YTBep)Kna}er" TR

O6 1M qéﬁpaﬂagﬁ\ paﬁ\omnxos
FB,[[OY HA%S }]’% wifil can «KopaGmix»
Y [//-}m"!{)/éﬁz d

Ioaoxenne
0 mopsiiKe pa3paboTKH U NPHHATHS JTOKAILHBIX HOPMATHBHBIX AKTOB
rocy1apcTBeHHOro GI017KeTHOr0 10UIKO0/ILHOTO 00pa30BaTeJbHOI0
yupesxaennsi Heneuxoro aBTOHOMHOT0 OKpyra
«Jlerckuii can «Kopabank»

r. HapesH-Map
2016r.



1. OBIIUE MOJIOKEHUS

1.1. Hactosiiee ITooskeHHe 0 TOpsiiKe pa3paboTKU U MPHUHATHS JTOKaIbHbIX
HOPMATHBHBIX aKTOB 110 BOMPOCAM PEryTHPOBAHHS NPABOBOTO IMOIOKEHHA H
OTKHOCTHBIX 06s3aHHOCTel padotHukos I'BJ0Y HAO «JleTckuii can
«Kopabmuk» (nanee 1o Texcty «IlooxeH#e») onpe/essieT OCHOBHbIE
TpeGOBaHMs K IPOLEIype Pa3pabOTKH POSKTOB JOKANbHEIX HOPMATUBHBIX aKTOB
I'BA0Y HAO «Jletckuii cax «Kopabmuk».

1.2. TlonoskeHHe yCTAHABIMBACT eMHBIE TPeOOBaHHUsA K HOPMaTHBHBIM JIOKATIBHEIM
aKTaM, HX [IOJrOTOBKE, O(GOPMICHHIO, IPUHSTHIO, YTBEPXKACHHIO, BCTYIUICHHIO B
CHITy, BHECEHHIO M3MEHEHHH 1 OTMEHE.

1.3. JIokabHBIE HOPMATHBHEIE ITPABOBbBIE AKThI H3/1AI0TCA HA OCHOBE U BO
HCIoNHeHHe 3akononaTenbcTsa Poccuiickon Penepanuu:

- ¢T. 30 DenepanpHoOro 3akoHa Poccuiickoit @enepauunu «0O0 obpa3zoBaHuH
Poccuiickoii @eeparmm» Ne 273-03 ot 29.12.2012,

- Tpynosoro koznexca PO (TKP®),
- Veraea IBJIOY HAO «Jletckuii can «Kopalbiuk».

1.4. JToxansuele aktel [BJI0Y HAO «JleTckuii cal «Kopabmuk» IeiCTBYIOT
TONIBKO B Mpe/enax JaHHOH oOpa3oBaTeIbHOM OpraHu3aliy 1 HE MOTYT
peryaMpoBaTh OTHOLIECHHUS BHE YUPEXKACHHS,

1.5. HacTosimee [Tonokenue sSBIsgeTCs HOPMAaTUBHBIM JIOKAJIbHBIM aKTOM 17|
006s13aTeTbHO IS UCITOJHEHUS BCEMH y4aCTHHKaMH o0Opa3oBaTelbHbIX
OTHOILLIEHUH.

1.6. JloKasIbHBIE aKThI U31AFOTCS 10 OCHOBHBIM BOIPOCaM OpraHn3alli 1
OCyIECTBIeHHs] 00pa30BaTeIbHON eATENLHOCTH B I'BJI0Y HAO «Jletckwuii can
«Kopabmux». B ToM uncIie 1o BONpocaM, periaMeHTHPYIOIIMM MpaBHiia npuemMa
BocruTaHHuKOB, pexkumM HOJI, GopMbl, TEpUOAHIHOCTD 1 OPAAOK TEKYILETO
KOHTPOJISA, CAMOKOHTPOIS, MOHUTOPHHT3, ay IUTa, [IOPAN0K 1 OCHOBAHHA
BO3HUKHOBEHWUS U IIPEKpAleHNs OTHOLIEHHH MEXIy I'BJI0Y HAO «/lerckuii can
«Kopabauk» 1 poauTeNssMH (3aKOHHBIMHU Tpe/ICTaBUTE/ISAMK ) BOCIIUTAHHUKOB,

1.7. HopMBI TOKAbHBIX aKTOB, YXy/ALIAOLIHe MON0XKEHIE BOCIUTAHHIKOB WIH
pa6otaukos I'bJOY HAO «Jletckuit can «Kopabnuk» 110 CPaBHEHHIO C
[10JIO’KEHHEM, YCTAHOBJICHHBIM 3aKOHOAATENbCTBOM 06 00pa30BaHUH, TPYIOBBIM
3aKOHOJIATEILCTBOM JIH00 MPHHATHIE ¢ HAPYIIEHHEM YCTaHOBJICHHOTO NOPs/IKa, He
IIPUMEHSIIOTCS ¥ MOJUIEKAT OTMEHE B I'BAOY HAO «JleTckuii can «Kopabmuk» .



1.8. JIokaJabHbBIE aKThI, COOTBETCTBYIOIIHE BCEM TpeGoBaHUAM 3aKOHOATEILCTBA
P®, sBIIsIOTCS 00s3aTeIbHBIMU K HCTIOJHEHHIO BCEMH y4aCTHHUKaAMHU
oOpa3oBaTelIbHbIX OTHOIIIEHHUH.

