


I. O6mue nonoxkenust
1.1.Hactosiee IlonoskeHue O JOKanbHOM HOpMaruBHOM akTe (mamee — Ilonmoxenme) AHO
«I1OO0» «®3IK» CII «¥Opummueckuii nunen» (manee — Jlumed) ycraHaBIMBaeT €AMHBIE
TpeOOBaHMUSA K JIOKAJbHBIM HOPMATHUBHBIM aKTaM, MX TOATOTOBKE, O(GOPMIICHHIO, MPHUHSTHIO,
YTBEPKIAEHUIO, BCTYIUIEHUIO B CUJTy, BHECEHUIO H3MEHEHUH U OTMEHE.
1.2 Tlonoxxenue paspabotaHo Ha ocHoBaHuu PenepanmpHoro 3akona «00 oOpa3oBaHuUU B
Poccuiickoit @enepanm» ot 29.12.2012 Ne 273-®3, Tpynosoro Kogekca PP (nanee — TK PD),
I'paxxganckoro Konekca P® (nanee ['K P®), Ycrapa xomnemxka.
1.3 TlonoxxeHue sABISETCS JIOKAJIbHBIM HOPMAaTHUBHBIM akToM Jlumes u  o0s3aTenpHO K
UCTIOJIHEHUIO BCEMH YYaCTHUKaMH 00pa30BaTeIbHBIX OTHOIIEHHH.
1.4. JlokaneHbIE HOpMATHBHBIA akT Jlumes (mamee — JOKaJbHBI aKT) — 3TO BHYTPEHHHI
JIOKYMEHT, IPUHIMAaeMbIll B OnpeneneHHol HactosmuM IlonoskeHneM Qopme, HampaBiIeHHBIH
HAa YCTAHOBJICHHE, M3MEHEHHE WM OTMEHY HOPM, Kak oOIeo0s3aTebHbIX JJIsT COTPYIHHKOB
Jlunes W MHBIX JUL NPEANUCAHUNH W MpaBUJ TOBENEHUS IOCTOSHHOTO WU BPEMEHHOIO
XapakTepa, paCCUMTAHHBIX HA MHOTOKPaTHOE IIPUMEHEHHUE.
1.5.JIokanpHBIM aKTOM BBICIIEH IOPUANYECKON CUJIbI B Jlunee ABisgeTcst Y CTaB KOJuIemxKa.
1.6.JlokanbHble akThl Jluiles NEHCTBYIOT TOJBKO B MpeAesiaX NaHHOTO OOpa30BaTeNIbHOTO
yUpEXKJEHHUS U HE MOTYT PEryJlpOBaTh OTHOLIEHHUS BHE €ro.
1.7.JlokanpHBIE aKThI, COOTBETCTBYIOIINE BCEM TPeOOBAHMAM 3aKOHOIATENIbCTBA PD, sSBISIOTCS
00s13aTeIbHBIMU K UCTIOJTHEHUIO BCEMH YUaCTHHKAMH 00Pa30BaTENbHBIX OTHOLICHUH.
1.8. JlokanpHbid akT Jlumes nubO OTHENbHBIE €ro MOJIOKEHHs MPEKPaIaroT CBOE NEUCTBHE B
CJIEeNYIOLIUX CIyYasixX:
- C HICTEYCHHEM CpOKa JIEHCTBUS (€CIM CPOK ObLIT YCTAHOBJIEH);
-C OTMEHOM (TIPU3HAHUEM, YTPATUBIIUM CHIIy) JAHHOTO JIOKAJLHOTO aKTa JUOO OTHENbHBIX €ro
MOJIO)KEHUH APYTUM JIOKAJIbHBIM aKTOM;
- C BCTYIUICHHMEM B CHJIy 3aKOHAa WJIM HHOTO aKTa, COAEP Kallero HOPMBbI TPYAOBOrO IpaBa,
KOJUIGKTHBHOTO JOTOBOpA, COTJlalleHHus (B Ciydae, KOTAa yKa3aHHbIE aKThl yCTAaHABJIHUBAIOT
0oJjiee BBICOKUI ypOBEHb rapaHTHil paOOTHUKAM IO CPABHEHHIO C YCTAHOBJICHHBIM JIOKAJHHBIM
HOPMAaTHUBHBIM aKTOM);
- TpU3HAHHE CyAOM MWJIM HUHBIM YIOJHOMOYEHHBIM OpPraHOM TOCYJapCTBEHHOHN BIAcTH
JIOKAJIbHOTO akTa Jluies npoTuBopeyalium AeCTBYIOIEMY 3aKOHOAATENbCTBY.
1.9.JIokanpHelil akT JInnes, yTpaTUBIIUMI CHUIy, HE MOJIEKUT UCIIOTHEHUIO.

I1. Menu u 3apa4n
2.1.Iensimu u 3aga4amMu HacTosiero 1lonoxeHust sSIBISIFOTCS

® CO3/aHUE €JUHOM U COTJIACOBAHHOW CUCTEMBI JIOKAJIbHBIX akTOB Jluies;

e olecneueHne MPUHILINIA 3aKOHHOCTH B HOPMOTBOPUYECKOH nesTepHOCTH Jlnmes,

® COBEpIICHCTBOBAHME MPOILECCa MOATOTOBKH, O(GOPMIICHUS, MPUHSTHS W peaTH3aluu
JIOKAJIbHBIX aKTOB;

e TmpeAoTBpalleHHe AYOIUPOBAHHS PETYJIMPOBAHUS OOIIECTBEHHBIX M OOPa30BATENIbHBIX
oTHoIeHui B Jluies.

1. Buabl JJOKAJBLHBIX AKTOB

3.1. B cooTBeTCTBUH C YCTaBOM AEATENBHOCTD JINLies perJaMeHTUPYEeTCs CAEAYIOIUMH BUIAMHU
JOKAJbHBIX  AaKTOB. MOJIOKEHMsI, PELIEeHUs;, MPUKA3bl, PpaCHOPSDKEHUs, HHCTPYKLUHU,
IOJDKHOCTHBIE MHCTPYKLIUH, HOJDKHOCTHBIE MHCTPYKIUH 110 OXpaHe TPy[a; MpaBmiia; (PyHKIIHM;
MPOTOKOJIBI, aKThl, MPOTrPaMMBbI, IUIAHBI, MACHOPTA, MEPEYHU, METOAUYECKUE PEKOMEHAALMNH,
TpeOoBaHMs;, TrpaduKH;, pEKHUMBL, PACIHCAHUS, LUKIOIPAMMbI, IOTOBOPBI, KOJUICKTHBHBIN
norosop. IlpencraBneHHBII NepedeHb BUAOB JIOKAJIBHBIX AKTOB HE sBIseTcA i Jlunes
HCYEPTIBbIBAIOIIUM.

