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HAKA3

» 20 p. cMT PoknTHe Ne

IIpo 3aTBepaxenns IncTpykuii 3 Ai10BOACTBA
YHa3Ba 3aKJIaxy

BianosigHo mo myHKTY 5 ctarti 43 3akony Ykpainu «lIpo 3arambHy cepemHio OCBITY», Ha
BUKOHAHHs Haka3y MiHicTepcTBa OCBITH 1 Hayku YKpainu Bin 25 uepBHs 2018 poky Ne 676 «Ilpo
3aTBep/UKeHHST  [HCTpyKIii 3 JUIOBOACTBA JUIsl  3aKjadiB  3arajlbHOi  CEPeIHbOI  OCBITHY,
3apeecTpoBaHoro y Minictepctsi toctuuii Ykpainu 11 Bepechs 2018 poky 3a Ne 1028/32480,
3rigHo nucta MiHictepcTBa ocBiTH 1 Hayku Ykpainu Bix 03 xoBtHs 2018 poky Ne 1/9-596 mono
3aCTOCYBAaHHS OKpPEMHUX IOJOXKEHb [HCTPYKIIi 3 MIJIOBOACTBA Yy 3aKjiaJjaX 3arajbHOl CepeaHbOi
OCBITH, NMPOTOKOIY 3aciJJaHHs €eKCIEPTHOI KOMICii Ha3Ba 3aKjaly BiJl Ne 110710
cXBaJIeHHs1 [HCTpyKIii 3 IiOBOACTBA 3aKJaay, 3 METOI IMPHUBEICHHS [IIOBOACTBA 3aKIAdy Yy
BIJIMOBIJIHICTh IO BUMOT YMHHUX HOPMATHBHO-TIPABOBHMX AaKTIB Ta CTAaHIAPTIB IIOAO OpraHizarlii
JIJIOBOZICTBA Y 3aKJIA/1aX 3arajibHOI cepeIHbOi OCBITH, a TAKOXK Ul BCTAHOBJICHHS Y 3aKJa/li € IMHUX
BHUMOT I1I0JI0 JOKYMEHTYBaHHS yNpaBIIHCHKOI 1H(OpMalii Ta oprasizaiii poOoTH 3 TOKyMEHTaMH,
MOCHUJICHHSI TIEPCOHANIBHOI BiJIMOBIAANILHOCTI MPAIiBHUKIB 3aKjaay 3a HaleXHY OpraHi3alliio
pOOOTH 3 TOKYMEHTaMH,

HAKA3YIO:

1. 3atBepautu [HCTpYKIIito 3 AUTOBOJCTBA y HAa3Ba 3aKIaay (IOJAETHCS).Ta BBECTH B IO

2. BinnmoBigaibHICTh 3a OpraHizallilo AUTOBOACTBAY 3aKiaJi TMOKIACTH Ha 3aCTYIHUKA
JTUPEKTOpa 3 HaBYAJIbHO-BUXOBHOI poboTu (I11B).

3. 3aCTyNMHUKY TUPEKTOpa 3 HaBYaJIbHO-BUXOBHOI pobotu I11b:
1) o3HalioMUTH MpalliBHUKIB 3aKJIay 31 3MICTOM [HCTpYyKIIii 3 1iTOBOACTBA 3aKJIaTy

1o 02.01.2019;

2) 3a0e3mevyBaTy BOPOBAKCHHS [HCTPYKIIiT 3 TiJIOBOJCTBA y MPAKTUKY POOOTH 3aKIa Ty
ynponosx 2019 poky.
4. Beectu B miro [HCTpyKIIito 3 aioBoAcTBa 3akiany 13 02 ciunsg 2019 poky.

