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IHCTPYKLIA

3 AI0BOACTBA Y Bepexancokomy mimei Nel

I. 3BATAJIBHI ITIOJIOKEHHSA

1.1.  Tncrpykuis 3 aimoBoacTtBa y bepexancekomy minei Nel(mami —[HCTpyKItist) po3pobieHa
BIJIMOBIZIHO 110 BUMOT 3akoHy Ykpainu «lIpo moBHy 3aranbHy cepemHro ocBity», «lIpo 3BepHEHHS
rpoMaasny, «Ilpo moctym mo myOmiuHoi iH(popmanii», «[Ipo 3axucT mepcoHaTbHUX JaHHUX»; IIOCTAHOB
Kab6inety MinictpiB Ykpainu: Big 08 ceprns 2007 poky Ne 1004 «IIpo nmpoBeaeHHS eKCIIepTH3H IIHHOCTI
JNOoKyMeHTiB», Bim 14 kBiTHS 1997 poky Ne 348 «[lpo 3arBepmxkeHHs I[HCTpykuii 3 iOBOACTBAa 3a
3BEPHEHHSIMH I'POMAJISH B OpraHax Jep)KaBHOI BIIaJM 1 MICIIEBOTO CaMOBPSTyBaHHS, 00'€ THAHHSIX TPOMaISIH,
Ha TMIANPUEMCTBAX, B YCTAaHOBAaX, OpPTaHi3alIlifX HE3aJIeKHO Big (GopMm BIacHOCTI, B 3acobax MacoBOi
iHpopmanii» Ta Bim 24 BepecHs 2008 poxy Ne 858 «IIpo 3arBepmxenHs Kiacudikaropa 3BepHEHb
rpoMazsiHy; Hakazy MiHicTepcTBa OCBITH 1 Hayku Ykpainu Big 25 uepHa 2018 poky Ne 676 «Ilpo
3aTBEepKCHHS [HCTPYKIIl 3 AUTOBOICTBA Yy 3aKiafax 3arajibHOi cepeaHboi OCBITHY», HakasziB MiHicTepcTBa
toctumii Yipainu: Big 18 wepsus 2015 poky Ne 1000/5 «IIpo 3arBepmkenns [IpaBun opranizamnii Ai10oBoacTBa
Ta apxiBHOro 30epiraHHsi JOKYMEHTIB y JEp)KaBHUX OpraHax, OpraHax MiCI[€BOTO CaMOBPsIyBaHHs, Ha
MiIIPUEMCTBAX, B YCTAHOBAX 1 opranizaiisx», Bix 19 gepsus 2013 poky
Ne 1227/5 «Ilpo 3arBepmxeHHs TUIIOBOrO MOJOXKEHHS MPO EKCIEPTHY KOMICIIO Jep)KaBHOTO OpraHy,
OpraHy MiCIIEBOTO CaMOBPSIyBaHHS, JEP>KaBHOTO 1 KOMYHAJIBHOTO IMiJINPUEMCTBA, YCTAaHOBU Ta
opranizanii», Big 12 xBiTHs 2012 poky Ne 578/5 «IlIpo 3arBepmkenns Ileperniky THIIOBUX TOKYMEHTIB,
10 CTBOPIOIOTHCS ITiJT Yac JisUTbHOCTI OPTaHiB JIEPyKaBHOI BIIAJH Ta MICIIEBOTO CAMOBPSITyBaHHS, 1HIIINX
YCTaHOB, IMIAMPHUEMCTB Ta OpraHi3alliii, i3 3a3Ha4CHHSM CTpPOKIB 30epiraHHs JOKyMeHTiB» Ta Bim 05
oepesns 2012 poky Ne 368/5 «Ilpo 3arBepmxkeHHs Bumor no HamucaHHs HaliMEHYBaHHS FOPHIUYHOL
ocobu, ii BITOKPEMJICHOTO MiAPO3ALTY, TPOMAJAChKOro (OpMYyBaHHSA, IIO0 HE MA€ CTaTyCy HOPUAMYHOL
ocobm, KpiM oprasizamii nmpodcniikuy; Hakazy MiHiCTepCcTBa PO3BUTKY €KOHOMIKH, TOPTIBIi Ta
cUIbChKOTO TrocmonmapcTBa Ykpainm Big 12 Oepesns 2021 poky Ne 526 «IIpo 3arBepmkeHHs
HarionanmpHOTO Kiacudikaropa HK 010:2021 Tta ckacyBaHHs HamioHanbHOTO Kiacudikaropa [IK
010-98»; nakasy JlepkaBHOTO MiANPUEMCTBA « YKPATHCHhKAN HAyKOBO-JOCIIIHUN 1 HABYAJIBHUW LIEHTP
npobnem crangapruzauii, ceprudikamii ta skocti» (Il «YkpHAHL») Bix 01 munns 2020 poky Ne 144
«/lepxaBHa yHi(ikoBaHa cucTeMa JOKyMeHTalii. YHi(iKoBaHAa CHUCTeMa OpraHizauiiHO-pO3mOpsadol
nokyMeHTarlii. Bumoru 1o odopmiieHHSI JOKYMEHTIBY.

1.2. s IucTpykuis BCTAaHOBIIOE €IMHI BHUMOTH IIOIO JOKYMEHTYBAaHHS YIPaBIiHCBHKOI
iHpopMarii Ta opranizamii podotu 3 nokymeHtamu y bepexancekomy minei Nel (mami — 3akman), a
TaKOXX 3pa3Ky Ta MEPeNiK JOKYMEHTIB, IO 000B’SI3KOBO CTBOPIOIOTHCS MiJ 4ac JisUIBHOCTI 3aKJIaay i3
3a3HaYCHHSIM CTPOKIB 30€piraHHs.

1.3.  JloTpumaHHS BUMOT 1 peKOMEH/IAIliN 1010 JOKYMEHTYBaHHS yIPaBIiHCHKOI iHPOpMaIii
Ta opranizailii poboTH 3 JOKyMEHTaMH, BCTAHOBJICHHX Ii€l0 [HCTpyKIli€r0, € 000B’I3KOBUM JUISI BCIX
MpamiBHUKIB 3akiany. [IpaniBHUKYM 3akiany mpu NPUHHATTI HA poOOTYy MOBUHHI OyTH O3HAWOMIIEHI 3
BUMoOramHu [HCTpyKIIiT Ta BUKOHYBATH iX.

1.4.  JlepxaBHui HamisAn (KOHTPOJb) 3a BUKOHAaHHAM BuMor Ii€i [HcTpykuii 3miiicHIoe
JepxaBHa ciry>k0a KOCT1 OCBITH YKpaiHH Ta ii TepuTOpiaibHi OpraHu, SKUM MiJHOPSIAKOBaAHHIMA

3aKJjiani.



1.5. YV 3aknaai JJI0OBOJACTBO  3/IMCHIOETbCS JIEPKABHOIO MOBOIO, KpIM  BHUIAJKIB,
repen0aYeHNX 3aKOHOJABCTBOM IPO MOBM B YKpaiHi. JloKyMeHTH, SKi HaJCHIIAIOThCS 1HO3EMHUM
aapecaram, o(hOpPMITIOIOTECSI YKPATHCHKOIO MOBOIO, 200 MOBOIO Jiep)KaBH-ajpecara, abo OTHIEI0 3 MOB
MDKHApPOHOTO CITIIKYBaHHSI.

1.6.  Opramnizaiiisi IiTOBOACTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IISAOM Ta MPOXOPKEHHSIM
JOKYMEHTIB Yy 3aKJaji 3[iCHIOITHCS BiIMOBIAAILHOI 0C000I0 (0cob0amm), SKi TPU3HAYAIOTHCS
KepiBHUKOM 3akiany. OOOB’S3KM Takux 0cCi0 OOOB’SI3KOBO 3a3HAYarOThCS B IXHIX TOCATOBHX
THCTPYKIISX.

1.7.  Opranxizaiisi IiJI0BOJCTBA OKPEMHUX HANpsSMKIB JISJIBHOCTI 3aKiaay TMOKJIaJaeThCs Ha
MOCAI0BUX OCI0 BIAMOBITHO 70 X (PyHKITIOHAIEHUX 000B’SI3KIB.

1.8.  @ynkmii BeAeHHS apXxiBy 3aKiaay TIOKIAJalOTbCs HAa MPHU3HAYEHY KEPiBHUKOM
BIJIMOBITANIbHY 0COO0Y, Yy IMMOCAIOBii IHCTPYKIii KO 3a3HA4YarOThCS BIAMOBITHI TMpaBa, 00OB’SI3KU Ta
BIINOBIAANBHICTh. KepiBHUK 3akiiay CHUIBHO 31 CBOIM 3aCHOBHMKOM (3aCHOBHHMKaMH) 3000B’si3aHi
3a0e3neunTy apxiBHe 30epiranHs JOKYMEHTIB HEOOX1THUM MPUMILIEHHSIM Ta 001aIHaHHIM.

1.9.  3aknmaag MoXe CTBOPIOBATH JOKYMEHTH THUMYacoBOro (10 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHs JuIle B €IEKTPOHHIN (opMi 32 YMOBHM HAsSIBHOCTI BIAMOBITHOTO TEXHIYHOIO 3a0€3MEUCHHS 3
ypaxyBaHHSIM BHUMOT 3aKOHOJABCTBAa YKpaiHU Ta Li€l [HCTpyKuii.

1.10. Tlopsimox opranizalii IiJOBOICTBA 32 3BEPHEHHSMHU TPOMAJISH (p0o30in 7) Ta 3aluTaMu
Ha myOniuHy iHpoOpMalio (dodamox 1) BusHauaeThcs 3akoHamu Ykpainu «IIpo 3BepHEHHS rpoMaasny,
«IIpo moctymn mo myOumigHOi iHpopMmarii», «[Ipo 3axucT mepcoHaIbHUX TaHUX», a TAKOK MOCTAHOBAMH
KaGinery MinictpiB Vkpaiau Bim 14 kBiTHS 1997 poky Ne 348 «IIpo 3arBepmkeHHs [HCTpyKii 3
JIITOBOJICTBA 3a 3BEPHEHHSIMHU TPOMAJsiH B OpraHax JepKaBHOI BJIAJW 1 MICIIEBOTO CaMOBPSIIYBaHHS,
o0'eZlHaHHSAX TpPOMAJsH, Ha TMIANPHUEMCTBAX, B YCTAHOBAX, OpraHi3allisix He3aJekKHO BiT ¢Gopm
BJIACHOCTI, B 3aco0ax macoBoi iHgopmarii» Ta Bix 24 BepecHs 2008 poky Ne 858 «IIpo 3arBepmxeHHs
Kiracudikaropa 3BepHEHD TPOMAISTHY.


https://zakon.rada.gov.ua/laws/show/ru/393/96-%D0%B2%D1%80
https://zakon.rada.gov.ua/laws/show/ru/393/96-%D0%B2%D1%80
https://zakon.rada.gov.ua/laws/show/ru/2939-17

II. JOKYMEHTYBAHHS YITPABJITHCBKOI IHOOPMAIIII
1. 3arajbHi BUMOI'M 10 CTBOPEHHS YIIPABJIiHCbKHX IOKYMEHTIB

1.1.  JlokyMeHTyBaHHs YIpaBIIIHCHKOI iH(OpMAIIii 3aKiIaay MOJISIrae y CTBOPEHHI TOKYMEHTIB,
10 CHIPSMOBAHI Ha BUPILICHHS YNPaBIIHChKUX pilieHb. CTBOPIOBaH1 YIPaBIiHCHKI JOKYMEHTH MOBUHHI
BiJINIOBIZIATH MPABOBOMY CTaTyCy 3aKJIaidy.

1.2.  TIlpaBo Ha CTBOpPEHHS, MIiJNUCAHHsS, TIOTO[UKCHHS, 3aTBEPIKCHHS JOKYMEHTIB
BHU3HAYAIOThCS aKTaMU 3aKOHO/IaBCTBA, CTaTyTOM 3aKiaay, HOJ0KEHHAMHU 1 TOCAJOBUMH 1HCTPYKIISIMH.

1.3. Ha3Bu BUIB TOKYMEHTIB (Haka3, IPOTOKOJ, AOMOBIIHA 3aIMCKa TOIIO) MAOTh BiMOBIIaTH
Ha3BaM, Iiepen0adyeHrnM Haka3oM MiHicTepcTBa pO3BUTKY EKOHOMIKH, TOPTIBIi Ta CIIBCHKOTO
rocriogapctBa Ykpainu Big 12 Oepesns 2021 poxy Ne 526 «IIpo 3arBepmkeHHsS HaI[ilOHAJIBLHOTO
knacudikaropa HK 010:2021 ta ckacyBanHs HalioHaidpHOTO Kiacudikatopa K 010-98»

1.3. OpranizamiifHo-po3nopsiaua JOKyMEHTaIlis 3aKJIa Ty MOIUISEThCS Ha:

opranizamiiiny (Craryt, KonextuHuii norosip, [IpaBuna BTP, monoxenns, nopsaku,
periaMeHTH, MOCaA0B1 IHCTPYKLIi, IITaTHI PO3MUCH, JOTOBOPHU TOLIO);

posnopsady (Hakasu);

iHpOpMaIliitHO-aHAIITUYHY (aKTH, JOBIKHU, 3asBHU, JONOBI/IHI Ta MOSCHIOBAJIbHI 3aITHCKH,
MTPOTOKOJTH, CITYKOO0BI JINCTH TOIIIO).

1.4. OdopmiieHHS PEKBI3UTIB OpraHi3aliifHO-pO3NOPSAUOI JOKYMEHTAalli Ta MOPAIOK iX
po3TamryBaHHS =~ MalOTh  BIANOBiAaTH  Hakasy  JlepikaBHOTO — MIANpUEMCTBA  «YKpaATHCBKUI
HayKOBO-JIOCJIITHUH 1 HABYAILHUH EHTp mpoOiieM cTaHmapTu3aiii, ceprudikarmii ta skocti» (11
«YkpHIHIl») Bin 01 mumusa 2020 poxy Ne 144 «JlepkaBHa yHidikoBaHa cHCTeMa JOKyMEHTAIlii.
VHiikoBaHa cucCTEeMa OpraHi3alliiHO-pO3MOps U0l  JOoKyMeHTarii. Bumorn 10 odopmieHHs
noxymenTiBy (mani — ACTY) (0ooamok 2).

1.5. Bumorm 10 o0QOpMIICHHS JOKYMEHTIB, IO BHUTOTOBJISIOTBCS 32 JIOTIOMOTOIO
KOMIT’FOTEPHOT TEXHIKH, HABEACHO y 000amKy 3 1o 1iel [HCTpy«KITii.

OpranizaniiHo-po3nopsiiul JOKYMEHTH BUTOTOBJISIIOTh 33 JOIOMOI'OK0 aBTOMaTH30BaHUX Ta/abo
JTPYKyBallbHUX 3aC001B.

OxkpeMi BHYTPIIIHI JOKYMEHTH (3asiBH, MOSICHIOBAJIBHI Ta JOIMOBIJIHI 3alUCKH TOIIIO), aBTOPAMHU
SAKUX € TTOCaJoB1 Ta 1HIM (i3uyH1 0cOOU, AOMYCTUMO O(OPMITIOBATH PYKOITUCHUM CITOCOOOM.

1.6.  Haka3u 3akmnany Moxke OyTH BiIMIHEHO (3MIHEHO, JOTIOBHEHO) JIUIIIE HOBUMHU HaKa3aMH.
Opranizaniiiii Ta po3mopsa4i TOKYMEHTH 3aKjiaay JOBOIATHCS J0 BUKOHABINB Yy BHUIVISAI Komiii abo
BHTSTIB.

1.7. Xim oOroBopeHHs NMHUTaHb 1 pIlIeHb, IO MPUUMAIOTHCS Ha 3aCiJaHHAX KOJETiadbHHX
opraniB (pamax, 300pax, Hapamax) 3akiany, QIKCyeTbCs y TpoToKomi. [IpoTokomm ckiamaroThes Ha
MiJCTaB1 3ammciB, 3p00JIEHUX i Yac 3aciaHHs, Ta JOKYMEHTIB, MiATOTOBIEHUX /O 3aciaHHs (TEKCTiB
Ta Te3 JOMOBiJeH 1 BHUCTYMIB, JOBIJIOK, MPOEKTIB PillleHb, MOPSAKY JEHHOTO, CIHMCKY 3alpOIICHUX
TOIIIO).

2. BJIaHKH JOKYMEHTIB

2.1.  Opra#ni3amifHo-po3mopsadi JTOKYMEHTH O(QOPMIIIOIOThCS Ha ONaHKax 3akiamy, IIo
BHUTOTOBJISIOTHCS 3T11HO 3 BuUMoramu JICTY Ta miel [HeTpykiii.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

braHKku BUTOTOBISIFOTHCS IPYKAPChKUM CIIOCOOOM a00 3a JIOTIOMOTOF0 KOMIT FOTEPHOT TEXHIKH Ha
narnepi BUCOKOI SKOCTi (hapObaMu HaCHUEHUX KOJILOPIB.

Jlnst BUTOTOBIICHHS ONlaHKa po3polnseThest oro MakeT y mMacmTadi 1:1, Ha sikomy MaioTh OyTH
HAHECEH1 TMOCTIMHI PeKBi3UTH OJlaHKa, HEOOXiIHI BIAMITKH AJiIi TEPEMIHHHX PEKBI3UTIB, a TaKOXK
3a3HaueHi pO3MipH 30H PO3TAllyBaHHS PEKBI3UTIB.

2.2. 3pa3ku ONaHKIB 3aTBEPKYIOTHCS HAKa30M 3aKJIay.
2.3. V 3aky1aiax MOXKyTh BUKOPHUCTOBYBATHCS TaKi OJIAHKU TOKYMEHTIB:

3arajibHUI OJAHK JUTs CTBOPCHHS PI3HUX BHIIB JOKYMEHTIB (0e3 3a3HaueHHs y OJaHKy Ha3BH
BHJIy TOKYMEHTA) (000amok 4);

OmaHk JucTa (dodamok 35);
OnaHk Haka3zy (0ooamok 6).

2.4. He na Onankax o(OPMIIOIOTHCS JI€AKI BHYTPIIIHI JOKYMEHTH (3asiBU MpalliBHHUKIB,
JIOTIOBITHI 3aITMCKH, JTOB1IKH TOIIIO).

3. lleuarku

3.1.  TlocamoBi ocobu 3akiaxy MiANMHUCYIOTh JOKYMEHTH y MeEXaX CBOiX IOBHOBaXEHb,
BHU3HAUEHHUX 3aKOHOJABCTBOM YKpainu, CTaTyToM 3akiiaay, MOCaJ0BUMH IHCTPYKLISMHU, HAKa3aMHU IPO
po3moAai 000B’sI3KiB Mi>K KEPIBHUIITBOM 3aKJIa 1y TOIIIO.

Binbutkom medatku (3a HassBHOCTI) 3aCBIAYYETHCS MIAMKUC MOCAA0BOI 0COOM Ha TOKyMEHTax i3
MUTaHb OpraHi3aliifHol Ta (IHAHCOBO-TOCIONAPCHKOT AISUTBHOCTI 3a MEPETIKOM JOKYMEHTIB, Ha SKUX
MIJIUC TOCaZ0BOI 0COOM 3acBIAUYETHCS BIIOMTKOM TEYAaTKH 3aKialy, HaBEACHUM Y 000amkKy 7 1€l
[HCTpyKIi.

BinOuTok medaTky CTaBUTHCS Tak, MO0 BiH OXOIUIIOBAB OCTAHHI KUTbKA JIiTEp HAWMEHYBaHHS
nocaau ocoOu, sSKa MiAmMcana JOKyMEHT, aje He MiJIHC MOcagoBoi ocodu, abo MpOCTaBISIETHCA HA
OKPEMO BUALICHOMY JIS IILOTO MicIHi 3 BiqMiTKOIO «M. I1.».

3.2. ¥V 3akmaji 3aCTOCOBYIOTHCS IITAMITH 3 IIOBHUM HAaWMEHYBaHHSM 3aKJIaay Ta IHIIMMHU
pekBi3uTamMu OnaHka.

3.3. IlevaTku 30epiraroThcst y ceidax, 1mo HaJiiHO 3aMHKAFOThCS.
4. laryBaHHA YyNPaBJIiHCBKHX JOKYMEHTIB

4.1. JlaToro OKyMEHTa € BIANOBIMIHO Jara HWOTO MiJNMHCAHHS, 3aTBEPIKCHHS, MPUHHATTS,
peectparii abo ckiaaeHHs (U aKTiB), 3aciflaHHS KOJETiaJbHOTO opraHy (ais mpoTokomiB). [laty
odopmistoTh BiamosiaHo 10 JACTY 4163-2003 mudpoBumM ado CIIOBECHO-ITUGPOBUM CIIOCOOOM.

Jlata miANMCaHHS, 3aTBEP/DKEHHS, NPUHHATTS abo peecTpallii AOKyMeHTa O(OpPMIIIOIOTH
udpoBuM criocodoM. EnemenTu nati HaBoAATh apabCbKUMU IM(paMu B OAUH PAJOK y MOCIIAOBHOCTI:
YUCII0, MICSAIlb, PIK.

01.09.2021

Jlaty 103BOJIEHO OOPMITIOBATH Y IOCIIJOBHOCTI: PIK, MICSIIb, YUCIIO.
2021.09.01

Y HOpMAaTUBHO-IIPABOBUX aKTaxX 1 (JiHAHCOBUX TOKYMEHTaX 3aCTOCOBYIOTh CIOBECHO-IIU(PPOBUIA
crnioci® oopMITIOBaHHS TaTH, HATPUKIIA:

01 géepecnn 2021 poky
CnoBO «pik» MOXKHA BXKHBATH Y CKOPOYCHOMY BapiaHTi:

01 sepecnsn 2021 p.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

Jary mignucaHHs MPOCTABIISIIOTh y JIIBIH BEpXHIM 9acTHHI TOKYMEHTA MOPSIT i3 peecTpaiitHuM
IHIEKCOM Ha CIeliajbHO BiIBEACHOMY MICIli Ha OJaHKy. SIKIIO JOKYMEHT CKJIaJeHUil He Ha OJaHKYy,
HOTO0 J1aTy MPOCTABIISAIOTH HIKYE ITiIHCY JTIBOPYY.

Jlara crminpHOTO JIOKyMEHTa JBOX a00 OiBIIOI KUTBKOCTI YCTaHOB — €WHA 1 BIAMOBIJAE Aari
MI3HINIOTO MiANUCy. Y PI3HUX PEKBI3UTaX OJHOIO JIOKyMEHTa jara Moxke OyTu odopmiieHa sK
CIOBECHO-IIU(PPOBUM CITOCOOOM, TaK 1 IUDPOBUM.

VY chinpHUX JOKYMEHTAaX, MiJIrOTOBJICHUX Bi/l IMEHI JIBOX 1 OiIbIIEe FOPHIUYHUX 0Ci0, 3a3HAYAIOTh
OJIHY JIaTy, 110 BiJIMOBIJIA€ JIaTi IPOCTABICHHSI OCTAHHBOTO TTiJITUCY.

Jlaty mokyMeHTa Ha OJJaHKY MPOCTABIISIOTH Y CHEIIaIbHO BIIBEICHOMY MIiCIIi.

Y BHYTpIIIHIX CIy)O0BUX JOKYMEHTaX (3asBax, JOMOBIJHUX 1 MOSICHIOBAILHUX 3alCcKax
TOI10), OOPMIIEHHX HE Ha OJIaHKY, JaTy MPOCTABJISIOTH JIBOPYY BiJ OCOOMCTOrO MiAMHCY aBTOpa
JIOKYMEHTA.

VY pasi 3acrocyBaHHs iH(QOpPMaLIMHUX (aBTOMATU30BaHMX) CUCTEM OpraHizalii IiI0OBOJCTBA
JIOTTYCTUMO TIPOCTABJISITH JIaTy PEECTparii JOKYMEHTa y CKiajai mTpux-komy abo QR-komy, 1o
CTBOPIOETHCS 3aC00aMHU Ii€T CHCTEMH, 3T1JIHO 3 TocTaHoBOI0 Kabinety MiHicTpiB YkpaiHu.

HITpux-Koa MpOCTaBIAIOTh y HEHTPI HIPKHBOTO TOJIS MEPIIOi CTOPIHKHM ToKyMeHTa, QR-kox (21
MM X 21 MM) — y HIDKHbOMY JIiIBOMY KYTi ME€PIIIOi CTOPIHKHU JIOKYMEHTA.

4.2.  Vci pekBI3UTH Ha JIOKyMEHTI, IIOB’Si3aHI 3 HOTO TPOXO/DKCHHSM 1 BHUKOHAHHSM,
JATyIOThCS 1 MAMUCYIOThCA. Jlata JOKyMEHTa MPOCTaBISETHCS MOCATOBOI0 OCO00I0, sika HOTO BI3YE,
noroyxye abo 3arBepkye. Jlara 3a3Ha4aeThCs HUOXKUE MIANUCY JIIBOPYY.

4.3. Ilig gac peecrpauii JOKyMEHTa HOro nara MpOCTaBISETHCS Y JiBiM BEepXHiM yacThHI
JIOKYMEHTa Ha CIeliaJbHO BIJBEJICHOMY Micli Ha OnaHKy. Y JOKyMEHTax, CKJIaJeHUX He Ha OJIaHKy
(3asBM TmpalliBHUKIB, JOMOBIIHI 3alMCKH, JIOBIIKH TOIIO), JAaTa MPOCTaBISETbCS aBTOPOM JOKyMEHTa
HWOKYE TT1ITUCY.

4.4. Ha nokyMmeHTi, BUZaHOMY JBOMa a00 OijbIlle yCTaHOBaMHM, 3a3HAYA€THCS OJIHA JaTa, siKa
BIJIMOBI/Ta€ aTi OCTAHHBOTO ITi IITHCY.

5. IlorogskeHHs ynpaBaiHCLKUX JOKYMEHTIB

5.1. Y pa3i BUHUKHEHHS NOTpeOu y MpPOBEJIeHH] OL[IHKU JOIIBHOCTI CTBOPEHHS JOKYMEHTA,
Horo OOIpYHTOBAaHOCTI Ta BIiJNOBIJHOCTI 3aKOHONABCTBY 3MIHCHIOETHCS TIOTO/DKEHHS IPOEKTY
JOKyMEHTA.

5.2. [Toromxennss MOXke 3/1MCHIOBATUCH SK Y 3aKJIaJli TOCAJOBUMH 0CO0aMH, SIKi BiJIOBIIHO
70 X KOMIETEHI] BHUPIIIyIOTh MUTAHHS, NOPYIIEHI B MPOEKTI JOKYMEHTA (BHYTpILIHE MOTOKEHHS),
TaK 1 3a ii MeXaMu IHITUMH 3a1HTEPECOBAHUMHU yCTAaHOBAMH (30BHIIITHE TTOTOKEHHS ).

5.3. BuyTpimHe moromkeHHs 0QOPMIISIOTH MUISIXOM IPOCTABIISHHS Bi3H, sKa 0(OPMIISIETHCS
BinnoBigHo 10 ACTY. I'prd moromkeHHs pO3MIIIyOTh HUKYE peKBi3uTy «Ilimmucy.

SIKIIO TOKYMEHT IMOTOKYE TocaJoBa 0co0a CTOPOHHBOI IOPUANYHOI 0COOHU, 0 MOBHOBAKEHB
SIKOT HAJICKUTH TIOTODKCHHS MM TaHb, HABEJICHUX Y IIbOMY JIOKYMEHTI, TO TP} MOTOKCHHS (CXBaJICHHS)
ckianaetbes 31 cioa [TOT'OJPKYIO, naliMeHyBaHHs Tocaau (HaMEHYBAHHS FOPHJIMYHOI OCOOH €
CKJIaJIOBOIO YaCTUHOIO HalMEHYBAaHHS MOCAiN), 0COOMCTOrO MiJIKICY, BIACHOTO IMEHI, IPi3BUIIIa 0COOU
Ta JIaTH MOTOJIKSHHS.

IO OJKYIO

3acmynnuk oupexkmopa
3 HABUAILHO-6UXOGHOT poHomu

Hionuc Bnacne in’a, IIPI3SBUIIIE
01.09.2021


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

SIKII0 TOKYMEHT MOTOUKYIOTh (CXBAJIOIOTH) IHIIUM JIOKYMEHTOM (JIUCTOM, MPOTOKOJIOM, aKTOM
TOIIO), TO rpu MOromKeHHs (cxBajeHHs) ckiagaerses 3i cnosa [IOI'ODKEHO (CXBAJIEHO), Ha3Bu
BUY TOTO/PKYBaJIbHOTO TOKYMEHTA B HA3UBHOMY BiJIMiHKY, HOTO AaTH 1 HOMeEpa.

IMOTO’KEHO

IlIpomokon 3acioanns
neoazoziunoi paou 3axnaoy

30.08.2021Ne 1

CXBAJIEHO

IlIpomokon 3acioannsa ekcnepmuoi
Komicii 3aknady

30.08.2021Ne 1

5.4. Bi3u mpocTaBNSAIOTHCS Ha MPUMIPHUKAX JIOKYMEHTIB, IO 3aJIMIIAIOTBCS Yy 3aKIaji.
[TpoexTy po3nOpsIIIMX TOKYMEHTIB BI3yIOThCS HAa EPIIOMY IPUMIPHHKY.

3acmynnuk oupexmopa 3 HBP
Ilionuc Bnacne im’sa, IIPI3BUIIE
18.09.2021

3acmynnuk oupexmopa 3 HBP

Llionuc Bracue im’a, [IPI3BUIIIE
3aysarcenns i npOnoO3uUii 000arombves
18.09.2021

5.5. Tlepemik mocamoBuX 0ci0, SKi TMOBHHHI 3aBi3yBaTW ITOKYMEHT Yy 3aKJaji, BHU3HAYa€e
MpaliBHUK, SIKAI CTBOPIOE TOKYMEHT, BUXOASUHU 3 HOTO 3MICTY.

5.6.  BHyTpilHe MOTO/PKEHHS MPOEKTY JOKYMEHTA 3aJIe)KHO BiJl HOTO 3MICTy MTPOBOIUTHCS B
TaKii IMOCITIIOBHOCTI: MPAI[iIBHUKOM, SIKHH ITiITOTYBaB JJOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO ITiPO3ILITY,
B SIKOMY HOTO CTBOPEHO, MOCaZIOBUMH OCOOaMHM, SIKi 3a3HaueHi y MPOEKTI JOKYMEHTa SIK BHKOHABIII,
(1HAaHCOBMM MIAPO3ALJIOM a00 TOJOBHUM OyXranTepoM (SKIIO TPOEKT JOKYMEHTa CTOCY€EThCS
(hiHAaHCOBHX TMUTaHb), 3aCTYMTHUKOM KEpiBHHKA 3aKJady, KU BiINOBia€ 3a MUTAHHS, IO MICTATHCS B
MPOEKTI JOKyMEHTA.

5.7.  3a 3MicT AOKyMeHTa, SIKHW BI3ye€TbCA KiTbKOMa 0co0aMu, Taki 0coOM BiIIOBINAIOThH
3TiHO 3 KOMITETEHIIIETO.

5.8.  Sxmio y mporieci Bi3yBaHHS /10 TIPOEKTY TOKYMEHTA BHECEHO CYTTEBI 3MiHH, BiH MiJIsTae
JOONPALIOBAHHIO, IEPEAPYKYBAHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

5.9. 3OBHINIHE TOTO/PKEHHS TMPOEKTIB JIOKYMEHTIB MOXe OyTH O(QOPMIICHO apKyIiem
MOTO/DKCHHS, TpU(GOM TOTO/PKCHHS, JOBIIKOI MpPO TOTOMKEHHS, JIHCTOM TOTO/KeHHS a0o
MIPEACTaBICHHSIM MPOTOKOIY OOTOBOPEHHS MPOEKTY JOKYMEHTA Ha 3aCiIaHHI KOJIETiaTbHOTO OpTaHy.

5.10. Apkym MOTo/pKEHHSI CKJIaJa€ThCsl Y pasi, SIKIIO 3MICT JOKYMEHTa CTOCY€EThCS Olible
HIX TPbOX YCTaHOB (3aKjajiB), MPO MIO0 pOOUTHCS BIAMITKA y AOKYMEHTI Ha MICLI rprda MOroKeHHs,
HAMPUKIAA: «APKyut H0200)CeHHA 000AEMbC).

5.11. Apkyul norogkeHHs: ohopMIIIETbCA 3a TAKOK (POPMOIO:



APKYIII IOI' O/’KEHHA

Has3zea npoexmy ooxymenma

Has3zea nocaou ITionuc Bnaacne im’a, IIPI3BUIIIE

Jama

[Tignuc mocagoBoi 0cOOM CKPITUTFOETHCS TIEUATKOIO 3aKIaay (3a HasiBHOCTI).

5.12. KoxHa 3 ycTaHOB (3aKJIa/1iB), SIKiii HaTICIIaHO MPOEKT JOKYMEHTA Ha MOTO/KEHHSI, MOXe
Ha/JaBaTU OKPEMHM apKyll IMOTO[KeHHs, ab0 apKyll IOrO/UKEHHs IMEpeNaeThCsl 3alHTEPECOBAaHUM
yCcTaHOBaM (3akjajiaM) y TMOCHIIOBHOCTI, BU3HAYEHI YCTAaHOBOIO (3aKJIaJOM) —aBTOPOM IPOEKTY
JOKyMeHTa. Apkym a0o apKylll IOrO/UKEHHS 30epiraroTbcs pa3oM 3 JOKYMEHTOM, SKuil Oyio
MIOTOJIKEHO.

5.13. 3oBHiIHE TOTOMKEHHS y pa3i MOTpeOH, BU3HAYEHOT 3aKOHOIABCTBOM, 3MIIHCHIOETHCS Y
TaKi¥f ITOCIIIOBHOCTI:

3 YCTaHOBAaMU OJIHAKOBOTO PiBHSI Ta IHIIMMHU yCTAHOBaMH; 13
rpOMaZICbKUMH OPraHi3allisiMu;
3 OpraHamH, SIKi 3IHCHIOIOTH AepKaBHUI KOHTPOIb Y TIEBHIHN cdepi; 3
YCTaHOBaMU BUIIIOTO PiBHS.

6. 3aTBepaKeHHs] YNIPABJIiHCbKHX IOKYMEHTIB

6.1.  3aTBep/KeHHS YNPABIIHCHKUX JOKYMEHTIB 3HIHCHIOETBCS OCOOMCTO KEPIBHUKOM
3aksaay abo Haka3zoM (B OKpEMHUX BHIIAJKaX MPOTOKOJIOM) 3aKJIaay i3 3a3HaYEHHSAM Ha JTIOKyMEHTI Trpuda
3aTBEPKEHHA, O(OPMIICHOTO BiIOBIIHUM YHHOM.

6.2.  Haka3zom 3akiaay 3aTBEpAXKYIOThCS MOJIOKEHHS PO CTPYKTYPHI MIAPO3IUIH, IHCTPYKILI,
NIPaBUJIA, TIOPSIKU Ta 1HIII JOKYMEHTH HOPMaTHUBHO-IIPABOBOIO a00 HOPMAaTHUBHOTO XapaKTepy.

VY pasi 3aTBepIKEHHS TOKYMEHTa pIIICHHSIM KOJETiaJbHOIO OpraHy IpU} 3aTBepKEHHS
ckmagaerses 31 cnosa 3ATBEP/DKEHO (6e3 namok), Ha3BH, AaTH 1 HOMepa JOKYMEHTa Y Ha3UBHOMY
BIIMIHKY.

3ATBEP/’KEHO

IlIpomokon 3acioanna neoazoziunoi paou
bepesicancovkozo niyero Ne 1

25.12.2021 Ne 5

6.3.  KepiBHUKOM 3aKjiay OCOOMCTO 3aTBEPIKYIOTbCA JTOKYMEHTH, II0 HE MNOTpeOyIoTh
JIOJITATKOBHMX BKa31BOK, 3aBJaHb IIOJO0 iX YIIPOBAKEHHS a00 BUKOHAHHS (TI0JIOKEHHS (CTaTyTH) 3aKJIay,
IIPOTOKOJIM, AaKTH, IUJIAHH, 3BITH, KOLUITOPUCH, INTATHI PO3MMCH, MOCAAOBI IHCTPYKLii, Iporpamu,
HOPMAaTHBH TOIIO).

3ATBEP/PKYRO

upexmop

Ilionuc Bnacne im’a, IIPI3BUIIE
01.09.2021




7. llinnucanHsi ynpaBJdiHCbKUX JOKYMEHTIB

7.1.  TlocamoBi 0cOOM MIAMHUCYIOTH JOKYMEHTH Yy MEXKaX CBOiX MOBHOBa)KCHb, BUBHAYEHUX Y
CTAaTyTl 3akjajay, MOJOKEHHSX MpO CTPYKTYPHI MiIPO3AUIM, MOCAZAOBUX IHCTPYKLISAX, Hakas3l Mpo
po3moain 000B’A3KiB MK KEPIBHUKOM Ta HOTO 3aCTyIHUKAMH TOIIO. Y 3a3HAYCHUX JIOKYMEHTax
BHU3HAYAETHCS TAKOXK TOPSIOK TiAMACAHHS IOKYMEHTIB 1HIIMMH 0COOaMH B pa3i BiZICYTHOCTI KepiBHUKA
3aKJa/ly Ta MOCagoBUX 0Ci0, sIKi yHOBHOBaXKEHI iX IMiANNCYBaTH.

7.2.  lligmuc ckiagaeThest 3 Ha3BU MOCATM 0COOM, siKa MIAMUCYE JTOKYMEHT (IOBHOI — SIKILO
JOKyMEHT HAJPYKOBaHM He Ha ONaHKY, CKOPOYEHOi — Ha JOKYMEHTi, HaJpyKOBaHOMY Ha OJaHKYy),
0COOHCTOrO MiAMKCY, iHiiamB (iHiniana iMeHi) 1 npi3Buma. [{o3BonseTbes B pekBi3uTi «lliamucy micis
Ha3BH MMOCAAN 0COOM 3a3HAYaTH BUCHE 3BaHHSI, HAYKOBHIA CTYIIIHb.

1. [dupexmop bepexcancvrozo niyero Nel Ilionuc Bnacne im’a, IIPI3BUIIE
2. lupexmop Iionuc Bnacue im’a, IIPI3BHIIE

7.3. Ilpum CTBOpEHHI JOKYMEHTIB MiJMUCYEThCS OAMH MNPUMIPHUK JOKYMEHTa, SKUHA €
opuriHasioM. BUHSATOK CTaHOBIATH JESKi BUAW JOKYMEHTIB (HANpHKIA[ akKTH, JIOTOBOPH, SKi
CTBOPIOIOTHCS B KUIBKOX MIPUMIPHUKAX, KOKEH 3 AKMX MA€ CUITy OpUTiHAIY).

7.4. Y pasi HaJICWIaHHS JOKyMEHTa OJHOYACHO KUJTLKOM 3akjajaM (yCTaHOBaM) OJTHAKOBOTO
a00 BHIIOTO PiBHS KEPIBHUK 3aKJIAY MiIMTUCY€E BCl HOro MPUMipHHUKH.

7.5. JlBa abo Oinbplle MiAMUCIB MPOCTABISAIOTH, SKIIO 3a 3MICT JOKYMEHTa BiJIIOBIAIOThH
Kibka oci0. Ilpu 1poMy miANMUCH MOCATOBUX OCIO PO3MIIIYIOTHCS OAMH MiJ OJHUM BIANOBIIHO 0
M TOPSAKOBAHOCTI OCI0.

Jupexmop IHionuc Bnacue im’a, IIPI3BUIIE
Knacnuit kepienux IHionuc Bnacue im’a, IIPI3BUIIE
7.6.  ChoutbHI TOKYMEHTH KUTBKOX 3aKJIJIB MiAMHUCYIOTHCS KEPIBHUKAMU OJHAKOBHUX TIOCAT

KX 3aK7Ia/iB. [XHi HiATHCH PO3MILIYIOTHCS HA OJHOMY PiBHi i CKPIILTIOIOTHCS TIeYaTKaMH 3aKyIaliB.

Hupexmop Bepesicancvkozo niyero Nel Hupexmop bepexycancovkozo niyero Nel
Iionuc Iniyian(u), npizeuwe IHionuc Iniuian(u), npizeuwe
7.7.  JIOKyMEHTH KOJIeTiaJbHUX OpraHiB (pilIeHHs, IIOCTaHOBM) MIANKUCYE TOJIOBa

KOJIETiaJIbHOTO oprany. [IpoTokon MiANUCYIOTH TOJOBYIOUMH Ha 3aciJaHHI KOJETialbHOTO OpraHy i
cekperap.

Tonosa nedazoziunoi paou Hionuc Iniyian(u), npizeuwe

Cexpemap neoazoziunoi paou Iionuc Iniyian(u), npizeuwe

7.8. JlokyMeHTH, CKJIaJIeHi KOMICI€l0, TiAMUCYIOTh TOJI0BAa KOMICIi 1 BC1 YJIEHH KOMICIi.

7.9.  JlokyMeHTH, 110 HiAJIAraroTh 3aTBEPIXKEHHIO (IHCTPYKLIi, MOJOXKEHHs, MpaBuiIa TOLIO),
HiANUCYE 10cas0Ba 0coda, BIANOBIAAIbHA 32 IX HIATOTOBKY.

7.10. Y pa3i BIACYTHOCTI KepiBHMKa 3akjajay, Ha3Ba MOcCajad, Mpi3BHILE, 1HILIAIM (1HILIa]
iMeH1) SKOi 3a3HAaUYEHO HA MPOEKTI JOKYMEHTa, HOro miAnucye ocoba, sika BUKOHYeE ii 000B’s13kH, a0o ii
3aCTYIHHMK. Y TakoMy pa3i 00OB’S3KOBO 3a3HA4alOThCs (DaKTHUYHA Iocaja, iHimianu (iHimiaa iMeHi),
Ipi3BHIIE 0COOM, sKa Migmucana JOKyMeHT. [Ipy mpboMy BHUIpPaBIEHHS BHOCSTH PYKOIUCHMM a0o
MAIIMHOMTUCHAM CIIOCO0OM, SIKIIO JOKYMEHT HEMOXJIMBO TepenpykyBaru. He momyckaerbes mim gac
MiANACAaHHS JIOKYMEHTa CTaBUTH NPUIAMEHHHUK «3a» 4 MpaBOOiYHY MOXHIY PHUCKY Iepel Ha3BOIO
nocaju.

3acmynnux oupexmopa Hionuc Bnaacne in’a, IPI3BUHIIE

JlomaBaHHS 10 Ha3BU MOCAJM KEpiBHHUKA 3aKiaay ad0 CaMOCTIMHOTO CTPYKTYpPHOTO MiApO3ILTY
cliB «Buxonyrouuii 0606°a3ku» abo «B.o.» 3MIACHIOETHCS Ha TIACTaBl HAKa3y.



7.11. ®akcuMiigbHE BIATBOPSHHS TIANKCY TOCAIO0BOI 0COOM Ha OpraHi3aIliitHO-pO3MOPSTIHX,
(diHaHCOBHX, OyXTalnTepChKHX JOKYMEHTax 3a JOMOMOTOI0 MEXaHIYHOTO a0o0 iHIIOTO KOIIOBaHHS HE
JOIYCKA€THCS.

7.12.  Pesomromist — 1e 3poONeHHMH TOCAZA0BOI0 0COO0I0 HamMc Ha JOKYMEHTi, II0 MICTUTh
CTUCIIUH 3MICT IPUHHATOrO HEIO PillIeHHS 1100 BUKOHAHHS JIOKyMEHTA.

Pesomronisi MakcMMallbHO MOXE CKJIQJaTHCS 3 TaKuX eJeMeHTIB: mpizBuiie( -a), BiacHe(-1)
iM’si(-eHa) BUKOHABIS (-1B) y JaBaJbHOMY BIJIMIHKY, 3MICT JIOPYYE€HHS, CTPOK BUKOHAHHS, OCOOMCTHIMA
IIJIKC KePiBHUKA, JlaTa.

Hpizeuwie Baacne im’s

IIpowy niozomysamu npoexkm 002080py
npo nocmauanns 2azy 0o 25.05.2019
Ocobucmuit nionuc

ama

k1o AopyyeHHs HaJaHO KITLKOM TMOCAJ0BUM 0CO0aM, TOJIOBHMM BHUKOHABIIEM JIOKYMEHTA €
oco0a, 3a3HaYeHa B PE3OITIOLIIT TIEPIIOFO.

Ha mokxymeHTax i3 cTpOKaMy BUKOHAHHS, 1110 HE TOTPEOYIOTh JOJATKOBUX BKa31BOK, Y PE30IIOLii
3a3Ha4Yar0Th BUKOHABIIS, ITiIITUC aBTOPaA PE30JIIOIIT 1 1aTy.

Pe3omtoliiro mpocTaBIsSIOTh PyKOITUCHO 0€3M0CepeIHbO Ha JJOKYMEHTI HUKUE PEKBI3UTY
«Anpecar» mapajeNbHO 0 OCHOBHOTO TEKCTY a00 Ha BUIBHOMY BiJ TEKCTy MICI y BEpXHiil 4acTuHI
MEPILIOTo apKylia 3 JUILOBOTO OOKY, ajle HE Ha IMOoJIi JOKYMEHTA, IPU3HAYCHOMY IS IiAIIMBaHHS.

SkImo Ha JIOKYMEHTI HEMae BIIBHOTO MiCHS JUIs  pe3ojitomii abo JIOKYMEHT IMiJIIsATae
MMOBEPHEHHIO, 200 I1€ eJICKTPOHHUN JOKYMEHT, TO PE30JIoIii0 0(hOpPMITIOIOTH HA OKPEMOMY apKyIili abo
creriaibHOMY OJTaHKY, Ha SIKOMY 3a3HadaroTh JIaTy.

o Bx. Ne 123/01-10 Big 02.11.2021.
8. 3arajbHi BUMOTH 10 TEKCTY YHPaBJIiHCbKHX IOKYMEHTIB

8.1.  Tekct ympaBIiHCHKOTO OKYMEHTa IOBHHEH OyTH YiTKUM, KOHKPETHHM, JIAKOHIYHUM,
iHpopMaTUBHUM Ta Bignosigatu opdorpadiyHuM, IJIEKCHYHHM, MOP(OJIOTIYHUM, CHHTAKCUYHUM,
CTHJIICTUYHUM, TTYHKTYalliiHUM HOPMaM.

8.2.  Tekct nOKyMEHTa IOBHHEH CTOCYBaTHCS TOTO IHTaHHS, SIKe CQOpPMYJIbOBaHE B
3aroJIOBKY J0 TEKCTY, YiTKO BiOOpaskaTW NMPUYHMHY i METy CTBOPEHHS JOKYMEHTA, PO3KPHBaTH CYyTb
KOHKPETHOI CIIPaBU, MiCTUTH apTyMEHTOBaH1 JI0Ka3u, BUCHOBKH, TIPOTIO3HIII].

8.3.  Ilim wac ckimagaHHA TOKYMEHTIB BKHMBA€THCS JUIOBHH CTHJIb, ISl SKOTO XapaKTePHHMA
HEHTpaJIbHUI TOH BUKJIAeHHsI, 1030aBIeHUH 00pa3HOCTI, EMOLIIHOCTI Ta IHAUBIAyaIbHUX aBTOPCHKUX
puc.

8.4.  Texkct mokymeHTa OpOPMIISIOTH Y BUIVISAI CYIUTBHOTO 3B’ SI3HOTO TEKCTY, a00 aHKETH YU
TabauLi, a00 NUIAXOM MOEIHAHHS IIUX (OPM.

CyuinpHuil 3B A3HUM TEKCT JOKYMEHTA MICTHUTh I'paMaTU4HO 1 JIOTIYHO Y3TO[KEeHY 1H(popMallio
PO YHPABIIHCHKI Aii 1 BUKOPUCTOBYETHCS MMiJ Yac CKIaJJaHHsI OpPTaHi3alliitHO-pO3MOpAIInX JOKYMEHTIB.

CyuinbHuM 3B’SI3HUM TEKCT, SIK MPaBUJIO, CKIAJAETbCA 3 JBOX YacTUH. Y mepiuiil (BCTymHIN)
YaCTHHI 3a3HAYAIOThCS IMIJCTaBa, OOIPYHTyBaHHS ab0 MeTa CKIAQJaHHsS JOKyMEHTa, y ApYTid
(3aKiTIOYHIN) YacTUHI — BUCHOBKH, TPOTIO3HINIi, PIIICHHS, MPOXaHHA. B OKpeMux BUIAJKaX TOKYMEHT
MOX€ TICHsi BCTYNMHOI YaCTHHM MICTUTH MOTHBYBQJIbHY YaCTHHY, B SIKii OOTPYHTOBYETHCS TO3UIIiS
3aKyamy.



8.5. VY TekcTi TOKyMeHTa, MiATOTOBIEHOTO BiIIMOBIAHO O JTOKYMEHTIB IHIIUX YCTaHOB abo
paHillle BUJAHUX JOKYMEHTIB, 3a3HAUalOTbCcs MOTO PEKBI3UTH Y TaKii MOCTIOBHOCTI: Ha3Ba BHIY
JIOKYMEHTa, HallMEHYBaHHs YCTaHOBU — aBTOpA JIOKYMEHTA, JjaTa, peecTpaliifHui HoMep, 3arolI0BOK 10
TEKCTY.

Ipuknao

Hakaz Minicmepcmea oceimu i nayku Ykpainu 6i0 25 uepsna 2018 poxy M 676 «lIpo
3ameeporcennsn Incmpyxuii 3 0inoeoocmea y 3aknadax 3azanvHoi cepeonvoi oceimuy

8.6.  TekcTH CKJIaIHUX 1 BEIUKUX 32 00CATOM JOKYMEHTIB (ITOJIOKCHHSI, TPaBHIIa, IHCTPYKIIIT,
OTJISIIA, 3BITH TOINO) TOMUISIOTHECS HA PO3IIMW, MAPO3AUIH, MyHKTH, TiAMyHKTH. [IyHKTH B TEKCTi
HYMEpYIOTbCS apaOChKUMU IIU(PPaMU 3 KPAIKOIO, a MiIMyHKTH — apaOCbKUMH HUdpa MU 3 Ty’KKOIO.

Po3ninmu HymepyroTbcsi pUMCHKUMH LU(pamMHu, a TaKoK B OKPEMHUX BHIIaJKaX BOHU MOXKYTb
MOJUISITUCS HA TJIABU.

8.7.  dopma aHKETH BHUKOPHCTOBYETHCS y pa3i BUKIAJEHHS y HU(PPOBOMY ab0 CIOBECHOMY
BUIVISII iHpOpMaIIii mpo oauH 00’ €KT 3a IeBHUM 00csroM o3Hak. [locTiliHoro iH(opMalliero B aHKETI €
y3arajibHeHi 03HaKH, 32 SKUMH MPOBOJUTHCS OMUC 00’ €KTa, a 3MiIHHOK — KOHKPETHI XapaKTePUCTUKHU.

8.8.  TabnuuHa (opMa JOKyMEHTa BUKOPHCTOBYETHCS y pa3l BUKJIAJACHHsS y LuppoBomMy abo
CJIOBECHOMY BUIIIAI iHGOpMAIIiT PO KiJibKa 00’ €KTIB 3a PSIOM O3HAK.

