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1. O6mue nos1oxkeHU

1.1. Hacrosmee Ilonoxenne o mopsake pa3padOTKH ¥ TPHHATHU JIOKAJTBHBIX
HOPMATHUBHBIX aKTOB (Aajee Mo TekcTy - [lomoskeHHe) B TOCYJapCTBEHHOM OOJKETHOM
npodeccCHoHaTbHOM 00pa30BaTeILHOM YUPESKICHUH MOCKOBCKOW 00JIacTH «ABHAIIMOHHBIN
TeXHUKyM MMeHu B.A. Ka3akoBa» (najnee 1o TeKCTy - TEXHUKYM) pa3pab0TaHO B COOTBETCTBHU
¢ TpynoBeiM kogekcoMm Poccuiickoit deneparuu, GenepanibHbiM 3aKk0HOM OT 29 nexadps 2012 r.

Ne 273-03
«O0 oOpazoBanuu B Poccuiickoit denepannny», ¥YcTaBoM TEXHUKYMa, APYTUMHU JEHUCTBYIOLIMMU
HOpPMaTHUBHBIMU MPaBOBbIMU akTaMu Poccuiickoii denepanmm.

1.2. TlonoxeHue ycTaHaBIMBAET €IUHbIE TPEOOBaHMS K HOPMATHBHBIM JIOKAJIbHBIM
aKTaM, M3/1aBa€MbIM B TEXHHUKYyME, X MOJATOTOBKE, O(POPMIICHHIO, IPHHATHUIO, YTBEPKICHHUIO,
BCTYIJICHUIO B CUILY, BHECEHUIO U3MEHEHUM U OTMEHE.

1.3.  Hacrosmee [lonoxenue sBisieTcss HOPMaTUBHBIM JIOKAJIbHBIM aKTOM TEXHHKyMa
U 00513aTeIbHO K UCIIOJHEHUIO BCEMU YYaCTHUKAMU TPYAOBBIX U 00pa30BaTeIbHbIX OTHOILICHHH.

1.4, JloxkanpHblii HOPMATHBHBIM aKT TEXHMKyMa (Jajee - JIOKAJbHBIM akT) - 3TO
HOPMAaTUBHBIM MPaBOBON JTOKYMEHT, COJAEpPKAIMI HOPMBI, PEryJupyrolue o0pa3oBareabHbIe
OTHOLICHHs B TEXHUMKYME B IIpeleiax CBOEH KOMIIETEHIMHM B COOTBETCTBUM C
3aKOoHOAATeNbCTBOM Poccuiickoit denepanuu, B IOPAAKE, yCTAHOBICHHOM Y CTaBOM TEXHHUKYMa.

1.5. JlokanpHble akKThl TEXHHKyMa JEWCTBYIOT TOJIBKO B TMpefeiax JaHHOU
00pa30BaTeNbHOI OpraHu3alii U HE MOTYT PeryJupoBaTh OTHOILIEHUS BHE €€.

1.6.  JlokanmbpHblE aKThl B TEXHUKYME M3/aI0TCS IO OCHOBHBIM BOIPOCAM OpraHU3alUuU
U OCYIIECTBJIEHUS TPYAOBOM M 00pa30BaTEeNbHON NEATETbHOCTH TEXHHUKYMa, B TOM YHCIE IO
BOIIpOCaM, pErjJaMEHTHPYIOIIMM TIpaBWia IpuemMa OO0y4arouuxcs, peXuUM 3aHATUN
oOyuaromuxcsi, (GOopMbl, MEPUOJUYHOCTh U TOPSAOK TEKYIIEro KOHTPOJS YCIEBAaeMOCTH U
IPOMEXYTOUHOM aTTecTallui 00y4aroluXcs, NOPSIOK U OCHOBAHHUS MEPEBO/A, OTYUCICHUS U
BOCCTaHOBJIEHUS O0ydYaromuxcs, Mopsaok o(opMiIeHnss BOSHUKHOBEHMs, IPUOCTAHOBJICHUS U
MPEKpALEHUs] OTHOLIEHUN Mexa1y 00pa30BaTelbHON OpraHu3alued u o0ydaromuMucs U (KUim)
pOaUTENSIMHU (3aKOHHBIMH MTPEICTABUTEISIMH ) HECOBEPUIEHHOJIETHUX 00yUYaOIIUXCS.

