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1. O61mme mo10:KeHNS

1.1. Hacrosimee mnoyoXeHUE O TMOPSAKE pa3padOTKM W MPUHATHUS JTOKAIbHBIX
HOPMATHUBHBIX aKTOB (Jlajiee - TOJIOKEHUE) MYHHUIIMNAIBHOIO OIOIKETHOTO
JIOIIKOJILHOTO  00pa3oBaTeNbHOTO yupexkaeHus naerckuit cag «lletymox» c.
Xomytipl MBHSIHCKOTO paiioHa benroponckoit obnactu (nanee - YupexaceHHe)
OTIpeJIeIIsIET OCHOBHBIE TPeOOBaHUS K MPOIEAYpE pa3pabOTKH MPOECKTOB JIOKATbHBIX
HOPMAaTUBHBIX aKTOB Y UPEKICHHUS.

1.2. TlonokeHue yCTaHaBIMBAET €AWMHBIC TPEOOBAHWS K HOPMATHBHBIM JIOKAJbHBIM
aKTaMm, UX MOJATOTOBKE, 0()OPMIICHUIO, IPUHATHUIO, YTBEPKJICHUIO, BCTYIUICHUIO B
CUJTy, BHECEHHUIO U3MECHEHUN U OTMEHE.

1.3. JlokanpHbIE HOPMATHUBHBIC TIPABOBBIC aKThl W3JAIOTCS HAa OCHOBE M BO
UCIOJHEeHUEe 3akoHoaarenbcTBa PO, 3akona PO «O6 ob6pa3zoBanuu B Poccuiickoi
®enepauun» Ne 273 ot 29.12.2012 r. Tpynosoro konekca PO (TK P®), Ycrasa
YupexaeHus.

1.4. JloxkanbHble aKThl YUpPEKIEHHUS JIEUCTBYIOT TOJBKO B TpeAeiax JaHHBIM

YupexJIeHueM U HE MOTYT PEeryJaupoBaTh OTHOIIEHUS BHE €TO.

1.5. Hacrosimiee  mono)keHWe  SIBISIETCS  HOPMATHUBHBIM  JIOKAJIBHBIM ~ aKTOM
Yupexaenus U 0053aTeNbHO Il UCIOJIHEHUST BCEMHU  yYaCTHUKAMHU
o0pa3oBaTeIbHBIX OTHOILIIEHUH.

1.6. JlokanbHblE€ aKThl U3JIAIOTCS 1O OCHOBHBIM BOMpPOCAM OpraHu3aluu |
OCYILIECTBJICHUSI 00pa30BaTEIbHOW JIESITEIBHOCTH B YUpeXKICHUM B paMKax
JICVCTBYIOIIETO 3aKOHOJATEIbCTBA.

1.7. Hopwmbl JIOKaJIbHBIX AaKTOB, YXYAIIAIOIIUME TMOJ0KEHUE BOCHUTAHHUKOB WIIN
paOOTHUKOB YUPEXKJECHHUS 1O CPAaBHEHUIO C TMOJOXKEHUEM, YCTAHOBJICHHBIM
3aKOHOAATEILCTBOM 00 0O0pa3oBaHWU, TPYAOBBIM 3aKOHOJATEILCTBOM JIHOO
MPUHSTHIE C HAPYIICHUEM YCTAHOBJICHHOTO MOPSAKA, HE TPUMEHSIOTCA U MOJICKAT
OTMEHE B Y UPEKICHUMU.

1.8. JlokanbHbIC aKTBl, COOTBETCTBYIOIIHE BCEM TPEOOBAHUSAM 3aKOHOAATEIHCTBA PO,
SBJITFOTCSL 00S3aTEIbHBIMU K HCIIOTHEHUIO BCEMHU YYaCTHHUKAMU OOpa30BaTEIbHBIX
OTHOLIEHHUM.

1.9. JlokanbpHbIC aKThl YUPEKICHUS YTPAUMBAIOT CHITY (ITOJTHOCTHIO WU B OTAEIBLHOMN
YacTH) B CIAEAYIOUIUX CIyYasX:
® BCTYIUICHHE B CHJIy aKTa, MPU3HAIOIIETO JAHHBIN JIOKAJIbHBIA aKT YTPATHUBIIUM
CUIly;
® BCTYIUICHHE B CHJIy JIOKQJIBHOTO akTa OOJIbIIeH OPUIWYECKOM CHIIbI, HOPMBI
KOTOPOT'0 MPOTUBOPEYAT MOJIOKEHHUAM JAHHOTO JIOKAIBHOTO AKTA;
® IPHU3HAHUE CYJIOM WJIM HHBIM YIIOJHOMOYEHHBIM OpPTraHOM TOCYAapCTBEHHOMU
BJIACTU JIOKAJIBHOTO aKTa YUpexXICHUs MPOTUBOPEUAUM JACHCTBYIOIIEMY
3aKOHOJIaTEJIbCTBY.