3arojoBKU Tpad TaONHIN MHUITYTHCS 3 BEJIHMKOI JITEPH, MiA3aroJIOBKA — 3 MaJIOl JIITEPH, SIKIIO
BOHM CTAHOBJSATh OJHE L€ 13 3aroJIOBKOM, 1 3 BEJIMKOI — SIKIIO MiJ13arojOBOK Ma€ CaMOCTiiHE
3HaueHHsA. Kpanku B KiHII 3arojloBKiB 1 MiJ3aroJI0BKiB rpad HE CTaBIATHCS. 3aroJOBKH 1 MiA3aroJ0BKU
rpad Ta psaAKiB TaOnMIll TOBHHHI OyTH BMKIJIQJeHI IMEHHHKOM Yy HA3WBHOMY BIAMIHKY OJHUHH. Y
3aroJIoBKax 1 MiA3arojoBKax pPAAKIB 1 rpad TaOmuIll BXKMBAIOTHCS JIMIIE 3arajJbHONPUNHATI YMOBHI
MO3HAYCHHS 1 CKOPOYCHHSI.

No 3/n 11k Has3ea 3axknady oceimu Ilocaoa Cmaorc, p.

1 2 3 4 5 6

I'padu Tabmuiri, sKi pO3MINIYIOTBCS Ha KITBKOX CTOpPIHKax, HyMepyroThcs. Ha apyriii Ta
HACTYITHUX CTOpiHKaX TaOJUIl 3a3HAYAIOTHCS HOMEpH Tpad, a TAKOXK Y BEPXHBOMY TPAaBOMY KyTi —CIIOBa
«[IponoBxeHHs TogaTKaY.

IIpoooesrcennn oooamxa

1 2 3 4 5 6




8.9. ¥ 3aknani TeKcT HaKa3y BUKJIaAaeThbes Bia nepinoi ocoon — HAKA3YIO.

VY CHinbHHEX PO3MOPSIIYNX TOKYMEHTaX BHKOPHCTOBYETHCS (hopMa BHKIIAIY TEKCTYy BiJl MEpIIOi
ocoou MHOXUHU — HAKA3YEMO.

Y mpoTOKOJIAaX 3aCTOCOBYETHCS (POPMa BUKIIATY TEKCTY BiJl TPETHOI 0COOM MHOXKHHH 32 CXEMOIO:
CI1YXA/IH — BUCTYITHIIN — BUPILIIH/IH (YXBAJIH/IH, IIOCTAHOBHJIH).

VY nucTyBaHHI 3aCTOCOBYEThCS (hopMa BHKJIATY TEKCTY BiJl MIEPIIOi 0COOM MHOKHUHU (BBaKAEMO,
HAJCHIIAEMO, TIPOCUMO, MPOIIOHYEMO) a00 BiJ TPeThOi 0COOM OMHHWHHU («3aK1a0 3a2anbHoi cepeoHboi
oceimu He 3anepeuycy», «3aKaao 3a2anbHoi cepeonboi oceimu 66ajicac 3a HeodXione»).

VY IOKyMeHTaX, CKJIAICHHX IOCaJOBOI0 OCO0O0I0 1 agpecoBaHUX KEpIBHUKY 3aKiagy ado
CTPYKTYPHOTO IiIpO3aiTy (IOTOBIHA 3aITMCKa, MOSCHIOBAIbHA 3aITMCKa, 3a5Ba), 3aCTOCOBYEThCS (hopMa
BHKJIQJy TEKCTY BiJ] epIroi ocoon oqHUHY (ITPOMIOHYI0, BBAXKAIO, TTPOIITY).

9. Oco01uBi BUMOTH [0 CKJIAJAaHHSA
AesAKUX BUAIB 1okymMeHTiB Haka3

9.1. Haka3 — po3mopsmuuii JOKYMEHT, SKHH BHAAa€ KEPIBHUK 3aKiady Ha TpaBax
€IMHOHAYAIILHOCTI Ta B MEXaX CBO€T KOMIIETEHIi1, 000B’3KOBHIA JIJIsl BUKOHAHHS miuieruMu. Haka3u
3aKyaqy MIAMHCYIOThCS KEPIBHUKOM 3aKiiaay, a 3a Horo BiACYTHOCTI — 0C000IO0, sika BUKOHYE HOro
000B’sI3KH, Ta PEECTPYIOTHCA B KypHAJIaX peecTpallii Haka3iB.

[TinroroBKy Haka3y MOKe iHIIIFOBATH KEPIBHUK 3aKIay a00 Oyab-sIKUi CTPYKTYpHHUHN TAPO3 i

SIKIoO iHIIIAaTOPOM MITOTOBKM HaKa3dy € CTPYKTYPHHH MiApPO31iJ, TO HEOOXITHICTh HOro
BUIAHHSA TIOBUHHAa OyTH OOIrpyHTOBaHa B [OMOBiAHIN 3ammcii. PimeHHS KepiBHUKa 3aKiIagy
BHUPAXKAETHCS PE3OITIOIIEI0.

9.2. bynp-aKuii Haka3, 32 BUHATKOM CIUIBHOTO, 0(OPMITIOIOTH Ha OJIAaHKY HaKazy 3aKiany.

9.3. 3MicT Haka3y KOPOTKO BHKIIQJIAETHCS y 3aTOJIOBKY, SIKUI MOYMHAETHCS 3 TPUHMEHHUKA
«IIpo» 1 ckimamaeThCs 3a JOMOMOTOIO BimmieciniBHOTO iMeHHUKA («lIpo 3ameepoircenns...», «llpo
66edenns...», «llpo npuitnammsa na pooomy...») a6o imenuuka («llpo niocymku...», «Ilpo xkaopoei
RUMAHHA...»).

9.4.  CrpykTypa TEKCTy Hakasy, sIK MPaBUJIO, CKJIAIAETHCA 3 JBOX YACTHH — KOHCTATYIOYOi
(mpeamOyH) 1 po3MOPsIIUOi.

Y KOHCTaTyro4iil 4acTHHI 3a3HA4YalOThCS IMiJICTaBa, OOTPYHTYBaHHs a00 MeTa BHJIAHHS Hakasy.
3a3HavueHa YacTHHA MOXKE MOYMHATUCSA 31 cliB «Ha euxonanusn», «3 memoro» tomo. SIKIo TOKyMEHT
BHUJIAETHCS Ha IMIJICTaBI IHIIOTO PO3MOPSAIUOTO TOKYMEHTA, Y KOHCTATYIOUil YaCTUHI 3a3HAYal0ThCS Ha3Ba
BHJy IIbOTO JIOKyMEHTa, OTO aBTOp, Jara, HOMEp Ta 3arojoBok. Kparka B KiHIII KOHCTaTyHO4Y0i YaCTHHU
HE CTaBUTHCS.

Koncraryroua vacTmHa Moke OyTH OITyIIEHA, SKIIO PO3NOpsAAYAa YacTHHA He MoTpedye
OOI'pYHTYBaHHsI, HAIIPUKJIAJ y HAaKa3ax 3 KaJIpOBUX NMUTaHb (0COOOBOTO CKIIAaY).

9.5.  Posnopsgua yacTUHA Haka3y MOYMHAETHCS AI€CIOBOM, SIKE APYKYETHCS 3 HOBOTO psKa
BEJIMKUMH JIiTepaMu 0e3 BiJICTYITy BiJl JTIBOTO MOJSI 1 JIAMOK, TICJISl YOTO CTABUTHLCS JBOKpAIKa.

9.6.  Pozmopsiaua yacTWHA TOAUISAETHCS HAa IYHKTH 1 MIAMYHKTH, $KI HYMEpYIOTbCS
apa0bcpkuMu mudpamMu. Y KOKHOMY ITyHKTI IOBHHHI OyTH 3a3HaueHi BUKOHABII (CTPYKTYPHI MiAPO3IITH
a00 KOHKPETHI T0caIoBi 0co0M), KOHKPETHI 3aB/IaHHs (OPYUYCHHS) 1 CTPOKH iX BUKOHAHHS. BrKoHaBIT
MOXYTh OyTH Ha3BaHI TAKOXK y3arajibHEHO, HAITPUKIIA/: «I1€AaroTiYHIM



IpaniBHUKaM 3akiagy». Ilpu oMy He 3aCTOCOBYEThCS HANUCAHHS HEKOHKPETHUX JOPY4YeHb, SKI
MICTATb CJIOBA: «IIPUCKOPUTHY, CIIOJIMIINTHY, «aKTUBI3yBaTH», «3BEPHYTH yBary» TOLLO.

9.7. YV Hakazax 3 KaJIpOBHX NMHUTaHb (0COOOBOTO CKIIAIy) pO3IMOPsIIa YaCTHHA MOYNHAETHCS,
AK TIpaBmIO, 3 fdiecnoBa y dopwmi indinitusa: «(J[IPHHHATH», «[TPU3HAYHTH),
«lIEPEBECTH», «33BUIBHUTH», « BUIPA/TUTH)», «HATATH», « O OJIOCHTH)» Tot10.
Jlaii 3a3HayarOThCSl BEJIMKUMU JITepaMy Npi3BUILIE MpaAliBHUKA, HA SKOTO MOLIMPIOETHCSA NI HakKaszy, 1
MaJIMMH — HOTO iM’sI Ta IO OATHKOBI.

®opMmymntoBaHHS MYHKTIB MOBUHHI OyTH YiTKUMH, KOHKPETHHUMH, Bianosigatu HopmaMm Konekcy
3akoHiB npo npairo Yikpainu(K3nll) abo iHmmM npaBoBUM akTam.

V pasi npuiiManHs a00 3BUTBHEHHS MpAI[iBHUKA 3a3HAYAIOTHCS IMTOBHA Jara (YHCII0, MiCAIb, PiK)
(akTHYHOTO BHUIXOAY TNpAaIliBHUKA Ha pOOOTy (MPUIUHEHHS TPYIOBUX BIHOCHH), pPO3MIpH HOTO
MOCAI0BOTO OKJIaTy BIAMOBITHO J0 MITaTHOTO PO3IHUCY, HAT0ABOK Ta JOTLIAT.

Y KOKHOMY TMyHKTI Haka3y 3 KaJpOBHUX MHTaHb (0OCOOOBOTO CKIIay) 3a3HA4a€ThCs IMiJCTaBa
010 WOTO BUIAHHS (3asBa MpaIliBHUKA, KOHTPAKT, TOTIOBITHA 3alMCKa, PIICHHS aTeCcTaIliiHOT KoMicii
TOIIIO).

Haka3su 3 kazpoBux nutanb (0cOOOBOro ckjaay) OQOpPMIIIOIOTH y BHUIVISAL 1HIUBITYadbHHX
(cTOCYIOThCS OJJTHOTO MPALliBHUKA) 1 3BEACHUX (CTOCYIOTHCS KIJIBKOX MPAlliBHUKIB).

VY 3BeseHMX HaKazax 0 PO3MOPSAII0i YACTUHH BKIIOYAIOTHCS IMyHKTH, 110 MICTATH 1HPOPMAIIilo,
y Takii MOCIIJOBHOCTI: NPUHHATTA Ha poOoTy (ciyxOy), MepeBeAeHHs, 3BUIBHEHHS. Y MeXax IHX
MyHKTIB MIJIYHKTaMHA 3a3HA4aloTh TPI3BHINA TpAmiBHUKIB 3a andasitoMm. [Ipm 1mpomMy 10 OJHOTO
3BEJICHOTO PO3IOPSAYOrO JIOKYMEHTa HE MOXKYTh BKIIIOUATHCS MYHKTH 3 iH(OpMali€ro, sKa 3rifHo i3
3aKOHOAABCTBOM MA€ Pi3HI CTPOKH 30€pIraHHs.

9.8. ITicns HiI[HI/ICElHHH HakKaszy 3MIHH J0 HBOI'0O BHOCATHCA JTMIIC HIJIAXOM BHJaHHSA HOBOI'O
HaKa3y IIpO BHECCHH:A 3MiH.

SIKIIO HAaKa30M BIAMIHSAETHCS IMOMEPEHIM Haka3, y pO3MOPSI4ii YaCTHHI 3a3HAYAETHCS IMYHKT,
SIKAW TIOBUHEH TIOYWHATHCS 31 CIiB: «Buznamu maxum, wio 6mpamue YUuHHICHb, ...)».

9.9.  OcranHIi TYHKT Haka3zy y pa3i moTpeOu MO)KE€ MICTHTH DIIICHHS NPO MOKJIAJICHHS Ha
CTPYKTYPHHH MiApo3/iT a00 0CcaIoBy 0CO0y (PYHKIIIN 3 KOHTPOJIIO 32 BUKOHAHHSIM Hakasy.

9.10. Haka3 HaOupae YMHHOCTI 3 MOMEHTY HOTrO HIANUCAHHA 1 peecTparii, sSIKIIO B TEKCTI HE
BCTAHOBJICHO 1HIIII CTPOKH.

9.11. 3 Haka3oM 3 KagpoBUX NHTaHb (OCOOOBOTO CKJaay) OOOB’S3KOBO O3HAMOMITIOIOTH
3ralaHux y HbOMY OCi0, SKi Ha THepuioMy NPUMIPHUKY JOKYMEHTa UM Ha CIHEIiaJbHOMY OJaHKY
MPOCTABISIOTH CBOI MIAMKCH 13 3a3HAYCHHSM JIaTH O3HAHOMIICHHSI.

9.12. Haka3u HyMepyIOThCs B MIOPSAKY 1X BUJAHHS B MEXaxX KaJCHIAPHOTO POKY.
9.13. V 3aknaai CTBOPIOIOTHCS TaKi BUJIM HAKAa3iB:
HaKa3H 3 OCHOBHOI AisUIBHOCTI 3aKkiamy — Ne 2-o1;
HaKa3y 3 aIMIHICTPAaTUBHO-TOCIOAAPCHKUX MUTaHb 3akaagy — Ne 2-r;
HAaKa3| 3 KaJ[pOBUX MMHUTaHb 3aKJIaJdy TPUBAJIOTO CTPOKY 30epiranus — Ne 2-k/Tp; HaKa3u 3
KaJpOBUX MMUTaHb 3aKJIaJy THMYACOBOI0 CTPOKY 30epiranHs — Ne 2-K/TM; Haka3H 3 pyxy
Y4HIB/BUXOBAHIIIB 3aKmay — No 2-y.
IIporokoa

9.14. TIlporokon — MOKYMEHT, Yy sIKOMY (piKCyeThCsl mepeOir BeJeHHs 3aciliaHb, yXBaJICHHS
PITIEHb JOpaIYUMH Ta KOJIETiaTbHUMH OpraHaMu, KOMiCISIMH TOTIIO.


https://zakon.rada.gov.ua/laws/show/ru/322-08
https://zakon.rada.gov.ua/laws/show/ru/322-08

IIporokonu 3acimjaHb MENAroriYHUX paj, IHIIMX JOPAaAuyuX Ta KOJETialbHUX OpraHiB
CKJIaJJalOTbCs B CTHUCHIM (QopMi. Y MHpPOTOKOII, CKIaJeHOMY B CTUCHIN (opMi, (IKCYIOTbCs Ul
MPUIHATI pilieHHs 6e3 neTanizallii nepediry 0OroBopeHHs MUTaHHS.

Y pasi morpebu 3a pIMICHHAM 3arajdbHUX 300piB (KOH(EpEeHIlii) KOJEKTHBY IPOTOKOIN
3arajabHUX 300piB (KOH(EpPEeH1T) KOJIEKTUBY MOXKYTh CKJIQAaTUCS Y TOBHIM (popmi.

9.15. Hywmepartis mpOoTOKOJIIB 3acilaHb TeNaroriyHoi pajy BEAEThCS Y MeXaxX HaBUAIHHOTO
POKY, POTOKOJIIB BHOOPHUX OpraHiB — y MeXaxX iX MOBHOBAKEHb.

Hywmepariis npoTokomiB BEOETbCS OKPEMO 3a KOXHOKO TPYIOI0 TMPOTOKOMIB 3aciaHb
BiJIMOBITHOTO KOJIET1aJIbHOTO OpPTaHy.

9.16. JlaToro MPOTOKOITY € J1aTa MPOBEICHHS 3aCiTaHHS.

3aroJ0BOK /10 TEKCTY MPOTOKOIY Ma€ BioOpakaTu BUJ 3acilaHHs (Hapana, 300pH, KoHpepeHIis
TOI10) 200 KOJIeriaabHOI AISUIBHOCTI (KOMicis, pasa, 300pH, podoya rpyma Tolo) 1 BKIOYaTH Ha3By BUAY
JOKyMEHTA.

TekcT MPOTOKONTY CKIIAJA€ThCA 31 BCTYITHOI Ta OCHOBHOI YaCTHH.

VY BCTynHIN 4acTUHI MPOTOKOJY 3a3HAYarOThCsl MPI3BUILA Ta 1HILIATU TOJIOBU a00 TOJIOBYIOYOTO
Ha 3acifaHHi, 300pax TOIO, CEKpeTaps, 3aNpOIICHUX, a TAKOXK MPHUCYTHIX 0CiO.

V pasi norpebu 3a pilIeHHSIM BiIOBIIHOTO OPTraHy y CIUCKY HPUCYTHIX 3a3HAYar0ThCs MOCAIH
3anpolieHuX ocid Ta HalitMeHyBaHHS yCTaHOB. SIKIIO KiTBKICTh NPHCYTHIX MepeBuitye 15 ocio,
3a3HAYa€THCs IX 3arajibHa KUIBKICTh 3 IOCUIAHHAM Ha CIMCOK, 110 AOJAETHCS 10 IPOTOKOIY.

9.17. BcTymHa yacTHHA MICTUTH TTOPSIIOK JACHHUHN: TIEPEiK pO3IVITHYTHX Ha 3aCiJJaHHI MNTaHb.
[Mopsinok AeHHUH MOJA€THCS HAPUKIHI BCTYITHOI YaCTHHH.

Crnosa «Ilopsmox neHHU» PYKYIOTHCS BiJl MEXI JIIBOTO OIS, MICIsl HUX CTABUTHCS IBOKpAIIKa.
Koxxne mutanHs HymepyeThcs apaOChbKuMmu nudpamu 1 ApyKyeThes 3 abdzaiy. dopMyBaHHS NUTaHb Y
MOPSIIKY IEHHOMY TTIOUYMHAETHCS 3 puiiMeHHHKa «[Tpoy.

9.18. OcHoOBHa YacTHHA MPOTOKOIY CKJIANAETHCS 3 PO3ZUIIB, AKI MAOTh BiANOBIIATH MyHKTaM
MOPSAIKY JeHHOTO. Po3/inu HyMepytoThest apaOChKuMu Hu@pamMu 1 OyIyIOThCs 32 TAKOIO CXEMOIO:

g ctuciioi popmu npotokonis: « CJAIYXAJIH - YXBAJTUITH »;
11 oBHOI (hopmu nipotokoiiB: «CAYXAJIH - BUCTYIIHIIH - IOCTAHOBHIIN .

[Ticst cnoBa «CIIY XAJIN» 3 HOBOTO psiJiKa 3a3HAYAIOTHCS MPI3BHUIIE Ta iHiIiany (1HiIiax iMeH1)
KOYKHOTO JIOTOBi/1a4a.

VY noBHi# dhopmi nporokony micas cioBa « BUCTYITNIIN» dikcyroThCs BUCTYIIH THUX OCIO0, AKi
B3sUIM y4yacTb B OOTOBOPEHHI JOMNOBIJl (MUTAaHHS MOPSAKY JAeHHOro). Buctymu odopmiroroTbes B
MPOTOKOJII 13 3a3HAYCHHSAM IIOCAM, MPI3BHIN Ta iHimiamiB (iHiIiady), IMEH TOMOBINA4YiB y HA3UBHOMY
BiJIMIHKY, BUKJIQJICHHSIM 3MICTy BHCTYITy a00 TIUTaHHS, BIJTOBI/Ii HA HHOTO.

9.19. TekcTu BUCTYMIB Y IPOTOKOJII BUKJIAIAI0THCS BiJl TPETHOI 0COOU OJHHUHHU.

Tekct abo Te3u JOMOBIAI, OGOPMIICHI SIK OKpeMi JOKYMEHTH, JIO TEKCTy MPOTOKOIY He
BKJTIOUarOThes. Ilicnst BiioMOCTel Mmpo JOMoBifga4a CTaBUTHCS THPE 1 3a3HadaeThes «Tekcm 0onogioi
000aEmMbCs 00 NPOMOKOIY).

[Ticas cnosa «[IOCTAHOBWIINY dikcyeThes MpUHATE pillieHHS 3 0OTOBOPIOBAHOIO MUTAHHS
MOPSI/IKY IEHHOTO, SIKE Ma€ BKJIFOYATH CKJIA0BI, 110 BIIMOBIJAIOTh HA TaKi MUTAHHS: KOMY, IO 3pOOUTH 1
B SIKH CTPOK.



VY pasi Ko npuiiMaeThes pillleHHS MPO CXBAJCHHS, MOTOKEHHS, 3aTBEP/KEHHS JOKYMEHTA,
KU OOTrOBOPIOBABCS HAa 3aci/laHHi, IIeW JOKYMEHT JOJAETHCSA JI0 HMPOTOKOMY. 3a HasBHOCTI IHIIUX
JIOKYMEHTIB, 110 pO3IVISIAiIKMCS Ha 3acilaHHi Ta (akT 0OroBopeHHs siKuX Oyno 3adikcOoBaHO B TEKCTI
IIPOTOKOJTy, BOHU HYMEpYIOTbCS apaOChbKuMu LudpamMu. Y BIANOBIAHUX IIyHKTaX HPOTOKOIY
MIPOCTABISIOTHCS MOCUIIAHHS Ha Ii IOJAaTKH.

[IpoTokon minmuCye rojaoBYHOUYMI Ha 3aCilaHHI KOJIETiaIbHOTO (JOPaJyoro) Oprany Ta cekperap
(3a HasIBHOCT1).

Jluern

9.20. JlucTm CKIAmAIOTBCS 3 METOK OOMiIHY I1H(OpMAII€I0 MK 3aKIaJoM Ta OpraHaMu
JiepKaBHOI BJaJW, OpraHaMHU MICIIEBOTO CaMOBPSIYBaHHS, iX IMOCAJOBHUMH 1 CIYXOOBUMH 0COOaMH,
3aKJIajaMH, yCTaHOBAaMU, OpraHizalisMy Ta IHIIUMU (I3UYHUMH 1 FOPUAUYHUME 0c00aMHu.

9.21. bnaHku nTUCTa MalOTh TaKi PEKBI3UTH:

HallMEHYBaHHs 3aCHOBHHKA (3aCHOBHUKIB) 3aKiaay (Hampukiaj, binonepkiBchka Michbka
pazna);

MMOBHE HailMEHYBAHHS 3aKJIaJy BiJIIIOBITHO 10 YCTAaHOBYHX JIOKYMECHTIB;

JIOBIJIKOBI J1aH1 Mpo 3aKkJja] (MOIITOBA ajpeca, HOMepH TenedoHIB, (akciB, PaxyHKIB y
0aHKy, aJjpecy eJICKTPOHHOI ITOLITH TOIIO).

9.22. PekBi3uTH JHUCTa: JaTa, PEECTPALIMHUN 1HIEKC, TOCUJIAHHS HA PEECTpPALliiHUMN 1HIEKC 1
JaTy TOKyMEHTa, Ha SKUM HaTa€eThCs BIAMOBIAL (32 MOTpeOH), aapecar, 3arojoBOK 10 TEKCTY, TEKCT,
BiIMITKa TIPO HASIBHICTH JOJATKIB (3a MOTpeOH), MiANKC, BiAMITKA PO BUKOHABIISA.

9.23. [latoro nucTa € jara Horo MigmucaHHs, ika Ma€ 30iraTucs i3 JaToro peecTpailii BUXiTHO1
KOPECTOHICHITii.

9.24. TekcT nUCTa BUKJIAJAETHCS BT EpIIOl 0COOM MHOXHHHU 3 BUKOPUCTaHHSAM CIIiB!
«RPOCUMO NOBIOOMUMU...», «PO3’ACHIOEMO, W40...».3a3BUYAN Y JIHCTI OPYIIY€ETHCS OJTHE MUTAHHS.

AKT

9.25. AKT — TOKYMEHT, CKJIaJICHUH TPymoo 0Ci0 IS 3aCBiTYCHHS BCTAHOBICHHUX (akTiB abo
mofid. AKTH OQOPMITIOIOTECS 3a PE3yJIbTaTaMU PEBi3iil (iHAHCOBO-TOCIIONAPCHKOI TisSUTBHOCTI, ITiJT 9ac
NpuAMaHHs-TIepeIaBaHHs CTIpaB, CIIMCAHHS MaiHa TOIIIO.

9.26. JlaTor0 aKTa € Jara Horo CKIIaJIeHHS.
9.27. TekcT aKkTa CKIaJa€ThCs 31 BCTYNHOI Ta KOHCTATYyOUO0i YaCTHH.

VY BCTYNHIW YacTWHI 3a3HAYAIOTHCS MIACTAaBU Ui CKJIAJaHHS aKTa Ta HAa3UBAKOTHCS OCOOM, SIKi
CKJIJIM aKT a00 OyJIM IPUCYTHI MTPH IIOMY.

VY KOHCTaTyro4ili YacTHHI BUKIQAAIOThCS CYTh, 3aBIaHHS, XapaKTep BHUKOHAHOI poOOTH,
BCTaHOBJICH] (paKTH, MpoNo3uiii Ta BUCHOBKH. KoHCTaTyroua yacTuHa MOke 0(hOpMITIOBATHCS Y BUIIISAIL
Tabnui.

Y KIiHII TEKCTy aKTa 3aluCyIOThCS JlaHi Mpo KUIBKICTh NPUMIPHUKIB akTa Ta iXx
MiCLI€3HaXOKEHHS.

9.28. AKT miAnUCyI0Th yci 0cO0H, sIKi Opasy y4acTh y HOTO CKJIaJaHHI.

Ocoba, sika Mae 3ayBak€HHS JO 3MICTy aKTa, MIANUCYE WOro 1 BHUKIIANAE CBOIO IYMKY Ha
OKpEMOMY apKy1ili, SKHH JOIAETHCS /10 aKTa.



9.29. 'V pasi 3MiHM KepiBHHKA 3akjaay a0o BiAMOBiIAIbHOI 0COOH, MpUHMaHHsI-TIepeTIaBaHHs
JIOKYMEHTIB 1 CIIpaB 3IIMCHIOETHCS 32 TUTIOBUMHU ()OpMaMH aKTiB, HABEACHUMHU B dooamkax 8-10.

10. 3acBinueHHs Komiii Ta BUTATIB CJIy:KO0BHX IOKYMEHTIB

10.1. 3akmaxg mae mpaBO 3acBiMYyBaTH KOIMii JOKYMEHTIB, IIO CTBOPIOIOTHCS Y HBOMY, 3a
BUHATKOM KONl JOKYMEHTIB, SKi BIANOBIAHO JO 3aKOHOJABCTBa MNOTPeOYyIOTh 3aCBITYCHHS B
HOTapiaJbHOMY MOPSIKY.

10.2. Komii TOKyMEHTIB HIINX yCTAHOB MOKYTh BUTOTOBIIATUCS 1 3aCBIAUyBATHCS 3aKJIATIOM Y
TaKUX BHIQJIKAX:

Ha BUMOTY CY/I0BUX Ta 1HIIHUX MPAaBOOXOPOHHUX OPraHiB;

JUIl BHYTPILIIHBOTO BUKOPHUCTAHHA y 3aKiaii (mia 9ac BUPILMICHHS NUTAHb IIOA0 NMPUHMaHHS
rpoMajgsiH Ha poOOTY, HaBYaHHs], 3acBiIUeHHA IX TPYJOBUX, JKMTIOBMX Ta IHIIMX IpaB Yy
B3a€EMOBIIHOCHHAX 3 yCTaHOBO0). Hampukaz, 3akiag Moxe BUTOTOBUTH 1 3aCBIIYUTH KOIIIO JUIIIOMA
MpaliBHMKA, KA MOTIM Oy/e MiJmuTa 10 Horo 0co00BOi CIpaBu.

10.3. Jl0o3BONSETHCSI BUTOTOBJATH KOMIIO 13 3acCBiAYEHOI KOmMii JOKYMEHTa, SKIIO OpHUTiHAJ
BIJICYTHIH a00 HOTro OTpUMaTH HEMOKIIUBO.

10.4. Komii JOKYMCHTIB BUTOTOBJISIOTBCS 1 BHUAAIOTBCS HAa BHMOTY IHIIMX YCTaHOB a0o
TPOMaJISTH 3 JTO3BOJTy KEpiBHHMKA 3aKJaay, HOTO 3aCTYIHHKIB a00 KEpiBHUKA CTPYKTYpPHOTO ITiIPO3ILITY
3aKiany.

10.5. Komis ngokyMeHTa NOBHMHHA BIANOBINATH OpPHUTiHATY, TOOTO MOBHICTIO BiITBOPIOBATH
iH(pOpMaIlito OpUTiHaIy 1 BCi HOTO 30BHINIHI 03HAKK a00 1X YaCTHUHY.

10.6. He nomyckaerbcs BHUIOTOBJISTH KOMii JOKYMEHTIB 3 HEpPO30IpIMBHUM TEKCTOM,
MiYUCTKaMU, PUITHUCAMH Ta IHIIMMUA HEOOYMOBIICHUMH BHUIIPABICHHSIMHU.

10.7. Komis HaOyBa€ I0pUIMYHOI CHIIH JIUILE B pa3i 11 3aCBITUEHHS B YCTAHOBICHOMY HOPSIIKY.

Harmme mpo 3acBigueHHsI Komii CKIANAeThCcs 31 CHiB «32i0H0 3 opuzinanomy», Ha3BU TIOCAH,
0COOHMCTOro MiANUCY 0coOM, siKa 3acBiAuye KoOmito, i1 iHimiamiB (iHiLiajdy IMEH1) Ta Mpi3BHILA, JAaTH
3aCBIIUCHHS KOIIii.

Hanmc npo 3acBiueHHs KOMii CKPIIUTIOETHCS BIIOUTKOM MEYATKH 3aKjIaay ad0 MeuaTKu
«J1st xorriiiy.

Y Bumagkax, BHU3HAUEHWX 3aKOHOJABCTBOM, KOIIii JIOKYMEHTIB 3acCBiJUYIOTHCS BiJJOMTKOM
TICUaTKU 3aKjIay.

Ha numpoBoMy 0011 Y BEpXHBOMY HPAaBOMY KYTi MEPIIOrO apKyIlia JOKYMEHTa MPOCTABISIEThCS
BigMmiTka «Kormisy.

10.8.  CtopiHKHM KOMii JOKYMEHTIB (32 BUHSATKOM THX, IO MAlOTh OIMH apKyIll) HyMEPYIOThCS 1
BiIMITKa TIPO 3aCBiAUEHHS KOTIii MOKE JOITOBHIOBATHCS BiMITKOIO «BChoro B KOl
apk.». 3a pimeHHsIM 3akiagy abo Ha BHMOTY YCTaHOBH, SIKIH HAQJa€ThCs KOMiS JIOKYMEHTa,
JIOIYCKAEThCS 3aCBIAYYBATH KOIIii JOKYMEHTIB MTOAPKYIIHO.

10.9. ApxiBHi Komii Ta BUTSATH 3aCBiIUyIOTLCS BiJIMTOBIIHO 10 dodamkie 11, 12.
10.10. 3anexHo Bijg criocoOy BUTOTOBJICHHS KOIIii MOJAUIAIOTh HA (PaKCUMUIBHI 1 BIJIbHI:

1) dhakcuMibHI KOMii BUTOTOBJISIOTHCS 3a JOTIOMOTOIO 3aC001B KOMiIOBaIbHO-PO3MHOXKYBAITBHOL
TEXHIKM, Y TOMY 4uCIi 0araroyHKIIOHAJbHUX IMPUCTPOIB, IO TOYHO BIATBOPIOIOTH yCI 30BHIIIHI
O3HAaKH, XyHOKHI OCOONMBOCTI O(QOpPMIIEHHS PEKBI3UTIB, 1X po3TanryBaHHS (BKJIIOYAIOUW IIAMKC Ta
reyarky) abo 4acTuHY iX;



2) ocobucTHii miINHC MOCaaO0BOI 0coOH, sKa MiANKCANa OpPHUTriHAl JOKyMEHTa, MOXe OyTu
BIICYTHIM Yy pa3l HaJCWIAaHHSA KOMNIM IHIIMM YyCTaHOBaM a0o SIKIIO KOMis BUXIJHOIO JOKyMEHTa
3IMIIAETHCS Y TIJIOBOJCTBI 3aKIaay;

3) Ha KOMisX BUXIHOTO JOKYMEHTA, IO 3aJUIIAIOTHCS Y JUTOBOACTBI 3aKJIady, TEKCTH OJIaHKIB
MOXYTh HE BIJITBOPIOBATHCS, a 3a3HAYaTHUCsA MAKOTh JIMIIC Jara INIIMUCAaHHS JOKyMEHTa Ta HOTO
peecTpartliiinuii iHIeKce, mocaaa ocobu, sika 3acBiunia Komito, i 0COOMCTUH MiANKC, AaTa 3aCBiUCHHS
Ta BIIOUTOK TEYATKH CITy>KOU JIIIOBOJICTBA, HATTPHUKIIA:

Mama, inoexc

Texcm 0oxymenma

Pexsizum «llionucy (6e3 ocobucmozo nionucy)
32i0H0 3 opuzinanom

IIpogionuit cneuianicm 6i00iny 0inoeoocmea
IHionuc, iniyianu (iniyian imeni), npizeuunie
Biobumok neuamku 6i00iny doinosoocmea
ama

Ha xomisix BUXiIHUX JOKYMEHTIB, IO 3aJIMINAIOTHCS Y TUTOBOJCTBI 3aKialy, MOBHHHI OyTH Bi3n
I0CaI0BHUX 0CI0, 3 IKUMH BOHH IOTOIKEHI, T4 Bi3W BUKOHABIIIB.

dakcUMUIbHI  KOIIii, 10 MICTATh (haKCUMIJIbHE BIATBOPEHHS IIIJIUCY IOCAA0BOI 0COOHM 1
MpU3HAYCHI JIMIIE JUIsi BHYTPINTHBOTO KOPHCTYBaHHS y 3akiaji (HAIPHWKIAJL KOmii Hakas3iB, TUIAHIB,
TMTOJIOXKEHB TOIIIO), HE MOTPEOYIOThH TOATKOBOTO 3aCB1TUCHHS,

5) BUIbHI KOMii BHTOTOBJISIFOTHCS MUISXOM IEPEApPYKyBaHHS a00 MEepPEeNuCyBaHHS OPHUTiHATY
JIOKYMEHTa, IO IMOBHICTIO BIATBOPIOIOTH HOTO iH(OpMaIlito, aie He abCOMOTHO TOYHO BiATBOPIOIOTH
HOT0 30BHINTHI 03HAKH (MIPUQT, pEKBI3UTH OJIaHKA, TIMHNC, TIEYATKy TOIIIO).

10.11. Butar 3i choyx0OBOTO JIOKyYMEHTa BHIOTOBIISIETHCS, SIKIIO HEMae HEOOXiTHOCTI
BUTOTOBJISITH KOMit0. BUTAT odopmitoeTbess Ha 3arajibHOMY OJaHKY 3aKiany i3 AOTPUMAHHSIM TaKHX
BHMOT:

y Ha3Bl BUJY IOKYMEHTA 3a3HAUAETHCS: «BUIMAZ 3 HAKA3Y», (GUMAZ 3 NPOMOKOTIY»;
BiJITBOPIOETHLCS TIOBHICTIO BCTYITHA YaCcTHHA (SKIIIO BOHA €) CITY)kKOOBOTO JIOKYMEHTA;

3 OCHOBHOI YaCTHHHU TEKCTY JOKYMEHTa BUIIUCYETHCS TOM MyHKT, iHpOpMAILlis SKOro HeoOXi1/1Ha;
BiITBOPIOETHCS pekBi3uT «Ilimmucy (6e3 ocoOucToro miamnucy);

MPOCTABISAIOTHCS BIIMITKA PO 3aCBIJUEHH KOMIi Ta BiIOMTOK Me4aTKH (32 HEOOX1THOCTI).

Butsru 3 npoTokoniB 3acBiuye cekpeTap, IKUil CKiIa/lae MPOTOKOIH 1 3A1MCHIOE X 30epiranus, 3
HakasiB — 11ocaioBa 0co0a, sKka BiAMoBigae 3a X 30epiranHs.

10.12. OcobauBUM BHJIOM KOIIii JOKyMEHTa € JyOJliKaT — MOBTOPHO OGOPMIICHUH CIyKOOBUI
JOKYMEHT I BUKOPUCTAHHS 3aMICTh BTPAY€HOTO UM MOMIKOKEHOTO OpUTIHAIY (AMILIOMA, CBIIOITBA,
TPYAOBOi KHIXKKH TOIIO), III0 MA€ TaKy camy IOPHUIAYHY CHITY.

JlyOmikaT BUTOTOBJISIETECS Ha TAKOMY CaMOMy OJIaHKY, IO i OpHUTiHAJ, Ta MICTUTH iH(OpPMAIIito,
aHaJIoTiuHy iH(popMarlii B opurinaii. Ha HboMy pOCTaBIISIFOTHCS BiIOMTOK TEYaTKH 3aKJIay 1 MiAMUCH
MOCaJ0BUX 0Ci0, SKi MarOTh MPABO MIAMKCY WX JOKYMEHTIB HA MOMEHT odopmicHHs ayoiikara. Ha
nyOJiKaTi MPOCTABIISETHCS Y IPAaBOMY BEPXHBOMY KYTi BIIMITKa
«/lyonikampy.



1. OPTAHIBALIA JOKYMEHTOOBIT'Y TA BUKOHAHHSA TOKYMEHTIB
1. Bumoru moao oprasizaunii 10KyMeHT000iry Ta BU3Ha4YeHHS HOro o0cAry

1.1.  Ocoba, BiAmOBiJaldbHA 3a OpraHizalilo AUIOBOACTBA Y 3akjiall 3/A1MCHIOE NEpBUHHE
OTIPAIIOBaHHS JIOKYMEHTIB, 10 HAAIUILIIN 10 3aKiaay, iX MOMEpPEeaHid po3Iisia, peecTpallito, nepeaaqy
KEpIBHUIITBY Ha PO3IIIA, Iepenady BUKOHABIIM. [licisi BUKOHAHHS JOKYMEHTH JOIYYal0ThCs JI0 CIIPaB.

1.2.  JlokymMeHTH He3aJexHO Bif crnocoly ¢ikcauii Ta BiATBOpeHHsS iH(MOpMamlii MarwTh
MIPOXOJIMTH Ta ONPAILOBYBATHUCS Y 3aKJIa/i Ha €JUHUX OPTaHi3alliiHUX Ta MPaBOBHX 3acajiax opraHizarii
JIOKYMEHTOOOITy.

1.3.  IlimpaXxyHOK KIJBKOCTI MOKYMEHTIB Yy 3aKJIadi 3IIHCHIOETHCS 3a pEECTpaIliiHUMHU
(dhopmMamu BXiTHUX, BHYTPIIIHIX, BUXITHUX JOKYMEHTIB y MICIISIX iX peecTpariii.

2. lIpuiiMaHHs, NepBUHHE ONPALIOBAHHS I0KYMEHTIB Ta iX nonepeaHiii po3risa

2.1.  Vci nokyMeHTH, 0 HAAXOMATH JI0 3aKJIary, MPUHAMAIOTHCS 0C000T0, BiIMOBITATLHOIO 32
JITOBOJICTBO Y 3aKJIall.

2.2. VY pa3i HagXOMKEeHHS JOKYMEHTIB y CKaHOBaHii GopMi iX iH(opmalio po3apyKoByIOTh
Ha mamepi i3 MPOCTAaBICHHSIM Ha BEPXHbOMY IOJI JOKyMeHTa Haanucy «OTpUMaHO B €JEKTPOHHIN
bopmin.

2.3. @akT HAAXOMKEHHS JOKyMEHTa 0 3aKiaay OO0OB’SI3KOBO (PIKCYETHCS IIIISIXOM
IPOCTaBJIEHHA Ha BXIJHUX JOKYMEHTax BIAMITKM @po HOro HAIXOMKEHHA 10 3aKiady, sKa
MPOCTABJIAETHCS Bifl pPyKH a0 3a JOMOMOTOIO IITaMIla, aBTOMaTHYHOTO HyMepaTopa Ha JIMI[bOBOMY IO
y NpaBoMy KyTl HMKHBOTO IIOJI MEPLIOrO apKyllla OpHUriHaly JOKyMeHTa. EneMeHTaMu 3a3HaueHoro
PEKBI3UTY € CKOpOUYECHE HallMEHYBaHHs 3aKiajly — OJep>KyBada JOKyMEHTa, peecTpalliiiHuil iHJeKc, aara
(y pa3i moTpebu — roauHa i XBUJIMHN) HaIXO/KCHHS JOKYMEHTA.

2.4. IlepBuHHE ompalfOBaHHS JOKYMEHTIB Iepeadayae MepeBipKy HPaBUIIBHOCTI JOCTAaBKU
KOpECTOHIEHIIIT Ta i1 HITICHOCTI.

JIOKyMEHTH, HaJiclaHi He 3a aJpecolo, NMOBEPTAIOTHCS BIINPABHUKOBI 0e3 iX po3mIamy.
Po3kpuBatoThes BCi KOHBEPTH, 3@ BUHATKOM THX, 110 MalOTh Hamuc «OcoOucToy.

2.5. 'V pa3i BUSBIEHHS BIJCYTHOCTI JOAATKIB, 3a3HAUYEHUX Yy JTOKYMEHTI, ab0 OKpeMHx
apKymIiB, a TakoX TOMWIOK B O(OpPMIICHHI [TOKYMEHTa, II0 YHEMOXIIMBIIOE HOr0 BHKOHAHHS
(BiICYTHICTD MIANHUCY, BiAOMTKA MeyaTku, Tpuda 3aTBEpAKEHHS TOIIO), JOKYMEHT HE PeeCTPyeThCs 1
BiJIMTPABHUKOBI HAJICUIAETHCS MUCHMOBHH 3amuT a00 HOMY MOBIiIOMISEThCS Tpo 1ie TenedornoMm. [pu
bOMY Ha JOKYMEHTI pPOOWTBCS BIJANOBIMHA BIJIMITKA i3 3a3HAYCHHSM JaTH 3aluTy (PO3MOBH
TenedoHoOM), Mmocaay Ta MPI3BUINA OCOOH, SKiM 3pOOJICHO 3amMT, MANUCY, PO3MUGPYBAHHS MiAMUCY
oco0Ou, sika 31HCHUIA 3aIUT.

VY pa3i BiACYTHOCTI a00 HELUTICHOCTI BKJaJ€Hb, MOMIKO/PKEHHS KOHBEPTA, YMaKyBaHHs, IO
MPU3BEJIO J0 HEMOXJIMBOCTI MPOYUTAHHS TEKCTYy JOKYMEHTA, CKJIAJAa€ThCS aKT y JABOX MPUMIPHHUKAX.
OnauH TpUMIPHUK aKTa HaJICUIIAETHCS BIAMPABHUKOBI, IHIIHI — 30€piraeThcs y 3aKiiai.

2.6. AJlpecHi SIpJIVKHA PEKOMEHJIOBAHUX KOHBEPTIB 1 MaKeTiB 30epiraroThCs 1 JIOMAOTHCS 0
JIOKYMEHTIB, @ TAaKOXK KOHBEPTH, KOJIM JIUIIC 32 KOHBEPTOM MOXXHA BCTAHOBUTH aJIPECy BIJANPABHUKA, Yac
BIJIIIPaBJICHHS Ta ONIEP)KaHHS TOKYMEHTa, a00 KOJIM B KOHBEPTI BIACYTHI OKpeMi TOKYMEHTH, abo
BCTaHOBJICHO HEBIJIMOBIIHICTh HOMEPIB JIOKYyMEHTIB HOMEpaM, 3a3Ha4CHUM Ha KOHBEPTI.



2.7.  JIOKyMEHTH MiJUIAraroTh MONEepeHFOMY PO3IVISLY Y 3aKJIajl y JeHb iX HaJAXOKEHHS a0o
B MepIIuil HACTYNHUH poOOUMii IEHb Y Pa3i HAAXOKEHHS X Micis 3aKiHUeHHsI poO0YOoro AHA, Y BUXIIHI
Ta CBIITKOBI HEpoOOUi JTHi.

Jlopy4eHHSs yCTaHOB BUIIOTO PiBHSI, TEJIETPaMH, TeJe(hOHOTPaMHU PO3IVISIA0ThHCS HETalHO.
2.8. MeToto monepeIHbOro PO3TIS Y JOKYMEHTIB €:

BHOKPEMJICHHSI TaKHX, II0 MOTPeOyI0Th OOOB’SI3KOBOTO PO3IIISAY KEPIBHUKOM 3aKIamny, HOTo
3aCTYITHUKAMHU a00 CTPYKTYPHHMH MiAPO3/IiJIaMHu;

BiOIp MOKYMEHTIB, IO HE MiJIATAIOTh PEECTpallii, a TaKOK TaKUX, IO TEePEeNaloThCs s
peecTpartii CTpyKTYPHHM TAPO3IiIaM.

2.9.  OO00B’S3KOBOMY PO3IISAY KEPIBHUKOM 3aKJIa Ty IMiUISTal0Th 3aKOHW YKpaiHH, TOCTAaHOBU
BepxoBHoi Pamm VYkpainum, aktm ta nmopydeHHs I[Ipesumenra VYkpainu, aktu Kabinety MiHicTpiB
Vkpainu, nopyuenns I[Ipem’ep-minicTpa Ykpainu, HEHTpaJbHHUX 1 MICIIEBUX OpPTaHiB BUKOHABYOI BIIAJIH
(mam — axkTW opraHiB Jep>KaBHOI BJIaJy Ta JOPYYCHHsI BUIIMX IMOCAJOBUX OCiI0), a TaKOXK 3amuTH 1
3BepHEHHS HAPOJHUX JCMyTaTiB YKpaiHu Ta JeMyTaTiB MiCIIEBUX pall, KopecnonaeHuis BepxosHoi Pagu
Vkpainu, Anaminictpanii [Ipesunenta VYkpainu, KaOinery MinicTpiB Ykpainu (mami — 3amuTH,
3BEPHEHHS, a TaKoX KopecnoHjeHuis Bepxosnoi Pagu Ykpainu, Anminicrpanii [Ipesunenra Ykpainm,
KaGinety MinicTpiB YkpaiHu), KOPECIIOHACHITIS, 110 HAIXOAUTh BiJl YCTAHOB BHUIIOTO PIBHS, PIIICHHS
OpraHiB MICIICBOTO CaMOBPSyBaHHS, a TAKO)X HAaWBaXKIIUBIII JOKYMEHTH, SKi MICTAThH iH(pOpMAIIiio 3
OCHOBHUX NMUTaHb AISUIBHOCTI 3aKialy 1 MOTPeOyIOTh BUPIIIEHHS 0e3M0CepeaHbO KEPIBHUKOM.

[HIII JTOKYMEHTH TMepelaloThCsl 3acCTyITHHMKaM KepiBHHKAa a00 CTPYKTYpHUM  IiIpO3/iiaM
(BUKOHABITSIM) BIAMOBITHO 70 X (PyHKITIOHAILHUX 000B’ SI3KIB.

2.10. Ilix yac momepeaHbOro PO3MIsAY JOKYMEHTIB BPaxOBYHOThCS TOBHOBA)KEHHS CyO’€KTIB
pO3MISAAY KOPECIOHACHIIIT, mepeadaveHi y cTaryTi 3akiaany (MOJIOKEHHSIX PO CTPYKTYPHI ITiIPO3ILIN),
Hakazax MOpo pPO3MOoAiT OOOB’SI3KIB MiXK KEPIBHUKOM 3aKiagy Ta HOro 3acTyNMHUKAMH, MOCAJI0BUX
IHCTPYKLIAX, a TakoX Kiacu(ikatop MNUTAaHb AISIBHOCTI 3aKiady, HOMEHKJIATypa CHpaB, CXEMH
MIPOXOJIKEHHS JIOKYMEHTIB.

3. PeecTpanisi 10KyMeHTiB

3.1.  JIokyMeHTHM B 3aKJaJli PEeCTPYIOThCS LEHTPATI30BaHO HE3aJIeXKHO BIJl CHOCOOY iX
CTBOPEHHS, OJIEp>)KaHHS YHM BIITBOPEHHS. Y 3aKJIaji MOXE 3aCTOCOBYBAaTHCS aBTOMaru3oBaHa (opma
peecTpariii JOKyMEHTIB 3 BUKOPUCTAHHSM CIICIIaIbHUX KOMIT FOTEPHUX MTPOTPaM.

Cayx00BUH JTOKYMEHT, OTpUMaHHM{ 3aKiaJoM a00 CTBOPEHUH HUM, y TOMY YHCII ISt
BHYTPIIIHFOTO KOPUCTYBAHHS, BBAXKAETHCS BHECEHHUM JI0 JOKyMEHTAIIiHOTO (DOH/Y 3aKIIaly 3 MOMEHTY
Horo peecrpartii.

3.2.  Peectpaiiisi TOKyMEHTIB MPOBOIUTHCS 3 METOIO 3a0e3MeyeHHs iX OOJIKY, KOHTPOIIO 32
BUKOHAHHSAM 1 ONEPaTUBHUM BHKOPHUCTAaHHSM HAasBHOI B JIOKYMEHTax iHQopmalii 1 mossrae y BelICHHI
3amucy OOJIIKOBUX JaHUX MPO JOKYMEHT 32 BCTAHOBIICHOIO 3aKJIQJIOM PEECTPALiHHOI0 (OPMOIO, SIKHM
¢ikcyeTbess (GakT CTBOPEHHS, BIANpaBICHHS a00 OIep:KaHHS JIOKYMEHTA, IUIIXOM IPOCTABIICHHS Ha
HBOMY PEECTPAIIIHHOTO 1HIEKCY 3 TIOAAJBIINM 3alTUCOM Y 3a3HaueHuX (opMax HeoOXiTHUX BiIOMOCTEH
PO JOKYMEHT.

Peectpartii miansararoTh BXiIHI, BUXiIHI Ta BHYTPIIIHI JOKYMEHTH (JIOBIJKH, TOTIOBITHI 3aITUCKH,
3asiBH, TPOTOKOJIU 3aCiTaHb MEIAaroTi9HUX paj, KOMICIH TOIIO).