1.7.  HopMmbl JIOKaJbHBIX aKTOB, YXY/IIAIOUIME TOJ0KEHHE OOYyYalomMXCs WIN
pabOTHUKOB TEXHUKYyMa 10 CPAaBHEHHIO C IMOJOXEHHUEM, YCTAaHOBJIECHHBIM 3aKOHOAATEIbCTBOM
Poccuiickoit ®enepauuu, auO0 TNPUHATHIE C HapyIIEHUEM YCTAaHOBJIEHHOIO MOpsAKa
(permameHTa), He IPUMEHSIOTCS ¥ TIOJITIEKAT OTMEHE.

2. llenu u 3agaun

2.1. Lensamu u 3amauamu HacToswero [lonoxxeHue sBISIOTCS:

- o0ecnedyeHre IpPUHIIKIIA 3aKOHHOCTH B HOPMOTBOPYECKOMN AESITETbHOCTH TEXHUKYMA;

- CO3/aHHE €AVHOHN U COTIIACOBAHHOM CHCTEMBI JIOKAJIbHBIX aKTOB TEXHUKYMA;

- COBEpILEHCTBOBAHUE Mpoliecca MOArOTOBKU, OQOPMIICHHS, IPUHATUS U pealu3aluu

JJOKAJIBHBIX aKTOB.



3. Buasbl 10KAIBHBIX AKTOB

3.1. JleATenbHOCTh TEXHHKyMa PETIIAMEHTHUPYETCS CIEAYIOIINMH BUAAMH JIOKATBHBIX
aKTOB:

- TIOJIOKEHUS;

- peruieHus;

- TIPHUKa3bl;

- pacIopsDKEHHS;

- HMHCTPYKIUH;

- JIOJKHOCTHBIE HHCTPYKIIUH;

- IpaBuUIIa.

[IpencTaBneHHBIN TIEPEYCHb BUIOB JTOKAIBHBIX aKTOB HE SIBIISICTCS MCYEPITBIBAIOIIIIM.

3.2 JlokanbpHBIE HOPMATHBHBIE aKTHI MOTYT OBITh KJIACCH(DUIIMPOBAHBI:

1) Ha rpymnmsl B COOTBETCTBHHU C BUAAMU JICSITEIbHOCTH TEXHUKYyMa:
- OpraHU3aIMOHHO-PACIIOPSAIUTEIFHOTO XapaKTepa;
- PperiaMeHTUpYIOIIME BOMPOCHl OpraHM3alMd ¥ OCYIIECTBJICHUS  00pa30BaTeIbHOM
NeSITeTbHOCTH;
- PperiJamMeHTHPYIOIIME OTHOUICHHUS paboToIaTeNs ¢ pabOTHUKAMU;
- perJiaMeHTHPYIOLIHE NpaBa, 005I3aHHOCTH M OTBETCTBEHHOCTh YYaCTHUKOB 00pa30BaTEIbHBIX
OTHOIIICHUH;
- PperiJaMeHTUPYIOIIME TOPSIOK CO3JaHHs, OpPraHW3allMd M OCYIIECTBICHHS JIEATEIHHOCTH
OpraHOB KOJUIETHATBHOTO YIPABJICHUS TEXHIUKYMA;
- perilaMeHTUpPYIOUIME aJMUHUCTPATUBHYIO U (PMHAHCOBO-XO3AHCTBEHHYIO NESATEIbHOCTh, B
TOM YHCJIe MaTepHalIbHO-TEXHUYECKOe o0ecrieueHHe AesITeIbHOCTH TEXHUKYMA;
- periJamMeHTHPYIOIIHE BOIPOCHI OXPAHBI TPY/Aa U TEXHUKH O€301TaCHOCTH B TEXHUKYME.

