CXBAJIEHO 3ATBEPIIKVYIO
[Iporoxon 3acinanHs EK Hupexrop: Ipuna 3IHKEBUY

Nel Bin 08.01.2025 p

[HCTpYKIIiS

3 IIJIOBOJICTBA y 3aKJIajiaX 3arajibHOi CepeaHbOi OCBITH
I. 3aranbHi nonoxkeHHs

1. I THCTpYKIliE BCTAHOBIIIOE 3arajibHI BUMOTH IOO JTOKYMEHTYBAHHS YIPaBIiHCHKOI iHGOpMaIii Ta
opranizaiii poOOTH 3 TOKYMEHTaMH Yy AepP>KaBHUX 1 KOMYHAIbHUX 3aKJIalax 3arajbHOl CepeHbOl OCBITH
(mami - 3aKyaan).
2. JlorpuMaHHSI BUMOT IIOJO TOPSAKY BEACHHS JOKYMEHTYBaHHS, BCTAHOBIICHUX I1i€l0 [HCTpyKIIi€to, €
00O0B'SI3KOBUM TSI 3aKJIay OCBITH.
3. 3axyag OCBITM Oprasi3oBYy€ JUIOBOACTBO BIANOBIAHO A0 wi€l [HCTpyKIii, Ta 3aTBEpIKYETHCS
KEpPIBHUKOM 3aKJIay.
4. Oprasi3alist IUIOBOACTBA 1 KOHTPOJb 32 CBOEYACHUM PO3IIISAOM Ta MPOXOHKEHHSIM JOKYMEHTIB Y
3aKyIa/l 3A1MCHIOIOTHCS BIMOBIIATFHOK 0CO00I0, IKa MPU3HAYAETHCS KEPIBHUKOM 3aKJIay.
5. CTBOpeHHsSI €NeKTPOHHUX JIOKYMEHTIB 3MIMCHIOEThCS BiANOBiMHO 10 3akoHiB Ykpainu "IIpo

CICKTPOHHI _ JIOKYMEHTH Ta  CJICKTPOHHUN  JIokyMeHTooOir", "IIpo  enekTpoHHuN 1MbpoBUi
mianuc", Hakasy MinicreperBa roctuiil Ykpainuw Big 11 symcromaga 2014 poxy N 1886/5 "IIpo

3arBep/uKeHHs [lopanaky poOoTH 3 eNeKTPOHHUMM JOKYMEHTAMHU Y JIJOBOJICTBI Ta iX MIATOTOBKU 10
mepenaBaHHs Ha apxiBHe 30epiranHd", 3apeecTpoBaHoro B MinictepcTsi roctunii Ykpainu 11 nucronana
2014 poxy 3a N 1421/26198.

3akisiag MOXKe CTBOPIOBATH JOKYMEHTH TUMUAcoBOTO (10 10 poKiB BKJIFOYHO) CTPOKY 30epiraHHs JIUIIE B
€JICKTPOHHIN (OopMi 32 yMOBH HAssBHOCTI BIATMOBIHOTO TEXHIYHOTO 3a0€3MEUeHHsI 3 ypaxXyBaHHSIM
BHUMOT 3aKOHOJIaBCTBa YKpainu Ta 1€l [HeTpykiii.

6. Ilopsimok opranizaiii 1iJIOBOACTBA 32 3BEPHEHHSIMHU I'pPOMAJISH, 3alUTaMU Ha MyOniuHy iH(opMallito

BU3Ha4YaeThes 3akoHamu  Ykpainu  "llpo 3BepHeHHs rpoMansH", "[Ipo jgocTynm 10 myOmigHOi
iHdopmarti'".

7. Y 3akmafi MiTOBOACTBO 3IMCHIOETHCS JIEPKABHOIO MOBOK. JIOKYMEHTH CKIIQJarOThCs JEPKABHOIO
MOBOIO, KpIM BUIIAJIKiB, ITepe0adeHNX 3aKOHOAaBCTBOM PO MOBU B YKpaiHi.

JlokyMeHTH, SIKi HaJICUJIAIOThCsl 1HO3EMHHUM ajapecaraM, O(QOPMIIIOIOTHCS YKPaiHCHKOIO MOBOIO, abo
MOBOIO JIep’KaBH-aipecara, ad0 OTHIEI0 3 MOB MIKHAPOHOTO CITUIKYBaHHS.

8. Crpoku 30epiraHHs JOKYMEHTIB, IO CTBOPIOIOTBbCS IMiJ 4Yac MAiSUIBHOCTI  3aKIiamy,
BH3HAYAIOThCA Haka3oM MinicTepcTBa roctuilii Ykpainm Big 12 xBitHs 2012 poky N 578/5 "IIpo
aTBep/uKeHHs [lepesiky THUIIOBHMX JIOKYMEHTIB TB ThCS I Yac JISIBHOCTI JKaBHUX

OpraHiB_Ta OpraHiB MICIICBOTO CAMOBPSJIYBAHHS, 1HIIUX YCTAaHOB, MUIMPUEMCTB Ta OpraHi3allii, 13

3a3HAYEHHAM CTPOKIB 30epiraHHs JOKYMEHTIB", 3apeecTpoBaHUM y MiHicTepcTBi rocTulii Ykpainu 17
kBiTHS 2012 poky 3a N 571/20884 (31 3miHamH).

I1. 3araabHi BUMOTH 10 CTBOPEeHHS, 0OPMJICHHS TA JOKYMEHTYBAHHSA yNPaBJiHCbKOI iH(popMmanii
1. JlokymMeHTyBaHHS YIpaBIIHCbKOI 1H(OpMalii 3akiaxy IMOJsAra€ y CTBOPEHHI JOKYMEHTIB, IO
CIPSIMOBaH1 Ha BUPIILIEHHS YIPABIIHCHKUX PIIIEHb.

2. HaszBa Buay nOKyMeHTa (Haka3, MPOTOKOJI, JIOMOBiJHA 3alMCKa TOILO) MAa€ BIJAMOBIAATH Ha3BaM,
nepeadaueHuM posauiom 3 JlepxkaBHoro kiacugikatopa ynpasimiHcbkoi gokymenrtauii JIK 010-98,
3aTBEP/KEHOro Haka3oM Jlep)kaBHOrO KOMITETY VYKpaiHM [0 CcTaHAapTH3alli, METpPoJIorii Ta

tudikamii Big 31 rpyans 1998 poky N 1024 (31 3MiHaMu).

OdopmieHHsT pPEKBI3UTIB OpraHizaliifHO-pO3MOPAIYO0i JTOKYMEHTAlli Ta MOPSAOK IX pO3TallyBaHHS
MaroTh Bianosizatu HamionansHoMy craHgapty Ykpainm "JlepkaBHa yHiikoBaHa cucTeMa
JOKyMeHTalli. VYHipikoBaHa cHCcTeMa OpraHizaliiiHO-po3MopsAY0l JAOKyMeHTalii. Bumorum 1o
odpopmmtoBanns gokymeHTiB. JCTY 4163-2003", 3arBepmxeHoMy Haka3oM JIep:kaBHOTO KOMITETY
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YkpaiHu 3 NUTaHb TEXHIYHOTO PEryIIOBaHHSA Ta croKWMBYOi NomiTHKU Bij 07 xBitHa 2003 poky N
55 (mami - ACTY).

3. OprasizamiitHo-po3nopsiayi JOKYMEHTH O(QOPMITIOIOThCS Ha OJaHKaX, 10 BUTOTOBISIFOTHCS 3T1THO 3
Bumoramu JCTY Ta miei [HcTpyKii.

V 3akniaji MOKyTh BUKOPHCTOBYBATHUCS TaKi OJTAHKU TOKYMEHTIB:

3arajlbHUN OJIaHK JIJI1 CTBOPEHHS PI3HUX BHUAIB JOKYMEHTIB (0e3 3a3HaueHHs y OJIaHKY Ha3BU BHY
JIOKyMEHTA);

OJIaHK JIUCTA;

OnaHK HaKazy.

Bumorn 10 oopMIICHHS JOKYMEHTIB, IO BHTOTOBJISIOTHCS 32 JIONIOMOTOHO KOMITHOTEPHOI TEXHIKH,
HaBeJIeHO B 10jaTky 1 1o miei [HeTpyKiii.

4. ITocasoBi 0COOH TIAMUCYIOTH JOKYMEHTH B MEXaX CBOIX MOBHOBA)KEHB, BU3HAUYCHUX 3aKOHOABCTBOM
VYKpaiHu, cTaTyTOM 3akiaay, MOCaJOBUMHU I1HCTPYKLISIMH, HaKa30M IpPO PO3MOALUT OOOB'SI3KIB MiX
KEPIBHUKOM 3aKJIaJy Ta HOTO 3aCTYITHUKAMH TOIIO.

