JIJIOBEHIIBCBKA CEJIMIIIHA PAJTA
YIPABJIIHHSI TYMAHITAPHOI NOJITUKH
3AKJIAJL 3ATAJIBHOI CEPEJIHBOI OCBITH

«CYTYEHCBHKHM JILEN»
HAKA3
31.08.2023 p. c. Cymue No  69-on1

IIpo BeneHns aiji0BOI

JoxkymenTanii y 2023-2024 n.p.

BignoBizno nmo HnHakazy MOH Vkpainm Big 25.06.2018 p. Ne676 «Ilpo 3arBepmxeHHS
IHCTPYKIIi 3 JIJOBOACTBA B 3aKjajax 3arajbHOI CEpPeIHbOI OCBITH», JUcTa-po3’sicHeHHs MOH
VYkpaiHu 1070 3aCTOCYBaHHSI OKPEMHUX IMOJIOXKEHB 3 [HCTPYKIIii 3 IIJTOBOJCTBA 3aKjIa/Iax 3arajJbHoT
cepenuboi ocBiTy Big 03.10.2018 p. Ne1/9-596 3 MeTor0 BCTaHOBIECHHS €IMHUX BHUMOT JIO BEICHHS
ninoBoi nokymenraiii B 33CO

HAKA3VYIO:

1. 3aTBepautu iHCTPYKIiO 3 AnoBoAcTBa B 33CO «CymueHcbkuit minei» (mogarok Nel).

2. VYBectu B mito [HCcTpykmito 3 01 BepecHs 2023 poky.

3. BignmosimanpHUM 3a opranizamiro AinoBoiactBa B 33CO mpusHauuTu ai10Bona MupHy
Tersiny BonoaumupisHy.

4. Mupniii T. B.:

4.1. Benennst 1okyMeHTamii 31iHCHIOBAaTH BiAMOBIAHO A0 BUMOT [HCTpYyKIi 3 A1IOBO/CTBA B
33CO0.

4.2. 3MiCHIOBATH PEECTPAIlII0 Ta BECTH OOJIK JOKYMEHTIB.

5. VYcim mpaiiBHUKaM 3akjiaay — OCBITM  JOTPUMYBaTHCS OQOpPMIICHHS JOKyMEHTallii
BizmoBiHO 10 [HCTpyKIii 3 ainoBoactea B 33CO.

6. Jlanmii Haka3 JOBECTH J0 BiJjoMa TMpaliBHUKIB Ta po3micTuTd Ha caiti 33CO
«CymyeHChKUH inen».

7. KoHTponb 3a BUKOHAHHSM JaHOTO HAaKa3y 3allUIIIaio 3a COOOI0.

Jupexrop Tersna JOMAIINY



3 HaKa30M O3HAHOMIICHUN: Terssna MUPHA

3ATBEPIKYIO

JAupexTop T. C. Jomamuy
Honmarok Ne 1
o Haka3y Ne 69 Bin 31.08.2023 poky

IncTpykuis 3 aijioBoacTBa
B 3akuajii 3araJbpHOI cepeHbOl 0CBITH «Cynl4eHChbKHUM JIilen»
JIro0emiBcbKoi ceIMIHOL paan
Bonuncbkoi o0aacTi

I. 3aranbHi mosoxeHHs

1. Lst [HCTpYKIIist BCTAHOBITIOE 3arajibHi BUMOTH MO0 IOKYMEHTYBAaHHS YIIPaBIiHCHKOT iHpOpMAITii
Ta opranizamii podotu 3 gokymeHTamu B 33CO «CymueHchkuit mineit» JIroOemiBcbKoi CeauiHol
pamu BonmuHcbKoi o6macTi( gai — 3akian).

2. JIOTprMaHHS BUMOT IIOJI0 MOPSIKY BEICHHS JOKYMCHTYBaHHS, BCTAHOBJICHHX ITi€f0 [HCTPYKIIi€rO,
€ 00OB'SI3KOBHM JIJIS BCIX MPAIIBHUKIB 3aKIATy..

3. Hana [HCTpyKIIis po3pobiieHa Ha BiMOBIIHO A0 [HCTPYKIIiT 3 AIOBOACTBA Y 3aKjIajaX 3arajbHOl
CepenHbOi OCBITH, SIKa 3aTBEPKEHA HaKa30M MiHICTepCTBa OCBITH 1 HAyKH YKpaiHu 25 uepBHS
2018 poxy Ne 676 i 3apeectpoBana B Minicrepctsi toctumii Ykpaiau 11 Bepecus 2018 p. 3a Ne
1028/32480.

4. OpraHi3allis JiJIOBOJICTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IVISIIIOM Ta MPOXOPKEHHSIM JJOKYMEHTIB Y
3aKJIaJli 3IHCHIOIOTHCS BiIOBITAIEHOIO 0COOO0I0 , IKa TPU3HAYAETHCS KEPIBHUKOM 3aKJIay.

5. CTBOpeHHS €NEeKTPOHHUX JIOKYMEHTIB 3IIMCHIOETHCSA BIAMOBIIHO 10 3akoHiB Ykpainu "IIpo
€JIGKTPOHHI JIOKyMEHTH Ta eNeKTPOHHUN ToKyMeHTooOir", "[Ipo enexrponnuit uudposuil nianuc",
Haka3y MinicrtepcTBa roctuilii Ykpaiau Big 11 nucromana 2014 poky Ne 1886/5 "IIpo 3aTBepmkeHHs
[Mopsiaky poOOTH 3 €NeKTPOHHUMHM JOKYMEHTaMHM Y JIJIOBOJCTBI Ta iX MiATOTOBKU /10 MEpeaaBaHHS
Ha apxiBHe 30epiranss", 3apeectpoBaHoro B MiHicTepcTBi rocTullii Ykpainu 11 nucronmaga 2014
poky 3a Ne 1421/26198.

3akyag MOXKE€ CTBOPIOBATH JOKYMEHTH THMYacoBOro (1o 10 pokiB BKIIIOYHO) CTPOKY 30epiraHHs
JUIIe B EJICKTPOHHIN (opMi 3a YMOBHM HAsSBHOCTI BIJIMMOBIJIHOTO TEXHIYHOTO 3a0€3MEYCHHS 3
ypaxyBaHHSIM BUMOT 3aKOHOJIAaBCTBa YKpaiHu Ta mi€i [HCTpyKIii.

6. llopsmox opranizamii JUIOBOACTBA 3a 3BEPHEHHSAMH TPOMAJSH, 3amUTaMd Ha MyOJIidHY
iHpopmaLito BHU3HauaeTbes 3akoHamu Ykpainu "lIpo 3BepHenHs rpomanasn", "lIlpo moctyn mo
myOmiuHoi iHpopmaii".

7.Y 3aknaji AiOBOJCTBO 3IHCHIOETHCS P KaBHOIO MOBOIO. JJOKYMEHTH CKIIaatoThCs AEP/KaBHOIO
MOBOIO, KpiM BHIIAJKiB, MepeadadeHuX 3aKOHOAABCTBOM NP0 MOBH B YKpaiHi. JlokymeHTH, sKi
HaJICUJIAIOTBCSl 1HO3EMHHMM ajpecaraM, O(OPMIIOIOTBECS YKpPAiHCBKOIO MOBOIO, a00 MOBOIO
NepKaBu-aipecara, ado OIHIEI0 3 MOB MIXKHAPOHOTO CITITKYBaHHS.

8. Ctpoku 30epiraHHsi JOKyMEHTIB, IO CTBOPIOIOTHCS Tij Yac AISUTBHOCTI 3aKjaay, BUBHAYAIOTHCS
Haka3oM MiHicTepeTBa roctulii Ykpainu Bix 12 kBiTH 2012 poky Ne 578/5 "IIpo 3arBepmkeHHs
[Tepeniky THUMOBHX OKYMEHTIB, IO CTBOPIOIOTHCS MiJ Yac AISUTBHOCTI JEpKaBHUX OPTaHiB Ta
OpraHiB MiCLIEBOTO CAMOBPSyBaHHS, IHIINX YCTaHOB, IiIMIPUEMCTB Ta OpraHi3alliii, i3 3a3Ha4eHHAM



CTpOKiB 30epiraHHs JOKyMEHTIB", 3apeecTpoBaHMM y MiHicTepcTBi toctuiii Ykpainu 17 KBiTHA
2012 poxy 3a Ne 571/20884 (31 3MiHam¥).

I1. 3aranbHi BUMOTH 10 CTBOpPEeHHS, 0GOpMJICHHS
Ta JOKYMEHTYBaHHsl yIIPaBJiHCbKOI iH(opmamii

1. JlokyMeHTyBaHHs yNpaBJIIHCHKOI 1H(OpMAIil 3aKkyaay IMOJArae y CTBOPEHHI JOKYMEHTIB, IO
CHpsSIMOBaH1 Ha BUPILIEHHS YIIPaBIIHChKUX PIILIECHb.