ITin gac peecTpallii JOKyMEHTIB y 3akjia/ii HE0OXiTHO JOTPUMYBATHCS TAKMX BUMOT: JTOKyMEHTH

PEECTPYIOTHCS HE3ATIEKHO Bijl CrIOCO0Y iX TOCTABKH, Mepeiadl Y CTBOPEHHS;



JOKyMEHTH PEECTPYIOThCS JIMIIE OOUH pPa3 (BXiOHI — y J€Hb HAAXO/UKEHHS a0o He Mi3Hime
HACTYIHOTO po0O0Yoro AHsA (SKIIO JOKYMEHT HAAIWIIOB y HepoOoumii yac), CTBOpIOBaHI — y JEHb
IiIMMCaHHs a00 3aTBEPKEHHS );

y pasi mepemadi 3apeecTpoOBaHOTO JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO MIAPO3MALTY IO 1HIIOTO
HOBHI peecTpamiiHuil iHIeKC Ha JOKYMEHTI He TIPOCTABIISIETHCS;

JIOKYMEHTH PEECTPYIOTHCS 3a TPYIIaMH 3aJIeKHO Bi/I HA3BH BHITY, aBTOPA 1 3MICTy JOKYMEHTIB.
OKpeMo peecTpyrOThCS:

6XI0HI OOKymMeHnmu;

GUXIOHI OOKyMeHmu;

HaKa3u 3 0CHOBHOI OiANbHOCMI 3aKNA0Y; HAKA3U 3

20CHO0APCHLKUX RUMAHb 3AKAA0Y;

HaKa3u 3 KAOPOGUX RUMAHb 3AKAA0Y MUMUACOB020 CIMPOKY 30epicaHHA; HAKA3U

3 Kadpoeux NUmMans 3aK1ady mpueanoz0 CmpoKy 30epicannsn; HaKasu 3 pyxy

YUHi6 3aK1a0y;

GHYMPIWHI OOKyMeHmu (npomoKou, 006i0Ku, 00n08iOHI, ROACHIOBAIbHI 3ANUCKU, 3AA6U
npayieHUKie mouo);

Ppiuienns KonezZianibHuUX opzanis;

OyxzanmepcvKi OOKyMeHmu;

36EPHEHHA 2ZPOMAOAH, Y MOMY YUCTT OAMbKIE A00 3AKOHHUX NPEOCMAGHUKIE YUHI6;
3anumu Ha nyoaiuHy inghopmauiro.

3.3.  JlokyMeHTH, SiKI HQAXOIATh A0 3aKJaly, PEECTPYIOThCS y JKypHall peecTpariii BXiIHUX
JIOKYMEHTIB, Ti, IO BiIIPABISIOTECS, — y JKypHaJl peecTpallii BUXIIHUX JOKYMEHTIB, BHYTPIIIHI —y
KypHaJl peecTpauii BHYTPIIIHIX AOKYMEHTIB, HAaKa3u — y XXypHajaX peecTpaiii Haka3iB. 3BEpHEHHS
IPOMaJISH Ta 3alUTU Ha MyOIiuHy 1HPOPMALIIIO — Y BIANOBIIHUX KypHaIax.

He mignsraroTs peectpallii JOKyMEHTH, 3a3HaueHi y 0ooamky 13 1iei [acTpykii.

34. Ilin 4ac peectpalii JOKyMEHTY HAJAa€ThCs YMOBHE IU(ppoBe (MTEPHO-IIHUPPOBE)
MO3HAYEHHS — peecTpaliiiHuil iHIeKc. EneMeHTaMu peecTpaliiifHoro iHAEKCY € TOpPSIKOBUH HOMeEp
JOKyMEHTa y MeXaX TpyNu JOKYMEHTIB, IIO PEECTPYIOTHCS, SIKUH IOMOBHIOETHCS 1HACKCAMH, IO
3aCTOCOBYIOTBCS Y 3aKJaji, 30KpeMa iHJIEeKCaMH 33 HOMEHKJIATYPOIO CIIPaB, CTPYKTYPHOTO IiIpO3IiTy
TOIIIO.

Jis BXiTHUX JTOKYMEHTIB PEECTpAIliiHUN IHJICKC CKJIQNa€ThCsl 3 TOPSIKOBOIO HOMEpa Ta
IHJCKCY 32 HOMCHKJIATypOIO CIpaB a0 IHIIOrO IHJCKCY, IO 3aCTOCOBYETHCS Y 3aKJIaji, HAIIPHKIA:
123/01-12, ne 123 - nopsakoBuit Homep, 01-12 - iHIEKC clIpaBy 32 HOMEHKIIATYPOIO.

Y BUXIZHOTO JOKYMEHTAa PEECTpAIifHUN 1HAEKC MOXKE pPO3MIIIYBaTUCh Y 3BOPOTHIHN
MOCJIITOBHOCTI — 1HAEKC 32 HOMEHKJIATYypolo crpaB (y pasi MoTpeOu MoXe 3a3HadyaTHCs TaKoX 1HIIUN
1HJEKC, 1110 3aCTOCOBYETHCA y 3aKIIajll) Ta MOPsAAKOBU HoMep, Hanpukiad: 02-10/457, ne 02-10 - ingexc
CIIPaBH 32 HOMEHKJIATYpPOIO, 457 - MOPSIIKOBUI HOMED.

Peectpauiiinuii iHAEKC pO3NOPSIYNX TOKYMEHTIB Ta JESKUX BHYTPILIHIX JOKYMEHTIB (aKTH,
MIPOTOKOJIU, TOTOBOPH TOIIO) CKIAIAETHCS 3 MOPSIIKOBOTO HOMEPA y ME¥kKaX POKY.



3 METOr0 PO3pi3HEHHs IPyN Hakas3iB 3 KaAPOBHUX MUTAaHb (0COOOBOTO CKJIAay) KOKHOTO BHUIY 10
MOPSIKOBOTO HOMEpa MOXKE JOAaBaTUCS JITEpHUH iHAEKC. Micle po3TallyBaHHS peecTpaliitHoro
1HAEKCY Ha JOKYMEHTI 3aJIeKUTh BiJl BUIy OJlaHKa Ta BUILy TOKYMEHTA.

Y BHYTpIIIHIX CIYX)OO0BUX JOKyMEHTaX (3asBax, MOTOBIAHUX 1 TMOSICHIOBAJIBHHUX 3allMCKaX
ToI0), OOPMJICHUX HE Ha OJIaHKY, JaTy MPOCTaBJISAIOTH JIIBOPYY BiJi 0COOMCTOTO MiJAMKHCY aBTOpa
JIOKyMEHTA.

VY pasi 3actocyBaHHsl 1H(GOpMaIIMHUX (aBTOMATM30BAaHMX) CHCTEM OpraHizailii JiJI0BOJCTBA
JIOTyCTUMO TIPOCTABIATH JaTy peecTpalii JOKyMEeHTa y cKiaai mTpux-komy abo QR-xomy, mio
CTBOPIOETHCS 3acO0aMM 11i€i CUCTEMH, 3TiHO 3 TocTaHoBo Kabinety MinicTpiB Ykpainu.

HITpux-Koa NpOCTAaBISAIOTh Yy HEHTP! HUKHBOTO HOJIS MEpIIOi CTOPIHKU ToKyMeHTa, QR-kox (21
MM X 21 MM) — y HIDKHBOMY JIIBOMY KYTi HIEpIIOi CTOPIHKH JJOKyMEHTA.

3.5. ¥V 3aknazai 3aCTOCOBY€ThCS KypHalibHa (popma peectpanii (10 600 10KyMEHTIB Ha PiK).
[IpumipHi dopMu KypHasliB HaBeleHI Yy dodamkax 14-16. opmy peecTpalliiiHOro *ypHasly Haka3iB
3aKjaay HaBeJeHO Y dodamkKy 17.

3.6. YV pa3i BusiBJeHHs (aKTiB HACHJIbCTBA YIIOBHOBaXKEHA MOCag0Ba ocoba 3akiany (ikcye
HeoOXigHy iHopMaIlil0 B KypHami peectpaiii (axTiB BUSBICHHA (3BEpHEHHs) MpPO BUMHEHHS
JIOMAIIHbOTO HACWJICTBA Ta HACUJIILCTBA 3a O3HAKOIO CTaTi (3akiagy OCBiTH) 3a (OPMOIO 3TiJHO 3
oooamrkom 18.

4. Opramni3anis nepenadi 10KyMeHTIiB Ta iX BUKOHAHHS

4.1.  3apeecTpoBaHi JOKYMEHTH IEpENAIOTHCS HAa PO3IVIS KEPIBHUIITBA 3aKiany B JICHB iX
HAJXOMKEHHSI a00 HACTYMHOTo poOOYoro IHS Yy pa3l HaJIXOKEHHS JOKYMEHTIB y HepoOouMil yac.
Tenerpamu, TenedoHorpaMu Ta iHIII TEPMIHOBI JIOKYMEHTH TIEPEIAI0ThCS HETalHO.

4.2.  JIoKyMEHTH, PO3IISHYTI KEPIBHUIITBOM 3aKjajay, MOBEPTAIOTHCS 3 PE3OJIOIIEI0 MIOI0 X
BUKOHAHHS BIAMOBIJaJIbHIK 0c00i 3a OpraHizaimiio JIUIOBOJACTBA 3aKiady, sfKa 3MIMCHIOE Tepeaaqy
JIOKyMEHTIB Ha BUKOHAHHSI.

JIOKyMEHT, BUKOHaHHS SIKOTO JJOPYUYEHO KiJIbKOM 0co0aM, Moke OyTH neperaHuil BAKOHABLSM Y
MOPS/IKY BU3HAYCHHS iX y pe3ononii ado OJHOYAaCHO y BUNISAAI KON 3 Mepeaavyero OpuriHaly
TOJIOBHOMY BHKOHABIIIO, BA3HAYEHOMY B PE3OJIOMIT MEPIIHM.

4.3. @akr mnepemadi JIOKYMEHTIB BHMKOHABI[SIM (DIKCY€TbCS ILUISIXOM IMPOCTaBIICHHS
BIJIMOBIIHOT BIIMITKH B peecTpariiitHiii Gopmi i3 3a3HadeHHSIM iH(OpMAIlii PO BHKOHABIIB, SKUM
nepeaHo OpUTIHAJ JIOKyMEHTa Ta HOro KOTil.

4.4. 3a BUKOHaHHS JIOKYMEHTa BIANOBIAAIOTH OCOOM, 3a3HA4YeHI y Hakaszl, pPe30JoIil
KepiBHUKA 3aKJIa/y, Ta IPALliBHUKH, IKUM 0€3110CepeIHbO JOPYUYEHO BUKOHAHHS.

lonoBHMIT BHMKOHaBEeI[b OPraHi3oBy€ pOOOTY CIIBBHKOHABIIB, 30KpeMa BH3HAYA€ CTPOKU
MOZIaHHA HUMH MTPOTMO3HLIIH, MOPSIIOK MiATOTOBKHU, MTOTOKEHHS POEKTY JOKyMEHTA.

CrniBBUKOHABIIl BIANOBIAIOTH 32 MIATOTOBKY Ha HAJEKHOMY PIBHI Ta CBO€YacHE IOJAHHS
TOJIOBHOMY BUKOHABIIIO TMPOTO3UIIKA. Y pa3i HECBOEYACHOTO MOJAHHS MPOMO3UIIINA CIiBBUKOHABISIMU
TOJIOBHUI BUKOHABELb 1H(POPMYE PO 1€ KEPIBHUKA, IKUI HaJaB JOPyUEHHS.

4.5. BukoHaHHS JOKyMeHTa mependavae 30MpaHHs Ta ONPALOBaHHs HEoOXiaHOi iH(popmaii,
MiATOTOBKY NPOEKTY BIATOBiAI HAa JOKYMEHT YM HOBOTO JIOKYMEHTa, HOro O(OpMIIEHHS, Y3TOIKCHHS,
NOZIaHHA Ul HiANMCaHHs (3aTBEPIKCHHS) KEPIBHUKOBI 3aKiajy, y IESIKHX BUMNAAKaX — CTPYKTYPHOTO
HiIpO37iy, @ TAKOXK Y pa3i MoTpedH — MiATOTOBKY Ul IEPECUIIaHHS aJipecary.



4.6. [IpamiBHYK, BiMOBIAaTFHUN 32 BUKOHAHHS TOKYMEHTA, Y pasi BIIITyCTKH, BiIPSIKSHHS,
3BUIBHEHHS 3000B’s3aHUH NEpeAaTH 1HIIOMY NpPaliBHUKOBI 3a IMOTODKEHHSIM 31 CBOIM Oe3mocepenHiM
KEpIBHUKOM YC1 HEBUKOHAH1 JJOKYMEHTH.

5. Opranizanisi KOHTPO/IIO 32 BUKOHAHHAM IOKYMEHTIB

5.1. KonTpons 3a BHKOHAaHHSM JIOKYMEHTIB 3JIMCHIOETBCA 3 METOO 3a0e3TneueHHs
CBOEYACHOTO Ta HAJIEKHOI'O 1X BUKOHAHHI.

OO00B’S13KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aB/aHb, MEepe0adyeHuX B aKTaX OpraHiB JepiaBHOL
BJIA/IM Ta JOPYYECHHSX BHUILUX MOCAJ0BUX OCIO, HalaHHS BIANOBIJCH Ha 3alIUTH, 3BEpPHEHHS, a TAKOXK Ha
kopecrnoneHito Bepxosuoi Panu Ykpainu, Anminictpauii [lpesunenta Ykpainu, KaGinety Minictpis
VYkpainu, HaKa3u Ta JOPYUYCHHS KEPIBHHUIITBA 3aKJIady, PIIICHHS KOJICTIaIbHOTO OpraHy 3aKiajy, 3alUuTH
Ha MyOJiyHy iHpOopMaIIiro.

5.2. Opranizainito KOHTPOJIIO 32 BUKOHAHHSIM BU3HAUCHMX 3aBJaHb 3aCTYMHHUK KEpiBHUKA
3aKJIaTy BiJIMOBIIHO 10 PO3MOILTY 000B’S3KIB.

be3nocepenHiit KOHTPOJIb 32 BUKOHAHHAM JIOKYMEHTIB IOKJIAJA€ThCsl HA 0CO0Y, BIANOBIIAIbHY
3a OpraHi3allito JITOBOJACTBA Y 3aKIali.

Y CTpyKTYpHHX Tiapo3aiiax Oe3nmocepeHiii KOHTPOJIb 32 BUKOHAHHSAM JIOKYMEHTIB 3MIiHCHIOE
oco0a, BiOBiaabHAa 3a JiJI0BOACTBO.

5.3. TumoBi CTPOKH BHWKOHaHHS JIOKYMEHTIB BCTaHOBIIOIOTHCS HOPMATHBHO-IIPABOBUMH
aKTaMH, a IHOUBIAyaJdbHI — HaKa30oM 3akiaay abo pe3orolielo KepiBHHKA 3aKiamy (CTPyKTYpHOTO
MIPO3ALTY).

5.4. CTpokH BUKOHAHHS BHYTPIIIHIX JOKYMCHTIB OOYHCIIOIOTHCS y KaJCHAApHHUX JHSX,
MTOYMHAIOYY 3 JIaTH MMiAMUCaHHS (peecTpariii), a BXiIHUX — 3 IaTH HAXO/DKEHHS (peecTpartii).

SIKmo ocTaHHIN A€Hb CTPOKY BHKOHAHHS JOKYMEHTA MPHIIAJa€e HA HEPOOOUHid AeHb, OCTaHHIM
JTHEM CTPOKY BUKOHAHHS JJOKYMEHTA BBKAETHCS MEPIITUI pOOOUMIA IEHD MTiciisi HEPOOOUOTO JTHS.

5.5.  JIoKyMeHT, B SKOMy HE 3a3Ha4€HO CTPOK BUKOHAHHS, IMOBHHEH OyTH BHKOHAHWHA HE
mi3Hime HiK 3a 30 KaJeHZapHUX IHIB 3 MOMEHTY HOTro peecTpamii y 3akiafi, 0 SIKOTO HaJIHIIOB
JIOKYMEHT.

3aBnaHHs, BU3HAYEHE Yy CIIYKOOBOMY JTIOKYMEHTI, BUKOHYEThCS Y BCTAHOBIICHHH CTPOK.

ﬂKH_IO 3aBAaHHsA HOTpe6y€ TepMiHOBOFO BUKOHAHHA, 000B’SI3KOBO 3a3HAYAETHCS KOHerTHI/Iﬁ
KiHH@BI/Iﬁ CTPOK BUKOHAHHA.

5.6.  CniBBUKOHAaBIIl 3000B’si3aHI IMOAAaBaTH MPOMO3MIII TOJOBHOMY BHKOHABLIIO MPOTITOM
MIEPIIO] TIOJIOBHHU CTPOKY, BiIBEICHOTO JUIsi BUKOHAHHS JIOPYYCHHS, 3aBIaHHSI.

5.7.  IHauBinyanbHUNA CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTH 3MIHEHUH JIUIIE 32 BKa3iBKOIO
MoCcaIoBoi 0codu, sika oro BCTaHOBUJIA, a Y pasi 11 BIACYTHOCTI — MOCaA0BO1 0codu, sika ii 3aMilae.

VY pa3i notpeOu CTPOK BUKOHAHHS JTOKYMEHTa MOXKEe OyTH TPOIOBKEHO 33 OOIPYHTOBAaHUM
MPOXaHHSM BUKOHABIlS, $KE TIOMAETHCS HE MI3HIMIE HIDK 3a TPU POOOUYMX JHI JI0 3aKiHYCHHS
BCTAHOBJICHOTO CTPOKY, a IIOAO JOKYMEHTa, B SKOMY HE 3a3Ha4eHO CTPOK, — JI0 3aKiHYEHHS
TPUALSATUACHHOTO CTPOKY BiJ] IaTH HOTO peecTpariii.

VY pasi 3MiHU CTPOKIB BHKOHAHHS TMPOCTABISIOTHCS HOBHM CTPOK, nara i miamuc. BiamosigHi
3MIHU BHOCSITHCS 10 PEECTPALIHHUX JOKYMEHTIB.



5.8. B3arTa nOOKyMEeHTa Ha KOHTPOJIb 3/IMCHIOETHCS HA TiJCTaBl pPe30Iolii KepiBHUKA
3aKyiay abo HOro 3acTyITHHUKIB.

BigmiTka mMpo KOHTPOJIb O3HAYAE, MO0 JOKYMEHT Y3STO Ha KOHTPOJb Ui 3a0e3ledeHHs Horo
BUKOHAHHS B YCTAHOBJIEHUH TEPMiH.

BinMiTKy npo KOHTpOIb MO3HAYalOTh BeIUKOw jiteporo «K» um cinoBom «KoHTponb»
(pyxomucHO 200 3 BUKOPHCTAHHSM ITamIia) Ha JIIBOMY TOJII MEPHIOro apKylla JIOKyMEHTa Ha piBHI
3aroJIOBKa JI0 TEKCTY.

5.9.  Ilicns BUKOHAHHS JOKYMEHT 3HIMAETbCS 3 KOHTPOJIO. 3HSATH JOKYMEHT 3 KOHTPOJIIO
MOXe€ TUTbKH KEPIBHUK 3aKJaly, HOro 3aCTYITHUKH, SIKI BCTAHOBMIJIM KOHTPOJIBHUN CTPOK Y PE3OITIOLLI].

Bukonani JOKyMEHTH MOAAIOTHCA HA TMIANUC KEPIBHULTBA HE MEHII K 3a OAMH JEHb 10
3aKIHYEHHS CTPOKY iX BHKOHAHHS 3 METOI0 3aJMIIEHHS MEBHOTO 4Yacy Ha iX JOOMNpAallOBaHHS 3a
PIIIICHHSM KEpiBHUIITBA.

5.10. Indopmamis 1npo pe3yabTaTd BUKOHAHHA B3STHX Ha KOHTPOJIb JIOKYMEHTIB
y3arajibHIOETHCSl CTAHOM Ha TEpILIe YUCIIO KOKHOTO MICALA 1 TOAA€THCS KEPIBHUITBY 3aKiIaxy Y BUIIISAII
3BEJICHb IIPO BUKOHAHHSI JOKYMEHTIB 32 BU3HAYEHOIO y 3aKJajl (hopMoto.

6. Ilopsiiok ONpaIOBAHHS Ta HAJACUJIAHHSA BUXiTHUX TOKYMEHTIB

6.1.  BuxigHi AOKyMEHTH HAJCHJIAIOTHCS ajpecaraMm 3 BUKOPHUCTAHHAM 3acO0iB MOILTOBOIO
3B’SI3KY, €JIEKTPO3B’SA3KY, a TAKOXK JTIOCTABIIAIOTHCA Kyp €PChKOIO, (Peba’ €repchKoio CiIyK0amMu.

OmpalffoBanssi  JOKYMEHTIB  JJIS  BIANPaBICHHS TOIITOBUM  3B’SI3KOM  3TIMCHIOETHCS
BIJIMOBIIANILHOIO 0CO00I0 3akiany BiAMoOBinHO 10 IlpaBun HajaHHS MOCIYr TMOIITOBOTO 3B SI3KY,
3aTBep/kKeHnX mocraHoBoro Kabinetry MinictpiB VYkpainum Big 05 6Gepesns 2009 poky Ne 270 (i3
3MiHaMHu).

6.2. BuxigHi JOKyMEHTH OMpanbOBYIOTHCS 1 HAICHIAIOTHCS Y JCHb iX HAAXOMKEHHS Bif
BHUKOHABIIIB 200 HE Mi3HIIIE HACTYITHOTO POOOYOro JHS.

He nmonyckaethcst HajcuimanHs abo niepeaada TOKyMEHTIB 0e3 1X BUXiIHOT peecTparii.

6.3.  JlokyMeHTH, WIO0 HAJCWJIAIOTbCA OJHOYACHO OAHOMY 1 TOMY CaMOMYy aJpecaToBi,
BKJIAJIAlOThCSl B OJMH KOHBEpT (ymakyBaHHs). Ha KoHBepTi 3a3Ha4aeThCsl ajapeca, 3a HEOOXITHOCTI
MIPOCTABIISAIOTHCS PEECTPALIiHI 1HAEKCH BCIX TOKYMEHTIB, SIKI MICTSTbCS Y KOHBEPTI.

JIOKyMEeHTH, IO JOCTaBISIOTHCS (Heba €repehbKol0 CIy)O00I0, MepenalThes aapecaraMm Iif
MiJIMKC Y BIATOBITHIN KHU31.

IV. CACTEMATHU3ALIA TA 3BEPITAHHA JOKYMEHTIB ¥ AIJIOBOJACTBI
1. CkaaiaHHs HOMEHKJIATYPH CNIPaB

1.1.  HomeHxiaTypa crnpaB IpHU3Hau€Ha A BCTAHOBIICHHS Y 3aKjIajl €IMHOIO IOPSIKY
(dbopMyBaHHA clIpaB He3aJIekKHO Bix Gopmu HOcig iHpopmalii, 3abe3nedeHHs iX 001Ky, OepaTUBHOTO
MOLIYKY JOKYMEHTIB 3a IX 3MICTOM 1 BHUJIOM, BU3HAYEHHS CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOIO JUIS
CKJIaJJaHHS OMMCIB CIIPaB MOCTiifHOTO Ta TpuBanoro (moHasn 10 pokiB) 30epiraHHs, a TaKoX Ui OOJIKY
crnpaB TUMYacoBOro (10 10 pokiB BKIIOYHO) 30epiraHHsl.

1.2. Homenknarypa cnpas 3akiaay (3BejeHa HOMEHKJIAaTypa) CKIala€eThCsl BIANOBIIAIBHOO
ocoboro (ocobamu).

1.3.  TIlix gac ckiagaHHS HOMEHKIIATYpH CIpaB 3aKiaay BUKOPHUCTOBYETHCS CTPYKTYpHUI abo
(GYHKIIOHATBHUIA MPUHLIHUII 11 TOOYIOBH.


https://zakon.rada.gov.ua/laws/show/ru/270-2009-%D0%BF#n11

CTpyKTypHUI IPUHITUI BUKOPHCTOBYETHCS B Pa3i YiTKO BCTAHOBIICHOT CTPYKTYPH 3aKJIay.
Po3ninamu B Takiii HOMEHKIIATYpi CIIpaB € HAlMEHYBaHHsI CTPYKTYPHUX MiAPO3/ILITIB.

V pasi po3noniny ocHOBHUX (DYyHKIIH (HapsAMIB AiSIIBHOCTI) y 6€3CTPYKTYpHOMY 3aKiIai MiX 11
MpaIiBHUKaMH BUKOPUCTOBYETHCS (PYHKIIOHATBHUN PUHITAT TIOOYJI0BH HOMEHKIIATYpH cripaB. Po3minu
1 Migpo3AiIM HOMEHKJIATYpU CIIpaB 3aKiaay, MOOyJZOBaHOI 3a TaKUM MPHUHIUIIOM, BiZ0OpakaroTh ii
(GyHKIIT Ta HampsSMHU AISUTBHOCTI 1 PO3MIILYIOTHCS Y HOMEHKJATypi 3a CTYNEHSMHU iX Ba)JIMBOCTI
(opranizais po6oTH, MIaHyBaHHs, (iHAHCYBaHHS, IPOTHO3YBAaHHS TOILIO).

VY pasi BuUpOOHHUOI MOTPEOM MOXKIJIMBE NOEAHAHHA CTPYKTYPHOTO Ta (PYHKIIOHAJIBHOTO
MPUHIIAIIIB TOOYT0BM HOMEHKJIATYpPH CIIPaB.

1.4. Ilix uwac po3poOJeHHS HOMEHKJIATYpH CIIpaB 3aKJaJy BUKOPHCTOBYIOTHCS CTaTyT
3aKyIaay, TOJMIOKEHHS Mpo 1 CTPYKTYypHI MIAPO3MIIM, INTaTHI pPO3MUCH; THUIOBI ab0 TpHUMIipHIi
HOMEHKJIATYPH CIIpaB; HOMEHKJIATYPH Ta OIHCH CIIPaB 32 MHUHYJI POKH; KiacH(]ikaropu TOKYMEHTIB i
KOPECITIOH/ICHTIB; PEeCTPaIiiiHO-00IIKOBI Ta KOHTPOJIbHI KapTOTEKH; THUIOBHI Ta raiy3eBi Mepeniku
BU/IIB JIOKyMEHTIB 13 3a3HaYE€HHSIM CTPOKIB 1X 30epiraHHs, a TAKOK YPaxoBYIOThCS 3aB/IaHHS 3aKJagy Ha
HACTYITHUH pIK.

1.5. Homenkmarypa cmpaB CTPYKTYpPHOTO TMiapo3firy (OKpeMoi TMocamoBoi  0COOM)
PO3pOoOIIsEThCS HE Mi3HiIme 15 nmucTomana MOTOYHOTO POKY, MIAMUCYETHCS KEPIBHUKOM CTPYKTYPHOTO
MiApo3AUTy (IT0Ca0BOK 0CO00K0) Ta Bi3y€ThCS MOCAI0BOIO 0CO000 3aKiIaly, BIAMOBIAATBHOO 32 apXiB.

1.6. YV HOMEHKIJATypi crpaB mepeadadaroThCs 3ar0JIOBKH CIIPAB ISl TPYIYBaHHs JOKYMEHTIB,
10 BiOMBAIOTH yCi IOKYMEHTOBaHI AUISTHKH 1 TUTAHHS isTTBHOCTI 3aKJIay.

1.7. Jlo HOMEHKJAaTypH CIpaB BKJIIOYAIOTHCS, SIK IPABHJIO, OPUTIHAIM JOKyMEHTIB. 3a
pimennasm EK 3akmamy 10 HOMEHKIATypH CIIpaB MOXKYTh BKJIFOYATHCS KOTIii THPA)KOBaHUX JOKYMEHTIB,
10 HAKOMUYYIOTHCS B CTPYKTYPHHX IIPO3aiIax (PO3Mopsadi JOKYMEHTH, TIOJIOKEHHS TIPO CTPYKTYPHI
MiIPO3AUTH, TTOCAA0B1 IHCTPYKIIIi TOIIIO).

1.8.  Jlo HOMEHKJIaTypu CIpaB HE BKJIIOYAIOTHCS JPYKOBAaHI BUAAHHSI, JOBITHUKH (Y TOMY
gucii TenedoHHi), OroneTeHi, pedepaTuBHi )KypHAIH, eKCIIpec-iHPpOopMaIIis.

1.9. Homenknarypa cmpaB 3akiaay (3BeACHA) CKIQJAaeThCs 3a YHiiKoBaHOIO (HopMoro,
HaBeJIeHO0 y onatky 19.

1.10. Homenkmarypy crpas 3akiiaay oOpMITIOIOTh TaK, SIK BA3HAYECHO JaJli.

I'padpa 1 mictuth iHOpMaLiIO MPO IHAEKC JAOKYMEHTa, SIKUW BimoOpaskae HOMEp pO3AUTy Ta
MOPSIKOBHI HOMEP JIOKYMEHTA y PO3ILII.

VY rpadi 2 3a3Haua€ThCS Ha3Ba 3aroJioBKa cripaBu. He JT03BONISETHCS BXKMBAHHS B 3arojOBKax
CIpaB  HCKOHKPETHHX  (OpPMyJIOBaHb  («Marepiayin»,  «3arajbHe  JIMCTyBaHHS»,  «BXIiJHA
KOPECTIOHJICHITis», «BUXiJHA KOPECTOHICHIIs», «(piHAHCOBA JOKYMEHTAIIis» TOIIO), @ TAKOXK BCTABHUX
CJIIB 1 CKJIQJJHUX CUHTAKCUYHHUX 3BOPOTIB.

3aroJ0BOK CHpaBU CKJIAJAETHCS 3 €JIEMEHTIB, 10 PO3MILIYIOTHCS Y TaKid MOCTIIOBHOCTI: Ha3Ba
BUY CHpaBu (JIMCTYyBaHHS, )KypHaJ, KHATA TOIIO) YM BUAY JOKYMEHTIB y CHpaBi (Haka3u, MIPOTOKOJIH,
aKTH TOINO); aBTOp JOKYMEHTIB (HaMEHYBaHHS 3aKJady, CTPYKTYPHOTO TiJPO3MiTay); KOPECIOHIEHT
abo azapecar (HaliMEHyBaHHsS yCTaHOBHM, JI0 SIKOi aJapecoBaHi ab0 BiJ SKOi HaAIWIIIM JOKYMEHTH);
CTHCJIMI 3MICT IOKYMEHTIB CIIpaBH (MUTaHHSA, 3 SKOT0 GOPMYETHCS CIIPaBa); Ha3Ba PerioHy (Teputopii),
3 SIKMUM TOB’sI3aHUM 3MICT JOKYMEHTa; J1aTa (1epion), 10 SKO1 HajlexkKaTh JOKYMEHTH CIPaBH; BKa31BKH Ha
HasIBHICTB KOIII{ JOKYMEHTIB y cripasi (y pa3i moTpeon).

SIKIIO cIipaBa CKJIAAEThCS 3 PI3HUX 32 BHJAMH JIOKYMEHTIB, ITOB’S3aHUX OJHUM KOHKPETHHM
MUTAHHAM Ta MOCIIIOBHICTIO BEJICHHS JIIJIOBO/ICTBA (CyHOBI, CJIi4i, 0COOOBI TOIIIO),



BXKHUBAIOTh TEPMIiH «CTIpaBay, HANpUKIaa: «Ocobosa cnpaesa lsanuenxka Bonooumupa Mukonaiiosuuay.

V 3aronoBkax Crpas, IO MICTATHh JOKYMEHTH 3 OJHOTO IMHUTAHHS, HE MOB’sA3aH1 MMOCIIIOBHICTIO
BE/ICHHS MpOILEAYp MAUTOBOJICTBA, BKUBAETHCS TEPMIH «JIOKYMEHTH», a MICIsl HBOTO B JyXKKax
3a3HaYalOThCs OCHOBHI BUM JOKYMEHTIB CIIpaBH, HaNIpUKIaa: «/JoKkymenmu (naanu-zpagicu, ankemu,
008IOKU MOW{0) NPO NPOGEOCHHS 02110y CHIAHY OL10800CMEA ma apxieHoi cnpaesu y 3aknaoi». Tepmin
«JTOKYMEHTH» BXHUBAETHCS TAKOXK y 3ar0JIOBKAaX CIIPaB, 110 MIiCTATh JOKYMEHTH — JIOJIATKU JI0 Oy/Ib-SIKOTO
HOPMaTHBHO-TIPAaBOBOTO aKkTa ab0 Hakazy 3akiamny. Y TakoMy pa3i BUIOBHH CKJaJ JOKYMEHTIB He
3a3Ha4Yar0Th, HANPUKIAM: «J[OKyMEHTH 0 IPOTOKOJIB 3aCiaHb MEAArOTi9HOT pajy 3aKIaLy».

VY 3aronoBkax crpas, IpU3HAYEHHUX Ul TPYIyBaHHSA JTOKYMEHTIB OJHOTO BUAY, 3a3HAYAIOTHCA
BUJ JIOKYMEHTa y MHOXHHI Ta aBTOp JOKYMEHTiB, Hanpukian: «Haka3um 3 OCHOBHOI IisUIBHOCTI
3aKJIagy».

VY 3aromoBkax crpas, IO MICTSATh JTUCTYBAaHHS, 3a3HAYAIOTHCS KOPECIOHACHT 1 CTUCITUHN 3MICT
JIOKYMEHTIB, HANpUKIa: «/Iucmyeanns 3 ynpasiinuam (6i0dinom) oceimu npo ».

VY 3arojoBkax cCmpaB, IO MICTATh JHMCTYBaHHA 3 KOPECHOHACHTAaMH, OIHOPIIHUMH 32
XapakTepoM MISUIbHOCTI, TaKi KOPECHOHIEHTH HE NepeliuyroThCs, a 3a3Ha4aeTbCs iX y3aralbHEHE
HallMEHYBaHHs, HAPUKIAL: «/Iucmyeannsa i3 3aCHO6HUKOM 3 RUMAHDb ».

VY 3arosoBkax cmpaB, IO MICTATh JIUCTYBaHHSA 3 PI3HUMH KOpPECIOHJEHTAaMH, TakKl
KOPECTIOH/IEHTH HE 3a3HAa4aloThCs, HANPUKIAL: «JIMCTyBaHHS NMpO OpraHizaiiio MmiABHIIEHHS (paxoBoi
KBauTi(hiKarii megarorivHUX MPaIiBHUKIB 3aKIaIy».

V 3arosoBkax cIipas, IO MICTATh IJIAHOBO-3BITHY IOKYMEHTAIIII0, 3a3HAYAETHCS Mepiof (MicCsIIb,
KBapTaj, MiBpidusi, PiK), B SKOMY IUIAHYETbCS CTBOPEHHS JOKYMEHTIB, a00 mepiox iX (akTHUIHOTO
BUKOHAHHSA, HanlpuKiIaa: «Piunuii nnan pobomu 3axnady na 2021/2022 n.p.».

[Tin gac po3milIeHHs 3aroJIOBKIB CIIpaB Yy HOMEHKJIATYPi BPaXOBYIOThHCS BOKJIMBICTH IOKYMEHTIB,
BKJIIOYEHHX JI0 CHpaBH, iX B3a€MO3B’s30K. Ha mouaTKy pO3MIIIyIOTBCS 3arojiOBKH CIIPaB IOAO
JIOKyMEHTIB, SIKI HaAIMIUIM BiJ] OpraHiB BHUIIOrO PiBHA, Jajli — LIOA0 OpraHi3alifHO-pO3MOPs 401
JOKyMEHTalli 3aKkiajy, JUCTYBaHHSA TOLIO. Y KOXKHIM 3 LUX TPyl JOKYMEHTU TaKOX PO3MILIYIOTbCS 3
ypaxyBaHHSIM Ba)KJIMBOCTI Ta CTPOKiB 30epiraHHsl.

Bka3iBKy Ha HasBHICTh KOIIIM JJOKyMEHTIB y CIpaBli pO3TALIOBYIOTh IICJIS 3arojoBKa,
Hanpuknaza: «Hakazu 3 ocnoenoi disanvnocmi zaxnady 3a 2020 pik (konii)».

I'pada 3 HOMEHKIIaTypH 3aMOBHIOETHCS HANPHUKIHII KAJICHIAPHOTO POKY, KOJH BiJIoMa KUTbKICTh
c(OpPMOBaHHMX TOMIB, YACTHH CIIPaBH.

VY rpadi 4 HOMEHKIATypu 3a3HA4alOTBCS CTPOKM 30epiraHHs CHpaB, HOMEpPH cCTaTed 3a
TUNIOBMMH (TaJly3€BUMH) TIEpeTikaMu JOKYMEHTIB 13 3a3HAUE€HHSIM CTPOKIB iX 30epiraHHs, TUIIOBUMHU i
MPUMIPHUMHU HOMEHKJIATypaMH CIIpaB.

JlommycKaeTbess TOCHJIAHHS Ha DSl CTaTed MepeNiKy JOKYMEHTIB i3 3a3HaYeHHSIM CTPOKIB iX
30epiranHs (y TOMY YHCII PI3HHX MEPEITiKiB, SKIIO 3aCTOCOBYIOTHCS TUTIOBHIH 1 rasry3eBuid). [Ipu mpomy
CTpOK 30epiraHHs 3a3HAYa€THCS BIAMOBIIHO 70 CTATTI, 110 BCTAHOBJIIOE HAMOUIBIIHIA CTPOK 30€piraHHs.

JUi1 TOKyMEHTIB, He nepea0adeHnx AIF0UMMHU MepelikaMy, CTPOKHU 30epiraHHs BU3HAYarOThCsl Ha
mifcrasi ix BuBueHHs EK 3aknany.

Jns cnpaB, cpoOpMOBaHUX 13 THUPAKOBAHUX KOMIM JOKYMEHTIB, BCTaHOBIIOETHCS CTPOK
30epiranHs «Jloku He MUHE TTOTpeda» He3aJIeKHO BiJl CTPOKY 30epiraHHs OpUTIHAIIB JOKYMEHTIB (y



TOMY YHCII 1 7151 TOKYMEHTIB IIOCTIHHOTO CTPOKY 30epiranHs) 6e3 MOCHIaHHs Ha CTATTIO BiJIIOBIIHOTO
MepesTiky TOKYMEHTIB i3 3a3HAaYCHHSIM CTPOKIB 1X 30epiraHHsl.

Ctpok 30epiranHs crpaBu «/ljisg ciry’kOOBOro KOPHCTYBAaHHS» HE BCTAHOBIIOETHCS, a Y
BIJIMOBI/IHIN Ipad)i HOMEHKJIATYpU CIPaB MPOCTaBIsAEThCs nMo3Hauka «EK» (excnepTHa koMicis).

VY rpadi 5 «IIpumiTka» poOIATHCS MO3HAYKH TPO MEPEXiaHI CIIPAaBH; PO CIIPaBH, IO BEIYTHCS
B CJICKTPOHHIN (GopMmi; TIpo MOCaToBUX OCIO, BIMMOBIMANBLHUX 32 (OPMYBaHHS CIIpaB; PO Mepenady
CIIpaB JI0 apXiBy 3aKjaly UM IHIIKUX YCTAHOB IS X TPOJOBKEHHS TOIIO.

1.11. Homenknarypa crpaB 3aKkiaay HOiAMHCYETbCS 0CO00I0, BIAMOBIIAIBHOO 32 OpPraHi3alio
JITOBOJICTBA y 3aKJIaJli, BI3yEThCS MOCAJ0BOI0 0CO00I0, BiIMOBIAAIBLHOIO 32 apXiB, Ta cXBamtoeThcsl EK
3aKIany.

1.12. Homenknarypa chpaB 3akjiaqy MUISITa€ MOTOMKEHHIO 3 BIANOBIIHUM JI€P>KaBHUM
apxiBoM (U1t 3akiaaiB, siki GpopmyoTs HA®D) abo cxBasleHHIO OpraHOM BUIIOTO PiBHS (U1 3aKJIAIIB,
aki He ¢popMmytoTb HA®D) onuH pa3 Ha I’ATh poKiB a00 HEBIAKIAIHO B pasi ICTOTHUX 3MiH Y BIACHOCTI
MaifiHa, CTPYKTypi, QYHKIISIX Ta XapakTepi poOOTH 3aKiady, BTPAaTH YMHHOCTI THIIOBUM (Tally3€BUM)
MePesTIikoM JOKYMEHTIB 13 3a3HAUEHHSM CTPOKIB iX 30epiraHHsl.

1.13. Tloromxena EIIK  BianmoBiAHOTO  JepXaBHOTO apxiBy HOMEHKJAaTrypa cCIpaB
3aTBEPAKYETHCS KEPIBHUKOM 3aKIIaYy.

1.14. HomenxiaTypa copaB 3akiajy CKIQJAa€Tbcd Y YOTHUPbOX HpuMipHuKax. llepmmit
(HemoTOpKaHHUI) TMPHUMIPHUK 3BEIEHOI HOMEHKIIATYpH CIIpaB 30epiraeTbCsi y BiANOBIZAIBHOT 3a
JIIOBOJICTBO OCOOH, APYTHIl — BUKOPUCTOBYETHCS K pOOOUUH, TPETIH — MepeIaeThCs 10 apXiBy 3aKiaay
JUIsL 3IMCHEHHS KOHTPONIO 3a (POPMYBAaHHSIM CIpaB, YETBEPTHH — HAJACHUIAETHCS JO BiAMOBIAHOT
JIepKaBHOT apXiBHOI YCTaHOBH, apXiBHOTO BTy MICBKOi paau a00o OpraHy BHIIIOTO PiBHS.

1.15. Homenknarypa cmopaB CTPYKTYpHOTO MiAPO3AUTy 3akiaay CKIaJa€ThCcsl Yy JIBOX
npuMmipHukax. OIUMH NPUMIPHUK HOMEHKJIATypu TMEpeNaeTbcs BIAMOBIJANbHIM 3a OpraHizamiio
JIIIOBOJCTBA 0COOL.

1.16. TIpotaroM poKy CTPYKTYpHI Mmiapo3aunn (IMocamoBi ocobu) 3a0e3nedyroTh BEICHHS
HOMEHKJIATyp CIpaB, 30KpeMa 3a HEOOX1THOCTI BHOCSTBH JIO HUX 32 IMOTO/DKEHHSM 3 BiJIIIOBIIaTbHIMH 32
JIOBOJICTBO Ta apXiB 0cOO0aMH HOBI CIIpaBH, HE IependadeHi YMHHOK HOMEHKIIATypOIO CIIPaB,
3aCTOCOBYIOUYH IIPH [ILOMY PE3epBHI HOMEPH HAPUKIHII HOMEHKJIATYPH.

1.17. HampukiHii pokKy HOMEHKJIaTypa CHpaB 3akiaay OOOB’SI3KOBO 3aKpUBAETHCS
MMiJICYMKOBHM 3aIllMCOM, IO MiAIMUCy€e ocoda, BiMOBigaIbHA 3a AUTIOBOACTBO 3akiady. I[Ipo dakruuny
HasBHICTb 3aBE/IEHUX 3a PIK CIPaB MOBLIOMIISEThCS II0Ca0Ba 0c0o0a, BIIIOBIJaJIbHA 3a apXiB.

1.18. Iloromxena 3 EIIK BignosigHoro aepxkaBHoro apxiBy (EK oprany Bumoro piBHs)
HOMEHKJIaTypa CIIpaB 3aKjajy HalNpHUKiHI KOXXKHOTO PpOKY YTOUHIOETbCS, IEPEIPyKOBYEThCS,
3aTBEPAKY€THCS KEPIBHUKOM 3aKJIay Ta BBOAUTHCA B Ait0 3 01 CluHSA HOBOTO POKY.

2. ®opMmyBaHHSI CTIPaB
2.1. Ilix yac ¢popMyBaHHA CIIPaB CIiA JOTPUMYBATHCS TaKUX 3arajlbHUX MPaBUIL:

BMIIlyBaTH y CIpPaBU TUIBKM BUKOHAHI JOKYMEHTH BIIMOBIAHO IO 3arojIOBKiB CIIpaB Yy
HOMEHKJIATYDi;

IPYIyBaTH y CIPaBH JOKYMEHTH, BUKOHAHI MPOTSITOM OJHOTO KaJICHIAPHOTO POKY, 32 BUHATKOM
MEPEXiTHUX CIIPaB Ta CYJOBHX CIpaB (BEAYThCS MPOTATOM KiTBKOX POKIB JI0 iX 3aBEpIIECHHS ), 0COOOBHX
cupaB ((OPMYIOTBCS TIPOTATOM TIEepiogy poOOTH 0coO0M y 3akiani), JOKYMEHTIB 3akiamy, o
XapaKTepHU3yIOTh OCBITHIH mporiec (GOpMYIOThCS 32 HaBUYATIBHHH PiK);



BMIIIlyBaTH y CIIPAaBU JIMIIE OpUTiHANK a0 y pa3si iX BIICYTHOCTI 3aCBi4€HI B yCTAaHOBICHOMY
MOPSIIKY KOTIIT JIOKYMEHTIB;

HE JIOIYCKaTH BKJIIOYEHHS JI0 CIpaB YOPHOBUX, OCOOUCTHUX JIOKYMEHTIB, PO3MHOKEHHX KOMIN Ta
JOKYMEHTIB, 110 MJUIAratoTh HOBEPHEHHIO;

JI0 CTIPaBU BKITIOYATH JIOKYMEHTH TUTLKH 3 OTHOTO MTUTAHHsI a00 I'PyMH CIIOPITHEHUX TUTAHb, 110
CTAHOBJIATH €IMHUIN TEMAaTUYHUM KOMILICKC;

OKpEeMO TpyIlyBaTH y CHOpPaBH JOKYMEHTH TMOCTiiiHOTO, TpuBajoro (moHam 10 pokis),
TUMYacOBOTO 30epiraHHs;

3a 00csiroM cmpaBa MocCTiiHOrO Ta TpuBajoro (monan 10 pokiB) 30epiraHHs HE TOBHHHA
nepeBuiyBary 250 apkymriB (He Outbmie 40 MM 3aBTOBIIIKH).

2.2. JIoOKyMEeHTH IpyIyIOThCs y CIIPaBH B XPOHOJIOTTYHOMY Ta/ab0 JIOTTYHOMY MOPSIIIKY.

2.3.  TlonokeHHs, MpaBwWIIa, IHCTPYKIIIi TOIO, 3aTBEpPKEHI HaKa3aMu, TPYITYIOTHCS pa3oM i3
3a3HaYEHUMHM JIOKYMEHTaMH. SIKIIO BOHM 3aTBEP/DKEHI SK CAMOCTIHHI JOKyMEHTH, iX (OpMYyIOTH B
OKpeMi CIIPaBU 3a BU/IaMH 1 XPOHOJIOTIEO.

2.4. Haxa3u 3 OCHOBHOI JisUIBHOCTI 3aKJIajay, 3 aJMiHICTPAaTHUBHO-TOCIIOAAPCHKUX MHUTaHb, 3
KaIpoOBUX THTaHb 3akiaay (TUMYAacoOBOTO 1 TPUBAJIOTO CTPOKIB 30epiraHHs), HaKa3H 3 pyXy
Y4YHIB/BUXOBAHIIIB TPYIYIOTCSI y Pi3HI CIIPaBH.

Haxasu 3 kaapoBux nutaHb (0COO0BOTO CKIIAIy) TPYITYIOTHCS BIAMOBIIHO A0 1X BU/IB Ta CTPOKIB
30epiranHs. He 103Bossi€THCS rpyyBaTH pa3oM Haka3u TpUBAIOro (75 pokiB) Ta THMYACOBOTO (5 pOKiB)
30epiranHs. JIOHIBHO TMPH BEJIMKUX OOCSATax JTOKYMEHTIB Haka3u 3 KaJpOBUX NHUTaHb (0COOOBOTO
CKJIay), IO CTOCYIOThCSl PI3HHX HampsMIB JISJIBHOCTI 3akjiany (mpuiitMaHHS Ha poOOTY, 3BUIbHEHHS,
NIPEMIIOBAaHHS, BIAPSUKEHHS, BIANYCTKU TOIIO), I'PYMyBAaTH B OKpeMi cHpaBu. SIKIIO Pi3HUX BHIIB
HakasiB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIaJy) CTBOPIOETHCS HE3HAYHA KUIBKICTh, iX J03BOJSIETHCS
TpYITyBaTH 3a CTPOKaMHU iX 30epiraHHs: B O/IHy CIpaBy -HaKa3W TPHBAJIOTO CTPOKY 30epiraHHs, B iHIIY -
THUMYaCOBOTO CTPOKY 30epiraHHsl.

2.5. JIoKyMeHTH 3acijaHb KOJIETiaJbHUX OPraHiB I'PYMYIOTHCS Y JIBI CIIpaBH:
MIPOTOKOJIH 1 TOKYMEHTH JI0 HUX (JOTMOBI1, JOBIIKH, POEKTH PIILIEHb TOLIO);

JIOKYMEHTH 3 OpTaHi3aiii 3acifanb (MOopsAI0K JCHHHUNA, MaKeT PO3MIIICHHS, CITUCOK 3alPOIICHUX
TOIIIO).

2.6.  Ilporokonu 3aciiaHb KoJeriaJbHUX OPraHiB IpyMyIOThCS Yy CHPaBH B XPOHOJIOTTUHOMY
HOPSZIKY 1 332 HoOMepaMu. JIOKyMEHTH 10 3aCijaHb 3a3HAUYCHUX OpraHiB CUCTEMAaTU3yIOThCS 3a JaTaMu Ta
HOMEpaMHU NPOTOKOJIB, @ B MeXax IPYNU IOKYMEHTIB, IO CTOCYIOTbCS OJHOTO IPOTOKONIY, — 3a
MTOPSITKOM JICHHUM 3aCiJJaHHs.

2.7.  JlopydeHHS YCTaHOB BHIIOTO pIBHA 1 OKYMEHTH, TOB’s3aHI 3 11X BHKOHAHHSM,
TPYNYIOTBCS y CIPaBH 3a HaNpPSIMaMH JisUTLHOCTI 3aKiiaay abo 3a aBTOpaMH iHIIIaTHBHUX JIOKYMEHTIB.
JIOKyMEHTH Yy HEBEIWKId KUIBKOCTI TPYNYHOTBCS B OIHY cCIOpaBy. Y cIpaBi JOKyMEHTH
CHCTEMAaTU3YIOThCS 32 JJaTaMH JOPY4CHb.

2.8.  3arBep/pKeHl MJIaHW, 3BITH, KOIUTOPUCH, TUTYJIbHI CIIMCKH IPYIYIOTHCS Y CIIPABH OKPEMO
BiJl IPOEKTIB IMX JOKYMEHTIB.

2.9. JluctyBaHHS TpyHyeThCS 3a 3MICTOM Ta  KOPECIOHIEHTCHKOIO  O3HAKOW 1
CUCTEMAaTH3y€TbCS B XPOHOJIOTIYHOMY  MOPAIKY:  JIOKYMEHT-BIANOBIAb  PO3MILIYEThCS 32
JIOKYMEHTOM-3aIlUTOM.

