3ABPOJIIBCHKA CIJIbCBKA PAJIA
PIYMILIbKUI JILEN 3ABPOIBCbKOI CLLILCBbKOI PAIN

Byl LlenTpanbHa, 20, c¢. Piunns, KoBenschkoro paiiony, Boauncekoi obnacti, 44133
ozerna.school@ukr.net, xog €JIPIIOY 21747973

HAKA3
25.12.2024 c.Plauis Ne 243 /o/n

[Ipo 3arBep/KeHHS 1HCTPYKIII 3
JiI0Bo/IcTBa Yy Piunibkomy Jined

BignosigHo 1o Hakasy MiHicTepcTBa OCBiTH 1 Hayku Ykpaiau Big 08.08.2022
Ne 707 «IIpo 3arBepmxenHss [HCTpykiii 3 BeIeHHS MUIOBOT JOKYMEHTAIli y
3aKJIaJax 3arajbHoOi CepeHbOl OCBITH B €IEKTPOHHIN (opMi» 3apeecTpOBaHOTO B
Minictepersi roctumii Ykpainun 09 Bepecus 2022 p. 3a Ne 1029/38365, nakazy
MiHictepcTBa OCBITH 1 Hayku Ykpainu Big 25.06.2018 Ne 676 «Ilpo 3arBepaxeHHs
[HCTpyKIii 3  JIIOBOACTBA y  3aKjiajax 3arajbHOI  CEpPelHbOi  OCBITHY,
3apeecTtpoBaHoro B MinicrepcTBi toctuuii Ykpainu 11 BepecHs 2018 poky 3a Ne
1028/32480, nakazy MinictepcTBa toctuiii Ykpainu Bijn 18 uepBHs 2015 poky
Ne 1000/5 «Ilpo 3arBepmkenHst IIpaBun opranizaiiii A1JIOBOACTBA Ta apXiBHOTO
30epiraHHs  JOKYMEHTIB Yy  JIep)KaBHUX  OpraHax, oOpraHax  MiCII€BOTO
CaMOBDSITyBaHHS, Ha MIANPUEMCTBAX, B YCTaHOBAaX 1 opraHizaisx» (31 3MiHaAMU
3aTBEp/PKEHUMH Haka3zoM MinictepcTBa rocTuilii Ykpainu Big 19.05.2023  Ne
1927/5 ), HamionansHoro crangapry JCTY 4163:2020 «/lepxaBHa yHiikoBaHa
cucteMa JOKyMeHTarli. VYHiikoBaHa cucTeMa OpraHi3aliiHO-pO3MOPSI IOl
nokyMmeHrarii. Bumoru 10 odopMieHHSI TOKYMEHTIBY, NpuiHITHI Hakazom JII1
«YKpaiHChKHI HayKOBO-IOCTIIHUN 1 HAaBUAJIbHUI LEHTp MpooIeM cTaHAapTH3AIll,
ceprudikauii Ta skoct» (nam Il «YkpHAHL) Big 01.07.2020 Nel144 ta Haka3zy
MiHicTepcTBa pO3BUTKY €KOHOMIKH, TOPIiBIIl Ta CUIBCHKOTO TOCIOIAPCTBA YKpaiHU
Bix 12.03.2021 poky Ne526 «IIpo 3aTBepmkeHHs HallOHAJIBHOTO Kiacudikaropa
HK 010:2021 ta ckacyBaHHs HailioHabHOTO Kiacudikaropa JIK 010:98», 3 meToro
3a0€3IeUeHHs HAJIG)KHOTO BEJICHHS JUIOBOI IOKYMEHTAIlli B Jiiiei

HAKAS3VIO:

1. 3arBepautu IHCTpyKIiIO 3 Ai0oBOACTBA B Piunibkomy Jiiei 3a0pomiBChKOi
CLIBCBKOI paau (mam — [HeTpykiis) (1om1aTtok) Ta O1aHKy 3akiany (mogaarku 1-4)
2. 3acTynmHHKaM JUPEKTOPKU 3 HABYAJIbHO-BUXOBHOI pOOOTH JIIICHO:
2.1 OsunaiioMuTH MpalliBHUKIB 3aKJIay 31 3MiCTOM [HCTpyKITii
10 29.12.2024
2.2 3abes3neuynTd BOPOBAKEHHS I[HCTPYKLIi y NpakTHKy poOOTH 3aKiamay
OCBITH



MOCTIHHO
3. BianoBimanmbHOMYy 3a (YHKIIIOHYBaHHS CaWTy 3akiany ocBith Pomany
CEPEJJIOKY posmictutu [HCTpyKITito Ha CaliTi 3aKjiaay OCBITH
10 01.01.2025
4. YBecTH IHCTPYKIUIO B 110
301.01.2025

5. KoHTposb 32 BUKOHAHHSAM Haka3y 3aJMILa0 3a co00IO.

JlupekTopka Banentnna TPOOIMYK
3 HaKa30M O3HANMOMIJIECHI:

Baneatnna KOCTHOUHNK

Ipuna COKOJI

I'ammaa CAMAPYVYK

Poman CEPE/IIOK

Terssna KOIIEJIFOK
26.12.2024

JOHATOK no Hakazy
B1g 25.12.2024 Ne 243 o/n



THCTPYKIISA 3 JIJIOBOJICTBA
Y PIYUIIBKOMY JIIEI 3ABPOJIBCHKOI CIJIBCBKOI PAJIN
KOBEJIbBCbKOI'O PAMOHY BOJIMHCBKOI OBJIACTI

I. 3ATAJIBHI HOJIOKEHHSA

1. s IHcTpykiiss BCTaHOBIIOE 3arajbHI BUMOTH IIOAO JOKYMEHTYBaHHS
yIpaBIiHCBKOI 1H(popMaIlii Ta opraHizaiii poOOTH 3 JOKyMEHTaMH y PlauiibkoMy
inei 3a0po/IiBChKOI CLITLCHKOT pau, KoBenbebkoro paiiony, BonnHcebkoi o0macti

2. JloTpumaHHS BHUMOT WIOJO0 TOPSAJKY BEACHHS JTOKYMEHTYBaHHS,
BCTAHOBJICHUX €0 [HCTPYyKINi€r0, € OOOB'S3KOBUM I TPAIIBHUKIB 3aKIaTy
3arajbHOI CEPETHbOI OCBITH.

3. 3akiiag OCBITH OpraHi30OBY€ AUTOBOACTBO B €JIEKTPOHHIHN (POpMi BiATIOBITHO
1o [HCTpyKuii 3 BeIeHHS J1JI0BOI JOKYMEHTALlll y 3aKjajax 3arajibHoi CepelHbOi
OCBITU B elekTpoHHid ¢opmi (Haka3 MOH Big 08.08.2022 Ne 707
3apeectpoBanuii B MinictepcTBl toctuuii Ykpainu 09 BepecHs 2022 p. 3a Ne
1029/38365)

4. JIokyMeHTyBaHHSI yIpaBIiHCHKOI 1H(pOpMallii Ta oprasizamii podoTu 3
JOKYMEHTAaMH B Jep>KaBHUX 1 KOMYHaJIbHUX 3aKjafax 3arajibHoOi cepeHbOi OCBITH
3MIMCHIOETBCS BIAMOBIIHO a0 [HCTpyKIi 3 J1J0BOJACTBA Yy 3aKjajax 3arajbHOi
CepelHbOi OCBITH, 3aTBEPIKEHOT Haka3oM MiHICTepCTBa OCBITH 1 HAyKU YKpaiHU
Binm 23 uepBHa 2018 poky Ne 676, 3apeectpoBanoi B MIiHICTEpCTBI FOCTHIIIT
VYkpainu Big 11 Bepecus 2018 poxy 3a Ne 1028/32480, HamioHansHOTO CTaHIApTy
JNCTY 4163:2020 «/lepxaBHa yHidikoBaHa cUCTeMa JOKYMEHTaIlii. YHi(ikoBaHa
CHUCTEMa OpTaHi3aliifHO-PO3MOPSAII0i JOKyMeHTamii. Bumorn mo odopmieHHs
JOKYMEHTIBY», mnpuitHaTuii Hakazom JII «VYkpalHChbKuH HayKOBO-JAOCTIAHHUNA 1
HAaBYAJIBHUM LEHTp npoOiieM cTaHaapTu3aiii, ceprudikamii ta sxoct» (AI1
«YxpHIHII») Bix 01.07.2020 Ne 144.

5. 'V enektpoHHiil ¢GopMi 3AIIMCHIOETHCA BENEHHS JOKYMEHTIB, WIO
BU3HAuY€H1 OYHKTOM | Haka3y MiHicTepcTBa OCBITHM 1 HayKH, MOJIOAI Ta CIOPTY
Vkpainu Bin 10 TpaBust 2011 poky Ne 423 «Ilpo 3arBepmKeHHsI €UHUX 3pa3KiB
000B’SI3KOBOi JIOBOI JIOKYMEHTAIlli y 3arajlbHOOCBITHIX HaBYaJIbHUX 3aKjIajax
yCcix TUmB 1 (OpM BIACHOCTI», a TaKOX IHIIMX JOKYMEHTIB, IO MOXYTb
CTBOPIOBATHCH Y MPOIIEC] AISIILHOCTI 3aKJIaly OCBITH.

4. Opranizaliisi AUJIOBOJICTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IVISIOM Ta
MIPOXO/KEHHSM JIOKYMEHTIB Yy 3aKJiaji 3MIHCHIOIOTHCSA BiJIMOBIIAIBLHOI 0CO00I0,
sIKa TIPU3HAYAETHCS HAKa30M KepiBHUKA 3aKIIaTy.