3.2. JlokanbHble akThl Jlumess MOryT ObITh KIacCH(HUIIMPOBAHBL:



a) Ha TPYMIBl B COOTBETCTBUU ¢ KoMIeTeHIuei Jlunes:

e JIOKaJbHBIE aKThbl OPraHU3ALMOHHO-PACIOPAIUTEIBbHOIO XapaKkTepa,

® JIOKaJbHBIC aKThl, PETJIAMEHTHUPYIOLIHE BOMPOCHI OpraHU3aluu 00pPa30BaTEIHHOTO
npouecca;

® JIOKaJbHBIC aKThl, PErJIAMEHTHUPYIOIINE OTHOIIEHUs paboTtomarenst ¢ pabOTHUKAMU U
OpraHu3aLUI0 Y4eOHO-METOANYECKON padoThL;

e JIOKaJbHBbIE AaKThbl, pPEMVIAMEHTHPYIOLIUE OEATEIbHOCTb KOJUIETHAJIBHBIX OPraHoB
ynpasienus Jluneem;

® JIOKaJbHBIE  aKTbl, PErIAMEHTUPYIOIIUE  aJMHHUCTPATUBHYI0O U  (UHAHCOBO-
XO3AMCTBEHHYIO AEATENbHOCTD,

® JIOKaJIbHBIC aKThl, 00€CNIEUNBAIOIINE BEACHNE NIEIOMPON3BOCTBA.

0) O KPUTEPHSIM:

® [0 CTENEeHH 3HAYMMOCTHU: 00s3aTeNIbHBIE 1 HEOOS3aTEeNbHBIC,

e 110 chepe aeicTBUsA: OOIIero XapakTepa U CIIeHHAIBHOTO XapaKkTepa;

® 0 Kpyry JHI pacmpocTpaHsiomuecs Ha Bcex paboTHukoB Jlumes u  He
pacIpoCTpaHAIOIIKNEcs Ha BceX paboTHUKOB Jlutes;

e 1o cnocoQy MNPUHATHA: TNPUHUMAaeMble pykoBoguTeneM Jlumes eOMHONMMYHO U
IPUHUMAaeMble C y4E€TOM MHEHHUs [PEACTABUTEIBHOIO OpraHa y4aCTHHKOB
00pa3oBaTEIbHBIX OTHOIICHHIA,

® [0 CPOKY JeHCTBHs: OeCCPOYHBIMH WM MPUHATHIMU Ha OTIPEEICHHBIMITEPHON;

® 10 CPOKY XpaHEHHUsl: MOCTOSIHHOIO XpaHEHHUs , 75 JIeT U ApyTHe.

IV. llopsinok NOAr0OTOBKH JTOKAJBHbIX AKTOB
B Jluuee ycranaBnuBaeTcs ClaenyrOIINI MOPSIIOK MOATOTOBKU JIOKAJIBHBIX aKTOB:
4.1. UHMIMaTOpOM MOATOTOBKH JIOKAJIBbHBIX AKTOB MOTYT OBITh:
Yupeaurens,
Ynpasierne oOpa3oBaHus,
aaMuHMCTpauus Jluies B jMle e€ TUPEKTopa, 3aMeCTUTENEHN TUPEKTOPa,;
OpraHbl rOCYJapCTBEHHO-O0IECTBEHHOTO yIipaByeHus Jlnmes;,
YUaCTHHUKH 00pa30BaTENbHBIX OTHOLICHUH.
OcHoBaHMeM [UIsi TMOATOTOBKM JIOKAJIBHOTO aKTa MOTYT TakKe sBJIATbCS H3MEHEHHUS B
3akoHOnaTenbcTBe PP (BHECEHUE N3MEHEHMH, 3/1aHNEe HOBBIX HOPMAaTHBHBIX IIPABOBBIX AKTOB).
4.2. TIpoeKT JOKAIBbHOTrO aKTa TOTOBUTCS OTHENbHBIM PaOOTHUKOM HIIH TPYNIONH paOOTHUKOB 1O
MOPYYECHUIO AUPEKTOPA KOJJIEAXKA.
4.3. TloarotoBKa JIOKAJHHOTO aKTa BKJIIOYAET B ce0sl M3y4eHHE 3aKOHOIATEIbHBIX W HHBIX
HOPMATUBHBIX aKTOB, JIOKAJIBHBIX aKTOB Jluies, perJaMeHTHPYIOIUX T€ BOIPOCHL, KOTOpBIE
NpEeANnojaraeTcss OTPa3UTh B INPOEKTe HOBOTO aKTa, W HA 3TOH OCHOBE BBIOOP €ro BHUA,
COZIEp KAHMA U TIPEICTABJICHHE €r0 B MICbMEHHOH (opme.
4.4. TlogrotoBka HamOoJjiee BaKHBIX JIOKAJIBbHBIX aKTOB (TPOEKTOB peIleHUil coOpaHuii,
NIEICOBETOB, OPTAHOB CAMOYIIPABJICHUs, TIPUKA30B, TIOJOKEHUH, PABUII) TOJDKHA OCHOBBIBATHCS
Ha pe3yJbTaTax aHajn3a OCHOBHBIX CTOPOH AeATelbHOCTH JIuies, TeHAeHLMH e€ pa3BUTHS U
CJIOKUBIIENUCS CUTyaLUU.
4.5. Tlo Bompocam mpuema Ha pabOTy, MEPEBOAOB, YBOJBHEHUMN, MPENIOCTABJICHUS OTIYCKOB,
MOOUIPEHUNH MM MpPUBJIEUEHUs] COTPYAHUKOB K AUCLMIIMHAPHON WM MaTepUaibHOMN
OTBETCTBEHHOCTH U3AI0TCs IPUKA3bl, B COOTBETCTBUM C TK PO.
4.6. IIpoekT JIOKAJIbHOTO aKTa MOJUICKHUT O0sS3aTeNIbHONW MPAaBOBOW 3KCIIEPTH3E U MPOBEPKE HA
JUTEPATYPHYIO TPAMOTHOCTbD, KOTOPBIE MPOBOAATCA JINIleeM CaMOCTOSTENIbHO, THOO C yuacTHEeM
MIPUBJICUEHHBIX CIELUANUCTOB. JIOKanbHbIN aKT, He MPOLIEAIINH MPABOBYIO IKCHEPTU3Y, HE
MOJJIEXKUT PACCMOTPEHUIO U NIPUHSTHIO.
4.7 1IpoeKkT JOKaJbHOTO aKTa JOJDKeH ObITh mpencraBieH Ha  oOcyxneHue. DopMel
NPEACTaBICHUS Uil OOCY)KISHHUST MOTYT OBbITh PA3IMYHBIMH. Pa3MEIIEHHE MPOEKTa JIOKAIBHOTO
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aKkTa Ha WH(POPMALMOHHOM CTEHIE B MeECTe, AOCTYMHOM Ui BceoOuiero o0o3peHHs, Ha
IIKOJIBHOM  caiiTe, HampaBlieHHEe mpoekTa (pacchlika IO  3JEKTPOHHOH  moduTe)
3aMHTEPECOBAHHBIM JIMLIAM, MPOBENEHHE COOTBETCTBYIOLIErO COOpaHUS C KOJUIEKTHBHBIM
00CyKIeHUEM MPOEKTA JIOKAIBHOTO aKTa.