1.10. JlokanbHbIN aKkT YUpexaeHUs, YTPATUBIIUNA CHITY, HE MOJICKUT UCTIOJHEHHUIO.

2.lenm u 3apa4m



2.1. Hensmu 1 3aga4aMy HACTOSIIETO MOJIOKECHUE SBIISTIOTCS:
* CO3JaHHUE €IMHON U COTJaCOBAaHHOW CHCTEMBI JIOKAIBHBIX AKTOB YUPEKACHUS;
* o0ecrieyeHHWE MPHUHLMIA 3aKOHHOCTH B HOPMOTBOPYECKOW JI€ATENBHOCTH
YupexneHus,
* COBEpIICHCTBOBAaHUE IIpolLecca IOATOTOBKH, OQOPMIICHMS, NPUHATUSL "
peanu3anny JOKaIbHBIX aKTOB;
* NpEeNoTBpalleHUE  AYOJIMpPOBAHMSI  PETyJIMPOBaHMS  OOIIECTBEHHBIX U
00pa30BaTENbHBIX OTHOIICHUH B YUPEKICHHUH.
3. Buabl JI0KAJbHBIX aKTOB
3.1. B cooTrBeTrcTBUM C YCTaBOM, JAEATEIBHOCTh YUPEKICHUS PETIAMEHTUPYETCS
CIEAYIOIIMMU BHJIAMM JIOKAIBHBIX AKTOB: IOJIOXKEHUS, ITOCTAHOBIICHHUSI, PELICHUS,
IIPUKA3bl, PACHOPSDKEHUS, WHCTPYKUMHU, JOJDKHOCTHBIE HMHCTPYKLHH, MNpaBUIIA.
[IpencraBiieHHBIN NIEPEYECHb BUAOB JOKAJIBHBIX AKTOB HE ABJISETCS NCUYEPITBIBAIOIIUM.
3.2.JlokanbHble aKTbl YUpeKIEHHUS MOTYT ObITh KJIaCCU(PUIIMPOBAHBDIL:
a) Ha TPYIIIbI B COOTBETCTBUM C KOMIIETEHLUEH YUpeKICHUS:

. JIOKAJIBHBIE aKThl OPraHU3alMOHHO-PACIIOPAIUTEIIBHOTO XapaKTepa;

. JIOKaJbHbIE aKTBI, perIaMeHTHUPYIOLIHE BOIIPOCHI OpraHU3aLHU
00pa30BaTEIBLHOTO MPOLIECCa;

. JOKaJIbHbIE  aKThl, PEIVIAMEHTUPYIOLIUE OTHOIIEHHS paboromarens ¢
pabOTHUKAaMU ¥ OPraHU3aLNI0 METOIUYECKON paboThI;

. JIOKAJIBHBIE AKTHI, PETJIAMEHTUPYIOIIUE AEATEIBHOCTh OPraHOB CAMOYIIPABICHUS
Yupexaenus;

. JIOKaJbHBIE AaKThl, PEIVIAMEHTHPYIOUIME aJMUHUCTPATHUBHYI0 U (DUHAHCOBO-
XO3AMCTBEHHYIO IESITENBHOCTD Y UPEKICHUS;

. JIOKaJbHBIE aKThl, 00ECIIEYMBAIOIINE BEICHHUE JEIOMPOU3BOACTBA Y UPEKACHUS.
0) M0 KpUTEPUSIM:

. [0 CTENEHHU 3HAUMMOCTHU: 00sI3aTeNIbHbIE U HEO00s3aTesIbHbIC;

. 1o cepe IercTBUs: OOIIET0 XapakTepa U CIEeUAIbHOTO XapaKTepa;

. [0 KpYTy JIUI[ PAaCIpOCTPaHsIONIMECS Ha BCEX PAOOTHUKOB YUPEXKIEHUS U HE
pacnpoCTpaHsIOLIecs: Ha BCeX paOOTHUKOB OpraHU3alliy;

. Mo Crnoco0y TMNpUHATUS: TNPUHUMAEMbIE PYKOBOJIUTENEM  YUPEXKICHUS

CAWHOJINYHO W TPUHHUMACMBIC C Y4YCTOM MHCHUA TNIPCACTABUTCIBHOIO OpraHa
Y4aCTHHUKOB O6paBOBaTeJ'II)HBIX OTHOMGHHﬁ;

. 0 CPOKY JEWUCTBHS: MOCTOSHHOTO JEUCTBUS U OECCPOUHBIE, C OMpEEICHHBIM
CPOKOM JIEUCTBUS;.
. 110 CPOKY XPAaHEHUS: IIOCTOSTHHOT'O XpAaHEHUs , 75 €T U JApYyTHUE.

