MHOI'O>KEHO 3ATBEPI)KEHO
pillIeHHSI MeJATOTiYHOI pagu HAKAa3 3aKJIay OCBITH
(mporoxou Ne3 Bin 29.10.2021p.) Bix 30.11.2021p. Ne222

THCTPYKUIA
3 nijI0BoACTBA y JIITHHCHKOMY ONIOPHOMY 3aKJIA/i 3araJibHOL
cepeauboi ocBiTH I-III ctynmeniB Nel

I. 3arajapHi MoJI0KEeHHA

1. s ImcTpykmisi BCTaHOBIIOE 3arajbHi BHMOTH IIONO JOKYMEHTYBAaHHS YIPaBIiHCHKOI
iHpopMalii Ta oprasizauii poOOTH 3 TOKYMEHTaMH Y 3aKJia/li OCBITH.

2. JloTpuMaHHS BHMOT MIOJO TOPSAAKY BEACHHS JOKYMEHTYBAaHHS, BCTAHOBICHHX III€I0
[HCTpYKILi€EIO, € 000B’I3KOBUM JUIs BCIX MPALIIBHUKIB 3aKJIAY.

3. Opranizamiss JIUTOBOJICTBa 1 KOHTPOJb 32 CBOEYACHHM PO3IISAIOM Ta TMPOXOIKCHHSIM
JOKYMEHTIB Yy 3aKJIa/i 3iHCHIOIOTHCS BiAMOBIIATHHOI 0CO00I0 3aCTYIMHUKAMHU JUPEKTOPa 3aKIIay,
3aBigyBauaMu QU1 Ta iX 3aCTYITHUKAaMU, CEKpeTap-IpyKapKaMu 3aKJiaiy.

4. CTBOpEHHS €JIEKTPOHHUX JOKYMEHTIB 3/1HCHIOEThCS BiAMOBIIHO A0 3akoHIiB Ykpainu «IIpo
€JIEKTPOHHI JOKYMEHTH Ta eNEKTPOHHUHN JOKYMEHTO00Ir», «IIpo enexrponnuii nundpoBuii miamucy,
Hakazy MiHnictepcTtBa toctumii  Ykpainu Big 11 gucromama 2014 poky Ne  1886/5 «Ilpo
3arBepmkeHHs [lopsaaky poOOTH 3 €IeKTPOHHUMH JOKYMEHTAMH Y JUTIOBOJCTBI Ta X MIATOTOBKHU 10
nepeaBaHHsl Ha apxiBHe 30epiraHHs», 3apeecTpoBaHoro B MiHicTepcTBi roctuiii Ykpainu 11
muctonaaa 2014 poky 3a Ne 1421/26198.

5. B 3aknaai MOXyTb CTBOPIOBATUCS JOKYMEHTH TUMYacoBOro (10 10 pokiB BKJIIOUHO) CTPOKY
30epiraHHsi JMIIE B €NEKTPOHHIA (opMi 3a YMOBM HASBHOCTI BIANOBIIHOTO TEXHIYHOTO
3a0e3MeUeHHs 3 ypaxyBaHHSIM BUMOT 3aKOHOJIABCTBA YKpaiHu Ta 1i€i [HCTpyKIii.

6. Ilopsmox opranizamii AiIOBOACTBA 3a 3BEPHEHHSMU TPOMASIH, 3alUTaMH Ha IyOJIiduHY
iHpopmaLito BU3HauaeTbcs 3akoHaMu Ykpainu «[Ipo 3BepueHHs Tpomansny, «IIpo moctym 10
myoigHOT 1HpOpMaITiiy».

7. Y 3akiani AUTOBOJCTBO 3IIHCHIOETHCS JCPKABHOK MOBOKO. JIOKYMEHTH CKIIQJAlOThCs
JIeP’)KaBHOKO MOBOIO, KPIM BHITAJIKiB, Iepe10aueHNX 3aKOHOIaBCTBOM PO MOBH B YKpaiHi.

JIOKyMEHTH, SIKi Ha/ICHJIAIOThCS IHO3EMHUM ajipecaram, oQOpPMITIOIOTHCS YKPATHCHKOIO MOBOIO,
a0b0 MOBOIO JIep)KaBU-a/Ipecara, ado OHIE0 3 MOB MI>)KHAPOTHOTO CIIKYBaHHSI.

8. Crpokm 30epiraHHsi JOKYMEHTIB, IO CTBOPIOIOTBCS IIiJI 4Yac MisUIBHOCTI 3aKiamy,
BH3HAYAIOTHCSl HakazoM MiHicTepcTBa tocTuIlii Ykpainu Bix 12 kBiTHsa 2012 poky Ne 578/5 «Ilpo
3arBepmkeHHs [lepeniky TUMOBHUX JOKYMEHTIB, IO CTBOPIOIOTHCS i Yac AisTBHOCTI JEpyKaBHUX
OpraHiB Ta OpPraHiB MiCLIEBOTO CaMOBPSAYBaHHS, IHIIMX YCTaHOB, IIJANPHEMCTB Ta OpraHi3amii, i3
3a3HAYCHHSIM CTPOKIB 30€epiraHHs JOKYMEHTIBY, 3apEECTPOBAaHUM y MiHICTEPCTBI rOCTHUIIIT YKpaiHU
17 xBiTHs 2012 poky 3a Ne 571/20884 (31 3MiHaMu).
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I1. 3aranbHi BUMOTH 10 CTBOPEHHS, 0(pOPMIICHHS TA JOKYMEHTYBAHHS
ylpasiiHcbKOI iHpopmaii

1. JlokyMeHTyBaHHsl yHOpaBIiHChKOI iH(pOpMaLii 3aKiaLy MOJsArae y CTBOPEHHI JTIOKYMEHTIB, 1110
CTIPSIMOBaHI Ha BUPIIICHHS YIPABIIHCHKUX PIIICHb.

2. HaszBa Buay NOKyMeHTa (Haka3, MPOTOKOJ, JIOTIOBiJIHA 3alHCKa TOIIO) MAa€ BiIMOBiAATH
Ha3BaM, nependadeHnM po3aiioM 3 JlepkaBHOTO Kiacudikaropa ymnpaBiiHChKOI gokymenTanii K
010-98, 3arBepmKxeHoro Haka3zoM JlepkaBHOTO KOMITETY YKpaiHU MO CTaHAapTH3aIlil, METPOJIOTii Ta
ceprudikamii Bix 31 rpyaas 1998 poxy Ne 1024 (31 3mMinamu).

OdopmileHHST PEKBI3UTIB  OPraHi3alliiHO-PO3MOPSAIYOl  JIOKyMEHTalii Ta TOpsAIoK ix
po3rairyBaHHs MaloTh Bijgnosinaru HamionaneHoMy cranmapty Yipainu «/lepkaBHa yHiikoBaHa
cucTeMa JIoKyMeHTalii. YHipikoBaHa cucTeMa opraHizamiitHO-po3mopsauoi fokymeHTalli. Bumoru
no odopmmoBanHs gokymeHTiB. JACTY 4163-2003», 3arBepkeHoMy HakazoM Jlep)kaBHOTO
KOoMiTeTy YKpaiHM 3 MUTaHb TEXHIYHOTO PETYIIOBAHHS Ta CHOXHUBYOI MOMiTHKH Bif 07 kBiTHs 2003
poxy Ne 55 (mani - ICTY).

3. OpraHizamiifHO-pO3MOps T4l JOKYMEHTH O()OPMITIOIOTECS Ha OJIAHKAX, IO BUTOTOBISIOTHCS
3rigHo 3 BuMmoramu JICTY Ta i€l [ncTpykiii.

V 3akiaji MOKyTh BUKOPHCTOBYBATUCS TaKi OJIAHKU JTOKYMEHTIB:

3arajbHUI ONaHK JJi1 CTBOPEHHS PI3HUX BHJIIB JTOKyMEHTIB (0e3 3a3HaueHHs y OJlaHKy Ha3BU
BHJly JOKYMEHTAQ);

OJIaHK JIUCTA;
ONaHK HaKa3y.

Bumorn 10 odopMIIeHHS JOKYMEHTIB, IO BUTOTOBIISIFOTHCS 32 JOIOMOTOK0 KOMIT IOTEPHOT
TexHiku, HaBeneHo B Jlogatky 1 mo miei [HCTpyKii.

