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O0mme moJI0KeHud

1.Hactosmuii Tlopsimok pa3paOOTKu U YTBEPKACHHUS JIOKATbHBIX HOPMAaTUBHBIX
aktoB MBJIOVY «/lerckuii cam Ne 2 «Psbunka» baBanHCKOro MyHUIIMIAIHHOTO
paiitona PT (manee-Yupexnaenue) pa3paboTaH ¢ 1EJIbl0 pa3rpaHUYCHUS
MOJIHOMOYHUM, OIpeeieHuss MopsaKa JeWCTBUN, W HamnpaBieH Ha u30exaHue
HapyIIEHU KOHCTUTYUHOHHBIX HOPM, HOPM TPYAOBOIO 3aKOHOJATEJIbCTBA,
3aKOHO/IaTEeNhCTBA 00 00pa30BaHUM U UHBIX TMpaB U CBOOO rpaxkaaH. Hacrosmuii
[Topsimox ompenensier oOmue TpeOOBaHUS K TOPSAKY Pa3padOTKH  JIOKAJTbHBIX
HOPMATUBHBIX aKTOB, OCHOBHBIC€ TpEOOBaHMS K COACPKAHUIO JIOKAIbHBIX
HOPMAaTUBHBIX aKTOB, MOPSIKY MPUHATHS YKa3aHHBIX aKTOB, a TaKK€ BHECEHHE B
HUX JOIIOJHEHUMN U U3MEHEHUH.

2.IlonsiTHE JIOKAJIBHBIX HOPMAaTHUBHBIX aKTOB

2.1. ITon noKaabHBIMU HOPMATUBHBIMHM aKTaMU MOHUMAIOTCS pa3padaThIBaeMble U
IPUHUMAaeMble B YUpEXIACHUM B COOTBETCTBUM C €ro KOMIIETECHIIUEH,
ONPEAECICHHOW JCHUCTBYIOIIUM 3aKOHOIATEIbCTBOM U YCTaBOM, BHYTPEHHHUE
JOKYMEHTBI, yCTaHaBIMBAIOLUIME HOPMBI (mpaBuia) OOLIEro  XapakTepa,
IIPEAHA3HAYCHHBIE U PEryJMPOBaHUS NPOU3BOJCTBEHHOM, YIPABICHYECKOU,
(uHAHCOBOM, KaapoBOW M HWHOM (DYHKIMOHAIBHOM JEATEIbHOCTH BHYTPH
Yupexnenus. JIOKaapHbIM HOPMATUBHBIM AKTOM BBICIIEN HOPUAUYECKOW CHIIBI
IIPU3HAETCS Y CTaB Y YpEkKIACHUA.

2.2. JlokanbHble HOPMATUBHBIE aKThl, PETYIUPYIONIHME 00pa30BaTENbHbBIN MPOIECC
B YUpeXKIEeHUUM KOHKPETHU3UPYIOT TMpaBa U  OO0S3aHHOCTH  yYaCTHUKOB
00pa3zoBaTeIbHBIX OTHOIIEHUH.

