Komynaabnnii 3akaan «Jlineit «Makcumym» KponuBHMIBKOI MicbKOI paamn»
HAKA3

24.10.2022 Ne267/o

IIpo 3aTBepaxenus IncTpykuii
3 aioBoacrBa y K3 «Jlineu «Makcumym»
Ta CTPYKTYPHHX Hiapo3aijiax

[HCTpYKIIiS 3 AUTOBOJCTBA B KOMyHalbHOMY 3akiani «Jlimeit «Makcumym»
KponuBHuiibkoi Michkoi paam» po3poOnsieThcss Ha miacTtaBl  [HCTpykmii 3
JJIOBOJACTBA Y 3akjajaXx 3arajbHOi CEepPeIHBhOi OCBITH, 3aTBEPIKEHOI HAKa30M
MinictepcTBa OcBiTH 1 Hayku Ykpainu Big 25.06.2018p. Ne 676 ta 3 mMertoro
BCTAHOBJICHHS €IMHUX BUMOT JIO BEJCHHS JA1IOBOI JOKYMEHTAIIi1

HAKA3YIO:

1. 3arBepautu IHCTpykuio 3 autoBoactBa B K3 «Jlinelh «Makcumym» Ta
CTPYKTYPHHX MIIPO3ALIaX.

2. [Mpuznauntn Amny KOT,cexperapsi-apykapky, BiANOBITAILHOIO OCO00I0 32
Oprasizailiro JIJIOBOJICTBA 1 KOHTPOJIb 3a CBOEYACHUM PO3IVISIIOM Ta MPOXOKEHHSIM
JIOKYMEHTIB.

3. KonTponsb 3a BUKOHaHHAM [HCTPYKIIIT 3 AUIOBOACTBA 3aJIMILA0 32 COOOIO.

JAupexTop Jinero Hanis KPABYEHKO

3 Haka30M O3HaMOMJIEHA: Anma KOT



3ATBEP/IDKEHO
HakazoM «Jlimeit «Makcumym
Bix 24.10.2022p. Ne 267 /o

IncTpykuisi 3 xistoBoacTBA
y KOMYHaJbHOMY 3akiaji «Jlineit «Makcumym»
KponuBHMIBbKOI MICHKOI pajm»

[. 3aranbHi MOIOKEHHS

1. s IHCTpyKIlis BCTAHOBIIOE 3arajbHI BUMOTH IOAO JTOKYMEHTYBAaHHSI
yIpaBIiHChKOI iH(opMarliii Ta opraHizailii poOOTH 3 TOKYMEHTaMH y KOMYHaJIbHOMY
3aknani «Jlinein «Makcumym» KpomnuBHUIIBKOI MichKoi pamm» (mam — Jlinei
«Makcumym»).

2. JloTpumaHHS BUMOT TIOAO TIOPSAAKY BEACHHS JOKYMEHTYBaHHS,
BCTAHOBJICHUX L1€I0 [HCTPYKITi€IO0, € 000B'A3KOBUM.

3. JimoBoactBo B Jlinei «MakcuMmym» OpraHi3oBaHO BIAMOBITHO A0 ITiEl
[HCcTpyKIIIi, siKa po3polOiieHa Ha mijacTaBi [HCTPyKIII 3 JA1JIOBOJCTBA, 3aTBEPIHKEHOT
HakazoMm MOH Vkpaiam Big 25.06.2018p. Ne 676. IHCTpyKIliFO 3aTBEpHKEHO
Haka3oM aupekTopa Jlinew «Makcumymy.

4. Opranizamisg JIIIOBOJCTBA 1 KOHTPOJh 3a CBOE€YACHHUM pPO3IIAJIOM Ta
MPOXO/DKCHHSM ~ JTOKYMEHTIB  3IIHCHIOIOTBCS  BIMOBIAANIBHOIO  0CO00I0,  sKa
npu3HadaeTbes qupexropom Jliner «Makcumymy.

5. CrTBOpeHHS €ICKTPOHHUX JOKYMEHTIB 3IIHCHIOETHCS  BIAMOBITHO
1o 3akoHiB  Ykpainum  "[Ipo  eneKTpoHHI  JOKYMEHTH Ta  EJICKTPOHHHIM
nokymentoo0Oir", "IIpo enekrponnuit mudpoBmii mianuc", Hakazy MiHicTepcTBa
foctunii Ykpainun Big 11 nmucromama 2014 poxy N 1886/5 "Ilpo 3arBepmxeHHS
[Topsiaky poOOTH 3 €IEKTPOHHUMH JOKYMEHTaMH y I1IJIOBOACTBI Ta iX MIATOTOBKH JI0
neperaBaHHs Ha apXiBHE 30epiraHHs", 3apeecTpoBaHOro B MiHICTEPCTBI FOCTHUIIII
VYkpainu 11 nucronana 2014 poxy 3a N 1421/26198. B Jlinei «KMakcumym» MOXYTh
CTBOPIOBATHUCS JOKYMEHTH TUMYAcoBOro (710 10 poKiB BKIIOYHO) CTPOKY 30€piraHHs
JuIIe B ENeKTPOHHIM (opmi 3a yMOBM HasBHOCTI BIJIOBIJHOTO TEXHIYHOTO
3a0e3IeueHHs 3 ypaxyBaHHSIM BUMOT 3aKOHO/IAaBCTBA YKpaiHu Ta i€l [HCTpyKIii.

6. [lopsanok opranizaiii IIJIOBOJCTBA 3a 3BEPHEHHSMH I'POMAJsSH, 3alUTaMu
Ha myOnmiyHy iHGoOpMaliio BHU3HAuaeThesa 3akoHamu Ykpainu "IIpo 3BepHeHHA
rpomazasH", "Ilpo goctyn go my6mniunoi iHpopmartii".

7. Y Jlinei «MakcuMyM» IiJOBOJCTBO 3IIMCHIOETHCS JIEPKABHOK MOBOIO.
JIOKyMEHTH CKJIQJar0ThCS JIEP>KaBHOIO MOBOIO, KpIM BHMAJKiB, TependaueHux
3aKOHOAABCTBOM IPO MOBH B YKpaiHi.

JIOKyMEHTH, SIKI HAJCUJIAIOThCS 1HO3EMHHUM ajipecaraMm, O(OPMIIIOIOTHCS
YKpPaiHCBKOI0O MOBOIO, a00 MOBOKO JeprKaBH-aapecara, abo OJHIEID 3 MOB
MIXXHApPOAHOTO CIIJIKYBaHHS.

8. Ctpoku 30epiraHHs JTOKYMEHTIB, III0 CTBOPIOIOTHCS IiJl Yac JISTIbHOCTI
Jlinero «Makcumym», BU3HAYalOThCAd Haka3oM MiHiCTepcTBa IOCTUILIT YKpaiHU Bij
12 xBitHsa 2012 poky N 578/5 "IIpo 3arBepmkenHs llepeniky TUTIOBUX TOKYMEHTIB,
[0 CTBOPIOKOTHCS MiJ] Yac MIsUTbHOCTI JACP)KaBHUX OpPraHiB Ta OpPraHiB MiCIIEBOTO
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CaMOBPSyBaHHS, 1HIIUX YCTAHOB, MIANPHUEMCTB Ta OpraHi3aIlii, i3 3a3HAYCHHSIM
CTpPOKIB 30epiraHHs JOKYMEHTIB", 3apeecTpoBaHMM Yy MIiHICTEPCTBI FOCTHIIIT
VYkpainu 17 kBiTHs 2012 poky 3a N 571/20884 (31 3minamu).

II. 3aranbHi BUMOTH 0 CTBOPEHHS, O(DOPMIIEHHS Ta TOKYMEHTYBaHHS
yIPaBIIHCHKOI 1H(OpMaIlii

1. JlokyMeHTyBaHHS yrpaBiiHChKoi iHpopMarii Jlineto «MakcuMmymy mnosnsrae
y CTBOPEHHI JJOKYMEHTIB, 1110 CIPSIMOBAHI Ha BUPIIIEHHS YIPABIIHCHKUX PIllICHb.

2. Ha3zBa Buay JoKyMeHTa (Haka3, MPOTOKOJ, JIOMOBIAHA 3allMCKa TOIIO) Mae
BIIMOBIAATH Ha3BaM, mependadeHuM posauiom 3 JlepkaBHOro Kiacudikaropa
ynpasiiHcbkoi gokyMeHrtari JIK 010-98, 3arBepmkeHoro Hakazom Jlep:kaBHOTO
KOMITETy YKpaiHU MO CTaHAapTu3ailii, MeTpoisiorii Ta ceprudikamii Big 31 rpymns
1998 poxy N 1024 (31 3MiHam#).