BinOuTtkom medaTku 3akiany (3a HaSBHOCTI) 3aCBIIYYIOThH MiJIMKC MOCAJ0BOI 0COOHM HA TOKYMEHTax i3
MUTaHb OpraHi3aliiiHoi Ta ()IHaHCOBO-TOCHOAAPCHKOI MISIIBHOCTI 3@ MEpPEeIiKoM JOKYMEHTIB, Ha SIKUX
MIIIC TI0CaI0BOI 0OCOOM 3aCBiTUY€ETHCS BIIOMTKOM TEUATKU 3aKialy, HAaBEICHUM Y JIOMaTKy 2 A0 Iiei
[HCTpYKIIi.

BinOuTok mewyaTtku CTaBUTHCS Tak, MI00 BiH OXOIUIIOBAB OCTaHHI KUIbKa JIiTep HallMEHYBaHHS MOCAIN
ocobm, sKa mijnucanga JOKyMEHT, aje He MIANHC M0cagoBoi 0coOu, abo MPOCTABISIETHCA HA OKPEMO
BUJICHOMY JUIS IOTO Mici 3 BiamiTkoro "M. I1.".

5. 3akyaj MOXKe 3acBIIUyBaTH KOMIl JIMIIE THX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS B HBOMY, @ TaKOXK Y
BUIAJIKaX, Iepea0adeHnX B ab3alli IpyromMmy 1bOTO MyHKTY.

VY pa3i miAroToBKM MOKYMEHTIB JUIsl HAJaHHsS CYIOBUM OpTaHaM, I/ YaCc BHUPIIMIEHHS MUTAaHb OO
OPUMHATTS TpPOMaAsiH Ha pPOOOTY, HaBUaHHS, 3aCBIAYEHHs iX TPYIOBUX Ta IHIIMX TpaB Yy
B3a€EMOBIJTHOCHHAX 13 3aKJaJ0M, a TaKOX Mg 4ac ¢GopMyBaHHS OCOOOBUX CIIpaB MPaIliBHUKIB 3aKjaj
MOX€ BHUTOTOBJISITU KOMIii JOKYMEHTIB, BUJAAHUX IHIIMMHU YCTAHOBAaMH (KOIii JOKYMEHTIB PO OCBITY
TOIIIO).

Binmitka "Komis" mpocTaBiseTbest Ha TUILOBOMY OOLll Y BEPXHBOMY MPABOMY KYTKY MEpIIOro apKyIa
JIOKYMEHTA.

Komii nHaka3iB, IHIIMX JOKYMEHTIB 3acBiluye (3acBIAYYIOTh) BiAMOBiganbHa ocoba (BiAMOBiIAIbHI
ocoOu) 3a opraHi3alio JIUTOBOJICTBA Y 3aKJIA/I].

6. Y pa3i noTpebu NpoBEACHHS OLIHKH JOLUILHOCTI CTBOPEHHS JOKyMEHTa, HOoro oOrpyHTOBaHOCTI Ta
BIJIOBIAHOCTI 3aKOHOAABCTBY 31 CHIOETHCS ITOTOJKEHHS JOKYMEHTA.

[ToromkeHHsT TOKYMEHTIB MOXKE€ 3/11iCHIOBATUCH MOCAJOBUMH 0COOAMHM 3aKjaay, SIKi BIAMOBITHO 0 iX
KOMITETEHII1 BHPILIYIOTh MNUTAHHS, MOPYIIEHI B JOKYMEHTI (BHYTPILIHE IOTO/UKEHHS), a TaKOXK
3aiHTEPECOBAHMMHU YCTAHOBAMU (30BHIIIIHE TTOTOKEHHS).

[ToromkxeHHs TOKYMEHTIB 3IHCHIOETHCS BIJIMOBIIHO /0 BUMOT Hakaly MiHICTEPCTBA FOCTHUINT YKpaiHU

Bix 18 yepBHs 2015 poky N 1000/5 "IIpo 3arBepmkenns [IpaBun opranisaiii iT0BOJICTBA Ta ApXiBHOTO

30epiraHHs _JIOKYMEHTIB Yy JEp)KaBHUX OpraHax, opraHax MICIIEBOIO CaMOBpsJIyBaHHs, Ha
OiANPUEMCTBAX, B YCTaHOBAax 1 opradizamigx", 3apeecTpoBaHoro y MiHicTepcTsi rocTuuii Ykpainu 22

gyepBHs 2015 poky 3a N 736/27181 (mami - [IpaBuiia opranizaiii JiTOBOJICTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB).

I'pud nmoromxenHs po3mimtyrots Hkde pekBizuty "Ilianuc". Bin ckinanaetses 31 cnosa IIOI'O/PKEHO
(Oe3 mamok), Ha3BU MOCaaU OCOOH, SKa TOTOKY€E JOKYMEHT (pa3oM 3 HaMEHYBaHHSM 3aKiajny),
HIJIKCY, 1Hiniany(iB) 1 Ipi3BULIA, JaTH MOTO/KEHHS.

[Ipuknan:

[MTOI'O’KEHO

Jupekrop 3aknany

[Tiqmuc iMs mpi3BHIIe

JlaTa

7. 3aTBEp/HKCHHS YIIPABIIHCHKUX JOKYMEHTIB 31HCHIOETHCSI 0COOMCTO KEPIBHUKOM 3aKJIaTy BiITOBITHO
JI0 MOro MOBHOBaXEHb 200 PO3MOPSIYMM JOKYMEHTOM 3aKJady 13 3a3HaYCHHSIM Ha JOKyMEHTI rpuda
3aTBEPKCHHSI, 0POPMIICHOTO BIIMOBITHUM YHHOM.
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[Topsimok 3aTBepKEHHS TOKYMEHTIB 31HCHIOETHCS BiMOBIAHO 10 IIpaBui opraHizailii JiIOBOJACTBA Ta
apXiBHOrO 30epiraHHs JOKYMEHTIB.

I'pud 3arBepmxenHs ckiagaerses 31 cnoBa 3ATBEPIDKVYIO (6e3 namok), Ha3BU Iocaau, MiAMMUCY,
iHimany(iB) 1 mpi3BHINA 0COOH, SIKa 3aTBEPAUIIA JOKYMEHT, TaTH 3aTBEPKCHHSI.

ITpukian:

3ATBEP/KVYIO

Jupexrop 3aknany

[Tignuc iMs npizBuILEe

JlaTtu

VY pasi 3aTBep/KEHHS JOKYMEHTAa PIIIEHHSM KOJIET1aJbHOro OpraHy rpu¢ 3aTBEpKEeHHs CKJIaJaeThes 3i
cioBa 3ATBEP/IDKEHO (6e3 sanok), Ha3BH, JaTH 1 HOMEpa JOKYMEHTa Y Ha3UBHOMY BiJIMiHKY.
[Tpuknan:

3ATBEP/IDKEHO

[IpoTokon 3acijaHHs MeJaroriyHoi paau

JlaTa

III. Oco61MBi BUMOTH 10 CKJIAJAaHHA AeSIKUX BUIIB JOKYMEHTIB
1. Haka3z - posnopsauuii JOKyMEHT, sIKUil BU/a€ KEpIBHUK 3aKjaly Ha MpaBax €IMHOHAYAIbHOCTI Ta B
MeKaxX CBO€I KOMIIETEHI[11, 000B'I3KOBUH UIsI BUKOHAHHS MHimiernuMu. Hakasu BHOAIOTHCS 3 OCHOBHOIT
JUSUTBHOCTI, aJIMIHICTPAaTUBHO-TOCTIONAPCHKUX, KaJIPOBUX MUTAaHb 3aKJIaly, @ TAKOXK PYXy YUHIB.
Haka3u 3 OCHOBHOi JISJIbHOCTI, aJMIHICTPaTUBHO-TOCIOAAPCHKUX, KAJAPOBUX IHTaHb, PYXYy
YUHIB/BUXOBAHLIB MiJIHCYIOThCS KEPIBHUKOM 3aKiIajy, a 32 HOro BiJICYTHOCTI - 0COOO0, sIKa BUKOHY€
Horo 00O0B'A3KH, Ta PEECTPYIOTHCA B KypHAJIAX PEECTpallii HaKa3iB.
[Ticna mianmucaHHd Hakasy 3MIHM /10 HbOTO BHOCSATBCS JIMILIE LUISIXOM BHJAHHS HOBOTO Hakasy Ipo
BHECEHHS 3MiH.
Haxka3 oopmittoeTscst Ha 61aHKy HaKasy 3aKiafy.
3MICT Haka3y CTHUCJIO BUKIAJA€TbCA B 3arojioBKy, KU MounMHaeThcs 3 mnpuiimMenHuka "IIpo" Ta
CKJIaJIaeThCsl 3a Jomomoror BimmiecmiBHoro iMeHHuka ("[Ipo 3arBepmxkenHs...", "Ilpo cTBopeHHS...")
a6o imennuka ("Ilpo migcymxu...").
TekcT Hakazy 3 OCHOBHOI JiSJIBHOCTI, aJMIHICTPaTUBHO-TOCIOAAPCHKUX IHTaHb Ta PyXy
YYHIB/BUXOBAHI[IB CKJIAJIA€THCA 3 IBOX YACTHH - KOHCTATYIOUOi (TipeamOysu) 1 po3mopsiadoi.
Y KOHCTaTyloui 4YacTHUHI 3a3HA4yaeThCsl MiJICTaBa, OOIPYHTyBaHHsS a00 MeTa BHUJAHHS HaKasy.
Po3nopsiqua yactuHa Hakazy nounHaeThes 13 cinoBa "HAKA3VIO", ske npykyeTbcs 3 HOBOTO psiika
BEJIMKMMU JliTepaMu 0e3 BIJICTYILY Bif JIIBOTO MOJIA 1 JIAMOK, MICJIS YOIO CTaBUTHCS JIBOKpAIKa.
Sxmo Haka3 BUJAETHCA HA TIJACTaBl 1HIIOTO PO3MOPSAIYOTO JOKYMEHTA, Yy KOHCTATYIOUil YacTHHI
3a3Ha4aloThCs Ha3Ba BUAY 1IbOTO TJOKYMEHTAa, HOro aBTop, ara, HOMEp Ta 3arojIoBOK.
Haka3u HymepyroTbcsi B TOPSAKY iX BHJAHHS B MeXax KaJCHIAPHOTO POKY; HakKa3M 3 OCHOBHOI
JUSUIBHOCTI, pYyXy YYHIB/BUXOBaHIB, aJMIHICTPAaTUBHO-TOCIIONAPCHKUX, KaJpOBUX MHUTaHb MalOTh
OKpeMY MOPSAKOBY HyMeparliio.
2. IIpotokonm - AOKyMEHT, y siKoMy (hiKCyeTbcs TepeOir BeOeHHS 3acijaHb, YXBaJICHHS pillIeHb
JIOpaT4UMU Ta KoJIeT1aTbHUMHU OpraHaMu, KOMICISIMU TOIIIO.
[TpoTokonu 3aciiaHb MEAAroriyHUX paj, IHIIMX JOpaJyuX Ta KOJEriaJbHUX OpraHiB CKJIAJAlOThCS B
cTuCHii dopmi. Y TIPOTOKOI, CKIIaJIeHOMY B cTUCIHIN GopMi, (PIKCYyIOThCS JTUIIEe PUHHATI pillleHHS 0€3
JeTanizalii nepediry o0roBopeHHs MUTaHHS.
VY pasi morpebu 3a pimeHHsIM 3aranbHuX 300piB (KOH(EpeHIii) KOIeKTUBY POTOKOJH 3arajibHUX 300piB
(xoH(epeH11ii) KOJEKTUBY MOXKYTh CKIAJAaTUCS Y OBHIN dopMmi.
Hywmeparisi mpoTOKOIIB 3acijaHb MeJaroriqHoi paau BEAETHCS B MEKaX HABYAILHOTO POKY, IPOTOKOIIIB
BUOOPHHUX OpPraHiB - Y MeKax iX MOBHOBAXXEHb.
Hywmepariss mpOTOKONIB BENETHCSI OKPEMO 3a KOXKHOIO TPYIOK IMPOTOKOJTIB 3acCiaHb BiJMOBIIHOTO
KOJIET1aJIbHOTO OpTaHy.
3. JlaToro mMpOTOKOITY € JlaTa MPOBEICHHS 3aCiqaHHS.
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3arooBOK J0 TEKCTy MPOTOKOIY Ma€ BioOpaxaru BU 3acimaHHs (Hapanaa, 300pu, KOHGEPEHIIis TOIIO)
ab0 KoJerianbHOI MIsITBHOCTI (KoMicis, paga, 300pu, poboda rpyma TOIIO) 1 BKJIIOYATH HA3BY BHIY
JIOKYMEHTA.

TexcT mpOTOKOTY CKIIAAETHCS 31 BCTYITHOT Ta OCHOBHOT YaCTHH.

VY BCTyNHIN YacTWHI MPOTOKOIY 3a3HA4YarOThbCs MPI3BHIIA Ta iHIIIAJM TOJOBU a00 TOJIOBYIOUOTO Ha
3acijia"Hi, 300pax TOIIO, CEKpeTaps, 3apOoIICHNX, a TAKOK MPUCYTHIX OCi0.

VY pasi norpeOu 3a pIIICHHSM BIANOBIJHOTO OpPraHy y CHHCKY IPHUCYTHIX 3a3HAYarOTbCs IOCAAU
3ampomieHnX O0cCi0 Ta HalMEHYBaHHS yCTaHOB. SIKIIO KUIBKICTh MPUCYTHIX TepeBumrye 15 ocio,
3a3HAYaE€ThCA iX 3arajbHa KUIBKICTh 3 MOCUJIAHHAM Ha CIIMCOK, 110 TOJA€THCS 10 IPOTOKOIY.

4. BeTynHa yacTMHA MICTUTH MOPSIIOK JE€HHUI: Mepesik po3NISIHYTUX Ha 3aciaHHi nutaHb. [lopsaok
JCHHUH TO/Ia€ThCs HAPUKIHII BCTYITHOT YaCTUHHU.

Crnoga "llopsimok neHHUN" IPYKYIOTHCS Bl MEXKI JIIBOTO TOJISA, TICIIS HUX CTaBUTHCS JBOKpanka. Koxxxe
NUTAHHS HyMEpYETbCs apaOChKUMU IHdpamu 1 ApyKyeTbes 3 ab3aiy. PopMyBaHHsS MUTAHb Y MOPSAIKY
JIECHHOMY ITIOYMHAETHCS 3 MpuitMeHHuKa "[Ipo".

5. OcHOBHa yacTHHA MPOTOKONY CKJIAJAEThCSA 3 PO3MIUIIB, SIKI MAalOTh BIJNOBIJaTH IYHKTaM HOPSJIKY
JeHHoro. Po3111 HyMepyroThesl apaOChbKUMU U paMu 1 OyIyI0ThCs 3a TAKOK CXEMOIO:

i ctucenoi popmu mpotokoinis: "CIIY XAJIN - YXBAJIMIIN";

Jutst moBHOT popmu nporokonis: "CIIY XAJIN - BUCTYITUIIN - YVXBAJINIJIN".

[Ticns crnoBa "CJIYXAJIM" 3 HOBOro psiaka 3a3HAYarOThCS Mpi3BHINE Ta iHimianu (iHiian iMeHi)
KOKHOTO JIOIOBi1aya.

VY noBHiil ¢opmi nporokony micas cioBa "BUCTYIIUIIN" dikcytoTbes BUCTYNH THUX OCI0, K1 B3sUTH
y4acTb B OOTOBOPEHHI JOMOBII (MUTAaHHS MOPSIIKY JI€HHOTr0). Buctynu oopmitiooThes B MPOTOKOIII 13
3a3HaYCHHSIM TOCaj, NPI3BUIN Ta iHimiamiB (iHiliany), iIMEH JOMOBiJadiB y HAa3MBHOMY BiJIMIHKY,
BUKJIQJICHHSIM 3MICTY BUCTYITy a00 MUTaHHS, BIJAMOB1/II HA HHOTO.

6. TexcTu BUCTYIIB Y IPOTOKOJII BUKJIAJAIOThCA BiJl TPETHOT 0COOU OHUHHU.

Texcr abo Te3u 0MOBiAl, OPOPMIIEH] K OKPEMI JTOKYMEHTH, O TEKCTYy MPOTOKOIY HE BKIIIOYAOTHCS.
[Ticna BimomocTeil mpo JOMOBifauya CTAaBUTHCS TUpPE 1 3a3HadaeTbes "TEKCT MOMOBiAL JOAAETHCS 10
MIPOTOKOTY".

[Ticna cnosa "YXBAJIMJIN" dikcyeTbes mpuilHATE pillleHHS 3 OOrOBOPIOBAHOIO IMUTAHHS MOPSAKY
JIGHHOTO, SIKE€ Ma€ BKJIFOUATH CKJIAJIOBI, 110 BIAMOBIJAIOTh HA TaKli MUTAHHA: KOMY, 11O 3pOOUTH 1 B KU
CTPOK.