V. llopsinok NpUHATHS U YTBEPKACHHUSI JIOKAJTBHOI0 AKTA
5.1.JIokanpHBIH aKT, MPOLIEAIINN MPABOBYIO, JUTEPATYPHYIO SKCIIEPTU3Y, a TakkKe (B CiydasX,
NPEAYCMOTPEHHBIX NEHCTBYIOIIMM 3aKOHOAATEIBCTBOM) MPOLEAYPY COTIACOBAHMS, MOIJICKHUT
MPUHATHIO U YTBEPKIACHUIO B COOTBETCTBUM C YCTAaBOM KOJUIEAXKA.
5.2 JloxanpHble akThl Jlumest MOryT mpUHUMATHCS aupekTopoM, OOmuM coOpaHueM TPyIOBOTO
koyekThBa, llemarormueckum cosetoM, CoseroMm (ympasisiromum) Jlumes, HaaeleHHBIM
MOJHOMOYMSIMU 0 NPHUHATHUIO JIOKAJIBHBIX aKTOB B COOTBETCTBHU C YCTaBOM KOJUIEHXKA — IO
MIPEeAMETaM UX BEIECHHsI U KOMIETEHLUH.
5.3.He mopyexat mpUMEHEHHIO JIOKAJbHBIE aKThl, YXYALIAIOIINE TOJOXEHHE PaOOTHUKOB IO
CPaBHEHHIO C TPYAOBBIM 3aKOHOJATEIBCTBOM, KOJJIEKTHMBHBIM AOTOBOPOM, COIVIAIICHHSMH, a
TaKXe JIOKAJIbHBIE aKThI, [IPUHATHIE C HAPYIICHUEM MOPsAIKA y4eTa MHEHUs MPENCTABUTEIBHOIO
opraHa pabOTHUKOB.
5.4. Ilpomenmuii mpoueaypy NPUHATHS JIOKAJIBHBIN aKT YTBEPXKAAECTCA TUPEKTOPOM KOJIEAXKA.
IIpouenypa yrBepxkneHus odopmisiercss OO MOANMUCHIO ITUPEKTOpa, JUOO MPHUKA30M
JUPEKTOPA KOJJIEAXKA.
5.5 JlokanpHBIA aKT BCTyHaeT B CHJIYy C MOMEHTa, YKa3aHHOTO B HeM, Jubo, B clydae
OTCYTCTBHsI TAKOIO YKa3aHUs, MO MCTEUEHUU /7 KaJCHJAPHBIX JHEH C AaThl NPUHATUSA JAHHOIO
JIOKAJIbHOTO aKTa.
5.6. JlaToii mpUHSATHUS JIOKAJBHOTO aKkTa, TPeOYIOIIEero yTBEPKACHUS AUPEKTOPOM KOJUIEIKA,
SIBJISIETCS. AaTa TAKOTO YTBEP KACHUS.

VI. OdopmiieHune JIOKAJIBHOT0 AKTA
OdopmiieHne JIOKAJIbHOTO aKTa  BBIMIOJNHSETCS B COOTBETCTBHM €  TpeOOBaHHAMU
«[ocynapcTBEHHOW CHUCTEMbI [OKYMEHTALMOHHOTO obecrieueHusi ynpasieHus. (OCHOBHBIE
nonoxenns. OOmue TpebOBaHMS K JOKyMEHTaM W CIOy)k0aM JTOKYMEHTallMOHHOTO
obecrieueHns’», a TakXkKe HOpPMaMH «YHUQUIUPOBAHHOH CHCTEMBl JOKYMEHTALHH.
YHUPHUUIUPOBaHHAS CUCTEMa OPraHM3alMOHHO-PACTIOPAIUTENbHON qoKyMeHTaun. TpeboBaHus
Kk odopmienuro pokymentoB. 'OCT P 6.30-2003" (yrB. IlocranoBnenmem I'occranmapra
Poccun ot 03.03.2003 N 65-ct «O npuHATUU U BBENEHUM B AEWCTBHE TOCYJapCTBEHHOIO
crangapta Poccuiickoii @eneparymy). Ilpu sTom:
6.1.JIns opopmnerns nokaabHOrO akta Jluies ucronp3yercs Oaank JIumest, KOTOPBIH CONEPIKUT:
- HauMeHoBanue Jlumes (ykasblBaeTcs B CTPOTOM COOTBETCTBUUM C YUPEIUTEIbHBIMHU
IOKYMEHTaMHu);
- HAaUMEHOBaHHWE BHUJA JOKYMeHTa (YyKa3bIBaeTCs MOCIE€ HauMMEHOBaHUs JIuies MpOMUCHBIMU
oyksamu (ITOJIO)KEHUE, MHCTPYKLMA u T.11.));
- ATy perucTpauuy (1aty yTBEP KASHNs) U PETUCTPALIMIOHHBIA HOMEp TOKYMEHTA,
- MECTO COCTaBJIEHMsI IOKYMEHTA;
- BU3Y COIJIACOBAHMs, €CIH JIOKAJbHBIH aKT MPOXOAUJ COIJIACOBAHUE C IPECTaBUTEJbHBIM
OopraHom pabOTHHUKOB WJIH JPYTUMH OPTaHAMH;
- OTMETKY O HaJIMYUH MPUIIOKEHUHN.
6.2.CTpyKkTypa JOKAJIBHOTO aKTa, KaK MPAaBHJIO, COCTOUT U3 TPEX Pa3leNoB: OOLINe MOJOKEHHUS,
OCHOBHAasl 4YacTb U 3aKJIOUMUTENbHbIE TNOJOXKEHUSA. TeKCTbl JOKYMEHTOB, PpEeryJIHpYyHOLINX
JEATeIbHOCTh OpraHu3aluu (MOJOXKEHUS, MOJDKHOCTHBIE WHCTPYKUMH W T.J.), COCTOST H3
pas3aenos, MyHKTOB U MOANYHKTOB. Kaxnblil pa3aen AOMKeH UMETh COOTBETCTBYIOLIMI HOMEp U
3aroJIOBOK.



