012 Ne
273-03 «O6 obpasopanuu B Poccuiickoil Denepanun» JOKaIbHBE aKThl IPHHAMAIOTCS
o0muM cobpaHHeM paOOTHUKOB WM TefcoBeroM OpraHu3aluu- OpH HATHIUH

u yTBepxkpatorcs Jupexkropom OpraHu3aiiyi.
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5.3. Ha TUTyJIBbHOM JHCTE JIOKAJHFHOTO HOPMATHBHOTO aKTa CTaBUTCS PeKBU3UT «I pud
NPWHSTHS JIOKATHPHOTO HOpMaTHBHOIO akta OOmmM cobpanneM pabOTHUKOB WA
neyicoBeToM OpraHu3aiuy — Npy HAJTUUKH, C YKa3aHUueM JaThl U HOMepa IPOTOKOIIAy.

5.4. PykoBoguTeNb yTBEPXKIAeT JOKAIbHBIA HOPMATUBHBIA aKT IIyTeM H3JIaHUS IIPHKa3a
00 yTBEpKIEHUH JIOKAJTEHOT'O HOPMATHBHOTO aKTa.

5.4.1. dopmMa M3NaHUS IPHKa3a 10 yTBEPXKIEHMIO JIOKAIBHOIO HOPMATHBHOTO aKTa
OTIpEIEIAETCS] PyKOBOJIUTENIEM CaMOCTOSITENIBHO.

5.4.2. B npukaze 00 yTBEpXKICHUH JOKAJIbHOTO HOPMaTUBHOI'O aKTa yKa3bIBACTCA:

- Jlata BBeZieHHS JIOKAJIBHOTO HOPMATHUBHOI'O aKTa B IEUCTBUE;

- Vxazanue 00 03HAKOMJIEHUH PaOOTHHUKOB C JIOKAIbHBIM HOPMAaTHBHBIM aKTOM U CPOKHU
JUTS 9TOTO;

- QaMuIuK # JIOJDKHOCTH JIMIl, OTBETCTBEHHBIX 3a COOINIIOJIEHHE JIOKAJIBHOTO akTa
U IpyTHE YCIOBUSL.

5.5. YTBepxaas JIOKaJIbHBIM aKT, pyKOBOAUTENb JODKEH IOCTABUTH IIOANNCH B PEKBU3UTE
«Tpud YTBEPXKIEHUS JOKYMEHTa»:

5.5.1. JlaHHBIN pEKBU3UT paCHOJIaraloT B IIPABOM BEPXHEM YTILy JOKYMEHTA.

5.5.2. ITomumo mopmucu rpud JoikeH cocTosaTh u3 ciioBa Y TBEPXK/IATO (6e3 kaBbruek),
HaMMEHOBAaHMs JODKHOCTH JIMIIA, YTBEPKAAIOMIEr0 JOKYMEHT, ero MHULMANOB, (GaMIIun
U 1aThl TTOATHCAHUSL.

5.6. JlaToit MpUHATHS JIOKATBHOTO HOPMATUBHOTO aKTa CUATAETCS JaTa €ro yTBEPKICHH,
HaHeCeHHas] YTBEPAUBIIHAM €T0 TOJKHOCTHBIM JIMIIOM Ha Iprde yTBEepKICHH.

5.7. JloxalbHBIE HOPMATHUBHBIE aKThl BCTYNAalOT B CHIy C JaTbl YTBEpPXACHHUS
U [puoOpeTaloT OOs3aTeNBHBIN XapakTep Ul BceX pPaOOTHHUKOB U OO0yYalOIIMXCs,
Ha KOTOPBIX OHU PacIpOCTPaHSIIOTCS.

5.8. JIokapHble HOPMATHBHBIE aKThl NEHCTBUTENBHEI B TEYSHUU 5 (IIATH) JIET C MOMEHTa
WX PUHATHL:

5.8.1. Ilo ucTeyeHMH YyKa3aHHOTO CpOKa JIOKAJIBHOI'O HOPMATHMBHOIO aKTa IIOMJIEXAT
IEePEeCMOTPY Ha IpenMeT H3MeHeHMs TpeOOBaHMU JEeHWCTBYIOIIErO 3aKOHOJATeIbCTBA,
a paBHO WHBIX yCJIOBUH, BIEKYIIUX U3MEHEHHE, JOIOIHEHHE TM00 OTMEHY 3aKPEIUICHHAIX
B HUX IOJIOXKEHUH.