5. KOHTpOJ'IB 34 BUKOHAHHAM HaKa3y 3aJIMIIAr0 3a c00010.

JAupexTop mKoIH I1. IleTpenko
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3 Haka30M O3HaHOMJIEHI:

Honarok
A0 HAKa3y HA3BAa 3aKJIA1Y

Bix Ne

3ATBEPIKEHO
Haxka3 na3Ba 3akiany
Ne

IHCTPYKUIA
3 AJIOBOACTBA y HA3BA 3aKJIa/y

1. 3arajabHi MoJ10KEeHHH

1. [HcTpyKIis 3 AUTOBOACTBA Y Ha3Ba 3akiady (mami — [HCTpykuisi) po3poOiieHa BiAMOBIIHO
1o BuMor 3akoHy Ykpainu «IIpo 3aranbHy cepemHio ocBity», «IIpo 3BepHeHHs rpomansny, «IIpo
Joctyn g0 nyomiyHoi  iHGopmarii»; mocranoBu KaGinery MiHicTpiB  YKpaiHU  BiA
08 cepmust 2007 poky Ne 1004 «IIpo mpoBeneHHs €KCIEpTU3U I[IHHOCTI JTOKYMEHTIB»; Hakasy
MinicrepcTBa OocBiTH 1 Hayku Ykpainu Bia 25 uepBHs 2018 poxky Ne 676 «Ilpo 3arBepmkeHHsS
[HcTpykLii 3 JUIOBOACTBA Yy 3aKiajax 3arajbHOI CEepelHbOi OCBITH», 3apEeECTPOBAHOIO Yy
Minicrepcti roctuuii 11 Bepechst 2018 poky 3a Ne 1028/32480; makasy MiHicTepcTBa rOCTHILIT
VYkpainu Bix 18 yepBus 2015 poky Ne 1000/5 «IIpo 3arBepaxkenns [IpaBun opranizaiii 11710BOICTBa
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y JAep)KaBHUX OpraHax, OpraHax MiCIEBOI'O CAMOBPSIIyBaHHS,
Ha MiJNPUEMCTBAX, B YCTAHOBAaxX 1 OpraHi3amisx», 3apeecTpoBaHOrO y MiHICTEpCTBI FOCTHUINT
22 yepBHs 2015 poky 3a  Ne 736/27181; wakazy MinicTepcTBa IocThiii  YKpaiHM  BiX
12 xBiTH 2012 poky Ne 578/5 «IIpo 3arBep/mxenHst Ilepeniky THNOBHUX JIOKYMEHTIB, IO
CTBOPIOIOTHCS TIiJT Yac AisTIHOCTI OpPraHiB I€p>KaBHOI BIaIU Ta MICIIEBOTO CAMOBPSIyBaHHS, IHIIIMX
YCTAHOB, TIAMPUEMCTB Ta OpraHizaiiii, i3 3a3HaYCHHSIM CTPOKIB 30epiraHHs JOKYMEHTIBY,
3apeecTpoBaHoro y MinictepcTsi toctuuii Ykpainu 17 kBiths 2012 poky 3a Ne 571/20884; nakasy
JHepxxaBHOrO KOMITeTy VYKpaiHM 1O CTaHJapTu3aulii, MeTposiorii Ta ceprudikamii  Bif
31 rpynust 1998 poky Ne 1024 «JlepkaBHuil Kiacudikatop ymnpaBiliHChKOi aokyMeHTamii. JIK
010-98»; nakazy [lep»aBHOro KOMITeTy YKpaiHM 3 MUTaHb TEXHIYHOTO PETYIIOBAaHHS Ta CIIOKHUBUOI
nomituku Bim 07 xBiTHS 2003 poky Ne 55 «/lepxaBHa yHidikoBaHA cHCTEMa TOKyMEHTAIII.
VHidikoBaHa cHCTeMa oOpraHizauifHO-po3nopsauoi JoKyMeHTalii. Bumorn no odopmitoBaHHS
nokymeHTiB. JICTY 4163-2003»; Hakazy MinictepcrBa rocTuiii Ykpainu Big 19 uepBas 2013 poky
Neo 1227/5 «Ilpo 3aTrBepmxeHHs THITOBOTO MOJI0XKEHHS PO €KCIIEPTHY KOMICIIO JIEPYKABHOTO OpraHy,
OpraHy MICIIEBOTO CaMOBPSIyBaHHA, JIEPXKABHOTO 1 KOMYHAJIBHOTO MiJMPHUEMCTBA, YCTAaHOBU Ta
oprasizamii», 3apeecTpoBaHoro y MinictepcTBl foctunii VYkpainu 25 uepBHs 2013 poky 3a
Ne 1062/23594.

