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HHOJIOKEHHUE
0 Nopsi/iKe paspadoTKU U NPHHATHA JOKAIBHBIX HOPMATHBHLIX aKTOB
MBY JO «IAT «'apmonus xercrea» r.o. Camapa
1. O6mme noJsiosxeHHs.

1.1. Hacrosumee TlonoxkeHne ycTaHaBIMBAaeT €NMHYIO CHCTEMY pa3pabOTKH H
NIPHHATHA JIOKAIBHBIX HOPMATHUBHBEIX akTOB B MBY JIO «IIAT «I'apMonus meTrcTBay
r.o. Camapa (nanee LlenTp), npuMeHAeTCs NPH MOATOTOBKE HOPMATHBHEIX TOKYMEHTOB
JOKaJBHOT'O XapakTepa M BCeX BHIIOB JJOTOBOPOB.

1.2. JlelicTBue Hactosmero ITomoxenus pacipocTpaHseTcsa Ha pa3pabaThiBaeMble
U TpUHHMaEeMble OpraHaMy yrpaBieHus LleHTpa ioxaibHEIE HOPMATHBHEIE aKTHI,
ONpeNEIIOIME NPAaBOBOM CTaTyC W HalpaBleHHsA IesTelnbHOCTH lleHTpa, mpasa u
OOS3aHHOCTH JIOJUKHOCTHBIX JIMII ¥ DPaGOTHUKOB, aKTHI, YCTAHABIMBAIOIIHE HOPMEI
(mpaBuia) obIero xapakrepa.

1.3. K IOKalbHBIM HOPMATHBHBEIM aKTaM, pPEryNHPYeMbIX HACTOSIIAM
ITonoxeHUeM OTHOCSAT IIPHKA3HI, PACIOPSDKEHNUs, HHCTPYKIMH, IpaBUia, TIOJIOKEHHUS,
pemrennss  Ilemarorudgeckoro coeeta  (HIPOTOKOMNBI),  KOJUIEKTHBHBILN JIOTOBOD,
0OpazoBaTeNbHbIe IIPOrPaMMBI, PEINEHHs ITATHOH U TapUMDHUKALMOHHON KOMICCHM K
HHBIE  TIPEAYCMOTPEHHBIE  NEUCTBYIOIIMM  3aKOHONATEIBCTBOM  JIOKAJIBHEBIE
HOPMAaTHUBHBIE aKTEL.

2. TpeGoranusi, npexbsAB/IsieMble K JOKAILHLIM HOPMATHBHBIM aKTAM

2.1. O0mme monoxeHus



1
2.1.1. JoxymeHT UMeeT IOPUIUYECKYI0  CHIly IIpH  HaJIW49UH

PEKBU3UTOB, 00f3aTelNbHBIX Ui [JaHHOT'O BHJA JOKYMEHTa: HaWMEHOBaHWE
OpraHu3alliy, Ha3BaHWe BUJA JOKYMEHTA WM YHUGUUHUPOBAHHON (OPMBI JOKyMEHTa
(BKIIIO9ast 3aroJI0BOK), 3aT0JIOBOK K TEKCTY, JaTa, HHACKC, TEKCT, BU3bI, IIOJIIHCE.

2.1.2. HopmaTuBHBIE IpeanucaHus O(QOpMIIIOTCS B BHAE ITyHKTOB, KOTOPBIE
HyMepyIOTCsl apabCKUMM IIU(PaMU ¢ TOUKOH M 3ar0JIOBKOB He UMEIOT. IIYHKTEI MOTYT
IIOPasIeNATECd Ha NOMAIYHKTBI, KOTOPhle MOTYT MMeTh OYKBEHHYIO WIH LHU(POBYIO
HyMEpalyio. 3HAa4YWTENbHBIE II0 00beMy HOPMATHBHEIE IIPABOBBIE aKTHI MOIYT
JCIMHUTECS Ha TTIaBEl, KOTOPhLIE HyMEPYIOTCS PUMCKHUMU ITA(DpaMU U UMEIOT 3ar0JIOBKH.