4.J1opsAOK NOATOTOBKH JIOKAJBHBIX AKTOB
B VYupexneHnun ycTaHaBIMBAETCA CIEAYIOIIMN IMOPSAOK IOATOTOBKHA  JIOKAJIbHBIX
aKTOB:
4.1. lHMumatopoM mOArOTOBKH JIOKATbHBIX aKTOB MOTYT OBITh:
. YYpPEIUTEID;

. OpraHbl yIpaBieHus o0pa3oBaHHUEM;
. aAMUHUCTPALMS YUPEXKACHHS B JIULE €€ PYKOBOJIUTEIIS;
. OpraHbl rOCYJapCTBEHHO-O0IIECTBEHHOIO YIIPABIEHUS Y UPEKACHUS;

. Y4aCTHUKH 00pa30BaTEIbHBIX OTHOIICHUH.



OcHoBaHUEM I MOJATOTOBKH JIOKAJIBHOIO aKTa MOTYT TAaKXE SBIIATHCS U3MEHEHUsS B
3akoHOoJaTenbcTBe P® (BHeceHHEe W3MEHEHUHM, WU3JaHUE HOBBIX HOPMATHUBHBIX
MIPaBOBBIX AKTOB).
4.2. TIpoekT JIOKaJbHOTO AaKTa TOTOBUTCS OTIEIbHBIM PAOOTHUKOM WA TPYMION
pabOTHUKOB TIO TMOPYYEHUIO PYKOBOIUTENS YUpexXKACHHS, a TaKXKe OpraHoM
CaMOymnpaBJ€HUA  YUPEXKICHUS, KOTOPbIA  BBICTYNWJI C  COOTBETCTBYIOILLEH
UHUIIMATUBOM.
4.3. TloaroroBka JIOKAJIBHOIO aKTa BKJIKOYAET B Ce0sl M3YUEHHE 3aKOHOJATEIBHBIX H
WHBIX HOPMAaTUBHBIX aKTOB, JIOKAJbHBIX AKTOB YUPEXJIECHHUS, PErIAMEHTUPYIOIIUX T€
BOIIPOCHI, KOTOPBIE MPEANOJIAracTCs OTPa3suTh B IIPOEKTE HOBOI'O aKTa, U HA ITOU
OCHOBE BBIOOp €ro BU[Ia, COJEPKAHMS U MPEJCTABICHUE €r0 B TMCbMEHHOH (hopMme.
4.4. ITonroroBka HanbOOJEe BaXKHBIX JIOKAJbHBIX aKTOB (ITIPOEKTOB pEUIEHUN COOpaHHUil,
NEJaroru4eckuXx COBETOB, OPraHOB CaMOYIIPABIIEHUS, MPUKA30B, MOJOKEHUH, TIPABHII)
JIOJDKHA OCHOBBIBAaTbCSI HA PE3yJIbTaTax aHajiu3a OCHOBHBIX CTOPOH JEATEIBHOCTH
YupexxaeHus, TEHACHIUN €€ pa3BUTUS U CIIOKUBILIEHCS CUTyalUu.
4.5. Tlo Bompocam mpuema Ha pabOTy, NMEPEBOAOB, YBOJIbHEHMH, NPEIOCTABICHUS
OTIIYCKOB, ITOOLIPEHUI WA IPUBJICYECHHUS] COTPYAHUKOB K JHCLUUILIMHAPHOW WIIU
MaTepUaJIbHOW OTBETCTBEHHOCTH U3JAI0TCS MPUKa3bl, B COOTBETCTBUU ¢ TK PD.
4.6. IlpoekT JIOKaJpbHOTO akKTa IOJUIEKUT O0sA3aTEeIbHOM IMPaBOBOM AIKCHEPTHU3E U
IIPOBEPKE Ha JIMTEPaTYpHYK) TPAMOTHOCTb, KOTOPBIE IIPOBOIATCA YUPEKICHUEM
CaMOCTOATENBHO JTUO0 C YYaCTUEM MPUBJICYEHHBIX CHEIUANINCTOB. JIOKaNbHBIN aKT, HE
MPOIIEAIINN MPABOBYIO IKCIEPTHU3Y, HE MOIJIEKUT PACCMOTPEHUIO U PUHATHIO.
4.7 I1poeKT JOKaJIbHOIO aKTa MOXET ObITh MpeicTaBieH Ha oOcyxaeHue. Dopmbl
NPEACTaBICHUS 111 00CYXAEHUSI MOTYT OBITh Pa3jIMYHbIMU, HAapUMEP, pa3MeIleHUE
MPOEKTa JIOKAJIBHOIO aKTa Ha MH(POPMALMOHHOM CTEHJE B MECTe, JOCTYIMHOM JJis
BCeoOI1Iero 0003peHusi, caiite Yupexx1eHus, HallpaBJIeHUE MTPOEKTa 3aMHTEPECOBAHHBIM
JulaM, MPOBEACHHUE COOTBETCTBYIOUIETO COOpaHHs C KOJUIEKTUBHBIM OOCYXJIEHUEM
IIPOEKTA JIOKAJIBHOTO aKTa U T.J.
4.8.1Tpu HeoOX0UMMOCTH JOKAJIBHBIN aKT MPOXOIUT MPOLIETYPY COrTIACOBAHMSL.
S5.11opsA0OK NPUHATHA M YTBEPKIACHHUS JIOKAJIBbHOI0 aKTa
5.1.JlokanbHbIM aKT, MPOLIEAIINN MPABOBYI0 M JUTEPATYPHYIO SKCHEPTHU3Y, a TAKXKe
NPOLENYPY COTJACOBAHUs, IMOMJICKUT MPUHATUIO U YTBEPKIACHUIO PYKOBOAMTEIEM
YupexJIeHur B COOTBETCTBUU C Y CTAaBOM Y UPEKICHUS.
5.1.JIokanbHble aKTbl YUpexACHUS MOTYyT HPHUHUMAThCS PYKOBOJIUTEIEM, OOIIUM
coOpaHUEM KOJIJIEKTHBA PaOOTHUKOB, MEAArOrMUYECKUM COBETOM JIMOO MHBIM OPraHoM
CaMOYIIpaBlieHUs ~ YUpEeXJACHHUS, HAJEICHHbIM MOJHOMOYMSIMU 1O  HIPUHITHIO
JIOKAJIbHBIX AaKTOB B COOTBETCTBUM C YCTaBOM YUpPEXKICHUS — MO MpEeAMETaM HX
BEJICHUA U KOMIIETCHIINH.
5.21Ipy mNpUHATAM JIOKAJIBHBIX aKTOB, 3aTPAarMBalOIIMX TIpaBa OOyYarOIIMXCA,
YUHUTBIBAETCSI MHEHHE POJUTENEH (3aKOHHBIX MPEACTABUTENEH) HECOBEPILIEHHOIETHUX
00yJaroIIIXCsl.
5.3.He mnomiexar NPUMEHEHHIO JIOKAJIbHBIE aKThl, YXYALIAIONINE [OJOKEHUE
pabOTHHUKOB 110 CPAaBHEHHIO C TPYIAOBBIM 3aKOHOJATEIbCTBOM, KOJUIEKTHBHBIM
JIOTOBOPOM, COIVIAIIEHUSIMH, & TAK)KE JIOKAJIbHBIE AKThbl, MPUHSATHIE C HapyLIEHUEM
NOpsJKa yuyeTa MHEHHUS MIPEICTaBUTEIBHOIO OpraHa pabOTHUKOB.