5.8.2. Ilpu OTCYTCTBMM TaKWUX YCIIOBHU JIOKAJIbHBIE HOPMAaTHBHBIE aKTBI MOTYT OBITH
IIOBTOPHO MPHUHSTHL B TOM )K€ PeNaKIIUH.

6. OdopmiieHue JTOKAJIBLHOI0 aAKTA.

6.1. OdopmiteHre TOKaJbHOTO aKTa BBHIIONHSETCS B COOTBETCTBUH C TpeOOBaHHAMU
«["ocymapCcTBEHHOM CHCTEMBI JOKYMEHTAIMOHHOTO obecriedeHus ynpasieHus. OCHOBHEIE
nonoxenuns. OO6mme TpeOOBaHHS K IOKyMEHTaM U CIy)x0aM JOKyMEHTallHOHHOTO
obecredyeHns», a TakKKe HOpMaMd «YHHUQHUIIMPOBAaHHOH CHCTEMBl JOKYMEHTallUH.
VuudunupoBaHHasi CHCTEMa OpPIraHU3aIMOHHO-PACIIOPAIUTENIBHON — JOKyMEHTaIUH.
TpebGoBanus k ohopmienuro pokymeHTtos. 'OCT P 6.30-2003» (yts. IlTocranoBnenuem
I'occranmapra Poccum ot 03.03.2003 Ne 65-ct «O mpHHATHH M BBEIEHUHU B JEeHCTBHE
rocyapcTBeHHOro craaapta Poccuiickoit @enepanum»). Ilpu sTom:

6.1.1. CTpyKTypa JOKQJIBFHOTO aKTa JOJKHA oOecreduBaTh JIOTUYECKOE PA3BUTHE TEMBI
IpaBoBOTO perynupoBaHus. Ecmu TpeOyercs pasbsCHEHHE LI€Ied M MOTHBOB IPHHSITHS

/

4



JIOKQJIBHOTO aKTa, TO B IIPOEKTE JaeTcs BCTyIUTENbHAs 4acTh — npeambyna. [Tonoxxenus
HOPMAaTUBHOT'O XapakTepa B IpeamMOyIry He BKITFOUYAIOTCS.

6.1.2. 3HaunTenbHBIE 10 O0BEMY JIOKAJThHBIE aKTHl MOTYT JEIUTHCS Ha TIIaBbl, KOTOPHIE
HyMEPYIOTCS I paMy U UMEIOT 3ar0JIOBKH.

6.1.3. Eciiu B TOKaTbHOM aKTe MPUBOIATCS TaONMUIbI, TpauKu, KapThl, CXeMBI, TO OHH,
KaK IMPaBUII0, TOJDKHBI 0OPMIISITECS B BHIIE TIPHIOKEHHM, & COOTBETCTBYIOIINE ITyHKTHI
aKTa JOJKHBI MMETh CCBUIKU Ha THU MPUJIOKEHUSI.

6.1.4. JIokaipHBIN aKT C IPWIOKECHUSIMHU JOJDKEH UMETh CKBO3HYIO HyMEPAIUIO CTPaHHUII.
6.1.5. JlokanpHBIN aKT U3araeTcs Ha rocyAapCTBEHHOM s3bike Poccuiickoii Menepaiuu
U JIOJDKEH COOTBETCTBOBATH JIUTEPATYPHBIM HOPMaM.

6.1.6. CrpykTypa JOKaJbHOIO akTa JOJDKHa OBITh JIOTHYECKH OOOCHOBaHHOM,
OTBEYAIOLIEH IesIM M 3a/ladaM MPaBOBOTO PETyJIMPOBaHUS, a Takke obecrneduBaroIieit
JOTHYECKOE Pa3BUTHE U IIPaBUIILHOE IIOHMMAHHUE JaHHOIO JOKAJIBHOT'O aKTa.

6.1.7. B noxanpHBIX aKTax JArOTCS ONPEIEICHUS] BBOAUMBIX IOPUIUIECKUX, TEXHUUECKUX
U JPYyTHX CICeNUAIbHBIX TEPMUHOB, €CIM OHH HE SBISIOTCS OOIIEHU3BECTHBIMU
1 HeynoTpeOysieMbIMH B 3aKoHozaTenbcTBe Poccuiickoit denepanuu U peruoHAIBHOM
3aKOHO/IaTENbCTBE.