2. Ha3Ba BuIy JOKYMEHTa (HaKas, MPOTOKOJI, MOTIOBIHA 3alKMCKa TOIIO) Ma€ BiAMOBIAATH Ha3BaM,
nepenbayeHuM posaiiom 3 JlepkaBHOro kiacudikaropa ympasiiHchKoi gokymenTanii K 010-98,
3aTBEP/UKEHOT0 Haka3oM Jlep)KaBHOro KOMITETy VYKpaiHM 1O CTaHAapTU3aIlii, METposorii Ta
ceprudikamii Bim 31 rTpymHs 1998 poky Ne 1024 (31 3minamu). OQopmIileHHS PpEKBI3UTIB
OpraHi3arifHO-pO3MOPSIAY0i JAOKYMEHTAIll Ta TMOPSIOK iX pO3TallyBaHHS MAalOTh BIJNOBIIATH
HamionansHoMy crannapty Ykpainu "Jlep:kaBHa yHiikoBaHa cucTeMa JOKyMeHTallli. YHiikoBaHa
CHUCTEMa OpraHi3ariifHO-pO3MopPsaAU0l JOKyMeHTamii. Bumorun 10 odopMiItoBaHHS JTOKYMEHTIB.
JACTY 4163-2003", 3arBeprxkeHOMy Haka3zoM JlepkaBHOTo KOMITeTy YKpaiHM 3 MUTaHb TEXHIYHOTO
perymnoBaHHs Ta criokuBYO0i oiTUKH Bif 07 kBiTHA 2003 poky Ne 55 (mani - ICTY).

3. OpranizauiiHo-po3nopsaadi JOKYMEHTH 0(OPMITIOIOTHCS Ha OJIaHKaX, 1[0 BUTOTOBISIOTHCS 3T1HO
3 pumoramu JICTY Ta miei [ncTpyxiii.

VY 3aknaai BUKOPUCTOBYIOTHCS Taki OJIaHKU JTOKYMEHTIB:

3araJibHUi OJaHK JUIsl CTBOPEHHS Pi3HUX BUJIB JOKYMEHTIB (0€3 3a3HaueHHs y OJaHKy Ha3BU BUIY
JIOKYMEHTA);

OJaHK JINCTA;
OJIaHK HaKa3y.

Bumoru 10 opopMIIEHHS TOKYMEHTIB, 110 BUTOTOBIISIIOTHCS 32 JIOIOMOTOKO KOMITFOTEPHOI TEXHIKH,
HaBeJICHO B J0AaTKy 1 1o miel [HcTpykiii.

4. TlocamoBi o0cobuM MIAMNKCYIOTH JOKYMEHTH B MEXaX CBOiX IIOBHOBa)XCHb, BH3HAUCHUX
3aKOHOJIABCTBOM YKpaiHHU, CTaTyTOM 3aKiajy, MOCaJOBUMH IHCTPYKLISIMHU, HaKa30M PO PO3MOAILI
OOOB'SI3KIB MK KEpIBHMKOM 3aKjagy Ta ioro 3acTynHukamu .BigOuWTKoOM meuyaTku 3akiaay
3aCBIAYYIOTh IMIANHUC T1OCAaJOBOi 0coOM Ha JOKYMEHTax 13 TMWTaHb OpraHizauiiHol Ta
(hiHaHCOBO-TOCMOAAPCHKOT MISIBHOCTI 3a MEePETiKOM JOKYMEHTIB, Ha SIKUX MiJIMKC T0CaI0BOi ocobu
3aCBIIYY€ThCS BIIOMTKOM IE€YATKU 3aKjajay, HaBelIeHUM y Aoaarky 2 no uiei Incrpykuii.Binbutok
MEUaTKU CTABUTHCS TaK, 100 BiH OXOIUIIOBAB OCTaHHI KiJbKa JTep HallMEHyBaHHS MOCaau 0coou,
gKa Tianucana JOKYMEHT, aje He MANMUC ToCazoBoi ocolOu, ab0 MPOCTaBISETHCA HA OKPEMO
BUJIUIGHOMY IS IILOTO Miclii 3 BiaMiTkoro "M. I1.".

5. 3akyag MOXke 3acBiUyBaTH KOIii JIMIIE THX JOKYMEHTIB, IO CTBOPIOIOTHCS B HHOMY, & TAKOXK Y
BUITAJIKaX, TMepeadoadeHux B ad3alll JpyroMy IbOTO MyHKTY.Y pa3i MiATOTOBKH JOKYMEHTIB IS
HAQ/JIaHHS CyIOBHM OpraHaM, IIiJl 4ac BHPIIICHHS MHUTaHb MO0 MPHUHSATTS TPOMAJSH Ha POOOTY,
HaBYaHHS, 3aCBITUEHHS IX TPYAOBHX Ta IHIIUX MPaB y B3a€MOBITHOCHHAX 13 3aKJIaJIOM, a TAKOX TIiJ1
gac (opMyBaHHS OCOOOBHMX CIpaB MpPALIBHUKIB 3aKJIaJ MOXE BHUIOTOBJIATH KOIii JTOKYMEHTIB,
BUJIaHUX IHIIMMH yCTaHOBaMHU (Komii JOKYMEHTIB mpo ocBiTy Tomo).Bigmitka "Kormis"
NPOCTaBISEThCSI HA JIMIBOBOMY OOIll Yy BEPXHHOMY TIPaBOMY KyTKYy TEpIIOro apKylia
nokymeHTa.Komii Haka3ziB, IHIIWX JOKYMEHTIB 3aCBiUy€ BIAMOBiaibHA 0co0a 3a OpraHi3alliro
JTOBOJICTBA Y 3aKIIai.



6. Y pasi moTpedu MpOBEACHHS OIIHKH JIOIIIBHOCTI CTBOPEHHS JOKYMEHTa, HOTO OOTpyHTOBAHOCTI
Ta BIJTMOBITHOCTI 3aKOHOJABCTBY 3MIMCHIOETHCS MOTOPKEHHS JOKyMeHTa.[loromkeHHs TOKyMEHTIB
MOXK€ 3IIMCHIOBATHUCh TMOCAJOBHUMH OcCoOaMM 3akKyiamy, SKi BIAMOBITHO 10 iX KOMIIETEHI]
BUDILIYIOTh MHTaHHS, TMOPYLIEHI B  JOKYMEHTI (BHYTpIIIHE TIOTOJDKEHHS), a TaKOX
3alHTEPECOBAaHUMHU yCTaHOBaMU (30BHINTHE TOTO/KEHHS) [loromKeHHsT TOKyMEHTIB 3MIHCHIOETHCS
BIJIOBITHO 710 BUMOT Hakazy MiHicTepcerBa rocTuiii Ykpainu Big 18 uepsas 2015 poky Ne 1000/5
"IIpo 3arBepmkennsi [IpaBun opranizaiiii AUIOBOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y
NEpKaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBPSIyBaHHs, Ha MIAMPUEMCTBAX, B yCTaHOBAaX 1
opranizarisx", 3apeectpoBaHoro y MinictepcTBi roctuilii Ykpainm 22 uepBHsa 2015 poky 3a Ne
736/27181 (mami - IIpaBuna opranizarii JiIOBOACTBA Ta apXiBHOTO 30epiranHs JOKyMeHTiB). [pud
MOTO/DKEHHST PO3MINTYIOTh HIK4e pekBizuty "[linmuc". Bin ckmanmaerses 31 cnosa [TOI'OJPKEHO
(Oe3 mamok), Ha3BU MOcaau 0coOu, siKa MOTOKYE JOKYMEHT (pa3oM 3 HalilMEHYBaHHSIM 3aKjany),
mianucy, iHimany(iB) 1 mpi3BUINA, JaTH TOTOMKCHHS.

ITpuknan;

[MTOT'O I’ KEHO

Hupekrop

[Mignuc Ininian(u), npi3Buiie

31.08.2023 p.

7. 3arBep/UKEHHS YNPaBIIHCHKUX JIOKYMEHTIB 3AIHCHIOETbCS OCOOMCTO KEPIBHUKOM 3aKiIary

BIJIMOBIJIHO JI0 MOTO TMOBHOBaXXEHH a00 PO3MOPSTYMM JTOKYMEHTOM 3aKjaay 13 3a3HAYCHHSIM Ha

JOKyMEHTI rpuda 3arBep/UKeHHS, OQOPMIICHOr0 BigHoBiTHMM 4YHMHOM.Ilopsimok 3arBepIKeHHS

JIOKYMEHTIB 3IIACHIOEThCS BiAMOBIAHO 10 I[lpaBun opraHizaiii IiJIOBOJCTBA Ta apXiBHOTO

30epiranHs gokymeHTiB.Ipud 3arBepmxenHs ckiagaetbes 31 cinoBa SATBEP/DKVYIO (6e3 namok),

Ha3BU TMOCAaM, WiANUCY, iHIIIamy(iB) 1 Tpi3BHIIA OCOOHW, sIKa 3aTBEpAWsia JOKYMEHT, IaTH
3aTBEPIKEHHS.

[Tpukinan:

3ATBEPIIKVYIO

Jupexrop

[ignuc Ininian(u), npi3Buie

31.08.2023p.