2.3.JlokanbHble HOPMATUBHBIE AaKThI, PErYJIUPYIOMIAE TPYAOBHIE OTHOIICHHS B
VYupexaeHuu cocTaBisioT 0co0yr0 00J1acTh OTHOIIEHUN MEXy padoToaareneM u
pabotHukamu  YupexnaeHus. Pa3pabaTeiBaioTcs I peaiu3aluu  [paB
paOOTHUKOB, HWCIIOJHEHUS HMH OO0S3aHHOCTEH, MOJJEPKaHUsS TUCUIUIUIUHBI B
TPYJOBOM KOJIJIEKTHBE. HOpMBI JIOKAJIbHBIX HOPMATHBHBIX aKTOB Y UPEKICHUS,
YXYAIIAOIMINE TOJ0KeHHEe pPAaOOTHUKOB IO CPAaBHEHHMIO C YCTAHOBJIEHHBIM
TPYJIOBBIM 3aKOHOAATEIHCTBOM M HWHBIMH HOPMATHUBHBIMH TIPABOBBIMH aKTaMH,
CollepKalllUMK ~ HOPMBI ~ TPYIOBOTO  MpaBa, KOJUIGKTUBHBIM  JIOTOBOPOM,
COTJIAIICHWSIMU, a TakKKe JIOKaJIbHbIE HOPMATUBHBIC aKThl, TNPUHATBIE 0€3
coOoieHUs1  ycTaHoBlIeHHOro cratbedd 372 TpynoBoro Kogekca oprana
pabOTHUKOB, HE TMOJJIeXKAaT NpUMEHEHUI0. JlokanbHblE HOPMATUBHBIE aKThI
VYupexxnenuss yTBepknaiorca paboTomaTeneM (3aBeAyOLIMM) B  Ipeaenax
KOMIIETEHIIMX B COOTBETCTBHUM C TPYIOBBIM 3aKOHOJATEILCTBOM U HHBIMU
HOPMATHUBHBIMU TPABOBBIMU aKTaMH, COIEPKAllMMUA HOPMBI TPYJIOBOTO IpaBa,
KOJUIEKTUBHBIMH JI0roBOpamu, cornamenusamu (4. 1 cr. 8 TK PD).

2.4. YaudumupoBaHHBIX (HOPM ISl TPUHATHS JTOKATHHBIX HOPMATHUBHBIX aKTOB
JIOY ne ycraHaBimuBaercs. VCKIOYeHME COCTAaBIAIOT IITATHOE paclHUCaHUE
(popma Ne T-3), rpadux ormyckoB (dopma Ne T-7) u ¢dhopMbl JIOKaJIbHBIX
HOpPMaTHBHBIX aKTOB, yTBepkaeHHbIe [locTanoBnenuem ['ockomcrata Poccum ot



05.01.2004 Ne 1 «OO6 yTBepXKAeHUU YHUPHUIUPOBAHHBIX (POPM TEPBUIHON
YUETHOW JOKYMEHTAIlMU TI0 y4YeTy TpyJda M ero oruiatb». @opMbl OCTaIbHBIX
JIOKQJIbHBIX HOPMATUBHBIX aKTOB YUpexXIeHHs, padoroaaresb (3aBemyrOLINi)
OIpeNeNsieT CaMOCTOSATENIbHO. OJTO MOTYT OBITh: HMHCTPYKIUH, METOIMKH,
MOJIOKEHUS, TIPaBUila, CTAHAAPTHI, IPUKA3bI, U JP.

3. Knaccupukanus JOKaJIbHBbIX AKTOB:
3.1. Ilo crenenu 3HAYMMOCTH:

— o0s3aTenbHbIE — COCTaB TAaKUX JIOKAJIBHBIX AaKTOB OIpPEAeNeH TPYIOBBIM
3aKOHOAATENBCTBOM. TpynoBor Koumekc P® comep:kuT mnpsiMoe yKa3aHue Ha
NPUHATHE TOJOOHBIX TOKYMEHTOB (Hampumep, cT. cT. 189, 135 TK PD).

— HeoOs3aTeNbHbIe — TaKUE JIOKYMEHTBHI MPSMO HE MPETYyCMOTPEHBI TPYIOBBIM
3aKOHO/ATENbCTBOM, paboOTOJaTeNb MPUHUMAET JIOKAJIbHBIE aKThl IO CBOEMY
YCMOTPEHHUIO.

3.2. Ilo cdepe neiicTBus:

— 0011Iero xapakrepa, paclpOCTPaHSIONIUEC Ha BCIO OpPTraHU3aIINIo;
— CTIEMATBHOTO XapaKTepa, KacaroIInuecs OTEIbHBIX BOIIPOCOB.