5.4. Ilpowenmwmii npouenypy HPUHATUSA  JIOKAJIBHBIA  aKT,  YTBEpPXKAAETCSH
pykoBoauteneM YupexnaeHus. [lpouenypa yrBepxkieHus odopmisgercs Jm0o
MOJMKCHIO, JINOO MPUKA30M PYKOBOIUTENS Y UpEXKICHUS.
5.5.JIokanbHbBIN aKT BCTYIAET B CHJIy C MOMEHTA, YKa3aHHOTO B HEM, JIM0O0, B CilIy4yae
OTCYTCTBUSI TAKOTO YKAa3aHHWs, [0 UCTEUCHUU 7 KAJICHIAPHBIX JHEW C NaThl IPUHATHUSA
JAHHOTO JIOKAJIBHOTO aKTa.
JlaToil TpUHATUS JIOKAJIBHOTO aKTa, TPEOYIOIIEro  YTBEPXKICHUS PYKOBOIUTEIEM
VYupexxaenus, IBISETCS JaTa TAKOTO YTBEPKIACHUS.
5.6. Ilocne yTBepKAeHUs JOKAIBHOIO aKTa MPOBOAMUTCS MPOLEAYpa O3HAKOMIIEHUS C
HUM YYaCTHHKOB OOpa30BaTEIbHBIX OTHOUIEHWH, HAa KOTOPBIX pPAaCIPOCTPAHAIOTCS
MOJIOKEHUSI  JTaHHOTO JIOKAJIBHOTO akTa. (O3HaKOMJIEHHE € JIOKaJbHBIM aKTOM
oopMIIsieTCsl B BUJIE POCIMCH  O3HAKOMIISIEMBIX JIUI] C YKa3aHUEM J1aThl O3HAKOMIICHUS
aMb0 Ha caMOM JIOKAJIBHOM akTe, JM0O0 Ha OTIEIbHOM JIUCT€ O3HAKOMIJICHUS,
MpUJIaraeMbIM K HEMY, TUOO B OTACIBHOM KypHaJe.