4. TlocamoBi 0coOM MIANMUCYIOTh JTOKYMEHTH B MEXaxX CBOIX IOBHOBa)X€Hb, BHU3HAYCHUX
3aKOHOJIABCTBOM YKpaiHH, CTaTyTOM 3aKJajay, MOCAJAOBUMH 1HCTPYKIISIMU, HAKA30M PO PO3MOILI
000B’sI3KIB MK KEPIBHUKOM 3aKJIay Ta HOTo 3aCTyMHUKAMH TOILIO.

Binbutkom mnewatku 3aknany (3a HasBHOCTI) 3acBIYYIOTh MIJANHC I[OCag0BOi ocoOu Ha
JOKYMEHTaxX 13 MUTaHb OpraHizaiiifHoi Ta (IHAHCOBO-TOCIOAAPCHKOI MiSIIBHOCTI 3a MEeperikoM
JOKYMEHTIB, Ha SKHX MIiJMKC IOCAT0BOi OCOOM 3aCBIMYYETHCS BIIOUTKOM TICYATKH 3aKIay,
HaBeneHuM y Jlogatky 2 no miei [HcTpykiii.

BinOuTok meyarku CTaBUTHCS Tak, 00 BiH OXOTUIIOBAB OCTaHHI KUTbKA JITEp HaAMEHYBaHHS
rmocajid ocoOu, sika MmiAmucana JOKyMEeHT, ajlie He MIMKIC M0caa0Boi 0coOu, a00 MPOCTABISETHCS HA
OKpEeMO BUALIEHOMY JJIsl ITLOTO MicCIIi 3 BiIMITKOIO «M. TLy.

5. 3akyiaj MOKe 3acBIUyBaTH KOIMIi JIMIE THX JIOKYMEHTIB, IO CTBOPIOIOTHCS B HbOMY, a
TaKOX Yy BUIAKaX, NepeadadyeHnx B ab3alli IpyromMmy 1bOTo MyHKTY.

VY pasi miAroTOBKM JOKYMEHTIB ISl HAaJaHHS CYIIOBUM OpraHam, IiJi 4ac BHPIIICHHS MUTaHb
I0A0 TPUUHATTS TPOMAASIH HAa poOOTY, HABYAHHSA, 3aCBIMYCHHS iX TPYAOBUX Ta IHIIUX MpaB y
B3a€MOBIIHOCHHAX 13 3aKJIaZOM, a TaKoX Tia 4yac (opMyBaHHS OCOOOBHX CHpaB TMpAIiBHHUKIB
3aKja] MOKE BUTOTOBJISATH KOMii JOKYMEHTIB, BUJAQHUX 1HIIMMH yCTaHOBaMH (KOIMii JTOKYMEHTIB
PO OCBITY TOIIO).

Binmitka «Komisi» mpocTaBisieThCsl Ha JTUILOBOMY 001l y BEpXHHOMY NPABOMY KYTKY MEPILIOTO
apKyIia JIOKyMEHTa.
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Kormii Haka3iB, IHIINX JOKyMEHTIB 3aCBiIUy€ KepiBHUK 3aKJIay.

6. YV pa3i norpeOu TNpPOBEACHHS OI[IHKK JOLUIHBHOCTI CTBOPEHHS JOKyMEHTa, HOro
OOI'PYHTOBAHOCTI Ta BiAMOBIAHOCTI 3aKOHOIABCTBY 3/11HCHIOETHCS MOTOKEHHS JOKYMEHTA.

[ToromkeHHss JOKYMEHTIB MOXeE 3[IMCHIOBaTHCS IIOCAJOBUMH Oco0aMu 3akiamy, sKi
BINOBITHO 1O iX KOMIIETEHLIi BHPIMIYIOTh NHTaHHS, MOPYIIEHI B JOKYMEHTI (BHYTpPILIHE
MTOTO/IPKEHHS ), @ TAKOXK 3alHTEPECOBAHUMH YCTaHOBAMH (30BHIIIIHE TTOTOKEHHS).

[ToromkeHHs: TOKYMEHTIB 3[IHCHIOETHCS BIAIOBITHO O BUMOT Haka3y MiHicTepcTBa FOCTHUIT
Vkpaiau Bix 18 uepBusa 2015 poky Ne 1000/5 «IIpo 3arBepmxenns [IpaBuit opranizaiii i710BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB y JIep’KaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBpSyBaHH:,
Ha MINPUEMCTBAX, B YCTAaHOBAX 1 Oprafizalmisx», 3apeecTpoBaHOro y MiHICTepCTBI FOCTHUINT
Vkpaian 22 yepBHs 2015 poky 3a No 736/27181 (mami - IlpaBuma opranizamii IiJIOBOJICTBA Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB).

I'pud moromkeHHss poO3MINIYIOTh HIKYe pekBizutTy «lligmucy. BiH ckiamaeThcs 31 cioBa
I[NIOI'O/IPKEHO (6e3 namok), Ha3BM mocaad ocoOu, sKa TMOTOMKYye HOKYMEHT (pa3oMm 3
HallMEHYBAaHHSM 3aKjiajy), HANKCY, 1HiIiany(iB) 1 Ipi3BULIA, JaTH MOTOKEHHS.

7. 3aTBepKEHHS YNPaBIIHCHKUX JOKYMEHTIB 31MCHIOETHCS OCOOMCTO KEPIBHHKOM 3aKIJIaay
BIJIMOBIAHO /10 MOro MOBHOBa)XK€Hb a00 PO3MOPSAYMM JOKYMEHTOM 3aKjady 13 3a3HAu€HHSM Ha
TOKyMeHTI rpuda 3aTBepKeHHs, 0(pOPMIIEHOTO BiIMOBIAHUM YUHOM.

[Topsimox 3aTBep/KEHHsS JIOKYMEHTIB 3/1MCHIOETbCA BiAnoBigHO 10 [IpaBun opranizamii
JIIOBOJICTBA Ta apXiBHOTO 30epiraHHs IOKyMEHTIB.

I'pud 3arBepmxenns ckmamaerbest 31 cinoBa 3ATBEPJKYIO (6e3 mamok), Ha3Bu mocaiw,
MiAnKCYy, iHimiany(iB) i mpi3BUIa 0COOH, KA 3aTBEpANIa TOKYMEHT, 1aTH 3aTBEPIKEHHSI.

VY pa3i 3aTBep/UKEHHS JOKYMEHTa pIIIEHHSM KOJIETiaJlbHOTO OpraHy rpu¢ 3aTBepiKEeHHS
cknanaetscst 31 cinoBa 3ATBEP/DKEHO (6Ge3 mamok), Ha3Bu, Jatd 1 HOMepa JIOKyMEHTa Yy
HA3UBHOMY BiJIMiHKY.

II1. Oco6uBi BUMOI'H 10 CKJIAJAHHA IeIKUX BUIAIB TOKYMEHTIB

1. Hakaz - po3nopsmumii JOKYMEHT, SKHH BHJA€ KEPIBHUK 3aKiagy Ha IpaBax
€IMHOHAYAILHOCTI Ta B MeKaxX CBO€I KOMIIETEHIlI, 00O0B’SI3KOBHMH 11 BUKOHAHHS IIiIETTINMHU.
Haka3u BUIAIOTBCS 3 OCHOBHOI JiSUTBHOCTI, aJMIHICTPaTHBHO-TOCTIONAPCHKUX, KaIPOBHX IHUTAaHb
3aKiajy, a TAaKOXK PyXy YUHIB.

Haka3u 3 OCHOBHOT HisUIBHOCTI, aaMIHICTPATUBHO-TOCIIOIAPCHKHUX, KaIpPOBUX IMUTaHb, PYXY
YUHIB/BUXOBAHLIB MiJIHCYIOTbCS KEPIBHUKOM 3aKiagy, a 3a HMOro BiACYTHOCTI - 0CO0O0, sKa
BUKOHY€E HOTO 000B’SI3KH, Ta PEECTPYIOTHCS B XKypHAJIaX peecTpallil HakasiB.

[Ticna mignucaHHs Haka3y 3MiHM 10 HbOTO BHOCSATHCS JIMIIE HUISXOM BHJIAHHS HOBOTO Hakasy
PO BHECEHHS 3MiH.