VY pa3i 3arBepIKeHHS JIOKyMEHTa pIIIEHHSM KOJET1aJlbHOTO OpraHy TIpu¢ 3aTBEepIKEHHS

cknanaerses 31 cnosa 3ATBEPIPKEHO (6e3 nanok), Ha3BH, 1aTH 1 HOMepa T0KYMEHTa y Ha3UBHOMY
BIJIMIHKY.

[Tpuknan:

3ATBEP/I’KEHO
[IpoTokon 3acimanHs
MIeIaroriYHO1 paau
JIIICIO
31.08.2023p. Ne 09
II1. Oco0auBi BUMOTH 0 CKJIAZAaHHA
AesIKMX BUIIB IOKYMEHTIB

1. Haka3 - po3nopsiauuii JOKyMEHT, SIKHii BUJIa€ KEPIBHUK 3aKJIa/ly Ha MpaBaxX €IMHOHAYAIbHOCTI Ta
B MeXKax CBO€I KOMIETEHIli, OOOB'I3KOBHMI /11 BUKOHAHHA mimjIernumMu. Hakasw BHOAIOTHCA 3
OCHOBHOI TisSUTBHOCTI, aMiHICTPAaTUBHO-TOCTIONAPCHKUX, KAJPOBUX MUTaHb 3aKJIaly, a TAKOXK PyXy



yuHiB.Haka3u 3 OCHOBHOI IIsIILHOCTI, aaMIHICTPATUBHO-TOCIIOIAPCHKHUX, KAJIPOBUX MHUTaHb, PYXy
YUHIB/BUXOBAHLIB MIAMUCYIOTHCS KEPIBHUKOM 3aKiaay, a 3a HWOro BiJCYTHOCTI - 0CO0OI0, fKa
BUKOHYE HOTO OOOB'SI3KH, Ta PEECTPYIOTHCS B KypHalax peectparlii HakaziB.Ilicimsa mignmucaHHS
HaKaszy 3MIHH J0 HbOTO BHOCSTHCS JIUIIE IUISXOM BUIAHHS HOBOTO Haka3y MPO BHECEHHS 3MiH.
Haxka3z odopmittoeThest Ha OaHKy Hakasy 3akiiaay. 3MiCT HaKaszy CTHCIIO BUKIIQJIA€THCS B 3aTOJIOBKY,
SIKUH TTOYMHAETHCS 3 puiiMeHHuKa "[Ipo" Ta ckiIamaeThes 3a JOMOMOTOIO BiJIIECTIBHOTO IMEHHUKA
("TIpo 3arBepmxkenHs...", "IIpo crBopenHs...") abo imenHuka ("IIpo miacymku..."). Tekct Hakazy 3
OCHOBHOI JIISUTBHOCTI, aJMIHICTPAaTHBHO-TOCTIONAPCHKUX MUTaHb Ta pPyXy Y4YHIB/BUXOBAHIIIB
CKJIAJIA€ETHCS 3 IBOX YACTHH - KOHCTATYI0UO1 (mmpeaMOyiu) 1 po3mopsayoi.

VY KoHCTaTyodiil uYacTHHI 3a3HAYA€ThCs TMIACTaBa, OOTPYHTyBaHHS ab0 MeTa BUIAHHS HaKasy.
Po3nopsiqua yactuHa Haka3y nounHaeThbes 13 cnoBa "HAKA3VYIO", sike ApyKyeThCs 3 HOBOTO psJiKa
BEJIMKUMHU JIiTepaMu O0€3 BIACTYIY BiJl JTIBOTO MOJIS 1 JIAMOK, MiCTIsl YOTO CTaBUThCS JBOKpanka. Ko
HaKa3 BUAAETHCS HA TIACTaBl IHIIOTO PO3MOPSAAYOTO JOKYMEHTa, Y KOHCTaTyIOJiil YacTHHI
3a3HAYalOThCS Ha3Ba BUAY LIbOTO JOKyMEHTa, HOro aBTOp, Jara, HOMEp Ta 3arojoBok. Haxkasu
HYMEPYIOTbCS B MOPSIKY 1X BUAAHHS B MEXaxX KaJICHIAPHOTO POKY; HAaKa3W 3 OCHOBHOI MisSITbHOCTI,
PYXy VY4HIB/BUXOBAHIIB, aJAMIHICTPAaTUBHO-TOCIOJAPCHKUX, KAJPOBUX MMHTAHb MAlOTh OKPEMY
HOPSIIKOBY HyMepaliro. 3 METOI0 PO3pI3HEHHS TPyl Haka3iB J0 PEECTPAIifHOTO IHAECKCY Hakazy
yepes aedic 10Ma€eThCs JITEPHA BIAMITKA, HATPUKIIAI!

HaKa3’ 3 OCHOBHOI MisILHOCTI - Ne 2-01;

Hakas3M 3 KaJ[pOBUX MUTaHb TPUBAJIOro 30epiraHus — Ne 2-k;
HAaKa3y 3 KaJIpOBUX MUTaHb TUMYACOBOTO 30epiranus - No 2-KB;
HaKa3M 3 pyXy Y4HiB/BHUXOBaHIIB — Ne 2-py.

2. IIpoTokoa - TOKYMEHT, y sikoMy (iKCyeThCsl TepeOir BeACHHS 3aciaHb, YXBaJIeHHS DIIICHb
JOpaAuMMU Ta KOJIeTialbHUMU OpraHaMu, KoMicisiMu Tomlo. [IpoTokomnu 3aciiaHp negaroriyHux paj,
IHIIUX JOpagyuX Ta KOJETIaIbHUX OpraHiB CKJIQJalOThCAd B CTUCHIM ¢opMmi. Y NpoOTOKOI,
CKJIaJIcHOMY B CTHCIHiN (opmi, (ikcyroTbes Nuile NpUHHATI pileHHs Oe3 aeramizauii mepediry
O0OroBOpEHHs MUTaHHA. Y pa3l MoTpeOu 3a pilIeHHSM 3arajibHUX 300piB (KOH(pepeHIil) KOJIEeKTUBY
IPOTOKOJIN 3arajibHUX 300piB (KOH(pEpeHIiT) KOJIEKTUBY MOXKYTh CKJIaJaTUCs Y TIOBHIN Gopmi.

Hywmepanis npoTOKodiB 3acifaHb MNENaroriyHoi paaud BeNeThbcs B MeEXaX HaBYAIBLHOTO POKY,
IPOTOKONIB BHOOPHUX OpraHiB - y MeKaX iX MOBHOBaKeHb. Hymepallis HpOTOKONIB BEIETHCS
OKPEMO 3a KOXKHOIO IPYTIO0 IMMPOTOKOITIB 3aCi/IaHb BiIMOBIAHOTO KOJETiaIbHOTO OPTaHYy.

3. JlaToro MpOTOKOITY € J1aTa IPOBEICHHS 3aCiJaHHS.

3aroloBOK 0 TEKCTY MPOTOKOJY Ma€ BimoOpaxkarw BUJ 3acimaHHs (Hapaaa, 300pH, KOoH(epeHIris
TOII0) 200 KOJeTiadbHOI MisSUTBHOCTI (KoMmicis, paaa, 300pu, pododa rpymna TOIIo) i BKIIIOYAaTH Ha3BY
BUy NOKyMEHTa. TEeKCT MPOTOKONY CKJIATA€ThCS 31 BCTYIHOI Ta OCHOBHOI YacTHH. Y BCTYITHIH
YACTHHI MPOTOKOJIY 3a3HAYAIOTHCS MPI3BUINA Ta 1HIIIAH TOJOBH a00 TOJOBYIOYOTO Ha 3aciJlaHHi,
300pax TOIO, CEKpeTaps, 3ampoIIeHUX, a TaKOK MPUCYTHIX 0ci0. Y pa3i moTpedu 3a pillIeHHIM
BIZIMOBITHOTO OpraHy y CHOUCKY TPUCYTHIX 3a3HA4YarOTbCs TOCaIM 3alpolleHuX ocid Ta
HaiMEHYBaHHs YCTaHOB. SIKIIO KiJIBKICTh MPUCYTHIX MepeBUINye 15 0ci0, 3a3Ha4aeThCs iX 3arajibHa
KUTBKICTB 3 MOCHJIAHHSM Ha CITUCOK, IO JOJAETHCS JIO MTPOTOKOITY.

4. BcrynmHa 4YacTMHA MICTHTh MOPSAOK JEHHUI: Mepeiik pOo3MISHYTHX Ha 3acijaHHI NUTaHb.
[opsimok AeHHUH MOJAEThCs HAIPHUKIHIN BCTYITHOT YACTUHH.



Crnosa "llopsmok neHHUN" APYKYIOTHCS BiJ MEXI1 JIIBOTO TOJIS, IMICIsS HUX CTaBUTHCS JBOKpAIIKa.
KoxHe nutanHs HyMepyeThcs apaOChbKUMU LU paMu 1 IpyKyeThes 3 ad3aiy. @opMyBaHHS UTaHb Y
MOPSAKY JEHHOMY TOYMHAETHCA 3 TpuiiMeHHuka "[1po".