6.1.8. He momyckaercsi mepenuchiBaHHe ¢ 3aKOHOB. [Ipu HEOOXOAMMOCTH 3TO JeaeTcs
B OTCBIJIOUHOU opme.

6.1.9. JlokanbpHBIE HOPMATHBHBIE aKTHl COCTABJISIIOTCS M YTBEPXKAAOTCS B 1 3K3eMILIIpe
(opurunane). JlokanpHble akThl, uUMelomue 2 U Oojee CTpaHUI], [JOJDKHBI OBITH
MOCTPAaHUYHO IIPOHYMEpPOBaHBI U CHIMTHL. JlomyckaeTcsi CIIMBKAa B €IWHBIM OJOK
HECKOJIPKMX JIOKQJIbHBIX HOPMATHUBHBIX aKTOB, OTHOCSIIUXCA K HEATEIIBHOCTH OJHOTO
HanpaBJIeHUs JeaTebHOCTA OpraHu3alni.

7. OcHOBHBIE TPeOOBAHHUS K JIOKAJIbHBIM aKTaM.
7.1. JloxkanpHble akThl OpraHv3anuu  JOJDKHBL  COOTBETCTBOBATH  CIEIYIOITUM
TpeOOBaHUIM:
7.1.1. IlooskeHHe TOIHKHO COAEPIKATH CIEeAYIOIIe 00s3aTeIbHbIe PEKBU3UTHI:
O06o3HayueHne BUJIA JIOKAITLHOTO aKTa;
HaumMeHoBaHue;
['pudbl: npuUHSTO, yTBEPXKACHO, COTTIACOBAHO, YUTEHO;
Peructpanuosssiil HoMep;
TexcT, COOTBETCTBYIOIIUN €r0 HAaUMEHOBAHHUIO;
OTMeTKy 0 HATMUIUH MPUIIOKEHUS WA COTJIaCOBaHMUS.
7.1.2. IIpaBuya MOJDKHBI COACPKATH CIEAYIOMNE 00s3aTeNIbHbIe PEKBU3UTEHI:
O6o3HaueHue BUA JIOKAJIHFHOTO aKTa;
Haunmenosanue;
I'pudbl IPpUHATHS U YTBEPKICHUS,
TekcT, COOTBETCTBYIOIIMN €r0 HAaUMEHOBAHHUIO;
OTMETKY 0 HAJIMYUU TIPUIIOKEHUS;
PeructpaniioHHbINA HOMED.
7.1.3. MHCTPYKIHH TOJDKHEI COJEPKATh ClIeAyIoImue 00sI3aTeNbHbIe PEKBU3UTHI:
- O603HaUueHNE BUJA JIOKATLHOTO aKTa;
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HaumenoBanue;

['pudbl IPUHSATUS U YTBEPIKICHUS;

- TekcT, COOTBETCTBYIOLIMNA €TI0 HANMEHOBAHHUIO;

- OTMEeTKYy O HaJIUdUM IPUIOKECHUS;

- PerucrpaninoHHBIN HOMED.

7.1.4. PenmieHus JIOJDKHBI COZIEPKATH CIEMYIOIINE 00s3aTeNbHbIe PEKBU3UTHL:
O0o3HadeHHe BUIA JIOKAIBHOTO aKTa;

MecTo u Jaty OpuHSITHS,

- TexcT, TOMKHOCTD, HaMUITHIO, MHUIIUAIBI ¥ TIOATKCH JIUIIA, IPUHSBILIETO PEIICHHUE;
- OTTHCK IeYaTH.

7.1.5. Ilpuka3bl U pacnopsikeHHsi Aupexkropa OpraHu3allid JOJDKHBL COAEpXKaTh
cleayrolue 00s13aTeNIbHbIe PEKBUZUTHI:

O6o3HaueHne BUIA JJOKAJIBHOTO aKTa,

HaumenoBanue;

MecTo U 1aTy IpUHSITHUS,

PeructpanuonHbiii HOMep;

TekcT, COOTBETCTBYIOIIAM €r0 HANMEHOBAHHUIO;

JI0JDKHOCTB, (paMUITHI0, MHUITUAIBI U TToAnuch Jupexropa Opranusaiuy.

- [Ipukassl ¥ pacnOpsHKEHHS BBITIONHSAIOTCS Ha Onanke Opranuzaiyu.