1.9. Jlokansusie aktel [BIOY HAO «etckuit can «KopabmiK» yTpauuBaioT
cuy (TOJIHOCTBIO UIIH B OT/IEJGHON 9acTh) B CIIEYIOIIMX CIIydasX.

- BCTyIUIEHHE B CUJIy aKTa, IPH3HAIOIICTO JaHHBI JOKAIBHBIA aKT yTPATHBIIAM
CHILY;

- BCTYIUIEHHE B CHITY JIOKAJIBHOTO aKTa Gonblieil FOPUINIECKON CUIIbl, HOPMBI
KOTOPOTO MPOTHBOPEYAT MOIOKEHHAM JAHHOTO JIOKAJIBHOTO aKTa;

- IpU3HAHHE CY/IOM WK MHBIM YIOJIHOMOYEHHBIM OPTraHOM rocy/IapcTBEHHOH
pracT nokansHoro akta I'bJIOY npoTuBopetaliM NefCTBYIOIIEMY
3aKOHOJATENBCTBY.

1.10. JTokanpuslii akt T BJAOY HAO «JleTckuii can «Kopabmuk» , yTpaTHUBIINH
CHUTY, HE TOJUIEKUT UCIIOIHEHHIO.

2. IIEJIVL M 3AJTAYN

2.1. LlensaMu ¥ 3a7ia4aMi HACTOALICTO [TonoxeHus SBISAIOTCI:

- cO3JaHKE eIMHOH U COrTaCOBAHHOM CHCTEMBI JIOKAIbHBIX aKTOB ['6/I0Y HAO
«etckuit can «Kopabmui»;

- obecrieueHye MPUHIIKIA 3aKOHHOCTH B HOPMOTBOPUYECKOH AeATe/IbHOCTH
I'BI0Y HAO «JleTckuii cat «Kopabmuk»;

- cOBepILIEHCTBOBAHHUE Ipolecca MOJrOTOBKH, OOPMIIEHHS, TPUHATHL U
peanu3aliy JIOKaJbHbIX aKTOB;

- IIpeI0TBpAILEeHHE TyGIMpOBaHHUs PeryTHpOBAHHS 0011eCTBEHHBIX U
00pa30BaTebHBIX otuomenuii 8 [BJI0Y HAO «JleTcKuii can «KopalOnuk».

3. BU/1bl JIOKAJIbHBIX AKTOB

3.1. B COOTBETCTBHH C Y CTaBOM J€ATEILHOCTD '610Y HAO «JleTckuit can
«Kopabnmuk» pernaMeHTHpyeTCs cJleIyOLMMH BUIaMH JIOKAIbHbIX aKTOB:
[1OJIOKeHHs, [IOCTAHOBJIEHHs, PEILICHNS, TPHKa3bl, pacropsiKeHus, HHCTPYKLHH,
JOJDKHOCTHBIE MHCTPYKIMH, PaBHJIa. [IpescTaBlIeHHBIH IepEICHb BHIOB
IOKaIbHBIX AKTOB HE ABJIAETCS HCYEPIBIBAIOIINM.

3.2. Jloxansusie aktel [BAOY HAO «JleTckuii caj «KopaOmuk» MOryT OBITH
KI1acCU(PULIMPOBAHBIL:

a) Ha [PYMIIBl B COOTBETCTBHA xommerenuueit TBAOY HAO «JleTckui can
«Kopabauk» :



- JOKAIbHBIE AKTHl OPraHH3aLHOHHO-PACTIOPSUTEIBHOTO XapakTepa,

- JJOKaJbHBIE AKTHI, PETIAMEHTHPYIOILHE BOPOCHI OPTaHHU3aNN
06pa30BaTeNbHOrO IMPOLECCa;

- JTOKaJbHBIE aKTHl, perilaMeHTUPYIOIHEe OTHOLICHHMS paboTozaTers ¢
paGOTHUKAMHM ¥ OpraHHU3alHuIo y4eGHO-MeTOIMIeCcKO! paboThl;

- JJOKaJbHbIE AKTHI, PErTIAMEHTUPYIOLIHE AeATEIbHOCTE OPTraHoB caMOoyIpaBlIeHUs
I'BJA0Y HAO «Jlerckui can «Kopabmuk»;

- JIOKaJbHbIE aKTHI, PErJIAMEHTUPYIOLIHe aIMUHUCTPATUBHYTO 1 (rHAHCOBO-
xo3siicTBennyio aearensHocTs [ BIOY HAO «Jletckuii can «KopaOiuk»;

- JOKaJIbHBIE aKThl, 00ecneYynBaolIe BEACHHE NeJIOTIPOU3BOJICTBA I'6J10Y HAO
«Jlerckuii can «KopabiauK».

©) 10 KpUTEPUSIM:!