3.3. Ilo kpyry nuu:

— pacmpoCTpaHsIONIecs Ha BceX paOOTHUKOB OpTraHU3allnH;

— pacmpOCTpaHSIONINECS Ha ONMPEIEICHHYIO KaTerOpuio paOOTHUKOB;
3.4. 1o ciocoOy npuHATHS:

— IIpUHUMaeMble paboToAaTeIeM eIUHOINYHO;

— MPUHUMAEMbIE C YYE€TOM MHEHUS NPEJCTaBUTEILHOIO opraHa padOTHUKOB. B
ATOM clly4yae Mpy MPUHITUU JIOKATBHBIX aKTOB HEOOXOAUMO COOII0/IaTh MOPSIOK,
npeaycMotpensslii cT. 372 TK PO.

3.5. ITo cpoky neincTBus:

— MIOCTOSIHHOTO J€HCTBUS;

— OeccpoUHbIE;

— C ONPEIEIEHHBIM CPOKOM JIEUCTBUSI.
3.6. Ilo cpoKy xpaHEHHS:

— IOCTOSIHHOT'O XpaHEHHS;

— 75 ner;

— JIpyTHeE.



4. CTpyKTypa M coep:kaHue JOKAJbHbIX HOPMATHUBHBIX AKTOB

4.1. CtpykTypa U coepKaHUE JTOKAJIbHBIX HOPMATUBHBIX aKTOB 3aBUCST OT Kpyra
BOIIPOCOB, B OTHOIIEHUH KOTOPBIX HEOOXOJUMO MPUHATHE TAKUX aKTOB. Y CIOBHO
CTPYKTYPY JOKAJIbHBIX aKTOB MOYKHO Pa3/IeJIUTh Ha CIEAYIOLIUE YACTHU:

— 00mmMe TONOXKEHMs: TMepeYeHb PEeryjIupyeMbIX BOMPOCOB; HOPMATHUBHbBIC
MIPABOBBIE AKTHI, B COOTBETCTBUMU C KOTOPHIMU JIOKAJIBbHBIA AKT MPUHUMAETCS;
NOJIpa3/ieliCHNs] WJIM KaTEeropuu pabOTHUKOB, MOAMNANAIONINE TOJ] JICUCTBUE
JIOKaJIbHOTO aKTa;

— OCHOBHAsI 4acTh: MpaBa U 00sA3aHHOCTH pa0OTHHUKA U PabOTONATENS; POLIEIYPHI,
HE ONpEJEIeHHbIE 3aKOHOJATEeNbCTBOM; MOPSIOK B3aUMOJCHCTBUS CTPYKTYPHBIX
NOJpa3eTICHNi B 3aBUCHMOCTH OT CHEUU(HUKH JOKAIBHOTO aKTa; JeHCTBUS
CTOPOH, CPOKH, OTBETCTBEHHOCTD U TIP.

— 3aKIIIOYUTCIIBHBIC ITOJOXKCHHA: BPEMA BCTYIUICHHA JIOKAJIBHOI'O dKTa B CHIY,
INEpCUYCHb JIOKAJIbHBIX AaKTOB MW OTACIbHBIX HOHOX(CHHﬁ, IMPpCKpalarommnx
I[GﬁCTBPIG C IIPHUHATHCM HOBOI'O dKTa. JIOKanbHBIE aKThI MOI'yT COACPIKATb
IMPUIIOKCHUSA, KaCatOIUECA BOIIPOCOB, OTPAKCHHEBIX B OTHX aKTax.

4.2. TekcT NOKaNnbHOrO HOPMATUBHOTO aKTa COCTABIISIETCS. HA PYCCKOM SI3BIKE.
5. Pa3paboTka HOPMaTHBHOIO JIOKAJIbHOI0 AKTA.

[IpoekThl JOKadbHBIX HOPMATHBHBIX AaKTOB pa3palaThIBAIOTCA [0 PEIICHUIO
[Tenarornueckoro copera, OOmiero cobpanus paOOTHUKOB WM aJIMUHHCTPALUH
YupexaeHuss B 3aBUCUMOCTH OT UX KOMIIETEHIIMH, OIPEICICHHON 3aKOHOM H
YcraBoM YUupexaeHus.

