IHCTPYKIIA

3 JOKYMEeHTYBaHHsl YIPaBJIiHCbKOI iHdopmauii Ta opranizauii po60TH 3 JTOKyMEHTAMH Y
aioBoacTBi Mup4YaHcbKoi riMmHasii

I. 3BATAJIBHI ITOJIOKEHHA

1.1. TncTpykuist 3 AiToBOACTBA y MmupuaHChKii TiMHA311 (mami — [HCTpykiis) po3pobieHa
BIJIMOBIIHO /10 BUMOT 3akoHy Ykpainu «IIpo moBHY 3arambpHy cepeaHio ocBiTy», «IIpo 3axuct
NepCOHANBHUX JaHUX»; nmocTaHoB Kabinety MinictpiB Ykpainu: Bix 08 cepmast 2007 poxy Ne 1004
«IIpo mpoBeaeHHS €KCIEPTU3H IIIHHOCTI TOKyMeHTiB» Ta Bia 24 BepecHs 2008 poky Ne 858 «IIpo
3arBepkeHHs Krnacudikaropa 3BepHEHb TpoMalsiH»; Haka3iB MIiHICTEpCTBA OCBITH 1 HayKd
Vkpaiau Big 25 gepBus 2018 poky Ne 676 «IIpo 3arBepmkenHs I[HCTpykiiii 3 IiOoBOACTBA y
3aKJa1ax 3arajabHol cepenHboi ocBiTH» Ta Bif 08 cepmust 2022 poky Ne 707 «IIpo 3arBepmkeHHs
[HCTPYKIIiT 3 BEAICHHS JIIOBOT IOKYMEHTAIIIT y 3aKJIa/1ax 3arajibHOT CepeaHbOI OCBITH B CIICKTPOHHIM
dbopmi», HakaziB MinicTepcTBa rocTullii Ykpaiau: Bim 18 uepsHs 2015 poky Ne 1000/5 «IIpo
3arBepkeHHst [IpaBun opranizamii AioBoicTBa Ta apxXiBHOTO 30epiraHHs JIOKYMEHTIB Yy
JIEp’KaBHUX OpraHax, OpraHax MiCLIEBOTO CaMOBPSAIyBaHHs, Ha MiJMPHEMCTBAX, B yCTaHOBaX 1
opranizauisx», Bix 19 uepsns 2013 poxy Ne 1227/5 «IIpo 3arBepaxkeHHs TUITOBOTO MOIOKEHHS PO
€KCIIEPTHY KOMICII0 Jep:KaBHOTO OpraHy, OpraHy MICIIEBOTO CaMOBPSIyBaHHS, AEP>KaBHOTO 1
KOMYHAJIBHOTO MiIPUEMCTBA, YCTAHOBU Ta opranizamii», Big 12 xBiTHSI 2012 poky Ne 578/5 «IlIpo
3arBep/ukeHHs [leperniky THUIOBHX JOKYMEHTIB, IO CTBOPIOIOTHCS IIiJl Yac isSJILHOCTI OpraHiB
JiepKaBHOT BJIaJIi Ta MIiCLIEBOTO CAMOBPSIYBaHHS, IHIIUX yCTAHOB, MIANPHEMCTB Ta OpraHi3alil, i3
3a3HAYCHHSIM CTPOKIB 30epiraHHs TOKyMmMeHTIB» Ta Bim 05 6epesns 2012 poky Ne 368/5 «IIpo
3aTBep/PKEHHST BuMor 1o HamucaHHS HallMEHyBaHHS IOPUIMYHOI 0coOM, 11 BiJOKPEMIICHOTO
MiIPO3ALTY, TPOMAJIChKOTO (pOpMyBaHHS, IO HE MA€ CTATyCy FOPUAMYHOI OCOOH, KpiM opraHi3alii
npodCIiyikny; Hakazy MiHICTepCTBa PO3BUTKY E€KOHOMIKH, TOPTiBJIi Ta CUIBCHKOTO T'OCIIONAPCTBA
Vkpaiau Big 12 6epesnst 2021 poky Ne 526 «IIpo 3aTBepmKeHHs HalioHaIbHOTO Kiacugikaropa HK
010:2021 Ta ckacyBanHs HamioHanpHOTO Kiacudikaropa K 010-98»; nHakazy JlepkaBHOTO
HiANpUEMCTBA « YKPATHChKUN HAyKOBO-AOCTIAHMNA 1 HaBYAJIBHUN LIEHTP MpoOieM CTaHAapTH3alli,
ceprudikamii ta sxocti» (Al «YxkpHAHL») Bim 01 mumas 2020 poxy Ne 144 «Jlep:xaBHa
yHi(piKOBaHa cucTeMa JOKyMeHTamii. VYHi(iKoBaHa CHCTEMa OpTaHi3aliiHO-PO3NOPTIOL
JOKyMeHTalii. Bumoru 10 oopmiieHHS TOKYMEHTIBY.

1.2. llsn IHCTpYKIiSEI BCTAHOBIIOE €IMHI BUMOTH IIOMO JOKYMEHTYBaHHS YIPaBIiHCHKOI
iHpopmalii Ta opraHizamii poOOTH 3 €IEKTPOHHUMHU Ta MAepOBUMHU JTOKYMEHTaMHu y MUpYaHChKIN
riMHazii (mami — 3aKiam), a TaKoXK 3pa3Kd Ta MEPENiK JOKYMEHTIB, 0 000B’SI3KOBO CTBOPIOIOTHCS
i 9yac MisUTbHOCTI 3aKJIaay 13 3a3HAYCHHSIM CTPOKIB 30epiraHHsl.

1.3. JlorpuMaHHs BUMOT 1 PEKOMEHJIAIlIi 1100 TIOKYMEHTYBAHHS YIIPaBIiHCHKOT iH(pOpMaIii
Ta Oprasizaiii poOOTH 3 JOKyMEHTaMH, BCTAHOBIICHUX 1Ii€t0 [HCTPYKIIi€I0, € 000B’I3KOBUM JJIsI BCIX
npalliBHUKIB 3aknany. [IpaniBHUKH 3aKkiaay Npu TPUHHATTI HA poOOTY MOBUHHI OyTH 03HAHOMIICHI
3 BUMoramu [HCTpyKIii Ta BUKOHYBAaTH iX.

1.4. Jlep>xaBHuii Harsaq (KOHTPOJb) 3a BUKOHAHHSAM BHMOT I1i€l [HCTpykmii 3mificHIOE
JepxaBHa ciyx0a SKOCTI OCBITH YKpaiHM Ta ii TepuTOpialbHI OpraHu, SKUM IIiJIOPSIKOBaHUH
3aKJa/l.

1.5. BignoBijanbHICTh 3a SKICTh MIATOTOBKM Ta O(GOPMIIEHHS Ha HaJeKHOMY piBHI
JIOKYMEHTIB, a TaKOX 3a 30€peKEHICTh CIIYOOBHX JTOKYMEHTIB Ta iH(GOpMAIIii, SKy BOHU MICTSTh,
(YHKLIOHYBaHHSI CUCTEMH 3aXUCTY JAOKYMEHTAIIIfHOTO ()OHIY BiJ HE3aKOHHOTO JOCTYILY, BTpATy i
HECAaHKI[IOHOBAaHE 3HUINEHHS JOKYMEHTIB, MOPYIICHHS MPAaBWJI KOPUCTYBaHHS HOKYMEHTAaMH HeEce
KEPIBHUK 3aKJIajy.



1.6. Y 3akmaai  JAIJIOBOJACTBO — 3JIHCHIOETBCS — JEPKABHOIO MOBOIO, KpIM  BHIIQJKIB,
nepeadayeHnX 3aKOHOAABCTBOM IPO MOBH B YKpaiHi. JJoKyMeHTH, SIKi HAJCUIAIOTHCS 1HO3EMHUM
ajzpecaraM, o(OPMIIIOIOTHCS YKPaiHCHKOIO MOBOIO, 200 MOBOIO JiepKaBH-ajpecara, abo OJHI€I0 3
MOB MI)KHAPOJHOTO CIIJIKYBAaHHS.

1.7. Opranizariisi AiJIOBOJCTBA 1 KOHTPOJb 33 CBOEYACHUM PO3IVISAOM Ta IMPOXOIKESHHSIM
JIOKYMEHTIB y 3aKjajal 3MIMCHIOIOTHCS BiAMOBIAAIBHOI 0C00010 (0c0o0amm), SKI MPU3HAYAFOTHCS
KepiBHUKOM 3akiany. OOOB’s3KM Takux oci®0 00OB’S3KOBO 3a3HAYalOThCA B IXHIX TMOCAJOBUX
IHCTPYKLISX.

1.8. Opranizaiiist AIJIOBOJICTBA OKPEMHMX HANpsMKIB iSUIBHOCTI 3aKJaay IMOKJIAIA€ThCsl Ha
MOCaI0BUX 0C10 BIAMOBIAHO 70 iX (DyHKIIOHATEHUX 000B’ SI3KIB.

1.9. ®ynkuii BeAeHHS apxiBy 3aKjiady MOKJIAMAIOThCA HA MPHU3HAYEHY KEepiBHUKOM
BIJIMOBIIaJILHY 0CO0Y, y MOCAN0BIM IHCTPYKINI SKOT 3a3HAYAIOTHCS BIJIMOBIIHI TIpaBa, 00OB’SI3KH Ta
BIAMOBigabHICTh. KepiBHUMK 3akiaay CHUIBHO 31 CBOIM 3aCHOBHUKOM (3aCHOBHUKaMH) 3000B’s13aH1
3a0e3neynTy apXiBHe 30epiraHHs JOKyYMEHTIB HEOOX1AHUM MPUMIIIEHHAM Ta 00JIaJHAaHHSIM.

1.10. 3aknan MoXXe CTBOPIOBaTH JOKYMEHTH TUMYacoBOro (10 10 pokiB BKIIOYHO) CTPOKY
30epiraHHsi JMIIe B €JNEKTPOHHIA (opMi 3a YMOBM HAsBHOCTI BIJNOBIJHOIO TEXHIYHOTO
3a0e3MeyeHHs 3 ypaxyBaHHSAM BUMOI 3aKOHOJIABCTBa YKpaiHU Ta 1i€i [HCTpyKIii.

II. JOKYMEHTYBAHHSI YITPABJIIHCHKOI IHOOPMAIIII
1. 3aranbHi BUMOI'M 10 CTBOPEHHSI YIIPABJIiHCHKHX JOKYMEHTIB

1.1. JIokyMeHTyBaHHs YIpaB/IiHCbKOI 1H(OpMaLlii 3aKiiay HOJSArae y CTBOPEHHI JOKYMEHTIB,
10 CHPSMOBAaHI Ha BUPILMIEHHS YNPaBIiHCHKUX pilleHb. CTBOPIOBAaHI YIPABIIHCHKI JJOKYMEHTH
MOBUHHI BI/IMIOB1/IaTH TTPABOBOMY CTaTyCy 3aKJIafy.

1.2.IIpaBo0 Ha CTBOpPEHHs, MIiJINUCAHHS, MOTOMKEHHS, 3aTBEP/PKEHHS JIOKYMEHTIB
BU3HAUAIOThCS AaKTaMH 3aKOHOMABCTBa, CTaTryToM 3akiaay, TWOJOKEHHSIMH 1 IOCaJIOBUMH
IHCTPYKIIISIMH.

1.3. Ha3Bu BuUIIB [OKyMEHTIB (Haka3, MPOTOKOJ, JOMOBiJHA 3alKCKa TOIIO) MaloTh
BIJIMOBIZIaTH Ha3BaM, MependayeHuM Haka3oM MiHICTepcTBa PO3BUTKY EKOHOMIKM, TOPTIBII Ta
CUIbCbKOTO rocmnoaapcTBa Ykpainu Bing 12 Gepesnst 2021 poky Ne 526 «[Ipo 3arBepmkeHHS
HanioHasnpHOro Kiacugikatopa HK 010:2021 Ta ckacyBaHHs HamioHainpHOro Kiacugikatopa K
010-98» (0ooamox 1).

1.4. Oprani3aiiiiHo-po3nopsya JOKyMEHTALlis 3aKIay HOAUISETbCA Ha:

1) opeanizayinny (Craryt, KonextuBHuii porosip, Ilpasuna BTP, nmonoxxeHHs, mopsikwu,
perIaMeHTH, 1T0Cal0B1 IHCTPYKLIi, IITaTHI PO3MUCH, JOTOBOPH TOLIO);

2) po3nopaduy (Haka3n);

3) inghopmayinno-ananimuyuny (axT, JOBIIKH, 3asBH, JOMOBIIHI Ta MOSICHIOBAIbHI 3aITHCKH,
IPOTOKOJIH, CITY’KOOBI JIUCTH TOLIO).

1.5. OdopmiieHHsT PEKBI3UTIB OpraHi3aliifHO-po3NOpAaY0l JOKyMEHTalll Ta MOpSJIOK iX
po3TamryBaHHS ~ MalOTh  BignoBigath Haka3dy JlepKaBHOTO MiANpHEMCTBA  «YKpaiHCHKHIA
HAyKOBO-JIOCTITHUN 1 HaBYANBbHUN LIEHTP MpodiieM cTaHAapTu3aiii, ceprudikarii ta sxocti» (AI1
«YkpHAHL») Bix 01 mumast 2020 poxy Ne 144 «Jlep>kaBHa yHipikoBaHA CHCTeMa JOKyMEHTAIIil.
VHiikoBaHa cHcTeMa OpraHizaliiHO-pO3MOpsAAY0i AoKyMeHTalii. Bumorn 1m0 odopmueHHs
nokymeHTiB» (nam — JICTY) dooamox 2.

1.6. Bumorn 10 OQOpPMIICHHS JOKYMEHTIB, [0 BUTOTOBJISIOTHCS 32  JIOTIOMOTOFO
KOMIT IOTEPHOT TEXHIKH, HABEICHO Y 000amKy 3 1o 1i€i [HCTpyKIii.

Oprani3amiifHo-po3MnopsI4i JOKYMEHTH BUTOTOBISIOTH 3a JONOMOTOK aBTOMATH30BaHHX
Ta/abo JPyKyBaJILHUX 3aCO0i1B.



OxpeMi BHYTpILIHI JOKYMEHTH (3asBM, IOSCHIOBAJbHI Ta JIOMOBIAHI 3alMCKH TOLIO),
aBTOpaMH SIKUX € MOCaZoBl Ta iHON (I3MYHI 0COOM, MOMYCTUMO O(OPMIIOBATH PYKOIHCHUM
CIIOCOOOM.

1.7. Haka3u 3akiagy Moxe OyTH BiAMIHEHO (3MIHEHO, JOTIOBHEHO) JIUIIIE HOBUMH HAaKa3aMH.
Oprani3aiifHi Ta po3nopsia4i JOKYMEHTH 3aKJIay JTIOBOAATHCS /10 BUKOHABIIIB y BUIVISL KO a00
BUTSTIB.

1.8. Xig oOroBopeHHs MHUTaHb 1 pillleHb, 10 NPUHMAIOTBbCA HA 3aCiIaHHAX KOJIETiabHUX
opraHiB (panax, 300pax, Hapaaax) 3akiamy, GpikcyeTbcst y mpoTokoii. [IpoTokonu ckiranaroThCcs Ha
mifcTaBi 3ammciB, 3pOONEHUX MiJl Yac 3aciJaHHs, Ta JOKYMEHTIB, MiATOTOBIEHUX A0 3aciTaHHS
(TekcTiB Ta Te€3 JONOBiAEW 1 BHUCTYMIB, JOBINOK, MPOEKTIB pIlIeHb, MOPAIAKY IEHHOIO, CIUCKY
3aMpoIIeHUX TOIIO).

2. biiaHku 10KyMeHTiB

2.1. OpranizamiiiHo-po3nopsa4yi  TOKyMEHTH O(OpPMIIOIOTbCS Ha ONaHKax 3akjiany, Lo
BUTOTOBJISIIOTHCA 3T1MHO 3 BuMoramu JICTY Ta 1iei [ncTpykiii.

braHku BUTOTOBISIOTHCS APYKAPCHKUM CIIOCOOOM a0o0 3a JJOMOMOT0I0 KOMI FOTEPHOT TEXHIKH
Ha rarnepi BUCOKOT sIKOCTI (hapOaMu HACUUEHUX KOJIbOPIB.

Jlnist BUTOTOBJICHHA OJ1aHKa po3po0isieThes Horo MakeT y MaciuTadi 1:1, Ha sskomy MaroTh OyTH
HaHECEeH1 MOCTIMHI peKBi3uTH OnaHKa, HEOOX1/HI BIIAMITKM JJISl IEPEMIHHUX PEKBI3HUTIB, a TAKOXK
3a3Ha4€Hl pO3MipH 30H PO3TAIIyBaHHS PEKBI3UTIB.

2.2. 3pa3ku OJIaHKIB 3aTBEPIKYIOTHCSI HAKa30M 3aKJIady.

2.3. ¥V 3aknagax MOXyTh BUKOPUCTOBYBATHUCS TaKi OJaHKU JOKYMEHTIB:

1) 3aranbHuil OMaHK A7 CTBOPEHHSI PI3HUX BHJIB JIOKYMEHTIB (0€3 3a3Ha4eHHs y OJaHKy
HA3BU BUJYy IOKYMEHTA) (00damok 4);

2) OmaHK nHCTa (000amox 5);

3) Onank Haka3zy (0odamok 6).

2.4. He Ha OnaHkax o(OpMIIIOIOTBCA JesKI BHYTPIIIHI JOKYMEHTH (3asBU IpAI[iBHUKIB,
JIOTIOBIIH1 3aITMCKH, JIOBIJIKH TOIIIO).
3. leyaTku

3.1.ITocamoBi ocobu 3akiagy MiIOUCYIOTh JOKYMEHTH y MeEXax CBOiX ITOBHOBaXEHb,
BU3HAUEHUX 3aKOHOJABCTBOM YKpaiHu, CTaTyToM 3aKiaay, MOCaAOBUMH 1HCTPYKIISIMU, HaKa3aMH
PO pO3MOia 000B’SI3KIB MIXkK KEPIBHUIITBOM 3aKJIaay TOILO.

BinbuTtkoMm medaTky (3a HasBHOCTI) 3aCBIAUYETHCS MIAMUC MTOCAA0BOI 0COOM Ha JOKYMEHTaxX
13 MUTaHb OpraHizamiiiHol Ta (iHAHCOBO-TOCIOAAPCHKOI AISAIBHOCTI 3a MEPEIiKOM JOKYMEHTIB, Ha
SAKUX TIIMAC TI0CaZAoBOi 0COOM 3acBIAUYEThCS BIJOMTKOM TI€UAaTKU 3aKjiaay, HABEIECHUM Y
0odamky 7 uiei [HCTpyKIii.

BinOuTok nmeyaTku cTaBUTHCS Tak, 1100 BIH OXOIUIIOBAB OCTaHHI KiJIbKA JITep HallMeHyBaHHs
nocaay 0coOH, sika MmiAnucana J0KyMEeHT, ajle He HiANUC M0CcagoBoi 0co0u, ab0 MPOCTABISAETHCS HA
OKPEMO BUAUIEHOMY JAJIsl IbOTO MICLHI 3 BIIMITKOIO «M. IL».

3.2.V 3akymajai 3aCTOCOBYIOTbCS IITaMIM 3 MOBHUM HalMEHYBaHHSM 3akKjaay Ta IHIIMMHU
peKBi3uTaMu ONaHKa.

3.3. Haka3oM KepiBHMKa 3aKjaJly BU3HAYAIOTHCS MOPSJAOK BUKOPUCTAHHS, Micile 30epiraHHs
NeyaTKy 3aKyIajy i MocaaoBi 0COOM, BiIMOBINANBHI 3a 11 30epiraHHs, a TAaKOX MEpeTiK M0CaTOBHX
0Ci0, MAMUCH SKUX CKPITUTIOIOTHCS TIEYaTKOIO 3aKIIamy.

3.4. O0IiK yCiX TIeYaToK Ta MITaMIIiB, IO 3aCTOCOBYIOTHCS Y 3aKJIaJli, BEIEThCS Y )KypHAI 3a
¢dbopmoro, HaBelCHOW y dodamky 8 no 1iei IHcTpykuii. Bugaya meyarok, mTamiiiB MOCaJI0BUM
0c0o0aM 3IMCHIOETHCS i IMiIIKC Y BiMOBITHOMY KXypHAJI.

3.5. ITewarku 30epiratotbes y ceiidax, 1m0 HaiiHO 3aMUKAIOTHCS 1 ONEYaTYIOThCA.


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

3.6. IlepeBipka HasBHOCTI IMEYaTOK 1 IITaMIIIB 3IMCHIOETHCS HIOPOKY KOMICI€RO,
MIPU3HAYCHOIO HAKa30M KepiBHUKA 3aKJIary, Ta OQOPMITIOETHCS aKTOM.

4. laTyBaHHs YIPABJIiHCBKHX JOKYMEHTIB

4.1. laroro JTOKyMEHTa € BIJIMOBIJHO JaTa HOTo MiAMUCAHHS, 3aTBEP/UKCHHS, MPUUHSTTS,
peectpartii abo ckmaneHHs (A7 aKTiB), 3aCiJaHHS KOJIETiaTbHOTO OpraHy (Ui mpoTokomiB). Jlaty
opopmisitoth BignosiaHo 10 ACTY 4163-2003 mudpoBum abo CIOBECHO-IIUPPOBUM CTIOCOOOM.

Jlata mignucaHHsA, 3aTBEPKECHHS, NPUHHATTA abo peecTpauii JOKyMeHTa O(QOPMIIOIOTH
uudpoBum crocoboM. EnmemMeHTH patu HaBOmATH apabChbKuMu IMdpamMu B OOWH PSIAOK Y
MOCITITOBHOCTI: YUCIIO, MICSIIb, PiK.

01.09.2021
Jlaty 103BoJIeHO OpOPMITIOBATH Y TOCIIIOBHOCTI: PiK, MICSI[b, YHCIIO.
2021.09.01
Y  HOpPMaTWBHO-NIPAaBOBUX  akTax 1  (IHAHCOBHX  JIOKYMEHTaXx  3aCTOCOBYIOTbH
CJIIOBECHO-IIM(POBHI cTTOCIO 0(hOPMITIOBAHHS JaTH, HATPUKIIAT;
01 géepecna 2021 poxy
CnoBO «pik» MOXHa BXKUBAaTH Y CKOPOUEHOMY BapiaHTi:
01 eepecnn 2021 p.

Jlary mignucaHHs OpPOCTaBISIOTh Yy JIBIM BEpXHIM 4YacTHHI JOKyMEHTa Mopsja 13
peecTpalifHUM 1HJIEKCOM Ha CHeliaJbHO BiJBEACHOMY Micli Ha OnaHky. SIKIIO JOKyMEHT
CKJIa/ICHU He Ha OJIaHKy, HOT0 J1aTy IPOCTaBIISIOTh HIKYE MIIUCY JTIBOPYY.

Jlata crninpHOTO JTOKyMEHTa JIBOX a00 OiNbIIOi KUIBKOCTI YCTAaHOB — €/IMHA 1 BiAMOBIAA€ 1aTi
MI3HINIOTO MIANUCY. Y PI3HUX PEKBI3UTaX OJHOTO JTOKyMEHTa jJara Moke OyTu odopmiieHa sk
CJIOBECHO-IIU(POBUM CIOCOOOM, TaK 1 LU(PPOBUM.

VY choiapHUX JOKyMEHTax, IATOTOBICHUX BiJ 1MEHI JBOX 1 OUIbIIEe MOPUIAYHUX OCIiO,
3a3Ha4aloTh OJIHY JaTy, 110 BIAMOBIIA€ 1aTi MPOCTABIEHHS OCTAaHHBOT'O MiJIHCY.

Jlaty nokyMeHTa Ha OJIaHKy MPOCTAaBJISIOTh Y CHEIIadbHO BIBEICHOMY MICIIL.

VY BHYTpIIIHIX CIYy)XOOBHX JOKyMEHTaX (3asBax, JOMOBIJHUX 1 MOSCHIOBAJIBHUX 3alHCKax
TOI0), 0OPMIIEHUX HE Ha ONaHKYy, J1aTy MPOCTAaBISAIOTH JIIBOPYY BiJ] 0COOMCTOrO MiANKCY aBTOpa
JIOKyMEHTA.

VY pasi 3acTocyBaHHs 1H(GOpMAIIMHUX (aBTOMAaTU30BaHMX) CHCTEM OpraHizallli JUTOBOJCTBA
JIOMTyCTUMO TPOCTABIATH JaTy peecTpauii JOKyMEHTa y CKiIali WTpux-kogy abo QR-komy, 1o
CTBOPIOETHCS 3aCO0aMH ITi€T CUCTEMH, 3TiIHO 3 TocTaHoBoto Kabinety MinicTpiB Ykpainu.

HITpux-Koa MpOCTABIAIOTh Y LEHTPl HUXKHBOTO IOJIS MEpIIoi CTOPIHKU JToKyMeHTa, QR-kox
(21 MM X 21 MM) — y HIP)KHBOMY JIIBOMY KYTI IIEpPIIOi CTOPIHKHA JJOKYMEHTA.

4.2. Yci pekBI3UTH Ha IOKYMEHTI, TIOB’s13aH1 3 10ro MpOXOIKeHHSIM 1 BUKOHAHHSAM, J1aTyIOThCS
1 mignucyroThes. [lara TOKyMeHTa MpOCTaBISETHCS MTOCATOBO0 0CO00I0, SIKa HOTO Bi3y€, IIOTOKYE
a0o 3atBepkye. Jlara 3a3Ha4aeThCs HIKYE MIAMUCY JIBOPYY.

4.3. Ilig 4vac peecrpamii JOKyMEHTa HOTO Jara MPOCTABISETHCSA Y JIiBIH BEpXHIH YaCTHHI
JIOKYMEHTA Ha CIeliallbHO BiJIBEICHOMY MICIll Ha OlaHKy. Y JOKyMEHTaX, CKJIaJIeHUX He Ha OJaHKy
(3asiBM TIpaliBHUKIB, JOTMOBIJHI 3amMCKH, JOBIIKMA TOMIO), Jara MPOCTABISETHCS aABTOPOM
JOKYMEHTa HIDKYE TiIHUCY.

4.4. Ha noxyMmeHTi, BHIaHOMY JBOMa a00 OibIlle YCTaHOBAMHM, 3a3HAYAETHCS OJIHA JIaTa, sKa
BIJINIOBI/Ia€ AaTi OCTAHHBOTO MIATMHUCY.

5. HoroxxeHHs1 ynpaB/JIiHCHKUX JOKYMEHTIB

5.1.Y pa3i BUHUKHEHHs] IOTpeOU y MPOBEACHHI OLIIHKHU JOLULTBFHOCTI CTBOPEHHS JTOKYMEHTA,
Hioro OOTpyHTOBaHOCTI Ta BIJMOBITHOCTI 3aKOHOJABCTBY 3IIHCHIOETHCS TOTODKEHHS TPOEKTY
JIOKyMEHTA.

5.2. [ToromkeHHS MOXKE 3/IIMCHIOBATUCH K y 3aKJIaJli MOCAJOBUMH 0CO0aMHU, SIKi BiIITOBITHO
MO0 11X KOMIIETEHIi BUPIIIYIOTh TMHTAHHSA, MOPYILIEHI B TMPOEKTI JOKYMEHTa (BHYTpIIIHE
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HOTOJDKEHHS), Tak 1 3a ii MeXaMd IHIIMMH 3alHTEPECOBAaHMMM YCTAHOBaMHU (30BHIIIHE
TTOTO/IPKEHHS ).

5.3. BHyTpilIHe noroaxeHHsi 0popMIISIIOTh IUIIXOM MPOCTABISHHS Bi3H, Ka 0(hOpMIIIETHCS
BignosiaHo 10 ACTY. I'pud noromkeHHs: po3MIILLyIOTh HUXK4YE peKkBI3UTY «Iligmucy.
3acmynnuk oupekmopa 3 HBP
IHionuc Bnacne in’a IIPI3BUIIE
05.11.2021
SIKII0 TOKyMEHT MOTOXKYE MOcazoBa 0co0a CTOPOHHBOI FOPUIUYHOT 0COOH, 1O TOBHOBAKEHD
SKO1 HAaJEeXUTh IOTOKEHHsSI MUTaHb, HABEIEHUX Yy LBOMY JOKYMEHTI, TO TpH(] MOro[KeHHS
(cxBanenns) ckinagaerbes 31 cioa [IOI'OJ/DKVYIO, nalimenyBaHHs mnocanu (HaliMEHYBaHHS
IOPUIMYHOT OCOOM € CKJIQJ0BOI0 YAaCTHHOI HallMEHyBaHHS I0CaJH), OCOOUCTOTO MiIMHCY,
BJIACHOTO 1MEHi, MPi3BUIIIA 0COOM Ta JATH MOTOHKCHHS.
110TI 0/1KYIO
Jupexmop zimnaszii Ne 2
Iionuc Baacue im’sa IIPI3BUIIE
01.09.2021
SIKIIO JTOKYMEHT MOTODKYIOTh (CXBajIOIOTh) IHIIMM JOKYMEHTOM (JIMCTOM, HPOTOKOJIOM,
aKTOM ToOmIo), TO Tpud TMOromKeHHS (cxBajieHHs) ckimanaetbes 31 crnoBa [IOT'OJPKEHO
(CXBAJIEHO), Ha3BM BuAy MOTOKyBaJbHOIO JOKYMEHTa B Ha3MBHOMY BIJMIHKY, HOro aatu i
HOMEpa.
IIOI'O/I’KEHO
Ilpomoxkon 3acioanus
neoazo2iunoi paou 3aknady
30.08.2021 Ne 1

CXBAJIEHO

IlIpomokon 3acioanns

excnepmHuoi Komicii 3aKknady

30.08.2021 Ne 1

5.4. Bi3u mnpocCTaBiSIIOTbCSI Ha MPHUMIPHUKAX JOKYMEHTIB, L0 3aJMINAIOTHCS Yy 3aKiajl.

[IpoexTH po3nopsAaUNX JOKYMEHTIB Bi3yIOThCS Ha MEPIIOMY TPUMIPHHKY.

3acmynnuk oupekmopa 3 HBP

Iionuc Baacue im’sa IIPI3BUIIE

18.09.2021

3acmynnuk oupekmopa 3 HBP
Iionuc Baacue im’sa IIPI3BUIIE
3aysaxcennn i npono3uuii dodaromuscsa
18.09.2021

5.5. [lepenik mocagoBux ociO, sfKI MOBHMHHI 3aBi3yBaTW JOKYMEHT Y 3aKjaji, BU3Ha4ae
HpaliBHUK, SIKUI CTBOPIOE TOKYMEHT, BUXOASIUH 3 OT0 3MICTY.

5.6. BHyTpilllHE MOTO/PKEHHS MPOEKTY JOKYMEHTa 3aJIeKHO B1Jl HOTO 3MICTY MPOBOAUTHCS B
TaKiid MOCHIJJOBHOCTI: MpPAalliBHUKOM, SIKMH MiJIrOTYBaB JOKYMEHT, KEPIBHHUKOM 3aKJIady B SIKOMY
HOro CTBOpPEHO, MOCAJ0BUMHU OcO00aMM, Kl 3a3HA4€HI y NPOEKTI JOKYMEHTa SIK BUKOHABIII,
3aCTYITHUKOM KEpIBHUKA 3aKJaay, SKUH BIJMNOBIJA€ 3a NHMTaHHS, II0 MICTATHCS B IPOEKTI
JOKYMEHTA.

5.7.3a 3MicT JOKYMEHTa, KM Bi3yeTbci KiJTbKOMa OcCoOaMH, Taki OCOOM BiANOBITAIOTh
3T1IHO 3 KOMIIETEHIIIEIO.

5.8. SIkuio y mporeci Bi3yBaHHs 70 MPOEKTY JOKYMEHTa BHECEHO CYTTEBI 3MIHM, BiH MiJIATae
JIOONPALIIOBaHHIO, IEPEIPYKYBAaHHIO 1 TOBTOPHOMY Bi3yBaHHIO.


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

5.9. 30BHIIIHE TOTO/KEHHS TPOEKTIB JOKYMEHTIB MOe OyTh o(OopMIEHO apKylem
MOTO/DKEHHS, TPU(OM TIOTOKEHHS, OBINKOIO TIPO TOTO/DKEHHS, JIMCTOM TIOTO/DKEHHS a0o0
NPEACTABICHHSAM MPOTOKOIYy OOTrOBOPEHHS IPOEKTY JOKYMEHTa Ha 3aciflaHHI KOJEriaJbHOro
Oprasy.

5.10. ApKylI MOTOMKEHHS CKIANA€ThCa y pasi, SKIIO 3MICT JTOKYMEHTa CTOCYEThCs Oliblie
HDK TpbOX YCTaHOB (3aKiajiB), Mpo WLI0 POOUTHCS BIAMITKA y JOKYMEHTI Ha Micui rpuda
NOTOJPKEHHS, HAIIPUKIIAA: «APKyut n02002ceHHA 000AEMbCAY .

5.11. Apkym moromkeHHs 0(hOPMIIIETHCS 3a TaKOO (hOPMOIO:
APKYUI IIOTI'O/I’KEHHA
Ha3zea npoekmy 0oxkymenma
Haszea nocaou IHionuc Bnaacne im’a IIPI3BUIIE
Mama

[Tigmuc mocamoBoi 0COOM CKPITUTIOETHCS TTEYATKOIO 3aKiIany (3a HassBHOCTI).

5.12. KoxkHa 3 ycTaHOB (3aKJIafiB), AKii HaJ(ICJTaHO MPOEKT TOKyMEHTA Ha TIOTOIKEHHS, MOXeE
HA/IaBaTH OKPEMHU apKyIl TOTOKEHHS, a00 apKyIl MOTOKCHHS TEePEIacThCs 3aiHTEPECOBAHIUM
ycTaHOBaM (3akiiafiaM) y TOCJiOBHOCTI, BU3HAUEHIH YCTAaHOBOIO (3aKJIaJJOM) — aBTOPOM IPOEKTY
JOKyMEHTa. ApKyml abo apKyll MOTODKEHHS 30epiraloThCsi pa3oM 3 JOKYMEHTOM, SIKHH OyIo
TIOTOJIKEHO.

5.13. 30BHINIHE MOTOKEHHS Y Pa3i MOTpeOH, BU3HAUYEHOI 3aKOHOIABCTBOM, 3MIMCHIOETHCS Y
TaKiil HOCHITOBHOCTI:

1) 3 ycTaHOBaMU OTHAKOBOTO PiBHS Ta IHITUMH yCTaHOBAMU;

2) 13 TpOMaICBKUMHM OPTaHi3allisMH;

3) 3 opranamu, siKi 371MCHIOIOTH JIep’KaBHUI KOHTPOJIb Y MEBHIN cdepi;

4) 3 ycTaHOBaMHU BUIIOTO PiBHS.

6. 3aTBepasKeHHs yNIPaBJIHCHKUX JOKYMEHTIB

6.1. 3aTBepKEHHS YIIPABIIHCHKUX JOKYMEHTIB 3/IICHIOETHCS OCOOMCTO KEPIBHUKOM 3aKJIaTy
abo Haka3oM (B OKpEMHUX BHIAJKax MPOTOKOJIOM) 3aKJIaAy i3 3a3HAueHHSIM Ha JOKyMEHTI rpuda
3aTBEePHKCHHS, O(POPMIICHOTO BiIMOBITHUM YHHOM.

6.2. Haka3oM 3akiajy 3aTBEpUKYIOTHCS TIOJIOKEHHS PO CTPYKTYPHI MiAPO3IiUIH, IHCTPYKIII,
IpaBuJIa, MOPSAKYU Ta 1HII JOKYMEHTH HOPMaTUBHO-IIPABOBOTO a00 HOPMATHUBHOTO XapakTepy.

VY pa3i 3aTBEpKCHHS JOKYMEHTa DIIIEHHSIM KOJIETiaJlbHOTO OpraHy Tpu¢ 3aTBepKEHHS
ckmamaetbess 31 cmoBa 3ATBEP/DKEHO (6e3 namok), Ha3BM, AaTh 1 HOMEpa JOKYMEHTa Yy
HA3WBHOMY BiJIMIHKY.

3ATBEP/’KEHO

IIpomoxon 3acioannsa nedazo2iunoi paou
2imnaszii No 3

25.12.2021 Mo 5

6.3. KepiBHUKOM 3aKjially OCOOMCTO 3aTBEpPAXKYIOThCS JOKYMEHTH, ILI0 HE HOTPeOyIOTh
JIOIaTKOBUX BKA3IBOK, 3aBJaHb IIONO iX YNPOBAPKEHHS a00 BHKOHAHHS (MOJOXKEHHS (CTaTyTH)
3aKy1aay, MPOTOKOJM, AKTH, IUIaHHW, 3BITH, KOIITOPHCH, LITATHI PO3MHUCH, MOCANOBI IHCTPYKIII,
IporpaMu, HOPMaTUBHU TOLIO).

3ATBEP/ZKYIO

Hupexmop

Hionuc Baacue im’a IIPI3BUHIIE
01.09.2021



6.3. [lepenik BUAIB JOKYMEHTIB, 110 MalOTh OyTH 3aTBEp/UKEHI 3 MPOCTABISHHAM Tpuda
3aTBEP/HKCHHS, BU3HAYAE 3aKJIa]] Ha TIACTaBl 3aKOHO/IABCTBA 3 YHECEHHSM B [HCTpyKIIifO.

7. llinnucanHs ynpaBJiHCBKHX JOKYMEHTIB

7.1. IlocanoBi 0cobM MiAMUCYIOTh TOKYMEHTH Yy MeXaX CBOiX MOBHOBa)X€Hb, BU3HAUECHUX Y
CTaTyTl 3aKjajay, MOJOKEHHSIX MPO CTPYKTYPHI MiPO3/ALTIH, MOCAJ0BUX IHCTPYKLIAX, HaKa3l Mpo
po3moil 000B’S3KIB MIXK KEPIBHHUKOM Ta MOT0O 3acCTyMHUKaMHU TOLIO. Y 3a3HAYEHUX JOKyMEHTax
BU3HAUAETHCSA TAKOXK MOPSIOK TMIAMUCAHHS IOKYMEHTIB IHIIMMH 0co0aMu B pa3i BiJCYTHOCTI
KepiBHHUKA 3aKJIaJly Ta OCaJ0BUX 0OCI0, sIK1 YIIOBHOBA)KEHI1 1X IMiMUCYBaTH.

7.2. Ilianuc ckiagaeTsecsl 3 HA3BM MOCAAM OCOOM, SKa IMIJMUCYE JOKYMEHT (IOBHOI — SIKILO
JOKYMEHT HaJIpyKOBaHUI HE Ha OJaHKY, CKOPOUEHOI — Ha JIOKyMEHTI, Ha[pyKOBaHOMY Ha OJIaHKY),
BJIacHOTO iMeHi 1 mpi3Buiia. Jlo3Bonserbes B pekBizuTi «lliamucy micns Ha3BM mocagd 0coOH
3a3HavYaTH BYCHE 3BAHHS, HAYKOBHUI CTYITiHb.

1. fupexmop Mupuancokoi cimna3zii Ilionuc Bnacne im’a IIPI3BUHIIE
2. /lupexmop IHionuc Bnacne in’a IIPI3BUHIIE

7.3.1lpu CTBOpPEHHI JOOKYMEHTIB MiJNUCYETbCA OIUH NPUMIPHUK JIOKYMEHTa, SKHHA €
opuriHasioM. BHUHATOK CTaHOBIATH JEsSKI BUAM JOKYMEHTIB (HalpuKiIaJ akTH, JOTOBOpH, SKi
CTBOPIOIOTHCA B KIJIBKOX MPUMIPHUKAX, KOKEH 3 SIKUX Ma€ CHIIy OpUTIHATY).

7.4.Y pa3si HaJICWUIaHHA JIOKyMEHTa OJIHOYACHO KIJIBKOM 3akiajgaMm (ycTaHOBaM) OJJHAKOBOTO
a00 BHILOTO PiBHS KEPIBHUK 3aKJIAAy MiIMUCY€E BC1 HOTO MPUMIPHUKH.

7.5. 1Ba abo Oinplie MIANUCIB MPOCTABISAIOTh, SKIIO 3a 3MICT JOKYMEHTa BiANOBIIAIOTh
kinbka oci0. [Ipu npomy miamucu mocagoBuX 0Cid PO3MILIYIOTHCS OJUH MiJl OAHUM BiJMIOBIIHO 0
HANOPSAKOBAHOCTI 0C10.

Jlupexmop IHionuc Bnacne im’a IIPI3BUHIIE
Knacnuii kepisnuk IHionuc Bnacne in’a IIPI3BUIIE

7.6. CinbHI JOKYMEHTH KUIBKOX 3aKjajiiB MIANUCYIOTHCS KEPIBHHUKAMH OJHAKOBHX TOCAJl
IUX 3aK1aiB. IXHi MiAMUCKH PO3MINIYIOTHCS HA OJHOMY PiBHIi i CKPIILTIOIOTHCS MEYaTKAMHU 3aKIIaIiB.
Jupexmop Mupuancokoi cimna3zii upexmop noena nazea opy2020 3aKknaoy
IHionuc Bnacne in’a IIPI3BUIIE Ilionuc Bnacne in’a IIPI3BUIIE

7.7. JJOKyMEHTH  KOJETialbHUX OpraHiB (pilleHHs, TIIOCTAaHOBH) MIJAIHCYE TOJIOBA
KOJIeT1abHOTO opraHy. [IpoToKoM miAMUCYIOTh TOJOBYIOUHI Ha 3acijaHH1 KOJIETi1aJbHOTO OpTaHy i

cekpeTap.
Tonoea neoazoziunoi paou Iionuc Bnacne in’a IIPI3BUIIE
Cekpemap neoazoziunoi paou Iionuc Bnacue im’a IIPI3BUHIIE

7.8. JlIokyMeHTH, CKJIaJieH1 KOMICI€r0, TAMUCYIOTh TOJI0BA KOMICIT 1 BC1 WICHH KOMICIi.

7.9. JJIoKyMeHTH, 10 MiIJISATal0Th 3aTBEPIKEHHIO (IHCTPYKINi, MOJI0XKEHHS, MpaBuiIa TOIIO),
MIIIMHACY€E TO0Ca0Ba 0c00a, BIAMOBIAIbHA 3a 1X IMiATOTOBKY.

7.10. Y pa3si BiACYTHOCTI KepiBHHMKA 3aKjaay, Ha3Ba MOCaIH, Mpi3BUIIE, BIACHE IM’S SIKOT
3a3HAY€HO Ha MPOEKTI JOKyMEHTa, HOro MiAMUCye ocola, sika BHKOHye ii 000B’si3ku, abo ii
3aCTYMHHUK. Y TakoMy pa3i 000B’S3KOBO 3a3HAYaIOThCs (pakTHYHA MOCaja, BIACHE iM’s, IPI3BHILE
ocobm, sKa miAmucasa AOKyMeHT. [Ipu 1bOMy BUNIPaBICHHS BHOCATh PYKONHUCHUM a00
MAIIMHOMMUCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOXIIMBO HepeapykyBatu. He momyckaerbes min
yac MIAMUCAHHS TOKyMEHTa CTaBUTH MPUUMEHHHK «3a» 4Yd TPaBOOIUHY TMOXHIIY PUCKY TEpen
Ha3BOIO MOCA/IN.

3acmynnuk oupekmopa IHionuc Bnacne im’a IIPI3BUIIE

JlomaBaHHs 10 Ha3BM TMOCAJAM KEpIBHHMKA 3akiaay abo CcaMOCTIHOTO CTPYKTYpHOTO
MiapO3AUTYy ClliB «Buxkonyrouuii 0606°a3xku» aoo «B.o.» 3M1ACHIOETHCS HA TACTaB1 HaKa3y.



7.11. ®akcuMinbHe BIATBOPEHHS iANUCY 110CaJ0BO1 ocoou Ha
OpraHi3alifHO-pO3NOPSIAUNX, (PIHAHCOBUX, OyXTaJITEePChbKUX JOKYMEHTAaX 3a JOIOMOTOIO
MeXaHIYHOTrO a00 1HIIOTO KOMIIOBAHHS HE JIOMYCKA€EThCS.

7.12. Pe3omrortisi — e 3po0OJeHUN MOCAaJ0BOI0 OCOOOI0 HAMKMC HAa JOKYMEHTI, IO MICTUTH
CTHCIIH 3MICT NPUHHATOTO HEIO PillIeHHs 100 BUKOHAHHS JOKYMEHTA.

Pe3omroniss MakcUMalbHO MOXE CKIJIAJaTUCA 3 TaKWX €JIEMEHTIB: Mpi3Bulle(-a), BiacHe(-1)
iM’si(-eHa) BUKOHaBLA (-iB) y JaBajJbHOMY BIJIMIHKY, 3MICT JOpPYYEHHS, CTPOK BHUKOHAHHS,
0COOMCTHIA MiAMUC KEPIBHUKA, /1aTa.

Ilpizeuue Bnacne im’s

Ilpowy niocomysamu npoexm 002060py
npo nocmauauus 2asy 00 25.05.2019
Ocobucmuit nionuc

Jlama

SIKII0 OpyYeHHsST HaJaHO KUTBKOM MOCAIOBHM 0CO0aM, TOJIOBHIM BHKOHABIIEM JIOKYMEHTA €
0c00a, 3a3HaueHa B PE30JIIOLIi] MePIIOO.

