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I. O0mue nojioxenust

1.1. Tlonoxenre 0 HOpmaTHBHOM JokanbHoM akre MBY JIO JIIOLL Ne 1 (manee — ITonoxenwue»)
YCTaHaBJIHBACT €MHbIE TPEGOBAHHS K HOPMATHBHBIM JIOKANIbHBIM AKTaM, MX MOJArOTOBKE, O(GOPMICHHIO,
NPHHATHIO, YTBEPXKAECHHIO, BCTYIUICHHIO B CUIIY, BHECEHHIO U3MEHEHHMIT U OTMEHe.

1.2.Hacrosuee TTonoxenue sBiseTcs HOPMATHBHBIM JIOKAILHBIM aKTOM YUpexkIeHHs W 06S3aTebHO K
MCIIOJTHEHHIO BCEMU YYaCTHHUKaMH 00pa30BaTEeIbHBIX OTHOLIEHHH.

1.3.Tlonoxenue noarorosneHo Ha ocHopanuu Tpynoeoro konekca P® (nanee — TK PD), I'paknanckoro
Kozmexca PO (manee — I'K P®), denepanbhoro 3akona 273-03 «0O6 obpasoBanun B Poccuiickoii
@enepauum» ot 29.12.2012 rona, Yerasa YupexaeHus.

1.4.JlokanbHblii HOPMATHBHbIH aKT YupexeHus (Jajee — JIOKAIbHBIH aKT) — 3T0 HOPMATHBHbIH
MPaBOBOI JOKYMEHT, COAEPKALLMI HOPMBI, PEryJIUPYIOlIHe 06Pa3oBaTE/bHBIE U TPY/IOBbIE OTHOLICHHS B
Vupexxaenun B npezenax CBoeifi KOMNETEHLUHH B COOTBETCTBMM C 3aKOHOAATENLCTBOM Poccuiickoit
Dezepauuu, B MOPSJIKE, YCTAHOBICHHOM YCTaBOM YUpeKIeHHUS.

1.5. Jlokanbhbie akThl YupexaeHus NEHCTBYIOT TONBKO B Mpejenax [AaHHOrO o06pa3oBaTeIbHOro
YUYPEKICHUS W HE MOTYT PEryJIupoBaTh OTHOLICHHS BHE €rO.

1.6. JlokasibHbie aKTbl H37AIOTCA MO OCHOBHBIM BOTIPOCAM JESTENBHOCTH YUPEKACHUS, OCYIIECTRICHHS
00pa3oBaTE/IbHOM JEATENBHOCTH, B TOM UYMC/IE MO BOMPOCAM, PErIAMEHTHPYIOUIMM NpaBuia mpHeMa
obyuarouuxcsi, pexxnuma paboTsl YUpexkIeHHs, pexuma 3aHsTHil 00ydaromuxcs, GOopM, NepHOIHIHOCTH
M TIOpSJKA TEKYLIEro KOHTPOJISi OCBOCHHs MPOrpamMM M MPOMEXKYTOYHOM aTTecTaluu oOydalommxcs,
MOpsiKA M OCHOBAHHMi TNpHeMa, MePeBONa, OTYMCIEHHs  OOyHalomMXcs, Mopsaka O(OpMICHHS
BO3HHKHOBEHHS, MPHOCTAHOBJICHUS W NPEKPALLECHHS OTHOLICHUH MeXy YupexaeHusi U o6y4alommuMucs
v (MIM) poAMTENAMM (3aKOHHBIMH TNPEJICTABUTENSMU) HECOBEPLICHHOJETHUX OOYYalOUMXCS M HHbIE
JIOKAJIbHBIE AKTHI.

1.7. JlokanbHple aKThl, COOTBETCTBYIOIIME BCeM TPeGOBaHUSM 3aKOHOAaTenbcTBa P®D, sBASIOTCS
00s3aTeIbHBIMM K MCTIONHEHHIO BCEMH YYaCTHHUKaMM OOpa3oBaTeNbHBIX OTHOWICHHH W HHBIMH
paboTHHKaMH YupeskieHus.

1.8. Hopmbl JIOKa/IbHBIX aKTOB, yXYALIAIOLIME NONOKEHHe 00yHaroLUXCs WK paGOTHUKOB YupexkIeHus
N0 CPaBHEHHIO C [MOJIOKEHHEM, YCTaHOBJIEHHBIM 3aKOHONATENLCTBOM 00 00pasoBaHMM, TPYAOBBIM
3aKOHOJATENILCTBOM JIMOO NMPHHATHIE C HApyIIEHHEM YCTAHOBJIGHHOTO MOPSAAKA, HE NMPUMEHSIOTCS M
MO/IeNAT OTMEHE.