5.1. Dransl pa3paboTKu NPOEKTOB JOKAIbHBIX HOPMATHUBHBIX AKTOB:

5.1.2. Ompezgenenre BOMNPOCOB, IO KOTOPhIM TpeOyrloTcs pa3paboTka U
YTBEPXKICHUE JIOKaJIbHOTO HOPMAaTUBHOrO akTa. [IoTpeOHOCTH BBISBISETCS B XOJI€
COBEIIaHWH, coOpaHuii, 1utaHepok. CaMu pPaOOTHUKH YUpPEXKACHUS MOTYT
BBICTYIIUTh C HWHUIIMATHBOM CO3/IaHUSl JIOKAJbHOTO HOPMATHUBHOTO aKTa MpH
BBISBJICHMH B X0Ji¢ pabOThl HEYperyaupoBaHHBIX BompocoB. Co3manue paboueit
TPYNIBI IO pa3pabOTKe TOKATBHOIO HOPMATUBHOTO aKTa.

5.1.3. Ha3naueHue OTBETCTBEHHOTO PYKOBOIUTENS pabOyel TPYMIbI, KOTOPBIH
OyneT KOOpAMHUPOBATH YYACTHUKOB U KOHTPOJUPOBATH YCTAHOBJICHHBIE CPOKH
pa3pabOTKH JIOKAILHOTO HOPMATUBHOrO akTa. OCTajabHbIE WIEHBI TPYNIbl BIIPaBe
BHOCUTD IPEIIIOKEHHS U 3aMEUYaHUs B XOJI€ IIOATOTOBKM IIpoeKTa JOKyMeHTa. [Ipu
HEOOXOJUMOCTH OTBETCTBEHHBIM HCIOJHUTENb J0paldaThIBa€T €ro ¢ Y4ETOM
BHECCHHBIX 3aMECUAHUMN.

5.1.4.CornacoBaHue NpoOeKTa JIOKaJbHOrO akra. Ha 1gaHHOM »JTame MpoeKT
HEOOXOAMMO COrjlacoBaTh C y4YaCTHUKaMU paboyeill Tpymmbl W JIPYyrUMH
3aMHTEPECOBAHHBIMH JIUIIAMM.

5.1.5. Tlocne cornacoBaHusi MPOEKT MEpeaacTcs Ha YTBEPXkKIACHUE paboTOMATEINo.
Ecmu nnst mpuHSATHS  JIOKaTbHOTO aKTa HEOOXOAWMO YYHWTHIBATH MHEHHUE



MPEICTaBUTENILHOTO OpraHa paOOTHUKOB (Mpodcoro3a), TO 110 YTBEPKICHHUS
pabotojareneM NPOEKT JOKYMEHTa U OOOCHOBAaHHE IO HEMY JOJDKHBI OBITh
HaIpasJieHbl B 3TOT oprat. (cT. 372 TK P®.)

6. [IpuHsiTHE JIOKAJBLHBIX HOPMATHBHBIX AKTOB

6.1.Cornacno cr. 12 TK P® nokanbHBI akT BCTYMAET B CWIY CO AHS €rO
NPUHATHS paOOTOAATENIEM WIH CO JIHS, YKa3aHHOT'O B 3TOM JIOKYMEHTE.

PabGoronarens MOXET IPUHSATH JTOKAJIbHbBIE aKThI CIEAYIOUMMH CLIOCOOAMM:
— YTBEP/IUTH;
— W3/1aTh TPHKa3 (pacrmopspKeHue) 00 YTBEPKICHUH JIOKAIBHOTO aKTa.

6.2.YTBepKaas JIOKaIbHBIM aKT, padoToJaTeNb JOKEH IMOCTaBUTh IOJMKCH B
pexkBuzute “I'pud yTBEep>KIAEHUS AOKYMEHTa . DTOT PEKBHU3UT pacIoiaraloT B
IPaBOM BEpPXHEM YTy JokKyMmeHTa. [loMmumo moamucu rpud JODKEH COCTOSITh U3
cioba YTBEPXJIEHO (6e3 kaBbiuek), HaWMMEHOBAHUS JOJDKHOCTH JIMIIA,
YTBEPKIAIOMIETO JTOKYMEHT, €ro WHWIHAJIOB, (aMUJIUU W JaThl TOATHCAHUS.
6.3.1lpu yTBEepXK/I€HUU JOKYMEHTAa HECKOJBbKUMHU JOKHOCTHBIMU JIUIAMHU HX
MOAIIACH PACIIONararT Ha OJHOM YPOBHE.