Ha pokymeHTax 13 CTpoKkaMu BUKOHaHHS, IO HE MOTPeOYyIOTh TOJATKOBUX BKa31BOK, Y
pEe30IIIoLIii 3a3HaYal0Th BUKOHABIIS, MIAMKUC aBTOPA PE30JIIOLIT 1 1aTy.

Pe3omomito  mpoCTaBISIIOTE PYKOMUCHO O€3MocepeHh0 Ha JOKYMEHTI HIDKYE DPEKBI3UTY
«Anpecar» napaneiabHO 10 OCHOBHOTO TEKCTY a00 Ha BUIBHOMY BiJl TEKCTY MICIIl y BEpXHil 4aCTHHI
NepIIOTO apKylia 3 JUIBOBOTO OOKY, ajie He Ha I0JIi JOKyMEHTa, TPU3HAYEHOMY JUIS TiAITNBAHHS.

SIKmo Ha JOKYMEHTI HeMae€ BUIBHOTO MiICI Ui pe3otouii abo JOKyMEHT Mijisirae
IOBEPHEHHIO, a00 11€ eJIEKTPOHHUN JOKYMEHT, TO PE30JIOIi0 0QOPMIIIOIOTh HA OKPEMOMY apKyIli
abo crienianbHOMY OJIaHKY, Ha IKOMY 3a3Ha4al0Th JaTy.

Jo Bx. Ne 123/01-10 Bix 02.11.2021.

8. 3arajbHi BUMOIH 10 TEKCTY yNPaBJIiHCHKHX JOKYMEHTIB

8.1. TekcT ympaBlIIHCHKOTO JIOKYMEHTAa NMOBHHEH OyTH YITKUM, KOHKPETHHUM, JIAKOHIUHUM,
iHpOpPMAaTUBHUM Ta BiamoBizaTu opdorpadiyHUM, JEKCUYHUM, MOP(OIOTriYHUM, CUHTAKCUUHUM,
CTHJIICTUYHHUM, ITyHKTYaI[1iHUM HOPMaM.

8.2. TexcT mOKyMeHTa MOBMHEH CTOCYBATHUCS TOTO MUTAHHS, iK€ COPMYIbOBAaHE B 3ar0OJIOBKY
JI0 TEKCTy, YITKO BiJoOpa)xkaTW NpUYMHY N METy CTBOPEHHS JOKYMEHTa, PO3KPHUBATU CYTh
KOHKPETHOI CITPaBH, MICTUTH apTyMEHTOBaH1 I0Ka3u, BUCHOBKH, TPOMO3HUILIII.

8.3. Ilixg ywac ckiagaHHS JOKYMEHTIB BXXWBAETHCS JIIJIOBHHA CTHIb, JUISI SIKOTO XapaKTepHUH
HEUTpanbHUN TOH BUKJIAQJACHHSA, MMO30aBICHUI OOPAa3HOCTI, €MOLIWHOCTI Ta I1HAMBIAYyaJIbHUX
ABTOPCHKUX PHC.

8.4. Texct nokymeHTa 0(GOPMIISAIOTh Y BUIVISAL CYLUIBHOTO 3B’SI3HOTO TEKCTY, a00 aHKETH YU
TabMHI, 00 MUITXOM MOETHAHHS X (OPM.

CyuinbHMi 3B’SI3HUM TEKCT MJOKyMEHTa MICTHTh TIPaMaTHYHO 1 JIOTIYHO Y3TO/DKEHY
iHpopMamLit0  MPO  yNpaBIiHCBKI  Jii 1  BUKOPUCTOBYETHCS ~ MiJ  4Yac  CKIIAJaHHS
OpraHi3alifHO-PO3MOPSIAYUX JOKYMEHTIB.

CyuinpHHUN 3B’SI3HHN TEKCT, SIK MPABUIIO, CKJIAAETHCS 3 IBOX YacTWUH. Y TMepuIiil (BCTYyIHIN)
YacTUHI 3a3HAyaroThCs IMiACTaBa, OOIPYHTYBaHHS ab0 MeTa CKJIaJaHHS JIOKYMEHTa, y ApYTrii
(3aKiTFOYHIN) YaCTHHI — BUCHOBKHM, TIPOIO3MIIIi, pIlIEHHsS, MpoxXaHHs. B okpeMux BHIagKax
JIOKYMEHT MOJKE MICJIsl BCTYITHOI YaCTUHU MICTUTH MOTUBYBaJIbHY YAaCTHHY, B SIKIi OOTPYHTOBY€ThCS
TIO3UIIisS 3aKIIamdYy.

8.5. Y TekcTi OKyMeHTa, MiATOTOBIEHOTO BiAMOBIAHO IO JOKYMEHTIB 1HIIMX YCTaHOB a0o
paHilie BUAAHUX JTOKYMEHTIB, 3a3HAYAIOTHCS HOTO PEKBI3UTH Yy TaKii MOCIIJOBHOCTI: Ha3Ba BUAY
JIOKyMEHTa, HAWMEHYBaHHsI YCTAHOBH — aBTOpa IOKYMEHTA, J1aTa, PeECTpaIliiiH1i HOMED, 3ar0JI0BOK
JI0 TEKCTY.

Ipuknao



Haxa3z Minicmepcmea oceimu i nayku Ykpainu 6io 25 uepensa 2018 poxy Ne 676
«IIpo 3ameepoxcennsn Incmpyxuyii 3 0inoeoocmea y 3aKnaoax 3a2aivbHoi cepeoHboi
ocgimuy

8.6. TekcTu CKJIaTHUX 1 BEJIMKHUX 332 0OCSATOM JOKYMEHTIB (ITOJIOKEHHS, MTpaBuiia, 1HCTPYKIII,
OIVISIIM, 3BITH TOUIO) MOAUISIOTHCS HA PO3AUIM, MIAPO3IUIH, MYyHKTH, MIAMYHKTH. I[lyHKTH B TE€KCTI
HYMEpYIOThCsl apaOCbKUMU LIU(PpaMu 3 KPAMKOI0, a MAMYHKTH — apaOChKUMHU HUBpaMU 3 1yKKOIO.

Po3ninu HymMepyroTbcs PUMCBKMMHU IM(paMH, a TaKOXK B OKPEMHUX BHIIQJKaX BOHU MOXYTb
MOIUIATHCS HA TJaBH.

8.7. Dopma aHKETH BUKOPHUCTOBYETHCS Yy pasi BUKIAJAEHHS Yy IHM(PpoBoMy abo CIOBECHOMY
BUDIsAL 1HGopManli mpo oauH 00’€KT 3a meBHUM oOcsiroM o3Hak. [loctiliHoro iH(oOpMalli€o B
aHKeTI € y3arajbHEeHI O3HaKW, 3a SKUMU IPOBOJUTHCA OMHC 00’ €KTa, a 3MIHHOIO — KOHKPETHI
XapaKTEPUCTUKH.

8.8. Tabnuuna gopma JOKyMEHTa BUKOPUCTOBYETHCS Y pa3l BUKJIAIEHHS Y LuppoBoMy abo
CJIOBECHOMY BUIVIsAL 1H(OpMaLii Mpo KiJiIbKa 00’ €KTIB 3a PSAOM O3HAK.

3aronoBku rpad TaGuuIi NMUIIYTHCS 3 BETUKOI JITEPH, MiA3arojI0BKU — 3 MaJIOl JIITEpH, SIKILO
BOHH CTaHOBJIATH OJHE IIIJIE 13 3ar0JIOBKOM, 1 3 BEJHKOI — SKIIO IIIJ3aroJIOBOK Ma€ CaMOCTIHHE
3HaueHHs. Kpamku B KiHII 3aroyioBKiB 1 MiJ3arojioBkiB rpad He CTaBIAThCS. 3aroJIoBKU 1
Ii73aroyioBKu rpad Ta psiakiB TaOnuili MOBUHHI OyTH BUKJIAJEHI IMEHHUKOM Y HA3UBHOMY BIAMIHKY
OJHMHU. Y 3arojJioBKax 1 IMIA3arojloBKax pAakiB 1 Tpad TaOmuIl BXKHMBAIOTHCS JIMIIE
3arajJbHOIPHUIHATI YMOBHI I03HAUYEHHS 1 CKOPOUECHHS.

No 3/n yiiiy Haszea 3axknady oceimu Ilocaoa Cmavrc, p.

1 2 3 4 5 6

I'padm Tabmuiy, sKi po3MINIYyIOTBCS Ha KIJIBKOX CTOpIHKax, HyMepyrThcsa. Ha mpyriii Ta
HACTYITHUX CTOpIHKAax TaONWI 3a3HAYalOThCS HOMEpHU rpad, a TaKoK y BEPXHBOMY IPABOMY
KyTi — cioBa «[IpofgoBxeHHs 1ogaTkay.

Ilpooosircennn oooamka

1 2 3 4 5 6

8.9. ¥ 3aknaji TeKCT HaKa3y BUKIAIAEThCS Bij mepiroi ocoon — HAKA3YIO.

Y cHOilbHUX PO3MOPSAYMX JOKYMEHTaX BHUKOPUCTOBYETHbCS (opMa BHKIAAy TEKCTY Bif
nepiuoi ocoou MHOXKUHU — HAKA3YEMO.

VY mpoTrokonax 3acTOCOBYeTbCA (opMa BUKIAAY TEKCTY BiJl TPETbOi 0COOM MHOXUHH 3a
CXEMOIO:

CIIYXAJIH — BUCTYIIHJTH — BUPIIIIHIH (YXBAJIHJIH, I0CTAHOBHIJIH).

Y nucTyBaHHI 3acTOCOBYEThCS (DOpMa BHKIAQMy TEKCTy BiJl Tepmioi 0COOM MHOXHHH
(BBaKaeMO, HAJCHIIAEMO, TPOCHMO, IMPOTOHYEMO) ab0 BiJ TPEeTbOi 0COOM OMHWUHU («3akiao
3azanvbHOi cepeoHboi oceimu He 3anepeuye», «3aKaad 3a2anbHoi cepeoHbol 0ceimu 868axcac 3a
HeobxioHne»).

VY nokyMeHTax, CKJIaJeHHX IOCaJ0BOI0 OCO0O0I0 1 aJpecoBaHMX KEPIBHHUKY 3akiamy abo
CTPYKTYpPHOTO MiApO3ALTY (IOMOBiTHA 3alHCKa, MOSCHIOBAJIbHA 3alKCKa, 3asBa), 3aCTOCOBYETHCS
(dhopMa BUKIIQy TEKCTY BiJ MEPIIOi 0COOM OHUHU (TIPOTIOHYIO, BBAXKAFO, IIPOIITY).

9. Oco0/1MBi BUMOTH 10 CKJIAIaHHS JeSIKUX BU/IB JOKYMEHTIB
Hakas3s

9.1. Haka3 — po3nopsiiuuii  TOKYMEHT, SKHH BHJA€ KEPIBHUK 3aKilaay Ha TpaBax
€IMHOHAYAILHOCTI Ta B MeEXKax CBO€I KOMIIETEHIlI, 0OOB’SI3KOBMIl IUIi BHKOHAHHS IIiIJIEIVIMMHU.
Hakasu 3akiany mianucyroThesi KEpIBHUKOM 3aKiIay, a 3a HOoro BiJICYyTHOCTI — 0CO0010, sIKa BUKOHYE
fioro 000B’SI3KH, Ta PEECTPYIOTHCS B XKYpHAJIAX PEeCTpallii HaKas3iB.




[TiaroToBKy Hakazy MOXeE IHIIIOBaTH KEpIBHUK 3akiagy abo Oyab-sKUH CTPYKTYypHHI
TT1IPO3 1T,

SIKmio iHiIiaTOpoM MIiATOTOBKM HaKa3y € CTPYKTYpHHMM MiAPO3[il, TO HEOOXiAHICTh HOTro
BUJAHHS TOBMHHA OyTH OOIPyHTOBaHAa B JIOMOBINHIA 3amucui. PimeHHs KepiBHMKa 3akjany
BUPAXKAETHCS PE3OITIOLIETO.

9.2. Bynp-sikuii HaKa3, 3a BUHATKOM CIIBHOTO, O(OPMITIOIOTH Ha OJaHKYy Hakasy 3akKjajiy.

9.3. 3micT Haka3zy KOPOTKO BUKIAJAETHCSA y 3arOJIOBKY, SKHH MOYMHAETHCS 3 MPUHMEHHHKA
«IIpo» 1 ckImagaeThCsl 3a JOMOMOTOI0 BiaieciaiBHOTO iMeHHUKA («IIpo 3ameeposicenns...», «llpo
66edenns...», «Ilpo npuiitnammsn na pooomy...») a6o imennuka («Ilpo niocymku...», «IlIpo kadposi
RUMAHHA...»).

9.4. CTpykTypa TEKCTy Hakasy, SK MpaBUJIO, CKIATAETHCS 3 JBOX YACTHH — KOHCTATYIOYOl
(mpeamOymu) 1 po3MOPSAUOI.

Y KOHCTaTyrouiil 4aCTHHI 3a3HAYAIOTHCS MMiJICTaBa, OOTPYHTYBaHHs a00 MeTa BUAAHHS HaKaszy.
3a3HaueHa YaCTMHA MOXXKe TOYHMHATHCA 31 chiB «Ha eukonanns», «3 memoroy Ttomo. Ko
JOKYMEHT BHUJAEThCS Ha MiJACTaBl 1HIIOTO PO3MOPSAYOTO JOKYMEHTA, y KOHCTATyHOUid 4YacTHHI
3a3HAYal0THCS Ha3Ba BHIY I[HOTO JIOKYMEHTa, HOTO aBTOp, Jara, HOMEp Ta 3arojoBok. Kpamka B
KiHIIl KOHCTATyH4Y0i YaCTHHH HE CTAaBUTHCSI.

KoHcraryroua wactnHa Moke OyTH OITymIeHa, SKIIO PO3IMOpsAYa YacTHHA HE MoTpedye
OOTrpyHTYBaHHs, HAPUKIIAJ Y HaKa3aX 3 KJAPOBUX MUTaHb (0COOOBOTO CKIAMdY).

9.5. Po3nopsiiya yacTMHAa Haka3y MOYMHAETHCS J1€CIOBOM, SIKE APYKYETHCS 3 HOBOIO psijiKa
BEJIMKUMU JIiTepaMu 0e3 BIJICTYIy Bij JiBOTO MOJIA 1 JIATIOK, IICJIs YOO CTaBUThCS ABOKPAIIKA.

9.6. Posnopsiiya  yacThHa MOAUISETHCS HA MYyHKTH 1 MIAOYHKTH, $KI HYMEpPYHOTbCS
apaObcbkuMu 1udpaMu. Y KOKHOMY ITyHKTI NMOBMHHI OyTH 3a3HaueHi BUKOHABI (CTPYKTYpHI
iapo3Auin ado KOHKPETHI IMOCAaZoBl 0COOM), KOHKPETHI 3aBHaHHsS (JIOpYy4YeHHs) 1 CTPOKU iX
BUKOHAHHs. BUKOHaBII MOXyTh OyTH Ha3BaHI TaKOX y3arajibHEHO, HAIPUKIAA: «IeJaroriuyHum
npaiiBHUKaM 3akiany». [Ipu mboMy He 3aCTOCOBYETHCSI HAITMCAHHS HEKOHKPETHHX JIOPYYEHb, SIKi
MICTATB CJIOBA: CIIPUCKOPUTHY, IIOJIMIIUTHY», «AKTUBI3yBaTU», «3BEPHYTH yBary» TOILO.

9.7. YV Haka3zax 3 KaJpoBUX IHUTaHb (0COOOBOTO CKJaay) po3Mopsiaya YaCTHHA MOYMHAETHCS,
AK mpaBuno, 3 jiecnoa y Qopmi indinitusa: («JIPHHHATH», «IIPH3HAYUTH),
«(IIEPEBECTH», «3BUIBHUTH», « BUIPA/ITUTH», cHAJATH», «OI'OJIOCHTH» Tomo. [Jani
3a3HAYAIOTHCS BEJMKUMH JIITEpaMH MpPi3BHILE MpalliBHUKA, HA SKOTO MOIIMPIOETHCS sl HaKasy, 1
MaJIMMH — OTO 1M’sI Ta TI0 OATHKOBI.

@opMyiIrOBaHHA MYyHKTIB TOBHHHI OyTH YITKMMH, KOHKPETHHMMH, BIJIOBIJaTH HOpMam
Konexkcy 3axoniB npo npairo Ykpainu_ (K3mnll) abo iHmyM npaBoBUM aKkTaM.

VY pasi npuiiManHsa a00 3BUTbHEHHS MpalliBHUKA 3a3HAYalOThCS MOBHA Aara (YHCIO, MICSIlb,
piK) (hakTHYHOTO BUXOAY IpalmiBHUKA HAa poOOTy (MPUMHHEHHS TPYAOBUX BiIHOCHH), PO3MIpH HOTO
MOCaI0BOTO OKJIaAy BIAMOBIIHO JI0 IITATHOTO PO3MHUCY, HaA0ABOK Ta JIOIUIAT.

VY KOXKHOMY IYHKTI Haka3y 3 KaJpOBHMX MUTaHb (0OCOOOBOIO CKJIaAy) 3a3HayaeTbcs MiACTaBa
1010 MOro BHJAAHHS (3asBa MpaIliBHUKA, KOHTPAKT, JOIMOBIJHA 3alKCKa, PIIIEHHS aTeCTalliifHOi
KOMicii ToII0).

Haka3u 3 xaapoBux nuTanHb (0cOO0BOTo ckiany) ohOpMITIOIOTh y BUIVISIAL 1HAWBITyalbHUX
(CTOCYIOTBCSI OTHOTO TPAIliBHUKA) 1 3BEICHUX (CTOCYIOTHCS KUTHKOX IMPAI[iBHUKIB).

Y 3BemeHUX Hakazax [0 pO3MOPAIYOi YACTHMHHU BKJIIOYAIOTHCA IMYHKTH, IO MICTSTh
iHpoOpMaLito, y TaKiil MOCTIIOBHOCTI: IPUHHATTA Ha poOOTy (CIyXO0y), mepeBeIeHHs, 3BIIbHEHHSI.
VY Mexax IuX MyHKTIB HiAMYHKTaMU 3a3Ha4al0Th MPI3BUIIA MPaliBHUKIB 32 andasitom. [Ipu ipomy
JI0 OJTHOTO 3BEICHOTO PO3MOPSIYOTrO JOKYMEHTAa HE MOXKYTh BKJIFOYATHUCS MYHKTH 3 iH(OpMAIII€Io,
sIKa 3T1THO 13 3aKOHOJIABCTBOM MAae€ Pi3Hi CTPOKHU 30epiraHHs.

9.8. ITicnst mianmMcaHHS HakKa3y 3MiHM JO HbOTO BHOCSTBHCS JIMIIE IIJISXOM BUJIAHHS HOBOTO
HaKazy PO BHECEHHS 3MiH.


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

SIKI10 HaKa30M BiJMIHSETHCS MOMNEPEIHIN HaKa3, y pO3NOPsA Uil YaCTHHI 3a3HAYAETHCS MTyHKT,
SKWH TIOBUHEH MTOYWHATHUCS 31 CITIB: «Buznamu maxkum, uy0 6mpamue YuHHICMb, ...».

9.9. OctaHHiif MyHKT Haka3y y pasi moTpeOM MO)Ke MICTUTH pIllIeHHS MpO MOKIJIAJCHHS Ha
CTPYKTYpHHH Miipo3/1ia abo mocagoBy 0co0y QyHKIIIH 3 KOHTPOIIIO 3a BUKOHAHHSIM Hakasy.

9.10. Haka3 Habupae YMHHOCTI 3 MOMEHTY MOTO MiANMUCAHHA 1 peecTpallii, SKII0 B TEKCTI HE
BCTAHOBJICHO 1HIIN CTPOKH.

9.11.3 Haka3oM 3 KaapoBUX NHTaHb (0COOOBOTO CKIagy) OOOB’SI3KOBO O03HAHOMITIOIOTH
3raflaHux y HbOMY OCi0, SIKl Ha MepIIOMYy MPUMIPHUKY JOKYMEHTAa 4YM Ha CHeliaJIbHOMY OJIaHKy
IPOCTABIISAIOTH CBOT MiAMUCH 13 3a3HAYECHHAM J1aTH O3HAOMIICHHS.

9.12. Haka3u HyMepyrOThCs B OPAJIKY iX BUJAHHS B MEKax KaJeHAAPHOIO POKY.

9.13. V 3aknaji CTBOPIOIOTHCS TaKl BUIHM HAKa31B:

1) HaKa3u 3 OCHOBHOI JisIIbHOCTI 3aKnamy — Ne 2-0;

2) HaKa3M 3 aAMiHICTPaTUBHO-TOCTIOAAPCHKUX MUTaHb 3aKiary — Ne 2-r;

3) HaKa3M 3 KaJPOBUX MUTAHb 3aKJaJly TPHBAJIOTO CTPOKY 30epiranus — Ne 2-k/Tp;

4) Haka3M 3 KaJ[pOBUX MUTAaHb 3aKJIaJy THMYACOBOTO CTPOKY 30epiraHus — Ne 2-k/TMm;
5) Haka3u 3 pyxy y4HIB/BUXOBAHIIIB 3aknamy — Ne 2-y.

IIporoxon

9.14. IIpoTOKOa — TOKYMEHT, y sKOMY (iKCyeTbcs IepeOir BeIeHHs 3aciliaHb, YXBaJICHHS
pilIeHb JOpaJuriMU Ta KOJIETiaIbHUMH OpraHaMH, KOMICISIMH TOILO.

[IpoTokonu 3acifaHp NENAroriYHUX paj, IHIOIMX JOpaJyux Ta KOJIETiaJIbHUX OpraHiB
CKJIa/Ial0ThCs B CTUCHIN Qopmi. Y MpOTOKOII, CKIaJA€HOMY B CTUCHIA (opmi, (IKCYIOThCS JHILE
NpUAHATI pilieHHs 0e3 aeranizalii nepediry 0OroBopeHHs MUTaHHS.

VY pa3i norpebu 3a piUIEHHSIM 3arajbHuUX 300piB (KOH(eEpeHILlii) KOJEKTUBY MPOTOKOIU
3araJibHUX 300piB (KOH(]EepeHLlii) KOJIEKTUBY MOXKYTh CKIIaJaTHCA y MOBHIM (opmi.

9.15. Hymepariis mpoTOKOJIIB 3acCijaHb TMEJAroriqHoi paau BEACTHCS y MeXaX HaBYAIBHOTO
POKY, MPOTOKOJIIB BUOOPHHUX OPTaHiB — y MeXaX iX MOBHOBAXKEHb.

Hywmepariiss mpoTokosiiB BEACTHCS OKPEMO 3a KOXKHOK TPYIIOI0 TPOTOKONIB 3aciaHb
BiJIIOBITHOTO KOJIETiaIbHOTO OPTaHy.

9.16. [laToro mpOTOKOITY € J1aTa MIPOBEICHHS 3aC1JaHHS.

3aroloBOK 0 TEKCTy HPOTOKONy Mae BijoOpaxkaTh BHJ 3aciaHHs (Hapanaa, 300pw,
KOH(EepeHIlisi Tomo) abo KoJeriaabHOl AISUIBHOCTI (KOMicis, pana, 300opu, poOoua rpyma ToIio) i
BKJIIOUATH Ha3BY BUAY JIOKYMEHTA.

TekcT npoTOKOITYy CKIIAAA€eThCs 31 BCTYITHOI Ta OCHOBHOT YaCTHH.

VY BCTyNHIM 4YacTHHI NPOTOKOJY 3a3HAYalOThCsl MpI3BUINA Ta BJIAacHE IM’s TojoBU abo
TOJIOBYFOUOTO Ha 3acifiaHHi, 300pax TOII0, CEKpeTaps, 3alpoIIeHNX, a TAKOX MPUCYTHIX 0CiO.

VY pa3i noTpebu 3a pILIEHHAM BIANOBIHOTO OpPraHy Yy CIHCKY HPUCYTHIX 3a3HAYalOThCs
[0Ca/M 3alpoIlIEeHUX OCi0 Ta HaliMEHyBaHHS yCTAHOB. SIKIO KUIBKICTh MPHUCYTHIX NepeBuIlye 15
0ci0, 3a3HaYa€eThCs IX 3arajbHa KUIbKICTh 3 IOCHJIAHHSAM Ha CIMCOK, 110 JOAAETHCA 0 MPOTOKOITY.

9.17. BctynmHa YacTHHa MICTUTh TOPSAAOK JCHHUI: TMEpeNiK pPO3NIAHYTHX Ha 3acigaHHI
nuTasb. [lopsaok 1eHHUH NOAA€THCS HAPUKIHII BCTYTHOT YaCTHHHU.

CnoBa «llopsgok IeHHUWI» IPYKYIOTBCS BiJl MEXIi JIBOTO TIOJS, IICIAS HUX CTaBUTHCS
nBokpanka. KoxkHe mNHTaHHS HyMepyeThCcsl apaOCbkUMM LUdpaMH 1 JApyKyeTbes 3 alzary.
@opMyBaHH MIUTAHb Y MOPSIKY JEHHOMY ITIOYMHAETHCS 3 IpuiiMeHHUKa «IIpo».

9.18. OcHOBHA YacTHHA MPOTOKOIY CKJIAJAETHCS 3 PO3IALIIB, AKi MAIOTh BIAMOBIATH MyHKTaM
HOPSIKY 1eHHOTOo. Po31inn HyMepyIoThest apaOChKuMK U paMu i OyIyrOThCs 32 TAKOKO CXEMOIO:

i ctucioi dopmu npotokoniB: «CAYXAITH - YXBA/THIIH»;

st oBHO1 popmu ipotoxoniB: «CIIYXA/IH - BUCTYIIHIIN - YXBA/IHIIH».



[Ticna cnosa «CIIY XAJIN» 3 HOBOTO psijika 3a3HA4YaIOTHCS MPI3BUIIE TA BIACHE 1M’ 51 KOKHOTO
JIOIIOBIaya.

VY noBHiit popmi nporokony micas cinoBa « BUCTYIIUIINY dikcyroTbes BUCTYNH THX OCI0,
K1 B3SUIM y4acTh B OOTOBOPEHHI J0MOBIAl (MUTaHHS NOPAAKY AeHHOro). Buctynu opopmitioroTses
B IPOTOKOJII 13 3a3HAUEHHSIM I10Caj, MPI3BHI Ta BIACHUX IMEH, IMEH JIOMOBi/IauiB y Ha3UBHOMY
BIJIMIHKY, BUKJIaJIEHHSIM 3MICTY BUCTYIly a00 MUTAaHHS, BIIMOBIA1 Ha HOTO.

9.19. TekcTu BUCTYMIB y MPOTOKOJI BUKJIAZAIOTHCS Bl TPEThOT 0COOM OTHUHM.

Tekct abo Te3u J0MOBiAl, OPOPMIIEHI SIK OKpeMl JOKYMEHTH, 10 TEKCTy MPOTOKOIY He
BKJIIouaroThes. Ilicnmst BimoMmocTeil mpo JomoBifaua CTAaBUThCS THUpe 1 3a3HavdaeTbes «Tekcm
00n08i0i 000aEMbCA 00 NPOMOKONYY.

[Ticna crnoBa «YXBAJIMJIN» dikcyerbess mpuitHiATe pillIeHHS 3 OOrOBOPIOBAHOTO MHUTAHHS
MOPSIAKY JIEHHOTO, SIKE MAa€ BKJIIOYATH CKJIAJIOBI, IO BIATIOBIAAIOTh HA TaKl MUTAHHS: KOMY, IO
3pOOUTH 1 B SIKUIl CTPOK.

VY pasi AKIo mpuiMaeThCs PIlICHHS PO CXBaJICHHSI, TOTOKCHHS, 3aTBEPHKCHHS JIOKYMEHTA,
KM 0OTrOBOPIOBABCS HA 3aCifiaHHi, IIel TOKYMEHT JOJA€ThCs 10 MPOTOKOIY. 3a HAsSBHOCTI 1HIIUX
JIOKYMEHTIB, 110 PO3MISaINCA Ha 3aciiaHHI Ta (akT 00roBOpeHHs SKUX Oyio 3a(hiKCOBaHO B TEKCTI
IPOTOKOJTy, BOHHM HYMEPYIOThCSl apaOChKUMH IUdpaMu. Y BIANOBIIHUX IyHKTaX HPOTOKOIY
IPOCTABIISIOTHCS MOCHJIAHHS HA IIi JOAATKH.

[IpoTokon miANMUCYy€e TOJIOBYIOUMH Ha 3acilaHHi KOJeTriaJbHOro (J0paauoro) opraHy Ta
cekperap (3a HasgBHOCTI). [IpoTOKOI 3acimaHh KOMICIH MiAMUCYIOTh YC1 WICHHU KOMICIi.

JIncTn

9.20. JIuctn ckiamalThcsl 3 METOI0 OOMIHY 1H(OpMAIi€l0 MK 3aKJIagoM Ta OpraHaMu
JiepKaBHOT BJIa/lM, OpraHaMy MICLIEBOTO CaMOBPSIIyBaHHs, X OCAJOBUMH 1 CIy’k00BUMHU 0cobamu,
3aKJ1aJlaMy, YCTaHOBAMM, OpraHi3alisiMy Ta IHIIUMU (QI3UYHUMU 1 FOPUIUIHUMH 0CO0aMHU.

9.21. braHku nUCTa MalOTh TaKi PEKBI3UTH:

1) HaliMeHyBaHHS 3aCHOBHUKa (3aCHOBHMKIB) 3akiyiafy (Hampukiaz, bilonepkiBchbka Michbka
paza);

2) noBHE HaIMEHYBaHHS 3aKJIaJy BIJIOBIIHO /10 YCTAHOBUUX JOKYMEHTIB;

3) noBiAKoBI JaHi mpo 3akiaaja (MOIITOBAa ajapeca, HOMEpH TenedoHiB, (akciB, paxyHKIB y
0aHKy, afpecy eJEeKTPOHHOI MOIITH TOLIO).

9.22. PexBi3uTH JNHCTA: J1aTa, peeCTpaliifHUN 1HAEKC, MOCUTIaHHS Ha peecTpaliiHul 1HAEKC 1
JaTy TOKYMEHTA, Ha SIKUH HaJaeThCsl BIAMOBLAD (32 MOTpedH), apecar, 3arojIoBOK JI0 TEKCTY, TEKCT,
BiIMITKa PO HAsIBHICTH 0JATKiB (3a mOoTpedu), MiANUC, BIAMITKA PO BUKOHABIIS.

9.23. laroto nucTa € gara WOro MmiJIUCaHHs, sika Ma€ 30iraTucs 13 JaTol0 peecTparlii BUX1THOT
KOPECIOH ICHII].

9.24. TekcT nMcTa BUKIAJAETHCS BiJ MEpIIOi OCOOM MHOXUHH 3 BHUKOPUCTAHHSM CIIB:
«RPOCUMO NOGIOOMUMU...», (PO3’ACHIOEMO, WO...». 3a3BUYail y JUCTI TOPYIIYEThCS OJHE
IIUTAHHS.

AKT

9.25. AKT — IOKyMEHT, CKJIaJIeHUI TPymol0 0oci® /I 3acBiMYeHHsT BCTaHOBIEHHUX (pakTiB abo
nofiii. AKTH OQOPMITIOIOTBCS 3a pe3ybTaTaMu PeBi3ii (PIHAHCOBO-TOCTIOAAPCHKOI AiSTBHOCTI, i
yac NpUMMaHHA-IIEPEIaBaHHs CIIPAB, CIIMCAaHHSA MalHa TOILO.

9.26. Jlaroro akTa € jara Moro CKiIageHHS.

9.27. TekcT aKTa CKIAJA€THCA 31 BCTYITHOI Ta KOHCTATYIOUO1 YaCTHH.
VY BCTYIHIN 4acTUHI 3a3HAYAIOTHCS MIJCTABU IS CKIIaJJaHHS aKTa Ta Ha3UBaIOThCsA 0COOM, SIKI
CKJIaJIH akT ab0 Oy MPUCYTHI TPH I[LOMY.



VY KOHCTaTylo4Wi YacTHHI BHMKIJIAQJAIOTHCS CyTh, 3aBJaHHSA, XapaKTep BHMKOHaHOI po0oTH,
BCTAHOBJIEH1 (paKTH, MPOIMO3ULli Ta BUCHOBKU. KoHcTaTyioda yacTMHA MOXKe OQOpMIIIOBAaTHCS Y
BUDVISLA1 TAOIUIII.

Y KIHII TEeKCTy akTa 3aluCcyloThCS JaHl NpO KIIbKICTh MPUMIPHUKIB akTa Ta iX
MiCIIe3HaXO/IKEHHS.

9.28. AKT mianucyroTh yci ocolu, siki Opanu ydacTe y Horo ckmagaHHi. Ocoba, sika Mae
3ayBa)KEHHS 0 3MICTY aKTa, MiAMUCYE HOro 1 BUKJIANAE CBOIO TYMKY Ha OKPEMOMY apKyllli, sIKHif
TIOAETHCS IO aKTa.

9.29.V pasi 3MiHU KepiBHHKaA 3aKjaay abo BiIMOBiaIbHOT 0COOH, MpUIIMaHH-TIepelaBaHHS
JIOKYMEHTIB 1 CIpaB 3[1HCHIOETHCS 32 TUIIOBUMHU (hOpMaMu aKkTiB, HABEIEHUMU B dodamkax 9-11.

10. 3acBiqueHHs1 KOmiil Ta BUTATIB CJYy:KO0BHX J0KYMEHTIB

10.1. 3akmag Mae mpaBO 3acBiqUYyBaTH KOIIii JOKYMEHTIB, IO CTBOPIOIOTHCS Y HHOMY, 3a
BUHSATKOM KOIM JTOKyMEHTIB, sIKi BIJTOBIJIHO /O 3aKOHOJABCTBAa MOTPEOYIOTh 3aCBIMYCHHS B
HOTapiaJbHOMY MOPSIKY.

10.2. Komii JOKyMEHTIB iHIIMX yCTaHOB MOXKYTh BUTOTOBJISITHCS 1 3aCBiAUyBaTHCS 3aKJIAJI0OM Y
TaKUX BHUIAIKAX:

1) Ha BUMOTY CyIOBHX Ta IHIIMX MPAaBOOXOPOHHHUX OPraHiB;

2) nas BHYTPINIHBOTO BHUKOPHCTaHHS y 3akiadi (Wi dYac BHpIMIEHHS NUTaHb OO
NpuiiMaHHSA TPOMaJIsiH Ha poOOTY, HaBYAHHS, 3aCBITYCHHS X TPYAOBUX, )KUTJIIOBUX Ta IHIIHNX MPaB Yy
B3a€EMOBIIHOCHHAX 3 yCTaHOBOW). Hampukman, 3akiman Mo)ke BUTOTOBUTH 1 3aCBIIYHUTH KOIIIIO
JUIIJIOMA TIPAIiBHUKA, SIKa IMOTIM Oyze MmiAmuTa 10 Horo 0coboBoi cripaBy.

10.3. J103BOISETHCSA BUTOTOBJIATH KOIMIIO 13 3aCBIMYEHOI KOIMii JOKYMEHTa, SKIIO OPHTiHAJ
BIZICYTHI 200 Or0 OTpUMATH HEMOXIIUBO.

10.4. Komii 1OKyMEHTIB BUTOTOBJISIOTHCS 1 BHJIAIOTHCS Ha BHUMOTY IHIIMX YCTaHOB a0o
TpPOMAJIsiH 3 J03BOJIy KEpIBHMKA 3aKJaay, HOro 3acTyHHHMKIB a00 KepiBHHUKA CTPYKTYPHOTO
M1IPO3AUTY 3aKIIaTy.

10.5. Komist moKyMeHTa TMOBMHHA BiANOBIAAaTH OpHUTiHANY, TOOTO MOBHICTIO BiATBOPIOBATH
iH(opmarrito opuriHary i Bci HOTo 30BHIITHI 03HAKH a00 X YaCcTHUHY.

10.6. He nomyckaeTbcsi BHTOTOBIISATH KOIIi JOKYMEHTIB 3 HEpO30IpJIMBHM TEKCTOM,
iTYMCTKAMH, TPUITICAMH Ta IHITMMH HEOOYMOBJIEHMH BHITPABICHHIMH.

10.7. Komist HaOyBa€e 10pUIUYHOI CHIIM JIMIIE B pa3i i1 3aCBiTUEHHS B YCTAHOBJICHOMY MOPSIKY.

Hamie mpo 3acBigueHHs KOMil CKIIAIA€ThCA 31 CIIB «32i0HO 3 Opuzinanom», Ha3BU TIOCAH,
OCOOHMCTOTO MIAMUCY OcoOM, siKa 3acBiguye KOmMiro, il BIACHOTO IMEHI Ta Tpi3BUINA, IaTh
3aCBIIYEHHS KOMii.

Hanmc npo 3acBigueHHs KOIii CKPIIUTIOETHCS BITOUTKOM IEUaTKH 3aKiaay abo meyarku « /s
KOTIIIA».

VY Bumagkax, BU3HAYCHUX 3aKOHOMABCTBOM, KOIii JOKYMEHTIB 3aCBiIYYIOThbCS BiAOWTKOM
TICUaTKH 3aKJIay.

Ha smmpoBomMy Oomi y BepxXHbOMY MpaBOMYy KyTi MEpLIOro apkKylla JOKyMEHTa
MIPOCTABISIETHCS BiaMiTKa «Koris.

10.8. CropiHkH Komii JOKYMEHTIB (32 BUHSATKOM THX, III0 MalOTh OJUH apKyIll) HyMEpPYyIOTbCS 1
BIJIMITKA MPO 3aCBITYEHHS KOl MOYKE JOTIOBHIOBATHUCS BIIMITKOIO «BCchoro B komii apk.». 3a
pilIeHHsAM 3akiaay a0o Ha BUMOTY YCTAHOBH, SIKIH HAJa€ThCS KOMiS JTOKYMEHTA, JOIYCKAEThCS
3aCBIIYBaTH KOMIii JOKYMEHTIB TIOAPKYIITHO.

10.9. ApxiBHi KoIIii Ta BUTATH 3aCBIUYIOThCA BIJOBIIHO 10 dodamkie 12, 13.

10.10. 3anexxHo BiJ crtocoOy BUTOTOBIICHHS KOTIIi MOAUISIOTh HA (PaKCUMUIIBHI 1 BUIBHI:



1) bakcuminbHi Komil BUTOTOBIISIIOTHCS 3a JIOTIOMOTL0IO 3aco00i1B
KOMIIOBaJIbHO-PO3MHOXKYBAJIbHOT TEXHIKH, Y TOMY 4YMCIi OararoQyHKLIOHAJIbHUX HPUCTPOIB, LIO
TOYHO BIATBOPIOIOTH YCi 30BHIIIHI O3HAKH, XYJOXHI OCOOIMBOCTI O(OPMIIEHHS PEKBI3WTIB, X
po3TallyBaHHS (BKJIIOUAIOUH ITIIUC Ta [e4aTKy) abo YacTHHY iX;

2) ocobuctuil miAnuc mocaaoBoi ocodW, sKa MiJNHcala OpUTIHAT JIOKYMEHTa, MOxe OyTu
BIJICYTHIM Yy pa3l HaJCWJIaHHS KOMIM IHIIUM ycTaHOBaM a0o0 SIKIIO KOIMisl BHUXIJHOTO JOKYMEHTa
3aJIMILIAETHCA Y JUTOBOACTBI 3aKJany;

3) Ha KOmisAX BHXITHOTO JOKYMEHTAa, IO 3alUIIAIOTBCA Y [IJOBOACTBI 3aKiagy, TEKCTH
0JaHKIB MOXYTh HE BIITBOPIOBATUCS, a 3a3HAYATHCS MAlOTh JIMIIE J1aTa MiANUCAHHS JOKyMEHTa Ta
HWOT0 peecTpaiiiHuid 1HJIEKC, Mmocaaa 0coOu, sika 3acBigumiia KOMito, il 0COOMCTHH MiAmuc, aara
3aCBITUYEHHS Ta BIJOUTOK MEYATKH CIYKOH J1JI0BOJCTBA, HATPHUKIIAM:

Jama, inoekc

Texcm ooxymenma

Pexegizum «llionuc» (6e3 ocooucmozo nionucy)
32iono 3 opuzinanom

3acmynnuk oupexkmopa 3 HBP

Iionuc, énacue im’a, npizeuuie

Mama

Ha xomisix BUXIIHHUX JOKYMEHTIB, IO 3aJMIIAIOTHCS y AUTOBOJCTBI 3aKiiaay, MOBUHHI OyTH
Bi3M IIOCAJOBHX 0OCi0, 3 IKUMH BOHH IOTOKCHI, Ta Bi3M BUKOHABIIIB.

dakcUMIIBbHI KOMii, M0 MICTATH (PaKCUMUIbHE BIATBOPEHHS MIAMHUCY IMOCAZOBOI 0CcOOH 1
IpU3HAYEH] JIMIIE Ui BHYTPIIIHHOIO KOPUCTYBaHHS Yy 3aKjajl (Hampukiajg Komii Haka3iB, IUIaHIB,
HOJIOXKEHb TOILO), HE HOTPEOYIOTh T0AATKOBOTO 3aCBITUEHHS;

5) BUIbHI KOMIil BUIOTOBJISIOTHCSA IUISXOM IEpEeApPYKyBaHHS a0 NMEpEenucyBaHHS OPHUTIHATLY
JIOKyMEHTA, 1110 IOBHICTIO BIATBOPIOIOTH Horo iH(opMallito, ajge He aOCOIIOTHO TOYHO BiATBOPIOIOThH
H0ro 30BHILIHI O3HAKY (LIpUPT, pEKBI3UTH OJIaHKa, MIANKC, IEYATKY TOILO).

10.11. Butar 3i cmyk00BOTO JOKyMEHTAa BHIOTOBISIETHCS, SKIIO HEMae HEOOXiAHOCTI
BUTOTOBJISITH Komito. BUTAT odopMiItoeThes Ha 3aranbHOMY OJIaHKY 3aKjaay 13 JOTPUMAHHSIM TaKHX
BHMOT:

1) y Ha3Bi BUAY JOKYMEHTA 3a3HAYAETHCS: «BUMIAZ 3 HAKA3YY, «(GUMAZ 3 HPOMOKOTLY);

2) BIATBOPIOETHCS MOBHICTIO BCTYITHA YAaCTHHA (SKILO BOHA €) CITY>kOOBOTO JJOKYMEHTA;

3)3 OCHOBHOI YacCTHHH TEKCTy JIOKyMEHTa BHITUCYEThCS TOW MYHKT, 1H(OpMAIs SKOTO
HeoOXiIHa;

4) BigTBOprO€THCS pekBi3UT «Iligmucy» (6e3 0coOMCTOro MiANHCy);

5) IpoCTaBISIOTHCS BIAMITKA MPO 3aCBiAUEHHS KOIIii Ta BITOMTOK MEUaTKy (3a HEOOX1AHOCTI).

Butarun 13 npoTokomiB 3acBiguye CeKperap, SKHHM CKIagae NPOTOKOIM 1 3IIHCHIOE iX
30epiranHs, 3 HaKa3iB — MOcaioBa 0coba, sKa BiMOBIAAE 3a iX 30epiraHHs.

10.12. Oco6nuBUM BUAOM KOIIii TOKYMEHTa € JAyOIiKaT — HIOBTOPHO OPOPMIICHHH CITy>KOOBUI
JOKYMEHT JUIsl BUKOPHMCTaHHS 3aMICTh BTPAY€HOTO YM MOUIKOJPKEHOTO OpUTiHANY (JIUILIOMA,
CBIZIOITBA, TPYAOBOI KHHKKH TOIIO), [0 MA€E TAKy CaMy IOPUINYHY CHITY.

JlyOmikaT BHUTOTOBISIETHCS HA TaKOMy caMoMy OlaHKy, [0 ¥ OpuWriHal, Ta MICTUTh
iHpopmarito, aHaoriyHy iHpopmanii B opuriHani. Ha HbOMy MpoCTaBIsAOThCS BiZOUTOK TEYaTKU
3aKiagy 1 MIJOUCH TOCAJ0BUX OCIO, sIKI MalTh MPaBO MIAMKHCY HUX JOKYMEHTIB Ha MOMEHT
oopmienns myomikara. Ha myOmikari mpoCTaBIS€ThCS y NMPaBOMY BEPXHBOMY KyTi BiIMiTKa
«/[yonikamy.

II1. OPTAHI3ALISA JOKYMEHTOOBIT'Y TA BUKOHAHHSA JOKYMEHTIB
1. Bumoru oo oprasizaunii 10KyMeHT000Iry Ta BU3BHAUEHHS HOro o0cAry

1.1. Ocoba, BigmoBiganbHAa 3a OpraHi3allilo AUIOBOJICTBA y 3aKiaji 3/1MCHIOE MEpPBUHHE
OTIPAIFOBAaHHS JIOKYMEHTIB, IO HAMINIUIA JI0 3aKjiaay, iX TOMEpeaHid po3Iisd, PeecTpaliro,



nepesadyy KEpiBHUITBY Ha pPO3IVIsAA, MepeAady BUKOHABIM. Ilicnsi BHUKOHAHHS JOKYMEHTH
JIOJTy4arOThCS A0 CIIPaB.

1.2. IokyMEeHTH He3aJeXHO BiJ cnocoly ¢ikcalrii Ta BiATBOpeHHs iH(opMarlii MaroTh
MPOXOJUTH Ta OIPAIbOBYBATHCS y 3akjiajli HAa €IMHUX OpPTaHi3aliifHUX Ta IMPaBOBUX 3acamax
oprasizarii JOKyMeHTOOOITY.