6. OdopmJiieHne JIOKAJIBHOT0 AKTA
OdopmieHne JOKaJbHOTO akKTa BBINOJHAETCS B COOTBETCTBUU C TpPeOOBaHUSIMHU
«['ocynapcTBeHHOW CHCTEMBl  JIOKYMEHTALIMOHHOIO  OOECHEYeHUs  yIpaBICHHUS.
OcHoBHBIE moONOXKeHua. OOmme TpeboBaHMS K JOKYMEHTaM U CIy»0am
JOKYMEHTAIlMOHHOTO O0ECIEeUEHUs», a TaAKKe HOpMaMu «Y HUPUIUPOBAHHON CUCTEMBI
JOKyMEHTAIuu» YHUDUIIMPOBAHHAS CHUCTEMA OPTaHU3AIMOHHO-PACTIOPSIUTEIHLHOM
nokymeHTanuu. TpeboBanust k opopmieHuto AokymeHToB. ['OCT P 6.30-2003» (yTB.
[TocranoBnennem ['occranmapta Poccum ot 03.03.2003 N 65-ct «O mnpuHSATAA H
BBEJICHUH B JIEHCTBUE TocyAapcTBeHHOro cranjapta Poccuiickoin @enepaunn»). Ilpu
TOM:
6.1.CTpyKTypa JIOKQJIBHOTO aKTa JIOJDKHA OOECIEeYMBATh JIOTUUECKOE Pa3BUTHE TEMBI
paBoBOro peryiaupoBanusi. Eciau Tpedyercsa pazbsiCHEHUE LeNeid 1 MOTUBOB MPUHATHS
JIOKaJIBHOTO aKTa, TO B TMPOEKTE JaeTcs BCTYNHUTENIbHAas YacTh — mpeamOya.
[TonoxeHnss HOpPMAaTUBHOTO XapakTepa B IpeaMOyiTy He BKIIFOYAOTCS.
6.2.HopmatuBHble npeanucanust opopMIIsIOTCS B BUIE IIYHKTOB, KOTOPbIE HYyMEPYIOTCS
apabCKuMu 1M(ppaMd C TOYKOW U 3arojoBKOB He UMEIOT. IIyHKTBI MoOTryT
NOJpa3AeNiATbCsd Ha MOJMYHKTBI, KOTOpPhIE MOTYT HMMETh OYKBEHHYIO, LHU(POBYIO
HYMEPALHIO U JIp.
6.3.3HaunTenbHBIC IO 00BEMY JIOKAJIbHBIE aKThl MOTYT AEIUTHCS Ha IJIaBbl, KOTOpbIE
HYMEPYIOTCS pUMCKUMU IIU(paMU U UMEIOT 3ar0JIOBKH.
6.4.Ecnu B JIOKQJIBbHOM aKTe MPHUBOAATCA TaOIUILI, TpaduKu, KapThl, CXEMbI, TO OHH,
KaK MpPaBWIIO, JOJDKHBI OGOPMIIATHCS B BHJIE NPUIOKEHHH, a COOTBETCTBYIOILIUE
MYHKTHI aKTa JOHKHBI UMETh CChUIKU Ha 3TH MPHUIIOKEHUS.
6.5.JIoKaNbHBIN aKT ¢ MPUIIOKEHUSIMU JI0JKEH UMETh CKBO3HYIO HyMEpAIUIO CTPaHuIl.
6.6. JlokanbHBI akKkT W3Jaraercsi Ha TrOCYJIapCTBEHHOM si3bike P® u  jgomxeH
COOTBETCTBOBATH JINTEPATYPHBIM HOPMaM.
6.7.CTpykTypa JIOKaJbHOTO aKTa JIOJDKHA OBITh JIOTUYECKH OOOCHOBAHHOM,
OTBEUAIOLICH LEIsIM U 33/1a4yaM MPaBOBOTO PETYIMPOBAHUSA, a TAaKXKe 00eCIeynBaIoIei
JIOTUYECKOE PA3BUTHE U IPABUIIBHOE MIOHUMAHUE JAHHOTO JIOKAJIBbHOTO aKTa.
6.8. B JJOKanbHBIX aKTax JAIOTCSA ONPEAEICHUS BBOJUMBIX IOPUINYECKUX, TEXHUUECKHUX
U JpPYTUX CHEIHATbHBIX TEPMHHOB, €CIM OHU HE SBISAIOTCA OOIIEU3BECTHBIMU U



HEYNnoTpeOIsieMbIMU B 3aKOHOJaTenbcTBe Poccuiickoit denepanuu U peruoHaIbHOM
3aKOHOJATENbCTBE.
6.9.He nomyckaercst nepenucbiBaHue ¢ 3aKOHOB. [Ipy HEOOXOIMMOCTH 3TO JienaeTcs B
OTCBUIOYHOM (opme.