1.9. Jlokanbuble akThl YupexaeHHs yTpauMBalOT CHIy (TOJHOCTBIO WIM B OTAEIBHONM 4acTH) B
CIIEIYIOLHX CiTyyasnx:

- BCTYIUICHHE B CUJTy aKTa, PH3HAIOLIETO JaHHbIH JIOKaJIbHbIN aKT YTPATHBIIMM CHILY;

- BCTYIUICHHE B CHIIY JIOKQJIBHOTO aKTa GoblIeH OpHIUYECKOH CHIIbI, HOPMBI KOTOPOTO MPOTHBOPEYAT
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- IIpU3HAHUE CYJIOM WM MHBIM YIIOJIHOMOUYEHHBIM OPraHOM IOCYJapCTBEHHOM BJIACTH JIOKAJIBHOIO aKTa
VYupexaeHus: IpOTUBOPEYALNM ACHCTBYIOIIEMY 3aKOHOAATEILCTBRY.
1.10. JIokaneHBIN aKT YUpeKIeHHs, YyTPaTHUBIIUHN CHITy, HE MOAJICKUT UCIIOTHEHHIO.

I1. Ileau u 3agaun

Ilensmu 1 3agavyamu HacTosmero ITonokeHue sIBISIOTCS:

- CO3/IaHUE CAMHON U COTIACOBAHHOM CUCTEMBI JIOKATBHBIX aKTOB Y UPEKICHHUS;

- oOecriedeHre MTPUHITUIIA 3aKOHHOCTH B HOPMOTBOPUECCKOM NEATCTLHOCTH Y UPESIKICHUS,

- COBEPIICHCTBOBAHUE MPOIIECCa MOATOTOBKU, O(QOPMIICHHUS, IPUHATHS U PEATU3AIIH JJOKAILHBIX aKTOB;
- TMpenoTBpallcHUE JyOJIMPOBaHUS PErYJIHPOBAHMS OOIIECTBCHHBIX, TPYAOBBIX M 0OOpPa30BaTEIILHBIX
OTHOIIIEHUH B YUpEeKICHUHU.

II1. Buapl J0KaJIbHBIX AKTOB

3.1. B cooTBeTcTBHH ¢ YCTaBOM JAEATEILHOCTh YUPEKICHHS PErIaMEHTHPYETCS CICIYIOIMMH BUAaMHU
JOKAIBHBIX AaKTOB: TIOJIOXKEHHS, TOPSAIOK, pPEIICHUs, NpPUKa3bl, PpACIOPKCHUS, HWHCTPYKIUH,
JOJDKHOCTHBIE MHCTPYKIHMH, TIPaBUIia, JOroBophl. [IpeacTaBieHHbIl MepedeHb BUAOB JOKAIBHBIX aKTOB
HE SIBJISICTCS HCUEPITBIBAIOIIIIM.

3.2.JlokanbHbBIe aKTBl YUPEKICHHUS MOTYT OBITH KIacCU(DUIINPOBAHBI:

a) Ha TPYIIILI B COOTBETCTBUHU C KOMITETEHIIEH Y UpeKICHHUS:

- JIOKaJIbHBIC aKThI OPraHN3aINOHHO-PACHOPSAUTEILHOTO XapaKTepa;

- JIOKAJbHBIE aKThI, PETJIAMEHTUPYIOIIIUE BOIPOCHI OPTaHU3AINK 00pa30BaTEILHOTO TPOIIECCa;

- JIOKAJIbHBIE aKThl, PETJIAMEHTUPYIOIUE OTHOIICHUs paboTojarens ¢ paOOTHUKAMH W OPTaHU3AIHIO
y49e0HO-MEeTOANYECKOM padoTHI;

- JIOKAJIbHBIE aKThI, PETJIAMCHTUPYIOIIHE JCSITENbHOCTS OPTaHOB CAMOYTIPABIICHUS Y UpekKICHUS;

- JIOKaJIbHBIE aKThl, pErJaMEHTUPYIOUIHE aJIMHHUCTPAaTHBHYI0 ¥  (DUHAHCOBO-XO3SHCTBEHHYIO
JeSITeTbHOCTB;

- JIOKAJbHBIC aKThI, 00ECTIeYNBAaIONINE BEICHNE JIEIONPOU3BO/ICTRA.

0) IO KpUTEPUAM:

- TI0 CTETIEHH 3HAYUMOCTH: 00s3aTeNIbHBIE U HEO0s3aTeNIbHBIE;

- 110 cepe neicTBHA: 0OIIEero XapaKkTepa u CIIeIHaIbHOTO XapaKkTepa;

- TI0 KPYT'Y JIMII: pacIIpOCTPAHSIONIMECs Ha BceX paOOTHUKOB YUPEkJICHUS U HE PacTIPOCTPAHSIONIHECS Ha
BCEX PaOOTHHKOB Y UpPEXKICHUS,

- 10 CcTOCcO0y NPUHSTHSA: NPUHUMAaEMble PYKOBOAUTENEM YUPEXKICHHUS SAUHOIUYHO U MPUHUMAEMBbIE C
YYETOM MHEHHS MIPEJICTaBUTEIHHOTO OpraHa YYaCTHHKOB 00pa30BaTeNIbHBIX OTHOLICHHUH;

- TI0 CPOKY JICHCTBUS: IOCTOSIHHOTO JICHCTBUS H CPOYHBIC (C OIPEICICHHBIM CPOKOM JICHCTBHS);

- TI0 CPOKY XpaHEHUsI: MOCTOSHHOTO XpaHEeHus , 75 IeT u Apyrue.