1.3. IligpaxyHOK KUIBKOCTI JIOKYMEHTIB Yy 3aKiajl 3IIMCHIOEThCA 3a peeCTparliiHuMu
(opmMaMu BXiJTHUX, BHYTPILIHIX, BUXITHUX TOKYMEHTIB y MICILISX iX peecTparii.

2. IlpuiiMaHHsl, IepBUHHE ONPAIOBAHHS JIOKYMEHTIB Ta iX MOonepeaHii po3risi

2.1. Yci moKyMeHTH, 0 HAAXOASATh A0 3aKiIay, IPUUMAIOThCS 0CO00I0, BIIIOBIIATLHOKO 32
JJTOBOZCTBO Y 3aKJIaIi.

2.2.Y pasi HagXOMKeHHS JOKYMEHTIB y CKaHOBaHiil ¢opmi iX iH(dopmalio po3apyKOBYIOTH
Ha TIarepi i3 MPOCTaBJICHHSIM Ha BEPXHBOMY TOJI JOKyMeHTa HaaAnucy «OTpUMaHO B €IEKTPOHHIH
hopmi».

2.3. ®akT HAIXOKCHHS JIOKYMEHTa JI0 3akKjaay OO0OB’S3KOBO (DIKCYyeThCS —MUISTXOM
NPOCTAaBICHHS Ha BXIJHUX JOKyMEHTaxX BIAMITKM TPO WOTO HAAXOMKEHHS J0 3aKiangy, sKa
NPOCTABISIETHCS BiJl pyKH a00 3a JOMOMOTOIO IITaMIIa, aBTOMAaTUYHOTO HyMEpaTopa Ha JTUIIbOBOMY
HOJi y MpaBOMY KyTi HIDKHBOTO TOJISl TEPIIOT0 apKylla OpHUriHaly JOKyMeHTa. EnemeHTamun
3a3HaYCHOTO PEKBI3UTy € CKOpOYCHE HaWMEHYBAaHHS 3aKiIaay — OJlepXKyBaua JIOKYMEHTa,
peectpartiinuit inaeke, aara (y pasi moTpedu — roJarHa i XBHUJIMHU ) HAIXOKCHHS TOKYMEHTA.

2.4. [lepBuHHE OTpAaIfOBaHHS JOKYMEHTIB Iepeadadae MEepeBipKy MPaBHIIBHOCTI JIOCTaBKU
KOPECTIOHIEHIIIT Ta ii I[1JIICHOCTI.

JlokyMeHTH, HaJliclIaHl HEe 3a aJ[pecol0, TOBEPTAOTHCS BIAMPABHUKOBI 0€3 1X po3IIsidy.

Po3kpuBaroThCS BCi KOHBEPTH, 32 BUHATKOM THX, III0 MalOTh Hamuc «OcoOUCTOY.

2.5.Y pa3i BUABICHHS BIJACYTHOCTI JONATKiB, 3a3HAYEHUX Yy JOKYMEHTI, a00 OKpeMHX
apKyIliB, a TaKOX MOMHJIOK B O(OPMJICHHI JOKYMEHTa, II0 YHEMOXIIUBIIOE HOro BHKOHAHHS
(BIACYTHICTH MIAMHKCY, BiIOUTKA TTEYaTKH, Tprda 3aTBEPHKEHHS TOIIO), TOKYMEHT HE PEECTPYETHCS
1 BIAIPAaBHUKOBI HAJCHUJIAE€THCS MUCHMOBHUH 3ammUT a00 HOMY MOBIZJOMIISETHCS TPO 1€ TEISPOHOM.
[Ipu boMy Ha JOKYMEHTI pOOWTHCS BIAMOBITHA BIAMITKA 13 3a3HAYCHHSIM JIaTH 3auTy (PO3MOBHU
TeneOHOM), TIOCaIU Ta MPI3BUIIA 0COOH, SKii 3pOOICHO 3aIUT, MAMUCY, PO3MU(PYBAHHS HTiAMHCY
oco0H, sgKa 3a1MCHUIIA 3aITHT.

VY pasi BiAcyTHOCTI ab0 HEIUTICHOCTI BKJIAJI€Hb, MOIIKOKEHHSI KOHBEPTa, yIIaKyBaHHs, IO
NPU3BETIO 10 HEMOXKJIMBOCTI TPOYMTAHHS TEKCTy JOKYMEHTa, CKIQJa€Tbcs akT y JBOX
npuMmipHukax. OIWH TPUMIPHUK aKTa HAJCHIIAETbCA BiANPABHUKOBI, 1HIIUH — 30epiraerbes y
3aKJIaal.

2.6. AnpecHi SpIUKA PEKOMEHIOBAaHMX KOHBEPTIB 1 MAKETIB 30€piraroThCs 1 JOMAIOTHCS [0
JIOKYMEHTIB, a TAKO)K KOHBEPTH, KOJI JIUIIIE 32 KOHBEPTOM MO)KHA BCTAHOBHTH aJIPECy BiANPaBHUKA,
yac BIJNpaBICHHS Ta OJCPXaHHSA JOKyMEHTa, a00 KOJM B KOHBEPTI BiACYTHI OKpeMi JTOKYMEHTH,
a00 BCTAHOBJICHO HEBIJIMOBIIHICTh HOMEPIB JOKYMEHTIB HOMEpaM, 3a3HAYCHUM Ha KOHBEPTI.

2.7. JIoOKyMEHTH MiAJsATal0Th MOMEPEAHBOMY PO3IISAY Y 3aKiIadl y JeHb 1X HaJAXOMKEHHS abo
B MEPIINI HACTYMHUI poOOUYMid I€Hb y pa3i HAIXOMKEHHS IX MICHs 3aKiHYEHHS poOO0YOoro JHS, Y
BUXI1/IHI Ta CBATKOBI HEpOOOUi JIHI.

Jlopy4eHHS YCTaHOB BUILIOTO PiBHS, TEJIETPaMH, TeIe(POHOTPAMHU PO3MISIAIOTHCS HETAHHO.

2.8. MeTor0 monepeIHboro po3risay JOKYMEHTIB €:

1) BUOKpEMJICHHSI TaKHX, IO MOTPEOyIOTh OOOB’SI3KOBOTO PO3INISAY KEPIBHUKOM 3aKIIamy,
HOro 3acTynHUKaMu ab0 CTPYKTYPHUMH MiIPO3IiIaMu;

2) BiAOip MOKYMEHTIB, 10 HE IMJIATAIOTh PEecTpallii, a TAKOXK TaKUX, [0 MEePEAArOThCS IS
peecTpallii CTPYKTYpHUM MiPO3AiIaMm.



2.9. O60B’s13KOBOMY PO3IIISAY KEPIBHUKOM 3aKJIaay MiJJIAraoTh 3aKOHH YKpaiHu, TOCTAaHOBU
BepxoBnoi Panu Vkpainu, aktu ta nopyueHHs Ilpesunenta Vkpainu, aktu KaOinety MiHicTpiB
Vkpainu, nopydenns IIpem’ep-minicTpa YKpaiHM, HEHTpaJbHUX 1 MICIIEBUX OpraHiB BMKOHABYOI
BJIaa (Iajli — aKTH OpPTaHiB JEpXKaBHOI BIAQAHW Ta JOPYYEHHS BHIIHMX TOCAZOBUX OCi0), a TaKOX
3alUTH 1 3BEPHEHHS HAPOJHMX JEMyTaTiB YKpaiHHM Ta JEMyTaTiB MiCLIEBUX paj, KOPECHOHACHIIIS
BepxoBuoi Pagu VYkpainu, Anminictpanii [Ipesunenta Ykpainu, KaGinery MinicTpiB Ykpainu
(mami — 3anmuTH, 3BEpPHEHHS, a TaKoX KopecrnoHjaeHlis BepxoBHoi Pamu Vikpainu, AnminicTpamii
[Ipesunenta Ykpainu, KaGinety MinictpiB Ykpainu), KOpecroHAEHLIs, 10 HAJXOAUTh BiJl YCTaHOB
BUIIIOTO PIBHS, PIIIEHHS OpraHiB MICIIEBOIO CaMOBPSAyBaHHS, a TAKOXK HAWBa)KJIMBIILI TOKYMEHTH,
AK1 MICTATh 1HQOpMAII0 3 OCHOBHUX MHTaHb AISUIBHOCTI 3aKjiaxy 1 MOTpeOylOTh BUPIIICHHS
6e3mocepeIHbO KEPIBHUKOM.

[HII1 JOKYMEHTHM mepenaroThes 3acTyMHUKaM KepiBHHUKAa a00 CTPYKTYPHHM TiapO3aijiaM
(BMKOHABIISIM) BIATIOBIAHO 110 iX (PyHKIIIOHAIBHUX 000B’S3KIB.

2.10. I1ix yac momepenHbOro po3misiy JOKYMEHTIB BpPaXOBYIOThCS TTIOBHOBAXKEHHS CyO’€KTIB
pO3MIsily KOpECHOHJeHMii, mnepeabaueHi y cTaryTi 3akiany (MONOKEHHSIX Mpo CTPYKTYpHI
MiIPO3AUTN), HaKa3axX MPO PO3MOALT 00O0B’SI3KIB MK KEPIBHUKOM 3aKjady Ta MOTO 3aCTyITHUKAMH,
MOCAJOBUX IHCTPYKI[ISX, a TAKOXK KJIacH]iKaTop MUTaHb IisIBHOCTI 3aKiIajy, HOMEHKJIATypa CIpas,
CXEMH TIPOXOKCHHS JOKYMEHTIB.

3. PeecTpanisi 10KyMeHTIB

3.1. JlIokyMeHTH B 3aKjajl PEECTPYIOThCS IICHTPAII30BAaHO HE3AJEKHO BiI CIOcol0y iX
CTBOPEHHS, OJICPXKaHHS YU BIATBOPEHH:. Y 3aKiaji MOXKE 3aCTOCOBYBATHUCS aBTOMAaTU30BaHa popma
peecTpallii JOKYMEHTIB 3 BUKOPUCTAHHIM CIIELI1AJIbHUX KOMIT FOTEPHHUX IPOrpam.

Ciyx00BUl JOKYMEHT, OTpPUMaHMH 3aKjajoM ab0 CTBOPEHUH HHUM, Y TOMY YHCHI JUIs
BHYTPILIIHBOTO KOPHUCTYBaHHSI, BBAXKA€TbCS BHECEHUM [0 JIOKyMEHTaliiHOro (oHAy 3akiaay 3
MOMEHTY HOT0 peecTpaiiii.

3.2. PeecTpaiiisi JOKYMEHTIB IPOBOJIUTHCS 3 METOIO 3a0e3neueHHs iX 00JiKy, KOHTPOJIIO 3a
BUKOHAHHSM 1 OINEpaTMBHMM BHMKOPUCTAHHSM HasSBHOI B JOKyMeHTax iH(popMamii i monsrae y
BEJICHHI 3amuCy OOJIKOBMX JaHUX MPO JOKYMEHT 3a BCTAHOBJICHOIO 3aKJaJ0M pEECTpaliifiHOIO
¢dopmoto, kUM (piKcyeThCsl (PaKT CTBOPEHHS, BiANpaBlieHHs a00 ofep)kaHHS JOKYMEHTa, LUIIXOM
NPOCTABJICHHS HAa HHOMY PEECTPAIiHOTO 1HJAEKCY 3 MOJANBIINM 3allUCOM Y 3a3HaueHHX (hopmax
HEOOX1/IHUX BIJOMOCTEN PO JOKYMEHT.

Peectparii migmsraroTh BXiJHI, BUXIJHI Ta BHYTPIIIHI JOKYMEHTH (IOBIJIKH, IOMOBIIHI
3aMUCKH, 3asiBH, IPOTOKOJIU 3aCiJaHb MEeJaroriyHuX paj, KOMIcii TOII0).

[1ix yac peecTparlii TOKyMEHTIB y 3aKjaal HE0OX1IHO TOTPUMYBATUCS TAKUX BUMOT:

1) TOKYMEHTH PeeCTPYIOThCS HE3aJIEKHO Bl CIOCO0y iX TOCTaBKH, epeaadi Y1 CTBOPEHHS;

2) TOKYMEHTH PEECTPYIOThCS JIMILE OMH pa3 (BX1JHI —y JI€Hb HaJXOKEHHs a00 HEe Mi3HIlIe
HACTYITHOTO POOOYOro AHS (AKIIO JOKYMEHT HAJiNIIOB y HEPOOOYMid yac), CTBOPIOBaHI —y JCHb
TiANUCaHHs a00 3aTBEPKCHHS ),

3) y pa3i mepenadi 3apeecTpOBAHOTO JOKYMEHTA 3 OJHOIO CTPYKTYPHOTO MiIPO3AiTYy 0
1HIIIOTO HOBHH peeCTpaIliitHuiA 1HAEKC Ha JOKYMEHTI HE MPOCTABIISETHCS,

4) NOKyMEHTH PpEeECTPYIOThCS 3a TpylaMHu 3aJIeKHO BIJ HA3BU BHUJAY, aBTOpa 1 3MICTY
JIOKYMEHTIB.

OKpeMo peecTpyroThbCs:

6XIOHI OOKYyMeHmu;

GUXIOHI 0OKYMeHmu;

HaKa3u 3 0CHOGHOT JiAIbHOCMI 3aKNa0y;

HaKa3u 3 AOMIHICMPAMUBHO-20CROOAPCOKUX NUMAHb 3AK1A0Y;

HaKa3u 3 KAOPO8UX NUMAHb 3aK1A0y MUMUACOE020 CIMPOKY 30epicanHs;
HaKa3u 3 KAOPOBUX NUMAHDb 3aAK1A0y MPUBATI020 CIMPOKY 30epicantsi;
HaKazu 3 pyxy y4Hie/6UX06aHyie 3aK1aoy;



GHYmpIWHI OOKymMenmu (npomoxonu, 006i0Ku, 0On08iOHi, NOACHIOBAIbHI 3ANUCKU,
3aa6u NPAYiGHUKIE MOu0);

Piuienna KoneziaibHux opeanie;

oyxzanmepcvKi OOKymenmu;

36E€PHEHHA 2POMAOAH, Y MOMY YUCT OAMbKIE ad0 3aKOHHUX NPEOCHABHUKIB YUHIG;

3anumu Ha nyoniuny inghopmauiro.

3.3. JIokyMeHTH, SIKi HaJXOIATh 10 3aKJIaiy, PEECTPYIOThCS Y KYpHaJl peecTparii BXiIHUX
JIOKYMEHTIB, Ti, IO BIIMIPABIAIOTHCA, — Y KyPHaJIl peecTpallii BUXITHUX JOKYMEHTIB, BHYTPIIIHI — Y
KypHaJI peecTpallii BHYTPIIIHIX JOKYMEHTIB, HAKa3H — y JKypHaJIaX peecTpallii Haka3iB. 3BepHEHHS
IpOMaJISH Ta 3alIUTH Ha MyOniyHy 1H(pOpMallilo — y BIAMOBIAHUX KypHaJIax.

He mignsratots peectpallii JOKyMEHTH, 3a3HaueHi y 0odamky 14 uiei [HcTpyKIii.

3.4.1lin vac peectpamii AOKYMEHTY HAJa€Thcsi yMOBHE mudpoBe (JIiTepHO-IIHPPOBE)
NIO3HAYEHHS — peecTpaliifinuil inaekc. EnemenTaMu peectpauiifHoro iHJIEKCy € MOpsSIKOBUN HOMEp
JOKYMEHTa Y MeKax TpyINu JOKYMEHTIB, L0 PEECTPYIOThCS, SIKUH TOTOBHIOETHCS 1HJIEKCAMU, IO
3aCTOCOBYIOTBCSL Yy 3aKjaji, 30KpeMa IHJEKCaMH 3a HOMEHKJIATypOlO CIpaB, CTPYKTYPHOTO
M1PO3ALTY TOIIIO.

Jlns BXITHMX JOKYMEHTIB pPEeCTpallifHUN 1HOEKC CKJIAaJA€eTbCs 3 IMOPSAIKOBOTO HOMEpa Ta
1HJEKCY 332 HOMEHKJIATypOIO CIipaB a0o0 1HIIOTO 1HJIEKCY, 10 3aCTOCOBY€ETHCA Y 3aKja/ll, HalpUKIIa:
123/01-12, ne 123 - nopsinkoBuit Homep, 01-12 - iHxEKC cripaBH 3a HOMEHKJIATYPOIO.

Y BUXIAHOTO JOKyMEHTAa pEECTpaliiHUN 1HIAEKC MOXE pO3MIIIyBaTHUCh Yy 3BOPOTHII
HOCIIIOBHOCTI — IHAEGKC 3a HOMEHKJIATyporo crpaB (y pa3i morpeOu MoXe 3a3HAauaTHUCs TaKOXK
IHIIUH 1HIEKC, 0 3aCTOCOBYETHCA Y 3aKJIajl) Ta MOPsSAKOBUM HOMep, Hampukian: 02-10/457, ne
02-10 - iHaEeKC cIpaBU 32 HOMEHKIJIATYPOIO, 457 - HOPSIAKOBUIA HOMED.

PeecTpauiiinuii 1HAEKC PO3MOPSAYMX JOKYMEHTIB Ta ACSKUX BHYTPILIHIX JOKYMEHTIB (aKTH,
IIPOTOKOJI, IOTOBOPH TOILO) CKJIAJAETHCS 3 MIOPSIAKOBOTO HOMEPA Y MEXKAX POKY.

3 MEeTOI0 PO3pI3HEHHS TPyl Haka3iB 3 KaIpOBHUX MUTaHb (0COOOBOTO CKIIATy) KOKHOTO BUIY
J0 TIOPAJKOBOTO HOMEpa MoOXe JoflaBaTHCs JIITepHUM iHAekc. Micue po3TalryBaHHS
peEeCTpaIlitHOTO 1HACKCY Ha JOKYMEHTI 3aJIeKHUTh B1J BUAY OJIaHKa Ta BUIY JOKYMEHTA.

VY BHYTpIIIHIX CIYy>)XOOBHX JOKyMEHTaX (3asBax, JOMOBIJHUX 1 MOSCHIOBAJIBHUX 3alHCKax
TOI0), OPOPMIICHUX HE Ha ONaHKY, J1aTy MPOCTAaBISAIOTH JIIBOPYY BiJ] 0COOMCTOrO MiANKCY aBTOpa
JIOKyMEHTA.

VY pasi 3acTocyBaHHs 1H(GOpMAIIHUX (aBTOMAaTU30BaHMX) CHCTEM OpraHi3ailli JUTOBOJCTBA
JIOMyCTUMO TPOCTABIATH ATy peecTpauii AOKyMEHTa y CKiIali WTpux-koay abo QR-xomy, 1o
CTBOPIOETHCS 3aCO0aMH ITi€] CUCTEMH, 3T1IHO 3 TocTaHoBo0 Kabinety MinicTpiB Ykpainu.

HITpux-koa MpOCTABIAIOTh Y LEHTPl HUXKHBOTO IOJIS MEPIIoi CTOPIHKU ToKyMeHTa, QR-kox
(21 MM X 21 MM) — y HIP)KHBOMY JIIBOMY KYTI IIEpIIOi CTOPIHKUA JJOKYMEHTA.

3.5.V 3aknani 3acTOCOBY€ThCS >KypHaibHa (popma peectparii (1o 600 JOKyMEHTIB Ha pIK).
[MpumipHi dopmu KypHamiB HaBeneHI y ododamkax 15-17. dopmy peecTpalifHOTO >XKypHaITy
HaKa3iB 3aKjaay HaBeleHO Y dooamky 18.

3.6. Y pa3i BusiBieHHs (DaKTiB HACWJIBCTBAa YIOBHOBaXKEHA T0CAI0OBA 0co0a 3akiany Qikcye
HeoOXigHy iH(opMaIlilo B KypHali peecTpailii (QaxTiB BHUIBICHHS (3BEPHEHHS) MPO BYMHEHHS
JIOMalTHhOTO HACHJIBCTBA Ta HACHIILCTBA 33 O3HAKOIO CTaTi (3aKjaay OCBiTH) 3a (OpPMOIO 3TiHO 3
oooamxkom 19.

4. Oprani3zanis nepeaayvi 10KyMeHTIB Ta iX BUKOHAHHS

4.1. 3apeecTpoBaHi JOKYMEHTH MEPENAlOThCS HA PO3MNIA] KEPIBHUITBA 3aKjIaay B JIEHb iX
HAJIXO/DKEHHS 200 HACTYNMHOTO poOOYOro JHS y pa3i HAJAXOMKEHHS JOKYMEHTIB Y HEpOOO4Mi yac.
Tenerpamu, TeiaedoHOrpaMu Ta iHILI TEPMIHOBI JOKYMEHTH ME€PEAI0THCS HETaiHO.

4.2. JIokyMeHTH, PO3MISHYTI KEPIBHUIITBOM 3aKJIaTy, MIOBEPTAIOTHCS 3 PE3OIIOIEI0 MIOM0 1X
BUKOHAHHS BIJAINOBIJaNbHIM 0c001 3a OpraHizaiiio IiJIOBOACTBA 3aKjanay, sika 3A1HCHIOE Mepenady
JIOKYMEHTIB Ha BUKOHAHHSI.



JIOKyMEHT, BUKOHAHHSI SIKOTO TOPYYEHO KUIBKOM 0c00aM, MOxke OyTH nepeiaHii BUKOHABISIM
y MOPSAKY BHU3HAYEHHS IX Yy pe3oiitolii abo 0JHOYACHO y BUIVISAL KOMIN 3 Iepeayero OpuUriHaity
TOJIOBHOMY BUKOHABI[IO, BU3HAYEHOMY B PE3OJIIOLII] MEePIIUM.

4.3. dakr nepenayi JOKYMEHTIB BUKOHABILSIM (PIKCYETHCS IIISIXOM MTPOCTABICHHS BIAMOBITHOT
BIIMITKM B peecTpauiiHiii Gopmi i3 3a3HaueHHAM iH(OpMAIll NPO BUKOHABIIB, SIKUM IEpEIaHO
OpHUTiHAJ JOKYMEHTAa Ta HOTO KOIIii.

4.4.3a BUKOHAHHS JIOKyMEHTa BIAMOBIJAIOTH OCOOM, 3a3HAa4YeHI Yy Hakaszl, pPe30tomii
KepiBHUKA 3aKJIaJly, Ta MPALiBHUKH, SKUM O€3M10CEpPeHbO TOPYyUYE€HO BUKOHAHHS.

lonoBHUII BHUKOHABEIb OPTaHi30Bye pOOOTY CIIBBUKOHABIIB, 30KpeMa BHU3HA4Ya€ CTPOKHU
MTOJTAHHS HUMH MPOTIO3HUIII M, TIOPSAIOK ITiITOTOBKH, ITOTO/KCHHS ITPOEKTY JTOKYMEHTA.

CrniBBUKOHABIII BiAMOBIIAa0Th 32 MIATOTOBKY HA HAJIEKHOMY PiBHI Ta CBO€YACHE MOJAHHS
TOJIOBHOMY  BHUKOHABLIO  MpOMO3ULIA. Y  pa3l HECBOEYACHOTO TOAAHHS  MPOIMO3UILIIN
CIIBBUKOHABISIMU TOJIOBHHUI BHKOHABEIh i1HGOPMYE PO 1€ KEPIBHUKA, IKUI HaJaB JOPYUCHHS.

4.5. BuxoHaHHsI TOKyMEHTa nepeadadae 30UpaHHs Ta ONpalloBaHHS HEOOX1AHO1 iH(opMallii,
HiATOTOBKY TPOEKTY BIANOBIAI Ha JOKYMEHT 4YM HOBOTO JOKYMEHTa, HOro o¢gopmieHHs,
y3rOKEHHs, TMOJAHHS JJs TWIANUCAHHA (3aTBEp/UKEHHS) KEPIBHUKOBI 3aKiagy, Yy JESKHX
BUIIAJIKaX — CTPYKTYPHOIO MiAPO3JLTY, a TaKoX y pa3l MOTpeOH — MiATOTOBKY MAJIS MepecHIaHHs
azpecary.

4.6. IIpauiBHUK, BIAMOBIIAaIbHUN 32 BUKOHAHHS JOKYMEHTA, Y pa3l BIAIYCTKH, BIAPSAIKEHHS,
3BUIBHEHHA 3000B’SI3aHUIl Nepefard 1HIIOMY MPAlliBHUKOBI 3@ IIOTO/KEHHSM 31 CBOIM
6e3nocepeHIM KepIBHUKOM yC1 HEBUKOHAHI JOKYMEHTH.

5. Opramnizanisi KOHTPOJIIO 32 BUKOHAHHAM JOKYMEHTIB

5.1. KoHTpons 3a BHUKOHAaHHSM JOKYMEHTIB 3IIHCHIOETBCS 3 METOI 3a0e3IedeHHs
CBOEYACHOTO Ta HAJIEKHOTO 1X BUKOHAHHSI.

OO00B’13K0BO KOHTPOJIIOETHCSI BAKOHAHHS 3aBIaHb, MIepe10aYeHNX B aKTaX OPTraHiB Aep>KaBHOI
BJIaJAW Ta JOPYYCHHSX BHIIUX IMOCAJOBHX OCIO, HaJaHHS BIJIMOBIJICH Ha 3allUTH, 3BEPHEHHS, a
TakO)k Ha KopecmoHjaeHuito BepxoBuoi Pamu VYkpainm, Anminictpauii Ilpesunenra VYkpainw,
Kabinery MiHicTpiB YKkpainu, Haka3u Ta JOPYUYCHHs KEPIBHUIITBA 3aKJIaay, PIIICHHS KOJIETiaIbHOTO
OpraHy 3aKJajay, 3aluTH Ha MyOIiuHy iH(OpMaIliio.

5.2. Opranizaifito KOHTPOJIO 3a BHKOHAaHHSM BHM3HAUCHHUX 3aBIaHb 3aCTYIMHHK KEPiBHUKA
3aKJIaly BIAMOBITHO IO PO3MOALTY 00OB’S3KIB.

besnocepenniii  KOHTPOJIIb 32 BUKOHAHHSAM JIOKYMEHTIB TIIOKJIAJIAa€ThCA Ha  0CO0Y,
BIIMOBiZJAJIbHY 32 OpPraHi3allilo AiIOBOACTBA Y 3aKIall.

VY cTpyKTypHHX Tifpo3/igax Oe3mocepeHiii KOHTPOJIb 32 BUKOHAHHSIM JOKYMEHTIB 31HCHIOE
oco0a, BIAMOBIIAIbHA 3a A1JIOBOICTBO.

5.3. TunoBi CTPOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIOKOTHCS HOPMATUBHO-TIPABOBUMH
aKTaMu, a IHIUBIAyaJdbHI — HAKA30M 3aKJagy a0o pe30iroIi€l0 KepiBHUKA 3aKiany (CTPYKTYPHOTO
M1IPO3ALTY ).

5.4. CTpoKk BHMKOHAaHHS BHYTPIIIHIX JOKYMEHTIB OOUYHCIIOIOTHCS Yy KaJeHIapHUX MIHSAX,
MOYMHAIOYY 3 JIaTH MiANMUCaHHs (peecTparlii), a BXiTHUX — 3 JaTH HaIXOMKEHHS (peecTpalrii).

SKmo ocTaHHIM JeHh CTPOKY BUKOHAaHHS JOKYMEHTa IMpHUMaJae HAa HEpPOOOUMid JCHb,
OCTaHHIM JHEM CTPOKY BHKOHAHHS JOKyMEHTAa BBa)Xa€TbCs NEpUIMil poOOYMil JeHb micis
HEpoOOYOro JIHS.

5.5. JlokyMeHT, B SIKOMY HE 3a3HA4€HO CTPOK BHUKOHAHHS, MOBHHEH OyTH BHUKOHAHWUW HE
mi3Hime HiX 3a 30 KaJeHIapHUX JHIB 3 MOMEHTY MOro peectpamii y 3akiaji, O SIKOTO HaJIHIIOB
JIOKYMEHT.

3aBaaHHs, BU3HAUCHE y CIY’KOOBOMY JIOKYMEHT1, BUKOHY€ETHCS Y BCTAHOBJICHUH CTPOK.



SIkimo 3aBaaHHs MOTpeOy€e TEPMIHOBOTO BUKOHAHHS, 0OOB’SI3KOBO 3a3HAYAETHCSI KOHKPETHUI
KiHIIEBUH CTPOK BUKOHAHHSI.

5.6. CniBBUKOHABIII 3000B’s3aHI MOAABATH MPOIO3MIIi TOJOBHOMY BHUKOHABIIO MHPOTATOM
MIEPIIOi TIOJOBUHH CTPOKY, BiZIBEIEHOTO JIUIsl BAKOHAHHS IOPYYCHHS, 3aBIaHHS.

5.7. IHauBiAyanbHUN CTPOK BUKOHAHHS JOKYMEHTa MOXKE OyTH 3MiHEHMI JIUIIIE 32 BKA31BKOIO
M0CaI0BOI 0COOH, sika HOTO BCTAHOBWJIA, a Y pa3i ii BIICYTHOCTI — IMOCaIoBOi 0coOu, sika ii 3amimiae.

VY paszi norpedu CTPOK BUKOHAHHS JTOKYMEHTa MOXe OyTH MPOJOBXKEHO 3a OOIPYHTOBAHUM
MIPOXaHHSAM BHMKOHABIIS, SKE MOJAETHCA HE IMI3HINIE HDK 3a TpU poOOOYMX JHI JO 3aKiHYCHHS
BCTAHOBIIEHOTO CTPOKY, a IMOMO JOKyMEHTa, B SKOMY HE 3a3HAY€HO CTpPOK, — 0 3aKiHUYCHHS
TPUALATHICHHOTO CTPOKY BiJI JaTH HOro peecTpariii.

VY pasi 3MiHH CTPOKIB BUKOHAHHS IMPOCTABIISIFOTHCSI HOBUI CTPOK, Aara i mignuc. BimmosimgHi
3MIHU BHOCATBHCS JI0 PEECTPAIlIMHUX JOKYMEHTIB.

5.8. B3sTTs TOKyMEHTa Ha KOHTPOJIb 3/IHCHIOETHCS Ha IMiICTaB1 PE30ITIONii KepIBHUKA 3aKJIa Ty
a00 HMOro 3aCTyITHUKIB.

BinMiTka mpo KOHTPOJIbh O3HAYa€, MO0 JOKYMEHT Y35TO Ha KOHTPOJb JUIsl 3a0€3MeYeHHS HOTo
BUKOHAHHS B YCTAHOBJICHUI TEPMiH.

BigMmiTKy Tpo KOHTpPOJIb TO3HAYaIOTh BEIHKOIO JiTeporo «K» um crmoBom «KoHTponb»
(pyxomucHO a00 3 BUKOPHCTAHHSAM IIITamIIa) Ha JIIBOMY TOJIi TIEPIIOTO apKyIllia JOKYMEHTa Ha PiBHI
3aroJIoBKa JI0 TEKCTY.

5.9. Ilicnst BUKOHAHHS JIOKYMEHT 3HIMAEThCS 3 KOHTPOJIIO. 3HATH JIOKYMEHT 3 KOHTPOJIIO MOXKE
TUIBKY KEPIBHUK 3aKJIaJy, HOTO 3aCTYIHUKH, SIKi BCTAHOBUJIM KOHTPOJIBHUN CTPOK Y PE30JIFOIIII.

BukoHaHI TOKYMEHTH IMONAIOThCS Ha MIiANMKUC KEPIBHUIITBA HE MEHIN SIK 32 OJIWH JICHb JIO
3aKiHYCHHS CTPOKY iX BUKOHAHHS 3 METOK 3QJIMIIEHHS TEBHOTO Yacy Ha iX JOOMpAIIOBaHHS 3a
pILIEHHSIM KePiBHUIITBA.

5.10. Inpopmamiss Tpo pe3yabTaTd BUKOHAHHS B3ATUX HA KOHTPOJIb JIOKYMEHTIB
y3arajbHIOETHCS CTAHOM Ha IEpIIE YUCIIO KOXKHOTO MICSIS i TIOJAa€ThCsS KEPIBHUIITBY 3aKIany y
BUTJISIL 3BE/ICHD PO BUKOHAHHS JJOKYMEHTIB 32 BUSHAYCHOIO y 3aKiajii (hopMOIo.

6. IlopsA0K ONPANIOBAHHS TA HAACUIAHHA BUXITHUX JOKYMEHTIB

6.1. BuxigHi TOKyMEHTH HaJCUJIAIOThCS agpecaraM 3 BUKOPUCTaHHSIM 3aco0iB IOIITOBOTO
3B’A3KY, €JIEKTPO3B’ 53Ky, @ TAKOXK JIOCTABISIOTHCS Kyp €PCHKOIO, (Pelib’ €repChKOI0 CIIyKOaMH.

OmpairoBadHsi  JJOKYMEHTIB  JUIST  BIANPABJICHHS TIOMITOBUM 3B SI3KOM  3IIMCHIOETHCSA
BIJIMOBIZJAJIEHOIO 0CO0010 3akyiady BiAMOBILAHO 10 [IpaBun HajlaHHS MOCIYT HOLITOBOTO 3B’S3KY,
3aTBepkeHnX mnoctaHoBoro KaOinery MinictpiB Ykpainu Big 05 6epesnst 2009 poxy Ne 270 (i3
3MiHaMHu).

6.2. BuxigHi JOKyMEHTH OIpaIbOBYIOTHCS 1 HAACWIAIOTBCS Y JIHb 1X HAJIXOMKEHHS BiJ
BUKOHABIIIB a00 He Mi3HilIe HAacTymHoro poOodoro ans. He mnomyckaeThcs HajacuiaanHs abo
nepenavya TOKyMEHTIB 0e3 iX BUX1HOI peecTpailii.

6.3. JIOKyMEHTH, W0 HAJCUIAIOTHCS OJHOYACHO OJHOMY 1 TOMY CaMOMYy aJIpecarosBli,
BKJIQJIAIOTHCS B OJIMH KOHBEpT (ymakyBaHHs). Ha KOHBepTi 3a3HA4aeThes aapeca, 332 HEOOX1THOCTI
MPOCTABISIOTHCS PEECTPALIiifHI IHAEKCH BCIX JOKYMEHTIB, SIKi MICTATHCS Y KOHBEPTI.

JIOKyMEHTH, [0 JOCTABJISIOTHCS (DEIb]’ €repChKOI0 CITY)K00F0, TIEpeIaroThCs aapecaraM ITij
HiANKC Y BIAMOBIIHINA KHU31.

IV. CUCTEMATHU3ANIA TA 3BEPITAHHA JOKYMEHTIB Y A1JTIOBOACTBI
1. CkaaiaHHsl HOMEHKJIATYPH CIIPaB

1.1. Homenknarypa chpaB MpH3HA4€HA [AJs BCTAHOBICHHS Yy 3aKjiali €IMHOTO TMOPSIKY
dbopmyBaHHS copaB He3aleKHO Big Gopmu Hocis iHopMarii, 3abesnedeHHs iX OOIIKY,
OTIEPATUBHOI'O MOIIYKY JOKYMEHTIB 3a IX 3MICTOM 1 BUJIOM, BU3HAYE€HHS CTPOKIB 30epiraHHs CIpas i
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€ OCHOBOIO JJISl CKJIQJIaHHS OMHMCIB CIpaB MOCTiiiHOrO Ta TpuBaioro (mounaxa 10 pokis) 30epiranHs, a
TaKOX /17151 O0JIIKY CIpaB TUMYAcoBOTO (710 10 pokiB BKIIIOUHO) 30epiraHHs.

1.2. Homenknarypa cmpaB 3akiany (3BeleHa HOMEHKJIATypa) CKJIaJa€ThCs BiAMOBIIAIBHOO
ocoboto (ocobamm).

1.3. ITig yac ckiagaHHS HOMEHKJIATypu CIpaB 3aKjIaqy BUKOPHUCTOBYETHCS CTPYKTYpHUH abo
(YHKIIOHaTbHUHN NPUHIUT 11 TOOYI0BH.

CTpyKTypHUH NPUHIMII BUKOPUCTOBYETHCS B pa3l UITKO BCTAHOBJIEHOI CTPYKTYpH 3aKJasny.
Po3ninamu B Takiii HOMEHKJIATYpi CIIpaB € HaMEHYBaHHSI CTPYKTYPHHUX IT1IPO3LIIIB.

VY pasi po3noaily OCHOBHUX (PYyHKIHM (HampsMiB IisIIBHOCTI) y O€3CTPYKTYPHOMY 3aKiaji
MDK il MpaniBHUKaMH BUKOPHCTOBYETHCS (DYHKIIOHAJIBHUN MPUHIMUN TOOYIOBHM HOMEHKIATYpPHU
cnpas. Po3ainu 1 migpo3aisii HOMEHKJIATypH CIpaB 3aKiajay, MoOyl10BaHO! 32 TaKUM MPUHIUIIOM,
Bi10OpakaroTh 11 PyHKLIT Ta HAIPSIMU JISUIBHOCTI 1 PO3MIILYIOTHCS Y HOMEHKIIATYp1 3@ CTYNEHIMHU
X BayKIMBOCTI (Opraizaiisi poOooTH, MmiiaHyBaHHs, (JiHAHCYBaHHS, IPOTHO3YBaHHS TOLIO).

VY pa3i BUpoOHMUYOI NOTPeOU MOMXKJIMBE MO€AHAHHS CTPYKTYPHOrO Ta (YHKIIIOHAJIbHOTO
NPUHIMIIB T00YI0BM HOMEHKJIATYpH CIIPaB.

1.4. ITixg yac po3poOaeHHS HOMEHKJIATYPH CIIPaB 3aKJIay BUKOPHUCTOBYIOTHCS CTATyT 3aKJIay,
HOJOXKEHHS PO 11 CTPYKTYpHI MiAPO3AUIN; IITATHI PO3MKUCH; TUIIOBI 00 MPUMIPHI HOMEHKJIATYPH
CIpaB; HOMEHKJIATypd Ta ONHUCH CHpaB 3a MHHYJIl pPOKH; KIacHU(pIKaTOpH JIOKYMEHTIB 1
KOPECIIOH/IEHTIB; peecTpaliiHO-00JIIKOBI Ta KOHTPOJIbHI KAPTOTEKHU; TUIIOBHM Ta raxy3eBi HepetiKu
BUJIB JIOKYMEHTIB 13 3a3HAU€HHSM CTPOKIB iX 30epiraHHs, a TaKOX YpaxOBYIOTbCA 3aBIAHHS
3aKJIaay Ha HACTyMHUH PIK.

1.5. Homenknarypa cmpaB CTPYKTYpHOTO MmiApo3aury (OKpemoi MmocajoBOi  0coOm)
po3pobisieTbes  He mi3Hime 15 smcTomaza MOTOYHOrO POKY, MIiJAMHUCYEThCS KEPIBHUKOM
CTPYKTYpPHOTO HiApO3AUTy (IIOCaZA0BOI0 OCO00I0) Ta BI3YyEThCA IOCAIOBOI0 0CO00I0 3aKiamy,
BiJIOBIAILHOIO 32 apXiB.

1.6. Y HOMeHKJIaTypi cipaB nepeadadaroTbCsl 3aroj0BKH CIIpaB JUIsl IPyIyBaHHs JOKYMEHTIB,
1110 B1IOMBAIOTh yCi JOKYMEHTOBAHI IISTHKY 1 MUTaHHA AISUTBHOCTI 3aKJIauy.

1.7. Jlo HOMEHKJIaTypH CHpaB BKJIIOYAIOThCS, SK IPaBUIO, OPHUIIHAIM JOKYMEHTIB. 3a
pimenHsiv EK 3aknany 10 HOMEHKIATypu CIpaB MOXYTh BKJIIOYATHCS KOMii THPa)KOBAaHUX
JIOKYMEHTIB, 1[0 HAKOMUYYIOThCA B CTPYKTYPHUX MiJIpo3aiiax (po3nopsaadi TOKyMEHTH, OJI0KEHHS
PO CTPYKTYPHI MIAPO3ALIH, HOCAJOBI IHCTPYKIIIT TOIIO).

1.8. /o HOMEHKJaTypu cCIpaB HE BKJIIOYAIOTHhCS IPYKOBaHI BUAAHHS, JOBIIHUKU (Y TOMY
qucii TeaeoHHi), OroaeTeH1, pedepaTHBHI XKypHaU, eKCIpec-iHpopMallis.

1.9. Homenkiarypa cmnpaB 3akiany (3BefcHA) CKIaNaeThcs 3a YHIi(iKoBaHOW (opmoro,
HaBEJIEHOIO y 0ooamky 20.

1.10. Homenkinarypy cnpaB 3akiiaay o(hOpMIIIOIOTh TaK, SK BU3HAYEHO JaIi.

I'padpa 1 mictuth iHpOpMaLiO TPO IHAEKC AOKYMEHTa, SIKWH BimoOpakae HOMEp pO3ALTy Ta
HOPSKOBUI HOMEpP TOKYMEHTA y PO3ALIIL.

VY rpadi 2 3a3HavaeThCA Ha3Ba 3arojioBKa crpaBu. He 103BOMsiETbCS BXKMBAHHS B 3ar0JIOBKAX
CIpaB HEKOHKPETHHX  (OpPMYITIOBaHb («MaTepialimy, «3arajbHe JIMCTYBaHHSI», «BXIiJTHA
KOPECIIOHJICHITIs», «BUXIIHA KOPECHOHICHIsN», «(piHAHCOBA MOKYMEHTAllis» TOIIO), a TaKOXK
BCTaBHUX CIIiB 1 CKJIQJIHUX CHHTAKCHYHUX 3BOPOTIB.

3arojoBOK CHpaBHU CKJIAJA€THCSA 3 €IEMEHTIB, L0 PO3MIIIYIOTHCS y Takiid MOCIHiJOBHOCTI:
Ha3Ba BHJy CIIpaBU (JIMCTYBaHHs, )KypHAJI, KHMTa TOIIO) YU BUIY JIOKYMEHTIB y CIipaBi (Hakasd,
IPOTOKOJNM, aKTH TOIIO); aBTOP JAOKYMEHTIB (HailMeHyBaHHS 3aKjialy, CTPYKTYPHOTO MiApO3Aily);
KOPECIIOHJICHT a00 aapecar (HalMEHYBaHHS YCTaHOBH, JIO SKOi aJpecoBaHi a0o0 BiJl SKOi HAIIHIILITN
JIOKYMEHTH); CTUCIHMM 3MICT JOKYMEHTIB CIIpaBH (IIUTaHHS, 3 SKOTO (JOPMYETHCS CIpaBa); Ha3Ba
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periony (Tepuropii), 3 SKUM IOB’S3aHMH 3MICT JOKYMEHTA; Jara (mepion), A0 sIKOI Hajexarb
JIOKyMEHTH CTIpaBH; BKa31BKU Ha HAsBHICTH KON JJOKYMEHTIB y cripaBi (y pa3i motpedn).

SIKIIo cmpaBa CKIIAJA€ThCs 3 PI3HUX 33 BHJIAMH JOKYMEHTIB, TIOB’SI3aHUX OJHUM KOHKPETHUM
MMATAHHSIM Ta TOCIITOBHICTIO BEIEHHS IJIOBOACTBA (CYIOBI, CIiI4i, 0COOOBI TOIO), BKHBAIOThH
TEPMiH «CIpaBay, HaNpukiIaa: «Ocoboea cnpaesa Ieéanuenxka Bonooumupa Mukonaiioguuay.

VYV 3arojoBkax cmpaB, IO MICTITh JOKYMEHTH 3 OJHOTO THTaHHS, HE TIOB’s3aHi
MOCTIIIOBHICTIO BEIEHHS MPOLEIyp ITOBOJCTBA, BXHUBAETHCS TEPMIH «JIOKYMEHTH», a MICIIs HHOTO
B [IyXKaxX 3a3Ha4alOTbCsS OCHOBHI BHIM JOKYMEHTIB CIIpaBH, HampuKIan: «/JoKymenmu
(nnanu-cpaghiku, ankemu, 006iOKU MOU{O) NPO NPOBEOEHHA 027140y CMAHY 0i10600cCmeEa ma
apxienoi cnpasu y 3axkaadi». TepMiH «TOKyMEHTH» BXKHBAE€TbCA TAKOXK Y 3arojoBKax CIIpaB, I10
MICTATh TOKYMEHTH — JOAATKU 710 Oy/b-sIKOTO HOPMaTHUBHO-IIPABOBOTO akTa abo Hakazy 3akiany. Y
TAaKOMY pa3i BUIOBHH CKJIaJl TOKYMEHTIB HE 3a3HaUalOTh, HAPHUKIAL: «JJOKyMEHTH 10 IPOTOKOIIIB
3aciJjaHb MearorivyHol paau 3aKkaamy».

V 3aronoBkax crpaB, MPU3HAYEHUX ISl TPYITyBaHHS JOKYMEHTIB OTHOTO BUY, 3a3HAYAIOTHCS
BUJ JOKyMEHTa Y MHOXKHHI Ta aBTOp JOKYMEHTIB, Hampukiaa: «Hakasu 3 OCHOBHOI IisIIBHOCTI
3aKJIagy».

VY 3aronoBkax Crpas, 10 MICTATh JIUCTYBAaHH, 3a3HAYAIOTHCS KOPECIIOHAEHT 1 CTUCIIH 3MiCT
JIOKYMEHTIB, HAapUKIaa: «/Iucmyseannsn 3 ynpasiinuam (6i0oinom) oceimu npo ».

