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1. O01Me moJIoKeHus
1.1. IlonoxxeHue o mopsjake pa3pabOTKU U MPUHITHUS JIOKAJIbHBIX akToB (nainee - [lomoxeHue)

MYHHUIIUTIAJIBHOTO OIOJKETHOTO JIOMIKOJIBHOIO 00pa30BAaTENBHOIO YUPEXKICHUS -  JETCKHH caj
«Mumym» TykaeBCcKOro MyHUIMNAIbHOTO paiioHa PecnyOnuku Tatapcran (nanee - YupexaeHue)
pa3paborano B cooTBeTcTBUH cO cTaThed 30 denepanbHoro 3akoHa ot 29.12.2012 r. Ne 273-®3 «O6
oOpa3oBannu B Poccuiickoit denepanun», TpymoBoro komekca P®, I'paxmanckoro koaekca PD,
VeraBa YupexaeHus, € LENbI0 Pa3rpaHUYEHUs MOJTHOMOYMM, OMPENEIIEHUS NMOPSAKAa IEUCTBUM, U
HAIpPaBIIEHO HAa N30eKaHNE HAPYIIEHUH KOHCTPYKTUBHBIX HOPM, HOPM TPYJAOBOTO 3aKOHO/IATEIHCTBA,
3aKOHOJIATEIhCTBA 00 0Opa30BAaHUU M UHBIX IPAB U CBOOO TpaKIaH.

1.2. TlonoxeHue onpenesnser ooume TpeOOBaHUS K MOPSIIKY pa3paOOTKH MPOEKTOB JOKAIBHBIX
aKTOB, OCHOBHBbIE TpPeOOBaHUS K COJEPKAHMIO JIOKAJbHBIX AKTOB, MOPSIKY MPUHIATHS yKa3aHHBIX
aKTOB, a TaK)KE BHECEHHE B HUX JOIOJHEHUN U M3MECHECHUM.

Lensamu u 3agauamu [TomoxxeHns SBIISIIOTCS:

*  CO3JaHHE €IMHOM U COrJIaCOBaHHOM CHCTEMBI JIOKAIbLHBIX aKTOB;

* o0ecrieueHue TPUHIIMIA 3aKOHHOCTH B HOPMOTBOPUECKOU NEATEbHOCTH;

. COBEPIIEHCTBOBAHUE TMpOIlecCa IOATOTOBKH, OGMOPMIICHHS, TPHUHSATUS M PpeaTu3aluu
JIOKAJIbHEIX aKTOB;

. MpenoTBpalleHue AYOJMPOBAHMS PEryJUpPOBaHUS OOIISCTBEHHBIX M 00pa30BaTEIIbHBIX
OTHOIIIEHUH.

1.3. TMonoxenue sBasieTcs JokaabHbIM akToM MBJIOVY - nerckuii cag «MudyIs» U BBOIUTCS
B JlelicTBUE TIpuKa3oM 3aBenyroiiero MbJIOVY.

2. IlonsiTHe JTOKAIBHOIO AKTA.

2.1. Tlog noOKampHBIMH aKTaMH B CMbIciie Hacrosimero [lomokeHHWs TMOHUMAIOTCS
pa3pabaTeiBaeMble W TPUHUMAaeMble B YUPESKICHHH B COOTBETCTBHH C €ro KOMIIETEHIIHEH,
OTpPEIENIeHHON NEeMCTBYIONIMM 3aKOHOIaTenscTBOM U YctaBoM MBJIOY, BHyTpeHHHE HOKYMEHTHI,
yCTaHaBIMBAIONIME HOPMBI (MIpaBuiia) OOIIETO XapakTepa, MpeIHa3HaueHHBbIC IJIsl PEryJIUpOBaHUS
NPOU3BOJCTBEHHOW, YIpaBICHYECKOH, (MHAHCOBOH, KaaApOBOH, 0Opa3oBaTEeIbHOH ¥  HHOMN
(GYHKIIMOHATBHOM NEATENbHOCTH BHYTPU Y UPEKICHUS.

JlokanbHbIE aKThl YUPEXIEHUS NEHCTBYIOT TOJIBKO B Mpeenax JaHHOW o0meodpa3oBaTeabHOM
OpraHu3allMi U HE MOTYT PEryJIMpPOBATh €€ OTHOLLEHUS BHE €€.