VY pa3i AKImo NpUiMaETbCs PIMICHHS MPO CXBAJICHHS, MOTOKEHHS, 3aTBEPKCHHS JOKYMEHTA, SKHIA
OoO0roBOprOBaBCcs Ha 3acijlaHHi, LeHd JOKYMEHT JOAA€ThCS 0 MPOTOKONY. 3a HasBHOCTI I1HIIMX
JIOKYMEHTIB, 110 pO3MISAaicsi Ha 3acijaHHl Ta (QaxT oOroBopeHHs SKUX Oyno 3a(iKCOBAaHO B TEKCTI
IPOTOKOJIY, BOHH HYMEPYIOThCS apaOChbKUMHM LudpaMu (Hampukiang, AoaaTok 1, pomarok 2). Y
Bi/ITIOBITHUX ITyHKTaX MPOTOKOITY MPOCTABISIOTHCS TIOCUIIAHHS Ha 11l IOJATKH.

[TpoTokon miAMUCye TOJNOBYIOUMI Ha 3aciliaHHI KOJIET1aJbHOro (J0paadyoro) opraHy ta cekperap (3a
HasiBHOCTI). [IpoToxkou 3acijilanp KOMICii TIAMKUCYIOTh YC1 YWIEHU KOMICIi.

7. Jluctu cknanarThes 3 METOI0 OOMIHY iH(OpMAIII€0 MIX 3aKIaIOM Ta OpraHaMu JIep>KaBHOT BIAH,
opraHaMy MICIIEBOTO CaMOBPSIYBaHHs, I1X TIOCAJOBUMHU 1 CIy>)KOOBUMH oOco0aMu, 3akjajamu,
YCTaHOBAMH, OpraHi3alisiMH Ta IHIIUMH (PI3MUHUMHU 1 FOPUIUYHUMHI 0COOAMH.

bnanku nucra MaroTh Takl peKBI3UTH:

HalilMEHYBaHHS 3aCHOBHUKa (3aCHOBHHKIB) 3aknafy (Hanpukiaa, Onechka MichbKa paja);

MOBHE HaliMEHYBaHHS 3aKJIaay BIJIOBIIHO /10 YCTAHOBYUX JOKYMEHTIB;

JOBIIKOBI JaHi mpo 3akiaj (TomToBa agpeca, Homepu TenedoHiB, (akciB, paxXyHKiB y 0aHKy, aapecy
€JIEKTPOHHOI MOILUTH TOILIO).

PekBizutamu nucTa €: Aara, peecTpaliiHUil 1HIEKC, MOCHUJIAHHS HA peecTpaIlifHUil 1HOEKC 1 Jary
JIOKYMEHTA, Ha SIKWH HAJAEThCS BIMOBIAB (3a MOTpeOu), aapecar, 3aroJIoBOK JI0 TEKCTY, TEKCT, BIAMITKA
PO HASIBHICTh JOJATKIB (32 MOTPEOM ), MiAMKC, BIIMITKA PO BUKOHABIIS.

Jaroro mmcra € para WOro MiANMHMCaHHS, sKa Mae 30iratucs 13 JaTror peecTparii BUXiTHOI
KOPECTIOHICHIIII.

TekcT nuCTa BHKIAMAETHCS B TEpHIOi OCOOM MHOXHHHM 3 BUKOPHCTAaHHSIM CIiB: '"TIPOCHMO
MOBIIOMHTH...", "p0o3'aCHIOEMO, 1110...".

3a3BUuail y JIMCTI MOPYIIY€ETHCS OTHE TTUTAHHS.



8. AKT - TOKYMEHT, CKJIaJIeHUIl TPpymnoro oci0 Ui 3aCBiAYEHHs BCTAHOBJIECHUX (akTiB a0 Mmomii. AKTH
o(pOpPMITIOIOTECSL 32  pe3yJibTaTaMu  PEBi3ii  (PiHAHCOBO-TOCTIONAPCHKOI  MISIIBHOCTI, TiJ  4ac
[IpUIMaHHs-IIepEAaBaHHs CIIPaB, CIIMCAHHS MalHa TOILO.
Jlaroro akTa € jara Moro CKjIaJeHHSI.
TekcT akTa CKIaIaeThes 31 BCTYMHOT Ta KOHCTATYHOUO1 YaCTHH.
VY BCTYIHINM YacTHHI 3a3HAYAIOTHCS MIJCTABH I CKJIAJaHHS aKTa Ta HA3MBAIOTHCS OCOOU, SIKI CKIIAU
aKkT abo Oy MPUCYTHI P LILOMY.
VY KOHCTaTyrouilf 4acTHMHI BUKIAJAIOTHhCS CyTh, 3aBJaHHS, XapaKTep BUKOHAHOi pOOOTH, BCTAHOBIIEHI
¢axTH, nporno3uiii Ta BUCHOBKH. KoHCTaTyroua yacTuHa MOke 0(hOpMITIOBATHCS y BUIVISIII TaOIMILL.
VY KiHLI TEKCTY aKTa 3alUCYIOThCS JaHl PO KUIBKICTh MPUMIPHHUKIB aKTa Ta X MICHE3HAXOIKEHHS.
AKT HiAMUCYIOTh YCi 0co0u, siKi Opaiy y4acTh y HOoro ckiiaJaHHi.
Oco0a, sika Mae 3ayBa’k€HHS J0 3MICTY aKTa, MIANHCY€E HOro 1 BUKJIAJA€ CBOIO TyMKY Ha OKpPEMOMY
apKy1li, IKA T0Ja€ThCs 10 aKTa.

IV. PeecTpanisi 1okymMeHTiB
1. JIokyMeHTH B 3aKJajli pPEeCTPYIOThCS LIEHTPATI30BaHO HE3aJEKHO BIJI CHMOCOOy iX CTBOpPEHHS,
OJIep’KaHHS YU BIATBOPEHHs. Y 3aKiajii MOXe 3aCTOCOBYBaTHCS aBTOMaTrH30BaHa ¢opma peecTparii
JIOKYMEHTIB 3 BUKOPHCTAHHSM CIIEIiaIbHUX KOMI'TOTEPHUX MPOTPaM.
2. Peectpartis JOKYMEHTIB 3M1MCHIOETHCS BIMOBIIHO /0 [IpaBmi opraxizaiiii 1iJ0BOACTBA Ta ApXIBHOTO

30epiraHHs JIOKYMEHTIB.
3. PeecTpariisi JOKyMEHTIB MMPOBOJUTHLCS 3 METOIO 3a0e3MedueHHs X 001Ky, KOHTPOIIO 32 BUKOHAHHSM 1

ONEPaTUBHUM BHUKOPUCTAHHSIM iH(popMalii Ta MHoisrae y BeASHHI 3amucy OOJIKOBHX JaHUX HpO
JIOKYMEHT, SIKUM (IKCyeTbcs (akT CTBOPEHHS, BIJIpaBlIeHHS a00 OTPUMaHHS JOKyMEHTa LUIIXOM
IPOCTAaBJICHHs] HAa HBOMY PEECTPALIfHOrO I1HAEKCY 13 3aluCcOM Yy BIJINOBIIHUX KypHaiax (0azax
aBTOMAaTHU30BaHUX CUCTEM) peecTpallli HeoOX1THUX B1IOMOCTEN PO TOKYMEHT.

4. Peectpariii mianAraroTh BXiAHI, BUXiAHI Ta BHYTPIIIHI JTOKYMEHTH (IOBIIKH, JOMOBIIHI 3aIMCKH,
3as1BM, IPOTOKOJIH 3aCiJJaHb MEAAroT1YHUX paJl, KOMICIH TOIIO).

5. JIOKyMEHTH peeCTPyIOThCS JIMIIE OAWH pa3: BXIAHI - y JCHb HAIXOMKCHHS a00 HE IMi3Hile
HACTYyMHOTO pOO0YOro IHSA, SKIIO JOKYMEHT HAIIMIIOB y HEpOOOYMH Yac, CTBOPIOBAHI - y JE€Hb
HiANMCaHHs a00 3aTBEPIKEHHS.

6. JlokymMeHTH, SIKI HaJIXOIATh 10 3aKJady, PEECTPYIOThCSA B JKypHaJl BXITHOI KOPECHOHIEHIII1, Ti, 110
BIJIIPABIIAIOTHCS, - Y KYPHAJ BUXIIHUX JOKYMEHTIB, BHYTPIIIHI - Y )KypHaJli BHYTPILIHIX JOKYMEHTIB,
HaKa3y - y KypHaJlax peecTpallii HaKkas3iB.