VY 3aronoBkax cHopaB, L0 MICTATh JIMCTYBaHHS 3 KOPECHOHJEHTAaMH, OIHOPIAHMMHU 3a
XapaKTepoM AisUIBHOCTI, TaKl KOPECIIOHACHTU HE MEPENiuyrThCs, a 3a3HAYA€ThCS 1X y3arajbHEeHe
HallMeHyBaHHs, HAIPUKIAA: «/Iucmysanus i3 3acCHOBHUKOM 3 NUMAHD ».

VY 3arosoBkax cHopaB, LI0 MICTATh JMCTYBaHHS 3 PI3HUMU KOPECIIOHACHTAMHU, TakKi
KOPECIIOH/IEHTH HE 3a3HayaroThbCs, Hampukiaa: «JIMcTyBaHHS MpO OpraHizamilo MiJBUILIEHHS
(hbaxoBoi kBamiQikalii Ne1aroriyHuxX NpaniBHUKIB 3aKIaTY».

VY 3arojoBkax chpaB, L0 MICTATh IUIAHOBO-3BITHY JOKYMEHTAIli0, 3a3HAYA€ThCSA MEPIoJ
(Mmicsib, KBapTall, MIBpivYsl, PiK), B SKOMY IJIAHY€THCS CTBOPEHHSI JOKYMEHTIB, a0o mepiofa ix
(aKTUUHOTO BUKOHAHHS, HANPUKIAM: «Piunuit nnan pooomu 3axnady na 2021/2022 n.p.».

[lin dyac po3MillleHHs 3arojioBKIB CIpaB Yy HOMEHKJIATypl BpPaxOBYIOTbCS BaXKJIMBICTb
JIOKYMEHTIB, BKJIFOUEHUX A0 CIpPaBH, iX B3a€MO3B’s30K. Ha moyaTtky poO3MIIIYIOTHCS 3aroJIOBKH
crpaB  WIOAO JOKYMEHTIB, SIKI HAIIANUIM Bl OpraHiB BHUIIOTO PIBHS, Jall — MO0
OpraHizaliifHO-pO3MOPSAAYOi JTOKYMEHTALli 3aKiaiy, JIMCTYBAaHHS TOIIO. Y KOXHIM 3 IUX rpyn
JIOKYMEHTH TaKOK PO3MIILLYIOTHCS 3 YpaXyBaHHSAM BaXKJIIMBOCTI Ta CTPOKIB 30€piraHHs.

Bka3iBKy Ha HasgBHICTb KOIIIM JOKYMEHTIB Yy CIpaBi pO3TALIOBYIOTH IICIS 3arojoBKa,
Hanpuknan: «Hakazu 3 ocnoenoi dianvnocmi 3axknady 3a 2020 pik (konii)».

I'pada 3 HOMEHKIATYpHM 3alOBHIOETHCS HANpPHUKIHII KaJeHJApHOTO PpOKY, KOJIM BiJoMa
KUIBKICTh C(DOPMOBAHUX TOMIB, YACTUH CIIPABH.

VY rpadi 4 HOMEHKIATypu 3a3HAyalOTbCs CTPOKM 30epiraHHs crpaB, HOMEpPH cTareil 3a
TUTMOBUMH (TaJly3€BUMH) TIepelikaMHd JOKYMEHTIB 13 3a3Ha4eHHSM CTPOKIB iXx 30epiraHss,
TUIMOBUMH 1 IPUMIPHUMH HOMEHKJIaTypaMH CIpaB.

JlonmycKaeTbes MOCHIIAHHA Ha PsiJ CTAaTeH Meperiky JOKYMEHTIB i3 3a3HaYE€HHSIM CTPOKIB iX
30epiranHs (y TOMY YHMCII Pi3HUX MEPENiKiB, SKIIO 3aCTOCOBYIOTHCS THUMOBHIA 1 ramy3eBuil). [lpu
IOMY CTPOK 30€piraHHs 3a3HAYAETHCS BiIMOBIAHO IO CTATTi, III0 BCTAHOBIIOE HAHOUIBIIUI CTPOK
30epiraHHsl.

Jlnist TOKYMEHTIB, HE TIepe0aYeHnX JIF0YMMH TIepellikaMu, CTPOKU 30epiraHHs BA3HAYAIOThCS
Ha mijacrasi ix BuBueHHs EK 3aknamy.

Hnst crpaB, chOpMOBaHUX i3 THUPAKOBAHUX KOMiM JTOKYMEHTIB, BCTaHOBIIOETHCS CTPOK
30epiranus «/{oku He MUHE TOTpeda» HEe3aJIeKHO BiJl CTPOKY 30€piraHHsl OPUTiHAIIB JOKYMEHTIB (Y
TOMY YHCTI 1 JUIsI JOKYMEHTIB IIOCTIHHOTO CTpOKy 30epiraHHs) 0e3 IMOCWIAHHS Ha CTaTTIO
BIJIMOBIIHOTO MEPENTiKy JOKYMEHTIB 13 3a3HaYEHHSIM CTPOKIB iX 30epiraHHs.

Crpok 30epirannsi cmpaBu «Jlyist Ciry>kKOOBOTO KOPHCTYBaHHS» HE BCTAHOBIIOETHCH, a Y
BIJIMOBIIHIN rpadi HOMEHKJIATYPH CIIPaB MPOCTaBIsAeThCs Mo3Hauka «EK» (ekcnepTHa komicis).




Y rpadi 5 «IIpumitkay poONATHCS MO3HAUYKHM IMPO MEPEXifHI CIpaBU; MPO CIpPaBH, IO
BEAYThCS B €JIEKTPOHHIN QopMmi; MPo MocagoBUX 0C10, BIIMOBIAAIBHUX 3a (OPMYBaHHS CIPAB; PO
nepezady CIpas JI0 apXiBy 3aKjay UM IHIIMX YCTaHOB JJIs 1X MPOJOBXKEHHS TOILO.

1.11. Homenknarypa crpaB 3akiiafy MiANUCY€E€TbCS 0CO0010, BIANOBIIaJbHOIO 3a OpraHi3aliio
JTOBOJICTBA Y 3aKjajli, Bi3y€ThCs MOCAI0BOI0 0C00010, BIAMOBITANIBHOIO 32 apXiB, Ta CXBATIOETHCS
EK 3aknany.

1.12. HomeHknatypa cIpaB 3akjiagy HiIIsrae MOTODKEHHIO 3 BIANOBIAHUM JEp)KaBHUM
apxiBoM (mis 3aknaniB, ski Gopmyrorh HA®D) abo cxXBajlieHHIO OpraHOM BHWINOTO PIBHS (IJIs
3aKJaiB, 5Kl He popmytoTh HAD) onuH pa3 Ha ’4Th pOKiB 200 HEBIIKIIAIHO B Pa3i ICTOTHUX 3MiH
y BJIACHOCTI MaiHa, CTPYKTypi, QYHKIIIAX Ta XapaKkTepl poOOTH 3aKJIaTy, BTpATH YAHHOCTI TUIIOBUM
(ramy3eBUM) MEPETIKOM JOKYMEHTIB 13 3a3HaYE€HHSIM CTPOKIB X 30epiraHHs.

1.13. [Toromxena EIIK  BigmoBigHOrO  JAep:KaBHOTO — apxiBy HOMEHKJIAarypa CIIpaB
3aTBEPKY€ETHCS KEPIBHUKOM 3aKJIay.

1.14. HomenkiiaTypa copaB 3akiiaJly CKJIAQJa€TbCsl y YOTHUPHOX MpuMipHUKax. [leprimii
(HeIOTOpPKaHHUI) NPUMIPHUK 3BEICHOT HOMEHKJIATYpPH CIHpaB 30epiraeThCs y BIANOBIAAIBHOI 3a
JIJIOBOJICTBO OCOOM, JAPYTUi — BUKOPUCTOBYEThCA SIK POOOUMIA, TpETii — MepelaeThecsi 10 apXiBy
3aKyaay s 3AIHCHEHHS KOHTPONIIO 3a (DOpPMYBaHHSM CIIpaB, YETBEPTUN — HAJCHIIAETBHCS 10
BIJIIIOBIIHOT JIEp>KaBHOI apXiBHOI yCTaHOBHU, apXIBHOTO BIJJUTY MICBKOi paau abo opraHy BHILOTO
piBHSL.

1.15. Homenkmarypa cmpaB CTPYKTYpHOTO TIAPO3ALTY 3akKiagy CKJIAJaeTbCcs Y JIBOX
npuMmipHukax. OAMH OPUMIPHUK HOMEHKJIATYpH IEpeNaeThesl BIANOBIAANBHIN 3a OpraHizarito
IJIOBOACTBA 0COOI.

1.16. IIpoTsiroMm poKy CTPYKTypHI Migpo3fainu (mocaaoBi ocobu) 3a0e3mnedyroTh BeIeHHS
HOMCHKJIATYp CIIpaB, 30KpeMa 3a HEOOXITHOCTI BHOCATH JO HHUX 3a TMOTOKCHHIM 3
BIJIMOBITaILHUMHU 32 JIOBOJICTBO Ta apXiB ocob0amMu HOBI CHpaBH, HE MepeAadadyeHi YWHHOKO
HOMEHKJIaTYPOIO CIIPaB, 3aCTOCOBYIOUH IIPH 1IbOMY PE3€pPBHI HOMEPH HAIPUKIHI[I HOMEHKJIATyPH.

1.17. HanpukiHiii poKy HOMEHKJAaTypa CHpaB 3akjiaay OOOB’S3KOBO 3aKPUBAETHCS
HiCYMKOBMM 3allMCOM, IO MIJNUCYe ocoba, BIANOBiAaNbHA 3a JUIOBOACTBO 3akiaay. [Ipo
(hakTUYHY HasBHICTH 3aBEJCHMX 3a PIK CIpaB MOBITOMIISETHCS MOCAZOBa 0co0a, BIAMOBIIaIbHA 32
apxis.

1.18. IToromkena 3 EIIK BignosinHoro aepxasHoro apxiBy (EK oprany Bumioro piBHA)
HOMEHKJIaTypa CIIpaB 3akKjaay HANpHKIHII KOKHOTO POKY YTOYHIOETHCS, MEPEAPYKOBYETHCS,
3aTBEPIUKYETHCS KEPIBHUKOM 3aKJIay Ta BBOJUTHCS B ir0 3 01 Ci4HSI HOBOTO POKY.

2. @opmMyBaHHA CIIPaB

2.1. Iig yac popmyBaHHS crIpaB CIiJ JOTPUMYBATUCS TAaKUX 3arajlbHUX MPABUII:

1) BMinIyBaTH y CIpaBd TiIBKA BHKOHAHI JOKYMEHTH BIAIMOBIHO JO 3arojOBKIB CIpaB y
HOMEHKJIaTyi;

2) TpyIlyBaTH y CIPaBH JTOKYMEHTH, BUKOHAHI TPOTATOM OJHOTO KaJEHAAPHOTO POKY, 3a
BUHSATKOM TIEPEXIHUX CIpaB Ta CYIOBHX CcCHpaB (BEAYyThCS MPOTITOM KUIBKOX POKIB JO iX
3aBepIICHHS), 0C000BUX cmpaB ((hOpPMYIOTBCS TPOTATOM Iepiomy poOOTH OcoOM y 3aKiajui),
JIOKYMEHTIB 3aKJiay, 10 XapaKTepu3yTh OCBITHIN mporiec ((hoOpMyIOThCs 3a HaBUAIbHUHN PIK);

3) BMilyBaTH y CHpaBH JHIIEe opuriHaau abo y pas3l iX BIACYTHOCTI 3acBiJYeHI B
YCTaHOBJICHOMY HOPSIKY KOIMil IOKYMEHTIB;

4) He JOMyCKaTH BKIIOUEHHsI 10 CIPaB YOPHOBHUX, OCOOMCTHX JOKYMEHTIB, PO3SMHOXCHUX
KOTIi# Ta JOKYMEHTIB, IO MiIJISATal0Th MOBEPHEHHIO;

5) 10 chpaBu BKJIIOYATH JOKYMEHTH TUIBKM 3 OJHOTO MHUTaHHSA a00 TPynu CHOPITHEHUX
MUTaHb, 10 CTAHOBIIATH €MHUA TEMATHUYHUN KOMILICKC;



6) OKpeMO TpyIMyBaTH y CIOpPaBH JIOKYMEHTH MOCTiiHOTrO, TpuBajoro (monan 10 pokis),
TUMYacOBOTO 30epiraHHs;

7) 3a 0obcsrom crpaBa MOCTiHHOTO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs HE MOBMHHA
nepesuiyBaru 250 apkyiuiB (He Oinbiie 40 MM 3aBTOBIIKH).

2.2. IOKyMEHTH IPpyIyIOThCS y CIIPaBH B XPOHOJIOTIYHOMY Ta/a00 JIOT1YHOMY MOPSAKY.

2.3. IlonoxxeHHs, mpaBuUiia, IHCTPYKIIi TOLIO, 3aTBEPIKEHI HaKa3aMHU, IPYMYIOTbCA pa3oM 13
3a3HAaYEHUMH JIOKyMEHTaMHU. SIKII0 BOHU 3aTBEP/XKEHI SIK CAMOCTIMHI JTOKYMEHTH, iX (pOpMYyIOTh B
OKpeMI1 CIIpaBH 3a BUAAMHU 1 XPOHOJIOTIELO.

2.4. Haka3zu 3 OCHOBHOI AiSTBHOCTI 3aKiaay, 3 aJMiHICTPaTUBHO-TOCIIONAPCHKUX MHUTAaHb, 3
KaJIpOBUX MHTaHb 3aKJagy (TUMYAacoOBOIO 1 TPUBAJIOrO CTPOKIB 30€piraHHs), Hakazd 3 pyxy
YUHIB/BUXOBAHIIIB IPYNYIOThCA y Pi3HI CIIpaBH.

Haka3u 3 kagpoBux nurtaHb (0cOO0OBOro CKiiagy) IpYNyIOThCS BIANOBIAHO A0 iX BHJIB Ta
CTpokiB 30epiranHa. He m03BonsieTbcs TpymyBaTH pa3oM Hakasu TpuBajoro (75 pokiB) Ta
TUMYacoBoro (5 pokiB) 30epiranss. [louiibHO MpU BEIMKUX 00csrax JIOKyMEHTIB Hakasu 3
KaJpOBUX NHUTaHb (0COOOBOrO CKJIaay), IO CTOCYIOTHCS PI3HUX HANpPsSMIB AiSUIBHOCTI 3aKiIany
(npuiiMaHHS Ha PoOOTY, 3BUILHEHHSI, IPEMIIOBaHHS, BIIPSIPKEHHS, BIITYCTKHU TOILO), TPYITyBaTu B
OKpeMi cIipaBU. SIKIIO pi3HUX BHUJIB HaKa3iB 3 KaAPOBHUX MUTaHb (0COOOBOIO CKJIa/1y) CTBOPIOETHCS
HE3HauyHa KUIbKICTh, 1X /J03BOJISIETbCA TPYINyBaTH 3a CTPOKaMHU iX 30€piraHHs: B OJHY CIIPaBy -
HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B IHIIY - TAMYACOBOTO CTPOKY 30epiraHHs.

2.5. JlokyMeHTH 3acijaHb KOJIETiaIbHUX OPIraHiB IPYNYyIOTHCS Y /Bl CIIPaBU:

1) mpoToKOINH 1 TOKyMEHTHU A0 HUX (JAOMOBiAL, TOBIAKH, IPOEKTH PIllIEHB TOIIO);

2) TOKYMEHTH 3 Oprasizamii 3acifiaHb (IOpAJOK JEHHUI, MakeT PpO3MIIIEHHS, CIUCOK
3aMpoIIeHUX TOIIIO).

2.6. IIpoTtokonu 3aciiaHb KoOJIETiaJIbHUX OPraHiB IPYyHYIOTbCS Yy CIPaBU B XPOHOJOTIYHOMY
nopsiiky 1 3a Homepamu. JIOKyMEHTH A0 3acifiaHb 3a3Ha4€HHUX OPraHiB CHCTEMAaTU3YIOThCS 3a
JaraMd Ta HOMEpaMH NPOTOKOJNIB, a B MEXaX TPYMU JOKYMEHTIB, IIO CTOCYIOTHCSI OJIHOTO
IPOTOKOITY, — 32 IOPSIIKOM JICHHUM 3aCiJIaHHS.

2.7. lJopyueHHsST YCTaHOB BHUIIOTO PIBHSA 1 JOKYMEHTH, TOB’si3aHI 3 1X BHUKOHAHHSM,
IpYNyIOThCA Yy CIpaBH 3a HampsMaMu [iSUIBHOCTI 3akjiaay abo 3a aBTOpaMM IHIIAaTUBHHUX
JIOKYMEHTIB. JIOKyMEHTH y HEBEJUKIN KIJIbKOCTI TPYNYIOTHCS B OJIHY CHpaBy. ¥ cIipaBl TOKyMEHTHU
CHCTEMaTU3YIOThCS 32 1aTaMM JOPYYEHb.

2.8. 3aTBep/pKEeHI IUIaHU, 3BITH, KOLITOPUCH, TUTYJIbHI CIIMCKH IPYIYIOThCS Y CIIPaBU OKPEMO
BiJl IPOEKTIB IIMX JOKYMEHTIB.

2.9. JluctyBaHHA TpYNyeTbCS 3a 3MICTOM Ta  KOPECHOHJEHTCHKOIO  O3HAaKOWO 1
CHUCTEMAaTU3y€ThCS B  XPOHOJOTIIYHOMY TOPSJKY: JOKYMEHT-BIAIOBIJb PO3MILIYEThCS 32
JAOKYMCHTOM-3AIIUTOM.

2.10. B ocoboBux crpaBax, 1o (OpPMYIOThCS BIPOJOBXK YChOIO 4acy poOOTH MpalliBHUKA y
3aKNadi, JOKYMEHTH TPYIYIOTbCS B XPOHOJOTIYHOMY TOPSIKY B Mipy 1X HaIXO[KEHHS
(momoBHEHHS) (3as1Ba MPO MPHUIMaHHA Ha POOOTY, MUCHMOBHI TPYIOBHI JOTOBip (KOHTPAKT), KOMii
abo BUTATH 3 HaKa3iB MPO NMPUIMaHHS HA pOoOOTY, 0COOOBHIA JIUCTOK 3 OOMIKY KaJpiB, JTOTIOBHEHHS
0 0co00BOro JHUCTKa 3 OONIKYy KajpiB, aBToOiorpadis, Komis macmopra, Komis oOMiKOBOI KapTKu
IUTaTHUKA TOAATKIB (KpiM (i3WYHHUX 0ci0, sIKi Yepe3 CBOI peiiriiHi nepeKoHaHHS BiJMOBISIOTHCS
BiJI MPUUHATTS PEECTPAIiMHOrO HOMepa OOJIIKOBOI KapTKH TUIATHUKA TMOJIATKIB Ta MOBIJOMIIIHA PO
1€ BiJIMOBITHUI KOHTPOIIOIOYMI OpTraH 1 MarOTh BIIMITKY Y HACTIOPTi), KOIIisl BIHCHKOBOTO KBUTKA (Y
pa3i HasBHOCTI), KOmMii JOKyMEHTIB IpPO OCBITY, HayKOBUH CTYIiHb, BYCHE 3BaHHA, 3asiBU IPO
nepeBeieHHsT Ha iHmy poOoty (mocamy), CyMICHHITBO, 3MiHY OiorpadiuyHux naHuMX, Komii a0o
BUTSTH 3 HaKa3iB MPO MEepPEeBEACHHS Ha iHIIY poOoTy (mocaay), CyMICHUIITBO, KOMii TOKYMEHTIB, 1110
€ MiACTaBaMU IS HAJaHHS TUIBr (32 HAsSBHOCTI), KOMii JTOKYMEHTIB TpPO BHECEHHS 3MiH [0



OO0JIIKOBUX JOKYMEHTIB Yy 3B’SI3Ky 31 3MiHOIO OiorpadiyHux JaHux (Ipi3BHIIA, iIMEHI, 10 0aTbKOBI),
XapaKTEepPUCTUKH, KOMii JOKYMEHTIB MpO MiABUIICHHS KBami(ikaiii, CTaKyBaHHS, 3a0XOYEHHS
(HaropoKeHHs, IPEeMilOBaHH:), TOKYMEHTH 3 aTecTallii, 3asBa Mpo 3BUTbHEHHS 3 pOOOTH, Korii abo
BUTSATH 3 HaKa3iB PO 3BUIbHEHHS 3 POOOTH.

Jlo 0co6oBoi cnpaBu 00OB’S3KOBO CKJIAJAEThCs BHYTPIIIHIN OMHC, SKUN PO3MIILYEThCS Ha
MOYaTKy CITPABH.

BimoMocTi mpo CTATHEHHS, 3a0XOYCHHS, BUKOHAHHS OOOB’S3KiB THMMYAacOBO BiJICYTHBOTO
MpaliBHUKA, 3aMIilNICHHS BAKAaHTHOI TOCAaM BHOCSTHCS JIO JIOTIOBHEHHS IO OCOOOBOTO JINCTKA 3
00Ky KaJIpiB.

2.11. 3BepHeHHs TpoMajsiH 3 NUTaHb PoOOTH 3aKJady Ta BCl JOKYMEHTH 3 IX pO3DIALY 1
BUKOHAHHS TPYIYIOTBCS OKPEMO BiJl 3BEpHEHb I'POMAJISIH 3 0COOMCTUX NMUTaHb. KojkHe 3BepHEHHS 1
JOKYMEHTH 3 MOro po3mnisay CKJIaJaloTh Yy CIpaBli caMmocTiiHy Tpymy. IloBTopHi 3BepHEHHS 1
JOKYMEHTH 3 1X pO3IVIAy CUCTEMATU3YIOTh y CIIPABH PAa30M 3 MONEpPEIHIMHU.

2.12. MeTtonuyHe KEpIBHUUTBO 1 KOHTpPOJIb 3a (OopMyBaHHSM cCIpaB y 3akiaal Ta ii
CTPYKTYPHHUX HiAPO3AiIaxX 3A1HCHIOIOTHCS 0cO0aMH, BiIMOBIAAIEHUMU 32 OPTaHi3allio J1I0BOJCTBA
Ta apxiB.

3. 30epiranHsi JOKYMEHTIB y AiJT0BOACTBI

3.1. JIokyMeHTH 3 MOMEHTY CTBOPEHHSI UM HAJIXOKEHHS 1 IO TiepenaBaHHs Ha 30epiraHHs B
apxiB 3aKiany 30epiraroTbes 3a MicuieM (GOopMyBaHHsS CIIPaB BiAIOBITHO 10 HOMEHKIIATYypH CIIPaB.

3.2. BianosiganbHi 0cobu 3000B’s13aH1 3a0e3neunTH 30epiraHHs JOKYMEHTIB 1 CIIpas.

3.3. lns 30epiraHHs crpaB y JUIOBOACTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJlanaHaMu abo
3aB’sI3kaMH, KapTOHHI a0 IJIACTMACOBI HIBUAKO3MIMBayl. Y poOOYMX KIMHATax CIpPaBU MOBUHHI
30epiraTuCh y BEpPTUKAJIBHOMY IOJIOKEHHI Yy Inadax, Mo 3aKpuBaroTbesa. [l mifBUIIECHHS
OIIEPaTUBHOCTI PO3LIYKY JOKYMEHTIB CIIPaBH PO3MIILYIOTHCS BIANOBIHO 10 HOMEHKJIATYypH CIPaB.
Ha xopiHIsgx 0OKJIaIMHOK CIIPaB 3a3HAYal0THCS 1HIEKCH Ta 3aroJIOBKH 32 HOMEHKJIATypOIO CIpaB.

3.4. MarHiTHi cTpiuku Ta uudpoBl HOCIT iHPOpMallii 3 poHOrpaMamMu 3aciIaHb KOJIETr1aJIbHOTO
oprany 30epiraroTbcsi B Horo cekperaps. Ha crpiumi i kopoOui poOUTbCA BiAMITKAa MpoO JAaTy
3acigaHHs 1 yac 3anucy. CexpeTap KoJIeTialbHOTO OpraHy BIAMOBIA€E 3a iX 30epiraHHsl.

3.5.Bugaya crnpaB y THM4YacoBe KOPUCTYBaHHS IMpalliBHUKAM 3aKiagy 3I1HCHIOETBCS 3
NUCHbMOBOIO JI03BOJIy KEpiBHMKA 3akyiafy. Ha BuIaHy copaBy CKIIaJa€eThCsl KapTKa-3aMIHHUK. Y
KapTLi 3a3Ha4Yal0ThCSl HAHMEHYBaHHs CTPYKTYpPHOTO MiJPO3/LTy, iHJIEKC CIIPaBH, 3ar0JIOBOK CIIPaBH,
nara ii Bugadi, oco0a, sKiii cripaBy BHJIAHO, Jara il MOBEPHEHHS, MiAMHCH OCI0, sIKi BUIAIH Ta
NPUIHSIIN CIIpaBY.

[locagoBa ocoOa, sika BuJana Ta MpHUIHsIIA COpaBy, 3000B’si3aHa 3AIMCHUTH MEPEBIPKY
HAsIBHOCTI JIOKyMEHTIB y CIIpaBi.

He no3BonsieTbes BHUJABaTH y THUMYAcOBE KOPUCTYBAaHHS NpalliBHUKaM 3aKJIaay OKpeMi
JIOKYMEHTH 31 CIIpaB.

3.6. Hamanus cipaB y THMYacOBE KOPUCTYBAHHS 3IHCHIOETHCS HE OUTBII K HA OJMH MiCSIIIb.
3.7. Buiy4eHHs OpHUriHaliB JOKYMEHTIB (CIIpaB) JOMYCKAETHCS 3 JO3BOJIY KEpiBHUKA 3aKiIay.

3.8. Y pa3i Brparu JOKYMEHTIB 1 CHpaB, IIO YHCIATHCS 32 HOMEHKJIATYPOIO, CKIIAJIAETHCS
BIIMIOBITHUM aKT (0odamok 21).

V. EKCIIEPTHU3A IIHHOCTI JOKYMEHTIB
1. HopmaTuBHO-MeTOAMYHI 3acaJy eKCNIePTU3H HIHHOCTI IOKYMEHTIB

1.1. Excieptu3a LiHHOCTI JOKYMEHTIB NPOBOIUTHCS BIANOBIAHO 0 3aKOHOJABCTBA y cdepi
apXiBHOI CIlpaBU Ta [IJIOBOJCTBA, THUIIOBHX Ta Tajy3€BUX IEPEIiKiB BHJIB JIOKYMEHTIB 13
HOPMAaTUBHO BCTAHOBJICHMMH CTpPOKaMHU iX 30epiraHHsi, 3aTBEp/PKEHUX BIANOBIAHO 10O



3aKOHOJIABCTBA, TUIOBUX 1 MPUMIPHUX HOMEHKJIATYp CIpaB, IHIIMX HOPMATHUBHO-IPABOBHUX AKTIB 3
MUTaHb €KCIIEPTU3U LIIHHOCTI.

1.2. lns opranizamii Ta TPOBEICHHS EKCIEPTHU3M IIHHOCTI JOKYMEHTIB Yy 3akjajli
CTBOpPIOETHCS MocTiiHO Aitoda EK, 1o AifoTh BiIMOBIAHO A0 MOJIO0KEHHS PO HEl, po3po0JIeHOro Ha
migctaBi TUMIOBOTrO MOJIOXKEHHSI MPO E€KCHEPTHY KOMICIIO JIep’KaBHOTO OpraHy, OpraHy MiCIEBOTO
CaMOBpSIyBaHHs, JEpKABHOTO 1 KOMYHAJIbHOTO MIJIPUEMCTBA, YCTAaHOBM Ta Oprasizaii,
3aTBEpKEHOro Haka3oM MiHicTepcTBa toctulii Ykpainu Bia 19 yepBus 2013 poky Ne 1227/5,
3apeecTpoBaHoro y MinictrepcTi toctuuii Ykpainu 25 yepBHs 2013 poky 3a Ne 1062/23594 (i3
3MiHaMHu).

Cxuan EK ta nonoxxeHHs po HeT 3aTBEPAKYIOTHCSI HAKa30M KepiBHUKA 3akiafy. ['onoBoro EK
NPU3HAYAETHCSA OJMH 13 3aCTYNHUKIB KEpIBHHMKA 3aKJajay, CeKperapeMm — ocola, BiJIIOBiJaNbHA 32
JIOKYMEHTH, 110 MIJUISIraloTh 30epiraHHIo Ta MEepeaHHIO B apXiB.

Ho cxmany EK 3aknany 3a iX 3rofor0 MOXYTh BXOAMTH NPEICTABHUKH apXiBHUX yCTaHOB,
OpraHy BHILOTO piBHSA (BIANOBIAHOIO OpraHy YIpPaBIiHHSA OCBITOI0), METOJUYHUX LIEHTPIB,
npodeciiiHuX CIijoK, iX 00’ €THaHb.

1.3.V cBoiéi misnpHOCcTi EK 3aknany kepyeTbcsi MpUHLMIAMHU 1 KPUTEPISIMU €KCIIEPTU3HU
I[IHHOCTI JOKYMEHTIB, YCTaHOBIEHUMHU [lopsiikoM yTBOpPEHHS Ta AisJIbHOCTI KOMICIH 3 IPOBEACHHS
€KCIEPTU3U LIHHOCTI JOKYMEHTIB, 3aTBepPKeHUM IocTaHoBoto Kabinety MiHicTpiB YKpaiHu Bif
08 cepmust 2007 poky Ne 1004 (i3 3MiHaMu).

1.4. EK 3aknany npuiimae pileHHs po:

1) cxBanenns 1 momanus ao EIIK nepxkaBhoro apxiy (EK apxiBHOro Binainy paioHHOI,
paiionHux y mictax Kuesi 1 CeBacTonosni iep:kaBHUX aJIMIHICTpaLii, MICbKOI paJiu) MPOEKTIB TAKUX
JIOKyMEHTIB: OIHUCIB CIIPaB 3 KaJpOBUX HHUTaHb (0COOOBOro CKJIAAy), aKTiB HPO BHIYYCHHS IS
3HUIICHHS JTOKYMEHTIB, He BHeceHux 10 HAD;

2) cXBaJIGHHA: IHCTPYKIII 3 JIJIOBOJCTBA; HOMEHKJIATYPU CIIPaB; IOJIOKEHHS IMPO CIyxkOu
JI0BOJICTBA, apxiBHI miapo3auin ta EK; onuciB cnpaB TpuBanoro (nonan 10 pokiB) 30epiranHs;
aKTIB IPO HEBUIIPABHI MOMIKO/LKEHHS CIpaB (IOKYMEHTIB) TpuBanoro (moxaja 10 pokis) 30epiraHHs
Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIAy); HOMEHKIIATYp CIpaB, OMHUCIB CIIPaB TPUBAJIOTO (TIOHAT
10 pokiB) 30epiraHHs 3akjajay, 10 Hajuexarb 10 chepu yHpaBIiHHA 3aKIaay Ta y AISIIBHOCTI SIKUX
HE YTBOPIOIOThCS JokyMeHTHn HAD.

1.5. EK opHO4YacHO poO3MIsjfae OMKMCH CIpaB Ta aKTW NPO BHIYYEHHS Ul 3HUIICHHS
JOKyMeHTIB, He BHeceHuX Jo0 HA®D, a Takox akTu npo BWIydeHHs JOKyMeHTiB 3 HA® pazom 3
aKTaMM [IPO HEBUITPABHI MOLIKOXKEHHS crpaB (okyMeHTiB) HAD (3a iX HasBHOCTI).

1.6. Buecennss nokymeHnTiB 3aknaniB 10 HA® 3aificHioeThcsi Ha mifactaBi pimenHs EITK
JIEP’KaBHOTO apXiBy MPO CXBAJEHHS OIMHUCIB CMpaB MOCTIHHOTO 30epiraHHs Ta HOro 3aTBepIKEeHHS
KEPIBHUKOM 3aKJIaay.

2. Ilopsinok NpoBeeHHs] eKCNEePTH3H LiHHOCTI JOKYMEHTIB

2.1. ExcriepTu3a IHHOCTI IOKYMEHTIB y 3aKJIaJll TPOBOIUTHCS:

1)y mnoTOYHOMY JiJIOBOJICTBI —MiJ 4Yac CKJIAJaHHS HOMEHKJIATyp chopas, (opMyBaHHS
JIOKYMEHTIB Yy CIIPaBH 1 NEPEBIPSHHS MPABWJIBHOCTI BITHECEHHS TOKYMEHTIB JI0 BIAMIOBIIHUX CITPaB,
MiATOTOBKH CIIPaB 70 TIepeiaBaHHs Ha apXiBHE 30epiraHHs;

2) B apxiBl 3aKjaay —y Tpoleci NMpuiMaHHS CIpaB [0 apXiBy Ta IIJATOTOBKUA CIIpaB Ha
nocTiliHe 30epiraHus.

2.2. Oprani3zaliifHy Ta METOIMYHY JIOTIOMOTY y MPOBEACHHI eKcrepTu3u iHHOCTI Hajae ETTK
nepxasHoro apxiBy (EK apxiBHoro Bigainy paiioHHOI, pailonHux y mictax Kuesi i CeBactomnodi
Jep KaBHUX aIMIHICTpaIliii, MICBKOT pajn).

2.3.Ilix yac NpOBEACHHS EKCIEePTHU3M LIHHOCTI JOKYMEHTIB Y JAUIOBOJICTBI BUPI3HAIOTH
YOTHPH TPYIH CIPAB:
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1) mocriitHOTO 30€piraHHs;

2) tpuBasioro (rmoHan 10 pokiB) 30epiranus;

3) TumuacoBoro 30epiranus (10 10 pokiB BKIIIOYHO);

4) Ti, 110 MAJATAIOTh 3HUILEHHIO y 3B’ 53Ky 13 3aKIHUEHHSM CTPOKIB iX 30epiraHHsl.

Binbip 3a3HayeHHMX TpyN JOKYMEHTIB 3IIHCHIOETbCS Ha MiJCTaBl HOMEHKJATypH CIIpaB
3aKyIay, a TAKOXK TUIIOBUX Ta Tajy3eBUX MEpeliKiB JTOKyMEHTIB 31 CTPOKaMM 30epiraHHs LUISIXOM
nepeniaay KOKHOro apkyma crpaBd. OJHOYACHO TNeEpeBIpSIOTHCSA SKICTh 1 MOBHOTA YHMHHOL
HOMEHKJIaTypH CIpaB, NPaBUJIBHICTh BU3HAUEHHS CTPOKIB 30epiraHHs cCHpaB, NependaueHux
HOMEHKJIaTypOIO, JOTPUMaHHS BCTAaHOBJIEHUX IMpPaBUI O(OPMIIEHHS TOKYMEHTIB Ta (pOpMYyBaHHS
CIpas.

2.4. Crpok 30epiraHHs JOKYMEHTIB 0oOuuCIoeThest 3 01 CiuHA POKY, HACTYIHOTO 32 POKOM
3aKiH4YeHHs cnpasu. Hanpuknaza, oGuncieHHs cTpoky 30epiranHs crpas, 3aBepiieHux y 2021 pori,
nounHaeTbes 3 01 ciuns 2022 poky.

2.5. 3a60poHsieThCcsl BIOIp AOKYMEHTIB JJIA TMOAAQIBIIOro 30epiraHHs a0o 3HUINCHHS Ha
Ii/ICTaBi 3aroJIOBKIB CIIpaB B OIKMCY a00 HOMEHKJIATYPI CIIPaB.

2.6. CnpaBu 3 mo3Haukoto «EIIK», y skuX ekcmepTr300 IMiHHOCTI BCTAHOBJICHA HASBHICTH
JIOKyMEHTIB TOCTiliHOro 30epiraHHs, MiUIAraioTh nepedopmMyBaHHIO. JIOKyMEHTH MOCTIHHOTO
30epiraHHsi, BHJIy4Y€HI 13 3a3HAUE€HUX CIOpaB, OO’€IHYIOTbCS B CaMOCTIMHI cmpaBu abo
NPUENHYIOTBCA 10 1HIIUMX OXHOpiAHMX chpaB. OmnpaBieHHS 3HOBY C(OPMOBaHHMX CIIPaB
3IIACHIOETHCS TUIBKH MICIS 3aBEPIICHHS €KCIIEPTU3H LIHHOCTI JIOKYMEHTIB.

2.7.1lig 4ac mpoBeleHHS EeKCIEePTU3M LIHHOCTI JIOKYMEHTIB Y JIJIOBOJCTBI BHUSBISIOTHCS
NyONieTHI JOKYMEHTH, JOKYMEHTH, 10 HE CTOCYIOTbCS CIpPaBH, YEPHETKH, HEO(GOPMIIEHI KOIIii,
MeTaJleBl CKPIMJIEHHs, 10 MiJUIAraloTh BUIYYEHHIO 31 CIpaB MOCTIHHOrO Ta TpuBajoro (moxaza 10
POKiB) 30epiraHHsI.

2.8.3a pesynbraraMy €KCHEPTH3M I[IHHOCTI JOKYMEHTIB TOTYIOTHCSI CIPAaBH MOCTIHHOTO 1
TpuBasioro (rmoHaz 10 pokiB) 30epiranHs A0 NepegaBaHHs 10 apXiBy 3aKJIady, 30KpeMa:

1) 3aiiicHIOETBCS OPOPMIICHHS CIPaB BIAMOBIIHO 10 BUMOT;

2) Ha MIACTaBl HOMEHKJIATYp cIpaB (OpPMYIOThCS MEPENiKU (CIUCKH) CIpaB, 110 MiJISraloTh
3HUIICHHIO Yy 3B’A3KYy 13 3aKiHUEHHSIM CTPOKIB iX 30epiraHHs, Uil BKJIIOYEHHS 0 aKTa Ipo
BWJTYYEHHS JUTsl 3SHUIICHHS JOKYMEHTIB, He BHeceHHX 10 HAD.

2.9.V pa3i BCTaHOBJECHHS B IPOLECI €KCIEPTU3U LIHHOCTI (aKkTiB HecTayli JOKYMEHTIB 1
CrpaB, IO BHECEHI /0 HOMEHKJIATypH, BIAMOBIAAIBHHUMH 0OCOO0AMH 3akjady 3HIHCHIOETBCS iX
po3mIyk. Y pa3l HEraTMBHOIO pEe3yJbTaTy pO3IIYKY KEepIBHUK 3aKJaay CTBOPIOE KOMICIHO 31
CITy»O0BOTO PO3CIIiTyBaHHs, IPU3HAYA€E CIIYKO0BE PO3CIIIIyBaHHA 1 BUIAE HAKA3 NMPO MPUTATHEHHS
70 BIAMOBIZANBbHOCTI 0Ci0, BUHHHUX Yy BTpaTi JOKYMEHTIB a0o cmpaB. J[oBigka mpo NpUYUHU
BIJICYTHOCTI JOKyMEHTIB a00 cIipaB, MiJNHCaHa WIEHAMU KOMICIi Ta KEpPIBHUKOM BIIIOBIIHOTO
CTPYKTYPHOTO HiIPO3/iy, IEPEAAETHCS 10 apXiBY 3aKiany.

Ha mincraBi noBifku apxiB CKiIaga€e akT MPO HECTady CIpaB (JOKYMEHTIB) y CTPYKTYPHHX
migpo3ainax 3a gopmor (dedamok 21), sxkuil mignucye ocoba, BiAMOBiJaldbHA 3a apxiB, Bi3ye
BIJIIIOB1TaJTbHA 32 OPTaHi3aIlilo JUTOBOJCTBA 0c00a Ta 3aTBEPKYE KEPIBHHUK 3aKIIaTy.

2.10. B apxiBi 3akaay eKCHepTU3y LIHHOCTI JOKYMEHTIB POBOASTH:

1) mig yac ckiaaHHs 3BEICHUX OIHCIB CIIPaB;

2) y pasi HaaXOHPKeHHS JOKYMEHTIB Y HEYNOPSIKOBAHOMY CTaHi;

3) y pa3i 3aKiHYCHHS CTPOKIB THMYACOBOTO 30epiraHHs apXiBHUX JOKYMEHTIB;

4) mepes mepeIaBaHHAM CIIPaB Ha MOCTiHE 30epiraHHs 10 BiJMOBIIHOI JIepKaBHOI apXiBHOI
yCTaHOBH, apXiBHOTO BTy MiCBKOI pau;

5) 3 METOI0 BUSIBIICHHS YHIKQJIbHUX TOKyMeHTiB HAD.



2.11. ExciepT3a IIHHOCTI JOKYMEHTIB B apXiBi 3aKjaay 3/1HCHIOETHCS MiJ METOIUYHUM
KEpIBHUITBOM BIJNOBIIHUX JI€pP’KaBHUX apXiBHUX YCTAHOB, apXiBHUX BLAJLIIB MICHUEBUX pal, y
30H1 KOMIUJIEKTYBaHHS SIKUX MepedyBae 3aKial.

2.12. ExcniepTr3a IiHHOCTI JOKYMEHTIB B apXiBl 3aKJIaly Mij 4ac CKJIaJaHHs 3BEACHUX OMHUCIB
crpaB mependavae aHaji3 CKIaay JOKyMEHTALII] 3aKIajy, 30Kpema:

1) yTOUHIOETBCS, 1€ BIAKIAAAIOTHCA AYOJETHI JTOKYMEHTH, IO MiJJISTalOTh 3HUIICHHIO. 3a
HEOOXIIHOCTI B apXiBi 3aKjIajy MOXYTh 3aJuIIaTUCS Ha 30epiraHHs IyOJeTHI MPUMIPHUKH
JOKYMEHTIB, 1[0 MIJJIATal0Th MOCTIHHOMY 30€piraHHIo B JIep)KaBHIM apXiBHIM yCTaHOBI, apXIBHOMY
BT MicleBOi paaud. AHANI3yeThCsl TaKOX XapakTep IOBTOPEHHs iH(oOpMalii B 1HIIMX
JOKYMEHTax: BUJ, (opma 1 MOBHOTa IMOBTOPIOBAHOCTI. BuiaydeHHs AyOneTHHX JOKYMEHTIB Ta
JIOKyMEHTIB 3 TMOBTOPIOBAHOIO 1H(OPMALIIEIO 3IMCHIOETHCS JMIIE MICHs 3BIPSHHA 3 IOKYMEHTaMH,
10 3aJIMIIAIOTHCS Ha MOCTiiHE 30epiranHs;

2) 311iCHIOETHCS TIepeBipKa MPaBUIBHOCTI (hOpMYBaHHS CIIpaB Ta iX 0(POPMIICHHS BiJOBITHO
JI0 apXiBHMX BUMOT. Y pa3i BUSBIEHHS NOpYILIEHb apXiB Mae MpaBO BUMaratu mnepedopMmyBaHHS
CIpaB;

3) Ha miACTaBi OMKCIB CIpaB 0co0a, BIAMOBINAbHA 32 apXiB 3aKIady CKJIAJa€ 3BEJCHI OTTHMCH
CHpaB 3akJaay MNocTiiHOro 30epiraHHs, TpuBajoro (monaa 10 pokiB) 30epiraHHs, 3 KaJpOBHUX
IUTaHb.

2.13. Excnieptu3a LIHHOCTI JIOKYMEHTIB B apXiBl 3aKjaay MPOBOJUTHCSA ILOPOKY 3 METOIO
BUSIBJICHHS [JOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHsi sKuxX 3akiHuuBcs. [lpu wnpomy
HepenIaaloTbcs OMUCH CHpaB 3 KaJpOBUX NMUTaHb, TpuBajoro (moHan 10 pokiB) 30epiraHus, y
TOMY YHCJI1 BIZTIOBIHI ONMCH CIIPAB 3aKJIaiB-TIONIEPETHHKIB Ta JIKBIOBAHUX 3aKJIa/IiB.

2.14.'Y pa3i HeoOXiJHOCTI MPOBOAUTHCS YOCKOHAJICHHS a00 1nepepoOIeHHs OIHCIB.

2.15. IlepepobneHHs: OMUCIB 3MIMCHIOETHCS Y TAKUX BUTIAIKAX:

1) 3HayHa yacTHHA 3arojOBKIB ONKCY HE BiOOpaxkae 3MICTy CIIpaBH;

2) onucH MICTATh CyMapHE OMMCaHHsI CIIpaB, IPYIIOBY HyMepallilo CIpas;

3) 3HayHy 4YacCTHHY JOKYMEHTIB (DOHIY BHIYUYEHO, BTpadeHoO, MEpeaHo 10 1HIIOI apXiBHOI
YCTaHOBH, IPUETHAHO A0 1HIIOTO (POHIY;

4) NOpyIIEHO OCHOBHI NPUHIMIK CHUCTEMaTH3allii 3arojloBKiB CIpaB B OMNHCY, IO
YHEMOXKJIMBIIIOE MOUTYK 1H(pOopMallii;

5) 3Ha4HO 301IBIINBCS 00CAT (OHIY 3a paXyHOK HOBUX HAJXO/KEHb.

Excneprusa mIHHOCTI JOKYMEHTIB 3aKjiajay Ta YIOCKOHaJeHHS a00 mepepoOIeHHsI OMHCIB
3I1MCHIOIOTHCS 32 PILIEHHSM JI€pP’KaBHOI apXiBHOI yCTaHOBH, apXiBHOTO BTy MiCLIEBOI paiu.

2.16.Y KiHII KOXXHOTO TpPHMIpHHKA OIMHUCY 0c00a, BIAMOBiNaidbHA 3a apxiB 3aKiaiy,
IPOCTaBISE€ MAMKUC MOA0 MPUNHHATTS CIpaB 3 000B’S3KOBUM 3a3HAUYEHHSIM KUIBKOCTI (LH(pamMu i
CJIOBaMM) MEepEJaHuX CIPaB 1 3a3HAYAE JIATY.

