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MALOY «[OeTtckunii cag Ne 112 «Mo3anka»

O6Lmre NonoXeHUs

1.HacToswmii Mopsgok pa3paboTkn U YTBEPXKAEHUSA NOKaNbHbIX HOPMATUBHbLIX aKTOB
MALOY «feTckuit cag Ne 112 «Mosauka» (ganee-Yupexaenue) pa3paboTtaH € Leblo
pasrpaHnyeHns MOSIHOMOYMIA, OnpefeneHns nopagka AeCTBUIA, U HanpasfieH Ha un3bexaHue
HapyLUEeHNI KOHCTUTYLMOHHbLIX HOPM, HOPM TPYAOBOr0O 3aKOHOLATe/bCTBa, 3aKOHOAATe/bCTBa
06 06pa3oBaHMM M MHBIX MPaB 1 CBOOOS rpaxaiaH.

HacTosawmi Mopagok onpegenset obwune Tpe6oBaHNA K MOPSAAKY pa3paboTKM NPOEKTOB
NOKaNlbHbIX HOPMAaTMBHbLIX aKTOB, OCHOBHble TpPebOBaHUA K COAEPXaHWI0 JIOKA/IbHbIX
HOPMAaTUBHbIX aKTOB, MOPSAAKY MPUHATUA YKa3aHHbIX aKTOB, a TakKXe BHECEHMe B HUX
[IONOSTHEHNIA N U3MEHEHWIA.

2.NOHATHe NOKa/IbHbIX HOPMATUBHbIX aKTOB

2.1. TloHATME NOKanbHOro HOpMAaTMBHOrO akrta. [lof NOKanbHbIMW HOPMATUBHLIMU
aKkTamy B CMbICNe HacToswero lopagka noHUmatroTca paspabaTbiBaeMble U MPUHUMaeMble B
YupexxgeHim B COOTBETCTBMM C  €ro  KOMMETEHLUMen, OonpefeneHHONn  [OeiCTBYHOLMM
3aKOHO/aTe/Ib,CTBOM M Y CTaBOM, BHYTPEHHME JOKYMEHTbI, yCTaHaB/MBatoL e HOpPMbI (Npasuia)
obulero  xapaktepa,  npeAHasHayeHHble 414 PeryiuMpoBaHWs  MPOU3BOACTBEHHONM,
ynpaB/eHYeckoi, (PMHAHCOBOMW, KAaZpOBOW WM WHON (PYHKUMOHANIbLHON [eATeNbHOCTM BHYTPU
YupexaeHus. JTokasbHbIM HOPMaTVBHbLIM aKTOM BbICLUEW FOPUANYECKON CUbl NPU3HaeTCa YCTaB
YupexaeHus.

2.2. JlokanbHble HOPMATUBHbIE aKTbl, perynupytowne obpasoBaTtesibHbI NpoLecc B
YUpexgeHnn  KOHKPeTU3MpPYHT npaBa W 0683aHHOCTM  Yy4aCTHWKOB  06pa3oBaTesibHbIX
OTHOLUEHWIA.

2.3. JloKanbHble HOPMaTUBHblE aKTbl, Peryavpyloline TpPyAoOBble OTHOLWEHUS B
YupexaeHnn cocTaBnstoT 0cobyto 061acTb OTHOLLEHWIA MexXAay paboTodaTeneM U paboTHMKaMu



YupexpgeHus, PaspabaTbiBaloTca ANS  peanu3auuMm  npaB  paboTHWKOB, WCMOMHEHUS UMK
06513aHHOCTEN, NOAAEPXKaHNSA AUCLUMNINHBI B TPYLOBOM KOJINIEKTUBE.

HOpMbl  NOKaNbHbIX HOPMATMBHbLIX aKTOB YupexaeHus, YyXyAllalole MonoxeHue
pabOTHMKOB MO CPaBHEHWIO C YCTaHOB/MEHHbIM TPYLOBbLIM 3aKOHOAATENbCTBOM W WHBLIMU
HOPMaTMBHbLIMW NPaBOBbIMK aKTaMW, COAep>KalMMn HOPMbl TPYZAOBOro MnpaBa, KO/MNeKTUBHbLIM
[OrOBOPOM, COrNaleHnsMN, a TakKXe JI0KalbHble HOPMATWBHbIE akTbl, MNPUHATbIE 6e3
CO6NI0AEHNA YCTaHOB/IEHHOTO cTaTbeit 372 TpypoBoro Kogekca opraHa pabOTHMKOB, He
nognexat NPUMEHEHUIO.

