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OFLoHY

IIpo satBepmxenHns IncTpykuii 3 AinosoxcTBa
Y 3aKJIaZlaX 3arajibHol CepeaHbO]l OCBITH

Bignosinno mo mynkry 8 Ilonokemnss mpo MinicTepcTBo ocBiTH 1 Hayku
YxpaiHu, 3aTBep KeHoro nocranoor Kabinetry Minictpis Ykpainu Big 16 xKOBTHS
2014 poxy Ne 630, mynkty 369 muany npioputerHux naii Vpsay nHa 2018 pik,
3aTBEPKEHOr0 posnopspreHHaM Kabinety MinictpiB Ykpainu Big 28 6epesns 2018
poky Ne 244-p,

HAKA3YIO:

1. 3atBepauTH IHCTpYKLIIO 3 HiNOBOACTBA y 3aKialax 3arajbHoi cepegHboi
OCBITH, III0 JOOAETHLCA.

2. [upextopaty momxinbHoi Ta ImKiNbHOI ocBitH (OcmonoBcekuit A. O.)
320€3MeYUTH B YCTAHOBJIECHOMY TMOPSAKY IIOLAHHS LBOrO HAKasy Ha NEpKaBHY
peecTpallio 10 MinicTepcTBa IOCTHIIT YKpailn.

3. Lle# naxa3 Habupae YUHHOCTI 3 IHA ioro odiuiiHoro ony6nixyBanHs.

4. KOHTpONb 382 BUKOHAHHAM I[LOT0 HaKasy IOKJIACTH Ha 3acTymnHUKa MidicTpa
Xo003eq I1. K.

MinicTp JI. M. I'paHeBHY



SATBEP/DKEHO
Haka3 MiHicTepcTBa OCBITH 1 HAyKU YKpaiHu
25 yepBHs 2018 poky Ne 676
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IHCTpYKIiA
3 ALUIOBOJACTBA Y 3aKJIaaX 3arajbHol cepeAHbLOT OCBITH

I. 3araanHi NoJIOKEHHS

[{2 IHCTpyKLIS BCTaHOBIIOE 3arajbHi BHMOTH INOIO MTOKYMEHTYBAHHS
yOpaBiIHCBKOI 1H(QOpMaLil Ta oprasizanii poboTH 3 JOKyMEHTAMH y IEp/KaBHUX i
KOMYHaJIbHMX 3aKJIafaxX 3aralbHol CepeaHbOi OCBITH (ali — 3aKIaiH).

2. JloTpuMmaHHA BHMOI' IIOAO TOPSIAKY BEJIEeHHS JOKYMEHTYBaHHS,
BCTAaHOBJICHUX L1€r0 IHCTPYKIIi€r0, € 000B’I3KOBUM JIJIs 3aKJIAI1B.

3. 3akjiagu OpraHi3oBYIOTh IIJOBOJCTBO BIANOBIAHO M0 IHCTPYKIl, sKa
PO3pOOJISIETECA Ha OCHOBI 1iel IHCTpYKIIT Ta 3aTBEPIKY€EThCS KEPIBHUKOM 3aKIIafy.

4, Oprazizamis IiTOBOACTBA 1 KOHTPONBL 34 CBOEYACHMM pO3IISAAOM Ta
IIPOXOIKEHHAM MOKYMEHTIB V 3aKjajl 30IHCHIOIOTHCS BIANOBITAIBHOK 0COO0I0
(BiZNOBIAATEHIMHU O0CO0aMM), AKa (IKi) mpu3HaYaeThes (NPU3HAYAIOTECS ) KEPIBHUKOM
3aKJIamy.

5. CTBOpEHHS €NeKTPOHHUX JOKYMEHTIB 3QIACHIOETHCS BiIIOBIAHO N0 3aK0OHIRB
Ykpainn «lIpo enexTpoHH! NOKYMEHTH Ta eNeKTPOHHHNH XOoKyMeHTooOir», «IIpo
CAEKTPOHHHUM LHAQPPOBHA MIAUUC», Hakaszy MIiHicTepeTBa IoCTHIIl YKpaiHM Bix
11 mucromaza 2014 poxy Ne 1886/5 «IIpo 3arBepmxenus Ilopsiuxy pobord 3
eIEKTPOHHHMH JOKYMEHTAaMM Yy AUIOBOJACTBL Ta 1X MIATOTOBKH IO IepelaBaHHs HAa



apxXiBHe 30epiraHHs», 3apeecTpoBaHoro B MIHICTEpCTBl IOCTHNII  YKpaiHu
11 muctonana 2014 poxy 3a Ne 1421/26198.

3aKnagy MOXXYTh CTBOPIOBATH JOKYMEHTH TUMYacoBOro (10 10 poKIB BKIIIOYHO)
CTPOKY 30epIraHHs Julle B €JIEKTPOHHIM dhopMl 3a YMOBH HaJBHOCTI BIOIIOBIIHOI'O
TEXHIYHOTO 3a0e3leuyeBHs 3 ypaxXyBaHHSM BHUMOI 3aKOHOHABCTBA YKpalHW Ta Ii€l
[HCTpYKIII].

6. Ilopanox opraniszaiiii J17I0BOICTBA 3a 3BEPHCHHSIMH [POMAaJsH, 3allMTaMH Ha
nyOniuHy 1HOOpMaIlito BU3Ha4YaeThCH 3akoHaMu Y Kpainu «I1po 3BepHeHHs rpoMaIsTHy,
«IIpo noctym no my0ni4HOI 1H(QOpMaITi.

7. Y 3aknanl OUIOBOICTBO 3IIMCHIOETHCS AEpPKAaBHOK MOBOIO. I[bl{ymeHTH
CKJIAHAIOThCS IEPXABHOIO MOBOKO, KpIM BUIAAKIB, IEepeaOadeHHUX 3aKOHOMABCTBOM
IIpO MOBHU B YKpaiHl.

JIOKyMeHTH, SKI HaACUIAIOThCS I[HO3EMHHM aapecataM, OMOpPMIIIOIOTHECS
YKpalHCBKOIO MOBOIO, ab0 MOBOIO JepKaBH-aapecara, abo OOHIEID 3 MOB
MDKHApOJHOTO CIUIKYBaHHS.

8. CTpoku 30epiraHHs JOKYMEHTIB, IO CTBOPIOIOTHCS MHiJ dHac IisNBHOCTI
3aKJIaly, BH3HAYarOTEC HakasoM MidicTepcrBa rocTHii Ykpainu Bim 12 kBiTHA
2012 poxy Ne 578/5 «Ilpo 3arBepmxkenns [lepeniky THIOBHX MTOKYMEHTIB, IO
CTBOPIOIOTBCS IIIJI 4Yac [ISNIBHOCTI JEpXKABHUX OpraHiB Ta OPraHiB MiCI[E€BOro
CaMOBPSAAYBaHHS, 1HIIKUX YyCTAaHOB, IIIANPHUEMCTB Ta OpraHizailii, i3 3a3HaYEHHIM
CTPOKIB 30€epiraHns JOKYMEHTIBY», 3apeecTpoBaHuM y MiHicTepcTBI rocTulil Ypainu
17 xBiTHA 2012 poxy 3a Ne 571/20884 (31 3minamu).

I1. 3arajnbHI BUMOru 40 cTBOpeHHs, 0OPMJIEHHST T4 JOKYMEHTYBaHHS
ynpaBJIHCbKOI itHopMaii

1. JIoKyMeHTyBaHHs ynpaBJIHCHKOI iH(opMallii 3aKIay IoJSrac y cTBOpPEHHI
TOKYMEHTIB, 1110 CIPSIMOBAH1 Ha BUPIIIEHHS YIIPaBIIHCHKUAX PillIEeHb.

2. HasBa Buny moxyMmeHTa (Haxas, IPOTOKOJ, JONOBIIHA 3aIlCKa TOIIO) MAaE
BIATIOBINATH Ha3BaM, IepenbaueHuM posmitoM 3 JlepoxasHoro kiacugikaropa
ynpaBiiHcbkoi noxkymeHTauili JK 010-98, 3aTBepipxeHoro Haxasom JlepiaBHOTO
KOMITETY YKpaiHM IO CcTaHmapTH3allii, MeTposorii Ta ceprudikamii Bix 31 rpynng
1998 poky Ne 1024 (31 3minaMu).

OQopMIIEHHS PEKBI3UTIB OpraHizamiifHo-po3nmopsamdol JOKyMeHTalii Ta
MOPANOK 1X pO3TalllyBaHHs MalOTh BlAnoBigatd HaumiosansHoMy cranmapty Ykpainu
«/lepxaBHa yHi(pikOBaHa cHCTeMa JOKyMeHTamil. VYwmidpixoBana cucreMa
OpraHi3allifHO-po3Nopsaa401l JoKyMeHTaNli. Bumoru 1o obopMIFOBaHHS TOKYMEHTIB.
HCTY 4163-2003», 3aTBepxeHoMy HakaszoM JlepxaBHoro kowmitery VYkpaiu 3
MUTaHb TEXHIYHOI'O PEryNIOBaHHSA Ta CIOXXKHBYOL monituku Bix 07 xBiTHS 2003 poky

Ne 55 (nami — JCTY).




