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MOJOKEHUE

0 nopsiAKe paapaGOTKe, NPUHATHA H YTBEPKACHHS JIOKAJBHBIX HOPMATHBHBIX aKTOB

MAJIOY «Jlerckuii caa Ne 13 «Y np10Kka»

O6muMe MmoJIoKeHus

1 Hacrosimumii I[Topsok pa3pabOTKH M YTBEPXKACHUS JIOKAILHBIX HOPMATUBHLIX aKTOB MALOY
«[leTckmnit cag Ne 13 «Ynbibka» (nanee-Yupesxaenve) pa3paboTan ¢ 11€JIbIO pa3srpaHniCHUA [MOJTHOMOYHIH,
onpe/eenus Mops/IKa AeHCTBHH, U HAIIPABJICH Ha n30exaHue HApYIIEHHH KOHCTHTYLIHOHHBIX HOPM,
HOPM TPYLOBOIO 3aKOHOJATENIbCTBA, 3aKOHOJATEIbCTBA 06 006pa3oBaHMM M HHBIX TPaB U CBOOOJ
rpaxiaH.

Hacrosmmii  Tlopstiok onpejesser obmue TpeOOBaHHS K MOPSIKY pa3paboTKH TMPOEKTOB
JIOKATBHBIX HOPMATHBHBIX aKTOB, OCHOBHbIC TPeOOBaHMSA K CONACPKAHUIO JIOKATLHBIX HOpPMaTHBHBIX
aKTOB, TIOPSJIKY TIPHHATHS YKa3aHHBIX aKTOB, a TAK/KE BHECCHUC B HAX JIOTIONTHEHHH U U3MEHEHHH.

2.TTousiTHe JJOKAJIbHBIX HOPMATHBHBIX AKTOB

2.1. TloHsiTHE NOKAILHOrO HOPMATHBHOrO akTa. 10/ JOKaIbHEIMA HOPMATHBHBIMH aKTaMH B
cMpicie Hactosimero Ilopsajaka MOHMMAIOTCs paspabaThiBaeMble M IPUHAMACMBIC B VupexieHnn B
COOTBETCTBHH C €ro KOMIIETEHIHEH, onpe/IeieHHON AeHCTBYIOMMM 3aKOHOAATEIbCTBOM H YcraBoM,
BHYTPCHHHE  JOKYMEHTBHI,  yCTAHABIMBAIOUHE  HOPMBI (nmpaBuia)  obmiero  Xapakrepa,
npeHasHavYeHHbIE U Pery/IHpOBaHUs [IPOM3BOJICTBEHHOH, YIPABICHYECKOH, (uHaHCOBOH, KaPOBOH
¥ WHOH (GYHKIMOHAILHOH JEATENTBHOCTH BHYTPH YUpEKACHHA. JIoKaJIbHBIM HOPMATHBHBIM aKTOM
BBICIICH JOPHAMYECKOI CHIIBI IIPH3HAETCS Y CTaB VupekIeHUs.

2.2. JlokaibHbple HOPMATHUBHBIE aKTbl, PETYJIHPYIOMIHNC obpaszoBarebHBIH  TIpollecC B
Vupexaenni KOHKPETH3HPYIOT TTpaBa i 00s3aHHOCTH Y4aCTHHKOB 06pazoBaTe/IbHbIX OTHOLICHHH.

2.3. JlokanbHble HOPMATHBHBIE aKThl, PETYIMPYIOIIHME TPYAOBBIC OTHOMICHHA B VupexIeHHH
COCTABISIIOT 0co0yi0 00JacTh OTHOIICHHH MEXIy paGoTomareneM M pabOTHHKAMH YupeikaAeHHS.
PaspaGaTsIBAIOTCS VISl peau3aluy pas paboTHHKOB, HCIOTHCHHSA HMH obs3anHOCTEH, MOIepKAHH
JIUCITUILIMHEL B TPYAOBOM KOJUIEKTHBE. '