6) 1o KpuUTepUSIM:

7) TO KpyTy JIHUIL:
- pacmpocTpaHsmolecs Ha BceX paOOTHUKOB TEXHHKyMa B IIEJIOM W Ha OIpeJesieHHbIe
KaTeropuu pabOTHUKOB TEXHUKYMA;
- pacmpocCTpaHSIONIMecs Ha 00YJAIONINXCS, UX POTUTENEH (3aKOHHBIX MIPEJCTaBUTEIICH ).

8) mo crocoOy MpUHATHS:

- IPUHUMAEMBbIE PYKOBOJUTEIIEM €IUHOIUYHO;
- TIPUHHUMAaeMbIe C Y4ETOM MHEHUS MPEICTaBUTENBHOIO OpraHa Y4aCTHUKOB 00pa30BaTeIbHBIX

OTHOUICHUH U (MJIN) OPTaHOB KOJUICTHAILHOTO YIIPaBICHHS TEXHUKYMa;
9) 1O cpoKy AeHCTBHSL:

- TIOCTOSIHHOT'O JSHCTBUS,

- C OIpECTICHHBIM CPOKOM JCHCTBHS;
10) o cpoKy XpaHCHHS:
- IOCTOSTHHOTO U BPEMEHHOT'O XpaHCHUS;

11) no crocoOy BO3ACHCTBHSL:



- HMIIEpAaTUBHOTO (00s13aTEIHLHOTO) UCTIOJHEHNS,

- PEKOMEHJATEeIbHOTO XapaKTepa.

4. Ilopsiaok MOATrOTOBKH JIOKAJIbHBIX AKTOB

4.1. VHunuatopoM MoJAroTOBKH JOKAJIbHBIX AKTOB MOTYT OBITb:

- aJIMUHUCTpalMs TEXHUKYMa B JIMLE €€ AUPEKTOPA, JINOO YIIOJIHOMOUYEHHOI'O UM JIMLIA;

- KOJUIETHMAJIbHBIE OPraHbl yIpaBIEHUS TEXHUKYMa;

- YYaCTHUKHU TPYAOBBIX W/WIH 00pa30BaTEIbHBIX OTHOIICHUI.

4.2. TIpOoeKT JIOKaJIBHOTO aKTa TOTOBUTCS OTAEIbHBIM DPAOOTHUKOM MM TIPYMIION
paOOTHUKOB IO MOPYYEHHUIO AUPEKTOpAa TEXHUKYMA, YIOJHOMOYEHHOTO MM JIMLA, a TaKXKe
KOJUIETMAJIbHBIM OPraHOM YIPaBJIEHUS TEXHUKYMa, KOTOPBIM BBICTYIWJI C COOTBETCTBYIOILEH
VHUIMATUBOM.

4.3. TloaroroBka JIOKQJIBHOTO aKTa BKIIOYAET B ce0sl M3yYEHHME 3aKOHOJATEIbHBIX U
MHBIX HOPMATUBHBIX AKTOB, JIOKAJIbHBIX AKTOB TEXHHKYMa, PErVIAMEHTHUPYIOLIUX T€ BOIPOCHI,
KOTOpBIE MPEAI0JIaraeTcst OTPa3uTh B IPOEKTE HOBOI'O aKTa, U Ha 3TOW OCHOBE BBIOOD €ro BUA,
COJIepKAaHUs U TPEJICTABICHUE €r0 B MUCbMEHHOHN opMme.

4.4. TloaroroBka HamboJiee BaXKHBIX JIOKAJTBHBIX aKTOB (IIPOEKTOB PEIICHUI cOOpaHuil,
IIE/ICOBETOB, OPIaHOB CaMOYTIPaBJICHUs, IPUKA30B, MTOJI0KEHUI, IPaBUIT) 10JKHA OCHOBBIBAThCSA
Ha pe3yJibTaTaxX aHajJu3a OCHOBHBIX CTOPOH JESATEIIBHOCTH TEXHUKYyMa, TCHICHIUHI €€ Pa3BUTUSA
U CJIO>KMBILIEHCS CUTYaLUU.