2.2. JlokanpHBIE aKThl, pETYIUpYIOIIME OO0pa3oBaTENbHBIA Mpolecc B YUpPEKIECHUU
KOHKPETHU3HPYET MpaBa U 00s13aHHOCTH YYACTHUKOB 00pa30BaTENbHBIX OTHOILICHHH.

2.3. JlokampHbIe aKThl, PETyIUPYIOLIHME TPYAOBbIE OTHOIIEHUS B YUPEKICHUU COCTABISAIOT
0co0yI0 005acTh OTHOIICHHH Mexay paboTojaTeneM U pabOTHHKaMH, pa3padaTbIBalOTCS IS
peanu3anuy MpaB pPaOOTHUKOB, MCIONHEHHUS HWMU OO0S3aHHOCTEH, MOIJEpX aHUS JUCLHUILIMHBL B
TPYJAOBOM KOJIJIEKTUBE.

HopMmbl JIOKanbHBIX aKTOB, YXyJIUIAIOLIME I[OJOKEHHE pPaOOTHUKOB IO CpPAaBHEHHUIO C
YCTAaHOBJIEHHBIM TPYAOBBIM 3aKOHOJATEJIIbCTBOM M HMHBIMH HOPMATHBHBIMH IPABOBBIMU AKTaMH,
colepKalllUMM HOPMbI TPYAOBOro mnpaBa, KOJIEKTUBHBIM J1OrOBOPOM, COIJIAIIEHUSIMH, a TaKkKe
JIOKaJIbHBIC aKThl, IMPUHATBIC 03 COOJIOEHUs, yCTaHOBJIeHHOro cr. 372 TpymoBoro koaekca P®
Nopsi/iKa yueTa MHEHHS IIPEICTAaBUTEIBHOI0 OpraHa pabOTHUKOB, HE MOJIEKAT TPUMEHEHUIO.

JlokanbHBIC aKTHl YTBEPXKIAIOTCA padoTomaTesieM (3aBelyIOIMM) B TIpelesiax KOMIICTCHIIUU B
COOTBETCTBHHM C TPYJOBBIM 3aKOHOAATEIHCTBOM W HWHBIMH HOPMATUBHBIMH TIPAaBOBBIMU AaKTaMH,
CoZIepKaIllMMU HOPMBI TPy 0BOro mpasa, KomiekTuBHBIM foroBopoMm, cornamenusamu (4. 1 cr. 8 TK
PD).



2.4. YHuOUIHMPOBAHHBIX (GOPM IS TNPUHATUAS JIOKAIBHBIX AaKTOB YUpEXKICHUS HE
ycTraHaBiauBaercs. VIckiaroueHueM CoOCTaBisAOT ITaTHOoe pacnucanue (popma Ne T-3), rpaduk
ornyckoB (popma NeT-7) u  ¢opmbl JIOKaJbHBIX HOPMATHUBHBIX aKTOB, YTBEpPXICHHbIE
[TocranoBnenuem ['ockomcrata Poccun ot 05.01.2004 r. Ne 1 «O6 yTBepkJeHUM YHUDUIIMPOBAHHBIX
¢dopM nepBUYHON yUETHON JOKYMEHTAIMH 110 YUETY TPYy/a U €ro OnjaTb».

@DopMbI OCTaIbHBIX JIOKAIBHBIX aKTOB, 3aBEAYIOIUI ONpenesieT CaMOCTOATEIbHO.

3.Knaccudukanus J0OKaIbHBIX AKTOB:

3.1. Ilo crenenu 3HaUMMOCTH:

— 00s3aTebHbIE — COCTAaB TAKUX JIOKAJBbHBIX aKTOB ONpPENEIeH TPYJOBBIM 3aKOHOAATEIbCTBOM.
TpynoBoii kogekc P® conepxut npsmoe ykazaHue Ha MPUHATHE MTOJOOHBIX JOKYMEHTOB (Hampumep,
cT. cr. 189, 135 TK PO).