HopMBI TOKaJbHBIX HOPMATHBHBIX aKTOB Yupexeus, yXyIIalomme nosoxeHne pabOTHHKOB
[0 CPAaBHEHMIO C YCTAHOBIEHHBIM TPYJIOBBIM 3aKOHONATCILCTBOM M HHBIMH HOPMAaTHBHBIMH
[PABOBBIMHM aKTaMH, COJIEPXKAIIMMH HOPMBI  TPYIOBOTO  Ipasa, KOJIJIEKTHBHBIM  JIOTOBOPOM,
COTNAIIEHUsIMH, @ Talke JIOKAIbHBIE HOPMATHBHBIC —AaKTEBI, TPHHATHIC 6e3 cobmoaeHus
ycTaHoBJIeHHOTO cTaTheit 372 Tpynosoro Kopekca oprana pabOTHHKOB, He MOIEKAT NPHMCHEHUIO.

JIokayibHbIe HOPMATHBHBIC aKThl YupexaeHHs YTBEPKIAIOTCA pabGoTopareseM (3aBe/lyiOmuM) B
npe/iesax KOMICTEHIHH B COOTBETCTBHH € TPYIOBBIM 3aKOHOIATEILCTBOM M MHBIMH HOPMATHUBHBIMHA
TPaBOBLIMA AKTaMH, COJEPXKALIMMU HOPMEI  TPYIOBOTO mpaBa, KOJUICKTHMBHBIMH JIOTOBOPaMH,
cornamenusamu (4. 1 cr. 8§ TK P®).



2.4. VaudumupoBaHeix (HOpM JUIs NPHHATHS JOKATBHBIX HOpMatuBHBIX aktoB JIOY me
veranasauBaerca. Mckioyenne cocTapisiioT mraTHoe pacnucanne (Gopma Ne T-3), rpaduk ornyckos
(bopma No T-7) u (opMbl JIOKQIBHBIX HOPMATHBHBIX aKTOB, yTBepikIeHHble [locTaHoBIEHHEM
Iockomcrara Poccun ot 05.01.2004 Ne 1 «O6 yrBepkaeHHH YHH(DHIMPOBAHHBIX (OpM MepBHUHOH
VYETHOMH JOKYMEHTAIHHU 110 YUEeTY TpY/a ¥ ero OIuiaTeD).

®opMBl  OCTANBHBIX JIOKAJIBbHBIX HOPMAaTHBHEIX aKTOB  Yupeskaenus, paboTonaresib
(3aBeyrONInii) Onpe/eNsieT CaMOCTOSTENEHO. ITO MOTYT OBITh: HHCTPYKIIHH, METO/IHKH, TOJIOKEHUS,
NpaBHia, CTAHAApPTHl, IPHKA3kl, H JIp.

3. KnaccupuKanus JOKAJIbHBIX AKTOB:

3.1. Tlo creneHH 3HaYUMOCTH:

— o0s3aTe/IbHbBIE — COCTAB TAKMX JIOKAIBHBIX aKTOB ONPE/IENIEH TPYI0BBIM 3aKOHO/IATEILCTBOM.
Tpynosoii kogeke PD comepKUT NpsiMoe yKa3aHHE Ha NPUHATHE NMOJ00HBIX JIOKYMEHTOR (HanpuMep,
cr. crT. 189, 135 TK PD).

— Heobs3aTenpHBlE — TakHe JOKYMEHTBI TIPSIMO HE IIPEJIyCMOTPEHbI  TPYIOBLIM
3aKOHO/1aTeIbCTBOM, paboToIaTe b MPUHUMAET JIOKAJIbHBIE aKThI II0 CBOEMY YCMOTPEHHIO.

3.2. ITo cdepe npelicTBus:

— 00miero xapakrepa, pacipoCTPaHsIONIMECsH Ha BCIO OPraHU3alHIo;

— CHENMATBLHOTO XapakTepa, KacaloluHecs OT/IENIbHBIX BOIIPOCOB.

