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. O01Me moJ1oKeHus

1.1. TlonoxxeHne O HOPMATHBHOM JIOKAJIbHOM aKTe€ O00IIe00pa3oBaTEIbHON
opranuzanuu (ganee OO) 'bOY mkona Ne 152 KpacnorBapeiickoro paitona CaHKT-
[TerepOypra (manee — [loyiockeHWE) YCTaHABIWBACT €JMHBIC TpPEOOBAaHUS K
HOPMATHUBHBIM JIOKAJIBHBIM aKTaM, HMX MOATOTOBKE, O(POPMIICHUIO, MPHUHSATHUIO,
YTBEPKIECHUIO, BCTYIUICHUIO B CUITY, BHECEHUIO U3MEHEHU U OTMEHE.

1.2. Hactosmiee [lonoxenue siBisieTcss HOpPMaTUBHBIM JIOKaJIbHBIM akToM OO u
00513aTeTIHbHO K UCIIOJIHEHUIO BCEMHU YYaCTHHUKAMHU 00pa30BaTEeNbHBIX OTHOIICHUH.

1.3. TlonoxeHune MOATOTOBIEHO Ha OCHOBAaHUHU 3akoHa «O0 oOpa3oBaHHM B
Poccuiickoit ®enepaunn», Tpynosoro koaekca PO (ganee — TK P®), I'paxkianckoro
Konekca PO (nanee — 'K P®), YcraBa ['BOY mikoma Ne 152 KpacHorBapaenckoro
paiiona Cankt-IlerepOypra (nanee Llkomna).

1.4. JloxanpHbiii HOpMaTHBHBIM akT OO (majiee — JIOKAJbHBIA aKT) — 3TO
HOPMATHBHBIM IIPAaBOBOM  JOKYMEHT, COJEpXKAIIMi HOPMBI, pEryJupyroIIne
oOpazoBarenpHble OTHOmeHUss B OO B mpenenax CBOEH KOMIIETEHUMH B
COOTBETCTBUM C 3akoHoaarenbcTBOM Poccuiickoit denepanuu, B HOpPAJIKE,
YCTaHOBJIEHHOM Y cTaBoM lIIkosbl.

1.5. JlokaneHuble akThl OO [A€MCTBYET TOJBKO B IMpeaeiiax JdaHHOM
o011e00pa3oBaTeIbHON OPraHU3alMi U HE MOTYT PEryJIUpOBaTh OTHOILIEHUS BHE €€.

1.6. JlokaysbHBIE aKTBl HM3JAIOTCS IO OCHOBHBIM BONPOCAM OPTraHU3alMU M
OCYILIECTBJICHUsI oOpa3oBatenbHON AesitenbHOCTH OO, B TOM 4HCIIE MO BOMPOCAM,
pErJIaMEHTUPYIOIIMM ~ MpaBWiia  MpueMa  OOyYaroIIMXCs, PEXKUM  3aHATUN
oOyuvaromuxcsi, (OopMbl, NEPUOAUYHOCTH M TMOPSAOK TEKYIIEro KOHTPOJIS
YCIEBAEMOCTH U MPOMEXKYTOUYHON aTTeCTAllMK 00YYarOIUXCsl, TOPSIOK U OCHOBAHUS
NEepPeBO/Ia, OTYUCICHUS M BOCCTAHOBJICHHSI OOYYAIOIIMXCS, MOPSAOK O(POpMIIECHUS
BO3HMKHOBEHUS, IIPUOCTAHOBIICHUS W  MPEKpPALICHUS  OTHOLUEHUH  MEXAY
oOpa3oBaTeNnpbHOM oOpraHu3anue W oOydJarommMmucs U (WIU) POJUTEISIMU
(3aKOHHBIMHU IPEICTABUTENISIMU) HECOBEPIICHHOJIETHUX 00YYarOIINXCS.

1.7.  JloxanmbHble  aKTHI, COOTBETCTBYIOIIIME  BCEM  TPEOOBAHHAIM
3aKkoHOAaTenbcTBA P®, sABISIOTCS 00sA3aTeNbHBIMM K  HCHOJHEHUIO BCEMHU
y4acTHUKaMU 00pa30BaTeNIbHbIX OTHOIICHUH.

