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MMOJIOXXKEHUE

0 mopsiAKe pa3paloTKH U YTBEPKACHHA JOKAJIBHLIX AKTOB
MBAOY «/erckmii can komGuuuposannoro suna Ne 6 «Hesalyaxa»

1.00mue moJ0xeHust

1. HacTosimee mojioxeHue pa3paboTKy U YTBEP)KICHUS JIOKATbHBIX HOPMAaTHBHEIX aKTOB
MBJOVY «Jletckuii cag xombunuposanHoro Buna Ne 6 «Heszabymka» (mamee - YupexacHue)
paspaboTaH C LENbI0 pasTPaHAYCHHs NONHOMOYMH , ONpENENCHHS MOPSAAKA JEHCTBHH U
HampaBleH Ha wu30exaHwe HapyIIeHHH KOHCTHTYIMOHHBEIX HOPM , HOPM TPYIOBOTO
3aKOHOJATENLCTBA, 3aKOHOIATENILCTBA 00 00pa30BaHMK U HHBIX IIPaB ¥ CBOOOA IpaxKaH.

Hacrosmee Ilomoxkenue ompenenser obmme TpeOoBaHMS K IOPAAKY pa3pabOTKH
IIPOEKTOB JIOKATbHBIX HOPMAaTHBHBIX aKTOB, OCHOBHBIC TPEOOBAHMS K CONEPIKAHUIO JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB, IOPSAKY IPHHATHS YKa3aHHBIX aKTOB, @ TaKXe BHECEHHE B HHUX
JONOJTHEHUH U U3MEHEHHUH.

2.JIoHsiTHE JIOKATbHBIX HOPMATHBHBIX AKTOB

2.1. TloHATHE JIOKAJFHOrO HOPMATHBHOrO akTa. [lox JITOKalbHBIMH HOPMAaTHBHBIMHU
aKTaMH B CMbIC/Ie HacTosmero [1oI0)KeHns MOHUMAIOTCS pa3pabaThiBaeMble U IPUHIMAEMBIE B
VypexIeHHH B COOTBETCTBHM C €ro KOMICTEHIHH, OIpEeAeNeHHOH JAeHCTBYIOMMM
3aKOHOJATEILCTBOM M Y CTaBOM, BHYTPEHHHE JOKYMEHTHI, YCTAHABIHBAIONIUE HOPMEI (IIPaBUIIa)
obmero  xapaxrepa, IpeIHa3HAuYeHHbIE JUIS  PETryJHpOBaHHS  IIPOU3BOJCTBEHHOMH,
yIIpaBIICHYECKOM, (hHMHAHCOBOHM, KaapoBOH M WHON (YHKIHMOHAJIBHOM IEATEIHHOCTH BHYTPH
Vupexxnenus. JIokaJbHBIM HOPMATHBHBIM aKTOM BBICIIEH IOPHAMYECKOH CHIIBI NPU3HAETCS
VcraB YupexaeHus.

2.2. JloxaipHBlE HOPMAaTHUBHEBIE aKTBl, PEryaHpylolue oOpa3oBaTeNbHBIM Ipolecc B
VupexaeHHH KOHKPETH3HPYIOT IIpaBa M O0S3aHHOCTH Y4YaCTHHKOB 00pa30BaTeIbHBIX
OTHOILUEHUH.

2.3. JlokanbHBIE aKTBl, PETYNHPYIOIIME TPYAOBHIE OTHOLIEHHMS B YUpPEXKICHHH H
COCTaBIISIFOT 0c00yr0 00J1aCTh OTHOLIEHUH MeXIy paboTomaresieM U pabOTHUKaMHU Y UYperKIeHHUS.
PaspabarpiBaroTcss Ui peayu3alidél IpaB pPabOTHHUKOB, HCIIONHEHHWS UMM OOS3aHHOCTEH,
NOANEPKaHUs UCIUIUINHEI B TPYAOBOM KOJUIEKTHBE.