[lepenik MOKyMEHTIB, 10 HE MIUIATAaOTh PEECTpalii CrelialbHO MPU3HAYEHOI Js LIbOTO 0CO0O0I0,
HABEJICHO Y M0/aTKy 3 10 1€l [HeTpyxkiii.

dopMy peecTpallifHOTO KypHaIly Haka3iB KepiBHUKA 3aKJIa[y HaBEJCHO Yy A0JaTKy 4 10 uiei [HeTpykuii.
[TpumipHi dopMu peecTpauifiHUX KYpHATIB BXIJHUX, BUXIJHUX, BHYTPIIIHIX JOKYMEHTIB HaBEICHO

arkax S - IIpaBua oprayizaiii JiJ0BOACTBA Ta apXiBHOL IraHHA JOKVMEHTIB.
7. JlokyMeHTH peecTpylOThCS 3a TpylaMu 3ajJeKHO BiJ Ha3BH BUIY, aBTOopa Ta 3MicTty. OKpemo
PEECTPYIOTHCS:

BXIJIHI JJOKyMEHTH,

HaKa3M 3aKiaay (Hakas3W 3 pyXy yUHiB/BUXOBAHIIIB; HAKa3! 3 a/IMiHICTPAaTUBHO-TOCIOAAPCHKUX MUTAHb;
Haka3u 3 KaJpOBUX MUTAHb TPHUBAJOTrO 30epiraHHs;HaKa3W 3 KaJpOBUX NMUTAHb THMYACOBOTO CTPOKY
30epiranHs);

BHYTPILIHI JOKYMEHTH (IIPOTOKOJM, JTOBIJKH, JONOBI/IHI, MOSICHIOBAJIbHI 3allUCKHU, 3asiBU IPAallIBHUKIB
TOIIIO);

OyXranTepchbKi JOKyMEHTH;

3BEpHEHHS TPOMAJIsTH, Y TOMY YHCIIi 0aThbKiB 200 3aKOHHUX MPEACTABHUKIB yUHIB;

3amUTH Ha MyOmiyHy iHpOpMAIIito.

8. JIoKyMeHTH, L0 MEepelaroThCs EJIEKTPOHHOIO IOLITOK y CKAaHOBaHIA (opmi 0e3 elNeKTpOHHOIro
U(PPOBOTO TIAMUCY, PEECTPYIOTHCS OKPEMO BiJ 1HIIUX OKYMEHTIB i3 3a3HAYE€HHSIM EJIeKTPOHHOI
aZipecH BiJIpaBHUKA Ta ajJpecara.

9. Ilim wac peectparii JOKyMEHTa HAJIA€ThCS YMOBHE IMO3HAYCHHS - peecTpariitauii inaekc. Ckiamosi
YaCTUHU PEECTPALIHHOTO 1HAEKCY JAOKyMEHTa (KpiM 3BEpHEHb T'POMAISTH) BiJOKPEMIIIOIOTHCS OJHA BiJ
OIHOT MPaBOOIYHOO MTOXUIIOK0 PUCKOIO.
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10. /lng BXiZHUX TOKYMEHTIB pEECTpaliiHUI 1HAEKC CKIANAEThCs 3 MOPSIKOBOTO HOMEpa Ta 1HIEKCY
cipasu, Hanpukiaa 89/02-04, ne 89 - mopsiaKoBUiT HOMEp MOKyMEHTa y Mexax poky, 02-04 - inmekc
CIpaBU 32 HOMEHKJIATypOIO CIIPaB.
11. ¥V BuUXIZHOTO Ta BHYTPIIIHHOTO (32 BHHSTKOM Haka3iB, MPOTOKOJIB) JOKYMEHTa peeCTparliiHui
1H/IEKC CKJIAJIa€ThCs 13 1HAEKCY CIpPaBU 32 HOMEHKJIATypOIO CIIPaB Ta MOPSIKOBOIO HOMEpA, HApUKJIal
02-04/176, ne 02-04 - iHIEKC crpaBH 32 HOMEHKJIATYPOIO cIipas, 176 - mopsakoBUIT HOMEp JOKYMEHTA Y
MEXax POKY.
V. Cki1ajaHHs HOMEHKJIATYPH CIIPaB

1. Homenkmarypa crpaB - OOOB'SI3KOBHI NIl 3aKJaAy CHUCTEMAaTH30BAaHUI MeEpeliK Ha3B (3aroji0OBKiB)
crpas, 110 (OPMYIOTHCS 13 3a3HAYEHHSM CTPOKIB 30epiraHHs CIpas.
2. HomeHkIaTypa cripaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJIa/ll €IMHOTO MOPAIKY (HOpMyBaHHS
crpaB, 3a0e3neueHHs iX 00Ky, ONepaTUBHOTO MOUIYKY JOKYMEHTIB 3a IX 3MICTOM 1 BUJIOM, BU3HAYEHHS
CTpPOKiB 30epiraHHs CrpaB 1 € OCHOBOIO JUIS CKJIa/IaHHS OIHUCIB CIIPaB MOCTIHHOTO Ta TPUBAJIOTO (ITOHAT
10 pokiB) 30epiranHs, a TakoX AJisi OONIKY cIipaB TUMYAcoBOTro (710 10 pokiB BKIIIOYHO) 30€piraHHs.
3. CwiaganHs Ta O(QOpPMIICHHS HOMEHKJIATypU CIIpaB 3IiHCHIOETHCS BIJMOBIIHO J0 BUMOT IIaBu 1
posainy [V TlpaBun oprasisaiiii 1iJIOBOACTBA Ta apXiBHOTO 30epiraHHs.
4. HomeHkiatypa chpaB 3akjiagy po3poOsSeThCS BiANOBIAANBEHOI 0CO00I0 (BIAMOBITATHBHUMHU
ocobamM) 3a OpraHizaiiio AUTOBOACTBA y 3aKjajl 13 3adydyeHHSIM (axiBLIB CTPYKTYPHUX MIAPO3ILTIB
3aKianay (3a ix HasiBHOCTI).
5. Homenkiatypa cripaB yXBalrO€ThCSI e€KcrepTHOIO Kowmicieto (mani - EK) 3akmamy, sika CTBOPIOETHCS
Bi/ITIOBIJTHO /10 3aKOHO/ABCTBA.
6. 3akiaj, U0 HAJIEXKUTh A0 Jxepen popmyBanHs HAD, y nonanbiiomMy noropkye CBOX0O HOMEHKIATYPY
crpas 3 EIIK BiInoBiTHOTO 1ep:KaBHOTO apXiBy.
7.3aknan, y IISIbHOCTI SIKOTO HE yTBOPIOIOThCs AokyMeHTH HA®D, noromkye HomeHknarypy crpas 3 EK
OpraHy ynpaBJliHHS OCBITOIO.
8.HomeHkinaTypa cmpaB 3akiaay MiJUIsirae MOTOPKEHHIO 3 BIAMOBIIHUM JAEpXKaBHUM apXiBoM abo
OpPraHoM YHIPaBJIiHHS OCBITOIO OJMH pa3 Ha M'sATh POKIB a00 HEBIAKIAJAHO B pa3i ICTOTHUX 3MiH Y (opMi
BJIACHOCTI, CTPYKTYP1, PyHKLIAX Ta Xapakrepi poOOTH.
10. IToromxeny EIIK BiamoBigHoro aep)kaBHoro apxiBy ab6o EK oprany ympaBiiHHS OCBITOO
HOMEHKJIATYpPy CIIPaB 3aTBEPUKYE KEPIBHHUK 3aKIIATy.
11. HanpukiHii poKy HOMEHKJATypa CIIPaB 3aKpUBAETHCS IMIJCYMKOBUM 3allUCOM IIPO Kareropii Ta
KUIBKICTb CIIpaB, 3aB€CHUX Y BIJNOBIAHOMY POLIL.
12. Homenkiiatypa cripaB MOpPOKy (He mi3Hime 20 rpyaHs) YTOUHIOETBCS, 3aTBEPIIKYEThCS KEPIBHUKOM
3aKJ1ay Ta BBOAUTHCSA B Ait0 3 01 ClUHSI HACTYITHOTO POKY.