6.4.JlokanpHBII ~ aKT MOXET MNPUHUMAThCA TYTEM  HW3JIaHUd  [PHUKa3a
(pacmiopsbkenusi).  YHudumupoBaHHOH (QopMBI  JJIi  Takoro IpuUKaza He
IPEeTyCMOTPEHO, TOATOMY paboTOAaTeNh BIPaBe OMPEIETUTh €€ CAaMOCTOSATENbHO.
B mpukaze 00 yTBepKICHUH JTOKATLHOTO aKTa HEOOXOIMMO OTPa3HTh:

— JaTy BBCACHUA JIOKAJIbHOI'O aKTa B HCﬁCTBHC;

— yKa3zaHHe 00 O3HAKOMJIEHUM PAOOTHHKOB C JIOKAJIbHBIM AKTOM W CPOKHU IS
3TOrO;

— (haMUJITUK ¥ TOJKHOCTH JIMII, OTBETCTBEHHBIX 32 COOIOIEHUE JIOKAJIbHOTO aKTa;
— APYTU€ YCIIOBHUS.

7.03HaKOMJIEHHE YYACTHHKOB 00Pa30BaTEJILHOIO MpoIecca ¢ JOKAJIbHBIMH
HOPMATHBHBIMH AKTAMH

7.1. Pabornuku Yupexnenus (dactb 2 cratbu 22 TK P®) B obs3arensHOM
NOpSIZIKE JOJDKHBI  OBITh  O3HAKOMJICHBI TIOJ] JIMYHYK) pOCIHCH CO BCEMH
JOKIbHBIMA HOPMATHUBHBIMHA aKTaMH, TPUHUMAEMBIMA B OpraHU3ald U
HETOCPEICTBEHHO CBS3aHHBIMU C UX TPYAOBOH NIEATENBHOCTHIO. ECim moKambHBIHI
aKT KacaeTcs OOYYaromMXCs, UX POJUTENCH, OH JOJKEH OBITh JOBEIACH 0 UX
CBEJICHUSI.

7.2. PO,Z[I/ITGJ'II/I (SaKOHHBIC l'IpCI[CTaBI/ITGJII/I) 3HAaKOMATCA C  JIOKAJbHBIMH
HOPMATMBHBIMU aKTaMU IIpU TMOCTYIUICHUHW B IOINKOJBbHYIO o6pa30BaTeanon
OpraHu3aluio.

7.3. JlokanbHble HOPMATHUBHBIC aAKThl pa3MENIAlOTCd Ha OQUIMAIBHOM caiTe
YupexaeHus.



8. U3MeHeHHe JT0KAJbHBIX HOPMATHBHBIX AKTOB
8.1.Paboronarens BripaBe BHOCUTh U3MEHEHUS B JIOKAIbHBIC AKTHI:

— B CBSI3M CO BCTYIUICHHEM B CWIYy JUOO M3MEHEHHEM 3aKOHAa WM JAPYroro
HOPMAaTUBHOI'O TMPAaBOBOI0 aKTa, COJEPI)KAIIEr0 HOPMBI TPYAOBOrO MpaBa,
KOJUIEKTUBHOT'O JJOTOBOPA, COTJIalICHNS;

— I1IO CO6CTB€HHOMy YCMOTPCHHUTIO. B >Tom ClIy4ac Ba’XHO, YTOOBI IMPUHUMACMBIC
JIOKAJIBHBIC AaKTbl HC YXYyAIIAJIW ITOJOXCHHA pa6OTHI/IKOB Mo CpPaBHCHHIO C

TPYAOBBIM 3aKOHOAATCILCTBOM, KOJIJICKTUBHBIMHA JOI'OBOPAMH, COITIAICHUAMU (‘-I.
4 cr. 8 TK PO).