5. CTBOpEHHS €JIEKTPOHHHMX JOKYMEHTIB 3MIIMCHIOETHCS BIAMOBIIHO O
3akoHiB Ykpainu «IIpo enekTpoHHI TOKyMEHTHU Ta €JIEKTPOHHHUIA JOKYMEHTOOOIT»,
«IIpo enekrpoHHui MGPOBUI miANUC», HaKazy MiHICTEpCTBa IOCTULII YKpaiHU
Bin 11 muctomana 2014 poky Ne 1886/5 «IIpo 3arBepmxenns [lopsaky pobotu 3
eNIEKTPOHHUMH JTOKyMEHTAaMHU Y JIJIOBOJCTBI Ta iX MiATOTOBKH /O MeperaBaHHs Ha
apxiBHe 30epiraHHs», 3apeecTpoBaHoro B MiHicTepcTBl rocTulii Ykpainu 11
muctonana 2014 poky 3a Ne 1421/26198 (31 3miHamm).


https://zakon.rada.gov.ua/laws/show/v0423736-11#n5

3akia; MOXKe CTBOPIOBATH JTIOKYMEHTH TUMUYacoBOTO (70 10 poKiB BKIIFOUHO)
CTPOKY 30epiraHHs JIMIIE B €IEKTPOHHIN (Popmi 32 yMOBH HAsIBHOCTI BiJIITOBITHOTO
TEXHIYHOTO 3a0e3MeUYeHHs 3 ypaxXyBaHHSIM BUMOT 3aKOHOJABCTBAa YKpaiHU Ta ITi€l
[HCTpYKIIi.

6. [Topsimox oprasizariii AUIOBOACTBA 3@ 3BEPHEHHSIMU TPOMAJISIH, 3alTUTaAMH
Ha MmyOniuHy iH(OpMallilo BU3HAYaeTbesl 3akoHamMu Ykpainu «IIpo 3BepHEeHHS
rpomaasny, «IIpo goctyn go nmyoaigHoi iHPopMaIii».

7.V 3aknaji AUTOBOACTBO 3I1MCHIOETHCS JEPKABHOIO MOBOHO. J[OKyMEHTH
CKJIaJIal0ThCs AEP’KaBHOIO MOBOIO, KPIM BHUMAJAKIB, Mepe10aueHuX 3aKOHO/IaBCTBOM
Ipo MOBU B YKpaiHi.

8. JlokymMeHTH, SKI HaJCHJIAIOThCS 1HO3EMHUM ajpecaraM, 0(hOpMITIOIOTHCS
YKpaiHChKOIO MOBOIO, a00 MOBOIO Jep)KaBU-ajpecara, abo OJHIEI0 3 MOB
MDKHApPOJTHOTO CITUTKYBaHHS.

9. Ctpoku 30epiranHs JOKYMEHTIB, IO CTBOPIOIOTHCS IIiJl Yac JiSTIbHOCTI
3aKjaay, BU3HAYAlOThCsl Haka3oM MiHIicTepcTBa focTullii Ykpainu Bif 12 KBITHA
2012 poky Ne 578/5 «Ilpo 3arBepmkenHs Ilepemiky TUIIOBHX JOKYMEHTIB, IO
CTBOPIOIOTHCS MM Yac MISUTBHOCTI JCP)KAaBHUX OPTaHiB Ta OpPraHiB MICIIEBOTO
CaMOBpSAIyBaHHS, 1HIIMX YCTAaHOB, MIAMPUEMCTB Ta OpraHizaiii, i3 3a3HAYCHHIM
CTPOKIB 30€piraHHsi JIOKyMEHTIB», 3apEeCTPOBaHMM Yy MIHICTEPCTBI IOCTHULIL
VYkpainu 17 kBitHa 2012 poky 3a Ne 571/20884 (31 3MiHaMu).

I1. 3aranbHi BUMOTH 10 CTBOPEHHS, 0(OPMJICHHS TA JOKYMEHTYBAHHS
ylpasJaiHcbKoI iHGopMarii

1. JlokyMeHTyBaHHs YIpaBIiHChKOI 1H(MOpMaIli 3akiaay TMoJsirae y
CTBOPEHHI IOKYMEHTIB, 1110 CIIPSMOBaH1 Ha BUPIIICHHS YIPABIIHCHKUX PIIIECHb.

2. Ha3Ba Buay mokyMmeHTa (Haka3, IPOTOKOJ, JOIMOBITHA 3aITMCKa TOIO) Ma€
BIJIMOBIAATH Ha3BaM, nependadeHuM posaiaoMm 3 HamionampHOro kiacudikaropa
ynpasinincbkoi gokymenTaiii HK 010:2021, 3arBepmkenoro HakazoM Ne 526 Bif
12.03.2021 «IIpo 3arBepmkeHHs HarioHabHOTO Kiacudikaropa HK 010:2021 Ta
CKacyBaHHs HamioHaidbHOTO Kiacugikaropa JIK 010-98%». OdopmieHHs peKkBi3UTIB
OpraHizamiitHo-po3nopAI40i JOKYMEHTalli Ta MOPSAAOK iX PO3TallyBaHHS MarOTh
BianoBigatu  HamionansHoro crangapry JACTY  4163:2020 «JlepxaBHa
yHi(iKOBaHa cucrema JOKYMEHTAaIIil. VHiikoBana cucrema
OpraHi3aliifHo-po3nops 90l JIOKyMEHTAIII1. Bumoru 10 ohopMIIeHHS
JIOKyMEHTIBY», mpuiHATUH HakazoM JIII «VYkpaiHChkUil HayKOBO-JIOCIITHUN
1 HaBYaJbHUM HEHTp mnpolieM craHaaprtuzaiii, ceprudikaiii Ta SKOCTD»
(AIT «YxkpHAHL») Bix 01.07.2020 Ne 144, (nani - JICTY).

3. OpranizaritHo-po3nopsiaul J0KyMEeHTH 0(hOpMITIOIOTECA Ha OJIaHKax, 1110
BUTOTOBJISIOTHCS 3T11HO 3 BuMoramu JICTY ra miei [ncTpyxkitii.

V 3akmazii MOXKyTh BUKOPUCTOBYBATHCS TaKi OJIAaHKM JTOKYMEHTIB:
SHUX BUJIIB JJOKYMEHTIB:

OJIaHK JIUCTA:



L

3ABPOJIIBCHKA CIJIBChKA PAJTA
PIYUIIbKUM JIIHEHN 3ABPOAIBCHKOM CLJILCHKOI PAIN
Bya. Ilentpanbha, 20, c. Piuuiy, KoBenscbkoro paiiony, Bonmnacbkoi o0macTi,

44133
ozerna.school@ukr.net, xon €/IPIIOY 21747973

BIJI 20 No ['ymaHiTapHUil BiILT
Ha Ne BIJI 20 3abpomiBcbkoi OTT

L

3ABPO/IIBCHKA CIJIbCBKA PAJTA

OnaHK HaKasy:

PIYUIIbKUH JIIIIEXA 3ABPOIIBCHhKOM CLJIBCHKOI PAIN

ByJ. [{entpansha, 20, c. Piuui, KoBenscbkoro paiiony, BonnHcbskoi o0nacTi,
44133
ozerna.school@ukr.net, kon €JIPTIOY 21747973

HAKA3
20 c.Piunng No /o/n

Bumoru 10 ogopmiieHHSI TOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32
JOMOMOT0K) KOMII'IOTEPHOI TEXHIKH,
HaBe/IeHO B aoaarky 1 1o miei [neTpyxkiii.
4. TlocanoBl ocoOM MIANUCYIOTh JOKYMEHTH B MEKaxX CBOIX MOBHOBA)KEHb,
BU3HAUEHUX 3aKOHOMABCTBOM  YKpaiHM, CTaryToM 3akjiaay, IOCaJOBUMU
IHCTPYKI[ISIMUA, HAKa30M IpO PO3MOIALT OOOB'S3KIB MK KEPIBHUKOM 3aKjiaay Ta
MI0T0 3aCTyITHUKAaMHU TOLLIO.
BinouTkoMm meuaTku 3akjaaay (3a HaSBHOCTI) 3acCBIIUYIOTH IMIJIHKC
MocajzoBOi  0COOM Ha  JOKyMEHTaxXx 13 TMHUTaHb  OpraHizamiiHoi  Ta
(h1HaHCOBO-TOCIIOIAPCHKOI JIISUTPHOCTI 3a MEPEeIiKOM JOKYMEHTIB, Ha SIKMX IIJIHC



OCaZi0oBOi OCOOM 3acCBINUYETHCS BIAOUTKOM TIE€YATKW 3aKIJIaqy, HABEJICHUM Y
aoaaTKy 2 1o miei [HcTpykKitii.

BigOuTOK Mme4yaTKu CTaBUTLCS TaK, 1100 BIH OXOIUIIOBAaB OCTaHHI KIJIbKa
JITEp HAaWMEHYBaHHS MOCAaW OCOOW, sfKa MiAmUcaia JOKYMEHT, ajie He TiIIMHIC
ocasoBoi 0cobu, abo MPOCTABIAETHCS HA OKPEMO BUAUICHOMY ISl IBOTO MICII 3
BIAMITKOIO «M. I1.».

5. 3akiax MOKe 3acBiAUyBaTH KOMNIi JIMIIE THUX JIOKYMEHTIB, IO
CTBOPIOIOTHCA B HbOMY, a TaKOX y BHIAJIKaX, nepeadadeHux B al3alll Apyromy
IILOTO MTYHKTY.

VY pa3i miAroToBKM AOKYMEHTIB JJIsl HaJaHHsS CyJOBHMM OpraHam, IIijJ] 4yac
BUPIIICHHS MUTAaHb 11010 TPUUHATTS TPOMaJISiH HAa POOOTY, HABYAHHS, 3aCBIAUECHHS
iX TpyIOBUX Ta IHIIMX IpaB y B3a€EMOBIJHOCHMHAX 13 3aKJIaJIOM, a TaKOX I Yac
dbopMyBaHHS OCOOOBHX CIpaB IIpaIlIBHUKIB 3aKJaJ MOXE BHTOTOBIATH KOMii
JIOKYMEHTIB, BUAAHUX IHITUMHU yCTaHOBaMH (KOIIii JJOKYMEHTIB PO OCBITY TOIIIO).

Bigmitka «Komis» TpocTaBiaseThcsl Ha JIMIBOBOMY OOIll Y BEPXHBOMY
IPaBOMY KyTKY MEPIIOTO apKyIa JOKyMEHTA.