— HeoOsA3aTenpHblE — Takue JOKYMEHTbl HpPsIMO HE IPEIYCMOTPEHBl  TPYAOBBIM
3aKOHO/IaTEIbCTBOM, PaOOTOAATENb IPUHUMAET JIOKAJIbHbIE aKThl 10 CBOEMY YCMOTPEHHUIO.

3.2. Ilo cdepe neiicTBus:

— 0011Iero XapakTepa, pacnpoCTpaHsIOIIMECS HA BCIO OpraHU3alHIo;

— CIIELMaJIbHOI0 XapaKTepa, KacatoIluecs: OTAEIbHbBIX BOIIPOCOB.

3.3. o kpyry Jmi:

— pacmpocCTpaHsIOIMECs Ha BCEX PAOOTHUKOB OpraHU3alllu;

— pacmpoCTpaHSAIOIIMECS Ha ONPEAEICHHYI0 KaTerOpHI0 paOOTHUKOB;

3.4. Ilo crioco0y mpuHATHS:

— IpUHKUMAaeMble paboToAaTeNeM eIUHOINYHO;

— MIPUHUMAEMBbIE C YU€TOM MHEHUS MPeICTaBUTEIBHOI0 OpraHa paboTHUKOB. B 3TOM cityuae npu
MPUHSATHH JIOKAJIbHBIX aKTOB HEOOXOIUMO COOJII0IaTh MOPSAIO0K, MpeaycMOoTpeHHbIH cT. 372 TK P®.

3.5. o cpoky neiicTBus:

HOCTOSIHHOT'O JCHCTBUS,

— OeccpouHbIE;

— C ONPEAEIIEHHBIM CPOKOM AEHCTBUSL.

3.6. [To cpoky xpaHeHUs:

— MOCTOSIHHOT'O XpaHEHUS,

—75 ner;

— Ipyrue.

4. CTpyKTYypa U coiep:KaHHe JOKAJTbHbIX HOPMATHBHBIX aKTOB

4.1. CtpykTypa U colep)KaHH€ JIOKaJbHBIX HOPMAaTHBHBIX aKTOB 3aBUCAT OT Kpyra BOIIPOCOB, B
OTHOLIEHUHU KOTOPBIX HEOOXOMMO NMPHHITHE TAKUX AKTOB.

VY CII0BHO CTPYKTYPY JIOKaJbHBIX aKTOB MOKHO Pa3eIUTh Ha CIECAYIOUINE YaCTu:

— o01mue IMOJIOKEHMSA: [IEPEUEHD PETYJIUPYEMBIX BOIIPOCOB; HOPMATHUBHbBIE IIPABOBBIE AKTHI, B
COOTBETCTBMM C KOTOPBIMU JIOKAJIBHBIM aKT MPUHUMAETCSA; NOAPA3JEIICHUs WIN KaTeropuu
pPabOTHUKOB, NOAMAAIOIINE IO/ IeHCTBUE JIOKAJIbHOTO aKTa;

— OCHOBHasl 4acTh: IpaBa M 00s3aHHOCTH pabOTHHKAa W paboTonmaTtens; MHpPOLENypbl, HE
OIIpE/ICIICHHbIE 3aKOHOJATEIbCTBOM; IOPSAIAOK B3aUMOJEHCTBUS CTPYKTYPHBIX IIOApAa3leiICHUI B
3aBUCHUMOCTHU OT CHeLH (PUKHU JOKaIbHOI'0 aKTa; IEHCTBHSI CTOPOH, CPOKU, OTBETCTBEHHOCTH U TIP.

— 3aKJII0YHTENbHbIE MOJO0KeHHUsI: BpEMsI BCTYIUIEHHS JIOKAJIBHOTO aKTa B CHIIy, IE€peueHb
JIOKaJIbHBIX AKTOB MJIM OTAEJIbHBIX MOJI0KEHUH, IPEKPAIIAIOIIUX JEHCTBUE C IPUHATHEM HOBOI'O aKTA.

JlokanpHbIE aKThl MOTYT COAEPKATh MPHUIIOKEHNUS, KaCAIOLIUECS] BOIPOCOB, OTPAXKEHHBIX B 3TUX
aKTax.