4.5. TIpoekT JOKaIbHOTO aKTa MOXKET OBITh MPE/ICTABIICH HA 00CYXKICHUE.

@opMbl TpeACTaBICHUs Uil OOCYXIEHHMS MOTYT OBbITh pa3IMYHBIMHU, HaIpUMED,
pasMelleHre NMPOeKTa JOKAJIbHOI0 akTa Ha MHPOPMAIMOHHOM CTEH/I€ B MECTe, JIOCTYITHOM ISt
BceoO11ero 0003peHus, Ha caiiTe TeXHUKyMa, HallpaBJIeHUE IPOEKTa 3aUNHTEPECOBAHHBIM JIUIIAM,
IIPOBEJICHUE COOTBETCTBYIOIIETO COOpaHus C KOJUIEKTUBHBIM OOCYXKIEHHEM IMPOEKTa
JIOKQJIBHOTO aKTa Y T.J.

4.6. TIpoeKT JOKalnbHOTO aKTa TOMJIEKUT O0sM3aTeIbHONM NPaBOBOM MM HHOU
(TeXHUYECKOW, YKOHOMUYECKOM | T.JI.) SKCIIEPTH3E.

4.7. Tlpn HEOOXOAMMOCTH JTIOKATBHBIN aKT MPOXOIUT MPOIIETYPY COTITACOBAHUS.

5. Ilopsiiok NPUHATHSA U YTBEP:KIEHHUS JTOKAJIbHOI0 aKTa

5.1. JlokanbHbIHM aKT, IPOIIEANINI MPABOBYIO U MHYIO SKCIEPTH3Y, a TAKXKE MPOLETypy
COIJIACOBAHUS, MOJIKUT MPUHATHUIO M YTBEPXKICHUIO TUPEKTOPOM TEXHUKYMA, MO0 JTUIIOM UM
YIOJITHOMOYEHHBIM.

5.2. JlokanpHBIE aKTBl MOTYT TPHHUMATHCS (YTBEPXKIATHCS, COTIIACOBBIBATHCS)
JUPEKTOPOM, YHOJHOMOYEHHBIM UM JIMIIOM, OOIIMM coOpaHMeM TPYJOBOTO KOJJICKTHBA,
COBETOM TPYJIOBOIO KOJUIEKTHBA, IMEJArorM4eCKUM COBETOM, JHOO HHBIM KOJUIETHAIBLHBIM
OpraHOM yIpaBJIE€HUs TEXHUKYMa, HaJeJIEHHBIM IIOJTHOMOYHSMH 10 IPUHSTHIO JIOKAJIBHBIX aKTOB

B COOTBCTCTBHUHU C YCTABOM TCXHHUKYMa - 110 MMPEAMETAM UX BECACHUA U KOMIICTCHIIUH.



5.3. [Ipy mnpuHATHM JIOKAJBHBIX aKTOB, 3aTParvBalONIMX IIpaBa OOYyYaIOIIUXCH,
YUUTBHIBACTCSI MHEHUE TIPECTaBUTENIbHBIX OPraHOB 00YYarOIIHXCSl.

5.4. He moanexar NPUMEHEHUIO JIOKAJbHbIE aKThl, YyXYALIAIOUIME IOJIO)KEHUE
paOOTHUKOB M OOYyYalOIUXCS 10 CPABHEHUIO C JICHCTBYIOIIUM 3aKOHOJATEIHCTBOM,
KOJUIEKTUBHBIM JIOTOBOPOM, COIJIAIUEHUSIMH, @ TAKXKE JOKAJIbHBIE aKThl, IPUHATHIE C
HapyLICHUEM MOPSAIKa yueTa MHEHHUS MIPEICTaBUTEIHHOIO OpraHa pabOTHUKOB.

5.5. Ilpomenmuii npouenypy HNPHUHITHUS JOKAIBHBIM aKT YTBEP)KIAETCS ITUPEKTOPOM
texHukyma. llpomenypa ytBepkaeHus odopmisieTcs U0 NOANHCHIO, JIMOO NPHUKA30M
JUPEKTOpa TEXHUKyMa.