OdopmiileHHS PEKBI3UTIB  OPraHi3aIliiHO-PO3MOPSAAY0i  JOKYMEHTalii Ta
HOPSIOK iX pO3TallyBaHHS MalOTh BiAMOBigaTH HalioHaibHOMY cTaHAapTy YKpaiHu
"JlepkaBHa  yHiikoBaHa CcHCTeMa JOKyMeHTamii. VYHipikoBaHA CcHCTEMa
OpraHiz3aliifHO-po3nopsa4oi  JOoKyMeHTamii. Bumornm 1o  odopmiiroBaHHS
nokymeHTiB. JJCTY 4163-2003", 3arBepxeHOMY Haka3oM JlepKaBHOTO KOMITETY
VYKpaiHu 3 MUTaHb TEXHIYHOTO PETYIIOBAHHS Ta CIIOKUBYOI MOMITUKU BiJ 07 KBITHSA
2003 poky N 55 (mani - ACTY).

3. OprasxizaiiitHo-po3nopsaul JTOKYMEHTH O(OpPMITIOIOThCS Ha OJIaHKax, IO
BUTOTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY Ta miei [HcTpyxkitii.

VY Jlinei « MakcuMyM» MOXYTh BUKOPUCTOBYBATHUCS TaKi OJaHKW JOKYMEHTIB:
3araJibHUN OJaHK JUIsi CTBOPECHHS PI3HMX BHUIIB JOKYMEHTIB (0€3 3a3HaYeHHS Yy
OJaHKy Ha3BH BUIY JOKYMEHTA);

OJIaHK JIUCTA;
OJaHK HakKaszy.

Bumoru 1o opopMieHHS TOKYMEHTIB, 1[0 BUTOTOBISIOTHCS 3a JOTIOMOTOIO
KOMI'FOTEPHOI TEXHIKH, HaBEJEHO B AoJaTKy 1 110 1miei [HeTpykiii.

4. TlocagoBl 0coOM MIANKMCYIOTH JOKYMEHTHM B MEKax CBOIX MOBHOBA)KEHb,
BHU3HAYEHUX 3aKOHO/IaBCTBOM YKpaiHu, craryToM Jlinei «Makcumym», NocaoBUMHU
IHCTPYKIISIMA, HaKa3oM MpoO pPoO3NoAT OOOB'SA3KIB MDK JAupekropoM Jlimei
«MakcumMym» Ta MOro 3aCTYITHUKAMH TOLLIO.

Bigoutkom mnewarku Jlinero «Makcumym» 3acBiIUYIOTH MIAMUC TOCAI0BOI
0coOM Ha JOKyMEHTaX 13 IUTaHb OpTraHizaimiiiHoi Ta (PiHAHCOBO-TOCHOIAPCHKOT
TISJIBHOCTI 32 TIEpPEeiKOM JOKYMEHTIB, Ha SKUX IMANKC IOCagoBOI 0co0u
3aCBIIUYETHCS BIAOMTKOM IMEYaTKU, HABEACHUM Yy JOAATKY 2 10 1€l [HCTpyKITii.

BigObuTok meuaTku CTaBUTHCS TaK, OO BiH OXOIUIIOBAB OCTaHHI KiJIbKa JIITEP
HallMEHYBaHHS MOCaau 0COOM, sKa ITiAnucaia JOKYMEHT, ajie He IMIMKUC IMOcaa0Boi
ocoOu, abo MPOCTABISAETHCA HA OKPEMO BUJIIJICHOMY JUIsl I[LOTO MICII 3 BiIMITKOIO
"M.IL".

5. Jline#t «Makcumym» MOXeE 3aCBIIUYBaTH KOMIi JIUILIE TUX JOKYMEHTIB, LIO0
CTBOPIOIOTBCA B HbOMY, @ TaKOXK y BHUIIAJKax, rnepeadoadyeHux B adzail Apyromy
IILOTO MTYHKTY.

VY pa3i miAroToBKM JOKYMEHTIB ISl HaJaHHS CYJIOBMM OpraHaM, IMij 4ac
BUPIIIICHHS MMUTaHb OO0 MPUHHATTS IPOMasSH Ha poOOTYy, HABYAHHS, 3aCBITUCHHSI
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iX TpyJOBHX Ta IHIIKX MPaB y B3a€EMOBIMHOCHHAX 13 JlieeM «MakcumMym», a TaKOXK
mig 9ac GopmyBaHHS 0COOOBUX cIipaB mparliBHUKIB, Jlineit «Makcumym» MoOxke
BUTOTOBJIATH KOTIi JOKYMEHTIB, BUJAHUX IHIIUMH yCTaHOBaMU (KOIIii TOKYMEHTIB
PO OCBITY TOLIO).

Bigmitka "Komis" mnpoctaBiasieThcs Ha JIMIILOBOMY OOLll Y BEPXHbOMY
IIPaBOMY KyTKY TIEPIIOTO apKyIlla JOKYMEHTA.

Komii HakasiB, IHIIMX JOKYMEHTIB 3acBIIYYy€ BIJANOBiAaJbHA oco0a 3a
oprasi3aliro JiJI0OBOJICTBA Y 3aKJali.

6. Y pasi nmoTpedbu MpoBEACHHS OLIHKU JIOIIJILHOCTI CTBOPEHHS JIOKYMEHTA,
HOro OOIPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOJABCTBY 3/IIMCHIOETHCS TIOTO/PKEHHS
JIOKYMEHTA.

[ToromkeHHsT TOKYMEHTIB MOXKe 3/1HCHIOBATUCH IMOCaA0BUMHU ocobamu Jliero
«Makcumym», sIKi BIIIIOBITHO JO X KOMIIETEHIIT BUPIITYIOTh TUTAHHS, TOPYIICHI B
JOKYMEHTI (BHYTPIIIHE TIIOTO/DKCHHS), a TaKOX 3alliKaBICHUMH YCTaHOBaMH
(30BHINITHE TTOTOKECHHS).

[ToromkeHHsT JOKYMEHTIB 3MIMCHIOETHCS BIAMOBIIHO JO BUMOT Haka3zy
MinictepctBa toctuiii Ykpainu Big 18 uepas 2015 poky N 1000/5 "Ilpo
3arBep/keHHs [lpaBuy  opraizaiii JIJIOBOJACTBA Ta apXIBHOTO 30epiraHHs
JOKYMEHTIB y JIep)KaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBPSIyBaHHS, Ha
HiJIpUEMCTBAX, B yCTaHOBAaxX 1 opraHizauisx", 3apeecTpoBaHoro y MiHiCTepCTBI
foctuii  Ykpainu 22 uepBHs 2015 poky 3a N 736/27181 (mami - IlpaBuna
oprasi3artiii 11JIOBOICTBA Ta apXiBHOTO 30epiraHHs JIOKYMEHTIB).

I'pud moromkeHHs po3MinlyroTh HWk4e pekBizuty "[ligmuc". Bin
ckimanaerbes 31 ciaoBa I[TOT'OJDKEHO (6e3 namok), Ha3BU TOcaad OCOOM, sKa
MOTOJKY€E JTOKYMEHT (pa3oM 3 HallMEHYBAaHHSIM 3akjiaay), MiAnucy, iHimiamy(iB) 1
MPI3BHINA, JATH MTOTOIKEHHS.

[Tpuknan:

I[MTOT'OXKEHO

Hupekrop Jlinero « Makcumym»
[Mignuc  Iuimian(u), npi3Buiie
07.05.2018

7. 3aTBepIKEHHS YIPABIIHCHKUX JIOKYMEHTIB 3/1MCHIOETHCS OCOOHUCTO
nupexkropoM Jlinero «Makcumym» abo0 pO3MOPSAIYUM JOKYMEHTOM 3aKjiagy 13
3a3HAYEHHSAM Ha JIOKYMEHTI Tpuda 3arBep/KeHHs, O(GOPMIICHOTO BIIMOBIIHUM
YUHOM.

[Topsimok 3arBep/KEeHHS JOKYMEHTIB 3A1MCHIOEThCSA BiAMOBiAHO 110 [IpaBuin
oprasi3artiii 11JIOBOJCTBA Ta apXiBHOTO 30epiraHHs TOKYMEHTIB.

I'pud 3arBepmxenHs ckmanaerbes 31 cioBa 3ATBEPIDKYHIO (6e3 namok),
HA3BW TOCAIM, MIAMKCY, iHimMany(iB) 1 mpi3BHINA 0COOH, SKa 3aTBepuiIia JOKYMEHT,
JIaTH 3aTBEPKCHHS.

[Ipuknan:

3ATBEP/IKYIO

Hupextop Jlinero «Makcumym»
[Tigmuc [nimian(u), npizBuiie
07.05.2018
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VY pasi 3arBep/pKEHHsS JOKYMEHTa PIMIEHHSM KOJIETiaJbHOTO Oprany Tpud
3aTrBepkeHHs ckianaetses 31 cioBa 3ATBEPIDKEHO (6e3 namok), Ha3Bu, gar i
HOMEpa IOKyMEHTa y Ha3UBHOMY BiJIMIHKY.