2.1s IHCTpYKLis BCTAHOBIIOE €IWHI BHUMOTH IIOMO JOKYMEHTYBAaHHS YIPaBIIiHCHKOI
iH(dopmartii Ta opranizaiiii poOOTH 3 JOKYMEHTaMH Yy Ha3Ba 3akJaay(1ali — 3aKiIaj), a TAaKOXK 3pa3Ku
Ta TepeliK JOKYMEHTIB, II0 OOOB’S3KOBO CTBOPIOIOTbCA IIiJi Yac JisUIBHOCTI 3akiany i3
3a3HaYEHHSIM CTPOKIB 30€piraHHs.

3. JlorpuMaHHs BUMOT 1 PEKOMEHJIAIIA 1100 JTOKYMEHTYBAaHHS YIpPaBIIHCHKOI iH(MOpMarii
Ta Oprasizaiii poOOTH 3 TOKyMEHTaMH, BCTAHOBIICHUX 1i€t0 [HCTPYKIIi€I0, € 000B’ I3KOBUM JJIsI BCIX
MpaliBHUKIB 3akiaay. [IpauiBHUKY, TpUHHATI HA POOOTY, MOBUHHI OyTH O3HAlOMJIEH] 3 BUMOTaMu
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[HCTpYKIIT Ta BUKOHYBATH 1X.

4. JlepxaBHuii Harisad (KOHTPOJb) 3a BHUKOHAHHAM BHMOT 1€l [HCTpykmii 3miiicHIOE
JepxaBHa ciyx0a SKOCTI OCBITH YKpaiHM Ta ii TepuTOpiallbHI OpraHu, SKUM IiJIOPSIKOBaHUH
3aKJIal.

5. BignoBimaneHICTF 32 SKICTh MIATOTOBKA Ta OG(OpPMICHHS HAa HaJCKHOMY piBHI
JOKYMEHTIB, a TaKOX 3a 30€pekKeHICTh CIIy)KOOBUX JIOKYMEHTIB Ta iH(popMallii, sIKy BOHU MICTSTb,
(hyHKIIOHYBaHHS CHUCTEMH 3aXHCTy TOKYMEHTAIliHHOTO (POHIY BiJ HE3aKOHHOTO JOCTYITYy, BTpary i
HECAHKI[IOHOBAHE 3HUILEHHS JOKYMEHTIB, MOPYIIECHHsS MpPaBUJI KOPUCTYBaHHSA JTOKYMEHTaMHU Hece
KEPIBHUK 3aKJIaJy.

6. Y 3akiaji Ii7I0BOACTBO 3AIMCHIOETHCS IEP)KaBHOK MOBOIO, KPIiM BHITAJIKiB, TIepe10aueHUX
3aKOHOJIAaBCTBOM NP0 MOBU B YKpaiHi. JIOKyMEHTH, SIKi HaJCHJIAIOTbCS 1HO3EMHHUM ajpecaTam,
0OPMITIOIOTECST  YKPaiHCHKOIO MOBOIO, a00 MOBOIO JepiKaBU-aapecara, abd0 OIHIEI0 3 MOB
M1KHAPOHOTO CITIJIKYBaHHS.

7. Opranizamis JUIOBOACTBA 1 KOHTPOJb 32 CBOEYACHHM PO3IIISAIOM Ta MPOXOIKEHHSIM
JIOKYMEHTIB Yy 3aKiaji 3[IHMCHIOIOTHCS BIAMOBIAAIBHOIO 0C000r0(0co0aMu), sIKi MPU3HAYAIOTHCS
KepiBHUKOM 3akiany. OOOB’s3KM Takux oci0 00OB’S3KOBO 3a3HAYAIOTHCSA y IXHIX MOCAJOBUX
THCTPYKIIisIX.