VI. ®opmyBaHHs cpaB, 30epiraHHs JOKYMEHTIB
1. ®opmyBaHHS ClIpaB - TPyIMyBaHHS BUKOHAHHUX JOKYMEHTIB y CIIPaBH BIATOBIIHO O HOMEHKIIATYpH
CIpas.
2. ®opMyBaHHs CHpaB 3akaay 3A1MCHIOETbCS 3 JOTPUMaHHAM BUMor [IpaBui opradizamii Ji10BOJICTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.
3. Haka3u 3 0OCHOBHOI AiSUIBHOCTI 3aKJIady, aIMIHICTPAaTUBHO-TOCIIOAAPCHKUX, KaJIpOBUX MUTaHb Ta PyXy
YUHIB/BUXOBAHIIIB IPYIMYIOTHCS B Pi3HI CIOPaBU Y XPOHOJIOTIYHOMY MOPSAIKY BIAMOBIAHO 10 iX BHJIB Ta
CTpPOKIB 30€pIiraHHs.
4. JlokyMeHTH, 3aTBEp/PKEHI HaKa30M KepiBHUKA 3aKJIay, € JOAATKaMH JI0 HbOTO 1 FPYIYIOThCS Pa3oM 13
IIUM PO3TIOPSTINM JTOKYMEHTOM.
5. JluctyBaHHS TpyIyeThCS 3a 3MICTOM 1 KOPECIOHAEHTCHKOIO O3HAKOI Ta CUCTEMAaTHU3yeTbCS B
XPOHOJIOTTYHOMY MOPSAJKY: TOKYMEHT-BIAMOBI/Ib PO3MILLYETHCS 32 JOKYMEHTOM-3aIIUTOM.
6. AndapiTHa KHHMra y4HIB/BUXOBAHIIB, XypHAJIH TPyHH MOJOBXKEHOTO AHS, OONIKY MPOMYLICHHX 1
3aMiHEHHX YPOKiB, KHUTH OONIKy Ta BHJad4l CBIIIONTB 1 JONATKIB JO CBiIOUTB Mpo 0a30By 3arajibHy
CEpe/IHIO OCBITY, aTeCTaTiB Ta JOAATKIB JIO0 aT€CTaTIB MPO MOBHY 3arajbHy CEPEIHIO OCBITY, 30JI0TUX
Menaineid "3a BHCOKI JOCATHEHHS y HaB4yaHHI" Ta cpiOHuMX Menanedl "3a nOCSATHEHHs y HaByaHHI"
MIPOILIHYPOBYIOThCS, & CTOPIHKM HyMepyIoThcsi. Ha ocTaHHIN CTOPIHII KypHAy/KHUTH POOUTHCS 3aIncC
PO KITBKICTh CTOPIHOK y JKypHAaJi/KHM31, M0 MANMHCYE KEpiBHUK 3akiany. lliamuc kepiBHUKa
CKPITUTIOETHCA MEYaTKOIO 3aKiany (3a HassBHOCTI).
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7. Y pa3i noTpebu 3a pilIeHHsAM MEAAroriyHoi paau y 3aKiaji MOXKYTh CTBOPIOBATHCS Ta BECTHCS 1HILI
XKypHaJu (KypHaJ MPAaKTHYHOTO TICUXO0JIOTa, COIIAIbHOTO TIe1arora ToIIo).
VII. ExcniepTu3a niHHOCTI IOKYMEHTIB.
[Topsaok MiATOTOBKY CHpaB JI0 TIEPEIaHHs JIJIsl apX1BHOTO 30epiraHHs
1. ExkcnepTtH3a IIIHHOCTI JOKYMEHTIB Ta MOPSJIOK MIATOTOBKH CIPaB JI0 NEepelaHHs Uil apXiBHOTO
30epiraHHs 371HCHIOIOTHCS Ha T1CTaBl

2. [IlpaBun opranizamii JiTOBOJICTBA Ta APXIBHOT iraHHS JIOKYMEHTIB.
CrieniaibHi BUMOTH JI0 €KCHEPTU3U IIHHOCTI JOKYMEHTIB Ta MOPSAKY MiATOTOBKHU CIIPaB /10 MepeaaHHs
JUI apXiBHOTO 30epiraHHs 3akiajy nependadeHi i€ [HCTpyKIi€eo.
2. Jlns opranizauii Ta MpoBEIEHHS €KCIIEPTU3M I[IHHOCTI JIOKYMEHTIB, 1110 YTBOPHJIUCS y A1IOBOJCTBI
3aKiajay, Ta TOJAHHsS pPe3yJbTaTiB €KCHEepTH3U LIHHOCTI JoKyMeHTiB Ha posrisia EIIK gepskaBHOTro
apxiBy (EK apxiBHOro BifJi1y pallOHHOI Jep>KaBHOI aJMiHICTpalii abo MicbKoi paju) yTBoproeThesi EK
3aknany. CrBopenss EK Ta opranizaiis i1 poOOTH 31 CHIOIOTECS BiAMOBIIHO J0 HocTaHoBU KabiHeTy
MinictpiB_Vkpainu Big 08 cepnus 2007 poky N 1004 "IIpo mnpoBeieHHsS €KCHEPTU3W IIHHOCTI

OKYMEHTIB" Ta Hakazy MiHictepcTBa foctuilii Yikpainu Bim 19 yepBHs 2013 poky N 1227/5 "TIpo
3arBePIKEHHS TUITOBOIO IOJOXKEHHS PO EKCIIEPTHY KOMICIX0 AEPKABHOTO OPraHy, OPraHy MicClleBOIO

aMOBPSTYBAHHS JKABHOTO 1 KOMVHAJIBHOTO  IMIIIPHEMCTBA TAHOBH Ta ragizarui",
3apeecTpoBaHoro B MinictepcTsi roctuii Ykpainu 25 uepsHs 2013 poky 3a N 1062/23594.
Cxknan EK Ta momoxeHHs Hpo Hei 3aTBepKYIOThCS Haka3oM KepiBHUKa 3akiany. lomosoro EK
MPU3HAYAETHCSI OMH 13 3aCTYMHUKIB KEpIBHHMKA 3aKJaJy, CEeKpeTrapeM - ocoba, BIAMNOBilajgbHA 3a
JOKYMEHTH, 1110 TMJIATaloTh 30€piraHHIo Ta NepeaHHIO B apXiB.
Jo cxnany EK 3akmamy 3a iX 3roor0 MOXYTh BXOAMTH NPEJCTABHUKU apXiBHUX YCTAHOB, OpPTraHy
BUIIOTO piBHS (BIAMOBIJHOIO OpraHy YIpaBiiHHS OCBITOI), METOAMYHUX LEHTPIB, mnpodeciiHux
CIIJIOK, iX 00'eqHaHb.
3. Copasu noctiiiHoro Ta Tpupajoro (monaa 10 pokiB) 30epiraHHs nepeaatoThes Ha 30epiraHHs ocooi,
BI/IMOBIIAJIbHIA 3a apXiB, 32 OMKUCAMM, IO CKJIAJAIOTHCS 0COOaMH, BIJMOBIIAILHUMHU 32 (OPMyBaHHS
CIpaB 3 BIAMOBITHOTO HATIPSIMY.
[TpuiHATTS KOXKHOT CIIpaBH 3/11MCHIOETHCA y IPUCYTHOCTI MPALiBHUKA, IKUN NIEpeJae TOKYMEHTH.
4.V KiHII KOXXHOTO IpUMIpPHUKA Oomucy oco0a, BIANOBIAANbHA 32 apXiB 3aKiajay, MPOCTaBISIE MIAMHC
100 MPUNHATTS clpaB 3 OOOB'SI3KOBUM 3a3HAYEHHSIM KUIBKOCTI (LMdpamMu 1 cl1oBaMHu) NeperaHux
CIIpaB 1 3a3Havae Jarty.
5. Ilicng npudHATTSA crpaB MOCTIHHOrO Ta TpuBanoro (rmoHasa 10 pokiB) 30epiranHs, 3 KaJpOBUX MUTAaHb
ocoba, BIAMOBIgaNbHA 3a apXiB 3aKiady, Ha MiJCTaBl OMHCIB CIpPaB, 3a SKUMH 3AIMCHEHO MPUUHATTS
JIOKYMEHTIB, 32 BCTAHOBJIEHOIO ()OPMOIO TOTY€ PIUHI PO3/IUIM 3BEIEHUX OMKUCIB CIPaB:
noctiHoro 30epiranus (y 3akiai, mo € prepeiaom opmyBanHs HAD);
TpuBanoro (moxasa 10 pokiB) 30epiranus;
3 KaJJpOBHX MHUTaHb.

Oco0ot0, BIJNOBIIAJBHOIO 32 apXiB, CKIAJAETHCS aKT MPO BHJIYYEHHS JUISl 3HUIICHHS JOKYMEHTIB, HE
BHeceHUx 10 HAD.

6. 3BeneHUH omMC cIpaB IOCTIMHOrO 30epiraHHs CKJIAJA€ThCSl Yy YOTUPHOX HpuMipHukax. Ilicms
cxBaneHHs: EIIK nepkaBHOro apXiBy Ta 3aTBEpAKCHHsS KEPIBHMKOM 3aKJajay OJWH HOro MpUMipHHUK
HANpaBISETbCS JIEp’KaBHIM apXiBHIM yCTaHOBI 4YM apxXiBHOMY BIJIUIy MICBKOI paau, y 30HI
KOMIUIEKTYBaHHS SKOToO nepelyBae 3akiaj, Ipyruil MpUMIpHUK 30epiraeThes K HEAOTOPKaHUH 0c00010,
BIJIOBIAAJIBHOIO 32 apXiB 3aKjay, TPEeTid, YeTBEPTUH - BUKOPUCTOBYIOTHCS Y 3aKJIaJl JIJIsl IOTOYHOTO
MOIIYKY COpaB 1y pasi iX mepeqaHHs HA MOCTiMHE 30epiraHHs HAIXOMATh JO BIAMOBIAHOI apXiBHOT
YCTaHOBH.