[Ipuknan:

3ATBEP/I’DKEHO

[IpoTokon 3acinanns neaaroriudoi paau Jlinerw «Makcumym»
07.05.2018 N7

III. OcoGnuB1 BUMOTH JI0 CKJIaJIaHHSI ICSIKUX BHUJIIB JJOKYMEHTIB

1. Hakaz - posnopsauuii AOKYMEHT, sKud Bumae gupekrop Jlinero
«Makcumym» Ha TMpaBax €IWHOHAYAJIBHOCTI Ta B MEXKax CBO€i KOMIIETEHIII],
00OB'SI3KOBUY 11 BUKOHAHHS MijjiernuMu. Hakasu BUIalOTbCI 3 OCHOBHOI
TISITBHOCTI, aJIMiHICTPAaTUBHO-TOCTIONAPCHKUX, KaAPOBUX MUTAaHb 3aKJIaay, a TaKOXK
PYXy Y4HIB.

Haka3u 3 0CHOBHOT AisUTBHOCTI, aJAMIHICTPATUBHO-TOCIIONAPCHKIUX, KaIPOBUX
NUTaHb, PyXy YYHIB MiANHCYIOThCS aupekropom Jlinero «Makcumym», a 3a HOTO
BIJICYTHOCTI - 0CO0010, sIka BUKOHYE MOT0 00OB'SI3KH, Ta PEECTPYIOTHCS B JKypHaIax
peecTpaliii HakasiB.

[Ticns mianucaHHs HaKa3y 3MiHU 0 HbOTO BHOCSATHCS JIUIIIE MIJITXOM BUIAHHS
HOBOT'O HaKa3y MpO BHECEHHS 3MiH.

Haka3 odopmitroeThest Ha O1aHKY Hakasy.

3MICT Haka3dy CTHUCIO BHKJIAQJA€TbCSI B 3arojiOBKY, SKUW TOYMHAETHCS 3
npuiimenHuka "I[Ipo" Ta ckiajaeThcs 3a JIOMOMOIOI0 BIIIECTIBHOTO IMEHHHKA
("IIpo 3arBepmxenHs...", "I[Ipo ctBopenHs...") abo imennuka ("IIpo miacymku...").

Tekct Hakazy 3 OCHOBHOi [ISZIBHOCTI, aJMIHICTPAaTHBHO-TOCIOIAPCHKUX
NUTaHb Ta PyXy YYHIB CKJIQJA€ThCA 3 JBOX YACTHH - KOHCTaTyrouoi (mpeamOyin) i
pO3MOpSAIUOI.

VY KOHCTaTyro4ili 4aCTHHI 3a3HAYAETHCS TiACTaBa, OOTPYHTYBaHHS a00 MeTa
BUJIaHHS Hakazy. Po3mopsiua yactuHa Haka3y nounHaeThes 13 ciioBa "HAKA3VYIO",
SIKE IPYKYETHCS 3 HOBOTO PSJIKA BEJIMKUMM JIITEpaMu 0€3 BiICTYITy BiJl JIIBOTO MOJS 1
JIATIOK, ITiCIISE YOTO CTaBUTHCS JBOKPAITKA.

Akio Haka3 BUAAETHCS HA MIJACTaBl I1HIIOTO PO3MOPSATYOTO JOKYMEHTa, Y
KOHCTATyIOYii YaCTHHI 3a3HAYaloThCsl Ha3Ba BUIY IBOTO JIOKYMEHTa, MOTO aBTop,
Jata, HOMEep Ta 3arojoBOK.

Haka3u HyMepyroThCcsi B MOPSAIKY iX BUIAHHS B MEXKax KaJlEHIApHOTO POKY;
HakKa3d 3 OCHOBHOI MiSUTBHOCTI, PYXY Y4YHIB, aJMIHICTPAaTUBHO-TOCIIOAPCHKUX,
KaJpOBHX MHTaHb MAIOTh OKPEMY MOPSIKOBY HyMeEpailito. 3 METOK PO3PI3HEHHS
rpyn HakasiB J0 PEECTPALIMHOIO 1HJAEKCY Hakazy depe3 pUCKy/Aedic I0omaeTbes
JiTepHA BIIMITKA, HAIPUKIIAI:

HaKa3HW 3 aJIMIHICTPAaTUBHO-TOCIIOIAPCHKUX MUTaHb - N 27/ar;
HaKa3| 3 KaJpOBHUX NMUTaHb - N 27-K;
HaKasu 3 pyxy y4HiB - N 27/y.

2. TlpoTtokon - TOKyMEHT, y SIKOMy (piKCyeTbcs mepeOir BeIeHHs 3aclIaHb,
YXBAJICHHS pILIEHb JOPAAYUMHU Ta KOJIETIaJbHUMHU OpraHaMu, KOMICIsIMU TOLLO.

[Iporokonu 3aciiaHb NEAArOTIYHUX paj, IHIIUX JOPaTduX Ta KOJEriaJbHUX
OpraHiB CKJIQJAalOThCd B CTUCHINA ¢opmi. Y TPOTOKOII, CKIAJEHOMY B CTHCIHIHI



dbopMmi, (iKCyrOThCS JHIIE TPUAHATI pimeHHs 0e3 jAetamsaiii  mnepediry
0OTOBOpPEHHS NMUTAHHS.

VY pasi motrpebu 3a pilIeHHSIM 3arajbHUX 300piB (KOH(EpEeHIlii) KOJIEKTUBY
IPOTOKOJM 3arajibHUX 300piB (KOH(EpPEHI[ll) KOJEKTUBY MOXKYTh CKJIaJaTUCA Y
NOBHII (hopmi.

Hywmepaiiss npoTokoiiB 3acijaHb MeNaroriyHoi paju BeIeTbCAd B Mexkax
HABYAJIBHOTO POKY, IPOTOKOJIIB BUOOPHUX OPIaHiB - Yy MeXaX iX MOBHOBAXXEHb.

Hywmeparttiss ipoTOKOJIiB BEAETHCA OKPEMO 3a KOXKHOKO TPYIHOI0 MPOTOKOJIB
3acijlaHb BIATIOBITHOTO KOJIET1aJbHOIO OpTaHy.

3. JlaToro mMpOTOKOIY € Jara MPOBEICHHS 3aciJaHHSI.
3aroy0BOK JI0 TEKCTY MPOTOKOJIY Ma€ BiAoOpaskaTu BH] 3aciilaHHs (Hapaaa, 300pH,
KOH(EpeHIris Toio) abo KoyeriaabHOl MIsSIbHOCTI (KoMicis, paga, 30opu, poboua
rpyna ToIIo) 1 BKJIFOUaTH Ha3By BUAY JOKYMEHTA.

TekcT mpOTOKOITY CKIIAAa€ThCs 31 BCTYITHOI Ta OCHOBHOT YaCTHH.

VY BCTynHIN 9aCTHHI MPOTOKOITY 3a3HAYAIOTHCS MPI3BUINA Ta 1HIIIATN TOJIOBH
a0d0 roJIOBYIOYOrO0 Ha 3acCiiaHHi, 300pax TOIIO, CEKpEeTaps, 3alpOIICHUX, a TAKOX
IPUCYTHIX OCI0.

VY pa3l norpebu 3a pilIEHHSM BIJAMOBIIHOTO OPraHy y CHOUCKY MPHUCYTHIX
3a3HAYAIOThCS TMOCAAM 3alpolIeHUMX O0ci0 Ta HaWMEHYBaHHS YCTaHOB. Ko
KUIBKICTh TPHUCYTHIX MepeBulrye 15 oci0, 3a3HavaeThCs iX 3arajibHa KUIBKICTh 3
MOCHJIAHHSM Ha CIIHUCOK, 110 TOAETHCS 10 MPOTOKOIY.

4. BcerynHa yacTMHA MICTUTh TOPSAIOK JACHHUH: NEpeNiK pO3MISHYTUX Ha
3acilandl nuTaHb. [lopsAnOK NEeHHMIM TONAETHCS HAMPUKIHII BCTYMHOI YACTHHHU.
Crnosa "llopsiok neHHM" APYKYIOTHCS BiJ MEXI1 JIIBOTO TOJIA, MICIS HUX CTaBUTHCS
nBokpanka. KokHe muTtaHHS HyMepyeThCs apaOChKUMH IudpamMu 1 IPYKYeTbCs 3
a63airy. @opMyBaHHS NMUTAHb y TOPSAIKY JEHHOMY IMOYHHAETHCS 3 MPUHMEHHUKA
"Hpoﬂ'

5. OcHOBHa 4YacTWHa NPOTOKOJY CKJIQJA€ThCA 3 PO3AUTB, fAKI MAaiOTh
BINOBIIaTH IyHKTaM TMOPSAJIKY ACHHOTro. Po3ainm HyMepyroThcs apaOChbKUMHU
nudpamu 1 OyIyrOThCS 32 TAKOIO CXEMOIO:
st ctuciiol popmu nporokodis: "CIIY XAJIA - YXBAJIWIIA",
it moBHOI (hopmu npotokodis: "CIITYXAJIN - BUCTVYITUIIA - YXBAJIWJIA".