O CTEereHH 3HAYAMOCTH: 00s3aTelbHbIe 1 He00A3aTeNbHbIE;

- o cepe AeHcTBHS: 0OIEro XapaKTepa U CIELHaIbHOTO XapakTepa,

- 110 KpyTY JIALL: PacpOCTPAHAIOINECs Ha BCEX pa6oruukos I'b/I0Y HAO
«Jletckuit can «Kopabmuk» H He paclpOCTPaHAIOIINCCA Ha BceX pabOTHHKOB
OpraHHM3alHH;

- 110 cTI0cO6Y NPHHSTHA: IPUHAMAEMBIE PYKOBOIHUTENIEM I'BA0Y HAO «/JleTckuii
can «Kopabiuk» eIMHONNYHO U IPUHUMACMBIE C yHCTOM MHEHHS
TpeCTaBUTENBHOTO OpraHa y4acTHHKOB 0Gpa30BaTeIbHBIX OTHOLICHH;

- 10 CPOKY AeHCTBHSI: TIOCTOSHHOTO AEHCTBUS 1 BeccpouHbIe C OIpe/IeICHHBIM
CPOKOM HEHCTBHS,;

- 110 CPOKY XpaHEeHHsl: TOCTOAHHOTO XPaHCHM, 75 net u ApyrHe.

4. MOPSIIOK MMOATOTOBKHA JTOKAJIBHBIX AKTOB B I'B1I0Y HAO
«letcknii cag «Kopabank»

Y CTaHABIMBAETCS CIEAYIOIIMH OPSIOK MOArOTOBKH JIOKaIbHBIX aKTOB-
4.1. IHMMaTopoM MOArOTOBKH JIOKaIbHBIX aKTOB MOTYT OBITh:

- yUpeaUTeh;

- opraHbl ynpaBjieHHs 00pas0BaHHeM;

- agmuauctpanys [BJI0Y B une €€ pyKoBOIUTEIA, 3aMeCTHTeNeH
PYKOBOIAMTEIIS;

- CTPYKTYpHOE MoJpa3JieIeHne I'BA0Y;

- yUaCTHHKU 00pa3oBaTe/IbHBIX OTHOIIEHHH.

OCHOBaHUEeM JUTA TIOATOTOBKH JIOKaTBHOTO aKTa MOTYT TaKKe SABJIATECA
M3MeHeHHs B 3aKkoHozarenbcTBe PO (BHECEHHE W3MEHEeHHH, U31aHie HOBBIX
HOPMATHUBHBIX [PaBOBBIX aKTOB).



4.2. TIpoeKT IOKaJbHOI'0 aKTa FTOTOBUTCS OTJAEJIBHBIM pabOTHUKOM HJIM PYIIION
paGoTHHKOB 1o Topy4eHo pykosoauterns I'5/I0Y, a Takke OpraHoM
camoynpasieHus I BJIOY, KoTopblid BBICTYNHII C COOTBETCTBYIOLLEH
HHULIMATUBOM.

4.3. TIoAroTOBKA JIOKATBHOIO aKTa BKJII0YAeT B ce0s H3ydIeHHe 3aKOHOaTEbHbIX
1 MHBIX HOPMATUBHBIX aKTOB, JIOKaJIbHBIX aKTOB I'BIOY, perinaMeHTHPYIOLIUX T
BOTIPOCHI, KOTOPBIE TIPENONAraeTcsi OTPasHTh B IPOEKTEe HOBOIO aKTa, U Ha ATOM
OCHOBE BBIOOp €ro BUa COAEep KaHus U MPEJCTABICHUE €TO B IIHCEMEHHOM (popMe.

4.4. TIonroToBKa HauGoJIee BaXKHBIX JIOKAJTBHBIX aKTOB (IPOEKTOB PelleHUH
cobpaHHuii, IeJICOBETOB OPraHOB CaMOYIPABIICHHS, IPHKA30B, I0JIOKEHHH,

TpaBWI) IO/DKHA OCHOBBIBATECS HA Pe3y/IbTaTaX aHaln3a OCHOBHBIX CTOPOH
nestensrocta [BJIOY, TenieHUuit ee Pa3BUTHUS ¥ CIIOKUBILIEHCSA CUTYaLUH.

4.5. Tlo BompocaM TpreMa Ha paboTy, epeBo/IOB, YBOIbHEHUH, IPENOCTABICHHS
OTITyCKOB, TOOIPEHUH ¥ IPUBICYCHUS COTPYTHUKOB K TUCIHUIITMHAPHON HIIH
MaTepUaNbHON OTBETCTBEHHOCTH M3/aI0TCS ITPUKA3BL, B cootBetcTBUU ¢ TK PD.

4.6. TIpOeKT JIOKaTBHOrO aKTa IOIeKHUT 0053aTelIbHOI PAaBOBOH IKCIIEPTH3E 1
IpOBEPKE Ha TUTePaTyPHYIO IPAMOTHOCTB, KOTOPHIC TIPOBOIATCA I'0Y
CAMOCTOSTENIBHO JMG0 ¢ YHacTHEM MPUBIEYEHHBIX CIIEMANUCTOB. JIOKaIbHbIH
aKT, He MIPOIIE/IIIAI PABOBYIO SKCIEPTH3Y, HE MOAJIEKHT PACCMOTPEHHIO U
TIPUHSATHIO.