2.10. B ocoboBux cmpaax, 10 (HOPMYIOTbCS BIPOIOBK YChOTO 4acy poOOTH MpalliBHUKA y
3aKiaji, JOKYMEHTH TPYIYyIOTHCS B XPOHOJOTIYHOMY TOPSIKY B Mipy X HaJIXOIKEHHS



(momoBHEHHS) (3as1Ba Mpo MpUMaHHA Ha poOOTY, MUCHMOBUI TPYJOBUI JOTOBIP (KOHTPAKT), KOIIii abo
BUTATM 3 Haka3iB Mpo NpuiiMaHHA Ha poOOTy, 0COOOBMH JIMCTOK 3 OOJIKY KaJpiB, JOIOBHEHHS [0
0c000BOTrO JHUCTKA 3 OOJIKY KaJpiB, aBToOlorpadis, Komisi macrnopTa, Koris 00JiKOBOi KapTKU TUIaTHUKA
nofarkiB (kpiM (i3uuHuX 0ci0, SKi Yepe3 CBOi pesiriiiHi NepeKOHaHHs BIIMOBISIOTHCS B MPUHHATTS
peecTpariitHoro HomMepa OOMIKOBOI KapTKH IUIATHUKA TOJATKIB Ta MOBIIOMWJIM PO 1€ BiIMOBIIHUN
KOHTPOJIIOIOYHIA OpraH i MarTh BIJIMITKY y TAcTOPTi), KOs BIHCHKOBOTO KBHTKA (y pa3i HasBHOCTI),
KOITii JOKYMEHTIB TIPO OCBITY, HAyKOBUH CTyITiHb, BUCHE 3BaHHS, 3asiBU NPO TIEPEBEIACHHS HA IHIITY
poboty (mocany), CyMICHHITBO, 3MiHy OiorpagiuHuxX MJaHUX, Komii ab0 BUTATM 3 HakasziB Ipo
nepeBeieHHs] Ha iHIIy poOoTy (mocaay), CYMICHHIITBO, KOMii JOKYMEHTIB, IO € TMiJCTaBaMu st
HaJaHHA TUIBT (32 HAsBHOCTI), KOMii JOKYMEHTIB NMPO BHECEHHS 3MiH JI0 OOJIKOBHX JOKYMEHTIB Y
3B’S13Ky 31 3MiHOIO OiorpadiuHux JaHuX (IMpi3BUIIA, 1MEHI, O OaThbKOB1), XapaKTEPUCTUKH, KOMIl
JOKyMEHTIB TpO TMiJBUIIEHHS KBamiikaiii, CTaKyBaHHS, 320XOYCHHS (HArOPOKEHHS, IPEMiIOBaHHS),
JIOKYMEHTH 3 aTecTallii, 3asBa Mpo 3BUTLHEHHS 3 POOOTH, KOITii a00 BUTATH 3 HaKa3iB MPO 3BUTLHEHHS 3
pobotn.

Jlo 0co0oBoi crpaBu OOOB’SI3KOBO CKJIAJAE€THCS BHYTPIIIHIA ONKC, SIKUM PO3MIIIYETHCS Ha
MOYaTKy CIpPaBH.

BigoMocTi Tpo CTSATHEHHs, 3a0XOYCHHS, BHKOHAHHS OOOB’S3KiB THMYAacOBO BiJICyTHHOTO
MpaIiBHAKA, 3aMiIleHHS BAKaHTHOI MMOCaaMd BHOCSTHLCS JIO JIOMOBHEHHS J0 0COOOBOTO JUCTKA 3 OOJIKY
KaJIpiB.

2.11. 3BepHEHHs TpOMaJsH 3 NHUTaHb POOOTH 3aKjaay Ta BCl JOKYMEHTH 3 iX po3msaay i
BUKOHAHHSI TPYIYIOTbCS OKPEMO BiJl 3BEpHEHb I'POMAJsH 3 OCOOMCTUX NUTaHb. Ko)kHE 3BEpHEHHS 1
JIOKYMEHTH 3 HOro po3misdy CKIaJaloTh y CIpaBi caMocTiiiHy rpyimy. [IoBTOpHI 3BepHEHHS 1 JOKyMEHTH
3 IX PO3MIAAY CUCTEMATH3YIOTh Y CIIPAaBHU Pa3oM 3 HOMEPEIHIMHU.

2.12. MeroauuHe KEpIBHULUTBO 1 KOHTPOJb 3a (OpPMYBaHHSAM CHOpaB y 3aKiagl Ta ii
CTPYKTYPHHX MiIpO3/iIaX 3AIHCHIOIOTHCS 0CO0aMHM, BIAMOBITAJIBHUMH 3a OpraHi3allito JUTOBOACTBA Ta
apxis.

3. 30epirannst JOKyMeHTIB y 1i10BOACTBI

3.1.  JIoKyMeHTH 3 MOMEHTY CTBOPEHHS UM HAJIXO/DKEHHS 1 10 IepeaBaHHs Ha 30epiraHHs B
apxiB 3aKyaay 30epiraroTbes 3a MicueM GOpMyBaHHS CIIPaB BiJIMOBITHO 10 HOMEHKJIATYPH CIPaB.

3.2. BianoBinanabHi 0co0M 3000B’s13aH1 3a0€3Me4UTH 30€piraHHs JOKYMEHTIB 1 CIIPaB.

3.3, Jlns 30epiraHHs cripaB y AUTOBOACTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJamaHaMu abo
3aB’g3KaMH, KapTOHHI a00 TIJIaCTMAcOBI MIBMAKO3MIMBa4di. Y poOouMX KiMHATax CHpPaBH MOBHHHI
30epiraTuch y BEPTUKAJIbHOMY TMOJIOKEHHI y madax, Mo 3akpuBaloThesa. s migBUIIEHHS
OTIEPAaTHBHOCTI PO3IIYKY JOKYMEHTIB CIIPaBH PO3MIIIYIOTHCS BIAMOBIIHO O HOMEHKIATypH cipas. Ha
KOPIHIIAX OOKJIQJIMHOK CIIPaB 3a3HAYAIOThCS 1HAEKCH Ta 3ar0JIOBKH 32 HOMEHKJIATYPOIO CIIPaB.

3.4. MarnitHi cTpiuku Ta 1udpoBl Hocii iHdopmanii 3 (¢GoHOrpamamu 3aciiaHb
KOJIET1aJIbHOTO OpraHy 30epiraiorbcs B Horo cekperaps. Ha cTpiuii i kopoOri poOUThCS BiAMITKA PO
nary 3acizanss i yac 3anucy. CekpeTap KojeriaJbHOro OpraHy BiAMOBiAae 3a ixX 30epiranHs.

3.5. Bwupaua cmnpaB y THMYacoBe KOPUCTYBaHHS MpaIliBHUKAM 3aKiaxy 31HCHIOETHCA 3
MMMCbMOBOTO JIO3BONTY KepiBHUKA 3akiagy. Ha Bumany crpaBy CKIamaeThCsl KapTKa-3aMiHHUK. Y KapTili
3a3HAYarOThCsl HaWMEHYBAaHHS CTPYKTYPHOTO ITJIPO3ILITY, 1HIEKC CIpaBH, 3aroJIOBOK CIpaBH, Aara ii
BHJa4i, ocoba, sKiid crmpaBy BHIAHO, JaTta ii MOBEPHEHHs, MiANMHACH OCIO, SKi BUAATH Ta MPUHHSIIN
CTIPaBy.

[TocamoBa ocoba, sika BUana Ta NpuiiHsIa CIipaBy, 3000B’s3aHa 31IHCHUTH MIEPEBIPKY HASBHOCTI
JIOKYMEHTIB Y CIpaBi.



He no3BonseTbcs BHIABaTH y THMYAacoBE KOPHCTYBAaHHS MPalliBHUKaM 3aKjaly OKpeMmi
TOKYMEHTH 31 CIIpaB.

3.6.  Hapmauus cripaB y THMYacOBE KOPUCTYBAHHS 31HCHIOETHCS HE OUIBII SIK HA OUH MICSIIb.
3.7. BuiydeHHs OpHTiHaJiB JOKYMEHTIB (CIpaB) JOMYyCKAa€ThCS 3 JI03BOJIy KEpIBHUKA
3aknamy.

V. EKCIIEPTU3A HIHHOCTI AOKYMEHTIB
1. HopmaTuBHO-MeTOANYHI 3acaJN eKCNEePTU3H HiHHOCTI JOKYMEHTIB

1.1.  Excneptusa I[IHHOCTI JOKYMEHTIB NMPOBOAUTHCS BIAMOBIAHO O 3aKOHONIABCTBA y cepi
apxiBHOI CIpaBU Ta JIJIOBOJACTBA, TUMOBUX Ta Tally3€BUX MEPENiKiB BHUJIB JOKYMEHTIB 13 HOPMAaTUBHO
BCTAHOBJICHUMHU CTpPOKaMH iX 30epiraHHs, 3aTBEpKEHHX BIAMOBITHO JO 3aKOHOAABCTBA, THUIOBHX 1
MPUMIPHAX HOMEHKJIATYp CIPaB, IHIIMX HOPMAaTUBHO-IIPABOBUX AKTIB 3 TUTAaHb €KCIIEPTU3H LIHHOCTI.

1.2, Jlnsa opranizamii Ta TpOBEACHHS EKCHEPTH3U I[IHHOCTI JOKYMEHTIB Yy 3aKiaii
CTBOpPIOEThCS mocTiiiHO mitoya EK, mo AitoTh BiAMOBIZHO 10 TMOJIOKEHHS MPO HEl, po3po0IeHOro Ha
mifgctaBi TUIIOBOTO TMONIOKEHHS TPO EKCHEePTHY KOMICII0 AEpKaBHOTO OpraHy, OpraHy MiCIIEBOTO
CaMOBpSITyBaHHS, JCPKABHOTO 1 KOMYHalbHOTO TIANPUEMCTBA, YCTAaHOBM Ta Opradizaii,
3aTBEpIHKCHOT0 Haka3oM MiHicTtepcTrBa toctuilii Ykpainu Bin 19 wepBHs 2013 poky Ne 1227/5,
3apeecTpoBaHoro y MinicrepeTBi toctumii Ykpainu 25 uepBHs 2013 poky 3a Ne 1062/23594 (i3
3MiHaMHu).

Cxnag EK Ta momokeHHsI TIpo Hel 3aTBEPKYIOThCS Haka3oM KepiBHHKaA 3akiany. [omoBoro EK
MPU3HAYAETHCA OAWH 13 3aCTYIMHHUKIB KEpiBHHMKA 3aKJady, ceKperapeM — ocoba, BiAMoBigaibHa 3a
JOKYMEHTH, IO TISATal0Th 30epiraHHIo Ta MepeiaHHIo B apXiB.

Ho cknany EK 3akimamy 3a iX 3romor0 MOXYTh BXOAWTH HPEACTAaBHUKH apXiBHUX YCTaHOB,
OpraHy BHIIOTO piBHSA (BIAMOBIAHOTO OpraHy YIpPaBIiHHA OCBITOI0), METOJUYHHUX IIEHTPIB,
npoeciifHuX CIIJIOK, iX 00’ €JHaHb.

1.3. 'V cBoiii mismpHOCTI EK 3akiamy KepyeThcsi MPUHIUIAMH 1 KPUTEPISIMU CKCIICPTH3U
IIHHOCT1 JIOKYMEHTIB, YCTaHOBJICHHUMH [lOpsaKoM yTBOpEHHS Ta MISUTBHOCTI KOMICIH 3 MpOBEIEHHS
eKCHEepPTU3U LIHHOCTI JOKYMEHTIB, 3aTBepkeHUM mnoctaHoBoro Kabinery MinicTpiB Ykpainu Bix 08
ceprast 2007 poky Ne 1004 (i3 3minamn).

1.4. EK 3axnany npuiiMae pilieHHs Mpo:

1) cxBanmenns i momanus g0 EIIK nmepxanoro apxiBy (EK apxiBHOTO Bimmily paioHHOI,
paiionnux y wmictax Kuesi i CeBacTomnosi Jep)kaBHHX aJMiHICTpaIliif, MiCbKOI pajin) MPOEKTIB TaKHX
JOKYMEHTIB: OINMCIB CIpaB 3 KaJpOBHX MUTaHb (0COOOBOro CKiIaxy), aKTiB MPO BHIYyYEHHS IS
3HUIICHHSI IOKyMEHTIB, He BHeceHnX 10 HAD;

2) cxBaJieHHS:

IHCTPYKLIi 3 A1JIOBOJCTBA;

HOMEHKJIaTypH CIIPaB;

MOJIOXKEHHSI TIPO CITYKOH JIIITOBOACTBA, apXiBHI miapo3aiau ta EK;

OMuUcCiB crpaB TpuBaioro (monan 10 pokis) 36epiraHHs;

aKTiB TIPO HEBUIPABHI TMOIIKOKEHHS CHpaB (MOKyMeHTIB) TpuBajoro (moHan 10 pokiB)
30epiranHs Ta 3 KaAPOBHUX MUTaHb (0COOOBOTO CKIIANY);
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HOMEHKJIATyp CIpaB, OMHUCIB crpaB TpuBayioro (moHaa 10 pokiB) 30epiraHHS 3akiany, IO
HaJIeKaTh 110 chepu yrpaBIiIiHHS 3aKIaay Ta Y ASUTBHOCTI SKUX HE YTBOPIOIOTHCS qokyMeHTH HAD.

1.5. EK opHOuacHO po3DIAIae ONUCU CHPAaB Ta aKTH NPO BWIYYEHHS JUIsl 3HUILCHHS
JIOKyMEHTIB, He BHeceHUX 10 HAD, a Takox akTu npo BuiyueHHs 1oKyMeHTiB 3 HA®D pa3om 3 aktamu
PO HEBUIIPABHI MOIIKO/HKEHHS crpaB (1okymeHTiB) HA®D (3a ix HasiBHOCTI).

1.6.  Buecenns mokymeHTiB 3aknaniB 1o HA®D 3milicHoeThest Ha mimcraBi pimeHHs EITK
JIepKaBHOTO apXiBy IPO CXBAJCHHS OIKCIB CHpaB TOCTIHHOTO 30epiraHHs Ta HOTO 3aTBEpHKEHHS
KEepIBHUKOM 3aKJIajy.

2. ITopsaok NpoBeeHHA eKCIePTU3U HIHHOCTI IOKYMEHTIB
2.1. ExcniepTusa iHHOCTI JOKYMEHTIB Yy 3aKJIaJi MPOBOAUTHCS:

y TIOTOYHOMY J1JIOBOJICTBI — /I 9ac CKJIaJaHHS HOMEHKIIATYp cIipaB, GopMyBaHHS TOKYMEHTIB y
CTIpaBH 1 MEPEBIPSHHS MPABUIBHOCTI BIIHECEHHS JOKYMEHTIB JI0 BIIOBIIHUX CIIPAB, MiATOTOBKH CIIPAB
710 TIepe/laBaHHs Ha apXiBHE 30epiraHHs;;

B apXiBl 3aKJIay — y TpOIECi MPUIMAaHHS CIIpaB 10 apXiBy Ta IMiJrOTOBKU CIIpaB HA MOCTiHHE
30epiraHHs.

2.2.  Opranizamiiiny Ta METOAWYHY JOMOMOTY Yy TPOBEICHHI SKCIEPTH3W IIIHHOCTI HaIae
EIIK nepxxaBroro apxiBy (EK apxiBHOrO Bimminy paiioHHOI, paiioHHUX y Mictax Kuesi i CeBacTomodi
JiepKaBHUX aaMiHICTpalliid, MiChKOT pajin).

2.3.  Ilix yac mpoOBENEHHS EKCHEPTU3W ILIHHOCTI JOKYMEHTIB y IIJIOBOJCTBI BHPI3HSIOTH
YOTUPHU TPYTH CIPAB:

MOCTIHOTO 30€piraHHs;

TpuBasioro (mouan 10 pokis) 30epiraHHs; THUMYacOBOTO

30epiranHs (10 10 pokiB BKITFOUHO);

Ti, IO MiAJISATAI0Th 3HAMICHHIO Y 3B’ S3KY 13 3aKiIHYEHHSAM CTPOKIB 1X 30epiraHHs.

Bin6ip 3a3HaueHuX rpyn JOKYMEHTIB 3IHCHIOETHCS Ha IMiJCTaBl HOMEHKJIATYPH CIIPaB 3aKJIafy,
a TAaKOK TUIOBUX Ta Taly3eBUX IEpeNiKiB JOKYMEHTIB 31 CTPOKaMM 30€epiraHHs IIIIXOM IMepersimty
KOXKHOTO apKymia crpaBd. OZHOYACHO MEPEBIPAIOTHCS SIKICTh 1 TOBHOTA YNHHOT HOMEHKJIATYPH CIIPaB,
MPaBWJIbHICTh, BU3HAUEHHS CTPOKIB 30€piraHHs CIpaB, Mepen0adeHnX HOMEHKJIATypOro, JTOTPUMaHHS
BCTaHOBJICHUX NPaBUII 0POPMIICHHS IOKYMEHTIB Ta (pOpMyBaHHS CIIpaB.

2.4.  Crpok 30epiranHsi JOKYMEHTIB 004HCIIOEThCS 3 01 CIYHA pOKY, HACTYITHOTO 32 POKOM
3aKkiHYeHHs1 crpaBu. Hampukiaa, oO4mciIeHHs CTpOKy 30epiraHHs cmpas, 3aBepiieHux y 2021 pori,
nounHaeTbes 3 01 cians 2022 poky.

2.5.  3abopoHseThCcs BinOIp AOKYMEHTIB JJIsi MOJAAJBIIOr0 30epiraHHs a00 3HUIICHHS Ha
IiIcTaBl 3ar0JIOBKIB CIIPaB B ONUCY a00 HOMEHKIIATypi CIpaB.

2.6.  CmpaBu 3 no3Haukor «EITK», y sSIKMX eKCHepTH3010 LiHHOCTI BCTAHOBIIEHA HASBHICTh
JOKYMEHTIB IOCTIMHOrO 30€piraHHs, NIATaloTh MnepepopMyBaHHIO. JIOKYMEHTH MOCTIHHOTO
30epiraHHs, BUIYYEHI 13 3a3HAYEHHUX CIIpaB, 00 €JHYIOTHCS B CAMOCTIHI CIIpaBH a00 MPUETHYIOTHCS 10
IHIIUX OmHOpPiMHUX crnpaB. OmnpaBieHHS 3HOBY C(HOPMOBAaHMX CIIPaB 3AIMCHIOETHCS TIIBKH IICISA
3aBEpIICHHS EKCIIEPTU3H IIIHHOCTI JOKYMEHTIB.



2.7.  Ilizx 4ac mpoBEAEHHS EKCHEePTH3HM IIHHOCTI JOKYMEHTIB Y IIJTOBOJACTBI BUSBISIOTHCS
TyOJIeTHI TOKYMEHTH, JJOKYMEHTH, IO HE CTOCYIOTHCS CIPaBH, YEPHETKH, HEO(POPMIICHI KOITii, METaJIeBi
CKpIIJICHHS, IO MiUIATal0OTh BWIYYEHHIO 31 CHpaB NOCTiiiHOro Tta TpuBaioro (moHax 10 pokiB)
30epiraHHs.

2.8.  3a pe3ynabraraMu EKCIEPTH3HM IIHHOCTI JIOKYMEHTIB TOTYIOTbCS CIPaBH IMOCTIHHOTO 1
TpuBasioro (mouas 10 pokiB) 30epiraHHs 10 IepeaaBaHHsI 10 apXiBy 3aKiay, 30Kpema:

3MIHCHIOETHCSI 0(OPMIICHHS CIIPaB BiJIMTOBIIHO 10 BUMOT;

Ha TMiACTaBl HOMEHKJIATyp crpaB (OPMYIOTHCS TMEpENiKh (CIHMCKH) CrpaB, L0 MiAJISATaloTh
3HUIIEHHIO y 3B’S3KY 13 3aKIHUEHHSIM CTPOKIB iX 30epiraHHs, AJsl BKIIOUEHHS 0 aKTa PO BUITYYCHHS
JUIS 3HUILIEHHS TOKYMEHTIB, He BHeceHUX 10 HAD.

2.9. B apxiBi 3akjiaxy eKCepTU3y I[IHHOCTI JOKYMEHTIB IPOBOASATH!
M1/ 9ac CKJIaJaHHs 3BEACHUX OMMCIB CIIPaB;

Y pa3i HaJXOKEHHS JIOKYMEHTIB y HEYTIOPSIIKOBAHOMY CTaHi;

y pasi 3aKiH4eHHsI CTPOKIB THMYACOBOTO 30epiraHHs apXiBHUX JIOKYMEHTIB;

nepesa TMepeJaBaHHSAM CHpaB Ha IMOCTiIHHE 30epiraHHs A0 BIANOBIAHOT JEpXKaBHOI apXiBHOL
YCTaHOBH, apXIBHOTO BIJIUTy MiCBKOT paju;

3 METOIO BUSIBIICHHS YHIKaJIbHUX TOKyMEHTiB HAD.

2.10. Excneptusa LIHHOCTI JIOKYMEHTIB B apXiBi 3aKjiagy 3A1MCHIOETbCSA il METOAMYHUM
KEpIBHUIITBOM BIJNOBIIHUX JIE€P’KaBHUX apXiBHUX YCTAHOB, apXiBHUX BIAIUTIB MICHEBUX pal, Y 30HI
KOMIUIEKTYBaHHs IKUX IepedyBae 3aKial.

2.11.  Excmeptu3sa miHHOCTI TOKYMEHTIB B apXiBi 3aKjIajly ITiJ] Yac CKJIaJaHHS 3BEJCHUX OINCIB
crpaB nependavae aHai3 CKIaay JOKyMEHTaIlil 3aKkiary, 30Kpema:

1) yTOYHIOETBCS, J1€ BIKIAMAIOThCSA TyOJIEeTHI JOKYMEHTH, IO IMUIAraloTh 3HUILEHHIO. 3a
HEOOX1THOCTI B apXiBi 3aKJIay MOXYTh 3aJIMIIATHCS Ha 30epiranHs XyOleTHI MPUMIPHUKH JOKYMEHTIB,
IO TiAJISATAa0Th TMOCTIHHOMY 30€piraHHIo B JIepKaBHIN apXiBHIH yCTaHOBI, apXiBHOMY BiJUIiUTI MiCIIeBOL
paau. AHaBYEThCS TaKOX XapaKTep IMOBTOPEHHs iHopMarlii B iHIIMX JOKyMEHTax: BU, (opMma i
MIOBHOTA MOBTOPIOBAHOCTI.

BunydenHss qyOnmeTHHMX JIOKYMEHTIB Ta JOKYMEHTIB 3 TIOBTOPIOBAHOK iH(OpMAIIi€o
3IIACHIOETHCS JIUILIE TICHS 3BIPSIHHA 3 TOKYMEHTaMH, 110 3aJUINAI0THCS Ha MOCTiHHE 30epiranHs;

2) 3IIACHIOETHCS TIEpeBipKa MPaBWIBHOCTI (hOpMyBaHHS CIpaB Ta iX O0(OPMIICHHS BiIIOBIIHO
710 apXiBHUX BUMOT. Y pa3i BUSABIICHHS MOPYIIEHb apXiB Ma€ MIPaBO BUMaraTu nepedopMyBaHHs CIIPaB;

3) Ha mifcTaBi OomMCIB crpaB oco0a, BiAMOBIIaIbHA 3a apXiB 3aKiaay CKIaJa€ 3BEACHI ONMHUCH
CIpaB 3aKJIay MOCTIHHOTO 30epiranHs, Tpusaioro (moHaa 10 pokiB) 30epiranHs, 3 KaApOBUX MUTAHb.

2.12. ExkcmepTu3a IIHHOCTI JOKYMEHTIB B apXiBi 3akiaay IPOBOAMUTHCS IIOPOKY 3 METOIO
BUSIBJIGHHS JOKYMEHTIB, CTPOK THMYacOBOI'0 30epiraHHs sSKuX 3akiH4uBcA. [Ipu nboMy nepersiiaoThbes
OIHMCH CIIpaB 3 KaJPOBHUX MUTaHb, TpuBajoro (monan 10 pokiB) 30epiraHHs, y TOMY YUCII BiIMOBIIHI
OIIHCH CTIPaB 3aKJIa iB-TIONIEPESTHUKIB Ta JIIKBIJOBAHUX 3aKJIaIiB.

2.13. Y pa3i HeoOXiTHOCTI MPOBOAUTHLCS YIOCKOHAJICHHS a00 MepepoOICHHS OTHCIB.

2.14. TlepepoOieHHS OMUCIB 3MIMCHIOETHCS y TAKUX BUIIAIKAX:

3HAa4YHA YaCTHHA 3arojIOBKiB OMUCY HE BioOpakae 3MICTy CIpaBH;



OIHCHU MICTITh CyMapHe ONMCaHHs CIIpaB, TPYIOBY HyMepallilo CIPasB;

3HA4YHy YaCTHUHY JOKYMEHTIB (POHIY BHIIYYCHO, BTpAu€HO, IEPEIAHO /IO 1HIIOT apXiBHOI yCTaHOBH,
IIPUEHAHO 0 1HIIOTO (POoHY;

MOpPYIIEHO OCHOBHI NPHUHLMIM CHCTEMaru3aiii 3arojoBKiB CHOpaB B  OIHUCY,
110 YHEMOKJIMBIIIOE MOIIYK 1H(popMarii;

3HAYHO 301IBIIMBCS 00CST (POHIY 32 paXyHOK HOBHX HAJXOIKCHb.

Excnepru3za iHHOCTI JOKYMEHTIB 3aKjialy Ta yA0CKOHaJeHHs abo nepepoOiIeHHs OMKCIB
3IIACHIOIOTHCS 32 PIICHHSIM JIep>KaBHOT apXiBHOI yCTaHOBH, apXiBHOTO BiIILTy MiCIIEBOT pajv.

2.15. YV kiHUI KO)KHOTO MNpUMIpHMKAa OMNHCY ocoba, BIANOBiJajdbHA 3a apXiB 3akjany,
MPOCTABJISIE MAMKAC IIOM0 NMPUHHSATTA CHpaB 3 00OB’SI3KOBHM 3a3HAYCHHSM KUTbKOCTI (Tdpamu i
CJIOBAMU) MIepeIlaHNX CIPaB 1 3a3HAYAE Jary.

2.16. Ilicmsa mpudHATTS crpaB mocTiiiHOro Ta TpuBasnoro (mouan 10 pokiB) 30epiraHHs, 3
KaJpoOBUX THUTaHb 0co0a, BIAMNOBiIaIbHA 3a apxXiB 3akKjajay, Ha TIJCTaBl OMHCIB CIIpaB, 3a SKAMH
3MIACHEHO MPUHHATTSA TOKYMEHTIB, 32 BCTAHOBJICHOIO (POPMOIO TOTY€E PidHI PO3IIIH 3BEICHUX OIHUCIB
Crpas:

nocTiiiHoro 30epiranns (y 3akiani, Mo € mkepeaoM GopmyBanHs HAD);
TpuBasioro (mouas 10 pokiB) 30epiraHHs;
3 KaJIpOBUX MHUTAHb.

Oco0o010, BIANOBINAJIBHOIO 3a apxiB, CKIANAETbCA AaKT PO BWIYYEHHS IS 3HUILEHHS
JIOKYMEHTIB, He BHeceHuX 10 HAD.

2.17. 3BeneHuil omnuc crpaB NOCTIMHOTO 30epiraHHs CKJIAAAE€THCA Y YOTHUPHOX MPUMIPHUKAX.
[Micns cxsanennss EIIK nepxaBHOro apxiBy Ta 3aTBEpIKEHHS KEPIBHUKOM 3aKJady OJIWUH HOTrO
NPUMIPHUK HAIPaBJISIETHCS AP KaBHIN apXiBHIM yCTaHOBI UM apXiBHOMY BiJILTy MiCLI€BOi paju, y 30H1
KOMIUICKTYBaHHS SIKOTO TiepeOyBae 3akiaj, IpyrHid TPUMIPHUK 30epira€Tbcs SK HETOTOPKAHUI
0Cc00010, BIAMOBITAIEHOIO 3a apXiB 3aKiIaay, TPETiid, YETBEPTHI —BUKOPUCTOBYIOTHCSA y 3aKJaai JJIs
MOTOYHOTO MOIIYKY CIpaB 1y pasi ix mepenaHHs Ha MOCTiiiHe 30epiraHHs HAaIXOAAThH IO BiAMOBIAHOL
apxiBHOI YCTaHOBH.

2.18. 3Bemenmii ommc TpuBasoro (monan 10 pokiB) 30epiraHHS CKIAAAETBCA Y TPHOX
npuMipHuKax. J[0 HbOTO BKIIOUAIOTHCS TAKOXK CIPABH, SKI 32 HOMEHKJIATYPOIO CIpaB MarOTh CTPOK
30epiraHHs «Ja0 JikBigamii 3akiaay». Ilicas cxBasenns EK  3akimagy nOpuMipHUKH — ONUCY
HanpasJsoThCs Ha cxBaneHHs EK oprany ynpasninHs ocBiToro. [licns moBepHEHHS BCiX MPUMIPHUKIB
ONHUCY MOro 3aTBepiXkye KepiBHMK 3axyamy. [lepmmii mpuMipHUK ommcy 30epiraeTbcst B 3aKjal K
HETOTOPKAHWMA, IPYTHHA - € pOOOYNM 1 BUKOPUCTOBYETHCS JUIS TOTOYHOTO TONIYKY CIIPaB, TPETiid MOXKE
HAJICUJIATHCS JJI KOHTPOJIIO BiAMIOBITHOMY OpraHy yIpaBIiHHS OCBITOIO.

2.19. Ommc cnpaB 3 KaAPOBUX MHUTAHD CKIAAAETHCS Y 3aKIIA1, KU
€ xepenom GopmyBanHs HAD - y TppoX NpuUMipHUKaX;
He € pKepenoM ¢popmyBanHt HAD - y 1BoX nmpuMipHHUKaXx.

2.20. 3aroioBKM CHpaB OMUCY 3 KAJAPOBHUX IHUTAaHb CHCTEMATH3YIOTHCS 32 HOMIHAJIBHOIO
03HAKOIO (TPYITyBaHHS B OJIHY CIIPaBy JOKYMEHTIB OJTHOTO BU/Y) Y TaKii MOCIIJOBHOCTI:

HaKa3| 3 KaJpOBUX MTUTaHb 3aKIaLy;
HaKa3¥ 3 pyXy y4HiB/BUXOBAHIIIB 3aKIa/Ty;

OO0JIIKOB1 IOKYMEHTH;



CIHCKY YYHIB/BUXOBAHIIIB (aj(aBiTHA KHUTA YUHIB/BHXOBAHIIIB);
XKYpPHAJIM peecTpallil Haka3iB 3 KaJpOBUX IUTaHb;

0CO0OBI CITpaBH MpaliBHUKIB;

KOHTPAKTH, TPYIOBi JJOTOBOPH;

Oyxranrepchbki TOKyMeHTH (0c000BI paxyHKH i3 3apo0iTHOI IJ1aTH, B pasi ixX BiACYyTHOCTI
-pO3paxyHKOBIi BIJIOMOCTI i3 3apIuiaTH);

JOKYMEHTH Tpo Tapudikaiiro (Tapudikariiiti BiToMocTi (CIIMCKH));
JOKYMEHTH TIPO TIPOBEACHHS AepKaBHOI aTecTarii,

KHUTH OOJIiKy 1 BHIa4i CBiJIONTB Ta IOJIATKIB JIO CBIJONTRB Mpo 0a30BY 3arajibHy CEpEIHIO OCBITY;
arecTariB Ta JAOAATKIB J0 areCTaTiB PO MOBHY 3arajibHy CEpPeHIO OCBITY, 30J0TUX Meaaiel «3a BUCOKI
JOCATHEHHS Y HaBYaHH1» Ta cpiOHUX Menane «3a JOCATHEHHS Y HaBYaHH1»;

JOKYMEHTH PO HEIIACH] BUMAKH (AKTH, TPOTOKOJIH, BUCHOBKH, JKypHAJIN);
KYpHIN peecTpallii 0ci0, MOTEePIINX Bi HEIIACHUX BHITA]IKIB;

KypHaH 00Ky pyXy TPYJOBUX KHHMKOK Ta BKIIQJIOK JIO HUX; KYpPHAI
peecTpallii Haka3iB 3 pyXy Y4YHIB/BUXOBAHIIIB;

He3aTpeOyBaHi 0COOMCTI TOKYMEHTH MPAIiBHUKIB (TPYIOBI KHIKKH).

2.21. Oco06oBi cmpaBH BHOCATHCSA JO ONHUCY 3a pPOKOM 3BUILHEHHS TpalliBHUKA 1
CHCTEMAaTU3YyIOThCS 3a MPI3BUILAMH 3BUIBHEHHUX MPAliBHUKIB B aJI(haBITHOMY HOPSIIKY.

2.22. 3BeieHi ommCH CTpaB MOCTIHHOTO, TpuBaioro (moHaa 10 pokiB) 30epiranus, 3 KaapOBUX
NUTaHb Ta aKT NPO BWIYYCHHS U 3HUIICHHS OKyMEHTiB, He BHeceHHX 1o HA®D (mami -akt mpo
BUJTYYEHHs JUIs 3HUIIEHHS TOKYMEHTIB), po3msinatoTbesa EK 3aknany ogHouacHo.

2.23. 3akuax, mo € ;oxepenom GopmyBanHs HA®D, onucu cripaB MOCTIHHOTO 30epiraHHs Ta 3
KaJpOBUX MUTAHb Pa30M 3 aKTaMH PO BHITyUEHHS JUIsl 3HUIICHHS JOKYMEHTIB Mmicisi cxBajeHHs ix EK
3axnany nogae Ha posrsa EINK BinnmoBigHOTO nep:kaBHOTO apXiBy.

2.24. 3akiag, mo He € mxepenoM ¢popmyBanHsi HAD, onucu cripaB 3 KaApOBUX NUTaHb Pa3oM
3 aKTaMHM PO BWIyYEHHS JUis 3HUILEHHS JOKYyMEeHTIB micis cxBayneHHs ix EK 3akmagy momae Ha
po3nsin EK apxiBHOro BijIily palilOHHOI AepaBHOI aaMmiHicTpallii abo apXiBHOTO BLIIIITY MiChKOT
pamu. Onmcu cipaB TpuBajoro (moHan 10 pokis) 30epiranns micist cxBajieHHs EK 3akimany momaroThes
Ha po3rsin EK oprany ympaBitiHHS OCBITOO.

2.25. TloromxkeHi (cXBaJieHi) aKTH MPO BUIyYEHHS JUIA 3HUIIEHHS JOKYMEHTIB, HE BHECEHUX
10 HA®, 3aTBep1KyIOTHCSI KEPIBHUKOM 3aKIIATy.

2.26. [Ilicms 3aTBep/PKEHHS aKTa MPO BWIYYEHHS Ui 3HUIICHHS JOKYMEHTIB 3aKiaJ Mae
MPaBO 3HUIIUTH TOKYMEHTH.

2.27. KepiBHUK 3aKkjaxy 3000B’s3aHM 3a0e3neunTd 30epekeHHs JIOKYMEHTIB, a y pasi
BKJIIOUEHHS 3aKjaxy A0 CIHUCKY HOPUAMYHHMX 0cib - mpxepen ¢opmyBaHHs HAD micns 3akiHUEHHS
BCTAHOBJICHMX TPAaHUYHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKjiajai - 3a0e3MeuuTd MepeaaHHs
JIOKYMEHTIB JUIS MOCTIHHOrO 30epiraHHs 10 BIANOBIIHOI J€p>KaBHOI apXiBHOT YCTAaHOBU YU apXiBHOTO
BIJUIUTY MiCBKOT pajiv.



3. CkiaagaHHs aKTiB Npo BHJIYYEHHSI sl 3HUIIEHHS
TOKYMeHTIB, He BHecennx a0 HA®, Ta 3HHUIIEHHH

JMOKYMEHTIB

3.1. Ha migcraBi mogaHWX CTPYKTYPHHUMH MiIPO3ALIAMH AKTiB MPO BUIYYEHHS JJIsl 3HUILEHHS
JIOKYMEHTIB, He BHeceHux 10 HA®D, mo mijuisraioTe 3HUIIEHHIO y 3B S3KY 13 3aKIHYEHHSM CTPOKIB iX
30epiranHsi, Ta MPOBEAEHOI €KCIIEPTHU3H LIHHOCTI JOKYMEHTIB B apXiBl 3aKJIaay CKJIAJAEThCS aKT MPO
BUJTYUYCHHS JUTs 3HUILEHHS IOKyMEHTIB, He BHeCeHHX 10 HAD.

AXT oopmITIOeThCS y BUINIAAL TAaOMHIl, 0 MICTUTh rpadu, nepeadayeHi 3BeACHUM aKTOM PO
BUJTYUYEHHS JUUIsl 3HUIIEHHS JIOKyMEHTIB, He BHeceHNX 10 HAD. AKT mianucye KepiBHUK 3aKiIay.

3.2. AKT npo BUIIYYCHHS I 3HUIICHHS JOKYMCHTIB, He BHeceHuX 10 HAD, ckimamaeTbes y 1BOX
NpUMIpHUKaX, SK MpaBUJiOo, Ha CIOpaBU BChOTO 3akiady. Ha3Bu omHOpiAHMX crpaB, BiZiOpaHWX 10
3HUIICHHS, BHOCITHCS B aKT IIi]] 3arJIbHAM 3aroJIOBKOM i3 3a3HAUCHHSAM KiJIBKOCTI CIIpaB, YKIIOYCHHUX 0
KOXKHOI Tpymu. AKTH TIpO BHJIYyYEHHS JIOKYMEHTIB JJisi 3HUIICHHS MAlOTh BAJOBY HYyMeEpaIliio,
nmourHaroun 3 Ne 1.

CrnpaBu BKJIIOYAIOTHCS B aKT PO BUIIYYEHHS /ISl 3HULICHHS TOKYMEHTIB, He BHECeHHX 10 HAD,
SKIIO nependayeHuid Uisi HUX CTPOK 30epiraHHs 3akiH4MBCs A0 01 CiYHS POKY, B SIKOMY CKJIQ/IEHO aKT.
Hanpuknaz, cnipaBu 3 TpUpi4HUM CTPOKOM 30epiranus, 3akiHueHi y 2016 poiii, MOXYTh BKJIIOYaTHUCS B
akT, mo Oyne ckianeHuil He panime 01 ciuns 2020 poky, 3 I'SITUPIYHUM CTPOKOM 30epiraHHs — He
panime 01 ciuns 2022 poky, 3 ypaxyBaHHSAM HPUMITOK, 3a3HAYCHHWX Y BIANOBIAHUX TEperiKax
JIOKYMEHTIB 31 CTpOKaMH 30epiranHs.

3.3.3aknanu noxatoth cxsaseHl EK 3aknany aktu mpo BuilydeHHs! AJIsl 3HUIIEHHS JOKYMEHTIB,
He BHeceHux 10 HA®D, pa3om 3 onmcamu cnpas 3 kaapoBux nutanb Ha po3risig EINK (EK) nepxasHoi
apxiBHOi yctaHoBu, EK apxiBHOro Bimily MICIeBOI paaM, y 30HI KOMIUIEKTYBaHHS sIKOI repeOyBae
3aKJam.

3.4.Y pasi BHECEHHs /10 aKTa PO BUIIYYEHHS JUIsl 3HUIIEHHS JIOKYMEHTIB, He BHeceHHX 10 HAD,
NEepBUHHOI (piHAHCOBOI Ta OyXraiaTepchkoi ITOKyMEHTAlli 3akiagy AONA€ 10 HBOTO JOBIAKY IIPO
MIPOBEICHHS TIEPEBIPKM OpraHaMM JIOXOAiB 1 300piB abo peBi3ii uu jepkaBHOTO (PIHAHCOBOTO ayIaHTy 3
NHUTaHb JOTPUMAHHS I10JaTKOBOIO, MUTHOTO Ta IHIIOTO 3aKOHOAABCTBA (KPiM JEp:KaBHOTO (piHAHCOBOIO
ayUTy OKPEMHX IOCIOapChKHX OMepalliil) opranaMu Aep>kaBHOTO (JiHAHCOBOTO KOHTPOIIIO.

VY oBiaI TaKoX 3a3HAYAIOTHCS BIJIOMOCTI IIPO HAsBHICTh a00 BIACYTHICTb:

¢iHaHCOBHX omepauiid, 10 BIMOBIAHO 1O BHUMOI' 3aKOHOJABCTBA IIUIATAOTH (iHAHCOBOMY
MOHITOPHHTY, 3a 3a3Ha4CHI B aKTi POKH;

CTOpiB (CYNEpPEeuoK), MOPYIICHHS KPUMIHAIBHUX CHpPaB, BIAKPUTTS CyJaMH IPOBA/KEHb Y
CrpaBax.

JloBiaKa MiAMUCYETHCS KEPIBHUKOM 3aKJIay Ta CKPIILTIOETHCS TIEYATKOIO (32 HAsBHOCTI).

3.5.1Toromxkeni (cxBajeHi) akTU MPO BWJIYYEHHS Ui 3HUILEHHS JOKYMEHTIB, HE BHECEHUX JI0
HA®, 3arBepIKyrOThCSI KEPIBHUKOM 3aKJIady, IMICIs 9OTO 3aKjIa/l Ma€ MPaBo 3HULIUTH JOKYMEHTH.

3.6.CnpaBu, BimiOpaHi A7 3HUINEHHS, INEpENalOTbCs OpraHi3alisM i3 3aroTiBil BTOPHUHHOT
CHPOBHHHM 32 HaKJIQ[HUMH, y SIKHX 3a3HAYA€THCS Bara MakyJIaTypH, IIO Tepefana it nepepooku. lara
37a4i JIOKyMEHTIB, iX Bara Ta HOMEp HAKJIaJIHOi BKa3yIOThCS B aKTaxX MPO BWIIYYEHHS TOKYMEHTIB JUIs
3HUILCHHS.



1.1.

1.2.

2.1.

2.2.

2.3.

3.7.5kmo B aKkT Mpo BMIIYYEHHS AJIsl 3HUILEHHS TOKYMEHTIB, He BHeceHuX 10 HAD, BkioueHo
JTOKyMeHTH 3 rpudom « s ci1y:k00BOro KOPUCTYBaHHS Ta IHIIUMU TpUPaMu 0OMEKEHOTO TOCTYITY, 10
3aCTOCOBYIOTBCS Y 3aKJaji, Il JOKYMEHTH 3HUIIYIOTHCS IIJISIXOM MOAPIOHEHHS A0 CTaHY, IO BUKIIOYAE
MOXJIUBICTD 1X MPOYUTAHHS Ta BiAHOBIEHHS. [Ipy 1IbOMY B KiHIII aKTa J0JaTKOBO POOMTHCS 3aMUC MPO
3HUIICHHS BIAMIOBIIHUX JOKYMEHTIB 13 3a3Ha4eHHM Mpi3BHIL, iHimiamiB wieHiB EK 3akmany, Hanpukmam:

Cnpasu Ne 25 JICK, Ne 30 JICK, Ne 80 JICK 3HUIICHO IUIIXOM TOAPIOHESHHS.
Unenn EK:

(miamuc, iHimiamm (iHiMiagx iMeHi), Mpi3BUIIE)

(mipmuc, iHimiany (iHiMiag iMeHi), Mpi3BHILE)

(mianuc, iHimiany (iHiMiaa iMeH1), MPi3BHILE)

Hara

VI. KOMIIVIEKTYBAHHSA APXIBY

1. J:kepesia KOMILIEKTYBAHHS TA CKJIAJ JIOKYMEHTIB apXiBy

JIOKyMEHTH 3 pi3HUMH BHJIAMH MaTepiallbHUX HOCIIB iH(popMaIlii MOBUHHI 30epiraTucs B apXiBi 3aKiiamay
OKPEMO.

ApXiB ynpaBIiHCHKOI JOKyMeHTalii 30epirae:

3aKiHYEHI y TOTOYHOMY IUTOBOJCTBI JOKYMEHTH IOCTIifHOTO Ta TpuBayioro (moHam 10 pokiB)
30epiraHHs, CTBOPEHI y 3aKJIai;

JIOKYMEHTH 3 KaJIpOBHX MUTaHb (0COOOBOTO CKJIaay) MpaIliBHUKIB 3aKJaay;
JIOKYMEHTH 3aKJIaJliB-TIOTIEPETHUKIB;

JIOKYMEHTH 0COOOBOTO IMOXO/KCHHSI MPAI[iBHUKIB 3aKiany (y4HIB/BUXOBAHIIIB), SKiI Bimirpaim
MIEBHY POJIb B iCTOPil PO3BUTKY Ti€l UM iHIIO! chepH )KUTTEMISUTLHOCTI KpaiHn abo 11 OKpeMOro perioHy,
110 HAMIAMIIN HA MiACTaBl 3asIBU 1X BIACHHKA,

JPYKOBaH1 BUJAHHS, 110 JOTIOBHIOIOTH apXiBHI JOKYMEHTH, HEOOX1HI JJIs1 HAyKOBO-METOIUYHOI
Ta iH(hOpMaIliitHO-I0BITKOBOI POOOTH apXiBy;

JIOB1IKOBH Ta 0ONIKOBUH arapar 0 apXiBHUX JOKYMEHTIB.
2. Bumoru 10 o(popMIIeHHS CIIPAB, 10 MiJISTAI0Th apXiBHOMY 30epiraHHio

CripaBu 3aKiaay miIAraroTh OGOPMIIEHHIO i Yac iX 3aBEACHHS y JUTOBOACTBI Ta IMiJ Yac MiArOTOBKU
ix Ha apxiBHe 30epiraHHs.

OdopmiieHHss cnpaB  3IiHCHIOETBCS  (DYHKIIOHATBHUMHE oco0amu  (TpalliBHUKAMH  CTPYKTYPHHUX
MPO3UTIB) i METOJMYHAM KEPIBHHUIITBOM OCi0, BIAMOBIJAIEHUX 32 JIIJIOBOJICTBO Ta apXiB 3aKIIamy.

3aliexHO BiJ CTPOKIB 30€piraHHs JOKYMEHTIB 3/1HCHIOEThCS TOBHE a00 4YacTKOBE (CHpOIIEHE)
0o OpMJICHHS CITPaB.

JIOKyMeHTH TMMYacoBOro 30epiranHs, c()opMOBaHi y CrpaBH, 30epiratoThCs y Tekax (mamkax) i3
3aB’s3KaMy, ULIBUJKO3IIMBA4YaxX, HE MIJAMMBAIOTECA 1 HE HYMEpYIOThCsS (32 BUHSATKOM I€PBHHHOI
OyXraJTepchbkoi TOKYMEHTAIll Ta JOKyMEHTIB 3 TpudoM « /g ciry:k00BOro KOpUCTYBaHHS» Ta 1HIIUMHU
rpudamu 00MeKEHOT0 JOCTYILY), YTOUHEHHS €JIeMEHTIB 0(OpMIIEHHS OOKJIQANHKI HE TPOBOAUTHCS.



2.4.

2.5.

2.6.

Odopmienns crpaB nocTtidHoro i TpuBanoro (moxnaj 10 pokiB) 30epiranHs, y TOMy YUCIIi CIIPaB
3 KaJpoBUX NUTaHb (0COOOBOro CKIady), Hepeadadae cHCTeMaTH3allilo JIOKYMEHTIB Yy CIpaBi,
HyMepallito apKyIiliB y CIpaBi, CKianaHHs (y pa3i moTpeOu) BHYTPIITHHOTO OMUCY JTOKYMEHTIB CIIPaBH,
HasSBHICTh 3aCBITYyBAJIBHOTO HAIUCY CIPAaBH MPO KUIBKICTh apPKYIIiB i MPO OCOOIMBOCTI (Hi3HIHOTO
cTany Ta (opMyBaHHsS CHpaBd, MiIIIMBaHHA a00 OMpaBICHHSA CHpaBu, OGOPMIICHHS OOKIAIWHKA
(TUTYTBHOTO apKyIlla) CTIpaBH.

Cucremaruzaiiss JIOKyMEHTIB Yy CIHpaBi Iepeadadae pO3MIIICHHS JOKYMEHTIB 3a XPOHOJIOTIEI0
HAJXOMKEHHS a00 CTBOPEHHS (Bi CIYHS 110 TPYIEHB ).

Hywmepariiss apkymriB cnpaB 3mIMCHIOETBCS 3 METOIO 3a0e3MedeHHs 30epeKEeHOCTI Ta 3aKpiIuIeHHS
MOPSIIKY PO3TalllyBaHHS JOKYMEHTIB, YKJIIOYCHHX Y CHOpaBy. YCi apKyili CHOpaBU HYMEpYIOTh
apaOChKUMU TM(pPaMH BaJOBOIO HYyMEpAIli€l0 B MPAaBOMY BEPXHBOMY KYTi IMPOCTUM M SIKHM OJIBIIEM
a0 MexXaHIYHUM HyMepaTropoM. ApKyIli 3acBiJUyBaJbHOTO HAMUCy Ta BHYTPILIHHOTO OIHCY
HYMEpYIOTbCS OKpeMO. 3aCTOCYBaHHS YOPHUIIA, TACTHU a00 KOJIbOPOBUX OMIBIIB JAJIsl HyMepallii apKyIIiB
CIpaBH, apKyIIiB 3aCBIAUyBaJIbHOTO HAMUCY Ta BHYTPIIIHBOTO OMKUCY 3a00POHSIETHCS.

ApKymri crpaB, IO CKIaJAI0ThCs 3 ACKUIBKOX TOMIB 200 4aCTHH, HyMEpPYIOTHCS B KOXKHOMY TOMi
("4acTuHi) OKpeMo.

dororpadii, KpeciaeHHs, miarpaMH Ta IHOI UTIOCTPATUBHI JOKYMEHTH, IO € OKPEMHUMH
apKyIIaMU B CIIPaBi, HyMEPYIOTHCS Ha 3BOPOTHOMY OOIIi B JTIBOMY BEPXHBOMY KYTi.

Apxkym popmary, 6ibmioro, Hix ¢opmar A4, MiAMIMBAETHCS 3 OAHOTO OOKY 1 HYMEPYETHCS K
OJIH apKyIll Y IpaBOMY BEPXHbOMY KYTi, a HOTIM (asbitoeThest Ha popmat A4.

ApKyII 3 HanIyXO HakJIeEHHMMHU JOKyMeHTamu ((ororpadisMu, BUpi3KaMHu, BUMHCKAMHU TOIIIO)
HYMEPYEThCS K OJMH apKyIl. SIKIIO0 10 TOKyMEHTa MiAKJIeE€H! OAHUM OOKOM 1HIII JOKYMEHTH (BUPi3KH,
BCTaBKH JI0 TEKCTY, MEPEKIIaJn TOUIO), TO KOXKEH TOKYMEHT HyMEPYEThCSI OKPEMO.

[liqmuTi y cnpaBu KOHBEPTH 3 YKJIAJEHHSAMH HYMEPYIOTHCS BAJIOBOIO HYMEpALI€I0 apKYIIiB
CIpaBH, IPU BOMY CIIOYATKy HyMEPYETHCSI KOHBEPT, a MOTIM KO’KHE BKJIaJIEHHS B KOHBEPTI.

[TigmuTi y cripaBu TOKYMEHTH 3 BIACHOKO HYMEPAIIE0 apKyIIiB 30epiraloTh Taky HyMeparlito,
SIKIIIO BOHA BIJIIOB1/Ia€ TOCIIOBHOCTI pO3TallyBaHHS apKyIIliB Y CIIpPaBi.

V pasi HasgBHOCTI 0araTbox MOMWJIOK Y HyMepalii apKyIliB CIPaBH B TUITOBOACTBI 3A1HCHIOETHCS
ix mepeHymeparisi, TiJ 4ac SKOI cTapi HOMEpPU 3aKPECITIOIOTHCS ONHIEI0 CKICHOK PHUCKOIO 1 TOPSA
CTaBUTHCSI HOBUI HOMED apKy1la.