[Ticns cnoa "CIIVXAJIM" 3 HOBOro psika 3a3HA4alOThCs MPI3BUILNE Ta
1HimanM (1HiIiaa IMeH1) KOXKHOTO JO0TMOoBigaya.

VY moBHit ¢opmi mporokony micias cioBa "BUCTYIIMIIN" dikcyroThes
BUCTYIIH THUX OCi0, SIKI B3sJIM y4acTh B OOTOBOPEHHI JIOTOBi/1 (MMUTAHHS TOPSIIKY
neHHoro). Buctynu odopMITIOIOTECS B MPOTOKOII 13 3a3HAUEHHAM MOCaj, MPI3BUII
Ta iHimiamiB (iHiIiamy), iIMEH JIOMOBIJIa4YiB Y HA3WMBHOMY BIJIMIHKY, BUKJIAIECHHSIM
3MICTY BUCTYIy a00 MUTaHHS, BIAMOBIAI HA HHOTO.

6. TeKCTH BUCTYIIIB Y TPOTOKOJI1 BUKIIAJAIOTHCS BT TPETHOT OCOOM OJTHUHHU.
Texct abo Te3u momoBizi, oopMIICHI IK OKpeMi JOKYMEHTH, 10 TEKCTY MPOTOKOIY
He BKIo4aroTbesa. Ilicas BigoMocTed mpo  JI0MOBigaya CTaBUTHCS THUPE 1
3a3Ha4aeThCs "TeKCT AOMOBIl 1OAAETHCS O MPOTOKOIY".

[licns  cnoBa "YXBAJIMJIM"  ¢ikcyerbcs  npuilHATE  pIIIEHHA 3
O0OTOBOPIOBAHOTO MHUTAHHS TMOPSJKY IEHHOTO, SIKE Ma€ BKIIOYATH CKJIAJIOBI, IO
BIJIMOBIJAI0Th HA TaKl MUTaHHS: KOMY, 1110 3pOOUTH 1 B AKUH CTPOK.



Y pa3i gkmo nOpuidMaeThCs  PINICHHS TMPO CXBAJICHHS, TTOTOKEHHS,
3aTBEpPPKCHHSI JIOKYMEHTa, SKUH OOrOBOPIOBAaBCS HAa 3aCilaHHi, MEW JTOKYMEHT
JOJAETHCS IO TIPOTOKOITY. 3a HASBHOCTI 1HIMMX JOKYMEHTIB, IO PO3IVISAAIACS HA
3aciJlaHHl Ta (pakT OOroBOpPEHHs SKUX Oys0 3a(iKCOBAHO B TEKCTI MPOTOKOJY, BOHU
HYMEPYIOThC apaOChkuMu Ludpamu (Hanpukian, aoaarok 1, momartok 2). Y
BiJIMTOBITHUX IMMYHKTaX MPOTOKOIY MPOCTABIISAIOTHCS MOCHUIAaHHS Ha I1i TOAATKH.

[Iporokon mianmucye rojloBYHOUMM Ha 3aciJaHHI KOJIETI1aJbHOTO (J0paadoro)
oprany Ta cekperap (3a HasBHOCTI1). [IpoTokon 3acijaHb KOMICIH MiAMKUCYIOTh YCi
YJIEHH KOMICIi.

7. Jluctm cKiamarThCd 3 METOr O00MiHy iHopmaliiero Mk Jlimei
«Makcumym» Ta  OpraHamMM  JI€p>KaBHOi  BJaJHW, OpraHaMH  MICIIEBOTO
CaMOBpSITyBaHHS, 1X TOCAAOBMMH 1 CIY)KOOBUMH Oco0aMu, 3akjajaMu,
yCTaHOBaMH, OPTaHI3aIlIIMH Ta IHIIUMHA (PI3UIHUMU 1 IOPUIUIHUMH 0COOaMHU.

bnanku nmucta MaroTh Taki peKBI3UTH:

HaliMeHyBaHHsI 3acHOBHHMKa Jlimel «Makcumym» (Hampukian, KponuBHUIIBKA
MiCbKa paja)

noBHe HaiiMeHyBaHHs Jlinei «MakcuMyM» BIJIIOBIHO /10 YCTAHOBYMX JOKYMEHTIB;
noBiakoBl gani mpo Jlined «Makcumym» (momroBa ajapeca, HOMep Tenedony,
aZpecy eJNIEKTPOHHOI MOIITH TOIIIO).

PexBizuramu smcTa €: gara, peecTpaliiHUN 1HAEKC, IOCWJIaHHS Ha
peecTpaniiHui 1HJAEKC 1 JaTy JOKyMEHTa, Ha SIKUM HaJaeThCs BIAMOBIIb (3a
noTpedu), aapecar, 3arojioBOK JIO0 TEKCTy (3a MOTpedu), TEKCT, BIAMITKA PO
HasBHICTD JIOATKIB (32 MOTpeOu), ImiAKC, BIAMITKA PO BUKOHABIIA (32 MOTPEOH).

JlaToro nmcTra € gara WOro MIANKHCAHHS, fSKa Mae 30iratucs 13 JaToro
peecTpaliii BUXigHOT KOPECTIOHICHITI1.

Texct nucra BUKIAMAETHCS BiJ MEPIIOi 0COOM MHOXXHUHU 3 BHUKOPUCTaHHSIM
ciiB: "IPOCMMO TIOBIIOMHUTH...", '"po3'sacHoeMO, 10...". 3a3BHYail y JHCTI
MOPYIIYETHCS OJTHE TUTAHHS.

8. AKT - IOKYMEHT, CKJIaJICHUI IPyIo0 0Ci0 JJis 3aCBITYEHHS] BCTAHOBJICHUX
¢dakriB abo momid. AKTH OQOpPMIIOIOTBCS 3a  pe3ylbTaTaMu  peBi3ld
(1HAHCOBO-TOCIIOIAPCHKOI MISUIBHOCTI, MiJ Yac MNpUMMaHHSA-TIEpEaBaHHs CIpaB,
CIIMCAHHs MalHa TOLLO.

Jlaroro akTa € gara Moro CKJjaaJcHHS.

TekcT akTa CKJIaaeThes 31 BCTYIMHOI Ta KOHCTATyHOY0i YaCTHH.

VY BCTynHINM YacTHHI 3a3HAyarlOThbCs MIACTaBU IS CKJIAJIaHHA akKTa Ta
HA3MBAIOTHCSI 0COOM, SIK1 CKJIAIU aKT a00 OyJr MPUCYTHI IIPHU I[bOMY.

VY KoHCTaTyro41i YaCTHHI BUKIIAJAIOTHCS CyTh, 3aBJaHHs, XapakTep BUKOHAHOT
po0OoTH, BCTaHOBIIECHI (paKTH, Mpono3ullli Ta BUCHOBKH. KOHCTaTyroua yacTHA MOXKe
0(OPMITFOBATUCS Y BUIIISITI TAOJHIII.

VY KiHIII TEKCTY aKTa 3alMCyIOThCS JaHl PO KUTBKICTh MPUMIPHHKIB aKTa Ta iX
MICIIe3HAXOKEHHSI.

AKT miIMUCyI0Th yCi 0cO0H, sIKI OpaJii y4acTh y HOro CKJIaJIaHHI.

Oco0a, sika Ma€ 3ayBa>K€HHSI JI0 3MICTY aKTa, MAMUCY€E HOTO 1 BUKIAJA€ CBOIO
JTYMKY Ha OKpEMOMY apKyIiIi, SKUH JOAAE€THCS 10 aKTa.

I'V. PeecTpaiiisi JOKyMEHTIB



1. Hoxymentu B Jlimei «Makcumym» peEECTPYIOThCS IIEHTPaIi30BaHO
HE3aJIC)KHO BiJ] CIOCO0Y iX CTBOPEHHS, OJICP >KaHHS UM BIATBOPEHHS.

2. PeecTpariist TOKyMEHTIB 311HCHIOETHCS BiNMOBiAHO 10 [IpaBui opranizamii
JJIOBOJICTBA Ta apXIBHOTO 30epiraHHs JOKYMEHTIB.