7.1.6. IIPOTOKOJIBI ¥ aKTHI JOJDKHBI COJIEPKATh CIEAYIOIIHe 00s3aTeIbHbIe PEKBU3UTHI:
O6o03HayeHne BUJIA JIOKAJIEHOT'O aKTa;

MecTo ¥ 1aTy NpUHSTHSL, HOMED;

CHIHCOK NPUCYTCTBYIOLIUX;

Texcrt, comepxamuii TOBECTKY [HS, OINHWCAaHWE XOJa, MOpAAKa W HPOLEIypPHI
COBEpIIAeMBbIX OIpPEACICHHBIX (FOPUIUYECKH 3HAYMMBIX) AEUCTBHM MO0 OTCYyTCTBHUE
oTIpefieNIeHHBIX (aKTOB;

- JomxHoCTh, (GaMHIMIO, WHULMAIB U TOANHCH JMLa (JIUI), COCTABUBIIUX WIIH
MIPUHUMABIINX yYacTHE B COCTABIICHUH IIPOTOKOJIA UJIX aKTa. ‘

7.1.7. MeTogu4ecKkne peKOMEHIAMH JTODKHBI COAEPKATh Clenylomue obs3aTebHbIe
PEKBU3UTHI:

- O06o3HaueHUE BUJA JOKAJIILHOTO aKTa;

MecTo U aTy NpUHATHUS;

HanmenoBanwe;

TeKCT, COOTBETCTBYIOIIHI €ro HAMMEHOBAHUIO U COJIEp KAINi yKa3aHe Ha BUT;

Jlata mnpuUHATHAA TpaBUl WIM HHCTPYKIMM, HOPMBI KOTOPBIX Pa3bsCHAIOTCS,
KOHKPETU3UPYIOTCS WITH AETATU3UPYIOTCS METOIUIECKUMU PEKOMEH IAlIASIMH;

- JlomxHOCTh, (aMuiaus, HHUIMANBI Julla (JUL), JOCTaBUBIIUX METOJUYECKUE
PEKOMEHIAlAH.

7.1.8. IIporpaMmmbl ¥ WJIaHBI JOJDKHBEI COJIEPKaTh ClEHyIoIIue o00si3aTelbHbIe
PEKBU3HUTHI:

- O603HayeHNE JIOKAJIBHOTO aKTa;

- Mecto u naTy npuHATHS,

- HaumeHoBaHUe U TEKCT JIOKAJIBHOI'O aKTa, COOTBETCTBYIOIIKE €r0 HAMMEHOBAHUIO.
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7.1.9. JlonKHOCTHASI HHCTPYKIHSA paOOTHHUKA JOIDKHA CONEPHKATE CIIEMYIONINe pa3/ieibl:
- OOume NoJI0KEHHUS;

ITpasa, mpenocTaBIsieMble PaOOTHUKY U €ro 00s3aHHOCTH;

BzaumonenicTBUs;

- OTBETCTBEHHOCTh 3a HEKAa4eCTBEHHOE U  HECBOEBPEMEHHOE  BBINOJHEHHE
(HercHonHeHue) 00sI3aHHOCTEH, IIPeTyCMOTPEHHBIX JOJDKHOCTHON MHCTPYKIIHEH;

- TpeboBanus K pabOTHHKY.

7.1.10. ConmajbHO-TPYAOBbIe OTHOIIEeHHs] (HaIpuMep, KOJJIEKTUBHBIA J[OrOBOD,
IpaBUIa BHYTPEHHErO TPYAOBOTO pPAaCIOpsiKa H Jp.) HpH IOATOTOBKE TPeOyroT
PYKOBOJICTBOBATHCS PEKOMEHIALMSIMHU O HHUX.

7.1.11. Yceras Opranu3anuu cpeiy JOKAJIBHBIX aKTOB MMEET BBICIIYIO IOPUIAMYECKYIO
cumy. IlostomMy mnpuHMMaeMmble B OpraHumsalud JIOKaJbHBIC aKTBl HE JOJIKHBI
IIPOTHBOPEUUTH €T0 Y CTaBY.