8. Opranizaiiisi JiJIOBOACTBA OKPEMHUX HAIPSMKIB MISUTBHOCTI 3aKjaay TMOKIAIA€ThCS Ha
N0CaJ0BHX OCI0 BIAMOBIIHO 70 iX (DyHKIIOHAIEHUX 00OB’S3KIB.

9.V 3aknaai ¢yHKIIT BeIeHHS apXiBy 3aKjiaay IMOKIAMAl0ThCsl HA BIAMOBIIAIBHY 0COOY, y
MOCa/IOBIN 1HCTPYKIIi SIKOT 3a3HA4arOThCsl 11l 000B’SI3KH, 11 MpaBa Ta BiAMOBiIAIBHICTH. KepiBHHUK
3aKIaqy CIITBHO 31 CBOIM 3aCHOBHHMKOM (3aCHOBHUKaMH) 3000B’si3aHi 3a0€3MEUUTH apXiBHE
30epiradHs JOKYMEHTIB HEOOX1IHUM MPUMIIIEHHSM Ta 00JIaTHAHHSM.

10. 3aknag Moxke CTBOPIOBAaTH JOKYMEHTH TUMYacoBOro (10 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHs JIMIIE B EJICKTPOHHIM (opMi 3a YMOBH HASBHOCTI BiJIOBITHOTO TEXHIYHOTO
3a0e3nedyeH sl 3 ypaXyBaHHAM BUMOT 3aKOHOJaBCTBa YKpaiHu Ta 1€l [HcTpykiii.

11. ITopsimok opranizarii AIJIOBOJICTBA 32 3BEPHEHHSAMH TPOMaJsH (0odamok 1), 3anuTamu
Ha mnyOmuHy iHboOpMalio (dodamok 2) BU3HAUaeThCsd 3akoHamu Ykpainu «IIpo 3BepHEHHS
rpomansny, «IIpo goctyn no myOmiuHOT iHpOpMALIii».

I1. JlokymMeHTYBaHHS YIIPaBJIiHCbKOI iIHGopMalii
1. 3aranbHi BUMOI'M 10 CTBOPEHHSI YIIPABJIiHCHKHX JOKYMEHTIB

1. JlokymMeHTyBaHHS yIpaBIiHCHKOI iH(OpMAI] 3akiaxy Moiirae y CTBOpEHHI JOKYMEHTIB,
0 CHpPsIMOBaHI Ha BUPIIICHHS YNPaBIiHCHKUX pimieHb. CTBOPIOBaHI yMHPaBIIHCHKI JOKYMEHTH
MOBUHHI BITIOBIATH TPABOBOMY CTaTyCy 3aKJIafy.

2.I1lpaBo Ha CTBOpEHHs, MIANMHUCAaHHS, TIOTO/DKEHHS, 3aTBEP/DKEHHS JTOKYMEHTIB
BU3HAUalOThCS AaKTaMU 3aKoHOJaBcTBa, CTaTryToM 3akiaay, IHOJOXKEHHSIMH 1 IOCaJ0BUMHU
THCTPYKIIISIMH.

3.Ha3Bu BumiB JOKYMEHTIB (Haka3, IPOTOKOJ, JOMOBIJHA 3alKMCcKa TOIIO) MAaloTh
BIJIMOBIZIaTH Ha3BaM, IependadeHuM posaiioMm 3 JlepkaBHOro kiacugikaropa yHpaBliHCHKOL
nokymenTanii  JIK 010-98, 3arBepmkeHoro HakazoMm JlepkaBHOrO KoMiTeTy YKpaiHH 110
cranjaptu3aiiii, merposyorii ta ceprudikamii Bix 31 rpymas 1998 poxy Ne 1024 (31 3minamu)
(0ooamok 3).

