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1. O01mme noJ10KeHus

1.1. Hacrosimee Ilonoxkenue o mopsijike yTBEpKIEHHUS JIOKAJIBHBIX akTOB (manee - IlomoskeHue)
paspaborano B OO0 «Ananmutuueckuii buznec Llentpy» (nanee - Opranusanus) B COOTBETCTBUU CO
ct.28, 1.2, 4.4.c1.30 ®3-273 «O06 obpazoBanuu B Poccuiickoit deneparumy.
1.2. Opranumzanust o0nagaeT CaMOCTOSTEIBHOCTHIO B Pa3pabOTKE W TNPHUHITUU JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB B cooTBeTcTBUU ¢ DenepanbHbIM 3aKOHOM 00 00pa3oBaHUU, HHBIMU
HOPMAaTUBHBIMU IIPABOBBIMU akTaMu Pocculickoit @enepanuy U yCTaBoOM.
1.3. Komuu I50OKajdbHBIX AaKTOB: IMpaBWJIa BHYTPEHHEIrO pacropsaka oOydaroluxcs, IpaBHiia
BHYTPEHHET0 TPYAOBOIO paclopsijika, KOJUIEKTUBHBIM JIOTOBOp, JIOKAJbHbIE HOPMATUBHBIE aKThI,
npeaycMoTperHsbie 4. 2 ¢r. 30 denepanpHoro 3akoHa Ne 273-D3, pazMemarorcsi Ha 0pUITHATEHOM
caiite opranmsanuu B cetn «MHTepHET» cormacHo crathe 29 @3- No 273 «OO6 obpazoBaHuu B
Poccuiickoit denepanminy.
1.4. JlokanpHble HOpPMATHBHBIE aKThl MPUHUMAIOTCS O OCHOBHBIM BOIpOCaM 00pa3oBaTeIbHOMN
JESITEIbHOCTH.
1.5. [Ipu mpUHATHH JIOKATHHBIX HOPMATHUBHBIX aKTOB, 3aTPAardBalOIIUX TpaBa OOydYaIOUIUXCS U
pabOTHUKOB,  YYHTHIBA€TCS  MHEHHE  COBETOB  OOy4YaloOIIMXCs, COBETOB  pOJAUTENCH,
IIPEJICTABUTEIIbHBIX OPraHOB OOYYAlOIIMXCS, @ TAKXK€ B CIIy4asX, MPEAYCMOTPEHHBIX TPYAOBBIM
3aKOHOJATEIbCTBOM, Hampumep, cT. 8 u 372 TpynoBoro kojekca PO, nmpeacTaBUTeNbHBIX OPraHOB
pabOTHUKOB (MpU HAJIMYMK TAKUX OPTaHOB).
1.6. Opranmzamnuss uMeeT NpaBo pa3paldaThiBaTh JIOKAJIbHBI € aKThl IO JIIOOBIM BOIpPOCaM
JESTEIbBHOCTH BXOJSIIYIO B €€ KOMIIETEHLIUIO.
1.7. JIokanbHBIH aKT SIBISETCSA JOKYMEHTOM, 00sI3aTeNIbHBIM JIJIs1 UICTIOJHEHUS BCEMU COTPYIHUKAMHU
Opranuzanuy U y9acTHUKaMH 00pa30oBaTeIbHOTO MpoLecca.
1.8. JlokanbHbIe aKkThl, yTBEpKaaeMble [ eHepanbHbIM nupeKkTopoM OpraHu3aum:

— TIOJIOKEHUS O CTPYKTYPHBIX MTO/IPA3/ICIICHUSX;

— IITaTHOE PaclHCaHUE;

— CTPYKTypa M LITaTHasl YUCIEHHOCTb;

— JIOJDKHOCTHBIE OKJIAJIBI;

— oIuUiaTa TpyJa NpenoiaBaTeabCKoro CocTana;

— TPYZAOBBIE JOTOBOPHI,

— HOMEHKJIaTypa JIe;

— UMHCTPYKLMS IO JEJIONPOU3BOJCTBY;

— TpUKa3bl U PACTIOPSKEHUS IO BOIIPOCAM OCHOBHOM JI€SITEIbHOCTH;

— 10 BOIIPOCAM MOOILIPEHUMN U B3bICKAHUM;

— TI0 BOIIpOCaM KOHTPOJI KayecTBa 00pa30BaTEIbLHOrO MPOLIECCa;

— 0 BOIPOCaM MpUEMa U OTUUCIICHUS CIyIIaTeNe;

— 110 BOIIpOCaM OyXTrajJTepcKOro y4eTa U OTYETHOCTH;

— Jpyrue JOKYMEHTBI, COIVIACHO HOMEHKJIAType Je.