VY pasi HasBHOCTI OKPEMHUX MOMMJIOK y HyMepallii apKyIlIiB CIIPaBU JOITyCKA€THCS 3aCTOCYBaHHS
niTepHUX HOMepiB apkymIiB (135-a, 135-0 Tomo).

BHyTpimHii onMc JOKYMEHTIB CKJIQJAa€ThCs 10 JEAKMX KaTeropid crpas, HI0 MICTATh YHIKaJbHI
JOKyMEHTAJIbHI TaM ITKH, JOKyMeHTH 3 rpudoM «Jlis ciry>kO0OBOro KOPHCTYBaHHS», OCOOOBI,
CYIOBO-CJi/T4i CIIPaBH, CIIPABH, HA3BH SKUX HE TIOBHICTIO PO3KPUBAIOTH iX 3MICT TOLIO.

BHyTpimHi# onMc CKIaJaeTbcs HA OKPEMOMY apKylli 3a (pOpPMOIO, 110 MICTUTh B1JIOMOCTI MPO
MIOPSIIKOBI HOMEPH JIOKYMEHTIB CIIPaBH, iX 1HIEKCH, JaTH, 3arOJIOBKH Ta HOMEPH apKyIIiB CIpaBH, Ha
SKHX PO3TALIOBAaHHUI KOXKEH JIOKYMEHT.



2.7.

2.8.

2.9.

Jlo BHYTpILIHBOTO OMHCY CKJIAJA€THCS MiJCYMKOBUH 3amHC, y SIKOMY HaBOAATHCS IHdpamu Ta
CJIOBAMHU KUJIBKICTbh JIOKYMEHTIB, III0 BKJIIOUEHI J0 OINHUCY, Ta KUIbKICTh apKYIIiB BHYTPIIIHBOTO OIHKCY.
BuyTpimHii onuc mianucyeTbes HOro ykiagadeM. SIKIo crpaBy OMpaBiIeHO a0o MiJIIUTO MONEePEaHbO
0€3 BHYTPILIHBOTO OIHUCY, TO HOTo OJaHK MiJIKJICIOETHCS O BHYTPIIIHHOTO OOKY JHMIILOBOI OOKIaIMHKU
CIIpaBH.

3MIHM CKJIaay JOKYMEHTIB CHpaBu (BKJIIOYEHHS JOJATKOBUX IOKYMEHTIB, iX BHUKIIIOUEHHS,
3aMiHa OpPUTIHAIIB KOIISMH TOLI0) BiloOpaxaroTbes B rpadi «I[IpuMiTkn» 13 MOCUIaHHAM Ha BiJIIOBIIHI
JOKyMEHTH (HaKa3H, aKTH TOIIO) 1 10 BHYTPILIIHHOTO ONHUCY CKJIAJA€THCSl HOBUH ITiICYyMKOBHH 3aIIHC.

3acBiquyBaJbHUN HAMKC CIPaBH CKIAJAETHCS 3 METOIO OOJMIKY KUIBKOCTI apKyIliB y crpaBi Ta dikcamii
0co0MMBOCTEH iX Hymepailii.

3acBiquyBaJbHUM HAMUC CKIAJA€THCS HA OKPEMOMY apKyllli, [0 BMIIIYEThCS B KIHII CIIPaBH, Y
JPYKOBaHUX TPUMIpPHHKAX cIipaB (0OJIKOBI )KypHAIH, 3BITH TOIIO) - HA 3BOPOTHOMY OOIIi OCTAaHHHOTO
YHCTOTO apKyIla.

VY 3acBiguyBaJIbHOMY HAITMCI 3a3HAYAIOTHCS MUQPPaMU 1 JTiTepaMH KUTbKICTh apKyIIiB y CIIpaBi Ta
OKpPEMO uepe3 3HaK «+» (III0C) KIIBKICTh apKyIIiB BHYTPIILIHBOTO OMKCY, SKILO BIH €.

V 3acBiguyBaIbHOMY HAIKCi 3aCTEPIraloThCs TaKi 0COOIMBOCTI HyMepallii JOKYMEHTIB CIIPaBH:
HasIBHICTB JIITEPHUX Ta MPOIYIICHUX HOMEPIB apKyIIiB;

HOMEpH apKyIIiB 3 HAKJICEHUMH (PoTorpadisiMu, KpeCcISHHAMH, BUPI3KaMH TOII0; HOMEPH
BEIMKO(OPMATHUX APKYIILIB;

HOMEPH KOHBEPTIB 3 YKJIaICHHSIMH 1 KUIBKICTh apKyIIliB YKJIa/ICHb.

3acBiuyBaJbHUI HAIUC MIIIUCYETHCS 0CO00F0, KA HOTO CKilaja. Yci HACTYMHI 3MIHH B CKJIaJl
Ta CTaHi crpaBH (TIONTKO/KEHHS apKyIIIiB, 3aMiHa JOKYMEHTIB KOTIISIMH, TPUETHAHHS HOBUX TOKYMEHTIB
TOIIO) 3a3HAYalOThCS Y  3acBIAYYyBAJIBHOMY HAamUCi i3 TOCWIAHHAMH HAa  BIJMOBIIHUN
BUIPABIOBYBAIBHUI IOKYMEHT (HaKa3, aKT).

VY pa3i 3HayHOrO 00CAry mHepeHyMmepallii apKylliB y cHopaBi B KiHII ii CKJIaJa€TbCsl HOBUH
3acBiquyBalbHU Hanuc. CTapuil 3acBiAUyBajJbHHI HAIMUC 3aKPECIIOETHCS 1 30epiraeTbesi y cCIpa.i
MOCTIHHO.

OnpaBneHHsl crpaB 3A1MCHIOETBCA 3 METOI 30epekeHHs iX (i3uyHoro cra”y. JlOKyMeHTH, W10
MICTSTBCS y CIIpaBi, MiIIMBAIOTh HA YOTUPH MPOKOJIU CHELiaIbHUMHU CYPOBUMHU HUTKaMH 200 APaTBOIO.
CopaBu mocriiiHoro, TpuBajoro (moxaa 10 pokiB) 30epiraHHd Ta 3 KaJpoBHUX HHUTaHb (OCOOOBOTO
CKJIaJly) OTPABIISIOTHCSA Y TBEPIY OOKIAAWHKY 3 KapToHy. [Ipu 11boMy MeTaneBi CKpITUICHHS (CKPIIKH,
HIMAIBKH) BUITyYalOThCs 3 JOKYMEHTIB.

ITin yac ompasineHHA a0O MiANIMBAaHHS JOKYMEHTIB CIIPaBM HE J03BOJIETHCA TOPKATHCA IX
TEKCTY. SIKIIO TEKCT JOKYMEHTIB HAJpPyKOBAHO HAATO OJHM3BKO 1O iX JIBOTO Kpaw, TO MOTPIOHO
HapOCTUTH KOPIHIII TOKYMEHTIB MarepoM Tiel caMoi SKOCTI, 110 i HOCII TEKCTY IOKYMEHTIB.

VY pa3i HagBHOCTI y crpaBi He3aTpeOyBaHUX OCOOHUCTUX JIOKYMEHTIB (TPYIOBHX KHHXKOK,
MOCBIY€Hb, TUIUIOMIB, aTe€CTaTiB, CBIIONTB TOLIO) Ii JOKYMEHTH BKJIAJAlOThCS B KOHBEPT, KU
HIAIMBAETHCS 10 CHpaBH. SIKIIO TaKMX JOKYMEHTIB 3HaYHA KUIBKICTh, BOHH BHJIYYarOThCS 31 CIPaBH 1
Ha HUX YKJIAJA€ThCSI OKPEMUIl OTIHC.

[lepen mepemaBaHHSM cCHpaB 10 apXiBy 3aKJady B TEKCT Ha iX OOKIaAMHKAX (TUTYIBHHX apKyllax)
BHOCSITbCS HEOOXiJHI YTOUHEHHs, IepeBIpA€ThCS BIAMOBIAHICTh 3arojOBKIB CIpaB Ha OOKJIQAMHKAX
(TUTYTBHHX JINCTAX) 3MICTY MIAIIATAX JOKYMEHTIB (3MICT JJOKYMEHTIB CIIpaBU



3.1.

3.2.

3.3.

3.4.

BiZJOOpakaeTbCs y 3arojIOBKYy YiTKO, CTHCJO, y3arajibHEHO, 0e3 BTpaTh KOHKPETHHX XapaKTEPHUCTHK
o0’ekTa omucyBaHHS). Y pa3i moTpeOM [0 3arojioBKa CIpaBU BHOCITHCS TOJATKOBI BiTOMOCTI
(mpoCTaBNAIOTHCA HOMEPU Haka3ziB, MPOTOKOJIB, BUAM 1 (OPMH 3BITHOCTI, BKa3iBKH Ha HasIBHICTH KOMiil
JIOKyMEHTIB y CIIpaBi). 3aroJIoBOK CpaBH Ha OOKJIQJMHII Ma€ BiMOBIJaTH 3arojiOBKY B OMMCI CIIpaB
CTPYKTYPHOTO TiIPO3.ILTY.

Ha o6knanuukax cnpaB (TUTYJIBHHX apKylllax) MPOCTABISIIOTHCS AaTH TOKYMEHTIB, YMIIICHHUX Y
KOXHY cropaBy. SIKIIO cropaBa CKJIaJa€TbCsl 3 KUIBKOX TOMIB (YacTHMH), TO Ha KOXKHOMY 3 HHX
MIPOCTABISIOTHCSA KPaiHi aTH JOKYMEHTIB (IT0YaTKy Ta 3aKiHYEHHS CIIPaB).

VY pa3i 3a3HaYeHHA TOYHUX KaJCHIAPHUX JaT 3a3HAYar0ThCs YMCIIO0, MicAlb 1 pik. Yucno 1 pik
MIO3HAYAIOThCSI apaOChbKUMU LM(paMu, Ha3Ba MICSLS MUIIETHCS CIOBOM. SIKIIO y CHpaBy BKIIHOUEHO
JOKYMEHTH (JOIaTKH TOIIO), JaTH SIKUX BUXOSTH 3a KpailHi IaTW CIpaBH, TO HWKYE JATH CIPABH 3
HOBOTO psAJIKa pOOUTHCS TPO IIe 3aruc «Y CIpaBi € JOKYMEHTH 3a _pOoKi». [laTu MOXXyTh He 3a3Ha4aTHCs
Ha OOKJNAmuHII (THTYJBHOMY apKylli) CHpaB, MO0 MICTATh piyHI IUIAHH Ta 3BITH, OCKUIBKH BOHH
B1J100pakeH1 y 3arojoBKax CIpas.

Ha oOknaaubkax cnpaB (TUTYJIBHMX apKyllax) 3a3HA4ar0Th KUIBKICTh apKyIIB Yy cIpaBi
BIJIMOBIZIHO IO 3acBiUyBajJbHOrO Hamucy (0e3 BpaxXyBaHHS apKylIiB BHYTPIIIHBOTO OMHUCY Ta
3aCBIJJUyBAJILHOTO HAIIKCY).

Ha oOknaauHii cripaBu B MpaBOMY BEPXHBOMY KyTl Ta HH)KHBOMY JIIBOMY KyTi 3a3Ha4aeThCs
apxiBHUHM mMdp cnpaBu (3a MOTOMKEHHSIM 3 apXiBOM 3aKJIaJy HOMEpH 3BEJICHOTO OMHUCY 1 apXiBHOTO
(doHIY, HOMEp CHpaBH 3a 3BEJACHUM OIKCOM MPOCTABISAIOTHCS B apXiBi MICIs 3aTBEPKEHHS 3BEICHOTO
omnucy crpas). J{J1st MpocTaBlIeHHs apXiBHOTO MU(PY MOXKE 3aCTOCOBYBATUCS LITAMII.

VY pasi 3MiHM HaiiMeHyBaHHs 3akiany (i CTPYKTYPHOIO MiJPO3AiTy) MPOTATOM NEpiony, sIKU
OXOIUTIOIOTh JIOKYMEHTH CIpaBH, abo Mia Yac mepenadi CnpaBd A0 1HIIOI YCTaHOBU (CTPYKTYPHOTO
MiApO3/Aily) Ha OOKJIAIMHIN CIpaBU (TUTYIBHOMY JIMCTi) 3a3HAYA€ThCS HOBE HAMEHYBaHHS 3aKIamy
(CTPYKTYpHOTO HiAPO3/iiy), a MOTepeHe OEPETHCS B TyKKH.

Hamucn Ha oOkmaanHKax copaB MocTiHOro ta TtpuBajoro (monan 10 pokiB) 30epiraHHs
POOIIATHCS YITKO YOPHUM CBITIOCTIHKUM YOPHUIIOM 200 MacToro.

Y pa3i BMIIIEHHS Y CHpaBy HAJEKHUM YHHOM OQOPMIIEHOTO THUTYIBHOTO apKylla,
BUTOTOBIICHOTO JIPYKaPCBKUM CIIOCOOOM, Ha OOKIJIQJWHINI CIpPaBU 3a3HAYAIOTHCS JIMIIE HOMEpPH
apxiBHOTO (POHIY, OMHKCY 1 cripaBU. 3a00POHAETHCS HAKICIOBAHHS TUTYJIBHOTO apKylla Ha OOKIaIuHKY
CIIpaBH.

3. CkaagaHHd Ta 0(pOpMJIEHHSI ONIMCIB CTIpaB

3axiagy 3000B’s13aHI ONMKUCYBATH TIOKYMEHTH TMOCTiifHOTO Ta TpuBajoro (monan 10 pokis) 30epiranus, 3
KaJ[pOBHX NMUTaHb (0COOOBOTO CKJIa/y) Yepe3 ik MiCIis 3aBEPIUICHHS CIIPaB y JIJIOBOACTBI.

Ha cmpaBu tmmuacoBoro (mo 10 pokiB) 30epiraHHs ONMHCH HE CKIAMAOThCs. Y pasl JKBimamii 9u
peopranizailii 3aKi1aay Taki OMICH CKIAIAI0THCS 000B’I3KOBO.

Omnwmcu cnpaB 3aKiIaay CKIAJArThCs HIOPOKY MOCAJ0BOI 0CO00F0, BiAMOBIIAIBHOIO 32 ALJIOBOJACTBO Y
3aKJIajIi 32 METOIUYHOI JOTTOMOTH apXiBy 3aKIay.

Homep omucy crpaB 3akiaay MOBUHEH CKIIAIATUCS 3 HU(POBOTrO MO3HAYCHHS 32 HOMEHKJIATYPOIO CIIpaB
3 JOAaBaHHSIM IIOYaTKOBOI JIITEpPU HA3BU Kareropii JOKYMEHTIB, IO BKJIIOYAIOTHCS JO OIHUCY, Ta
YOTHPHOX IH(P POKY, B SIKOMY pO3IOYATO CHpPaBH, BKIIOUEHI M0 omucy. Hampukiaa, omucu crpas
nocTiitHOTrO, TpHBajoro (moHax 10 pokiB) 30epiraHHA Ta 3 KaJAPOBHX NMHTAaHb (0COOOBOTO CKIAIY)
CTPYKTYPHOTO Tiapo3aiay Ne 5, mo oOmiKOBYIOTECS 32



3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

3.11.

HOMEHKJIaTypoIo cripaB i po3nouati y 2020 pori, OyxyTs Matu Taki Homepu: 5 I1-2014; 5 T -2014; 5K -
2014 abo 5 OC - 2014.

ITin yac ckiagaHHA ONMCIB CHpaB CiliJ AOTPUMYBAaTHCS TaKUX BUMOI: CIPaBU
KOKHOTO POKY CKJIaJar0Th PIUHUM PO3/LI OIUCY CIIPAB;
MOPSIZIOK HyMepallii CripaB B OTIHCY - BAJOBUH 3a KiJIbKa POKIiB;

3aroJIOBKH CIpaB BHOCSTH JO OMHUCY BIAMOBITHO JO TPUHHATOI CXEMH CHUCTEMAaTh3allii, sK
MpaBWJIO, Ha OCHOBI HOMEHKJIATYypH cHpaB (3a HEOOXiTHOCTI 3arojiOBKM CIIpaB peAaryroThCs Ta
YTOUHIOIOTHCS);

KOXXKHY CIIpaBy BHOCSTH JO ONHUCY IIiJl CAMOCTIHHUM TMOPSIKOBUM HOMEPOM (SKIIO CIIpaBa
CKJIQJIa€ThCSl 3 KUIBKOX TOMIB, KOK€H TOM OTPUMY€E OKpEMHUH HOMEp, SIKIIO CIpaBa CKIATAETHCS 3
KUJIBKOX YaCTHH OJTHOTO JJOKYMEHTA, TO KOYKHAa YaCTHHA OTPUMYE OKPEMHUN HOMED);

y pa3i BHECEHHS JI0 OMHCY M KUTBKOX CIpaB 3 OJHAKOBHM 3arojOBKOM ITOBHICTIO HABOISTH
JIMIIE 3aroJIOBOK IMEpIIoi CIpaBH, a BCl 1HINI OJHOPIHI CIIPABU MMO3HAYAIOTH CIIOBAMH «TE CaMe», OHAK
pelTy BiJOMOCTEH MPO CIpaBU 3a3HAYAIOTh MOBHICTIO (HA KOYKHOMY HOBOMY apKYIIi OMHUCY 3arojOBOK
BiITBOPIOIOTH MOBHICTIO);

rpadu Onucy 3alOBHIOIOTH BiIMOBIAHO 10 BIIOMOCTEH, BUHECEHUX HA OOKIAIUHKY (TUTYIbHUI
apKy1ll) CIIPaBH;

rpada onucy «IIpumiTka» BUKOPUCTOBYETHCS AJIS BIAMITOK PO OCOOIMBOCTI (PI3UUHOTO CTaHY
cIpaB, Mpo Mepefady CIpaB IHIIUM CTPYKTYPHHM MiIpO3/iIaM, PO HASBHICTh KOMIA TOKYMEHTIB Y
CrpasBi.

JIJis po3Mmoiay CrpaB BiAMOBIAHO A0 CXEMH CHCTEMAaTH3allii mepe10adeHo Taki mpaBua;

CTpaBH BIAHOCATHCSA O TOTO POKY, B SIKOMY X 3allpOBaJIMJIM B AIJIOBOJCTBI 200 B SIKOMY BOHH
HAIIAIILIN JI0 3aKJIay JUTS TPOJIOBKEHHS;

MIJIaHU, 3BITH, KOIITOPUCH W JOKYMEHTH JI0 HUX BITHOCSITHCS JIO TOTO POKY, Ha SIKUi ab0 3a KUt
IX CKJIaIEHO, HE3aJIEKHO BIJI JaTH 1X CKJIaIaHHs;

MEPCTIEKTUBHI TUIaHU BIIHOCATH JI0 MIOYATKOBOTO POKY iX Aii, @ 3BITH 3a 1l POKHU - 10 OCTAaHHBOTO
POKY 3BITHOT'O MEPIOLY.

Onucu copaB BeAyThCS MPOTATOM KIUIBKOX POKIB 3 BHKOPUCTAHHAM €IMHOT HACKPI3HOI HyMeparlii.
CrnpaBu KO)KHOTO POKY CTaHOBIISITh PIYHUI PO3IILT OIHUCY.

VY KIiHIII ONMHCYy 3alOBHIOETHCS MiJACYMKOBHU 3aIlUC i3 3a3HAYCHHSIM KUTBKOCTI (mmdpamu i ciioBamu)
crpaB, 110 OOJIKOBYIOTbCS 32 OIKCOM, IMEPUIOrO i OCTAHHBOTO HOMEPIB CIpPaB 3a OMUCOM, a TaKOXK
00yMOBITIOIOTbCS OCOOIIMBOCTI HyMepallii cripaB B ONUCI (JIITEpH1 Ta MPOIYIIEHI HOMEPH CIIPaB).

V piuHU PO3ALT ONUCY CHIPaB BHOCSTHCS TAKOXK CIIPABHU, HE 3aBEPLICHI IPOTATOM KaJICHIApPHOIO POKY.
VY Takux BUMaAKax y KiHI PIYHUX PO3JLTIB OMUCY KOKHOTO HACTYITHOTO POKY, MIPOTATOM SIKOTO CIIPaBU
IIPOJIOBXKYBAJIUCS B IIJIOBOJICTBI, 3a3HAYA€ThCS: «J{OKyMEHTH 3a 11el piK JUB. TAKOXK Y PO3AL 3a pik, Ne
». ['padm 4, 5 popmu ommcy He 3aITOBHIOIOTHCS.

Onuc cmpaB 3akiaay MAMUACYEThCS YKJIaladeM i3 3a3Ha4eHHSM HOTO T0CaH, MOTODKYETHCS 3
0c00010, BiJIMOBIATHLHOIO 32 J1IOBOACTBO 1 3aTBEPIKYETHCS KEPIBHUKOM 3aKIIaTy.

Onuc chpaB 3akiagy CKIATAETbCS Yy JBOX NPUMIPHHKAX, OMUH 3 SKHUX TEPETacTbcs pa3oM 3i
CIpaBaMHU JI0 apxXiBy 3aKjany, a 1HIIANA 3aJUIIAE€THCS SK KOHTPOJBHUI MPUMIPHHUK Y CTPYKTYpHOMY
MPO3ALIL.



3.12. Ha ocHOBiI ommciB CrpaB apxXiB 3aKjiagy TOTY€ 3BEJCHI OMHCH CIIPaB MOCTIHHOTO Ta TPHBAJIOTO
(monax 10 pokiB) 30epiranHs, 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIALY).

4. IlepenaBaHHs cnpaB 10 apXiBy 3aKJaxy

1. Crnpasu noctiitHoro ta Tpusajoro (moHaza 10 pokiB) 30epiraHHs, 3 KaIpoBHX
nUTaHb (0COOOBOTO CKJIAAy) Yepe3 ABa POKH IiCIIs 3aBEPUICHHS X BEICHHS B I1IOBOJICTBI
TIePeIarOThCs 10 apXiBy 3aKjaay B YIOPSIKOBAHOMY CTaHi IS TOJANIBIIOTO 30epiraHHs Ta
KOPHCTYBaHHS.

CrpaBu mocriifHOro Ta TpuBasoro (moHaa 10 pokiB) 30epiraHHs TEpearoThCsl 0 apXiBY
3aKJ1ajy 3a ONMCAMHU.

2. CrpaBu tumuacoBoro (mo 10 pokiB BKIIOYHO) 30epiraHHs MOXYTh
nepesaBaTucs 0 apxiBy 3akiamy 3a pIlIeHHSIM HOTro KepiBHHKA 32 YMOBH HAsBHOCTI B
HbOMY BUJIBHUX IUTOIIL.

CrpaBu tumuacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHs MepenaroThCs 0 apXiBy 3akiaay 3a
HOMEHKJIATypOIO cIipaB abo, Ha po3Cya 3aKjajy, 3a 3JaBaJbHUMH OIMHMCAMH JIOBIIBHOI (OPMH, HOMEpU
SIKUX MaroTh NO3HAUKy « TM».

3. [lepenaBanHs crnpaB 10 apxiBy 3akjiaay 3IIHCHIOETbCS 3a Tpadikom,
MOTO/PKEHUM 3 (PYHKIIIOHAIBHUMHU 0CO0aMH 1 3aTBEPIKCHUM KEPIBHUKOM 3aKJIay.

4. SKu1o okpeMi cnpaBH HEOOXITHO 3aJHUILUTH JUIsl TOTOYHOI POOOTH, apXiB
3aKJay opopMIisie BUaady CIIpaB y THMYACOBE KOPUCTYBaHHS.

5. [TinroToBka cnpaB [ulsl NEPEAaHHs A0 apXiBy 3aKJafy BKJIOYA€E NEPEBIPKY
NPaBWIBHOCTI (POpPMYBaHHS JOKYMEHTIB Y CIIpaBH, BIANOBIJHICTH 3arojiOBKIB CIIpaB
3MICTy BMIIIEHUX JI0 CIpaB JOKYMEHTIB, O(OpPMIICHHS JOKYMEHTIB KOXKHOI CIIPaBH,
oopMmiIeHHS cIpaB Ta BIJMOBIAHICTH CIIPAaB HOMEHKIATYPIi, 3aTBEPKEHINH KEpiBHUKOM
3aKJany.

VY pasi BusBIEHHS HENOJIKIB y (GOopMyBaHHI Ta 0(OPMIICHHI CIIpaB BiJIOBiNaIbHI MPAIiBHUKA
3000B’s13aH1 iX yCyHYTH.

6. [TpuiiMaHHs-TIepeiaBaHHA KOXHOI CHpPaBU  3IHCHIOETbCA IPalliBHUKOM
apxiBy 3aKiajy y MPHUCYTHOCTI NpalliBHUKA 3aKlaiy, sIKHU Tepenae ymopsiaKoBaHI Ta
oopmieni cnpaBu. Ilpu mboMy B KO)KHOMY TNPHUMIPHHKY OIHKCY CHpaB pPOOIATHCA
MO3HAYKW TIPO TPUUHATTS Tiel a0 1HIIOI cripaBu. Y KiHINI KOKHOTO TMPUMIPHHUKA OIUCY
cnpaB poOnaTees mudpamMu Ta CIOBaMU MO3HAYKU MPO (HAKTHUHY KUIBKICTH CHpaB, IO
nepeaaHi 0 apxiBy 3akjajay, HOMEpH CIpaB, 110 BiJICYTHI, AaTy MpUIMaHHA-TIepeaaBaHHs
CIIPaB 1 CTABJIATHCA MIMUCH OCI0, K1 371aBajii Ta MPUIMaJI CIIpaBy.

5. I'paHu4Hi CTPOKM THMYACOBOI0 30epiraHHs JOKYMEHTIB B apXiBi 3akJany

1. VYCTaHOBIIOIOThCA ~ Taki TpaHUYHI CTPOKM THMYAacOBOTO  30epiraHHs
JIOKYMEHTIB B apXiBi 3aKJaay:

i nokymeHTtiB BepxoBHoi Pamm VYipainm, Anminictpamii IIpesunenta Ykpainu, KaGinety
MinictpiB Ykpainu, Koucturyniitnoro Cyny VYkpainu, Bepxosnoro Cyny, Bumioro cyny 3 nutanb
IHTEJIEKTyallbHOI BJIACHOCTI, BuIoro anTukopymnuiiiHoro cyny, I'eHepaibHOI MpoKypaTrypu YKpaiHu,
[enTpansHoi BUOOpUOI KoMicii Ykpainu, PaxyHkoBoi nanatu Ykpainu, HamionaneHoro 6anky YkpaiHu,
MIHICTEPCTB, IHITUX IIEHTPAIBHUX OpPTaHiB BUKOHABUOI BJIaJIM Ta JCPKaBHHUX OPraHiB i Oe3MmocepeHho
MAIOPSAKOBAHKUX 1M OpraHizaimiid - 15 pokis;

g 1okymeHTiB BepxoBHoi Pagu ABronomuoi PecnyOniku Kpum 1 Pagu minicTpiB ABTOHOMHOT
Pecniyomiku  Kpum, o6nacaux, KwuiBchkoi Ta CeBacTONoNbCbKOI MICBKHX paa 1 JAepKaBHHUX
aZMIHICTpaliif Ta Oe3mocepeaHbO MIANOPSAKOBAaHUX iM Oprasizaiid, anensauiiHUX CyIiB, SKI
YTBOPIOIOTBCS B ameIAMIMHMX OKpyrax, AamejsalifHAX aJMiHICTPaTUBHHUX CYAIB, AamesmiiHuX
TOCIIOJJAPCHKHUX CY/IB, OKPYXKHHX aJIMIHICTPAaTUBHUX CYIIB, OKPYKHHUX



1.1.

1.2.

1.3.

TOCHOIAPCBKUX ~ CYIIB,  pErioHaJbHUX  HPOKYparyp,  BIHCBKOBHX  HPOKYpaTyp  perioHiB,
TEpUTOpiaIbHUX OPTraHiB LEHTPAJIbHUX OPraHiB BUKOHABUOi Biaau - 10 pokis;

UL JIOKyMEHTIB paliOHHHMX, paioHHuX Yy wmictax Kwuesi Ta CeBacTonomni JepkaBHHX
aJMiHICTpalliii, OpraHiB MICIEBOTO CaMOBpPSAyBaHHSI Ta O€3MOCEepeHbO MiJMOPSAIKOBAHUX 1M
Oprasizailiif, OKpy>KHUX CyaiB, IKI yTBOPIOIOTBCS B OJHOMY a00 JEKUIbKOX palloHax uW pailoHax y
Mictax, abo y micTi, abo y paiioHi (paiioHax) i MicTi (MicTax), TEPUTOPIaAILHUX OPTaHiB IEHTPATBLHUX
OpraHiB BUKOHABYOI BIIAJIH, & TAKOXK CLIBCHKOTOCTIOIAPCHKUX IiIPUEMCTB - 5 POKIB;

JUIA 3aIIUCIB aKTiB LMBIUIBHOTO CTaHY, 3allUCIB HOTapiaJbHUX Mii 1 CyI0BUX CIIpaB, TOKYMEHTIB 3
KaJIpOBUX MHUTaHb (0COOOBOTO CKJIaay), TOCIONAPCHKUX KHUT, JOKYMEHTIB 3 MPUBATHU3AIll] )KUTIOBOTO
doHIy - 75 pOKiB.

2. Crpoku 30epiraHHs 1010 KOHKPETHUX JOKYMEHTIB MOXKYTb OyTH 3MIHEHI 3a
MOTO/PKEHHSIM 3 BIJANOBIHOIO JEP>KaBHOIO apXiBHOIO YCTAHOBOIO, apXiBHUM BiJIIJIOM
Mmicekoi pamu. IlpomomkeHHS CTpOKiB 30epiraHHs JJOKyMEHTIB B apXiBi 3aKiaay
JIOITYCKAEThCA 3a MOTPeOU KOPUCTYBAHHS JTOKYMEHTaMH 31 CIIy’)KOOBOIO METOI0, y pasi
HEMOXJIMBOCTI TIPUHHSATH JOKyMEHTH Ha 30€piraHHs IO JCepKaBHOI apXiBHOI YCTaHOBH,
apXxiBHOTO BTy MICIICBOI paiy.

3. [Ticnst 3aKiHYEHHS TPAHUYHUX CTPOKIB 30€epiraHHs JOKYMEHTH, BiHECEHI 110
HA®, nepenarorbes Ha mocTiliHe 30epiraHHs 10 BiIMOBIAHOTO MiCLIEBOTO apXiBy.

VII. OPTAHI3ALIA AIJTIOBOACTBA 3A 3BBEPHEHHAMMU 'POMA/ISAH

1. 3arajanHi moJ1oKeHHS

I'pomansan VYkpaiHu MawoTh TpaBO 3BEPHYTHCS 0 3aKIadiB i3 3ayBaKEHHSIMH, CKapramu Ta
MPOTO3UITISIMH, III0 CTOCYIOTBHCS X CTaTyTHOI JISUTBHOCTI, 3asBOI0 a00 KJIOMOTAHHSM MO0 peajizaltii
CBOIX TIpaB 1 3aKOHHHUX 1HTEPECIB Ta CKaprok0 PO IX MOPYIIECHHS.

Oco0u, siKi He € rpoMaAsHaMU YKpaiHU 1 3aKOHHO 3HAXOJSAThCS Ha ii TEpUTOpIi, MAIOTh TaKe Xk
MpaBO Ha TMOJAHHS 3BEPHEHHS, SK 1 TPOMAISHU YKpaiHH, SKIIO 1HIIE HEe NepeadadeHo MIKXHAPOTHUMHU
JIOTOBOPaMH.

ITin 3BepHEHHSMH TPOMajsH CIiJ PO3YMITH BUKJIAJEHI B MHCBMOBIM abo ycHiil ¢opmi mpomo3umii
(3ayBa)keHH:), 3as1BU (KJIOTIOTAHHS) 1 CKapTH.

[Tpono3wurtist (3ayBakeHHS) — 3BEpHEHHS TPOMAJISTH, JIE€ BUCIIOBIIOIOTHCS TTOpajia, PEKOMEHIaIis
010 JISUTBHOCTI 3aKJyIay.

3asBa (KJIOMOTaHHS) — 3BEPHEHHS TPOMAISH 13 MPOXaHHSAM TPO CHOPHUSHHA peaizamii
3akpimieHnx KOHCTUTYIIEI0 Ta YUHHUM 3aKOHOJABCTBOM iX IpaB Ta iHTEpeciB a00 MOBIIOMIICHHS PO
MOPYIICHHS! YMHHOTO 3aKOHOJABCTBA YW HEMOJIKU B AISUTBHOCTI 3aKIJIaay, @ TAKOXK BHCIIOBJICHHS TyMKH
IIO/I0 TOJIMIICHHS Horo AisuibHOCTI. KionoTtaHHs — MMCbMOBE 3BEPHEHHSI 3 TIPOXaHHSIM MPO BU3HAHHS
3a 0c000I0 BIATOBITHOTO CTATyCYy, IPaB 4u CBOOO TOIIIO.

Ckapra — 3BepHEHHS 3 BUMOI'OIO IIPO IIOHOBJIEHHS IIPaB 1 3aXMCT 3aKOHHUX 1HTEPECIB IPOMaJisH,
MOPYIIEHUX AisIMU (O€3A1sUTBHICTIO), PIIIEHHSIMHU 3aKJIa/liB 4M X MOCAJOBUX OCiO.

o pimenb, i (6e3117IbHOCTI), SKI MOXYTh OyTH OCKap»KeHi, Hajexarb Taki y cdepi ynpaBlIiHChKOT
TUSIBHOCTI, BHACIIIOK SIKHX:
MOPYILLIEHO IpaBa 1 3aKOHHI 1HTepecHu 4u cBOOOIM IpoMaJsHUHA (TPYNU I'POMAJsiH); CTBOPEHO

MIEPEIITKOAM JUTS 3MIHCHEHHS TPOMAITHUHOM HOTO TIPaB 1 3aKOHHUX 1HTEPECiB YU

cBO0OO;
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HE3aKOHHO TOKJIaJIeHO Ha IPOMAJIsIHHHA sIKi-HeOy/1b 000B's13kM a00 HOro HE3aKOHHO NMPHUTATHYTO
IO BIIMOBI1AAIBHOCTI.

3BepHEHHS MOXKe OyTH MTOJJaHO OKPEMOIO 0C00010 (1HAMBIAyanbHEe) a00 rpynoro 0ci0 (KOJEKTUBHE).
3BEpHEHHS MOXE OyTH YCHUM YU TTMCHbMOBHM.

VYcHE 3BEpHEHHS BHKJIAAETHCS TPOMAISHUHOM Ha OCOOMCTOMY MpHiiomMi abo 3a JOMOMOTOIO
3ac00iB Tene(OHHOTO 3B’ SI3KY Ta 3aMUCYETHCS (PEECTPYETHCS) TTOCATOBOIO 0COO0I0.

[TuceMoOBe 3BEpHEHHSI HAACHUJIAETHCA TMOLITOI0 ab0 TMeperaeThCsl TPOMAISHUHOM A0 3aKiaay
0COOMCTO 4YM dYepe3 YMOBHOBAXEHY HUM 0co0y, TMOBHOBaXEHHS SKOi o(opMIieHi BiAMOBIAHO 10
3aKOHO/IABCTBA.

VY 3BepHEHHI Mae OyTH 3a3HA4YCHO TMPi3BHINE, iM s, IO OATbKOBi, MiCIle MPOXKUBAHHS TPOMAJISTHUHA,
BHUKJIAZICHO CyTh MOPYIIEHOTO IWTAHHS, 3ayBa)KEHHS, MPOIO3MIli, 3asBU YW CKAprH, MPOXaHHS Yd
BuMorH. IlucbMoBe 3BepHEHHS MOBHHHO OYTH IIJNHCAHO 3asBHUKOM (3asiBHUKAMH) 13 3a3HAYEHHSIM
naty. Y 3BEpHECHHI TaKOK MOXe OyTH 3a3HAYCHO CJICKTPOHHY TOIITOBY aJIpeCy, Ha Ky 3asIBHUKY MOXKE
OyTH HaJICJIaHO BiJMOBiIb, 200 BIJOMOCTI IPO iHIII 3aCO0H 3B’SI3KY 3 HUM.

3BepHeHHs, odopmiieHe Oe3 JOTPUMAaHHS 3a3HAYCHUX BHMOI, IOBEPTAETHCS 3asBHHUKY 3
BIJIMOBITHUMHU PO3’SICHEHHSIMH HE TI3HIII SK 4Yepe3 NEeCATh JHIB BiJ THS HOTO HAJXOMKEHHS, KpiM
BUIIA/IKIB, Iepe10adeHnX MyHKTOM 8 IIbOT0 JOAATKY.

I'poMazastH MarOTh PABO 3BEPTATHCSA A0 3aKJIAJIB YKPAiHCHKOIO MOBOIO.

3BepHeHHs, O(opMIIeHI HaJC)KHUM YHMHOM 1 IIOJJaHI y BCTAaHOBJIEHOMY IOPSIKY, IIiJUIATar0Th
000B'SI3KOBOMY MPUHHSTTIO Ta PO3IVISAY.

3a00poHSEThCA BiAMOBAa B TPHUHATTI Ta PO3NIAAI 3BEPHEHHS 3 MOCHWIAHHAM Ha TOJITHYHI
TIOTJISIIN, TIAPTIHY HAJEeXKHICTh, CTaTh, BIK, BIPOCIOBiIaHHS, HAIlIOHAILHICTH TPOMAISTHUHA, HE3HAHHS
MOBH 3BEPHCHHSI.

SIKIO TMUTaHHS, MOPYILIEHI B OAEPKAHOMY 3aKJaJ oM 3BEPHEHHI, HE BXOAATh 10 HOro
MMOBHOBa)XCHb, BOHO B TEPMiH HE OUIBIIE M'ATH THIB MEPECHUITAETHCS HUM 32 HAJICKHICTIO BiJIOBITHOMY
OpraHy 4M MOCaJO0Bii 0C00i, MPO IO MOBIIOMIIETHCA TPOMAISHUHY, SKUH MOJAaB 3BEpHEHHSA. Y pasi
SKIIO 3BEPHEHHSA HE MICTUThH JAHWUX, HEOOXITHUX JJIS MPUHHATTSA OOIPYHTOBAHOTO PILIIEHHS 3aKJIAoM,
BOHO B TOM 7K€ TEPMiH OBEPTAETHCS TPOMAJITHUHY 3 BiJIMOBIIHUMHU PO3'ICHEHHSIMHU.

3a00pOHSAETHCS HAINPABIATH CKaprd T'POMasH Ul PO3IVISLy TUM OpraHaM abo I0CaJoBUM
ocobam, JIii 4u pILIeHHS SIKUX OCKAPXKYIOThCS.

ITucsMmoBe 3BCPHCHHA 0e3 3a3HayeHHS MiCLIfI MpOXXKHBaHHA, HE HiI[HI/ICS.HC aBTOpPOM (aBTopaMI/I), a TaKOX
Take, 3 AKOIro HEMOKJIMBO BCTAHOBUTHU aBTOPCTBO, BUBHAETLCA AHOHIMHHM 1 po3IisIay HE HiI[J'IHFae.

He po3misimatoTscst 3aKi1a1oM OBTOPHI 3B€PHEHHSI B/l OTHOTO 1 TOTO K TPOMAJSTHIUHA 3 OTHOTO 1
TOTO K IMUTAHHS, SKIIO TEepIle BUPIIIEHO MO CYTi, Ta 3BEpHEHHS 0Ci0, BU3HAHNX CY/IOM HEI1€31aTHUMHU.

PimenHst mpo mpuUNMHEHHS PO3MIALY TAKOTO 3BEPHEHHS NMpUIIMAae KEPIBHHUK 3aKiady, Ipo M0
MTOBIIOMIISIETBCST 0CO01, SIKa MoJ1aa 3BEpHEHHS.

3a00poHsETbCS TIepeciyBaHHs TPOMAJISH 1 WICHIB iX cCiMel 3a MoJaHHs 3BEpHEHHS /10 3aKJIa/liB 3a
KPUTHUKY Y 3B€PHEHHI iX IiSJIBHOCTI Ta PILIEHb.

Hixto He Moxke OyTH NPHUMYNICHHH 1O MOAAHHS BJIACHOTO YW IiJINHCAaHHS KOJCKTUBHOIO
3BepHEHHS a00 y4acTi B akIlisgx Ha MiATPUMKY 3BEPHEHB IHIIMX 0Ci0 YK opraHi3alii.



1.11. He nomyckaeTbcs pO3TOJOMICHHS ONEPKaHWX 13 3BEPHEHb BIJOMOCTEH IMPO OCOOUCTE KHUTTS
rpomajsiH 6e3 ix 3roam Ta iHIIOI iH(OpMaIlii, IKIIO e MOPYIIye MpaBa 1 3aKOHHI 1HTEPECH TPOMAISH.
He nomyckaeTbcst 3'sicyBaHHS NaHUX Npo 0coOy rpomalsiHuHA, SKI HE CTOCYIOThCs 3BepHeHHs. Ha
MPOXaHHs FPOMaJIIHUHA, BUCIIOBJICHE B yCHIA Qopmi abo 3a3HaueHe B TEKCTI 3BEPHEHHs, HE MiJIArae
PO3TOJIOIIEHHIO HOro Mpi3BUILE, MICLIE TPOKUBAHHSA Ta POOOTH.

IIs 3a0opoHa HE NOLIMPIOETHCS HA BUMNAAKH MOBIIOMIIEHHS iH(OpMaLii, 10 MICTHTbCA Y
3BepHEHHI, 0c00aM, sIKi MarOTh BIIHOIICHHS J0 BUPIIICHHS CIIPaBH.

1.12.  [is 3axony «IIpo 3BepHEHHsI T'poMaIsiH» HE TIOMIMPIOETHCS HA TMOPSAIOK PO3TIALY 3asB 1 CKapr
TpOMaJisiH, BCTAHOBJICHUH KpPUMIHAIBHUM TPOIECYaTbHUM, IHBUIBHO-TIPOIIECYAIEHUM, TPYIOBUM
3aKOHOABCTBOM, 3aKOHOAABCTBOM IIPO 3aXHCT €KOHOMIYHOI KOHKYpeHIIii, 3akoHamu Ykpainu «IIpo
cynoyctpii 1 craryc cynaiB» Ta «IIpo moctynm mo cymoBux pimeHb», KomekcoM aamiHICTpaTMBHOTO
CYIOYMHCTBa YKpaiHu, 3akoHamu Ykpainu «IIpo 3acaau 3amobiranHs 1 mpotuaii kopymuii», «IIpo
BUKOHABYE MPOBAKCHHSD).

1.13.  JlimoBOICTBO WIOAO 3BEPHEHb TPOMAASIH BEACTHCA Yy TOPSAKY, SKAW BCTAHOBIIOETHCS II€IO
[HCcTpyKLi€tO.

1.14. 3akmaam 3000B's3aHi PO3MISHYTH MPOIO3UIlT (3ayBaKCHHS) Ta TOBIIOMHTH TPOMAJISHUHA IIPO
pe3yabTaTé PO3IIISY.

1.15. 3akmaau 3000B'sA3aHi 00'€KTHBHO 1 BYACHO PO3IVISIATH 3BEPHEHHS, MEPEBIPATH BUKIAACHI B HUX
¢dakTH, mpUMaTH pIlIEHHS BIAMOBIAHO 10 YMHHOTO 3aKOHOJABCTBA 1 3a0e3redyBaTH iX BHUKOHAHHS,
MOB1TIOMJISITH TPOMA/JISTH NP0 HACTIIKY PO3MIISALY 3as1B (KJIOMOTAHBb).

BinmoBiap 3a pe3ynpraraMu po3nisiy 3asiB (KJIOMOTaHb) B 000B'SI3KOBOMY MOPSAIKY AETHCS TUM
3aKJIaJIOM, SIKM OTpHMaB Il 3asBM 1 JO KOMIIETEHI[] SIKOTO BXOJUTh BHUPIIICHHS MOPYLICHUX Y 3asBax
(KJTOTIOTaHHSX ) TUTaHb, 32 IMiIMTUCOM KepiBHHKA a00 0COOH, siIka BUKOHY€E HOTO 00OB'SI3KH.

PimenHs mpo BiAMOBY B 33/J10BOJIEHHI BUMOTI, BUKJIJICHUX Yy 3asBi (KJIOMOTaHHI1), JOBOAUTHCS /10
BilOMa TpPOMaJsSHUHA Yy THCHMOBINA (opMi 3 mocunaHHsIM Ha 3akoH Ykpainu «lIpo 3BepHEHHS
IpOMaJIiH» 1 BUKJIAJCHHAM MOTHBIB BIJIMOBHM, a TaKOX 13 PO3'ACHEHHSM IOPSJIKY OCKap)KEHHS
MIPUIHATOTO PIllIEHHS.

1.16.Cxapra Ha [1ii 4 pillIeHHs 3aKJIay MOAAETHCS y MOPSAKY IMiUICIIIOCTI BUIIOMY OpTaHy yIpaBIiHHS
OCBITOIO Ta/a00 3aCHOBHUKY 3aKJIa[y, 10 HE 11030aBiisie TPOMAsIHUHA MTPaBa 3BEPHYTUCA 10 CYLy
BIJINIOBI/IHO J10 YUHHOTO 3aKOHOJIAaBCTBA, a y pa3i BIICYTHOCTI TAaKOTo oprany abo HEe3rou rpoMasiHUHA 13
NPURHATHM 32 CKaprolo pillieHHAM — 6€3110CePeaHbO 10 CYLY.

1.17.1Ipono3unii (3ayBakeHHs1), 3asBU (KiIomoTaHHs) Ta ckapru lepoiB Paasncekoro Corosy, ['epois
Comianictuynoi IIpari, oci® 3 1HBadIAHICTIO BHACHIAOK BIMHU PO3MISAAIOTHCS KEPIBHUKAMH 3aKJIaJiB
ocobucTo.

1.18.I'pomManssHUH MOKE TTOJIATH CKapry ocoOMCcTo abo Yepe3 yIoBHOBaKEHY Ha IIe iHITy ocoOy. Ckapra B
iHTepecax HEMOBHOIITHIX 0¢i0 MOJAEThCS 1X 3aKOHHUMHU TPECTABHUKAMHU.

Jlo ckapru OMArOThCS JTOKYMEHTH, HEOOXiTHI IS pO3DNISIy CKapTH, SKi MICHA ii po3mIsmLy
MOBEPTAIOTHCS TPOMAISIHUHY.

1.19.Ckapra Ha pillIeHHs 3aKjajay Moke OyTH MoJjaHa 1o OpraHy yNpaBiliHHS OCBITOIO BHILOTO PiBHS Ta/abo
3aCHOBHUKY 3aKJIaJy IMPOTSATOM OJHOTO POKY 3 MOMEHTY HOro HMpUUHATTS, ajie He Mi3HIIIe OIHOTO
MICSAIIS 3 Yacy O3HaHOMJICHHS TPOMaJITHUHA 3 IPUUHATUM piteHHsM. CKapru, MmojiaHi 3 MopymeHHsIM
3a3HAUYEHOTO TEPMiHY, HE PO3IVISIIAI0OTHCA.

[Tponymenuil 3 MOBaXHOI MPUYMHHU TEPMIH MOXKe OyTH MOHOBJICHHH OPTaHOM UM IT0CAJI0BOIO
0c00010, 110 PO3ITISIAE CKAPTY.


https://zakon.rada.gov.ua/laws/show/2453-17
https://zakon.rada.gov.ua/laws/show/2453-17
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PinreHHst BHMIIOTO OpraHy YIPaBIiHHS OCBITOIO Ta/ab0 3aCHOBHHUKA 3aKiIajy, SIKUM poO3IisiiaB

CKapry, B pasi HE3roAu 3 HUM I'pPOMAsIHHUHA MOXXe OyTH OCKap»eHO 0 Cyly B T€pPMiH, nepeadaueHui
3aKOHO/IaBCTBOM YKpaiHU.

1.20.'pomansinuH, sIKUM 3BEPHYBCS 13 3asABOI0 UM CKapror 10 3aKiaay, Mae MPaBO: OCOOMCTO BUKIIACTH

apryMeHTH oco0i, 1110 IiepeBipsia 3asBy 4M CKapry, Ta OpaTtu y4acTb y
nepeBiplll NOAAHOT CKApTH UM 3asBU;
3HalloMuTHCS 3 MaTepianaMu NEPEeBIPKY;

[I0/IaBaTH JI0/1aTKOBI MaTepiayin abo HAIOJIATaTH Ha IX 3aIMTI 3aKJIaJI0M, SKHH PO3IVIsIa€ 3asBy UM
CKapry;

OyTH NPUCYTHIM IPU PO3IIIAL 3asiBU UM CKapIy;

KOPHUCTYBATHCS MTOCIyTaMH 0COOH, SIKa 3MIIHCHIOE TIPaBO3aXHCHY (QYHKIIIFO0, O(OPMHBIIHA I1e
YIIOBHOBa)KECHHSI Y BCTAHOBJIICHOMY 3aKOHOM TOPSIKY;

o€piKaTu IMMMCbMOBY Bi,I[HOBiI[I: PO pE3YIbTAaTU PO3MIALY 3asiBU YU CKApPIru;

BHCJIOBIIIOBATH YCHO 200 MMCHhMOBO BUMOTY IIO/IO0 JOTPUMAHHS TAEMHUII PO3IVISAY 3asBU UH
CKapru;

BUMAaraTd  BIAIIKOAYBAaHHS  30WMTKIB, SIKII0O BOHH CTaJM pPE3yJIbTaTOM  MOPYIICHb
BCTAHOBJICHOTO TOPSIIKY PO3IIISITYy 3BEPHEHb.
1.21.3axmamm y Mexax CBOiX ITOBHOBa)KEHB 3000B's13aHi:

00'eKTHBHO, BCEOIYHO 1 BYACHO MEPEBIPSITU 3asIBU YU CKAPTH;

y pa3i IpUHAHATTS pillleHHs] PO 0OMEKEHHS JOCTYITy TPOMaJITHUHA JI0 BiANOBIIHOT iHPOpMAaIIii
MIPU O3S 3asIBH Y CKAPTH CKJIACTHU TPO 1€ MOTHBOBAHY BiJIMOBY;

Ha MPOXaHHA TPOMASTHIUHA 3allpOIIyBaTH HOTO Ha 3aCiIaHHs 3aKJIafdy, 10 PO3MIAIAE HOTo 3asaBY
YU CKapry;

ckacoByBaThd a00 3MIHIOBaTM OCKapXKyBaHI DpIllEeHHS y BWIaOKax, MepeadadeHnx
3aKOHOJIABCTBOM YKpaiHH, SKIIO BOHM HE BIIIOBIAAIOTH 3aKOHY a00 IHIIUM HOPMATHBHUM aKTaM,
HEBIIKJIQJIHO BXXMBATH 3aXOJiB JI0 NPUIMHEHHS HEMPAaBOMIPHHX Mii, BUSBISATH, YCYBaTH NMPUYUHH Ta
YMOBH, SIKI CHPUSITU TIOPYIICHHSM;

3a0e3redyBaTd ITOHOBJICHHs MOPYIIEHUX IIpaB, peajbHe BUKOHAHHSA IPUHHATUX Yy 3B'A3KY 3
3asBOIO Y CKaprolo PillleHb;

MUCHMOBO TOBIJOMJISITH TPOMAJSHUHA PO pe3yibTaTH IMEPEeBIPKH 3asiBU YU CKApru 1 CYTh
MPUMHATOTO PIIIEHHS;

BXKMBAaTH 3aXOJiB IIOJO BiAIIKOMYBAHHS Yy BCTAHOBJICHOMY 3aKOHOM MOPSJIKY MaTepiallbHUX
30UTKIB, SKIIO iX Oyno 3aBAaHO TPOMAISHHHY B pPE3yJbTaTi MOPYIIEHHS HOro MpaB YM 3aKOHHUX
1HTepeciB, BUPIIIYBaTH MUTAHHS PO BIAMOBIAAIBHICTh 0C10, 3 BUHH SIKUX OYJI0 JOMYIIEHO MOPYIIECHHS;

y pa3l BU3HAHHS 3asABH YW CKaprd HEOOIPYHTOBAHOIO, PO3'ACHUTH TOPSAOK OCKApKEHHS
NPUKAHATOTO HEIO PIlICHHS;

HE JIONyCKaTH Oe3MiIcTaBHOI Iepeadi po3mIsay 3asB UM CKapT 1HIIUM OpraHaM;

0COOMCTO OpraHi3oBYBaTH Ta MEPEBIPSITH CTaH PO3MNISIY 3asB UM CKapr TPOMaJisiH, BXKHBATH
3aXOMiB 10 YCYHEHHS MPHUYMH, IO iX MOPOIKYIOTh, CUCTEMAaTHYHO aHANi3yBaTH Ta iH(QOpMyBaTu
TPOMAJICBKICTh TIPO Xif Ii€1 poO0TH Yepe3 po3MileHHs iHpopMallii Ha caiTi 3aKary.