4.2. TekcT 10KaIbHOIO HOPMAaTUBHOI'O AKTa COCTABJISIETCS HA PYCCKOM S3BIKE.



5. Pa3paboTka HOPMATHBHOIO JIOKAJLHOI0 AKTA

[IpoekThl JOKaJIBHBIX HOPMATHUBHBIX aKTOB pa3pabaThiBaroTcs o pemieHuto llemarormueckoro
coBera, OOmero cobpanusi pabOTHUKOB WIM aJMHUHUCTPALUU YUpEKIEHUS B 3aBUCHUMOCTH OT HX
KOMIIETEHIIUH, ONPEAEICHHON 3aKOHOM U Y CTAaBOM Y UpEkK/ICHHUS.

5.1. Dranbl pa3paboTKU IPOEKTOB JIOKATbHBIX HOPMAaTUBHBIX AKTOB!

5.1.2. OmpeneneHue BOMPOCOB, IO KOTOPBIM TPeOYIOTCS pa3paboTKa U YTBEPXKICHUE
JIOKaJIbHOTO HOPMAaTUBHOTO akTa. [loTpeOHOCTH BBIABIISETCS B XO/A€ COBEUIaHUI, cCOOpaHUil, IaHEepOK.
Camu paboTHUKHM VYUpexJIeHUS MOTyT BBICTYNUTh C HMHHUIMATUBOW CO3JaHUS JIOKAJIBHOTO
HOPMATHBHOT'O aKTa MIPH BBISBIICHUH B X0JI¢ pa0OTHI HEYpeTryJIMPOBAHHBIX BOPOCOB.

5.1.3. Co3nanue paGoueli rpymnsl o pa3padOTKe JOKaJIbHOIO HOPMATUBHOI'O aKTa.

5.1.4. Ha3HaueHWe OTBETCTBEHHOTO pPYKOBOIUTENS pabouyell Tpymmbl, KOTOpBIA Oymer
KOOPJIMHUPOBATh YYACTHUKOB U KOHTPOJIMPOBATH YCTAHOBJCHHBIE CPOKU DPa3pabOTKH JIOKaJIbHOIO
HOpMATUBHOTrO akTa. OcCTanbHBIEC YJIEHBI TPYIIILI BIPAaBe BHOCUTH MPEJIOKEHUS U 3aMEUYaHus B XOJI€
HOJTrOTOBKH MpOEKTa AOKyMeHTa. [Ipn HE0OX0AMMOCTH OTBETCTBEHHBINH MCIOJHUTENbL 10padaThIBAET
€ro C y4€TOM BHECEHHBIX 3aMEUaHUM.

5.1.5.CornacoBanne mpoeKTa JIOKajdbHOro axkTa. Ha paHHOM »Tame npoekT HeoOXoauMo
COIJIacoBaTh C yYaCTHUKaMU paOouell Tpynibl U ApYTMMH 3aMHTEPECOBAHHBIMU JIMIIAMU

5.1.6. Tlocne coriacoBaHus TMPOEKT IeperacTcs Ha yTBepkIeHUE paboromarento. Eciam s
IPUHATHUS JIOKAJIBHOIO aKTa HEOOXOIMMO YUUTHIBATH MHEHUE MPEACTABUTEIBHOIO Opraia pabOTHUKOB
(mpodcoroza), TO A0 yTBEpXKAEHUS paboTodaTelieM NPOEKT JOKYMEHTa M OOOCHOBaHUE MO HEMY
JIOJDKHBI OBITH HaIlpaBJIeHBI B 3TOT opraH. (ct. 372 TK PD.)

6. IIpuHsiTHE JOKATBbHBIX HOPMATUBHBIX AKTOB

6.1.Cornmacio cr. 12 TK P® nokanpHbIH aKT BCTyHmaeT B CHJIy CO JHS €ro HIPUHSATUS
paboTofaTeneM UM €O JHs, YKa3aHHOTO B 3TOM JIOKYMEHTE.

PaGoromaTens MOXKET MPUHATH JTOKAIBHBIE aKThl CIEAYIOIIMMHU CIOCO0aMHu:

— YTBEPIUTH;

— U37aTh MpUKa3 (pacnopspkeHne) 00 YTBEPKACHUU JOKAIbHOTO aKTa.