5. OcHOBHA YaCTHHA MPOTOKOIY CKJIAAAETHCS 3 PO3ALIIB, SKI MAIOTh BIIMOBIIaTH MyHKTaM MOPSJIKY
JeHHOro. Po3ainu HyMepyroThesl apaOChbKUMU LIUPpaMu 1 OyAYIOThCS 32 TAKOIO CXEMOIO:

s ctuciaoi popmu npotokoiis: "CIITYXAJIN - YXBAJIWIIN",
quist noBHOT popmu npotokois: "CIIYXAJIN - BUCTVYIIUIIN - YXBAJIUJIN".

[Ticns cnoBa "CJIVXAJIN" 3 HOBOTO psiika 3a3HAYaAIOTHCS MPi3BUINE Ta iHimiamu (iHiI{an iMeHi)
KOYKHOT'O JIOIIOBIgaya.

VY noBHii dopmi nporokony micia ciaoBa "BUCTYIIMJIN" ¢ikcyroTbess BUCTYNIH THX OCIO, sKi
B3s5UIM y4acTh B OOTOBOpPEHHI JOMOBIII (MHUTAaHHS MOPSAKY JE€HHOTO). BucTynu ohopMITIOIOTECS B
MIPOTOKOJI 13 3a3HAYEHHSAM TOCa, MPI3BUII Ta iHIMIaMiB (1HIiMiaTy), IMEH JOMOBIIa4iB Y HA3UBHOMY
BIZIMIHKY, BUKJIQJICHHSIM 3MICTy BUCTYITy a00 IIMTaHHS, BiIMIOB1/I HA HHOTO.

6. TekcTH BUCTYIIIB Y IPOTOKOJII BUKJIAIAFOTHCS BiJl TPEThOI OCOOM OTHHUHHU.

Texkct abo Te3u MOmMOBIAI, OQGOpMIIEHI SK OKpeMi JOKYMEHTH, JI0 TEKCTy TPOTOKOIY HE
BKIItOYArOThCs. [licist BimoMocTelt mpo A0MmoBigada CTaBUTHCS THPE 1 3a3Ha4aeThes "TeKCT MOmoBii
JIOIAE€THCS IO MPOTOKOIY .

[Ticns cnosa "YXBAJIMJIN" dikcyeTbes npuiiHATEe pillIeHHS] 3 00TOBOPIOBAHOTO MUTAHHS MOPSAKY
JICHHOTO, SIKe Ma€ BKJIFOYATH CKJIAJOBI, 11O BiIMOBIIAOTh HA TaKi MUTAHHS: KOMY, IO 3pOOUTH 1 B
SIKUM CTPOK.

V pasi AKIo NpuiMaeThCs PilleHHs PO CXBAJICHHS, MOTOPKEHHS, 3aTBEPIXKEHHS JOKYMEHTA, KU
00roBOpIOBaBCS Ha 3acijaHHl, IEeW TOKyMEHT JOMAEThCS IO IMPOTOKOIY. 3a HASBHOCTI I1HIIMX
JOKYMEHTIB, 110 pO3MIAJAINCS Ha 3aciJaHHl Ta (akT 0OroBOpeHHs AKUX Oyio 3a(iKCOBaHO B TEKCTI
MIPOTOKOJIY, BOHM HYMEpYIOThCA apabchbkumu Ludpamu (Hanmpukiaa, gogatok 1, momatox 2). Y
BIZIMOBIJTHUX ITyHKTaX MPOTOKOJY MIPOCTABIISIOTHCS MMOCUIIAHHS Ha 11l TOJATKHU.

[IpoTokoi miANucye TOMOBYIOUHIA Ha 3aCiIaHHI KOJETiadhbHOTO (OpaJauoro) Oprany ta cekperap (3a
HasBHOCTI). [IpoTokon 3aciganb KOMicCiii MiAMUCYIOTH YC1 YJIEHH KOMICIi.

7. JIMCTH CKIAJalOThcs 3 METOI0 OOMiHY iH(OpMaIi€lo MK 3aKJIaZoM Ta OpraHaMH JIep>KaBHOI
BJIa/IM, OpraHaMU MICIICBOTO CAMOBPSITYBaHHS, iX TTOCAJJOBUMHU 1 CITy’)KOOBHUMH 0CO0aMH, 3aKJIaIaMH,
yCTaHOBAaMH, OpraHi3allisiMHi Ta IHITUMH (HI3MUHUMH 1 FOPUJUUYHUMH 0COOaMH.

bnanku nrcTa MarOTh Taki peKBi3UTH:
HalilMEHYBaHHS 3aCHOBHUKa 3akiajny (Hampukiaa, Ko3sTuHChKa pailoHHa pana);
NIOBHE HaliMEHYBaHHS 3aKJIay BiJIIOBITHO JI0 YCTAHOBYMX JOKYMEHTIB;

JIOBIJIKOBI JiaHi o 3akia] (OIIToBa aapeca, HoMepH TeiaeoHiB, GakciB, paxyHKiB y OaHKY, ajpecy
€JIEKTPOHHOI MOLITH TOILIO).

PexBizuTamMu nucTa €: gara, peecTpariiHui 1HIAEKC, MOCWIAHHS Ha PEECTPALIMHUIN 1HIEKC 1 JAaTy
JOKYMEHTa, Ha SKMHA HaJaeTbCs BIAMOBIAL (3a MOTpeOM), aapecar, 3aroJIOBOK A0 TEKCTY, TEKCT,
BIIMITKa PO HASBHICTH JOMAATKIB (3a mOTpeOu), MiANUC, BIAMITKA PO BUKOHABIA. JlaToro nucta €



Jata Moro MmiAmMcaHHs, sika Mae 30iraTtucs 13 JaToro peecTparlii BUXiAHOI KopecrnoHAeH . TekcT
JUCTa BUKJIQNAETHCS Bil MEpmioi O0COOM MHOXHMHU 3 BHKOPHCTAHHSM CIiB: "TIPOCHUMO

nn

MOBITOMHTH...", "p0O3'sICHIOEMO, 1110...". 3a3BUYal y JIUCTI MOPYUTYETHCS OHE TTUTAHHS.
8. AKT - OKYMEHT, CKJaJeHUH rpynor oci® [uis 3acBiUeHHs BCTAHOBJIEHUX (akTiB abo MOAIM.

AKTH O(OPMIIOIOTBCS 3a pe3ylbTaTaMH pPEeBi3iii (piHAHCOBO-TOCHOAAPCHKOI IISUIBHOCTI, MiJ 4Yac
IpUMaHHSA-NIEpEJaBaHHs CIIPaB, CIIMCAHHs MaliHa TOLIO.

Jlaroro akTa € gara Woro CkJafeHHs. TeKCT aKTa CKIaJaeThesl 31 BCTYIHOI Ta KOHCTATyI0uoi YacTHH.
VY BCTYNHIM 4YacTWHI 3a3HAYAIOTHCS MIJACTaBU IS CKIAJaHHS aKTa Ta HA3MBAIOThCA OCOOH, SIKi
CKJamy akT abo Oyau MpHCYTHI NpU IbOMY. Y KOHCTaTylOUiii YacTHHI BHKIAQJAIOTHCS CYTbh,
3aBJaHHS, XapaKTep BHUKOHAHOI pOOOTH, BCTAaHOBJICHI (aKTH, MPOMO3UIi Ta BHUCHOBKH.
Koncraryroua wactuHa Moxe odopmitroBatucss y BuDIAal Tabmuii. Y KIHII TEKCTy akTa
3aMMHUCYIOTHCS JIaH1 PO KITBKICTh MPUMIPHUKIB aKkTa Ta iX MICIIE3HAXOKEHHS. AKT IMiMUCYIOTh yCi
ocobu, ki Opanu y4yacTp y ioro ckinagansi. Ocoba, sika Mae 3ayBa)KeHHs JI0 3MICTY aKTa, MiJIMHCYy€
J0ro 1 BUKJIaJa€ CBOIO AYMKY Ha OKPEMOMY apKyllll, sIKUi JOAA€THCS 10 aKTa.

IV. PeecTpanist 1oKymMeHTIB

1. JIokyMeHTH B 3aKlafi peecTPYIOThCS IIEHTPATi30BaHO HE3alekKHO BiJl COCOOY IX CTBOPEHHS,
OZIcp>KaHHS UM BIATBOPEHHS. Y 3aKJIa/i MOXKE 3aCTOCOBYBATHCS aBTOMaTH30BaHa (hopMma peecTparii
JOKYMEHTIB 3 BUKOPUCTAHHSM CHEIlaIbHUX KOMI'TOTEPHUX MPOTPaM.

2. Peectparisi TOKyMEHTIB 3AiMCHIOETBbCA BiAmoBigHO 10 IlpaBun opranizaimii IijoBOACTBa Ta
apXiBHOTO 30epiraHHs JOKyMEHTIB.