— 110 BOIIpOCaM IJIAaHUPOBAHUS U OpraHU3alMi 00pa30oBaTeIbHOTO Ipoliecca B Opranusanmy;

— IpaBUiia BHYTPEHHETO TPYAOBOTO PaCloOpsIKa;

— TI0 BOIIpOCaM pa3pabOTKU U YTBEPKJIEHUS yUeOHO-TUIaHUPYIOIIEN JOKYMEHTAaIUH;

— 10 BOIPOCaM peXHMa M pacluCaHMsl 3aHATH;

— 110 BOIIPOCaM YTBEPKJIEHUs KaJeHAapHbIX Y4eOHBIX I'paUKOB;

— 10 BompocaMm (GOpMUPOBAHUS aTTECTAIMOHHBIX, ANlEJUIAIIMOHHBIX KOMUCCHUH;

— 1O BOMNPOCAM TEKYIIEH, TPOMEKYTOUHOM U UTOTOBOM aTTECTAIlWH.

— 110 BOIIPOCaM BHECEHMsI U3MEHEHM B Y CTaB;

— 110 BOIIpOCaM MPUOPUTETHBIX HANpaBiIeHUH aesTenbHocTH OpraHusaiuy,

— [0 BOIIPOCaM KCIOIb30BaHUs uMyliecTBa OpraHu3aiuy;

— 10 UWHBIM BOIPOCAaM, CBSI3aHHBIM C OpraHu3anueil 00pa3oBaTENBHOTO Ipoliecca B

Opranuzanuu.



2. Ilopsaiok NPpUHATHS JIOKAJIBLHOI0 aKTa

2.1. 'enepanbHbIil AUPEKTOP MOKET MPUHUMAET JIOKATbHBIN aKThI CIEIYIOIIMMH CIIOCO0aMHU:

— YTBEPAHTH IMOJIOKCHHUE;

— U3JaTh MpUKa3 (pacnopsbKeHre) 00 YTBEPKISHUH JIOKAIbHOTO aKTa.
2.2. JlokalbHbIE HOPMATHUBHBIE aKThl NMPUHUMAKOTCS [ C€HEpANbHBIM JUPEKTOPOM EIUHOIUYHO,
KpOME CJIy4yaeB COIJIaCOBAaHUS JIOKAJIbHBIX aKTOB, 3aTParvBaOIIMX MpaBa 00yJaroIUuXCsl.
2.3. Ha kaxI0M JOKaJbHOM aKT€ B MPAaBOM BEPXHEM YIIIy HA THUTYJIE NPOCTABISCTCS 3aIHUCh:
"VTBEPXIAIO" I'enepalibHbIN AUPEKTOP, MOANKUCH, AaTa".
2.4. Bce nokalbHBIE aKThI, pa3MelnaeMbie Ha odunuansHOM caiite OpraHu3aluu MOIHCHIBAIOTCS
nporoaauTeabHo LTI
2.5. PaOOTHWKHU MOJDKHBI OBITH O3HAKOMJICHBI IIOJ] POCIHCH CO BCEMH JIOKAIBHBIMH AaKTaMH,
MPUHUMAEMbIMH B OPraHU3alMK U HETIOCPEICTBEHHO CBSI3aHHBIMU C X TPYIOBOU NESTEIBHOCTBIO.
2.6. IloaTBepauTh (akT 03HAKOMIICHHUS PAOOTHUKOB C JIOKATHHBIMUA aKTaMU MOKHO HECKOJIbKUMU
croco0amu.
- MOANKCHIO JINIIAa HA JINCTE O3HAKOMJICHHUS, TNIE€ JOJDKHBI OBITh yKa3aHbl €ro (Gamuiivs, uMs,
OTYECTBO M JaTa O3HAKOMJICHMs. OTOT JIUCT MpUiaraeTcs K KaXKIOMy JIOKaIbHOMY aKTy,
HyMEpYyeTCs, MPOIIMBACTCS M CKPEIUISCTCS MeYaThl0 W TOJMIMKUCHI0 JOJHDKHOCTHOTO JIUIA, TAaKHE
JUCTBI MOTYT OBITh MPUIIOKEHUEM K TPYJOBOMY JOTOBOPY paOOTHHKA WM K MaTepHaiaM JUYHOTO
Jiena 00yJaromerocs.
- MIOATMHKCHIO JTUIA B OTACIBHOM JIOKYMEHTE — KypHajle 03HAKOMJICHHS C JIOKAJIbHBIMH aKTaMH.
2.7. Ecnu nOKanbHBIN aKT KacaeTcsi 00y4arouIuxcsi, OH JIOJDKEH OBITh IOBEJEH 0 MX CBENICHUS, B
TOM YHCJIE ITyTeM pa3MelleHust Ha opuiranbHoM caiite Opranuzanuu B cetu «HTepHET.