4.7. TIpOeKT JIOKaJIbHOTO aKTa MOJKET OBITh ITPEICTaB/IeH Ha obcyxnenue. PoOpMBI
TpeIcTaBIIeHus! JUIst 00CY K 1I€HHS MOTYT OBITh Pa3TMYHBIMU, HAIPUMED,
pa3MeleHHe IPOEKTa JIOKATBHOrO aKTa Ha HH()OPMALIMOHHOM CTEH/Ie B MECTE,
JIOCTYIIHOM JUIsl BceoO1Iero 0003penus, Ha canTe y4peKACHN, HAlIPaBICHHUC
TIPOEKTa 3aHHTePECOBAHHBIM JIHLAM, IIPOBEICHHE COOTBETCTBYIOIICTO cobpanus ¢
KOJUTEKTHBHBIM 00CY X AeHHUEeM IIPOeKTa JIOKaAbHOro akra 1 T.J.

4.8. TIpy HeOGXOAUMOCTH JIOKAJIbHBIH aKT HPOXOMHUT NPOLEAYPY COTIACOBAHMA.

4.9. Cpoku H MOPSIIOK pa3pabOTKU MPOeKTa JIOKalIbHOTO aKTa, MOPAI0K ero
COIJIaCOBaHMs YCTAHABIMBAETCS JOKAJIbHBIM aKTOM I10 BEACHHUIO
nenonpoussoactea B [BIOY.

5. MOPSIIOK MPUHATHUS U YTBEPK/IEHUSA JJOKAJIBHOI'O AKTA

5.1. JIoKambHBIH aKT, MPOLIEALUIHI IPABOBYIO U JIMTEPATYPHYIO SKCIIEPTH3Y, a
TaKoKe NPOoLEIypy COracoBaHus, OUIEKUT IPUHATHIO U YTBEPKICHUIO
pykoBogutenem I'bJIOY B cooTBeTCTBHH C Verasom I'BIOVY.



5.2. Jloxaneusele akTel [ BIOY MoryT npMHMMAaThCs pyKOBOAUTEIEM, COBETOM
TPYAOBOI'O KOJUIEKTHUBA, [I€JarOTHYeCKUM COBETOM, OPTaHOM I'OCY1apCTBEHHO-
OOIIECTBEHHOTI' O yIpaBieHust IMO0 UHBIM opraHoM camoynpasienus I'BJI0Y,
HaJEJICHHBIM [OJTHOMOYHSIMHU 0 MPHHSITHIO JTIOKAJIBHBIX AKTOB B COOTBETCTBUH C
ycraBoM ['BJIOY — no npeameram Ux BeleHUS U KOMIIETEHIIHH.

5.3. Ilpu NIpUHATHY JTOKAIBHBIX aKTOB, 3aTPArkBalOIIMX [TpaBa BOCIIUTAHHUKOB,
YUUTHIBA€TCSI MHEHHE POJAUTENEH (3aKOHHBIX MpeIcTaBuTeNel )

5.4. He nojuiexat NpuMEHEHHUIO JIOKaJbHbIe aKThl, yXyALLAIOIIHE MTOJ0XKEHHE
pabOTHUKOB 10 CPABHEHHIO C TPYJIOBBIM 3aKOHOJATEIBCTBOM, COITIAILEHHUSIMH, a
TaKJKe JIOKAJIbHbIE aKThl, IPUHSATHIE C HAPYILIEHUEM MOpSAIKA yUeTa MHEHHS
NIPEJCTaBUTENILHOTO OpraHa pabOTHUKOB.

5.5. Ilpowenmmii npouenypy NpUHATHS JIOKAJIbHBIN aKT yTBEP/K1aeTCs
pykosoauteneM I'BJIOVY. I1pouenypa yreepxkaeHus: opopmisiercs 1udo
MOJIUCEI0, TMO0 npuka3zom pykooautens [ B0V,

5.6. JIokanbpHBINM aKT BCTYMaeT B CHIIy C MOMEHTA, YKa3aHHOTO B HeM, JTH00, B
cllydae OTCYTCTBHUS TaKOro yKa3aHus, 10 UCTeYeHUH 7 KalleHJapHBIX JHEH ¢ JaThl
[PUHSATUS JAHHOTO JIOKAJIBHOTO aKkTa. /{aToi NpuHATHS JIOKAJIBHOIO aKTa,
Tpelyromero yreepxxaenus pykopoauteneM ' BJIOY, sBisieTcs nara takoro
YTBEPKI€HHUS.

5.7. Ilocne yTBep)KaeHUS JOKAIBHOTO aKTa IIPOBOAUTCS MPOLEAYPa O3HAKOMIICHHS
C HUM YYaCTHHKOB 00pa30BaTelIbHBIX OTHOIIEHUH, Ha KOTOPBIX
pacnpoCcTpaHsIIOTCS MOMOKEHN JaHHOTO JIOKAaTbHOro akta. O3HakoMJIeHue ¢
JIOKaJIBHBIM aKTOM O(opmIIsieTcs B BUJIE POCIIMCH 03HAKOMIISIEMBIX JIUL] C
yKa3aHHMEM JaThl O3HAaKOMJIEHHUS JTHOO Ha caMOM JIOKaJIbHOM aKTe, 1M00 Ha
OTJEJILHOM JIHCTE O3HAKOMJICHHUS, IIPUIaraeMbIM K HeMy, TU00 B OTeJIbHOM
XKypHaie.