V. Ilopsiaok MOATOTOBKM JIOKAJbHBIX AKTOB

B quexcﬂeHMs[ YCTaHaBJIUBACTCsA CHCZIyIOHII/Iﬁ IMOPAAOK MOJATOTOBKH JIOKAJIBHBIX aKTOB!:

4.1. 'HUIMATOPOM MOJITOTOBKH JIOKAIEHBIX aKTOB MOTYT OBITh!

- yupeauTelb (OpraHsl yIpaBieHHs 00pa30BaAHUEM);

- aIMUHUCTpaIus YUpeKACHUS B JTUIE €ro AUPEKTOPa, 3aMECTUTENCH JUPEKTOPa,;

- OpraHbl TOCYAapCTBEHHO-00IIECTBEHHOTO yIIPaBIeHUs YupexaeHus (Y IpaBIsSIONIHii COBET);

- YYaCTHHUKH 00pa30BaTENbHBIX OTHOIICHHH.

OcHoOBaHUEM ]IS TTOATOTOBKHU JIOKAILHOTO aKTa MOTYT TaKXe SBISTHCS W3MEHEHUS B 3aKOHOJATEIILCTBE
P® (BHECEHHME M3MEHEHMH, U3TaHNE HOBBIX HOPMATHBHBIX IIPABOBHIX AKTOB).
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4.2. TIpOeKT JOKaJbHOTO AaKTa TOTOBUTCSA OTICIBHBIM PAOOTHHKOM WM TPYIHOH pabOTHUKOB IO
HNOPYYEHUIO DPYKOBOAWUTEN YUpeXKACHUs, JnuO0 VYNpaBisMIOIIMM COBETOM, KOTODPBIM BBICTYIHI C
COOTBETCTBYIOLIEN NHULIMATUBOM.

4.3. IloaroToBKa JIOKAJIbHOTO aKTa BKJIIOYAET B c€0sl M3yUEeHUE 3aKOHOAATENbHBIX U HHBIX HOPMAaTHBHBIX
akToB P®, JOKaNbHBIX aKTOB YUpeKIEHUs, PETJIaMEHTHPYIOIIKX T€ BOIMPOCH], KOTOPBIE MPEAIOoIaraeTcs
OTpa3uTh B MPOEKTE HOBOTO aKTa, M HA 3TOW OCHOBE BBIOODP €r0 BWAA, COACP)KAHUS U TPEACTaBICHHE €T0
B MMUCHBMEHHOHN (pOopMe TUPEKTOPY Y UpEKACHUS.

4.4. TloarotoBka Hamboliee BaXKHBIX JIOKAJbHBIX aKTOB (IPOEKTOB pELICHHWH cOOpaHuii, MeICOBETOB,
OpPraHOB CaMOYIPABJCHMSA, IPUKA30B, NOJOXKEHHUH, NMPaBWUJ) NODKHA OCHOBBIBATHCS HA PE3YJIbTaTax
aHaJIM3a OCHOBHBIX CTOPOH JESATENBHOCTU YUpEXKJIEHHs, TEHIACHLUUH €ro pasBUTHS M CIOKUBIIEHCS
CUTYaIUH.

4.5. Ilo Bompocam mpuema Ha paboTy, IEPEBOOB, YBOJILHEHHH, MPEAOCTABICHHUS OTITYCKOB, TIOOIIPEHUN
WU TIPUBJICYCHHA COTPYAHHKOB K ILHCHHHHHHapHOﬁ 501041 MaTepHaHbHOfI OTBETCTBECHHOCTH HU3JAarOTCA
npukasel, B cooTBeTCTBUY ¢ TK P®D (¢ 00s3aTenbHBIM COTIACOBaHUEM C TTPOGKOMOM JaHHBIX JTOKATBHBIX
aKTOB, IIPU YCJIOBUH, YTO PaOOTHHK, B OTHOLIEHHH KOTOPOTO COCTAaBJICH AaKT, SBJSIETCS HYJICHOM
po(hCO3HOM OpraHU3aIINN ).

4.6. IIpoekT NOKaTbHOTO aKTa TWOJUICKHUT 00s3aTeIbHON MPAaBOBOWM DKCIEPTH3E W NPOBEpKE Ha
JUTEPATYyPHYIO TPaMOTHOCTb, KOTOPBIE TPOBOAATCS YUPEKAECHUEM CaMOCTOSATENBHO, 00 C y4acTHeM
NPUBJICYEHHBIX CIIELHUAINCTOB. JIOKaNbHBIN aKT, HE MPOLICIINI IPABOBYIO AKCIEPTU3Y, HE MOIJICKHUT
PacCMOTPEHUIO U MIPUHSTHIO.