3. Opranizamiizo-po3nopsaa4dl JOKYMEHTH O(QOPMITIOIOThCH Ha OlaHKax, IO
BUTOTOBISIIOTHECA 3rifHo 3 BuMmoramu JCTY Ta miel IncTpyxitii.

Y 3akiagl MOKYTh BUKOPUCTOBYBATHCS TaKl OJIaHKHU JTOKYMEHTIB:

3aralbHUM ONaHK AJI1 CTBOPEHHS PI3HHUX BHIIB JOKYMEHTIB (0e3 3a3HaueHHs Y
ONIaHKY HA3BH BHAY JOKYMEHTA);

OJIaHK JIHUCTA;

OJIaHK HaKasy.

Bumorun mo odopmiIeHHS IOKYMEHTIB, IIO0 BHUI'OTOBISIOTHCA 34 JOMOMOIOIO
KOMII FOTEPHOI TeXHIKH, HaBeJeHO B 1oAaTky 1 mo miel IHcTpyxiii.

4. TlocagoBl ocoOH MiANMCYIOTh JOKYMEHTH B MEXaX CBOIX NOBHOBa)KEHB,
BU3HAYECHHX  3aKOHOJABCTBOM  YKpalHH, CTATYTOM  3aKjiIany, I0CagOBUMU
IHCTPYKUIAMH, HAKa30M PO PO3NOALT 000B’A3KIB MIXK KEPIBHMKOM 3aKianay Ta Horo
3aCTYITHUKAMHU TOIIIO.

BiaOUTKOM nedaTkd 3aknany (3a HasBHOCTI) 3aCBIAYYIOTH ITIAIKC ITOCAAOBOL
0COOM Ha JOOKYMEHTax 13 IIHTaHb opramaaulHHm Ta (l)IHaHCOBO-I‘OCHO,I[apCBKOI
IIANBHOCTI 34 TepellikoM JOKYMEHTIB, Ha SIKHX MIAIHC 10CagoBOl ocobu
3aCBIIYYETHCS BIAOUTKOM II€YaTKH 3aKiiagy, HaBeJeHHM Y MOONATKYy 2 [0 1€l
[HCTpYKIILT.

B1aOMTOK I1e9aTKy CTaBMThCS TaK, MO0 BiH OXOIUIIOBAB OCTAHHI KiNbKa JTE
HaHMEHYBaHHs II0cagy OCOOHU, sKa manucaila JOKYMEHT, ale He IANHMC IocagoBol

0co0H, a0 NPOCTABISETHCS HA OKPEMO BHIUIEHOMY IS IIBOTO MiCIli 3 BigMITKOIO
«ML.ILw».

J. 3aKJ1a] MOXe 3aCBIIYyBaTH KO JIUIITe THX JOKYMEHTIB, 110 CTBOPIOIOTHCS B
HbOMY, & TAKOX y BHNAIKaX, lependadyeHnx B ad3alll ApyroMy LHLOIO IYHKTY.

Y pa3sl NIOCOTOBKM JOKYMEHTIB NI HAfaHHS CYINOBUM OpraHaM, Mig dac
BUPIIICHHS MUTaHb MO0 IPHIHATTS rpoMaIsH Ha poOOTy, HaBYaHHS, 3aCBITIeHHS X
TPYIOBUX Ta IHIIMX MpaB y B32EMOBIJHOCHHAX 13 3aKJIafoOM, a TaKO)X IIiJ Yac
(hopMyBaHHsL OCOOOBHX CIpaB IIpalliBHHKIB 3axkian MOXE BUFOTOBJIATH KOMil
JIOKYMEHTIB, BUJIAaHUX IHINMMH yCTaHOBaMH (KOIIii ZJOKYMEHTIB IIPO OCBIiTY TOLIO).

Binmirtka «Komis» npocTaBiseTses Ha THUBOBOMY GOIl ¥ BEPXHBOMY IIPABOMY
KYTKYy IepIIOro apKymia JOKyMeHTa.

Komi naka3iB, IHIINX JOKYMEHTIB 3acBimuye (3acBimdyioTh) BiAmoBimanbHa
ocoba (B1ANIOBITANBEHI 0CO0M) 3a OpraHizallito JiJIOBOACTBA ¥ 3aKIa].

6. Y pasi noTpeby NMpoBEIEHHS OLIHKU NOLLUIBHOCTI CTBOPEHHS IOKYMEHTA,

HOro 0OIPYHTOBAHOCTI T4 BiMIOBIAHOCTI 3aKOHOMABCTBY 3MIMCHIOETHCS MOTOKEHHS
NOKYMEHTA.

lloromxeHHss HOKYMEHTIB MOXe 3HiMCHIOBATHCH IIOCANOBUMM OCO0aMM
3AKNaAy, fK1 BiANOBIAHO A0 iX KOMIIETEHUIl BHPIIIYIOTh IHTAHHS, IOPYIIEHI B
ITOKYMEHT! (BHYTpIIIHE MIOrOIKEHHS), 4 TAKOX 3aiHTEpEeCOBAHHMH YCTAaHOBAMH
(30BHIIIHE IOT'OMKEHHS ).
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IToromxeHHsT JXOKYMEHTIB 3IIMCHIOETHCS BIANOBIAHO OO0 BHMOT Haxkasy
MinictepcTtBa roctuili Ykpainum Bifg 18 depBuHs 2015 poky Ne 1000/5 «IlIpo
3aTBepkeHHs [IpaBun opradizamnii J1JI0OBOJICTBA Ta apXiBHOIro 30epiraHHs JOKYMEHTIB
y Jep>XaBHUX OpraHax, opraHax MICII€BOTO CaMOBPSAYBaHHS, Ha IIAIPHEMCTBAX, B
yCTaHOBAX 1 oOpraHizalifgx», 3apeecTpoBaHoro y MIiHICTEpCTBl IOCTHII YKpaiHH
22 yepBHs 2015 poky 3a Ne 736/27181 (mani — Ilpaeuna opranisauii XiJ0BOJICTBA Ta
apXiBHOT'O 30epiraHHs JOKYMEHTIB).

['pu noromxeHHs po3MIIIYIOTh HIK4Ye pekBI3uTy «llignucy. Bin cknagaerhed
31 ¢cnoBa IIOI'OJXKEHO (0e3 namnox), Ha3BH IOCaad OCOOH, IKA MMOTOKYE JOKYMEHT
(pazoM 3 HaliMeHYBaHHSIM 3aKiany), OIANHCY, 1Himany(1B) 1 IpI3BUINA, JaTH
IOT'OJDKEHHS.

[Ipuxnan:

[TOI'OJIKEHO

HunpekTop rimaaszii Ne 5
Iligmuc Iuimian(u), Tpi3Bulle
05.02.2018

7. 3arBepIDKCHHS YHOPABIIHCBKHX JIOKYMEHTIB 3HIHCHIOETBCS OCOOUCTO
KeplBHUKOM 3aKJIafy BIONOBIAHO 1O HOro TNOBHOB&XKEHHP ab0 pO3MOpATIHM
JOKYMEHTOM 3aKjlaly 13 3a3HaUeHHSM Ha [JOKYMEHTI rpuda 3aTBepIyKeHHS,
0()OPMJIEHOT'0 BIATIOBIAHHAM YHHOM.

ITopssinok 3aTBepIXKEHHS NOKYMEHTIB 3JIHCHIOETHCS BIANOBIAHO 70 IIpaBun
oprasizarlii JiJIOBOACTBA Ta apXiBHOI'O 30epiranHsa JOKYMEHTIB.

I'pud 3arBepmxeHHs cknanaetbes 31 ciaoBa 3ATBEPJDKVYIO (6e3 mamok),
Ha3BU I1ocajd, IIANUCY, 1HImiany(iB) 1 npi3BHIlA 0COOM, KA 3aTBEPIAUIA NOKYMEHT,
OaTH 3aTBEPIKEHHA.

ITpuxnan:

SATBEP/IDXXKVYIO

Jlupextop rimuasii Ne 5
I[Mignuc  Iuimian(m), ripi3BuIe
07.03.2018

Y pasl 3aTBepIKEHHS OOKYMEHTa PIIUSHHSIM KOJIETIaJbHOTO Oprany Ipug
3aTBepIKeHHS cKnagaerhes 31 cnoBa JATBEP/DKEHO (0e3 nanok), Ha3Bu, JaTH 1
HOMEpa JOKYMEHTA Y Ha3UBHOMY BIJIMIHKY.