6. O0OPMJIEHHUE JIOKAJIBHOI'O AKTA

OdopmiieHne JT0KaIbHOIO aKTa BBIMOIHAETCS B COOTBETCTBHU ¢ TPEOOBAHHAMHU
«["ocynapcTBeHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ecrieueHus yIpaBlIeHHUsl.
OcHoBHele nonoxenus. O0uue TpeGoBaHUs K JOKyMEHTaM U Cllyk0am
JOKYMEHTALIMOHHOT0 00ecreyeHus», a Takke HOpMaMH « Y HU(pUIIMPOBaHHON
CHCTEMBI TOKyMEeHTAlHH. Y HUPUIUPOBAaHHAS CHCTeMa OpraHU3al[HOHHO-
pacnopsauTeNbHON NoKyMeHTauuu. TpeboBaHus K 0(pOpMIICHUIO TOKYMEHTOB.
I'OCT P 6.30-2003» (ytB. IlocranoBnenuemM I 'occtangapt Poccun ot 03.03.2003



Ne 65-ct «O IpUHATHYU U BBEIEHHH B AEHCTBHE rOCYIapCTBEHHOI'O CTaHAapTa
Poccwuiickoit @enepanum»).

[Tpu sTOM:

6.1. CTpyKkTypa JOKaJIbHOTO aKTa JOKHA 00ecredynBaTh JOrHYECKOe Pa3BUTHE
TeMBbl MPaBOBOTO perynupoBanus. Ecnu TpebyeTcs pasbsacHEHUE Leieldl U MOTHBOB
NPUHSTHS JIOKAJTBHOTO aKTa, TO B IPOEKTE AAaeTCs BCTYIHTEIbHAs YacTh —
npeambya. ITosoxKeHHusT HOPMAaTHBHOTO XapakTepa B IpeaMOyIly He BKIIFOYAOTCSL.

6.2. HopmaTuBHEIe npeAnMcanys 0pOpMIISIOTCS B BHIE ITyHKTOB, KOTOPBIE
HyMepyIoTcst apabCcKUMU LEdpaMHU ¢ TOYKON U 3aroJI0BKOB He UMEIOT. [TyHKTBI
MOTYT MOJPa3aessIThCs Ha MOAIYHKTbI, KOTOPbIe MOTYT UMETh OyKBEHHYIO
H(POBYIO HyMepaLHIO.

6.3. 3HaunTeNbHBIE 10 00bEMY JIOKaJIbHbIE aKTBI MOTYT JE€JIMTHCS Ha ITIaBbl,
KOTOpPBIE HyMEPYIOTCS PUMCKUMH LU(PpPaMKU U UMEIOT 3ar0JIOBKH.

6.4. Eciy B JIOKQJIBbHOM aKTe MPHBOAATCS TaOauIbl, TpadHKH, KapThl, CXEMBbI, TO
OHH, KaK TPaBUIIO, JOKHBI 0OPMIISITECS B BULE IIPUIIOKEHHH, a
COOTBETCTBYIOIIHE ITYHKTHI aKTa J0JKHBl UMETh CCBHUIKH Ha 3TH IIPUITOKEHUS.

6.5. JIokanbHBIM aKT C MPHUIIOKEHUSIMH J0JKEH HMETh CKBO3HYIO HyMepalLluio
CTpaHHILL.

6.6. JIokaabHBIM aKT M3JIaraeTcsi Ha rOCy1apCTBEHHOM si3bIKe Poccuiickon
denepanny U JOHKEH COOTBETCTBOBATH JIUTEPATYPHBIM HOPMaM.

6.7. CTpyKTypa JOKaIbHOTO aKTa JOJKHA OBITh JJOTHYECKH 00OCHOBAHHOH,
OTBEeYarolleH LIeJISIM U 3a/1auaM MPaBoro peryJIupoOBaHus, a TaKkKe
ofecnieuyrBarolleii JOruuecKoe pa3BUTHE U ITPaBHIIbHOE IIOHMMaHKUEe JTaHHOTO
JIOKQJIBHOTO aKTa.

6.8. B 10KaJIbHBIX aKTax J1atoTCs ONpeesieHUsl BBOIUMBIX IOPHIUYCCKHX,
TEXHUYECKUX U JPYTUX CIELHATbHBIX TEPMUHOB, ECJIH OHHU HE SBIISIOTCS
00LIEN3BECTHBIME U HEYOTPeOIsIeMBIMH B 3aKOHO1aTeNIbCTBE POCCHICKOM
denepalliy ¥ peruoHaJIbHOM 3aKOHOIATENILCTBE.

6.9. He momyckaercs nepenucbiBaHre ¢ 3aKoHOB. [Ipy HE0OX0IMMOCTH 3TO
JenaeTcs B OTCBIIOUHOM (opme.



7. OCHOBHBIE TPEBOBAHMUSI K JIOKAJIBHBIM AKTAM

Jlokaspabie akTsl ['BJIOY 10MKHBI COOTBETCTBOBATE CIELYIOLIMM TpeOOBAHUSIM!
7.1. TlonoskeHUe JOKHO COJEPKATh Cleaylolue 00A3aTeIbHbIe PEKBU3UTHL:

- o003Ha4YeHNE BU/IA JIOKAJIBHOIO aKTa

- er0 HauMeHOBaHHE,

- TpUQBL: IPUHATO, YTBEPHKIEHO, COTIaCOBAHO;

- PETUCTPALMOHHBIN HOMEP, TEKCT, COOTBETCTBYIOLINH er0 HAMMEHOBAHMIO]

- OTMETKY O HAJIUYUU MIPUIIOKEHHUSA U COrIacOBaHMS.