1.22.3BepHeHHS] pO3MIANAIOTHCS 1 BUPIMIYIOTbCA y TEPMIH HE OUIbIIE OAHOTO Micaus Bix AHS iX
HA/IXO/DKEHHS, a Ti, SIKi He MOTPeOYIOTh JOIaTKOBOTO BUBYECHHS, — HEBIJIKJIATHO, ajie He



Hi3HIIIEe M'ITHAAUATH JHIB BiJ JHS iX OTpUMaHHA. SIKIIO B MICAYHHMIA TE€PMiH BUPILIMTH MOPYIIEHI y
3BepHEHHI THMTAHHS HEMOXJIMBO, KEPIBHUK 3aKJIaqy BCTAHOBIIOE HEOOXiTHUH TEpPMiH IJIs HOTro
pO3MIAY, MPO IO TOBIAOMIAETHCA 0CO01, sika mojana 3BepHeHHA. IIpu 1boMy 3arajbHUN TEpMiH
BUPILICHHS IUTaHb, IOPYLIEHUX y 3BEPHEHHI, HE MOXKE IIEPEBUIIyBaTH COPOKA II'SITU JIHIB.

Ha o6rpyHToBany nmucbMOBY BUMOTY TPOMASIHUHA TEPMiH PO3IIIALYy MOXKE OyTH CKOPOUYEHO BiJl
BCTaHOBJIEHOTO II€}0 CTATTEI0 TEPMiHY.

3BepHEHHSI TPOMaJsiH, SKI MalOTh BCTAHOBJIEHI 3aKOHOJABCTBOM IUIBIH, PO3IVISIIAIOTHCSA Y
MEPIIOYEPTrOBOMY HOPSAKY.

1.23.3axnagu po3misiatoTh 3BE€PHEHHS TPOMAJISIH, HE CTATYIOUH IUIATH.
1.24. KepiBHHUKY 3aKja/1iB 3000B's13aH1 MPOBOAUTH OCOOMCTUIA MPUIIOM IPOMAJISH.

ITpuiioM NpOBOAUTHCS PETYISIPHO Y BCTAHOBJICHI JIHI Ta roguHu. I'padiku npuitoMmy 10BOASTHCS
JI0 BiJlOMa IpOMaJIsiH uyepe3 po3MilleHHs iHpopmarii Ha caiiTi 3aknany. [lopsaok mpuitomy rpoMaisiH y
3aKjaji BUBHAYAETHCS HOTO KEPIBHUKOM.

VYci 3BepHEHHS TPOMaJISTH Ha 0COOUCTOMY MPUIOMi PeECTPYIOTHCS. SIKIIO BUPIIIUTH MTOPYIIIEH] B
YCHOMY 3BEpPHEHHI IUTaHHS 0E3II0CePEeTHHO HA OCOOUCTOMY MTPUHOMI HEMOXKIIMBO, BOHO PO3IIISIA€THCS
y TOMY JK TMOpPSIOKY, 110 W THChbMOBE 3BEepHEHHs. [Ipo pe3yibTaTd po3MIsLy TPOMAISHHUHY
MOB1TIOMJISIETHCSI MTUCHMOBO 200 YCHO, 32 Oa)KaHHSIM I'POMA/ISTHUHA.

1.25.0co0u, BuHHI y mnopyueHHi 3akoHy Ykpainu «IIpo 3BepHEHHS TrpoMajsH», HECYTh LUBLIbHY,
a/IMiHICTpaTUBHY a00 KpUMiHaJbHY BiNOBINAJIBHICTD, IEpeOaYeHy 3aKOHOJABCTBOM YKpaiHH.

1.26.VY pa3i 3a0BOJIEHHsT CKapTH 3aKiaj abo mocaaoBa 0co0a, sKi MPHIHUIA HEeTTPaBOMIpHE PillICHHS 1010
3BEPHECHHS TPOMAJITHUHA, BiIIIKOJOBYIOTh HOMY 3aB/IaHi MaTepiaibHi 30MTKH, MOB'sI3aH1 3 TOAAHHIM 1
PO3IIIAZIOM CKapru, OOIPYHTOBaHI BUTpPATH, IMOHECEHI y 3B'A3KYy 3 BWI3JIOM IS PO3IVISAY CKapru Ha
BHMOTY BIJINMOBITHOTO OpraHy, i BTpadeHWi 3a Ied yac 3apoOiTok. Cropu Mpo CTATHCHHSI BUTpAT
PO3IIIAIAIOTHCS B CYIOBOMY TTOPSIIIKY.

I'poMansiHUHY Ha HOro BUMOTY 1 B MOPSAIKY, BCTAHOBIEHOMY YHHHUM 3aKOHOZABCTBOM, MOXKYTh
OyTH BIJIIIKOJOBaHI MOpaJibHI 30MTKH, 3aBIaHI HEMPABOMIPHUMH JisSMH a00 PINICHHSMHU 3aKJIany 9d
M0CaJ0BOI 0COOM IpU po3MIsAll ckapru. Po3mip BiAIIKOIYBaHHS MOpPAJbHUX (HEMalWHOBHX) 30MTKIB Y
IPOILIIOBOMY BHpPa3i BU3HAYAETHCS CYIIOM.

1.27.1lonaHHst TpOMaTHUHOM 3BEpHEHHS, SIK€ MICTHTh HaKJeN 1 00pa3u, AUCKPEIUTALII0 3aKiIaay Ta Horo
MOCaJOBUX 0Ci0, 3aKIMKH J0 PO3MAIIOBAHHS HAIlIOHAIBHOI, PaCOBOI, PENIriiiHOI BOPOXKHEUl Ta 1HIINX
I, TATHE 32 COOOO0 BiNOBINATIBHICTD, IEPEI0AYCHY YHHHUM 3aKOHOITABCTBOM.

1.28.Burparu, 3po0iieHi 3akiazoM y 3B'SI3KYy 3 NMEPEBIPKOI0 3BEPHEHb, SKI MICTATH 3aBiJOMO HETPaBIHMBI
BIZIOMOCTI, MOXKYTb OyTH CTATHYTI 3 TPOMa/ISHUHA 32 PILLICHHSAM CY/LY.

2. Oprani3auis 1i710B0ACTBA 32 3BePHEHHSIMH I'POMA/ISIH

1. JIiToBOACTBO 3a TPOMO3WINSIMH (3ayBaKEHHSMH), 3asBaMU (KJIOMOTAHHSAMH) 1
CKapramMy I'pOMaJsiH B 3aKJIaji 3A1MCHIOETHCS Ha 3acajaX, BU3HaYEHHX Haka3oM MiHiCTepcTBa
OCBITH 1 Hayku Ykpainu Bix 25 depBHs 2018 poxy Ne 676 «IIpo 3arBepmxenHs [HcTpykuii 3
JUTIOBOJICTBA JIJIS 3aKJIa 1B 3aralbHOI cepeaHbOI OCBITHY.

[lopsimok BenmeHHS AUTOBOACTBAa 3a 3BEPHEHHSAMH TIPOMAJfH, SKi MICTATh BIJOMOCTI, IO
CTaHOBJIATH JepXKaBHY ab0 1HIIY TAEMHHMIIO, SIKA OXOPOHSETHCS 3aKOHOM, BU3HAYAETHCS CHEIIaIbHUMU
HOPMaTHBHO-TIPAaBOBUMH aKTaMHU.

Ocobucra BIANOBIAATIBHICTE 32 CTaH AUIOBOJICTBA 3a 3BEPHEHHSMH I'DOMAJISH MOKJIAJA€ThCS Ha
KEpiBHUKA 3aKJIaTy.



2. VYci mpomo3uuii, 3asgBM 1 CKapru, L0 HAIIWNUIKM, NOBUHHI NpuiAMaruci Ta
peecTpyBaTuCs y JieHb iX HaJIXO/DKEHHS, a Ti, 10 HAJIWIUIM Yy HepoOOuMid JIeHb Ta 4ac, —
HACTYIIHOTO HICJIsl HbOTO POOOUOTO JIHS .

3. OO6nik ocobucToro NpuiioMy rpoMasiH BeAEThCs Y KypHanax (0odamok 20). [TucbmoBe
3BEPHEHHS, OTpUMaHE 3a JOMOMOTo0 IHTepHeTy, 3aco0iB EJIEKTPOHHOTO 3B’SI3KY (CIEKTpOHHE
3BEpPHEHHSI), TIEpe]] PEECTPAIIIECI0 PO3APYKOBYETHCS Ha MAIEPi.

KypnanbHa ¢opma peecTpalii Mpomo3uiii, 3asB 1 CKapr Ta 0O0JIKYy OCOOMCTOro mnpuiiomy
TPOMAJISTH JTOTYCKAETHCS 3 PIYHUM 00CSITOM HaaxomKkeHHs 10 600 mpomo3uiliid, 3asB Ta CKapr 1 TaKOO K
KUIBKICTIO 3B€pHEHb I'POMAa/ISIH Ha 0COOMCTOMY IpuiioMi.

EnextpoHHe 3BEpHCHHS MPHUIMAETHCS HA BH3HAYCHY CJCKTPOHHY aJpecy ab0 MUIIXOM
3aITOBHEHHS €JIEKTPOHHOT (popMH, KA pO3MIIITYETHCS Ha OQiIliifHOMY BeO-caiTi opraHi3ariii.

I[aTOIO nogaHHsA CJICKTPOHHOI'O0 3BCPHCHHA € JaTa HAAXOIKCHHs 3BCPHCHHA Ha BU3HAYCHY
€JIEKTPOHHY aJpecy abo jJara 3aloBHEHHS €NeKTPOHHOI (opMU Ta 11 BiAnpaBieHHs. SIKIIO eneKTpOHHE
3BepHEHHS HAIINIIIO HA BU3HAYCHY EIEKTPOHHY a/Ipecy y HepoOounii IeHb Ta 4ac, TO JAaTO0 MOJaHHS
€JIEKTPOHHOTO 3BEPHEHHS BBAKAETHCS HACTYITHUM ITICJI HHOTO pOOOYHH 1€Hb.

Po3mimena Ha odimiiiHOMy BeO-caiiTi 3akiiany eJeKTpoHHa ¢opMa NMOBHHHA MaTH Tpadu yis
3a3HaueHHs] TPOMAJSHUHOM CBOTO TIPI3BHINA, iIMEHI, MO OaThKOBI, MICI MPOXHUBAHHS, €IEKTPOHHOI
MOILITOBOI ajapecH (BigomMocTed mpo iHIII 3aco0u 3B’SI3Ky 3 HUM), BUKJIAQJEHHS CyTi MOPYLIEHOTO
MUTaHHS, 3ayBayKEHHS, MPOTO3UIIii, 3asBU UM CKapTy, MPOXaHHs YU BUMOTH, JaTH MOJaHHS 3BEPHEHHSI.

VY pazi konu JyuIsl pO3IISAY EIEKTPOHHOTO 3BEpHEHHS 0 CYTi He0OX1THO 3a3HauaTH MepCoOHaNbHI
JaHl 3asBHMKA a00 IHIIMX 0Ci0, 3a BUHATKOM THX, IO MICTIThCS Yy 3BEpPHEHHI, 3asBHUKY BapTO
3BEPHYTHCS 3 YCHUM 200 MUCHbMOBHM 3BEPHEHHSIM.

[TuceMOBI Ta yCHI MpOMO3UIli, 3asgBH 1 CKapru, MojaHi Ha OCOOMCTOMY MPHIOMI, TaKOX
PEECTPYIOTHCA HA PEECTPALlIfHO-KOHTPOILHUX KapTKax.

PeectpariiiiHo-KOHTpOJIbHA KapTKa TPOTO3MIINA, 3asB 1 CKapr, KapTka OOJiKy 0coOucToro
MpUIIOMY TPOMaJISTH BeIyThCs 3T1THO 3 BKa3iBKaMU II0/I0 iX 3allOBHEHHSA (00d0amok 21).

4. 'V pa3si HaAXOIDKEHHS NOBTOPHUX IPOIO3MIIIN, 3asB 1 CKapr iM HAaJlA€ThCSl YEPrOBHMA
peecTparliiiHuii iHIeKC, a y BIINOBiIHINA rpadi peecTpaliiHO-KOHTPOILHOI KapTKH, KypHAITY
a0o Ha BIAMOBITHOMY TIOJNI PEECTPAIiHO-KOHTPOIBHOI KapPTKH 3a3HAYAETHCS PeECTparliiitHmiz
1H/IeKC TepIIoi MpoIo3ullii, 3asBH, ckapru. Ha BepXHbOMY MOJII MEPIIOro apKylla MOBTOPHUX
NpPOMO3UILiil, 3asfB 1 cKapr mpaBopyd 1 Ha peecTpaliiiHuX QopMax poOUTHCS IO3HAUYKa
"ITOBTOPHQ" i miioupa€eTbcsl BCe TOTEPEAHE JTUCTYBAHHS.

[Tpomo3wuriii, 3asBK 1 CKaprd OTHOTO W TOTO K TPOMASTHMHA 3 OJHOTO 1 TOTO XK IMHUTAHHS, IO
HaJICIIaHl pI3HMM aJpecaraM 1 HaJIMIUIM Ha PO3DISAA 10 OJHOTO M TOro K 3aknamy (ayOserHi),
OOJIIKOBYIOTBCSL 32 PEECTPALlifHUM 1HIEKCOM TMEepIIOi MPOIMO3MIlii, 3asBU 1 CKapru 3 JTOAAHHSIM
MOPSIKOBOTO HOMEpA, 110 MPOCTABISAETHCS uepe3 npid, Hanpukiaz, 1-401/1, [1-401/2, 1-401/3.

5. VYV pa3l BUKOPUCTaHHS KapTKOBOI (OpMHU peecTpallii MpOMNO3HIlii, 3asiB 1 CKapr
KUTBKICTDh MPUMIPHUKIB PEECTPAIIHHO-KOHTPOJIBHUX KapTOK BHU3HAYAETHCS YUCIOM KapTOTEK,
0 BeayThes B 3akiani. Kaprorekn MoxyTh (opMyBaTucs 3a pO3MIIIEHUMH B asihaBITHOMY
MOPSIKY TPI3BHIAMHU 0Ci0, BiJ SKWX HAIIWAIUIN MPOIO3MIIT, 3asBH 1 CKaprH, 3a TEMaTHKOIO
MOPYIICHUX Y HUX MHUTaHb, 200 5K Y XPOHOJIOTIYHOMY MOPSAKY.

6. VY pa3i komm mpo pe3yabTaTH PO3IISAY MHUCHBMOBOI IPOIO3UIN, 3asBH, CKApTH
HEoOXiTHO TIOBIIOMHTH 1HIITY OpraHi3allito, yci IPUMIPHUKH PEECTPAIIHHO-KOHTPOJIBHUX GOopM
Ta



NEepUIMHA apKyIl KOHTPOJIbOBAHOTO 3BEpHEHHS Mo3HayaroThes ciioBoM "KOHTPOJIb" a6o niteporo
HKH

ITpono3uii, 3asBu 1 CKapry, Ha sIKi JAIOThCS MOTEPEIH] BiNOBIIl, 3 KOHTPOJIO HE 3HIMAIOTHCA.
KoHTpons 3aBepuryeTbcss TUTBKH INCIAS TPUWHATTS PIMICHHS 1 BXUTTS 3aXOIiB IIMOMO BUPIIMICHHS
MIPOTO3UILiT, 3asiBH, CKapru. PilIeHHS Mpo 3HATTSA 3 KOHTPOJIO MPOIO3MIIN, 3asB 1 CKapr MpUHMAarOTh
MOCaI0B1 0COOU, K1 MPUHHSIIN PIILIEHHS PO KOHTPOJIb.

7. Y pasi Koiu 3a pe3yJbTaraMu po3rIsAy TPOITO3HUIIii, 3a5B 1 CKapT JaroThCs MUChbMOBI
Ta YCHI BIANOBiAI POOMUTHCS BIANOBIIHUI 3aluC y peecTpaliifHO-KOHTPOJIbHUX (opMax Ta y
JOKyMEHTax CIpaBd Ha BUIBHOMY BIJ] TEKCTy MICIi OCTaHHBOTO apKyma (KpimM wicd,
MPU3HAYCHOTO JIJIS TiAMTMBKY) a00 B OKpEeMiil TOBiIIi.

[HIeKC TMCHMOBOT BIAMOBII CKJIAAETHCS 3 PEECTPAIIMHOTO 1HIEKCY Ta HOMepa crpaBu (3a
HOMEHKJIATYpPOIO), JI0 SKOI MiJIINBAETHCS MPOMO3HULLis, 3asiBa a00 cKapra pa3oM 3 JOKYMEHTaMH IIOJ0 iX
BUPIIIECHHS.

8. BinmosiganeHi 0cO0H, SIK1 BEyTh TIJIOBOJICTBO 332 3BEPHEHHSIMH IPOMAJISH, IIIOPOKY 00
15 ciuna TOTYIOTH AN KEpiBHHKA 3aKiaay Marepiaqu Juid aHalizy W y3araJbHeHHA y Qopmi
AQHAJIITUYHMX JOBIJJOK. AHATITHYHI JIOBIIKA IOTOYHOTO XapaKTepy CKIaal0ThCs B Mipy MOTpeOu.

9. TIlpomo3wuuii, 3asBU 1 CKapru rpoMajsH Micis iX BHPIMIEHHS 3 yciMa JOKyMEHTaMHU
11010 iX pO3MIALY 1 BUPILIEHHS Ta MPUMIPHUKOM PEECTPALifHO-KOHTPOIBHOI (OPMH MArOTh
OyTH TIOBEPHYTI BIAMOBIJaTbHUM 0CO0aM, SIKi BEAyTh TIIOBOJACTBO 32 3BE€PHEHHSIMH I'POMA/ISH,
s (OpMyBaHHs CIIpaBM, KapToTeK, OaHKy aaHux. PopMmyBaHHsA 1 30epiraHHs crpaB y
BHUKOHABIIIB 3a00POHSIETHCS.

JIOKyMEHTH PO3MIIIYIOThCSA y CIIpaBax y XpOHOJIOTIYHOMY a0 ayiaBiTHOMY nopsiaky. Koxkna
MIPOMO3UIIis, 3asBa, cKapra 3 yciMa JJOKyMEHTaMU 1010 1i pO3MIALy 1 BUPILMICHHS] CTAaHOBISTH Y CIIpaBi
CaMOCTIiHy Tpymy 1 BMIIIYIOTbCS B M'AKY OOKJIaJAMHKY. Y pa3i ofepKaHHsS MOBTOPHOI MPOMO3MIIII,
3as1BU, CKapru abo MosIBU JI0JAaTKOBUX JOKYMEHTIB BOHH ITiJIINBAIOTHCS 0 TAHOI IPYIH JOKYMEHTIB.

[Tig yac hopmyBaHHS cIipaB MEePEBIPSIETHCA MPABUIIBHICT CIPSMYBAHHS JOKYMEHTIB /10 CIIPaBH,
iX KomrmIekTHiCTh. HeBupimeni mnpomo3uiiii, 3asBU, CKaprd, a TaKOX HEMpaBHWIbHO O(hOpMIIeHI
JOKYMEHTH ITiIIIMBATH JI0 CTIPaB 3a00POHSIETHCS.

OO6xnaguHKa cripaBu 0(OPMIIIETHCS 32 BCTAHOBICHOIO (POPMOIO (dodamok Ne 7 00 nocmanosu
KMY gio 14.04.1997 Ne 348).

10. 3akmax 30epirae mpomos3ullii, 3asiBM 1 CKapru A HaJaHHs JOBI1IOK 1 BUKOPUCTAHHS
iX B IHIIMX LIJISX.

BignoBiganpHICTh 3a 30€peXeHHs IOKYMEHTIB 3a IPONO3MIISAMH, 3asiBaMH 1 CKapramu
MOKJIAIAEThCSl HA KEpiBHUKA 3akKjaay, IHIIMX IOCaJoBHX O0CI0 opraHizamid BIiAMOBITHO 10 iX
(yHKIIOHATBHUX 00OB'SI3KIB.

Tepmin 30epiraHHs JOKYMEHTIB 3a TMPOIO3HWILISIMH, 3asgBaMHU 1 CKapraMu BU3HAYAETHCS
3aTBEPIHKCHOIO B 3aKJIaJli HOMEHKIJIATYPOIO, IO YTBOPIOETHCS Y MPOIECi HOro MisimbHOCTI. Sk TipaBHIIO,
BCTaHOBITIOETHCS IT'ATUPIYHAN TEPMiH 30epiraHHs MPOIIO3HIlii, 3asB 1 CKapT Ta JJOKyMEHTIB, IIOB'sI3aHUX
3 1X pO3IVISIIOM 1 BUPIIIEHHSIM.

[TocTiitHO nitoda ekcrepTHa KOMICiA 3aKiaxy MOXKe NPUHHATH pIIeHHS Npo 301UTbIICHHS
TepMiHy 30epiranas a00 Tpo MOCTiHE 30epiraHHs HAWIIHHIIINX TPOMO3HIN TpoMaisH.PimenHs
eKcTIepTHOI KoMicii mpo 301bIICHHS TepMiHIB 30epiraHHs JOKYMEHTIB 3a MPOIO3MIISIMH, 3asBaMHU 1
cKapramu, Tpo BimOip iX I MONAJbIIOTO 30epiraHHs IiUIATalOTh OOOB'S3KOBOMY 3aTBEpPKEHHIO
KEPiBHUKOM 3aKJIaTy.

11. CopaBu, MmO MmUISITalOTh MOCTIHHOMY, a TakoX TUMYacoBomy (moHam 10 pokiB)
30epiraHHIo, MepesaroThCs 10 apXiBy 3aKJady uepe3 J1Ba POKH IicCis 3aBEPIISHHS JIJI0OBOICTBA
3a



Humu. CrpaBy, IO HiATaloTh TUMYacoBoMy 30epiranHio (10 10 pokiB BKIIIOYHO), IEPENAIOTHCS 10
apxiBy 3a PIIICHHSAM KEPiBHHKA 3aKJIaTy.

ITicns 3aKiHYEHHS BCTAHOBJIEHUX CTPOKIB 30€piraHHs 3BEpHEHHS TPOMAJISH Ta JJOKYMEHTH 1100
iX po3mIsAAy MIJUIATatoTh 3HUILEHHIO Y MOPSAIKY, BCTAHOBICHOMY MIiH IOCTOM.

3. IIpo3sopicthb Ta indopManiiiHa BIIKPUTICTH 3aKIa1y OCBITH

1. 3axman 3000B’s13aHUI ONPUITIONHIOBATH HAa CBOEMY BebOcaiiTi (y pasi Horo BiACYyTHOCTI
— Ha BeOcaiTi 3aCHOBHMKA 3akiany)iH(popmallito Tpo CBOI [isUIBHICTH 3TIHO TEPEIiKy,
Bu3HaueHoro crarrero 30 3akony Ykpainu «IIpo ocBity»:

CTaTyT 3aKiaiy;

JIIEH3110 Ha TPOBA/KEHHS OCBITHBOI MIsLTLHOCTI; CTPYKTYPY
Ta OpraHy yNpaBIIiHHS 3aKJIAaY;

KaJpOBHH CKJIAJ 3aKJIaay 3TiHO 3 JIIEH3IHHUMU YMOBaMH,

OCBITHI MPOTpaMH, 110 peai3yroThcs B 3aKJIali, Ta MEPEITiK OCBITHIX KOMITOHEHTIB, 110
nepeadavYeHi BiIMOBIAHOIO OCBITHROIO MMPOTPAMOI0;

TEPUTOPII0 0OCITYTrOBYBaHHS, 3aKPIIJICHY 3a 3aKJIaZ0M 3aCHOBHHUKOM;
JEH30BaHuN 00csAT Ta (PaKTUYHY KUTBKICTh OC10, SIKI HABYAIOThCA Y 3aKIall;
MOBY (MOBH) OCBITHBOTO IIPOIIECY;

HASBHICTh BAaKaHTHHX T0CA/I, TIOPSIIOK 1 YMOBH MPOBENIEHHS KOHKYPCY Ha 1X 3aMimeHHs (y pasi
HOTo MPOBEACHHS);

MarepiaabHO-TEXHIYHE 3a0e3eueHHs 3aKIaay (3riIHO 3 JIEH3IHHUMH YMOBAMH);

pe3yAbTaTH MOHITOPUHTY SKOCTI OCBITH;

PIYHMIA 3BIT PO JISUTBHICTD 3aKIAIY;

MpaBujIa NpUoMYy 10 3aKJIajy;

YMOBH JOCTYIHOCTI 3aKJIa/1y JJIs1 HaB4aHHs 0C10 3 0COOJMBUMU OCBITHIMU MOTPEOAMU; EPETIK
JIOATKOBHMX OCBITHIX Ta 1HIIUX MOCIYT, IX BapTiCTh, OPSIO0K HAJAHHS Ta OIJIATH; IPaBHiIa
MOBEIIHKH 3/100yBava OCBITH B 3aKJIa/li;

IUIaH 3aX0/1iB, CIIPSIMOBAHUX Ha 3an00IraHHs Ta IPOTHUIII0 OyJIiHTY (LIbKYBaHHIO) B 3aKJIa/Ii;

MOPSZIOK MOJIaHHS Ta pO3MIALY (3 JOTPUMAHHAM KOH(IIESHIIHHOCTI) 3asB PO BUMAIKU OYyITiHTY
(IIbKYBaHHS) B 3aKJIaIi;

MOpSAJOK pearyBaHHS Ha JOBEACHI BHUMaaku OymiHry (UbKyBaHHS) B 3aKiaji
Ta BINOBIIAJBHICTb 0C10, MPUUETHUX 10 OyIIHTY (LbKYBaHHS);

pe3yIbTaTH IHCTUTYIIIHHOTO ayIUuTy; pe3yabTaTh
IPOMaJICHKOI aKpeTUTaLil 3aKIany;

iHIIy 1HopMarllis, [0 ONPWIIOAHIOETbCS 32 PpIIIEHHSAM 3akiany abo Ha BUMOTY
3aKOHO/JJABCTBA.

2. 3akman, y pasi OTpUMaHHS IyOJiYHUX KOIITIB, 3000B’SI3aHHMI ONPHUIIOIHIOBATH
KOIITOPHC 1 ()iHAHCOBUH 3BIT PO HATIXOMKECHHS Ta BUKOPHCTAHHS BCIX OTPUMAHUX KOIITIB,



iHpOpMaIil0o Mpo Mepeiik ToBapiB, poOIT 1 MOCIHYr, OTPUMAHUX sK OnarofiiiHa pomomora, i3

3a3HaYeHHSIM iX BapTOCTi, a TAaKOXK MPO KOIITH, OTPUMaHi 3 I1HIIKUX JDKEpen, He 3a00pOoHEHUX
3aKOHOAABCTBOM.

3. Indopmamis Ta JOKYMEHTH, SKIIO BOHM HE BiHECEH1 a0 Kareropii iHdopmarii 3
00MEXEHHUM JIOCTYIIOM, PO3MIMIYIOTHCS ISl BIIKPUTOTO JOCTYITY HE Ti3HIIIE HIXK Yepe3 JeCATh

p060‘{I/IX ,Z[HiB 3 OHA ix 3aTBCPIPKCHHA YW BHCCCHHSA 3MIiH J0 HHUX, SAKIIO 1HIIIE HE BU3HAYEHO
3aKOHOM.



Homaroxk 1
1o [HCTpyYKIIiT 3 AUTOBOACTBA 3aKIaTy
(mynkr 11 posniny I)

IH®OPMALIA
NPO NOPSAIOK 3AiliCHEHHs Ta 3a0e3MeYeHHs] MPaBa rPOMAJsIH YKpaiHu
HA J0CTYN 10 my0JaiuHol iHdopmaii , 110 3HAXOAUTHCS Y BOJIOAIHHI 3aKJ1ajliB

1. TlyOmiyna indopmaris 3akimamy — 1€ BioOpakeHa Ta 3aJ0KyMEHTOBaHA Oyab-SIKHMHU
3aco0amu Ta Ha Oyab-SKHUX HOCIAX iH(popMallis, 1o Oyna orpuMaHa abo CTBOpEHa B IIPOIIECI BUKOHAHHS
3aKJIaJIOM CBOiX OOOB'A3KiB, Mepen0aueHNX YHHHUM 3aKOHOJIABCTBOM, a00 sIKa 3HAXOUTHCS Y BOJIOAIHHI
3aKiIamy.

2. 3akiany € po3MmopsTHUKaMU iH(opMaIllii, sKi He3aJe)KHO BiJl HOPMAaTHBHO-TIPABOBOTO aKTa,
Ha TIACTaBl SKOTO BOHHM JifOTh, NMPH BUPIMIEHHI THUTAaHb IIOAO0 IOCTYIy 10 iHGopMarlii MaroTh
kepyBartucs 3akoHoM Ykpainu «IIpo noctyn no my6GmiuHoi iHpOpMarii» (1ani — 3aKOHOM).

3. 3aKOH HE MOUIMPIOEThCS HA BIJHOCHHU MO0 OTPUMaHHs iH(pOpMAIl] 3aKiaJaMH IpH
3MIACHEHHI HUMH CBOIX (PYHKIIIH, a TAKOXK HA BITHOCHHH y cepi 3BepHEHb IPOMAJISH, SKi PETYITIOIOTHCS
CreLiaTbHUM 3aKOHOM.

4. octyn o my6aiuHo1 iHpopMallii 3aKi1aIiB 31HCHIOETHCS. HA TPUHLUMIIAX:
1) mpo30opocTi Ta BIAKPUTOCTI IiSIBHOCTI 3aKJIa/1iB;

2) BUIBHOTO OTPUMAaHHs, MOLIMPEHHS Ta Oy[b-SKOrO I1HIIOTO BHKOPUCTaHHS iH(opMarlii, 1o
Oysa HajgaHa abo OTMPHITFOHEHA 3aKJIaIoM, KpiM 00OMEKeHb, BCTAHOBJIICHUX 3aKOHOM;

3) pIBHONPABHOCTI, HE3AJIEKHO Bl O3HAK pacH, MOJNITHYHUX, PENITiHHNX Ta IHIINX EPEKOHAHb,
CTaTi, €THIYHOTO Ta COI[IaJIbHOTO IMOXO/KEHHs, MalHOBOTO CTaHy, MICISl MPOXKMBAaHHS, MOBHUX a0o0
IHITUX O3HAK.

5. Hoctyn no indopmariii 3aKkiaaiB 3a0€3Meuy€eThCs MUTTXOM:

1) cucTtemMaruyHOro Ta ONEpPAaTUBHOIO ONPHIIOAHEHHS 1H(OpMalii: B OQIIHHUX JPyKOBAaHUX
BUJAHHAX; Ha o¢iuiiHuX BeO-caiiTax B Mepexi [HTepHeT; Ha iHpOpMaLIMHUX CTeHJaX; OyIb-sSKUM
IHILIIM CIIOCO00OM;

2) naganHg iH(opMaIlii 3a 3anmuTamMu Ha iH(OpPMaIIiIo.

6. Indopmairiero 3aknaay 3 0OMEKESHUM TOCTYIIOM €: 1) KoHbiAeHIIIiHA iHdopMartis; 2) TaeMHa
iHpopMartis; 3) ciry:x60Ba iHpopMaIris.

7. OOMexeHHs TOCTyITy 110 iH(popMaItii 3iHCHIOETHCS] BUKJIFOYHO IS

1) oxopoHHU 3]10pOB'S YYaCHUKIB OCBITHBOTO IPOIECY, Ul 3aXMCTy iX pemyTauii abo 1HIINX
paB, JUIs 3aro0iraHHs po3roJIOIIEHHIO 1H(pOopMaIlii, ofep:KkaHo1 KOH(1ACHIIHHO;

2) HeposroJjomieHHs iHdopMarllii, sika MOXKE 3aBIaTH ICTOTHOI IIKOJAM IHTEpecaM yJacHHKAM
OCBITHBOTO TIPOIIECY.

8. Indopmamis 3 oOMe)eHUM JOCTYIIOM Ma€ HaJaBaTHCS 3aKajoM, SIKIIO BiH MPaBOMIPHO
OTIPHUJIIOTHMB i paHirIe.

9. Indopmanist 3 0OMexXeHUM AOCTYIIOM Ma€ HAJaBaTHCA 3aKJIaJOM, SKIIO HEMA€ 3aKOHHUX
MiJCTaB 151 OOMEKEHHS Y IOCTYIII JI0 Takoi iH(popMaIlii, siki iCHyBaJIHl paHille.

10.He moxe Oyt oOMexeHO IocTyn 10 iH(popMmalii Mpo PpO3HOPSUKEHHS OHOIKETHUMHU
KOIIITAMH, BOJIOMIHHS, KOPUCTYBAHHS UM PO3MOPSKCHHS JCPKaBHUM, KOMYyHAJIbHHUM MallHOM, Y TOMY
YHCIIl IO KOMii BIAMOBITHUX JTOKYMEHTIB, YMOBH OTPUMAaHHS ITUX KOIITIB YW MaiiHa, MPi3BHUIIA, iIMEHa,
1o 0aThKOBI (iI3MYHUX OCI0 Ta HAMEHYBaHHS FOPUIUYHUX OCI0, SIKi OTPHMAJIIH IIi KOIITH a00 MalHO.



11. OOMmexeHHIO AOCTYyIy MijuisArae iHpopmalis, a He JOKYMEHT. SIKIIO JOKYMEHT MiCTUTb
iHpopMaIlito 3 0OMEKEHUM JIOCTYIOM, JIJsi O3HAWOMJICHHS HagaeTbea 1H(GOpMaIis, AOCTYI IO SKOI
HEOOMEXEHUH.

12.Koninenniitna indopmaris — iHpopMalis, AOCTyHn A0 sKoi oOMexeHo (i3udHO0 abo
IOPUJIMTYHOI0 0C00010, KPIM 3aKJIa/iB, TA KA MOXE IOIIUPIOBATHCSA Yy BU3HAUEHOMY HUMHU IOPSAKY 3a
iXHIM Oa)kKaHHSIM BIATOBIIHO A0 NepeadaueHnX HUMU YMOB.

3akmamu, SKi BOJOMIFOTH KOH(DimeHIiHOW iH(OpMaIliel, MOXKYTh TMONIMPIOBATH ii JIAINE 3a
3rofioro 0cib, siki OOMEXWIH AOCTYM A0 iH(pOopMalii, a 3a BIICYTHOCTI TaKoi 3roJiu — JIUIIE B iHTepecax
HaIlioHaJTLHOT 0€3MeKH, EKOHOMIYHOTO T0OpOOYTY Ta MpaB JIIOAUHHU.

13.TaemHa iH(popManiss — iHpoOpMallis, PO3TOJOIIEHHS $KOI MOXKE 3aBIaTH IIKOAU 0Co0i,
CyCHinbCTBY 1 AepxaBi. TaeMHOIO BU3HAETHCS 1HGOpMaIlis, siKa MICTUTh JAepXkaBHY, Npodeciiiny,
0aHKIBCBKY TA€EMHHIIO, TAEMHHIIO JOCYJOBOTO pO3CIIAyBaHHA Ta IHIIy TepeadaueHy 3aKoHOM
TAEMHUITIO.

14. To cmyx00B0T1 MOJKe HajeaTu Taka iHpopmMarlis:

1) mo wMmicTUTbCA B JOKYMEHTaxX 3akjajiB, SKi CTAaHOBIATh BHYTPIIIHIO CIYyXOOBY
KOPECIOHJICHIII0, JIOTIOBI/IHI 3alMCKH, PEKOMEHallii, SIKIIO0 BOHM TOB'SI3aHI 3 PO3POOKOI0 HANpPSIMY
JISUTBHOCTI 3akiaay a0o 3IIHCHEHHSM KOHTPOJBHUX, HANIAMOBHX (YHKIIM Iep:KaBHUMHU OpTaHAMH,
MIPOIIECOM MIPUHHSTTS PIllIeHb 1 MePEeIyI0Th IyOIIYHOMY OOTOBOPEHHIO Ta/ab0 MPUIHSTTIO PIllICHB;

2) 3ibpaHa B mpoIlieci OIepaTuBHO-PO3NIYKOBOI, KOHTPPO3BIMYyBAIBHOI MisSUTBHOCTI, y cdepi
000pOHU KpaiHH, SIKY HE BiTHECEHO JI0 JePKaBHOT TAEMHHUIII.

JlokymMeHTaM, 1110 MiCTATh iH(pOpMaIlito, sika CTAaHOBUTH CITY)KOOBY iH(OpMAIIit0, IPUCBOIOETHCS
rpu@ «ams ciry>kO00BOT0 KOPUCTYBAHHSD).

[lepenik BizoMOCTeH, IO CTAHOBIATH CIY>KOOBY iH(OpMAILiIO, KU CKIala€ThCs AepKaBHUMU
OpraHami, OpraHaMi MICIIEBOI'O CaMOBPSIIyBaHHS, IHIIUMU Cy0'€éKTaMH BJIaIHUX IIOBHOBAaXEHb, Y TOMY
YHCIIl HA BUKOHAHHS JIeJIETOBaHUX ITOBHOBa)KEHb, HE MOXKe OyTH OOMEKEHUM Yy JOCTYII.

15. Koxkuuil y4acHHUK OCBITHBOTO MPOIIECY Ma€ MPaBo:

1) 3narm y mepion 30upanHs iHdopmarlii, ane 10 movyarky il BUKOPUCTAHHS, SKi BIJOMOCTI PO
HBOTO Ta 3 SIKOI0 METOIO0 30UparoThCs, SIK, KUM 1 3 SIKOIO METOI0 BOHU BUKOPUCTOBYIOTHCSA, IEPEAAIOTHCS
YH MOIIUPIOIOTHCS, KPIM BUIIAJIKIB, BCTAHOBJIEHUX 3aKOHOM;

2) noctyny no iHdopMmanii mpo HBOTO, siKa 30Upa€eThes Ta 30epiraeThes;

3) BUMaratu BUTIPABICHHS HETOYHOI, HEMOBHOI, 3acTapiyioi iH(opmalii mpo cede, 3HUIICHHS
iHpopMariii mpo cebe, 30MpaHHs, BUKOPHCTAHHS 49X 30epiraHHs sKOI 3MIHCHIOETHCS 3 MOPYIICHHIM
BHUMOT 3aKOHY;

4) Ha O3HaWOMIIEHHS 3a PIICHHSM Cyay 3 iHPOPMAIE€0 PO IHMHKX 0Ci0, KO 11e HeOOXiTHO
JUIA peasti3allii Ta 3aXUCTy MpaB Ta 3aKOHHUX 1HTEPECIB;

5) Ha BIAIIKOAYBaHHS IIKOAM y pasi PO3KpUTTS iH(OpMalii mpo mo ocoly 3 MOpYIIEHHSM
BHUMOT, BU3HAUEHUX 3aKOHOM.

16.06c¢csr irdopmartii mpo ocoly, Mo 30UpaeThes, 30epiracTbCst i BAKOPUCTOBYETHCS 3aKIIAIOM,
Mae OyTH MaKCUMaJIBHO OOMEKEHUM 1 BUKOPHCTOBYBATHCS JIUIIEC 3 METOIO Ta Yy CIOCIO, BU3HAUYCHUI
3aKOHOM.

17.3akmamu, sKi BOJOAIFOTH iH(POPMAIII€I0 TPO YYACHHUKIB OCBITHHOTO TPOIIECY, 3000B's13aHi:

1) HagaBatu iM Oe3nepemkogHO 1 OE3KOTOBHO 1H(OpMALiIO, fKa iX CTOCY€ThCS, KpiM
BUIIAJIKIB, IEpe0aueHnX 3aKOHOM;



2) BUKOPUCTOBYBATH 11 JIUIIIEC 3 METOIO Ta y CIIOCIO, BU3HAYCHU 3aKOHOM;

3) BKUBATH 3aXO/iB 1010 YHEMOXJINBJICHHS HECAaHKI[IOHOBAHOTO JOCTYIY A0 Hel 1HIINX
oci0;

4) BUIIPABIIATH HETOUHY Ta 3acTapiiy iH(opMallito mpo ocid caMocTiifHO a00 Ha BUMOTY
0Ci10, IKHUX BOHA CTOCY€ThCS.

18.30epiranns iHpopMarii mpo ocoly He MOBUHHO TPUBATH JOBIIE, HIK 1€ HEOOXITHO IS
JOCSITHEHHST METH, 33115 K01 1151 iH(dopMartis 30upaacs.

19.BigmoBa ocobi B mocTymi o iH(opMarlii npo Hei, IPUXOBYBaHHS, HE3aKOHHE 30MpaHHS,
BUKOPUCTaHHS, 30epiranHs 4y NOIUPEHHs 1H(OopMaIlii MOXKYTh OyTH OCKap>KeHi.

20.[Ty6miuna indopmaris y ¢popmi BIIKpUTHUX AaHHUX — 1€ MyOniuHa iHopMmartis y dpopmari, mo
JI03BOJISIE 11 aBTOMAaTH30BaHe OOPOOJICHHS EICKTPOHHUMH 3aco0aMU, BUTBHHI Ta 0€30TUIaTHUIN JOCTYI
70 Hei, a Takoxk ii momanbIle BUKOPUCTAHHA. 3aKkiaay 3000B’s3aHi HaJaBaTu MmyoOIidHy iH(opMario y
(dbopMi BIIKpUTHX AHUX HA 3aIUT, ONMPUIIOIHIOBATH 1 PEryJIIPHO OHOBIIIOBATH ii HA CBOIX BeO-calTax.
[TyGOmiuyna indopmaliis y ¢opmi BIIKPUTHX MaHUX € JO3BOJICHOIO Ui il MOAANbIIOr0 BiIHLHOTO
BUKOPHCTAHHSI T MOIIUPEHHS.

21.bynp-sika 0coba MOXe BUIBHO KOIIIOBATH, ITyOJiKyBaTH, MOMIMPIOBATH, BUKOPUCTOBYBATH, Y
TOMY YHCJII B KOMEPIIHHUX IUIAX, Y MOEIHAHHI 3 1HIIOK iH(opMaIliero ado MUISIXOM BKIIFOYCHHS JI0
CKJIaJly BJIACHOTO TPOMYKTY, MyOdiuHy iHpopMaIliro y ¢GopMi BIIKPUTHX JaHHX 3 O0OB’SI3KOBHM
MOCHUJIAHHSIM Ha JDKEPENIO OTPUMAaHHS Takoi iH(popmaltii.

22.Ily6niuna iH(opMaLis, 1110 MICTUTh EPCOHANBHI JAaH1 (13UUHOT 0COOHU, ONPHUITIONHIOETHCS Ta
HAJA€ThCS Ha 3amuT y (GOpMi BIIKPUTHX JAHUX Y pa3l TOAepKaHHS OIHI€T 3 TAKUX YMOB:

1) mepcoHayIbHI JaHi 3HEOCOOJICHI Ta 3aXHIeH] BianoBiaHO a0 3akoHy Ykpainu «[Ipo 3axuct
MEPCOHAIBHUX JaHUX);

2) ¢iszuuHi ocobu (cyO’eKTH JTaHWX), TIEPCOHATBHI JaHi SKUX MICTAThCA B iHpoOpMaIii y dhopmi
BIZIKDUTHX JAaHUX, HAJAIM CBOIO 3rOjy Ha MOIIMPEHHS TAKUX AAHUX BIAMOBITHO J0 3aKOHY YKpaiHH
«IIpo 3aXUCT MEPCOHATBHUX TAHUX);

3) HajaHHA Y4 ONPWIIOAHEHHs Takoi 1H(POpMaLlii nepeadayeHo 3aKOHOM;

4) oOMexeHHs IOCTymy a0 Takoi iHdopmamii (BimHeceHHs ii 0 iHopmarii 3 oOMeXeHUM
JIOCTYTIOM) 3200POHEHO 3aKOHOM.

23.TlocanoBsi Ta cayk00B1 0COOM HE MiJIATAIOTH IOPUANYHIN BINOBIAIBHOCTI, HE3BAXKAIOUH HA
MOPYIIEHHS CBOIX 00OB'S3KIB, 32 PO3ToNOIIEHHs iH(opMallii Ipo MpaBoONOpyIIEHHs a00 BiIOMOCTEH, 1110
CTOCYIOTBCSI CEpHO3HOI 3arpo3d 3I0pOB't0 4H Oe3Meli rpoMaIsiH, TOBKIJUIIO, SKIIO 0co0a MpH IbOMY
KepyBayacsi J0OpUMH HaMipaMH Ta Maja OOIpyHTOBaHE NEpeKOHAHHs, 10 1H(OPMaIlis € JOCTOBIPHOIO,
a TaKoX MICTUTH JIOKa3M MPaBOMOPYLIEHHS ab0 CTOCYEThCSA ICTOTHOI 3arpo3M 3A0pOB'I0 4M Oesmeni
rpoMajsiH, TOBKLLIIO.

24. Cy0'ekTamMu BiTHOCHH y cepi JOCTyIy J0 MyOaiqHO1 iHpopMarlii €:

1) 3anurtyBadi iHpoOpMamii — (izuuHi, OpUIUUHI 0co0H, 00'€HAHHS IpoMaisH 0e3 craTrycy
FOPUIMYHOT 0COOH, KpiM CyO'€KTIB BIIaJHUX TOBHOBAXCHb,

2) po3MOPSTHAKY iH(OpMAITiT;

3) CTPYKTYpHHMH Mmigpo3ain abo BigmoBimadbHa 0co0a 3 MUTaHb JIOCTYIYy JIO IyOJIYHOI
1HpOpMaIil po3nOpsIHHUKIB iHGOpMAITii.


https://zakon.rada.gov.ua/laws/show/2297-17
https://zakon.rada.gov.ua/laws/show/2297-17
https://zakon.rada.gov.ua/laws/show/2297-17

25. 3akmaau 3000B's13aHi:

1) ompumogHtoBatH iH(opMarltito, nepeadadeny crarrero 30 3akony Ykpainu «IIpo ocBiTy»;
2) CUCTEeMaTU4HO BECTH OOJIK JOKYMEHTIB, 10 3HAXOIATHCS B IXHBOMY BOJIOJIHHI;

3) Bectu 00K 3aMMTIB Ha iH(OPMALLiIO;

4) BU3HAYATHU CIEMialibHI Micls Il POOOTH 3amUTyBaviB 3 JOKyMEHTaMH YH iX KOIISMH, a
TaKOXK HaJaBaTH MPaBO 3alMTyBadyaM POOWTH BHITMCKH 3 HUX, QoTorpadysary, KOMOBaTH, CKAHYBaTH
ix, 3anrcyBatu Ha Oy/b-sKi HOCIT iHpopMaIlii ToIIo;

5) Maru choewiaqbHl CTPYKTYpHI MNiAPO3AUIM abo NpU3HAYaTH BIANOBIJAIBHUX OCIO s
3a0e3IeveHHs JOCTYITy 3alUTyBadiB 70 iHdopMaIlii Ta OnprIrOMHEHHS 1HPOpMAIIii;

6) HajaBaTH Ta OMPIIIONHIOBATH JOCTOBIpHY, TOYHY Ta MOBHY iH(pOpMaIlio, a TaKoX y pasi
noTpeOH MepeBipsTH NMPaBUIBHICTH Ta 00’ €KTUBHICTH HA/IaHOI iH(POPMAIIi] | OHOBIIIOBATH ONIPIITIOHEHY
iHpOopMaILito.

3akmamu  (GOpPMYIOTH BIIKPUTI Ta 3arajbHOMOCTYITHI pecypcd 3 iH(OpMAIE PO CBOKO
JISUTBHICTD Ta ONPWIIIOAHIOIOTH Taky iH(opmaunito. JocTyn no Takoi iHdopMalii oci0d 3 MOpyIIeHHIM
30py MOKe 3a0e3redyBaTucs B pi3HUX (opMax Ta 3 ypaxyBaHHIM MOXKJIMBOCTEH 3aKJIaay OCBITH.