2.1.3. Ilpy HeoOXOAMMOCTH JJIS IOJHOTHI H3JIOKEHHS BOIPOCA B JIOKAIBHBIX
HOPMAaTUBHBIX IPABOBBIX aKTaX MOLYT BOCIPOM3BOIUTHCS OTACIBHBIE IIOJIOMKEHMS
3aKOHOAATENbHEIX akToB Poccuiickoit @enepaliiu, KOTOPEIE MOJIKHEI HMETH CCBUIKH
Ha 5TH aKTBl ¥ Ha O(QUIMATBHEIN NCTOYHHUK UX OITyOIMKOBAHMS.

2.1.4. Eci B HOpMaTHBHOM IIPaBOBOM aKTe MPUBOAATCS TaOIHMIBI, rpaduKy,
KapThl, CXEMBI, TO OHH, KaK IIPaBHIIO, JOJLKHEI OQOPMIISTECS B BUE NMPHIOKEHHI, a
COOTBETCTBYIOIIHE ITYHKTHI aKTa JOJDKHEI IMETh CCHUIKH Ha 3TH IIPUIIOKEHHS.

2.2. OcoOeHHOCTH TIOATOTOBKH W O(GOPMIIEHHS OTHEIBHBIX BHIOB JOKATBHBIX
HOPMAaTHUBHBIX JOKYMCHTOB

2.2.1. Ilpukas, pacmopsuKeHue.

1. IlpukasamMu ¥ pacHOPSHKEHHSIMH OQOPMISIOTCA pPELIEHHS HOPMATHBHOTO
XapaKTepa, a TaKKe PeLIeHHs 10 ONEPaTHBHBIM, OPIraHU3aI[MOHHBIM, KaIpOBEIM U
JAPYTHM BOIIpOCaM BHYTpeHHeH pabotsl IleHTpa.

2. Pa3zpaboTka TIPOEKTOB MPHKA30B NPOM3BONUTCS HA  OCHOBAHWH
COOTBETCTBYIOIMUX IIPEACTaBIeHUN aupekTopoMm IleHTpa, ero 3aMecTUTENsIMH IIO
COOTBETCTBYIOIIUM HAIIPABICHUSIM AEATEILHOCTH, a TAKKe 110 OPYYEHHUs IUPEKTOpa
HHBIM KOMIIETEHTHEIM JTHIIOM.

3. IlpuKasbl IIOANMCHIBAIOTCA OUPEKTOPOM MJIA II0 €ro IOPYYeHHIO
3amectuteneM. [Ipukas (pacnopsikeHre) IMEIOT CleyIoIIne PeKBU3UTHL:

* Haummenosanue.
* HawmMmenoBanue BHIa TOKyMeHTa - IPUKA3.

*  [ara u Homep. TexcT IpHKasza MOXKET COCTOATH M3 2 YacTeH: KOHCTATHpYIOIIEt



(mpeamOyJIbl) M pacopsIUTEIHHOM.

B xoHcrartupyromeil 4YacTM KpaTKO M3JAraloTcs LeNd M 3ajadyd, (axkTel U
COOBITHS, TOCITY)KHUBIIIIEe OCHOBaHHUEM JIs U3TaHUS NIpuKaza. Ecinu npukas u3naercs Ha
OCHOBaHHH JAPYroro JOKYMEHT4, TO B KOHCTAaTHUPYIOIIEH YacTH YKa3blBaeTCs
HaMEHOBaHHE J5TOr0 [IOKYMEHTa B TBOPHUTEIBHOM Iafie)Xe, €ro gara, HOMEp u
3aroJI0BOK.

IIpeamOyia B mpoeKTax MPHKa30B 3aBEPIIAETCS CIIOBOM ITPHKA3BIBALO.

PacnopsanurensHas 4acTh JOJDKHA COJEPIKATh IIEPEUUCIICHIE MIPeNTACHIBAEMBIX
JNEHCTBUH C yKa3aHHEM HCIIOIHUTENS KaXXI0T0 eHCTBYS M CPOKOB HCITOJIHEHHS.