5.6. JlokanpHBINM aKT BCTyMaeT B CHJIy C MOMEHTA, YKa3aHHOTO B HeM, u0o, B ciydae
OTCYTCTBUSI TAaKOTO YKa3aHMs, C JAThl MOAMUCAHUS TUPEKTOPOM TEXHUKyMa, JINOO JIULIOM UM
YIOJHOMOYEHHBIM.

6. OdopmiieHne JOKATHHOTO aKTA

6.1. OdopmieHne JOKaTbHOTO aKTa BBIMNOJHSIETCA B COOTBETCTBHH C TPEOOBAHUSIMHU
«l"ocynapcTBeHHOM CHCTEMBI JOKYMEHTAIlMOHHOTO obecrieueHus ympaBieHus. OCHOBHbBIE
nojsoxkeHusa. OOmume TpedoBaHMS K JIOKYMEHTaM U CiIyk0aM JOKYMEHTallMOHHOI'O
o0ecrieyeHHus», a TaKKe HOpMaMH «YHU(QUIUPOBAHHOH CHCTEMBI - JOKYMEHTAILlWH.
YHubummpoBanHas cucTeMa OpraHu3aliOHHO-PACTIOPSIAUTENbHON ToKyMeHTauuu. TpeboBanus
K odopmienuto pokymentoB. ['OCT P 7.0.97-2016, T'OCT P 7.0.8-2013 (I'OCT
«/lenonpon3BoICTBO U apXUBHOE JIET0»)

6.2. CTpyKTypa JIOKQJILHOTO aKTa JOJDKHA 00ECreunBaTh JIOTHUECKOE PAa3BUTHE TEMBI
NpaBoOBOrO peryiupoBaHusi. Ecinu TpeOyercs pasbscHeHHE Lelieii M MOTHUBOB TPHHSITHUSA
JOKaJBHOTO aKTa, TO B IPOEKTE JaeTcsl BCTyHMUTENIbHas 4YacTh - npeamOyna. [lomosxeHus
HOPMAaTUBHOT'O XapakTepa B IpeaMOyJly He BKIIFOUAIOTCS.

6.3. JlokanpHBIN aKT ¢ MPWIOKEHUSMHU JOHKEH MMETh CKBO3HYIO HyMeEpaluio

CTPaHHLL.

6.4. JlokanpHBI aKT u3Jaraercs Ha TocylapcTBEHHOM si3pike P® u  nomkeH
COOTBETCTBOBAThH JTUTEPATYPHBIM HOPMAaM.

6.5. JlokanbHbIe aKThl TEXHUKYMa B 0053aT€IbHOM MOPSAKE TOJKHBI COJIEPKATh!

0003HaueHNEe BUA JOKAJIBHOTO aKTa (MPUKa3, MOJIOKEHHUE U T.1.);

- €ro HaMMEHOBAHME,

- Tpu(BbI: IPUHATO, YTBEPAKAECHO, COTJIACOBAHO;

- PEruCTpalMOHHBIN HOMED;

- TEKCT, COOTBETCTBYIOLIUIN €r0 HAUMEHOBAHMUIO;

- JaTy NpUHATUS;

- OTMETKY O HAJIMYMU TPUIIOKEHUS U COTIacoBaHus (P HEOOXOAMMOCTH);
- TOAMNMUCH JINLA, IPUHABLIETO (YTBEPAUBILETO) JOKAIbHBIN aKT.

BBIHICYKaSaHHBIﬁ NEPCUYCHD HE SABJISICTCA OKOHYATCIIbHBIM.



7. O3HaKoOMJIeHHE C JIOKATbHBIM aKTOM

7.1. Tlocne mnpuHATHS (YTBEPXKIACHHUS) JIOKAJIBHOTO aKTa IPOBOJUTCA TPOIEaypa
03HAKOMJICHHUSI C HUM YYaCTHUKOB TPYIOBBIX H/HJIM 00pa30BaTeIbHBIX OTHOIICHNUH, Ha KOTOPBIX
PacIpOCTPAHSIOTCS MOJIOKEHHS JAHHOTO JIOKAJIbHOTO aKTa.