HopMBI JTOKaJIBHBIX aKTOB YUpEXISHHS, YXYyALIAIOUIUE IOJIOXKEHHE PaGOTHHKOB IO
CPaBHEHHIO C YCTAHOBJICHHBIM TPYAOBBIM 3aKOHOJAATEIBCTBOM M HHBEIMH HOPMAaTHBHBIMHU
[IPaBOBHIMK aKTaMH, COAEPXKAUIUMH HOPMBI TPYZOBOIO IIpaBa, KOJUIEKTHBHEIM JOIOBOPOM,
COTJIAIICHUSAMH, a TaKKe JIOKAIbHBIE aKThl, IPUHATHIE 0e3 COOMIOAEHMS, YCTaHOBIEHHOTO
cratbeit 372 Tpynosoro Konekca, oprana paOOTHHKOB, HE IIOAJIEKAT IPUMEHEHHUIO.

JloxaypHEIE HOPMATHBHBIE aKTHL YUpeXICHHS YTBEpXKAaloTcs paboromareneM
(3aBemyrOmKM) B Ipefeax KOMIIETEHIIMHA B COOTBETCTBUH C TPYJOBBIM 3aKOHOJATENHCTBOM H
HHBIMA HOPMATHBHBIMH IIPABOBBIMH AaKTaMH, COJEpXAllMMH HOPMBI TpPYJOBOTO IIpaBa,
KOJUIEKTUBHBIMHU OTOBOpaMH, cortammenusmu (4. 1 ct. § TK PO).

2.4. Yau¢buuupoBaHHBIX GOpM I IPUHATHS JOKAJIBHBIX HOpMaTUBHEIX akToB JIOY He



ycTaHaBiIHuBaeTcs. VCKiIo4eHne cocTaBsoT: - mraTHoe pacrnucanue (popma Ne T-3); - rpadux
ormyckoB(popma Ne T-7) u GopMBI JIOKaJIbHBIX HOPMATHBHBIX aKTOB, YTBEPXKICHHBIC
[TocranoBnenuem I'ockomcrara Poccum ot 05.01.2004r. Ne 1 «OO0 yTBepKaeHUU
yHU(DUIUPOBAHHBIX (YOPM MEPBUYHON YUETHOH TOKYMEHTALUHU 0 YYETy TPyJa U €ro OIiaThl».

dopmbl OCTAJIbHBIX JOKaJIbHBIX HOPMATUBHBIX aKTOB Yupexaenus,
paboTonaTenb(3aBeAyIOIIUNA) ONpeaenseT CcaMOCTOSTEIbHO. DTO MOTYT OBbITh: HWHCTPYKIIMH,
METOAMKH, TIOJIOKEHHUS, IPaBUIIA, CTAHAAPTHI, TPUKA3HI, U JIP.

3.Knaccudukanus JJOKATbHBIX AKTOB:
3.1. Ilo crenenun 3HaYUMOCTH:
— o0s3aTeNbHBIE - COCTAaB TaKHUX JIOKAJIbHBIX AaKTOB OIpPENEIEH TPYJIOBBIM
3aKOHOJIATENbCTBOM. TpynoBoil koaekc PD copepkut npsiMoe ykazaHue Ha IPUHATHE
II0I00HBIX TOKYMEHTOB (Harpumep, cT. cT. 189, 135 TK P®D).
- HeoOs3aTeNbHbIE - TaKUe JOKYMEHTHI MPSMO HE MPEIyCMOTPEHBI TPYIOBBIM
3aKOHOAATENBCTBOM, paboTojaTenb MPUHUMAET JIOKalIbHBIE aKThl 10 CBOEMY
YCMOTPEHHUIO.
3.2. Ilo cepe nericTBus:
— 0011ero xapakrepa, pacpoCTpaHsIOLUIMECS Ha BCIO OPraHU3alnIo;
— CIEUMAIbHOIO XapaKTepa, Kacaroluecs OTAENIbHBIX BOIIPOCOB.
3.3. 1o kpyry nuit:
— pacmpoCTpaHSIOLUECs Ha BceX paOOTHUKOB OpraHU3aIiH;
-pactpoCTpaHSIONINEcs Ha OMPEIeICHHYIO KaTeroprio pabOTHUKOB;
3.4. Ilo cnocoOy npuHATHS:
— MpUHUMaeMble paboToAaTeIeM eIUHOINYHO;
— MpPUHUMAaeMble C y4E€TOM MHEHHUS MPEACTaBUTEIBHOTO OpraHa pabOTHHKOB. B
3TOM ciy4ae NpU MPUHATUU JIOKAIBHBIX aKTOB HEOOXOAMMO COOJIOAATh MOPSIOK,
npeaycMoTperHsiii ct. 372 TK PO.
3.5. Ilo cpoky nencTBus:
— TOCTOSHHOT'O JCUCTBUS;
— OeccpouHEIe;
— C ONpEAEIEHHBIM CPOKOM JCUCTBHSI.
3.6. Ilo cpoky xpaHeHus:
— TIOCTOSIHHOT'O XpaHEHHS;
— 75 ;e