3. Peectpaiisi AOKYMEHTIB MPOBOAUTHCA 3 METOIO 3ale3medeHHs iX OOMiIKy, KOHTpOIIO 3a
BUKOHAHHSM 1 ONEpaTHBHUM BHKOPHCTAHHSM iH(OpMALi Ta MMoJisirae y BeJCHHI 3aMucy O00JIIKOBHX
JAHHUX TIPO JOKYMEHT, SIKMM (DiKCyeThCsl PaKT CTBOPESHHS, BIANPABICHHS a00 OTPUMAaHHS JOKYMEHTA
IIJISIXOM TPOCTABJICHHS HAa HHOMY PEECTPAIIHOTO IHAEKCY 13 3alMCOM Y BiJIOBITHHX XXypHajax
(6a3ax aBTOMaTH30BaHUX CHCTEM) peecTparlii HeOOX1THMX B1JIOMOCTEH PO JOKYMEHT.

4. Peectpariii miisratloTh BXi/IHi, BUXIJIHI Ta BHYTPIIIHI JTOKYMEHTH (IOBIIKH, JOMOBIAHI 3alHCKH,
3asiBH, POTOKOJIN 3aCiJIaHb MEeIaroriuHuX paj, KOMICii TOIIO).

5. JIOKyMEHTH pPEeECTpPYIOThCS JIMINE OIWH pPa3: BXiAHI - y JIGHb HAIXOKEHHS a00 HE Ii3HiIIe
HACTYITHOTO POOOYOro JHS, SKIIO JOKYMEHT HAIIWINOB y HEpOoOOYMii 4ac, CTBOPIOBaHI - y JIeHb
MiTUCaHHS a00 3aTBEPIKEHHS.

6. JlokyMeHTH, IKi HaIXOIATh JI0 3aKJIaay, PEECTPYIOTbCS B JKypHaJli BXiJHOT KOPECIOHAEHII], Ti,
[0 BIAMPABISIIOTHCS, - Y JKypHajl BUXITHUX JOKYMEHTIB, BHYTpIIIHI - y YypHaJl BHYTPILIHIX
JIOKYMEHTIB, HaKa3M - y >KypHajax peectpauii Haka3ziB. Ilepemik JOKyMEHTIB, 110 HE MiUIATaOTh
peecTpallii creriaibHO NPU3HAYEHOIO I LIbOTO 0C00010, HABEIEHO Y A0AaTKy 3 10 1iei [HcTpykuii.

®dopMy peecTpalliiHOTrO JKypHaly Haka3iB KepiBHMKa 3aKJIaay HaBEICHO Yy JOmaTKy 4 1o i€l
[acrpykuii. Ilpumipai ¢dopMu peecTpamiiHUX JKypHaNiB BXiJHHX, BHXIJIHUX, BHYTPIIIHIX
JIOKYMEHTIB HaBelIeHO y jaoxarkax 5 - 7 mo IlpaBunm opranizaiiii AUJTOBOJACTBA Ta apXiBHOTO
30epiraHHs JOKyMEHTIB.

7. JIOKyMEHTH PEECTPYIOTBCS 3a TpyMaMH 3aJeKHO BiJl HA3BU BHUIY, aBTOpa Ta 3Micty. OKpemo
pEECTPYIOTHCA:



BX1/IHI TOKYMEHTH;

Hakas3® 3 OCHOBHOI JisSJIbHOCTI;

HaKas3M 3 pyxy Y4HiB;

HaKa3H 3 KaJIPOBHX IMUTaHb TPUBAJIOTO 30epiraHHs;

HAaKa3| 3 KaJIPOBUX MUTAHh TUMYACOBOTO CTPOKY 30epiraHHs;

BHYTPIIIHI JOKYMEHTH (TPOTOKOJNH, JOBIAKH, JIOTOBiIHI, TOSCHIOBAJbHI 3allMCKH, 3asBU
MPAIiBHUKIB TOIIO);

3BEPHEHHS TPOMAJISIH, Y TOMY YHCJII 0aThbKiB 400 3aKOHHUX MPEICTABHUKIB YUHIB;
3alUTH Ha IMyOIiyHy iHpOpMAaLito.

8. JlokyMeHTH, IO TepearoThCsl eNEKTPOHHOI MOMITOI Yy CKaHOBaHiM (opmi 0e3 eneKTpOHHOTO
UQPPOBOTO MiIHICY, PEECTPYIOTHCS OKPEMO BiJl 1HIIUX JOKYMEHTIB i3 3a3HAUEHHSIM €JIEKTPOHHOT
aJipecy BiANpaBHUKA Ta ajpecara.

9. Ilin uac peectpauii AOKyMEHTa HAJa€ThCS YMOBHE IO3HAYEHHS - PEECTpaLlifHUM 1HIEKC.
CxiajoBl 4YaCTUHU  PEECTPALIMHOTO  1HAEKCY JIOKyMeHTa (KpiM 3BEpHEHb TIPOMAJIsH)
BIZIOKPEMITIOIOTHCS OJIHA Bijl OJJHOI PaBOOIYHOIO MOXUIIOK PUCKOIO.

10. JInsg BXiZHHUX TOKYMEHTIB PEECTpALlifHUMA 1HIEKC CKIAJA€ThCs 3 TOPSAJKOBOTO HOMEpa Ta
iHaekey crpaBu, Hanpukiaaa 89/02-04, ne 89 - mopsakoBUii HOMEp JOKYMEHTa Y Mexax poky, 02-04
- IHJIeKC CIIPaBU 32 HOMEHKJIATypOIO CIIPaB.

11. V BUXiIHOTO Ta BHYTPILIHBOTO (32 BUHATKOM HaKa3iB, IPOTOKOJIIB) TOKYMEHTa peecTpaliiHu
1HEKC CKJIQJA€ThCS 13 1HAEKCY CIpPaBU 33 HOMEHKJIATYpOIO CIpaB Ta MOPSIKOBOIO HOMEpa,
Hanpukiag 02-04/176, ne 02-04 - iHgexc cnpaBU 3a HOMEHKJIATYpOIO crpas, 176 - mopsakoBHid
HOMEp IOKyMEHTAa y ME¥KaxX pPOKY.

V. Cki1agaHHs1 HOMEHKJIATYPH CIIpaB

1. HomeHkiatypa cnpaB - 00OB'sI3KOBH JUIsI 3aKJIa/ly CHCTEMAaTH30BAHMIA MTEPEITiK Ha3B (3arojOBKiB)
crpas, 10 (GOPMYIOThCS 13 3a3HAYEHHSIM CTPOKIB 30epiraHHs CIpas.

2. HomeHkiaTypa chpaB CTBOPIOETbCS 3 METOK BCTAHOBIICHHS B 3aKJajJi €JUHOTO IOPSAIKY
(¢hopMyBaHHs cripaB, 3a0e3MeueHHs iX 00Ky, ONEepPaTUBHOIO MOUIYKY JOKYMEHTIB 3a IX 3MICTOM 1
BUJIOM, BU3HAYEHHS CTPOKIB 30epiraHHs CHpaB 1 € OCHOBOIO JUId CKJIaJaHHS OMNKCIB CIIpaB
nocTiiHoro Ta TpuBasioro (moxHaa 10 pokiB) 30epiraHHs, a TakoX JJs OONIKY CIpaB TUMYacOBOIO
(mo 10 pokiB BKJIFOYHO) 30epiraHHsl.

3. CxiaganHs Ta OOpMIICHHST HOMEHKJIATYpH CIIpaB 31MCHIOETHCS BIAMOBIAHO 0 BUMOT TJIaBu 1
poszainy IV IlpaBun opranizaiiii 1i1I0BOJCTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHkiaTypa chpaB 3akjagy po3poOiseThCsl BIANOBIIAIBHOIO OCO00K 32 Opratizaliro
JITOBOZICTBA Y 3aKiafi i3 3aiydeHHsIM (PaxiBIiB CTPYKTYPHUX IiIPO3MIiTiB 3aKianay ( 3aCTYIMHHKIB
JUPEKTOPa, TOJIOBHOTO OyXranTtepa, MEAUYHOI CECTPH).

5. HomeHkmarypa crpaB yXBalllO€ThCSL €KCIIEPTHOIO KoMicieto (nami - EK) 3aknany, sika CTBOPIOETHCS
BIZIIIOBITHO 10 3aKOHOJABCTBA.



7. HomeHknaTypa cnpaB 3akjiajly CKJIAJA€ThCs OJMH pa3 Ha I'ATh POKIB ab0 HEBIJKIATHO B pasi
ICTOTHUX 3MIH Yy (pOpMI BIIACHOCTI, CTPYKTYp1, (PYHKIIISX Ta XapakTepi poOOTH.

9. HomeHnkiatypy cripaB 3aTBEPKY€E KEPIBHUK 3aKyIaly.

10. HampukiHii poKy HOMEHKJIATypa CIIpaB 3aKpUBAETHCS M1JICYMKOBHM 3allMCOM IPO KaTeropii Ta
KUIBKICTb CIIpaB, 3aBE/IC€HUX Y BIJIOBITHOMY POLIL.

11. Homenknarypa cmnpaB miopoky (He mi3Hime 20 TpyaHsS) YTOYHIOETHCS, 3aTBEPIKYETHCS
KEPIBHUKOM 3aKJIady Ta BBOAUTHCS B Mit0 3 01 CiuHS HACTYITHOTO POKY.