1.8. HopMbI OKaJIbHBIX aKTOB, YXYAIIAIOUINE MOJIOKEHUE 00yUYaIOIIUXCsl WK
pabotHukoB OO 1m0  CpaBHEHMIO C  TOJOXEHUEM,  YCTaHOBJIEHHBIM
3aKOHOJATEIBCTBOM 00 00pa3oBaHMM, TPYJIOBBIM 3aKOHOAATEIbCTBOM  JIMOO
NPUHATHIE C HAPYIIEHUEM YCTAHOBJIEHHOTO MOPSIAKA, HE MPUMEHSIOTCS U MOJJIeKAT
ormene OO.

1.9. Jlokaneubie akThl OO yTpaumBalOT cuiy (IOJHOCTHIO WM B OTACIbHOU
YacTH) B CIAEAYIOIINX CIydasx:

BCTYILJICHUE B CUJIy aKTa, IPU3HAIOLIETO JAHHBIN JIOKAIbHBIN aKT yTPATUBIIUM
CUILY;

BCTYIJICHUE B CHIIy JIOKAJIBHOTO aKTa OOJbIIEN HOPUINYECKON CHUIIBI, HOPMBI
KOTOPOTO IMTPOTUBOPEYAT MOJOKEHUSAM JAHHOTO JIOKAJIBHOIO aKTa;

NPU3HAHKUE CYAOM WM WHBIM YIOJIHOMOYEHHBIM OPIaHOM IOCYAApCTBEHHOM
BJIACTH JIOKAJIBHOTO akTa OO MpoTUBOpPEYALINM JIEHCTBYIOIIEMY 3aKOHOIATEIbCTBY.



1.10. Jloxanbnsbrit akt OO, yTpaTUBIIMMA CHUITY, HE MOAJIEKHUT UCIOTHEHUIO.
1. Heau u 3agaun

LlenssmMu 1 3amauaMu Hactosiero Ilonoxxenue sBIAIOTCS:

v/ CO3/1aHHE ENHOM M COTITACOBAHHOM CHCTEMBI JIOKATBHBIX akToB OO;

v’ obecrieueHre TPHUHIMIA 3aKOHHOCTH B HOPMOTBOPYECKOW JEATEIBHOCTH
00;

v/ COBEpIIICHCTBOBAHKWE MPOIECCa MOATOTOBKH, OGOPMIICHHS, NPUHATHS U
peann3anuy JOKaIbHBIX aKTOB;

v’ mpenoTBpalicHUe IyOJMPOBAHHS PETYJIMPOBAHUS  OOIICCTBEHHBIX U
oOpa3oBarenbHbIX oTHOLEHUH B OO.

1. Buabl J10KaJIbHBIX aKTOB

3.1. B coorBerctBUM ¢ YcTaBoM gesatenbHOCTh OO periiaMmeHTupyercs
CJIIEYIOIIMMH BHJAMU JIOKAJIBHBIX aKTOB: IIOJIOKEHHUS, NOCTAHOBIICHUS, PELICHUS,
IIPUKA3bI, paciopsKEeHHUS, UHCTPYKILIHH, JOJKHOCTHBIE WHCTPYKILIHH,
npaBuia. [IpencTaBineHHbpld NEpEeYeHb BHUJIOB JIOKAJIBHBIX AaKTOB HE SBIISAETCA
VCYEPIIBIBAFOIIHM.

3.2.Jlokanbubie akThl OO MOTYT OBITH KJIACCU(PUIIUPOBAHBI:

a) Ha rPYIIIbI B COOTBETCTBUM ¢ KommeTeHueit OO:

JIOKaJbHBIE aKThl OPTraHU3ALMOHHO-PACTIOPSAUTENIBHOIO XapaKTepa;

JIOKaJIbHbIE aKThI, periiaMeHTUPYIOUIUe BOIIPOCHI OpraHu3aluu
00pa30BaTeIbHOTO MPOLIECCa;

JIOKaJbHBIE AKThl, pPErIaMEHTHPYIOUIME OTHOILIEHUs padoroparens C
pabOTHHUKAMH ¥ OPTaHHU3AIMI0 YI4eOHO-METOAMUECKON PaboThI;

JIOKaJIbHbBIE aKThI, pErJIaMEHTUPYIOIINE JEATEIbHOCTD OpraHoOB
camoymnpasienusa OO;

JIOKaJIbHBIE aKThl, PETJIAMEHTUPYIOIIME aJIMUHUCTPATUBHYI0 U (DMHAHCOBO-
XO35iICTBEHHYO JI€ATEIbHOCTD;

JIOKaJIbHBIE aKThl, 00ECIIEYNBAIOIIUE BEICHNUE JEIONPOU3BOICTBA.