Haxka3z oopmittoeTscst Ha 61aHKy HaKasy 3aKiafy.

3MICT HaKa3zy CTHCIIO BUKJIAJAETHCS B 3ar0OJIOBKY, SIKUW MMOYMHAETHCS 3 TpuiiMeHHuKa «IIpo» Ta
CKJIAaJa€ThCs 3@ JONMOMOroro  BijgaieciiBHoro iMmeHHuka («IIpo 3arBepmxkenHs...», «lIpo
CTBOPEHHSI...») a00 iMmeHHuKa («IIpo miACyMKH...»).

TekcT Haka3y 3 OCHOBHOI [iSIBHOCTI, aMIHICTPAaTUBHO-TOCIONAPCHKUX IMUTaHb Ta PYXY
YYHIB/BUXOBAHIIIB CKJIAJIAETHCS 3 JIBOX YACTHH - KOHCTATYIOUO1 (MpeamMOyiIu) i po3mopsIaoi.
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VY KOHCTaTyIOYiil YacTHHI 3a3HAYa€ThCS TMi/ICTaBa, OOTPYHTYBaHHS ab00 MeTa BUJAHHS HAKa3y.
Posnopsigua wactuHa Hakazy nmounHaeThes 13 cioBa « HAKA3VYIO», ke nIpyKyeThest 3 HOBOTO psijiKa
BEJTMKMMU JliTepamMu 0e3 BiICTYIy Bif JIIBOTO IMOJIA 1 JIAMOK, MIiCJIS YOTO CTaBUTHCS ABOKpAIKa.

Sxmo Haka3 BHUIAETHCS HaA MIACTaBl 1HIIOTO PO3MOPSAYOrO JTOKYMEHTA, Y KOHCTATYHOUid
YaCTHHI 3a3HAYAIOTHCS Ha3Ba BUIY I[bOTO JOKYMEHTA, MOT0 aBTOp, AaTa, HOMEP Ta 3ar0JI0BOK.

Haxasu HymMepyroTbCsl B MOPAAKY 1X BUJAHHS B MEXaxX KaJIE€HAapHOTO POKY; HaKa3 3 OCHOBHOT
JISUTBHOCTI, PyXy YYHIB/BUXOBAHIIB, aJIMiHICTPATHBHO-TOCHOAAPCHKUX, KaJPOBUX MUTaHb MAaIOTh
OKpeMy TIOPSIKOBY HyMepallifo. 3 METOK PO3PI3HEHHS Ipyll HaKa3iB J0 PEECTPAIIHHOTO 1HICKCY
Haka3zy uepes aedic 101aeThes JiTepHa BiAMITKA:

HaKa3M 3 aIMiHICTPATUBHO-TOCIIOAAPCHKUX MUTAHb - Ne 1-ar;
HaKa3M 3 KaJIpOBUX MMUTaHb TPUBAJIOTO TEPMiHy 30epiranus - Ne 1-k;
Haka3u mpo 3apoOiTHy miaty - Ne 1-3m;

HaKa3W MPO HAJaHHS MIOPIYHUX OCHOBHHUX BIJIITYCTOK Ta BIJIYCTOK Yy 3B’SI3KYy 3 HaBUAHHSIM
MpaIiBHUKIB(1HIINUX BIAMyCTOK) - Ne 1-B;

HaKa3¥ Mpo BiAPAHKEHHS MpaiBHUKIB - Ne 1-B;
HaKa3y 3 pyxXy Y4HIB/BUXOBaHIIB - Ne 1-y.

2. IIpoToKOI - JOKYMEHT, Y sIKoMy (DIKCYEThCSI epeOir BEICHHsI 3aciiaHb, YXBAJICHHS pIIIEHb
JOpaJuMMU Ta KOJIeTiaTbHUMH OpraHaMH, KOMiCisIMH TOILIO.

[IpoTokonu 3aciilaHb MEAAroriYyHOi pajad, IHIIMX JOpaAuuX Ta KOJIETialbHUX OpraHiB
CKJIaIal0ThCA B CTUCHIN Qopmi. Y MpOTOKOIi, CKIaJeHOMY B CTHCIHINA (opMi, (HIKCYIOTHCS JIHILE
NpUKAHATI piteHHs 0e3 aeranizanii mepediry 00roBOpeHHs MUTaHHS.

VY pasi morpebu 3a pilIeHHAM 3arajdbHUX 300piB (KOH(EpeHIlii) KOJIEKTHBY POTOKOIU
3araJibHUX 300piB (KOH(]EpeHIlii) KOJIEKTUBY MOXKYTh CKIIaIaTHCA y MOBHIH (opmi.

Hymepariis mpoToKoIliB 3acijaHb IEAaroridyHoi paad BENEThCS B MEXKax HABYAJIBHOTO POKY,
MIPOTOKOJIIB BUOOPHUX OPTaHiB - y MEXax iX MOBHOBAXEHb.

HymMmepariiss TpOTOKOJIB BEIEThCS OKPEMO 3a KOXXHOK TPYIOK TPOTOKOJIB 3acijiaHb
BIJIMOBIHOTO KOJIETiaJIbHOTO OpPTaHy.

3. JlaToro MpOTOKOIY € JlaTa MPOBEICHHS 3aCiTaHHS.

3aroioBOK 10 TEKCTy NPOTOKOIY Mae€ BigoOpakaru BHUJ 3acimaHHs (Hapanma, 300pw,
KoH(]epeHIlis Tolo) abo KoJeriaabHOi MisAIbHOCTI (KoMicis, paaa, 300opu, poboda rpyma Toumio) i
BKJIFOYATH HA3BY BUJIY JIOKYMCHTA.

Texct ITPOTOKOJTY CKIANAETHCS 31 BCTyr[HO.f Ta OCHOBHOI YaCTHH.

VY BCTynHi# YacTHHI IPOTOKOJY 3a3HAYa0THCS MPI3BUIIA Ta 1HIL1AJIU FOJI0BH a00 rOJIOBYHOYOTO
Ha 3aciJjaHHi, 300pax TOIIo, CeKpeTaps, 3aNpPOIICHUX, a TAKOXK MPUCYTHIX 0CiO.

V pa3i notpebu 3a pillieHHSIM BIANOBIIHOTO OpraHy y CIIUCKY IPUCYTHIX 3a3HAYAOThCS 10CAIU
3anpoieHnx ocidé Ta HalilMeHyBaHHsS YCTaHOB. SIKIO KiNbKICTh MPUCYTHIX mepeBuinye 15 ociO,
3a3HAYA€ThCA iX 3arajgbHa KUIBKICTb.

4. BerynHa yacTMHA MICTUTh MOPSAJOK JEHHUH: MEPeiK pO3VIAHYTHX Ha 3aciflaHHI MUTaHb.
[opsimok AeHHU MOJAETHCS HATPHUKIHIN BCTYITHOT YaCTHHH.



CnoBa «llopsiok JeHHMIT» JAPYKYIOTBCS BIJT MEXKI JIIBOTO TOJS, MICIAS HHUX CTaBUTHCS
nBokpanka. KokHe THMTaHHS HyMEpyeThCs apaOCbkuMu 1mUdpamMu 1 JAPYKyeTbCs 3 ab3airy.
@dopMyBaHHS TUTaHb Y TOPSAIKY TEHHOMY MOYMHAETHCS 3 IpuiiMeHHuKa «IIpoy.

5. OcHOBHa 4YacTHHa MPOTOKOJIY CKJIQJA€ThCS 3 PO3JUIIB, SIKI MAIOTh BIAMOBIIATH ITYHKTaM
MOPSAIKY IeHHOTO. Po3/1imu HyMepyIoThCsl apaOChKuMu U pamu i OyIyrOThCs 32 TAKOIO CXEMOIO:

tst ctuciiol hopmu mpotokoiB: «CJIITYXAJIN - YXBAJIWIIN»;
st moBHOT popmu mpotokoniB: «CIITYXAJIN - BUCTYIINIIN - YXBAJINJIN».

[Ticna cnoBa «CIIYXAJIM» 3 HOBOTO psijika 3a3HA4arOThCs MpPI3BHINE Ta iHimianu (iHima
iMEH1) KOJ)KHOTO JIOTIOB1 1a4a.