I Ipuxan:

3ATBEPIDKEHO

IIpoToxon 3acimanys regaroriyiol paau
riMuasii Ne 5
06.05.2018 Neo 40



II1. Ocob6JiuBi BUMOIH A0 CKJIAJAHHSA JesIKHX BHAIB JOKYMEHTIB

1. Haxas — posnopsaaunii JOKyYMEHT, SKHH BUIA€ KEPIBHUK 3aKiiafly Ha IIpaBax
¢IMHOHAYAILHOCTI Ta B MeXaxX CBO€l KOMIIETEeHIIll, OOOB’A3KOBUH IJIsi BUKOHAHHS
mignernmaMu. Hakasd BHIJAIOTECA 3 OCHOBHOI HISJIBHOCTI, a&IMIHICTPAaTHBHO-
rOCIIONapChKUX, KaAPOBUX ITUTAHb 3aKJIay, & TAKOXK PYXYy Y4HIB.

Haka3n 3 OCHOBHOI MISIBHOCTI, aIMIHICTPATUBHO-TOCIIONAPCHKUAX, KaJpOBUX
MUTaHb, PYXY Y4YHIB/BHXOBAHIIB IIIAIIHCYIOTHCS KEPIBHUKOM 3aKliaay, a 3a HOro
BIJICYTHOCTI — 0COD0IO, KA BUKOHYE HOr0 00OB’SI3KH, Ta PEECTPYIOTHCS B XKypHAJaX
peecTparil HaKasiB.

[licng nignucadHg HAKa3y 3MIHH J0 HROT'O BHOCATLCS JIMIE IIUIIXOM BHIAHHS
HOBOT'O HaKa3y IIpO BHECEHHS 3MIH.

Haxkxa3 odopMIIFOEThCS Ha OaHKY Hakasy 3akiianay.
3MICT Hakazy CTHCIIO BHKJIANA€ThCS B 3aroJIOBKY, SKHH IIOYHMHAETHCSI 3

npuiiMeHHuKa «IIpo» Ta cknamaeThCs 3a JOMOMOT OO BigaiecmiBHOTO IMeHHAKA («IIpo
3aTBEpIXKEHHS...», «[Ipo cTBOpeHH4...») a00 1MenHHKa («IIpo maCyMKH...»).

TekcT HaKaszy 3 OCHOBHOI IIAJBHOCTI, aAMIHICTPATUBHO-TOCIIOJAPCHKUX IATAHD
Ta pyXy YYHIB/BHXOBAHIIIB CKJIAJAETHCA 3 IBOX YACTHH — KOHCTATYI0401 (TIpeamMOyiu )
1 pO3NOPSAAYO].

Y KOHCTaTyHOUld 4YacTHHI 3a3HAYAETHCS IIJCTaBa, OOIPYHTYBaHHA abo meTa
BUOAHHs Hakaly. Po3mopsaaya yacTHHa Hakazy nounHaeTbed 13 cnoBa «K HAKA3VYIO»,
K€ JPYKYETBCSA 3 HOBOTO psAJKa BEIMKHUMHU JlTepaMy 0€3 BIJIICTYITY Bl JIIBOTO IT0JIA 1
JIAIIOK, TIICIS YOI'0 CT2BUTHCS ABOKpAIIKa.

JIXIo Haka3 BHIAETHCA Ha IMJACTaBl IHLIOTO pO3NOPSAYOro NOKYMEHTa, Y
KOHCTATYIO41H 4YacTHH] 3a3HayaroThcsl Ha3Ba BUAY LILOTO JNOKYMEHTa, HOro aBTop,
Jata, HOMep Ta 3aroJIOBOK.

Haxasn HyMepyroTbcs B NOPSAAKY 1X BHOAHHS B MEXaX KaJeHIapHOrO POKY;
HaKa3¥W 3 OCHOBHOI [ISILHOCTI, pyXy Y4YHIB/BUXOBaHIIB, aJMiHICTPATHBHO-
TOCIONAPCHKAX, KaAPOBUX NMUTAHb MAaTh OKPEMY HOPSAKOBY HYMEpAIIO. 3 METOI0
PO3pPI3HEHHs IPyIl HaKAa3IB A0 PeeCTpallifHOro 1HAeKCY Hakazy yepe3 gedic H0/1aeThC
JIITepHa BIAMITKA, HAIIPUKIIA:

HaKasy 3 aIMIHICTPaTABHO-TOCIIOAAPChKUX MUTaHk — Ne 2-T;

HaKas3y 3 KaJApOBUX IMUTAHb — No 2-K;

HaKas| IIpo HaJaHH: LIOPIYHNX OCHOBHHUX BIAIYCTOK Ta BIJIIYCTOK Y 3B’SI3KY 3
HaBYaHHSAM IpaliBHHUKIB — No 2-B;

HaKasd 3 pyxy Y4HIB/BHXOBaHIIB — Ne 2-y.

2. IlpoTtoxon — NOKyMEHT, y IKOMY (IKCYEThbCH Iepedir BeIeHHS 3aCilaHb,
YXBaJICHHA pIIIeHb JOpalyuMH Ta KOJEriaJbHHMH OpraHaMy, KOMICIAMHE TOIIO.

IIpoTOoKOJM 3aClHaHp NEeOaroriyHUX paj, IHIIHX HOpagyMX Ta KOJETrialbHHX
OpPTraHiB CKIIANMAlOThCA B CTUCHIA PopMi. Y IIPOTOKOI, CKIANeHOMY B CTHCIIH GopMi,
(PIKCYIOThCA JUINe IpHUHATI pilieHHS 0e3 AeTaiizauii nepediry oOroBopeHHS
ITATAHHSL.




Y pasi noTpebu 3a pilleHHSAM 3aralbHHAX 300piB (KoHGbEpeHIil) KONEeKTHBY
IIPOTOKOJIHU 3arallbHUX 300PIB (KOH(DEpeHIIIT) KOJIEKTUBY MOXYTb CKITAaTUCS Y IOBHIH
Gopml.

Hymepalis npoToxkoniB 3acifiaHb INEeIaroriyHoi pagd BEIeThCA B MeXax
HaBYAJILHOI'0 POKY, IPOTOKOJIIB BUOOPHHUX OPraHiB — y MEXaXx X IIOBHOB&XEHb.

HymMmepanis npOTOKOJIIB BEOETHCS OKPEMO 3a KOXHOIO I'DYIOIO IIPOTOKOJIIB
3aC1IaHb BIAMOBIOHOI'O KOJIET1AJILHOI'O OpraHy.

3. JlaToro IMpOTOKOIY € HaTa NpOBeASHHS 3aciIaHHsl.

3aroJIOBOK IO TEKCTY IPOTOKONY Mae€ BinoOpaxkaTu BHX 3acimaHHsa (Hapaja,
300pU, KOoH(pepeHlis Towo) abo KoyeriadbHol XisibHOCTI (KOMIcis, pama, 360pw,
poboya rpyma TOlIo) 1 BKIOYATH Ha3By BHIY JOKYMEHTA.

TexcT NpoTOKOIY CKITafaeThes 31 BCTYITHOT Ta OCHOBHOI YaCTHH.

Y BCTYINHIN 4aCTHHI MPOTOKOJY 3a3HAYarOTHCS IPI3BHINA TA 1HINIAIHA TOJIOBU
ab0 IOJIOBYIOYOTO Ha 3aciliaHHi, 300pax TOIUO, CeKpeTapsl, 3alPOIUEHHX, 4 TAKOXK
IIPUCYTHIX OCI1O.

Y pasl norpeOM 3a pilIE€HHSM BIAMOBIZHOTO OpPraHy Y CIIUCKY NPHUCYTHIX
323HAYarOThCs MIOCAAM 3alIpOLIEHUX OC10 Ta HaMEHYBaHHS YCTAHOB. SIKIIO KITbKICTE
NIPUCYTHIX IepeBHIIYE 15 ocib, 3a3HayaeThes IX 3aranpHa KIIBKICTE 3 TOCHIAHHAM HA
CIIUCOK, IIIO OMAETHCA OO0 IPOTOKOIY.

4. BeTynHa 4yacTHHA MICTUTH NOPSAOK ASHHUM: IEpelik pO3IIIHYTHX Ha
3aclliaHH1 nuTaHb. [IopAaoK NeHHUH MOMaeThCs HAIPUKIHI BCTYITHOL YaCTHHH.

CioBa «Ilopsamok AeHHWH» IOPYKYIOTHCS Bifl Mexki JIIBOrO TOJNS, IICIA HHX
CTaBUTBCSA JBOKpamka. KojxHe IHUTaHHS HyMepyeThcs apabChbKuMHM IUdpaMu 1
ApYKyeTbes 3 abszany. DOpMyBaHHS NMHUTaHb Y HOPAOKY OEHHOMY IIOUYKHAETHCS 3
npuiMeHHuKa «lIpo».