JNlokanbHble  HOpMaTMBHbIE  aKTbl  YupexaeHus  yTBepxgawTcd  paboTofaTenem
(3aBegyrownm) B npegenax KOMMeTeHUMN B COOTBETCTBMM C TPYAOBbLIM 3aKOHOAATENLCTBOM W
WHBIMW HOPMATUBHLIMW MPaBOBbLIMM aKTaMM, COAepXKalMMyW HOPMbl TPYAOBOro npasa,
KO/INEKTMBHBIMU AOroBopamMu, corfaweHnsamm (4. 1cr. 8 TK P®).

24. YHNPUUNPOBAHHBIX (OPM  A4N18  MNPUHATUA  NOKA/IbHbIX HOPMATUBHbLIX aKTOB
YupexaeHus He ycTaHaBnmnBaeTcs. VICK/OUeHMe COCTaBNAKT LWTAaTHOe pacnucaHue (hopma No
T-3), rpajguk otnyckoB (opma Ne T-7) M (OPMbl IOKaNbHbIX HOPMATUBHbLIX aKTOB,
yTBepXeHHble MocTtaHoBneHneM Mockomctata Poccum oT 05.01.2004 Ne 1 «O6 yTBEpPXAEHMM
YHUPULMPOBAHHBIX POPM MEePBUUYHON YHETHON LOKYMEHTaUWUM MO YUYeTy TpyAa v ero onnatbi».

®PopMbl OCTa/lbHbIX /I0Ka/IbHbIX HOPMATWMBHbLIX aKTOB YupexzaeHus, paboToaartenb
(3aBegytowinid) onpefensieT CaMOCTOATENbHO. 3TO MOryT OblTb: WHCTPYKUMMW, METOLUKM,
MONOXKeHWA, Nnpasuia, CTaHAapThbl, NpUKasbl, U ap.

3.K!'IaCCl/I(*)HKaLI,HF| NOKaJ/IbHbIX aKTOB:

3.1. o cTeneHn 3Ha4YMMocCTH:

- obs3ateflbHble - COCTaB TaKWX JIOKa/lbHbIX aKTOB OMpeAeneH TPYLOBbIM
3aKoHopaTeNbCcTBOM. TpyfoBON Kogekc P® cofepxuT npsMOe YKasaHWe Ha MpuHATUE
NoAo6HbIX 4OKYMEHTOB (Hanpumep, CT. cT. 189, 135 TK P®).

- Heobf3aTenbHble - Takue [OKYMEHTbl MPAMO He MpefyCcMOTPeHbl TPYAOBbIM
3aKOHOLaTeNlbCTBOM, paboTofaTeslb MPUHNMAET NI0KaNbHbIe aKTbl N0 CBOEMY YCMOTPEHUIO.

3.2. Mo cepe pencTens:

- 06LLero xapakrepa, pacnpocTpaHAoLLIMecs Ha BCO OpraHu3aLmio;

- CMeumanbHoro xapakrepa, KacarLmnecs 0TAe/lbHbIX BOMPOCOB.

3.3. Mo Kpyry nnu;:

- pacnpocTpaHstoLmecs Ha Bcex paboOTHMKOB OopraHu3aLmu,

- pacnpocTpaHALLMeCs Ha OMpefe/ieHHY KaTeropuo paboTHUKOB;

3.4. Tlo cnocoby NpUHATUSA:

- NpUHUMaemble paboToaaTenem eavHONNYHO;

- NPUHUMAeMble C YYETOM MHeHUs MNpeacTaBUTENbHOro opraHa paboTHWKOB. B 3ToMm
cnyyae nNpu NPUHATUM NOKa/bHbIX aKTOB HE06X0AMMO CO6/104aTh NOPALOK, NPesyCMOTPEHHBI
CcT. 372 TK P®.

3.5. Mo cpoky fencreus:

- NOCTOSAHHOIO [eiCTBUS;

- BeccpouyHble;

- C onpejesieHHbIM CPOKOM JeiCTBUS.

3.6. 1o cpoKy XpaHeHus:

- MOCTOAHHOIO XpaHeHus;

- 75 neT;

- Jpyrue.

4. CTpPYKTYypa 1 cofep>kaHune NoKaibHbIX HOPMaTUBHbIX aKTOB

4.1. CTpyKTypa M cofep)aHue JI0Ka/llbHbIX HOPMATMBHbLIX aKTOB 3aBUCAT OT Kpyra
BOMPOCOB, B OTHOLLEHWM KOTOPbIX HEO6XOAMMO NPUHATUE TaKNUX aKTOB.