2.17. Ilicns mpuitHATTS copaB MOCTiiHOrO Ta TpuBanoro (monan 10 pokiB) 30epiraHHs, 3
KaJpOBHX NMHTaHb 0co0a, BIAMOBiNaJIbHA 3a apxXiB 3aKiaay, Ha MiJCTaBl OMHCIB CIIPaB, 3a SIKUMH
3MIACHEHO MPUHHATTS AOKYMEHTIB, 32 BCTAHOBJCHOIO (OPMOIO TOTY€ PIYHI PO3MALTU 3BEACHUX
OIIHCIB CIIPaB:

1) mocriitHoro 36epiranns (y 3akiai, mo € mpxepenom GopmyBanns HAD);

2) TpuBanoro (monax 10 poxis) 30epiraHHs;

3) 3 KaAPOBUX MMHUTAHb.

Oco0010, BIAMOBINATBHOIO 3a apxiB, CKIANAEThCA aKT MPO BWIYYCHHS IS 3HHUIICHHS
JIOKYMEHTIB, He BHeceHHX 10 HAD.

2.18. 3BeneHuil onmuc crpaB MOCTIHHOTO 30€piraHHs CKIAJAETHCS Y YOTUPHOX MPUMipHUKAX.
[Micns cxBanenns EINK nep)kaBHOTO apXiBy Ta 3aTBEpIPKCHHS KEPIBHUKOM 3aKJIagy OJUH HOTO
NPUMIPHUAK HANPAaBISIETHCS EPXKaBHIM apXiBHIM yCTaHOBI 4K apXiBHOMY BiJUIiTy MICIIEBOI paau, y
30HI KOMIUIEKTYBaHHS SIKOTO IepeOyBae 3aKiaj], APYTHid MPUMIPHUK 30€piracThCs K HeIOTOPKAHUHA



0c00010, BiJIOBIJIANILHOIO 32 apXiB 3aKiajy, TPETii, YeTBEPTUI — BAKOPUCTOBYIOTHCS Y 3aKiIa i s
MOTOYHOTO TMOIIYKY CHOpaB 1 y pa3l iX MepelaHHs Ha MOCTiiiHe 30epiraHHs HaIXOIATh 0
BiJIMIOBITHOT apXiBHOT YCTAHOBH.

2.19. 3Benenuit omuc TpuBasoro (moHan 10 pokiB) 30epiraHHs CKJIaJa€ThCS Y TPbOX
npuMipHUKax. Jlo HbOrO BKIJIIOYAIOTHCS TaKOXK CIPABH, sIKI 32 HOMEHKJIATypOIO CIPaB MarOTh CTPOK
30epiranHs  «mo JikBimamii 3akmamy». Ilicas cxsanennss EK 3akmamy npumMipHUKE —omucy
HampaBIsitoThCsl Ha cxBalieHHs EK oprany ynpaminHs ocBiToro. [licis moBepHEHHsS BCiX
MPUMIPHHUKIB OIUCY MOro 3aTBepAKye KepiBHUK 3akiaay. [lepmuii mpuMipHUK onucy 30epira€Tbest
B 3aKJaji K HEIOTOPKAHUH, APYTHil - € poOOYMM 1 BUKOPUCTOBYETHCS Ul MOTOYHOTO IMOLIYKY
CIIpaB, TPETI MOXe HAJCHIIATUCS JJIsI KOHTPOJIIO BIATIOBITHOMY OpraHy YIIpaBIiHHS OCBITOIO.

2.20. Omnuc cripaB 3 KaJIpOBUX MUTaHb CKIAAETHCA Y 3aKJIadl, AKUM:
1) € mxepenom popmyBanHst HAD - y Tppox npuMipHHUKaXx;
2) He € mxepenoM popmysanHs HAD - y 1BoX npuMipHUKaXx.

2.21.3arofoBKku CHpaB OMHUCY 3 KAJAPOBUX IMUTAaHb CUCTEMATH3YIOTHCA 332 HOMIHAJIBHOIO
03HAKOIO (I'PYIyBaHHS B OAHY CIIPaBy JTOKYMEHTIB OJJHOTO BHJy) Y TaKiii OCiIOBHOCTI:

1) HaKa3M 3 KaIpOBUX MUTAHb 3aKIIAY;

2) HaKa3M 3 pyXy Y4HiB/BUXOBaHIIIB 3aKJIay;

3) o0miKOBI JOKYMEHTH;

4) civckM y4HiB/BUXOBaHLIB (ayihaBiTHA KHUTA Y4HIB/BUXOBaHIIIB);

5) ’KypHanu peecTpallii Haka3iB 3 KaJ[pOBUX IMUTAHb;

6) 0co00Bi cripaBM MpalliBHUKIB,

7) KOHTPaKTH, TPYIOBI JOTOBOPU;

8) Oyxranrepcbki JOKyMEHTH (0COOO0BI paxyHKH 13 3apoOiTHOI IJ1aTH, B pa3si iX BiICYTHOCTI -
pPO3paxyHKOBI BITOMOCTI 13 3apIljiaTH);

9) nokymenTH npo Tapudikaiito (Tapudikaiiitai BigoMocTi (CIUCKN));

10) mOKyMeHTH PO MPOBEACHHS JAEP>KaBHOI aTeCTaIlii;

11) kauru o6MiKy 1 BUAa4i CBIIONTB Ta JOAATKIB A0 CBIAOUTB Mpo 0a30By 3araibHy CEPETHIO
OCBITY; aTeCcTariB Ta JIOIaTKIB J0 aTECTaTiB MPO MOBHY 3arajbHy CEPEIHIO OCBITY, 30JI0OTUX Menaen
«3a BHCOKI JIOCSITHEHHs Yy HABYaHH1» Ta CPIOHUX Meaaneil «3a JOCATHEHHS Y HaBYaHH1»;

12) nokyMeHTH IIpO HelllacH1 BUMIAAKHU (aKTH, TPOTOKOJIM, BUCHOBKH, KYpPHAJIH);

13) »xypHanu peectpanii 0cid, MOTepHUINX BiJl HELACHUX BUIAKIB;

14) sxypHanu 00Ky pyXy TPYIOBUX KHMKOK Ta BKJIAJIOK /10 HUX;

15) xypHan peectpauii Haka3iB 3 pyXy yUHiB/BUXOBAHLIIB;

16) He3aTpeOyBaH1 0COOMCTI TOKYMEHTH MPALlIBHUKIB (TPYA0BI KHUKKH).

2.22. OcoboBi cHpaBH BHOCATBCS JO ONWUCY 3a POKOM 3BUIBHEHHS TMpalliBHUKA 1
CUCTEMATU3YIOThCS 3a MPI3BUILIAMHU 3BUIBHEHUX MPAL[iBHUKIB B aJI()aBITHOMY MOPSJIKY.

2.23. 3BezeHI ONUCH CrpaB MOCTiHHOTrO, TpuBanoro (moxnaxa 10 pokis) 30epiraHHs, 3 KaIpOBHX
NUTAaHb Ta aKT MPO BHJIYYCHHS JJIS 3HUIICHHS IOKYMEHTIiB, He BHeceHuX 10 HAD (maii - akt mpo
BWITyUYCHHS JUTS 3HUILCHHS JIOKYMEHTIB), po3risaatoTbes EK 3aknany ogHodacHo.

2.24. 3axnan, mo € mprepesom hopmysanas HA®D, onmcu cripaB mocTiiHOTO 30epiraHHs Ta 3
KaJIPOBHX MUTAHb PAa30M 3 aKTaMHU MPO BUIIyUEHHs JJIs1 3HHUICHHS JOKYMEHTIB IICJIS CXBaJICHHS 1X
EK 3axmany nmonae Ha po3nsin EITK BiqnoBiTHOTO ep>KaBHOTO apXiBy.

2.25. 3aknan, mo He € mrepenoM popmyBanHs HAD, onucu cripaB 3 KaJpoBUX MUTAaHb Pa3oM
3 aKTaM® PO BWIIYYCHHS JUIsl 3HUIICHHS JOKYMEHTIB Ticis cxBajeHHs ix EK 3akiany momae Ha
posriian EK apxiBHOro Bininy pailOHHOI ep:kaBHOI aJMiHicTpallii abo apXiBHOTO BiAIiTY MiChKOI
pamu. Ommcu crnpaB tpuBasioro (moHax 10 poki) 30epiranHs micisi cxBaienHs EK 3axmamy
noiarThes Ha po3risia EK oprany ynpapiiHHS OCBITORO.

2.26. IloromkeHi (CxBaJieHi) aKTH MPO BUIYYCHHS JUIS 3HHUIICHHS JOKYMEHTIB, HE BHECEHHX
10 HA®D, 3aTBepaKyr0ThCsl KEPIBHUKOM 3aKIaTy.



2.27. Ilicns 3aTBepIKEHHS aKTa IMPO BMIIYYECHHS JJIsl 3HUIICHHS JIOKYMEHTIB 3aKJajJ Mae
MPaBO 3HUIIUTU JOKYMEHTH.

2.28. KepiBHuK 3aknagy 3000B’s3aHMN 3a0e3MeYUTH 30epeKeHHS JTOKYMEHTIB, a Yy pasi
BKJIFOUEHHSI 3aKJIaAy [0 CIHMCKY IOPUIUYHUX OCi0 - mxepen ¢popmyBaHHs HAD micns 3akiHUEHHS
BCTAHOBJICHUX T'PAHUYHUX CTPOKIB iX 30epiraHHs B LbOMY 3aKjiaji - 3a0e3NeuuTH MNepedaHHs
JOKYMEHTIB JJIsi TOCTIHHOTO 30epiraHHs A0 BIAMOBIIHOI JIep’KaBHOI apXiBHOI YCTAaHOBH YU
apxiBHOT'O BTy MiCBKOI paju.

3. Cki1agaHHs aKTiB PO BUJIYYeHHS 1Jisl 3HUILIEHHSI JOKYMEHTIB,
He BHeceHUX 10 HA®D, Ta 3HMIEHHS TOKYMEHTIB

3.1. Ha miacraBi nogaHuX CTPYyKTYPHUMH MIAPO3UIaMU aKTiB PO BUIYUYEHHS JJIS1 3HUILCHHS
JIOKyMEHTIB, He BHeceHuX 10 HAD, 1m0 mijyiararoTh 3HUIIEHHIO Y 3B 3Ky 13 3aKiHUEHHSIM CTPOKIB
ix 30epiraHHs, Ta MPOBEJAEHOI €KCIEPTU3U IIIHHOCTI JOKYMEHTIB B apXiBl 3aKJIaJy CKIAJA€ThCs aKT
PO BUJIYUYCHHS ISl 3HUILEHHS TIOKYMEHTIB, He BHeceHuX 10 HAD.

AKT 0popMITIOETbCS Y BUIVISLAI TAaOMUIl, 10 MICTUTH Ipadu, nependadeHi 3BeJCHUM aKTOM
PO BWJIYYEHHS JJIS 3HUIIEHHS JOKYMEHTIB, He BHeceHMX a0 HA®D. AKT mianucye KepiBHUK
3aKJIamdy.

3.2. AKT npo BWJIyuY€HHs JJIsl 3HUILEHHS JOKYMEHTIB, He BHeceHuX 10 HAD, cknanaerscs y
JIBOX MPUMIPHUKAX, SK [IPaBUJIO, HA CIPaBU BChOTo 3akiany. Ha3Bu ogHOpinHUX cripaB, BigiOpaHUX
70 3HMIICHHS, BHOCATBCA B aKT IiJ 3arajJbHUM 3arojlOBKOM i3 3a3HaY€HHSM KUIBKOCTI CIpaB,
YKJIIOUEHUX 10 KOXKHOI Ipylu. AKTH NP0 BWIYYEHHS JOKYMEHTIB Ui 3HUILEHHS MalOTh BaJIOBY
HyMepallito, mounHarouu 3 Ne 1.

CrpaBu BKJIIOYAIOTHCS. B aKT MPO BHJIYYEHHS JJIS 3HUILEHHS JOKYMEHTIB, HE BHECEHHUX [0
HA®, sxmo nepeadavyeHuid s HUX CTPOK 30epiraHHs 3akiHuuBcsa A0 01 Ci4HS pOKy, B SKOMY
CKJaseHo akT. Hampukiazn, copaBu 3 TpUpIYHUM CTpPOKOM 30epiraHHs, 3akiHyeHi y 2016 pou,
MOXYTh BKJIIOYATHCS B aKT, 10 Oyae ckiaaeHuil He panime 01 ciung 2020 poky, 3 I’ATUPIYHUM
cTpokoM 30epiranHsi — He padime 01 ciung 2022 poky, 3 ypaxyBaHHSIM NPUMITOK, 3a3HAYEHUX Y
BIZIMIOBIJTHUX TEpesikax JOKYMEHTIB 31 CTpOKaMHU 30epiraHHs.

3.3.3aknaau mnonatoth cxBasieHl EK 3aknmanmy akTté mpo BWIyYeHHS A 3HMILEHHS
JIOKyMEHTIB, He BHeceHux 10 HA®D, pa3om 3 onucamu cnpaB 3 KaJpoBUX NUTaHb Ha po3rsin ETTK
(EK) nepxaBHoi apxiBHO1 ycTaHOBH, EK apxiBHOTrO Bigaily MIiCLIEBOI pajid, Y 30HI KOMIUIEKTYBaHHS
K01 nepeOyBae 3aKiiaj.

3.4.V pa3si BHECEHHS J0 aKTa NP0 BUIYUYEHHS JJIs 3HUILEHHS JOKYMEHTIB, HE BHECEHUX JI0
HA®, nepBunHOi (iHaHCOBOT Ta OyXraiaTepchbkoi HOKyMEHTalii 3akiaay J0Ja€ 0 HbOTO JOBIIKY
PO MPOBEIEHHS NEPEBIPKU OpraHaMu J0XoiB 1 300piB abo peBi3ii UM Jep>KaBHOTO (PiHAHCOBOTO
ayaMTy 3 MUTaHb JOTPUMAHHs MOAATKOBOTO, MUTHOTO Ta 1HIIOIO 3aKOHOAABCTBA (KPIM JI€P>KaBHOTO
(b1HAaHCOBOTO aylIUTy OKPEMHX TOCHOJAPCHhKUX OIepalliif) opraHaMu Jep>KaBHOro (iHAHCOBOIO
KOHTPOJTIO.

VY HOBiAmi TakoX 3a3HAYAIOTHCS BIAOMOCTI MPO HAsBHICTH a00 BIACYTHICTh (iHAHCOBHX
orepariiii, o BIAMNOBIIHO IO BHUMOI 3aKOHOJABCTBA MiAJIATaIOTh (hPiHAHCOBOMY MOHITOPHHTY, 3a
3a3Ha4eHi B aKTi POKH; CIIOPIB (CyNepedyoK), MOPYUICHHsI KPUMIHAIBHUX CIIPaB, BIIKPHUTTS CylaMu
NpOBa/KEHb Yy clipaBax. J[oBiiKa MiAMHUCY€EThCS KEPIBHUKOM 3aKJIaay Ta CKPIIUTIOETHCS MEYaTKOo
(32 HasBHOCTH).

3.5. [MoromxeHi (cxBajeHi) akTU MPO BUIYyUYEHHS AJISl 3HUIICHHS TOKYMEHTIB, HE BHECEHUX JI0
HA®, 3aTBepKYIOThCS KEPIBHUKOM 3aKJIaJy, ICJIS YOTO 3aKJIa]] Ma€ IPABO 3HULTUTH JJOKYMEHTH.

3.6. CripaBu, BimiOpaHi JUIs 3HUINEHHS, MEPEAAIOThCS OpraHi3allisM 13 3aroTiBlli BTOPHHHOL
CUPOBHHU 3a HAKJIAJIHUMH, y SKAX 3a3HAYA€THCS Bara MakyllaTypH, IO MepelIaHa Jiis MepepoOKu.
Jlata 3madi JOKYMEHTIB, IX Bara Ta HOMEp HAaKIAJHOI BKa3yKOTbCS B aKTax PO BUIyYCHHS
JOKYMEHTIB JJIsI 3HUIIICHHS.



3.7. SIkmo B aKT NpPO BMIIYYEHHS Ui 3HUINEHHS JOKYMEHTIB, He BHeceHMX 10 HAD,
BKJIIOYEHO JIOKYMEHTH 3 Tpudom «/lis ciayk00BOro KOpHCTyBaHHsS» Ta IHIIUMHU TpUpamMu
00MEXKEHOr0o JIOCTYITy, IO 3aCTOCOBYIOTBCS Yy 3aKiajli, Il JOKYMEHTH 3HUIIYIOTHCS MUIIXOM
MO/IPIOHEHHS 10 CTaHy, 0 BUKIIOYAE€ MOXKIIMBICTh 1X MPOYMTAHHS Ta BiAHOBIEHHA. [Ipu nibomy B
KiHIIl aKTa JOJaTKOBO POOUTHCS 3aluC MPO 3HUIICHHS BIAMOBITHUX JOKYMEHTIB 13 3a3HaUYEHHSIM
Mpi3BUII Ta BIacHuX iMeH wieHiB EK 3aknany, Hanpukman:

Cnpaesu Ne 25 JICK, Ne 30 /ICK, Ne 80 /ICK 3nuuieno winaxom noopionenns.
Ynenu EK:

(énacue im’a, npizeuuie)

(énacue im’sa, npizeunie)

(énacue im’a, npizeuuie)

Jama
VI. KOMILJIEKTYBAHHSI APXIBY

1. JIzkepesia KOMILUIEKTYBaHHSI Ta CKJIAJA JOKYMEHTIB apXiBy

1.1. JIokyMeHTH 3 Pi3HUMH BHJIaMH MaTepiaJIbHUX HOCIiB iH(opMaIllii moBHHHI 30epiraTucs B
apxiBi 3aKJ1aly OKPEMO.

1.2. ApxiB ympaBiiHCBKOI JOKYMEHTAIIi1 30epirae:

1) 3akiH4YeHI y MOTOYHOMY JiJIOBOJCTBI JOKYMEHTH IOCTiHHOTO Ta TpuBaioro (monax 10
POKiB) 30epiraHHs, CTBOPEHI1 Y 3aKjaii;

2) TOKYMEHTH 3 KaJIpOBUX MUTaHb (0COO0OBOTO CKIIAy) MPaIliBHUKIB 3aKIaIY;

3) TOKyMEHTH 3aKJIaJ(iB-TIONIEPETHHUKIB;

4) TOKyMEHTH O0CO0OOBOTO IOXO/KEHHS TPAIiBHUKIB 3akjany (y4HiB/BUXOBAHILIB), SKi
BiJIiIrpaJIK TEBHY pPOJIb B iCTOpIi PO3BHUTKY Ti€i UM 1HIIOI cHepu KUTTEAISUIBHOCTI KpaiHu abo ii
OKpPEMOTO0 perioHy, o HaJAIMIUIM Ha MiACTaBl 3asBU iX BIACHUKA;

5) apykoBaHi BHJIaHHS, III0 JOIOBHIOIOTH apXiBHI  JOKYMEHTH, HEOOXimHl  JyIs
HAayKOBO-METOIUYHOI Ta iHPOpMAaIiitHO-T0BIAKOBOI pOOOTH apXiBy;

6) TOBITKOBHUI Ta OOJIKOBHM arapar 10 apXiBHUX JJOKyMEHTIB.

2. Bumoru 10 opopMIIeHHS CIIPaB, 10 MiVIATal0Th apXiBHOMY 30epiraHHIo

2.1. CnpaBu 3akiany MiajsTaroTh 0(OPMIICHHIO il Yac iX 3aBEJCHHS Y JIJOBOJCTBI Ta ITiJI
Yac MiATOTOBKH iX Ha apXiBHE 30epiraHHs.

2.2. ObopmiieHHst crmpaB  3A1MCHIOETbCS  (YHKIIOHATRHUMHU Oco0aMu  (MpaliBHUKAMH
CTPYKTYpPHUX MiJPO3/ALTiB) MiJl METOAUYHUM KEPIBHULITBOM OCi0O, BiIMOBIANIBHUX 32 J1IIOBOACTBO
Ta apXiB 3aKJajy.

2.3. 3aneXHO BiJ CTPOKIB 30epiraHHs TOKYMEHTIB 3/iHCHIOEThCSI TMOBHE ab0 YacTKOBe
(cipormiene) opopmIIeHHS CIpaB.

JIOKyMEHTH THMYacoBOTO 30epiranHs, c()opMOBaHi y cripaBH, 30epiratoTbcsi y TeKax (Mamnkax)
13 3aB’sI3KaMHM, IIBUAKO3IIMBAYaX, HE MIIIIMBAIOTHCS 1 HE HYMEPYIOThCS (32 BUHSITKOM IEPBHHHOL
OyXranTepchbKoi JOKyMEHTAIlil Ta JOKYMEHTIB 3 rpudom «Jlins ciayk00BOro KOpPHCTYBaHHS» Ta
IHIUMU TpudamMu 0OMEKEHOTO JTOCTYIMY), YTOUYHEHHS €JEeMEHTIB O(OPMIICHHS OOKIAJMHKUA HE
HPOBOAUTHCS.

Odopmiiennst cipaB mocTiitHoro 1 TpuBanoro (moHaa 10 pokiB) 30epiranHs, y TOMY YHCIi
CHpaB 3 KaJpOBHUX NMUTaHb (0COOOBOTO CKJIaLy), Mepeadayae CUCTEMATH3AIII0 IOKYMEHTIB y CIIpaBi,
HyMEpaIlil0 apKyIliB y CHpaBi, ckiamaHds (y pasl moTpedu) BHYTPIITHBOTO OMHUCY JTOKYMEHTIB
CTpaBH, HAsBHICTh 3aCBIAYYBAJIbHOTO HAMKCY CIPaBH MPO KUIBKICTHh apKyUIiB i PO OCOOIMBOCTI
(¢i3uyHOrO CcTaHy Ta (opMyBaHHS CIpaBH, MiAMMUBAHHSA ab0 OMpaBIEHHS CIpaBH, O0(HOPMIICHHS
OOKJIaIMHKY (TUTYJIBHOTO apKyllla) CIPaBU.

2.4. Cucremaruzailiss JOKyMEHTIB y cChpaBi miependadae pO3MIIMICHHS JOKYMEHTIB 3a
XPOHOJIOTIE0 HAXOKEHHSI 200 CTBOPEHHS (BiJl CIUHS IO TPYJACHbD).



2.5. Hymepariist apkymiiB crpaB 3IIHCHIOETBCS 3 METOI 3a0e3medeHHs] 30epekeHOCTI Ta
3aKpIIUIEHHS] TOPSAAKY pPO3TallyBaHHSA JIOKYMEHTIB, YKJIIOUEHHMX Yy CHpaBy. YCl apKylli CHpaBu
HYMEpYIOTh apaOCbKHUMHU IM(pamMHu BaJOBOIO HYMEpAli€l0 B MPAaBOMY BEPXHBOMY KyTi MPOCTUM
M’SKUM OJliBIIEM a00 MeXaHIYHHUM HyMepaTopoM. ApKyIll 3acBiA4yBaJbHOIO HANUCy Ta
BHYTPIIIHBOTO OIUCY HYMEPYIOTbCS OKpPEMO. 3acTOCYBaHHS YOPHMJIA, MAacTH ab0 KOJIBbOPOBHX
OJIIBLIB U HyMepallii apKyIliB CIpaBH, apKyIIiB 3acBiI4yBaJbHOTO HANKCy Ta BHYTPIIIHHOTO
OIHUCY 3a00POHSETHCS.

ApKy1ii cripaB, 10 CKJIAJAIOTHCS 3 JIEKUTHBKOX TOMIB a00 YacTHH, HYMEPYIOTHCS B KOXKHOMY
TOMi (4aCTHH1) OKpEMO.

®dororpadii, KpecieHHs, AlarpaMH Ta IHIII UTFOCTPAaTUBHI JOKYMEHTH, IO € OKPEMHMHU
apKylllaMH B CIIPaBi, HYMEPYIOTbCS Ha 3BOPOTHOMY OOIli B JIIBOMY BEPXHBOMY KYTi.

Apky gopmary, OubIIoro, HiX Gopmar A4, TiAMIKUBAETHCS 3 OAHOTO OOKY 1 HyMepy€eTbes K
OJIH apKylIll y IPaBOMY BEpPXHbOMY KYTi, a TOTIM (asIbILIIOeThes Ha popmat A4.

ApKy1ll 3 HaIIyX0 HAKJIIEEHUMU JTOKyMeHTaMH ((potorpadisiMu, BUpi3KaMu, BUITUCKaMH TOIIIO)
HYMEPYEThCS SIK OAMH apKyll. SIKIIO 10 MOKYMEHTa MiJKJIeE€HI OAHUM OOKOM iHIII JOKYMEHTH
(BUpI3KH, BCTABKH JIO TEKCTY, EPEKIIAIH TOILO), TO KOXKEH TOKYMEHT HyMEPYETHCS OKPEMO.

[TigmuTi y cnpaBu KOHBEPTHU 3 YKJIAJEHHSIMH HYMEPYIOTHCSl BaJIOBOIO HYMEpAI€I0 apKyIIliB
CTIpaBH, MPH OMY CIIOYATKy HyMEPYEThCS KOHBEPT, a MOTIM KOKHE BKJIaJICHHS B KOHBEPTI.

[ligmuTi y cnpaBu JOKYMEHTH 3 BJIACHOI HyMepalli€lo apKylIliB 30epiraioTb Taky
HyMEpAIIifo, SKIIO BOHA BiAMOBIAA€E MOCIIIOBHOCTI PO3TAITYBaHHS apKYIIIiB Yy CITPaBi.

VY pasi HagBHOCTI OaraTbOX IOMMJIOK Y HyMepaulii apKylIliB CHpaBd B JIiJIOBOJCTBI
3IIACHIOETBCS 1X MepeHyMmepallis, IMiJl Yac SIKOi CTapl HOMEpPU 3aKPECIIOIOTHCS OJIHIEI0 CKICHOIO
PHCKOIO 1 OPS CTAaBUTHCS HOBUI HOMEP apKylla.

Y pa3i HasgBHOCTI OKpEeMHUX IOMWJIOK Yy HyMepalil apKyUIliB CHOpaBH JOIMYCKA€ThCS
3aCTOCYBaHHs JITEPHUX HOMepiB apkyuIiB (135-a, 135-6 Tommo).

2.6. BHyTpimHI OMHMC JOKYMEHTIB CKJIAJAEThCS IO ACSKUX KaTeropid crpas, MO MICTATH
YHIKaJIbHI JOKYMEHTaJbHI IaMm ATKH, JOKYMEHTH 3 rpupoM «Jlins ciayk00BOro KOPHCTYBAHHS,
0Cc000BI, Cy0BO-CJII4l CIIpaBH, CIIPaBH, HA3BU SIKUX HE MMOBHICTIO PO3KPUBAIOTH iX 3MICT TOILO.

BHyTpimHil onuc cKiIafaeTbecs Ha OKPEMOMY apKy1ili 3a GOpPMOI0, 1110 MICTUTh BiJOMOCTI PO
HOPSZIKOBI HOMEPU JIOKYMEHTIB CIpPaBH, iX 1HAEKCH, JIaTH, 3ar0JIOBKM Ta HOMEPHU apKyIiB CIIPaBH,
Ha SKHX PO3TalllOBAHUHN KOKEH JOKYMEHT.

J1o BHYTPIITHBOTO ONHUCY CKJIAZAETHCS MiICYMKOBHUH 3aIiC, y SKOMY HABOISATHCS IIU(PpaMu Ta
CJIOBAMM KUIBKICTh JOKYMEHTIB, II0 BKJIIOYEHI /10 OMHCY, Ta KUIBKICTh apKyIIB BHYTPILIHHOIO
onucy. BHyTpimHiil onuc mianucyeTses HOro ykiiagayeM. SKIO cCIpaBy ONpaBieHO abo MiJIINTO
MOMEepeHb0 0e3 BHYTPIIIHBOTO OIMHCY, TO HOro OJaHK MiTKICIOETHCS IO BHYTPIIIHBOTO OOKY
JUIHOBOI OOKJIAUHKY CIPABH.

3MIHU CKJIaJy JOKYMEHTIB CIpaBH (BKJIIOUEHHS JIOJaTKOBUX JIOKYMEHTIB, iX BHKIIIOUEHHS,
3aMiHa OpUTIHATIB KOMiSIMH TOIIO) BimoOpakaioThcst B Tpadi «IIpuMiTkm» i3 MOCHIIaHHSM Ha
BIJIMOBIIHI JTOKYMEHTH (HaKa3W, akTH TOMIO) 1 A0 BHYTPINIHBOTO OMUCY CKJIAJAEThCSI HOBHIA
i ICYMKOBHH 3aITHC.

2.7. 3acBiuyBaJbHUN HalKUC CHOPAaBU CKIAJAETbCS 3 METOI OOJMIKY KIUJIBKOCTI apKyUIiB y
crpasi Ta (pikcanii ocobauBOCTEH X HymMepariii.

3acBiqUyBaJIbHUI HaIKC CKIIAAAETHCS HA OKPEMOMY apKyllli, 1110 BMILTY€ETbCS B KiHLI CIIpaBH,
y IpyKOBaHHX TNpPUMIpHUKaX cmpaB (OOJIKOBI >KypHalld, 3BITM TOIIO) - Ha 3BOPOTHOMY OOIIi
OCTaHHBOTO YUCTOTO apKyIIa.

VY 3acBig4yBaJIbHOMY HAIKCI 3a3HAYAIOTHCS MHU(paMH 1 JTiTepaMu KUTBKICTh apKYIIiB y CIIPaBi
Ta OKPEMO 4epe3 3HaK «+» (IUTI0C) KUTbKICTh apKYIIiB BHYTPIIIHHOTO OIKUCY, SKIIO BiH €.

VY 3acBim4yBaJbHOMY HANKCI 3acCTEpIraloThCs Taki OCOOIMBOCTI HyMmepalil JTOKYMEHTIB
CIIpaBH:

1) HasIBHICTB JIITEPHUX Ta MPOITYIIEHUX HOMEPIB apKYIIIiB;

2) HOMEepH apKyIIiB 3 HaKJIeeHUMHU (oTorpadisMu, KPECICHHSIMH, BUPI3KaMH TOIIO;



3) HOMepH BeTUKO(OPMATHUX apKYILIiB;

4) HOMepHu KOHBEPTIB 3 YKJIAJICHHSIMHU 1 KUIbKICTh apKYIIiB YKJIAJCHb.

3acBiuyBaJbHUN HaANKC MIAMUCYETbCA 0CO00I0, sfIKa HOro ckiana. Yci HAcTyNHI 3MiHM B
CKJIa/ll Ta CTaHl CHpaBHU (TOMIKOKEHHS apKyIliB, 3aMiHa JOKYMEHTIB KOIISIMH, TPUETHAHHSI HOBUX
JIOKYMEHTIB TOIIIO0) 3a3HAYaIOTHCS Y 3aCBiUyBAJbHOMY HANMCI 13 MOCHJIAHHAMU Ha BIATOBIAHUN
BUTIPABIOBYBAJIbHUN JIOKYMEHT (HaKa3, aKT).

VY pa3i 3Ha4HOro 0OOCSTy NepeHyMmepauii apKylliB y crpaBi B KiHII ii CKJIalaeTbcs HOBUH
3acBiauyBasibHUN Hamuc. Ctapuii 3acBiIUyBaJIbHUIN HAIUC 3aKPECIIOEThCA 1 30epiraeTbes y crpani
HOCTINHO.

2.8. OnpaBieHHs] CHOpaB 3IIHCHIOETHCS 3 METOI 30epeXeHHA iX (I3UYHOTO CTaHy.
JIOKyMEHTH, L0 MICTATbCS y CIpaBi, MiANIMBAIOTh HA YOTHPH MPOKOJIU CHELiaJbHUMU CYpOBUMHU
HUTKaMu abo nparBoro. CmpaBu moctiitHoro, TpuBasnoro (monam 10 pokiB) 30epiraHHs Ta 3
KaJJpOBHX MUTaHb (0COOOBOTO CKIIAJy) ONPABISIOTHCS Y TBEPAY OOKIAIUHKY 3 KapTony. [Ipu nipomy
MeTaseBl CKpIIeHHs (CKPINKH, IIMUIBKH) BUITy4alOThCs 3 TOKYMEHTIB.

ITig yac ompaBineHHs a0O0 MiAIIMBAaHHS JOKYMEHTIB CHpPaBU HE JO3BOJISETHCS TOPKATHCS iX
TEKCTY. SIKIIO TEKCT JOKYMEHTIB HAJpPYKOBAaHO HAATO OIM3bKO J10 iX JIBOTO Kparo, TO MOTPIOHO
HApOCTUTH KOPIHII JIOKYMEHTIB ManepoM Ti€i caMoi SKOCTI, 110 i HOCIi TeKCTY JOKYMEHTIB.

VY pa3i HagBHOCTI y cHpaBl He3aTpeOyBaHMX OCOOMCTHUX OKYMEHTIB (TPYAOBHUX KHIKOK,
IIOCB1/TYE€Hb, JUIUIOMIB, aT€CTaTiB, CBIIOLUTB TOIIO) IIi JTOKYMEHTH BKJIAJAIOThCS B KOHBEPT, SIKHUii
MIIIMBAETBCSA 10 CMpaBU. SIKIIO TaKWX JOKYMEHTIB 3HAauHa KUIBKICTh, BOHU BUJIY4YalOThCS 31
CIPaBU 1 Ha HUX YKJIAJA€ThCSI OKPEMUH OIHC.

2.9. [lepen mepenaBaHHsIM CITpaB JI0 apXiBYy 3aKjady B TEKCT HA iX OOKIaIUHKAX (TUTYJIBHUX
apKylllax) BHOCATHCS HEOOXiJHI YTOYHEHHS, MEPEBIPSETHCS BIANOBIAHICTH 3arojOBKIB CIPaB Ha
oOKJIaAHKaX (TUTYJABHUX JHMCTaX) 3MICTY MIJMIMTUX JOKYMEHTIB (3MICT JOKYMEHTIB CIIpaBU
BiZI0Opaka€eThCsl y 3arojIOBKY YiTKO, CTUCIIO, y3arajlbHEHO, 0€3 BTPAaTH KOHKPETHUX XapaKTePUCTHUK
00’ekta ommcyBaHHs). Y pa3i MOTpeOH 10 3arojioBKa CIPaBH BHOCSTHCS JOAATKOBI BiJIOMOCTI
(MpoCTaBIAIOTbCA HOMEPU HakasziB, MPOTOKOJIIB, BUAM 1 (OPMU 3BITHOCTI, BKa3iBKM Ha HAsBHICTb
KOMIN JTOKYMEHTIB y CIpaBi). 3arojloBOK CIpaBd Ha OOKJIAIUHIII Ma€ BIJIMOBIJIATH 3arojiOBKY B
OIIKCI1 CTIpaB CTPYKTYPHOTO MiAPO3ALITY.

Ha o0knanuHkax crpaB (TUTYIbHHUX apKyllax) IPOCTAaBISIFOTHCS 1aTH TOKYMEHTIB, YMIIIEHUX
y KOXHY CIIpaBy. SIKIIO clipaBa CKJIAQJa€ThCs 3 KUIBKOX TOMIB (4acTHH), TO HAa KOXHOMY 3 HHX
IPOCTABISIOTHCS KpailHi 1aTH TOKYMEHTIB (II0YaTKy Ta 3aKIHYEHHS CIIpaB).

V pasi 3a3Ha4eHHs TOYHMX KaJeHJIApHUX JaT 3a3HA4aloOThCsl YUCIIO, MICALb 1 pik. YucIo 1 pik
MIO3HAYAIOTHCS apaOCHKUMHU IU(PpaMH, Ha3Ba MICSIS MUIIETHCS CIOBOM. SIKIIO y CIIpaBy BKITFOYEHO
JIOKYMEHTH (J0IaTKH TOIIO0), 1aTH SIKUX BUXOASATH 3a KpaifHi 1aTH CIpaBH, TO HU)KYE JJaTH CIIPaBH 3
HOBOTO psiIka pOOMTHCS TPO 1€ 3amuc «Y CHpaBi € JOKYMEHTH 32 POKW». JlaTh MOXyTh He
3a3HayaThcAd Ha OOKIAAMHIN (TUTYIHHOMY AapKylll) CHpaB, IO MICTATh piYHI MJIAaHU Ta 3BITH,
OCKUJIbKU BOHH B1JJOOpa)KeH1 y 3arojioBKax CIpas.

Ha oOxmamuukax copaB (TUTYIBHHX apKyllax) 3a3Ha4yaloTh KUIBKICTh apKyIliB y CIpaBi
BIZIMOBIZTHO 710 3aCBiq4yBaJbHOTO Hamucy (0e3 BpaxXyBaHHS apKylliB BHYTPIIIHBOTO OITUCY Ta
3aCB1IYYBAJILHOTO HAIHUCY).

Ha oOknaauHI cripaBHu B MPaBOMY BEPXHBOMY KyTi Ta HH)KHBOMY JIBOMY KYTi 3a3Ha4a€THCS
apxiBHUW mmHdp crnpaBu (3a MOTOMKEHHSM 3 apXiBOM 3aKJIagy HOMEpPH 3BEIEHOrO OMHCY 1
apxiBHOTO (OHIY, HOMEp CIOpaBH 3a 3BEACHUM OITMCOM TIPOCTABISIFOTHCS B apXiBi IMicCIs
3aTBEPKEHHsSI 3BEIEHOr0 Omucy cnpaB). /[lng mpocTaBieHHS apXiBHOro mudpy Moxe
3aCTOCOBYBATHCS ILTAMII.

VY pasi 3MiHu HaiiMeHyBaHHS 3akiany (ii CTPYKTYpPHOTO MiJIpO3/iTy) MPOTATOM MEPIoay, KU
OXOILTIOIOTh JOKYMEHTH CIpaBH, abo Mij 4ac mepeadi CIpaBy JIO 1HIIOI yCTAHOBU (CTPYKTYPHOTO
OiApo3Ally) Ha OOKIaAMHII CHpaBH (TUTYJBHOMY JIMCTI) 3a3HAYAEThCSl HOBE HAWMEHYBAaHHS
3aKaay (CTPYKTYPHOTO MiAPO3ILTY), a TIONepeaHe OEpeThCs B TyKKH.



Hanmucn Ha oOKNaguHKax crpaB MHocTiHOro Ta TpuBasoro (monaj 10 pokiB) 30epiraHHs
POOISATHCS YITKO YOPHUM CBITIOCTIMKUM YOPHUIIOM ab0 MacTolo.

VY pasi BMIIIEHHS Yy CHOpaBy HaJIEKHUM YHHOM O(OPMIIEHOTO THUTYJIBHOTO apKylla,
BUTOTOBJICHOTO JIPYKapChbKUM CHOCOOOM, Ha OOKIAIWHII CIPaBH 3a3HAYAIOTHCS JIMIIE HOMEPH
apxiBHOro (oHIy, omMcy 1 crhpaBu. 3a0OpOHSETHCS HAKJICIOBAaHHA TUTYJIBHOTO apKylla Ha
OOKJIaJIMHKY CITpaBH.

3. CknaganHs Ta 0(pOPMIICHHS ONMCIB CIPaB

3.1. 3aknaau 3000B’s13aH1 ONMUCYBATH TOKYMEHTHU MOCTIHHOTO Ta TpuBajioro (moxaza 10 pokis)
30epiraHHs, 3 KaJpOBHX NHUTaHb (OCOOOBOIO CKJaay) yepe3 piK Micis 3aBEpLICHHS CIPaB Y
JTIJTOBOJCTBI.

3.2. Ha cnpaBu TumuacoBoro (10 10 pokiB) 30epiraHHs ONUCH HE CKJIAaNaloThcs. Y pasi
JIKB1ALli M peopranizanii 3akjiaay Taki OMHCH CKIIAIat0ThCsl 000B’A3KOBO.

3.3. Onucu copaB 3aKkjiaay CKIAIAlOThCSA MIOPOKY MOCAIOBOI0 0CO0O0I0, BIMOBIAANBHOIO 3a
JIJIOBOZICTBO Y 3aKJIa/Il 32 METOJUYHOI TOTIOMOTH apXiBy 3aKJIamy.

3.4. Homep omucy cmpaB 3akjiaay IOBHHEH CKJIAQJaTUCS 3 LU(PPOBOro IMO3HAYECHHS 3a
HOMEHKJIaTypOlO CIIpaB 3 JIOJlaBaHHSM II0YAaTKOBOi JITEPU HAa3BU KaTeropii JOKYMEHTIB, IO
BKJIIOUAIOTHCS 10 OMMKCY, Ta YOTUPHOX LU(DP POKY, B IKOMY pO3MOYATO CIPaBH, BKIIIOUEHI /10 OIHCY.
Hanpuxknan, onucu cmpaB moctiiHOro, TpuBanoro (moHaa 10 pokiB) 30epiraHHsi Ta 3 KaJpOBHX
nuTaHb  (0co0OBOro  CKJaay) CTPYKTypHOro mifpo3aimy Ne 5, mo oOmiKOBYIOTbCS —3a
HOMEHKJIaTyporo crpas 1 po3noyari y 2020 poui, OyayTs Matu Taki Homepu: 5 11 - 2014; 5 T - 2014;
5K-2014 a6o 5 OC - 2014.

3.5. Ilix yac ckinagaHHs OMUCIB CHpPaB CIi JOTPUMYBATUCS TaKUX BUMOT':

1) cipaBu KO’KHOTO POKY CKJIaJal0Th PIYHUI pO3/ILIT OMKCY CIIPAaB;

2) nopsAI0K HyMepallii cripaB B OIUCY - BaJOBUM 3a KUJIbKA POKIB;

3) 3aroJIOBKH CIIpaB BHOCSTbH O OMKCY BiJIOBITHO 10 NPUHHATOI CXEMHU CHCTEMaTH3allii, sk
MpaBuJIO0, HA OCHOBI HOMEHKJIATypU CIpaB (3a HEOOXIMHOCTI 3arojIOBKH CHPaB PEIAryrThCs Ta
YTOYHIOKOTHCS);

4) KOXHY CIpaBy BHOCSTbH /10 OMKCY IiJl CAMOCTIMHUM MOPSAKOBUM HOMEPOM (SIKILO CIIpaBa
CKJIAJIa€ThCS 3 KUIBKOX TOMIB, KOKEH TOM OTPUMY€E OKpPEMHUH HOMEp, SIKIIO CIpaBa CKIANA€ThCA 3
KIJIKOX YaCTHH OJHOTO JIOKYMEHTa, TO KO’KHA YaCTHHA OTPUMYE OKpEMHIT HOMEDp);

5)y pa3i BHECEHHs 10 ONHUCY MiApsI KUIBKOX CIIpaB 3 OJHAKOBHUM 3arojlOBKOM IOBHICTIO
HABOJATH JIMIIIE 3ar0JIOBOK MEPIIOi CIIpaBH, a BCl 1HIII OJHOPIHI CIPaBU MO3HAYAIOTh CIIOBAMU «T€
came», OJJHaK PelITy BIIOMOCTEH MpO CIpaBH 3a3HAYAIOTh MMOBHICTIO (Ha KO)KHOMY HOBOMY apKylIlli
OIHCY 3aroJIOBOK BIATBOPIOIOTH MOBHICTIO);

6) rpadu omuCy 3alMoOBHIOIOTH BIAMOBIAHO [0 BIAOMOCTEH, BUHECEHHX Ha OOKJIAJAUHKY
(TUTYIBHUI apKyIll) CIIPaBH;

7) rpada onucy «lIpumiTka» BUKOPUCTOBYETHCS JJs BIAMITOK IPO OCOOIMBOCTI (hi3UYHOTO
CTaHy cCIIpaB, MpO MepeAady CHpaB IHIIMM CTPYKTYpPHHUM MiJpo3JijaM, HpO HasBHICTh KOMIi
JIOKYMEHTIB y CITpaBi.

3.6. [yt po3mofiiTy cripaB BiJMOBIIHO JI0 CXEMH CHCTEMaTH3allii mepeadadeHo Taki mpaBua;

1) cipaBu BiTHOCSATHCS O TOTO POKY, B SIKOMY iX 3alpOBaJMIIM B AUTOBOACTBI 200 B SIKOMY
BOHM HAJIUTIUIN JI0 3aKJIaAy JJIs TPOJAOBKCHHS,

2) maHu, 3BITH, KOIITOPUCH M JOKYMEHTH J0 HUX BIAHOCSTHCS O TOTO POKY, HA KK a0o 3a
SIKUH TX CKJIaIeHO, HE3aJIEKHO BiJ NaTH IX CKIaHaHHI;

3) mepcrneKkTUBHI TUIaHU BITHOCSTH JO MOYATKOBOTO POKY iX [ii, a 3BITH 3a LI POKH - IO
OCTaHHBOTO POKY 3BITHOTO MEPIOLY.

3.7.Onucu cnpaB BeAyTbCS MPOTATOM KUIBKOX POKIB 3 BHUKOPHUCTaHHAM €MHOI HACKPI3HOT
HyMepaii. CrpaBu KO)KHOTO POKY CTAHOBIIATH PIYHHUNA PO3LT OIHUCY.



3.8. Y KiHILlI ONUCY 3alTOBHIOETHCS MMiJCYMKOBUH 3aIUC 13 3a3HAUYEHHIM KUIBKOCTI (mudpamu 1
CJIOBaMH) CIIpaB, 10 OOJIIKOBYIOTHCS 3@ OIIMCOM, MEPIIOr0 1 0CTAHHBOT'O HOMEPIB CIIPaB 3a OMKCOM,
a TakoXX 0OYMOBITIOIOTHCSI OCOOIMBOCTI HyMepalii crpaB B onuci (JITepHI Ta MPOIyIIeHI HOMEpH
cripaB).