Komii Haka3iB, iHIIUX JOKYMEHTIB 3aCBiIUy€e (3aCBIIUYIOTh) BiJMOBIdaIbHA
oco0a (BiamoBigaapHI 0COOM) 3a OpraHi3aIiio ATOBOACTBA Y 3aKJIa/Il.

6. Y pasi norpeOu mpoBEACHHS OLIIHKU JOIIILHOCTI CTBOPEHHS JOKYMEHTA,
Horo OOIrpYHTOBAHOCTI Ta  BIAMOBIJHOCTI  3aKOHOJABCTBY  3H1HCHIOETHCS
MIOTO/[KCHHS JTOKYMEHTA.

[ToromkeHHs: JOKYMEHTIB MOXKE 3/1MCHIOBAaTHCh IOCAJOBUMU OCOOaMu
3aKiaay, sIKi BIAMOBIAHO A0 iX KOMIETEHI[] BUPIIIYIOTh MUTAHHS, MOPYILIEHI B
JIOKYMEHTI (BHYTPIIITHE TMOTOJKEHHS), @ TaKOX 3alHTEPECOBAHWMH YCTaHOBaMU
(30BHIIIIHE MTOTOMKCHHS).

[ToromkeHHs: JTOKYMEHTIB 3iHCHIOETHCS BIJAMOBIAHO JO BUMOT Hakazy
MinictepctBa toctuiii Ykpainu Big 18 uyepHs 2015 poky Ne 1000/5 «IIpo
3arBep/pkeHHsT [IpaBun opranizamii JUTOBOJACTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB y JIEepKaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBPSIyBaHHS, Ha
MiIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allifax», 3apeecTpoBaHoro y MiHiCTepCTBi
focturii Ykpainum 22 uepBHs 2015 poky 3a Ne 736/27181 (mami - IlpaBuna
oprasizarii JJI0BOZACTBA Ta apxXiBHOIO  30epiraHHs  JIOKYMEHTIB)
(Pemaxmis B17119.05.2023 Ne 1927/5).

I'pud moromxkeHHss po3MilyIOTh HuWk4e pekBi3uTy «lliamuc». Bin
ckmagaetbes 31 ciaoBa [IOI'OJPKEHO (6e3 mamok), Ha3BH IOcaaM OCOOH, sKa
MOTOJKY€ JOKYMEHT (pa3oM 3 HalMEHYBaHHSAM 3akjiaay), HiAMUCY, 1Himiany(iB) 1
Mpi3BUILA, JATHU MOTOIKEHHS.

[Ipuknan:

[NOTI'OAXXEHO
JupexTopka Piduipkoro Jimero
Banentuna TPODPIMYK

20

7. 3aTBepAXKeHHs1 YINPABJIIHCBKUX JOKYMEHTIB 31ICHIOETHCS OCOOHCTO
KEpPIBHUKOM 3aKJiaJy BIANOBIAHO JI0 HOr0 IOBHOBAaXEHb a00 PpPO3NOPSIUUM




JIOKYMEHTOM 3aKJiaqy 13 3a3HaueHHsSM Ha JOKYMEHTI Tpuda 3aTBEpIKEHHS,
0(OPMIICHOTO BiIOBITHUM YHHOM.
[Topsimox 3aTBep/KCHHS JOKYMEHTIB 3IIMCHIOETHCS BIiANMOBIIHO 10 IlpaBui
oprasizamii AUIOBOICTBA Ta apxXiBHOTO 30epiraHHs JOKyMeHTiB, 1. 37 Tumosoi
THCTPYKIIi 3 JIJIOBOACTBAa B MIHICTEPCTBAaX, IHIIMX LEHTPAJIbHUX Ta MICIEBUX
opraHax BHMKOHABYOi BJaJW, 3aTBep/keHoi mocraHoBoro KMV Big 17.01.2018
Neo 55; n. 7 moctanoBu KMY Big 17.01.2018 No 55( 31 3mMiHamu).
I'pud 3arBepmrenHs cknagaerbes 31 cnoBa 3ATBEPIDKVYIO (6e3 nanok), Ha3Bu
nocaay, MIANUCY, 1M’ 1 Tpi3BUIIAa OCOOM, sKa 3aTBepAWiIa JOKYMEHT, JaTh
3aTBEPHKCHHSI.
[Tpuknan:
3ATBEP/IKYIO
Jupekropka PiuniipKoro Jiiero
Banentuna TPODPIMYK
20
VY pasi 3aTBepmKEHHS JOKyMEHTa PIIIEHHSM KOJIETIaJbHOTO OpraHy Tpud
3arBepkeHHs ckiamaeTbes 31 cioBa 3ATBEPIDKEHO (6e3 manok), Ha3Bu, natu i
HOMEpa JOKYMEHTa Y HA3UBHOMY BiJMIHKY.
[Ipuknan:

3ATBEP/I’DKEHO
[IpoTokou 3aciilaHHsI IeAaroTi9HOl paju JIEto
20 , Ne
II1. Oco0MBi BUMOTH 10 CKJIAAHHA IeIKUX BUIAIB IOKYMEHTIB

1. Haka3z - po3nopsauuil OKyMEHT, SKUH BHJA€ KEPIBHUK 3aKjiaay Ha
npaBax €JIMHOHAYAIBHOCTI Ta B MEXax CBO€l KOMIETEHIli, OOOB'SI3KOBHM s
BUKOHaHHS  miajernumMu. Haka3u  BHAAIOTBCS 3  OCHOBHOI  AISUTBHOCTI,
aJMIHICTPaTUBHO-TOCTIOAAPCHKUX, KAJIPOBUX MUTAHb 3aKJIaJTy, & TAKOXK PYXy YUHIB.

Hakasu 3 0CHOBHO{ JisITBHOCTI, aAMIHICTPAaTUBHO-TOCTIONAPCHKUX, KaIPOBUX
NUTaHb, PyXy YYHIB/BUXOBAHI[IB MIAMUCYIOThCS KEPIBHUKOM 3aKjaay, a 3a HOTro
BIJICYTHOCTI - 0C00010, SIKa BAKOHY€E HOTO 000B'SI3KH, Ta PEECTPYIOTHCS B JKypHAIAX
peecTpallli HaKa3iB.

[Ticns mignucaHHs Haka3y 3MIHM JO HBOTO BHOCSATHCS JIMIIE IILISIXOM
BUJIaHHS HOBOTO HAKa3y MPO BHECCHHS 3MiH.

Hakaz oopmittoeTbest Ha OJ1aHKY HaKazy 3aKjaiy.

3MICT Hakazy CTHCJIO BHWKJIQJAE€THCS B 3arojIOBKY, SKHA ITOYUHAETHCSA 3
npuiiMeHHuKka «[Ipo» Ta ckiamaeTbcs 3a JIOMOMOTOIO BIJIIECTIBHOTO IMEHHHUKA
(«IIpo 3arBepmxeHHS...», «I[Ipo cTBOpeHH ...») abo iMmeHHUKa («[Ipo miACYMKH...»).

Tekct Hakazy 3 OCHOBHOI isUIBHOCTI, aJMIHICTPaTMBHO-TOCTIOAAPCHKUX
NUTaHb Ta PyXy Y4YHIB/BUXOBAHIIB CKJIAJIA€ThCSA 3 JBOX YACTUH - KOHCTATYIOUOI
(mpeamOyiH) 1 pO3MOPSIUOI.

VY KOHCTaTyIO4iil 4acTHHI 3a3HAYAETHCS MIJCTaBa, OOTPYHTYBaHHSA a00 MeTa
BUJAHHS Hakazy. Posmopsigua dYacTMHa Haka3y TOYMHAETHCS 13 CJIOBA
«HAKA3VYIO», sike TpyKyeTbCsl 3 HOBOTO PsiIKa BETUKHUMU JIiTepaMu 0e3 BIACTYITy
B1J1 JIIBOTO IOJIS 1 JIAMOK, MICJsl YOTO CTAaBUTHCS ABOKpAIIKA.




ko Haka3 BHJIAETHCSA HA MIJACTaBl 1HIIOTO PO3MOPSIYOTO JOKYMEHTA, Y
KOHCTaTyIOUii 4acTHHI 3a3HA4ar0ThCsl Ha3Ba BUIY LIOTO JIOKyMEHTa, HOro aBToOp,
Jata, HOMEp Ta 3arojoBOK.

Haka3u HymepyroThCsl B MOPSIIKY 1X BHIAHHS B MEXaX KaJCHIAPHOTO POKY;
HaKa3u 3 OCHOBHO1 TISUTBHOCTI, pyxy y4YHIB/BUXOBAHIIIB,
aJIMiHICTPAaTHBHO-TOCIIOJJAPCHKIX, KAJAPOBUX MUTAHb MAIOTh OKPEMY MOPSAIKOBY
HyMepalio. 3 METOI0 PO3pI3HEHHS TPyl HakKas3iB JO0 PEECTPALIAHOrO 1HIEKCY
Hakazy 4epe3 aedic AJ0Aa€ThCs JIITepHa BIAMITKA:

Haxka3su 3 ocHOBHOI A1stIbHOCTI - Ne2/o/n;
HaKa3u 3 aJIMIHICTPAaTUBHO-TOCIIOIAPCHKUX MUTaHb - Ne 2/a/T;
oKy 30epiranus — Ne 2/k-Tp;
HaKa3M 3 KaJ[pOBUX MMUTaHb TUMYACOBOTO CTPOKY 30epiranHs — No 2/k-T™;
HaKa3u 3 pyxXy YUHiB/BUXOBaHIIIB — No 2/y.

2. TIpoToKOn - TOKYMEHT, y sIKOMY (hIKCyeTbcs NepeOir BEeAeHHs 3aciiaHb,
YXBAJICHHS pILIEHb JOPAAYUMHU Ta KOJIETIaJbHUMHU OpraHaMy, KOMICIsIMU TOLLO.