5. OcHOBHa 4YacTHHa IIPOTOKOJY CKIANAETHCI 3 PO3JALIIB, SIKi MaroThb
BIIIIOBIAATY IYHKTaM IOPSOKY OEHHOTO. Po3minu HyMEpYIOThCS apaOChKUMH
uu@pamu 1 OYIYIOTHCS 34 TAKOIO CXEMOIO:

s ctucnol popmu npotoxonis: «CJIVXAJIM — VXBAJINIIN»;

AN NoBHOI ¢opmu 1mpotokoni: «CJIIVXAJIM - BUCTVIIMIIM -
Y XBAJIAJI.

[Ticia cmoBa «CIIVXAJIM» 3 HOBOrO psiKa 3a3HAYAIOTLCS IIPI3BHILE Ta
H1IaNY (1HI1ad iIMeH1) KOKHOro JoNoBiaya.

Y mosHiii (opmi 1nporoxomy micnst cioBa «BUCTYITAIIM» dikcyroTses
BUCTYIM THX OC10, fKi B3SJH y49acTh B OOTOBOpEHHI JMOMOBiAl (MMTAHHS HOPSAKY
JEHHOTO0). Buctynu oQopMIOOTECS B IPOTOKOJI i3 3a3HAYEHHSIM OCA, IIPI3BUIL Ta
IHIMIaIIB (1HIMIANY), IMEH JONOBIAaYiB Y HA3UBHOMY BiIMIHKY, BUKIAAEHHIM 3MICTY
BUCTYIY ad0 MUTAHHSA, BIITOBIN] HA HLOTO.

0. TexcTH BUCTYIIIB Y TPOTOKONI BUKJIAAAIOTECS Bl TpEeTHOI 0COOM OIHUHH.
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Texct abo Te3nw momoBimi, odopMieHI K OKpeMi IJOKYMEHTH, JO TEKCTY
IPOTOKOJY He BKIIIOYAOThCA. [licad B1HOMOCTeH mpo NONOB1Aa4a CTaBUTHCS THpE |
3a3Ha4aEeThCI « TeKCT JOMOBIA1 JOOAETHCH J0 IIPOTOKOIY.

[licns ciosa «YXBAJIMJIM»  bikcyerbcs  npuitHaTe  pillleHHS 3
OOTOBOPIOBAHOI'0 IUTAHHA IOPSAKY HEHHOIo, SK€ Mac BKJIIOYATH CKJIAmoBi, IO
BIANIOBIZIAFOTH Ha TaKl IMTAHHS: KOMY, 1110 3pOOUTH 1 B IKMII CTPOK.

Y pa3l AKIO DOpUHUMAETHCS PIlIEHHS IIPO CXBalIEeHHs, ITOTOIHKEHH,
3aTBEPIKCHHS] JTOKYMEHTa, SIKMH OOroBOpIOBaBCSI Ha 3acigaHHl, Iled JOKYMEHT
OOLAEThCAd OO IPOTOKOMY. 3a HAABHOCTI IHINUX JOKYMEHTIB, IO PO3TISIAIHC HA
3aClIaHHI Ta (aKT o6roBopeHHs AKX 0YJo 3a(hiKCOBaHO B TEKCTI MPOTOKOJY, BOHH
HyMepyIOTbCs apabcbkumu nudpamMu (Hanpukian, gozarox 1, momatox 2). V
BIANOBITHUX IYHKTaX MIPOTOKOIY IPOCTABIAIOTLCS ITOCHIIAHHS Ha Il TOLATKH.

[IpoTOKON MiANMCYe TONOBYIOUYMil HA 3acifaHHI KOJNETiaJbHOro (mopamgoro)
OpraHy Ta cexperap (3a HagBHOCTI). IIpoTokoN 3acifaHb KOMicilf IiAIHCYIOTH yci
YJIEHH KOMICI].

7. Jluetu ckimamaroTees 3 METOIO OOMIHY IHGMOpMAIIEd MK 3aKJIajoM Ta
OpraHamMH Jep:KaBHOI BIalH, OpraHaMy MICIIEBOTO CAMOBPSIYBAHHS, IX IIOCAIOBUMU
1 cmyx00BUMU ocobaMu, 3aKnanaMmy, yCTAaHOBAMHM, OpraHisalisMu Ta IHIIUMH
QI3UIHUMHY 1 OPUIHYHUME 0COOaMH.

bnaHk# nMUcTa MarOTh Takl PeKBI3ZUTH:

HaMMEHYBaHHS 3aCHOBHMKa (3aCHOBHUKIB) 3aknany (Hampuxianm, Omechka
MICEKa paja);

[IOBHE HAHMEHYBaHHs 3aKiaAy BIOIOBIAHO A0 YCTAHOBYMX JOKYMEHTIB;

JOBIIKOBI maHi Ipo 3akiay (mowroBa agpeca, Homepu TeledoHiB, (akcis,
paxyHKIB y 0aHKY, afpeca eJISKTPOHHOI HOIITH TOLLO ).

PexBizuTtaMu JnHUcTa € 1aTa, peecTpalifHUM iHOEKe, [OCHJIAHHS HA
peecTpauiiBui IHIEKC 1 AaTy JOKyMEHTa, Ha KU HaJaeThCsl BiAmoBixs (3a noTpebn),
aIlpecar, 3aroJIoOBOK 10 TEKCTY, TEKCT, BIAMITKA IIPO HAsIBHICTh JOAATKIB (3a MOTPeOH),
MAINC, BIAMITKA IIPO BUKOHABIIA.

[latoro mucra € maTa foro nignucaHys, sika Mae 30iratics i3 qaToro peectpanii
BUXIJHOT KOPECIIOHAEHIII].

Texcr nucra BUKNIaRa€TLCS B1X IIepIoi 0COOH MHOXHHY 3 BUKOPUCTAHHSIM CIIiB:
«IIPOCHUMO IIOBIIOMHUTH...», «PO3’ICHIOEMO, III0...».

3a3BUYail ¥ JUCTI HOPYIIYETHCS OHE TUTAHHS.

8. AKT — IOKYMEHT, CKJIaJIeHHit IpyIIoI0 oci® I 3acBiHEHHS BCTAHOBJIEHUX
daxTiB abo momid. AKTH OQOpPMIIOIOTHCSA 3a peE3yNbTaTaMH peBisiit (iHaHcOBO-
rOCIOAapChKOL AISIIBHOCTI, MMiJ 9ac NpuiMaHHA-IIepelaBaHHs CIIPaB, CUCAHHS MaiiHa
TOLIIO.

J1aTor0 axTa € Jgara Horo CKaleHHs.

TexcT akra cknanaeTbes 31 BCTYIHOL Ta KOHCTATYHOUO] YaCTHH.

Y BCTYNHIN 4YacTHHI 3a3HA4alOTBCS IigcTaBH s cKIadaHHS akKTa Ta
Ha3WBAOTHECA OCOOH, SIK1 CKJIANHU aKT abo OYIH IIPUCYTHI IIPH IHOMY.




Y KOHCTaTYIOUlH YaCTHH]1 BUKJIAJAlOThHCS CYTh, 3aBIaHHs, XapakTep BUKOHAHOL
pobOTH, BCTAHOBJICH] (aKTH, IIPOIIO3UIIl Ta BACHOBKU. KOHCTaTyr0ua 4acTHHA MOXE
o(hOpPMIIIOBATHCA Y BUTTIAA1 TAOJIHUII].

Y KIHIIl TEKCTY aKTa 3allUCYOTHCS [aHl PO KUIBKICTh NPHMIPHHUKIB aKTa Ta 1X
MICIIE3HAXOKEHHS.

AKT OIINHACYIOTh YC1 0CO0M, AKI Opaly y4yacTh y HOro cKjIaJaHHI.

Oco0a, ssKxa Ma€e 3ayBaXEHHS OO 3MICTY aKTa, MIIIUCYE HOro 1 BUKIAHa€E CBOIO
OIYMKY Ha OKpEMOMY apKyIlli, SKUi JoJa€cThCsa IO aKTa.

IV. PeecTpauia 10KymenTIB

JIOKYMEHTH B 3aKjIall PEeECTPYIOTHCS UEHTPANI30BaHO HE3AJICIKHO BI
cnoco6y iX CTBOpEHHS, OIep)XaHHS UM BIATBOPEHHS. Y 3akiail MOXKe
3aCTOCOBYBATUCS aBTOMAaTU30BaHA (OpMa peeCTpallll JOKYMEHTIB 3 BUKOPHCTaHHSM
cliel1abHUX KOMII' FOTEPHUX MPOrpaM.

2. Peectparis JOKYMEHTIB 301MCHIOETHCS BignoBigHo 1o IIpaBmn opranizamii
AUTOBOJICTBA Ta apXiBHOTO 30epirasHs JOKYMEHTIB.