7. OcHOBHBIe TPeOOBAHMSA K JOKAJbHBIM AKTAM
JlokaJsibHbIE aKThl YUpEXIEHUS 10JKHBI COOTBETCTBOBATh CIEAYIOLIUM TPEOOBAHUSM:
7.1. TloJyio’keHMe JIOJDKHO COJEpXKaTh ClEAyloIKUe 0O0sA3aTeIbHbIE PEKBU3UTHI:
0o0O3HaUYEeHHE BHJAA JIOKAJIHHOIO AaKTa; €ro HaUMEHOBaHUE, TPUPBI: MPHUHSTO,
YTBEPKIAEHO, COIIACOBAHO; TEKCT, COOTBETCTBYIOIIMI €r0 HAUMEHOBAHUIO; OTMETKY O
HAJIUYUU NIPUIIOKEHUS U COrJIaCOBAHMUS.
7.2. TlpaBuia J[ODKHBI COJEpKaTh CIEAYIONUME O0Os3aTeNIbHbIE  PEKBU3UTHI:
0o00O3HaueHHWEe BHJA JIOKAIBHOIO aKTa; €ro HAauMEHOBaHWE, TpuU(bl TPUHATUS U
YTBEPKJICHUS; TEKCT, COOTBETCTBYIOLIMN €ro HAaUMEHOBAHHUIO; OTMETKY O HaJIW4YUU
IPUIOKEHUS.
7.3.lHCTPpYKIMHU JIOJDKHBI COAEpXkaTh CIEAYIOIIUE O00s3aTeNbHbIE PEKBU3UTHI:
00O3HauU€HHE BUJA JIOKAJIBHOIO aKTa; €ro HaWMEHOBaHHWE, TpU(PBl MPUHIATUS HU
YTBEP)KJECHHUS; TEKCT, COOTBETCTBYIOIIMK €r0 HANMEHOBAHWIO; OTMETKY O HAJIMYNU
IPUIOKEHUS.
7.4.11ocTaHoBJIeHHe [OJDKHO COJIEp)KaTh CIEAYIOIUe 00sf3aTeabHble PEKBU3UTHI:
0003HauY€HNE BHUJA JIOKAJBHOIO aKTa, €r0 HaMMEHOBAHME, MECTO U JAATy NPHUHATHS,
TEKCT, COOTBETCTBYIOIIUNA €ro HAMMEHOBAHUIO; JOJLKHOCTh, (PaMUJIMIO, MHHUIMAIIBI U
MOJMKCH JIMLA, BEIHECIIETO TOCTAHOBIIEHUE; OTTUCK NE€YaTH.
7.5. PemeHuss [OJDKHBI COAEpKaTh CIEAYIOLME O00S3aTeNbHbIE PEKBU3UTHI:
0003HaueHUEe BHUJAA JOKAJIbHOTO aKTa; MECTO W JaTy MPHUHATUSA, TEKCT, JTOJKHOCTD,
(baMuIMI0, MHULIKMAJBI U TOAMNKCH JIULA, TPUHSABIIErO PEIICHHE, OTTUCK MeYaTH.
7.6. Ilpuka3bl U pacnopsKeHUsl 3aBEAYIONIETO YUPEKACHUS MOJDKHBI COIEPKATh
clieqyomue o0s3aTeNbHble PEKBU3UTHI: 0003HAUYECHHWE BUJA JIOKAJIHHOTO aKTa U €ro
HAaUMEHOBAaHHUE; MECTO W JaTy IPUHATHS, PErMCTPALlMOHHBIN HOMEp, TEKCT,
JOJKHOCTD, (PaMUJINIO, MHUIMAIIBI U TTOJANUCH PYKOBOAUTENS Y UpEKICHHUS.
7.7. IIpoTOKOJIBI M AKThI JOJKHBI COACpKaTh CIeAYIOIIHe 003aTeNIbHbIE PEKBU3UTHI:
00O3HaUYE€HHE BHJA JIOKAJBHOTO aKTa; MECTO W JaTy MPUHATHSA, HOMEp; CIHUCOK
NPUCYTCTBYIOIINX; TEKCT, COAEpP)KallMid MOBECTKY IHS, ONHMCAHME XOAa, MOpSAKa U
IpOLEAYPbl COBEPIIAEMBIX ONpPEACIECHHBIX (FOPUINYECKH 3HAYMMBIX) JEeHCTBUN 1100
OTCYTCTBUE OIPEACICHHbIX (DAKTOB; JIOJDKHOCThH, (DAMWINIO, MHULMAIBI U TOIIUCH
auna (Jul), COCTAaBUBLIMX WJIM MPUHUMABIIHUX YYacCTHE B COCTaBJICHUU MPOTOKOJIA HIIU
aKTa.
7.8. MeToauyeckue peKOMEHAAIUM JIOJDKHBI COJEPXKATh CIeAyIolue o0g3aTelbHbIe
PEKBU3UTHLI: 0003HAUYEHHE BUJA JIOKAJIBHOTO aKTa, MECTO W JaTy HpPHUHATHS, €ro
HAaMMEHOBAaHHUE,  TEKCT, COOTBETCTBYIOLIMM €ro HAMMEHOBAHUIO W COJEp Kallui
yKa3aHUE Ha BUJ, HAUMEHOBAHUE U J1aTy NPUHATHUS NMPABWI WM UHCTPYKUUN, HOPMBI
KOTOPBIX PA3BICHAIOTCS, KOHKPETU3HPYIOTCA WA JETATU3UPYIOTCS METOAUYECKUMU
PEKOMEHIAIUSAMU;  JTOJDKHOCTh, (paMHIvs, WHULIMAIBL Juna (JIKMI), COCTABHBIIMX
METOANYECKUE PEKOMEHIALINH.