4.7.IIpoeKT JOKAILHOTO aKTa MOXET ObITh MpeACTaBlieH Ha o0cyxaeHue. GopMbl MpencTaBIeHUs IS
00CYXIEHHsI MOTyT OBITb pPAa3IMYHBIMH, HAIpUMEp, pa3MELICHHE NPOEKTa JIOKAIBHOTO aKTa Ha
WHQOPMAIMOHHOM CTEHJIe B MECTe, JOCTYITHOM JUIsl BceoOmIero 0003peHus, Ha yUpexkICHUECKOM caiiTe,
HaIpaBJeHHE MPOEKTa 3aWHTEPECOBAHHBIM JIMIIaM, NIPOBEJEHHE COOTBETCTBYIOIIETO COOpaHus (COBeTa,
COBELIAHUS) C KOJUIEKTUBHBIM 00CYX/I€HHEM IPOEKTa JIOKAJIbHOTO aKTa U T.JI.

4.8.11pu HE0OXOAMMOCTH JOKAJIBHBIN aKT MPOXOIUT MPOLIEAYPY COTJIACOBAHMS.

4.9.Cpokn u TIOPAAOK pa3pabOTKM TMPOEKTa JIOKAIBHOIO aKTa, IOPSAOK €ro COrjacoBaHHs
YCTaHaBJIMBACTCA BHYTPHU COOTBCTCTBYIOIICTO JIOKAJIBHOTO aKTa WJIX IIPHUKAa30M I10 YLIpe)KI[eHI/IIO.

V. Ilopsiiok NPUHATHS M YTBeP:KIeHUS JTOKATbHOI0 aKTa

5.1.JlokanbHBIA aKT, TPOIIEIIIANA TPABOBYIO H JIATEPATYPHYI OKCIEPTHU3Y, a TakkKe MPOUeAypy
COTJIACOBAHUS, MOJJICKUT MPUHATUIO U YTBEPKICHUIO PYKOBOAUTENEM YUPEKICHUSI B COOTBETCTBHUHU C
VYceraBoM YupexaeHus.

5.2.JIokayibHBIE aKThl YUPEXACHUS] MOTYT IIPHUHUMATHCS AUPEKTOPOM, OOIIMM cOOpaHHEeM PaOOTHHKOB,
nmegaroruaeckuM coseroM, HMC, VYmpaBisirommM COBETOM, 100 WHBIM OpraHOM CaMOYIIPaBJICHUS
YupexxaeHusi, HaJleJIeHHbIM MOJTHOMOYHUSIMU 10 NPUHATHIO JOKAIBHBIX aKTOB B COOTBETCTBUU C YCTABOM
VYupexieHus — o NpeaMeTaM UX BeJCHUS U KOMIIETEHLIUY.

5.3.Ilpu NpUHATHU JIOKABHBIX AKTOB, 3aTParvBalOIIMX IpaBa OOYYAIOIIMXCS, YYUTHIBACTCS MHEHHUE
VYTpaBisOLIEro COBETa, B COCTaB KOTOPOI'O B PAaBHBIX JOJSIX BXOAAT MENArornieckue padOTHHKH,
poauTtenu u o0ydaromuecs crapiie 14 ner.

5.4.He noanexxaT MpUMEHEHHUIO JIOKAIbHBIE aKThI, YXYAIIAIOIIUE ITOJIOKEHHE PAOOTHHKOB MO CPABHEHHIO
C TPYAOBBIM 3aKOHOJIATEIBCTBOM, KOJUIEKTUBHBIM JIOTOBOPOM, COTJIAIICHUSIMU, a TAKXKE JIOKAIbHBIE aKThI,
MIPUHATHIE C HApYIIEHHUEM MOPAIKA ¥ yIeTa MHEHHS MTPEICTAaBUTEIHFHOIO OpraHa pabOTHUKOB.

5.5. Ipomemmmii nporenypy MPHHATHS JOKAIBHBIA aKT YTBEPKIACTCS TUPESKTOPOM YUpPEkICHUS.
IIpouenypa yTBepxaeHns opopMIIIETCs MPUKA30M IUPEKTOpa Y UperkIeHuUSI.

5.6.JIokaIbHBIN aKT BCTYIAET B CHITy ¢ MOMEHTA, YKa3aHHOTO B HEM, JIN0O, B CIIy4ae OTCYTCTBHS TaKOTO
yKa3aHusl, 0 UCTEYCHUH 7 KaJCHAAPHBIX JHEH C NaThl MIPUHATUS JAHHOTO JIOKAJIHHOTO aKTa.



JaToit mpUHATHS JTOKaTBHOTO aKTa, TPEOYIOMIETO YTBEPXKIACHHS AUPEKTOPOM YUpEKIEHUS, SBIIECTCS
JlaTa TaKoTO YTBEPKICHHS.