3. JIokaJIbHbIE AKThI, PeryJIUpyoIue TPyAOBble OTHOLICHUS

3.1. OcHOBY HOpPMHpPOBaHMS TPYAOBBIX OTHOLIEHUM cOCTaBiIsAeT TpPynoBOM KOAEKC U MHBIE HOPMBI
TPYJAOBOI'O IpaBa, a TAK)KE KOJUIEKTUBHBIN JIOTOBOP M WHBIE COIJIAIIECHUS, IPEIMETOM KOTOPBIX
ABJIIOTCS TPYZOBbIE OTHOILIEHUS.

3.2.B HEKOTOpBIX CIIy4asiX HEOOXOAUMOCTh YTBEP)KJIEHUS JIOKAJIbHBIX aKTOB IPSIMO IPETyCMOTPEHA
Tpynosbem koaekcoM P®. Hanpumep, cornactHo ct. 87 TK P® nopsaok XxpaHeHHs ¥ UCTIOIb30BaHUS
MEPCOHANIBHBIX JAHHBIX pa0OTHUKOB YCTAHABIMBACTCS pabOTOAATENIeM C COONIOCHUEM TpeOOBaHUM
Tpynosoro koaekca P® u unbIx ¢enepanbHbx 3akoHOB. [Ipu yrBep:kaenun JIA, 3arparuBaromumx
UHTEpEChl OO0y4alouMxcs, WX pPOAUTENEH MW TeJarorndyeckd paOOTHUKOB JOJKHBI  ObITh
IIPEyCMOTPEHBI IPOLIEAYPHI COINIACOBAHMS C 3aMHTEPECOBAHHBIMU JIMLIAMHU.

3.3. YHuGUIHUpoBaHHBIX (GOPM JUIS TPHHATHS TAaKUX JIOKAIBHBIX aKTOB HE MPEAYCMOTPEHO
(MCKITIIOYEHHE COCTaBJISIOT LITaTHOE pachucaHue W rpaduk OTMYCKOB, (GOPMBI Ui KOTOPBIX
yrBepxaeHbl [loctanoBnenuem [ockomcrata Poccum ot 05.01.2004 N 1 «OO0 yTBepkIeHUU
YHUDUIUPOBAHHBIX (POPM NMEPBUYHON YUETHOM TOKYMEHTALMH 110 YUETy TPY/a U €r0 OIIaThl»).

4. CTpyKTYpAa JIOKAJBHOI0 AKTA

4.1. JIokanbHBIN aKT TOHKEH COCTOSITh U3 CIAEAYIOIIHNX IIEMEHTOB:

4.1.1. TuTynbHBIN JUCT, CONEPIKALIMINA:

— HaMMEHOBaHUE opraHa (OpraHu3aIliy ), U3aBIIETO JOKATbHBIA aKT;

— HauMMEHOBaHME BH/JIA aKTa U €r0 Ha3BaHMUE;

— naTa noAnucanus (yTBEep:KJIeHus) JIOKaIbHOTO aKTa U €ro HOMED;

— HauMeHoBaHue a0kHocTd 1 U O nuna, noanMcaBIIero JOKaIbHBIN aKT.

4.1.2. ConepxaHue JOKaJIbHOIO aKTa C YKa3aHHEM pa3JejoB JOKAaJbHOIO akTa M HOMEpa

CTpaHULBI.
4.1.3.



Ne DJIeMeHTHI / Ipoueayphl KommenTapun
o0sI3aTe/IbHbIE (akyabTaTHBHBbIE

1. PexBuzutsl AKT  JOJDKEH  COJEpKaTh  ClEAYIolIue
PEKBU3UTBI:

2. [Tpeambymna PasbsicHeHHe wnenedl W MOTHBOB IIPUHATHUSA
HOPMAaTHUBHOTO IIPAaBOBOT'O aKTa.
[losnoxxeHus: HOPMATUBHOIO XapakTepa B
npeamMOyJly He BKIFOYAKOTCS.