8. ITopsok N3MeHEHHUs JJOKAJTbHBIX HOPMATHBHLIX aKTOB.
8.1. JloxanbHBIE aKTHI MOTYT OBITH M3MEHEHBI M JIOTIOJIHEHBI TOJIBKO NPHHATHEM HOBOH
peIaKiiy JIOKAJTbHOIO akTa B IOJNHOM OOBEME aKTa — IIyTeM YTBEP)XKICHHS HOBOIO
JIOKaJIbHOTO HOPMaTHUBHOI'O aKTa.
8.2. JIoxanpHbIe aKThI IOJJISKAT U3MEHEHHIO, JOTIOIHEHUIO B CIIEYIOIINX CITyqasX:
8.2.1. Peopranmsarust J1u00 W3MEHEHHE CTPYKTYpBl 0O0pa30BaTEelNbHOM OpraHU3aluu
¢ U3MEHEeHHeM HauMEHOBaHUS, IN0O 3aa4 U HaIllPaBICHUN NeATEIbHOCTH.
8.2.2. Usmenenue 3axkoHonarenbcTBa Poccutickon denepanuu.
8.3. B ciyyasx, npeaycMoTpeHHbIX 1I. 8.2. [TonoeHus HOBBIA JOKAIBHBI HOPMATHBHBIN
aKT JOJDKEH OBITh MPHWHAT HE I03[JHEe CpPOKa, YCTAHOBJIEHHOIO 3aKOHOJIATECIECTBOM
Poccuiickoii ®Depmepaliyiy, HOpPMATHBaMM, JTHOO HHBIMH JIOKAIBHBIMHA HOPMATHBHBIMU
axtamu OpraHu3sarnuy, a Ipy OTCYTCTBUH yKa3aHHs Ha TaKOH CPOK - He II03JHee 2 Helelb
¢ JaThl BCTYIUICHHS B CHIy JOKyMEHTa, IIOBJIEKIIET0 H3MCHCHHE JIOKaIbHOTO
HOPMaTHUBHOI'O aKTa.
8.4. JIoxanpHbIe aKThI MOTYT OBITh JOCPOYHO U3MEHEHEI:
8.4.1. B ciy4ae BHeCeHHs U3MEHEHHH B yUpeAUTeIbHbIEe JOKyMEHTEl OpraHu3alvy.
8.4.2. lna npuBeAeHUS B COOTBETCTBUE C M3MEHEHHBIMHU B LIEHTPATH30BAHHOM IIOPSJIKE
HOpPMaTHBAMH O TPYZE.
8.4.3. Ilo pe3ysbraraM aTTecTalluyl pabodnx MeCT.
8.5. IlpemyoxxeHre 0 BHECEHUH M3MEHEHHM MOXKET MCXOIUTH OT mr000r0 opraHa M JIuLa,
KOTOPBIM, corimacHo HacrosueMmy Ilomoxenuio, MMeeT IpaBO CTaBUTh BOIPOC
0 pa3paboTKe W TPHUHITHA COOTBETCTBYIOIIETO JIOKAJIBHOIO aKTa, IM00 yTBEPKIAThH ITOT
JIOKYMEHT.

9. OT™MeHa JIOKAJbHBIX HOPMATHBHBIX aKTOB.
9.1. Cornacuo ct. 12 TK PO ocHOBaHUSMU [J1s1 TPEKPAIEHUS NEUCTBUS JTOKAIBHOIO aKTa
WA OTHCIBHBIX €T0 TOJI0XKCHUH SABILIIOTC:
9.1.1. Mcreuenue cpoka nedcTBHs. Takas CHTyallls BO3MOXKHA, €CIM IIPH pa3paboTke
JTOKaJIbHOTO HOPMATHBHOTO aKTa OBl OIpejesieH Imepuon ero Jgecteus. [lpu
HACTYIUIEHHH YKa3aHHOTO CpOKa JIOKAIbHBIM HOPMATHBHBIA aKT aBTOMATU4eCKU
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yTpaumBaeT cuiy. OT pykoBoxuTens He TpeOyeTcs U3IaHUs [JOIOJHUTEIBHBIX
JIOKYMEHTOB, ITOITBEPKIAIOIIUX 3TOT (HaKT.