— Jpyrue.

4.CTpyKTYypa M coJepkaHue JOKAIbHbIX HOPMATHBHBIX AKTOB
4.1. CTpyKTypa U cofiepKaHue JJOKAIbHBIX HOPMAaTUBHBIX aKTOB 3aBUCAT OT Kpyra
BOIIPOCOB, B OTHOILIEHHH KOTOPHIX HEOOXOIMMO MPUHATHE TAKUX aKTOB.
VY CI0BHO CTPYKTYpY JIOKAJIBHBIX aKTOB MOYKHO Pa3/eINTh Ha CICTYIOMINE YacTH:
— o0lmue TMOJIOKEHHMs: TIepeuYeHb pEryJIHpyeMBbIX BOINPOCOB; HOPMAaTHUBHBIE
IMPaBOBBIC aKTbI, B COOTBETCTBUU C KOTOPBIMH JIOKAJbHBIN HOpMaTHBHBIﬁ AKT IIPHUHUMACTCA,
MOJpa3/IeIeHUs] MM KaTeropuy pabOTHUKOB, OAIA0INE AeWCTBUE JIOKAIBHOTO aKTa,
— OCHOBHAfl 4acTh: MpaBa U 003aHHOCTH pabOTHUKA U paboToAaTens; IPOLEaAYpbI,
HE  ONpEICICHHBIE  3aKOHONATENILCTBOM;  TOPSJIOK  B3aUMOJCHCTBUS ~ CTPYKTYPHBIX
MOJpa3/ieIeHuil B 3aBUCHUMOCTH OT CHEIHM(UKH JIOKAJIbHOI'O HOPMATHBHOTO aKTa; JEWCTBUS
CTOPOH, CPOKH, OTBETCTBEHHOCTH U TIP.
— 3aKJI0YHUTeJbHbIE MOJ0KeHH: BPeMsl BCTYIJICHUS JIOKAJIILHOTO aKTa B CHUIY, ,
MNEPCUCHb JIOKAJIBbHBIX HOPMATHBHBLIX 4AKTOB WKW OTACIbHBIX HOHO)KGHHﬁ, MMpCKpamaromux
JICWCTBHE B CBSA3M C IIPUHATHEM HOBOT'O aKTa.



JlokanbHblE aKThl MOTYT COJAEp)KAaTh IPUJIOKEHHUS, KacarollMecs BOIPOCOB,
OTPaKEHHBIX B ITUX AKTaX.
4.2. TekcT 10KaJIbHOIO HOPMATUBHOTO aKTa COCTABIISIETCS HA PYCCKOM SI3BIKE.

5.Pa3pa6oTka HOPMATHBHOIO JIOKAJIBLHOI0 AKTA

[IpoekThl I0KadbHBIX HOPMATUBHBIX aKTOB pa3padaThIBAIOTCS 110 PELICHUIO
nearoruyeckoro coera, O0Imero coopanus Wi aIMUHUCTPALUU Y UPEkKICHUS B 3aBUCUMOCTH
OT UX KOMIIETEHIIUH , OIPE/ICIIEHHBIM 3aKOHOM U Y CTaBOM Y UpeKIeHUSI.