0) 1o KpUTEPUSIM:

10 CTETIEHH 3HAYMMOCTHU: 00513aTeNIbHbIE U HEO0O0S3aTeIbHBIE;

1o cdepe aercTBUS: O0IIETro XapakTepa U CHelUalbHOrO XapakTepa;

N0 Kpyry JIMI: paclpocTpaHstonmecs Ha Bcex pabotHukoB OO u He
pacrnpocTpaHsolyecs Ha BceX pabOTHUKOB OpraHu3aliy;

10 CrHoco0y MPUHATUA: NMpUHUMaeMble pykoBogutTenemM OO eAMHOIWYHO U
NpUHUMAEMble C YYETOM MHEHHS [MPEACTABUTEIBHOTO OpraHa YYacTHUKOB
00pa30BaTEeIbHBIX OTHOILICHUH;

10 CPOKY JEHCTBUA: MOCTOSHHOTO ACHCTBUSA U OECCPOUYHBIE C ONPEIEICHHBIM
CPOKOM JIEUCTBHUS;

II0 CPOKY XPAHEHHUs: IIOCTOSTHHOIO XpaHEHus , 75 IeT U Jpyrue.

V. Ilopsiiok MOATOTOBKH JIOKAJILHBIX AKTOB



B OO ycranaBimuBaeTcs CIeQyIOMMM NOPSAAOK IOATOTOBKH JIOKAJIBHBIX aKTOB:

4.1. lHMumatopoM NOoAroTOBKH JIOKAIbHBIX aKTOB MOTYT OBITh:

y4peaUTENbD;

OpraHbl yIpaBieHUs: 00pa30BaHUEM;

agmuHucTpanys OO B ymie €€ pyKOBOAUTENS, 3aMECTUTENIEH PYKOBOIUTEINS;

OpraHbl rOCyAapCTBEHHO-0011ecTBeHHOr0 ynpasieHus OO;

cTpykTypHOe noapaszaenenue OO;

y4aCTHUKU 00pa30BaTebHBIX OTHOIICHUH.

OcHoBaHMeM JUIsl MOJATOTOBKHM JIOKAJIBHOIO aKTa MOTYT TaKkXe SBISATHCA
U3MEHEHUs B 3aKoHojarenbcTBe P® (BHECEHHE W3MEHEHUH, HM3JaHUE HOBBIX
HOPMATHUBHBIX IPABOBBIX aKTOB).

4.2. TIpoekT JOKaJbHOrO akKTa TOTOBUTCS OTAEIbHBIM PAOOTHUKOM WM
rpynnoi pabOTHUKOB MO NopydyeHUto pykoBogutens OO, a Takke OpraHoM
camoyrnpasieHuss OO, KOTOPBIA BBICTYIINII C COOTBETCTBYIOIIEH HHULIUATUBOM.

4.3. IloaroroBka JOKaJbHOTO akTa BKJIOYaeT B ce0d H3yuyeHUe
3aKOHOJATEIbHBIX M WHBIX HOPMAaTUBHBIX AaKTOB, JIOKaJIbHBIX akToB OO,
pPErIAMEHTHPYIOIIUX T€ BOIPOCHI, KOTOPBIE IPEAINOIAraeTcss OTPAa3uTh B IIPOEKTE
HOBOI'O aKTa, M Ha 3TOM OCHOBE BBIOOp €ro BUJA, COAEPKAHUS U NPEICTABICHUE €T
B IUCBMEHHOU (hopMme.

4.4. TlogroroBka HamOOJEe BAXKHBIX JIOKAJIBHBIX aKTOB (IIPOEKTOB PEIICHHIA
coOpaHull, IEJICOBETOB, OPTaHOB CAMOYIPABJICHUS], IPUKA30B, MOJIOKEHUH, TPABUI)
JOJKHA OCHOBBIBAThCS HA pE3yJibTaTax aHaliM3a OCHOBHBIX CTOPOH JE€ATEIbHOCTH
OO, TeHaeHIMN €€ pa3BUTHUS U CIOKUBLIEHCSA CUTYallNH.

4.5. Ilo Bompocam mpuemMa Ha pabOTy, TNEPEBOAOB, YBOJbHEHU,
MPEIOCTABIECHUSI OTIYCKOB, TMOOUIPEHUA WM TMPUBICUEHUS COTPYAHUKOB K
JUCLUUIUIMHAPHON WM MAaTEepUaJIbHOM OTBETCTBEHHOCTH M3JAIOTCS NPHUKa3bl, B
coorBercTBuM ¢ TK PO.