9.1.2. OT™MeHa (IpU3HAHME YTPATHBIIMM CHIY) JOKAIBHOIO HOPMATHBHOIO aKTa JUOO
OTIEJBHBIX €ro MOJIOKEHHUM IPyTrUM JIOKATFHBIM HOPMAaTHUBHBIM aKTOM. Takas CHTyarus
BO3HHKAET, KOIJa HEOOXOAMMO BHECTH W3MEHEHUS B JIOKAJIbHBIM HOPMATUBHEIM aKT WA
TIPUHATH HOBBIM JOKYMEHT, HallpUMep, IIPU H3MEHEeHHsAX B 3aKOHOJaTeNsCTBe. B nanHOM
cllydae Ipd pa3paboTke HOBOTO IOKyMEHTa HEOOXOAWMO BKIIOYUTH ITYHKT O TOM, YTO
JIOKANbHBEI HOPMATHBHEIM aKT, paHee PeryJIMpOBaBIIMA MPaBOOTHOILICHHUS, IIpEeKpalact
JIefiCTBHE IOJIHOCTHIO MIIA B YaCTH OTAEIBHBIX IIOJIOXKECHHH.

9.1.3. BcerymieHne B CHIy 3aKOHAa MM JPYrOoro HOPMATHBHOI'O IIPaBOBOIO aKTa,
COZIEpKaIllero HOPMBI TPYAOBOIO IpaBa, KOJJIEKTUBHOTO JOTOBOPA, COIVALICHHS, KOrJa
yKa3aHHEIE aKThl YCTAHABIHBAIOT 0OJiee BBICOKMH ypOBEHh TrapaHTH# pPabOTHHKaM
IO CpaBHEHHWIO C [eHCTBOBABIIMM JIOKAJbHBEIM aKTOM. OTOMY  IIOJIOXKEHHIO
xoppecrnonaupyet 4. 4 cr. 8 TK P®, cormacHO KOTOpoW He MOIJIekKaT HMPHUMEHEHHIO
HOPMBI JIOKAJIBHOTO aKTa, yXy[IIA[oIlHe IIOJ0)KeHHe pPabOTHUKOB IO CPaBHEHHUIO
C YCTAHOBJIEHHBIM TPYIOBBIM 33aKOHONATENLCTBOM ¥ JAPYTUMHM HOPMaTHBHBIMHU
IPABOBBIMH aKTaMH, COJIEPXAaIlMMH HOPMBI TPYJIOBOI'O IIpaBa, KOJIEKTHBHBIM
JIOTOBOPOM, COIJIAIIEHUAMH.

CJleoBaTeNbHO, €CIIM NPUHAT 3aKOH WIM APYrofl HOPMATHUBHEIA IIPAaBOBOW axT,
yCTaHABIMBAIONMI Goliee BBICOKMH ypPOBEHb IapaHTHUH pabOTHHKaM IO CPaBHEHHUIO
C JIOKAIHHBIM aKTOM, AEHCTBHE JIOKAJTHHOTO aKTa M OTAENBHBIX €ro IOJOXEHMH
TIpeKpaIaeTCs.

B sTOM ciy4ae HEOOXOOHUMO HM3[aTh NPHUKa3 O INPEKPalleHWH IEHCTBHS JIOKAJIHHOIO
HOPMATHBHOI'O aKTa ¥ O3HAKOMHTH ¢ HMM PabOTHHMKOB 0Opa30BaTeNbHOM OpraHd3alliy
MO/l POCTIHCb.