VI. ®opmyBaHHSs cnipaB, 30epiraHHs 10OKYMEHTIB

1. @®opmyBaHHS CIpaB - TIpYNyBaHHS BHUKOHAHMX JOKYMEHTIB Yy CIpaBd BIANOBIAHO 10O
HOMEHKJIaTypH CIpaB.

2. ®opMmyBaHHS CHpaB 3aKjiamy 3OIHCHIOETBCS 3 AOTpuMaHHAM BuMor IIpaBun opranizamii
JIJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Haka3um 3 OCHOBHOI [isSIBHOCTI 3aKiady, KaapOBUX IUTaHb Ta pyXy YYHIB/BUXOBAHIIIB
TPYNYIOThCS B Pi3HI CIPaBH Yy XPOHOJIOTIYHOMY MOPSAKY BiJIOBITHO 1O iX BHAIB Ta CTPOKIB
30epiraHHsl.

4. JIokyMeHTH, 3aTBEp/UKEHI HaKa30oM KEpiBHUKA 3aKjany, € NOJAaTKaMH JI0 HbOTO 1 TPYMYIOTHCS
pa3oM i3 UM PO3NOPSTINM TOKYMEHTOM.

5. JlucTyBaHHSI TPYIYETHCSA 3a 3MICTOM 1 KOPECIIOHJICHTCHKOIO O3HAKOI Ta CHCTEMAaTU3Y€ThCS B
XPOHOJIOTIYHOMY TIOPSIIIKY: JOKYMEHT-BIAMOBIIb PO3MIIIYETHCS 32 JOKYMEHTOM-3aITUTOM.

6. AndaBiTHa KHUTA YYHIB/BUXOBAHIIIB, KYPHAIH TPYIHU MOAOBKEHOTO JTHS, OONIKY MPOMYIIEHUX 1
3aMiHEHHMX YPOKiB, KHUTH OOMNIKy Ta BHJaui CBIIOLTB 1 JOAATKIB JI0 CBIAOLTB PO 0a30BYy 3arajibHy
CEpE/IHIO OCBITY, aT€CTaTiB Ta JOJATKIB JI0 aT€CTATIB MPO MOBHY 3arajibHy CEPEIHIO OCBITY, 30JI0THX
Menaznei "3a BHCOKI JOCATHEHHS y HaBuaHHI" Ta cpiOHMX Memaneil "3a MoCsArHeHHs y HaByaHHI"
IPOIIHYPOBYIOTBCS, @ CTOPIHKM HyMepyroTbcsa. Ha ocTaHHIN CTOpIHII >KypHaJIy/KHUTH pOOUTHCS
3aIUC MPO KUIBKICTh CTOPIHOK y KYPHAaJi/KHU31, 110 MiJNHCy€e KepiBHUK 3aknany. [lignuc kepiBHUKa
CKPITUTIOETHCS TIEYATKOKO 3aKIIAy.

7. Y pa3i motpeOu 3a pilIeHHSIM IMEIaroriyHoi pagyl y 3akiaJi MOXKYTh CTBOPIOBATUCS Ta BECTHUCS
1HIII )KypHaIH (KypHaJI MPAKTUYHOTO IICUXO0JIO0Ta, COLIaTBHOTO MEIarora Tolo).

VII.EkcnepTu3a miHHOCTI JOKYMEHTIB.

IMopsinok NiAroToBKM cpas /10 NepeJaHHs A apXiBHOTo 30epiraHHs

1. ExcriepTu3a HiHHOCTI TOKYMEHTIB Ta MOPSAJOK IiJITOTOBKM CIpaB 10 MEpeJaHHs Ul apXiBHOTO
30epiranHs 311HCHIOIOThCS Ha miactaBi [IpaBun opranizarii 1i70BOACTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB.

CrientianbHi BUMOTH JIO ©KCIIEPTH3M IIIHHOCTI JOKYMEHTIB Ta TOPSAKY ITJTOTOBKH CIpPaB J0
NepeIaHHsl Il apXiBHOTO 30epiraHHs 3aKiaay nependadeHi mier [HeTpyKIiiero



2. Jlns opranizaiiii Ta mpoBEACHHS €KCIIEPTU3U LIHHOCTI IOKYMEHTIB, 10 YTBOPUIIUCS Y T1JIOBOJICTBI
3aKJIaay, Ta MOJAHHs pe3ysbTaTiB eKCIepPTU3U LIHHOCTI JOKyMeHTiB Ha po3msa EIIK nep:xaBHOTO
apxiBy (EK apxiBHOTO Bimmiiny pailoHHOI AepskaBHOi amMiHicTpamii ) yrBoproeThes EK 3akmany.
Creopennss EK Ta opranizamis i poOOTH 3IIHCHIOIOTBCS BIAMOBIMHO A0 moctaHoBu KabiHety
MinictpiB Ykpainu Big 08 cepmus 2007 poky Ne 1004 "IIpo mpoBeneHHS €KCIEPTU3H ITIHHOCTI
JTOKyMeHTIB" Ta Hakazy MiHicTepcTBa tocTuiii Ykpainu Bix 19 uepsus 2013 poky Ne 1227/5 "IIpo
3aTBEp/PKEHHST THIIOBOTO TIOJNIOKEHHS TPO EKCHEPTHY KOMICIIO JIEp)KAaBHOTO OpraHy, OpraHy
MICIIEBOIO  CaMOBpSAYBaHHs, JEpKABHOTO 1 KOMYHAJIbHOTO MIiANPHUEMCTBA, YCTAaHOBH Ta
opranizarii”, 3apeectpoBaHoro B MiHicTepcTBi rocTuilii Ykpainu 25 depHs 2013 poky 3a Ne
1062/23594.

Cknang EK Ta monoxkeHHs mpo Hei 3aTBEpKYIOThCS Haka3oM KepiBHUKa 3akiany. [omoBoro EK
NpU3HAYAEThCS ONMH 13 3aCTYNMHHUKIB KEpPIBHUKA 3aKiIaday, CeKpeTapeMm - ocoba, BIAMOBiTalbHA 3a
JTOKYMEHTH, 110 TIJIATaloTh 30epiraHHIo Ta epeIaHHI0 B apXiB.

Ho cxmany EK 3akmamy 3a iX 3roqor0 MOXYTh BXOIUTH HPEACTAaBHUKU apXiBHUX YCTaHOB, OpPraHy
BUIIIOTO PiBHS (BiAIOBITHOTO OpraHy YIpPaBiiHHS OCBITOIO), METOAMYHHUX IIEHTPIB, MpodeciiHmx
CITLJIOK, iX 00'€THAHB.

3. CopaBu mocTiiiHoro Ta tpuBanoro (nonan 10 pokiB) 30epiraHHsi mepenaroThCsl Ha 30epiraHHs
0co0i, BIAMOBITANBHIA 3a apxiB, 3a OMUCaMH, IO CKJIAJAIOThCS OCOOAMU, BIAMOBIJAIBHUMH 32
(dbopMyBaHHS CrpaB 3 BIANOBIAHOTO HampsiMy. [IpUAHATTS KOXKHOI CIpaBH 3IIHCHIOETBCS Y
NPUCYTHOCTI NpaIliBHUKA, KU TIepeIae TOKYMEHTH.

4. Y KiHIIl KO)KHOTO MMPUMIPHUKA OITUCY 0c00a, BIATIOBIAAIbHA 3a apXiB 3aKJIay, TPOCTABIISE MIAMKC
I0A0 MPUUHATTS crpaB 3 000B'S3KOBUM 3a3HAUEHHSM KiTHKOCTI (LUdpamu i cioBaMu) MepeaaHux
CIIpaB 1 3a3Havae Jary.

5. Ilicna mpUHHATTA chpaB MOCTiHHOrO Ta TpuBaioro (moHan 10 pokiB) 30epiraHHs, 3 KaapoOBHX
NUTaHb 0c00a, BIAMOBiAaNbHA 3a apXiB 3aKiajay, Ha IiJCTaBl OMHCIB CIIPaB, 3a SIKUMH 31iHCHEHO
NPUMHATTS JOKYMEHTIB, 32 BCTAHOBJICHOIO (DOPMOIO TOTY€E PIYHI PO3/ALIN 3BECHUX OMKCIB CIIPAB:

nocriifHorO 30epiranus (y 3akiafi, mo € mreperaom GopmyBanns HAD);
TpuBasoro (moHana 10 pokiB) 30epiranus;
3 KaJIpOBUX TTHTaHb.

Oco0o0r10, BIiAMOBIIANBHOIO 32 apXiB, CKIAAA€THCSA aKT MPO BUIYUYECHHS ISl 3HUIEHHS TOKYMEHTIB,
He BHeceHux 10 HAD.