V. IlopsiioK NPUHSATHUS U YTBEPKAEHHUS JTOKAJIBLHOI0 aKTa

5.1. JIokanbpHBIN aKT, MPOIUICANINNA MPABOBYIO U JIMTEPATYPHYIO SKCIEPTHU3Y, a
TaKKe  IPOLEAYpPY COIVIACOBAHUSA, MOMJIEKUT TIPHUHIATHIO M YTBEPKIACHUIO
pykoBoauresiem OO B coorBercTBuM ¢ YcTaBoM OO.

5.1.Jlokanbubie akTtel OO MOryT NPUHUMATHCA PYKOBOJIUTENEM, OOIIUM
coOpaHueM  TPyJOBOIO  KOJUJIEKTHBA, COBETOM  TPYIOBOIO  KOJUIEKTHBA,
MEJarOTHYeCKUM COBETOM, METOAUYECKHM COBETOM, OPraHOM TOCYIApCTBEHHO-
OOILIECTBEHHOTO  ympaBieHuss Ju00 UWHBIM opraHoMm camoympasieHuss OO,
HAJICJIEHHBIM TTOJIHOMOYHMSMH MO MPUHATUIO JOKAJbHBIX AKTOB B COOTBETCTBUU C
yctaBoM OO — 1o npeaMeram uxX BeACHUSI U KOMIIETECHIIUH.

5.2.1lpu npUHATHUN JOKAJIBHBIX aKTOB, 3aTParvBaIOIIMX MpaBa 00y4aAIOIIHUXCS,
YUUTBHIBACTCSI MHEHHE COBETOB 00YYaIOIINXCSl, COBETOB POJIUTENECH.

5.3.He nojyexar NpUMEHEHUIO JOKAJIbHBIE aKThl, YXYALIAOIINE MOJI0KEHUE
pabOTHHUKOB [0 CPAaBHEHHIO C TPYJIOBBIM 3aKOHOAATEIbCTBOM, KOJUIEKTHBHBIM



JIOTOBOPOM, COIJIAIIEHUSIMU, a4 TAKXKE JIOKAIbHBIE AKThI, IMIPUHSTHIE C HAPYLICHUEM
nopsiJiKa ydyeTa MHEHUS IPEICTaBUTEIILHOTO OpraHa pabOTHUKOB.

5.4. Ilpomeamuii mnpoueAypy MNPUHATHS JIOKAJIBHBIA AaKT YTBEPXKIAETCS
pykoBoauteneM OO. Ilpouenypa yrBepxkaeHus: opopMisieTcs 100 NOAMUCHI0, OO
npuka3zoM pykoBogutens OO.

5.5.JlokanpHBIN aKT BCTYIAeT B CHJIy C MOMEHTA, YKa3aHHOTO B HeM, JIH0o, B
CJIyyae OTCYTCTBHUSI TaKOTO YKa3aHUs, MO MCTEUYCHHM /7 KaJICHIAPHBIX THEW C JaThl
MPUHSTUSA TAHHOTO JIOKAJIBHOIO aKTa.

JlaToit  mpUHATHS ~ JIOKaJbHOTO  aKTa, TPeOYIOIIEero  YTBEPKICHUS
pykoBoauteneM OO, sBiseTcs JaTa TaKOrO yTBEPKICHUS.

5.6. Tlocne yTBepkAEHUS JIOKAJIBHOTO akTa MPOBOJUTCS NpoLEaypa
O3HAKOMJIEHUSI C HUM YYAaCTHHKOB OOpa30BaTENIbHBIX OTHOILUEHUM, Ha KOTOPBIX
PaCIPOCTPAHSAIOTCS MOJIOKEHHSI TAHHOTO JIOKAJIBHOTO aKTa.

VI. OdopmiieHue JOKAJIBLHOI0 aKTA

OdopmieHre JOKaJIbHOTO aKTa BBIIOJHAETCS B COOTBETCTBUU  C
TpeOoBaHUAMU «l'OCYJapCTBEHHON CHUCTEMBI JIOKYMEHTALIMOHHOTO OOecnedeHus
ynpasieHusi. OCHOBHbIE MOJI0KeHUs. O01ume TpeboBaHus K JOKYMEHTaM U CiIyk0am
JOKYMEHTAllMOHHOTO OOECHEYEHUs», a TaKKe HOPMaMHU «YHUPUIMPOBAHHON
CUCTEMBl  JOKyMEHTaluW. YHU(PUUUMPOBaHHAs  CHUCTEMa  OPraHU3alMOHHO-
pacnopsaauTeIbHON JTOKyMeHTauuu. TpeOoBaHHd K OQOPMIEHUIO JOKYMEHTOB.
I'OCT P 6.30-2003» (ytB. ITocTtanoBnenuem I'occtangapta Poccun ot 03.03.2003 N
65-ct «O mnpuHATUM W BBEACHWU B JCHCTBHE TOCYAapCTBEHHOTO CTaHIapTa
Poccuiickoit @eneparuny). [Ipu aTom:

v/ KaIBIi JIUCT JOKYMEHTA JIOJDKEH MMETh TIO0JIS HE MEHee:

20 MM - JIeBOE;

10 MM - paBoe;

20 MM - BEpXHEE;

20 MM — HHXKHEE;

v’ IpeANOYTUTENBHBIN, UCTIONB3yeMbIii mpudT - Times New Roman,
pazmepom - 12 wiu 14;

v’ IpeanouTuTeNbHBIN mprdT B 3arosoBkax - Times New Roman, pasmepom
ot 12 o 20 MM, HyMepanus apaOCKUMU UM PUMCKUMHU LU(PpaMU ¢ TOUKOM;

v' ab3ai — 1,25 mM;

v’ orcryn Mexay cTpok — 1 — 1,5 myHkra.

6.1. CtpyKTypa JOKaJIbHOIO aKTa JAOHKHA 00ECIIeYnBaTh JOTUYECKOE PA3BUTHE
TEMBI MPABOBOIO perynupoBanusd. Eciu TpeOyeTcsi pa3bsiCHEHUE 1iejied 1 MOTHBOB
NPUHATUS JIOKAJIBHOTO aKTa, TO B TMPOEKTE [aeTcd BCTYNUTENIbHAs 4YacTh —
npeamOyna. [TojoxeHuss HOpMaTUBHOIO XapakTepa B MpeaMOyily HE BKIIOYAOTCS.

6.2. HopmatuBHbie mpeanucanus opOpMISIIOTCS B BHUJE MYyHKTOB, KOTOpBIE
HYMEpYIOTCsl apaOCKuMu IupamMu C TOYKOM M 3aroJioBKOB He HMEIOT. [IyHKTBHI
MOTYT TOJPa3AeNAThCS Ha MOJMYHKTHI, KOTOPbIE MOTYT MMETb OYKBEHHYIO WIIU
U (HPOBYIO HYMEPAIIHIO.



6.3. 3HauuTenbHble O 00BEMY JIOKANbHBIE aKThl MOTYT JEIUTHCS HA TJABBI,
KOTOpbIE HYMEPYIOTCS PUMCKUMU HU(PPaMU U UMEIOT 3ar0JIOBKH.

6.4. Eciii B JIOKaJbHOM aKTe MPUBOASTCS TaONUIIbI, rpadUKH, KapThl, CXEMBbI,
TO OHHM, KaK TMpPaBWIO, JOJDKHBI OQOPMIIATHCS B BUAE MPUIOKEHUH, a
COOTBETCTBYIOIINUE IMyHKTHI aKTa JOJKHBI UMETh CCHUIKU Ha 3TH MPUIIOKEHUS.

6.5. JIokanbHBIN aKT ¢ NPUIIOKEHUSIMU JODKEH UMETh CKBO3HYIO HyMEpaIuio
CTpaHHIL.

6.6. JlokanbHBIA aKT W3JIAraeTcsi Ha TOCyAapCTBEHHOM si3blke P® u nomxen
COOTBETCTBOBATH JTUTEPATYPHBIM HOPMaM.

6.7. CTpyKTypa JOKQJIBHOTO aKTa JODKHA OBITH JIOTHYECKH OOOCHOBAHHOM,
OTBEYAIOIIEW I1EeJsIM MW 3ajJadyaM  [pPaBOBOIO  PEryJMpOBaHMUS, a  TaKkKe
00€eCIeYnBaOIIEH JIOTUYECKOE PAa3BUTHE M MPABUJIBHOE ITOHUMAHUE JIaHHOTO
JIOKaJIbHOTO AKTa.

6.8. B 5OKanpHBIX akTax NalOTCS ONPEIEICHUS BBOJUMBIX IOPUAMYECKUX,
TEXHUYECKUX M JPYrUX CIEUUaIbHBIX TEPMUHOB, €CIM OHU HE SBISIOTCA
OOIIEU3BECTHBIMU W  HEYNOTPeOJsIeMbIMH B 3aKOHOJAATeNbCTBE Poccuiickoi
denepany U PETUOHATILHOM 3aKOHOATEIBCTBE.