5.7. Tlocne yTBepKICHHUS JIOKATBHOTO aKTa MPOBOAMTCS MPOLEAYypa O3HAKOMIICHHS C HUM YYaCTHUKOB
00pa30BaTeIbHBIX OTHOIIEHUH, HA KOTOPBIX PACIIPOCTPAHSIOTCS TOJOKEHHUS JTaHHOTO JIOKAJIhbHOTO aKTa.
O3HaKOMJICHHE C JIOKQJIbHBIM aKTOM O(GOPMIISICTCS B BHJIC POCITUCH O3HAKOMIIIEMBIX JIUI] C YKa3aHUEM
JIaThl O3HAKOMJICHMsI, MO0 HAa CaMOM JIOKQJLHOM akKTe, JIM0O Ha OTACIHHOM JIMCTEC O3HAKOMIICHWS,
MpUIaraéMbIM K HEMY, JTHOO B OT/IEITHPHOM JKypHAJIe.

VI. OdopmiieHue JJ0KAJIBLHOTO aKTa

OdopmieHnne JOKambHOrO aKTa  BBIIOJHAETCS B COOTBETCTBHM C  TPeOOBaHUSAMHU
«['ocynapcTBeHHON CHCTEMBI NOKYMEHTALMOHHOTO oOecrieueHus ynpapieHus. OCHOBHBIE IOJIOKCHHUS.
OO01mue TpeOoBaHUs K JOKYMEHTaM U CIIy>KOaM JIOKyMEHTAI[MOHHOTO OOECIICUCHHU», a TAK)KE HOPMaMHu
«YHU(QULUUPOBAHHOW CHCTEMBl JOKyMEHTAaUuH. YHHU(UIUpPOBaHHAs CUCTEMa OPraHU3aLMOHHO-
pacrnopsanTeNnbHOM oKkyMeHTaun. TpedoBarns k ohopmuernro nokymeHToB. [OCT P 6.30-2003" (yTB.
ITocranosnenuem I'occranmapra Poccun ot 03.03.2003 N 65-cT «O mpUHATUU U BBEIEHUU B JEUCTBUE
rocy/IapCcTBeHHOTO cTaHAapTa Poccuiickoit @enepanmm»). [Ipu atom:
6.1.CTpyKTypa JIOKQJIBHOTO aKTa JOJDKHAa O0ECIICYMBATh JIOTUYECKOE Pa3BUTHE TEMbI IIPaBOBOTO
perynupoBanus. Ecnu TpeOyercst pa3pscHeHHE LElNeld U MOTHBOB NPHHATHS JIOKAIBHOI'O aKTa, TO B
MPOEKTE AAETCS BCTYIUTEbHAS YacTh — peaMOyna. [lonokeHnst HOpMaTUBHOTO XapakTepa B mpeaMOyiry
HE BKIIIOYAIOTCSI.
6.2.HopmartuBHble npennucanusi opOpMISIOTCS B BHIE IIYHKTOB, KOTOPBIE HYMEPYIOTCS apaOCKUMH
nUQpamMu ¢ TOYKOH M 3ar0JIOBKOB HE UMEIOT. [IyHKTBI MOTYT MOJpa3ensiThcs Ha MOIIMYHKTHI, KOTOPHIE
MOTYT UMETh OYKBEHHYIO M U(POBYIO HYMEPAIHIO.
6.3.3HaunTenbHBIe IO 00BEMY JIOKAJIbHBIE AKThl MOTYT IENUTHCA Ha IJIaBbl, KOTOPbIE HYMEPYIOTCS
PUMCKHMH IU(PaMU U UMEIOT 3aTOJIOBKH.
6.4.Ecnmu B JOKaJIbHOM aKTe NMPHUBOAATCS TaOJiMLbl, IpadMKH, KapThl, CXEMBl, TO OHH, KaK HpPaBUIIO,
JOJIKHbBI 0(1)OpMJ'IHTLC5[ B BUJC HpPIJ'IO)KeHHfI, a COOTBETCTBYIOIIUE ITYHKTBI aKTa JOJIKHBI UMETH CCBUIKH
Ha 5TU NPUTTOKCHUA.
6.5.JIoKaJIbHBIN aKT C MPUIOKEHUIMH JOJKEH UMETh CKBO3HYIO HyMEPAlLXIO CTPaHHUII.

6.6. JloKaJbHBIH aKT W3Jaraercs Ha TOCYIapCTBEHHOM s3bike P® W JIOMKEH COOTBETCTBOBATH
JUTEPaTyPHBIM HOPMaM.

6.7.CTpyKTypa JIOKQJIBHOTO aKTa JOJDKHA OBITh JIOTMYECKHM OOOCHOBAaHHOW, OTBEHAIOILEH LelsIM |
3aja4aM TMPaBOBOTO PETYJIMPOBAHHSA, a TaKKe 0OeclevrBaroiell JIOTHUYECKOe pa3BUTHE U MPAaBHIBHOE
MOHUMAaHHUE JAHHOT'O JIOKAIBHOTO aKTa.

6.8. B JOKanmpHBIX aKTax JAIOTCS OINpPENEIeHUS BBOJUMBIX IOPHINYECKHX, TEXHHYECKHX U APYTUX
CHEUUAIBHBIX TEPMHUHOB, €CIM OHH HE SBISIOTCA OOIIEU3BECTHBIMH W HEYNOTPEOJSEMBIMH B
3akoHogarenbeTBe Poccuiickoit denepannu v peruioHaIbHOM 3aKOHOAATENBCTBE.