VY noBHil ¢opmi nporokony micis cioBa « BUCTYIINIIN» ¢ikcyroTbest BACTYIH THUX 0OCi0, sIKi
B3sUIM y4acTh B OOTOBOpPEHHI JOMOBiAl (MUTAaHHS MOPAAKY JIeHHOro). Buctynu odopmiroroTses B
MPOTOKOJI1 13 3a3HAYEHHSAM IOCaJl, MPI3BUI Ta 1HiMiamMB (iHiIianxy), IMEH JAO0IMOBIIa4iB y HA3UBHOMY
BIIMIHKY, BUKJIAJICHHSAM 3MICTY BUCTYIly a00 MUTAaHHS, BIANOBIl HA HHOTO.

6. TexcTu BUCTYMIB y MPOTOKOJII BUKJIAAAIOTHCS B/l TPETHOT 0COOU OJTHUHH.

Tekct abo Te3w MOMOBiMI, OPOPMIIEHI SK OKpeMi IJOKYMEHTH, JO TEKCTY MPOTOKOIY He
BKJTFOYArOTHCS. [licist BioMOCTel Mpo JT0MOBIaua CTABUTHCS TUPE 1 3a3HA4a€ThCs « TEKCT T0TIOBIII
JOJAETHCS IO TPOTOKOITY .

[Ticna cnoBa «YXBAJIMJINY» dikcyeTbess TPUAHATE PIlIEHHS 3 OOTOBOPIOBAHOTO IMHUTAHHS
MOPSAZIKY JEHHOTO, SIKe Mae BKIIOYATH CKJIAJOBi, 110 BIAMOBINAIOTh HA TakKi MUTAHHS: KOMY, IO
3pOOUTH 1 B SIKHI CTPOK.

VY pa3si K0 TpURMAETHCS PIICHHS PO CXBAJICHHS, MOTOKEHHSI, 3aTBEPIKCHHS JOKYMEHTA,
KU 0OTOBOPIOBABCS HA 3aciJlaHHi, el JOKYMEHT JOMA€THCS JI0 MPOTOKOITY. 32 HASBHOCTI 1HITUX
JIOKYMEHTIB, 10 PO3IVISIAIKNCS Ha 3acijaHH] Ta (haKT 0OTOBOPEHHS sIKUX OyJ10 3a(hiKCOBAaHO B TEKCTI
MIPOTOKOJIY, BOHHM HYMEpYIOThCS apaOChKUMHU LuppaMu. Y BIJNOBIIHUX IYHKTaX MPOTOKOIY
MIPOCTABIISAIOTHCS MTOCWIIAHHS Ha IIi IOJIATKH.

[TpoTokon migmucye TOJOBYIOUMHA Ha 3acCifjaHHI KOJETiaJdbHOTo (JI0Opaavoro) OpraHy Ta
cekperap (3a HassBHOCTI). [IpoTOKOI 3acimanh KOMICIH MiAMUCYIOTh YC1 WIEHHU KOMICIi.

7. Jluctu ckiIagaroThes 3 METOK0 OOMiHY 1H(OPMALII€I0 MIXK 3aKJIaJIOM Ta OpraHaMu Jep:KaBHOL
BIIQJM, OpraHaMH MICIIEBOTO CaMOBpsIyBaHHS, iX TOCATOBUMHU 1 CIIyKOOBUMH 0OcCOOaMH,
3aKJIajlaMu, YCTAaHOBaMHM, OPTaHi3alisiMU Ta IHIIUMU (I3UYHUMU 1 FOPUTUIHUMH 0CO0aMHU.

bnanku nucra MaroTh Takl PeKBI3UTH:
HallMEHYBAaHHs 3aCHOBHUKA 3aKJIafy;
[IOBHE HaliMEHYBaHHS 3aKJaly BIIIOBITHO A0 YCTAaHOBYUX JJOKYMEHTIB;

JIOBIIKOBI JaHi Tpo 3akiaj (IomToBa aapeca, HOMepH TenedoHiB, (akciB, paxyHKiB y OaHKY,
aJipecy eJIEKTPOHHOI MOMITH TOIIIO).

PekBizuTu Jmcra: gara, peecTpaiiHuil iHACKC, MMOCUIAHHS Ha PEECTPAIMHUN 1HIIEKC 1 aTy
JOKyMEHTa, Ha SKHW HAJTA€ThCs BIAMOBINB (32 MOTpeOH), ajapecar, 3arojOoBOK JIO TEKCTY, TEKCT,
BIIMITKa PO HASIBHICTH JOJATKIB (32 MOTpeOu), MiANUC, BIIMITKA PO BUKOHABIIS.

JlaToro nucTa € jgata WOro MiANUCaHHA, sSKa Mae 30irarucs 13 JaTor peecTpallii BUXiITHOI
KOPECITOH ICHII].



TekcT JaucTa BHKIAAETHCS Bij MEPIIOi 0COOM MHOXHHH 3 BUKOPUCTAHHSM CIIIB: «IIPOCHUMO
MOBIIOMHUTH....», «PO3’ICHIOEMO, IIIO...».

3a3BUuail y JIMCTI MOPYLIY€ETHCS OHE MUTAHHS.

8. AKT - JIOKyMEHT, CKJIaJeHUH Tpynor oci0 [is 3acBiAYEHHS BCTaHOBJICHHX (akTiB abo
mofiid. AKTH 0OPMITIOIOTECS 332 pe3yiabTaTaMu PeBi3ii (iHAHCOBO-TOCTIOAAPCHKOI AISUTBHOCTI, ITiJT
yac npuiMaHHA-TIepe/laBaHHs CIPaB, CIMCAHHS MaifHa TOIIIO.

Jlaroro akta € jara Moro cKyajeHHs.
TekcT akTa CKIaa€Thes 31 BCTYMHOT Ta KOHCTATyI0uO01 YaCTHH.

VY BCTYIHINM YaCTHHI 3a3HAYAIOTHCA MIJCTABU IS CKIIAJaHHS aKTa Ta Ha3WBAIOTHCS 0COOH, SIKI
CKJIaJIH aKT abo Oyiu MPUCYTHI IPU I[LOMY.

VY KOHCTaTyrouil 4YacTHHI BUKIAJAIOThCS CyThb, 3aBJaHHs, XapakTep BHMKOHAHOI poOoTH,
BCTaHOBJIEHI (paKTH, MPOINO3ullii Ta BUCHOBKU. KoHcTaTyroua yacTMHa MoOxxe o(opmiIroBaTucs y
BUTVISLII TAOMHUII.

Y KIiHII TEKCTy aKTa 3alucyroThCsl JlaHl TpO KUIBKICTh TNPUMIPHUKIB akTa Ta iX
MICIIE3HAXOKEHHSI.

AKT NiOUCYIOTh yci 0co0u, siKi Opaiiu y4acTh y HOro CKiIa/laHHi.

Oco0a, ska Mae 3ayBak€HHS /10 3MICTYy aKTa, HIAMNKHCYE HOro 1 BUKJIAJA€ CBOIO JYMKY Ha
OKpEMOMY apKyIlli, SIKHi T0Ja€ThCs A0 aKTa.

IV. PeecTpanist 1J0KyMeHTIiB

1. JlokymeHTH B 3aKiajl pPEECTPYIOThCS IIEHTPAII30BAaHO HE3AICKHO BIJ Crocody ix
CTBOPEHHS, OJICp)KaHHs YU BIITBOPEHHs. Y 3aKjaJli MOXKe 3aCTOCOBYBATHCS aBTOMaTH30BaHa Gopma
peecTpalii JOKyMEHTIB 3 BUKOPUCTAHHIM CHEIIabHUX KOMIT FOTEPHUX MIPOTpaMm.

2. Peectpallisi JOKyMEHTIB 3/iHCHIOETHCS BianoBiaHO A0 [IpaBun opranizamii AiToBoACTBa Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB.

3. Peectpartiisi JOKyMEHTIB MPOBOAUTHCA 3 METOIO 3a0e3MedeHHs iX 00Ky, KOHTPOJIO 3a
BUKOHAHHIM 1 ONEPaTUBHUM BUKOPHUCTAHHIM iH(pOpMALi Ta MoyiArae y BeJeHHI 3anKcy 00IIKOBHX
JAHUX TPO JTOKYMEHT, IKUM (DIKCYEThCs (DAKT CTBOPEHHS, BIAMPABIECHHS a00 OTpUMaHHS JOKYMEHTA
IUIIXOM TIPOCTABJICHHS Ha HbOMY PEECTPALIHHOTO 1HAEKCY 13 3aliCcOM Yy BIAMOBIIHUX JKypHAlax
(6a3ax aBTOMATH30BaHUX CHCTEM) peecTpallii HeoOXiTHUX BiIOMOCTEH PO JOKYMCHT.