3.9.V piuHHH pO3ALT OMUCY CIpaB BHOCATHCS TAKOXK CIPAaBH, HE 3aBEPIIEHI MPOTATOM
KaJIeHAApHOTO POKY. Y TaKMX BHUMAJKaX Yy KIHI{ PIYHUX PO3JLIIB ONMUCY KOKHOTO HACTYIHOTO POKY,
IPOTATOM SKOTO CIPABU MPOJOBXKYBAIUCS B JIIIOBOACTBI, 3a3HAYAETHCS: «JlOKyMEHTH 3a Iiei pik
JIUB. TAKOXK y PO3MILII 32 pik, No ». I'padm 4, 5 dopmu onucy He 3aOBHIOIOTHCS.

3.10. Onuc cmopaB 3akjiaay WIAMHCYEThCS YKIaZadeMm 13 3a3HaueHHSM HOro mocajiw,
TOTO/IKYETHCS 3 0CO0010, BIATIOBIAAIBHOIO 32 AUIOBOICTBO 1 3aTBEPKYETHCS KEPIBHUKOM 3aKIIady.

3.11. Onuc crnpaB 3akiajgy CKJIAIA€ThCS y JBOX NPUMIPHUKAX, OAMH 3 SIKUX MEPEHAETHCS
pa3oM 3i cmpaBamMH J0 apXiBy 3aKiiaay, a IHIIMK 3aJUIIAE€THCS SK KOHTPOJIBHUHA TPUMIPHUK Y
CTPYKTYpHOMY MiAPO3ILTi.

3.12. Ha ocHOBI ONUCIB CHpaB apxiB 3akjagy TOTY€ 3BEAEHI OMHCH CIIpaB MOCTIMHOroO Ta
TpuBajoro (rmoHaj 10 pokiB) 30epiranus, 3 KaJpoBUX NUTaHb (0COOOBOTO CKIIAMY).

4. llepenaBaHHsl CIpaB /10 apXiBy 3aKjany

4.1. CnpaBu moctiiiHoro ta TpuBanoro (moxaa 10 pokiB) 30epiraHHs, 3 KaJpOBUX HHUTaHb
(oco0oBoTO CKITamy) Yepes3 JABa POKHU MICHs 3aBEPIICHHS 1X BEEHHS B JIIJIOBOJICTBI MEPEAAIOTHCS 10
apxiBy 3aKj1ay B yIOPsAJKOBAaHOMY CTaHi /Uil OAAJIBIIOTO 30epiraHHs Ta KOPUCTYBAHHS.

CrmpaBu nocriiiHoro Ta TpuBajioro (moHaa 10 pokiB) 30epiraHHs HepeAaroTbCsl 10 apXiBy
3aKJIay 3a OMUCAMHU.

4.2. CopaBu TUMuacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHs MOXYTb IEpelaBaTHCs 10
apxiBy 3aKjay 3a pilIeHHSIM HOro KepiBHUKA 32 YMOBU HAasIBHOCTI B HbOMY BUIBHHUX IUIOIIL.

CnpaBu TumMuacoBoro (10 10 pokiB BKIIOYHO) 30epiranHs MepearoThes 10 apXiBy 3aKiany 3a
HOMEHKJIaTypol0 chpaB abo, Ha po3cyd 3akiaay, 3a 31aBaJIbHUMH ONKMCAMHU JOBUIBHOI (OpMH,
HOMEPH AKUX MAOTh NO3HAUKy «TM».

4.3. IlepenaBanHs crOpaB 10 apXiBy 3akiagy 3AIMCHIOETbCA 3a TpadikoMm, MOTOIKEHUM 3
(hyHKIIIOHATEHUMH 0CO0aMU 1 3aTBEP/IPKEHUM KEPIBHUKOM 3aKjIajy.

4.4. SIkmo okpeMi CHpaBU HEOOXIHO 3aJMIIUTH JUIsI MOTOYHOI POOOTH, apxXiB 3akiamy
odopMIIsie BUaady cripaB y THMYacOBE KOPUCTYBAHHS.

4.5. IligroroBka crpaB Juid MepelaHHs 10 apXiBy 3aKjaay BKIIOYAE MEPEBIPKY MPAaBUIBHOCTI
(hopMyBaHHS JOKYMEHTIB y CIpPaBH, BIAMNOBIIHICTh 3ar0JIOBKIB CIPaB 3MICTY BMIIIEHUX JO CIIpaB
JIOKYMEHTIB, 0(OPMJICHHS TOKYMEHTIB KO’KHOI CIIpaBu, 0()OPMIICHHS CIIPaB Ta BIAMNOBIAHICTh CIIPaB
HOMEHKJIATyp1, 3aTBEPIKEH1I KEPIBHUKOM 3aKJIay.

VY pasi BUsBIECHHs HEAOJIKIB y pOpMyBaHHI Ta 0()OPMIIEHHI CIIPaB BiJNOBIaIbHI IPALliBHUKU
3000B’s3aH] iX yCyHYTH.

4.6. IIpuiimaHHs-TIepeaBaHHS KOXKHOI CTIPaBU 31MCHIOETHCS MIPALIIBHUKOM apXiBy 3aKiany y
NPUCYTHOCTI TIpaIliBHUKA 3aKJany, sSIKUM mepenae ynopsiikoBaHi Ta opopmiieni cpasu. [Ipu npomy
B KO)KHOMY MPUMIPHUKY OMHKCY CIIpaB pOOISIThCS MO3HAYKU MPO MPUIHATTA Ti€l a00 1HIIOT CIpaBy.
VY KiHII KOXHOTO TPUMIPHUKA OINHUCY CIpaB poONAThCS HUPpaMu Ta CIOBAMH TO3HAYKH TIPO
(hakTUYHY KIIBKICTh CIIpaB, IO MepeAaHi M0 apXiBy 3akiagy, HOMEpPHU CIpaB, IO BiACYTHi, AaTy
NpUiiMaHHSA-TIepeIaBaHHs CIIPAB 1 CTABIISATHCS MiIHCH 0Ci0, SIKi 3/1aBajIk Ta MPUIMAaIIH CIIPABH.

5. 'paHM4YHI CTPOKH THMYACOBOI0 30epiraHHs JOKYMEHTIB B apXiBi 3aKJiagy

5.1. YcTaHOBIIOIOTBCSA TaKi TPAaHUYHI CTPOKH TUMYACOBOTO 30€piraHHs JOKyMEHTIB B apXiBi
3aKyaay:

1) s noxymentiB BepxoBHoi Pagu Ykpaiau, Anminictpanii [Ipesunenrta Yipainu, KaGinery
MinictpiB Ykpainu, Koncturyuiiinoro Cyny Ykpainu, Bepxosnoro Cyny, Bumoro cyny 3 nuranb



IHTENEeKTyaJIbHOI BIacHOCTI, Buiioro anTukopymuiitHoro cyny, [ eHepaibHoi mpokyparypu YKpaiHu,
LlenTpansHoi BuOOpuoi komicii Ykpainu, PaxynkoBoi mamatu Ykpainu, HaimionaiabHOro OaHKy
VYKkpaiHu, MiHICTEPCTB, 1HIIUX HEHTPAJIbHUX OpPraHiB BUKOHABYOI BIAJAM Ta JEPKABHUX OPraHiB i
6e3nocepeHbO MIANOPSAKOBAaHUX iM oprasizamii - 15 pokis;

2) nns nokymeHTiB BepxoBHoi Pamu Asronomuoi PecnyOmiku Kpum 1 Pamu wminicTpiB
ABronomHoi PecmyOmixku Kpum, oGmacHux, KwuiBcbkoi Ta CeBacTONONBCHKOI MICBKHUX paia 1
JIepKaBHUX aJMIHICTpaliil Ta Oe3nocepeaHbO MiAMOPSAAKOBAHMX IM OpraHizauii, anesmiiHuX
CylliB, SIKI YTBOPIOIOTHCS B amNeNAMIMHUX OKpyrax, amnessiMHUX aJMiHICTPaTUBHUX CYIIB,
anesAiMHUX ~ TOCIOJAPChKUX  CYHiB, OKPY)KHUX  aJIMIHICTpAaTMBHHUX  CYHiB, OKpYXKHHUX
TOCMOJAPChbKUX  CYMAIB, PETIOHAJIBHUX TMPOKYpaTyp, BIMCHKOBUX MPOKYpaTyp peETrioHiB,
TEpUTOPiaJIbHUX OPTaHiB LIEHTPAJIbHUX OpTraHiB BUKOHABUOi Biaau - 10 pokis;

3) and AOKyMEHTIB palioHHHMX, pailoHHMX y Mictax Kuesi ta CeBacTomoini Jep>KaBHUX
aJIMIHICTpaLlii, OpraHiB MICIIEBOTO CaMOBPSAYBaHHSI Ta Oe3MOCEepeqHbO MIAMOPAAKOBAHUX M
oprasizaniii, OKpy>KHHX CYIIB, sIKI YTBOPIOIOTbCSI B OJJHOMY a00 JE€KUIbKOX pallOHax 4u palioHax y
mictax, abo y wMicti, abo y paifoni (paiioHax) 1 MicTi (MiCTax), TEpUTOPIAJILHUX OpraHiB
LEHTPAJIbHUX OpraHiB BUKOHABYOI BIAJH, & TAKOXK CLIBCHKOTOCIIONAPCHKUX MIJIPUEMCTB - 5 POKIB;

4) nns 3amuciB aKkTiB LMBIIBHOTO CTaHy, 3alMCIB HOTapiaJlbHUX i 1 CyIOBHX CIIpaB,
JOKYMEHTIB 3 KaJpOBHUX IHUTaHb (0COOOBOTO CKJaay), TOCHOJAPChKUX KHHUI, JOKYMEHTIB 3
HpUBaTHU3aLli KUTIOBOTO GOHIY - 75 POKiB.

5.2. Crpoku 30epiraHHsi 100 KOHKPETHUX JOKYMEHTIB MOXYTh OyTH 3MiHEHI 3a
HOTOJKEHHSM 3 BIANOBIAHOIO I€P’KaBHOIO apXiBHOIO YCTAHOBOIO, apXIBHUM BiJJIIJIOM MICBKOT pajiu.
[IponoBxkeHHsT CTpPOKIB 30epiraHHs JOKYMEHTIB B apXiBl 3akjagy JOIMYCKA€eTbCs 3a NOTpedu
KOPHUCTYBaHHS JOKYMEHTaMHU 31 CIIy’KOOBOIO METOI0, Y pa3i HEMOXKJIMBOCTI MPUIHATH JOKYMEHTH Ha
30epiranHs A0 AepKaBHOI apXiBHOI yCTAHOBU, apXIBHOTO BIJIIUTY MICIIEBOI pajiu.

5.3. Ilicns 3akiHYEHHS TPaHMYHHUX CTPOKIB 30epiraHHs TOKYMEHTH, BigHeceHi 10 HAD,
NepeIarThCsl Ha OCTIHE 30epiraHHs 10 BiMOBITHOTO MICIIEBOTO apXiBy.

VIL. OPTAHIBAIIIS AIJIOBOJACTBA B EJIEKTPOHHIN ®OPMI

1. 3arajabHi HoJI0KEeHHA

1.1. B enektponHiii (opmi 3IIHCHIOETHCS BEIEHHS JOKYMEHTIB 3aKiany, [0 BU3HA4YEHI
nyHkToM 1 Hakady MiHiCTepcTBa OCBITM 1 HayKM, MOJIOII Ta CHOPTY YKpaiHU Bij
10 TpaBus 2011 poky Ne 423 «IIpo 3aTBep/KEHHS €IMHHX 3pa3KiB  OOOB’SI3KOBOI  J1IOBOI
JIOKyMEHTAIl y 3arajJbHOOCBITHIX HABYAJBHUX 3aKJIaAax YCIX THUIIB 1 GOPM BIACHOCTI», a TAKOK
IHIIMX JOKYMEHTIB, 1110 MOKYTh CTBOPIOBATUCH y MPOLIEC] IISTIbHOCTI 3aKIay.

1.2. Ha migcTaBi AaHuX AUTOBOI JOKYMEHTAIll 3aKlajy, 0 BHOCSTHCS Ta OOpOOISIOTHCS B
OIC, cTBOpIOIOTHCS Ta/ab0 BEAYTHCS Y EICKTPOHHIN Gopmi:

1) xnacuwmii xxypHan 1is [-IV kiacis;

2) knacHuil xxypaan s V-XI (XII) knacis;

3) )KypHaJ 00Ky MPOIMYIIEHUX 1 3aMIHEHHX YPOKIiB;

4) )xypHanu 3100yBadiB  OCBiTH, sKi 3100yBalOTh 3arajbHy CEpeOHIO OCBITY 3a
IHAUBIAYaTbHOIO (HOPMOIO;

5) )kypHal (aKyaIbTaTUBHUX Ta TYPTKOBUX 3aHSTH;

6) ’KypHaJI peecTparlii IHCTPYKTaXiB 3 MUTaHb OXOPOHHU Mpalli Ta Oe3MeKU KUTTETISTBHOCTI;

7) oco0oBi cripaBu 37100yBadviB OCBITH;

8) andapiTHa KHHra 3aUCy 3700yBayiB OCBITH;

9) ocoOoBa cripaBa MegarorivHOro MPaIiBHUKA;

10) >xypHan peectpallii Haka3iB pyxy 3400yBaviB OCBITH;

11) Haka3W KepiBHHWKA 3 KaJIPOBHX MUTaHb 0COOOBOTO CKJIAJy THMYACOBOTO 30epiranHs (mpo
BIJPSIIKEHHSI, CTATHEHHSI, HAJaHHs IIOPIYHUX OIJIa4yBaHMX BIJIMYCTOK Ta BIAMYCTOK Y 3B’SI3KY 3
HaBYaHHSM);



12) piunuii miaa" poOOTH 3aKJIady OCBITH;
13) po3kiajg HaBYAILHUX 3aHSTh;
14) cBigouTBa 10CIATHEHb 3/100yBayiB OCBITH TOIIO.

1.3. Jlani, sxi 30uparoteest B OIC mms BeaeHHS AUTOBOT JOKYMEHTAITI1 3aKJIaly B €JICKTPOHHIHM
¢dopmi, mepenaoTbCs 10 LEHTpalbHOI 0a3u JaHMX IPOrPaMHO-aapaTHOrO KOMIUIEKCY
«ABTOMaTH30BaHUi 1H(OPMALIHHUN KOMIUIEKC OCBITHHOIO MEHEIKMEHTY» Ta OINpalbOBYIOThCS
JUIsl 3aTIOBHEHHS CTAaTUCTUYHUX 3BITiB.

1.4. Tlepenik manux, mo oopobusroTecss B OIC amsa BeaeHHS MIIOBOI JOKYMEHTAIlT 3aKiiay,
HaBEICHO B 0odamky 22 1o uiei [HeTpyKiii.

1.5. Ilenaroriyna paja 3aknany ocBiTH BukopuctoBye OIC, 1m0 BKIIIO4a€e MporpaMHi MOyl
JUTSL BEICHHS JIIJIOBOI JOKYMEHTAIlIl 3aKiaay OCBITH B elekTpoHHil dopmi. Taka OIC moxe Oytu
MIKITI0YeHA JI0 HEHTPAIbHOI 0a3u IaHMX MPOTPaAMHO-ANApaTHOTO KOMILIEKCY «ABTOMAaTH30BaHUN
iHpopMaLiHHUI KOMIUIEKC OCBITHbOTO MeHekMeHTy» (nam - LIBJI AIKOM) BiamoinHO 110
NpoUEaypH, BU3HAUYCHOI [loMOkKEHHAM PO MPOrpaMHO-arapaTHU KOMIUIEKC «ABTOMATH30BaHUM
iHpopMaLiHHUI KOMIUIEKC OCBITHBOI'O MEHEKMEHTY», 3aTBEpIKEHHUM mocTaHoBoro Kabinety
MinictpiB Ykpainu Bin 02 rpyans 2021 poky Ne 1255.

1.6. lupexTop 3akiaay BU3HAuae BiANOBiaIbHY 0coOy 3a aamiHicTpyBaHHa OIC. O6pobka
iHdopmartii B OIC 3aiiicHIOETBCS 3 JOTPUMaHHAM BUMOT 3akoHiB Ykpainu «IIpo 3axuct iHdopmarrii
B iH(pOpMaLifHO-KOMYHIKaIiitHUX cuctemax» 1 «IIpo 3aXucT nepcoHabHUX AAHUX.

I1. OcobuBOCTi BeJIeHHS €JIEKTPOHHOTO KJIACHOI0 KYPHATY

2.1. EnekTpoHHMI KJIACHUH >KypHal € JOKYMEHTOM [iIOBOi JOKyMEHTAIll 3aKjaay OCBITH,
110 BEETHCA B €IEKTPOHHIN (OpMI Ta BUKOPUCTOBYETHCS JIISI:

1) 36epiranHs 1aHUX PO HABYAJIbHI JOCATHEHHS 3700yBaviB OCBITH;

2) aBromarm3ailii 00J1iKy Ta KOHTPOJIFO OCBITHBOTO TIPOIIECY;

3) onepxanHs, oOpoOku Ta 30epiraHHs JIaHUX MJi1 aBTOMAaTU3allli BEACHHS LTOBOI
JIOKYMEHTAII11 3aKJ1aJy OCBITH B €JIEKTPOHHIN (opmMi;

4) omepaTWBHOIO JOCTymy A0 iH(popMalii ydacHUKaMH OCBITHBOTO IPOLECY MPO pPIiBEHb
HaBYAIBHUX JOCSATHEHb 13 PI3HUX MPEAMETIB, BiJIBIIyBaHICTh 1 IOMAIIIHI 3aBIaHHS;

5) 3abe3nedeHHs MOMIJIMBOCTI JAMCTAHIIMHOIO MPSIMOTO Ta OINEPAaTUBHOIO iH(GOPMYBaHHS
YYaCHHUKIB OCBITHBOTO TPOIIECY.

2.2. Indpopmariiss 10 €IEKTPOHHOTO KIACHOIO >KypHally BHOCUTHCS YKpPaiHCHKOIO MOBOIO, 32
BUHSATKOM JaHHUX, II0 NOTPeOyIOTh BUKOPUCTAHHS JIITEP JATHMHCHKOI abeTKU Ta CleliajbHUX
CHUMBOJIIB (CTOCOBHO HaBYaHHS 1HO3EMHUM MOBaM, cepis JOKYMEHTa, ajipeca eJIeKTPOHHOI MOIITH
TOIIIO).

2.3. YV pa3i norpeOu, eNeKTpOHHMH KJIACHUM >KypHall Ta I1HII JOKYMEHTH I'€HEepYyHOTbCs
3acobamu OIC y hopmi eTeKTpOHHOTO TOKYMEHTA IIIJISIXOM BHBaHTaKE€HHs AaHUX y popmarax pdf,
csv, xIsx abo iHIOMY 3unTyBaHOMY (hopMaTi Ha BUOIp 0codu, sika 3po0Ouia 0 CUCTEMU 3aIHUT 100
BUBAHTA)KCHHSI.

2.4. [licns 3aBepIICHHS HABYAJILHOTO POKY Ta BHECEHHS BIJIMOBIIHUX 3aITUCIB Y €IEKTPOHHHUN
KJIACHUH JKypHAJI, IUPEKTOP 3aKJIay OCBITH a00 YIIOBHOBa)KEHA HUM 0C00a HAKJIaa€ eIeKTPOHHHHA
mignuc, mo 6a3yeThes Ha KBami(ikoBaHOMY cepTU(diKaTi eIeKTPOHHOTO MiAMHKCY.

I11. Bumoru 0 30epiranHsi AiJioBoi JOKyMeHTaIlii 3aKkj1aay 0CBiTH
B OCBIiTHIil iHdopmaniiiHiii cucremi

3.1. 306epiranns nigoBOi JOKyMeHTamii 3aknany BukitodHo B OIC MOXITMBE 32 JOTpUMaHHS
HACTYITHUX BUMOT:

1) inhopMmartiss, MO0 MICTUTBCS B AUIOBIA JOKyMEHTAIlil 3aKJIady OCBITH, IMOBHHHA OyTH
JOCTYITHOK ISl ii MOJAJIBIIIOr0 BHUKOPUCTAHHS BIAMOBIIHO 10 HAJaHUX IpaB JOCTYIy Ta
BCTAHOBIICHOTO MTOPSIJIKY;



2) naHi Ta IOKyMEHTH, 1[0 MAIOTh OyTH 3BE/ICHI, 3T€HEPOBAHI Ta MiMUCaHI CTAHOM Ha NIEBHY
nary, nepen 30epexkeHHsM Ta BianpaBkoro B LIBJI AIKOM (y pa3i morpebu), MmiamUCYIOThCA
BIJIMIOBIIaIbHOIO 0CO0O0, M0 HAKIAMA€ CIeKTPOHHMUN MiJMUC aBTOpa, M0 0a3yeTbcs Ha
KBaJTi(pikoBaHOMY cepTU(IKATI €IEKTPOHHOTO MIAIMHUCY.

3.2. Marepianu, 3aBaHTaxeHi kopuctyBayamu B OIC (omariHe 3aBIaHHsI, Bijeo-MaTepiaiy,
TECTH, HaBYallbHI Marepianu, JOBITHUKU TOIIO), MOXKYTh 30epiraTucsi B apXiBHUX 0a3ax JaHUX
IPOTATOM TEpPMiHY, BU3HAYEHOTO B CHUCTEMI, 13 ypaxyBaHHSM UYMHHOIO 3aKOHO/AABCTBa. BrmacHMK
OIC 3abe3neuye micrie i 30epiraHHs JaHUX JIJIOBOI TOKyMEHTAITIT 3aKIaay OCBITH B €JIEKTPOHHIN

¢dopmi.



Honarox 1
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskr 1.3 po3niny II)

YHI®IKOBAHA CUCTEMA
OPTAHIBALIMHO-PO3NOPAIUOI JOKYMEHTAILII 3AKJIATY

JoxyMeHTauisi 3 opranizanii Ta NpUNMHEHHSA TiIJILHOCTI IOPUIMYHOI 0CO0H

CraryT

[IpoTokon 3aransHIX 300piB (KOH(EpeHIIil) KOJEKTHBY 3aKIamry

[TomoxeHHS PO KOJETialbHUI OpraH, KOMiCiro
CrpyKTypa 1 TaTHa YUCENBHICTD

[NonosxeHHS TIPO KOJIEeTiaIbHII OpTraH
KonextuBHUi 10TOBIp

[IpaBuna BHYTpPILIHBOTO TPYIOBOIO PO3MOPSIAKY
[HCTpYKIIis 3 MiTOBONCTBA

Howmenxknarypa cripas

ITocanoBa iHCTPYKIIis palliBHUKA

PoGoua iHCTpYKIIis TpariBHIKA

Jlopy4eHHs KepiBHUX OpPraHiB BUIIIOTO PiBHS
[Inan poGotH 3aknamy

[Tnan poGoOTH KOJIETiaIEHOTO OpraHy

[Inan pobGoTtu npaniBHUKa

ITono)keHHSI PO OpTaHi3aIliio MPOBEICHHS 3aX00y

Haxas 3 0cHOBHOI JisiIIBHOCTI

CrutpHUN HaKa3 3 OCHOBHOI JAIsUILHOCTI JIBOX 3aKJIalB

Haka3z 3 aHMiHiCTpaTI/IBHO- TOCIIOAAPCHKUX NMUTAHb

[IpoToxon 3acilaHHs KOJIETiaJIbHOTO OpTaHy, KOMICii, KoMiTeTy, poO04oi rpymnu

IIpoTokon 3araibHUX 300piB TPYIAOBOTO KOJICKTHBY

[TpoTokon Hapaay P AUPEKTOPY
Jorogip rociogapchKuii

JoroBip IMBUILHO-TIPABOBUI
JlomoBiaHa 3amucka
ITosicHIOBaNIbHA 3aMKCKa

JloBinka ciry>k00BOTO XapakTepy

Hoginka 6iorpadiuHoro xapaxkrepy



AKT miepeBipku

JoBinka nepeBipku

[Ipunuc oprany nep>kaBHOTO HamIAAy (KOHTPOJIIO)

[lepenaBanbHuit akT (po3moaLTHIN OaIaHC)

AKT JiKBifamiiao1 Komicii (JTikBigaropa) 3aKmamy
[MpuitmMansHO-31aBaTbHUI aKT, CKIIAICHUH y pa3i 3MiHU KepiBHUKA 3aKJIaTy

[IpuiimanpHO-31aBAILHUM  aKT, CKIaJeHWd Yy pas3l 3MiHM IOCaJ0BOi BiANOBiZadbHOI (MarepianbHO
BIJIITOBITAIBHOT) 0cOOH

AKT po BUJTyYESHHS 715 3HUIIEHHS TOKYMEHTIB, He BHeceHHX 10 HamioHansHOro apxiBHoro oty

AKT TpOo B3HUINEHHS 3IMCOBaHUX OJaHKIB LIHHUX TMamnepiB, ONAaHKIB JOKYMEHTIB CyBOpOi 3BITHOCTI,
CITy>k0OBHX TTOCBITY€Hb 3BUILHEHNX NPAIliBHUKIB; IEYATOK 1 IIITAMITIiB

3BiT npo poboTy 3aKnary
3BIT PO POOOTY KOJIETIaIbHOTO OpraHy
3BIT PO POOOTY TpaIliBHUKA
AHaniTHYHa IOBiKa TIPO poboTy
AHaniTHYHA JIOTIOBiH PO POOOTY
AHaNITHYHANA OIS PO poOOTY
Cny»x00BUl TUCT
JoxkyMeHTalisi 3 KePyBaHHSA NMEPCOHATIOM
3asiBa mpaiiBHAKA
3asiBa rpoMajTHIHA
Ilomanus
Haka3s kagpoBux nmutadb (0COO0OBOTO CKIIATY)
Haka3 ipo npuifHITTS Ha poOoTy
Haka3 mpo nepeBeeHHs TpalliBHAKA B MEXax 3aKIay
Haxka3 npo cymicHUIITBO
Haxkas3 npo 3BinbHEHHS 3 poboTH
Haxka3 npo arecrarito kaapis
Hakas ipo mprcBoeHHS KBaMihiKaiHHAX KaTeTopil, IeAaroriqyHuX 3BaHb
Haka3 rmpo 3a0xodeHHs (HaropoIKeHHsI, TIPEMitOBaHH)
Haka3 ripo BcTaHOBJICHHS HAI0ABOK 1 JToTLIaT
Haka3s npo HajaHHs BiAMYCTKU
Haxkas mpo BiapsmxkeHHs

Haxa3z npo orosiomieHHs 1oraHu



Haxka3 npo npunuHeHHs TPyAOBOTO JOTOBOPY (KOHTPAKTY)
TpynoBuii [oroBip (KOHTPAKT)
TunoBuii 1OTOBIp MPO MOBHY 1HAMBITyadbHY MaTepiajbHy BilMOBiJAIBHICTD
TurmoBuii 1OroBip Mpo KOJEKTUBHY MaTepiasibHy BiIIMOBITaIBHICTD
Oco0oBa kapTKa IpaIiBHAKa
Oco6oBuii TMCTOK 3 00Ky KaapiB
[Ipotoxkon 3acinanns arectaniliHoi (Tapudikamiiinoi) komicii
I'padik Biamycrok
Kawra o6miky GaHKIB TPYOBHX KHIDKOK 1 BKIIAUIIIIB JO HUX
Kawura o6miky pyXy TpyIOBUX KHHKOK 1 BKIQIUIIIIB 10 HUX
AKT Ha criicaHHs ONaHKiB TPYIOBUX KHUKOK a00 BKJIQIUIIIB JI0 HUX
ABtobiorpadis
XapakTepucTHKa
YHI®IKOBAHA CUCTEMA NMEPBUHHO- OBJIKOBOI JOKYMEHTAIIIT
JoxymeHTauis 3 00/1iKy pe3yabTaTiB iHBeHTapHU3aUil
IHBeHTapU3aliiiHuiA OTHC OCHOBHUX 3aC00iB
[HBeHTapU3aLIHUE APIUK
[HBeHTapU3aliifHUIl OMHC TOBApHO-MaTepiaibHUX IHHOCTEH
[HBeHTapU3aIiHHAN OTHIC TOBAPHO-MaTepiadbHUX MIHHOCTEH, IPUHHITHX Ha BiAIOBITaIbHE 30epiraHHs
AKT iHBeHTapu3allii He3aBepIIeHNX PEMOHTIB OCHOBHHX 3aC001B
3BipsuIbHA BiIOMICTh pe3yJbTaTiB iHBEHTapH3allii OCHOBHUX 3aC00iB
3BipsuIbHA BiIOMICTh Pe3y/bTaTiB iHBEHTapU3alLlii TOBAPHO-MaTepialbHUX LIHHOCTEH
IHBeHTapu3aliiiHuil onrc HeOOOPOTHHUX AKTUBIB
[aBeHTapU3aIiiHA OMHC 3amaciB
[HBeHTapHU3aIiitHAiA oTHC MaTepialbHUX [IHHOCTEH, MPUIHIATHX HA BiIIOBIaTbHE 30epiraHHs
3BipsuIbHA BiIOMICTh Pe3y/bTaTiB iHBeHTapH3alii HEOOOPOTHHUX aKTUBIB
3BipsuIbHA BiIOMICTh Pe3yJbTaTiB iHBEHTapH3allii 3amaciB

AKT iHBeHTapm3allii 1e6iTopchkoi abo KpenTuTopchKoi 3a00pTroBaHOCTI, CTPOK TTO30BHOT JABHOCTI K0T MUHYB
1 sIKa MIaHY€THCSA A0 CIIMCAHHS

AKT iHBeHTapH3allii po3paxyHKiB IOA0 BiIIIKOIYBaHHS MaTepialbHUX 30UTKIB
[IpoTtokon iHBeHTapHU3aIliitHOT KOMicCiT

JoxymeHTauis 3 00/1iKy Ta CIMCAHHSI OCHOBHHUX 32c00iB
AKT npuiiMaHHS-TIepeadi (BHY TPIITHBOTO TIEPEMIIIIEHHs) OCHOBHHX 3aC00iB

AKT npuiiMaHHA-3/1a41 BiAPEMOHTOBAHUX, PEKOHCTPYHOBaHHUX Ta MOJIEPHI30BaHUX 00’ €KTIB



AKT CIICaHHSI OCHOBHUX 3aC00iB
AKT Ha CIMCaHHS aBTOTPAHCHIOPTHUX 3ac00iB
IuBeHTapHa KapTKa 00Ky OCHOBHHUX 3aC00iB
Omnuc iHBEeHTapHHUX KapTOK IO 00Ky OCHOBHHX 3aC00iB
KapTtka 0611iKy pyXy OCHOBHHX 3ac00iB
[HBeHTapHUIA CIIUCOK OCHOBHMX 3aC00iB
AKT BBEJICHHS B €KCIUTyaTallif0 OCHOBHHX 3ac00iB
AKT npuiiMaHHS-TIepejadi OCHOBHHX 3ac00iB
AKT BHYTPIIIIHBOTO MEpPEeMiIlIeHHs] OCHOBHHX 3aC00iB
AKT miepefiadi Ha peMOHT, PEKOHCTPYKIIIFO Ta MOJEpHi3allil0 OCHOBHUX 3aC00iB
AKT npuiiMaHHA BiIpEMOHTOBaHUX, PEKOHCTPYHOBAaHHUX Ta MOJIEPHI30BAHUX OCHOBHHX 3ac00iB
AKT criicaHHsI OCHOBHHUX 3aC001B (4aCTKOBOI JIIKBiaIlii)
AKT CITMCaHHs TPYIH OCHOBHHX 3ac00iB
AKT criCcaHHsI TPaHCIIOPTHUX 3ac00iB
AKT CIIFICaHHS BUJIYYEHHUX TOKYMEHTIB 3 0i0mioTeqroro Gpoumy
IuBeHTapHa KapTKa 00Ky 00’ €KTa OCHOBHHX 3ac00iB
[HBeHTapHa KapTKa rpymnoBOro oKy OCHOBHHUX 3ac00iB
IuBeHTapHa KapTka 00Ky OaraTopiyHUX HacalKEeHb
Po3paxyHok amopTH3aliii OCHOBHUX 3ac00iB (KpiM IHIITUX HEOOOPOTHUX MaTepialbHIX aKTHBIB)
Po3paxyHok amopTHu3arii iHIuX HeOOOPOTHUX MaTepialbHUX aKTHUBIB
AKT TIepeOIiHKM OCHOBHHX 3aC00iB

JoxyMeHnTauisi 3 00,1iKy MaJIOIIHHMX TA NIBUAKO3HOUIYBAHUX MpPeMeTiB
BimomicTs monoBHeHHsI (BHITyYEeHHs1) MOCTIHHOTO 3a1acy iHCTpyMEHTIB (IIPUCTPOiB)
Kaprka 001Ky MaOI[iIHHUX Ta MIBUIKO3HONTYBAHUX MTPEIMETIB
3aMOBIIEHHS Ha PEMOHT a00 3aTOYyBaHHS IHCTPYMEHTIB (IIPHCTPOIB)
AKT BHOYTTSI MaJIOLiHHUX Ta IIBUAKO3HOIIYBaHUX IPEIMETIB
AKT Ha CIUCaHHA IHCTPYMEHTIB (IIPUCTPOIB) Ta 0OMiH 1X Ha MpUAATHI
OcoboBa KapTKa 00JIKY CIIEHOASTY, CIICIB3YTTS Ta 3armo0KHUX MPUCTPOIB
BigomicTs 00:1iKy BHaadi (ITOBEPHEHHS) CIIETIOAATY, CIIEIIB3YTTS Ta 3alI001KHUX TPHUCTPOIB
AKT Ha CIIMCaHHS MAJIOLIHHUX Ta MIBUIKO3HOIIYBAHHUX MTPEIMETIB

JdoxkyMeHnTauisi 3 00;1iKy CHPOBHHH Ta MaTepiaJiB

XKypnan peectpauii goBipeHOCTEH

[IpuOyTroBHii opAep



AKT TIpo puitMaHHS MaTepialiB

AKT-BHMOTa Ha 3aMiHy (ZOIaTKOBUH BiIMYyCK) MaTepialiB

Haxmnagna-Bumora Ha BifllycK (BHYTPIIIHE TIEPEMILIICHHS ) MaTepiajiB

Peectp npuiiMaHHS-3/1a91 TOKYMEHTIB

BimomicTs 00Ky 3aIHIIKIB MaTepiaiB Ha CKIIai

AKT npo npuiMaHHs yCTaTKyBaHHS

AKT npuiiMaHHA-TIepeiadi yCTaTKyBaHHSA A0 MOHTaXy

MarepiaiabHU# SpIUK

AKT TIpo BUSIBIIEH] 1€(DEKTH yCTaTKyBaHHS

CurnanpHa IOBiAKa PO BigXuIeHHS (DaKTHYHOTO 3AIMIIKY MaTepialliB BiJl yCTAHOBIEHUX HOPM 3aIlacy

MarepiaiabHu# 3BIT

IaBeHTapu3aLiiHuil onuc

AKT Mpo BUTpaTy AaBaJbHUIBKUX MaTepialliB

Kaprka 06:71iKy ycTaTKyBaHHS I yCTAHOBICHHS
YHI®IKOBAHA CUCTEMA ®ITHAHCOBOI JOKYMEHTAIIIT
JlokyMeHTaLisl, IKY 32CTOCOBYIOTH y NPOLeci BUKOHAHHSA OI0IKeTy

Komrropuc

IItarHuit po3nuc

TunoBuid MTAaTHUNA PO3IUC

3BEICHUI KOIITOPHC

JloBiaka mpo 3MiHHU 10 KOIITOPHCY

YHI®IKOBAHA CUCTEMA JJOKYMEHTAIIII I3 IIPAII, COLIAJIbHUX TMTAHb 1
COIIAJIBHOI'O 3AXUCTY HACEJIEHHA

JlokyMeHTallis i3 COIiabHOTO 3aXKUCTy OCI0 3 IHBAJIIHICTIO

3BiT IpO 3aHHATICTH 1 MpaleBIAIITYBaHHS 0Ci0 3 IHBAITHICTIO

3asBa mo [lopsnky Buadi JOBIAKH MPO YUCEITHHICT MPAIIOIOYIX 0CI0 3 THBAIITHICTIO
CHmcoK MpaItorounX 0c¢i0 3 IHBaJITHICTIO

JlokyMmeHTallis i3 IpareBIamTyBaHHs

Iadopmanis mpo KiABKICTh MPaLEBIAITOBAHUX TI'POMajAsH Cy0’€KTaMHM TOCIOAAPIOBAHHS, SKI HAIaloOTh
HOCJIYTH 3 IOCEPETHUIITBA Y MPALeBIalITyBaHHI

Iadopmanis npo BakaHcii

Indopmanis mpo 3amIaHoBaHE MacoBe BUBIIbHEHHS MNPAliBHUKIB Yy 3B’A3Ky 13 3MiHAMH B Oprasizamii
BHPOOHUIITBA 1 TIpaIli

[adopmanis npo 3alHATICTD 1 MpaleBIaIITYBaHHS I'POMasiH, IO MarOTh JONATKOBI rapaHTii y CIpHUSHHI
TpareBIAIITYBAHHIO



YHI®IKOBAHA CUCTEMA BYXTAJITEPChKO-OBJIIKOBOI TOKYMEHTAIIIT
JokymeHTaris 3 00J1iKy BUKOPUCTaHHSI pOOOYOT0 Yacy Ta PO3paxyHKiB i3 mpauiBHUKaMH
Tabeinb 001Ky BUKOPHCTAHHS pOO0OUYOTro Yacy
JoBiaka mpo 3apo0iTHY TIaTy
JloBiaKa IIpo A0XOmH

Jlucrox Hempare3aTHOCTI



JonaTox 2
1o [HCTpyKIIii 3 AUTOBOICTBA 3aKIIaLy
(myskr 1.5 po3niny II)

BUMOI'N

10 0(popMIICHHSA PEKBI3UTIB OpraHizaniiiHO-po3NoOPsAA40l JOKYMeHTaLil

Ha3Ba

Bumorn

Cknan
PEKBI3UTIB
JIOKyMEHTIB

1 — 300paxxenns [lep:xaBrnoro I'epba Ykpainu, ['epba ApronomHoi Pecry6miku Kpum
2 —300pakeHHs1 eMOJIeMHU IOPUANYHOI 0coOU abo TOProBeabHOI MapKH Ui TOBApiB 1
MOCIIYyT)

3 — HaliMeHyBaHHS IOPUANYHOI 0COOU BUIIOTO PiBHA

4 — HaliMeHyBaHHs IOPUIUYHOI 0coOU

5 — HaliMeHyBaHHS CTPYKTYPHOTO HiIPO3/LTy IOPHINYHOI 0COOH

6 — TOBIAKOBI JaHi PO IOPUAUIHY 0COOY

7 — xon (hopMH JTOKyMEHTa

8 — Koz FopUAnYHOT 0cO0u

9 — Ha3Ba BUIly JOKYMEHTA

10 — nata qoKyMeHTa

11 — peecTpamiitHuil iHAEKC TOKyMEHTa

12 —mocuyiaHHS Ha peecTpaliiHuil iHJAEKC 1 JaTy JOKyMEeHTa, Ha SKUH JaroTh
BIIIOBIb

13 — miclie CKJIaIeHHS IOKYMEHTa

14 — rpu¢ oOMexxeHHS JOCTYIy /10 TOKyMEHTa

15 —ampecar

16 — rpu 3aTBEpHKEHHS JOKYMEHTA

17 — pe3omontist

18 — BimMiTKa TIPO KOHTPOJIh

19 — 3aroJI0BOK 10 TEKCTY JOKYMEHTA

20 — TEKCT TOKyMEHTa

21 — BigMiTKa PO HASIBHICTH JOJATKIB

22 — migmnuc

23 — BiIOMTOK MEYaTKu

24 — Bi3a IOKyMEHTa

25 — rpud moromKeHHs (CXBaJCHHs) TOKYMEHTA

26 — BiIMITKa TIPO 3aCBiYEHHS KOIIii JOKYMEHTa

27 — BIiIOMOCTI TIPO BUKOHABIIS JJOKYMEHTA

28 — BiAMITKa PO O3HAMOMIICHHS 3 JOKYMEHTOM

29 — BiAMITKa PO BUKOHAHHS JOKYMEHTA

30 — BiAMITKa PO HAIXOHKEHHS JOKYMEHTA JI0 FOPUAUYHOT 0co0n

31 — 3amuc npo nep:kaBHy peeCTpariio

32 — BiaAMITKa PO HAIBHICTH MPUMIPHUKA 3 TATIEPOBUM (€JIEKTPOHHUM) HOCIEM
1HbOopMaIii

300paxeHHS
JepxaBHOTO
I'ep6a Ykpainu

Jo3BoneHo po3mimryBaru 300pakeHHs [epkaBHoro repba Ykpainu Ha OnmaHKax
JIOKYMEHTIB OpTaHiB MICIIEBOTO CAMOBPSIyBaHHS, a TAaKOXK Ha OJIaHKaX TO0KYMEHTIB
IHIIMX WOPUIMYHUX O0Ci0, AJsl SIKUX OPraHu MicIeBOr0 CAMOBPS/AYBAHHS €
OpraHamMu BUIIIOTO PiBHSI.

3o0paxenns [epba AsroHomHoi PecnyOmiku Kpum po3mimyroTh Ha OnaHkax
JOKYMEHTIB IOpUAMYHUX 0ci0 ABToHOMHOI PecnyOmiku Kpum nume pazom i3
300pakeHHsIM JlepxaBHoro repba Ykpainu 3rij1HO i3 3akoHOM YKpaiHu

300paxeHHs
emonemMu

300paxenHs emOnemMn Ha ONaHKYy JOKyMEHTa HE BIATBOPIOIOTH, AKIIO Ha OJaHKY €
300paskeHHs repOiB.




He MoxHa 3aMiHIOBaTH HaliMEHYBAaHHS IOPUIUYHOT 0cOOM 300pa’keHHSIM eMOieMu,
HaBiTh SIKIIO HalMEHYBaHHs IIOBHICTIO BIATBOpEHO B 300paxeHHi. Lleil pekBizut
BHUKOPHCTOBYIOTB JIMIIIE PA30M 13 HAallMEHYBaHHSAM FOPUAUYHOT 0cO0H.

Posmipu 300pakeHHss emOnemum He OOMEXyIOThCs. PekoMeHoBaHa BHCOTa
300paxeHHs — He OibIa HiK 17 MM.

300pakeHHS eMOIEMHU PEECTPYIOTh B YCTAHOBICHOMY 3aKOHOIABCTBOM MOPSIKY.

Kon opranizamii

IIpoctapmnstioTs 3a €JIPTIOY miciist peKBI3UTY JOBIIKOBI JIaHI IPO OpraHi3alliio

Hazsga
FOPUIUYHOL
0c00H BHILIOIO
piBHS

HailimeHyBaHHSI IOpUIMYHOI OCOOM BHIIOTO PIBHS 3a3HA4YarOTh CKOpOUEHO. SIKIIO
HeMmae oQiiHHOTO CKOPOYCHHS [bOTO HAWMEHYBAHHS, TO OT0 3a3Ha4al0Th MOBHICTIO.

HaiimenyBaHHS IOpUANYHOT 0COOHM BHIIIOTO PIBHS PO3MILIYIOTh BHIIE HAHMEHYBAaHHS
FOPUANMYHOI 0COOM — aBTOpa TOKYMEHTA

Hazga 3akmany
OCBITH

Ha3spa 3akmagy OCBITH —aBTOpa JIOKyMEHTa Ma€ BIIIOBIIaTH IOBHOMY
HallMeHyBaHHIO, 3a3HaY€HOMY y CTaTyTi (TosnoxenH1). Hukde moBHOTo HaliMeHyBaHHS
(OKpeMHUM pSIIKOM y TEHTPi) PO3MILIYIOTh CKOpPOYCHE HaMEHYBaHHS OPUIMYHOI
ocobu, fAKmo Horo o¢iuiiHo 3agikcoBaHO y cTaryTi (monokeHHi). CkopodeHe
HalMEeHYBaHHS 3a3HAYA0Th y IYKKaX 200 0e3 HUX.

VY pasi ohopMIieHHST JOKYMEHTIB, MiArOTOBICHUX KUJIBKOMa IOPUINYHUMHU 0CO0aMH,
iXHE HaWiMEHyBaHHS PO3MINIYIOTH Ha OJHOMY piBHI, a Ha3By BHJy IOKyMEHTa —
nocepenuni. JliBopyd 3a3Ha4arOTh JaTy TOKYMEHTA, MPaBOPyd — peeCTpariiHuil
1HIEKC JOKYMEeHTa. Y 1IboMY pa3i 300pakeHHs repOiB, eMOJieM) He BiITBOPIOIOTH

Hazga
CTPYKTYPHOTO
MiPO3ALTY
3aKJIagy OCBITH

HaiimeHnyBaHHS ~ CTPYKTYpPHOTO  MiPO3AUTYy  IOPUAWYHOI  OCOOHM,  30KpemMa
BiJJOKPEMJICHOTO CTPYKTYPHOTO MiAPO3iTy, 3a3HA4alOTh Yy pasi, SKIIO CTPYKTypHHIM
MiAPO3IIT € aBTOPOM JIOKYMEHTa, 1 pO3MIILIYIOTh HIKYE HAMEHYBaHHS IOPHIUYHOL
0co0H.