3.3. I1o xpyry nuu:

— pacIpocTpaHsIoIIHecs Ha BceX pabOTHUKOB OpraHU3alluu;

— PacIpOCTPAHSIIOIHECS Ha ONPEICTICHHYIO KaTEropHio pabOTHHKOB;

3.4. TTo cnocoOy NpHHATHS:

— NpUHHAMaeMble paboToaTeIeM eJHHOINYHO;

— NpPUHHMAEMble C YY4eTOM MHEHHs MPEeACTaBHUTENBHOIO opraHa paboTHHKOB. B sToM ciy4ae
TIpU MPUHATHH JIOKAILHBIX aKTOB HEOOXOIMMO coONMIOaaTh NOPAJIOK, IpeaycMoTpeHHbid cr. 372 TK
POD.

3.5. Mo cpoxy ne#cTBust:

— MOCTOAHHOTO JCHCTBHS,

— beccpovHbIe;

— C Onpeie]ICHHBIM CPOKOM JIEHCTBHUS.

3.6. ITo cpoky xpaHeHHS:

— IMOCTOSTHHOT'O XPaHEHUS;

— 75 nert;

— JpyrHe.

4. CTpyKTYpa H cojiepKaHHe JIOKAJBLHLIX HOPMATHBHBIX AKTOB

4.1. CTpykTypa ¥ coJepiKaHue JTOKAJIbHBIX HOPMAaTHBHBIX aKTOB 3aBHCAT OT Kpyra BOIPOCOB, B
OTHOIIEHHH KOTOPBIX HEOOXOAMMO IPHHATHE TAKUX aKTOB.

VCII0BHO CTPYKTYPY JIOKATBHBIX aKTOB MOKHO Pa3/Ie/IMTh Ha CIIe/IyIOIHEe YacTH:

— o0IHe MOJIOKEHHsI: TIEPeYeHb Pery/JHpyeMbIX BOIIPOCOB; HOPMATHUBHBIC [IPABOBBIC aKTHI, B
COOTBETCTBHH C KOTOPBIMHM JIOKAIBHBIH AaKT NPUHUMAETCHA; IOJPA3/IC/ICHHs WM KaTeropuH
pabOTHHKOB, IOANAIAIONINE 10| ICHCTBAE JIOKAILHOIO aKTa;

— OCHOBHAsI YacTh: IpaBa W 00s3aHHOCTH paboTHMKa M paboTojarens; MNPOLEIYpHI, HE
onpe/ie/ieHHble 3aKOHO/ATeIbCTBOM; IIOPSJIOK B3aUMOJICHCTBHS. CTPYKTYPHBIX HOJPA3JICIICHHH B
3aBHCHMOCTH OT CHeNH(HKH JIOKAIBHOIO aKTa; JIeHCTBHSA CTOPOH, CPOKH, OTBETCTBEHHOCTE H TIP.

— 3aKJII0YHTEIbHbIE TO0JI0JKEHHs: BPEMs BCTYIJICHHs JOKaJIbHOrO aKra B CHIY, IEpeucHb
JOKATBHBIX AKTOB WM OTAEIbHBIX MOJIOKEHHIH, TPEeKpalaouX JeHCTBHE ¢ IPUHATHEM HOBOTO aKTa.

JlokaneHble aKThl MOTYT COJIEPXATh NPHIOKEHHS, KacaloNMecs BOIPOCOB, OTPAXKEHHBIX B
3THX aKTax.

4.2. TekcT JOKaIBHOIO HOPMATHBHOTO aKTa COCTABIIAETCA HA PYCCKOM A3BIKE.

5. PazpaboTka HOPMATHBHOI'0 JIOKAJILHOT0 AKTa




[TpoeKTHI IOKaNTBHEIX HOPMATHBHBIX aKTOB Pa3pabaTHIBAIOTCS MO pemennto [lenaroruyeckoro
cosera, OOwero coOpaHus WIH aIMHHHCTPAllHH YupexaeHus B 3aBUCHMOCTH OT HX KOMIIETEHIIHH,
ONpeIeICHHON 3aKOHOM M Y CTaBoM YupesxkaeHns.