6.9. He monyckaercs mepenuchiBaHue ¢ 3aKOHOB. [Ipu HeoOxomumocTu 3TO
JieJ1aeTcsl B OTChUIOYHOM opme.

VII. OcHOBHBIE TpeOdOBaHMS K JIOKAJbHBIM AKTaM

JlokanbHbie akThl OO JOJKHBI COOTBETCTBOBATH CIAEAYIOIIUM TPEOOBAHUSAM:

Bce nokanbHble aKkThl YTBEPKIAIOTCS JAOHKHOCTHBIM JIMIIOM (JIOJKHOCTHBIMH
JUIAMH) WM CIENUAIbHO M3JaBa€MbIM JOKYMEHTOM. [Ipu yTBEepKIEHUH TOKYMEHTa
JOJDKHOCTHBIM JIMIOM TpU( YTBEPKICHHS TOKYMEHTa JOJIKEH COCTOATHh W3 CJIOBA
YTBEPXJIAIO (6e3 kaBbIuek), HAUMEHOBAHUS JOJDKHOCTHU JIMIIA, YTBEPKIAIOIIETO
JIOKYMEHT, €ro MOAMNNCH, MHULIUAJIOB, (JaMUJIMU U J1aThl YTBEPKJICHUS WIIK HOMEPA U
JIaThI IIPUKA3a YTBEPKIACHUS.

7.1. Ilonoxxexnue

JOJDKHO COJepKaTh CJEAYIOUIMe 00s3aTeNIbHbIe PEKBU3UTHI: 00O3HauYEHHUE
BUJA JIOKAJbHOTO aKTa; €ro HauMEHOBaHHWE, TPpU(BI: MPHUHITO, YTBEPXKICHO,
COIJIaCOBAHO; TEKCT, COOTBETCTBYIOLIMI €ro HaMMEHOBAHUIO; OTMETKY O HAJIMYWU
MIPUJIOKEHUS U COTIIACOBAHMUSL.

7.2. IlpaBuna

JOJDKHBI  COZlepKaTh CJEAYIOIIMe O0s3aTelIbHble PEKBU3UTHI. 0003HAUEHHE
BU/JIA JIOKAJIBHOI'O aKTa; €r0 HAMMEHOBAaHUE, TPU(BI IPUHATHUS U YTBEPKICHHUS; TEKCT,
COOTBETCTBYIOIIUI €r0 HAMMEHOBAHUIO; OTMETKY O HAJTUYHH MPUIIOKEHUS .

7.3. UncTpyKumu

JOJDKHBI COZEPXKATh CIlEeAyIole o0s3aTeNbHbIe PEKBU3UTHL: 00O03HauYEHHUE
BUJA JIOKAJIBHOTO aKTa; €r0 HAaMMEHOBAaHME;, TPU(PBl TPUHATUS U YTBEPKIACHUS;
TEKCT, COOTBETCTBYIOIMI €r0 HaMMEHOBAaHUIO; OTMETKY O HAJIMYUU INPUIIOKEHUS;
PErucTpaMOHHbIN HOMED.

7.4. IlocraHoBnEeHUE



JOJDKHO COJEpXKaTh CJEAYIOUINe 00s3aTeNIbHbIe PEKBU3UTHI: 00O3HauYEHHE
BHJIa JIOKAJIBHOIO aKTa, €ro HauMEHOBaHWE, MECTO M JaTy IPUHATHSA, TEKCT,
COOTBETCTBYIOIIMH €ro HAaMMEHOBAHUIO; JIOJDKHOCTh, (aMWIMIO, WHHULHAIBI U
IIOJIMKCH JIMLA, BBIHECIIETO [IOCTAHOBIICHUE; OTTUCK II€YaTH.

7.5. Pemienus

JOJDKHBI COZEpXaTh CIEAYIOUIUME O00s3aTeNIbHbIE PEKBU3UTHI: 00O3HAUYEHUE
BUJa JIOKAJIBHOTO aKTa; MECTO U JAATy NPUHATHS, TEKCT, JOJDKHOCTh, (haMUIIHIO,
WHULMAJBI U TOANKCH JIMLA, TPUHSIBLIETO PEIICHHE, OTTUCK MEYaTH.