Bumorn n0 HamucaHHS HaliMEHYBaHHS CTPYKTYPHOTO MiIPO3AUTY IOPHIWYHOI
0oco0H, 30KpeMa BiJOKPEMJICHOTO MiApO3/LTy, YCTaHOBIEHI HakazoM MiHicTepcTBa
FOCTULII YKpaiHu

JloBinkoBi  jgaHi

JIoBiZIKOBI 1aHi PO 3aKJIal MiCTATh:

po 3aKjag [ @  MOWITOBY ajpecy;
OCBITH ° HOMepH TenedoHiB, (PaKCiB, TEIEKCIB;
®  paxyHKIiB y OaHKY;
®  ajpecy eJIeKTPOHHOI MOUITH, BeO-CalTy TOIIO).
IX po3MilyIOTE HMKYE HA3BH 3aKIay OCBITH a0 CTPYKTYPHOIO HiJpO3iIy
HazBa Buny 3a3HayaroTh Ha OJIaHKYy KOHKPETHOTO BUIY JOKYMEHTA 1 3arajbHOMY OJaHKY IiJ] yac
JIOKyMEHTa oopmIIeHHS pPI3HHUX BHJIB JOKYMEHTIB, OKpiM JucTiB. BkazywTs Tinibku B

rapaHTiliHUX.

HasBa Bumy mokymeHTa (Hakas, pIlIEHHS, MPOTOKOJ, AaKT, IOBiIKa, JOMOBIJIHA
3armucka Tommio) npykyerbes BEJIMKWMMUM JIITEPAMUM Ta mae BimmoBimaté HasBi,
3adikcoBaHii y Tmepemiky yHipikoBaHUX (OpPM TOKYMEHTIB, 3alpOBADKCHUX B
IOpuandHiA  0co0i. Takwid mepemik Mae MICTUTH Ha3BU YHipikoBaHUX (opM
nokymeHTiB 3rigHo 3 JIKY]l Ta Ha3Bu IHIMX JAOKYMEHTIB, IO BiJIIOBIIalOTh
OpraHi3aliifHO-IPaBOBOMY CTaTyCy IOPHIMYHOI OCOOM, 3aKPIIJICHOMY B TIOJIOXKCHHI
(craryTi).

Ha3By BHIly nOKyMeHTa Ha MO3IO0BXKHIX OJaHKaX PO3MILIYIOTh MOCEpEIuHi, a Ha
KyTOBUX — Yy JIIBOMY BE€PXHbOMY KyTi MijJl pekBi3UTOM «HaiimMeHyBaHHS HOPHINYHOI
ocobu» a00 «HaliMeHnyBaHHs CTPYKTYPHOI'O IIAPO3AiIY FOPHANIHOI 0COOM)

Jlara mokymeHTa

Lle, BimmoBigHO, MaTa HOTO IMiMUCAHHS, 3aTBEP/HKCHHS, IPUIHATTS, peecTpallii abo
ckianenHs. KpiMm Toro, naTyroTs yci ciry)k00Bi BiIMITKH, TPOCTaBJICH] HAa JJOKYMEHTI, a
came: Bi3y, pe30JioLil0, BiAMITKY NMpo 3acBilyeHHs KOMil JOKYMeHTa, BiIMITKy
NMPoO HAIXOIKEHHSl JIOKYMEHTa 0 IOPWIUYHOI 0CO0H, BIAMITKY NP0 BHKOHAHHS
JOKYMEHTA, BiAMITKY NPO 03HAIOMJIEHHS 3 JOKYMEHTOM.

Jary odopmiroroTs HHPPoBUM a00 CIOBECHO-IIU(PPOBUM CIIOCOOOM:

02.11.2021
2021.11.02




02 nucmonaoa 2021 poxky
02 aucmonaoa 2021 p.

VY pi3HHX peKBI3UTaXx OJHOTO JOKyMEHTa Jara Moxke OyTu odopmieHa sK
CJIOBECHO-LIU(POBUM CITOCOOOM, TaK 1 HIU(PPOBUM.

VY crnibHUX AOKYMEHTAX, MiJrOTOBICHUX BiJl IMEHI IBOX i OUTBIIE FOPUAMIHUX OCI0,
3a3HavalOTh OJHY /ATy, U0 BiAMOBIIA€ aTi MPOCTABICHHS OCTAaHHBOTO MiITHCY.

Jlary moxyMeHTa Ha OJIaHKy IPOCTABIISAIOTh y CIEIiaIbHO BiBEICHOMY MiCIIi.

VYV BHYTpIIIHIX CIy)XO0BHX [OKYMEHTax (3asBax, JONOBIIHUX 1 MOSCHIOBAJILHUX
3amucKax Tomio), oopMiIeHMX He Ha OJAHKY, JaTy NPOCTaBISIOTH JiBOPYY Bif
0COOMCTOTO MiNUCY aBTOPa JOKYMEHTA.

Y pa3i 3acrocyBaHHs iH(pOpMaIiiHUX (aBTOMAaTH30BaHWX) CHCTEM OpraHizarii
JIUIOBOJICTBA  JIOITYCTUMO IPOCTABIATH JaTy peecTpamii JOKyMEeHTa Yy CKJIal
mTpux-koay abo QR-xomy, mo cTBOprOETBCA 3acob0amu IIi€i cHCTeMH, 3TiIHO 3
noctanoBoto Kabinety MinicTpiB Ykpainu.

HITpux-Koa NPOCTABJISIIOTL y HEHTPi HHUMKHHLOIO MOJSA TepuIoi CTOPiHKH
nokymenTa, QR-kox (21 mm X 21 MM)—y HH:KHBOMY JIiBOMY KyTi mnepuuioi
CTOPIHKH IOKYMEHTAa

Peecrparniiinuit
1HOEKC
JIOKyMEHTa

Peecrpaniiinmii iHAEGKC JOKYMEHTa CKIQNAEThCA 3 MOPSAKOBOIO HOMEpa IBbOTO
JOKYMEHTa B MEXax TpYyNu JOKYMEHTIB, IO PEECTPYIOTh, SKUH JOMOBHIOETHCS
1HAGKCaMM, IO 3acCTOCOBYIOTh B IOPHIMYHIM 0co0i, 30KpeMa IHIEKCOM 3a
HOMEHKJIaTYPOIO CIIpaB, CTPYKTYPHOTO IMiAPO3/ALTY, KOPECIOHICHTIB, TTOCAJ0BUX OCIO,
SKI PO3MISAA0Th a00 MiANUCYIOTh JOKYMEHT, BUKOHABIIB, MUTaHb JiSIBHOCTI SIKUX
CTOCY€ETHCS JOKYMEHT.

CknaioBi 4YaCTHHHU PEECTPALifHOTO IHIEKCY BIJOKPEMIIIOIOTh OJHA BiJl OXHOT
MPaBOOIYHOIO TTOXHIIO0 PUCKOIO.

123/01-10, ne 123 — nopsAKOBHI BXiAHMHA HOMEpP JOKYMEHTa y MeEXaX POKY,
01-10 — igmeKc crpaBu 32 HOMEHKJIATYPOIO CIIPaB

321/01/01-10, ne 321 — nopsiIKOBUN BXIIHUI HOMEp JHOKYMEHTA Y MEXaxX POKY,
01 —Homep cTpykTypHOro miaposaiay, 01-10 — innekc cnpaBu 3a HOMEHKJIATYypOIO
crpaB

01-10/456, o0e 0I1-10—inmekc cOpaBd 3a HOMEHKJIATYpOIO  CIIpaB,
456 — nopsAAKOBUYI BUXIAHMI HOMEpP TOKYMEHTA Y MEXaxX POKY

VY cnimpHOMY OKYMEHTI, IMiJrOTOBJICHOMY BiJ IMEHI JBOX 1 OUIbIIE FOPUIUIHHUX
oci0, peecTpamiiHuil 1HIEKC Ma€ MICTHTH 1HAEKCH, IPUCBOEHI JOKYMEHTY KOXXHOIO 3
WX FOPUANYHUX OCIO, SKi MPOCTaBISAIOTH 4Yepe3 MPaBOOIYHY IMOXWIIY PUCKY B Tii
MOCJTITOBHOCTI, Y SKiH TOKYMEHT ITiIMMUCAaHO HOTO aBTOPaMH.

987/321/654

Micue po3rairyBaHHSI PEeECTPALIHOTO iHAEKCY Ha JOKYMEHTI 3aJIe)KUTh BiJl BUIY

OJaHKa Ta BUY TOKYMEHTa

ITocumanus Ha

[locunanuss Ha peecTpauidHUN IHAEKC 1 JaTy JIOKyMEHTa Ma€ MICTUTH

peecTpartiitHmii peecTpaniitHuii iHAeKC Ta JaTy TOr0 JOKYMEHTa, Ha SIKUW Jal0Th BiJIIOBIb.
1H/EKC 1 AaTy [TocunanHs Ha peecTpaliiHUH 1HAEKC 1 1aTy JOKYMEHTa PO3MINIYIOTh HHXK4YE ab0 Ha
JIOKYMEHTa PiBHI peecTpaiiifHOTO 1HJEKCY y CIIeIialIbHO BiJIBEICHOMY Miclli Ha OJIaHKY.

6i0 02.11.2021 Ne23/01-13

Ha N 6i0

AbBO

6i0 02.11.2021 Ne23/01-13 Ha Ne 8i0
Micrie Micrie ckiiajieHHsI JOKYMEHTA 3a3Ha4ar0Th Ha BCiX JJOKyMEHTaX, OKPiM JIMCTIB.
CKJIa/IeHHs 2060 Micne ckianeHHs JOKyMEHTa pO3MIIIYIOTh Ha piBHI a00 HIDKYE peKBi3uTiB «Jlata
BUAAHHA JOKyMeHTa» M «PeecTpamiitHuii iHAEKC JOKYMEHTay.

JIOKYMEHTa




Micne ckiaJieHHs JOKyMEHTa Ma€ BiAMOBIJaTH HaliMEHYBaHHIO HACEJIEHOTO MYHKTY
3rigHo 3 JIK 014.
Kuis
cmm I'ocmomens Kuiecokoi oonacmi
c-uge Cmenoge @acmiecvkozo paiiony Kuiecvkoi oonacmi
c. bepesziexa Makapiecvkozo paiiony Kuiecvkoi oonacmi
VY pa3i 3a3HaueHHS B IbOMY pEKBi3uTi croiumi «KUiB» CKOPOYEHHS «M.» HE
3aCTOCOBYIOTb.

Anpecar

AJnpecaraMu JIOKyMEHTa MOXYTh OyTH Oprasisailii, iXHi CTPYKTYpHI HiApO3AiIH,
MOCaJoBi 0coOM Ta TpOMAAsHHU. Y pasil aJpecyBaHHs JOKyMEHTa oprasizamii abo ii
CTPYKTYPHOMY TiApO3/ALIOBI 0€3 3a3Ha4eHHs MOCaa0BOi 0COOM iXHI HAa3BH MOAAIOTH y
Ha3UBHOMY BIJIMIHKY.

Jenapmamenm oceéimu i nayku
Kuiscbkoi oonacnoi deprcasnoi aominicmpauii

VY mHaliMeHyBaHHI ajpecara JOIMYCTUMO 3a3HA4aTH CKOpOYCHE HalMEHYyBaHHS

IOPUANYHOT 0cO0n
JIOH KO/IA

VYV pasi azpecyBaHHs JTOKyMEHTa KEpIBHMKOBI YCTAaHOBM a00 HOro 3acTyMHHUKOBI

Ha3Ba yCTAHOBU BXOJIUTH JI0 CKJIQJy Ha3BU MOCAAU ajpecara.
Hupexmopy /lenapmamenmy oceimu i Hayku
Kuiscvkoi oonacnoi deprcasnoi aominicmpauii
Bnacue im’a IIPI3SBHIIE

SIKIO TOKYMEHT HaACHWIAIOTh IMOCAA0BIH 0c00i, Ha3By yCTAHOBW 3a3HAYaIOTh Y
Ha3MBHOMY BiJIMiHKY, a TIOCaJTy i IPi3BHUIIE aapecara - y 1aBajJbHOMY.

Jlenapmamenm oceéimu i HayKu

Kuiscbkoi oonacnoi deprcasnoi aominicmpauii
Bioodin oowkinenoi, 3azanvhoi cepednvoi

ma no3awKinbHoi oceimu

Hauanvnuxy 6ioodiny

Bnacue im’a IIPI3SBHIIE

SIKIO MOKYMEHT aJpecyloTh 0OaraTbOM OJHOPIAHUM OprasizalisM, ajapecara
3a3HAYarOTh y3araJbHEHO.

Kepisnukam 3axnadie 3azanvhoi cepeonbvoi oceimu

JIOKyMEHT He MOBHHEH MICTUTH OUIbIIEe YOTUPHOX aapecaTiB. CIOBO «KOIIisH» mepes
3a3HAYCHHSIM aJpecara HE CTaBJsATh. 32 HASBHOCTI OUIBINOI KUTBKOCTI ajpecariB
CKJIaJJaf0Th CIHMCOK JJIsl PO3CHJIAHHS, a HA KOXKHOMY JOKYMEHTI 3a3HA4ar0Th TiIbKH
OJTHOTO ajipecara.

Jo pekBi3uty «Anpecar» BXOIuTh momroBa aapeca. [lopsaok i ¢opma 3ammcy
BiJJOMOCTEH TPO TOIITOBY aapecy YCTaHOBH MaroTh BianoBinatu [IpaBuiam HamgaHHS
MOCIYT MOIITOBOTO 3B'A3KY.

enapmamenm oceéimu i Hayku

Kuiscbkoi oonacnoi deprcasnoi aominicmpauii
eyn. Xpeuwjamuk, 6,

m. Kuis, 01001

SIKIO  MOKYMEHT HaJACHIaloTh (Qi3WdHIA 0co0i, TO Yy Ha3WMBHOMY BiJIMIHKY
3a3HaYalOTh MPI3BHIIE Ta BIACHE iM s, aJipecara, ByJIHIII0, HOMep OyIUHKY 1 KBApTHPH,
HaceJIeHU! MyHKT, pailoH, 006JacTh, MOIUITOBUM 1HIEKC.

Ilempy Ieanuenky

eyn. Caoosa, 6yo. 7, ke. 24,
M. Y3umn,

binouepxiecoxuii p-u, 09161

I'pud
3aTBepI[)K€HH$I
JOKYMCHTA

3aTBEepIKCHHS YTNPABIIHCHKUX JTOKYMEHTIB 3MIHCHIOETHCS OCOOMCTO KEePiBHHKOM
3aKJIay BiJIMTOBIAHO JI0 OTO TTOBHOBa)KEHB 200 PO3MOPSIINM JOKYMEHTOM 3aKIay i3




3a3HAYCHHSIM Ha JIOKyMEHTI rpuda 3aTBepKeHHSA, O(OPMIICHOTrO BiAMOBIIHUM
YUHOM.
3ATBEP/PKYIO
Jupexmop zimnazii N 5
Hionuc Bnacue in’a IIPI3BUIIE
07.03.2021
Y pa3i 3arBepUKEHHS JIOKYMEHTa pILICHHSAM KOJIETiaJbHOTO oOprany rpud
3arBepkeHHs ckiaaaetscs 31 cnoBa 3ATBEP/DKEHO (6e3 namok), Ha3Bu, naTH i
HOMeEpa JOKYMEHTa Y Ha3UBHOMY BiJMIHKY.
3ATBEP/’KEHO
IlIpomokon 3acioanna nedazoziunoi paou
2imnasii N 5
06.05.2018 N 40
IlepeJiix BUAIB JOKYMEHTIB, 1110 MAIOTh OyTH 3aTBEP/XKEHI 3 IPOCTABISTHHAM Tprda
3aTBEpKCHHS, BU3HAYA€ 3aKJ1a/] OCBITH Ha Ii/ICTaBl 3aKOHO/IABCTBA TA 3 YHECCHHAM
B IHCTPYKIIIIO 3 J1IOBOJICTBA

Pesomromis

Pezomtonist — e 3po0ieHuii mocaoBo0 0CO00K0 HANKMC HA TOKYMEHTI, 10 MiCTHTb
CTHUCIIUH 3MICT NPUIHATOrO HEIO PIIIEHHS 100 BUKOHAHHS JIOKyMEHTA.

Pe3omionisi MakcMManbHO MOXKE CKJIAJaTUCS 3 TaKUX E€JIEMEHTIB: Mpi3Bulle(-a),
BiacHe(-1) iM’si(-eHa) BUKOHABLA (-iB) y JaBaJbHOMY BIMIHKY, 3MICT JOpy4Y€HHS,
CTPOK BUKOHAHHS, 0COOMCTHII MiJNKC KepIBHUKA, JaTa.

Ilpizeuwie Bnacue im’s

IIpouwiy niozomyeamu npoexm 002060py
npo nocmauanns zazy 0o 25.05.2019
Ocooucmuii nionuc

Hama

SIKmo nopydeHHsT HaJaHO KUIBKOM IMOCAJA0BUM 0C00aM, TOJOBHMM BHUKOHABLIEM
JIOKYMEHTa € oco0a, 3a3HayeHa B pe30JIoLlii MepIoro.

Ha noxymeHTax i3 CTpoOKaMu BHUKOHAHHS, 110 HE MOTPEOYIOTh J0IaTKOBUX BKa3iBOK,
y pe30IIIolii 3a3Ha4al0Th BUKOHABIS, MIAMKC aBTOPA PE3OIIOLIT 1 AaTy.

Pe3omioniro  mpoCTaBIAIOTH PYKONUCHO O€3MOCepeHhO Ha JOKYMEHTI HIDKYE
PEKBI3UTY «ApecaT» mapaieilbHO A0 OCHOBHOTO TEKCTy a00 Ha BUTBHOMY BiJl TEKCTY
MicIl y BEpXHill YacTHHI NEpIIOro apKylla 3 JIMIBOBOTO OOKy, aje He Ha IOl
JOKyMEHTA, IPU3HAYCHOMY IS ITiJIINBaHHS.

SIKI0 Ha TOKYMEHTI HeMae BUIBHOTO MICI JUTsl Pe30iolii a00 JOKYMEHT Mijisirae
NOBEPHEHHIO, a00 I¢ eNEeKTPOHHUH JOKYMEHT, TO PE3OJIOLil0 O(QOpPMIIOIOTH Ha
OKpEeMOMY apKy1ii ado crieniaibHOMy OJIaHKY, Ha SIKOMY 3a3HA4alOTh Jary.

Ho ex. Ne 123/01-10 gio 02.11.2021

BiamiTka ipo
KOHTPOJIb

BigmiTka m[po KOHTPOJIb O3HA4Ya€, IO JOKYMEHT Y35TO Ha KOHTPOJb IS
3a0e3neyeHHs 10ro BUKOHAHHS B YCTaHOBJICHUN TEPMiH.

BingmiTKy Tpo KOHTpOJIb TO3HAYalOTh BEIHMKOIO JiTeporo «K» um cioBoM
«KonTponb» (pykomucHO a00 3 BUKOPHUCTAHHSAM IITaMIia) Ha JIBOMY TOJI TEPIIOTO
apKylla JOKYMEHTA Ha PiBHI 3aroJ0oBKa A0 TEKCTY.

3aroa0BoOK 110
TEKCTY
JIOKyMEHTa

3arooBOK A0 TEKCTYy JOKYMEHTa Ma€ MICTUTH CTHUCJIHMA BHKJIaJ OCHOBHOTO
CMHCJIOBOTO acCIeKTy 3MICTy IOKyMeHTa.
3arooBOK 10 TEKCTy JOKYMEHTa Mae€ OyTH KOPOTKHM, IPaMaTUYHO Y3TOKCHHUM i3
Ha3BOIO JOKYMEHTA, TOYHO TEpeaBaTH 3MICT TEKCTy Ta BiAMOBIJAaTH Ha 3alUTaHHS
«IIpOo 10 ?7», KIOT0?», KKOTO?».
Hakas3 (npo wi0?) npo nadannus gionycmku
Jucm (npo w0?) npo opzanizayiro Kongepenyii
IIpomoxkon (w020?) 3acioanns amecmayinnoi Komicii
Iocaooea incmpyxuisn (ko20?) 201061020 cheuianicma

Texkct JOKYMCHTA

MicTtuts iHbOpMAaIiiio, 3apagd hiKCyBaHHs IKOi OYI0 CTBOPEHO JOKYMEHT.




Opranizanii 301HCHIOIOTH JUIOBOJACTBO, BEAYTh JOKYMEHTAIll0 1 JIMCTYBaHHS
YKpaiHChKOIO MOBOIO. TEKCT JOKyMEeHTa TOBWHEH OyTH BUKJIAQJACHUW CTHUCIIO,
IpPaMOTHO, 3pO3yMisio, 0€3 TMOBTOpPIB Ta BXKHMBAaHHS CIIB 1 3BOPOTIB, SIKI HE HECYTh
CMUCIIOBOTO HaBaHTAKEHHSI.

TekcT 0hOopMITIOIOTH Y BUIIISIII CYIIUTBHOTO CKJIQJHOTO TEKCTY, aHKETH, TaOIHIll abo
nmoeqHaHHS 1UX (opM. SIKIO YaCTHMHHM TEKCTY MAlOTh Pi3HI CMHCIIOBI acmeKkTH abo
TEKCT JOKYMEHTa MICTUTh JIEKiJbKa PillIeHb, BUCHOBKIB TOIIO, HOro Tpeba po30uTH Ha
pO3aiIK, MiAPO3MLIH, IyHKTH, HiAMYHKTH, SKi HyMEpYIOTh apaOChKumu nuppamu i
JIPYKYIOTh 3 ab3arry.

Jlns1 giTKO1 opraHizailii TEKCT MOAUISIOTh Ha JIBI CMHUCIIOBI YaCTHHM:

° omuc TpHYWH, (aKTiB, MOMIHA, WO CTadW TIJACTaBOIO [UIsl CKJIaJaHHS
JIOKYMEHTA;

®  BHCHOBKH, IPOMO3HILii, MPOXaHHSI, POMOPSKEHHS, PIllIEHHs, PEKOMEH/1aIlii.

VYV TeKkcTi NOKYyMEHTa, MiATOTOBJIEHOIO BIAMOBIIHO 10 JOKYMEHTIB 1HIIMX YCTaHOB
abo paHille BUJAHUX JTOKYMEHTIB, iX PEKBI3UTH 3a3HA4yarOTh y TakKil MOCIIAOBHOCTI:
Ha3Ba BHUJy JIOKYMEHTa, Ha3Ba yCTAHOBH (aBTOpa IOKYMEHTA), JlaTa, peecTpaliiHui
1HIEKC, 3arOJIOBOK JIO TEKCTY

BinmiTtka ipo
HasBHICTH
IOJIaTKiB

Po3MintyroTs mijg TeKCTOM JOKyMeHTa. JlomaTku 10 JOKyMEHTIB MOXYTh OyTH TPbOX
BUJIIB:

®  JIONAaTKHU-AOKyMEHTH (IHCTPYKIii, MpaBUja TOLIO), IO 3aTBEPIKYIOTHCS a0o
BBOJATHCS B /110 PO3NOPATYMMH JTOKyMEeHTaMu. Ha HUX MOXYTh MpOCTaBIATU TPUP
3aTBEPIKCHHS;

° nomatku (rpadik, cxemu, TaONUIll, CIHMCKH TOMIO), IO MOSICHIOIOTH abo
JIOTIOBHIOIOTH 3MiCT OCHOBHOTO JIOKyMeHTa (Hakas3y, TiaHy, 3BiTy, iHCTpyKIlii Tomo). Ix
o(opMITIOIOTE HAa CTAaHAAPTHUX apKylIax. Y BEPXHBOMY MPaBOMY KyTi MEpIIOTO
apKyIla 3a3Ha4yaroTh CIOBO «JlomaTtok». SIKIIO MOAaTKiB KijibKa, HA HUX 3a3HAYAIOTh
nopsiikoBi Homepu. 3Hak Ne epes n(POBUM MMO3HAYCHHSIM HE CTABIIATD;

®  JOJaTKH, IO € CaMOCTIMHMMHU JOKyMEHTaMH Oe3 3a3Ha4eHHs aJpecHOl
YaCTHUHU 1 HAJICWJIAIOTHCA 13 CYNPOBIAHUM JIHCTOM;

[Ipo HasBHICTH JOAATKIB IO JOKYMEHTa 3a3HAYalOTh MICIIsl TEKCTY JOKYMEHTa Iepes
mignucoM. SIKIIo TOKYMEHT Ma€ JIONaTKH, MOBHY Ha3By SKHX HABOMSTH y TEKCTI,
BIIMITKY TpPO HasIBHICTb J0/IaTKiB 0(OPMITIOIOTH TaK:

JHooamox: na 7 apk. y 2 npum.

SIKIIO TOKYMEHT Ma€ JONATKH, MTOBHY Ha3By SKUX Y TEKCTI HE HABOSATH, Ili Ha3BU
HEOOXITHO TOMATH TMICHIS TEKCTY i3 3a3HAYCHHSM KIJTBKOCTI apKyIIiB y KOXKHOMY
JIOZIATKY Ta KUTBKOCTI 1X MPUMIpPHHKIB.

HHooamku:

1. Jlosioka npo euxonanus naany pemonmuux pooim 3a I xkeapman 2000
p- Ha 5 apk. 6 1 npum.

2. I'paghix pemonmnux pooim na Il keapman 2000 p. na 2 apk. ¢ 1 npum.

SKmo 10 JOKyMEHTa J0NaloTh IHIIMK JOKYMEHT 3 JIOJaTKaMH, BiIMITKY TIpO
HasBHICTbH JONATKIB 0(OPMITIOIOTH TaK:

Hooamox: Bucnoeok caysycou oxoponu npaui 6io 14.09.2018 Ne 8 i dooamok 0o
Hb020, 6cb020 Ha 25 apk. y 2 npum.

3a BeNMKOi KUIBKOCTI JONATKiB Ha HUX CKJIAJAIOTh ONKC, a B CaMOMY JOKYMEHTI
TICJISE TEKCTY 3a3HAYAIOTh:

Jlooamox: 6ionoeiono 0o onucy na 3 apx.

SIKII0 ONAaTOK HAJCWIIAIOTh HE 3a BCiMa 3a3HAaYeHHMMM B JOKYMEHTI aJpecaMu,
BIJIMITKY MPO HAasIBHICTh JOKYMEHTa O(OPMIIIOIOTH TaK:

Hooamox: na 5 apk. y 2 npum., na neputy aopecy

VY nonmarkax JOBIAKOBOTO Xapakrepy (Tpadiku, cxemu, Tabiulli, CIUCKH, (HOpMH
TOIIO) IO OCHOBHOTO JIOKyMEHTa, 3aTBEPIHKCHOTO PO3MOPSIIYNM JTOKYMEHTOM,
BIIMITKY pOOJISITh y BEpXHHOMY MTPABOMY KYTi TIEPIIOTO apKyllia J0aTKa.

Jlooamok 3




00 Incmpykuii 3 dinosoocmea
(nynkm 1.6 po3oiny 1)

VY posnopsauoMy JOKYMEHTI BIAMITKY MNpO HasBHICTh JIoJaTka O(OPMIIIOIOTh
0e3mocepe/lHbO0 B TEKCTI JOKyMEHTa CJOBaMHU: «IIO JOMAETHCS», «(IIOTAETHCA)Y,
«3T1IHO 3 HOOAaTKOM 1», «BIAMOBIZHO MO Jojarka 2» abo «IWB. JOJATOK 3». A Ha
caMOMy JI0/IaTKy JO PO3IMOPSAAYOrO JOKYMEHTAa Yy BEpPXHBOMY MPAaBOMY KyTi HEPIIOTO
apKyIlla MPOCTaBIAIOTh BIAMITKY 3 MOCHJIAHHSAM Ha LEH JOKYMEHT, HOTo AaTy i HoMep.

Hooamox 1
0o naxa3y binouepkiscvkoi zimnaszii No 5
20 nucmonaoa 2019 poxy Ne 321

SIKII0 10 pO3MOPSAAYOro JOKYMEHTa € OJMH JIONATOK, TO HOro He HyMepyHTh. 3a
HAsBHOCTI KUTBKOX JOAATKIB 3a3HAYAIOTh 1XHI MOPSIKOBI HOMepH. 3HaK «Ne» mepen
IU(PPOBUMH TIO3HAUCHHSIMU HE CTaBlsATh. Ha JIpyroMy Ta HACTyNHHX apKylIax
nofarka poomnsaTh BiAMITKy «IIpomoBxkeHHS 1o1aTKay.

VYci nogatku 10 TOKYMEHTIB Bi3y€e TpalliBHUK, SSKHW CTBOPUB JIOKYMEHT, Ta KEPIBHUK
CTPYKTYPHOTO MiPO3AiTy IOPUIMIHOI 0COOH, Y SIKOMY HOTO CTBOPEHO

ITignuc

CkrnamaeTrbess 3 Ha3BU TMOCAaAd OCOOM, SKa MiAMHCYye MOKyMEHT (TOBHOI, SIKIIO
JIOKyMEHT HAJPyKOBAaHO HE Ha ONaHKy, CKOPOYEHOI — Ha JOKYMEHTi, HaJIPyKOBAHOMY
Ha 01aHKY), 0COOMCTOrO MiANUCY, BIACHOTO IMEHI 1 IPi3BUILIA.

1. I'onoea /lepsrcasnozo komimemy

cmamucmuku Yxkpainu  Ilionuc Bnaacue im’a IIPI3BHIIE

2. I'onosa Iionuc Bnaacune im’a IIPI3BUHIIE

PexBI3UT pO3MINIYIOTH MiJ TEKCTOM JOKyMeHTa a0o IiJl BIMITKOIO PO HAsBHICTH
JIOATKIB.

SKII0 TOKYMEHT MiANUCYIOTh Kijdbka (ABi abo Oumbine) ocid, To iXHI Mmiamuch
PO3TAIIOBYIOTh OJMH ITiJ] OJHUM BiJIIIOBITHO JIO ITiIOPSIKOBAHOCTI IMOCAI0BUX OCI0.

Jupexmop Hionuc Bnacue in’a IIPI3BHIIE
Tonoenuit oyxzanmep  Ilionuc Bnacue in’a IIPI3BUHIIE

SKimo JOKYMEHT MiANMKMCYIOTh Kijbka OCi0 OJHAKOBUX TMOCAJ], TO iXHI IiAMHCH

PO3TAIIOBYIOTH Ha OTHOMY PiBHI.
3acmynnuxk  Minicmpa wcmuyii  3acmynuuxk  Minicmpa  ¢inancie
Ykpainu Yxpainu
IHionuc Bnacne in’a IIPI3BUIIE Hionuc Bnacne im’a IIPI3BUIIE

JIOKyMEeHTH KOJeTialbHUX OpraHiB IMiJMUCYIOTh TOJOBa KOJIET1aJIbHOTO OpraHy i
ceKkperap.
Tonosa Hionuc Bnacue im’a IIPI3BHIIE
Cexkpemap  Ilionuc Bnacne in’a IIPI3BHIIE
VY pasi BigcyTHOCTI TOocamoBOi 0OCOOHW, MIANMUC SKOi 3a3HAYEHO B JIOKYMEHTI,
JIOKYMEHT IIJITUCY€E 0co0a, sKa BUKOHYE ii 000B'si3KHM, a0o0 ii 3acTymHHK. Y IbOMY
BHUIIQJKy OOOB'I3KOBO 3a3HAYAIOTh IO0CAay 1 TNPI3BUIIE OCOOM, SKa Tiamucana
JOKYMEHT (BHIIPABJICHHS BHOCATH PYKONHCHUM a00 MAaIlIMHONMCHHM CHOCOOOM),
Hanpukiaza: "Bukonysau o00B's3kiB", "3acTynHuK".
[lignucyBaTu NTOKYMEHT 13 MpUMEHHUKOM "3a" ab0 CTaBUTH MpPaBOOIUHY MOXHITY
PHCKY Iepe]l Ha3BOIO I0Ca He JI03BOJIEHO
3acmynnuk oupekmopa ITionuc Bracne im’a HPI3BUHIIE

I'pud
IIOT'OIPKCHHA
I[OKYMGHTa

Po3mimytors Hux4e pexBizuty "Iliamuc". Bin ckmamaerscs 3i cosa [IOTOPKEHO
(6e3 mamok), Ha3BM TOCAaau OCOOM, sIKa TOTO/KYE ITOKYMEHT (pa3oM 3 Ha3BOIO
oprasizariii), 0COOMCTOTO ITiITUCY, BIIACHOTO IMEHi 1 MPI3BUINA, TaTH ITOTOKCHHS.

HHOorozKyr

3acmynnux oupexmopa 3 HBP
Iionuc Bnacue im’a, IIPI3BUIIE
05.02.2001

SIKIIO JOKYMEHT MOTOUKYIOTh JIMCTOM, IPOTOKOJIOM, aKTOM TOIIO, TO Trpud
IIOTOXKEHHST 0(hOPMITIOIOTh TaK:




IIOI'O/I’KEHO
IIpomoxkon 3acioannsa nedazoziunoi padu 3axknady
23.01.2001 N 2

Bi3u noxymenra

Bi30r0 0opMITIOIOTE BHYTPIIITHE MTOTO/PKEHHS JOKyMEHTa. Bi3a cKkilagaeThes 3 Ha3BH
MOCaIf, 0COOMCTOTO MIAMHKCY, BIACHOTO iMEHI 1 Mpi3BHIIAa 0COOH, SKa Bi3yE TOKYMEHT,
JIaTH Bi3yBaHHA. Bi3y po3MilIyIOTh HWKYE PEKBI3HUTYy 23, K Ha JIMILOBOMY, TakK 1 Ha
3BOPOTHOMY OOIli OCTaHHBOTO aPKYIIa JOKyMEHTA.

3acmynnux oupexmopa 3 HBP
Ilionuc Bnacne im’a, IIPI3BUHIIE
18.09.2021
Bi3y cTaBisITh, Ha IPUMIPHUKAX JOKYMEHTIB, SIK1 3aJIMIIAIOTL B OpraHizaii

Bin6utok BinOutkoMm meuaTku opraHizalii 3acBIAUYIOTh Ha JIOKYMEHTI ITiIMTUC BiAMOBIAAIEHOT
MeYaTKu ocoomn.
BinOuTok meyarku CTaBIATH Tak, MO0 BiH OXOIUTIOBAB OCTaHHI KiJIbKa JITEp HA3BU
Mmocaj 0coOM, SKa IMignmucaia JOKYMEHT, aje He MiJIUC MocazoBoi ocodu, ado
MPOCTABISAIOTh HA OKPEMO BUAUIEHOMY JJIS IIbOTO MicCIi 3 BIAMITKOIO «M. IL».
ITepenik AOKyMEHTIB, Ha SIKi CTaBJSITh BiJIOWTOK TMe4YaTKW, BU3HAYA€ 3aKiajl Ha
[iJICTABi HOPMATHBHO-MIPABOBHX AKTiB. MIOT0 MOAI0ThL B iHCTPYKIII 3 MIJIOBOJICTBA
[pizBume 3a3HavyaroTh Ha JIMIOBOMY OOIll B HW)KHBOMY JIIBOMY KyTi OCTaHHBOTO apKyIla
BHKOHABIII JIOKyMEHTa
1 HOMep HOoTo Huéba Anna 123 45 67
Tenedony Huéba 123 45 67

Huéba Anna 123 45 67, 765 43 2

Huoa Anna 123 45 67
Ilpuxoovxo Hamanin 765 43 21

BinmiTtka npo
O3HAMOMIJIEHHA 3

3 HaKa30m O3HATIOMIICHUIL:
Ocobucmuit nionuc Baacne im’a IIPI3BUIIE

JIOKYMEHTOM Hama
3 nocaoosoro incmpyKuyiclo 03Haiiomnena:
Ocobucmuit nionuc Baacne im’a IIPI3BUIIE
Jama
Bumoru no Jis npykyBaHHSI TEKCTIB JOKYMEHTIB MOTPIOHO BUKOPHCTOBYBATH rapHiTypy Times
odopmIIeHHS New Roman Ta mpudt posmipom 12—14 apykapchKuX MyHKTIB.
JIOKYMEHTIB JlonmycTUMO BHMKOPHCTOBYBAaTH HIpUPT po3MipoM 8§-12 npyKapChbKHUX IYHKTIB JUIS

JpyKyBaHHS PEKBI3UTIB «JlOBiAKOBI aHi mpo opuaudHy ocoOy», «Koxa ropuandnoi
ocobm», «BimoMocTi mpo BUKOHABIS JOKYMEHTa», BAHOCOK, TIOSICHIOBAJIHLHIX HAITHCIB
JI0 OKpPEMHX EJIEMEHTIB TEKCTY JJOKYMEHTa TOIIO.

Jns npykyBaHHA pekBi3uTy «HasBa BHIy AOKyMEHTa» MOXKHa BHUKOPHCTOBYBATH
po3pikeHn PUPT po3mipoM 14-6 NpykapChbKUX MTyHKTIB.

Jns npyxyBaHHs pekBi3uTiB «HaliMmeHyBaHHS I0puaANMYHOI 0coOn», «HaliMeHyBaHHS
CTPYKTYPHOTO MIJAPO3AUTy IOpUAWYHOI ocobu», «Ha3Ba Buay JOOKyMeHTa» Ta
«3arojloBOK 10 TEKCTy JOKYMEHTa» JOMYyCTHMO BHUKOPUCTOBYBATH HaMiBKUPHHIA
npsIMU mpudT.

TexcT HOKyMEHTIB Ha apKymax mnamnepy ¢opmary A4 peKOMEHIOBaHO JAPYKyBaTH
gyepez 1-1,5 MibkpsakoBux iHTepBanu, a ¢opmary AS —uepe3 1 MIKpPAIKOBUIA
iaTepBai. Ilig yac odopmieHHS TOKYMEHTIB, 3a TOTPeOH, MOXKHA 3aCTOCOBYBATH 1HIII
MIDKPSIZIKOBI 1HTEPBAIIH.

PekBi3nuTu moKyMeHTa (KpiM TEKCTY), IO CKIIAIAF0ThCA 3 KUTBKOX psAAKiB («/{oBimkoBi
JlaHi TpO IOPUIUYHY 0C00y», «3arojoBOK 10 TEKCTy JOKyMeHTa», «BiamiTka mpo
HasSBHICTH JOHATKIBY ), APYKYIOTH Yepe3 1 MUDKPSIAKOBUM 1HTEPBAL.




CxyiazioBi 4aCTHMHHM PEKBI3UTIB «Axapecaty, «Ipud 3aTBep/pkeHHS IOKYMEHTay,
«I'pu¢ moromxeHHs (CXBaJeHHs) JOKYMEHTa» BIJOKPEMIIIOIOTh OAMH BiJl OJHOIO
yepe3 1,5 MUKpSAKOBUH iHTEpBAII.

PexBi3uTH JOKyMEHTa BiIOKPEMITIOIOTH O/IMH Bi OHOTO Yepe3 1,5—3 MIXpAIKOBUX
IHTEepBaJIH.

PekBizutn «HaiiMeHyBaHHS FOpUAMYHOI OCOOM BHINOTO piBHS», «HaliMeHyBaHHS
IOpUIUYHOT 0co00m», «Ha3Ba BUAY TOKYMEHTa» IPYKYIOTh BETHKHUMH JTITEPAMHU.

PosumdpyBanna nianucy B pekBi3uTi «llianmuc» IpyKyrTh Ha piBHI OCTaHHbOTI'O
psaKa HalMEHyBaHHSI MOCAH.

MaxkcumanbHa TOBXKHUHA psJiKa O6araTopsIKOBUX PEeKBi3UTIB (OKpiM pekBi3uTy «TekcT
JOKyMeHTa») — 73 MM (28 npykoBaHUX 3HAKIB).

SIKII0 3arojoBOK 1O TEKCTy JOKyMeHTa nepeBuirye 150 npykoBaHuxX 3HakiB (5
PAAKIB), MOTO J03BOJICHO MPOAOBKYBATH 10 MeXi npaBoro mnois. Kpamky B KiHIi
3aroJIoBKa HE CTaBJISTh.

[Ting wac odopmiieHHS JTOKYMEHTIB MOTPIOHO JOTPUMYBATHCS TAKMX BIJICTYIIIB Bij
MEXI JIIBOTO TOJIST JOKYMEHTA:

10 Mm — 0112 ab3auyie y mekcmis;
90 mm — Ona pexeizumy «Adpecamy;

100 mm—ona  pexeizumie  «lpucgh

3ameeporicenua Ookymenma» ma «Ipug

00MedHceHHA 00Cmyny 00 00OKYMEHmMay;
125 MM —onsa
posuiudpyeannusa  nionucy 6
pekeizumi «Ilionucy.

He poOmsith BimCTym Big MeXi JIBOTO TOJNS JJIsi PeKBi3uTIB «J/lara mokymeHTay,
«3aroloBOK 110 TEKCTY JOKyMeHTa», «Tekct mokymeHta» (0e3 abzamiB), «BigmiTka
PO HAsBHICTH JOAATKiB», «Biza moxymeHta», «Ipud moromxeHHs (CXBaJICHHS)
JIOKyMeHTa», «BigMmiTka mTpo 3acBiAYEHHS KOMii JOKyMeHTa», «BigoMocTi mpo
BHUKOHABIIS TOKyMEHTa», «BiamiTka mpo O3HalOMIIEHHS 3 TOKyMEHTOM», «BinmiTka
PO BUKOHAHHS JIOKyMEHTa», HaliMEeHyBaHHs mocaau B pekBi3uTi «Iliamucy, a Takox
ciiB  «CIIVXAJIN», «BUCTYIIWIW», «BUPIIIWIW», «YXBAJIAI»,
«HAKA3V1IO», «<30b0OB’AA3VYIO».

VY pa3i HagBHOCTI KIUIBKOX TpH(]IB 3aTBEpIPKEHHS 1 TMOTOPKEHHS (CXBAJECHHS)
JOKyMEHTa Mepiiuii Tpud ApyKyroTh 0€3 BIACTYIy BiJ MeXi JIBOTO IMOJIS, APYTHHA —
gepe3 100 MM Big MexXi JIIBOTO TTOJIS.

SIKIo B TEKCTI TOKYMEHTa € MOCHJIaHHSA Ha JoAaTKu abo Ha JOKYMEHT, IO CTaB
MiZCTaBOO s HOro MmiArotoBkW (BuAaHHs), cioBa «Jlomarox» 1 «IligcraBay
JPYKYyIOTb 0O€3 BIACTYIy BiJi MEXIi JIBOTO MOJS, a TEKCT N0 HUX — uepe3 |
MDKPSIIKOBHH 1HTEpBAJL.

[lix gac odopmieHHs JOKYMEHTIB Ha JABOX 1 OUIbIIE CTOPIHKAX Jpyra Ta HACTYIHI
CTOPIHKH MarOTh OyTH MPOHYMEPOBaHi.

Homepn cTOpiHOK CTaBisATh MOCEPEAMHI BEPXHBHOTO TOJS apKylla apaOChbKUMHU
nudpamu 6e3 3a3HaYCHHS CIIOBAa «CTOPIHKa» Ta PO3AUIOBHMX 3HaKIB. Ilepiry cTopiHky
HE HyMEpYIOTb.

CropiHKH JOKYMEHTA 1 KOXKHOTO 3 JIO/IaTKiB MalOTh OKpEMY HyMepaIliio.

TekcTH TOKYMEHTIB TOCTiiHOTO Ta TpuBasioro (monan 10 pokiB) 30epiraHHs
JIPYKYIOTh Ha OJHOMY Ooli apkyma. JJokyMeHTH TUMYacoBOro cTpoky (1o 10 pokis
BKJIIOUHO) 30epiraHHsi MOXKHA APYKYBATH Ha JIMIILOBOMY 1 3BOPOTHOMY OOI1i apKyIia




Jonaroxk 3
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskr 1.6 po3niny II)

BUMOI'
10 0opMIIeHHS IOKYMEHTIB, 110 BUTOTOBJISIIOTHCS 32 J0MIOMOI0I0 KOMII’ IOTEPHOI TEXHIKH

1. Ana npykyBaHHSI TEKCTIB JIOKYMEHTIB NMOTPIOHO BUKOPUCTOBYBaTH rapHitypy Times New
Roman ta mpudt posmipom 12—14 npykapcbKuX MyHKTIB.

2. JlonyCcTUMO BHUKOPHCTOBYBAaTH MIPUPT po3MmipoM 8-12 [pyKapchbKUX IyHKTIB JUIS
JpPYKyBaHHs pEKBI3UTIB «J[0oBinKOBI JaHi mpo ropuauuHy ocoOy», «Kox ropuaumunoi ocoOuy,
«BimomMocTi Tpo BUKOHABIM JOKyMEHTa», BHHOCOK, MOSCHIOBATBHUX HAIMUCIB 10 OKPEMHUX
€JIEMEHTIB TEKCTY JIOKYMEHTa TOIIO.

3. Ana npykyBaHHs pekBi3uTy «Ha3Ba Buay [OKyMEHTa» MOXKHA BHUKOPHUCTOBYBAaTH
po3pimkeHuit mpudT po3mipoM 14-6 1pyKapChKUX MyHKTIB.

Jnst  npykyBanHs pekBi3uTIB «HaiimeHnyBaHHS topuandHOi ocobm», «HalimeHnyBaHHSA
CTPYKTYPHOTO MiPO3ALTYy I0pUINUHOI 0cobn», «Ha3Ba BULy JOKyMeHTa» Ta «3arojioBOK J0 TEKCTY
JOKYMEHTa» JOIyCTUMO BUKOPHCTOBYBAaTHU HAIBKUPHUHN NPIMUN TIPUPT.