5.1. Dransl pa3paboTKu IPOEKTOB JIOKATBHBIX HOPMATHBHBIX AKTOB:

3.1.2. Onpenenerne BopocoBs, 0 KOTOPbIM TpeGyloTes pa3paboTKa | YTBEpIKIEeHHE

IOKAIILHOr0 HOpMaTHBHOIO axTa. IToTpeGHOCTE BhIABiISETCS B XOze COBeIaHMi, coGpaHmii,
maasepok. CaMu pabOTHHMKM YupexkaeHHs MOTYT BBICTYIHTH ¢ MHHIIMATHBOM CO3aHHS JIOKAILHOIO
HOPMAaTHBHOTO aKTa NPH BBIABICHHH B X0/1€ pab0Thl HEYPETyIMPOBAHHBIX BOIIPOCOR.

5.1.3. Cospanue paboueit rpynmsl o pa3paboTke JOKAILHOTO HOPMATHBHOI'O aKTa. .

5.1.4. Hasnauenue OTBETCTBEHHOrO pyKOBOAHTETs pabodeit TPYIIIBL, KOTOPBIH Oyner
KOOpPIHHHPOBATE yYaCTHUKOB H KOHTPOJIMPOBATh YCTAHOBJIEHHBIE CPOKH pa3paboTKH JIOKAIBHOTO
HOPMATHBHOTO akTa. OCTalbHble YWICHBI IPYIIBI BIPABE BHOCHTH TIPEUIOKEHHS M 3aMEYaHUs B XOJIe
MOATOTOBKH NPOEKTa T0KyMeHTa. IIpi Heo6X0MMOCTH OTBETCTBEHHBIN HCIIONHATEND 10pabaTsBaeT
€r0 C yUYE€TOM BHECEHHBIX 3aMeYaHHii.

5.1.5.Cornacopanue npoekta JokambHoro akta. Ha gammom srtare MPOEKT HEOOXOIUMO
cOrjacoBath ¢ y4aCTHHKaMH pabod4edl Ipynmsl M JPYTHMH 3aWHTEPECOBAHHBIMH JHIAaMHu 5.6, [Tocie
COTJIACOBAHMSA MPOCKT MEPE/aeTCs Ha yTBEpKAeHHe paboTogaremo. Eciu juis NpHHATHS JOKAIBHOTO
aKTa HeOOXOMMO Y4HTBIBATH MHEHHE NPE/ICTABUTENHHOIO OpraHa paGoOTHUKOB (mpodeoroza), To 10
YTBEPIKICHHS. paboTolaTesleM MNPOEKT JOKYMEHTa M OGOCHOBAHHE 110 HEMY JOJDKHBI OBITH
HalnpasJIeHBI B 9TOT oprad. (cT. 372 TK P®.)

6. IlpunsaTHe JIOKAIBLHBIX HOPMATHBHBIX AKTOB

6.1.Cornmacio cr. 12 TK P® nokanbHblii akT BeTymaer B CHWIIy CO JHs €ro NpHHATHSA
paboTozareneM HiIH CO JIHsI, YKa3aHHOTO B 9TOM JIOKYMEHTE.

PaGoronarens MoKeT NPHHSATE JTOKATILHBIE AKTHI CIICYIOLIHMH CIIOCOOAMH:

— YTBEpPIMTE;

— M3/1aTh NIpHKa3 (pacnopspkeHune) 00 YTBEPIKIEHHH JIOKAIBHOTO aKTa.

6.2.VTBepk/as JOKAIBHBIA akT, paboToNaTeNh NOJGKEH MOCTABHTH TMOJIHCH B PEKBH3HTE
“I'pu¢ yTBepHKIEHUS TOKYMEHTa”. ITOT PEKBH3UT PACHOIATAIOT B [IPaBOM BEPXHEM YTy JIOKYMEHTa.
[Tomumo nopmuen rpud nomken cocrosts u3 ciosa YTBEPKJIAIO (Ge3 KaBbIUEK), HAUMEHOBAHUS
AOCJDKHOCTH JIMIIA, YTBEPHKAAIOIIETO JIOKYMEHT, €0 MHUIMAJIOB, (DaMHIIMH U JIAThI TIO/IITHCAHMI.