YCNOBHO CTPYKTYPY NI0KaNbHbIX aKTOB MOXHO Pa3feNinTb Ha CnefyroLlne YacTu:



- 06WwmMe MNOMOXKEHWUS: NEpeYeHb PeryimpyeMbiX BOMPOCOB; HOPMAaTMBHbIE MPaBOBbIE
aKTbl, B COOTBETCTBUM C KOTOPbIMW JIOKa/bHbIA aKT MPUHUMAETCS; noApasfeneHns wunm
KaTeropum paboTHWKOB, NoAnajaroLine noj AencTemne NoKasbHOro aKTa;

- OCHOBHas 4acTb: npaea U 00643aHHOCTM paboTHUKa 1 paboTofartens; npouesypbl, He
onpefeneHHble 3aKOHO4ATeNIbCTBOM; MOPSAA0K B3aMMOAENCTBUA CTPYKTYPHbIX NogpasaeneHuii B
3aBMCUMOCTM OT CNeuntmKN NOKaIbHOr0 akTa; A4eACTBUA CTOPOH, CPOKM, OTBETCTBEHHOCTb U MNp.

- 3aK/IIUNTESNbHbIE TMOJIOXKEHUA: BPeMsi BCTYM/EHUA /10KaSIbHOr0 akta B Cuay,
nepeyeHb J/O0KaNbHbIX aKTOB WAN OTAENbHbIX MOMOXEHWA, NpeKpawlaloWmx [encTeme c
NPUHATUEM HOBOIO aKTa.

JloKanibHble aKTbl MOTYT COfepXXaTb MPUIOXKEHUS, KacaroLnmecs BONpPOCOB, OTPaXKEHHbIX
B 3TUX aKTax.

4.2. TeKCT NoKasibHOro HOPMaTUBHOIO aKTa COCTaB/IAETCA Ha PYCCKOM fi3blIKe.

5. Pa3paboTKa HOPMaTMBHOIO NIOKa/IbHOr0 akTa

MpoeKTbl  /IOKa/IbHbIX ~ HOPMATMBHBLIX  aKTOB  pa3pabaTbiBalOTCA MO PELUEHMIO
Meparornyeckoro coseta, O6LEro cobpaHnsa NN agMUHUCTPALUN YupexaeHus B 3aBUCMMOCTM
OT MX KOMMNETEHLUNW, ONpesesieHHOM 3aKOHOM 1 Y CTaBOM YupexaeHus.

5.1. O1anbl pa3paboTKM MPOEKTOB JIOKA/IbHbIX HOPMATMBHbIX aKTOB:

5.1.2. OnpefeneHne BONPOCOB, N0 KOTOPbIM TPebyoTCA pa3paboTKa 1 yTBePXAeH e

NOKaNbHOTO0 HOPMAaTMBHOIO akTa. [1OTpeOGHOCTb BbIABMAETCA B XO4e COBELLaHWUiA,
cobpaHuin, nnaHepok. Camy pabOTHUMKM YupeXeHns MOryT BbICTYNUTb C WHULMATUBON
CO3JaHns NOKabHOr0 HOPMATUBHOIO aKTa Mpy BbIABNEHUW B X0Ae PaboTbl HEYpPeryMpoBaHHbIX
BOMPOCOB.

5.1.3. Co3gaHune pabouyeit rpynnbl Mo paspaboTke /I0KaIbHOT0 HOPMATMBHOIO akTa.

5.1.4. Ha3HayeHWe OTBETCTBEHHOr0 PYKOBOAWUTENs paboyeit rpynnbl, KOTOpbIA OydeT
KOOPAMHUPOBATb Y4YaCTHUKOB W  KOHTPO/MIMPOBaTb YCTAHOBJ/IEHHbIE CPOKW  pa3paboTKm
NOKaNIbHOr0 HOPMAaTUBHOMO akta. OCTa/bHble Y/IEHbI TPYNMbl BpaBe BHOCUTL MPEAIOXEeHNA U
3ameyaHus B XO0fe MNOArOTOBKM MNpoekTa AOKyMeHTa. lMpy Heo6Xo4MMOCTU OTBETCTBEHHbIN
MCMOSIHUTENb AopabaTbiBaeT ero ¢ y4eTOM BHECEHHbIX 3aMeyaHnil.

5.1.5.CornacoBsaHune MpoekTa NOKaSbHOro akta. Ha fJaHHOM 3Tane NPoekT HeobXoAMMO
cornacosatb C yyaCTHMKaMu paboyeit rpynnbl U APYrMMU 3aMHTEPecoBaHHbIMU nuLamu 5.6.
Mocne cornacoBaHUA MPOEKT MepefaeTcsa Ha yTBepXAeHWe paboTogaTento. Ecnn gns npuHATUA
NOKaNIbHOr0 akTa HeobXO4MMO YUMUTbIBATb MHEHWe MNpeAcTaBUTENbHON0 opraHa paboTHUKOB
(npodpcotosa), To [0 YTBepXAeHUs paboTodaTesieM NPOEKT JOKYMEHTA M 060CHOBaHME N0 Hemy
[O/KHbI ObITb HaMpaB/eHbl B 3TOT opraH, (cT. 372 TK P®.)