4. Peectpariii mijuisraioTh BXigHI, BUXIJHI Ta BHYTPIIIHI JOKYMEHTH (AOBIJIKH, JOMOBIIHI
3aITUCKH, 3asiBH, IPOTOKOJIM 3aCiIaHb MEJaroriayHuX pajl, KOMIiCii TOIIO).

5. JIOKyMeHTH peecTpyIOThCs JIUIIEe OAWH pa3: BXiJIHI - Y JIeHb HAJAXOMKEHHS a0o0 HE Mi3Hile
HACTYITHOTO po0OOYOro JHS, SIKIIO JOKYMEHT HAJIWIIOB y HEpoOOYMi Yac, CTBOPIOBAaHI - y JICHb
MiMCcanHs a00 3aTBEPIKCHHS.

6. JlokymMeHTH, sIKi HAIXOIATh A0 3aKJIaly, PEECTPYIOThCS B KYPHAJ BXiAHOT KOPECITOHICHIIIT,
Ti, IO BIANPABIAIOTHCS,- Y KypHaJl BUXIHUX JTOKYMEHTIB, BHYTPIIIHI - Y JKypHaIl BHYTPIIIHIX
JIOKYMEHTIB, HaKa3H1 - y )KypHaJax peecTpallii Haka3is.

[lepenik AOKyMEHTIB, IO HE MiANATalOTh peecTpauii HaBeaeHo y Jomatky 3 mo wmiei
IHCcTpyKLii.
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®opMy peecTpaliifHOro KypHally Haka3iB AMPEKTOpa 3akiany HaeneHo y Jlomarky 4 o miei
[HCTpYKIIIi.

7. JIOKyMEHTH PeeCTPYIOThCS 3a IpylaMu 3aJie)KHO BiJ HA3BHW BUIY, aBTOpa Ta 3micTy. OKpemo
PEECTPYIOTHCS:

BXIIHI IOKyMEHTH;

HaKa3’ 3 OCHOBHOI JisIJILHOCTI;

HaKa3| 3 pyXy Y4YHIB/BUXOBaHIIIB;

HAaKa3| 3 aIMiHICTPATUBHO-TOCTIOAPCHKUX MUTAHb;

HaKa3M 3 KaJIpOBUX MUTaHb TPUBAJIOTO 30epiraHHs;

HAaKa3® 3 KaIPOBUX MUTaHh THMYACOBOTO CTPOKY 30epiranHs;

BHYTPIIIHI JOKyMEHTHU (TPOTOKOIH, MOBIIKH, MIOIMOBIAHI, MOSCHIOBAJIbHI 3alHCKH, 3asSBU
MPAIiBHUKIB TOIIO);

OyXraiaTepchbKi JOKYMEHTH;
3BEPHEHHS TPOMAJISIH, Y TOMY YHCIII 0aThKiB 200 3aKOHHUX MPEICTABHUKIB YUHIB;
3amUTH Ha MyOniyHy iHpOpMAaIiio.

8. JloKkyMeHTH, W0 TMepeNarThCcs EJIEKTPOHHOK TIONITOK Y CKaHOBaHIW ¢opmi 0e3
€JIEKTPOHHOTO IU(POBOTO MiJIMTUCY, PEECTPYIOTHCS OKPEMO BiJ] IHITUX JOKYMEHTIB 13 3a3HAYCHHSIM
€JIEKTPOHHOI a/IpeCH BiNIpaBHUKA Ta aJipecara.

9. Ilix wac peectparii TOKyMEHTa HAJA€THCSI YMOBHE TO3HAUEHHS - PEECTpAIiHUN 1HAEKC.
CknasoBl  YacTMHHM  PEECTPAIIMHOTO  1HAEKCY JOKyMEHTa (KpiM 3BEpHEHb TPOMAJISH)
BIJJOKPEMIIIOIOTHCS OIHA BiJl OJTHOI TPABOOIYHOIO MOXUIIOI PUCKOIO.

10. Jlns BXiTHUX JOKYMEHTIB PEECTpAIliiHUN 1HIECKC CKIAJAETHCS 3 MOPSJIKOBOTO HOMEpA Ta
1HIEKCY CIpaBU 32 HOMEHKJIATYPOIO CIIPaB.

11. 'V BuXiIHOTO Ta BHYTPINIHBOTO (32 BUHATKOM HaKa3iB, IPOTOKOJIB) JIOKyMEHTa
peecTpaiiiHuil 1HAEKC CKIaNa€eThCs 13 1HAEKCY CIIPaBU 3a HOMEHKIIATYPOIO CIPaB Ta MOPSAKOBOTO
HOMEpa JIOKYMEHTa y MEKaX POKY.

V. CkjalaHHsl HOMEHKJIATYPHU CIPaB

1. Homenkmarypa cmpaB - 0OOB’SI3KOBHU [Jisi 3aKJiaJy CHCTEMAaTU30BaHUW MeEpeNiK Has3B
(3aroJIoBKiB) CITpaB, Mo (POPMYIOTHCS 13 3a3HAYCHHSIM CTPOKIB 30epiraHHs CIpaB.

2. HomeHknarypa cnpaB CTBOPIOETHCS 3 METOK BCTAHOBJICHHS B 3aKJIal €IMHOTO MOPSAKY
(dbopmyBaHHS cripaB, 3a0e3MeUYeHHs iX 00Ky, OMepaTUuBHOTO MOUIYKY AOKYMEHTIB 3a iX 3MICTOM i
BUJIOM, BH3HAYEHHS CTPOKIB 30epiraHHs cHpaB 1 € OCHOBOIO Uil CKJIAQJaHHSA OITUCIB CHpaB
nocTiHOro Ta Tpusajoro (moHax 10 pokiB) 30epiraHHs, a TaKOX A7 OOMNIKY CIIPaB TUMYacOBOTO
(1o 10 pokiB BKJIIOYHO) 30epiraHHsl.

3. CknamanHs Ta OQOpPMIICHHS HOMEHKJIATYpH CIpaB 3IHCHIOETHCS BIAMOBITHO O
BuMoT maBu 1 posainy IV IIpaBun opranizaiii 1ijI0BOJICTBA Ta apXiBHOTO 30epiraHHs.

4. HoMmeHkaTypa CHpaB 3aKJIaay poO3pOoOJSeTbCs JUPEKTOPOM 3aKjany, WOro 3acTylHUKAMHU,
3aBigyBauaMu QuIiil Ta MpU HEOOX1AHOCTI THIIMMH MTPALliIBHUKAMU 3aKJIay.
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5. Homenkiarypa crnpaB yXBalllOE€ThCS eKCIepTHOIO Komiciero (mami - EK) 3akmanmy, sika
CTBOPIOETHCST HAKA30M JIUPEKTOPA.

6. Homenknarypa cripaB 3akiiafy Iiijisrae MOTOKCHHIO 3 BiAIOBIIHUM JIEPKaBHUM apXiBOM
a00 OpraHOM yNIpPaBIIIHHS OCBITOIO OJMH pa3 Ha IT’ATh POKiB a00 HEBIJIKIAIHO B pa3i ICTOTHUX 3MiH
y hopmi BacHOCTI, CTPYKTYpi, PyHKIISIX Ta XapakTepi poOoTH.

7. Toromkeny EK BigmoBigHOoro nepskaBHoro apxiBy abo EK oprany ympaBiiHHS OCBITOIO
HOMEHKJIaTypy CIPaB 3aTBEP/KY€E KEPIBHUK 3aKIay.

8. HanpukiHili poKy HOMEHKJIATypa CIIpaB 3aKpHUBAETHCS IMJICYMKOBUM 3aIIMCOM IPO KaTeropii
Ta KUJIbKICTh CIPAaB, 3aBEICHUX Y BIAMOBITHOMY POIIi.