3. PeecTpauis OOKYMEHTIB IPOBOZUTHCA 3 METOIO 3adesnedueHHs iX 00Ky,
KOHTPOJIO 32 BUKOHAHHSAM 1 ONIEpaTUBHUM BUKOPHCTAHHSIM 1HQOpMaIi Ta mojgrae y
BEJCHHI 3alIUCy OONIKOBUX MaHUX IIPO IOKYMEHT, IKUM (hiKCyeThcs (hakT CTBOPEHH,
BinnpaBne qHs] a00 OTpHMMaHHS JOKyMeHTa IIIIXOM IMPOCTABIEHHS Ha HLOMY
peecTpaulifHOro 1HIEKCy 13 3amucoM Yy  BIODOBIAHMX OKypHamax (6azax
aBTOMATH30BAHKX CUCTEM) peecTpallli HeoOXIIHUX BIJIOMOCTEH PO MOKYMEHT.

4. Peectpanii n1araroTh BXiAHI, BUXIOHI Ta BHYTPIIIHI TOKYMEHTH (IOBLIKH,
JOIIOBIZHI 3alIMCKH, 3asBH, IIPOTOKONH 3aCiJaHb IeJaroTiYHMX Pajl, KOMICi# To1o).

5. JJOKYyMEHTH peecTpyrOThCS JIMIE OAWH pa3: BXINHI — yV JeHb HATXOIKEHHS
a00 He ITi3HIilIe HACTYIIHOro poOo4Yoro OHS, AKINO JOKYMEHT HAIIMIIOB Y HEpOOOUHi
4ac, CTBOPIOBAHI — Y IIeHb NIANHUCAaHHA a00 3aTBEPKEHHA.

6. [JokymeHnTH, K1 HaaxonsTh 40 3aKJany, PEECTPYIOTECS B XypHAaNI1 BX1IHOT
KOPECIOHAECHIIIT, Ti, INO BIANIPABISIOTHCS, — YV KYpHaIl BHUXITHHX IOOKYMEHTIB,
BHYTPIIIHI — Y XYpHai BHYTPIITHIX JOKYMEHTIB, HAKasH — Yy XypHallax peecTpamil
HaKas3IB,

Ilepeinik TOKyMEHTIB, IO HE MIJLITaI0Th peecTpaliii crueniaibHo IPU3HadYeHOIo
IUISL UBOT'O 0Cc00010, HABEACHO Y ToAaTKy 3 Ao i€l IHeTpykiii.

®opMy peecTpalifiHOTO XYpHally Haka3lB KepiBHHKa 3akjaxy HaBeIeHO Y
nonatky 4 oo miei IacTpykuii.

IIpuMipH1 QOopMU peecTpanifHUX XYPHAIIB BXITHUX, BUXITHUX, BHYTPIIIHIX
OOKYMEHTIB HaBeneHo y jaodatkax 5-7 mo IlpaBun opranizamii aiioBOICTBa Ta
apXIBHOT'O 30epiraHHs JOKYMEHTIB.




7. JIOKyMEHTH PEECTPYIOTHCS 3a TpyIaMH 3aJIeKHO B1I HA3BH BUJY, aBTOpa Ta
3MmicTy. OKpeMo peeCTpYIOTHCS:

BX1JH1 JOKYMEHTH;

HaKa3’ 3 OCHOBHOT JISJIBHOCTI;

HaKa3® 3 PyXy YYHiB/BUXOBAaHIIIB;

HAKAa3H 3 aAMIHICTPATUBHO-TOCIIONAPCHKUX ITUTAHb;

HAKa3® 3 KaAPOBUX MUTAHb TPUBAJIOTO 30€pIraHHs;

HaKas! 3 KaJpOBUX [MHUTaHbh THMYACOBOI'0 CTPOKY 30€pIraHHs;

BHYTPIIIHI JOKYMEHTH (IIPOTOKOJM, MOBIOKH, MIOIOBINHI, IIOSICHIOBAJIBHI
3AIIMCKH, 3a9BH IIPAIiBHHKIB TOILIO);

OyXraiTepcrKi JOKYMEHTH;

3BepHEHHS TI'DPOMANsH, YV TOMY HHCII OaTbkiB ab0 3aKOHHUX IPENCTaBHUKIB
YYHIB;

3alIMTH Ha NYOIIYHY 1HOOpMAaUIEO.

8. JJoOKyMeHTH, 10 NepefaloThCs elNeKTPOHHOIO IIOIITOI0 Y CKaHOBaHIN (popmi
0e3 eleKTPOHHOTO UM POBOro MIANUCY, PEECTPYIOTHCA OKPEMO B1JI 1HIITUX JOKYMEHTIRB
13 3a3HAUCHHAM €IEeKTPOHHOI aJpect BIAIIPaBHUKA Ta aJpecara.

9. Ilimx 4ac peecTpanmii AOKyMeHTa HaJa€TbCd YMOBHE IIO3HAYCHHS —
peecTpalliHui 1HAeKC. CKIag0oBl YaCTHHHU PEECTPALIMHOIO 1HIEKCY JOKYMeHTa (KpIM
3BEPHCHDb T'POMAJSH) BIHOKPEMIIOIOTECA OJHA BII OJHOI IPABOOIYHOIO ITOXHIOIO
PHCKOIO.

10. [Jns BXigHUX OOKYMEHTIB peecTpalliiHHK I1HJIEKC CKIaa€ThCsa 3
IOPSAAKOBOrO HOMEpa Ta 1HAeKCy crpaBy, Hanpukiaa 89/02-04, ne 89 — nmopsaakoBuit
HOMEp HOKYMEHTA ¥ MexXax poKy, 02-04 — 1HneKc ciipaBy 3a HOMEHKIIaTypOIO CIIpasB.

11. ¥V BuxigHoro Tta BHYTPIIIHLOTO (332 BHHSATKOM HakaslB, [POTOKOJIB)
OOKYMEHTa peeCcTpallliHUi 1HIEKC CKIaJda€eTheA 13 IHAEKCY CIIPAaBH 38 HOMEHKIIaTYPOIO
CIIpaB Ta MOPSOKOBOro HoMmepa, Hanpuknan 02-04/176, ne 02-04 — ingexkc cnpasy 3a
HOMEHKJIATYpPOIO crpas, 176 — mopsakoBuil HOMep TOKYMEHTA Y MeXaxX pOKYy.

V. CknaxaHdsi HOMEHKJIATYPH CIIpaB

1. HoMeHnxknartypa crpaB — 00OOB’SI3KOBMM IJNSl 3aKNaay CHUCTEMAaTH30BaHWH

IepeNliKk Ha3B (3arojloBKIB) cOpaB, II0 (OPMYIOTHCA 13 3a3HA4YeHHSM CTPOKIB
30epiraHHs ClIpas.

2. Homenkiarypa cIipaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKiali
€IMHOTO NOpSAKY (QOpMYyBaHHS CIpaB, 3abe3ledeHHA 1X OONIKy, ONEpaTHBHOIO
[MOLIYKY ZOKYMEHTIB 3a X 3MICTOM 1 BAJIOM, BU3HAUYEHHS CTPOKIB 30€piraHHs CIIpasB I
€ OCHOBOIO JJIs CKJIaJlaHHS OMMCIB CIpaB IIOCTIAHOro Ta TpuBaioro (modaxn 10 pokis)
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30epiraHHsg, a TaKoX s oOMiKky cipaB THMYacoBoro (o 10 pokiB BKIIIOYHO)
30epIraHHs.

3. CxiraganHs Ta oOpMIIeHHS HOMEHKIATYPH CIpaB 301ACHIOETHCS BIAMNOBIAHO
no BuMor rinaBd 1 posminy IV IlpaBun opranizamii AUIOBOACTBA Ta ApXiBHOIO
30epiraHus.

4. HoMeHknarypa copaB 3akiagy po3podbiseThes BIANOBIIAILHOIO OCOOO0I0
(BILUMOBLIAJILHUMM OCOOaMK) 3a Oprafi3alliio AIJIOBOJCTBA Y 3aKIal 13 3aIy4EeHHIM
(DaxiBIIB CTPYKTYPHUX MIJPO3OUIIB 3aKIany (3a IX HasgBHOCTI).

5. Homenknatypa cIpaB yXBalIOETHCSA €KCIIEpTHOIO Komiciero (mani — EK)
3aKJIany, KA CTBOPIOETHCA BIAIIOBIAHO 0 3aKOHO/IaBCTBA.

6. KepiBHHK HOBOCTBOPEHOTO 3aKJIaqy 3000B’I3aHM He MI3HIIlEe OJHOI'O POKY 3
IoYaTKy ALUIBHOCTI ofatu cxBaneHy EK 3akimazy HOMEHKIIATYpY CIIpaB Ha PO3TIISLA
excrnepTHo-nepenipaid komicii (mam — EIIK) BigmosimHoro mpepsxapuoro apxisy, EK
apX1IBHOT'O BIOAULY padlOHHOI AeprkaBHOI ammMiHicTpalil abo Mickkoi pamw, y 30HI
KOMILIEKTYBaHHS AKOTO nepedyBae 3aKknaj, IS MPOBEICHHS EeKCIEPTH3H I[IHHOCTI
JOKYMEHTIB 3 METOI0 IX MOXIMBOIO BINHECEHHSA HO mxKepel GOpMyBaHHS
Hamonanesaoro apxisHoro houay (mani — HA®D).