4. OpranizariitHo-po3nopsada JOKyMEeHTAIliA3aKIaay MOIIIETHCS Ha:
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oprasizauiiiny (CraryTr 3akiagy, IMOJIOKEHHS, IMOCAAOBl IHCTPYKIl, IUTaTHI PO3IMMCH,
JIOTOBOPH TOIIIO);

po3nopsaauy (Hakasm);

1H(popMaIiiHO-aHATITUYHY (aKTH, JOBIJKH, 3asBH, JONOBIJHI Ta MOSCHIOBAJIbHI 3allMCKH,
MPOTOKOJH, CITY>KOOBI JTMCTH TOIIO).

5. OgopmieHHS PEKBI3UTIB OpraHi3aliifHO-pO3MOPAII0l JAOKYMEHTAIlll Ta MOPSAIOK iX
po3TainryBaHHS MarOTh BiamoBigaru HarmioHanmpHOMY cTaHmapty Ykpainu «JlepskaBHa yHi(pikoBaHA
cucTteMa JJOKyMeHTaliil. YHi(ikoBaHa cucTeMa OpraHizaliifHO-po3nopsa4uoi joKyMeHTauii. Bumorn
no odopmmoBanHs gokymeHTiB. JICTY 4163-2003», 3arBepmkeHOMYy HakazoMm JlepkaBHOTO
KOMiTeTy VYKpaiHM 3 TIHMTaHb TEXHIYHOTO pETYIIOBAaHHA Ta CHOXXUBUOI TONITHKH  BiJ
07 xBitas 2003 poky Ne 55 (mani — JICTY) (0odamox 4).

6. Bumoru 10 oopMieHHs JOKYMEHTIB, 110 BUTOTOBJISIIOTHCS 32 JIOMTOMOTOI0 KOMIT FOT€PHOT
TEXHIKH, HaBEJICHO y dodamkKy 5 1o 1iei [HcTpykuii.

7. Hakasu 3akiaay MOXyTh OyTH BiMiHEHI (3MiHEHI, OTIOBHEH1) JTUIIC HOBUMH HaKa3aMH.
OpranizaniifHi Ta po3nopsAadl JOKyMEHTH 3aKJIaay JOBOISTHCS O BUKOHABIIIB y BUIVIAII KO a00
BUTSTIB.

8. Xim 0OroBOpeHHS MHUTaHb 1 pilleHb, IO NPUHAMAIOTHCS HA 3aCiTaHHIX KOJETiadbHHUX
opraHiB (pagax, 300pax, Hapaaax) 3akiaany, GpikcyeTbcst y mpoTokoii. [IpoTokonu ckiranaroThCcs Ha
mifcTaBi 3ammciB, 3pOONEHUX MMiJl Yac 3aciJaHHs, Ta JOKYMEHTIB, MiATOTOBIEHUX JO 3aciTaHHS
(TekcTiB Ta Te3 JONOBiAEH 1 BUCTYMIB, NOBIJOK, IMPOEKTIB PIllI€Hb, MOPSAKY AECHHOTO, CIUCKY
3aMpoIIeHUX TOIIO).

2. biiaHku NOKyMeHTiB

1. OpranizamiitHo-po3MmopsiIdi  JOKyMEHTH O(QOPMITIOIOTHCS Ha OnaHKax 3akiamy, IIo
BUTOTOBJISIOTHCS 3riHO 3 BUMoramu JICTYVY Ta 1iei [HcTpyKiii.

briaHku BHUTOTOBISIIOTBHCS JPYKApPCHKUM crocobom abo 3a JOMOMOTOK KOMIT FOTEPHOL
TEXHIKH Ha Tarnepi BUCOKOI sIKOCTi papOaMu HACHUEHUX KOJIBOPIB.

Jlnsi BUTOTOBIICHHS ONlaHKa po3poOIisieTbes HOro MakeT y macmTabi 1:1, Ha sikoMy MaioTh
OyTH HaHECEHI TMOCTIWHI PEKBI3UTH OJIaHKa, HEOOXITHI BIAMITKU JIsi TIEPEMIHHUX PEKBI3UTIB, a
TaKOX 3a3Ha4€HI PO3MIpH 30H PO3TAIIyBaHHS PEKBI3UTIB.