3. PeecTpariis JOKYMEHTIB IPOBOJUTHCS 3 METOI0 3a0e3MEUeHHs iX OOIMiKY,
KOHTPOJIIO 32 BUKOHAHHSIM 1 ONIEPAaTUBHUM BUKOPUCTAHHAM 1H(QOpMAIIli Ta MOJIATAE Y
BEJCHHI 3amucy OOJIKOBUX JaHUX TMpPO JOKYMEHT, SKUM (IKCyeTbcs (akT
CTBOpEHHS, BIANpaBiIeHHS a00 OTpUMaHHS JOKyMEHTa IUISXOM IMPOCTaBICHHS Ha
HbOMY PEECTPAIIMHOIO 1HJEKCY 13 3alMCOM Y BUIMOBITHUX JKypHajax peecTparlii
HEOOX1THUX B1JIOMOCTEH MPO JOKYMEHT.

4. PeecTpartii majiararoTh BX1JH1, BUX1JIHI Ta BHYTPIITHI JOKYMEHTH (JOBIJIKH,
JIOTIOBITH1 3aITUCKH, 3asBH, IIPOTOKOJIU 3aCijaHb MeJaroridyHux paji, KOMICIH TOIIO).

5. JIOKyMEHTH peeCTPYIOThCS JIMIIIE OJIMH Pa3: BXIJHI - Y I€Hb HAJIXOIKCHHS
a00 He MI3HIIIe HACTYTHOTO poO0YOro JAHS, SIKITO JOKYMEHT HAIIUIIIOB y HEPOOOUHiA
4ac, CTBOPIOBAHI - y JICHb IMiAMUCAHHS a00 3aTBEPIKEHHS.

6. HoxymenTu, siki Haaxomsth a0 Jlineio «Makcumym», peecTpyrOThCS B
KYpHaJl peecTpalii BXIJHOI JOKyMEHTalli, Ti, OO0 BIANPABISAIOTHCA, - Y JKypHal
peecTpallii BUX1IHOI JOKYMEHTAllll, HaKa3! - y )KypHajax peecTpallii HaKas3iB.

[lepenik  AOKYMEHTIB, M0 HE€ MIUISTalOTh peecTpaulii  crheriaibHO
MIPU3HAYEHOIO JIJISl IbOTO 0CO0010, HABEICHO Y A0AAaTKy 3 10 1€l [HcTpyKiii.

dopmy peecTpariiHOro XypHaiay HakasziB gupekropa Jlinewo «MakcuMmym»
HaBEJICHO y J0AaTKy 4 1o 1ieil [HeTpyKitii.

[Tpumipni hopmu peecTpaliiHUX KypHaJIiB BX1JHUX, BUX1THUX, BHYTPIIIHIX
JIOKYMEHTIB HaBe[eHO y moxarkax S5 - 7 go IlpaBun opranizamii AilioBojicTBa Ta
apXiBHOTO 30epiraHHs JOKYMEHTIB.

7. JIOKyMEHTH PEECTPYIOThCS 3a TPyMaMH 3aJIeKHO BiJl HA3BH BHUJIY, aBTOpa Ta
3MicTy. OKpeMo peeCTpyIOThCS:

BX1[H1 JOKYMEHTH;

HaKa3W TUPEKTOPA 3 OCHOBHOI JisSITHHOCTI;

HaKa3|u IUPEKTOpa 3 KaAPOBUX MUTAHb (3apaxyBaHHs/B1IpaXyBaHHs yYHIB);

HaKa3u JUPEKTOpa 3 aIMIHICTPATUBHO-TOCIOAAPCHKOI NsUTbHOCTI;

HaKa3u JUPEKTOpa 3 KaIPOBUX MUTaHb (0COOOBOTO CKIIANY);

HaKa3|W IUPEKTOPa MPO HAJIAHHA MOPIYHUX BIAMYCTOK;

BHYTPIIIHI JOKYMEHTH (IIPOTOKOJH, JAOBIAKH, JOMOBI/IHI, MOSICHIOBAJIbHI 3alHUCKH,
3asBU MPAIIBHUKIB TOIIO);

3BEpPHEHHS IPOMAJISIH, Y TOMY YHCIIl 0aThKIB a00 3aKOHHUX IMPEACTABHUKIB YUHIB.

8. JlokymMeHTH, 10 TEPeNaloThCsl EJIEKTPOHHOIO TMOIITOI, PEECTPYIOThCS
BIJIMOBITHO Y ’KypHaJaxX peecTparii BXiJIHOI/BUXIIHOT JOKYMEHTAIIIi.

9. Jlnst BXITHUX/BUXITHUX JOKYMEHTIB PEECTPAIiHUMN 1HIEKC CKIATAETHCS 3
HOPSAKOBOTO HOMEpA.

V. CknaganHs HOMEHKIIATYPU CIIPaB
1. Homenknarypa cnopaB - o0OoB's3koBuil g Jlinero «Makcumym»
CUCTEMaTU30BaHUM TMEpeNiK Ha3B (3arojoBKIB) cmpaB, MO (OPMYIOTbCS 13
3a3HAUYEHHSIM CTPOKIB 30€piraHHs CIpas.
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2. Homenknarypa cmpaB CTBOPIOETBCS 3 METOIO BCTaHOBICHHS B Jlinei
«MakcumMym» €IUHOTO MOPSIKY (bopMyBaHHﬂ crpaB, 3a0e3nedyeHHs iX OOIMiKY,
OTEPaTUBHOTO TOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BU3HAYEHHS CTPOKIB
30epiraHHsl COpaB 1 € OCHOBOIO JUIsl CKJIaJaHHS OMHCIB CIIpaB MOCTIMHOTO Ta
TpuBasioro (rmoHaj 10 pokiB) 30epiranHs, a TakoX JJisi OONIKY CIpaB TUMYACOBOTO
(1o 10 pokiB BKJIFOUHO) 30epiraHHs.

3. CknaganHs Ta OQOpPMIIEHHS HOMEHKJIATypH CHpaB 3IIHCHIOETHCS
BIAMOBIAHO 70 BUMOT miaBu 1 po3ainy IV IlpaBun opranizamii IiJIoBOACTBA Ta
apXiBHOTO 30epiraHHs.

4. HomeHnkmarypa crpaB po3pOoOJSIETBCS BIAMOBIIAJIBHOI 0CO00I0 3a
opranizamiro ginooactBa y Jlimei «Makcumym» 13 3aidydeHHSM (paxiBIiB
CTPYKTYPHHX TIIPO3ALUTIB (32 IX HAIBHOCT1).

5. HomeHnknarypa crnpaB yXBaJdO€ThCS €KCIepTHO Komiciero (mami - EK)
Jlinero «MakcuMymy, sika CTBOPIOETHCS BIATIOBITHO J0 3aKOHO/IaBCTBA.

6. 3aknaj, o0 HaAJEKUTh A0 jKkepen ¢opmyBanHs HAD, y momanbuiomy
HOTOKY€E CBOIO HOMeHKIaTypy crpas 3 EIIK BinmoBigHOrO AepKaBHOTO apXiBy.

7. 3aknag, y OISIBHOCTI SIKOTO HE YTBOPIOIOThCA NoKymMeHTH HA®D, moromxye
HOMEeHKIarypy cupas 3 EK oprany yrnpasiiHHS OCBITOIO.

8. Homenkmarypa cnpaB Jlineo «Makcumymy MijiArae MOTOJKEHHIO 3
BIJIMOBITHUM JIEP>)KaBHUM apXiBoM a00 OpraHOM YIpaBIiHHS OCBITOK OJIMH pa3 Ha
n'sTh pOKiB a00 HEBIJIKJIAHO B pa3i ICTOTHUX 3MiH Y (OpMI BIACHOCTI, CTPYKTYDI,
GYyHKIISAX Ta XapaKkTepi poOOTH.

9. INloromkeny EIIK BiamoBigHOro aepskaBHOro apxiBy ab6o EK oprany
YOpPaBIiHHS OCBITOI0 HOMEHKJIATypy CHOpaB 3arBep/ykye nupekrop Jlinero
«Makcumym».

10. HampukiHii poky HOMEHKIATypa CHpaB 3aKPUBAETHCSA ITiICYMKOBUM
3aMmrcoM PO KaTeropii Ta KibKICTh CTpaB, 3aBEACHUX Y BIAMOBITHOMY POII.

11. Homenkmarypa cmpaB moOpoky (He misHime 20 TpymHs) YTOYHIOETHCA,
3aTBepKyeThCs qupekTopoMm Jlinmero «Makcumym» Ta BBOIUTHCS B [it0 3 01 ciuHs
HACTYITHOTO POKY.

VI. ®opmyBanHs cripas, 30epiraHHsl JOKYMEHTIB

1. ®opmyBaHHS CHpaB - TPYNMyBaHHS BUKOHAHMX JOKYMCHTIB y CIIpPaBU
BIJIMOBIAHO J10 HOMEHKJIATypH CTIPAB.

2. ®opmyBanHa cupaB y Jlinei « MakcuMmym» 3I1HCHIOETBCS 3 IOTPUMaHHSIM
BuMor [IpaBuit opranizaiiii AiJI0OBOJCTBA Ta apX1BHOTO 30€piraHHs JOKYMEHTIB.