9. Homenknarypa crmpaB mopoky (He misHime 20 TpyaHs) YTOYHIOETHCS, 3aTBEPIKYETHCS
KEpIBHUKOM 3aKJIaJy Ta BBOAUTHCS B Ait0 3 01 CIUHA HACTYIIHOTO POKY.

VI. ®opMyBaHHH CNIPaB, 30epiraHHs JOKYMeHTIiB

1. ®opmyBaHHS CIIpaB - TpyIyBaHHS BHKOHAaHUX JOKYMEHTIB y CHpaBU BIAMOBIAHO IO
HOMEHKJIaTypH CIIPAB.

2. @opMyBaHHS CHpaB 3akiany 3IIACHIOETHCS 3 JOTpUMaHHsAM BHMOT [IpaBun opranizarii
JIIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKyMEHTIB.

3. Haka3zu 3 OCHOBHOI MJiSUTBHOCTI 3aKJIajny, aJMIHICTPAaTHBHO-TOCIIOAAPCHKUX, KaJAPOBUX
NUTaHb Ta PyXy YYHIB/BUXOBAaHIIB TPYHYIOTbCS B Pi3HI CHPaBU y XPOHOJOTIYHOMY HOPSJIKY
BIJIMTOBIHO J0 iX BHJIIB T CTPOKIB 30€piraHHs.

4. JlIokyMeHTH, 3aTBEP/KEHI HAKa30M JUPEKTOpa 3aKiIaLy, € JOAATKAMH JI0 HbOTO 1 IPYIyIOThCS
Pa3oM i3 M PO3MOPSTINM JTOKYMEHTOM.

5. JluctyBaHHs TpymyeThCs 3@ 3MICTOM 1 KOPECTIOHIEHTCHKOIO 03HAKOIO Ta CUCTEMATH3YEThCS B
XPOHOJIOTIYHOMY TOPSIIIKY: JOKYMEHT-BIIMIOBIIb PO3MIIIYETHCS 32 JOKYMEHTOM-3aITUTOM.

6. AndaBiTHa KHUTa YYHIB/BUXOBAHIIB, XXYPHAJIU TIPyNU TOAOBKEHOIO [JHs, OOMIKY
MPONYIICHUX 1 3aMiHEHHUX YPOKIB, KHUTH OOJIIKYy Ta BHJadi CBIZOUTB 1 JOAATKIB 10 CBIAOLTB PO
1oBHY (0a30By) 3arajbHy CEpEIHIO OCBITY, 30JIOTHX MeAaIel «3a BHCOKI JOCITHCHHs Y HaBYaHH1»
Ta CpiOHMX Menajnel «3a JOCATHEHHS Yy HaBYaHHI» MPOLIHYPOBYIOTHCS, & CTOPIHKH HYMEPYIOThCH.
Ha ocranHiil cTOpiHII KypHAJIy/KHUTH POOUTHCS 3aIlUC MPO KUIBKICTh CTOPIHOK y KYpHaJI1/KHU31,
10 MiANKUCY€E KepiBHUK 3akiany. [lifnuc kepiBHUKA CKPIMTIOETHCS MEYaTKOI0 3aKIay.

7. Y pa3l norpeOu 3a pILICHHSIM IEJaroriyHoi paau y 3akiaJl MOXYTb CTBOPIOBATHCS Ta
BECTHCS 1HIII XKypHAIN (KypHAJI NPAaKTHYHOTO NICHXO0JIOTa, COIiajIbHOTO TEAarora Toulo).

VII. Excniepru3a niHHOCTi J0OKyMeHTiB. Ilopsaok miAroroBKu cnpas 10
NepefaHHs I apXiBHOIO 30epiraHnus

1. Excreprusa WiHHOCTI JOKYMEHTIB Ta MOPSAOK MiATOTOBKH CIpPaB 10 MEpeJaHHs I
apXiBHOTO 30epiraHHs 3I1MCHIOIOTHCS Ha mijacTaBi [IpaBun opranizamii J1710BOJACTBA Ta apXiBHOTO
30epiraHHs JOKyMEHTIB.
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CriertianbHi BUMOTH JI0 €KCIEPTU3H IIHHOCTI JOKYMEHTIB Ta MOPSIKY IIATOTOBKH CIIPaB IO
TepeaHHs I apXiBHOTO 30epiraHHs 3akiaay rnepeadadeHi mieto [HecTpykitiero.

2. Jlna opranizamii Ta NPOBEICHHS EKCHEPTH3U I[IHHOCTI JAOKYMEHTIB, IO YTBOPWJIHCS Y
JIJIOBOJICTBI 3aKjaay, Ta MOJAHHS PE3yJIbTaTiB €KCIEePTU3H IIHHOCTI JOKYMEHTIB Ha po3rsig EK
apxiBHOTO BiIJITYy pailoHHOI aepxaBHOI agmiHicTpanii yTBoproeTbesi EK 3aknany. CrBopenns EK
Ta opraizamis ii poOOTH 3MIMCHIOIOTHCS BIAMOBIAHO A0 moctanoBu Kabinety MiHicTpiB Ykpainu
Bix 08 ceprast 2007 poky Ne 1004 «IIpo mpoBeneHHsI €KCIEPTU3H MIHHOCTI JIOKYMEHTIBY» Ta HaKa3y
Minicrepctsa toctuuii Ykpainu Big 19 uepBus 2013 poky Ne 1227/5 «Ilpo 3arBepmxenns Tunosoro
MOJIOKEHHSI TIPO EKCIIEPTHY KOMICIIO JIep)KaBHOTO OpraHy, OpraHy MICIIEBOTO CaMOBPSIyBaHHS,
JEP’)KaBHOTO 1 KOMYHAQJIBHOTO TIJNPUEMCTBA, YCTaHOBM Ta OpraHi3alii», 3apeecTpOBaHOTO B
Minicrepcetsi roctumii Ykpainu 25 gepas 2013 poky 3a Ne 1062/23594.

Cxian EK Ta nonokeHHs po Hei 3aTBEp/KYIOTHCSI HaKa30M KepiBHHKa 3akiany. [omosoro EK
MIPU3HAYAETHCS OJUH 13 3aCTYNHHUKIB KEepiBHHKA 3aKJIady, ceKpeTapeM - ocoba, BiAMOBiagbHa 32
JIOKYMEHTH, IO MiIATal0Th 30€pIiraHHIO Ta MEePEIaHHIO B apXiB.

Jo ckmany EK 3akmamy 3a iX 3rofor0 MOXYTh BXOAWTH TPEICTAaBHUKU apXiBHUX YCTAHOB,
OpraHy BHWIIOTO piBHSA (BIAMOBIIHOTO OpraHy YIMPaBIiHHA OCBITOI), METOJUYHHUX IEHTPIB,
npodeciiiHuX CIIJIOK, iX 00’ €THaHb.

3. CnpaBu moctiiHOro Ta TpuBajoro (monam 10 pokiB) 30epiraHHs TEpenarOThCs Ha
30epiranHsi 0co0i, BIAMOBiNANBHIA 3a apxiB, 3a ONHCaMH, WIO CKJIQJAThCA 0colamu,
BIZMOBITAIEHUMH 32 (JOPMYBAHHS CIIPAB 3 BIIMOBITHOTO HAIIPSIMY.

[TpulHATTA KOXHOI CHpaBU 3AIMCHIOETbCS Yy MPUCYTHOCTI MpalliBHHUKA, SKUHA Iepenae
JIOKYMEHTH.

4.V KiHLI KOXHOTO MPUMIpHUKA ONMHUCY oco0a, BIAMOBIIaJIbHA 32 apXiB 3aKiajly, IPOCTABIISIE
MIUC OO0 TPUUHATTS CIpaB 3 OOOB’SI3KOBHM 3a3HAYCHHSIM KITbKOCTI (Iudpamu i CIOBaMH)
NepelaHnuX CIpaB 1 3a3HayYae JaTy.

5. Ilicns mpudHATTA copaB TOCTiHHOTO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3
KaJIpOBUX MHUTaHb 0c00a, BIAMOBiTAaIbHA 3a apXiB 3aKJiaay, Ha IiJCTaBl OMHCIB CIpaB, 3a SIKUMHU
301IICHEHO NPHUHHATTS JOKYMEHTIB, 32 BCTAaHOBJICHOIO ()OPMOIO TOTY€ PidHI PO3AUIN 3BEICHHUX
OTIHCIB CITPaB:

MOCTIHHOTO 30epiranys;
TpuBaoro (monay 10 pokiB) 30epiranHs;
3 KaJpOBHX ITHTaHb.