6. MpunHATKE NOKaIbHbIX HOPMaTUBHbIX aKTOB

6.1.CornacHo ct. 12 TK P® nokanbHbIA akT BCTynaeT B CU/Y CO [HSA €ro NpUHATUS
paboTofatenem Wamn co AHA, YKa3aHHOro B 3TOM [OKYMEHTe.

PaboTogartenib MOXET NPUHATL I0Ka/IbHbIe aKTbl CNeLYOWMK Crocobamu:

- YTBEPAMUTD;

- n3gaTb Npukas (pacrnopskeHne) 06 yTBEPXAEHNM NOKaNbHOr0 aKTa.

6.2.YTBepXaan NoKabHbI akT, paboTofaTenb LO/IXKeH NOCTaBUTb MOAMUCH B PEKBU3UTE
"png yTBEPXKAEHMA AOKYMEeHTa”. OTOT PEeKBWU3UT pacronaralT B MPaBOM BEPXHEM Yriy
AOKyMeHTa. MToMnmo nognucy rpud JosxkeH coctoATb 13 cnosa Y TBEPXKOAHRKD (6e3 KaBblyek),
HaMMeHOBaHUA [O/MKHOCTU NMLA, YTBEPXKAAIOLWEro LOKYMEHT, ero WHWLMaNoB, gamuanm u
faTbl NoANMCaHUA.

6.3.MNMpn yTBEPXKAEHWUM LOKYMEHTa HECKONbKUMWU LO/HKHOCTHLIMU NULAMWU UX MOANUCK
pacrnonaratoT Ha 04HOM YPOBHE.

6.4.J10KaNbHbIA aKT MOXET MNPUHUMATLCA MyTEeM W34aHUA NpuKasa (pacnopskKeHus).
YHU(ULMPOBAHHOW (DOPMbI A/19 Takoro npukasa He npegycMOTpeHO, Mo3ToMy paboTojaresib



BMpaBe OMNpeAennTb ee CamMoCTOsTeNbHO. B npukase 06 yTBEpXKAEHUU NOKa/bHOTO aKTa
He06X0AMMO 0TPa3nUTb:

- [aTy BBeAEHUS NOKa/IbHOTO aKTa B eCTBUE;

- YKa3aHue 06 03HaKOM/IEHUN pabOTHMKOB C /IOKa/IbHbIM aKTOM W CPOKM AN 3TOrO;

- (haMMaMKM N AOMKHOCTM NNL, OTBETCTBEHHbIX 3a COO/HOAEHME NIOKANIbHOTO aKTa;

- Apyrvie ycnosws.

7.03HaKOM1eHNe yYacTHUKOB 06pa303aTeanoro rnpouecca C OKaJ/ibHbIMW
HOPMaTUBHbLIMUN aKTaMW

7.1. PaboTHMKN YupexaeHns (4acTb 2 ctaTbl 22 TK P®) B 0653aTenbHOM MNOpsfake
[JO/MKHbI 6blTb O03HAKOM/EHbl MOJ /MYHYK0 POCMUCL CO BCEMW JI0Ka/lbHbIMW HOPMATUBHbLIMU
aKkTamu, NpPUHYMaeMbIMW B OpPraHM3auum N HemnocpefCTBEHHO CBA3aHHbIMU C WX TPYLOBOM
[eaTeNbHOCTbI0. ECM NOKasIbHbIA akT KacaeTcsi 00y4aroLmnxcs, Ux poauTenei, OH JO/MKEH BbITb
[0BefleH [10 UX CBefeHMS.

7.2. PoguTenun (3aKOHHble NPeACTaBUTENIN) 3HAKOMATCS C OKa/lbHbIMWU HOPMATUBHLIMU
aKTamy Npy NOCTYM/IEHWMN B JOLIKO/MbHYH 00pa30BaTe/lbHY0 OpraHM3auuio.