7. 3aknal, 100 HANEXHUTh OO0 IKepen dopmyBanHs HA®D, y momansimomy
IIOTrO/KY€E CBOXO HOMEHKIaTypy cupas 3 EIIK BianosigHoro pep:xaBHoro apxiay.

8. 3axnan, y QIAIBHOCTI KOrO He YTBOPIOIOTHCS HoKyMeHTH HA®D, moromxye
HOMEHKaTypy cupas 3 EK oprany ynpaBniHHA OCBITOIO.

9. Homenknatypa chpaB 3akiaay IILIILrae IIONOMKEHHIO 3 BIANOBIOHUM
JIEpXKaBHUM apXxiBOM abo OpraHoM YIIpaBJIIHHS OCBITOIO OJUH pa3 Ha I1’SITh POKiB abo
HEBIAKJIIAAHO B pasl ICTOTHHX 3MIH y (GopMi BJIACHOCTI, CTpYKTYpi, QyHKuisgx Ta
XapaxTepl poOOTH.

10. Iloromxeny EIIK BiamoBigHOro nepxasHoro apxiBy ab6o EK opramy
YIIpaBNIHHS OCBITOI0O HOMEHKJIATYPY CIIPaB 3aTBEPIIKYE KEPIBHUK 3aKIIafy.

11. Hampukiami poxy HOMEHKIaTypa CIpaB 3aKpHBAaEThCS IMICYMKOBHM
34IIMCOM IIPO KaTeropii Ta KUIBKICTh CIIPaB, 3aBEISHUX Y BiIIOBIIHOMY POIII.

12. HomeHxkiiaTrypa crpaB IopokKy (He misHime 20 rpyaHs) YTOYHIOETHCS,
3aTBEPIKYETLCA KEPIBHUKOM 3aKJIaZy Ta BBOJAMTHECA B Air0 3 01 ClyHs HACTYIIHOTO

POKY.
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V1. ®opmyBanHa cnpas, 30epiranHs JOKYMEHTIB

1. ®opMyBanHs copaB — IpPYINyBaHHS BHKOHAHUX HOKYMEHTIB y CIIPaBU
BIZIMOBIAHO 1O HOMEHKIIATYPH CIPaB.

2. ®opMmyBaHHSA CHpaB 3akiany 3O1MCHIOETHCS 3 JOTPUMAHHAM BUMOT IIpaBui
oprasizaiii JiJIJOBOACTBA T4 apX1BHOI'0 30epiradHs JOKYMEHTIB.

3. Hakasu 3 OCHOBHOI HISIJIBHOCTI 3aKJIany, aiMIHICTPATHBHO-TOCIIONAPChKUX,
KaJpOBUX IIUTAHb Ta PYXY YYHIB/BUXOBAHIIB IPYNYIOTbCSI B PI3HI CIOPaBH Y
XPOHOJIOTIYHOMY IIOPSAAKY BIAMOBIIHO 10 iX BHAIB Ta CTPOKIB 30epIraHus.

4. JloKyMeHTH, 3aTBep/KeH1 HaKa3oM KepIBHUKA 3aKJafy, € HOAATKaMH OO
HBOTO 1 I'PYIIYIOTHCS PA30M 13 IIUM PO3NOPSIINM JOKYMEHTOM.

5. JIucryBaHHS TIpPYIYETHCS 3a 3MICTOM 1 KOpPECHOHAEHTCBKOIO O3HAKOK Ta
CUCTEMATU3YETHCA B XPOHOIOTTYHOMY MOPAIKY: JOKYMEHT-BIAMNOBIAL PO3MIIYETLCS
38 JOKYMEHTOM-3aIIHTOM.

6. AndapiTHa KHUra y4HIB/BUXOBAHIIB, XXypHaJIHd TPYIH IIOJOBKEHOrO IHS,
OONIKY IPONYINEHUX 1 3aMIHEHUX YPOKIB, KHUTH 00JIIKY Ta BUAAYl CBiJOLITB 1 JONATKIB
0 CBIOOLTB IIpo 0a3zoBy 3aralbHy CeEPEHIO OCBITY, aTECTATIB Ta IOIATKIB JO
aTeCTaTiB IpO IIOBHY 3arajbHy CEepelHIO OCBITY, 30JIOTHX Mejaneili «3a BHCOKI
NOCATHEHHS y HaB4YaHHI» Ta CpIOHMX Meganeit «3a JOCATHEHHS y HaBYaHHI»
IPOLIHYPOBYIOTECS, @ CTOPIHKH HYMEPYIOThCS. Ha ocTanHii CTOpiHII XKypHaNy/KHUIH
pPOOUTBCS 3allUC NPO KIJBKICTh CTOPIHOK Y XKYPHANL/KHM31, IO MiAMHCYE KepiBHUK
3axiany. Ilianuc kepiBHMKA CKPIILTIOETHCS IIEYATKOKO 3aKIany (3a HasgBHOCTI).

7. Y pa3l norpebu 3a pIIMIEHHSAIM IeJaroriyHoi pagd y 3akiagl MOXYTh
CTBOPIOBATUCA Ta BECTHCH IHUI JXKypHaiaH (KypHal IPaKTHYHOI'O IICHXO0JIOTa,
COLIANILHOTO IIearora TOMIO ).

VIl. ExciepTu3a IHHOCTI JOKYMEHTIB.
Iopsinox miAroOTOBKH cNpaB A0 NepeJaHHs AJA apXiBHOro 36epiranuga

l. Excneprusa LIHHOCTI AOKYMEHTIB Ta IOPSOOK IIATOTOBKH CIIpPaB Mo
epeaHHs 4jIs apXiBHOIo 30epiranHs 311 CHIOI0THCS Ha migcTaBl ITpaBun opranizantil
IUIOBOZCTBA Ta apXiBHOIO 30epiranHs JOKYMEHTIB.

CremianpHl BHMOTM OO €KCIEPTH3W I[IHHOCTI MJOKYMEHTIB Ta MOPAOKY
MIOATOTOBKH CIIPaB A0 IlepedaHHs sl apXiBHOTO 30epiraHHs 3akiany nependadeHi
niero [HCcTpyKIiero.

2. Jlns opra”izamii Ta IPOBENEHHS EKCIEPTH3H IIIHHOCTI JOKYMEHTIB, IIO
YTBOPUWINCS ¥ AUIOBOICTBI 3aKjamy, Ta ITOJaHHS PE3YJbTATIB €KCIEPTH3H IIHHOCTI
nokymeHTiB Ha posruix EIIK pepxasnoro apxisy (EK apxiBHOro Blamury pailOHHOI
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JiepxaBHOI aaMinicTpaili abo Mickkol pann) yrBoproerbest EK 3axmany. CTBopenns
EK Ta opramizamis ii podoTm 3mifCHIOIOTBCS BimIOBimHO X0 MocTaHoBH Kabinery
Minictpis Ykpainum Big 08 ceprs 2007 poky Ne 1004 «IIpo poBeneHHS eKCIIePTH3H
IIHHOCTI JOKYMEHTIB» Ta Haka3zy MiHnicTepcra 1ocTuuii Yipaiuu Bizg 19 depsHs
2013 poxy Ne 1227/5 «Ilpo 3arBepmxeHHsST THIIOBOTO IOJOXEHHS IIPO EKCIEPTHY
KOMICIIO JEPXKABHOTO OpraHy, OpraHy MiCLIEBOTO CaMOBDSIYBAHHsS, JIEPHKABHOIO i
KOMYHAIBHOTO IINPUEMCTBA, YCTAHOBM Ta OpraHizamii», 3apeecTpoBaHOro B
MiuictepcTsi rocTiuii Ykpainu 25 yepsusa 2013 poky 3a Ne 1062/23594.

Cian EK Tta monoxeHHs npo Hel 3aTBepIXYIOTECS HAaKa3oM KepiBHHKA
3aknany. l'omoBoro EK mpu3snavyaeTscst onmH i3 3acTYyIHHKIB KEpIBHMKA 3aKiany,
cexpeTapeM — ocoba, BIANOBINaNbHA 32 JOKYMEHTH, 10 [iIAraroTh 30epiranyio Ta
epeJaHHIO B apXiB.

o cknany EK 3aknany 3a X 3romoro MoxyTb BXOTHTH PEACTABHAKH apXiBHUX
YCTaHOB, OpraHy BHIOOrO pIBHA (BIANOBINHOIO OpraHy YIpPaBliHHS OCBITOO),
METONUYHUX EeHTPIB, NpodeciiiHNX CIIIIoK, iX 00’ enHaHb.