Oco6010, BIANOBIJAJIBHOIO 32 apXiB, CKJIAJAETbCA AaKT NP0 BUIYYECHHS JUIsl 3HUIICHHS
JOKYMEHTIB.

6. 3BeneHMil omMC cCIpaB MOCTIHHOrO 30€piraHHs CKIAJA€TbCS Yy YOTUPHOX MPUMIPHUKAX.
[licna cxBanenns EK nepkaBHOTO apXiBy Ta 3aTBEp/UKEHHS KEPIBHUKOM 3aKJIaAy OJUH HOTO
MPUMIPHUK HANpaBIAE€TbCS JCP)KaBHIM apXiBHIA yCTAaHOBI, y 30HI KOMIUIEKTYBAaHHS SIKOTO
niepeOyBae 3aknaj, IpyTruii MIPUMIPHUK 30€piraeThes K HEAOTOPKAaHUI 0C000I0, BIIIOBIIATBLHOO 32
apxiB 3aKJafdy, TPETiil, YeTBEPTUH - BUKOPUCTOBYIOTHCS Y 3aKJIaJll JJIsi HOTOYHOIO MOILIYKY CIpaB 1y
pasi ix mepeaHHs Ha MOCTIiiHEe 30epiraHHs HaJAXOAATh 10 BIIMOBIAHOI apXiBHOT YCTaHOBH.

7. 3Benenuit omuc TpuBajgoro (moHan 10 pokiB) 30epiraHHs CKIAJAETbCS Yy TPbOX
npuUMipHHUKax. J[0 HbOTO BKIIIOYAIOTHCS TAKOX CIPAaBH, K1 32 HOMEHKJIATypOIO CIPaB MarOTh CTPOK
30epiranHs «J0 JikBigamii 3axmamgy». Ilicas cxBamenns EK 3akiagy mnpuMipHHKH ONUCY
HampaBisitoTbess Ha cxBaieHHs EK oprany ympaminHs ocBiToro. [licist moBepHEHHs BCIX
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MIPUMIPHHKIB OMHCY HOTO 3aTBEPIIKY€E KepiBHUK 3akiany. [lepmuii mpuMipHUK Oonucy 30epiraeThest
B 3aKJIaJl SK HEJOTOPKAHUH, APYyTuil - € poOOYMM 1 BUKOPHCTOBYETHCS JUIS HOTOYHOTO IMOLIYKY
CIpaB, TPETii MOXe HaACUIIATUCS JUIsl KOHTPOJIIO BIJMOBITHOMY OpraHy yIpaBIliHHS OCBITOO.

8. Onuc crpaB 3 KaJpOBUX NMUTAaHb CKJIAJAETHCS Y 3aKIa/ll y TBOX MPUMIPHUKAX.

9. 3aronoBKu CIpaB OMUCY 3 KaJPOBUX MUTAaHb CUCTEMATH3YIOThCS 32 HOMIHAJIBHOIO O3HAKOIO
(TpymyBaHHS B OJJHY CTIPaBy JOKYMEHTIB OJIHOTO BH]y) Y TaKiil IIOCJIiIOBHOCTI:

HaKa3u KepiBHUKA 3aKJIaTy 3 KaAPOBHUX MHUTAHB;

HaKa3| KepiBHUKA 3aKJIay 3 pyXy Y4YHiB/BUXOBAHIIIB;

00JIIKOB1 JOKYMEHTH;

CIHUCKH YYHIB/BHXOBaHIIIB (a1aBiTHa KHUTA yUHIB/BUXOBAHIIIB);
KypHaJI peecTpallii Haka3iB 3 KaJJpOBHUX ITUTAHB;

0Cc000BI CTIpaBH MpaIliBHHUKIB;

KOHTPAKTH, TPYJIOB1 IOTOBOPH;

OyXranTepchKi JOKYMEHTH (0CO00B1 paxyHKH 13 3apoOiTHOI IJjIaTH, B pa3il iX BIACYTHOCTI -
PO3paxyHKOBI BiJIOMOCTI 13 3apIUIaTH);

JOKYMEHTH Mpo Tapudikaiiro (Tapudikaiiifai BiJOMOCTI (CIIUCKH));
JOKYMEHTH PO MPOBEICHHS IHCTUTYIIIHOTO ayuTy;

KHUTH OOMIKy 1 BHMJaul CBIOITB Ta JOOJATKIB 1O CBIAOLTB MpO MOBHY(0a30BYy) 3arajbHY
CEpEeHIO OCBITY, 30JI0TUX Mefaneil «3a BUCOKI JOCATHEHHS Yy HaBUYaHHI» Ta CpiOHMX Meaasei «3a
JOCSITHEHHS Y HAaBYaHH1»;

JOKYMEHTH PO HEIIaCHI BUMAJIKK (aKTH, IPOTOKOJIH, BUCHOBKH, )KYPHAIIN);
KypHAIU peecTpaliii ocid, HOTEPIiIUX B HEIIACHUX BUIA/IKIB;

KypHAIH OOTIKY PYXy TPYAOBHX KHHKOK Ta BKIIAJO0K JI0 HUX;

JKYpHaJI peecTpallii Haka3iB 3 pyXy yUHiB/BUXOBAHILIIB;

He3arpeOyBaHi 0COOMCTI JOKYMEHTH IMPaIliBHUKIB (TPYIOB1 KHUKKH).

10. Oco0oBi cmpaBu BHOCATBCS JO ONUCY 32 POKOM 3BUIBHEHHS TMpalliBHUKA 1
CHUCTEMAaTHU3YIOTHCSA 32 MPI3BUIIAMH 3BIIbHEHUX MPAIIBHUKIB B a1(aBITHOMY TOPSIKY.

11. 3Beneni ommcu cmpaB MOCTiHOTO, TpuBajoro (moHax 10 pokiB) 30epiranHs, 3 KaJIpoBUX
NUTaHb Ta aKT NPO BHWJIYYEHHS JUIA 3HUINEHHS JOKYMEHTIB (Jaji - aKkT IO BIIyYEHHS UL
3HUIICHHS JOKYMEeHTIB) po3minatoThest EK 3aknany onHodacHo.

12. Omnucu crpaB 3 KaJpoBUX IUTaHb Pa3oM 3 aKTaMM NP0 BWIYYEHHS JUIsl 3HHUILEHHS
JTOKyMeHTIB micns cxBaneHHs ix EK 3aknany monmae na posmisg EK apxiBHoro Bianiny paiioHHOT
nepraBHoi agmiHicTpauii. Onucu cipas Tpusasioro (noxaj 10 pokiB) 30epiraHHs Micis CXBaJECHHS
EK 3aknany nogatorbes Ha po3risa EK oprany ynpasiiHHS OCBITORO.

14. TloromkeHi (cxBaJieH1) aKTH MPO BUIYUYEHHS JUISl 3HUILIEHHS JOKYMEHTIB 3aTBEPKYIOTHCS
KEpIBHUKOM 3aKJIajy.

15. Ilicas 3aTBepIKEHHS aKTa IpPO BUJIYYEHHS Ui 3HUIICHHS JOKYMEHTIB 3aKjaj Ma€ IpaBo
3HUILUTH JOKYMEHTH.
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16. KepiBauk 3akiamay 3000B’s3aHUI 3a0e3meunTH 30€pEKECHHS JOKYMEHTIB, a y pasi
BKJIFOUCHHSI 33Ky JI0 CIUCKY FOPHAMYHUX OCi0 - mxepen GopmyBanHs HAD micis 3aKkiHUCHHS
BCTAHOBJICHUX TPAHUYHHUX CTPOKIB ix 30epiraHHs B I[bOMY 3aKJiaJi - 3a0e3MeYUuTH TMepeaaHHs
JOKYMEHTIB JUJIsl TOCTIHHOTO 30epiraHHs 1O BIAMOBIAHOT JEpXKaBHOI apXiBHOI YCTaHOBU YU
apXiBHOTO BIIJILTY MICBKOT paJiu.