6.3.1lpn yTBEpXKIEHHH JOKYMEHTa HECKOJLKMMH JOKHOCTHBIMH JIMIAMHM MX ITOJIIHCH
pacroJiaraioT Ha OZIHOM YpOBHE.

6.4.JloKabHBIH aKT MOXET NPUHEMATBCS MyTeM H3IaHus NpHUKa3a (pacropsiKeHus).
YuupuimposanHoi GopMBI 11 TaKOro NpHKasa He IIPEYCMOTPEHO, MTO3TOMY pabOTOaTeNb BIIpaBe
ONPCACIHTE €€ CaMOCTOsATeNIbHO. B mpukaze 00 yTBEpIKICHMM JOKAaIBHOrO akTa HEOoOXOIUMO
OTpa3uTh:

— JIaTy BBEJCHHA JIOKAIBHOTO aKTa B JIEHCTBHE;

— YKaszaHHe 00 03HaKOMJICHUM paGOTHHKOB C JIOKAIbHBIM aKTOM H CPOKH JUIS 9TOTO

— (haMIIIHH U I0JDKHOCTH JIHI, OTBETCTBEHHBIX 3a COBIIONIEHHE IOKATBHOTO aKTa;

— JIPyTHE YCIIOBHSI.

7.03HaKOM/IEHHE YHACTHHKOB 00Pa30BaTEILHOT0 NMPOLECca ¢ JOKAILHBIMHE
HOPMATHBHBIMH AKTAMH

7.1. Pabotuuku Yupesxnenns (9acth 2 crateu 22 TK P®) B o6s3arensHom HOPsJIKE JIOJDKHEI
OBITE  03HAKOMJICHBI NOJ JIMYHYIO POCHHCh CO BCEMH JIOKQTHHBIMH HOPMATHBHBIMH AKTAMH,
IPUHAMAEMBIMH B OPraHH3alld M HENOCPEJCTBEHHO CBA3AHHBIMH C HX TPYJ0BOIl AESTEILHOCTHIO.
Ecin siokanbHBIi akT Kacaercst o0ydaiommxcs, MX POAMTENEH, OH JOMKEeH OBITh JOBENEH 0 HX

CBEJICHH.
7.2. Poputenu (3aKOHHEIE IPE/ICTABHTEINH) 3HAKOMATCS ¢ JIOKAIBHBEIMH HOPMATHBHBIMU aKTAMH

IIpH MOCTYIUICHHH B JOWIKOJIBHYIO 06pa30BaTC.HLHYIO OpraHU3alum.




7 3. JloKaabHbIe HOPMATHBHBIE AKTHI PA3MCEIIAIOTCAH Ha ohHIMATBEHOM CaliTe YupekKICHHA.

8. M3mMeneHne JOKAJILHBIX HOPMATHBHBIX AKTOB

8 1.PaboToaresb BIPABe BHOCUTH H3MCHCHHA B JTOKaJIbHBIE aKThI:

_ B CBS3M CO BCTYIUIGHMEM B CHiy MO0 M3MEHCHHEM 3aKOHA MM JIPyroro HOpMaTHBHOI'O
[IPaBOBOTO AKTA, CONEPIKAIIETO HOPMBI TPY/IOBOTO TPaBa, KOJUIEKTHBHOT0 I0r0BOpd, COrJIaIeHHs;

— 110 cOGCTBEHHOMY YCMOTpeHHio. B aToM ciryHae BaxkHO, yToOBl PHHAMAEMBIC JTOKATBHBIC
akThl HE YXYAIAIA TOJOXKCHHA pabOTHHKOB MO CPaBHEHHIO C TPYJOBBIM 3aKOHOJATEILCTBOM,
KOJUICKTHBHBIMHA JIOrOBOPaMH, COTJIAMICHHAMH (u. 4 ct. 8 TK PO).