3. Haka3u 3 OCHOBHOI JiSUIBHOCTI, aJMIHICTPATUBHO-TOCIIOMAPCHKUX,
KaJpOBHUX MHTaHb Ta PYXy Y4YHIB IPYMyIOThCA B Pi3HI CIOPaBU Y XPOHOJIOTIYHOMY
MOPSIAKY BIJIMTOBITHO JI0 X BUIB Ta CTPOKIB 30epiraHHs.

4. JlokyMeHTH, 3aTBEp/DKEHI Haka3zoMm aupekrtopa Jlinew «Makcumymy, €
JOJJaTKaMH J0 HbOTO 1 TPYIYIOTHCS PA30M 13 UM PO3MOPSIIUM JOKYMEHTOM.

5. JluctyBaHHSI TPYMY€ETHCS 3a 3MICTOM 1 KOPECIOHJIEHTCHKOI O3HAKOIO Ta
CUCTEMATU3y€EThCS B XPOHOJIOTTYHOMY HOPSAJKY: JOKYMEHT-BIIMOBIb PO3MIILYETHCS
3a IOKYMEHTOM-3aITUTOM.

6. AndaBiTHa KHUTA YYHIB, XypHAJIU TPyIU MOJOBKEHOrO [IHS, OOJIKY
MPOMYIIEHUX 1 3aMIHEHUX YPOKIB, KHUTH OOJIIKY Ta BUJaul CBIJIOLTB 1 JOJATKIB J10
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CBIJIOITB MPO 0a30By 3arajbHy CEPEIHIO OCBITY, aTECTaTIB Ta JOJATKIB JIO aTECTAaTIB
PO TOBHY 3arajbHy CEpeIHIO OCBITY, 30JI0TMX MeAayed "3a BUCOKI TOCATHEHHS Y
HaB4YaHHI" Ta cpiOHMX Menanei "3a MOCATHEHHS Yy HaBUYAHHI" MPOITHYPOBYIOTHCS, a
CTOpPIHKM HyMepyIoThcsi. Ha ocTaHHIN CTOpIHLI KypHaJIy/KHUTH POOUTBCS 3amuc
OpO KUIBKICTh CTOPIHOK Yy JKYypHall/KHU31, IO mianucye aupekrop Jlinero
«Makcumym». ITignuc nupekropa CKpimtoeThes nevaTkoro Jliner «Makcumym.

7. Y pa3i norpebu 3a pimeHHsAM neaaroriyHoi pagu y Jlinei «Makcumym»
MOXYTh CTBODIOBAaTHCS Ta BECTHCS IHINI OKypHamw (KypHaJT TMPAKTUIHOTO
IICUX0JIOTa, COL[IaJIbHOTO MeJarora Toulo).

VII. ExcriepTusa mMiHHOCTI IOKYMEHTIB.

[Topsimok miATOTOBKHU CIIpaB 0 MEPEAaHHs IJIsl apXiBHOTO 30epiraHHs

1. Excrieptu3za IIIHHOCTI JOKYMEHTIB Ta TMOPSJIOK IATOTOBKH CHpPaB 10
nepelaHHs JUisl  apXiBHOTO 30epiraHHs 3IHCHIOIOThCS Ha mijactasi [IpaBun
oprasizaiii IUTOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

CremianbHi BHUMOTH J0 €KCIIEPTH3M I[IHHOCTI JOKYMEHTIB Ta TMOPSAKY
HIArOTOBKM CIpaB A0 NEpeJaHHs i1 apXiBHOro 30epiraHHs nependadeHl LI€ro
[HCTpYKLIIEHO.

2. Jlns opranizamii Ta NpOBEACHHS E€KCHEPTHU3U I[IHHOCTI JOKYMEHTIB, IO
yTBOopuiucs y ainoBoxactsi Jlimero «MakcuMym», Ta TOAAaHHS PE3yJbTaTiB
eKCIepTU3u IIHHOCTI JokymeHTIB Ha po3risag EIIK pepxkaBnoro apxiBy (EK
apXiBHOTO BIJJIUTY palOHHOI JepKaBHOI aaMiHICTpalii abo MIChKOI paju)
ytBoproeTbest EK 3akmany. CtBopenns EK ta opranizamis ii po60oTH 311HCHIOIOTHCS
BiZIMOBITHO 10 TocTtaHoBU KaOinery MinicTpiB Ykpainu Big 08 cepmust 2007 poky
N 1004 '"IIpo mnpoBeAeHHS EKCHEPTU3M IIHHOCTI JOKYMEHTIB" Ta HaKa3zy
MinictepctBa roctuiii Ykpainu Big 19 uepBus 2013 poky N 1227/5 "Ilpo
3aTBep/KeHHsI TUIIOBOTO MOJIOXKEHHSI MPO €KCIEPTHY KOMICIIO JIep:KaBHOTO OpraHy,
OpraHy MiCLIEBOTO CaMOBpHI[yBaHH}I JIEP>)KaBHOTO 1 KOMYHAJIBHOTO TIIMPUEMCTRA,
YCTAaHOBHU Ta OpraHizaiii", 3apeectpoBaHoro B MiHicTepCTBi tOCTHINT YKpaiHu 25
yepBHs 2013 poky 3a N 1062/23594.

Cxnan EK ta monoxeHHss mpo HEl 3aTBEP/KYIOTHCS HAKa30M IUPEKTOpa
Jlinero «Makcumymy. ['onoBoto EK mpusHauaeTbest OMH 13 3aCTYITHUKIB TUPEKTOPA
3aKjiagay, CEeKperapeM - oco0a, BIAMOBIJadbHA 3a JOKYMEHTH, IO IiJIATal0Th
30epiraHHIo Ta NepelaHHIO B apXiB.

Ho ckmany EK 3a ix 3romor0 MOXyTh BXOJUTH MPEACTABHUKH apXiBHUX
YCTAHOB, OpraHy BHIIOIO PiBHS (BIAMOBIJHOTO OpraHy YIMPaBIiHHSI OCBITOIO),
METOJMYHMX LIEHTPIB, TPOPECIMHUX CIIOK, X 00'¢HAHb.

3. CmpaBu moctiitHoro Ta TpuBamoro (moHaax 10 pokiB) 30epiraHHs
nepenalThcsi Ha 30epiraHHs ocoOi, BIAMOBIJANBHIN 3a apxiB, 3a OMUCAMH, IO
CKJIQJIalOThCA 0co0aMu, BIAMOBINATBHUMHU 32 (POPMYBaHHS CIpaB 3 BIAMOBITHOTO
Harpsmy.

[IpuiHATTA KOXKHOI CIpaBU 3A1MCHIOETHCS y MPHUCYTHOCTI MpaliBHUKA, SIKUN
nepeaae JOKyMEHTH.

4. YV KiHIl KOXXHOTO MPUMIPHHUKA OMHCY Oco0a, BiANOBiJajbHA 3a apxiB
3aKJIaay, MPOCTABISE MIAMNUC MIOA0 MPUHHATTS CIpaB 3 00OB'SI3KOBUM 3a3HAUEHHSIM
KUTbKOCTI (1idpamu 1 cI0BaMH) NIEPEIaHUX CIPAB 1 3a3HAYAE JIATYy.
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5. Tlicns mpuitHATTS crnpaB TOCTiHHOTO Ta TpuBaynoro (moHax 10 pokis)
30epiraHHs, 3 KaJpOBUX TIMTaHb oco0a, BiAmoBiganpHa 3a apxiB Jlimero
«MakcuMym», Ha TJCTaBl ONMWCIB CIIpaB, 3a SIKAMHU 3A1MCHEHO NPUHHATTS
JOKYMEHTIB, 3a BCTAHOBJEHOK (OPMOIO TOTye PIUHI PO3AUIM 3BEIEHUX OIUCIB
CIpaB:

NOCTIHHOTrO 30epiranus (y 3aKkiaji, o € mxepeiaoM popmyBanas HAD);

TpuBajoro (nmonaja 10 pokis) 30epiraHHs;

3 KaJIpOBUX THTAHb.

Oco0oro, BIAMOBITATBHOIO 32 apXiB, CKJIANA€TbCA aKT MPO BUIYYEHHS JUIS
3HUILEHHS IOKyMEHTIB, HE BHEeceHHX 10 HAD.