4. TekcT NOKYMEHTIB Ha apkyluax namepy (opmary A4 peKoMeHIOBaHO IPYKyBaTH depes
1-1,5 MmibkpsakoBux iHTepBanu, a ¢opmary AS — uepe3 1 MikpsakoBuil inTepsan. Ilig gac
o(opMIICHHS TOKYMEHTIB, 32 MOTPeOr, MOXKHA 3aCTOCOBYBATH 1HIII MIXKPSIKOBI IHTEpBaJIU.

5. PexBi3uT moKyMeHTa (KpiM TEKCTY), IO CKIAMAIOThCS 3 KUIBKOX psAKiB («JloBinkoBi maHi
PO PUIUIHY 0Cc00y», «3aroJoBOK J0 TEKCTY TOKyMEHTay», «BimMiTka mpo HasBHICTh I0ATKIBY),
JIPYKYIOTh uepe3 1 MIKpSIIKOBHI 1HTEpBaL.

CknasoBi YacTUHM PEKBI3UTIB «Anpecar», «lpud 3arBepikeHHs AOKyMeHTa», «[pud
HOTOPKEHHS (CXBaJIEHHS) JIOKYMEHTa» B1IOKPEMIIIOIOTH OAMH BiJ OJHOTO uepe3 1,5 MIXKpsIKOBUIL
1HTEpBaJL.

PekBi3uTH JOKyMEHTa BIJIOKPEMIIIOIOTH OJWH Bl OAHOro depe3 1,5—3 MIKPSAKOBUX
1HTEepBaJIN.

Peksizutu «HalimeHyBaHHS 10pUIUYHOI 0COOM BUIIOTO piBHS», «HaliMeHyBaHHS I0pUANMYHOL
ocobu», «Ha3Ba BUy JOKyMEHTa» APYKYIOTh BETUKUMHU JITEPaAMH.

PosmmdpyBanns nianucy B pekBizuTi «Iligmuc» OpykyloTh Ha piBHI OCTAHHBOTO psiIKa
HallMEeHyBaHHS TOCaJIH.

6. MakcumasbHa JOBXKMHA psJika 0araTtopsAKOBHUX PEKBI3UTIB (OKpiM pekBi3uTy «Tekct
JOKyMEHTa») — 73 MM (28 ApyKOBaHUX 3HAKIB).

Sk1110 3aroyIoBOK 70 TEKCTY MOKyMeHTa nepeBuiye 150 apykoBaHuX 3HaKiB (5 psAAKIB), HOTO
JI03BOJIEHO MTPOIOBKYBATH 10 MEX1 MpaBoro nojs. Kpanky B KiHII 3aroj0BKa HE CTABIISTh.

7.1lix gac odpopmieHHS NOKYMEHTIB MOTPiOHO JOTPUMYBATHCS TaKHUX BIICTYIIB BiJ Mexi
JBOTO MOJISE AOKYMEHTA!

10 MM — n71st aG3ar11iB y TEKCTI;

90 MM — 117151 peKBI3UTY «Anpecary;

100 MmvMv—utst pexBi3uTiB «l pud 3aTBepmKeHHS JOKyMeHTa» Ta «[prud oOMexeHHs ToCTyIy
710 TOKYMEHTa»;

125 MM — 1t po3mugpyBaHHs MAMUCY B peKBi3UTI «Iligmucy.

8. He poOnaTh BiACTYN BiA MexXi JIIBOTO MOJS ISl pEKBI3UTIB «/JlaTa ToKyMeHTa», «3aroioBOK
70 TeKCTy JNOKyMeHTa», «Tekct moxymeHrta» (0e3 ad3aiiB), «BigMmiTka Mpo HasSBHICTH TOJATKiBY,
«Biza mokymenrta», «[pud moromxeHHs (CXBaJeHHA) IOKyMEHTa», «BimMmiTka Mpo 3acBiT4CHHS
KOIii JJOKyMeHTa», «BiZoMocCTi Mpo BHKOHABIL JOKyMEHTa», «BimmiTka mpo o3HailomyieHHS 3
JOKYMEHTOM», «BigmiTKka Npo BHUKOHAHHS JOKYMEHTa», HallMEHYBaHHA MOCaJAU B PEKBI3UTI



«ITigmuey, a Takoxk ciiB «CIIYXAJIW», «BUCTYIIWIINy», «BUPIINJINY, «YXBAJIWJIN,
«HAKA3VYIO», «<(30BOB’ AA3VIO».

9.V pa3i HasgBHOCTI KUIbKOX Tpu(iB 3aTBEpPKEHHS 1 MOTOPKEHHS (CXBaJCHHS) JJOKYMEHTa
nepmuii Tpud ApyKyoTh 0€3 BIICTYMy BIJ MEXI JIIBOTO ToJisA, Apyruii — depe3 100 MM Big Mexi
JBOTO MOJIS.

10. SIkmo B TEKCTI JOKyMEHTa € TOCWJIaHHS Ha JomaTku abo Ha JOKYMEHT, IO CTaB
mifCTaBoOlO I Moro miArotoBku (BumaHHs), cioBa «Jlomatok» 1 «llimcraBa» npykyroTh 0e3
BIJICTYITY B1Jl M€XI JIIBOTO MOJIS, @ TEKCT 10 HUX — 4yepe3 1 MIKpSIIKOBUI IHTEpBal.

11. ITix yac odopmieHHS IOKYMEHTIB Ha JBOX 1 Oiibllleé CTOpIHKAax JApyra Ta HACTYIHI
CTOPIHKU MaloTh OyTH MPOHYMEPOBaHI.

12. Homepu CTOpPIHOK CTaBIATH MOCEPEIHHI BEPXHBOTO MOJS apKylla apaObChKUMU LU paMu
0€e3 3a3Ha4YeHHS CJI0Ba «CTOPIHKa» Ta PO3AUIOBUX 3HAKIB. [lepiny cTopiHKYy HE HyMepYIOTb.
CropiHKH JOKYMEHTA 1 KOJKHOTO 3 JI0/IaTKiB MalOTh OKpEeMY HyMeEpallifo.

13. TexcTu JOKYMEHTIB MOCTIHHOTO Ta TpuBajioro (moHaza 10 pokiB) 30epiraHHs IpyKylOTh Ha
ogHOMY Oorti apkymia. JIOKyMEHTH TUMYacOBOTO CTPOKY (110 10 pokiB BKIIIOYHO) 30€piraHHs MOKHA
JpyKyBaTy Ha JIMIOBOMY 1 3BOPOTHOMY OOIIl apKy1ia.



Jonarok 4
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkr 2.3 po3niny II)

BOPO/STHCBKA CEJIMIITHA PAITA

MHUPYAHCBHKA I'TMHA3IS
BOPOJISIHCHKOI CEJIMIITHOI PAIU
KHIBCHKOI OBJIACTI

(MUPYAHCBKA I'TMHA3IA)

Byi. Korrobuncrkoro, 1, c. Mupua, Byuancekuii p-u, Kuiscbka 00i1., 07810, Ten. 0(4577) 7-32-34
E-mail: osvitamircha@ukr.net
Kon €IPTIOY 21684681

BiJ[ 20 Ne o o
(abzay 1,0)

(6e3 ab3ayy) (12,5)

JAupexTop Haraais KPULIBKA

Mamninenko Iana (4563) 5-12-40
(im 5. npizeuuje 6UKOHABYSL)



Jlomatok 5
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkr 2.3 po3niny II)

BOPO/STHCBKA CEJIMIITHA PAITA

MHUPYAHCBHKA I'TMHA3IS
BOPOJISIHCHKOI CEJIMIITHOI PAIU
KHIBCHKOI OBJIACTI

(MUPYAHCBKA I'TMHA3IA)

Byi. Korrobuncrkoro, 1, c. Mupua, Byuancekuii p-u, Kuiscbka 00i1., 07810, Ten. 0(4577) 7-32-34
E-mail: osvitamircha@ukr.net
Kon €IPTIOY 21684681

BiJ[ 20 Ne o o
Ha Ne BiJl 20 Bijuiiz oceiTh
BoposiHCLKOT CETHIIHOT pajin
(abzay 1,0)

JAupexTop Haraais KPULIBKA



Jonarok 6
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkr 2.3 po3niny II)

BOPO/STHCBKA CEJIMIITHA PAITA

MHUPUYUAHCBKA I'IMHA3ISA
BOPO/JISAHCBKOI CEJIMIIHOI PAJIA
KUIBCBKOI OBJIACTI
(MUAPYAHCBKA I'IMHA3ISA)
Kon €IPTIOY 21684681
HAKA3
¢. Mupua
by4dancbekoro paiiony
28.09.2023 KwuiBcbkoi obmacTi No 58/x/Tp
IIpo
(ab3zay 1,0)
HAKA3YIO:
1.
1)
(6e3 abzayy) (12,5)
JAupexTop Haraais KPUIIBKA
Buxonasers: 3aBi30BaHO: Hanicnano:

Inna ManiseHKo
o cnpasu



Jlomarok 7
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(mynkr 3.1 po3niny II)

ITEPEJIIK
AOKYMEHTIB, Ha AKMX MiANKC N0CaA0BOi 0cO0U 3aCBiAUYEThCA BiIOMTKOM NMeYaTKH 3aKJIa1y

1. AkTi (BUKOHaHHS POOIT, CIIUCaHHA MaTepiallbHUX LIHHOCTEH, (PIHAHCOBUX IEPEBIPOK,
BIJTYYCHHS JIOKyMEHTIB JUIsl 3HUIICHHS, TIepelaBaHHs CIIPaB TOIIIO).

2. loBiaku (mpo BUKOPUCTAHHS OIOKETHUX aCHUTHYBaHb Ha 3apoOiTHY IUIaTy, HApaxoBaHy 13
3apo0OITHOI TJIaTH TOIIIO).

3. loroBopu (mpo MarepiajbHy BiJIOBIJANbHICTh, HAYKOBO-TEXHIYHE CHiBPOOITHHUIITBO,
MIAPSIIN, OPEHY NPUMILIEHb, BAKOHAHHS POOIT TOIIO).

4. lTokyMeHTH (JIOBiKM, TIOCBIJUEHHS TOILIO), IO 3acBiAYYIOTh IpaBa TPOMAASH 1
IOpUANYHUX OCI0.

5. Jlopy4eHHs Ha ofiep)KaHHS TOBapHO-MaTepialbHUX IIHHOCTEH.

6. 3aBnaHHs (Ha NOPOEKTYBaHHA OO €KTIB, TEXHIYHUX CIIOPY[, KamiTajlbHE OYyIIBHUITBO,
TEXHIYHI TOIIO).

7.3pa3ku BIAOUTKIB I€YATOK 1 MIJMHUCIB MpAaliBHUKIB, AKI MarOTh MpPaBO 3I1HCHIOBATH
(hiHaHCOBO-TOCMIOJAPCHKI OMeparii.

8. Komrropuic BUTpar (Ha KalbKyJsLliio 3a J0rOBOPOM, Ha KamiTallbHe OyIiIBHUITBO TOLIO).

9. JIucTtu rapaHTiiiHi (Ha BUKOHAHHS POOIT, HaJlaHHS MOCIIYT TOLIO).

10. Onucu cripaB nocTiHOTO, TpUBasoro (rmoHana 10 pokis) 30epiranHs, 3 KaJpOBUX MUTAHb.
11. HlTatHi po3nucCH.

12. TpynoB1 KHUXKKH.




00J1iKy me4aToK Ta ITaMIIIB, 10 32CTOCOBYIOThCS B YCTAHOBI*

Jonarok 8
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkt 3.4 po3niny II)

KYPHAJI

Ne | Binoutok Komy Bumano Hara [MpumiTka
3/l | MEYATOK 1 |jajiMeHyBaHHS | mpi3BHIIe Ta nara i MOBEpPHEHHS 1 | (BIAMITKA MPO
WTaMIIB | migposminy, B | BmacHe iM’s posnucka | DO3MHCKA PO |  3HHILCHHS)
SIKOMY BIITOB1HAJIEHOL po IpUAMAHHS
30epiraroThCs ocobu OTPUMAaHHS

TeYaTKH 1

IITAMITH
1 2 3 4 5 6 7




Jonarok 9
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkT 9.29 poszainy II)

MHUPYAHCBHKA I'MHA3IA
BOPOJITHCHKOI CEJIMIIHOI PAJTU KHIBCBKOI OBJIACTI

AKT
Npo NpuiiMaHHsI-NepeJaBaHHA JOKYMEHTIB i cipaB
nmiJa yac 3MiHu KepiBHHKA

(Ha3Ba 3aKIaay OCBITH)
Ne c. Mupua
BianosigHo n0 Hakasy Big 26.08.2019 Neo (BnacHe

im’s IIPISBUIIE) nepenas, a NPUHHAB Y JOKYMEHTH
YHPaBIiHCHKOI JISIIBHOCTI:

Ne Ne 1 Ha3Ba OKyMeHTY KinpkicTb [Ipumitku

3/m PUMIPHUKIB

| 2 3 4
Pazom mpuiinsaTO JOKYMEHTIB (mudpamu i crnosamu), Y

MPUMIpPHUKAX (udpami i ci0Bamu).
CraH TOKyMEHTIB

(3arajbpHa XapaKTEpUCTHKA CTaHY)

ITepenas migmnuc Biacue im’ga
[TPI3BUIE
[Ipuiinss i mc Bnacue im’st
[TPI3BUIE

20 poky




Jonarok 10
1o [HCTpyKIii 3 M1JTOBO/ICTBA 3aKIady

(myHkT 9.29 poszainy II)
MUHPYAHCBKA TIMHA3ISA 3ATBEPIKYIO
BOPOJISTHCHKOI CEJIMIIHOI PAJTU KHIBCBKOI
OBJIACTI Jlupexrop
Haranis KPULIbKA
27.12.2019

AKT
Npo npuiiMaHHs-NepeIaBaHHs CIPaB
nija yac 3MiHU 0co0M, BiiNMOBia/LHOI 32 apXiB

Ne ¢. Mupua

BinnoBigHo m0 Hakaszy Big 27.12.2019 Ne (Bnacre
im’s IIPI3BUIIE) nepenas, a (Bnacue im’s ITPI3BUIE)
NPUIHAB Yy MPUCYTHOCTI KOMICIi, sika CTBOpEHa Ha MiACTaBl 3a3HAYEHOT0 HaKazy, y CKJaji TOJIOBU
(Bnacre im’s TIPI3BMIIIE) 1 4I€HIB KOMICiT
(Bnacue im’s ITPI3BUIIE) JOKYMEHTHU apXiBy Ta TOBIAKOBUI arapar g0 HUX:

No Ne 1 Ha3Ba omnucy KinbkicTb Kinbkicts cripaB [TpumiTku
3/n MPUMIPHUKIB
OIIUCY
1 2 3 4 5
Pasom npuitHATO cipaB (uudpamu i crosamm),
OTIUCIB Y MPUMIPHUKAX. (1udpamu i coamu).

CraH TOKYMEHTIB 1 ONUCIB

(3aranmbHa XapakTepUCTUKA CTaHY).

Boanouac nepenarorses

(BUIM TOBIAKOBOTO amapary, Horo o0csarH, CTaH)

Ta
(Ha3BH IMEYATOK 1 MITAMITIB apXiBY, iX KUIBKICTB)
CraH npuMilleHb apXiBy
(3aranpHa XapaKTEPUCTHKA CTAHY).
HasiBHiCTb 1 cTaH 0OMagHaHHS Ta IHBEHTAPIO apXiBy
(3araipHa XapaKTEPUCTHKA CTAHY).

[Iepenas mianme Bnacne M’
[TPI3BUIIE
[Ipuiinss e Bnacue M5
[TPI3BUIE
Tonosa xomicii mianue Brnacue im’s [TIPI3BULLE

YieHu KoMicii
20 poky




3ATBEPIKYIO

Honarox 11
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myHkT 9.29 poszainy II)

3ATBEPIKYIO

(mocaga KkepiBHMKa ycTaHoOBH, W0 Nepegaec
JIOKYMEHTH)

(mocaga  kepiBHMKAa  ycTaHOBM, 10 mNpHiiMae
JIOKYMEHTH)

(mignuc) (Baacue im’s ITPI3BULIE)
20 poky
MLII. (3a HasiBHOCTI)

(mignuc) (Baacue im’s ITPI3BULIE)
20 poky
MLII. (3a HasiBHOCTI)

AKT
Npo NpuiiMaHHA-TIepeaBaHHS CIPaB
(1oKyMeHTIB) BiJ O/IHi€l ycTAHOBH /10 iHIIOL
Ne c. Mupua

ITigcrasa:
SIKUH MepPeacThCst abo 3 SIKOTO

(3micT piutenns, mosHa Ha3Ba (oHMY,
BUJLy4EHO CIpaBU UL HepeAaBaHHs)
(HaliMeHyBaHHSI YCTaHOBH, siKa IIEpesiac

crpaBH (DOKyMeHTH)) IIepeaana, a
(naiiMenyBanHs ycTaHOBH, sIKa TIpUiiMae crpaBu (JoKyMenTH)) IPUMHsIIA (CIIpaBU (JOKYMEHTH) 3a3HAYEHOTO
(dhoHIy, 00TIKOBI JOKYMEHTH Ta JOBIJKOBHH amapar 10 HbOTO:

No Howmep 1 Ha3Ba KinbkicTb KinbkicTs cripaB [TpumiTku
3/l OIUCY PUMIipHHUKIB
OIIUCY
1 2 3 4 5

Howmepu BigcyTHiX cripaB .
Ycporo npuiHATO CIIpaB
(umdpamu i cmoBamu).

[lepenaBanus 3111HCHUB:
[Tocana ocobu, mo nepeaae AOKyMEHTH
20 poky

Bunacue im’s ITPI3BUIIE

[IpuitmanHs 311HCHUB:
ITocana ocodu, 1o mpuitMae JOKyMEHTH
20 poky

Bnacue im’s [TPI3BUIIE




Jonarok 12
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskt 10.9 pozainy II)

3PA30K

=
[y—
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BOPO/AIHCBKA CEJIMIITHA PAITA

MHUPYAHCBHKA I'IMHA3IS
BOPOJISIHCHKOI CEJIMIITHOI PAIU
KHIBCBKOI OBJIACTI

(MUPYAHCBKA I'TMHA3IA)

By. Komtobuncekoro, 1, c. Mupua, Byuancekoro paiiony, Kuiecbkoi oonacTti, 07810, Ten.: 0(4577) 7-32-34
E-mail: osvitamircha@ukr.net

Kom €/IPIIOY 21684681
APXIBHA KOIIA
16.09.2020 Ne 45
HAKA3
¢. Mupua
ByueHncbkoro paitony
31.08.2018 KuiBchroi 00macti Ne 148/0

IIpo npuitHsaTTa BajleHTUHN AJIEKCEEHKO
IPUNHATU:

AJIEKCE€EHKO Banentuny CrenaHiBHy Ha I[ocajy HpPakTHYHOIO IICHXojiora 3
01 BepecHs 2018 poky 3 mHOCAagOBUM OKJIQJOM 3TiHO 31 IITaTHUM PO3MUCOM Yy PO3Mipi
4525 rpuBeHb.

[Tincrasa: 3asBa Banentuan AnekceeHko. Bin 25 ceprus 2018 poky, 3apeecTpoBaHa 3a Ne .

JAupexrop Haranis KPULIbKA
[Mincrara: ¢. 3333, on. 2-oc, cp. 53, apk. 45.

3rifiHO 3 OpHUTiHAIIOM

BiamosinansHul 32 BEIEHHS (mmigmmc) Haranis [IPUXOAbKO
apxiBy

M.IL
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3PA30K
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BOPO/AIHCBKA CEJIMIITHA PAITA

MHUPYAHCBHKA I'IMHA3IS
BOPOJISIHCHKOI CEJIMIITHOI PAIU
KHIBCBKOI OBJIACTI

(MUPYAHCBKA I'TMHA3IA)

By. Komtobuncekoro, 1, c. Mupua, Byuancekoro paiiony, Kuiecbkoi oonacTti, 07810, Ten.: 0(4577) 7-32-34
E-mail: osvitamircha@ukr.net

Kox €IPTIOY 21684681
APXIBHUM BUTAT
16.09.2020 No 45
HAKA3
¢. Mupua
ByueHncbkoro paitony
31.08.2018 Kuiscpkoi obnacri Ne 148/x/tp

IIpo BHeceHHs 3MiH 10 TPYIOBUX KHHKOK
HAKA3YI1O:

2. BHect 3MiHM 10 TpyaoBoi KHMXKKU Ta ocoboi kaptku [1-2 AJIEKCECHKO Banentunu
CrenaHiBHU NP0 3MiHY Ha3BH MOCAAM 3 «YUYHUTEIb NOYATKOBUX KJIACIB» Ha «YUUTEINb MOYATKOBHX
KJIaciB 3aKJIay 3arajbHOi CepeHbOI OCBITHY.

[lincraBu: Haka3 ymOpaBiiHHS OCBITM 1 HayKd bBIJONEpPKIBCbKOI MICBKOT paau  Bif
02 ciuns 2019 poky.

[Mincrara: ¢. 1111, om. 1-oc, crp. 13, apk. 21.

3rifiHO 3 OpPHUTiHAIOM

JAupexTop Haraais KPULIBKA
BinnosinanbHuii 3a BeAeHHS (miamuc) Haramis I[TPUXO/JBKO
apxiBy

M.IL



Jonarok 14
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskr 3.3 posniny III)

IEPEJIIK
AOKYMEHTIB, 110 He NiJISAralTh peecTpaiii cneniaJjbHO NPU3HAYEHOI0 /15l IHOT0 0C00010

. I'padiku, Hapsiu, 3as1BKU, PO3HAPSIIKH.
. 3BefieHHs Ta iH(dOpMaIIis, HaaiClIaHl 10 BioMa.
. HaBuanpHi mianu, oCBiTHI porpamu (Korii).

. PexiramH1 moBigOMIIeHHS, TUTAKaTH, MPOTPaMU Hapa, KOH(GEPEHIIIH TOIIIO.

1

2

3

4

5. Hopmu BuTpar marepialis.
6. BitanpHi 1MCTH 1 3aIIPOIIEHHS.

7. ApykoBaHi BUAaHHs (KHUTH, KypHaJH, OI0ONeTeH1).
8. MicsuHi, KBapTalibHi, MIBPIYHI 3BITH.

9. ®opmMH CTaTUCTUYHOT 3BITHOCTI.

1

0. JoroBopwu.




Honarku 15-18
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskr 3.5 posniny III)

KYPHAJI
peecTpauii BXiTHUX IOKYMEHTIB
Jlara Kopecnonnent, nara| Koportkuit Pesomrortis, ITignuc Bigmitka
HAJIXOKEHHS Ta IHIEKC 3MICT BiAmOBiganbHUI | ocoOu, sika po
Ta 1HJIEKC OJIepKaHOTO BHKOHABEIlh oTpuMajia | BUKOHAHHS
JTIOKYMEHTA JTIOKYMEHTA JOKYMEHT | JIOKyMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpanii BUXiTHUX JOKYMEHTIB
Mara ta Kopecnonnent Kopotkwuii 3mict I[1pi3Buia, BIacHe [Tpumitka
1HIEKC iM’sT ocoOH, siKa
JOKyMEHTa minucana JOKYMEHT,
Ta BUKOHABIIS
JTOKYMEHTa
1 2 3 4 5
KYPHAJI
peecTpanii BHYTPIilIHIX JOKYMEHTIB
MHara ta ingexc | Kopotkwuii 3micT Pe3zomronist abo [Tignuc ocobu, | BiamiTka npo
JOKYMEHTA BIJIMTOBI11aJIbHUM sIKa OTpUMaa BUKOHAHHS
BHKOHAaBEIlb JIOKYMEHT, JlaTa| JOKYMEHTa
OTpUMaHHS
1 2 3 4 5
PEECTPALIMHUU KYPHAJI
HaKa3iB KepiBHUKA 3aKJIAXY
Peecrpariiinm |[lata Haka3zy| 3aronoBok Hakazy [IpizBume, [pizBuie, [Tpumitku
U 1HIEKC BJIaCHE 1M’ BJIACHE 1M’
(Homep) Ha KOTO B1JIMOB1AAJIbHOT
HakKazy MOKJIaICHUI ocobu
KOHTPOJIb 32 | (B1AMOBIAAJIbHU
BHKOHAHHS X 0ci0)
HakKazy
1 2 3 4 5 6
«K»




KYPHAJI

Honatox 19
10 [HCTpyKIIiT 3 AIJIOBOJICTBA 3aKIIaLy
(myHkT 3.6 po3niny III)

peectpauii (pakTiB BUSIBJIEHHS (3BePHEHHS) PO BYMHEHHS IOMAIIHHOI0 HACHJILCTBA,
HACHJIBLCTBA 32 03HAKOIO CTATI Ta OyJIiHrY

(3axnao oceimu)

Tlopsn
KOBHH
HOMEp

[pi3Bumie, im’s,
Mo 6aTbKOBI
MOCTPaXKIAIOL
ocobwu Ta/abo ii
3aKOHHOTO
MpeJCTaBHUKA,
cepist Ta HoMep
nacropTa abo
PEKBI3UTH 1HIIOTO
JIOKyMEHTA, 1110
MOCBiAYy€E 0CO0Y
(3a HAsABHOCT!I),
BIK MMOCTpaXKAanol
ocobu, mara
3BEPHEHHSI,
azpeca
MPOXKUBAHHS,
KOHTAKTHI J1aHi

Kareropis
MOCTPAXK]T
aJoi
ocoou
(mopocma,
JIIUTUHA,
HeJie3aar
Ha,
00MeKeH
o
Jie3maTHa
ocoba 3
IHBaJTIAH1
CTIO)

Bung
HACWJILCTBA

JIOMaIITHe/3
a 03HAKOIO
cTari/Oynin
T, Qizuune,
CeKCyaJbHe
)
MICHXOJIOTIY
He abo
€KOHOMIYH
e
(xopoTKmit
3MiICT
3as1BU)

[IpizBuiie
, IM’s, 10
0aThKOBI
KPUBIHUK
a, CTarh,
BIK,
CTYIiHb
criopijiHe
HHS,
aapeca
MIPOXKUBA
HHS,
KOHTaKTHI
naHi (3a
HasIBHOCTI

)

[ToBigomie
HHS,
OTpHUMaHe
Hamionans
HOIO
IO €10
(mara, gac,
HaliMEHYyBa
HHS
i APO3 ALY,
TIpi3BHIIE,
iM’s1, IO
0aThbKOBI
0Ca0BOiI
oco0wu, sika
MIpUKHSIIA
MTOBiIOMJIC
HHS)

[ToBigomiieHn
HA,
OTprUMaHe
Ciyx0010 y
crpaBax
niTel (nara,
Jac,
Mpi3BHILLE,
iM’s1, IO
0aTbKOBI
MocagoBol
oco0u, siKa
HpUHsIIA
IIOB1JJOMJIEHH

)

IToBimomMieHHS,
OTpUMaHe
YHOBHOBa)KEHOIO
0c00010 TTpoTHIil
JIOMAIIIHbOMY
HACHJILCTRY,
HACWJILCTBY 32
O3HAKOIO CTAaTi,
Oyminry (nara, gac,
HallMEHYBaHHS
Oprasy, Mpi3BHIIIe,
1M’s1, 110 OaTHKOBI
I10CajIoBoi 0codH,
sIKa NpUAHsIIA
MTOBIIOMJICHHS1 )

[Torpeba B
HaIaHH]
MEIUYHOT
JIOTIOMOT'H
(Tax/Hi,
BIKUTI
3aX0/IH,
nara i
HOMEP
HarnpaBJICHH
i,
HallMeHyBa
HHS
3aKIIay,
YCTaHOBH)

3axoju,
BXXUTI 10
ITOCTPAXKT
anoi
ocobu, y
pasi
3aITy4eHHS
JI0 iX
peamizarii

3axou,
BXHUTI 10
KPHUBIHUK

a, y pasi
3alIy4eHH

s 710 1X
peanizarii

[IpizBue,
IM’s1, IO
0aThbKOBI

YIOBHOBaX

€HOo1 oco0u,

sIka BHECJIa

B1AOMOCTI

po

BHSIBJICHHS

(hakry
HaCHJIbCTBA
abo
3BEpHEHHS
po
BUMHEHHS
HACHUIIbCTBA




Jonarok 20

1o [HCcTpyKIii 3 11JTOBO/ICTBA 3aKIady

(myskt 1.9 po3niny IV)

MUPYAHCBKA I'MHA3IA 3ATBEPIXY1IO
BOPOJISAHCHKOI CEJIMIITHOI PAJTN
KHiBCbKOI OBJIACTI Aupexrop
HOMEHKIJIATYPA CIIPAB Haraxis KPUIIbKA
Bix 27.12.2021 Ne 222
27.12.2021
Ha 2022 pik 7 0
Inaexc cnpaBu | 3arooBoK cripaBu (TOMY, Kinbkicth Crpok 36epiranns | [Ipumitka
YaCTUHH) crpas (TOMIB, | cpaBu (TOMY,
YaCTHH) YaCTUHU 1 HOMEpHU
crareu 3a
MePETIKOM
1 2 3 4 5

Biamnosigansauii 3a
BEJEHHS J1JI0BOJICTBA

20 poky

BinmosinanbpHMiA 32 BECHHS apXiBy

CXBAJIEHO
[Iporokon 3acimanns EK 3akmany

Ne

[TimcymkoBwHit 3amuc mpo Kareropii Ta KUIBKICTh cIipaB, ckiaaeHux y 2020 porri B 3akiami:

3a cTrpokamu 30epiraHHs Pazom VYV tomy uucni
TaKUX, M0 3 BIIMITKOFO
[EepEXOaiATh «ETIK»
[TocTiitHoTO

Tpusanoro (monaz 10 pokis)

Tumuacooro (10 10 pokiB BKIIIOYHO)

Ycworo

BigmnosigansHuii 3a BeAeHHs A1JIOBOACTBA

20 POKYy

(miamuc)

[TincyMKOBi BiIOMOCTI IepejaHo B apXiB YCTaHOBH.

BianoBiganpHMit 3a BeJIeHHS apXiBY

20 POKYy

(miamuc)




Jonarok 21
1o [HCTpyKIIiT 3 M1TOBOJICTBA 3aKIIaTy
(myHkrt 3.8 po3ainy V)

AKT
No

(Mmicre cKITaaHHs)

IIpo HecTauy cipaB (10KYMEHTIB)
Yy CTPYKTYPHHX Migpo3aijiax

v pe3ynbTarti BCTAHOBJICHO
BIZICYTHICTh CHpaB (JIOKYMEHTIB), 1[0 BHECEHI J0 HOMEHKJIATypu. 3axXOoIu MIONO IX PO3IIYKY
MO3UTHBHUX PE3yJbTaTiB HE JajH, Y 3B’S3Ky 3 UAM BBKAEMO 3 JIOIIFHE 3HATH 3 OOIIKY CIIPaBH
(moxymeHTH), 3a3Hau€HI HUKYE:

No No cipaBu 3a 3aroyioBoK Hara KinbkicTsb MoxuBi
3/m | HOMeHKmaTypoto (abo CIipaBu CrIpaBu ApKYIIIB Yy MIPUINHU
HOMEpU apKyIliB (moxymenra) [ (mokymeHTa) crpasi BiJICYTHOCTI
JIOKYMEHTQ) (moxymeHT1) cripaBu
(moKyMeHTa)
1 2 3 4 5 6 7
Pazom CIpas, JIOKYMEHTIB.
(mmpamu i cmoBamn) (tmdpamu i cmoBamn)

3MICT HEBHUSBJICHHUX CIpaB (JIOKyMEHTIB) MOxke OyTH YacCTKOBO BIJITBOPEHO TaKUMHU CIpaBaMu
(moxymMeHTaMH):

(HOMEpH cIpaB, apKyIIiB, IX 3aTOJIOBKH)

BinnoBinanbHuii 3a BeJIeHHS apXiBy
20 poky

BiamosimanpHuii 32 IJIOBOACTBO
20 poky




Jonarok 22
1o [HCTpyKIIii 3 AUTOBOCTBA 3aKIIaLy
(myskt 1.4 po3nuny VII)

IEPEJIIK
JAAaHUX, 10 00p00ISIIOTHCS B €JIeKTPOHHIM OcBiTHiN iHdopMauiiiHiil cucTeMi 1J151 BeleHHs
AIJI0OBOI TOKYMEHTANII 3aKj1ay 3arajbHOI cepeHbOI OCBITH B €JICKTPOHHIN (opmi

1. Tlepemik naHMX, IO BHOCSTHCS Ta OOpOONSAIOTHCS B €IEKTPOHHINM OCBITHIM 1H(OpMaiiiHii
CHCTEMI:

1) IlepconanbHi JaH1 yyHS:

a) Mpi3BHILE, 1M s, TT0 0ATHKOBI (32 HASBHOCTI);

0) nara HapOIKEHHS;

B) CTarTh;

T') PEKBI3UTH JOKYMEHTA, 1110 MOCBIIUy€ 0CcO0Y;

I) 3aKkiajg 3araibHOi CEepPelNHbOl OCBITHM Ta KIac, M0 SKOTO 3apaxoBaHUil yd4eHb (dara
3apaxyBaHHs/BIIpaxyBaHHs Ta I1/ICTaBa);

1) TIBroBa Kareropist (IO CTOCYETHhCS OTPUMAHHS COLianbHOI JonmoMoru ado miner. Hampukmnan,
3HIKKA 200 OE3KOIITOBHE XapuyBaHH).

[HIIi JaH1 CTOCOBHO YYHSI:

a) B1/IBIlyBaHHS Ta MPOITYCKU 3aHATH;

0) oriHIOBaHHS (MIOTOYHE, TEMAaTUYHE, MiJICYMKOBE, aTeCTalliifHe);
B) TEMU YPOKIB.

2) [lepconanbHi 1aHi OaTHKIB:

a) Mpi3BHILE, 1M s, 10 0ATHKOBI (32 HASBHOCTI);

0) miproBa Kareropis (IO CTOCYETbCS OTPUMAHHS COLIAJIbHOI JIOMOMOIW a0o0 MijbI AUTHUHOIO.
Hanpuxunan, 3Hmkka abo G€3KOIITOBHE XapuyBaHH);

B) KOHTaKTHa 1H(OpMarlis.

3) [lepconanbHi 1aH1 CIBPOOITHUKA 3aKJIaay OCBITH:
a) Mpi3BHILIE, 1M s, 10 0ATHKOBI (32 HASBHOCTI);

0) nara HapOIKEHHS;

B) CTaTh;

') JOKYMEHTH IpPO OCBITY.

4) I1mni qaHi CTOCOBHO CHiBPOOITHUKA!

a) mocaja;

0) rmegaroriyHe HaBaHTAXXCHHS a00 CTaBKa;

B) HAyKOBUH CTYIIHb (32 HASIBHOCT1);

') BUCHE 3BaHHS (3a HAsBHOCTI);

I') KBadigikaliiiHa KaTeropis, neJaroriyHe 3BaHHs (3a HasIBHOCTI);

1) UIBrOBa KaTeropis (3a HasIBHOCTI);

€) Ha3Ba 3aKJIay OCBITH, y IKOMY 300yB OCBITY;

€) OCBITa, CHeIiaIbHICTh, KBaJi(hiKallis;

’K) Ha3Ba HABYAJBHUX JUCIUILIIH, 10 BUKIAJAIOTHCA (32 HASIBHOCTI);
3) mapa’neni, y sSIKuX mpaioe ocobda (3a HasBHOCTI);

M) KJIACH, 13 SKHMH MIpaIoe 0co0a, i3 3a3Ha4eHHSIM MPOQLIBHOCTI Ta MOTTHOICHOTO0 BUBUCHHS (32
HasIBHOCTI);

1) 3aMiHM BUMTEIIB (32 HAIBHOCTI).

5) daHi ipo OCBITHI# mporiec:
a) HaBYAJIBHUH PIK;



0) Mepexa KJacis;

B) po(pIBHICTH (32 HASBHOCTI);

I') IepeiK 1 KUTbKICTh HABYaJIbHUX MPEAMETIB, IHTErPOBAHUX KYPCIB;

I) OLIHIOBaHHS pe3yJbTarTiB HaBYaHHsS: | cemecTp, 2 ceMecTp, piyHa, Jep)KaBHA MiJICyMKOBa
arecTailisi, MPaKTHKa, IMiICYMKOBI, CepeAHii 0an aTtecrara,

1) IHBapiaHTHA CKJIaJJ0OBa HAaBYAJIbHOTO IIJIaHY;

€) BapiaTHBHA CKJIaJJ0Ba HABYAILHOTO IIJIaHY;

€) gikcyBaHHS PIICHHS MEIaroriyHOI pajau;

) KOHTUHICHT yYHIB Ha MTOYAaTOK CEMECTPY/Ha KiHEIb ceMecTpy (POKY), YChOTO 32 PIK;
3) TaOIUI pyXy YUHIB;

M) KUTBKICTh YUHIB, SIKHX HE OI[IHEHO YM HE aT€CTOBAHO 3 yCiX HAaBUYAJIbHUX MPEIMETIB.

2. InTepdeticu enekTpoHHOT OCBITHROI 1H(POPMALIIIHOT ccTeMHU 3a0e3neuytoTh 30ip Ta/abo 06poOKy
HACTYITHUX HAOOPIB JaHUX AJIs TaKUX BUIIB JTOKYMEHTIB JIOBOT IOKyMEHTAIlli 3aKJIaJ(iB 3araibHOI
CepEeIHBOI OCBITU B €IEKTPOHHIN Qopmi:

1) XKypnan o6miky MpOnyIIeHUX 1 3aMiHEHUX YPOKIB:

a) Mpi3BHILE, 1M s, IO OATHKOBI (32 HASIBHOCTI1) BUMTES, SIKUH IPOMYCTUB YPOK;
0) mpu4MHa MPOITYCKY;

B) Ha3Ba MPEIMETY, 13 SIKOTO IPOMYIIEHO YPOK;

I') KJ1ac, y SIKOMY IIPOMYILIEHO YPOK;

I') npi3BUILE, 1M s, 10 0aTHKOBI (32 HASIBHOCTI) BUUTENS, IKUW 3aMIHUB YPOK;

1) IKUM TPEAMETOM 3aMIHEHO YPOK.

2) Kypnanu yuHiB, siKi 3100yBalOTh 3arajibHy CEpPEIHIO OCBITY 3a IHAUBIYaJIbHOIO (POPMOIO:
a) HaBYAJIbHUU PIK;

0) mpi3Bule, 1M 51, IO OaTHKOBI (32 HASIBHOCTI) YUHS;

B) piK HaBYaHHS;

') TEpMiH HaBYaHHS;

T) mijicTaBa oprasizaiii Takoi (opMu;

1) Ha3Ba MPEIMETY BUBUCHHS, HABYAIbHOI TUCIIUTUTIHU;
€) KIJTbKICTh HaBYAJIbHUX TOJIUH;

€) Mpi3BHUILE, 1M 4, IO OaTbKOBI (32 HASIBHOCTI) YUUTEIIS;
) JaTa MPOBECHHS 3aHATTS;

3) 3MICT HABYAJILHOTO MaTepiay;

M) KUTBKICTh TOJMH Ha BUKIIA]] MaTepiay.

3) Bimomocti 3i cBifonTBa JOCSTHEHH ab0 CBINOITBO MPO 3700YyTTS 0a30BOi cepeaHbOi abo
npodiTbHOT CepeIHbOT OCBITH YUHS:

a) pe3yJIbTaTH HaBYaHHS 3a 1 cemecTp;

0) pe3ynbTaTH HaBYaHHS 3a 2 CEMECTD;

B) pe3yJbTaTu PiYHOTO OL[IHIOBAHHS;

T') OLlIHKA 332 HAaBYAJIbHY MPAKTHUKY;

T') pe3yJIbTaTH JePXKABHOI MMIJICYMKOBOI aTecTallii (B pa3i HasIBHOCTI1);

1) pe3ybTaTH MiICyMKOBOTO OI[IHIOBAHHSI.

4) O6nik BUXOBHOI pOOOTH:

a) HOMep 1 /1aTa 3axo1y;

0) Ha3Ba 3axO/y Ta TEMa;

B) 00K TypTKOBOi pOOOTH;

I') TYPTKH, CEeKIIii, KiITyOu, 10 BiZIBiy€ yUEHB;
T') peXXUM POOOTH TYPTKa;

1) IPUMITKH.

5) BizomocTi ipo 6aThKiB:
a) Mpi3BHIIE, IM s, TT0 0ATHKOBI (32 HASIBHOCTI) OaThbka, MaTepi a00 0cib, M0 X 3aMiHIOIOTH;



0) KOHTaKTHI JJaHi TOIIO.

6) XKypHan ¢akyIbTaTUBHUX 1 TYPTKOBHX 3aHSTh:

a) 00K BiJIBilyBaHHS;

0) mpi3BulIe, M 51, IO OaTHKOBI (32 HASIBHOCTI) YUHS;

B) Ha3Ba (haKynbTaTUBY abo rypTKa;

I') Mpi3BHILE, 1M s, 10 0aTHKOBI (32 HAIBHOCT1) BUMTEIIS;

I') 3MICT (paKyTbTaTUBHOTO 3aHATTS;

1) TOMAIITHE 3aBIaHHS;

€) 3BeJIeHUi O0JIIK HaBYAJIbHUX JIOCATHEHb YUHIB;

€) 3Be/ieHa TaOIUIIs pyXy YUHIB 11X JOCSTHEHb y HaBYaHHI,
) 3ayBa)KEHHS J10 BEJICHHS )KypHaTy (aKyIbTaTUBHUX 3aHSATh.

7) OcoboBi cripaByW y4HIB/BUXOBAHIIIB:

a) HoMep 0co0OBOT CIIpaBH;

0) TUII 1 Ha3Ba 3aKJIa/ly 3arajbHOI CEPEIHbOI OCBITH;

B) aJipeca 3aKaay OCBITH;

I') Mpi3BUILE, 1M s, 10 0aTHKOBI (32 HAIBHOCTI) TUPEKTOPA;

T') Mpi3BHIIE, 1M 5, IO OAaTHKOBI (32 HASIBHOCTI) yUHs/BUXOBAHIIS;

1) CTaTh;

€) JlaTa HapOIKEHHS;

€) cepisi Ta HOMEp CBIIONTBA MPO HAPOIKECHHSI;

) MiCIle TPO>KUBAHHS YUHS;

3) MpI3BUIIIE, 1M ’s1, IO OAaTHKOBI (32 HASIBHOCTI) OaThbka, Marepli abo 0cid, Mo iX 3aMIHIOIOT;
W) JIaH1 PO 3aKJIaJ OCBITU A0 OTPUMAaHHS MOYATKOBOI OCBITH (B pa3i HAsBHOCTI);

1) BLIOMOCTI PO Mepexif 13 OAHOI0 3aKiIaay OCBITH JI0 1HILIOTO (B pa3l HAsIBHOCTI) TOLIO.

8) XKypnan peectpallii Haka3iB pyXy y4HiB/BUXOBaHIIIB:

a) HOMep Hakasy;

0) HOMep yuHs B ajQaBiTHIA KHU3I;

B) 3aKJaji, apajielib, Kjiac;

I) mpi3BHILE, iM’s, 10 0aTHKOBI (32 HASBHOCTI) Y4HSI/BUXOBAHIIS,
I) JaTa 3apaxyBaHHs/BIIpaxyBaHHs TOLIO.

9) Piunmit mnan poOOTH 3akiady 3arajbHOI CEpPeIHBOI OCBITH (Halli - 3aKjiaj] OCBITH), IIO MOXE
MICTUTH 1HQOpMaIlito (PO3ALIN) PO CTaH 1 IJIAHYBAHHS LIOJ0:

a) OCBITHBOTO CEepeIOBUIIA 3aKIa1y OCBITH;

0) cucTemMH OLIIHIOBaHHSA 3100yBaviB OCBITH;

B) MEIarorivyHoi MisIbHOCTI MeJaroriYyHuX MpalliBHUKIB 3aKJIaqy OCBITH;

T') YIPaBIIHCHKUX MPOLIECIB 3aKJIaay OCBITH TOILO.

10) XKypHan peectpartii Haka3iB i3 OCHOBHOI JiSTTbHOCTI:

a) PEKBI3UTH HaKasy;

0) mpi3BuIle, iM’s1, 0 0aThKOBI (32 HASIBHOCTI) MpaIliBHUKA, HA SIKOTO TOKJIAJICHUA KOHTPOJIb 3a
BUKOHAHHSM HaKa3y.

11) okymeHTallis 3 MpOIOBKEHHS HaBUAHHS BUITYCKHUKIB 9-X KJIaciB:

a) oTpuMaHa iH(popMaIlis PO Micle HaBYaHHS 3 €AMHOI Jep)KaBHOI €JIEKTPOHHOI 0a3H 3 MUTaHb
OCBITH;

0) iHpopMmalis PO MPOJOBKEHHS HABYAHHS 32 KOPAOHOM (y pa3i HasiBHOCTI).

12) CBinourBa AOCSATHEHB 3100yBayiB OCBITH:

a) KJj1ac;

0) Ha3Ba Ta ajipeca 3aKJiaay OCBITH;

B) Mpi3BHUIIIE, iM 5, IO OATHKOBI (32 HASIBHOCTI) YUHS,

T') CTaH 1 MIIaHyBaHHS 10JI0 MEPeiKy HaBYaIbHUX AUCLHUILIIH;

T') pe3yJbTaTy OILIHIOBAHHS 32 HABYAIIBHUMH MTPEIMETaMU (BapiaTHBHIUMHE KypCaMmH) TOIIIO.