10. Ilopsinoxk 03HAKOMJICHHS € JIOKAJIbHbIMH HOPMATHUBHBIMH aKTaMH
U HX XpaHEeHHe.

10.1. O3gakoMieHre paOOTHUKOB C JIOKAJIBLHBEIMHA HOPMATHBHBIMH aKTaMH IIPOU3BOJUATCSA
[oclie MX YyTBEpXJeHWs B TedeHWe | (OJHOr0) Mecsala ¢ MOMEHTa YTBEPXKICHUT
JIOKaJIFHOTO HOPMATUBHOI'O aKTa.
10.2. B coorBerctBum ¢ 4. 2 crareu 22 TK P® paGortomarens 00s3aH 3HAKOMMTE
pabOTHHKOB IO POCIMCh C IPUHUMAEMbIMU JIOKAIBPHBIMH HOPMAaTHUBHBIMH aKTaMH,
HEIOCPEICTBEHHO CBI3aHHBIMU C UX TPYIOBOH IEATETBHOCTHIO.
10.3. OcoOple TpaBwWiia TPEIyCMOTPEHBI IJI CIy4YaeB O3HAKOMJICHHS C JIOKAJIbHBIMHU
HOPMATHBHBIMH aKTaMH JIUIL[, HOCTYNAIOIMX Ha paboTy. by aymuil paboTHUK 3HAKOMUTCSE
C JIOKAJLHBIMH HOPMATHUBHBIMM aKTaM{ IIPH 3aK/IIOYEHHH TPYJOBOTO JIOTOBOpa N0 €ro
TIOATIUCaHUSL.
10.4. TInCBMEHHEIM IIOATBEPXKIACHHEM TOTO (akTa, 4YTO COJEP)KAaHHE aKTa JOBEICHO
IO cBeleHHs pabOTHHKA, CIY)KMT BU3a O3HAKOMJICHHS, a MMEHHO IIOANUCH PabOTHHKA
Ha JIFCTe 03HAKOMJIEHMS, [Ie JOJDKHEBI OBITh YKa3aHbI ero (aMHIIInsA, UM, OTYECTBO M JaTa
O3HAaKOMJIEHUS.
DTOT JNHCT TpUiaraeTcss K KaXAOMy JOKAILHOMY aKTy, HyMEepyeTcs, NpOIIWBacTCs
U CKpeIuIsieTCs Ie9aThio U NOAIMCHIO JOJDKHOCTHOTO JINIA.
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10.5. Os3HakOMJIEHHE C JIOKAJIhHBIMA HOPMATHUBHBIMHA aKTaMM JIHI[, HaXOIWUBIIUXCS
B JUTHTENIPHBIX KOMaHIHMPOBKAxX, OTIYCKaX, B TOM YHCJIE OTIyCKe IO OepeMEHHOCTH
¥ poiaM, yXojiy 3a MaJOJeTHUM peOEHKOM, a paBHO JMIl, Ha JUIMTEIBHBIA CpOK
OCBOGOIEHHBIX OT PaGOTHI IO MENWIIMHCKHM IOKa3aHUSAM, IPOU3BOAUTCS B MEPBBIH
JIeHb BBIXOZa TAKKX paOOTHHUKOB Ha padoTy.

10.6. OpurmHANBl JOKAIBHBIX HOPMATHBHBIM aKTOB, O3HAKOMIIEHHE DabOTHUKOB
C KOTOPHIMH HPOHM3BOMMIOCE, C OTMETKaMH PAaGOTHHKOB OO O3HAKOMIICHHM OCTAFOTCH
Ha XpaHeHHUH B OTAEIIE KaJIpoB.

10.7. Bce noxabpHBIE HOPMATHBHbIE aKTHI XPAHSTCS COBMECTHO B Jiele (manke). B ciydae
NPUHATHS HOBBIX JIOKAJIBHBIX HOPMATHUBHBIX AKTOB, KX OpPUTUHANBl IIOMEIIAIOTCH
B COOTBETICTBYIOIIyIO TManky. IIpm 5TOoM, Ha paHee JE€HCTBOBABLIEM JIOKATbHOM
HOPMATHBHOM aKTe JeaeTcs OTMETKa 00 yTpaTre UM CHUIIBL.

10.8. Komuu JOKaJbHBIX HOPMATUBHBIX aKTOB, OTHOCAINHMECS K JESITeIBHOCTH
nozipasfeNeHdii ¥ JODKHOCTHBIM — OOA3aHHOCTSM ~ €r0  COTPYJHUKOB, —OCTAlOTCH
Ha XpaHEeHUH B COOTBETCTBYIOIIUX CTPYKTYPHBIX TOAPA3ACICHUIX.

11. 3akiounTesibHbIE OJIOKEHHSI.
11.1. Hacrosmee IlonoxkeHme yTBepxkmaeTcss mpukasoM Jupekropa Oprausaiuu

M BCTYIIAeT B CUJIIy C MOMEHTA IIOIIMCaHKS.

11.2. VI3sMeHeHrss ¥ MOTIONHEHUS, BHOCHMBIE B HacTosiee IlooxeHue, ohOpMILIIOTCS
TpuKa3oM JIMpeKTOpa B COOTBETCTBUH C ACHCTBYIOIMM 3aKOHOJATENBCTBOM PoccHiicKoH
Qenepanuy.

11.3. Hacrosmiee ITonoxenune yTBEpKAaeTCsl HA HEOIIPEAEIEHHbIN CPOK.

11.4. Tocne npunsTus [TonoxeHus (WX U3MEHEHUH U JOIOJIHEHUN OTIACIBHBIX IyHKTOB
U pa3/esioB) B HOBOM peJaKIMy NpeabIAyIas peaakins aBTOMAaTUIECKN yTPauluBaeT CHILY.