6. 3BeficHUI OMMMUC CMpaB MOCTIMHOTO 30epiraHHS CKIIAJAETHCA Y YOTHPHOX TpuMipHUKax. [licms
cxBanenHs: EITK nepkaBHOTO apXiBy Ta 3aTBEp/XKEHHS KEPIBHUKOM 3aKJIaAy OIUH HOTO MPUMiIpHUK
HaIPaBISIEThCS  JIEPXKABHIM apXiBHIM YCTAaHOBI YW apXiBHOMY BIUIUTYy MICBKOI paad, y 30HI
KOMIUIEKTYBaHHsS SIKOro miepeOyBae 3akiaja, OpyTruil NPUMIpPHUK 30€piraerbes sIK HEAOTOPKAHUM
0c00010, BIJIMOBIATBLHOIO 32 apXiB 3aKjaay, TPETil, YeTBEPTUH - BUKOPUCTOBYIOTHCS Y 3aKJIal JJIs
MOTOYHOTO TIONIYKY CIIpaB 1y pa3i iX nmepenanHs Ha MOoCcTilHe 30epiraHHs HaIXOIATh A0 BiAMOBIIHOT
apXiBHOI YCTaHOBH.

7. 3Benenuii onuc tpusanoro (moHaa 10 pokiB) 30epiraHHs CKIalaeTbes Y TPbOX NpUMipHUKax. J{o
HBOTO BKJIFOUAIOTHCSI TAKOX CIPaBH, SKI 32 HOMEHKJIATYpOIO CIIpaB MarOTh CTPOK 30epiraHHs "m0
mikBimanii 3akmamy". Ilicns cxBanenns EK 3akimany mpuMipHUKHM OMMCY HalpaBlsSIOTHCS Ha
cxBaneHHs: EK oprany ympasninas ocBitoro. Ilicis moBepHEHHs BCiX MPHUMIPHHKIB OMUCY HOTO



3aTBEp/UKYE KEpiBHUK 3akiany. llepmmii mnpuMmipHUK oOmUCy 30epiraeTbCsi B 3aKiadl sk
HEJIOTOPKaHHH, APYTHiA - € pOOOYMM 1 BUKOPUCTOBYETHCS IJISi TIOTOYHOTO IMOIIYKY CHpaB, TPETii
MOJKE HAJICUJIATUCS JIJIs1 KOHTPOJTIO BiJMIOBITHOMY OpTaHy YIIPaBJIiHHS OCBITOIO.

8. Omnuc crpaB 3 KaIpOBUX NMUTaHb CKIAJAETHCS Y 3aKJIal, SKUMA:
€ okepenoM ¢opmyBanast HAD - y TppoX mpuMipHUKax;
He € jpxepenoM popmyBanHs HAD - y 1BoX npuMipHUKaX.

9. 3arosoBKH CIpaB OINHUCY 3 KaJpOBUX IMUTAHb CUCTEMATHU3YIOTHCS 3a HOMIHAJIBHOIO O3HAKOIO
(rpymyBaHHS B OJIHY CIpaBy JOKYMEHTIB OIHOTO BUY) Y TaKii MOCIiJOBHOCTI:

HaKa3W KepiBHUKA 3aKJIaJy 3 KaJAPOBHX ITUTAHb;

HaKa3u KepiBHUKA 3aKJIaJly 3 PyXy YUHIB/BUXOBAHIIIB;

00JIIKOB1 TOKYMEHTH;

CTIHCKH y4YHIB/BUXOBaHLIB (ayi(haBiTHA KHUTa Y4HIB/BUXOBAHIIIB);
KYpHAJIM peecTpallii Haka3iB 3 KaApOBHUX MUTaHb;

0CcO0OBI CrIpaBU MpPalliBHUKIB;

KOHTPAKTH, TPYZIOBi IOTOBOPH;

JOKYMEHTH Mpo Tapudikaiiro (TapudikaiiiHi BIIOMOCTI (CITUCKH));
JIOKYMEHTH TIPO MPOBEICHHS JCPKABHOI aTeCTaIlii;

KHUTH OONIKY 1 BUAA4l CBIJOLITB Ta JOAATKIB IO CBIJOLTB MpO 0a30BYy 3arajbHy CEPEIHIO OCBITY;
arecTaTiB Ta JONATKIB /10 aTecTaTiB IO MOBHY 3arajbHy CEPEAHIO OCBITY, 30JI0TUX Medaneil "3a
BUCOKI TOCATHEHHS y HaBUaHHI" Ta cpiOHUX Menanel "3a MOCSATHeHHS y HaBUYaHHI'";

JOKYMEHTH TIPO HEIACHI BUIAIKH (AKTH, TPOTOKOJIM, BUCHOBKH, KypHAIIN ),
JKypHAIIM PeeCTpallii 0cid, MOTEPITINX BiJl HEMIACHUX BUIMA/IKIB,

KYPHAIM OOJIKY pyXy TPYAOBUX KHUKOK Ta BKJIQJOK 10 HHX;

JKypHaJl peecTpallii HakasiB 3 pyXy yUHiB/BUXOBAHIIIB;

10. Oco0oB1 cnpaBH MpalLiBHUKIB BHOCSTHCS JO ONHUCY 3a POKOM 3BUIbHEHHS IpalliBHUKA 1
CHCTEMaTU3YIOThCS 32 MPI3BUIAMU 3BUIBHEHUX MPALIBHUKIB B aji(paBITHOMY HOPSIIIKY.

11. 3BeneHi onucH crpas MocCTiifHOTO, TpUBasoro (mouay 10 pokiB) 30epiranHs, 3 KaJpoOBUX MUTAHb
Ta aKT NPO BWIYYCHHS ISl 3HUIICHHS JOKYMEHTIB, He BHeceHMX 10 HA®D (mami - akt mpo
BUJIYYEHHS JUIs 3HULICHHS JOKYMEHTIB), po3rsinatoThest EK 3aknany onmHodacHo.

12. Onucu copaB 3 KaJpoOBHX MUTaHb Pa3oM 3 aKTaMU MPO BUIYUYEHHS JUIsl 3HUILEHHS TOKYMEHTIB
micnst cxBanenHsa ix EK 3akmagy momae Ha posmisan EK apxiBHOro Bianiny pailoHHOT aep>kaBHOi
aaminictpauii . Onucu cnpas TpuBanoro (rmoHasa 10 pokis) 30epiranns nicist cxBanenssa EK 3axmany
nozaatotees Ha po3risin EK Binainy ocBitu Kozstuneskoi PIIA.



14. Tloromkeni (CXBajieH1) akTH TIPO BUITYYCHHSI JUIsl 3HUIIEHHS JOKYMEHTIB, HE BHeCeHHUX 10 HAD,
3aTBEPIKYIOThCSI KEPIBHUKOM 3aKJIaTy.

15. Ilicns 3arBepmKeHHs akTa MPO BWIYYEHHS JJs 3HUIICHHA JOKYMEHTIB 3aKjaJ Ma€ IMpaBo
3HUIIUTHU TOKYMEHTH.

16. KepiBHuK 3akmnany 3000B'si3aHuil 3a0e3meunTH 30€peXeHHsT JOKYMEHTIB, a Y pa3i BKIIOYCHHS
3aKIaay A0 CIUCKY IOPUANYHUX 0Ci0 - kepen popmyBanHs HA®D micis 3aKkiHU€HHS BCTAaHOBIICHUX
TpPaHUYHUX CTPOKIB iX 30epiraHHs B LbOMY 3aKJaji - 3a0e3MeuuTH NepeNaHHs TOKYMEHTIB s
MOCTIHHOTO 30epiraHHs A0 BIAMOBIAHOI AepKaBHOI apXiBHOI YCTaHOBH YM apXiBHOTO BIIILTY
MICBKO1 pajiu.

BUMOI'N
10 0opMIIeHHS IOKYMEHTIB, 110 BUTOTOBJISIKOTHCS 32 JOMIOMOI00 KOMII'OTEPHOI TeXHIKHU

1. JIns npyKyBaHHSI TEKCTIB CIyKOOBUX JOKYMEHTIB BHKOPHUCTOBYEThCS rapHitypa Times New
Roman, mpudr - pozmipom 12 - 14 npykapchkux MyHKTIB. Jl03BOJIIE€THCS BUKOPUCTOBYBATH IIPUPT
po3mMipoM 8 - 12 ApyKapChKHX IyHKTIB ISl IpyKyBaHHS pekBisuty "[Ipi3Buiie BUKOHABIS i HOMEp
fioro tenedoHy", BUHOCOK, MOSCHIOBAIBHUX HAMMCIB /O OKPEMHUX €JIEMEHTIB TEKCTY IOKYMEHTa abo
fioro pekBi3uTiB TOomo. Ilim dYac JApyKyBaHHS 3aroJIOBKIB JIO3BOJIIETHCSI BHKOPHUCTOBYBATH
HAMIBKUPHUHN WpUPT (IpsIMHL a00 KypCHB).

2. Tekct noxkymeHTiB Ha marepi gopmary A4 (210 x 297 minimMeTpiB) peKOMEHIOBAaHO APYKyBaTu
gepe3 1 - 1,5 MbkpsakoBoro iHTepBany, a (opmary A5 (210 x 148 wmimimerpiB) - uepes 1
MDKPSAIKOBUH 1HTEpBAJ.

JIOKyMEHTH IMOBUHHI MaTH Taki MmoJist (MUTIMETpiB):
30 - miBe;

10 - page;

20 - BEpXHE Ta HIXKHE.