6. 3BeeHUN OMUC CIpaB MOCTIMHOrO 30€piraHHs CKJIAJAa€ThC Y YOTUPHOX
npumipaukax. Ilicns cxBanenns EIIK npepxaBHOro apxiBy Ta 3aTBepIKEHHS
mupektopom  Jliero  «MakcumMym» OIMH MOTO MPUMIPHUK — HAIPABISETHCS
JIEp’KaBHIN apXiBHIA yCTAHOBI YW apxXiBHOMY BIJIUTY MIChKOI paau, y 30HI
KOMIUIEKTYBaHHSI SIKOTO TiepeOyBae 3akiaa, APYruid TPUMIPHHUK 30epira€ThCs sK
HEIOTOpKaHUi 0c00010, BIAMOBINAILHOIO 3a apXiB 3akKiady, TPETild, YETBEpTUH -
BUKOPHCTOBYIOTBCSl y 3aKJIaJll JJIsl MIOTOYHOTO MOILIYKY CIIpaB 1y pasl iX MepeiaHHs
Ha MOCTIiHE 30epiraHHs HaIXOAATh /10 BIANOBIAHOI apXiBHOT YCTAHOBH.

7. 3Benenuit onuc TpuBajoro (moHaj 10 pokiB) 30epiraHHs CKJIAla€TbCA y
TPpOX TpuUMipHUKaX. Jl0 HBOTO BKIIOYAIOTBCA TAaKOXK CHOpaBU, fAKI 32
HOMEHKJIaTypOIO CIIpaB MalTh CTPOK 30epiraHHs "mo mikBinmamii 3akmany"”. Ilicis
cxpasiennss EK  Jlineto «MakcuMym» NOpUMIpHUKH ONKCY HaIpaBISIOTHCS Ha
cxBaieHHsa EK oprany ymnpapiinHs ocBiToro. Ilicis moBepHEHHs BCiX MPUMIPHUKIB
OMHCYy WMOTro 3arBep/Kye HOUpPEKTOp 3akiany. llepmuii NOpuUMIpHUK OMUCY
30epiraeTbcs B 3aKIIajii SIK HEJAOTOPKAHUM, APYTUN - € POOOUUM 1 BUKOPUCTOBYETHCS
JUISL TIOTOYHOTO TIOIIYyKY CIIpaB, TPETI MOXKe HAJACUIIATUCS IS KOHTPOJIO
BIJIMTOBITHOMY OpTraHy YIpaBJIiHHS OCBITOIO.

8. Omuc cipaB 3 KaJpoBUX MUTaHb CKiIanaeThes y Jlimei « Makcumym, sIKAK:
€ mxepenom ¢popmyBanas HAD - y TppOX MpUMIpHUKAX;

He € JxepesoM popmyBaHHs HAD - y 1BOX mpuMipHHUKaX.

9. 3arosloBKM cHOpaB ONHUCY 3 KAaJAPOBUX IUTAHb CUCTEMATHU3YIOTbCSA 3a
HOMIHQJIBHOIO O3HAKOIO (TPYMYyBaHHSI B OJHY CHpPaBy JOKYMEHTIB OJHOTO BHIY) Y
TaK1d MMOCII1TOBHOCTI:

HaKa3u JUPEKTOpa 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIANY);

HaKa3u JUPEKTOpa 3 KaIPOBUX MUTAHb (3apaxyBaHH:/BiApaxyBaHHs YUHIB);

00JT1IKOB1 IOKYMEHTH;

CIIMCKH y4HIB (aj¢aBiTHA KHUTA YUYHIB);

KypHaJIU peecTpallii Haka3iB 3 KaApOBUX MTUTAHb;

0Cco0OBI CITpaBy MPAIliBHUKIB;

KOHTPAKTH, TPYIOB1 IOTOBOPU;

OyXranaTepcbki JOKyMEHTH (0COOOBI paxyHKH i3 3apoO0iTHOI Tutatd, B pasi ix
BIJICYyTHOCTI - PO3PaxyHKOBI B1JIOMOCTI 13 3apIljIaTh);

JOKYMEHTH Mpo Tapudikaiito (Tapudikaiiiiai BiJoMOCTI (CIIUCKH));

JIOKYMEHTH MPO MPOBEACHHS JAEP:KaBHO1 aTeCTallll;

KHUTH OOJIKY 1 BHJa4l CBIJOITB Ta JOJATKIB /10 CBIJIOLTB MpO 0a30BYy 3arajibHy
CepeHIO OCBITY; aTecTaTiB Ta AOJATKIB JI0 aTeCcTaTiB MPO MOBHY 3arajibHy CEpeIHI0
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OCBITY, 30JIOTUX MeAayiel "3a BUCOKI TOCATHEHHS y HaBYaHHI" Ta CpiOHUX Meaane
"3a moCsATHEHHS y HaBYaHHI'";

JOKYMEHTH TPO HEIIACHI BUMAIKU (aKTH, IPOTOKOJIN, BUCHOBKH, KypHAJIN);
KYpHAJIM peecTpallii 0ci0, MOTEPIUIUX BiJl HEIIACHUX BUMAJIKIB;

KypHaIU 00Ky PyXy TPYAOBUX KHHKOK Ta BKIQJO0K JI0 HUX;

KYpHaJl peecTpallli Haka3iB 3 pyXy YUHIB;

He3arpeOyBaHi 0COOMUCTI IOKYMEHTH MPalliBHUKIB (TPYAOB1 KHUKKH).

10. Oco0oBi cripaBH BHOCATHCS IO OMKCY 332 POKOM 3BUIBHEHHS MpalliBHUKA 1
CHUCTEMATU3YIOThCS 3a TMPI3BUIIAMH 3BUIBHEHUX IIPAIlIBHUKIB B ajdaBITHOMY
HOPSAJIKY.

11. 3BemeHi omucH CIHpaB IMOCTIHHOTO, TpuBanoro (moHany 10 pokiB)
30epiradHs, 3 KaJpoBUX MUTaHb Ta aKT MPO BUWIYUYEHHS JJIsl 3HUILEHHS TOKYMEHTIB,
He BHeceHuX 10 HA®D (mami - akT mpo BWIYyYEHHs JJiS 3HUINCHHS TOKYMEHTIB),
posmsaatotees EK Jlinero «MakcuMmym» ogHOYACHO.

12. 3aknan, mo € mkepenom GopmyBanHs HAD, ommcu crpaB MOCTIHHOTO
30epiraHHs Ta 3 KaJpOBUX MUTAHb Pa3oM 3 aKTaMU MPO BUIYUYCHHS I 3HUIICHHS
nokymeHTiB micis cxBasieHHst ix EK Jlineit «Makcumym» nonae Ha posnisia EITK
BIJIMOBIHOTO JIEP’KABHOTO apXIBY.

13. 3aknan, uo He € mxepenoM dhopmyBanHss HAD, onucu cripaB 3 KaapoOBUX
NUTaHb pPa30M 3 akTaMd TpO BUIYYEHHS MJIs 3HUINEHHS JOKYMEHTIB IiCIH
cxBasienHs ix EK Jlinei «Makcumym» nonae Ha posrmisan EK apxiBHoro Biaury
palioHHOI JIepKaBHOI aaMiHICTpalli abo apXiBHOTO BIIILITY MIChKOi paau. Omnucu
cripaB TpuBajoro (moHaa 10 poki) 30epiranns micias cxBaimeHHs EK 3akmanmy
nojatotbes Ha po3risia EK oprany ynpasiiHHS OCBITOO.

14. TloromxkeHi (cXBaJieH1) aKTH MPO BUIYUYEHHS JIJISl 3HUIICHHS IOKYMEHTIB,
He BHeceHuXx 10 HAD, 3atBepxyroThest gupektopoM Jliero «Makcumym.

15. Ilicnsa 3aTBepKEHHS aKTa MPO BUIIYUYEHHS NJIsl 3HUIICHHS JTOKYMEHTIB
Jline#t «Makcumym» Mae€ TpaBo 3HHUIIUTH JOKYMEHTH.

16. Jlupexrop Jlinero «Makcumym» 3000B's13aHMIA 3a0€3MEUUTH 30SPEIKEHHS
JOKYMEHTIB, a y pa3l BKJIIOUEHHS 3aKjiaay J0 CHUCKY FOPHIWYHUX 0CIO - JpKepen
dbopmyBanHs HA® micisi 3akiHYEHHsSI BCTAHOBJICHMX TpPaHUYHUX CTPOKIB 1X
30epiraHHs B [bOMY 3aKJIaJll - 3a0€3MeUUTH NepelaHHs JOKYMEHTIB AJI MOCTIMHOTO
30epiraHHs O BIANOBIJHOI AEp>KaBHOI apXIBHOI YCTAHOBU YW apXIBHOTO BIJILTY
MICBKO1 pajiy.