[Iporokonu 3aciiaHb MEJAroriyHuX paj, IHIIUX JOPaTYUX Ta KOJETI1aJbHUX
OpraHiB CKJIAJal0ThCcsl B CTUCHINA (opMmi. Y MPOTOKOMI, CKIAAECHOMY B CTHUCIIH
dopMi, (QIKCyrOTbCsl JuIIe TNPUNAHATI pimieHHs Oe3 neranizaiii  nepeodiry
0OTrOBOPEHHS MTUTAHHS.

VY pasi noTpebu 3a pilICHHSM 3arajibHUX 300piB (KOH(EpeHIlii) KOJIECKTUBY
MPOTOKOJIM 3arajibHUX 300piB (KOH(QEpeHIlli) KOJIEKTUBY MOXYThb CKJIaJaTHCS Yy
MOBHIM (hopmi.

Hymepartiiss mpoTokoiiB 3acijaHb TEAaroriqyHoi pajaud BEACThCA B MeXKax
HABYAJILHOTO POKY, IPOTOKOJIIB BUOOPHUX OPTaHIB - Y MeXaX iX TOBHOBAXCHb.

Hywmepariisi mpoToKoIiB BeEeThCSI OKPEMO 3a KOKHOIO TPYIOI0 MPOTOKOJIIB
3aciJlaHb BIJIIOBIIHOTO KOJIET1aJIbHOTO OpraHy.

3. JlaToro IpOTOKOIY € JAara MPOBEACHHS 3aciaHHSI.

3aroyioBOK J0 TEKCTY MPOTOKONY Mae BioOpaxaTu BUJ 3acifaHHs (Hapaza,
300pHu, KOH(EpeHIlisa TOI0) ado KOJETiaIbHOI IsUIbHOCTI (KoMicis, pana, 300pw,
poOoua rpymna Towo) 1 BKJIKOYAaTH Ha3By BUAY JOKYMEHTA.

TekcT MpOTOKOY CKJIaIa€ThCs 31 BCTYMHOI Ta OCHOBHOT YaCTHH.

VY BCTYIHINM YaCTHHI MPOTOKOIY 3a3HA4YaI0ThHCS MIPI3BUILA Ta 1HILIAJIN TOJIOBU
ab0 TOJIOBYIOUOTO Ha 3acifiaHHi, 300pax TOLI0, CEKpeTaps, 3alpoIIeHUX, a TaAKOX
MPUCYTHIX 0Ci0.

VY pasi morpebu 3a pillleHHSIM BIJIMOBIIHOTO OpraHy Yy CHHUCKY MPUCYTHIX
3a3Ha4yalOThCsl MOCAAM 3alpoIleHUuX OcCi0 Ta HalMEHyBaHHS YCTaHOB. SIKIIO
KUTBKICTh MPUCYTHIX TepeBuiye 15 oci0, 3a3HavaeTbes iX 3arajibHa KUIBKICTH 3
NOCHJIAHHSIM Ha CIHCOK, 1110 T0JIA€THCS 10 MPOTOKOIY.

4. BerynHa yacTMHA MICTUTh HMOPSAJOK JACHHUN: MEPENiK PO3MISHYTHX Ha
3acilaHHi nuTaHb. [lopanoK AeHHNH TOJA€ThCA HAIPUKIHII BCTYITHOT YACTHHH.

CrnoBa «Ilopsimiok JeHHUI» NPYKYIOThCS B1J MEXKI1 JIBOTO IOJS, HICIS HUX
CTaBUTbCS JBOKpanka. KokHe muTaHHA HyMepyeTbes apabCbKuMu Iudpamu 1
IpyKyeTbes 3 ab3aryy. @opMyBaHHS MUTaHb y TOPSAAKY JEHHOMY MOYMHAETHCS 3
npurimeHHuKa «IIpo».



5. OcHOBHa YacTHHA TPOTOKONY CKJIQAa€ThCAd 3 PO3AUIB, SKI MaioTh
BIJIMOBIATH IMyHKTaM TMOPSAKY JeHHOTo. Po3minm HymepyroThCs apaOChbKUMH
rudpamu 1 OyyIOTHCS 32 TAKOIO CXEMOIO:

e s ctucioi popmu npotokoniB: «CJIITY XAJIN — YXBAJINIIN»;
st moBHOT (hopmu mipotokodiiB: «CIIYXAJIN - BUCTVYITNJIN — Y XBAJINJIN».

ITicns cnoBa «CJIYXAJIM» 3 HOBOro psjika 3a3HAuyarOThCS MPI3BUILNE Ta
1HimaM (1HiIiaa IMeH1) KOXKHOTO JO0TOBiaya.

VY mnoBHiit popmi nporokony micna cinoBa « BUCTYITMIIN» dikcyroTbes
BUCTYIHU THUX OCI0, SIKi B3SJIM y4acTh B OOTOBOPEHHI JOMOBiAI (MUTAHHS TOPSIKY
JeHHOT0). Buctynu oopMITIOIOTHCSI B IPOTOKOII 13 3a3HAYCHHSIM TTOCA/T, TIPI3BUII
Ta iHiOiamiB (iHillady), IMEH JOMOBIAAYIB Yy HAa3UBHOMY BIAMIHKY, BHUKJIAaJECHHSIM
3MICTY BUCTYITy a0O MUTAHHS, BIAMNOBI/Il HA HBOTO.

6. TexcTu BUCTYMIB y MPOTOKOJI1 BUKJIAJAIOTHCS BiJl TPETHOI 0COOU OJTHUHH.

Texct abo Te3u MOmMoBiMl, OQOPMIICHI SK OKpeMl JOKYMEHTH, O TEKCTY
IPOTOKOIY HE BKJItoUaroThes. [licns BigoMocTel mpo JonoBigaya CTaBUTHCS TUPE 1
3a3Ha4aeThes "TEKCT JOMOBII JOJAETHCS 10 TPOTOKOIY".

ITicns  cnoBa «YXBAJIMJIM»  dikcyeTbess TpudHATE pIIICHHS 3
00roBOPIOBAHOTO TMHUTAHHS MOPSIKY JEHHOTO, SIKE Ma€ BKJIIOYATH CKJIAJIOBI, IO
BIJIMOBIAAIOTh HA TaKi MUTaHHS: KOMY, 1110 3pOOUTH 1 B IKUM CTPOK.

Y pasi KO0 NOpURMAETHCS PIMICHHS TMPO CXBAJICHHS, IOTOJKEHHS,
3aTBEPKEHHsI JIOKYMEHTa, SKUH OOrOBOPIOBAaBCS Ha 3aciJiaHHi, Ield JOKyMEHT
JOJTAETHCS IO MPOTOKOJTY. 3a HABHOCTI 1HIIMX JOKYMEHTIB, IO PO3MIISAAINCS Ha
3acianHi Ta GpakT 0OOrOBOPEHHS SAKUX OyI0 3a(h)iKCOBAHO B TEKCTI MPOTOKOIY, BOHU
HYMEpYIOThCS apabchkumu mudpamMu (Hampukiam, nomatok 1, momatok 2). YV
BiJIMTOBITHUX IMMYHKTAaX MPOTOKOIY MPOCTABIISAIOTHCS MTOCUIAHHS Ha 111 TOAATKH.

[IpoTokon miAnMucye rojJoBYIOUMI Ha 3aCiIaHHI KOJET1aJIbHOTO (J0paayvoro)
opraHy Ta cekperap (3a HasgBHOCT1). [IpoTokon 3aciianb KOMICIH MIAMUCYIOTh YCI
YJICHU KOMICIi.

7. Jluctu ckinanaroThes 3 METOH OOMIHY 1H(pOpMALI€0 MIX 3aKiIaJoM Ta
opraHamMu Jep>KaBHOi BIaJd, OpPraHaMH MICIEBOTO CaMOBpPSIYBaHHS, iX
MOCAJI0OBUMHU 1 CITy>)kOOBUMHU 0co0aMu, 3aKJiaJlaMi, YCTAHOBAaMH, OpraHi3aiisiMi Ta
THITAMH (P13UIHUMU 1 OPUIUYHUMHE 0COOaMHu.
bnanku nucTa MaroTh Taki peKBI3UTH:

* HaliMEHYBaHHS 3aCHOBHHKA (3aCHOBHUKIB) 3aKiiay (Harpukiazi, 3a0pomaiBChKa
ClIbChKa pajia)

* MIOBHE HalMEHYBAHHS 3aKJIaly BIAMOBITHO O YCTAHOBYUX JTOKYMEHTIB;

* JOBIIKOBI JIaH1 Mo 3akiaj (IOIITOBa aapeca, HoMepH Teae(oHiB,
(akciB, paxyHKIB y OaHKY, a/ipecy eJIEKTPOHHOI MOLITH TOLIO).

PekBi3utamu nucra €: gara, peecTpaliiHUN 1HAEKC, TOCWJIAHHS Ha
peecTpaliiHuil 1HAEKC 1 JaTy JOOKYMEHTa, Ha SIKUA HaJaeTbcsl BIANOBIIb (32
noTpedu), agpecar, 3arojoBOK J0 TEKCTY, TEKCT, BIIMITKA PO HASBHICTh JOJATKIB
(3a moTpedm), MiANUC, BIAMITKA PO BUKOHABIIS.

Jlatoro nucTa € pgara MOro MIANHMCAHHS, sKa Mae 30iraTucs 13 JaToro
peecTpaliii BUXiHOT KOPECTIOHICHIT1.



TekcT naucTa BUKIIAAETHCS BiJ MEPIIOi 0COOM MHOXKHUHU 3 BUKOPUCTAHHSIM
CHIB: «IIPOCHUMO TTOBIJIOMHUTH...», «PO3'ICHIOEMO, II10...».

3a3Buuail y TUCTI OPYIIYETHCS OJTHE TUTAHHS.

8. AKT - TOKyMEHT, CKJIaJICHUN TPYIOI0 OCi0 JIJIsl 3aCB1TUCHHS BCTAHOBIICHUX
¢dakTiB abo momiii. AKTH O(OPMIIOIOTBCA 3a  pe3yiapraraMu  peBi3ii
(b1HaHCOBO-rOCIOAAPCHKOI JISJIBHOCTI, MiJ Yac NpHMaHHS-IEpeJaBaHHs CIpaB,
CIIMCAHHS MaiHa TOLIO.