6.3. HopmaTuBHble mpeanucaHuss OQOPMISIOTCS B BHUAE IyHKTOB, KOTOpBIE HYMEPYIOTCS
apabckuMu 1pamMu ¢ TOYKOH M 3aroJIOBKOB HE MUMEIOT. IIyHKTHI MOTYT MOAPA3JeNsaThCs Ha
MOJIYHKTBI, KOTOPbIE MOTYT IMETh OYKBEHHYIO WJIH LU(PPOBYIO HYMEPALIHUIO.

6.4.CTpykTypa JOKAJIBPHOTO aKTa IOJDKHA 00ECreunBaTh JOIHYECKOe Pa3BUTHE TEMbI IIPABOBOTO
peryaupoBaHus, NPaBUIbHOE MOHUMAHNUE AAHHOTO JIOKAJIBHOTO aKTa.

6.5.CTpaHuLbl AJOKYMEHTAa HYMEPYIOTCSl CO BTOPOM cTpaHulpl. HoMepa cTpaHull MpoCTaBIsIFOTCS
CIIpaBa B HMKHEM IOJIE JINCTA.

6.6. I'pud yTBEepKmeHHs] CTaBUTCS B TNPABOM BEPXHEM YIiIy. AKT MOXKET YTBEPXKAATHCS
NPUKa30M paboToaaTe s MITH JIMYHON TOAMHCHIO TUPEKTOPa KOJUIEIKA.

6.7. Ecnu B JOKaNbHOM akTe MPUBOIATCS TaOMUIBIL, TpaduKy, KapTbl, CXEMbI, TO OHHU, Kak
NPaBUJIO, AOJDKHBI OGOPMIIATECS B BUE NMPHIOKEHWH. B 1aHHOM cilydae B TEKCTE JIOKAJIBbHOTO
aKTa B COOTBETCTBYIOLINX MYHKTaX JAOTCS CChUIKH: «(mpmioskeHuel)» mmu «(mpuoskenue 2)»
U Ha NEPBOM JIMCTE MPWIOXKEHUS B MpaBoM BepxHeM yruy nuuiercs «IIpumoxenue Ney ¢
YKa3aHUEM HAUMEHOBAHMs OPraHU3aLMOHHO-PACMIOPSAUTENBHOIO MOKYMEHTa, €ro JaTbl U
PEruCTPaLiMOHHOIO HOMEDA.

6.8. [Ipy HAMMYNH NMPUIIOKEHUH K PACTIOPSANTEILHBIM akTaM (TIPUKa3, PaCOPsKEHUE):

- €CIIU TPUJIOXKEHHE HMEET CIPABOYHBIN MIIM AHATUTHYECKHH Xapakrep (rpaduku, CXemsl,
TaOJMUIBI, CIHUCKH), TO B TEKCT€ B COOTBETCTBYIOLIMX IyHKTaX pPACHOPSAMTENBHON YacTH
narTcsl cebUlKM: «(mpuioxenne 1)» wmm «(TIpUioKeHne 2)», a B TPABOM BEPXHEM YIIY
NpUIOXKEHUs nenaercss Haanuch «lIpunoxenue Ney ¢ ykasaHueM  COOTBETCTBYIOLIErO
JOKYMEHTA, €ro JaThl U PETUCTPALIMOHHOIO HOMEPA,

6.9.JIoKanbHBIA aKT C NPUIOKEHUSIMU JOJDKEH UMETh CKBO3HYIO HYMEPAaLMIO CTPaHULI.

6.10. JIokanbHBIN aKT U3JIAraeTCsl HAa TOCYJAPCTBEHHOM s3blke P® U NOJDKEH COOTBETCTBOBATH
JUTEPATYPHBIM HOPMaM.

6.11. B nokanbHBIX aKTax OAKOTCS OINpPENENEeHUs BBOAUMBIX HOPUINYECKHX, TEXHHUYECKHX U
APYrUX  CIEUUANbHBIX TEPMUHOB, €CIM OHH HE SBJSIIOTCS  OOIIEM3BECTHBIMU |
HeynoTpeOisieMbIMH B 3aKOHOJaTenbcTBe Poccuiickoit  ®Pemepaunn W PEerHOHAIBHOM
3aKOHOAATENbCTBE.

6.12.He nomyckaeTcst mNepenuchiBaHUE C 3aKOHOB. lIpu HEOOXOOMMOCTH 3TO Jenaercs B
OTCBUJIOYHOH (hopMme.