7.9. IlporpamMmmbl M IUIAHBI JIOJDKHBI COJAEpXKaTh CIEAYIOIHE 0O0sS3aTeIbHBIC
PEKBU3UTHI: O00O3HAUYEHHE BHJIA JIOKAJBHOTO aKTa; MECTO M JaTy MpPUHSTHS,
HAaMMEHOBAHUE U TEKCT JIOKAIBHOTO aKTa, COOTBETCTBYIOLIUE €r0 HAMMEHOBAHUIO.

7.10. Jlo/ukHOCTHAsi MHCTPYKUMsI pPaOOTHHKA JOJDKHA COJACPKATh CIIECIYIOIINE
paszzensl: OOIIME TOJNOXKEHMs;  TpaBa,  MpPeNoCTaBisieMble pPAOOTHUKY M €ro
00s3aHHOCTH;  B3aUMOJICMCTBUS;  OTBETCTBEHHOCTh  3a  HEKAUYeCTBEHHOE U
HECBOEBPEMEHHOE BBINIOJIHEHUE (HEUCHOJHEHUE) O0SI3aHHOCTEH, MpeayCMOTPEHHBIX
JOJKHOCTHOW MHCTPYKIMEH; TpeOOoBaHUs K paOOTHHKY.

[Ipu  pa3paboTke  AOHKHOCTHBIX  MHCTPYKUUH  pAaOOTHUKOB  PEKOMEHAYETCS
PYKOBOJICTBOBATHCSL:

e EauHbIM KBaTU(UKAIMOHHBIM CIPABOYHUKOM JOJDKHOCTEM PYKOBOJAMTENEH,
CHEIUAINCTOB W Ciyxammx, pazaen «KpamuduxkanmoHHbIe XapaKTEPUCTUKU
JNOJDKHOCTEH ~ paOOTHUKOB  00pa3oBaHUS»,  YTBEPKIEHHOM  IPUKA30M
MuHucTepcTBa 31paBOOXPAaHEHUST U COLMAIBHOrO pas3BuTus Poccuiickon
®enepanuu ot 26.08.2010 r. Ne 761u (3apeructpupoBan Munioct P® or
06.10.10 1. per.Ne 186338), c WuU3MEHEHHSIMHU, BHECEHHBIMU IPUKA3ZOM
MuHncTEpCTBa 3ApaBOOXPAHEHUS U coluanbHoro pazsutus PO or 31.05.2011 r.
Ne448n (3apeructpupoBan Muntoct PO 01.07. 2011 r. per.Ne 21240).

e KBamu(uKaMOHHBIM  COPABOYHUKOM  Tpodeccuii  paboumx,  KOTOPBIM
YCTaHaBJIMBAIOTCS MeECSUHble OKianapl, yTB. llocranoBimenuem ['ockomurera
CCCP 1o tpyny u cormanbabiM BoripocaMm BIICIIC ot 20.02.1984 1. Ne58/3-102
(c u3MeHeHUsIMH U onosHeHusIME OT 13.12.1989 1. Ne 497/25-10)

e KpanudukanmoHHbIM CIIPaBOYHUKOM JTOJKHOCTEN PYKOBOJUTENEH,
CHEIUAINCTOB U Apyrux ciyxamux (ytB. [loctanoBnennem Muntpyaa PO or
21.08.1998 1. Ne37 ( B pen. [lpukazo Munzapascorpazsutus PO ot 14 mapra
2011 r. Ne194)

e TpynoBeiM koaekcom Poccutickoit @enepanuu

e IlpodeccuonanbHbiM CTaHJIapTOM NEeJarorunaeckoro paboTHUKa,
YTBEPKJICHHBIM IPUKAa30M MHUHHUCTEpPCTBA TpyAa M COLMAIBHOM 3allUTHI
Poccuiickoii @eaeparuu ot «18» okta0pst 2013 r. Ne 544n(BcTynaeT B cuiy
c 01.01.2015 r) Ilenaror (memarormyeckas ACSTEIbHOCTh B JOIIKOJbHOM,
HayaJbHOM OOIIEM, OCHOBHOM OOIIEM, cCpeaHeM o0ImieM oOpa3oBaHUMN)
(BocUTaTENb, YUYNUTEND).
7.11.1Ipy MOATOTOBKE JIOKAJBHBIX AKTOB, PETYJHPYIOIIMX COLHUAIBHO-TPYAOBBIE
OTHOULIEHUS! (HampuMmep, KOJUIEKTUBHBIA JOTOBOP, MpaBHUJia BHYTPEHHErO TPYJIOBOTO
pacrnopsiika u Jip.) cleayeT PyKOBOJCTBOBATHCS PEKOMEHIALUAMHU O HUX.
7.12.Cpenn JIOKaNbHBIX AaKTOB YUPEKICHHS BBICIIYIO IOPUIAYECKYH) CHIIYy HMEET
VYcraB Yupexaenus. [lostomy mnpuHumMaemble B YUpexJIE€HUU JIOKAJIbHBIE AKTHI HE
JOJKHBI IPOTUBOPEYUTH €0 Y CTaBy.