JlaToro akTa € gara Moro CKJIaJaCHHS.

TekcT akTa cki1afaeTbes 31 BCTYMHOI Ta KOHCTATy040i YaCTHH.

Y BCTYNHIM 4YacTWHI 3a3HAYarOTHCS ITIJICTaBM JUIS CKJIQJIaHHS aKTa Ta
HA3UBAIOTHCS 0COOM, K1 CKJIAIU aKT a00 OyJr MPUCYTHI TIPHU I[bOMY.

VY KoHCTaTyrouii 4YacTHHI BUKIAJAIOTBCA CYTh, 3aBJIaHHSA, XapakTep
BUKOHAHOI poOOTH, BCTaHOBJIEHI (haKTH, MPOIO3HUIlii Ta BUCHOBKU. KoHcTaTryroua
YacTHUHA MOXe O(hOpPMITIOBATHCS Y BUIIISAII TAOJIHII.

VY KiHII TEKCTY aKTa 3aluCyIOThCs JaH1 MPO KUIbKICTh MPUMIPHHUKIB aKTa Ta
X MiCIIe3HAXO/KEHHSI.

AKT MmiIMUACYIOTh yCi1 0CO0H, sIKi Opasii y4acTh y HOTO CKJIaIaHHI.

Ocoba, sxka Mae 3ayBaXeHHS 1O 3MICTy akKTa, MAMHCY€E WOTO 1 BUKJIAAAE
CBOIO JYMKY Ha OKPEMOMY apKyTili, SKHI TOTA€ThCS IO aKTa.

IV. PeecTpaniss 10KyMeHTIB

1. JlokymeHTH B 3akjiaji PEECTPYIOThCS ILEHTPAII30BAHO HE3aJEKHO BiJ
croco0y 1X CTBOPEHHS, OJEpKaHHS YW BIATBOPEHHS. Y 3aKiaji MOXe
3aCTOCOBYBAaTHCS ~ aBTOMaru3oBaHa  ¢opMa  peecTpalii  JIOKyMEHTIB 3
BUKOPHUCTAHHIM CHEIiaJIbHUX KOMI'IOTEPHUX MPOTpam.

2. Peectpaitiisi JOKyMEHTIB 311MCHIOETHCS BiAMoOBiAHO 10 [IpaBui opranizaiii
JIJIOBOJICTBA Ta apXIBHOTO 30epiraHHs JOKYMEHTIB.

3. Peectpairisi TOKyMEHTIB ITPOBOIUTHCS 3 METOIO 3a0€3TeUeHHS iX OOJIKY,
KOHTPOJTIO 32 BUKOHAHHSM 1 ONIEPaTUBHUM BUKOPUCTAHHAM 1H(POpMAITli Ta MOJIATaEe
y BEICHHI 3amucy OONIKOBHX JaHUX TPO JOKYMEHT, SKUM (iKCyeTbes (akt
CTBOPCHHSI, BIAMPABIEHHS a00 OTPUMaHHS JOKYMEHTA IUISIXOM MPOCTABICHHS Ha
HBOMY PEECTPALIMHOTO 1HAEKCY 13 3allMCOM Y BIAMOBIAHUX >XKypHanax (0Oa3zax
ABTOMAaTU30BaHUX CUCTEM) peecTparlii He0OX1THUX BIJOMOCTEH MPO TOKYMEHT.

4. Peectpauii miaiasAraroTh BXiAHI, BHUXIJAHI Ta BHYTPIIIHI JOKYMEHTH
(1OB1AKK, MOTMOBIIHI 3aMMCKH, 3asBU, MPOTOKOJIU 3aciiaHb MEAaroriyHuX paj,
KOMICIH TOIIIO).

5. JIOKyMEHTH PEECTPYIOTHCS JIMIIIE OJWH pa3: BXiJIHI - Y JICHb HAJIXOKCHHS
a00 He MI3HIIIE HACTYIMHOTO po0OYOro JHs, SKIIO0 JAOKYMEHT HaIiMIIOB Yy
HepoOOYMit Yac, CTBOPIOBaHI - y JACHB IIAMHUCAHHS a00 3aTBEPHKCHHS.

6. JlokyMeHTH, K1 HaJIXOASTh JI0 3aKJIaTy, PEECTPYIOTHCA B KypHaJIl BX1THOT
KOPECTIOHIEHIT, Ti, IO BIANPABIAIOTHCS, - Y KypHalIl BUXIJIHHX JOKYMEHTIB,
HaKa3| - y )KypHalIax peecTpallii Haka3iB.

[lepemik MOKyMEHTIB, 10 HE MJIATAIOTh PEECTpallii CHemiaabHO
MPU3HAYCHOIO JJIS ITHOTO 0COO0I0, HABEIECHO Y MOMATKy 3 70 1i€ei [HeTpykIii.

dopMy peecTpariifHOTO KypHally Haka3iB KepIBHUKA 3aKJIaqy HaBEICHO Y
nonatky 4 no uiei [HeTpykiii.



[TpumipHi Gopmu peecTpaliiHux KypHaAIIB BXITHUX, BUXITHUX, BHYTPIIITHIX
JIOKYMEHTIB HaBe[eHO Yy aoxaTkax 5 - 7 mo IlpaBui opranizarii gioBojcTBa Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB.

7. JIOKyMEHTH PEECTPYIOThCS 3a TPyIllaMu 3aJI€KHO BiJl Ha3BU BHJY, aBTOPA
Ta 3MicTy. OKpeMo peecTpyIOThCA:

BX1/THI IOKYMEHTH,;
HaKa3Hu 3 OCHOBHOI JISJIbHOCTI;
HaKa3u 3 aIMiHICTPAaTUBHO-TOCTIOIAPCHKUX NMUTAHB;
HaKa3M 3 KaJpOBHUX MMUTaHb TPUBAJIOrO 30€pIraHHs;
HaKa3M 3 KaJpOBHUX MUTaHb TUMYACOBOTO CTPOKY 30€piraHHs;;
HaKa3u 3 pPyXy YUHIB/BUXOBaHIIIB;
BHYTPIIIHI IOKYMEHTH (IIPOTOKOJIM, TIOBIIKH, JOTOBIHI, OSICHIOBAIbHI
3aMMCKH, 3asBH MPAI[iBHUKIB TOIIIO);
® 3BEPHEHHS IPOMAJIsH, Y TOMY YHCIII 0aThKiB a00 3aKOHHUX MPEACTaBHUKIB
YUHIB;
® 3anuTU Ha MyOnivHy 1H(OpMAaIilO.

8. JloxymeHTH, 110 TEepenarThCsl ENEKTPOHHOIO MOMITOK y CKAHOBaHIM
dbopMi 6e3 eNeKTPOHHOro HU(POBOro MIAMKCY, PEECTPYIOTHCS OKPEMO BIJ 1HIIUX
JOKYMEHTIB 13 3a3HaYCHHSIM €JIEKTPOHHOI aJ[peCcH BiAMpaBHUKA Ta ajipecara.

9. Ilim wyac peectpallii AOKYMEHTa HAJa€TbCI YMOBHE IO3HAYEHHS -
peectpaniiauii iHaekc. CKIIaoB1 YaCTHHHU PEECTPAIIMHOTO 1HIEKCY JTOKYMEHTa
(KpiM 3BepHEHb TPOMAJIIH) BIJOKPEMIIIOIOTHCS OJHA BiJ OJHOI MPaBOOIYHOIO
HOXHWJIOK PUCKOIO.

10. Jlns BXimHMX JOKYMEHTIB PEECTpAIliiHUN 1HJAEKC CKIAJAEThCA 3
MOPSAJIKOBOTO HOMEpa Ta I1HJIEKCY chpaBu, Hampukian 89/02-04, ne 89 -
MOPSAIKOBUH HOMEP JOKYMEHTa y Mexkax poky, 02-04 - iHmekc cmpaBu 3a
HOMEHKJIATyPOIO CIIPaB.

I1. ¥V BuUXiZHOTO Ta BHYTPIIIHBOIO (332 BUHATKOM HAaKa3iB, MPOTOKOIIIB)
JOKYMEHTAa PEECTPALIMHUI 1HAEKC CKJIaJAae€Tbesl 13 1HAEKCY CHOpaBH  3a
HOMEHKJIATypolO CIpaB Ta MOPSAKOBOro HoMepa, Hanpukian 02-04/176, ne 02-04 -
1HAEKC CIpaBU 32 HOMEHKJIATYpOIO cIipaB, 176 - mopsaIKOBUI HOMEp JOKYMEHTa y
MEXax POKY.

V. CkJalaHHs HOMEHKJIATYPHU CIPaB

1. Homenknarypa crnpaB - 0OOB'A3KOBHI JUIsl 3aKJIajly CHCTEMAaTHU30BaHUN
Nepeiik Ha3B (3aroJioBKiB) cIipaB, IO (QOPMYIOThCSA 13 3a3HAYEHHSM CTPOKIB
30epiraHHs CrpasB.

2. HomeHkiaTypa cIipaB CTBOPIOETHCSI 3 METOI BCTAHOBIJIEHHS B 3aKJaji
€IMHOTO TIOPSKY (OpMYBaHHS CrpaB, 3a0e3MedeHHs] iX OOJiKy, ONepaTuBHOTO
MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BHU3HAYEHHS CTPOKIB 30epiraHHs
CIpaB 1 € OCHOBOIO JIJIsl CKJIaJJaHHS OIKCIB CIIPaB MOCTIHHOTO Ta TPUBAJIOTO (TTOHAT
10 pokiB) 30epiranHs, a Takox JUisl OONIKy crpaB TumyacoBoro (o 10 pokis
BKJIFOYHO) 30€piraHHs.

3. CknaganHs Ta OQOpPMJIEHHS HOMEHKIATYypu CIpaB 31ACHIOETHCS
BIIMOBIAHO A0 BuMor miaBu 1 posainy IV IlpaBun opranizaiii IUJIOBOACTBA Ta
apXiBHOTO 30epiraHHs.