7.2. IpaBuiia JOJKHEL COAEPIKATh CIeAyIOlHe 00s3aTeIbHbIe PEKBU3UTHI:
- 0003HaueHUe BUA JOKaIBHOIO aKTa;

- ero HauMeHOBaHKe, TPU(DBI IPUHATHA U YTBEPIKACHUS;

- TEKCT, COOTBETCTBYIOLIUI €ro HAHMEHOBaHHIO;

- OTMETKY O HaJW4YHUH IPHJIOKEHHs, PETHCTPAllMOHHBIH HOMED.

7.3. IHCTPYKLMH JOJGKHEI COIEPIKaTh CIeAyolIie 00s3aTe/IbHbIC PEKBU3UTHI:
o0o3HavYeHHe BU/Ia JIOKATBHOI'O aKTa;

- er0 HaUMEHOBAHHE,

- rpuGBl IPUHATHUS U YTBEPXKICHHUS,

- TeKCT, COOTBETCTBYIOLMH €r0 HAHMEHOBAHHUIO;

- OTMETKY O HAJIMYUH NPHIOKEHHS, PETUCTPALIMOHHBI HOMED.

7.4. TlocTaHOBJIEHHE JOJDKHO COJepkKaTh 0053aTeNIbHbIe PEKBU3UTHIL!
- 0003HaueHre BUIa JIOKAIbLHOIO aKTa,

- ero HauMeHOBaHHue,

- MECTO | JIaTy NMPUHATHUS,

- TEKCT, COOTBETCTBYIOLUIA €ro HauMEHOBaHHIO;

- IOIDKHOCTD, (haMUIIMIO, MHULIUAJIBI M TIOAMUCH JIMLA, BEIHECIIETO
MOCTAHOBJIEHHE; OTTHUCK IeYaTH.

7.5. PemeHust JOJKHBI COIEpKATh CIEAYIOLIHE PEKBU3UTHI:

- 0603HaYeHKe BUIA JIOKAJIbHOI'O aKTa;

- MECTO U JIaTy NPUHATHA,

- TEKCT,

- JIOJKHOCTD, (PaMUITHFO, MHULIMAJIBI U TTOANHKCH JIULA, IPUHABIIEro pelieHue,
OTTHCK I1e4aTH.



7.6. Ilpukassl u pacriopsikerus pykooutens OO TOMKHBI COIEPKATh
ClIeyIolIre 00sg3aTe/IbHbIe PEKBU3HTEL:

- 0003HaYeHNe BU/IA JIOKAIBHOTO aKTa U er0 HAUMEHOBAHHE;

- MECTO U AaTy NPHHATH,

- PEeruCTpalHOHHBIN HOMeEp,

- TEKCT,

- IOJDKHOCTb, (haMUIIHIO, MHUIHANBI U TOAHCH pykoBoauTeis OO,
I1prika3sel u pacriopsbkeHus BbinoaHATcs Ha Gnanke OO0,

7.7. IIpOTOKOJIBI M aKTBI JOJIKHBI COMEPIKATh CIIEAYIOLINE 00sI3aTebHbIe
PEKBHU3HTEHI:

- 0003Ha4YeHUe BU/IA JIOKAJILHOTO aKTa,

- MECTO U JIaTy NIPUHATUS, HOMED;

- CITUCOK IPUCYTCTBYIOIIHX,

- TEKCT, COMCPIXKAIIUH ITOBECTKY IHsl, ONMCAHNE XO/a, MOPSIIKA U TTPOLIeTyPHI
COBEPIIAEMBIX OINPEJICIEHHbIX (FOPHANYECKH 3HAYMMBIX) AeHCTBHIH MO0
OTCYTCTBHE OINPEEIIEHHBIX (haKTOB;

- I0JDKHOCTb, (DaMMUITHIO, HHULIMATIBI U [IOANKCH TUNa (JIMII), COCTABUBIIMX HITH
NPHHUMABLINX yYaCTHE B COCTABICHUU IPOTOKOJIA MJIH aKTa.

7.8. MeToauyeckue peKOMeHIaUuH 10JKHBI COEPXKATh ClIeAyIOLIHE
00s3aTesIbHbIe PEKBU3UTHI:

- 0003Ha4YeHHe BU 1A JIOKAJIBHOIO aKTa,

- MECTO U JlaTy IPUHATHS,

- €ro HauMeHOBaHHe,

- TeKCT, COOTBETCTBYIOIIHH €0 HAMMEHOBAHHUIO H COJIepPsKALINM YKa3aHHUe Ha BHII,
HalMCHOBAHHE H JaTy NPHHSTHUS IPABHJI MM MHCTPYKLUM, HOPMBI KOTOPBIX
Pa3BACHAIOTCA, KOHKPETH3UPYIOTCS MU eTAIU3UPYIOTCS METOIHYECKUMH
PEKOMEHIALMSIMU;

- IOJKHOCTB, ()aMHJIMsl, HHULIHAIIBI JIMLA (JMIT), COCTABUBIIMX METOIHIECKHE
PEKOMEHALIHH.