6.9.He nmomyckaeTcsi TepenuchiBaHue C 3aKOHOB. lIpm HEOOXOMMMOCTH 3TO AENAeTCS B OTCHUIOYHOM

dopme.
VII. OcHoBHBbIe TPeOOBaHUS K JOKATbHBIM aKTaM

JlokanbHbIe aKThl Y UPEKICHHUS TOJKHBI COOTBETCTBOBATh CJICIYIOIINM TPEOOBAHUSM:

7.1. ITonoxeuue:

JIOJIDKHO COJIEPIKaTh CICAYIONIUE 00sM3aTe/IbHbIC PEKBU3UTHI: 0003HAUYEHUE BUA JIOKAJILHOTO aKTa; €ro
HAUMCHOBaHWE, TPHU(BI: MPUHATO, YTBEPXKIACHO, COIJIACOBAHO, HCXOMAIIME PEKBU3UTHI MPHKA3a,
KOTOPBIM YTBEPIKIACTCS JOKAIBHBIA aKT, TEKCT, COOTBETCTBYIOIIUN €r0 HAUMEHOBAaHHUIO, OTMETKY O
HAJIMYUH IPUIIOKEHUS M COTJIACOBAHHUSL.



7.2. IlpaBwua:

JTOJDKHBI CO/IEPXKaTh CIEAYIONINE 00s3aTeNbHble PEeKBU3UTHI: 0003HAUYEHWE BHJA JOKAIHFHOTO aKTa; €ro
HAUMCHOBaHUE, TPU(PBI TPHUHATAS W YTBEPXKACHUSA, HUCXOISIINE PEKBU3UTHI MPHKA3a, KOTOPHIM
YTBEPXKAAeTCs JIOKAIBHBIA aKT; TEKCT, COOTBETCTBYIOIIMI €ro HAMMEHOBAHHIO; OTMETKY O HaJMddud
MIPHUIIOKEHUS.

7.3 . VlHCTpyKLIUU:

JIOJDKHBI COJIEPXKaTh CIEAYIONINE 00s3aTeNbHble PEKBU3UTHI 0003HaUEHHE BHJA JIOKATHHOTO aKTa; €ro
HAUMCHOBaHWE; TpU(Bl TNPUHATHS W YTBEPXKIACHUS, HCXOJSAIIAE PEKBU3HMTHI MpPHKa3a, KOTOPBIM
YTBEPXKAAETCS JIOKATBHBIN aKT; TEKCT, COOTBETCTBYIOIIMH €ro HANMEHOBAaHHIO; OTMETKY O HaJMYHU
MIPHUIIOKEHUS.

7.4. Pemenus:

JTOJKHBI COIePKaTh CIeIyIOIIre 00s3aTeNbHbIe PEKBU3UTHI: 0003HAYeHHE BHA JIOKAIFHOTO aKTa; MECTO
W JaTy NPHUHSITHSA, TEKCT, JOJDKHOCTh, (DaMUIIMIO, MHHUIMAIBI U MOAMKCH JIUIA, MPUHSBIICTO PEIICHUE,
OTTHCK TI€YaTH (€CIIM 3TO BHINICKA U3 PEIICHNU).

7.5. Ilpukasbl 1 pacnopsDKEHUS JUPEKTOpa Y UpekIeHUs JOJDKHBI COIePXKaTh CIeAyoIne 00s3aTeIbHbIe
PEKBU3UTHI: 0003HAYCHUE BUAA JIOKAILHOTO aKTa U €r0 HAWMEHOBAHKE; MECTO U JIaTy MPUHATHUS, HOMEP
MIPHKa3a; TeKCT, TOJDKHOCTh, (DaMIIIHIO, WHUIMATBI U MTOAIMCH PyKOBOAUTENS YupexaeHus. [Ipukaser u
pacropspKeHUs! BBITIOHSIOTCS Ha OaHKe Y UupekIeHHUSI.

7.6. [IpOTOKOIBI M AKTHI:

JIOJKHBI COIEPKATh CIEIyIOIIre 00sA3aTeNbHbIe PEKBU3UTHI: 0003HAYeHHE BHU/A JIOKATBHOTO aKTa; MECTO
W JIaTy TPUHATHSI, HOMEp; CIIMCOK NMPUCYTCTBYIOIUX (PETMCTPALMOHHBIN JIMCT); TEKCT, COJCpIKAIlIui
MOBECTKY JHSA, ONMCAaHHWE XOfa, MOpsAKa W MPOIEIyphl COBEPIIAEMBIX OIPENEICHHBIX (FOPUIMIECKU
3HAYMMBIX) JCUCTBHN JIMOO OTCYTCTBHE OIPEJENIEHHBIX (PaKTOB; JOJKHOCTh, (aMUIIHIO, UHUIIUAIBI U
MOJHCH JIMa (JIMI]), COCTABUBIINX WM IPUHUMABIINX yYacTUE B COCTABIIEHIH IPOTOKOJIA WM aKTa.
7.7. MeTonudeckre peKOMeH /1alnu:

JIOJDKHBI COJIEPKATh CIeAyIONIe 00s3aTeNIbHBIE PEKBU3UTHI: 0003HAYCHUE BHJIA JIOKAJILHOTO aKTa, MECTO
W JaTy NPUHITHSA, €r0 HauMEHOBaHWE, TEKCT, COOTBETCTBYIOIIMN €ro HAWMEHOBAaHUIO M COJEpKaIIuit
yKa3aHWe Ha BUJ, HAMMCHOBAHHE M JaTy IMPUHATUS NPaBUJI WIA HMHCTPYKUUH, HOPMBI KOTOPBIX
Pa3bACHSIOTCS, KOHKPETHU3UPYIOTCS WM  JICTATU3UPYIOTCS  METOJIMYECKUMH  PEKOMEHJAIHSIMU;
TOIDKHOCTB, (haMWITHSI, MHUIIUAJIBI JINIIA (JTUI]), COCTAaBUBIINX METOJAMYECKUE PEKOMEH IAIIH.

7.8. [IporpaMMbI U TUIAHBL

JTOJKHBI COJIEPIKATh CIEAYIONUE 00s3aTebHbIE PEKBU3UTHI: 0003HAYEHNE BH/IA JIOKAJIHHOTO aKTa; MECTO
Y J1aTy MPUHSTHS, HANMEHOBaHHE U TEKCT JIOKAILHOTO aKTa, COOTBETCTBYIOIINE €T0 HANMEHOBAHHUIO.

7.9. 10/OKHOCTHAS HHCTPYKIIHS

JOJDKHA COJepXaTh CleAyIoIue o0s3aTesIbHble PEKBU3UTHI: 0003HauY€HHE BUJAA JIOKAJBHOTO aKTa, €ro
HaVMEHOBaHUE, HaMMEHOBaHHWE YUpexkIeHHs, Tpud yTBEpHkJCHUS TUPEKTOPOM C JaTOd M HOMEPOM
MpHKa3a,

JOJDKHA COJEp)KaTh CIEAYIOUIME pa3felibl: OOILIMe MOJO0KEHHs; JOJKHOCTHBIE OOS3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTH, OTMETKY 00 03HAKOMJICHUH.

IIpu pa3paboTke MODKHOCTHBIX WMHCTPYKIUH pabOTHHKOB PEKOMEHAYETCS PYKOBOJICTBOBATHCS
IIpukazom Munznpascorpassutus PO ot 26 asrycta 2010 roga Ne 761 v «O0 yrBepxxknenun EnuHoro
KBaJTM(PHUKAITMOHHOTO CIIPABOYHHMKA JIOJDKHOCTEH PYKOBOJMTEINEH, CIEIUATUCTOB W CIYXKAaIlUX, pas3ienl
«KBanuduxarnmoHHbIe XapaKTEePUCTHKH JTOJKHOCTEH pabOTHUKOB 00pa30BaHUS».

7.10.ITpr TOATOTOBKE JIOKATBHBIX aKTOB, PETYIUPYIONUX COMUAILHO-TPY/IOBBIC OTHOIICHUS (HAanpuMep,
KOJUISKTUBHBIA JIOTOBOP, MpaBWJa BHYTPEHHETO paclopsaka W JAp.) CIEAyeT PYKOBOACTBOBATHCS
PEKOMEHIAIMAMHY O HHX.

7.11.Cpenu TOKANBHBIX aKTOB YUPEXKIACHHUS BHICIIYIO IOPUINYCCKYIO CHIIy UMEET Y CTaB YUpEeKICHHS.
IToaTomy mpuHUMaeMble B Y UpeKACHUS JTOKATbHBIC aKThl HE JIOJDKHBI IIPOTHBOPEYUTH €0 Y CTaBy.



VIII. lokymMmeHTALMS

8.1. [Ipuka3bl MPOXOAT MPOLEAYPY PETUCTPAIMH B CIICIIHATLHOM JKypHAJIC.

8.2.00s13aTenbHON HyMEpaIluH TOJUIeKAT HHCTPYKIINH, PEIICHNS, TPUKa3bl U PaCIOPSHKEHHS, TTPOTOKOJIBI
U aKThI.

8.3. Peructpamuio W HyMmepalMio JIOKaJIbHBIX aKTOB OCYIIECTBIISICT OTBETCTBEHHBIH 3a BEJICHUC
JIEITOTIPOU3BOJICTBA COTTIACHO HHCTPYKIIMH IO JICIIONPOU3BOJICTBY B Y UPEIKIICHUH.