Ecimu npuka3 u3MeHseT, OTMEHsIET WIH JOIOJIHIET paHee W3NaHHEBIN JOKYMEHT
UM KaKHe-TO €r0 IOJIOXKEHUsA, TO OAUH W3 IIyHKTOB PaclOpsSAUTEIFHON JaCTH TEKCTa
JOJDUKEH CONEpXaTh CCBUIKY Ha OTMEHSEMBIH NOKYMEHT (IyHKT IOKYMEHTa) C
YKa3aHHEM €ro JaThl, HOMEpa M 3arojloBKa. TeKCT IMyHKTa JO/DKEH HAYHMHATECS
crosam "lIpU3HATH yTpaTUBIIUM CHIY ...".

2.2.2. IlonoxeHue, mpaBuia, HHCTPYKIM

1. TlonoxxeHue NPUHUMAETCS B TOM CJIydae, €CIM B HEM YCTAaHABIHBAIOTCS
CHCTEeMHO CBs3aHHBIE MeXZAy co0OH IpaBWia IO BOIPOCaM, OTHECEHHBIM K
kommnereHuuu Llenrpa.

2. B mpaBunax ycTaHaBIMBAIOTCA HOPMBI W TpeGOBaHUs, 0bOA3aTeNbHBIE IUIS
BEIITOJTHEHHSL.

3. B uHCTpyKUMM wH3IaraeTcss TMOPSANOK OCYIUECTBICHHS KaKOW-TH60
AEATCIBHOCTH HITH TOPANOK IPUMEHEHUS IIOJIOKEHUH HOPMATHBHEIX aKTOB.

4. Ilomoxkenus, MpaBUa M HHCTPYKIMH MPUMEHSIOTCS KaK CAMOCTOSTENLHBIE
[IPaBOBBIE  aKThl, KOTOPHIC IOMIHMCHEIBAIOTCS (YTBEPXKIAIOTCA) PYKOBOLUTEIEM.
Y1Bepxnenne odopmisercs B (GopMe rpuda yTBEpKICHHS MIM IyTeM W3LAHUS
PacIoOpSAUTENHEHOTO JOKyMEeHTa 00 HX YTBEepIKICHMUH.

5. Tlopsmok TOATOTOBKM IIPOEKTa IOJOXKEHHWS, TPABHI M MHCTPYKI[HH
COOTBETCTBYET OOLIEMY HOPSAAKY IOArOTOBKH IPOEKTOB HOPMATHBHEIX AKTOB.

6. TexeT mpoekTa monoxeHus (IIPaBHI, HHCTPYKIMH) U3JIAraeTcs OT TPETHEro
Ul eNIWHCTBEHHOT'O MIIHM MHOXECTBEHHOTO YHCIA.

7. KoucTarupyrome 9acTbIo ITONOKeHHs (IPaBull, MHCTPYKIIMH) CIIY>KUT pase
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"O6mupe  mojokeHHs", B KOTOPOM YKa3bIBAIOTCA OCHOBaHMA pa3pabOTKH,
OCHOBHOE Ha3HaYeHHe HOPMATHBHOIO aKTa U cdepa ero pacmpocrpaHeHus. OCHOBHON
TEeKCT IIOJOKeHMs (IpaBuUJl, MHCTPYKIMH) MOXET NENUTbCA Ha IIIABBI, IIYHKTEI U
NOMAIYHKTEL. [JIaBBl JODKHBI WMMeTh Ha3BaHWA. [ JIaBel HYMeEpyrOTCs PUMCKUMH
nudpamu. Hymepanus IyHKTOB U IIOAIIYHKTOB ITPOU3BOIUTCS apaOCKUMU UG paMHu.

3. Ilopanok pa3paboTKH H COIJIACOBAHNS JIOKATbHBIX HOPMATHBHBIX AKTOB

3.1. O0mue nonoXKeHHUS

3.1.1. TTogroroBka J10OKaabHOTO HOPMATHBHOTO aKTa BO3JIaraeTcss Ha OJHO WU
HECKOJIBKO KoMIleTeHTHBIX nul Llentpa. [1pu sToM ompenensercs KPyT AODKHOCTHBIX
JIHI[, OTBETCTBEHHBIX 3a IIOATOTOBKY YKa3aHHOTO aKTa, CPOKH ero IMOATrOTOBKHU. s
MOArOTOBKM Haubojee CIOXHBIX IIPOEKTOB pPACHOPSDKCHHEM JHPEKTOpa MOTYT
CO3/1aBaThCs pabodre IPyIIIb.