7. 3BeaeHuit onuc TpuBanoro (moHax 10 pokiB) 30epiraHHs CKJIaJA€eTbcs y TPbOX MpHUMipHHUKax. J{o
HBOTO BKIJIIOYAIOTHCS TAaKOXK CIPABU, SKi 32 HOMEHKJIATYpOIO CIpaB MaloTh CTPOK 30epiranHs '"mo
mikBigamii 3aknany". Ilicns cxBanenns EK 3akmany mpuMipHUKU OMKCY HalpaBIIsIOTHCS HA CXBAJICHHS
EK oprany ympaBminHS ocBitoro. Ilicisi mOBEepHEHHS BCiX NPUMIPHUKIB ONKCY HOTO 3aTBEpIKYE
KepiBHUK 3aksafny. [lepmuil npumipHUK omnucy 30epiraeTbes B 3aKiajil K HEJOTOPKaHUM, APYTHH - €
pPOOOYMM 1 BUKOPHCTOBYETHCS IS TIOTOYHOTO TIOUTYKY CITPaB, TPETiH MOXKE HAJCHIIATUCS JIJISI KOHTPOJIIO
BiJIMOBITHOMY OpraHy yIpaBiIiHHS OCBITOIO.

8. Ommc cripaB 3 KaJpOBUX IMUTaHb CKIAIAETHCS Y 3aKIA1, SIKUH:
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€ okepenoM GopmyBanHd HAD - y TpboX NpUMipHUKAX;

He € prepenioM popmyBanHs HAD - y 1BOX mpuMipHUKaX.

9. 3arosoBKM CHpaB OMUCY 3 KaJpOBUX IMHUTAaHb CUCTEMAaTH3YIOThCS 33 HOMIHAJIBHOIO O3HAKOIO
(TpyrmyBaHHsI B OJIHY CIIPaBy JTOKYMEHTIB OJIHOTO BH]Y) Y TaKiil MOCIIiIOBHOCTI:

HaKa3u KepiBHUKA 3aKJIay 3 KaAPOBHUX MMUTAHb;

HaKa3u KepiBHUKA 3aKJIay 3 pyXy YUHIB/BUXOBaHIIIB,;

00JIIKOB1 JOKYMEHTH;

CIMCKHU YYHIB/BUXOBaHIIB (andaBiTHa KHUTa yUHIB/BUXOBAHIIIB);

JKYpHAJIU peecTpallii Haka3iB 3 KaJApOBHUX IMUTAHb;

0CO0O0BI CIIpaBy MPaLliBHUKIB;

KOHTPAKTH, TPY/IOB1 IOTOBOPH;

OyXrajiTepchbKi TOKyMEHTH (0COO0BI paxyHKH 13 3ap0oOITHOT MJIaTH, B pa3i iX BIICYTHOCTI - pO3PaxXyHKOBI1
BIJIOMOCTI 13 3apIUiaTu);

JIOKYMEHTH Mpo Tapudikaiio (TapudikamiiiHi BiIOMOCTI (CIIUCKN));

JIOKYMEHTH TPO MPOBEICHHS JIep’KaBHOI aTecTarlil;

KHUTH OOJIiKy 1 BHJayl CBIAOUTB Ta JOAATKIB JI0 CBIJOLUTB IMpO 0a30By 3arajbHy CEPEIHIO OCBITY;
arecTariB Ta JO/aTKiB 10 aTecTaTiB PO MOBHY 3arajbHy CEpPEeHIO OCBITY, 30JI0TUX Menaiel "3a BUCOKI
JIOCSITHEHHS y HaB4aHHI" Ta cpiOHMX Meaaneit "3a ToCArHeHHs y HaByaHH1";

JIOKYMEHTH TPO HEIAaCHI BUMAJKHU (aKTH, TPOTOKOJIN, BUCHOBKH, JKypHAJIN);

KypHaJIU peecTparii oci0, HOTEPNUINX Bl HEIIACHUX BUIA/IKIB;

KYpHAJU 00Ky pyXy TPYAOBUX KHUXKOK Ta BKJIAJIOK 1O HUX;

KypHaJI peecTpariii Haka3iB 3 pyXy y4YHi1B/BUXOBaHLIIB;

He3aTpeOyBaHi 0COOMCTI TOKYMEHTH MPALIBHUKIB (TPYAOBI KHIXKKH).

10. Ocob6oB1 cipaBu BHOCATHCS JO OMHUCY 3a POKOM 3BUIHHEHHS IMpalliBHUKA 1 CUCTEMATH3YIOThCS 3a
NPi3BUILAMH 3BUIbHEHUX MPAI[iBHUKIB B aji(haBITHOMY MOPSIKY.

11. 3BeneHi onucu crpas NocTiiiHOrO, TpuBajoro (nmoxaa 10 pokiB) 30epiraHHs, 3 KaApoBUX MUTaHb Ta
aKT PO BUJIYYEHHS JUIs 3HUIIEHHS JOKYMEHTIB, He BHeceHUX 10 HAD (naini - akT mpo BHIIyYeHHS JUIs
3HUILEHHS I0KyMEHTIB), po3rmisaatoTeest EK 3aknany ogHodacHo.

12. 3aknan, mo € mxepenom GopmyBanus HAD, onucu crnpaB mocTiiHOTO 30epiraHHs Ta 3 KaJpoBUX
MUTAaHb Pa30oM 3 aKTaMHU PO BWIIYYEHHS Ui 3HUIICHHS JOKYMEHTIB micis cxBaneHHs ix EK 3axmamy
nozaae Ha po3rsia EIIK BianoBigHOro Aep>kaBHOTO apxiBy.

13. 3aknan, mo He € mxepenom GopmyBanHs HAD, onvcu cipaB 3 KaApOBUX MUTaHb Pa30oM 3 aKTaMH
PO BWJIYYEHHs JUIs 3HUIIEHHS JOKYMEHTIB micis cxBaneHHs ix EK 3akmamy momae na posmiin EK
apXiBHOTO BTy paillOHHOI Jep:kaBHOI aAMiHICTpalli ado apXiBHOTrO BIAUTY MicbKoi paau. Onucu
cripaB TpuBasioro (nonan 10 pokiB) 30epiranns micis cxpaieHHs EK 3aknany nogarorecs Ha posmisin EK
Oprasy yIpaBJliHHS OCBITOIO.

14. TloromxkeHi (cxBajeHi) akTH NPO BWIYYCHHs ISl 3HUIICHHS JOKYMEHTIB, He BHeceHuX 10 HAD,
3aTBEPKYIOTHCSI KEPIBHUKOM 3aKJIaTy.

15. Ilicns 3aTBEp/KEHHS aKTa MPO BHIIyUEHHs JJIs 3HUILEHHS JIOKYMEHTIB 3aKJIajl Ma€ MpaBoO 3HUIIUTH
JIOKYMEHTH.

16. KepiBHuk 3akmagy 3000B'a3aHuN 3a0e3meynTH 30€peeHHs TOKYMEHTIB, a y pa3l BKIIOYEHHS
3aKJIay 10 CIUCKY HOpUAWYHHUX 0ci0 - mxepen (opmyBaHHs HAD micis 3akiHUE€HHS BCTAHOBIIEHUX
TPaHUYHHUX CTPOKIB I1X 30epiraHHs B LbOMY 3aKkiaji - 3a0e3MeuuTd NepeqaHHs AOKYMEHTIB IS
MOCTIMHOTrO 30epiraHHs 10 BIANOBIAHOI JEp>KaBHOI apXiBHOI YCTAHOBU YU apXIBHOTO BIJAUTY MICBKOI
panu.