2. 3pa3ku OJIaHKIB 3aTBEPIKYIOTHCS] HAKA30M 3aKIIay.
3. ¥V 3aknagax MOXKyTh BUKOPHUCTOBYBATHCS TakKi OJTaHKW JOKYMEHTIB:

3araJIbHUi OJIaHK /711 CTBOPEHHSI pI3HUX BUIB TOKYMEHTIB (0€3 3a3Ha4eHHs y OJaHKy Ha3BU
BUJly IOKyMEHTa)(00o0amok 6);

OJ1aHK JUCTa (000amoK 7);
07aHK HakKazy (000amox §8).

4. He na OmaHkax OQOPMIIIOIOTHCS €Kl BHYTPIIIHI JOKYMEHTH (3asBM MpAI[iBHUKIB,
JIOTIOBIIH1 3aITMCKH, JIOBIJIKH TOIIIO).

3. [leuaTku

1. ITocamoBi ocobu 3aknaay MIANMKCYIOTh JOKYMEHTH y MeEXKaX CBOIX ITOBHOBAa)KEHb,
BU3HAYCHHUX 3aKOHOAABCTBOM YKpainu, CTaTyToM 3akjaay, MOCaJOBUMHU IHCTPYKIISIMH, HaKa3aMu
PO PO3MOiT 000B’SI3KIB MIXkK KEPIBHUIITBOM 3aKJIIy TOIIIO.

Binbutkom meuaTku (3a HAIBHOCTI) 3aCBiAYYETHCS IIAMUC MTOCAT0BOT 0COOM HAa JOKYMEHTax
13 MUTaHb OpraHi3amiiiHol Ta (iHAHCOBO-TOCIOAAPCHKOI AISIBHOCTI 32 MEPETiKOM JOKYMEHTIB, Ha
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SKUX MAMAC T0CagoBOi OCOOM 3acCBiMIYEThCS BIIOUTKOM II€YATKH 3aKJIaay, HABEACHHM Y
0ooamky 9 uiei [HCTpyKIIii.

BinOuTok meyaTkum CTaBUTHCA Tak, WIO0 BIiH OXOIUTIOBAaB OCTaHHI KiTbKa JITEp
HaliMEHYBaHHs TMMOCAJM OCOOM, siKa MiANucaia JOKYMEHT, ajie He MiJAMUC MOCcaaoBoi ocodu, abo
MIPOCTABISETHCS HA OKPEMO BUAUICHOMY AJIS IIHOTO MicIli 3 BiIMiTKOIO «M. TLy.

2.V 3akjazai 3acTOCOBYIOTHCS IITaMIM 3 MOBHUM HalWMEHYBaHHSM 3aKjaay Ta IHIIMMHU
peKBi3uTaMu OJaHKA.

3. Haka3om kepiBHHKA 3aKjaJy BU3HAYAIOTHCS MOPSIOK BUKOPUCTAHHS, Micie 30epiranHs
NeyaTKy 3aKyIajy i MocajoBi 0COOM, BiIMOBINANBHI 3a 11 30epiraHHs, a TAaKOX MEpeTiK M0CaTOBUX
0Ci10, MAMKUCH SIKUX CKPITUTIOIOTHCS TIEUYaTKOK YCTAaHOBH.

4. O6miK ycixX MeyaToK Ta IITaMITiB, IO 3aCTOCOBYIOTHCS y 3aKjajli, BEACThCSA Y KypHAIi 3a
dbopmoro, HaBeneHOW Y dodamky 10 no 1iei [HcTpykmii. Bugaua medarok, mTamIiiB MOCaJI0BHUM
oco0am 3[1MCHIOEThCS il MAMKUC y BIAMOBITHOMY JKypHAaIi.