4. HoMmeHKIaTypa CIpaB 3aKiagy po3poOseThCs BIAMOBIIAIBHOIO 0COO0I0
3a Opraizaiilo AUTOBOJCTBA Yy 3aKjajal 13 3alydeHHsIM (axiBIlIB CTPYKTYPHUX
M1PO3ILTIB 3aKIaIy.

5. HomeHnkiatypa crpaB yXBaJdIO€ThCS E€KCHEpTHOIO KoMiciero (mani - EK)
3aKJafy, ika CTBOPIOETHCS BIMOBIIHO 10 3aKOHO/IaBCTBA.

6. KepiBHMK HOBOCTBOPEHOTO 3aKjiaay 3000B'sS3aHUI HE Mi3HIIIE OJHOIO
POKY 3 moyaTky AisuibHOCTI nojaru cxBajieHy EK 3akiany HomeHKIaTypy cripaB Ha
po3MIALl eKcrepTHO-niepeBipHii Komicii (mani - EIIK) BiamoBigHOTO Aep>KaBHOTO
apxiBy, EK apxiBHOro BiiJily pailOHHOI JE€p>KaBHOI aJMiHICTpalii abo MiChKOT
paad, y 30HI KOMIUIGKTYBaHHS SIKOTO TiepeOyBae 3akjiaa, Ui TPOBEACHHS
EKCIEPTU3U I[IHHOCTI JOKYMEHTIB 3 METOIO iX MOXKJIMBOTO BIAHECEHHS JI0 JIXKEpell
dbopmyBanus HarmionansHoro apxisHoro douay (nani - HAD).

7. 3aknan, M0 HAJIEXKUTh 0 Jukepen dopmysanHs HAD, y mopanbiiomy
MOTOJI)KY€ CBOIO HOMeHKJaTypy cripaB 3 EIIK BianmoBigHOTO Aep:kaBHOTO apXiBy.

8. 3akman, y MisUIBHOCTI SKOTO HE YTBOPIOIOTHCS JokymMeHTH HAD,
MOTOXKy€ HOMEHKIaTypy cipas 3 EK oprany ymnpasiiHHS OCBITOIO.

9. Homenkmarypa cmpaB 3akjiaay MiAJIArae TOTOHKCHHIO 3 BiAMOBIIHUM
JepKaBHUM apxiBoM a00 OpPraHOM YIPAaBIIHHS OCBITOIO OAMH pa3 Ha M'ATh POKIB
a00 HEBIJIKJIAJHO B pa3l ICTOTHUX 3MIH y ()OpMi BIACHOCTI, CTPYKTYp1, (PyHKLISIX
Ta xapakrepi poOOTH.

10. IMoromxeny EIIK BimnmoBigHOro aepxkaBHoro apxiBy abo EK oprany
yIpaBJIiHHS OCBITOI0 HOMEHKIIATYPY CIpaB 3aTBEPIKY€E KEPIBHUK 3aKIIaTy.

11. HampukiHii pokKy HOMEHKJIATypa CIIpaB 3aKPHUBAETHCS ITiJICYMKOBUM
3aIMCOM MPO KaTeropii Ta KUIbKICTh CIPaB, 3aBEJICHUX Y BIJIMOBIHOMY POIIi.

12. Homenknarypa cropaB mopoky (He mi3Hime 20 rpyaHs) YTOYHIOEThCS,
3aTBEPKYETHCS KEPIBHUKOM 3aKjaay Ta BBOAUTHCS B Jit0 3 01 ClyHS HACTYIHOTO
POKY.

VI. ®opmyBaHHs cnipaB, 30epiraHHs JOKYMEHTIB

1. ®opmyBaHHSI crpaB - TPyMyBaHHS BUKOHAHUX JOKYMEHTIB y CIpPaBH
BiJIMTOBITHO 10 HOMEHKJIATYPH CIIPAB.

2. @opMmyBaHHS CIpaB 3aKiaay 3IIMCHIOETHCA 3 JOTPUMAHHSIM BHUMOT
[IpaBun opranizauii 11JI0BOJCTBA Ta apXIBHOTO 30€piraHHs TOKyMEHTIB.

3. Hakasu 3 OCHOBHO{ JUSITTBHOCTI 3aKnany,
aJMIHICTPaTUBHO-TOCIIOAAPCHKUX, KaJpOBHX MUTAaHb Ta PYyXy Y4YHIB/BUXOBAaHIIIB
IPYyNYyIOThCS B PI3HI CHOPaBU y XPOHOJOTIYHOMY MOPSIAKY BIAMOBIAHO 0 iX BUAIB
Ta CTPOKIiB 30epiraHHsl.

4. JIOKyMEHTH, 3aTBEp/KEHI HAKa30M KEpiBHUKA 3aKjady, € JoJaTKaMu 0
HBOTO 1 TPYIYIOTHCS PA30M 13 UM PO3MOPSIYUM JOKYMEHTOM.

5. JIuctyBaHHS TPyNy€eThCS 3a 3MICTOM 1 KOPECMOHACHTCHKOI O3HAKOIO Ta
CUCTEMATH3y€TbCSI B XPOHOJOTIYHOMY  TOPSJKY:  JOKYMEHT-BIJIOBIIb
PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.

6. AndapiTHa KHUTA Y4YHIB, XypHaJld TPYNHU TOJOBKEHOTO IHS, OOIIKY
MPOIYIICHUX 1 3aMIHEHUX YPOKIB, KHUTH OOJIIKY Ta BHJadi CB1IOITB 1 JOJATKIB JI0
CBIJIOUTB MpO 0a30By 3arajibHy CEpPEeAHIO OCBITY, OOJIKY 1 BHJadl CBIJIOLTB Ta
OJaHKIB AOAATKIB IO CBIJOLTB IPO MOBHY 3arajbHy CEPEIHIO OCBITY, 30JI0TUX Ta



CpiIOHMX Mefaneil MPOIIHYPOBYIOTHCS, a CTOPIHKM HYMepyroThcsi. Ha ocranHii
CTOpIHIII  KYpPHATY/KHUTH pPOOUTHCS 3aMMC TPO KUIBKICTh CTOPIHOK Yy
KypHaJ/KHU31, 10 MAMUCYE KePIBHUK 3akiamy. [[iammic kepiBHUKA CKPITLTIOETHCS
MICYATKOIO 3aKJIATy.

7. Y pasi morpebu 3a pilICHHSIM MENaroriyHoi paad y 3akiaji MOXYTb
CTBOPIOBAaTHCS Ta BECTUCA I1HIII JKypHAIA (KypHajl NPaKTUYHOTO IICHXOJIOra,
COIIAJIBHOTO TIe/Iarora ToIIIO).

VII. Excniepru3a HiHHOCTI JOKYMEHTIB.
IHopsinok miArOTOBKH CIIpaB A0 NepeIaHHsA IS ApXiBHOI0 30epiraHnHs

1. ExcrepTusa LIHHOCTI JOKYMEHTIB Ta MOPSJAOK IMMIATOTOBKK CIIpaB 0
nepefaHHs Il apXiBHOTO 30epiraHHs 3I1WCHIOIOTHCS Ha miactasl [IpaBun
oprasi3aliii 11JIOBOACTBA Ta apXiBHOTO 30epiraHHs TOKYMEHTIB.

CrnemianbHi BUMOTH JI0 €KCIIEPTHU3M I[IHHOCTI JIOKYMEHTIB Ta TMOPSIKY
MiJITOTOBKH CIIpaB JI0 MEpPEelaHHs I apXiBHOTO 30epiraHHs 3akKiaay rnepeadadeHi
miero [HCTpyKITi€ero

2. Jlns opraHizaiiii Ta TpOBEAEHHS €KCIEPTH3U I[IHHOCTI JIOKyMEHTIB, 1110
YTBOPUJIUCS Y IUTOBOJICTBI 3aKJIay, Ta MOAAHHS PE3YJbTaTiB €KCIIEPTH3H I[IHHOCTI
nokymenTiB Ha posnin EIIK nepxxaBnoro apxiBy (EK apxiBHoro Bimmimy
palioHHOI Jiep>KaBHOI aaMiHIcTpalii abo Mmickkoi paau) yrBoproeThest EK 3aknany.
CrtBopenns EK ta oprasnizaiiis ii poOOTH 3/11MCHIOIOTHCS BIAMOBIHO 0 MOCTAaHOBU
Kabinery MinictpiB Ykpainu Big 08 ceprnst 2007 poky Ne 1004 «IIpo npoBeneHHs
eKCIEPTU3U LIHHOCTI JJOKYMEHTIBY» Ta Hakazy MiHiCTepCTBa IOCTUILT YKpaiHu Bij
19 yepBHs 2013 poky Ne 1227/5 «IIpo 3arBepmxenHst TUIIOBOrO MOJIOKEHHS MPO
EKCIIEPTHY KOMICIIO JIep>KaBHOTO OpraHy, OpraHy MiICIIEBOTO CaMOBpsTyBaHHS,
JIEP’)KaBHOTO 1 KOMYHAJIbHOTO IMIJIMIPUEMCTBA, YCTAHOBM Ta OpraHizarii»,
3apeecTpoBaHoro B MiHicTepcTBi foctuilii Ykpainu 25 yepBHs 2013 poky 3a Ne
1062/23594 (31 3MiHaM#).

Cxman EK Ta monoxeHHS Tpo HEl 3aTBEPIKYIOTHCS HAKa30M KEpiBHUKA
3aknany. [onoBoro EK mpu3HauaeThcsi OMMH 13 3aCTYNMHHKIB KEPIBHHUKA 3aKIIALTY,
cekperapeM - 0coba, BIMOBIIadbHA 32 JOKYMEHTH, 0 IMiIISATAI0Th 30€piraHHIo Ta
NEPEIaHHIO B apXiB.

Jlo cknapny EK 3aknmangy 3a iX 3rogor0 MOXKYTb BXOAWUTH IPENCTaBHHUKU
apXIBHUX YCTaHOB, OpraHy BHUUIIOTO pIBHS (BIANOBIAHOTO OpraHy YyIpaBIiHHS
OCBITOI0), METOAMYHUX LEHTPIB, IPO(DECIHUX CIIIIOK, iX 00'€HAHb.