7.2. O3HaKOMIIGHWE C JIOKQJbHBIM aKTOM oOQopMmIIsieTcss B BHIE POCIUCH
03HAKOMJISIEMBIX JIMII C YKAa3aHUEM JIaThl O3HAKOMJICHHS JTMOO Ha CaMOM JIOKQJIbHOM aKTe, JIN0O
Ha OTJICIIBHOM JIUCTE 03HAKOMJICHUS, IPHJIAaraeMbIM K HEMY.

7.3. DIEKTpOHHBIE BEPCHH JIOKAIBHBIX HOPMATHUBHBIX aKTOB Pa3MEINAIOTCS Ha caiiTe

TCXHUKYMaA JIMIOM, OTBCTCTBCHHLIM 34 3alIOJIHCHHUC caiita.

8. Ilpekpamenue aelcTBHS JOKAJIBLHOI0 aKTa

8.1. JlokampHbIE aKThl TEXHHKyMa YTPAadMBAIOT CHIY (TIOJHOCTBIO WM B OTICIIbHOU
YacTH) B cllyyae:

- BCTYIUICHHME B CHIIy aKTa, IPU3HAIOIIETO JAHHBIN JOKaIbHBIA aKT YTPATUBLIUM CHITY
(OTMEHEHHBIM);

- BCTYIUIEHUE B CWJTY JIOKQJIbHOTO aKTa OOJIbIIEH IOPUANYECKOM CUIIbI, HOPMBI KOTOPOI'O
IIPOTUBOPEYAT MOJIOKEHHUAM JAHHOTO JIOKAJIBHOT'O aKTa;

- B CBSI3U C OKOHYAHUEM CPOKa €ro AeMcTBUs (€CIH TaKoW CPOK OTOBOPEH B JIOKAJIHLHOM
aKTe);

- TPU3HAHUE CYJOM WM MHBIM YIOJHOMOYEHHBIM OPraHOM IOCYJapCTBEHHOM BJIACTH
JIOKaJIBHOTO aKTa TEXHUKYMa, IPOTUBOPEYAIIHUM JICHCTBYIOIIEMY 3aKOHOIaTEIbCTBY.

9. 3aku04YHTeNbHBIE MOJI0KEHUS

9.1. Hacrosiiee nonoXeHue BCTYIMAET B CHIIy C AAThl €r0 YTBEPXKAECHUS TUPEKTOPOM
TEXHUKYMa.

9.2. Hacrosiiee moyiioskeHNe yTpaduBaeT CHIIy B Ciydae MpUHATHS HoBoro llonoxenus
0 JIOKaJIbHBIX aKTaX.

9.3. 3a HeucnoJHeHUe WIK HeHaAJIeKalllee UCIIOJIHEHNE TPeOOBaHU, YCTAaHOBJIEHHBIX B
JIOKQJIbHBIX aKTaX TEXHUKyMa, paOOTHUKU TEXHUKyMa, 00yJaromuecs, uX poAUTEIH (3aKOHHbIE
MPEJICTAaBUTENN), HECYT OTBETCTBEHHOCTb B TMOpsiike H (opmax, MpeayCMOTPEHHBIX
3aKOHOJaTesbcTBOM  Poccuiickonn  denepanuu, JOKAIBHBIMA  HOPMATUBHBIMH  aKTaMHU
TEXHUKYMa, ¥ CTABOM TEXHUKYMa.

9.4. Bomipockl,  HEyperyJUpOBaHHble  HacTosmmM  [lomokeHweM,  TOJIIEXaT
YPETryJUPOBAHUIO B COOTBETCTBMU C JICMCTBYIONIMM 3aKOHOJATENIbCTBOM Poccuiickoit

@euepam/m, YcraBom TCXHUKYMaA U UHBIMH JIOKAJIbHBIMA HOPMATHBHBIMHU dKTaAMHU TCXHUKYMaA.
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