8.2.1I3MeHeHnss BHOCATCS B TOM JK€ NOPANKE, B KOTOPOM JIOKAJIBHBIA aKT
pa3pabatbIBajics U yTBEpXAAJCs NepBoHadaibHO. HeoOXonuMo y4yuThIBaTh, UTO
U3MEHEHMSI MOTYT 3aTparMBaTh OINpPENENEHHbIE CTOPOHAMM YCJIOBHS TPYAOBOIO
noropopa, a corijacHo cr. 72 TK P® 370 10mycTUMO TOJBKO MO COTJIAIICHHIO
cTopoH. Paboromarens BmpaBe B OJHOCTOPOHHEM MOPSAJKE H3MEHSTh YCIOBHUS
TPYZAOBOr'0 JOTrOBOPA TOJBKO B CIIy4ae OPTaHM3ALMOHHBIX WM TEXHOJOTMYECKHX
u3MeHeHut ycnoBui Tpyna. Ilpm 3ToM HeoOXomaumo coOoAaTh MPOLERYpY,
onpenaeneHuyto B ¢T. 74 TK PO.

9. OT™MeHAa JOKAJIBLHBIX AKTOB.

9.1.Cornacio cr. 12 TK P® ocHOBaHUsSIMH [JIsl TNpPEKpalieHus ACHCTBUS
JIOKQJIBHOT'O aKTa WJIA OTAEIbHBIX €r0 IMOJ0KCHUN SBIISTFOTCS:

— UCTEYEHUE CPOKA JCHCTBUS.

Takas cuTyarusi BO3MOXKHA, €CIM TpH pa3pabOTKEe JIOKAJIBHOTO aKTa ObLI
ompenenieH mepuon ero jAeiictBua. [Ipu HacTymiieHWHM yKa3aHHOTO CpoKa
JIOKAJIbHBIN aKT aBTOMAaTHUYEeCKU yTpauuBaer cuiny. Ot paboroaarens He TpeOyeTcs
U3JaHUs]  JTOTIOTHUTEIBHBIX JIOKYMEHTOB, TOJTBEPXKIAIONINX IJTOT ¢akT. B
KadecTBE MpUMeEPa MOXKHO MPUBECTH rpaduK OTITYCKOB.

B cuny npsiMoro ykaszaHus 3akoHa TpaduK OTIYCKOB YTBEP)KIAETCsl €XKETrOIHO U
IIPEKpalaer JeMCTBUE 110 OKOHYaHUU KAJIEHJapHOI 0 roja;

— OTMeHa (MpU3HaHWE YTPATUBIIUM CHITY) JOKAJIBLHOIO akTa JIMOO OTACIBHBIX €ro
MOJIOKEHUM IPYTUM JIOKAIbHBIM aKTOM;

— BCTYIUIEHME B CWJIY 3aKOHa WJM APYroro HOPMAaTHBHOI'O MPAaBOBOrO AaKTa,
COJZIEpIKAILEr0 HOPMBI TPYJIOBOI'O IIPaBa, KOJUIEKTUBHOIO JOTOBOPA, COIVIAIICHUS,
KOT/Ia YKa3aHHBIE aKThl YCTAaHABIMBAIOT OO0JIE€ BBICOKUA YPOBEHb TapaHTUI
pabOTHHKAM 110 CPAaBHEHUIO C JIEUCTBOBABIIIMM JIOKATbHBIM aKTOM.

9.2.Ecnu mpuHAT 3aKOH WJIA JpPYyrod HOPMATHBHBIM  NPaBOBOM  aKT,
yCTaHABIMBAIOIMMNA OoJiee BBICOKMH YpOBEHb TapaHTUi pabOTHUKAM 1O
CPaBHEHMIO C JIOKAJIBHBIM aKTOM, AEHCTBHE JIOKAJIBHOTO aKTa WU OTAEIBbHBIX €TI0
MOJIOKEHUN MPEKPAILAETCH.



HponymMepoBano u NPOUIHYPOBAHO m JMCTA
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