3.1.2. JloxampHBle HOpPMAaTHBHBIE aKTHl IOIIHCHIBAIOTCA (YTBEPIKIAIOTCH)
JAUPEKTOPOM JIMOO JIHIIOM €ro 3aMelIaiouM, IHIIOM, B KOMIIETEHIIMH KOTOPOIo
HaXOJUTCS IMPaBO IMONIUCAHUS JAHHOIO NOKyMeHTa. JIOKYMEHTHI KOJUIETHAIbHBIX
OpraHOB IIOJIIMCHIBAIOTCS IPENCENaTebCTBYIOIUM Ha 3acelaHMH KOJIErHaabHOro
opraHa u cekperapeM. lIpu moamncaHuM NOKYMeHTa HECKOJIBKMMH OJDKHOCTHBIMHU
JUUAMH KX TMOANKMCH pacloylaraloT OAHY IIoH MApPYyrod B IIOCIEIOBAaTEIBHOCTH,
COOTBETCTBYIOIIEH  3aHMMaeMoOX HOIKHOCTU. [lpu mommucaHuu  IDOKyMeHTA
HECKOJIbKUMH JIMIIaMH DPaBHBIX AODKHOCTEM HX IIOJIIMCH pPacIojararoT Ha OJHOM
ypoBHe. Ecnu OOMKHOCTHOE IMIIO, MOINHCH KOTOPOTO 3aroTOBIIEHA Ha IIPOEKTE
JOKYMEHTa, OTCYTCTBYeT, TO JOKYMEHT [JO/DKeH IIOMIHCEIBATHECS — JIMIIOM,
UCIIOJIHSIOIIMM €ro OOS33aHHOCTH, WM €r0o 3aMecTHWTeleM. IIpu 3ToM HeoGXOoauMo
yKa3plBaTh (AaKTWIECKYI0 IOJDKHOCTH JIMIA, [OJNKCABIIEr0 JOKYMEHT, M €ro
hammimmro. He fomyckaeTcs IOANMCEIBATE JOKYMEHTHI ¢ TpemioroM "3a" wimm IpH
IIPOCTABJIEHHH KOCOM YepTHI Ilepe]l HAUMEHOBAHHEM J[OJDKHOCTH.

3.1.3. Bce HOpmaTHBHBIE aKThl U JOTOBOPEI DPETHCTPUPYIOTCS CEKpeTapeM
Ilentpa. Permcrpamus HDOKYMEHTOB OCYIIECTBIAETCS TOIBKO IIOCHIE ITOIIHACAHS
(YIBEpPXKIEHHUS) X TUPEKTOPOM.

3.1.4. Eciu npu HOATOTOBKE HOPMATHBHOTO I[IPABOBOIO 4KT4 BBIIBHIINCEH

HGOGXOI{HMOCTB BHECCHUA CYIIECTBCHHBIX U3MEHEHHUU u JIOTIOJTHEHUH B paHee
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HU3JaHHBIE HOPMAaTHBHEBEIC IIPABOBBIC AKTHEI HJIM HaJIKM4YHME II0 OOJHOMY H TOMY XKE

BOIIPOCY HECKOJBKUX aKTOB, TO B LESAX UX YIOPANOUYEeHUS pa3padaTbiBaeTcd eIUHEIHN

HOBBIM aKT. B IIPOEKT Takoro axkTa BKIIIOYAIOTCS HOBBIE, @ TAKXKe COJEpKalldecs B

paHee U3IaHHBIX aKTaxX HOpMaTHUBHBIE MIPENUCaHusl, KOTOPBIE COXPAHIIOT CBOIO CHIIY.
4. ITopsiiox H3MeHeHHs H OTMEHbI JIOKAJIbHBIX HOPMATHBHBIX AKTOB

4.1. JloxkalbHBIE HOPMAaTHBHBIE aKTBI MOTYT OBITH M3MEHEHBI M JIOIIOJHEHBI
TONBKO IPHHATHEM HOBOHM peJakIMHM JOKyMEHTa, MPH H3MEHEHHH IJIOKAILHOIO
HOPMATHBHOI'O aKTa B IIOJTHOM 00beMe — IlyTeM YTBEP/KICHUS HOBOTO MOKYMEHTA.