7.6. llpuka3zel u pacnopspkeHust pykoBogutenass OO JOKHBI COAEpPIKATh
ClIeyIoIre 00s3aTeNbHbIe PEKBU3UTHI: 0003HAUEHUE BHJIA JIOKAIBHOTO aKTa M €ro
HAaMMEHOBAaHHWE; MECTO W JaTy MPUHATHS, PETUCTPALMOHHBI HOMEpP,  TEKCT,
JOJDKHOCTh, (aMuUiMio, MHUIHUANbl W noanuck pykoBoautens OO. Ilpukassl u
pacnopsKeHus BBITONHSOTCA Ha Omanke OO.

7.77. IIpOTOKOJIBI M AKThI

JOJDKHBI COZIEPKATh CIeAyIole o0sA3aTeNbHble PEKBU3UTHL: 00O3HauYEHUE
BH/JIA JIOKAJIBHOTO aKTa; MECTO U ATy NPUHATHS, HOMEP; CIIUCOK IPUCYTCTBYIOIINX;
TEKCT, COJIEpX AUl IOBECTKY JHS, OIHMCAaHHE XOJa, MNOpSAKa U MPOLEAYpHI
COBEpIIAEMBIX OIpPEAEICHHBIX (FOPUINYECKH 3HAYUMBIX) AEUCTBUN JTMOO OTCYTCTBUE
ornpeneneHHbIX (PaKTOB; TOJDKHOCTb, (DAMMIIMIO, HHULUANBI U MOAMNKCH JIMLa (JIMII),
COCTABUBILIMX WJIM IPUHUMAaBLIIMX Y4ACTHE B COCTABIICHUHU ITPOTOKOJA WX aKTa.

7.8. Meroanyeckne peKOMEHIAlnN

JOJDKHBI  COAEpKaTh Cleaylolue o0sA3aTeNbHble PEKBU3UTHL: 00O3HAUECHHE
BUJIa JIOKAJBHOTO aKTa, MECTO M JaTy MPUHATHSA, €ro HaMMEHOBAaHHME, TEKCT,
COOTBETCTBYIOIIMMA €r0 HANMEHOBAaHHUIO M COJACpXKAIIMKA yKa3aHUE Ha BHU],
HAaMMEHOBAaHWE W JaTy MPUHATHUS NPAaBWII WM HWHCTPYKLMI, HOPMBI KOTOPBIX
Pa3bACHSIOTCSA, KOHKPETHU3HPYIOTCA WM JCTAIU3UPYIOTCS  METOJIUYECKUMH
PEKOMEHIalUsAMU; JIOJDKHOCTh, (pamMMIIvsl, MHHULMAJIBI JMLA (JIUL), COCTAaBUBIIUX
METOAMYECKUE PEKOMEHIALINH.

7.9. IIporpaMmbl U IIaHbI

JOJDKHBI  COZIEPKATh CcIleAyrolue o0s3aTeNbHble PEKBU3UTHL: 00O3HauYEHHUE
BU/JIA JIOKAJIBHOI'O aKTa; MECTO U 1aTy NPHUHATHUS, HAMMEHOBAHUE U TEKCT JIOKAIBHOIO
aKTa, COOTBETCTBYIOIIHE €r0 HANMEHOBAHMIO.

7.10. JlomKHOCTHAs UHCTPYKIIUS

JloloKHOCTHAasT MHCTPYKUHMSI paOOTHHUKA JIOJDKHA COJEpXkKaTh CIEAYIOIINe
paszznensl: OOILIME TMOJIOKEHUS; OCHOBHBIE 3a/laud, I[IpaBa, MPEA0CTaBIIsIEMbIE
pabOTHUKY ¥  €ro O0O0s3aHHOCTH; B3aMMOJEHUCTBUS; OTBETCTBEHHOCTh  3a
HEKAYECTBEHHOE M HECBOCBPEMEHHOE BBINOJHEHUE (HEUCIIOIHEHNE) 00sS3aHHOCTEH,
PEAYCMOTPEHHBIX JIOJDKHOCTHOM MHCTPYKILKEH; TpeOOBaHMS K paOOTHUKY.

[Ipn pa3zpaboTKe MOJKHOCTHBIX HMHCTPYKUHUNA pPaOOTHUKOB PEKOMEHIYETCS
pykoBoactBoBaThes [Ipukazom Munsnpascoipazsutust PO ot 14 asrycra 2009 roga
Ne 593 «O6 ytBepxnenun EauHoro kBanu@ukamoHHOTO CIPaBOYHHUKA JOJHKHOCTEH
PYKOBOAMTENEH, CHEHMATUCTOB M Ciyxkaumx, pasgaen «Ksanmupukannonusie
XapaKTePUCTHKU JIOJDKHOCTENH PaOOTHUKOB 00pa30BaHUs.