VII. OcHoBHbIe Tpe0OBaHMSA K BHAAM JIOKAJIBHBIX AKTOB
JlokanpHble akThl JIMIEs NOKHBI COOTBETCTBOBATE CIEAYIOIUM TPEOOBAHUSIM:
7.1. HHonoxcenue
IOJDKHO COZEPIKaTh CIENyIoLIne O0s3aTeNbHbIE PEKBU3UTHL O0O3HAUYEHHE BHIA JIOKAJIBHOTO
aKTa, ero HAaUMEHOBaHHE, IPUQBL MPHUHATO, YTBEPIKIEHO, PErUCTPALIMOHHBIA HOMEp, TEKCT,
COOTBETCTBYIOIUNA €ro HaUMEHOBAaHHUIO, OTMETKY O HAJUYMUU IPUJIOXKEHUS U COIJIAaCOBAHMUS
(pu HEOOXOAMMOCTH).
7.2. llpasuna
JOJDKHBI CONEpPIKATh CIEAYIOIINE OOsS3aTeNbHbIe PEKBU3HUTHI 0003HAYEHHE BUAA JIOKAJIBHOTO
aKTa, €ro HauMEHOBAaHHE, I'PU(BI MPUHITHS U YTBEPIKIEHHS, TEKCT, COOTBETCTBYIOIIHMH €ro
HAaUMEHOBAHUIO, OTMETKY O HAJIMYUH MPHUIIOKEHUs], pETUCTPALIMOHHBINH HOMEP.
7.3 . Hucmpyryuu
IOJDKHBI CONEpPKATh CIEAYIOIINE OO0s3aTeNbHblE PEKBHU3HUTHL OOO3HAYEHHE BUAA JIOKAJIBHOTO
aKTa, ero HaUMEHOBaHUE, Trpu(bl MPHUHATHS U YTBEPIKACHHS, TEKCT, COOTBETCTBYIOLIMHA €ro
HAaUMEHOBAHUIO, OTMETKY O HaJIMYUH MPUIIOKEHUST, PErUCTPALIMOHHBIN HOMep.
7.4.Tpebosanus
IOJDKHO COZEPIKATh CIENyIolIue o0si3aTeNbHbIE PEKBU3UTHL O0O3HAYEHHE BHA JIOKAJIBHOTO
aKkTa, €ro HauMEHOBaHHe, MeCTO M JaTy I[PUHATUSA, TEKCT, COOTBETCTBYIOLIUN €ro
HANMEHOBAHMIO, JAOJDKHOCTh, (aMMIIMIO, WHULHANBI W TOMNHCH JIMLA, NPEAbSBISIOIIETO
TpeOOBaHUS, OTTHCK MEYATH.



7.5. Pewenus

TOJDKHBI COAEPIKATh CleAyroIne 0o0s3aTebHble PEKBU3UTHL 0003HAUEHHE BHIA JIOKAJIBHOTO
aKTa, MECTO W JaTy NPUHATHS, TEKCT, AOJDKHOCTh, (PaMMIIMIO, MHULUAIbI M TOANHCH JIMIA,
NPUHSBIIETO PELICHHEe, OTTHCK MeYaTH.

7.6. llpukaszer u pacnopsgjcenus TUPEKTOPa KOJUIEIXa MOJDKHBI CONEPXKaTh CIEAYIOINE
o0si3aTeNnbHbIe PEKBU3UTHI: 0003HAUEHUE BHUA JIOKAIBHOTO aKTa M €r0 HAMMEHOBAHHE, MECTO U
1aTy TPUHSTHS, PETHCTPALMOHHBIE HOMEpP, TEKCT, AOJDKHOCTh, (PaMMIIMIO, WHHULUANBI |
MOJITUCH AUPEKTOpa KoJutemka. IIprkas3el U pacriopsiKeHHsI BBIMOHAIOTCS Ha OnaHke Jlnmes.

7.7. IIpomoxonvl u akmot

IOJDKHBI CONEPIKATh CIEAYIOIIUE OO0s3aTeNbHbIE PEKBU3UTHL OO0O3HAYEHHE BHA JIOKAJIBHOTO
aKTa, MECTO M [aTy TNPUHATHA, HOMEp, CIHCOK NPUCYTCTBYIOIIMX, TEKCT, COIEp KaIluil
NOBECTKY [IHS, OINUCAaHHE XOAa, MOpsSAKa M TPOLEAYPbl COBEPLIAEMBIX ONPEAETICHHBIX
(FopuaMYecKN 3HAYMMBIX) AEHCTBUI JMOO OTCYTCTBHE OMNpENENeHHBIX (PAKTOB; NOJKHOCTB,
(bamMIIInI0, WHULHMAIBl U TOANUCH JHNA (JIMI), COCTABUBIIMX WJIM NMPUHUMABLIMX y4acTHE B
COCTaBJICHUH MPOTOKOJIA WU aKTa.

7.8. Ilepeuens

IOJDKEH COIep:kKaTh CIeAyroline o0s3aTesbHble PEKBU3UTHL OOO3HAY€HHE BHIA JIOKAJIbHOTO
aKTa, MeCTO U JaTy TMPUHITHA, HOMEp, TEeKCT, COAepKAIIUN IepedeHb TOKYMEHTOB,
MaTepPHAJbHBIX LEHHOCTEH, JIOKAJbHBIX AKTOB, Y4eOHHKOB, OOBEKTOB, MAaTepHaOB U HHOH
TEKCT, COOTBETCTBYIOIIUN €r0 HAaMMEHOBAHHUIO; JOJDKHOCTh, (PaMUIIMIO, MHULUANBI U TMOIITHUCH
auna (JIUL), COCTABUBINUX WJIM IPUHIMABIINX YYaCTHE B COCTABJICHHH NIEPEUHSI.

7.9. Memoouueckue pexomenoayuu

JOJDKHBI COAEPIKATh CleAyroIne 0o0s3aTeNbHble PEKBH3UTHI 0003HAUEHHE BHA JIOKAJIBHOTO
aKTa, MECTO W JaTy NpPUHATHUS, €ro HaUMEHOBAaHUE, TEKCT, COOTBETCTBYIOUIMI €ro
HANMEHOBAHMIO M COAEPIKAIINN YKa3aHHE Ha BHJ, HANMEHOBAHUE U ATy MPHUHATHS MPABHUI WIN
UHCTPYKLUUH, HOPMBbI KOTOPBIX Pa3bsCHSIOTCS, KOHKPETU3UPYIOTCA WIH ACTATU3HPYIOTCS
METOAMYECKUMH  PEKOMEHIALMSIMY; JOJDKHOCTb,  (aMuiiusl, HMHALMANBl Juna  (Jian),
COCTaBUBIIHNX METOUYECKUE PEKOMEHAALINH.