Jonatox 1
1o [HeTpyk1ii 3 A1TOBOICTBA Y 3aKiIaaX 3arajibHOi CEPEeAHbOT OCBITH
(mynkt 3 posniny II)
BUMOI'

110 0(OPMIIEHHSI JOKYMEHTIB, 1110 BUTOTOBJISIFOTHCS 32 JIOTIOMOTOI0 KOMII'TOTEPHOT TEXHIKU
1. Jlns npyKyBaHHS TEKCTIB CIy>KOOBHX JOKYMEHTIB BUKOPUCTOBYEThCS TapHiTypa Times New Roman,
mpudt - posmipoMm 12 - 14 apykapcbkux MyHKTIB. J[03BOISIETbCS BUKOPUCTOBYBATH IPUDT po3Mipom 8
- 12 npyxapchKuX IMyHKTIB A7 IpyKyBaHHs pekBi3uty "IIpi3Buile BUKOHABI 1 HOMEp Horo Tenedony”,
BUHOCOK, IMOSICHIOBAJIbHMX HAIKCIB JO OKPEMHUX €JIEMEHTIB TEKCTy JAOKyMeHTa abo MOro pekBi3WTIB
TOLLLO.
[Tin yac ApyKyBaHHS 3arojOBKIB J103BOJIIETHCS BUKOPHUCTOBYBAaTH HAMIBXKUPHUNA MIPUPT (mpsMuit abo
KypCHB).
2. Teker noxymeHTiB Ha namnepi ¢popmaty A4 (210 x 297 miniMeTpiB) peKOMEHI0BaHO APYKYBATH Yepe3
1 - 1,5 mixpsakoBoro iHtepsaiy, a gopmary AS (210 x 148 mimiMeTpiB) - yepe3 1 MIKpPSIKOBUI
1HTEpBAaI.
JIOKyMEHTH MOBUHHI MaTH Taki Nois (MUTIMETPIB):
30 - miBe;
10 - mpase;
20 - BepXHE Ta HUXKHE.
PexBizutu nokymeHTa (KpiM TEKCTy), SKi CKIQJalOThCi 3 KIIBKOX PSAKIB, OPYKYHOThCs uepe3 |
MDKpsiikoBUi 1HTepBai. CkianoBi yacTuHM pekBi3uTiB "Agnpecar", "I'pud 3arBepmxenus", "I'pud
MOTO/KEHHS" B1IOKPEMITIOIOTHCS OZMH BiJl OHOTO Yepe3 1,5 MIKPSAAKOBOTrO iHTEPBAITY.
PexBi3uTH 1OKyMEHTa B1IOKPEMITIOIOTHCS OJIMH BiJl OHOTO Yepe3 1,5 - 3 MIKPSIAKOBUX 1HTEPBAJIH.
3. Ha3Ba BUy JJOKyMEHTA JIPYKY€ThCS BETUKUMHU JIITEpaMH.
4. Posmmm¢pyBanHs mianucy B pekBizutTi "[linnmuc" apyKyeTbes Ha piBHI OCTAHHBOIO psiiKa Ha3BU
MOCaH.
5. He poOuthkcs BimcTynm Bif MEXi JIBOTO Tojisi Jyisi pekBi3uTiB "Jlara nmokymenta", "3arosoBok 10
TekcTy aokymenrta", "Tekcr" (6e3 ab3auiB), "BigmiTka npo HasBHICTH qoAarkiB', "[Ipi3Bulie BUKOHABISA
1 Homep Horo Tenedony", HaliMeHyBaHHsS mocaau y peksizutax "[linmuc" ta "I'pud noromxenHs",
Hanucy "3rimHo 3 opuriHanom", a Takox chiB "CIIVXAJIN", "BUCTVYIIUJIN", "YXBAJIMJIN",
"HAKA3VYIO".
6. 3a HasBHOCTI KUIbKOX T'pU(IB 3aTBEpAKEHHS 1 MOTOPKEHHSI BOHU PO3MIIIYIOTHCSI Ha OHOMY PIBHI
BEPTUKATBHUMU psaakamu. [lepmuit Tpud - Bix Mexi JiBoro moisi, qpyrui - yepe3 104 mimiMeTpu Bi
MEX1 JTIBOTO OIS
7. Ilix yac oopMmIIeHHSI TOKYMEHTIB Ha JIBOX 1 OUIbIIE CTOpPIHKAX Jpyra Ta HACTYIHI CTOPIHKU MaroTh
OyTu npoHymepoBani. [lepia cropiHka He HyMepy€eThCsl.
8. TexcTn HOKYMEHTIB MOCTIHHOTO 30epiraHHs OPYKYIOTHCS Ha OJHOMY Oori apkyma. JlokymeHTH i3
CTpOKOM 30epiraHHs 10 5 pOKiB MOKHA JPYKyBaTH Ha JIMILOBOMY 1 3BOPOTHOMY OOI11i apKy1ia.

JlogaTok 2
no THcTpyKIIii 3 TI0BO/ICTBA Y 3aKIalaX 3arajbHOl CepeHbOT OCBITH
(myHkT 4 posniny II)



[TEPEJIIK

JIOKYMEHTIB, Ha SIKUX IIIMHAC TOCaT0BOI 0COOM 3aCBIAUYETHCS BIIOMTKOM MEYATKH 3aKJIa 1y
1. Axti (BUKOHAHHS POOIT, COUCAHHA MaTepiaibHUX I[IHHOCTEH, (hiHAHCOBUX MEPEBIPOK, BUIYUCHHS
JIOKYMEHTIB JUIsl 3HUIIICHHS, TIEPEIaBaHHsI CIIPaB TOIIIO).
2. JloBizku (MpO BUKOPHUCTAaHHS OIO[UKETHHX AaCUTHYBaHb Ha 3apoO0iTHY IUIaTy, HapaxyBaHHS 13
3apo0OITHOT IJIATH TOIIIO).
3. JoroBopu (mpo MarepiajibHy BiJIOBIJIQNbHICTh, HAayKOBO-TEXHIYHE CHIBPOOITHUITBO, MiJIpsIy,
OpEeHy IPUMIIIEHb, BAKOHAHHS pPOOIT TOIIO).
4. lokyMeHTH (JOBIIKH, TOCBITYSHHS TOIIIO), IO 3aCBITYYIOTh MIpaBa rPOMAJISH 1 OPUAUYHUX OCI0.
5. Jlopy4eHHs Ha ofiep)KaHHS TOBaPHO-MaTepiaIbHUX IIHHOCTEH.
6. 3aBnaHHs (Ha MPOCKTYBaHHS 00'€KTIB, TEXHIYHUX CIIOPY/, KamiTaabHe OyAiBHUIITBO, TEXHIYHI TOIIIO).
7. 3pa3ku BIZOUTKIB TI€YAaTOK 1 TIANUCIB TPAIIBHUKIB, SKI MalOTh TMPaBO 3AIMCHIOBATH
(biHaHCOBO-TOCTIOIAPCHKI Omepartii.
8. Komrropuc BUTpar (Ha KaJlbKyJIAI1iio 3a JIOTOBOPOM, Ha KariTajlbHe OyAIBHUITBO TOIIO).
9. JIuctu rapaHTiiiHi (Ha BUKOHAHHS POOIT, HaJlaHHS MOCIIYT TOIIO).
10. Onucu cripaB noctiiHOTO0, TprBasioro (moHana 10 pokis) 30epiranHs, 3 KaJpOBUX MUTAHb.
11. OlTarHi po3nKCH.
12. TpynoB1 KHMKKH.

Jonatox 3
1o [HeTpykuii 3 A1TOBOCTBA Y 3aKiIaaX 3arajibHOI CEPEeAHbOT OCBITH
(myHKT 6 po3niny [V)
[TEPEJIIK

JIOKYMEHTIB, 1110 HE MIUISTraloTh PeeCTpallii creniaJbHO MPU3HAYEHOO IS IIbOTO 0CO0010
1. I'padiku, Hapsiiu, 3as1BKU, PO3HAPSAKH.
2. 3BeneHHs Ta 1HGoOpMallis, HaJllcIaHi 10 BioMa.
3. HaByanpHi miaHu, OCBITHI IporpaMu (Kormii).
4. PexnamMH1 TOBIJJOMJICHHS, TIJIaKaTH, POrpaMu Hapa, KoH(EpeHIii ToIIo.
5. Hopmu BuTpat Marepiais.
6. BitanpHi 1McTH 1 3a1IPOIIEHHS.
7. JlpykoBaHi BUIaHHs (KHUTH, )KypHaJIH, OI0JIeTeH]).
8. MicsiuHi, KBapTaJlbHi, MIBPI4HI 3BITH.
9. ®opmH CTaTUCTUYHOT 3BITHOCTI.
10. loroBopu.

Jomarok 4
1o [HcTpyKIii 3 ai10BO/ICTBA Y
3aKJIaJiax 3arajbHOi CepeTHhOT OCBITH

(myHKT 6 po3nity IV)
PeecTpaniiinuii )xypHasl Haka3iB KEpIBHUKA 3aKJIay
Peectpauiiinu | Jlata Hakasy 3arojgoBOK Hakazy [IpizBuie, [IpizBuie, [TpumiTku
# 1HIEKC 1HIIianmm 1”1 anu
(HOMED) MpaIiBHUKA, HA | BIAMOBIIATBHOT
HaKazy SIKOTO ocobu
MOKJIaACHUHN  |(BIAMOBITAIbHUX
KOHTPOJIb 32 oci0)
BUKOHAHHS
Hakazy

1 2 3 4 5 6