3. CrpaBu noCTIHHOTO Ta TPHBAJIOTO (monax 10 pokiB) 30epiraHHs mepenaroThes
Ha 36ep1raHHH 0co0l, BIOIOBiNANBHIA 3a apxis, 32 ONHCAMH, m;o CKJIAal0ThCS
0c00aMH, BIATIOBINAIEHEMM 32 (hODM VR At e i i o o e s
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7. 3Benenmit onuc TpuBasoro (moxaxn 10 pokis) 30epiragHs CKIaAaETHCS Y TPHOX
NpUMIPHHUKaX. Jl0 HBOTO BKIIFOUAIOTHCS TAKOXK CIIPABH, SIK1 32 HOMEHKJIATYPOIO CIIPaB
MalOTh CTPOK 30epiraHHs «mo JikBimamii 3aknaxy». [licas cxsamenns EK 3aknamy
NPUMIPHUKH OIIMCY HanpaBiAlOThCA Ha cxBalleHHs EK oprany ympaBiiHHS OCBIiTOIO.
Ilicnig moBepHEHHS BCIX NPUMIPHUKIB ONMCY HOro 3aTBEpIDKYE KepiBHUK 3aKjany.
Ilepimuift IpuMIpHUK OonUCy 30epiracThbcs B 3aKiafl SK HEHOTOPKAHWM, APYrHH — €
poOOYMM 1 BHUKOPUCTOBYETBCA MJIsI IIOTOYHOTO IIOIIYKY CIIpaB, TPETI MOXKE
HaJCUJIATHCS JJISI KOHTPOJIKO BIANIOBIAHOMY OpraHy yIpaBilHHS OCBITOIO.

8. Onuc crpas 3 KaApOBUX MHTAaHb CKJIAZAETHCA Y 3aKiajl, SKUMH:
e jokepenom popmyBaHHI HAD — y TppoX NpHMIpHHKAX;
He € mxepenoM popMmyBanHa HAD — y 1BoxX npuMIpHHKaX.

9. 3aroyioBxu ClipaB OIINCY 3 KaJpOBHUX IIMTAaHb CHCTCMATHUIYIOTBCA 34

HOMIHAJIBHOK O3HaKowO (TpYIyBaHHS B ONHY CHpPaBy JOKYMEHTIB OJHOTO BHIY) VY
TaKif IMOCIIIAOBHOCTI:

HaKa3¥ KepIBHUKA 3aKJIaly 3 KaIpOBUX ITMTAHb;

HaKa3| KEpIBHHUKA 3aKIaay 3 PYXY YUYHIB/BUXOBAHIIIB,

00JIIKOB1 JOKYMEHTH;

CITUCKH Y4YH1B/BUXOBAHIIB (an(aBiTHa KHUTa YYHIB/BUXOBAHNIB);

JKypHaIU peecTpanii Haka3iB 3 KaJpOBUX ITHTAHb;

0co0OB1 CIpaBy NPailiBHUKIB;

KOHTPAKTH, TPYIOB1 JIOTOBOPH;

OyXranrepcbki TOKyMeHTH (0COOOBI paxyHKH 13 3apoOiTHOI IuaTH, B pasi ix
BLACYTHOCTI — PO3pPaxyHKOBI BIIOMOCTI 13 3apILJIATH);

JIOKYMEHTH IIpO Tapu@ikalito (tapudikaniiini BiqoMocTi (CIIHUCKH));

JOKYMEHTH OPO IIPOBEASHHS Aep)KaBHOI aTecTarii;

KHHUTU OOJIIKY 1 BUAA4l CBIMOITB Ta AOAATKIB JO CBITOINTB NP0 6a30BY 3arajibHy
CepelHIO OCBITY; 8TECTaTIB Ta NOAATKIB A0 aTE€CTaTiB IIPO IIOBHY 3aralbHY CEPEIHIO
OCBITY, 30JI0THX Mexnaleil «3a BUCOKi JOCATHEHHs y HaBYaHHI» Ta cpibHUX Mepmaneii
«3a TOCATHEHHS Yy HaBYaHHI»;

JOKYMEHTH IIpO HellaCH1 BUNAaAKH (aKTH, IPOTOKOJH, BUCHOBKH, JKYPHAIIHN );

KypHaIU peecTtpalii ocid, HOTEePIUINX Bl HEMACHUX BUIIAIKIB;

KypHanIu oOJIKY pyXY TPYZAOBHX KHIDKOK Ta BKIIAZOK 0 HUX;

XKypHaJ peecTpalili HakasiB 3 pyXy YUHIB/BEXOBAHIIIB;

He3aTpeOyBaHi 0COOUCTI JOKYMEHTH IPALiBHUKIB (TPYAOBI KHHMKKH).

10. OcoboB1 cripaBU BHOCSITHCA IO OIMHCY 32 POKOM 3BIIBHEHHS IpalliBHUKA i
CHCTEMAaTH3YIOTHCS 34 IPI3BUINAMHU 3BUIBHEHHUX IIPAL[IBHUKIB B aJI(PaBITHOMY MOPAAKY.

11. 3BeneH1 onucH Crpas nocTiHoro, Tpusauoro (mouan 10 poxis) 36epiranus,
3 KaJpOBUX IIUTaHb Ta aKT IIPO BHIYYCHHS AJII 3HULIECHHS HOKYMEHTIB, HE BHECEHMX
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no HA® (mani — akT Xpo BRIYUYESHHS IJIs 3HUILEHHS JOKYMEHTIB), po3riggaoTecs EK
3aKJIay OJJHOYACHO.

12. 3aknan, mo € mxepenoM dbopmyBanHs HA®, onucu clpas HOCTIHHOrO
30epiraHHs Ta 3 KaJpOoBHX IUTAHb pa3oM 3 aKTaMH IIPO BHIYYEHHS A 3HUIIEHHA
NOKYMeHTIB Inicia cxBaieHHs 1X EK 3axknany nmozae Ha po3rign EIIK BiamioBigHOro
IePKaBHOTO apXIBY.

13. 3aknan, mo He € mxepenoM dpopmyBanas HAD, onucH crpas 3 KaapOBUX
[IUTAHb PA30OM 3 AKTAMU PO BUJIYUYCHHS IJI 3HUIICHHS JOKYMEHTIB IIICIIS CXBaJIEHHA
ix EK zakmany nmomae Ha posriang EK apxXiBHOro BIAAIIY pallOHHOI Jep)KaBHOI
anMiHicTpali adbo apx1BHOro BIAALLY MICEKOi panu. OuucH cupasB TPUBAIOTo (IIOHA
10 pokiB) 30epiranns micis cxBateHHs EK zaxknany nomarotrecs Ha posrisa EK oprany
YIIPABIIHHS OCBITOXO.

14. Iloromxkeni (CXBajieH1) akTH IIPO BUIYYEHHS ISl SHUIICHHSA TOKYMEHTIB, He
BHEeCEHUX 10 HA®, 3aTBepIKYIOTHCA KEPIBHUKOM 3aKjIafy.

15. Ilicna 3aTBepiKeHHSA aKTa NpO BHIYYEHHS JUIS 3HUIIEHHS HOKYMEHTIB
3aKJIa]] Ma€ [IPaBO 3HULIATH JOKYMEHTH.

16. KepiBHuUK 3axnany 3000B’sA3aHU 3a0e3neunTH 30epekeHHs TOKYMEHTIB, a
Y pasl BKIXOYEHH 3aKiany JI0 CIIHCKY IOpUAUYHMX ocib — jxepen Gopmysanusg HAD
I11CIIs 3aK1IHYEHHSA BCTAHOBIIEHHX IPAHUMYHUX CTPOKIB 1X 30epiraHus B HEOMY 3aKJIax]
— 3a0€e3IeYUTH NepeqaHHs] NOKYMEHTIB IS IOCTIHHOro 30epiraHHs A0 BiANOBIIHOI
JIEPKABHOI apXIBHOI YCTAHOBH YM apXiBHOTO BIAALTY MiCHKOI paji.

['eHepanbHUYN HUPEKTOP }-
OUpEKTOpaTy JOLIKIIBHOL
Ta HIK1IJIBHOI OCBITH A. O. OcMONIOBCEKUH




Hopatox 1

10 IHCTpYKIIT 3 A1TOBOJICTBA Y
3aKJ1a/1ax 3arajlbHoOl cepeHbOl
OCBITH

(myHKT 3 posminy II)

BUMOTI'H

0 ogopMiIeHHsI JOKYMEHTIB, III0 BHIOTOBJIAIOTHCH
3a JONOMOI'0I0 KOMII’IOTE€PHOT TEXHIKH

1. Jlig IOpykyBaHHS TeKCTIB CHIYy)XOOBHX JIOKYMEHTIB BHKOPHCTOBYETHCS
rapHiTypa Times New Roman, mpudt ~ posmipom 12-14 npykapCbKuX NyHKTIB.
Jl03BONIIETECS BUKOPHCTOBYBATH MpUBT po3MmipoM 8-12 npyKapChKHX IYHKTIB IS
IPYKyBaHHs peKBI13uTy «lIpisBulnle BUKOHABLA i HOMeEp iforo TenedoHy», BUHOCOK,
[IOSCHIOBAIbHHUX HANKCIB [0 OKpPeMHX €JIEMEHTIB TEeKCTy MOKyMeHTa abo iioro
PEKBI3HTIB TOIO.