6.2.YTBepkaas JOKaJIbHBIM aKT, pab0TOAATENb JOKEH TOCTaBUTh MOANKCH B pekBu3ute “I'pud
YTBEPXKJIEHUS JOKYMEHTa . DTOT PEKBU3UT pacHojiaraloT B IIPaBOM BEPXHEM Yy JOKYMEHTa.
[Tomumo moamucu rpud nomkeH coctosath u3 cioBa YTBEPXIEHO (6e3 kaBbuek), HAMMEHOBAHHUS
JOJDKHOCTH JIMIA, YTBEPKAAIOIIEro JOKYMEHT, €ro HHULNAJIOB, (aMUJIMU U AaThl MOAINCAHHUS.

6.3.1lpu yTBEpXKAEHUU JOKYMEHTAa HECKOIbKUMHU JODKHOCTHBIMU JIMIIAMM MX IOAIUCH
pacronaraloT Ha OIHOM yYpOBHE.

6.4.JlokanpHbIf aKT MOXET TMPUHUMATHCS IyTEeM H3AaHUS TpHKaza (PaclopsKEHUs).
YHubumpoBanHoii GopMbl 1Sl TAKOTO MpHKa3a HE IPEIyCMOTPEHO, O3TOMY paboToqaTeNb BIIpaBe
ONpEeNeNnTh €€ CaMOCTOSATeNbHO. B mpukaze 00 YTBEpKACHHH JIOKAJIbHOTO aKTa HEOOXOIUMO
OTpa3uTh:

— J1aTy BBEJICHUS JIOKAJILHOTO aKTa B JICHCTBUE;

— yKka3aHue 00 03HAaKOMJICHUU PaOOTHHUKOB C JIOKaJIbHBIM aKTOM M CPOKH JIJISl 3TOTO;

— (aMHIIIUU ¥ JOHKHOCTH JIMI, OTBETCTBEHHBIX 32 COOJIIO/ICHUE JIOKATBHOTO aKTa;

— IPYTHE YCIOBUAL.

7.03HaKOMJIeHHEe  YYaCTHHUKOB  00pa3oBaTeJIbHOI0  mpoumecca ¢ JIOKAJbHBIMU
HOPMATHBHBIMHM AKTAMH

7.1. Pabotauku Yupexaenus (dacts 2 crathu 22 TK P®) B 00s13aTENbHOM MOPSIKE TOIDKHBI
OBITh O03HAKOMJIEHBI TM0OJ] JIMYHYIO POCIHCh CO BCEMU JIOKAJIbHBIMM HOPMATUBHBIMH AaKTaMH,
IPUHUMAEMBbIMU B OpraHU3allMyd M HENOCPEICTBEHHO CBSI3aHHBIMHM C MX TPYAOBOM IEATEIbH OCTBIO.



Eciu nokanbHbI akT KacaeTcs OOydyaroLUXCs, UX POAMUTENIEH, OH JOJIKEH OBbITh JOBEIEH 10 UX
CBEJICHUS.

7.2. Poqutenu (3aKOHHBIE MPEACTABUTENN) 3HAKOMATCS C JIOKAJTbHBIMH HOPMATHBHBIMH aKTaMU
IPY NOCTYIJIEHUH B JIOUIKOJbHYIO 00pa30BaTEIbHYIO0 OpPraHU3alHUIo.

7.3. JlokanbHble HOPMAaTUBHBIE aKThI pa3MeIalOTCs Ha OPULIMATIbHOM caiiTe YupexIeHusl.

8. U3MeHeHHe JIOKAJIBHBIX HOPMATHBHBIX AKTOB

8.1.PaGoTonarens BpaBe BHOCUTh U3MEHEHHMS B JIOKAJIbHbBIE AKTHI:

— B CBSI3U CO BCTYIUIEHHEM B CHIJIy JMOO M3MEHEHHEM 3aKOHa WM JIPYroro HOPMaTUBHOIO
IIPaBOBOr'0 aKTa, COEPKAILEr0 HOPMBI TPYAOBOIO IIPaBa, KOJUIEKTUBHOI' O 10IOBOPA, COIJIAILIEHUS;

— 10 COOCTBEHHOMY YCMOTpEHMIO. B 3TOM ciydyae BajkHO, 4TOOBI MPUHUMAEMbIE JOKAJIbHBIE
aKThl HE YXYALIAJW IOJOXEHUS pPAaOOTHUKOB II0 CPAaBHEHHIO C TPYAOBBIM 3aKOHOJATEIBCTBOM,
KOJUIEKTUBHBIMU JIOTrOBOpaMH, cornameHusimu (4. 4 ct. § TK PD).