8. Ilopsinok BHeceHHMsI M3MEHEHMS M TONIOJTHEHUH B JIOKAJIbHbIC aKThI
8.1. B pmelicTByromue B YUpEeXIEHUU JOKAJIbHbIE aKThl MOTYT OBITb BHECEHBI
WU3MEHEHUS U JIONIOJIHEHHUS.



8.2. Ilopsimok BHECEHHMS UBMEHEHUW U JIOTOJIHEHUH B JIOKAJbHBIE aKThl YUpEKICHUS
ONpeAesieTCss B CAaMHUX JIOKAJIbHBIX aKTaxX. B OCTaJdbHBIX CiIydasx W3MEHECHUS U
JIOTIOJTHEHUST OCYIIECTBIISIIOTCA B CIEAYIOIIEM TTOPSIKE:
8.2.1. BHeceHHWE UW3MEHEHMU U JONMOJHEHHUM OCYILIECTBISAECTCS B  IOPSIKE,
YCTAHOBJIEHHOM B JIOKQJIbHOM HOPMAaTHBHOM aKT€, HA OCHOBAHMU KOTOPOI'O BHOCATCS
W3MEHEHUS;
8.2.2. W3MEHEHHUs W JOINOJHEHMUS B JIOKAIbHBIC aKThl: IOJIOKEHUS NPHUHATHIE Oe€3
COIVIACOBAHMUSI C KOJUICTHAIBHBIM OpPTraHOM YNIPaBJICHUS, IIpaBUiIa, HWHCTPYKLUH,
MPOrpaMMBbl, IUIAHBI, TIOCTAHOBJIEHUS, PEUICHUs, TMPUKA3bl U PACIOPIKEHUS
PYKOBOJUTENSL YUPEKICHUS, BHOCITCS MMyTeM U3Janus npuka3a pykopoaurens 10O o
BHECCHUU M3MEHEHUN WM JIOTIOJIHEHUH B JIOKAJbHBIM HOPMATHUBHBIN aKT;
8.2.3. U3MEHEHHUS W JOIOJHEHHS B MOJIOKECHUS, NMPUHATHIC IOCIE COTVIACOBAHUS C
KOJUICTHAJIbHBIMA OpraHaMu YNpPaBJICHUS, BHOCATCS MyTEM  HW3JaHUS TIPUKa3a
pyKoBOAUTEN YUPEXKACHUSI O BHECEHUM W3MEHEHUN WM JIOTIOJHEHUW B JIOKAJIBHBIN
aKT.
8.3.MI3MeHeHUs 1 JIOTIOJTHEHUS B JIOKAJIbHBIN aKT BCTYMAIOT B CHIIY C JaThl, YKa3aHHOU B
MpYKa3e 0 BHECCHUU U3MEHEHUM WJIM JIOTIOJHEHUH B JIOKAJIbHBIII HOPMATUBHBIA aKT, a B
ClIydyae OTCYTCTBHUA yKa3aHHUs B HEM JaThl — [0 MCTCUCHUIO 7 KaJEHJAPHBIX JHEH C
JIaThl BCTYIUICHUS MPHKa3a O BHECEHUM U3MEHEHUM WJIM JOTIOJIHEHUM B JIOKAJIBHBIN aKT
B CUJTY.

9. 3akj0uMTeIbHbIE MOJIOKEHUS
9.1.Hactosiiiee IlonoxkeHue MOIEKUAT 00A3aTEIBHOMY COIVIACOBAHMIO C OpPraHoM
CaMOYIIPABJICHUS Y UPEKICHUS.
9.2. TlomokeHue BCTymaeT B CHJIy C  JaTbl €r0 YTBEPKICHHS 3aBEAYIOLIAM
YupexneHus.
9.3.1losi0o)keHME yTpAaUMBAET CHIIY B CIy4ae MPUHATHSI HOBOTO MOJO0KEHHUS O JIOKAJIbHBIX
aKTax.
9.4 Boripockl, HE yperyJaupOoBaHHBIE HactosiuM  [lonoskeHuem,  MojjIexKar
YPETYJIUPOBAHUIO B COOTBETCTBUU C JECHUCTBYIOIIMM 3aKOHOIATENLCTBOM PD, YcraBom
VYupexieHuss U THBIMHU JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMU Y UpEKICHUS.
9.5.3a HeucnosHEHNE WM HEHAJJIeKallee UCTIOJHeHHE TpeOOBaHU, YyCTAaHOBIECHHBIX B
JIOKAJIBHBIX aKTaX YUpeKIACHUS:

. COTPYJHUKU YUpPEXKICHUS HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C Y CTaBOM
Vupexnenus, TK PO;
. poauTeny (3aKOHHBIC TMPEJICTABUTEIN) HECOBEPIICHHOJETHUX OO0YyYarOIIUXCs

VupexaeHus, HECYT OTBETCTBEHHOCTh B TOpsSAke W ¢dopmax, NPeayCMOTPEHHBIX
3aKOHOJATENbCTBOM P®, nokanbHbiIMM HOpMaTuBHbIMU akTtamu OO,  VYcraBom
YupexaeHusl.