3. CopaBu mnocriiHoro Ta TpuBajoro (moHaa 10 pokiB) 30epiraHHs
nepeaarTbesl Ha 30epiraHHs ocoOl, BIAMOBIAAIbHIA 3a apxiB, 3a OMNKHCAMH, IO
CKJIaJIAl0ThCs 0CO0aMU, BIJMOBIIAIPHUMU 32 (POPMYBaHHS CIIPaB 3 BIAMOBITHOTO
HampsIMy.

[TpuHHATTS KOXKHOT CIIPaBH 3IIMCHIOETHCS Y IPUCYTHOCTI MpaIliBHUKA, SKUAN
nepeaae JOKYMEHTH.

4. YV KIHIIl KOXXHOTO MPUMIPHUKA OMUCYy 0c00a, BIAMOBIIANIbHA 3a apXiB
3aKiaay, MPOCTABIISE MIAMKUC MO0 MPUWHSTTS CIIPaB 3 00OB'I3KOBUM 3a3HAYCHHIM
KUTBKOCTI (Tidpamu 1 CII0BaMM) TIEPEIaHUX CIIPAB 1 3a3HAYAE JIATYy.

5. Ilicns mpuiHATTS cOpaB MNocTiiiHOro ta TpuBajioro (nmonax 10 poxis)
30epiraHHs, 3 KaJpoBUX MNHTaHb 0C00a, BIANOBIJAJbHA 3a apXiB 3akjady, Ha



MiJICTaBl OMKCIB CHpaB, 3a SKUMH 3[1MCHEHO NPUUHSATTS JOKYMEHTIB, 3a
BCTAHOBJICHOIO ()OPMOIO TOTY€E PIUHI PO3/IIHN 3BEJICHUX OIMKUCIB CIIPAB:

1iHOTO 30epiranHs (y 3aKkiaji, o € pxepeiaoM popmysanas HAD);

\HHS,

Oco6oto0, BIZIMOBITATBHOIO 32 apXiB, CKIATAETHCS aKT MPO BWIYUYCHHS IS
3HUINCHHS TOKyMEHTIB, HE BHECeHHX 10 HAD.

6. 3BeZicHHI OMKC CIpaB MOCTIMHOIO 30€piraHHs CKJIAJAETHCS Y YOTUPHOX
npumipaukax. Ilicns cxBanenns EIIK nep:xaBHOro apxiBy Ta 3aTBEpIKEHHS
KEpIBHUKOM 3aKJaJy OJWH HOro MpUMIPHUK HANPABISAETHCS JEp>KaBHINA apXiBHIN
YCTaHOBI YU apXiBHOMY BIJJIUTy PallOHHOI pajy, y 30H1 KOMIUIEKTYBaHHS SIKOTO
nepeOyBae 3aKiajl, Ipyruil TPUMIPHUK 30€pIra€TbCcsi K HEIOTOPKAaHUN 0CO00010,
BIJINIOBITaJTbHOIO 32 apXiB 3akjaay, TPETild, YeTBEPTHH - BUKOPHCTOBYIOTHCS Y
3aKiaal A MOTOYHOrO TMONIIYKY ChpaB 1 y pas3i iX mepenaHHs Ha IOCTIHHE
30epiraHHs HAJAXOATh JI0 BIAMOBIAHOT apXiBHOT YCTaHOBH.

7. 3Benenuii onuc TpuBanoro (rmoHaa 10 pokiB) 30epiraHHs CKIATAEThCS Y
TppOX TpuMipHHKaX. Jlo HBOrO BKIIOYAIOTHCS TaKOX CIOpaBH, SKI 3a
HOMEHKJIATYPOIO CTPaB MArOTh CTPOK 30€piraHHs «J10 JiKBiAarii 3akmamgy». [licms
cxpasiennss EK 3akiany mpuMIpHUKH ONKCY HampaBIsiOThCes Ha cxBajeHHs EK
opraHy ympasJiHHSA OCBiITOO. [liciis mOBEpHEHHS BCiX MPUMIPHUKIB OIMKCY WOTO
3aTBEPIKY€ KepIBHUK 3akiany. [leprmmii mpuMipHUK omHcy 30€piraeThes B 3aKiiajl
K HEIOTOPKAHWW, APYTUHA - € POOOYMM 1 BHUKOPHCTOBYETHCS UISI TOTOYHOTO
NOIIYKY CIpaB, TPETI MOXE HaJCUIaTUCS ISl KOHTPOJIIO BIANOBIJHOMY OpraHy
YIPAaBIIIHHS OCBITOIO.

8. Onuc cnpaB 3 KaJpOBUX MUTAaHb CKIAJIA€THCA Y 3aKJIa1, STKHUA:

e ¢ ;kepenioMm popmyBanHsd HAD - y TpbOX MpUMIpHUKAX;

e 1He e mxepenoM GopmyBanHs HAD - y 1BOX mpumipHUKaX.
9. 3aronoBku cnpas OMUCY 3 KaIPOBUX NUTaHb CUCTEMATU3YIOThCS 3a
HOMIHAQJIBHOIO O3HAKOIO (IpyIyBaHHS B OJIHY CIPaBy JOKYMEHTIB OJIHOTO BUY) Y
TaK1d MMOCJI1TOBHOCTI:

® Haka3W KepiBHUKA 3aKJIaay 3 KaJ[pOBUX MMUTAHb;
HaKa3W KepiBHUKA 3aKJIady 3 pyXy 37100yBayiB OCBITH;
00JIIKOB1 IOKYMEHTH;
CITMCKH 3/100yBaviB OCBiTH (andaBiTHA KHUTa 37100yBayiB OCBITH);
KypHaJIK peecTpallii Haka3iB 3 KaApPOBUX MTUTAHb;
0Cco0O0BI CIIpaBy MpPaIliBHUKIB;

® KOHTPAKTH, TPYAOBI IOTOBOPU;

® OyXTaJITepChKi TOKyMEHTH (0COOOBI paxyHKH 13 3ap0OITHOI 1J1aTH, B pasi ix
BIJICYTHOCTI - PO3paxyHKOBI BITOMOCTI 13 3apIUIaTH);

® JIOKYMEHTH Ipo Tapudikalito (TapudikaiiitHi BIIOMOCTI (CIIUCKH));

® JIOKyMEHTH IPO MPOBEACHHS JACP>KaBHO1 aTeCTallil;

® KHWTH OONIKY 1 BUAa4il CBIIOITB Ta JOAATKIB J0 CBIIOITB PO 0a30BYy

3arajibHy CEpe/IHIO OCBITY;
® CBIJIOLTB Ta JOJATKIB J0 CBIAOLTB PO IMOBHY 3arajibHy CEPEIHIO OCBITY,
30JI0THX Ta CPIOHUX MeJael;



JOKYMEHTH MPO HEIIACHI BUMAIKU (aKTH, IPOTOKOJIN, BUCHOBKH, KyPHAJIN);
KYpHaJM peecTpalli 0ci0, NOTepHUIMX BiJl HEUACHUX BUMA/IKIB;

KypHaJu OONIKY pyXy TPYAOBHX KHIKOK Ta BKJIAJIOK JIO HUX;

KypHaJ peecTparii Haka3iB 3 pyxy 3700yBauiB OCBITH;

He3arpeOyBaHi 0COOMCTI IOKYMEHTH MPaLliBHUKIB (TPYAOB1 KHUXKKH).

10. Oco0oBi cripaBH BUUTEIIB BHOCSTHCS /10 OMKUCY 32 POKOM 3BIIIbHEHHS
mpaiiBHUKAa 1 CHUCTEMAaTH3yIOTbCS 3a TMpPI3BUINAMH 3BUILHEHHX MPAIIBHUKIB B
an(aBITHOMY MOPSJIKY.

11. 3Bemeni omucu crpaB MocTiiHOro, TpuBaigoro (moHan 10 pokiB)
30epiraHHsi, 3 KaJpOBUX NHUTaHb Ta aKT MNP0 BUIYYEHHS IS 3HUIICHHSA
JOKYMEHTIB, He BHeceHux 10 HAD (mani - akT mpo BHIyYEHHS JJIs 3HUIIECHHS
JIOKYMEHTIB), po3rsigatoTees EK 3aknmany omHodacHo.

12. 3axman, mo € mrepenom dopmyBanHs HAD, ommcu cipaB moCTiitHOTO
30epiraHHs Ta 3 KaJpOBHUX MUTAHb Pa30M 3 aKTaMU MPO BUIYUYCHHS JJIsl 3HUIICHHS
NoKyMeHTIB miciis cxBasieHHd iX EK 3aknany nonae Ha po3misan EINK BianmosigHoro
JIEP’KaBHOTO apXiBY.

13. 3aknan, mo He € mxepenoM GopmyBanns HAD, onvcu cripaB 3 KapoBUX
NUTaHb pa3oM 3 aKTaMU MPO BUIIYYEHHS [UIsI 3HUIICHHS JOKYMEHTIB TMICIIs
cxpasienHs ix EK 3aknmagy momae na po3misag EK apxiBHoro Bianiny pailoHHO1
Jep>kKaBHOI aAMiHICTpallii abo apXiBHOTO BIIALTY Mickkoi paau. Omucu crpas
TpuBasioro (monaa 10 pokiB) 30epiranus micis cxBajieHHs EK 3akiany momaroThes
Ha po3rian EK oprany ynpaBiiHHS OCBITOIO.

14. IToromxkeHi (cxBajieH1) aKTH PO BUIIYUEHHS ISl 3HUIIECHHS JJOKYMEHTIB,
He BHeceHHnX 10 HAD, 3aTBepIKyIOThCSl KEPIBHUKOM 3aKJIaTy.