7.10. Ilpoepammebr u niansi

TOJDKHBI CONEPIKATh CIEAYIOIINE OO0si3aTeNbHble PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa;, MECTO M JIaTy NMPHUHATHS, HAMMEHOBAHUE M TEKCT JIOKAJIBHOTO aKTa, COOTBETCTBYIOIINE €r0
HANMEHOBAHMIO.

7.11. Jlonocnocmuas uncmpyxyus

JIOJDKHOCTHAsT MHCTPYKIMsA pPaOOTHHUKA [OJDKHA CONEpPXKAaTh CIEAYIOIIHME pasnenbl: olmue
MOJIOXKEHHST, OCHOBHBIE 3a7ayd, IpaBa, MPEIOCTaBJIsIEMble PAaOOTHUKY M €ro OOsI3aHHOCTH,
B3aUMOJICHCTBYSI, OTBETCTBEHHOCTb 32 HEKAYECTBEHHOE€ U HECBOEBPEMEHHOE BBINOJHEHHE
(HencnosHeHNE) O0OSI3aHHOCTEH, TPENyCMOTPEHHBIX AODKHOCTHOM MHCTPYKLHEH; TpeOOBaHUS K
pabOTHUKY.

IIpu pa3paboTke NOKHOCTHBIX MHCTPYKIMH PaOOTHUKOB IIKOJAa pyKoBOACTByeTcs IIpukazom
Munsapasconpazsutusi P®@ ot 26 asrycra 2010 roma Ne 761 «O6 yrBepknernu Epmunoro
KBaJM(PHKALMOHHOTO CIPABOYHUKA IOJDKHOCTEH PYKOBOAMTENEH, CHELUAIUCTOB U CIYXKAIIUX,
pazaen «KBanudukanuoHHbIe XapaKTePUCTUKU JOKHOCTEH pabOTHUKOB 0Opa30BaHUSD.

7.12. Jlonscnocmuas uncmpykyus no oxpane mpyoa

JIOJDKHOCTHAsT MHCTPYKLHSI 1O OXpaHe TpyAa paOOTHHKA IOJDKHA COAEPIKaThb CIEAYIOINe
pazzmensl: o0Imue MOJOXKEHUs; OCHOBHBIE 33[au, IpaBa, NPEIOCTaBIsieMble PAOOTHUKY M €ro
00s13aHHOCTH, B3aMMOJIEHCTBHS, OTBETCTBEHHOCTh 32 HEKAUYECTBEHHOE U HECBOEBPEMEHHOE
BBITIOJIHEHHE (HEUCTIOJIHEHUE) O0S3aHHOCTEH, MPEeNyCMOTPEHHBIX JOJDKHOCTHON WHCTPYKUUEH
0 OXpaHe TpyAa;, TpeboBaHUS K pabOTHHKY.

7.13. Qynxyuu

IOJDKHBI CONEPKATh CIEAYIOIINE OO0si3aTeNbHble PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa, ero HaMMEHOBaHWE, TpHU(Pbl NPUHATUS U YTBEPKACHUS, TEKCT, COOTBETCTBYIOIIUN HX
HANMEHOBaHMIO ((QYHKUMH, HE BXOMALIME B KPYr AOJDKHOCTHBIX OOsI3aHHOCTEH, (PYHKLIUHU
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IEeKYPHOTO, OTBETCTBEHHOTO U [p.); OTMETKY O HAJIWYHMH TNPHJIOKEHHS, PEerruCTPalMOHHBIN
HOMED.

7.14. Ilacnopma

IOJDKHBI CONEpPKATh CIEAYIOIINE OO0s3aTeNbHbIE PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa, ero HauMEHOBaHUE, Trpudbl MPHUHATHS U YTBEPIKACHHS, TEKCT, COOTBETCTBYIOLIMHA €ro
HAMMEHOBAHMIO (MacropT Oe30MacHOCTH JOPOXKHOTO ABMKEHUS, COLMAbHBIN macnopt Jlnies)
OTMETKY O HaJIMYUU MPUJIOKEHHUS; PETUCTPALIMOHHBIN HOMED.

7.15. I paguxu

IOJDKHBI CONEPIKATh CIEAYIOIINE OO0s3aTeNbHbIe PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa, ero HauMEHOBaHUE, Trpu(bl MPHUHATHS U YTBEPIKACHHS, TEKCT, COOTBETCTBYIOLINHA €ro
HaNMEHOBaHMIO (Tpaduku paboThI, 1EXKyPCTBA, BBIE3ZIOB, KOHTPOJIBHBIX padoT U Ap.); OTMETKY O
HaJIMYUU NPUJIOKEHHS], pErUCTPALMOHHBIN HOMED.

7.16. Peotcumsr

IOJDKHBI CONEPIKATh CIEAYIOIIHNE OO0s3aTeNbHbIE PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa, ero HauMEHOBaHUE, Trpu(bl TPHUHATHS U YTBEPKACHHS, TEKCT, COOTBETCTBYIOLIHI €ro
HANMEHOBAHMIO (PeXKUM paboThl, PEeKUM OHS MU [p.); OTMETKY O HAIMYHUU TNPHIOKEHUS,
PErucTpalMOHHBINA HOMED.

7.17. Pacnucanus

IOJDKHBI CONEPIKATh CIEAYIOIINE OO0s3aTeNbHbIE PEKBU3UTHL OOO3HAYEHHE BHUMA JIOKAJIBHOTO
aKTa, ero HauMEHOBaHUe, TIpU(Bl TPUHATHS U YTBEPKIOCHUS, TEKCT, COOTBETCTBYIOIIHMHA €ro
HANMEHOBAHMIO (PacmUCaHUs 3aHITHH, JONOJHUTENBHOrO OOpa3OBaHUs, BHEYPOYHOH
AESATEIBHOCTH U AP.); OTMETKY O HAIWYHH MPUIIOKEHHUS, PErHCTPALIMOHHBIH HOMED.