5. Ileuatku 30epiraroThes y ceiidax, o HAAIIHO 3aMUKAIOTHCS 1 OTICYaTyIOThCSI.

6. [TepeBipka HassBHOCTI MEYATOK 1 IITAMITIB 3[1HCHIOETHCS MOPOKY KOMICIEIO, TPU3HAYCHOIO
HAKa30M KepiBHHKA 3aKIay, Ta OQOPMIIIOETHCS AKTOM.

4. laTyBaHH$ YIPABJIiHCBKUX JOKYMEHTIB

1. JlaToro JOKyMEHTa € BIANOBIAHO Jara HOTO MiANKUCAHHS, 3aTBEPKCHHS, MPHHHSATTS,
peectparttii abo cklIaAeHHs (Ui aKTiB), 3acigaHHS KOJETialbHOTO OpraHy (s mpoTokonis).Jlaty
opopmisitoth BignosiaHo 10 JJCTY 4163-2003 mudpoBum abo ciIoBECHO-IIUPPOBUM CTIOCOOOM.

Jlata minnmucaHHS, 3aTBEPKCHHS, TMPUHHATTA abo peecrpaiii JOKYMEHTa0()OPMIIOIOTH
muppoBuM crocoboMm. EneMeHTH natem HaBOIATH apaOChKUMH IUGpaMH B OAWH PIAOK Yy
MOCTIIOBHOCTI: YHCIIO, MICSIIb, PIK.

02.01.2019
Jlaty 103BosIeHO 0pOPMITFOBATH Y TIOCTITIOBHOCTI: PiK, MiCSII[b, YHCIIO.
2019.01.02

Y  HOpMAaTHUBHO-NPAaBOBMX  aKkTax 1  (IHAHCOBHX  JOKyMEHTaX  3aCTOCOBYIOTbH
CJIIO0BECHO-IIU(POBHIL cTTOCIO 0(hOPMITIOBAaHHS JaTH, HATPUKJIIAT;

02 ciuna 2019 poky
C110BO «pik» MOKHA BXKMBATH y CKOPOUEHOMY BapiaHTi:
02 ciynsa 2019 p.

Jlaty miAnmucaHHA NPOCTABISAIOTH y JIBIM BEepXHI YacTHHI JOKyYMEHTa TMopsf i3
peecTpamiiHUM 1HJEKCOM Ha CHEIiaJbHO BiJBEACHOMY MiCIi Ha OnmaHKy. SIKIIO JOKyMeHT
CKJIaJIeHUH He Ha OJIaHKY, HOTO JaTy MPOCTAaBISAIOTh HIDKYE ITiIIMHCY JTiBOPYY.

Jlara criyIbHOTO JJOKYMEHTa JIBOX a00 OUIBIIOI KITBKOCTI YCTaHOB — €JMHA 1 BIAMOBIA€E NaTi
TMI3HIIIOTO ITiIMHCY.

2. Yci pekBi3UTH HA JTOKYMEHTI, OB’ s13aH1 3 Oro MpOXOIKEHHSM 1 BUKOHAHHSM, J1aTyIOThCS
1 mignucyroTbes. [lara ToOKyMeHTa MpOCTaBISETHCS MMOCATOBOI0 0CO00I0, SKa HOTO Bi3y€, MOTOKYE
a0o 3arBepkye. Jlara 3a3Ha4aeThCs HIDKYE TIMUCY JIBOPYY.

3. Ilix yac peectparii AOKyMeHTa HOro nara NMpoCTaBiIs€ThCS y JiBiil BepXHill 4yacTuHI
JOKyMEHTa Ha CIIeI[iaJIbHO BiZBEIEHOMY MicIli Ha OlaHKy.Y NTOKYyMEHTax, CKIaJeHUX HE Ha OJaHKY
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(3asBM TpaliBHUKIB, JOMOBIJHI 3amUCKH, OBIIKMA TOMIO), Jara MPOCTABISETHCS ABTOPOM
JOKyMEHTa HUK4Ye MiAIHUCY.