15. Tlicns 3aTBepAKEHHS aKTa MPO BUIIYYEHHS JJIS 3HUIICHHS TOKYMEHTIB
3aKJ1aJ] Ma€ MPaBO 3HULIUTH JOKYMEHTH.

16. KepiBauk 3akiagy 3000B'13aHui 3a0€3MeUUTH 30€peKEHHS JOKYMEHTIB,
a y pa3l BKJIIOYEHHS 3aKjaay 0 CHUCKY HOPUAMYHUX OCi0 - jxepen (opMyBaHHS
HA® nicns 3akiHU€HHS BCTAHOBJIEHUX I'PAaHUYHUX CTPOKIB iX 30€piraHHs B I[bOMY
3aKnaal - 3a0e3MeYrTd TNepelaHHs JOKYMEHTIB JUIsl MOCTIMHOro 30epiraHHs 0
BIJIMTOBITHOT IEPKABHO1 apX1BHOI YCTAHOBHU YM apXIBHOTO BIJLITY.

JHOJATOK 1

1o [HcTpyKii 3 a110BOACTBA
y PiunipkomMy minei

(myHkt 3 pozainy II)



BUMOI'
10 0()OpMJIEHHSI JOKYMEHTIB, 110 BUTOTOBJISIIOTHCS 32 JI0TIOMOI 010
KOMII'IOTEPHOI TeXHIKH

1. Jna npykyBaHHS TEKCTIB CIIYy>KOOBHX JOKYMEHTIB BHKOPHUCTOBYETHCS
rapHiTypa Times New Roman, mpudrt - po3mipom 12 - 14 npykapChbKuX IMyHKTIB.
J103BOJII€TbCSI BUKOPUCTOBYBATH WIPUPT po3mipoM 8 - 12 npyKapChbKUX IyHKTIB
JUIsL JpyKyBaHHS pekBI3UTY «lIpi3Bulle BUKOHABISL 1 HOMEpP WOro TelepoHy»,
BUHOCOK, TIOSICHIOBAJIbHUX HAMKCIB O OKPEMHUX €JIEMEHTIB TEKCTY TOKyMeHTa abo
HOro peKkBI3UTIB TOUIO.

[Tlin wwac JpyKyBaHHS  3arojOBKiB  JO3BOJSETHCS ~ BHUKOPHCTOBYBATH
HaMiBXUPHUM pUPT (Mpssmuii abo KypcuB).

2. Texct nokymeHntiB Ha mamepi Qgopmary A4 (210 x 297 wmimimeTpiB)
PEKOMEHI0BAaHO ApYyKyBaTHu yepe3 1 - 1,5 MikpsakoBoro iHTepBaiy, a Gpopmary AS
(210 x 148 miniMeTpiB) - yepe3 1 MIKPSAIKOBHUI IHTEPBAJL.

JIOKyMeHTH MMOBUHHI MaTH Taki MOJsl (MUTIMETPIB):

PexBizuTn gokyMeHTa (KpiM TEKCTY), SIKI CKJIQalOThCs 3 KUTBKOX PSIKIB,
IpyKyloTbcs depe3 1 MikpsiakoBuil iHTepBan. CKIagoBI YaCTUHU PEKBI3UTIB
«Anpecar», «['pud 3arBepmxeHHs», «I'prd MOrOIKEHH» BITOKPEMITIOIOTHCS OIUH
B1Jl OIHOTO uepe3 1,5 MIXKPSIKOBOTO 1HTEpBaIYy.

PekBI3UTH AOKYMEHTa BIJOKPEMIIIOIOTHCA OAMH Bl OAHOro uepes 1,5 - 3
MDKPSIAKOBUX 1HTEPBAJIH.

3. Ha3Ba Buy JOKyMEHTa IPYKYETHCS BETUKUMH JITEpPaMHU.

4. PosmmppyBanHs mignucy B pekBizutTi «lliamuc» IpykyeTbcs Ha pPiBHI
OCTaHHBOTO PAJIKA Ha3BU MOCATH.

5. He poOuthcs BiACTYIl BijJ MEXI JIBOTO MOJs sl PeKBI3UTIB «Jlara
JIOKYMEHTa», «3arojioBOK JO TEKCTy HokymeHTa», «Tekcr» (0Oe3 ab3zarris),
«BigmiTka TpO HaABHICTH J0AATKIBY, «lIpi3BuIlle BHUKOHABIL 1 HOMEpP WOrO
tenedoHy», HaliMeHyBaHHS Tmocagu y pekBisurax «llimmue» Ta «Ipud
MOTO/KCHHS», HAMHUCy «3TiJHO 3 opuriHaioM», a Takox ciiB «CIIYXAJINy,
«BUCTVYIININ», «YXBAJINJIN», <KHAKA3VYIO».

6. 3a HagBHOCTI KUIbKOX Tpu(iB 3aTBEPIKECHHS 1 MOTOMKEHHS BOHH
PO3MILIYIOTHCS Ha OJHOMY PIBHI BEpTUKaIbHUMH psakamu. llepmmii rpud - Bix
MEX1 JIIBOTO MOJIsl, Apyruil - uepe3 104 migiMeTpu BiJ MEXi JIIBOTO MOJIS.

7. Ilin yac opopMieHHSI JOKYMEHTIB Ha JBOX 1 OUIbLIE CTOpIHKAX Apyra Ta
HACTYNHI CTOpPIHKM MawTh OyTu mnpoHyMepoBaHi. llepmia crTopiHka He
HYMEPYETHCSI.

8. TekcTn TOKYMEHTIB MOCTIHHOTO 30€piraHHs JAPyKYIOThCS Ha OJTHOMY OOIIi
apkyma. JIOKyMeHTH 13 CTpokKOM 30epiraHHs J0 5 pOKiB MOXKHa JAPYKyBaTH Ha
JMITLOBOMY 1 3BOPOTHOMY OOII1 apKyIa.



JNOJJATOK 2
10 IHCTpyKIIii 3 11JIOBO/ICTBA
y Pianipkomy et (myHkT 4 posainy 1)



MEPEJIIK
JOKYMEHTIB, HA IKUX IiIMUC MOCAA0BOI 0CO0M 3aCBiAYy€THCS BiIOMTKOM
NeYaTKH 3aKJIa1y

1. Akt (BUKOHaHHA poOIT, CIUCAHHS MaTepiajJbHUX LIIHHOCTEH, (PiHAHCOBUX
NEPEeBiPOK, BUIYYCHHS JOKYMEHTIB JJIsl 3HUIIICHHS, TepelaBaHHs CIIPaB TOIIIO).

2. JoBigku (Mpo BUKOPUCTAHHS OIOKETHUX ACUTHYBaHb Ha 3apOOiTHY
nJ1aTy, HapaxyBaHHsI 13 3apOOITHOI IIJIaTH TOIIIO).

3. HoroBopu (mpo MarepiaibHy BIANOBIJATBHICTh, HAYKOBO-TEXHIYHE
CHIBPOOITHHUIITBO, MIAPSIAN, OPCHIY IPUMIIICHb, BAKOHAHHS POOIT TOIIIO).

4. JlokymeHTH (IOBIJKH, TOCBIIYEHHSI TOIO), IO 3aCBIAYYIOTH IpaBa
IpPOMAaJIsiH 1 OPUAUYHUX OCI0.

5. JlopyueHHs Ha oJiep>KaHHs TOBapHO-MaTepialbHUX HIHHOCTEH.

6. 3aBmaHHs (Ha MPOEKTYBAHHS OO0'€KTIB, TEXHIYHUX CIIOpPY[, KamiTajibHe
OyIBHUIITBO, TEXHIYHI TOIIIO).

7. 3pa3ku BIIOWUTKIB MEUaTOK 1 MIAMKCIB MPAI[iBHUKIB, Kl MalOTh IPaBO
3MIIACHIOBATH (PIHAHCOBO-TOCTIOAAPCHKI Omepaiiii.

8. Komropuc BuTpar (Ha KaJbKYJALIIO 3a JOTOBOPOM, Ha KalliTajbHE
OyJIBHUIITBO TOIIIO).

9. Jluctu rapaHTiliHi (Ha BUKOHaHHS POOIT, HAAAHHS MOCITYT TOIIO).

10. Onucu cnpaB nocriiHoro, TpuBaioro (monaa 10 pokiB) 30epiranHs, 3
KaJ[pOBHX MUTAHb.

11. ITatHi po3nucH.

12. TpynoB1 KHUKKH.

JNOIATOK 3

1o Iacrpykuii 3 AinoBoaCTBa
y PrunipkomMy minei

(myHKT 6 po3niny 1V)



MEPEJIIK
AOKYMEHTIB, 110 He MiVIAralTh peecTpauii crneniajbHO NPU3HAYEHOIO 1JIA
IILOT0 0C00010
. I'padixu, Hapsau, 3asBKU, pO3HAPSAIKH.
. 3BesieHHs Ta 1H(pOpMaIlis, HaliclIaHi 10 BiJoMa.
. HaBuanbHi miianu, OCBITHI MpOrpamMu (KOIii).
. PexiamH1 1oBi1oMJIeHHSI, TJIaKaTH, MPOrpaMu Hapas, KOHPEpeHIIIH TOIIIO.
. Hopmu BuTpar marepiainis.

1

2

3

4

5

6. BiTanpHi TUCTH 1 3aMPOIICHHS.

7. lpykoBaHi BUAaHHS (KHUTH, )KypHAIH, OIOJIETEH]).
8. MicsiuH1, KBapTaJbHi, MIBP14HI 3BITH.

9. ®opMu CTaTUCTUYHOT 3BITHOCTI.

1

0. Torosopmu.

JNOIATOK 4

10 [HCTpyKIIi 3 11JIOBOACTBA y
Piuunpromy minei

(myHkT 6 po3niny 1V)

PeecTpaniiinuii :KypHaJ Haka3iB KepiBHHKA 3aKJIaay



Peectpamiiinuii | [lata | 3aronoBok | [lIpizBuiie, [IpizBuie, [Tpumitku
1HJeKC (HoMep) | Haka3y | Hakazy 1HIITIaTT] 1HIIaan
HaKazy MpaIiBHUKA, | BiAMOBIAAIBHOI
Ha SIKOTO oco0u
NOKJIaJieHui | (B1AMOBIAaIBHU
KOHTPOJIb 3a X 0ci0)
BUKOHAHHS
HaKazy
1 2 3 4 5