3. [{utupoBanue [Ipn HE00X0IUMOCTH TUISL IIOJIHOTBI

3aKOHOZATEIbCTBA M3JI0’KEHUS BOIIPOCA MOTYT BOCIIPOU3BOIUTHCS

OTJIEJIbHbIE I10JIOXKEHHUS aKTOB
3aKOHOZATEIbCTBA, KOTOPHIE JOJDKHBI HMMETh
CCBUIKM Ha 3TH aKThl U Ha O(UIUAIBHBINA
MCTOYHUK UX OIYOJIMKOBAHUS

4, [Tpunoxenus

S. IIpoBepka

IIpoekr JIA pomxkeH OBITH TIPOBEPEH HAa
COOTBETCTBUE 3aKOHOJATENLCTBY PD, a Takxke
MIPABHJIAM PYCCKOTO A3bIKA

6. Y1BepxaeHue

AKT yTBepKZaerca B  COOTBETCTBHH C
YCTaHOBJICHHOU IIPOLIETYPOH; npu
HEOOXOIMMOCTH  —  COIVIAaCOBBIBaeTCi  C
3aMHTEPECOBAHHBIMUA CTOPOHAMH.

AKT IIONIHACHIBACTCS I'enepasibHBIM
JUPEKTOPOM

5. I3MeHeHHS M1 OTMEHA JOKAJLHOI0 aKTa

5.1. I3meHeHMe JIOKATbHBIX HOPMATHBHBIX AKTOB.

5.1.1. Opranusamnus MOKeT BHOCUTh U3MEHEHUS B JIOKAJIbHbIE aKThI:
— B CBSI3M CO BCTYIUICHHEM B CHJIy JIUOO M3MEHEHHEM 3aKOHA WJIM JIPYyroro HOPMaTHUBHOTO
IPaBOBOIO aKTa, COAEPIKAILIEro HOPMBbI

COIJIaIlICHUS;

TPYJAOBOIO IIpaBa,

KOJUICKTUBHOT'O  IOTI'0OBOpA,

— 1O COOCTBEHHOMY YCMOTPEHHIO (Ba)XHO, YTOOBI TPUHUMAEMbIE JIOKAJIbHBIC AaKThl HE
YXYALIAIA TOJI0KEHUs paOOTHUKOB, O0YUYAIOLTUXCS, UX POAUTENEH M0 CPaBHEHHUIO C TPYAOBBIM
3aKOHOJATENILCTBOM, 3aKOHOJATENbCTBOM 00 00pa30BaHUHU, KOJUIEKTUBHBIMU JIOIOBOPAMHU,

COTJIAIICHUSIMU ).

5.1.2. V3mMeHeHHsI BHOCSTCS B TOM K€ MOPSAIKE, B KOTOPOM JIOKAJIbHBIM akT pa3palaThiBajics U
YTBEPKAAJICS IEPBOHAYAIIBHO.

5.2. OTMeHa JIOKAJIbHBIX HOPMATUBHBIX aKTOB

5.2.1. OcHOBaHHSAMH AJI TPpCKpalCHUsA JIENCTBUS JIOKATBHOTO aKTa UM OTACIBHBIX €ro IOJIOKEHUI

SABIIAKOTCA:

— HCTCUCHHUC CPpOKa JeHCTBUS (CCHI/I npu pa3pa60TKe JIOKAJIbHOTO aKTa OBLI OIIPCACIICH TICPUO

€ro JIeUCTBUA);

— BCTYIIUICHUC B CHUJIy 3dKOHa WX APYroro HOpMATHBHOTO IPAaBOBOI'O aKTa, COACPIKAIICTO
HOPMBI TPYAOBOT'O IIpaBa, KOJJICKTHUBHOI'O JOroBOpa, COTJIAICHUA, KOrJa YKa3aHHBIC aKThI
YCTaHAaBJIMBAKOT 0oJjlee BBICOKUU YPOBCHB l"apaHTI/Iﬁ pa6OTHI/IKaM o CpaBHCHHIO C
}IeﬁCTBOBaBHII/IM JIOKAJIbHBIM aKTOM.

6. 3akiII0uYHTENbHbIE M0JI0KEHUS




6.1. Hacrosimmee moJo’keHHWE BCTYyMaeT B CHIIYy C MOMEHTa €ro yTBepkIeHus [ eHepallbHbIM
nupektopom OO0 «Ananutnyeckuii busnec LieHTp».

6.2. Hacrosimee IlomokeHne TOMICKUT pa3MmelnieHnuto Ha odumuansHoMm caiite OO0
«Anamutnaeckuii buznec Llentp» B pasaene «Cpenenus 00 0Opa3oBaTEIbHON OpraHU3aI[un,
nozapasnaeine «/JJoKyMeHTbI».
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