[HopaTok 1
0o [HCTpyKuii 3 ginoBoacTea

BUMOI'H
10 oopMJIEHHS IOKYMEHTIB, 1110 BUTOTOBJISAKTHCS 32 J0MIOMOT 010
KOMII’IOT€PHOI TeXHIiKHU

1. lnst nipyKyBaHHS TEKCTIB CITy>KOOBUX TOKYMEHTIB BUKOPUCTOBY€EThCS TapHiTypa Times New
Roman, mpudt - pozmipom 12-14 npykapcbkux MyHKTIB. J[03BOJIS€THCS BUKOPUCTOBYBATH MIPUDT
po3mipom 8-12 npyKapchbKUX IYHKTIB JJIsl APYKyBaHHSA pekBi3uTy «[Ipi3BHIle BUKOHABIS 1 HOMED
foro teneoHy», BUHOCOK, MOSCHIOBAJbHUX HAMHUCIB O OKPEMHUX EJIIEMEHTIB TEKCTY HOKYMEHTa
a00 MOro peKBi3UTIB TOILO.

[Tlix wac npykyBaHHS 3arojOBKiB JIO3BOJIIETHCS BHKOPHCTOBYBAaTH HAMiBXKHUPHUN MpHT
(mpsimuii 200 KypCHB).

2. Tekcr nmoxymeHntiB Ha mamepi ¢opmary A4 (210 x 297 wmimiMeTpiB) peKOMEHIOBAHO
apykyBatu uepe3 1-1,5 MixpsiakoBoro intepsaiy, a popmary AS (210 x 148 minimerpiB) - uepe3 1
MDKPSIIKOBUH 1HTEpBAJI.

JIOKyMEHTH [TOBHHHI MaTu TaKi 1moJist (MUTiMeTpiB):
30 - miBe;
10 - mpase;

20 - BEpXHE Ta HUXKHE.
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PekBizuTu 1oKyMeHTa (KpiM TEKCTY), SIKi CKIIQJA0ThCS 3 KUTBKOX PSJIKIB, IPYKYIOThCS depes 1
MDKpsiIKoBUH iHTepBas. CKIIaIoBI YaCTHHU PEKBI3HUTIB «Anpecary, «I'pud 3arBepmrerss», «Ipud
MOTO/KEHHS» BIAOKPEMITIOIOTHCS OJMH Bil OMHOTO Yepe3 1,5 MIXKPSIIKOBOTO iHTEpBaIy.

PexBi3uTH 1MOKyMEHTa BIJOKPEMIIIOIOTBCS OJWH BiJ OAHOrO uepe3 1,5-3 MIKpSIKOBHUX
1HTEepBaJIN.

3. Ha3Ba Buay TOKyMEeHTa APYKYETHCS BEJIUKUMHU JIITEPAMHU.

4. PosmudpyBanHsa mianucy B pekBi3uTi «lliamucy ApyKyeTbcs Ha piBHI OCTAHHBOTO psIKa
Ha3BU [1OCA]TH.

5. He poOuThCs BiICTYII BiJl MEXI JIIBOTO TMOJIS JUIS PEKBI3UTIB «Jlara mokyMeHTa, «3aroioBOK
JI0 TEKCTy JOKyMeHTa», «Tekct» (06e3 ab3ariB), «BinmiTka mpo HasBHICTH JoAaTKiBy, «[IpizBuiie
BHUKOHABIIS 1 HOMEp ioro tenedoHy», HaiiMeHyBaHHs mocaau y pekBizutax «lligmuc» ta «pud
MOTO/DKCHHS», HANMCY «3TrigHo 3 opuriHaiom», a Takox cliB «CIIYXAJINy, « BUCTYIIUIIN»,
«YXBAJINJIN», «<HAKA3VYIO».

6. 3a HAaIBHOCTI KUTBKOX T'pr(iB 3aTBEPIHKECHHS 1 TOTOPKEHHSI BOHH PO3MILIYIOTHCS HA OJHOMY
piBHI BEepTUKAIbHUMH psakaMmu. [lepmmii rpud - Bim Mexi JBOro moss, Apyruii - depe3 104
MUTIMETPH BiJl MEXI JIIBOTO MOJIL.

7. Ilix yac oopMyIeHHS TOKYMEHTIB Ha JBOX 1 OLJIbIIE CTOPIHKAX ApPyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH IpoHyMepoBaHi. [lepiia cTopiHka HE HyMepYEThCA.

8. Tekctm HOKYMEHTIB TMOCTIHHOTO 30epiraHHs APYKYIOTBCSA Ha OIHOMY OOIll apKyIia.
JIOKyMEHTH 13 CTPOKOM 30epiraHss 710 5 poKiB MOXKHA JPYKyBaTH Ha JIUIIbOBOMY 1 3BOPOTHOMY Oo11i
apKy1ia.

[Hopatok 2
0o [HCTpykuii 3 ginoBoacTBa

INEPEJIIK
JOKYMEHTIB, HA IKUX IJAMUC 0CAA0BOI 0CO0M 3aCBIA1Y€THCH BIIOMTKOM
MEYATKHU 3aKJIATY

1. Axtu (BUKOHaHHS poOOIT, CIMCAaHHSA MarepiajJbHUX IIHHOCTEH, (IHAHCOBHX MEPEBIPOK,
BIJTYYCHHS JIOKYMEHTIB JUIsl 3HULICHHS, TIepeIaBaHHs CIIPAB TOIIIO).

2. JoBinku (Ipo BUKOPUCTAHHS OIOMKETHUX aCUTHYBaHb Ha 3apOOITHY IUIATy, HApaXxoBaHy i3
3ap00ITHOT IJIATH TOIIIO).

3. HoroBopu (mpo MarepiajibHy BIANOBIIAJIbHICTh, HAyKOBO-TEXHIYHE CHIBPOOITHUIITBO,
AR, OPSHTy TPUMILICHb, BAKOHAHHS POOIT TOIIO).

4. JIokyMeHTH (JIOBIJIKH, MMOCBIAYEHHS TOIIIO), 1[0 3aCBIAYYIOTh IpaBa rPOMAJISH 1 OPUINIHUAX
ocio.

5. Jlopy4eHHsI Ha oJiep>KaHHSI TOBAPHO-MaTepialbHUX I[IHHOCTEH.
6. 3aBmaHHs (Ha MPOEKTyBaHHSA 00’ €KTIB, TEXHIYHUX CIOPYHA, KaliTaJbHE OyIiBHUIITBO,

TEXHIYHI TOIIO).
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7. 3pa3ku BiZOWTKIB MEYATOK 1 MiANUCIB TPAIiBHUKIB, SIKI MamOTh MpPaBO 3AIHCHIOBATH
(hiHaHCOBO-TOCIIOIAPCHKI Orepaiiii.

8. Komrtoprc BuTpar (Ha KaJabKyJISIiI0 32 JOTOBOPOM, Ha KamiTajabHe OyIiBHUIITBO TOIIO).

9. JIuctu rapaHTiiiHi (Ha BUKOHAHHS POOIT, HAIaHHS MOCIYT TOIIO).

10. Onucu cripaB noctiHOrO0, TpUBasioro (monana 10 pokis) 30epiranHs, 3 KaJpOBUX MUTAHb.
11. OlTarHi po3nHcCH.

12. TpynoBi KHUKKH.

13. Hakazmn.

JopaTok 3
0o [HCTpykKuii 3 ainoBoacTBa

IHEPEJIIK
JAOKYMEHTIB, 110 He MiVIAral0Th peecTpauil creniajbHO NPU3HAYECHOI0
IJI bOT0 0C00010

1. I'padiku, Hapsiiu, 3asIBKU, PO3HAPSAKH.
. 3BeneHHs Ta iH(opMartis, HagiCIaHl 10 BigoMa.
. HaBuasnbHi 1utanm, OCBITHI TIporpamu (KOTIii).
. PexiamHi nOBiIOMJICHHS, IJIaKaTH, IPOrpaMu HapaJl, KOH(pEepeHLii Tomo.

. Hopmu BuTpar marepiasmis.

. ApyxoBaHi BUugaHHs (KHHUTH, )KypHaIu, OI0JIETEH]).

2
3
4
5
6. BiTanbHi JTUCTH 1 3aMIpOIICHHS.
7
8. MicsuHi, KBapTallbHi, MIBPI4HI 3BITH.
9

. @OopMH CTaTUCTUYHOT 3BITHOCTI.

10. Jorosopmu.
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