26.3aknanu, 1O MarlTh JINEH31I0 Ha MPOBAPKEHHS OCBITHBOI ISJIBHOCTI, 3000B’s3aH1
3a0e3nevyBaTn Ha CBOiX BeO-caiitax (y pasi iX BIJICYTHOCTI — Ha BeO-caliTaX CBOIX 3aCHOBHHKIB)
BIIKPUTHH OCTYN 10 Takoi iHopmallii Ta JOKyMEHTIB:

1) craryt 3aknany;

2) mirensii Ha MPOBaHKEHHS OCBITHBOI JiSUTBHOCTI;

3) CTpyKTypa Ta OpraHu ynpaBIiHHA 3aKJIaJy;

4) kaapoBUH CKJIaJ 3aKJIaay 3TiHO 3 JIILEH31MHUMH YMOBaMHU;

5) OCBITHI TporpamMu, IO PEaTi3yIOThCSA Yy 3aKiaidi, Ta MEpeNIiK OCBITHIX KOMIIOHEHTIB, IO
nependavYeHi BiIMOBIAHOIO OCBITHROIO MPOTPAMOI0;

6) TepuTopisi 0OCIYyTOBYBaHHS, 3aKpilieHa 3a 3aKJIaI0M HOTO 3aCHOBHUKOM;

7) nineH30BaHUM 00CAT Ta (aKkTHYHA KIJIBKICTh 0Ci0, sIKi HABUAIOTHCS Y 3aKIIai;
8) mMoBa (MOBH) OCBITHHOTO MPOIIECY;

9) HasBHICTH BaKaHTHHX MOCAJl, MOPSJOK 1 YMOBH HMPOBEICHHS KOHKYpCY Ha X 3amirieHHs (Y
pasi oro mpoBeIeHHS);

10) marepianbHO-TeXHIYHE 3a0€3MeUeHHs 3aKiany (3riAHO 3 JTIIEeH31HHIMH YMOBaMHu);

11)HasBHICT, TYPTOKUTKIB Ta BUIBHHX MICIIb y HHX, pO3MIp IUIaTH 3a MPOXUBaHHS (3a
HasIBHOCTI);

12) pe3ynbraT MOHITOPUHTY SIKOCTI OCBITH;

13) piuHMii 3BIT PO MiSITIBHICTH 3aKIAY;

14) mpaBuia npuiiomMy J10 3aKIamy;

15) yMOBHM TOCTYITHOCTI 3aKiIay JUisi HABYaHHS OCi0 3 0COOMMBUMH OCBITHIMHU TIOTpeOamu;
16) po3mip miaru 3a HaBYaHHS 37100yBayiB OCBITH (32 HAsSBHOCTI);

17)nepenik JOAATKOBUX OCBITHIX Ta 1HIIUX MOCIHYT, IX BapTICTh, MOPSA0K HAJAHHS Ta OIJIaTH;



18) mpaBuia moBemiHKY 3100yBada OCBITH Y 3aKJIaJi;
19)mnan 3axoiB, CIPSIMOBAHUX Ha 3aM00ITaHHS Ta IPOTHIII0 OyIiHTY (LIbKYBAaHHIO) Y 3aKJai;

20)mopsAI0OK TOMAHHS Ta Po3mIsIAy (3 JOTPUMAHHAM KOH(DINEHIIHOCTI) 3asB TPO BHITAJIKH
OymiHTy (LIbKyBaHHS) y 3aKJIai;

21)nopsAoK pearyBaHHS Ha JOBEICHI BUMNAAku OymiHTy (I[bKyBaHHSA) Y 3akjiaal Ta
BIJNOBIANBHICTD 0C10, MPUYETHUX 70 OYyMiHTY (LIbKyBaHH);

22)iHma iHdopmalis, OO ONPUIIOIHIOETHCS 3a pIIIEHHSAM 3akjiagy abo Ha BHUMOTY
3aKOHO/JJaBCTBA.

3akmaay, Mo OTPUMYIOTH IyOJIivHI KOIITH, Ta iX 3aCHOBHUKHU 3000B’s3aH1 ONPUITIOMHIOBATH Ha
CBOiX BeO-caiiTax KOITOPHC 1 (hiHAHCOBHIA 3BIT MPO HATXOMHKEHHS Ta BUKOPHCTAHHS BCIX OTPUMAaHUX
KOIUTIB, iH(pOpMAIIiI0 PO MepeiiK ToBapiB, poOIT 1 MOCIYT, OTPUMAHUX SIK OyarojiiHa JOMoMora, i3
3a3HaYeHHSIM iX BapTOCTi, a TaKOXK MpPO KOWITH, OTPUMAHI 3 IHIIMX JOKepeld, He 3a00pOHEHHMX
3aKOHOJIaBCTBOM.

[ndopmartiss Ta JOKYMEHTH NPO HAAXOMKEHHS MyOIIYHUX KOIUTIB, SAKIIO BOHU HE BIAHECEHI 10
Kareropii iHdopMarlii 3 0OMeXEHUM TOCTYIOM, PO3MILIYIOThCS ISl BIIKPUTOTO JOCTYIy HE Mi3HIIIE
HIK 4epe3 AeciaTh poOOYMX AHIB 3 THS iX 3aTBEP/UKEHHS YW BHECEHHS 3MiH /10 HHX, SKIIO iHIIE He
BH3HAYEHO 3aKOHOM.

Ilepenik momarkoBoi iH(opmarii, 000B’SI3KOBOI ISl ONPWIIOAHCHHS 3aKjaJaMd, MOXKE
BU3HaA4YaTHUCA CHeHiaHLHI/IMI/I 3aKOHaMMH.

27.Iadopmariis, mependadeHa TyHKTOM 26, mimisarae oOOOB'SI3KOBOMY ONPWIIIONMHEHHIO Ha
BeO-caiiTi 3aKiiaJly HEeBIIKIAIHO, ajie HEe Mi3HIIIe M'STH POOOYHX ITHIB 3 JIHS 3aTBEPPKCHHS JTOKyMCHTA.
Taka iH(opMaltisi ONPHITIOAHIOETHCS 13 3a3HAYCHHSM JIaTH OTIPYITFOMHCHHS TOKYMEHTA 1 JIaTH

28.HeBinkmaHOMYy ONPHWJIIOJHEHHIO MmijuArae Oynp-sika iHGopMamis mpo ¢axkTtd, Mo
3arpOXKyIOTh JKUTTIO, 3710pPOB'I0 Ta/ab0 MaifHy 0ci0, 1 PO 3aX0H, K1 3aCTOCOBYIOTHCS Y 3B'SI3KY 3 LIUM.

29. KepiBHUK 3aKjaay BiAMOBiAae 3a 3a0e3MeYeHHs AiSUTbHOCTI BiAMOBIAAILHOI OCOOU 3 MUTaHb
JIOCTYITy J10 myOJiuHOi iHpopMallii 3aKiamy, BiMOBIJATBHIX 32 OMPAIlOBaHHS, CHCTEMAaTH3allii0, aHAITi3
Ta KOHTPOJIb OO0 33JI0BOJICHHS 3aIIUTy Ha iH(pOpMaIliio, HaJaHHsS KOHCYJIBTAIlIH 111 yac 0(hOpMIICHHS
3aIUTY, @ TAKOXK 3a ONPHIIIOAHCHHS iH(hOopMaIlii, mependadyeHoi UM 3aKOHOM.

3anmuT, MmO NPOWIIOB PEECTPALil0 B YCTAHOBICHOMY 3aKJIaJOM MOPSIKY, OOpOOISIEThCS
BIJIMOBITATLHUMH 0CO0aMH 3 TUTaHb IOCTYITy 10 MyOmiuHO iHdopMarrii.

30.ITapnaMeHTCHKUN KOHTPOJIb 32 JOTPUMAHHIM IpaBa JIOOUHM HAa AOCTYH 10 iHQopmarii
311MCHIOEThCS YIIOBHOBaXkeHUM BepxoBHoi Paan Vkpainu 3 mpaB JIOAWHH, TUMYACOBUMH CIILAUYUMHU
koMmiciamu BepxoBHoi Pagu Ykpainu, HapogHUMH JenyTaTaMu YKpaiHu.

31.Tpomancekuii KOHTPOJb 3a 3a0e3IMEUeHHSAM 3aKJIaaMH JIOCTYIy 10 MyOiiyHol iHdopMmartii
3IIMCHIOEThCS JIEMyTaTaMd MICLEBUX paj, IPOMAJCHKMMHU OpraHi3alisMH, TPOMAJIChKUMH paJaMHu,
IPOMaJISTHAMH  OCOOMCTO IIUISIXOM IPOBEICHHS BiJNOBITHUX T'POMAJCHKHX CIyXaHb, TPOMaJICHKOI
eKCIIePTH3H TOIIIO.

32.Jlep>xaBHHI KOHTPOJIb 32 3a0e3MeueHHsIM 3aKiIaaMH AOCTYIy 10 iHpopMarii 311HCHIOETbCS
BI/IMOBITHO /IO 3aKOHY.



33.lnsa 3abe3meyeHHs] 30€peXeHHS Ta JOCTYMy M0 MyOmiyHOi iH(opmarii JOKYMEHTH, IO
3HAXOMATHCSA Yy 3aKiafax, MiIAraroTh OOOB'S3KOBI peecTparlii B cUcTeMi OO0JiKy 3akiamy, B T. 4. Y
HOMEHKJIATYi.

34.3anut Ha iHpOpPMaIiIO — IIe TPOXaHHS 0COOM 10 3aKjaxy HaJaTH MyOniuHy iH(opMallito, 1110
3HAaXOJHUTHCS y WOro BOJOAIHHI. 3amWTyBad Ma€ MPaBO 3BEPHYTHCSA A0 3akKjaay i3 3aluToOM Ha
iH(pOpMaIlil0 HE3aJeKHO BiJ TOTO, CTOCYEThCS L 1H(OpMaLis HOro ocoOMcTo 4M Hi, 0€3 MOsSCHEHHS
NPUYHHU TTOJIAaHHS 3aITUTY.

35.3amut Ha iHpOpMalio MOXe OyTH IHAMBIAyaJbHUM ab0 KOJEKTUBHUM. 3alUTH MOXYTb
MoJaBaTuCsi B YCHIM, MMCbMOBIA uu iHWIN (opmi (momroro, ¢akcoM, TeaePOHOM, €IEKTPOHHOIO
TMOIIITOX) HA BUOIp 3anuTyBada. [[MCEMOBHUH 3aIUT MOMAETHCS Y TOBUTBHIN (popMi.

36. 3anut Ha iHPOPMAIIIFO MAa€ MICTHTH:

1) iM's (HaliMeHyBaHHs) 3aMMUTyBaya, TOIITOBY ajpecy abo aapecy eNeKTPOHHOI MOINTH, a
TaKOXX HOMEP 3aco0y 3B'SI3KY, AKIIO TAKHUH €;

2) zaranpHMi omuc iH@opMarlii ado B, Ha3BY, PEKBI3UTU M 3MICT JOKYMEHTA, LIOAO SKOTO
3pO0JIEHO 3aMuT, SKILIO 3aUTyBauy 1€ BIIOMO;

3) miammc i gaty 3a yMOBY TIOJAHHS 3alUTy B MMUCHMOBIH Gopmi.

37.V pasi SKIWO 3 MOBaKHUX MPUYMH (IHBATIIHICTH, OOMEXeH1 (Pi3MYHI MOMIIMBOCTI TOLIO)
ocoba He MOXKe MOJaTH MUCHMOBHIA 3aIUT, 1Oro Mae O(OPMHUTH BiNIOBIajIbHA 0c00a 3 MUTaHb TOCTYITY
10 myOniyHoi iHdopmarllii, 00OB'SI3KOBO 3a3HAUMBIIM B 3allUTI CBO€ IM's, KOHTAKTHUIl TenedoH, Ta
HAJaTH KOTIIO 33Ty 0C00i, sika HOTO rmoasa.

38.3axman Mae HajaTH BIATOBiNb HA 3amMT HA iH(OPMAIi0 HE Ti3HIIIE T'ITH POOOYHX ITHIB 3
JHSI OTPUMAaHHSI 3aITHTY.

39.V pasi Ko 3anuT Ha iHpOpMaIlilo cToCyeThes iH(popMallii, HEOOXiAHOT I 3aXHUCTY KUTTS
91 cBOOOAM OCOOM, IMIONO CTaHy JOBKULIA, SIKOCTI Xap4OBHUX MPOMYKTIB 1 MPEAMETIB MOOYTY, aBapii,
KatacTpod, HeOE3MEUHNX MPUPOTHUX SIBUII Ta IHIINX HAI3BUYAWHUX TMOJIH, IO CTATUCST a00 MOXYTh
CTaTUCh 1 3arpOoXKyIOTh Oe3Mmeli rpoMajsH, BIAMOBiI, Mae OyTHW HajaHa He Ti3Hime 48 ToawH 3 JHS
OTpUMaHHsI 3anuTy. KionoraHHs mpo TepMiHOBE ONPAIFOBAHHS 3aIIUTY Ma€ OyTH OOTPYHTOBAHHM.

40.VY pa3si K110 3aIUT CTOCYETHCS HAJJaHHS BEJTUKOr0 00cATy 1HpopMallii abo norpedye MomyKy
iHpOpMaIii cepea 3HAYHOI KUTBKOCTI JTaHMX, 3aKJIa] MOXE MPOJOBKHUTH CTPOK pO3MIsAy 3amuTy 10 20
poOoumx JHIB 3 OOTPYHTYBaHHSIM TAaKOTO MPONOBKEHHS. [Ipo TpoMOBKEHHS CTPOKY 3aKJIa MOBIOMIISIE
3amMUTyBa4a y MUCHbMOBIH (GopMi He Mi3HiIIe I'ITH POOOYNX JHIB 3 AHS OTPUMAHHS 3aIUTY.

41.1ndopmariiss Ha 3amUT HAJAETbCS OE3KOLITOBHO. Y pasi, SKIIO 3aJ0BOJEHHS 3alUTy Ha
iHpopMaIlito nependadae BUTOTOBICHHS KO JOKyMEHTIB 00csaToM Outhn sk 10 CTOPiHOK, 3amUTyBa4y
3000B's13aHMIA BiIIKOMYyBaTH (DaKTUYHI BUTPATH Ha KOMIIOBAHHS Ta JIPYK.

Po3mip (akTHUHUX BUTpAT BU3HAYAETHCS BINMOBITHUM 3aKJIaJOM Ha KOMIIOBaHHS Ta JIPYK Y
MeXax TPaHMYHUX HOPM, BCTAHOBJIEHHX mocTtaHoBoto Kabinery MinicTpiB Ykpainu Big 13 mumus 2011
poky Ne 740 «IIpo 3aTBepIKEeHHS rPaHUYHUX HOPM BHUTPAT Ha KOIiOBaHHS a00 IPYK JOKYMEHTIB, IO
HAJAarOThCS 3a 3alUTOM Ha iH(popMariito». Y pas3l KO 3aKia]] He BCTAHOBHB PO3MIpYy IUIaTH 3a
KOITiFOBaHHSI 200 JpyK, iHPOpMaIlisi HAJA€ThCsT OE3KOIITOBHO.

ITpu HamanHi ocobi iHdopmanii npo cede Ta iHpopMallii, 1110 CTAHOBUTH CYCNUILHUN iHTEpEC,
IUIaTa 3a KOIMIOBAaHHS Ta JIPYK HE CTATYETHCS.



42. 3akiaa Ma€ MpaBo BiIMOBUTH B 33JI0BOJICHHI 3aIUTy Y TAKUX BUTIAIKAX:

1) 3akiman He Bosonie 1 He 3000B'A3aHMI BIANOBIIHO 10 HOro KOMIETEHINli, mepeadadeHoi
3aKOHOABCTBOM, BOJIOMIITH 1H(OPMAITi€F0, TIIOIO SIKOi 3pOOJICHO 3aITUT;

2) iHdopmarlis, 1110 3aMUTY€EThCS, HAJIEKHUTH 10 KaTeropii iHpopMarlii 3 00MeXEeHUM JT0CTYIIOM;

3) oco0a, sika Togaa 3amuT Ha iHdopMaIlio, He orvlatuia nepeadaderi myHkroM 41 dakruuni
BUTpATH, MOB'A3aH1 3 KONIIOBaHHAM a00 IpyKOM;

4) He IOTpUMaHO BUMOT JI0 3alUTY Ha iHPOpMaLli0, NepeadaYeHux MyHKToM 36.

43.BiamoBige 3akiamy mpo Te, IO iH(opMaiis Moxke OyTH ofep)kaHa 3aluTyBadeM i3
3araJbHOOCTYITHUX JPKEpel, a00 BIAMOBIIb HE TIO CYTi 3Ty BBAKAETHCS HETIPABOMIPHOIO BiIMOBOIO
B HaJaHHI iH(OpMaIii.

44 3aknan, SKAW HE BOJIOMIE€ 3allUTYBaHOIO 1H(OpMAI€l0, ane sSKOMYy 3a CTarycoM ado
XapaKTepoOM AisUTBHOCTI BiIoMO ab0 Mae OyTH BiIOMO, XTO HEIO BOJIOAI€E, 3000B'I3aHUI HAIIPABUTH IICH
3aMUT HAJICKHOMY DPO3NOPSIIHUKY iH(pOpMALii 3 OJHOYACHHM IOBIJIOMJICHHSM MpO i€ 3aluTyBada. Y
TaKOMy pa3i BIIJIK CTPOKY PO3IISAY 3amuTy Ha iH(GOpMAIliI0 MOYMHAETHCS 3 JAHS OTPUMAHHS 3aIHUTy
HAJICXKHUM PO3MOPSITHUKOM.

45. Y BiZMOBI B 33/I0BOJICHHI 3amKTy Ha iH(OpMaIlito Mae OyTH 3a3HAYEHO:

1) mpi3Buie, iM's1, IO OaTHKOBI Ta MOCAy 0COOH, BiIIOBIIaIBLHOI 32 PO3IIIS 3AIKUTY Y 3aKJIaIi;
2) naTty BiJIMOBH;

3) MOTHMBOBaHY MiICTaBYy BiJIMOBH;

4) mopsAI0K OCKap>KeHHS BiIMOBH;

5) migmnuc.

BinMoBa B 3a/10BOJICHHI 3anuTy Ha iH(GOpMAIIiI0 HATAE€THCS B IMUCHMOBIH opMmi.

46.BincTpouka y 3aJ0BOJIEHH] 3alUTy Ha 1H(OPMAIIO TOMYCKAETHCS Yy pasi, SIKIIO 3alUTyBaHa
iH(popMarlis He Moke OyTH Ha/aHa JJisi O3HAOMIIEHHS B TiepeadaueHi CTPOKHU y pa3i HacTaHHsA 00CTaBUH
HernepeOopHOi cuiy. PilieHHs mpo BiACTPOUKY JOBOJUTHCS /10 BiJIOMA 3allUTyBaya y MUCbMOBIH (opmi 3
PO3'ICHEHHSIM MOPSI/IKY OCKap)KeHHs IPUIHATOTO PIlICHHS.

47. Y pimeHHi mpo BiJICTPOYKY B 33I0BOJICHHI 3aIUTY Ha iHPOpMaIliro Mae OyTH 3a3HAYCHO:

1) mpi3BuIe, iM's1, MO OATHKOBI Ta MMOCay 0COOH, BIAMOBITANBHOI 32 PO3IIIS 3aMUTY Y 3aKIai;
2) nary HajcwiIaHHS a00 BpyYeHHS TIOBIIOMIICHHS TIPO BiICTPOUKY;

3) mpuuyuHM, y 3B'SI3KY 3 SKUMH 3a0UT Ha 1HQOpMalilo He Moke OyTH 3aJOBOJICHUH Yy
BCTAHOBJICHUH CTPOK;

4) cTpoK, y SKui Oy/ie 3aJ0OBOJICHO 3aIuT;
5) miamnmc.

48.Pimenns, aii yn Oe3MisNbHICTh 3aKJIaiB MOXYTh OyTH OCKapIKEHi JI0 3aCHOBHUKA 3aKJIay,
BUII[OTO OPTaHy YIPaBIIiHHS OCBITOIO a00 Cy1y.



CaTI;

49. 3anuTyBauy Ma€ NIpaBO OCKAPKHUTH:

1) BiZMOBY B 3a/10BOJICHHI 3alUTy HA iH()OpPMAILiO;

2) BIZICTPOUKY 3aJ0BOJICHHS 3aIIUTY Ha iH(opMaIlito;
3) HeHaaHHS BIAMOBI/I Ha 3aMUT Ha iHPOPMAILIiIO;

4) HaJaHHS HEJIOCTOBIPHOT a00 HEMOBHOI iH(OpMaILii;
5) HecBoeyacHe HaTaHHS 1H(pOpMAIIii;

6) HeBHKOHAHHS 3aKJaJaMH 000B'SI3KY ONPHIIIOAHIOBATH 1H(OPMAIIi0 Ha BIACHOMY BeO-

7) iHuI pimeHHs, aii 9u Oe3/IisUTbHICTD 3aKIIaIiB, 0 MOPYIIMIA 3aKOHHI IpaBa Ta IHTEPEeCH

3aruTryBayda.

50.OckapskeHHS pillleHb, Tii 94U Oe3isUTbHOCTI 3aKIaliB 10 CyAy 3MIMCHIOETHCS BIAMIOBITHO /10

Kopekcy anMiHICTPaTHBHOIO CYIOUYMHCTBA YKpPaiHU.

51.BinnoBiganpHICTh 32 TMOPYLIEHHS 3aKOHOIABCTBA MPO JOCTYyN 10 MyOniyHOi iH(popMmarii

HECyTb 0COOM, BUHHI Y BUNHEHHI TAaKUX MOPYIICHb:

1) HeHa/laHHS BiJMOBIJII HA 3aITUT;

2) HeHajaHHsA iH(GOpMAIIil Ha 3aIUT;

3) 6e3mijcTaBHA BiIMOBA y 33/I0BOJICHHI 3aUTy Ha iH(OpPMAILiIO;

4) HeonpwIIOAHCHHS iH(OpMaItii;

5) HagaHHs a00 ONPHITIOAHEHHS HEJOCTOBIPHOT, HETOUHOT 200 HEMOBHOT 1H(pOpMAITii;
6) HecBOE€YacHE HaJaHHS iH(OpMaIlii;

7) HeoOTpyHTOBaHE BiIHECEHHS iH(pOpMAIIii 10 iHpOopMaIIii 3 0OMEKEHHM OCTYIIOM;
8) He3miliCHEeHHS peecTpallii JOKYMEHTIB;

9) HaBMHUCHE IPUXOBYBaHHS a00 3HUIIEHHS 1H(OpPMAIlii Y1 JOKYMEHTIB.

52.0co0u, Ha TyMKy SIKMX iXHI [paBa Ta 3aKOHHI IHTEpECH MOPYIIEH] 3aKIalaMu, MalOTh MIPaBoO

Ha BIJIIKOyBaHHs MaTepiajbHOI Ta MOPAJIbHOI IKOJIU B MOPSAKY, BU3HAUEHOMY 3aKOHOM.


https://zakon.rada.gov.ua/laws/show/2747-15




Homarok 2
1o [HeTpykIii 3 mimoBoacTBa 3akiany (MyHKT 1.5
pozniny 1)

BUMOI'

10 o(popMIIeHHSI PeKBI3UTIB Opra”izaniiiHO-po3nOPAIIOI JOKyMeHTail

HasBa Bumorn
Cxnan 1 — HallMEHYBaHHS IOPUIUYHOI 0COOU BHUILIOTO
PEKBI3UTIB piBHS 2— HaliMeHYBaHHS IOPUAUYHOI 0COOU
JIOKYMEHTIB 3— HaliMeHyBaHHS CTPYKTYPHOTO MiAPO3LTY IOPUAUYHOI 0COOU

| 4— MOBIIKOBI JIaHI TIPO IOPHINYHY 0COOY
5— xon ¢popmMu JOKyMEHTa
6— KoI I0pUINYHOI 0co0n
7— Ha3Ba BUAY JOKYMEHTA

8 — ;ara JoKyMeHTa

9 — peecrparliitHuii IHAEKC TOKYMEHTa

10 — MOCWJIaHHS Ha PEECTPAIIHHUI 1HJIEKC 1 1aTy TOKyMEHTa, Ha KU Jal0Th
BiJIIOBIIb

11 — Miclie CKyIaieHHs JJOKyMEHTa

12 — rpud obMexeHHs JOCTymy A0 JOKyMEHTa
13 — agpecar

14 — rpud 3aTBepKEHHS TOKYMEHTA

15 — pe3omowis

16 — BigMiTKa PO KOHTPOIh

17 — 3arojoBOK 10 TEKCTY JOKYMEHTa

18 — TekcT 1oKyMeHTa

19 — BimMiTKa IPO HASIBHICTH TOJATKIB

20 — mignuc

21 — BigOHUTOK HEYaTKU

22 — Bi3a JOKyMEHTa

23 — rpud noromkeHHs (CXBaJICHHS) JOKYMEHTA
24 — BiIMITKa TIPO 3aCBITYCHHS KOIIii JOKyMEHTa
25 — BIIOMOCTI TTPO BUKOHABIIS JOKYMECHTA

26 — BiIMITKa TTPO O3HAMOMIICHHS 3 JOKYMEHTOM
27 — BiAMITKa PO BUKOHAHHS JOKyMEHTa

28 — BIIMITKA MIPO HAIXOKEHHS JOKYMEHTA JI0 OPUANYHOI 0co0n
29 — 3ammc npo JieprKaBHY PEECTPAIIIFO

30 — BiaMITKa PO HASIBHICTH MPUMIPHUKA 3 TTATIEPOBUM (EJIEKTPOHHUM) HOCIEM
iHpopMarrii




Kon opramnizarii

[Ipocrapnstors 3a €APTIOY micns pekBi3uTy JOBIAKOBI JaHi PO OPTaHi3aIliio
09)

Hazga
FOPUANYHOL
0CO0M BUILIOTO
piBHSA

HaiimenyBaHHS ropuandHOI OCOOHM BHIIOTO PIBHS 3a3HAYarOTh CKOPOYEHO. SIKIIO
Hemae oQiIifHOTO CKOPOYCHHS [IOTO HAWMEHYBAHHS, TO OT0 3a3Ha4al0Th MOBHICTIO.
HaiimenyBaHHs 10pHIMYHOI 0COOM BUIIOTO PiBHSA PO3MIIIYIOTH BUIIE
HallMEHYBaHHS IOPUINYHOI 0COOM — aBTOpa JJOKYMEHTa

Hazga 3aknany
OCBITH

Haspa 3akmamy ocBiTHM —aBropa  JOKyMEHTa MAa€ BIANOBIAaTH  TOBHOMY
HallMEHYBaHHIO, 3a3Ha4yeHOMY Yy cTaryTi (monoxkeHHi). Hwuxuye moBHOroO
HaiiMeHyBaHHS  (OKpEMHM  DSOKOM y LEHTpi) pO3MILIYIOTh  CKOpPOYCHE

HalMEeHYBaHHS IOPUINIHOI 0COOH, SKIIO HOTro 0(iliiHO 3a(ikCOBAHO Yy CTATyTi
(monoxxenHi). CkopoueHe HaiiMeHYBaHHSI 3a3HAYAI0Th Y AY:KKax a0o 6e3 HuX. Y
pasi opopmIieHHS ~ JOKYMEHTIB, TIJATOTOBIEHUX KIJTbKOMAa IOPUIAWNYHUMH
ocobamu, iXHe HaliMEHYBaHHs PO3MIIIYIOTh HA OTHOMY PiBHI, @ Ha3By BUIY
JOKyMeHTa — nocepeuHi. JIiBopyu 3a3Ha4aroTh 1aTy JOKYMEHTa, IpaBopyd —
peecTpaniitHuii iHAEKC TOKyMEHTa. Y oMY pa3i 300paxxeHHs rep0OiB, emOieM) He
BiITBOPIOIOTH

Ha3sa
CTPYKTYpHOTO
MiApO3 LTy
3aKJIaay OCBITH

HaiimeHyBaHHST ~ CTPYKTYPHOTO  MiIpO3AUTY  IOPUAMYHOI  0coOM,  30Kpema
BIJIOKPEMJICHOTO CTPYKTYPHOTO MIAPO3MALTY, 3a3HAYAIOTh Y pasi, SIKIIO CTPYKTYypHUI
MiZAPO3IT € aBTOPOM JIOKYMEHTA, 1 pO3MIIYIOTh HU)KYEC HAaHMECHYBAHHS FOPHIAIHOT
ocoou.

Bumorn 10 HanMcaHHs HAaliMEHYBaHHS CTPYKTYPHOTO MiAPO3ILTY FOPUANIHOT

oco0M, 30KpeMa BiIOKPEMJICHOTO MiApO3/lly, YCTaHOBJIEHI Haka3oM MiHicTepcTBa
rocTuIii Ykpaiau

JoBinkoBi mani | JIOBiZKOBI JaHi MO 3aKiIaj MiCTSTh:
po 3aKiaj | @ TMOILITOBY aJIpecy;
OCBITH ® HoMmepH TenedoHiB, (haKciB, TEIEKCIB;
® paxyHKiB y OaHKY;
® ajipecy eIeKTPOHHOI MOIITH, BeO-CalTy TOIIO).
IX po3MilIyIoTh HIKUE HA3BH 3aK/IaTy OCBITH 260 CTPYKTYPHOTO IIiApO3aiy
Ha3ssa Buny 3a3HayaloTh Ha OJAaHKY KOHKPETHOTO BHUIY JIOKYMEHTA 1 3arajlbHOMy OJIaHKY ITiJ] 4yac
JIOKyMeHTa oopMmIIeHHS pPI3HHUX BH[IB JOKYMEHTIB, OKpiM JucTiB. Braszywrs Tinbku B

rapaHTiHHUX.

Haspa Buay moxymeHTa (Hakas, pillieHHs, IPOTOKOJ, aKT, JOBiIKa, IOTIOBITHA 3aIHCKa
tomo) apykyerbcsi BEJIMKWMMUM JIITEPAMUW Ta wM™ae BignoBimaTd Ha3sBi,
3aikcoBaHii y mepeniky YHipikoBaHMX (OpM JTOKYMEHTIB, 3alpoBaKEHUX B
OpuandHid  0co6i. Takuléi mepenik Mae MICTUTH Ha3BH YyHidikoBaHUX (opMm
nokymenTiB 3rigHo 3 JIKY]Jl Ta Ha3zBu IHIMMX JOKYMEHTIB, IIO BiANOBiNAIOTh
OpraHi3aIlifHO-TIPaBOBOMY CTaTyCy IOPHAWYHOI 0COOM, 3aKpIIUICHOMY B TOJIOKCHHI
(craryTi).

Ha3By BHIy NOKyMEeHTa Ha MO3IOBXKHIX ONaHKaxX PO3MILIYIOTh MOCEpEeNuHi, a Ha
KyTOBHX — Yy JIIBOMY BEpXHbOMY KyTi MiJ] pekBi3uToM «HaiiMeHyBaHHS FOpUANIHOT
ocobm» abo «HaliMeHyBaHHS CTPYKTYPHOTO MiAPO3ALTY IOPUAMIHOI 0COOMY

Jara nokymeHTa

Lle, BignoBigHO, nara HOro migmuCcaHHs, 3aTBEPIKCHHS, IPHUHATTS, PeECTpalii
abo cxmanenHs. Kpim Toro, 1aTyroTh yci ciyk00Bi BIIMITKH, POCTABIICHI HA
JIOKYMEHTI, a caMe: Bi3y, pe30Jioiiio, BiTMIiTKY Npo 3acBigueHHs] KoOmii




AOKYMEHTQ, BiAMITKY NP0 HaJAXOMKeHHsI JOKYMEHTa 10 IOPUAUYHOI ocodu,
BIIMITKY T1Ip0 BHKOHAHHSI JOKYMEHTa, BIIMITKY MNP0 O3HAHOMJIEHHHA 3
JAOKYMEHTOM.

Hary oopmittoroTs 1udpoBuM abo c1oBeCHO-IIM(POBUM CIIOCOOOM:

02.11.2021

2021.11.02

02 aucmonaoa 2021 poky

02 aucmonaoa 2021 p.

VY pi3HHUX pEKBI3UTax OAHOTO JOKyMEHTa Jara Moxke OyTu odopmieHa sK
CJIOBECHO-LIM(POBUM CITOCOOOM, TaK 1 HU(PPOBUM.

VY chibHHX JOKYMEHTaX, MiJArOTOBJICHUX Bij IMEHI JBOX 1 OUIbIIE IOPUAUYHHUX OCiO,
3a3HayvaloOTh OJHY /ATy, U0 BiAMOBIIA€ NaTi MPOCTABICHHS OCTAaHHBOTO MiIIHCY.

Jlaty mokyMeHTa Ha OJJaHKY MPOCTABIISIOTH Y CHEIIaIbHO BIIBEICHOMY MIiCIIi.

Y BHYTpIIIHIX CIIy’)KOOBHX JOKyMEHTax (3asBax, MOTOBITHUX 1 TOSCHIOBAJIHHHUX
3alUCKax TOIIO), o(popMiIeHMX He Ha O/IaHKY, JaTy IPOCTaBJAIOTH JiBOPYY Bif
0COOUCTOro MIJAMNUCY aBTOPA JOKYMEHTA.

VY pa3i 3acrocyBaHHsA 1HQOpMaUIHHUX (aBTOMAaTH30BaHMX) CHCTEM Oprasizamii
JTOBOJICTBA  JIOMIYCTUMO TPOCTABIIATH JIaTy peecTparlii JOKyMeHTa Yy CKJIasi
mTpux-koxy abo QR-komy, IO CTBOPIOETHCS 3aco0aMu Ili€i CHUCTEMH, 3TiTHO 3
noctanoBoto Kabinery MinicTpiB Ykpainu.

IITpUX-KOA MNPOCTABJANTG Yy WNEHTPI HHKHBOIO IOJS IMeEpPIIol CTOPIHKH
nokymenTa, QR-kon (21 MM x 21 MM) — y HIUKHBOMY JIIBOMY KYTi Mepuioi
CTOPiHKHU TOKyMEHTa

]
Rl

e

Peecrpanitinuii
1HAEKC
JIOKYMEHTA

Peectpaniiinuii iHAEKC OOKYMEHTa CKIAJA€ThCs 3 TMOPSAKOBOTO HOMEpa IbOTO

JOKyMEHTa B MEXaX TpYIU JOKYMEHTIB, IO PEECTPYIOTh, SIKHH TOMOBHIOETHCS

iHIEeKCaMH, 10 3aCTOCOBYIOTh B IOPUAWYHIA 0co0i, 30Kpema iHAEKCOM 3a

HOMEHKJIATYPOIO CIpaB, CTPYKTYPHOTO MiAPO3ALTy, KOPECIIOHACHTIB, TOCAI0BUX OCI0,

SKI PO3IVISAAOTh 200 MiIMUCYIOTh JOKYMEHT, BUKOHABIIIB, TUTaHb JiSUTBHOCTI SKHUX

CTOCYETbCS JOKYMEHT.

CkazoBl 4YaCTMHU pPEECTpALfHOTO 1HJEKCY BIJOKPEMIIIOIOTh OFHA B OXHOL

MPaBOOIYHOIO OXHUIIO0 PUCKOIO.

123/01-10, ne 123 — nmopsiiKOBHI BXiTHUHA HOMEp JOKyMEHTa y Mexax poky, 01-10 —
1H/IEKC CTIpaBH 32 HOMEHKJIATypPOIO CIIPaB

321/01/01-10,ne 321 — MOPSIAKOBUI BXiMHWH HOMEp JOKyMEHTa y Mexax poky, 01 —
HOMep CTpyKTypHOro migpo3miny, O01-10 — iHmekc cnpaBm 3a
HOMEHKJIATyPOIO CIIPaB

01-10/456, oe 01-10 — iHAEKC CIIpaBU 3a HOMEHKJIATYPOIO CIIpaB, 456 —OpsIKOBUI

BUXITHHI{ HOMEp JOKyMEHTa y MEXax POKY

VY chibHOMY JOKYMEHTI, IATOTOBJICHOMY BiJl iIMEHI JBOX 1 OiJbIIe FOPUIUYHUX OCIO,

peecTpariiiHiii 1HIEeKC Ma€ MICTUTH IHICKCH, MPUCBOEHI TOKYMEHTY KOXKHOKO 3 ITHX

IOpUAMYHUX O0Ci0, SKI MPOCTaBISAIOTh 4Yepe3 NpaBOOIUHY MOXWUIY pPHCKY B Tiil

MOCITITIOBHOCTI, Y IKii TOKYMEHT MiIMUCaHO HOTO aBTOPaMH.

987/321/654

Micrie po3ranryBaHHsS peECTPAIliHHOTO 1HACKCY Ha JOKYMEHTI 3JICKHUTh BiJl BULY

OJIaHKa Ta BHJIY JIOKYMEHTA

ITocunannas Ha
peecTpartiitHmii

[locunannss Ha peecTpauifiHuUil IHAEKC 1 JaTy JOKyMEHTa MAa€ MICTUTH
peecTpaliifHuii iHAEKC Ta AaTy TOTO JOKYMEHTA, Ha SIKHH Jaf0Th BiAMOBI/Ib.




IHJICKC 1 JaTy

[Mocunanus Ha peecTpaliitHuil 1HIEKC 1 JaTy JOKyMEHTa PO3MIIIyIOTh HI)KYe a00 Ha

JIOKYMEHTa PiBHI peecTpaliifHOTO 1HJEKCY Y CIIeIialIbHO BiBECHOMY Miclli Ha OJIaHKY.
6i0 02.11.2021 Ne23/01-13
Ha Ne 8i0
ABO
6i0 02.11.2021 Ne23/01-13 Ha Ne 8i0
Anpecar AnpecaraMu JOKyMEHTa MOXYThb OyTH oOprasizaiii, iXHi CTPYKTYpHI HiApO3ALIH,

MOCaJoBi 0coOM Ta TpoMaAsiHU. Y pasl aJpecyBaHHs TOKyMEHTa oprasizaiii abo ii
CTPYKTYPHOMY TiApO3/iJI0BI 0e3 3a3HaueHHs M0Ca0BOi 0COOM XHI Ha3BU MOAAIOTH y
Ha3UBHOMY BiJIMIHKY.

Biooin oceimu, monooi i cnopmy

Bepesicancoroi micvkoi paou

VY pasi aapecyBaHHs JIOKyMEHTa KEPIBHUKOBI YCTaHOBH ab0 HOTO 3aCTYyITHHKOBI Ha3Ba
YCTaHOBH BXOJUTH JI0 CKJIA/Ty Ha3BH MOCAH aJipecara.

Hauanvnuxy 6iodiny oceimu, monooi i cnopmy

Bepescancokoi micvkoi paou

Bnracue im’s, IIPI3BUIIE

SkI10 TOKyMEHT Ha/ICWIIAI0Th MTOCaI0Bii 0c00i, HA3BY YCTAHOBH 3a3HAYAIOTH Y
HA3MBHOMY BIIMiHKY, a TIOCaJly 1 MPi3BHUIIE apecara - y 1aBajJbHOMY.

Biooin oceéimu, monooi i cnopmy

bepescancoroi micokoi paou Hauanvruxy

8i00iny

Bnacwue iv’sa, IIPI3BUIIE

SIKIIO JOKYMEHT aApecyloTh OaraTbOM OJHOPIJHMM OpTaHi3amisM, aapecara
3a3HaYalOTh y3araJbHEHO.
Kepisnuxam 3axnadie 3aecanvnoi cepednvoi ocgimu

JIOKyMEHT He NMOBHHEH MICTHTH OlIbIIe YOTHPBHOX ajpecariB. CIOBO «Komis» mepen
3a3HAUEHHSM aJpecara HE CTaBIIATh. 3a HASIBHOCTI OUIBIIOI KUIBKOCTI ajapecariB
CKJIQIAIOTh CIIMCOK ISl PO3CHJIAHHSA, a Ha KO)KHOMY JOKYMEHTI 3a3HaualoTh TUIBKU
OJIHOTO ajipecara.

Jlo pexBi3uTy «Anpecar» BXOAUTH MomIToBa aapeca. Ilopsmok i hopma 3amucy




BiJJOMOCTEH IPO MOMITOBY aJpecy YCTaHOBU MaroTh Bianoinaru [IpaBuinaM HagaHHS
MOCITYT MOIITOBOTO 3B'S3KY.

Biooin oceimu, monodi i cnopmy

bepescancokoi micvkoi paou

eyn. lllesuenka, 15,

M. Bepeoicanu, Teprnoninecvxoi obnacmo, 47501

SIKII0 TOKYMEHT HaJICWIIAl0Th (i3u4Hii 0c00i, TO y HA3UBHOMY BiIMiHKY 3a3HAYalOTh
mpi3Bumie, iM's, mo OaTbkoBi (abo iHimiamW) ajpecara, BYJIHUIO, HOMEp OyIMHKY i
KBapTHPH, HACETICHUH ITyHKT, pailoH, 00JIaCTh, MOIITOBUH 1HIEKC.

Ilempy leanuenxy

syn. Cadosa, 6y0. 7, k6. 24,

M. 360pis,

Tepnoninocokuti p-n, 09161

I'pud
SaTBepI[)KCHHSI
JOKyMEHTa

3aTBep/UKCHHS YNPABIIHCHKUX JOKYMEHTIB 3IIHCHIOETHCS OCOOMCTO KEPiBHHUKOM
3aKJay BIAMOBIAHO /0 HOro MOBHOBaXXEHb a00 PO3MOPSAIYUM JOKYMEHTOM 3aKIaay
13 3a3HAYEHHSM Ha JIOKyMEHTI rpuda 3aTBep/UKEHHS, O0(QOPMIIEHOIO BiANOBIIHUM
YHUHOM.

3ATBEPIDKYIO

Llupexmop

Iionuc enacue im’s,IIPI3BUIIE

07.03.2021

Y pasi 3aTBep/pKEHHS JTOKYMEHTa pIMICHHSIM KOJETialbLHOTO OpraHy Tpud
3arBepIkeHH ckiamaeThes 31 cioBa 3ATBEPIDKEHO (06e3 nmamok), Ha3Bu, matu i
HOMeEpa JTIOKyMEHTa y Ha3UBHOMY BIJIMiHKY.

3ATBEPI[DKEHO

IIpomoxon 3acioanus neoaeoziunoi paou

aiyero

06.05.2018 N 40

Ilepenik BUAIB JOKYMEHTIB, 1110 MalOTh OyTH 3aTBEP/KEHI 3 MPOCTABISIHHAM Tpuda
3aTBEP/HKCHHS, BU3HAYAE 3aKJIA/l OCBITH Ha T1/ICTaBl 3aKOHOAABCTBA Ta 3 YHECEHHSIM
B IHCTPYKIIIO 3 JITOBOJICTBA

Pesomnroris

Pesomromnis — 11e 3po0neHuil mocagoBo0 0co00r0 HAMUC HA JTOKYMEHTI, 10 MICTHUTh
CTHUCIIUH 3MICT MPUIHATOTO HEIO PIIIEHHS 1010 BUKOHAHHS JIOKyMEHTA.

Peszomrorisi MakcuManbHO MOXE CKJIQJIaTHCS 3 TaKWX EJIEMEHTIB: Mpi3Buie(-a),
BiacHe(-1) imM’si(-eHa) BUKOHABLA (-iB) y JaBaJIbHOMY BIAMIHKY, 3MICT JOpY4YEHHS,
CTPOK BUKOHAHHS, OCOOMCTHH MIAMKUC KepiBHUKA, /1aTa.

Ilpizeuwye Brache im’a

Ipowy niocomyeamu npoexm 002060py

npo nocmayauus 2azy 00 25.05.2019

Ocobucmuii nionuc

JHama

SIK1I0 TopydYeHHs HaJlaHO KUTBKOM MTOCAJI0BUM 0CO0aM, TOJIOBHUM BUKOHABIIEM
JIOKyMEHTa € 0c00a, 3a3HaueHa B PE30JIIOIIiT TIEPIIIOIO.

Ha noxymenTax i3 cTpokaMu BUKOHAHHS, 10 HE TTOTPEOYIOTh JI0JIaTKOBUX BKa3iBOK, Y
PE30ITOIIIT 3a3HaYar0Th BUKOHABIIS, ITiJIIMTHAC aBTOPA PE30JIIOLIIT 1 1aTy.

Pe3osnroniro mpocTaBisiOTE PyKOIIMCHO 0€3M10CEPEAHBO Ha TOKYMEHTI HHKUE PEKBIZHTY]
«Anpecar» mapaneiabHO JI0 OCHOBHOIO TEKCTY a00 Ha BUIBHOMY BiJJ

TEKCTY MICIll Y BEpXHIl YaCTHHI EPIIOro apKylla 3 JUIBOBOro OOKY, ajie He Ha




IOJTi TOKYMEHTA, TPU3HAYCHOMY JUTS ITiIIITMBAHHS.

SIk1Io Ha JOKyMEHTI HeMae€ BIJIBHOTO MICIS JIJISl Pe30roNii abo JOKYMEHT MiJiirae
MOBEPHEHHIO, a00 I EeJeKTPOHHMH JOKYMEHT, TO PE30MIoIii0 O0QOPMITIOITh Ha
OKpPEMOMY apKyIili ado cremiaibHOMY ONaHKy, Ha SIKOMY 3a3HAuaroTh JIaTy.

Ho ex. Ne 123/01-10 6io 02.11.2021

BinmiTtka po
KOHTPOJTh

BinMiTka mpo KOHTPOJIb 03HAYAE, O JOKYMEHT y34TO Ha KOHTPOJIb [T 3a0€31eYeHHS
AOT0 BUKOHAHHS B YCTAHOBJICHUN TEPMiH.

BinMiTKy mpo KOHTpOJdb MO3HAYalOTh BEJIUKOK JiTeporo «K» 4u cioBoM
«KonTponpe» (pykonucHo abo 3 BUKOPUCTAHHSM ILITaMIIa) HA JIIBOMY MO

MEpIIOTo apKyllla JJOKYMEHTa Ha PiBHI 3aroJIOBKa JI0 TEKCTY.

3aroyIoBOK 10
TEKCTY
JOKyMEHTa

3arojJoBOK 10 TEKCTy JOKYMEHTa Ma€ MICTHTH CTHUCIHHA BHKIA OCHOBHOTO
CMHCJIOBOTO aCIIeKTy 3MICTY IOKYMEHTa.

3arojoBOK 1O TEKCTY JOKYMEHTa Ma€ OyTH KOPOTKUM, IPaMaTUYHO Y3TOJKEHUM 13
Ha3BOIO JIOKYMEHTa, TOYHO MepeJaBaTy 3MICT TEKCTY Ta BIJIIMOBIAATH HA 3allUTaHHS
«TPo 10?7%», «I0T0?», KKOTO?».

Haxkas3 (npo wo?) npo naoanns eionycmku Jlucm

(npo wo?) npo opeanizayiio Kongeperyii

[Ipomoxon (w020?) 3acioanus amecmayitinoi KOMicii
llocadosa incmpykyis (k020?) 201061020 cneyianicma

Texkct
JIOKyMEHTa

Mictuth iHpoOpMartito, 3apaan GhikcyBaHHs K01 OyJI0 CTBOPEHO MOKyMeHT. OpraHizartii
3I1MCHIOIOTH JIJIOBOJICTBO, BEAYTh JJOKYMEHTAIIIIO 1 JIUCTYBAaHHS YKPaiHCHKOIO MOBOIO.
TekcT 10KyMEHTa NOBUHEH OyTH BUKJIAJICHUH CTUCIIO, TPAMOTHO, 3p0O3yMiJio, 6€3
MOBTOPIB Ta BXKMBAHHSA CJIIB 1 3BOPOTIB, 5IKi HE HECYTh CMUCIIOBOTO HaBaHTaKEHHS.
TekcT opOpPMITIOIOTH y BUIVISINI CYIIUIBHOTO CKJIQJIHOTO TEKCTY, aHKETH, TaOiuI abo
noegHaHHs UX (opM. SKIO YaCTHHM TEKCTY MAIOTh Pi3HI CMHCIOBI acleKTH abo
TEKCT IOKyMEHTa MICTUTh JIEKUJIbKa PillleHb, BACHOBKIB TOIIIO, HOTO Tpeba po30uTH Ha
pO3aUIN, MiAPO3IUIH, IMyHKTH, HIAINYHKTH, sIKI HyMEpYIOTh apaOChKuMu nudpamu i
JIPYKYIOTh 3 a03aIry.

J1J1s 9iTKOT OpraHi3ailii TeKCT MOAUIAIOTH Ha JIBI CMUCIIOBI YaCTHHHU:

® OMNC NMPUYUH, (aKTiB, MOAIN, 1110 CTAIHU MiICTABOIO AJIS CKJIaJaHHS TOKYMEHTA;

® BHCHOBKH, IPOMO3HUIIii, TPOXaHHS, PO3NOPSIKEHHS, PIIICHHS, PeKOMEHIAIi].

VY TekcTi TOKyMEeHTa, MirOTOBIEHOTO BiAMOBIIHO J0 JOKYMEHTIB 1HIIUX YCTaHOB ab0
paHilie BUAAHUX JOKYMEHTIB, IX PEKBI3UTH 3a3Ha4al0Th y TaKii MOCIIOBHOCTI: Ha3Ba
BUy JOKYMEHTa, Ha3Ba yCTAHOBU (aBTOpa JIOKyMEHTA),

Jlata, peecTpaliiiHuii iHIEKC, 3ar0JIOBOK J0 TEKCTY

BinMmiTtka nipo
HasBHICTH
IOIATKiB

Po3mimtytoTs mig TeKCTOM JOKyMeHTa. JlomaTku 10 JOKYMEHTIB MOXKYTh OyTH TPHOX
BHUIB:

) JIO/IaTKU-TOKYMEHTH (IHCTPYKIii, MpaBuiia TOIMIO), IO 3aTBEPIUKYIOThCS a0
BBOJISITHCS B JIII0 PO3MOPSATINMHU JOKyMeHTaMu. Ha HUX MOXyTh MpOCTaBIATH Tpud
3aTBEPKCHHS;

° nomatku (rpadiku, cxemu, TaONWIll, CIUCKHA TOIIO), IO MOSCHIOITH abo
JIOTIOBHIOIOTH 3MICT OCHOBHOTO JTOKYMEHTa (Haka3y, IUIaHy, 3BiTy, IHCTPYKIIii TOIIO).
IX 0popMIIIOIOTE HAa CTaHAAPTHUX apKymax. Y BEPXHbOMY HPaBOMY KyTi MEpIIOro
apKyIa 3a3Ha4yaroTh clI0BO «Jlomarox». SIKmIo moAarkiB Kilbka, HA HUX 3a3HAYarOTh
nopsiikoBi HoMepu. 3Hak Ne epes upPOBUM MO3HAYCHHSM HE CTaBIISITh;

) JOIaTKH, IO € CaMOCTIMHMMH JIOKyMEHTaMH O0e3 3a3Ha4eHHs aJpEecHOl
YACTUHM 1 HAJICWIIAIOTHCA 13 CYIIPOBIAHUM JINCTOM;

[Tpo HasSBHICTH MOMATKIB 10 JOKYMEHTA 3a3HAYAIOTh ITICIS TEKCTY JJOKYMEHTA




nepea MmanucoM. SIKIo JOKYMEHT Mae JOAaTKH, MOBHY Ha3By SIKUX HABOIATH Yy
TEKCTi, BIAMITKY ITPO HAsBHICTh JOAATKIB 0()OPMITIOIOTH TaK:

Jlooamox: na 7 apx. y 2 npum.

SIKII0 JOKYMEHT Ma€ JOAaTKW, TIOBHY Ha3By SKHX y TEKCTI HE HABOJATH, Il HA3BH
HEOOXITHO TOAATH IMICIS TEKCTY 13 3a3HAYEHHSM KUIBKOCTI apKyIIiB y KOXHOMY
JIOAATKy Ta KUIBKOCTI 1X MPUMIpPHHKIB.

Jlooamxu:

1. Hosioka npo suxkonanns niany pemoumuux pooim 3a I keapman 2000 p. na 5
apx. 6 1 npum.

2. I'paghix pemoumnux pooim na Il keapman 2000 p. na 2 apx. 6 1 npum.

SIKmo A0 MOKyMEHTa JOMAl0Th IHIIWH JOKYMEHT 3 JOJaTKaMH, BIMITKY IIpo
HasSBHICTH JIOAaTKiB 0(OPMITIOIOTH TaK:

Jlooamox: Buchosok cuyoicou oxoponu npayi 6io 14.09.2018 Ne 8 i dooamok 0o Hboeo,
6cb020 Ha 25 apx. y 2 npum.

3a BeJIHMKOI KUIBKOCTI TOJAaTKIB Ha HUX CKJIAJal0Th OMKUC, @ B CAMOMY JIOKYMEHTI Miclis
TEKCTy 3a3HAYalOTh:
Jlooamox: i0nogiono 0o onucy Ha 3 apk.