8.2 M3MeHeHUs BHOCATCS B TOM K€ IOPAJIKE, B KOTOPOM JIOKAJIBHBIH aKT pazpabarsiBaJICs. U
yTBEPIKAAJICS TMEPBOHAYATBHO. HeoGXoqMMO YUHTHIBATh, YTO M3MCHEHHA MOTYT 3aTparuBaTh
orpee/icHHbIE CTOPOHAMH yCIIOBHS TPYOBOTO JIOTOBOPA, & COTIACHO CT. 72 TK P® 310 101yCTHMO
TONBKO 110 COTMALICHUIO cTOpoH. Paborozateib BIPaBe B OJIHOCTOPOHHEM TOPSJIKE H3IMEHATE yCJIOBIA
TPYJOBOTO JIOTOBOpPA TOJILKO B CIIyHac OpraHM3alMOHHBIX HIIH TEXHONOTHHECKHIX M3MEHEHHH yCIOBHI
tpyaa. Ilpu aTom HEOBXOIMMO COBMIOIATh MPOLEAYPY, ONPEACICHHYIO B ct. 74 TK PO.

9. OrMeHA JOKAJIBHBIX AKTOB.

9.1.Cornacuo cr. 12 TK PO ocHoBaHUAMH U [peKpameHus JIeHCTBIS JIOKAILHOTO aKTa Wil
OT/IEJTbHBIX €r0 MOJIOKEHHH ABIISIOTCA:

_ ueTeyenue cpoka jeiictus. Takas cuTyalus BO3MOYKHA, €CTH NpH pa3paboTKe JIOKAIbHOTO
aKTa OBUT OIpesieNeH MepHoj| ero IeHCTBHSL. [Ipu HACTYIUICHHH YKa3aHHOTrO CpoKa JIOKAJIBHBIA aKT
apTOMATHYeCKH yTpaumpaer cuiy. OT paborojarens HeE Tpebyercss M3JaHHA JIOTMOIHHTEIBHBIX
JOKYMEHTOB, NOJITBEPIKIAIOMIHX STOT (paxT. B KauecTBe IpUMEPA MOXKHO TIPUBECTH TPAPUK OTIYCKOB.
B cuiay npAMOro ykasaHds 3aKOHA rpauK OTMYCKOB YTBEPKAACTCA @XKeroJHo ¥ NpeKpamacTt
JeiicTBYE 0 OKOHYAHHH KaJleHapHoro rojid;

— oTMeHa (mpu3HaHHe YTpaTUBUINM cuIIy) JIOKaJIbHOTO aKTa 60 OT/IEBHBIX Er0 TOJIOKEHHH
JPYTAM JIOKaJTbHBIM aKTOM;

— BCTYIUICHHE B CHJIy 3aKOHA WM Jpyroro HOPMATHBHOTO NPAaBOBOro aKTa, coJiepKalero
HOpPMBI TPYZOBOTO IpaBa, KO/UTEKTHBHOTO JIOrOBOpa, COTNAlIeHusd, KOria yKa3zaHHBIE aKTbI
ycTaHaBIHBalOT Oonee BBICOKHII YPOBEHb rapaHTHH paGOTHHKAM [0 CPaBHEHHIO C JIEMCTBOBABIIINM
JIOKAJIbHBIM aKTOM.

9.2 . Eciu npuHAT 3aKOH WIIH apyrou HOpMATHBHBIN NpaBoBOM aKT, yCTaHABJIMBAIOIIHH Oonee
BBICOKHII YPOBEHb TapaHTHH pabOTHHKAM 110 CPABHEHHIO C JIOKATLHEIM AKTOM, JEHCTBHE JIOKAJILHOTO
AKTA WM OT/IEMbHBIX €r0 MOJIOKEHHH MPeKpalacTes.
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