4.2. llpemioxkenre 0 BHECEHUH M3MEHEHHH MOXKET HCXOJUTH OT JIF06OT0 opraHa
WK Jidla, OoONajaromero IONHOMOYHSAMH II0 pa3paboTKe, NPHHATHIO JHOO
YTBEPKIEHHIO COOTBETCTBYIOIIETO JIOKATBHOIO aKTa.

43. OrMeHa JOKaTbHBIX HOPMATHBHBIX AaKTOB IIPOM3BOAMICS ITyTEM
YTBEP>KIIEHHUS JIOKAIIbHOTO HOPMaTHBHOTO aKTa B HOBOM pemaKIlHy.

4.4. VIaMenenus, JONONHEHWS HJIM OTMEHA JIOKAIBHBIX HOPMATHBHBLIX AKTOB
HOMIear 00A3aTENbHON PETHCTPAlMH B IIOPSIKE, YCTAHOBIEHHBIM HACTOSIIHM
ITonoxenuem.

S. IopsiIoK 03HAKOMJIEHHSI ¢ JIOKAJIbHBIMH HOPMATHBHBIMHA 2KTAMH H HX XpaHeHHe

5.1. Osnaxomienue pabGorHmkoB MBY IO «LIJIT «'apMOHMS IETCTBa» T.O.
Camapa ¢ JTOKambHBIMH HOPMATHUBHBEIMH aKTaMH IIPOM3BOIUTCS B TEYEHHE OJHOTO
MecsIa C MOMEHTA UX YTBEPKICHHS.

5.2. OsHakoMileHHE C JOKAIGHBIMH HOPMATUBHBIMM aKTaMH JIMI, BHOBb
NOCTYNAOIMX Ha paboTy, IPOU3BOIUTCA IPH O(GOPMIIEHHH 3asBIEHMS O IpHeMe Ha
paboTy. O3HaKOMIIEHHE C JIOKAIbHBIMA HOPMATUBHBIMH AKTaMH JIMI], HAXOMABIINXCS B
ATUTEIBHBIX KOMaHIMPOBKAX, OTIIYCKax, B TOM HYHCIIE OTILyCKE IT0 GEpeMEHHOCTH U
ponam, yxony 3a MajIOIeTHHM peOeHKOM, a DPaBHO IMI, Ha IJIATENLHBIA CpOK
OCBOOOXICHHBIX OT PAbOTHI IO MEIUIMHCKAM TTOKA3aHMAM, IPOU3BOIUTCS B IIepBEIN
ACHb BBIXO/1a TaKuX PaOOTHHUKOB Ha paboTy.

5.3. Ilo pesymbraTaM O3HAKOMJIEHHS C JOKAIBHEIM HOPMATHBHEIM aKTOM
pabotuuk I{eHTpa cOOCTBEHHOPYYHO COBEpPIIAET B HIDKHEM IIPABOM YIIIy IIOCIEOHETO
JCTa JOKYMEHTa 1100 B eNMHOM Tabele 03HaKOMIIEHHBIX JIUI] Ha/IKCh, COIEPIKAIIYIO

ITOJTHOCTBIO €T0 (baMI/IJIPH:O W MHHUIHAJIBI, THYHYIO IIOAIIMCh U JaTy O3HAKOMIIEHUS.
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5.5. JloxampHble = HOpMAaTWUBHBIE aKTBHI,  PETYIHUPYIOUIHE  OOS3aHHOCTH

JOJKHOCTHEIX JIMII M COTPYIHHUKOB IOANIEXAT (OPMUPOBAHUIO B €IUHOE JIETIO.
5.6. B ciiyyae npHHATHS HOBBIX JTIOKAIBHBIX HOPMATHBHEIX 8KTOB, UX OPUTHHAIIEL
IIOMEIIAKTCS B COOTBETCTBYIOINYIO Hanky. Ilpu 3ToM Ha paHee neilcTBOBaBIIEM

JIOKaJIbHOM HOpMaTHBHOM aKTe AejiaeTcd OTMETKA 00 YTpaTte UM CHIIBI.
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