7.3. JloKanbHble HOPMaTMBHbIE aKTbl pa3MeLLalnTca Ha OULMaNbHOM CalTe YupexaeHus.

8. MIsmeHeHMe NoKas/ibHbIX HOPMAaTUBHbIX aKTOB

8.1.PaboTopartens BnpaBe BHOCUTb U3MEHEHUS B NIOKa/IbHble aKTbl:

- B CBA3W CO BCTynjeHWeM B cwuny nM60 W3MEHeHWEM 3aKOHa WM  Apyroro
HOpPMaTMBHOIO MpPaBOBOr0 akTa, COAepXkallero HOpPMbl TPYAOBOro Mpasa, KOMNEKTUBHOIO
[lorosopa, cornalleHus;

- N0 COGCTBEHHOMY YCMOTpPeHWt0. B 3TOM c/nyyae BaXKHO, 4TOOblI MPUHUMaEMble
NOKaJibHble aKTbl He YyXyAwanu MonoXKeHns paboTHUKOB MO CPaBHEHUIO C TPYAOBbIM
3aKOHOAATe/IbCTBOM, KOJINIEKTUBHbLIMY LOroBOpamu, cornaweHnamu (4. 4 c1. 8 TK P®).

8.2./13meHeHNs BHOCATCS B TOM XKe MOpsiaKe, B KOTOPOM NI0Ka/ibHbIA aKT pa3pabaTbiBancs
N yTBEPXAANCA MepBOHaYa/IbHO. HeobXoaumMo y4uTbiBaTb, YTO M3MEHEHUs MOryT 3aTparusaTb
onpefefieHHble CTOpOHamMK YCNOBMA TPYLOBOro A0roeopa, a corfacHo cr. 72 TK P® ato
[0NYCTUMO TONbKO MO COrNalleHnto CTOpoH. PaboToaatens Bnpase B OLHOCTOPOHHEM MOpsAKe
M3MEHATb YC/I0BMA TPYLOBOrOo [0OroBopa TO/MILKO B C/y4vyae OpraHU3auuoHHbIX WK
TEXHO/IOrMYEeCKNUX U3MEHEHUI ycnoBuid Tpyda. Mpu aToM Heob6xoaumo cobnofaTe nNpoueaypy,
onpegesieHHyto B CT. 74 TK PO.

9. OTMeHa NoKa/ibHbIX aKTOB.

9.1.CornacHo ct. 12 TK P® ocHOBaHUSMW 415 NPeKpaLeHns AeCTBUSA TIOKA/IbHOrO aKTa
NN OTAENbHbIX €ro MoM0XKEHWN ABNATCS:

- WCTEYeHMe cpoKa [fehcTBuA. Takasd cuTyauus BO3MOXHa, ecnu npu paspaboTke
NOKa/IbHOr0 akTa Obln onpeaeneH nepuog ero AencTemsA. MNpy HacTynIeHUM YKa3aHHOro Cpoka
NOKanbHbIA aKT aBTOMaTMyeckn yTpaumBaeT cuny. OT paboTogatenss He TpebyeTcs m3gaHus
[OMNOJSIHATE/IbHLIX AOKYMEHTOB, MOATBEPXAAKOLWMX 3TOT (pakT. B KayecTBe npumepa MOXKHO
npuBecTn rpauk OTNYCKOB. B cuiy npAMOro ykasaHuWs 3akoHa rpajuk OTMYCKOB
YTBEPXKAAETCA €XKEroAHO 1 NpekpaliaeT AeiiCTBME MO OKOHYaHMM KaleHAAPHOrO rofa;

- OTMeHa (MpW3HaHWe YTPaTUBLUMM CWY) JIOKaSIbHOrO akTa Nnbo OTAEeNbHbIX €ro
MONOXEHWUI APYTMM NOKaNbHbIM aKTOM;

- BCTyM/IeHWe B CWy 3aKoHa WIM [pyroro HOPMaTUBHOIO MNPaBOBOr0 aKTa,
CoflepXxallero HOpMbl TPYLOBOro nMpasa, KOMIIEKTUBHOIO [A0roBopa, CoraweHuns, Korga
yKasaHHble aKTbl YyCTaHaBnMBatOT 605ee BbICOKWIA YPOBEHb TFapaHTUin paboTHMKaM Mo
CPaBHEHWIO C AeNCTBOBABLLMM NOKa/IbHbIM aKTOM.



9.2.Ecnv NpUHAT 3aKOH WM APYroi HOPMaTMBHbIA MPABOBOM aKT, YCTaHaB/MBaloLWMiA
60nee BbICOKWIA YPOBEHb rapaHTUin paboTHUKAM MO CPaBHEHWMIO C JIOKA/IbHbIM aKTOM, AelcTBue
NOKa/IbHOTO aKTa N OTAe/NbHbIX ero MosIoXKeHW NpekpatiaeTcs.



[MpoHymepoBaHO
CTpaHuL,

Ne 112 «Mo3aunka»
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