7.9. TIporpamMmbl ¥ NIaHkl JOKHBI COJIEPKATh CIEAYIOLIHE 00M3aTelbHbIe
PEKBU3UTHI:

- 0003HaYeHUe BU/IA JIOKAJILHOIO aKTa;

- MECTO U JaTy IPHHSATHS,

- HANMEHOBaHHe H TeKCT JIOKAJIbHOIO aKTa, COOTBETCTBYIOIIHE €r0
HaHMEHOBaHHIO.



7.10. lomxHOCTHAs UHCTPYKLUS paOOTHUKA JIOJDKHA COAEPIKATh CIIeAyIOIIHE
paszaensl:

- o01IHE TTOJIOKEeHUS;

- OCHOBHBIE 3a/1a4H,

- IIpaBa, peocTaBsieMble Pa0OTHUKY U ero 0053aHHOCTH; B3aUMOEHCTBHSI;
OTBETCTBEHHOCTH 3a HEKAUeCTBEHHOE U HECBOEBPEMEHHOE BEHIIIOJHEHHE
(HeWcIIOTHEHHE ) 00SI3aHHOCTEH, MMPeaYCMOTPEHHBIX TODKHOCTHON HHCTPYKLIUEH;
- TpebOBaHUA K paOOTHHUKY.

[Tpu pa3paboTke HOKHOCTHBIX HHCTPYKLIUH paOOTHUKOB PEKOMEHYETCS
PYKOBOACTBOBAThCS:

- EnunbIvM KBamu(UKalIMOHHEIM CIIPABOYHUKOM JIOJIKHOCTEN PYKOBOAUTEIIEH,
CIELMAJIMCTOB U CIyKaIluX, pa3aen «KpanupruKkauoHHbIE XapaKTePUCTUKH
JIOJKHOCTEH paOOTHUKOB 00pa30BaHUs, YTBEPKAECHHOM IIPHKA30M
MunncrepcTBa 3[paBOOXpaHeHHUs U COLIMAIBHOrO pa3BuTus Poccuiickoi
@enepauuu ot 26.08.2010 r. Ne 761 H (3apeructpuposad Muntoct PO ot 06.10.10
r. per. Ne 186338), ¢ ”3MeHEeHUIMH, BHECEHHBIMU TIpHUKa30M MUHHUCTEPCTBA
3ApaBoOXpaHeHus U coruanbHoro pa3Butus PO or 31.05.2011 r. Ne 448u
(3apeructpupoBad Muntoct PO 01.07.2011 r. per. Ne 21240).

- KBanuukauMoHHBIM CripaBOYHUKOM NpodeccHi pabodux, KOTOPBIM
yCTaHABJIMBAIOTCS MecsS4YHbIe OKIaabl, yTB. [locranoBnenueM ['ockomutera CCCP
o Tpyay couuanbHbM Borpocam BLICTIC ot 20.02.1984 r. Ne 58/3-102 (¢
W3MEHEHUSIMHU U JomojJHeHussMH oT 13.12.1989 r. Ne 497/25-10).

- Kanu¢pukalymoHHbIM CIIPaBOYHUKOM J0JKHOCTEH PYKOBOJUTEIIEH,
CIEeLIMATMCTOB U ApyruX ciayxamux (yTB. [loctanoBnennem Muntpyna PO ot
21.08.1998 r. Ne 37 (B pexn. I1pukazoB Munszapasconupassutus PO or 14 mapra
2011 r. Ne 194) - TpynosbsiM KozekcoM Poccuiickoit @enepauuu.

- OeepaIbHBIMU TOCY1aPCTBEHHBIMU TPeOOBAHUAMHU JOLIKOJIBHOIO 00pa3oBaHus
B PO.

- [IpodheccroHaIbEHBIM CTaHIAPTOM II€1arOrHuecKoro paboTHHKA, YTBEPKACHHBIM
nprkasoM MuHUCTEPCTBA TPyAa U COLMAIBHOM 3alUTEl Poccuiickoit Deneparnuu
ot 18 oktss0ps 2013 r. Ne544u (Bctynaet B cuy ¢ 01.01.2015 r.) ITenaror
(nenaroruueckas AesiTeIbHOCTb B JOLIKOJIBHOM, Ha4aJIbHOM 00I1IEM, OCHOBHOM
o01memM, cpeiHeM 0011eM 00pa30BaHHH) (BOCITUTATENb, YIUTEb).

7.11. Ilpu MOArOTOBKE JIOKAJIBHBIX AKTOB, PErYJIUPYIOIIHX COLUAIBHO-TPYIOBEIE
OTHOILIEHUS (HanpHUMep, KOJUIEKTUBHBIHN 10r0OBOD, IpaBHUJla BHYTPEHHETO
pacropsiika u Ap.) cleAyeT pyKOBOACTBOBAaTHCS PEKOMEHIALMAMH O HHX.