5.1.2Tansl pa3pabOTKH MPOEKTOB JTOKAILHBIX HOPMATUBHBIX aKTOB:

5.1.2.0ormpeneneHue BOIPOCOB, 0 KOTOPHIM TpeOyIOTCs pa3paboTKa U YTBEPKIECHUE
JIOKaJIbHOTO HOPMAaTHUBHOTO aKkTa. [loTpeGHOCTh BBISBIISIETCS B XOJI€ COBEIAHUH, TUTAHEPOK.
Camu paOOTHUKH YUPEKIEHUS MOTYT BBICTYIHTh C MHUIIUATUBOW CO3AaHUS JIOKAIBHOTO
HOPMATHBHOTO aKTa MPH BBISBICHUH B X0JI¢ paOb0OTHI HEYPETYIUPOBAHHBIX BOIIPOCOB.

5.1.3.Co3nanue paboueii rpynibl O pa3padOTKe TOKATbHOIO HOPMAaTUBHOTO aKTa.

5.1.4. HaznaueHue OTBETCTBEHHOT'O PYKOBOAMTENS paboueil rpymibl, KOTOPBIH OyneT
KOOPJAMHHUPOBATh YHIACTHUKOB U KOHTPOJIMPOBATH YCTAHOBJICHHBIE CPOKHU Pa3padOTKH
JIOKaJIbHOTO HOPMAaTUBHOTO aKkTa. OCTaiIbHbBIC YWICHBI TPYIIIBI BIPABE BHOCUTH MPEATIOKCHUS U
3aMe4aHus B XO/I€ MOATOTOBKU MpoeKTa JokyMeHTa. [Ipyn HeoOX0AMMOCTH OTBETCTBEHHBIN
UCTIOJTHUTEIb 0Pa0aThIBa€T €ro ¢ y4eTOM BHECEHHBIX 3aMEYaHUH.

5.1.5. CornacoBanue nMpoeKTa JIOKaIbHOro akTa. Ha TaHHOM 3Tamne mpoekT He0OX0AUMO
COTIJIACOBATH C YUACTHUKAMHU PabOYeid TPYIIIBI U IPYTHUMHU 3aUHTEPECOBAaHHBIME JHaMu. [locne
COTJIacOBaHUs MPOEKT NepeaaeTcs Ha yTBepkaeHue padbotonarento. Ecnu ans npuHatus
JIOKAJIBHOTO aKTa HE0OXOANMO YUYUTHIBATh MHEHHUE MTPEJICTABUTEIHHOTO OpraHa
paboTHUKOB(TIpOodCcor03a), TO 10 YTBEPKACHHS paboToAaTeIeM MPOEKT JOKYMEHTa 1
000CHOBaHUE 10 HEMY JIOJDKHBI OBITH HallpaBJieHbl HAa ATOT oprad. (cT. 372 TK P®.)

6.IlpunsiTHE JIOKAJBHBIX HOPMATHBHBIX AKTOB
6.1. CornacHo c1. 12 TK P® nokanbHbIi akT BCTyMaeT B CHJIY CO JHS €ro NMPUHITUSA
paboToiaTeNneM WM €O JIHS, YKa3aHHOTO B 3TOM JIOKYMEHTE.
PaboTonarens MOXKET MPUHSTH JIOKAIbHbIE aKThI CIEAYIOIIMMHU CIIOCO0aMMU:
—  yTBEpIUTH;
— W37aTh npuKa3 (pacnopsikeHue) 00 yTBEpKIECHUHU JIOKAJIbHOTO aKTa.

6.2.YTBepxkas JOKaJbHBIA aKT, paboTojarenb JOKEH MOCTaBUTh IMOJANUCH B
pexBusuTe «I'pud yrBepxkAeHHUS AOKYMEHTa». DTOT JOKYMEHT paclojiaraioT B MpaBOM
BEpPXHEM YIiy JokyMmMeHTa. IloMmuMo moamucu rpud IOMKEH COCTOSTh M3 CIIOBa
YTBEPXJIAIKO (6e3 kaBbluek), HaUMEHOBAaHUS JOJKHOCTH JIMIIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €r0 HHUIMAJIOB, ()aMUIIUHN U AAThl OIHCAHUS.