7.11. Ilpu nOOArOTOBKE JIOKAJIBHBIX aKTOB, PErYJIUPYIOIIUX COLUAIBHO-
TPYJOBbIE OTHOIIECHUS (HAPUMEP, KOJIEKTUBHBIN JIOTOBOP, MpaBuja BHYTPEHHETO
pacrnopsijika u Jip.) cleayeT PyKOBOJICTBOBATbCS PEKOMEHIAIUAMHU O HUX.

7.12. Cpean nokanbHbIXx akTOB OO BBICHIYIO IOPUAMYECKYIO CHUIy UMEET
VYerae OO. Ilostomy mnpunumaemble B OO JOKaldbHbIE aKThl HE JOJIKHBI
MIPOTUBOPEYHTH €T0 Y CTaBy.

IX. ITopsiiok BHECEHUSI U3MEHEHUS U JOMOJHEHUH B JIOKAJIbHbIC AKTHI

9.1. B nelictByromue B OO n0KanbHbIE AKThl MOTYT ObITh BHECEHBI H3MEHEHUS
Y JOTIOJIHEHHSL.

9.2. llopsimok BHECEHUS] W3MEHEHWW W JIONOJHEHWH B JIOKaJIbHBIE akThl OO
ONpENENACTCS B CaMMX JIOKAJIbHBIX AKTaX. B OCTAIBHBIX Cllydasx HW3MEHEHHUS U
JOTIOJIHEHUS OCYILECTBIIAIOTCS B CIEAYIOIIEM IOPSIKE:

9.2.1. BHeceHME H3MEHEHUN M JOINOJHEHUM OCYIIECTBISETCS B IOPSIKE,
YCTAHOBJIEHHOM B JIOKQJIBHOM HOPMAaTMBHOM aKT€, HA OCHOBAaHUHU KOTOPOI'O BHOCSTCS
U3MEHEHUS,

9.2.2. U3MEHEHUS U JOMNOJHEHHS B JOKAIbHBIE aKThl: MOJOKECHUS NPUHSATHIC
0e3 corjacoBaHus C OpPraHoM yIOpaBjieHHs (camoyIpaBJieHUs), TMpaBuIIa,
WHCTPYKLIMM, MPOTPAMMbl, IUIaHbl, TIOCTAHOBJICHUS, PpEIICHUS, MPUKA3bl H
pacrniopstkeHus pykoBoautenst OO, BHOCATCS yTeM M3AaHUsS MPUKa3a PYKOBOAUTENS
OO 0 BHECEHNHM M3MEHEHHI WIIH JTONTOJIHEHUH B JIOKAJIbHBI HOPMATHUBHBIN aKT;

9.2.3. uU3MEHEHUsT U [JIONIOJHEHUS B TIOJOXEHHUS, TMPUHATHIC TOCIE
COrJacoBaHUsi C  OpPraHOM  TOCYJapCTBEHHO-OOIIECTBEHHOTO  YIpaBJIEHUS
(camoympaBieHHs1), BHOCSATCA MyTeM W3JaHusi mnpukasza pykoBogutens OO o
BHECEHUN W3MEHECHHWW WM JAONOJHEHHM B JIOKAIBHBIM aKT C MPEIBAPUTEIbHBIM
IIOJIyYEHHUEM OT HErO COTJIACHs.

9.3.13MeHeHHsT U JOTNOJIHEHUS B JIOKAJIBHBIA aKT BCTYMAKOT B CHIY C JaThl,
YKa3aHHOM B IIPUKAa3€¢ O BHECCHUW W3MEHEHHM WM JOIOJHEHUW B JIOKAJIbHBIN
HOPMAaTUBHBINA aKT, a B CIy4yae OTCYTCTBUS YKa3aHUS B HEM JaThl — I10 UCTEUEHUIO
7 KaJeHIApHBIX JTHEW C AaThl BCTYIUICHUS IPHUKa3a O BHECEHWH W3MEHCHHN WU
JOTIOJITHEHUH B JIOKAJIBHBIN aKT B CUILY.

9.4 M3MeHeHHs W JOTOJHEHUSI B MIPEANUCAHUS U TPEOOBaHUSI, TPOTOKOJBI U
aKTbl, METOJAMYECKHE PEKOMEHIAIMU, AaKThl O NPU3HAHUM JIOKAIBHBIX AaKTOB
YTPaTUBUIMMHU CUITY, HE BHOCATCS.