SIKmo n1oaToK HAJCHUIAIOTh HE 3a BCIMA 3a3HAYCHUMH B JOKYMEHTI ajJpecaMi,
BIJIMITKY IIPO HasIBHICTh JTOKYMEHTa O()OPMITIOIOTH TaK:
Jlooamox: na 5 apk. y 2 npum., Ha neputy aopecy

VY nmonmarkax JOBiTKOBOTO Xapakrepy (rpadiku, cxemu, Tabnuili, CIUCKH, GOpMH TOIIO)
70 OCHOBHOTO JOKYMEHTA, 3aTBEP/DKEHOTO PO3MOPSIYMM JTOKYMEHTOM, BiIMITKY
pOOIATH Y BEPXHBOMY MIPABOMY KYTi IEPIIOTO apKyIa JOAaTKa.

Jlooamox 3

0o Incmpyxyii 3 dinosodcmea

(nynxkm 1.6 po3oiny I1)

VY po3nopsadoMy JOKYMEHTI BIAMITKY IpO HAasBHICTh JOjAaTKa O(OPMIIIOIOTH
0e31ocepeIHbO B TEKCTI JOKYMEHTA CIIOBAMMU: «ILO AOJAETHCA», «(AONAETHCA)Y,
(GTIAHO 3 J0JaTKoM 1», «BIAMOBIIHO 10 Aomarka 2» abo «aWB. J0OHATOK 3». A Ha
camMoMy JOAATKy JO PO3NOPSAAYOro JOKYMEHTa y BEPXHbOMY IIPABOMY KyTi IEpIIOTO
apKyIIa MpoCTaBISIOTH BIAMITKY 3 MOCHJIAHHSAM Ha LIed JOKYMEHT, HOro Jaty i HoMep.
Jlooamox 1

00 Hakazy bepescancvkoeo niyeio Nol

20 nucmonaoa 2021 poxy Ne 321

SIKIO 70 pO3MOPSIYOr0 JAOKYMEHTa € OJUH J0JATOK, TO HOro He HyMepyloTb. 3a
HAsSBHOCTI KIJBKOX JOJATKIB 3a3HAa4aloTh iXHI MOPSAKOBI HOMepHu. 3HaK «Noy» mepen
IU(GPOBUMH TIO3HAUEHHSIMH HE CTaBiIsATh. Ha ApyroMy Ta HacTymHHX apKymax
noaarka poosaTh BiaMIiTKy «IIpooBXKeHHS o1aTKa.

VYci gonatku 10 JOKYMEHTIB Bi3y€ MPAaLliBHUK, SIKH CTBOPHUB JOKYMEHT, Ta

KEPIBHUK CTPYKTYPHOTO IiIPO3ALTY IOPUINYHOI 0COOH, Y IKOMY HOro CTBOPEHO

ITigmuc

Cknamaerbcss 3 Ha3BM IOcaaud OCoOH, sKa MIAMUCYE IOKYMEHT (IIOBHOI, SIKILO
JIOKyMEHT HaJpyKOBaHO He Ha OJIaHKY, CKOPOUEHOI — Ha JIOKYMEHTI, HaJIpyKOBaHOMY
Ha 0J1aHKYy), 0COOMCTOrO MiANHUCY, 1HIIiaTy(-1B) 1 IPi3BUIIA.

1. T'onoea Jlepacasnoco komimenty

cmamucmuxu Yxkpainu  Ilionuc  Bnacue im’s, [IPI3BULIE

2. Tonosa Ilionuc Bnacne in’s, IIPI3BUIIE




PekBi3UT pO3MINIYIOTH MMiJI TEKCTOM IOKYMEHTa abo TiJ BiIMITKOIO TPO HASBHICTH
IOJATKIB.

K0 AOKYMEHT MiIMUCYIOTh Kinbka (aBi abo Oumbmie) ocid, To ixHI miamucu
PO3TAIIOBYIOTH OAMH il OJHUM BiJIIOBIIHO JIO MiMOPSIKOBAHOCTI MOCAA0BUX OCI0.
Jupexmop IHionuc Bnacne im’s, IIPI3BUIIE

3acmynnux oupekmopa Iionuc Bnacnue im’s, IIPI3BULLE

SIKII0 AOKYMEHT MiANMHCYIOTh KiTbKa 0Ci0 OHAKOBUX MOCAJ, TO IXHi i IUCH
PO3TaIIOBYIOTh Ha OTHOMY PiBH.

3acmynnux oupexmopa 3 Ha84aIbHO- 3acmynnux oupexmopa 3
HAB4AIbHO-8UXOBHOI pobOmMU 8UX06HOT pobomu
Iionuc Bracne im’sa, IIPI3BUIIE Ilionuc Bnacne im’s, IIPI3BUILE

JIOKyMEHTH KOJIET1aJIbHUX OpPTaHiB MiAMUCYIOTh TOJIOBA KOJIET1aJIbHOTO OpraHy 1
ceKperap.

Tonosa oupexyii IHionuc Bnracne im’s, IIPI3BUIIE
Cexpemap oupexyii IHionuc Bracne in’s, IIPI3BULIE

VY pa3si BiICYTHOCTI MOCaa0BOi 0COOM, MIAMKUC SIKOT 3a3HAYEHO B JOKYMEHTI, TOKYMEHT
nianucye ocoba, sika BUKOHyeE ii 000B'si3kM, a00 11 3aCTYNHUK. Y IIbOMY BHIAJKy
00O0B'SI3KOBO  3a3HAYAIOTh TOCAAy 1 MPI3BUIIEC OCOOHM, SKa MiANHcaia JTOKyMEHT
(BUTIpaBJICHHS BHOCSITh PYKOMMCHUM a00 MAaIlIMHONKMCHUM CIIOCOOOM), HANpHUKIIAI:
"BuxonyBau 000B's13kiB", "3acTynHuk".

[linmucyBatn TOKyMEHT 13 NpHiiMEHHHKOM '"3a" a00 CTaBUTH MpPaBOOIYHY IMOXIITY
PHUCKY Iepe]l Ha3BOI MOCaIu HE JO3BOJIEHO

3acmynnux oupexmopa Ilionuc Bnacne imv’a, [IPI3BUIIE

I'pud
TIOTOPKCHHS
,Z[OKYMGHTa

Posmimytots Hmkue pexsizuty "[limmuc". Bin ckmamaerses 3i cioBa [IOI'OJPKEHO
(6e3 mamok), Ha3BW TOCaaud OCOOM, sIKa TOTO/KYE ITOKYMEHT (pa3oM 3 Ha3BOIO
oprasizariii), 0COOMCTOTO MiITUCY, 1HIiaTy(-1B) 1 IPI3BHINA, TaTH ITOTOKCHHS.
IIOI'OIPKYIO

3acmynuux oupexmopa 3 HBP Ilionuc

Bracne im’a, IIPI3BUIIE 05.02.2001

SIKI110 OKYMEHT MOTOKYHOTh JINCTOM, IPOTOKOJIOM, aKTOM TOILO, TO TP
MIOTOJKEHHS 0()OPMITIOIOTh TaK:

IIOI'O/PKEHO

Ilpomoxon 3acioanns nedazociunoi paou 3axiady

23.01.2001 N 2

Bi3u noxymeHTa

Bi3010 0GOpMITIOIOTE BHYTPILITHE MOTOMKEHHS TOKYMeHTa. Bi3a ckiIamaeTbes 3 Ha3BU
Mocaau, 0COOMCTOro MIANHUCY, 1HIIIAMIB 1 MPi3BHILA 0COOH, sIKa Bi3y€ JOKYMEHT, JaTu
Bi3yBaHHS. Bi3y po3MillyloTh HMXK4Y€ PEKBI3UTY 23, SK Ha JMIBOBOMY, TaKk 1 Ha
3BOPOTHOMY OOIIi OCTaHHBOTO apKyIlIa JJOKYMEHTA.

3acmynnux oupexmopa 3 HBP Ilionuc

Bnracne im’s, IIPI3BUIIE 18.09.2021

Bi3y cTaBiaTh Ha MpUMipHUKAX JOKYMEHTIB, K1 3JIMIIAIOTh B OpraHi3allii

Binourtox
[IeYaTKH

BinOutkoM  mewarkum ~— opraHizamii = 3acBiAUyIOTh ~ Ha  JOKYMEHTI  HiAIHC
BIIOBiAAJIBHOI OCOOH.




BinOuToK mevaTky CTaBIATH Tak, MO0 BiH OXOIUTIOBaB OCTaHHI KUIbKa JIiTEp HAa3BU
mocajm ocoOW, sKa IMignmucala ITOKYMEHT, aje He IMiANUC MocaaoBoi ocobu, abo
MIPOCTABISAIOTH HA OKPEMO BHIUIEHOMY JUIS IIbOTO MicCIi 3 BiAMiTKOIO «M. I1.».
Ilepenik 1OKyMEHTIB, Ha SIK1 CTaBJIATh BIJOUTOK MEUaTKH, BU3HAYAE 3aKJIa]] HA
IT1JICTaBl HOPMATUBHO-TTPABOBUX aKTiB. Horo nopatots B IHCTPYKIIii 3 IIJTOBOJCTBA

I[Tpi3Bume
BUKOHABIIS

1 HOMep HOoTo
tenedony

3a3Ha4aroTh Ha JIMI[bOBOMY OOIll B HXKHBOMY JIIBOMY KyTi OCTaHHBOTO apKyIlia
JOKyMEHTa

Mameiuuyk Cepeiii 123 45 67

Mamninenxo 123 45 67

Mamsitiuyx Cepeiti 123 45 67, 765 43 2

BinMmiTka npo
O3HalOMJICHHS 3

3 nakazom o3HAUOMAEHUI:
Ocobucmuii nionuc Bracue im’s IIPI3BULLE

JIOKYMEHTOM Jlama
3 nocadosoro iHcmpyKyicio 03HAtloMIeHA:
Ocobucmuii nionuc Baacne im’s IIPI3BUILIE
Hama
Bumoru 1o Jis npyKyBaHHS TEKCTiB JOKYMEHTIB TMOTPiOHO BHUKOPHCTOBYBATH rapHiTypy Times
odopmMiIeHHs New Roman ta mpudt pozmipom 12—14 npykapchbKux MyHKTIB.
JIOKYMEHTIB JIonyCTIMO BHUKOPUCTOBYBaTH MIPUPT po3MipoM 8-12 NpyKapchbKUX ITyHKTIB JUIS

JpyKyBaHHS PEKBi3uTIB «JloBiAKOBI naHi mpo ropuaudny ocoOy», «Kox ropuandnoi
ocobmn», «Bi1oMocTi npo BUKOHABLS JOKYMEHTa», BAHOCOK, MOSICHIOBAJIbHUX HAIHCIB
JI0 OKPEMHUX €JIEMEHTIB TEKCTY TOKYMEHTa TOIIIO.

Jnsa npykyBaHHs pekBi3uTy «Ha3Ba BuIy JOKyMEHTa» MOKHA BHKOPHCTOBYBATH
poO3pluKeHni pUQT po3mipoM 14-6 npykapCbKUX MyHKTIB.

Jns apykyBaHHs pekBi3uTiB «HaliMeHyBaHHS IOPUIUYHOI 0COOW»,
«HaiiMeHyBaHHS CTPYKTYpPHOTO TMiApO3AUTY IOpHIWYHOI ocobm», «HasBa Bumy
JOKyMEHTa» Ta «3arojloBOK JI0 TEKCTy JOKYMEHTa» IOIyCTUMO BHKOPHUCTOBYBAaTH
HAIIBKUPHUHA MPAMUEA IIpUPT.

TexcT nOKyMeHTIB Ha apKyax nanepy gopmary A4 peKOMEHJI0BaHO JIPYyKyBaTH 4epe3
1-1,5 mipsaAKOBUX 1HTEpBaiH, a popmary AS — uepe3 1 mikpsaakoBuii inTepsai. [1ix
yac o(OpMIICHHS JOKYMEHTIB, 3a MOTPeOH, MO>KHA 3aCTOCOBYBATH 1HILI MIKPSIIKOBI
IHTEepBaJIH.

PekBizuTn mokymeHTa (KpiM TEKCTY), IO CKJIAJIAIOTHCS 3 KUIBKOX psAAKiB («JloBigkoBi
JlaHl IpO IOPUANYHY 0CO0Y», «3arojoBOK 10 TEKCTY JOKYMEHTa»,

«BinMmiTKa TpO HAsABHICTH AONATKIB»), APYKYIOTh 4epe3 | MIDKpPAIKOBUI iHTEpBal.
CkJ1azioBi YaCTHHU PEKBI3UTIB «Anpecar», «['pud 3aTBepIKeHHs TOKYMEHTay,

«I'pu¢ moromxeHHs (CXBaJeHHS) IOKyMEHTa» BIJOKPEMIIIOIOTH OJHMH BiJ OIHOTO
gepes 1,5 MUKpSIKOBHI IHTEpBaI.

PexBi3uTH AOKyMEHTa BiJIOKPEMIIIOIOTH OIUH BiJ OJHOTO 4epe3 1,5—3 MiKpSIKoBUX
1HTEepBaJIH.

Pexsizutn «HaliMeHyBaHHS IOpPUIMYHOI OCOOM BUILOIO piBHs», «HaliMeHyBaHHS
I0pUINUHOI 0coOm», «Ha3Ba Buay TOKyMeHTay APYKYIOTb BEIUMKUMU JIITEPAMHU.

PosmmdpyBanna mianucy B pekBi3uTi «lliamucy ApyKyroTh Ha PiBHI OCTaHHBOTO
pslka HaliMEHYBaHHS I10CAJIN.




MaxkcuManbHa TOBKHHA pAaKa 0araTopsIKOBUX PEKBI3UTIB (OKPIM PEKBI3UTY

«Tekct mokymeHTa») — 73 MM (28 IpyKOBaHHX 3HAKIB).

SIKo 3aroJoBOK 10 TEKCTy JOKyMeHTa mepesuinrye 150 npykoBaHux 3HaKIiB (5
PAAKIB), MOTO JO3BOJICHO MPOIOBKYBAaTH J0 MEXi IpaBoro mnoissd. Kpanky B KiHII
3aroJIOBKa HE CTaBJIATE.

[Tin vac opopMiIeHHS TOKYMEHTIB IOTPIOHO TOTPUMYBATHUCS TaAKUX BIJICTYIIIB BiJl MEXi
JIBOTO TOJISI JOKYMEHTA:

10 MM — 151 203aI1iB Y TEKCTI;

90 MM — ISl pPEKBI3UTY «Apecary;

100 mm—umns  pexBisutiB  «[pud 3arBepmxkenHs gokymeHta» Ta  «lpud
O0OMEKEeHHS JOCTYIY J0 IOKYMEHTa,

125 MM —ay1s po3mudpyBaHHs MiANucy B pekBizuTi «Iligmmcey.

He poOnsaTh BifcTyIm BiJl MEXi JIIBOTO TIOJIS ISt PEKBI3UTIB «/JlaTa mokyMeHTay,
«3aroy0OBOK 110 TEKCTy NOKyMeHTa», «Tekct mokymeHTa» (0e3 ab3amiB), «BigmiTka
PO HAasBHICTH JoAaTKiB», «Biza mokymeHTa», «[pu¢ mnoromkeHHs (CXBaJCHHS)
JOKyMeHTa», «BiamiTka mpo 3acBil4eHHs Komii JOKyMeHTa», «Bimomocti mpo
BUKOHABIIS JIOKyMEHTa», «BiMiTka Mpo 0O3HAHOMIICHHS 3 JTIOKYMEHTOM,
«BiamiTKa Mpo BUKOHAHHS JOKYMEHTa», HAWMEHYBAHHSI OCAN B PEKBI3UTI
«[Tigmuey», a Takox cimiB «CIIYXATINy, « BUCTYIINJINy, « BUPILLINJIN,
«YXBAJINIIN», «HAKA3YHO», «<30b0B’A3VYIO».

V pa3i HasIBHOCTI KUTBKOX TPH(]IB 3aTBEPPKEHHS 1 IOTO/PKEHHS (CXBAJICHHS)
JIOKyMEHTa MepInii Tpud APYKYIOTh 0€3 BIICTYITy BiJ MEXI JIIBOTO IOJISA, APYTHI
— yepe3 100 MM Big Mexi JIIBOTO MOJIS.

SIKImo B TEKCTi TOKYMEHTa € TOCHJIAaHHS Ha JOAATKM a0 Ha JOKYMEHT, IO CTaB
MiZICTaBOIO s HOro MiAroToBKHM (BHOaHHs), cioBa «Jlomarox» 1 «llimcraBa»
JIpyKyIOTb 0€3 BIJICTYIly BiJl MEXI JIBOTO MOJs, a TEKCT A0 HUX — uepe3 1
MDKPSIIKOBHH 1HTEpBAJL.

[Tin gac odopmileHHS TOKYMEHTIB Ha TBOX 1 OUIBINE CTOpIHKAax Apyra Ta HACTYITHI
CTOPIHKH MarOTh OyTH NPOHYMEPOBAHI.

Homepu CTOpIHOK CTaBIATh MOCEPEAMHI BEPXHBOTO IOJIA apKyla apaOChbKUMH
uugpamu 0e3 3a3HAYEHHS CJIOBAa «CTOPIHKA» Ta PO3AUIOBHX 3HaKiB. [lepiry cTopiHky
HE HYMEpPYIOTb.

CTOpiHKH JOKYMEHTa i KOKHOTO 3 JI0JIaTKiB MAlOTh OKPEMY HyMEpalLlilo.

Tekctn nOKyMeHTIB TOoCTiiHOTO Ta TpuBajoro (monam 10 pokiB) 30epiraHHs
JPYKYIOTh Ha OHOMY Ooli apkyma. J[0KkyMeHTH THMYacoBOro cTpoky (1o 10 pokis
BKJIFOUHO) 30epiraHHsi MOYKHA JAPYKYBaTH Ha JTUI[LOBOMY 1 3BOPOTHOMY OOITi

apKymia




Honatox 3
Jo [HeTpyKIIii 3 ITOBOACTRA 3aKIIaTy
(mynkt 1.6 po3nimy II)

BUMOI'
10 0(popMIIEHHSI JOKYMEHTIB, 10 BUTOTOBJISIIOTHCS 32 JOMOMOT0I0 KOMIT'IOTEPHOI TeXHIKH

1. Jna ApyKyBaHHS TEKCTIB JOKYMEHTIB MOTPiOHO BHKOPHUCTOBYBAaTH rapHiTypy Times New
Roman ta mpugt po3mipom 12—14 npykapchbKHX ITyHKTIB.

2. JlommycTHMO BUKOPHCTOBYBaTH MpU(T po3mipoM 8-12 ApyKapChKHUX MYHKTIB IS JPyKyBaHHS
peKBi3UTIB «JlOBIKOBI 1aH1 PO I0pUANUHY 0c00y», «Koa ropuanunoi ocoomny,
«BimoMocCTi mpo BUKOHABIS JOKYMEHTa», BHHOCOK, MOSCHIOBAIBHUX HAMKCIB JI0 OKPEMHX CIIEMEHTIB
TEKCTY JIOKYMEHTa TOILO.

3. dnsa npykyBaHHS pekBi3uty «Ha3zBa Buay MJOKyMeHTa» MOXXKHa BHUKOPHUCTOBYBATH
po3pikeHuit mpudT po3mipom 14-6 npykapCbKuX MyHKTIB.

Hns  npykyBaHHS —pekBi3uTiB  «HaiimeHyBaHHS topuamyHOi ocoOm», «HaliMeHyBaHHS
CTPYKTYpPHOTO MiIpO3ALTY IOpHINYHOI ocobm», «Ha3Ba BHIy JOKyMeHTa» Ta «3arojloBOK J0 TEKCTY
JIOKYMEHTa) JOMYyCTUMO BHKOPHUCTOBYBATH HAMIBKUPHHUIA MTPSIMAMA IIPUPT.

4. TekcT TOKyMEHTIB Ha apKymiax namepy ¢opmary A4 pekoMeHI0BaHO ApyKyBaTH depe3 1-1,5
MDKpSIKOBUX iHTepBaim, a Qgopmary AS — gepe3 1 mikpsakoBuii intepBait. [lig gac odopmieHHs
JIOKYMEHTIB, 32 MMOTPeOH, MOYKHA 3aCTOCOBYBATH 1HII MIKPSIKOBI IHTEpBaIIH.

5. PexBi3uTH HOKyMeHTa (KpiM TEKCTY), IO CKIAJAIOThCS 3 KUTbKOX psnkiB («JloBimkoBi maHi
PO IOPUANYHY 0CO0Y», «3aroJoBOK 10 TEKCTy NOKyMEHTa», «BimMiTka Mpo HasBHICTH JONATKIBY),
JIPYKYIOTh Yepe3 | MKPSAKOBUM 1HTEpBal.

CkiazoBi YacTMHM peKBI3UTIB «Agnpecar», «[pud 3arBepmxeHHs ngokymeHTa», «lpud
MOTO/PKEHHS (CXBaJICHHsS) JOKYMEHTa» BIJOKPEMJIIOIOTH OJAMH BiJl OfHOro vepe3 1,5 MiKpsSaAKOBUI
iHTEepBaJ.

PexBizuTH ToKyMEHTa BiJJOKPEMITIOIOTH OJIMH BiJl OTHOTO uepes3 1,5—3 MIKPSAKOBHX iHTEPBAIIH.

PexBizutn «HaiimeHyBaHHS IOpUIMYHOI OCOOM BUILOTO piBHA», «HaliMeHyBaHHS FOpUAMYHOL
ocobu», «Ha3pa Buiy 1OKyMeHTa» APYKYIOTb BETMKHMU JIITEpPaMHU.

PosumdpyBanns mignucy B pekBi3uTi «[ligmuc» OpyKyrTh Ha piBHI OCTAHHBOTO psjKa
HalMEHYBaHHs I10CAaJIN.

6. MakcumanbHa [OBKMHA psfKa OaraTopsaKOBUX peKBI3UTIB (OKpiM pekBi3uty «TekcT
JOKyMeHTa») — 73 MM (28 IpyKkoBaHUX 3HAKIB).

SIKIO 3aroloBOK J0 TEKCTY MOKyMeHTa mepeBuinye 150 npykoBaHUX 3HaKiB (5 psaKiB), Horo
JI03BOJICHO MPOJIOBKYBATH A0 MEX1 IpaBoro noist. Kpanky B KiHIIi 3arojoBKa HE CTaBJIATb.

7. Ilin 9ac odopMIIeHHS JOKYMEHTIB MOTPIOHO MOTPUMYBATHCS TAaKUX BIJICTYIIB BiJl MEXKi
JIBOTO TOJISI JOKYMEHTA:

10 MM — 151 a63a11iB y TEKCTI;
90 MM — TSI pEKBI3UTY «Apecary;

100 MmMm—misa pekBi3uTiB «I'pud 3arBepmxeHHs n1okymMeHTa» Ta «['pud odMexenHs nocrymy a0
JOKyMEHTa»;

125 MM —m1s po3mudpyBaHHS MAMKCY B peKBi3HTI «Ilimmmcy.



8. He pobOmnsaTh BicTym BiJl MEXi JIIBOTO MOJIS A7 peKBi3uTIB «/lara qokymMeHTay,
«3aroloBOK 70 TEKCTy IOKyMeHTa», «Tekct mokymeHta» (0e3 ab3ariB), «BigmiTka mpo HasBHICTH
nonarkiBy, «Biza mokymeHTa», «Ipud TMOTOMKEHHS (CXBaJCHHS) IOKyMeHTa», «BimMitka mpo
3aCBITUEHHS KOmii JOKyMeHTa», «BimomocTi mnpo BHKOHaBIS JOKyMeHTa», «BimMitka mpo
03HAHOMJICHHSI 3 JIOKyMEHTOM», «BiiMiTKa Mpo BUKOHAHHS JIOKYMEHTA», HalMEHYBaHHS IOCaJId B
pekBizuti «lligmucy, a takox cniB «CIIYXAJIN», «BUCTYIINJINy», «BUPIIINJIN»,
«I[TIOCTAHOBUJINY», <cHAKA3YIO», «30B0B’SI3YIO».

9. V pasi HagBHOCTI KUIbKOX TpH(]IB 3aTBEpIKEHHS 1 MOTOKEHHS (CXBaJeHHs) JOKyMEHTa
nepmui rpud APyKyrTh 0€3 BiACTYITy BiJ MEXI JIiBOTO 1moJis, Apyrui — depe3 100 MM Bij MeXi JIIBOTO
TOJISL.

10. SIk1mo B TEKCTi JOKYMEHTA € MOCHJIAHHS Ha JO0JaTKU a00 Ha JOKYMEHT, IO CTaB MiJCTaBOIO
JUIsl floro miaAroToBku (BuaaHHs), cioBa «Jlomatok» i «lIligcTaBa» ApyKyrOTh 0€3 BiACTYIy Bil Mexi
JIBOTO TOJISA, @ TEKCT JI0 HUX — 4yepe3 1 MIKPSIKOBUI iHTEpBaJ.

11.I1ixg yac opopmileHHSI TOKYMEHTIB Ha JBOX 1 OLIbIIE CTOPIHKAaX JApyra Ta HaCTYIHI CTOPIHKH
MaroTh OyTH POHYMEPOBaHi.

12. Homepu CTOPIHOK CTaBIATH MMOCEPENINHI BEPXHBOTO MOJIS apKyIa apaOchKkumu nudppamu 6e3
3a3HauEHHsI CJI0BA «CTOPIHKA» Ta PO3AUIOBHX 3HaKiB. [lepiry CTOpiHKY HE HyMEpYIOTb.

CTOpiHKHM JOKYMEHTa 1 KOKHOTO 3 J0AaTKIB MatoTh OKpEMY HyMepaIlito.

13.TekcTn JOKYMEHTIB TOCTiIHHOTO Ta TpuBajoro (monan 10 pokiB) 30epiraHHs APYKYIOTh Ha
omHOMy Oormi apkyma. JJOKkyMeHTH THMYacoBOTO CTpoKy (mo 10 pokiB BKIFOUHO) 30epiraHHsS MOXKHA
JPYKyBaTH Ha JIMI[bOBOMY 1 3BOPOTHOMY OOI1i apKyIa



Honarox 4
Jo [HeTpyKIIii 3 ITOBOACTRA 3aKIIaTy
(mynkt 2.3 po3niny II)

YKPATHA

BEPEXXAHCBKHM JIIEN Nel

BEPEXKAHCBLKOI MICBKOI PAJTU

TEPHOITUILCHKOI OBJIACTI

21142299
47501, TepHominbchka obnacTb, TepHOMIIbCHKUN paiioH,
Mmicto bepexxanu, Byn. ['iMHa3iiiHa, Oym.2,
ten (03548) 2-21-96,e-mail: berschool@ukr.net

2021 poky Ne -0

(abzay 1,0)

(6e3 abzayy) (12,5)
JdupexTop Oasra TAHUY

Jlecs Maptunumms (04747) 6-28-40
(im’s1. npizeunye UKOHABYS)



Jonatox 5
70 [HeTpyKIii 3 11I0BOACTBA 3aKIaTy
(mynkT 2.3 posniny II)

YKPAIHA

BEPEXXAHCBHKUIA JIILEN Nel

BEPEXXAHCBHKOI MICBKOI PAJIN

TEPHOIIILCHKOI OBJIACTI

21142299
47501, TepHominbchka 0061acTh, TepHOMTBCHKHIA PalioH,
Mmicto bepexxanmu, Byn. I'iMHaziiiHa, Oyn.2,
ten (03548) 2-21-96,e-mail: berschool@ukr.net

BIJ 20 No
Ha Ne Bij 20
MinicTepcTBO OCBiTH i
HAYKH YKpaiHu
(abzay 1,0)
(6e3 abzayy) (12,5)
JdupexTtop Oabra TAHUY

Jlecs Maptuaumms (04747) 6-28-40
(im’s1. npizeuye BUKOHABYS)



JonaTok 6
10 [HCTpyKIii 3 1II0BOACTBA 3aKIaTy
(myHkt 2.3 po3niny II)

YKPATHA

BEPEXXAHCBKHM JIIEN Nel

BEPEXXAHCBLKOI MICBKOI PAJTU

TEPHOIIJILCHKOI OBJIACTI

21142299
47501, TepHominbceka obnacTb, TepHOMIIbCHKUN paiioH,
micto bepexanu, Byn. ['imaaziitna, Oyx.2,
ten (03548) 2-21-96,e-mail: berschool@ukr.net

HAKA3

2024 poky Ne -011

IIpo

HAKA3YI1O:

(6e3 ab3ayy)
JdupexTop

(abzay 1,0)

(12,5)
Oabra T”AHUY



Jlomarok 7
1o [HeTpyKIii 3 1iI0BOACTBA 3aKIaTy
(mynkr 3.1 po3niny II)

HNEPEJIIK

JOKYMEHTIB, Ha SIKUX HiJIMHIC MOCAT0BOI 0CO0M 3aCBiIUYEThHCS BiIOMTKOM NMEeYaTKU
3aKJIamy

1. Axktn (BUKOHAHHS POOIT, CIHMCaHHSA MaTepialbHHX IIHHOCTEH, (DIHAHCOBUX IEPEBIPOK,
BIJTYYCHHS IOKYMEHTIB JJIsl 3HUIICHHS, TIEPEeIaBaHHs CIIPaB TOIIO).

2. JloBigku (PO BUKOPUCTAHHS OFOPKETHHX ACUTHYBaHb Ha 3apoOiTHY ILUIaTy, HAPAaXOBaHY i3
3apo0iTHOT IJIaTH TOIIO).

3. HoroBopu (mpo wmarepiaibHy BiANOBIJAIBHICT, HAyKOBO-TEXHIYHE CHIBPOOITHHIITBO,
MiPSAN, OPEHIY IPUMIIICHb, BAUKOHAHHS POOIT TOIIIO).

4. JlokyMeHTH (JOBiJKH, TOCBITYCHHS TOIIO), IO 3aCBIAYYIOTH MpaBa TPOMAIIH 1 FOPUANIHUX
oci0.

5. JlopydeHHs Ha ofiep)KaHHS TOBApPHO-MAaTepiallbHUX IIIHHOCTEH.

6. 3aBmaHHs (Ha TMPOEKTYyBaHHS OO €KTIB, TEXHIYHUX CIOPYH, KamiTajbHe OyIiBHULITBO,
TEXHIYHI TOIIIO).

7. 3pa3ku BIIOWTKIB TIEUaTOK 1 WIAMKHCIB MpPAI[iBHUKIB, SKi MalOTh MpPaBO 3/IHCHIOBATH
(hiHAHCOBO-TOCTIONAPCHKI OTepartii.

8. Komrtopuc BuTpar (Ha KaJIbKyJISLIO 32 JOTOBOPOM, Ha KamiTajbHe OyAiBHUIITBO TOLIO).

9. Jluctu rapaHTiiiHi (Ha BUKOHAHHS poOiT, HaJaHHS MTOCITYT TOIIO).

10. Omnucu cripaB nocriifHOTO, TpHBasioro (monay 10 pokiB) 30epiranHs, 3 KaApPOBUX MUTaHb.
11. IraTHi po3nucH.

12. TpynoBi KHUXKKH.






Homarok 8
1o [HCTpyKIiT 3 AUTOBOACTBA 3aKIaLy
(myHkT 9.29 pozainy 1)

BEPEXXAHCBHKHM JIIER Nel
BEPEJKAHCBKOI MICBKOI PAJTA
TEPHOIILIbCHKOI OBJIACTI

AKT
Npo NpuiiMaHHA-NepeJaBaHHS JTOKYMEHTIB i cipas
miJ Yac 3MiHU KepiBHMKA

(Ha3Ba 3aKIaay OCBITH)
Ne M. bepexanu
Binmoigao mo Haka3zy Big 26.08.2019 Ne _

(inimiany (iHinian iMeHi), npissuiie) IIepeaas, a NpUWHAB Y
JOKYMEHTH yTPaBIIiHCHKOT ISIIBHOCTI:

Ne Ne i Ha3Ba TOKYMEHTY Kinbkictb [TpumiTkn
3/ MPUMIPHUKIB
1 2 3 4
Pazom mpuiiasTo JIOKYMEHTIB (uudpamu i ciioamu), y

MPUMIPHUKAX (LUppaMu i CIOBaMH).
CraH TOKyMEHTIB

(3araipHA XapaKTEpPHCTHKA CTaHY)

ITepenas

(mmiamuc) (BiacHe iM’s1, IPI3BUILE)

[Tpuitass

(miamuc) (BracHe iM’s1, IPI3BUIIE)

20 POKY




Homarok 9
1o [HCTpyKIIiT 3 AUTOBOACTBA 3Ky

(myHkT 9.29 pozminy 1)
BEPEXKAHCHKHWM JIIEHR Nel 3ATBEPIXYIO
BEPEXXAHCBKOI MICBKOI PAJTH
TEPHOILIBCHKOI OBJIACTI Jlupextop
Ouanra TAHUY
27.12.2021
AKT

Nnpo npuiiMaHHsI-TIepe1aBaHHs CIIPaB
mija yac 3MiHu 0co0H, BiANOBiAaJIbHOI 32 apXiB

Ne M. bepexanu
Binmosiano no Hakaszy Big 27.12.2021 Ne _ (imiiany (iHimian
imMeHi), npi3Buiie) IIEPEIAB, a (inimiamy (iHiian
imeni), mpiseume) MPUUHSB y TMPHUCYTHOCTI KOMICIi, siIka CTBOpPEHa Ha MiACTaBi 3a3HAUYCHOTO HaKasy, y
CKJIa i TOJIOBH (ininianu (ininian iMmeni), npizBuiie) 1 YWICHIB KOMicCil
(iHimiamu

(inimianu imMeni), pi3Bua) TOKYMEHTH apXiBy Ta JOBIIKOBHUI amapar J0 HHX:

No Ne i Ha3Ba onmcy KinmpkicTsh KinpkicTs cripaB [TpumiTkn
3/ MIPUMIPHHUKIB
OIuCy
1 2 3 4 5
Pazom mpwuitasiTo crpaB (nudpamu i cnoBamn),
OIUCIB y MPUMIpHUKAX. (udpamu i cioBamu).

CraH JJOKyMEHTIB 1 OMHCIB

(3aranpHa XapakTepUCTUKA CTaHy).

BOI[HO‘-IaC NEpCaar0THCA

(BHIM IOBIIKOBOTO amapary, Horo o0csru, CTaH)

Ta
(Ha3BH MEYATOK 1 MITAMITIB apXiBY, iX KUIBKICTB)
CraH npuMilieHb apXiBy,
(3arasibHa XapaKTEpUCTHKA CTaHY).
HasBHicTh i cTan o0nmamHaHHS Ta IHBEHTAPIO apXiBY.
(3araypHa XapaKTEPUCTHKA CTaHY).
ITepenas
(migmuc) (BmacHe iM’st, Ipi3BUIIE)
[Ipnitass
(migmuc) (BnacHe iM’si, TIpi3BUILIE)
l'onosa komicii
(migmuc) (BmacHe iM’st, TIpi3BUILE)

Yirenu xkomicii




20 POKY

3ATBEPIKYIO

Homarok 10

1o [HCTpyKIii 3 AiI0BOJCTBA 3aKIa Ly
(mysKT 9.29 po3zminy 1)

3ATBEPIKYIO

(mocaga KepiBHMKA YCTAHOBH, WI0 Hepenae
JOKYMEHTH)

(mocaga  KepiBHHKA  YCTaHOBH,

JIOKYMEHTH)

o npuiimae

(migmuc) (BacHe iM’sl, IPI3BHIIIE)
20___poky
MLII. (3a HasABHOCTI)

AKT
npo

(mimgmue)  (BmacHe iM’sl, TIPI3BHIIC)
20___poky
MLII. (3a HassBHOCTI)

NnpuiiMaHHA-TIepeaa

BaHHA CIIpaB

M. bepexanu

(moxymeHTiB) Bij
O/IHi€] YCTAHOBH 10

iHmoi

ITincrasa:

(3micr

pilleHHs, TOBHa Ha3Ba (DOHMY, SKMH TNepefaeTbesi abo 3 SKOro BHIYYEHO CIPaBH IJIsl epelaBaHH:)

(HaliMeHyBaHHS YCTaHOBH, AKa
nepcaaia, a

nepeaae CIpaBu (moxymeHTH))

(maiiMeHyBaHHS

YCTaHOBH, SIKa MpUiiMae crpasy (I0KyMeHTH)) TIPUHHSIIA (CTIpaBU (JOKYMEHTH) 3a3HAY€HOTO (POH.TY, OOJIKOBI

JIOKYMEHTH Ta JOBIKOBHIA amapart 10 HbOTO:

Ne Howmep i Ha3Ba KinbkicTb KinbkicTs cripas [TpumiTku
3/m orHcy MIPUMIPHUKIB
onucy
1 2 3 4 5

Howmepu BiacyTHIX cnipaB

Ycboro npuiHATO

crupas (mdpamu i clioBamHu).

[TepenaBanus 37iCHUB:
[Tocana ocoOwu, 1o nepenae TOKyMEHTH
20__ poky

[TpuiimManHs 3/1iliCHUB:
[Tocana ocoOwu, 1o MpuitMae JOKyMEHTH
20__ poky




Homatox 11
1o [HeTpyKIii 3 1iI0BOACTBA 3aKIaTy
(mynkr 10.9 pozainy 1I)

3PA30K

VKPAIHA

BEPEXKAHCBHKUM JIILIEN Nel

BEPEXKAHCBLKOI MICBKOI PAJTU

TEPHOIIILCHKOI OBJIACTI

21142299
47501, TepHominbchka 061acTh, TepHOMUIbCHKUINA paiioH,
micto bepexkanu, Byn. ['imHasiitna, Oyx.2,
ten (03548) 2-21-96,e-mail: berschool@ukr.net

APXIBHA JOBIIKA
16.09.2021 Ne 45

IIpo npuiitnaTTa bornanum Mamko

[IPUNHSITU:

Mamko borgana /ImutpiBHa npuiiHsaTa Ha Tocaxy mpaktudHoro mncuxosora 3 01 BepecHs 1990
POKY 3 IIOCaI0BUM OKJIQZOM 3T1THO 31 IITaTHUM PO3MUCOM Yy po3Mipi 4525 rpuBEHb.

[Tincrasa: 3asBa Mamko b.JI. Bix 25 ceprast 2021 poxky.
Hupexrop Onsra TAHUY

Cexpetap (Triamuc) l'anuna KYJIEBA

M.IL



Jonatox 12
1o [HeTpyKIii 3 1iI0BOACTBA 3aKIaTy
(mynkt 10.9 pozainy II)

3PA30K

YKPAIHA

BEPEXXAHCBKUM JIIIEN Nel

BEPEXXAHCBLKOI MICBKOI PAZTU

TEPHOIIJILCHKOI OBJIACTI

21142299
47501, TepHominbceka obnacTs, TepHOMIIbCEKUN paiioH,
micto bepexanu, Byn. ['imaasiitaa, Oyx.2,
ten (03548) 2-21-96,e-mail: berschool@ukr.net

APXIBHUM BUTST
16.09.2020 Ne 45

IIpo BHeceHHsI 3MiH /10 TPYAOBUX KHHKOK
HAKA3VIO:

1. BHectn 3MiHM 10 Tpy0BOI KHMXKKHM Ta 0co00i kapTku [1-2 Pynenko Banentunu CrenaniBHU
Ipo 3MiHY Ha3BU MOCaId 3 «YUUTEIb MMOYATKOBUX KJIACiB» Ha «YUMTENb MOYaTKOBUX KJIACIB 3aKiany
3araiibHO1 CEPEIHbOT OCBITHY.

[Tincrasu: 3asBa Pynenko B. C. Bix 25 cepnus 2021 poxky.

3TriHO 3 OpUTIHAIOM

Hupexrop Onbra FTAHUY

Cekpertap lNanuna KYJIEBA

M.IL



Homarok 13
1o [HeTpyKIii 3 1iIOBOACTBA 3aKIaTy
(mynkt 3.3 po3miy III)

MEPEJIIK
AOKYMEHTIB, 110 He Mi/VIAralTh peecTpauii cneniajJbHo NPU3HAYEHOI0 VIS IIHOT0 0c00010

1. I'padiku, HapsaK, 3asIBKU, PO3HAPSAIKH.
. 3BezicHHsI Ta iH(dopMaIlis, HaiciiaHi 10 BigoMa.
. HaBuasnbHi mianu, ocBiTHI Tporpamu (Kotii).
. PexiraMHi OB1IOMIICHHS, TUTAKaTH, TPOTpaMu Hapa, KOH(epeHIIii Tomro.

. Hopmu Butpar marepianis.

2

3

4

5

6. BiTaybHi JUCTH 1 3aNPOIICHHS.
7. ApykoBaH1 BUIaHHs (KHUTH, )KypHAJIU, OIOJICTEH]).
8. MicsuHi, KBapTaJbHi, HIBPI4HI 3BITH.

9. ®opMU CTaTUCTUYHOT 3BITHOCTI.

1

0. loroBopu.



Homarku 14-17
1o [HeTpyKIii 3 1iI0BOACTBA 3aKIaTy
(myHkt 3.5 po3ainy III)

KYPHAJL
peecTpauii BXiIHHMX JOKYMEHTIB
Hara KopecnonaeHr, KopoTtknit Pe3zomrois, [Tigmmc Binmitka
HaJIXOKEHHS ara Ta IHIeKC 3MICT BIAIIOBITAILHUNA ocobOu, sika po
Ta 1HIeKC OJICPKAHOTO BHUKOHABEIIb oTpUMaJia | BUKOHAHHS
JIOKYMEHTa JIOKyMEHTa JIOKYMEHT | JOKyMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpauii BUXiIHUX JOKYMEHTIB
Jlara Ta KopecnonneHt Kopotkwii 3micT [pi3Bumia, iHiiamm [Tpumitka
IHICKC oco0wu, SKa Imamnucaia
JOKyMEHTa JIOKYMEHT, Ta
BHUKOHABIISI TOKYMEHTA
1 2 3 4 5
KYPHAJI
peecTpauii BHYTPillIHiX JOKYMEHTIB
JlaTa Ta iHIeKC Kopotkwii 3mict Pe3somronist abo [Tigmuc ocobwu, | Bigmitka mpo
JIOKyMEHTa BiJIIOBITaTbHUI sSKa OTpuUMasia BUKOHAHHS
BHKOHABEIIb JIOKYMEHT, JlaTa JIOKyMEHTa
OTPUMAaHHS
1 2 3 4 5
PEECTPAIIMHUMU ) KYPHAJI
HAaKAa3iB KepiBHUKA 3aKJIa1y
Peectpan Jara 3aroj0BOK HakKazy ITpi3Bug I1pi3Bue, [Tpumi
1MHAHA 1HAEKC HaKazy e, IHiIanm 1Hiaau TKU
(HOMmMED) MpaliBHUKA, HA| BiAMOBiTaIbHOT
Hakazy SIKOTO ocobn
noknazgeHuil | (BiAMOBigaNbHUX
KOHTPOJIb 32 oci0)
BUKOHAHHS
Hakazy
1 2 3 4 5 6




AKYPHAJIL

JonaTox 18
1o [HeTpykuii 3 AlToBoACTBA 3aKkinany (MyHKT 3.6
poznimy I11)

peecTpanii (pakTiB BUABJIEHHA (3BEPHEHHS) PO BYNHEHHS JOMANIHHOI0 HACUJILCTBA, HACHJILCTBA 32

03HAKOI0 cTaTi Ta OyJiHTYy

(3axnao ocsimu)

Ilopsn
KOBUH
HOMEp

[pi3Bume, im’s,
1Mo GaTbKOBI
MMOCTPAXKIAIOL
ocobu Ta/abo ii
3aKOHHOTO
NpeICTaBHUKA,
cepist Ta HoMep
nacrnopTa abo
PEKBI3UTH IHIIIOTO
JIOKyMEHTA, 1110
OCBiTuy€e 0coly
(3a HagBHOCTI),
BiK MOCTPaX a0l
ocobu, nara
3BEpPHEHHS,
azapeca
MPOKUBAHHS,
KOHTAKTHI J1aH1

Kareropis
ITOCTPaXI
anoi
ocobu
(mopocia,
JIUTHHA,
Hemie3nar
Ha,
00OMEKEHO
mie3narHa
ocoba 3
IHBaJTI IH1
CTIO)

Bun
HACHWJILCTBA

JIOMAIITHE/3
a O03HAaKOIO
crari/OyImiH
T, (izuumne,
CeKCyasbHe
)
MICHXOJIOT1Y
He a00
E€KOHOMIUHE
(KOpOoTKwHiA
3MICT
3asIBH)

[pizBue
, IM’s1, IO
0aThKOBI
KPHBIHUK
a, CTarh,
BIK,
CTYIiHb
criopijHe
HHS,
ajpeca
MPOKUBaH
Hi,
KOHTaKTHI
naHi (3a
HAasIBHOCTI

)

IToBimomie
HHS,
OTpHUMaHe
Hamionans
HOIO
MO €10
(nara, gac,
HallMeHyBa
HHS
T PO3ALITY,
TIpi3BHIIE,
1M’ TI0
0aTbKOBI
MOCaI0BOL
ocobu, sika
puitHsIa
IMOB1IOMJIEH
HSA)

IToBimomien
HSI, OTpAMaHe
CITyx)0010 ¥
crpaBax
niTei (nara,
yac,
Npi3BHLIE,
iM’s1, IO
0aThbKOBI
ocaaoBoOl
oco0u, sKa
npUiHAIa
[IOBIIOMJIEHH

)

IToBimoMaeHHS,
OTpUMaHe
YIIOBHOB)KEHOIO
0C00010 MPOTH ]
JIOMAIITHbOMY
HACHJILCTRY,
HACHUJILCTBY 32
O3HAKOIO CTaTi,
OymiHry (mara, gac,
HallMEHYBaHHS
oprany, TIpi3BHIIIE,
IM’s, TT0 OaThbKOBI
I0CaJoBoi 0coou,
sIKa MpUNHsIIA
MTOBIJOMJICHH )

[Totpeba B
Ha/TaHHI
MEIUYHOI
JIOTIOMOTH
(Tak/Hi,
BXKUTI
3ax0[iy,
nara i
HOMEDP
HanpaBJeHH
i,
HallMeHyBaH
HS 3aKJIamy,
YCTaHOBH)

3axonu,
BXXUTI 10
TOCTPAXKT
a Jioi
ocobu, y
pasi
3aITydeHHS
JI0 iX
peamizarii

3axonu,
BXXUTI 10
KPUBIHUK
a, y pasi
3aITy4YCHH
s 710 1X
peamizari
i

[pizBue,
IM’s, IO
0aThKOBI

YIIOBHOBaXX

eHoi ocodu,

sIKa BHECJIa

B1IOMOCTI

po

BHSIBIICHHS

(hakry
HACHJIbCTBA
abo
3BEPHCHHS
po
BUMHEHHS
HACHIILCTBA




Jonatox 19
10 [HCTpyKIIiT 3 AiI0BOJCTBA 3aKIa Ly
(mynkr 1.9 po3niny IV)

BEPEXXAHCBHKUI JIILIEM Nel 3ATBEPIKYIO
BEPEXXAHCBKOI MICBKOI PAJIU
Hupexrop
TEPHOIILJIbCHKOI OBJIACTI
Onwsra TAHUY
HOMEHKIJIATYPA CIIPAB
27.12.2021
Bim 27.12.2021 Ne 222
Ha 2020 pix
IHnekc cpaBu | 3arooBOK cripaBu (TOMY, KinmpkicTs Crpok 30epiranns | [IpumiTka
YACTUHH) crpas (ToMiB, | crpaBH (TOMY,
YAaCTHH) YaCTUHU 1 HOMEPH
crarei 3a
nepeniKoM
1 2 3 4 5
Cexkpetap
(migmmc)
20 POKY
BinmoBimansHuii 3a BeneHHS apXiBy
(i amuc)
CXBAJIEHO [NOI'O’KEHO
[Iporoxon 3acinanns EK 3akmany [TpoTokon 3acigaHHs
EK apxiBroro Biminy abo EK oprany Burmoro
Ne piBHA
No

[TizcymMKoBwHiA 3aruc PO KaTreropii Ta KUTbKIiCTh cipas, ckiaaaeHux y 2020 poii B 3aKiai:

3a cTpokaMu 30epiraHHs Pazom VY Tomy guci
TaKHX, IO 3 BIIMITKOIO
IIEPEXOASATh «EITK»
[Tocriitnoro

Tpusanoro (monan 10 poxiB)

TumgacoBoro (jio 10 pokiB BKIIFOUHO)

Yeworo




Cexpertap

(miamnuc)
20 POKY
[lincyMKoBi B1IOMOCTI IEPEAHO B apXiB YCTaHOBH.
BinmoBigansHuii 3a BeneHHS apXiBy (miamuc)

20 POKY










KYPHAJI

Homarok 20

1o [HeTpykIii 3 aijoBoACTBa 3akaany (MyHKT 2.3

pozniny VII)

peecTpanii 3BepHEeHb I'POMAISTH

0
]3\5}1 JHara Jlara [pizBumie, 3BigKu Bun OcHOBHI Ta 3Mmict | Bigmitka | Bigmitka | Hom
) HAJIXOI iM’s1, 10 HAJIiCJIaHo, | 3BEpHCHHS, JIOJIaTKOBI pe3ono mpo mpo ep
mAmICatHs/ | seeprg 0aTLKOBI, nara, (hopma Ta MUTaHHS uii, ii | mepenauy |BuKOHaHHS| CIIp
HaICHIaHHs/ Ta Micrue IHJEKC, O3HaKa aBTOP Ha , aBu
peectpa NPOXKUBAHHS | B3ATTS HA |HAIXOIKCHH Ta |BHKOHAHHSI|pe3yibrard 3a
3BEpHEHHS LidHAN (emekTpoHHA | KOHTPOIb |o KOpPOTKHMH | iHmekcu| nara, po3rsny, | Home
IHEKC azipeca, 3MICT BHKOHAB 3HATTA 3 | HK
HOMEp elpb, KOHTPOJIIO| TaTyf
Teneony), CTPOK 010
KaTeropis, BMKOHA
coLiaIbHUN HHSA
crad
3asBHUKA
1 2 3 4 5 6 7 8 9 10 1
1




Jonmatox 21
1o [HeTpyKii 3 1i7I0BOACTBA 3aKIaTy
(mynkr 2.3 po3niny VII)

KAPTKA (KYPHAI)
00J1iKy 0c00MCTOr0 NpUOMY rpOMaJsiH

Nel  Jlara XT0 [Tpi3Bumie, im'st,| [lopymieHi nuranHs Komy Hacminku
3/n| nmpuitomy | npuiimae | 1o 6aTbKOBI, JIOPY4EHO pO3IIs Y,
azpeca 4u KOPOTKHIA imgexcn | PO3MIA, 3MicT | iHzeke, ara
Micue poboTH, AMICT JIOPYYECHHS, oJIepKaHHs
Kareropis TepMiH BIMOBIAI BIX
(cowianbHUM BUKOHAHHS BHUKOHABIIS
CTaH)
IrPOMaJISTHUHA
1 2 3 4 5 Sa 6 7
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