6.3.1lpu yTBEp)KIEHUM AOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMU JIMLAMHU HX
MOJIUCH PAcIoiaratoT Ha OJTHOM YPOBHE.

6.4. JloxkanpHbBIi aKT MOXET NPUHUMATbCA IYTEM HW3JaHUsA IpUKas3a
(pacriopsiKeHus).

YHupuuupoBaHHo# (HOpMBI 1751 TAKOTO MPUKa3a HE MPETyCMOTPEHO , TTOITOMY
paboTonaTenb BIIpaBe OMpPENEIUTh €€ CaMOCTOATENbHO. B mpukasze o0 yTBep:KIeHUU
JIOKAJIBHOTO aKTa HE0OXOIUMO OTPa3UTh:

JaTy BBEJICHUS JIOKAJIbHOTO aKTa B J€MCTBHE;
yka3zaHue 00 O3HAKOMJIEHUM PaOOTHHUKOB C JIOKAJIbHBIM aKTOM U  CPOKH ISt

9TOrIO0.

(dhaMuUITUY ¥ JOJKHOCTH JIUII, OTBETCTBEHHBIX 32 COOIOJICHUE JIOKATBHOTO aKTa;
JIPyTHUe YCIOBHUS.



7.03HaKOMJIeHHE YYACTHUKOB 00pa30BaTeJIbHOI0 MpoLecca ¢ J0KAJIbLHbIMHA
HOPMATHBHBIMH AKTAMM

7.1.Pabotauku Yupexaenus (dactb 2 crateu 22 TK P®) B o0s3arenbHOM HOpsiKe
JIOJDKHBI  OBITh  O3HAKOMJICHBI TIOJT JIMYHYIO TIOJIUCh CO BCEMH JIOKAIBHBIMH aKTaMH,
NPUHUMAEMbIMU B OpraHM3alldd M HEMOCPEACTBEHHO CBSI3aHHBIMU C HX TPYAOBOH
JeATeIbHOCTBI0. ECiu JIOKambHBIN akT KacaeTcsl 00yJaroIuXcsl, UX POJIUTENICH, OH JOJIKEH OBITh
JIOBEJCH JI0 X CBCIICHUS.

7.2. PoguTtenu (3aKOHHBIC MPEICTABUTENN) 3HAKOMSATCS C JOKATHbHBIMH HOPMATHBHBIMH
aKTaMU TIPH MTOCTYIUICHUHU B JOUIKOJIEHYIO 00Pa30BaTEIbHYIO OPraHU3aIHIo

7.3. JlokasbHBIE aKTHI pa3MeNatoTcs Ha OQUIIMATIEHOM CalTe YUpexxacHUSI.

8.M3MeHeHHE JIOKAJIBbHBIX HOPMATHBHBIX HOPM

8.1.PaboTonaTens BlipaBe BHOCUTh U3MEHEHUS B JIOKAJLHBIC AKTHI:

— B CBSI3M CO BCTYIUICHHEM B CHJIYy JMOO H3MEHEHHEM 3aKOHa WIH JAPYroro
HOPMATUBHOI'O IPAaBOBOT'O aKTa, COACPKALICTO HOPMBI TPyAOBOr'o IipaBa, KOJUICKTHBHOI'O
JIOTOBOpA, COTJIalllCHNUS;

— 110 COOCTBEHHOMY YCMOTpPEHHIO. B 3TOM ciyyae BakHO, YTOOBI IMPUHUMAaeMble
JIOKAJIBHBIC AaKTbl HC YXYyIAIIAJIW IIOJIOKCHHUA pa6OTHI/IKOB, BOCIIMTAHHHUKOB, HX pqu/ITeneﬁ
(3aKOHHBIX TPEJICTaBUTENICH) MO CPABHEHUIO C TPYJOBBIM 3aKOHOIATEILCTBOM, KOJIEKTUBHBIMU
Joropopami, cornamenusamu (4. 4 cr. 8 TK PO).