IX. Ilopsanok BHeceHHsI M3MEHEHHS M IOTIOJTHEHU I B JIOKAJIbHbIE AKTbI

9.1. B meficTBytomue B YUpeKICHNUH JIOKaJIbHBIE aKThl MOTYT OBITh BHECCHBI M3MEHEHUS M JOMIOTHEHUS.
9.2. Tlopsimox BHECEHWS W3MCHCHHWM W IOTOJHEHUH B JIOKATLHBIC aKTHl YUPEKIACHHUS ONPEACIIICTCS B
caMHUX JIOKaJbHBIX akTax. B ocTalabHBIX ClIydadx HU3MCHCHHUA U [JOIOJHCHHSA OCYHICCTBIIAIOTCA B
CIIETYIOIIEM TOPSIIKE:

9.2.1. BHECEHUE M3MEHEHUM U JOMOJHEHUH OCYIIECTBIISIETCS B MOPSIKE, YCTAHOBICHHOM B JIOKAJIbHOM
HOPMATHBHOM aKT€, HAa OCHOBAHUH KOTOPOI'O BHOCATCSA U3SMCHCHUS

9.2.2. u3MEHEHNUs U JONOJIHEHHS B JIOKAIBHBIC aKThI: TOJIOKEHUS IPUHATHIE 0€3 COrJIACOBAHMS C OPraHOM
yhpaBiieHus (caMoynpaBlieHHs), IPaBUIa, HHCTPYKLUH, TIPOTPaMMBbI, TUIAHBI, TOCTAHOBIICHUS, PEIICHHS,
MIPUKa3bl W PaCHOPsDKEHUS JUPEKTOpa YUpeXkIEHWs, BHOCATCSA ITyTeM H3JaHUs IpHKa3a AUPEKTOpa
VYupexxieHus: 0 BHECEHUU U3MEHEHUN WM TOTIOJHEHUH B JIOKAJIbHBI HOPMATUBHBIHN aKT;

9.2.3. U3MEHEHUS U AOOIIOJIHCHUA B IIOJIOKCHUA, MPHUHATHIC IIOCIIC COTIaCOBaHHUA C yr[paBIISIIOH_[I/IM
COBETOM W IPUHSTHS HA IEJarOrHYecKOM COBETE WM 001eM coOpaHuu paOOTHUKOB, BHOCSTCS IIyTEM
W3J1aHU [IPUKaA3a JUPEKTOPA YUPEKAEHUS O BHECCHUM U3MEHEHUI WIN JOIIOJIHEHUH B JIOKAJIbHBIA aKT.
9.3.VI3MeHeHHs U JIOTIOJIHEHUS B JIOKAJbHBIA aKT BCTYIMAIOT B CHUJIy C JaThl, YKa3aHHOM B TpPHUKa3e O
BHECEHUM W3MEHEHHM WJIM JOMOJIHEHWH B JIOKAJIBbHBIMI HOPMAaTHBHBIN aKT, a B CJIyd4ae OTCYTCTBHS
YKazaHusd B HEM JaTbl — I10 UCTCUCHUIO 7 KaJICHAAaPHBIX I[Heﬁ C J1aThl BCTYIUICHHUSA IIpUKa3a O BHECCHUN
W3MEHEHUI Wi TOTIOJIHEHUH B JIOKAJIBHBIN aKT B CHITY.

9.4./3MeHeHUsT W JIOTIOJTHEHUS B MpeINHcCaHus W TpPeOOBaHUS, MPOTOKONBI M aKThl, METOJIUYECKHUE
PEKOMEHAAIIMH, aKThI O IIPU3HAHWHU JIOKAJIbHBIX aKTOB YTPATUBIIMMU CHUITY, HC BHOCATCA.

X. 3aKI04uTeJbLHbIC MOJ0KeHU

10.1.Hacrosmee IlomokeHne NOUIEKHUT 00s3aTEIFHOMY COTJIACOBAHHIO C YTPABISIONIMM COBETOM
YupexaeHus.

10.2. [TonmokeHue BCTynaeT B CHITY € AAThI €TO YTBEPKICHUS TUPEKTOPOM Y UPEKICHUS.
10.3.TlonoxeHne yTpaunBaeT CIITY B CITydae MPUHATHS HOBOTO [1070KEHNS O IOKAThHBIX aKTax.
10.4.Bonpockl, He yperynupoBaHHble HacTosmMM [lojokeHueM, NOANEKAT YPEryJlIUpOBaHUIO B
COOTBETCTBHUU C JEHCTBYIOIINM 3aKOHOAATEIbCTBOM PD, YcTaBoM YupekneHHs U UHBIMH JIOKATbHBIMU
HOPMATHBHBIMH aKTaMH Y UpEKICHUS.

10.5. 3a HeucnoJHEHWE WM HEHAJUICXKAIlee HMCIIONHEHHE TPeOOBaHMIA, YCTAHOBJICHHBIX B JIOKAJIbHBIX
aKTax:

- COTPYAHUKH YUpEKJIEHUSI HECYT OTBETCTBEHHOCTh B cOOTBETCTBUU ¢ TK P®, YcraBom YupexaeHus;

- oOywaromuecs, WX pPOIUTENH (3aKOHHBIC IPEICTABUTENIN), HECYT OTBETCTBEHHOCTH B TOPSIKE U
dbopMax, MPEeIyCMOTPEHHBIX 3aKOHOIATEILCTBOM P®d, VYcraBom VYupexaeHus, JOKaIbHBIMU
HOPMATUBHBIMH aKTaMH Y UpEKJICHUS.