7.18. Huxnoepammsr

TOJDKHBI CONEpPKATh CIEAYIOIINE OO0si3aTeNbHble PEKBU3UTHI. O0O3HAYEHHE BUAA JIOKAJIBHOTO
aKTa, ero HaUMEHOBaHUE, Trpu(bl MPHHATUS U YTBEPIKACHHS, TEKCT, COOTBETCTBYIOLIMHA €ro
HANMEHOBAHMIO (LIUKJIOTPAMMBl AEATENBHOCTH U [Ip.); OTMETKY O HAJHYUH NPHIOKEHUS,
PErucTpalMOHHBINA HOMED.

7.19. Jlocosopui

IOJDKHBI CONEPIKATh CIEAYIOIINE OO0si3aTeNbHbIe PEKBU3HUTHL OOO3HAYEHHE BUAA JIOKAJIBHOTO
aKTa, ero HAaMMEHOBAHUE, TEKCT, COOTBETCTBYIOIIMI €ro HAMMEHOBAHMIO (B IOTOBOPE MEXKAY
Jluueem u ponuTensiMu (3aKOHHBIMU MPEACTABUTENSIMH) HECOBEPIIEHHOJIETHETO JOJIKHBI ObITH
yKa3aHbl OCHOBHBbIE XapaKTEPUCTHKH OOpa30BaHUS, B TOM 4YHCIE BUA, YpPOBEHb U (WJIN)
HANpPaBJICHHOCTh 00pa30BaTeNbHON mporpamMmbl  (4acTb  OOpa3OBaTENbHOW  MPOTPaMMBbI
OTIPENIEICHHBIX YPOBHS, BUAAa W (WJIM) HANpPaBJIEHHOCTH), Gopma OOydeHHs, CPOK OCBOCHUS
o0pa3oBaTeNbHON TPOrpaMMBbl (ITPOAOJDKUTEIBHOCTh OOYYEHUs), TPYIOBOH IOTOBOP MEXKIY
paboTHHKOM H paboTomaTesneM W Jp.); OTMETKY O HAJIMYWUU MPHIOKEHUS, PEerHCTPaLMOHHBINA
HOMED.

7.20. Koanexmuenvtii 002060p

IOJDKEH COIep:KaTh CIeAyroline o0s3aTesbHble PEKBU3UTHL OOO3HAuU€HHE BHIA JIOKAJIbHOTO
aKTa, €ro HauMEHOBaHHWE, TPU(]PBI: MPUHATO, YTBEPKIACHO, COIJIACOBAHO, PErHMCTPALIMOHHBINA
HOMEp, TEKCT, COOTBETCTBYIOLIMI €ro HauMEHOBAaHHUIO (IOroBOp Mexay paboTonareneM u
KOJUIEKTHBOM PaOOTHHKOB), OTMETKY O HAJIMYNHU MPHIIOKEHUSI U COTJIACOBAHUSI.

7.21. Ilpn NOATOTOBKE JIOKAIBHBIX AKTOB, PEryJUPYIOLIUX COLUAIbHO-TPYAOBBIE OTHOLIECHUS
(HampuMep, KOJIJIEKTHBHBIN JOTOBOp, IpaBHJIa BHYTPEHHErO paclopsiika W 1p.) CJIeayeT
PYKOBOACTBOBATBLCS pekoMeHaauussMu 0 Hux u TK PO.

7.22. Cpenu JOKaNbHBIX akTOB JIHIles] BBICIIYIO IOPUAMYECKYIO CHJIy UMEET YCTaB KOJUIEIKA.
ITosToMy npuHuMaembie B Jluiiee JoKanbHbIE aKThl HE TOJKHBI IPOTUBOPEUYUTH €ro Y CTaBy.

VIIL Iopsiaoxk perucrpanuy, XpaHeHHs JOKAJbHOI0 AKTA H 03HAKOMJICHHSI C HUM
8.1. JloxanbHble aKkTbl MNPOXOAAT MNPOLENYPY PEruCTpPalUd B CHELUAJIBHOM JKypHajle ¢
MIPUCBOEHUEM MOPSIAKOBOTO HOMEPA U YKa3aHUEM J1aThl BBEICHUsI B IEHCTBUE JIOKAJIBHOIO aKTa.



8.2.00s13aTeTbHON  PErUCTPALIK TOUIEXKAT TIOJIOKEHUs], TPaBUJIA, HHCTPYKIHMH, TPUKA3bl U
pacnopspkeHust [upexropa kosemka. lIpukasel m pacnopsbkeHust peructpupyrorcss B Kuure
pEerucTpanyy NpUKa3oB U PACIOPSKEHUHN.

8.3. Perucrpaumio JIOKaJIBHBIX aKTOB OCYINECTBJIIET OTBETCTBEHHBIM 3a  BEACHUE
JENIONPOU3BOJCTBA COMIACHO HHCTPYKLIHHU 11O AEJIONPOU3BOACTBY B KOJIIEAXKE.

8.4. Perucrpauust MOJOXKEHUH, NMPABWJI W UHCTPYKLUUNH OCYILIECTBIIACTCS HE MO3AHEE IHA UX
YTBEPXKACHUS JUPEKTOPOM KOJUIEIXKA, MPUKA30B U PACMIOPSDKEHUN JUPEKTOPA KOJUIeIXKa — He
MO3JHEeEe AHS UX U30aHUS.

8.5. Ilocnme yTBepxkACHUS U PErMCTPALIMM JIOKAJIBHOIO aKTa MPOBOAMUTCA MpoLeaypa
O3HAKOMJIEHHSI C HHUM YYaCTHHKOB OOpa3OBaTENbHBIX  OTHOLIEHWH, HA  KOTOPBIX
PacpOCTPaHSIOTCS MOJIOKEHUs JAHHOTO JIOKAJIbHOTO akTa. O3HaKOMJIEHHE C JIOKAJIbHBIM aKTOM
odopmisieTcs B BUe POCIIMCH O3HAKOMIISIEMBIX JIMII C YKa3aHUEM JaThl O3HAKOMJICHHUs THOO Ha
CaMOM JIOKQJIBHOM aKTe, JTMOO Ha OTAENBHOM JINCTE O3HAKOMIICHHSI, ITPUIIAraeMbIM K HEMY, JTHOO
B OTAEJIBHOM KypHAJeE.