8.2. M3MeHeHuss BHOCATCS B TOM K€ TOpSAAKE, B KOTOPOM JIOKAJbHBIA aKT
pa3pabaThIBajICsl U yTBEpXKAayics NepBoHadaibHO. HeoOX0aMMO y4HMTHIBATH , YTO M3MEHEHHS
MOTYT 3aTparuBaTh OINPEICICHHbIE CTOPOHBI YCIOBHS TPYAOBOIO JOTOBOPA, & COIVIACHO CT. 72
TK P® 310 pmomycTuMO  TOJBKO TIO COTJIAICHUIO CTOpPOH.. PabGoTonmarens BhpaBe B
OJIHOCTOPOHHEM TIOpPAJIKE H3MEHATh YCJIOBHS TPYIOBOTO JIOrOBOpa TOJBKO B Ciyyae
OpPTaHU3AIIMOHHBIX WM TEXHOJOTUYECKUX M3MEHEHUH ycioBuil Tpyaa. [Ipu sTom HEoOxoaumo
co0uro1aTh MpoLeaypy, onpenenénnyto B ctarbe 74 TK PO.

9.0TMeHA JT0KAJBHBIX AKTOB.
9.1.Cornacno cratbe. 12 TK P® ocHoBaHMSAMU 11 pEKpalleHUs 1eHCTBUS JTOKAJIBHOTO
aKTa WU OTAEIBHBIX €r0 IOJ0KEHUN ABIISIOTCS:

— HCTeYeHHE cpoka AeicTBus. Takas cuTyalusi BO3MOXHA, €CIIU MPHU pa3paboTKe
JIOKAJIbHOTO aKTa ObUI OIpEeeNeH Mepuoj ero aenctsud. [Ipu HacTymneHus yka3zaHHOrO Cpoka
JOKaJbHBI aKT aBTOMATHUYECKH YTpauMBaeT cBoro cuiy. OT pabotomarens He TpeOyercs
U3JIaHUS JOIMOJIHUTENBHBIX JOKYMEHTOB, MOATBEPXKAAOMIMUX ATOT ¢akT. B kauecTBe mpumepa
MOYKHO THpHUBECTH TIpaduk OTIyckoB. B cuiy mpsMoro yka3zaHus 3aKkoHa TpauK OTIYCKOB
€XKETrOJJHO YTBEPKAACTCS U MPEKpaIlaeT JeHCTBHE IT0 OKOHYaHNH KAJIEHIapHOT0 TO/a;

— oTMeHa (IpU3HAHUE YTPATHBIIUM CHUJIY) JIOKAJbHOIO JHUOO OTAEIBHBIX €ro
IIOJIOXKEHUH JPYTUM JIOKAJIBHBIM aKTOM;

— BCTYIUIEHHE B CWIY 3aKOHa WIM JAPYroro HOPMAaTUBHOIO IIPABOBOIO AaKTa,
COJIEpXKAIIEr0 HOPMBI TPYAOBOIO IpaBa, KOJUIEKTUBHOTO JOTOBOpA, COTJAIICHMS, KOTJa
yKa3aHHbIE AaKThl YCTAHABIMBAIOT OoJiee BBICOKMHM YpOBEHb TapaHTUH pPaOOTHUKAM IO
CPaBHEHUIO C JIEHCTBYIOIIHNM JIOKAJIbHBIM aKTOM.

9.2. Ecnu npuHAT 3aKOH WJIM APYrod HOPMATHBHBIN MPABOBOM aKT, yCTaHABIMBAIOLIUI
0oJiee BBICOKUH ypOBEHb TapaHTUH PAaOOTHHUKAM TIO CPABHEHHUIO C JOKAIHHBIM aKTOM, JACHCTBHE
JIOKaJIbHOT'O aKTa UJIU OTIAEJBbHBIX €r0 MOJIOKEHUN ITPEKpaIacTcs.
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