Homarox 1
1o [HCTpyKItii 3 1iJT0BOICTBA
y K3 «Jlineit «Makcumym»

BUMOI'
710 0opOopMIIEHHSI IOKYMEHTIB, III0 BUTOTOBJISIIOTHCS
3a JIOTIOMOTO0 KOMITFOTEPHOI TEXHIKH
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1. Inst npykKyBaHHS TEKCTIB CITy>KOOBUX JOKYMEHTIB BUKOPHUCTOBYETHCS TapHITYypa
Times New Roman, mpudt - posmipom 12 - 14 npykapchKUX ITyHKTIB.
J103BOJIA€TECS. BUKOPUCTOBYBATH MIPU(PT po3MipoM 8 - 12 ApyKapChbKUX MYHKTIB JUIs
OpyKyBaHHA pekBizuty "lIpi3Buille BUKOHABLSI 1 HOMEp HOro TeneoHy", BUHOCOK,
MOSICHIOBAJIbHUX HAIKCIB JI0 OKPEMHX EJEMEHTIB TEKCTy IOKyMeHTa abo Horo
PEKBI3UTIB TOIIO.
[lin dWac npykyBaHHSI 3arojIOBKIB JO3BOJSIETbCS BUKOPHUCTOBYBATH HAIliBKHPHUN
mpudT (IpssMUd a0 KypCcHB).
2. Tekct pokymenTiB Ha manepi ¢opmary A4 (210 x 297 wmimiMeTpiB)
PEKOMEHJIOBaHO JApyKyBatu uepe3 1 - 1,5 MiKpsiaKoBOro iHTepBaiy, a dopmary AS
(210 x 148 miniMeTpiB) - yepe3 1 MIKPSIKOBHI IHTEPBAJL.
JIOKyMeHTH MMOBUHHI MaTH Taki MOjs (MUTIMETPIB):
30 - miBe;
10 - mpage;
20 - BepXHE Ta HUXKHE.
PekBi3uTn nokymeHTa (KpIM TEKCTY), SKI CKJIQJalOThCA 3 KIIbKOX PSIKIB,
IPYKYIOThCa 4Yepe3 1 MibkpsakoBuid i1HTepBai. CKIIaJloBI YacCTUHU PEKBI3UTIB
"Anpecar", "I'pud 3arBepmkenns", "['pud noromxeHHs" BiIOKPEMIIIOIOTHCS OAMH
B1Jl OTHOTO uepe3 1,5 MIKPSAIKOBOTO iHTEpBaIYy.
PexBi3uTu JOKyMEHTa BIJOKPEMIIIOIOTBCS OJWH Big ojHoro dyepe3s 1,5 - 3
MDKPSIJIKOBUX 1HTEPBAJIH.
3. Ha3Ba Buy 1OKyMeHTa JIPYKY€THCS BEIMKUMU JIITEPAMHU.
4. PosmmdpyBanus mianucy B pekBizuTi "Ilianuc" qpyKyeTbcs Ha PiBHI OCTaHHBOTO
psIKa HA3BU TOCAIH.
5. He poOutbcs BiACTYIT BiJ MEXi JIIBOTO TOJIS JJIs pekBi3uTiB "Jlata mokymenTa',
"3aromoBok 10 Tekcty pgokymenrta"', "Tekct" (6e3 abOzamiB), "Bimmitka mpo
HasBHICTH nmomarkiB", "[Ipi3Bumie BUKOHaBIS 1 HOMEp ioro Tenedony",
HaiiMeHyBaHHs1 mocaau y peksizutax "[limmuc" ta "I'pud moromxenus", Hamucy
"3rirHo 3 opwurinagoM", a Ttakoxk chiB "CIIYXAJIN", "BUCTYIIWJIN",
"VXBAJINJIN", "HAKA3VYIO".
6. 3a HasSBHOCTI KUIbKOX IpU(IB 3aTBEPIXKEHHS 1 OTOPKEHHSI BOHU PO3MILIYIOTHCS
Ha OIHOMY PiBHI BEpPTUKAIbHUMU psakaMu. [lepimumii rpud - BiJl MeXi J1BOTO MOJIA,
npyruii - yepe3 104 miniMeTpu B MEX1 J1BOTO MOJIS.
7. Iix gyac oopmIIeHHS JOKYMEHTIB Ha JIBOX 1 OUIbIIIE CTOPIHKAaX JIpyra Ta HaCTYIIHI
CTOPIHKH MaroTh OyTH mpoHyMepoBaHi. [lepia cropinka He HyMEpY€eThCA.
8. TekcTh MOKYMEHTIB IOCTIMHOTO 30epiraHHs IPYKYHOThCS Ha OJHOMY OOIT
apkymia. JIokyMeHTH 13 CTPOKOM 30epiraHHs 10 5 POKIB MOXKHa JpyKyBaTH Ha
JUITLOBOMY 1 3BOPOTHOMY OOIIl apKyIIia.

Homarok 2

1o [HCTpyKItii 3 1iJT0BOICTBA

y K3 «Jlineit «Makcumym»

I[TEPEJIIK
JIOKYMEHTIB, Ha SIKMX IMIAMKC TTOCaT0BOT 0COOM 3aCBIAUYETHCS
B1IOUTKOM TI€YaTKH 3aKJIaTy



14

I. Axtn (BUKOHAHHS POOIT, CHHCAHHS MarepiadbHUX IHHOCTEH, (HIHAHCOBHX
NIEPEBIPOK, BIUTYUEHHS JOKYMEHTIB JIJIsl 3HUIICHHS, TIePEIaBaHHs CIIPaB TOIIIO).

2. JloBigku (MpoO BUKOPUCTAHHS OIOKETHUX ACUTHYBaHb Ha 3apoOITHY IIary,
HapaxyBaHHS 13 3ap0OOITHOI IJIaTH TOIIO).

3.  HoroBopu (mpo  marepiaibHy  BIANOBIIAJbHICTh,  HAYKOBO-TEXHIYHE
CHIBPOOITHUILITBO, MIAPSIAN, OPEHAY IPUMIIICHb, BAKOHAHHS pOOIT TOIIO).

4. JlokymeHTH (AOBIJKH, MOCBIAYEHHS TOILO), IO 3aCBIIUYIOTh IIpaBa TPOMAJISH 1
IOpUJIMYHUX OCI0.

5. JlopyueHHs Ha oJiep>KaHHs TOBapHO-MaTepialibHUX HIIHHOCTEH.

6. 3aBmaHHs (Ha TMPOEKTYyBaHHS OO0'€KTIB, TEXHIYHMX CIOpYH, KaliTalbHe
OyIiIBHUIITBO, TEXHIYHI TOIIIO).

7. 3pa3ku BIAOWTKIB TEYAaTOK 1 MIANWCIB MPAIiBHUKIB, $KI MalTh IIPaBO
3MIIACHIOBATH (PIHAHCOBO-TOCTIOAAPCHKI Omepaiiii.

8. Komrropuc BUTpar (Ha KaJbKYJSINIO 32 JOTOBOPOM, Ha KamiTaJbHE OYIiBHHUIITBO
TOIIIO).

9. JIuctu rapaHTiiiHi (Ha BUKOHAHHS pOOIT, HAIaHHS MMOCTYT TOILO).

10. Onucu cripaB noctitHOTO, TpUBaoro (moHan 10 pokiB) 30epiraHHs, 3 KaapOBUX
MTUTaHb.

11. IITarui po3nucHu.

12. TpynoBi KHIXKKH.

Homarok 3
1o [HCTpyKItii 3 1iJT0BOICTBA
y K3 « Jliteit «Makcumym»

I[TEPEJIIK
JIOKYMEHTIB, 1110 HE MiJIJIAral0Th peecTparii
CHeIiabHO MPU3HAYCHOO JJIS IIBOTO 0CO00I0
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. I'padixu, Hapsam, 3asBKU, PO3HAPSIKH.

. 3BeieHHs Ta iHOpMAIlis, HaIICIaHi 10 BioMa.

. HaBuanbHi miianu, OCBITHI porpamu (Korii).

. PexnamMH1 MoOB1IOMJICHHSI, TJIaKaTH, MPOrpaMu Hapal, KOHPEpEeHI1H TOIIO.
. Hopmu BuTpar marepiaiis.

. BiTanbHi UCTH 1 3aMpPOIIEHHS.

. ApykoBaHi BUAaHHs (KHUTH, )KypHAJIU, OIOJIETEH1).

. MicsiyHi1, KBapTaJibHi, MIBPIYHI 3BITH.

. @opMH CTAaTUCTUYHOT 3BITHOCTI.

0. lorosopu.

— O 0 IO LN b WD~

Honarox 4
1o [HeTpykItii 3 1iJT0BOICTBA
y K3 «Jliueit «Makcumym»

Peectpamiiinuii xxypHan HakasiB aupekropa Jlinero «Makcumymy
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Peectpariiinu |[lara Haka3y, 3aroiioBOK Hakaszy [TpizBue, [Ipi3Buie, [Tpumitkn

U 1HJEKC 1HIIamm 1HIiaaIn

(HOMED) MpariBHUKA, HA| BIIMOBITAIBHOT

HakKazy SIKOTO ocobu
MOKJIAJICHUH  (BIAMOBIIaTbHIX
KOHTPOJIb 32 oci0)
BUKOHAHHSI

HaKazy
1 2 3 4 5 6