8.6. Ilpunumaembie Ha padoTy B JIuiei BIepBbIe 3HAKOMATCS C JIOKAJTBHBIMU akTamu Jluies
HEMOCPENCTBEHHO CBSI3aHHBIMH C UX TPYAOBOM OEATEIBbHOCTBIO, OO MOAMUCAHUSA TPYAOBOTO
JOTOBOPA.

8.7.OpuruHanbl JOKaJIbHbIX HOPMATUBHBIX aKTOB XPAHATCS B KaHLIETSIPUU KOJIIEKa.
8.8.OpuruHanbl JOKaJIbHbIX HOPMATUBHBIX aKTOB XPAHATCS MOCTOSHHO.

IX. Mopsinox BHeCeHMsI U3MEHEHUSs M JONOJHEHHUH B JIOKAJbHbIE AKTbI
9.1. B peiictByromnie B Jluiee JOKanbHBIE aKThl MOTYT OBITh BHECEHBI H3MEHEHUS U
JOTIOJTHEHHUS].
9.2. IlopsiAoKk BHECEHUs] U3MEHEHUI U JOMOJHEHUN B JIOKAJbHbIC aKThl JIHles onpeaensercsa B
CaMMX JIOKQJIbHBIX akTax. B OCTaJbHBIX ClIydasix U3MEHEHUs U JOMOJIHEHUs OCYLIECTBISAIOTCS B
CIAEAYIOLIEM HOPSIAKE:
9.2.1. BHeceHHME HU3MEHEHUN W AOMOJHEHUN OCYLIECTBJSAETCA B MNOPSAJAKE, YCTAHOBJIEHHOM B
JIOKQJIbHOM HOPMAaTHBHOM aKT€, HA OCHOBAHWU KOTOPOTO BHOCSTCA U3MEHEHUS,
9.2.2. UIBMEHEHHUS U JIOTIOJTHEHUS B JIOKAJIbHBIE AKThI: TIOJIOXKEHUS MPUHSITHIE O3 COTJIaCOBAHUS C
OpraHOM yIpaBJIeHUs (CaMOYIpaBJICHHsI), TpaBUJIA, WHCTPYKIMH, MPOrPaMMBbI, T[UIAHBI,
MOCTAHOBJICHUS, PELIECHUS], IPUKA3bl U pacnopsbkeHus JInues, BHOCATCA MyTEM M3aHUs MpUKa3a
JUPEKTOPA O BHECEHUU U3MEHEHUN WU NOMOJHEHUH B JIOKAJIBHBIA HOPMAaTUBHBIN aKT,
9.2.3. U3MEHEHHs] U JONOJHEHHs B TOJIOKECHHS, MPUHATHIE MOCE COTJIACOBAHUS C OPraHOM
roCyIapCTBEHHO-O0IECTBEHHOTO YIPAaBJIEHUsT (CAMOYIIPABICHUsS), BHOCSITCS TNyTeM HU3IaHUS
MpUKa3a JUPEKTOpa KOJUIEAXKa O BHECEHMH W3MEHEHUN WM JOMNOJHEHUN B JIOKAJIbHBIA aKT C
MPEABAPUTENBHBIM MOJTYYEHUEM OT HErO COTJIACHSL.
9.3 M3MeHeHUs 1 TONOJHEHUS B JJOKAJIBHBINA aKT BCTYMAIOT B CUJIY C JaThl, YKA3aHHOW B IIPUKa3e
O BHECEHMM HW3MEHEHMI WJIM JOMOJHEHWN B JIOKaJbHbII HOPMAaTUBHBIA akT, a B Ciy4ae
OTCYTCTBHUS YKa3aHUsI B HEM AAThl — IO MUCTEUYEHUIO 7 KaJEHAAPHBIX JHEU C NaThl BCTYIICHUS
MpPUKa3a O BHECEHUU U3MEHEHUN WIIU TOTIOJHEHU B JIOKAJIbHBIN aKT B CUITY.
9.4 VI3MeHeHUsT W JOMOJIHEHUS B TMPEANHCaHus © TPeOOBaHUs, MPOTOKOJBI U  aKTHI,
METOJIMYECKHE PEKOMEHAALMH, aKThl O MPU3HAHUMU JIOKAJbHBIX AKTOB YTPATUBIIMMU CUJY, HE
BHOCSITCA.

X. 3aka0uuTe/IbHbIE MOJI0KEHHS
10.1. IlonoxxeHne NPUHUMAETCS HA HEOIIPENEIEHHBIN CPOK.
10.2. JMononHeHnus u usMmeHeHuss B llonoxkeHune BHOCATCS B COOTBETCTBUM C TMOPSAKOM,
YCTaHOBJIEHHbIM JaHHBIM [lonoxeHnnem.
10.3. TlosoxkeHue yTpauuBaeT CUJy B Cllydyae NPUHATHS HOBOro IlojiockeHus O JOKaJbHBIX
aKTax.



10.4. Bornpocel, He yperyaupoBaHHble HacTOAWMM [losokeHneM, moaAiekaT yperyjaupOoBaHUIO B
COOTBETCTBUHU C JACHCTBYIOIIMM 3aKOHOAATENbCTBOM P®, VYcTraBoM KOJUIeIXkKa W HHBIMHU

JIOKaJbHBIMU HOPMAaTUBHbIMU akTamu Jlunes.
10.5. 3a HeucmoJHEHHE WM HEHaJIeXKallee HCIOJHEHHE TpPeOOBaHUH, YCTAHOBJICHHBIX B

JIOKAJIBHBIX aKTax .HI/ILIeﬂI

- COTpyaHUKH JIuLies: HeCyT OTBETCTBEHHOCTh B COOTBETCTBUU ¢ Y cTtaBoMm Jluues, TK P®;

- o0y4aroruecs, MX POAUTENHN (3aKOHHBIE MPEICTABUTEIN) HECYT OTBETCTBEHHOCTD B TOPSIKE U
dopMax, MpenyCMOTPEHHBIX 3aKOHOINATENBCTBOM P®, JOKaNbHBIMH HOPMATHBHBIMH aKTaMHU

Jnnes, YcraBom Koseaxa.