PekBizuTi NOKyMeHTa (KpiM TEKCTY), SKi CKJIATAIOThCS 3 KUIBKOX PSJIKIB, JPYKYHOThCS uepe3 |
MDKpsiaKoBui iHTepBan. CkiagoBi yacTuHU pekBisuTiB "Anpecar", "I'pud 3arBepmxenns"”, "I'pud
HOTOJKEHHS" BIIOKPEMIIIOIOTHCST OIMH BiJl OAHOTO uepe3 1,5 MiKpPSIKOBOro iHTepBaiy. PexBizutu
JOKYMEHTA BiJIOKPEMITIOIOTHCSI OJTUH BiJl OAHOTO Yepes 1,5 - 3 MKPSAKOBHUX 1HTEpBAIIH.

3. Ha3Ba BHly JOKyMEHTA JIPYKY€ETHCS BEIMKUMHU JIITEPAMH.

4. PosmmdpyBanHs mianucy B pekBizuti "[linnuc" ApyKyeTbes Ha piBHI OCTAaHHBOTO PAIKA HA3BU
HOCaIH.

5. He poOuthcs BIACTYN BiX MeXi JIIBOro moiist Uit pekBi3uTiB "Jlata mokymeHnTa", "3aroioBok /10
Tekcty gokymenrta", "Tekctr" (6e3 aGzami), "BigmiTka mpo HasBHICTH momatkis", "lIpizBurie
BUKOHABI 1 HOMep iHoro TenedoHy", HaliMeHyBaHHS mocaau y peksizutax "llinmuc" Ta "I'pud
noro/keHHs", Hanucy "3rigHo 3 opuriHaizoM", a Takox ciuiB "CJIIYXAJIN", "BUCTYIIUJIN",
"VXBAJIMJIN", "HAKA3VYIO".

6. 3a HAaBHOCTI KUJIbKOX TPU(iB 3aTBEPKEHHS 1 MOTOPKEHHSI BOHH PO3MIIIYIOTHCSI HA OAHOMY PiBHI
BEePTUKAJILHUMHU psnkamu. [lepmmii rpud - Big Mexi JiBoro mojsi, apyruit - uepes 104 migimerpu
BiJI MeX1 JIIBOTO MOJIAL.



7. Ilin 4ac ohopmIIeHHsS ITOKYMEHTIB Ha JIBOX 1 OUIbIE CTOpPIHKAaxX Jpyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH mpoHyMepoBaHi. [lepia cTopiHka He HyMEpY€EThCS.

8. TexcTn OKyMEHTIB MOCTIHHOTO 30epiraHHs JIpyKyIOThCS Ha OHOMY 0ol apkymia. JIokyMeHTH 13
CTPOKOM 30epiraHHs J0 5 pOKiB MOXHa JPyKyBaTH Ha JUIILOBOMY 1 3BOPOTHOMY OOI1i apKyIIa.

MMEPEJIIK
JOKYMEHTIB, HA AKHMX MIANKC M0CaA0BOI 0CO0H 3aCBIAUYETHCH BiIOMTKOM NMEYATKH 3aKIALy

1. Axtu (BUKOHAHHS pOOIT, CIUCAHHS MaTepialibHUX I[IHHOCTEH, (DIHAHCOBHUX MEPEBIPOK, BUITYUCHHS
JOKYMEHTIB JJIs1 3HUILEHHSI, IEpeaBaHHs CIIPaB TOLIO).
2. JloBigku (Mpo BUKOPHCTaHHS OFOMDKETHUX aCUTHYBaHb Ha 3apoOITHY IUIaTy, HapaxyBaHHS 13
3apo0iITHOI MJIATH TOIIO).
3. JoroBopu (mpo marepiajbHy BiIIMOBIJATBHICTh, HAYKOBO-TEXHIYHE CHiBPOOITHHUIITBO, ITiAPSIH,
OpEHJly IPUMILIEHb, BUKOHAHHS POOIT TOIIO).
4. JlokymMeHTH (JIOB1IKH, IIOCBIAYEHHS TOIIO), 0 3aCBITYYIOTh MpaBa rPOMAISH 1 FOPUIUIHUX OCiO.
5. Jlopy4yeHHs Ha oziep>KaHHsS TOBapHO-MaTepialbHUX [IHHOCTEH.
6. 3aBmgaHHs (HAa MPOEKTYBaHHS OO0'€KTIB, TEXHIYHUX CHOPYH, KamiTajabHe OYIIBHHIITBO, TEXHIYHI
TOIIIO).
7. 3pa3ku BIZOWTKIB TEYaTOK 1 MIANKCIB TMpPaIiBHUKIB, SIKI MalOTh MPaBO 3IIHCHIOBATH
(hiHaHCOBO-TOCIOAAPCHKI Omepariii.
8. Komrropuic BuTpar (Ha KaabKyJIAIIO 32 JOTOBOPOM, Ha KamiTajabHe OyIIBHUIITBO TOIIIO).
9. JlucTu rapaHTiiiHi (Ha BUKOHAHHS POOIT, HaJlaHHS MOCIYT TOLIO).
10. Onucu cnpas nocriiHoro, Tpusaioro (mouas 10 pokis) 30epiranHs, 3 KaAPOBUX MMUTAHb.
11. HlTatHi po3nucH.
12. TpynoBi1 KHUXKKH.

HEPEJIIK

JAOKYMEHTIB, 110 He MiJIsIraloTh peecTpauii cneniajbHO MPU3HAYEHOIO /ISl IOT0 0C00010
. I'padiku, Hapsiu, 3as1BKU, pO3ZHAPSAKH.
. 3BezieHHs Ta iHdOpMaIlis, HaJiCJIaHl 10 BioMa.
. HaBuanbHi mianu, oCBiTHI porpamu (Korii).
. PexiramH1 moBigOMIIEHHS, TUTAKaTH, POTPaMU Hapa, KoH(EPEHIIIH TOIIIO.
. Hopmu BuTpar marepianis.
. BitanpHi 1McTH 1 3anIpOIIEHHS.
. JlpykoBaHi BUIaHHS (KHUTH, )KypHAJIH, OIOJIETEH]).
. MicsiuHi, KBapTajbHi, MBPIYHI 3BITH.
. ®OpMU CTATUCTUYHOT 3BITHOCTI.
0. JoroBopwu.
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PeecTpaniiinuii ;KypHaJ HaKka3iB KepiBHHKA 3aKjIaxy

Peectpaniitau Hara 3arojgoBoOK [TpizBue, [Ipi3Buie, [TpumiTtk
# 1HOEKC HaKazy HaKazy 1HIIaIn 1HIiaaIn u



(HOMeEp) MpamiBHUKA, | BIANOBIAATBHOT

Hakazy Ha SIKOTO ocobu
MOKJIaACHU | (BIAMOBITAIBHUX
i KOHTPOJIb oci0)
3a
BUKOHAHHS
HaKazy
1 2 3 4 5 6

bmauk aucra

3AKJIAJ] 3ATAJIBHOI CEPEJJTHBOI OCBITH
«CYTYEHCBHKHNM JIIEN»
JIOBEIIIBCHKOI CEJIMIITHOI PAJA BOJIMHCHKOI OBJIACTI

By I. JlaneBuya,17A, c. Cyque, Kamins-Kammupcrkuii paiion Bomnacpka 06macts 44250, 1e1.0966852327 e-mail:
sudche sk@ukrnet , xom €IPTIOY 23017196

No Ha Ne BIJI

Anpecar

ITlin ygac odopmiieHHS MOKYMEHTIB (J0JaTKIB J0 HHMX) Ha JBOX 1 OLIbIIE
CTOpIHKaXx Jpyra Ta HACTYMHI CTOPIHKU IMOBUHHI OyTH MPOHYMEPOBaHi.

Homepn CTOpiHOK CTaBISTBCS TOCEPEIMHI BEPXHBOTO TOJS  CTOPIHKH
apabcekumu 1mdpamMu 0e3 3a3HaAUYCHHS CJIoBa "CTOpiHKA" Ta PO3AUIOBUX 3HAKIB.
[Tepmia cropiHka HE HyYMEpPYeEThCS HI B JIOKYMEHTI, HI B KOXXHOMY 3 JOJATKIB.
JIOKYMEHT 1 KO’KE€H 3 JIOJIaTKIB MalOTh OKPEMY HyMepallifo.

Jupexrop Terana JOMALINY



Bukounasernn Tein.

biiank Hakazy

JIIOBEIIIBCBKA CEJ/IMIIIHA PATA
YIIPABJIIHHS T'YMAHITAPHOI IIOJITUKU

3AKJIAJL 3ATAJIBHOI CEPEJIHBOI OCBITH

«CYIYEHCBKHNH JIIEN»
HAKA3
1 31.08.2022 p._ c. Cymue Ne __

IIpo

BiamosigHo 10 4oro ado Ha BUKOHAHHS YOTO
HAKA3VIO:

1.
1.1.
2.

3. KoHTposb 32 BUKOHAHHSAM [HOTO HAKA3y 3aJMILAI0 33 COOOIO.

Jupexrop Terana JOMALINY



3 Haka30M O3HaKWoOMIICHA:

Tersna MUPHA
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