8.2.I3MeHeHus BHOCATCS B TOM JK€ IOPSAJKE, B KOTOPOM JIOKAJbHBIA aKT pa3palaTeiBajici U
yIBEpXKJIaJCs IepBOHauyaibHO. HeoOXoaumo yduTBIBaTb, YTO H3MEHEHUS MOTYT 3aTparuBaTth
ONpEEIICHHbIE CTOPOHAMHU YCIIOBHS TPYJAOBOI'O J0OroBopa, a corsacHo cr. 72 TK P® 3to gonmycrumo
TOJIBKO I10 COTJIAIlIEHUI0 CTOPOH. PaGoTonarens BipaBe B OIHOCTOPOHHEM IOPSAIKE U3MEHATh yCIIOBUS
TPYAOBOI'O JJOIOBOpA TOJIBKO B CIy4ae OPraHU3allMOHHBIX MJIM TEXHOJIOIMYECKUX M3MEHEHUH yCIIOBUI
Ttpyna. [Ipu 3Tom HEoOxonumMo cobIro1aTh TpoLenypy, onpeaenennyio B ct. 74 TK PO.

9. OTMeHa JTOKATBHBIX AKTOB.

9.1.Cornacuo ct. 12 TK P® ocHoBaHUsIMU [JIsi TIpEKpAIlEHUs JCUCTBUS JOKAJIBHOIO aKTa WM
OTJEJbHBIX €r0 MOJIO0XKEHUHN SBIISAIOTCS:

— HCTeUeHUe cpoka aeiictBus. Takas cuTyanus BO3MOXKHA, €CIH IPH pa3padOTKe JIOKAIHHOTO
akta ObLT ompezeneH mepuon ero neicTBus. [Ipu HACTYIUIGHWH YKa3aHHOTO CpPOKa JIOKAJIBHBIN aKkT
ABTOMAaTUYECKU yTpauuBaeT cuiy. OT paboromatens He TpeOyeTcs H3JaHUS OMOJIHUTEIbHBIX
JIOKYMEHTOB, MOATBEPKIAI0IINX 3TOT (PakT. B kauecTBe mprMepa MOKHO MPUBECTH rpaduK OTIYCKOB.
B cuny mpsmoro ykazaHus 3akoHa TpadUK OTHYCKOB YTBEPIKIAETCS €KEroJHO W IpeKpalaeT
JIEHCTBUE IO OKOHYAHUH KaJIEHJAPHOr O T0/1a;

— oTMeHa (MpU3HAHUE YTPATUBLIMM CHUIIY) JIOKAJIBHOT'O aKTa JUOO OTIAEIbHBIX €ro MOJIOKEHUN
JPYTUM JIOKAJIbHBIM aKTOM;

— BCTYIUIEHHME B CHJIy 3aKOHAa WJIH JAPYroro HOPMAaTUBHOIO NPAaBOBOrO AaKTa, COAEPKALIEro
HOPMBbI TPYJOBOI'O IIPaBa, KOJUIEKTUBHOI'O JOrOBOpa, COIVIAIIEHHS, KOrJa YKa3aHHbIE AaKTbl
YCTaHABIMBAIOT 00Jiee BHICOKUN YPOBEHb TapaHTHM paOOTHHKAaM IO CPAaBHEHHIO C JI€WCTBOBABIIUM
JIOKAJIbHBIM aKTOM.

9.2.Eciii pUHAT 3aKOH WJIM JIPYrodl HOPMATHUBHBIA NMPABOBOM aKT, YCTaHABIMBAIOUIMi Ooee
BBICOKU YPOBEHb TapaHTHil paOOTHHKAM 0 CPABHEHHIO C JIOKAJIbHBIM aKTOM, JECHCTBHUE JIOKATHHOTO
aKTa WM OTIEIbHBIX €ro MOJOKEHUHN MPEKpaIAeTCs.



JIOmKHOC!
IMoamnuck