111x 9ac ApyKyBaHHS 3aroNoBKiB J03BOIISETHCS BUKOPHCTOBYBATH HAIliBXKHUPHUIA
IPUPT (mpsMuit abo Kypcus).

2. Texer moxymenTiB Ha manmepi Qopmary A4 (210 x 297 wminiMeTpis)
pEKOMEH/I0OBaHO JpYKYBaTH yepes 1-1,5 MDKpAnKoBoro iHTepBany, a Gopmary A5 (210
x 148 mMinMeTpiB) — yepe3 1 MDKpAAKOBHI iHTEpBAI.

JOKYMEHTH IOBUHHI MaTH Taki o (MiTiMeTpiB):

30 — niBe;

10 — npase;

2() — BEpXHE Ta HUKHE.

PexBI3uTH NOKyMeHTa (KpiM TEKCTy), AKi CKIAZAlOThCA 3 KiNbKOX DPAIKIB,
JpYyKYyroTbCs d4epe3 1 MDKpsaaxoBuii iHTepBan. CKiIajoBi YaCTHHHM pEKBIi3HTIB
«Anpecat», «['pud 3ateepmxends», «I pud TOromKeHHS BIOOKPEMITIOIOTECH OJUH
BLI OJTHOIO 4epes 1,5 MIKpIIKOBOro iBTepBaty.

PexBI3UTH NOKyMeHTa BiIOKpEeMIIOIOTBCS OAHMH Bifl ONHOTO dYepes
1,5- 3 MDKpSIKOBHX IHTEPBAIIM.

3. HasBa BHIy OKyMEHTa JIPYKY€ETHCS BEIMKMMH JTiTEPaMH.

4. Posmmdpysanns nigmucy B pexsisuti «Iliamuc» ApykyeTscs Ha piBHi
OCTAHHBOTO PANKA Ha3BH ITOCAIIH.

5. He poOuthes BimcTynm Bim Mexi JiBoro mois miIs pekBi3uTiB «Jlara
[IOKYMEHTa», «3arojloBOK 10 TeKCTy gokyMeHTa», « Texct» (6e3 ab3amis), «BimMiTka
po HAasBHICTH JMOAATKiB», «IIpisBHllle BHKOHaBIS i HOMEp Horo TenxehoHYY,
HaMMEHYBaHHs nocamd y peksisutax «llimmuey» ta «[pud moromkeHHS», HAHCY
«3rigfgo 3 oOpUriHanomM», a Takok cliB «CIIVXAJINy, «BACTYITIUJIN»,
«YXBAJINIIy, «<HAKA3VYIO».

6. 3a HagBHOCTI KINBKOX TpHGIB 3aTBEPIDKEHHS 1 ITOTOMKEHHS BOHH
PO3MILIYIOTHCSA HA ONHOMY PiBHi BepTHKANLHUMH paakamu. Ilepimuit rpud — Big Mexi
JIIBOTO IIONS, APYTHH — depes 104 miniMeTpH Bim Mexi niBoro moss.




[IpomompxeHHs noparxa 1

7. IIix yac odopmineHHs NOKYMEHTIB Ha ABOX 1 Oinble cropinkax apyra Ta
HACcTYIIH1 CTOPIHKHM MaloTh OyTH NNpoHyMepoBaHi. [lepina cTopinka He HyMepY€eThCS.

8. TekCTH NOKYMEHTIB IOCTIHHOIO 30epiraHHs IPYKYIOThCSI HAa OJHOMY OOIL
apkyma. JIOKyMEHTH 13 CTPOKOM 30epiranHs IO 5 poKiB MOXKHA JPYKyBaTH Ha
JIMIIFOBOMY 1 3BOPOTHOMY OOIIl apKyIa.




JlomaTok 2

00 IHCTPYKIIl 3 1JIOBOJICTBA Y
3aKJIaax 3arajibHOl CepeqHbOl
OCBITH

(nyHKT 4 po3giny II)

IEPEJIIK

NOKYMEHTIB, Ha IKHX HIAMHC MOCAA0BOI 0COOH 3aCBIAIYETHCH BIIOHTKOM
NeYaATKH 3aKAATY

1. AKTH (BHKOHAHHA poOIT, CHOHCAaHHA MaTeplaJibHUX IIHHOCTEH,
(DIHAHCOBUX INEPEBIPOK, BUIYUEHHS [OKYMEHTIB MJIsi 3HULUCHHS, IepelaBaHHs
CIIpaB TOILO).

2. Joslaxku (IIpo BHUKOpHUCTaHHS OIOMKETHUX ACHTHYBAHb Ha 3apoOliTHY
1J1aTy, HapaxyBaHHA 13 3apoOITHOI IIJIATH TOIIO).

3. Horosopu (Upo MarepialbHy BIANOBINANBHICTE, HAYKOBO-TEXHIYHE
CILIBPOOITHMLTBO, IApSAOU, OPEHAY NMPHMilleHb, BAKOHAHHS POOIT TOIIO).

4. JIokyMeHTH (JOBIAKHU, IIOCBIJYEHHS TOILO), INO 3aCBIOYYIOTH Npasa
IPOMAJIAH 1 IOPHAUYIHHUX OCi0.

5. JopydyenHns Ha onepxaHHSA TOBApHO-MATEpialbHUX IIHHOCTEI.

6. 3aBHaHHs (Ha NPOEKTYBAHHA OO'€KTIB, TEXHIYHWX CIIOPYJ, KaIliTalbHE
OyXIBHUIITBO, TEXHIYH] TOIIO).

7. 3pa3ky BIOOUTKIB II€YaTOK 1 IIANKMCIB IPaIliBHUKIB, SIKi MAIOTh IIPaBO
3M1ACHIOBATY (PIHAHCOBO-TOCIIONAPCHKI onepailii.

8. Komropuc BuTpar (Ha KaJbKYJIALIIO 33 JOTOBOPOM, Ha KaIliTaJIbHE
OYIIBHHIITBO TOIIO).

O. Jlmctu rapanTiiiHi (Ha BUKOHaHHS poOIT, HaTaHHS MOCHIYT TOIIO).

10. Onucu cripaB nocriiHoro, Tpupanoro (monay 10 pokiB) 30epiranus, 3
KaapOBHUX ITHTAHb.

11. IllltaTHi po3OHUCH.

12. TpyZ0oB1 KHHXKH.




Jonarok 3

10 IHCTpyKIil 3 A1MOBOACTBA ¥
3aKJIaziax 3arajbHOl CepeaHbOI
OCBITH

(tyHKT 6 posainy IV)

IHEPEJIIK

AOKYMEHTIB, II0 He¢ MiAJIAraTh peccrpanii creniajbHo
NPH3HAYEHOIO ANH HbOI'0 0C00010

I'padixy, HapAny, 3asIBKU, PO3HAPAIKH.

3BeNeHHd Ta indopMallis, Haxicnani 1o BigoMa.

HagsuanpH1 Inany, ocBiTHI nporpamu (KoIrii).

PexknamHi MOBITOMJICHHS, IUIAKaTH, [pOrpaMu Hapaja, KoHdepeHUii

-l

TOIIIO.

. Hopmu BuTpar MaTepiainis.

BitansHi nucty 1 3anpolneyns.

JpyxoBaHl BUaHHA (KHUTH, XYPHAIM, OIONETEH]).
MicsuH1, KBapTalbHi, IIBPiUHi 3BITH.

. DOpMH CTAaTHCTHYHOI 3BITHOCTI.

10. HJorosopmn.
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Homatox 4

no Iacrpykuii 3 HIJIOBOACTBA ¥
3aKifagax 3arajibHol CepeIHbol
OCBITH

(myHKT 6 po3gury IV)

PeeccTpauiiiHNi sKypHAJ HaKa3iB KepIBHHKA 3aKJIaay

Peectpamiiinnit | Jlara Hakazy 3aroJIOBOK HakKaszy IIpi3BuILe, p13BHILE, [IpamiTKH
IHACKC (HOMED) 1HII{I AN 1HII[1AJTH
HakKa3y IpalliBHHKA, Ha BIJITOBINAJIHO1
SKOTO MOKJIaICHU I ocoou
KOHTPOJIb 34 (BIANOBIAAILHHX
BUKOHAHHS HaKa3y 0cC10)
1 2 3 4 5 6