7.12. Cpenu nokanpHBIX akToB [ bJIOY Beicuryio IOPHIMYECKYIO CHIIy HMeeT
Yeras I'BJIOY. IMosromy mpunuMaemsie B I BJIOY nokanbHble akTer He JOJIXKHBI
IIPOTHBOPEYHUTH €ro Ycrapy.

8. IOKYMEHTALIU S

8.1. JlokanbHbIe akTel IPOXOIAT IPOLETYPY PErUCTPALMH B CIIELHAIBHOM
XKypHare.

8.2. Ob6s3atenbHON PCTHCTPALIMK [IOAVIEXKAT ITOJIOIKEHHS, IPABUITA, HHCTPYKI[HH,
TIPHKa3bl U paCIOPSKEHUS pyKOBoaUTe s | bBJOY.

8.3. Perucrpauuio nokansHeIx akTon OCYLIECTBIIAET OTBETCTBEHHBIN 33 BejleHHe
ACTIONIPOU3BOCTBA COINIACHO HHCTPYKIIHHM TTO AelonpousBoacTBy B ['BJIOY.

8.4. Peructparus TIOJI0}KEHUH, TIPABUIT U HHCTPYKLHIA OCYILECTBIISIETCS He
TIO3NIHEE THS UX YTBEPKACHHUS PYKOBOaUTeeM | BJIOV, npukazos u
pacnopspkenni pykosoaurens IBJI0Y — ye TIO3THEE OHS UX U3JaHHS.

9. NOPSITOK BHECEHMUSI U3MEHEHUH U JOIMMOJIHEHWI B
JIOKAJIBHBIE AKTBI

9.1. B neficrByiomue B [BJIOY JIOKQJIbHBIC aKThI MOTYT OBITH BHECEHBI
H3MEHEHHS U IOTIOJHEHHSI.

9.2. Ilops1ok BHeCeHUs M3MEHEHHUH U JONIOJIHEHUH B TOKATBHEIE aktel [ IOV
ONPEACIIACTCS B CAMHX JIOKATBHBIX aKTaxX. B 0CTalbHEIX CIIy4asixX U3MEHEHHUS U
AOTOJIHEHHS OCYIECTBAIOTCS B ClIEAYIOLIEM IIOpsIIKE:

- BHECCHHE H3MEHEHMH U [I0TIONHEHHMIt OCYIeCTRIseTCS B IopsifiKe,
YCTaHOBIICHHOM B JIOKaIbHOM HOPMATHBHOM aKTe, Ha OCHOBaHHU KOTOPOro
BHOCSTCS H3MEHEHUS,

- MISMEHCHHA U I0TIOJIHEHHS B JIOKANbHBIE AKThI: 10JI0KEHHS MIPUHSATHIE Ge3
COTIACOBAHMS C OPraHOM YIpaBJIeHHUS (camoynpaBieHus), npasua, HHCTPYKIIHH,
TIPOTPaMMBl, NJIaHBI, IIOCTAHOBJICHHS, PEILICHHS, IPUKA3bl M PACHIOPSIKEHHS
pykoBoautena I'BIOVY, BHocsTCS HYTEM H3NIaHUs NpUKasa pykoBogutens [BIOY
O BHECCHNH H3MEHEHUH WITH TOOTHEHHH B JTOKAILHEL HOPMaTHBHBIH aKT;

- MSMCHEHHSA W NIONOJHEHHUS B TTONIOKEHHS, [IPHHATBIC ITOCTIE COTJIACOBAHMS C
OPraHOM rocyIapCTBeHHO-00IIeCTBEHHOTO YTIPaBJICHHUS (CaMOyIpaBieH ),
BHOCATCS ITyTeM M3aHuUs pHKa3a pykoBoguTens [ BJIOV o BHecenun usmenennuii
WK IOTIOJIHEHUH B JIOKAJIbHBIH aKT, ¢ IIPEIBADUTEBHBIM IIOJIyYEHHUEM OT HEero
coriacws.



9.3. I3MeHEHHUsI U IOTIONHEHHS B TOKAIBHBIH aKT BCTYIAIOT B CUILY C JATHI,
YKa3aHHOMU B [IPHKa3e O BHECEHWH M3MEHEHHIT MITH JOTONHEHUH B JTOKAIbHbLI
HOPMAaTHBHBIH aKT, a B CITy4ae OTCYTCTBHS YKA3aHHS B HEM JAThl — 110 HCTEYEHUH
7 KaJeHIApHBIX THEH C JaThl BCTYILIEHHS IPUKA3a O BHECEHHH U3MEHEeHMH 1K
JIOTIONIHEHHH B JIOKANIbHBIA aKT B CHITY.

9.4. VI3MeHeHHs 1 TOTIONHeHHUs! B IPe/ITHCAHMS H TpeGOoBaHus, IIPOTOKOJIBI ¥ aKTBHI,
METOMCCKUE PEKOMEHIALIMH, aKThI O IIPH3HAHNH JIOKAIBHBIX aKTOB,
YTPaTUBLIUMH CHITY, HE BHOCSTCS.

10. SAKVTIOYUTEJIBHBIE IMTOJIOKEHUS

10.1. Hacrosiiiee ITonoxeHue moieskur 00513aTeIBHOMY COTJIACOBAHHUIO C
opraHom camoynpabnenus [ BJJOY