4. Ha moxyMeHTi, BUJaHOMY JBOMa a0o OibIlle YCTaHOBAMH, 3a3HAYAETHCS OJIHA J1aTa, sKa
BI/IMOB1/1a€ JaTi OCTAaHHBOTO IT1/ITTHCY.

S. Iloron:keHHs1 yIPaBJIiHCHKUX JOKYMEHTIB

1.V pa3i BUHHKHEHHS TIOTPEeOHM y MPOBEACHHI OILIHKH JOIIBHOCTI CTBOPEHHS JOKYMEHTA,
HOro OOIPYHTOBAaHOCTI Ta BIJIMOBIIHOCTI 3aKOHOMABCTBY 3HIHCHIOETHCS TIOTO/DKCHHS IPOCKTY
JIOKYMEHTA.

2. IloromxkeHHsT MOXKE 3A1MCHIOBATUCH SIK Y 3aKJaJl MOCAJIOBUMH 0CO0aMH, SIK1 BIAMOBIIHO
n0 iX KOMIETEHLIi BHpINIYIOTh TUTaHHS, MOpPYIIEHI B TPOEKTI JOKyMeHTa (BHYTpILIHE
NOTO/DKEHH), TaK 1 3a ii MeXaMH IHIIMMH 3aiHTEPECOBAaHMMM YCTAaHOBAaMH (30BHIIIHE
TTOTOJKEHHS ).

3. BHyTpimiHe MOTOMKEHHS O(POPMIISIOTH IIJISIXOM MPOCTABISIHHS Bi3H, Ka O(QOpMIISETHCS
BignosigHo 110 JICTY 4163-2003. I'pud moromkeHHsT po3MINIYIOTh HUXYE pekBizuty «Ilimmucy.
Bin ckmamaerses 31 cnoBa TIOI'OJDKEHO (6Ge3 mamok), Ha3BW IOcCaaud OCOOH, SIKa TOTOMKYE
JOKYMEHT (pa3oM 3 Ha3BOIO OpraHizaiii), 0COOMCTOrO MiANUCY, iHimiamy(-iB) 1 Mpi3BHINA, TATH
MTOTOKEHHS.

1IOI'O/PKEHO

3acmynnux oupexmopa

3 HABUAILHO-BUXOBHOI pobOmMU
Iionuc Iniyian(u), npizeuwe
05.02.2019

SIKIO TOKYMEHT MOTOKYIOTh JIMCTOM, MPOTOKOJIOM, aKTOM TOIIO, TO Tpu() MOTOMKCHHS
0 OPMITIOIOTH TaK:

1IOI'O/PKEHO

IIpomoxon 3acioanns
neoazociuHoi paou wKoau

23.01.2019Ne 2

4. Bi3n TpOCTaBISIOTHCS HAa NPUMIPHHKAX JOKYMEHTIB, IO 3aJHINAIOTBCS y 3aKiaji.
[IpoexTH po3nopsaIIuX TOKYMEHTIB Bi3yIOThCS Ha MEPIIOMY NPUMIPHUKY.

5. Ilepenik mocamoBux o0ci0, sSKi TOBWHHI 3aBi3yBaTH JOKYMEHT Yy 3akjaji, BHU3HAYAE
NPALiBHUK, SIKHH CTBOPIOE TOKYMEHT, BUXOJISTYH 3 HOTO 3MICTY.

6. BHyTpilIHE TIOTOKEHHS TPOEKTY MTOKYMEHTAa 3aJICKHO BiJ HOTO 3MICTy TIPOBOIUTHECS B
TaKild TOCIIIOBHOCTI: TMpPAI[iBHUKOM, SKHH IMATOTyBaB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO
IIPO3/ILTY, B IKOMY HOTO CTBOPEHO, TOCAJOBUMHU 0co0aMHU, sIKi 3a3HAYEHI Yy IPOEKTI TOKYMEHTa 5K
BHKOHABIl, (D)IHAHCOBUM MIAPO3IIJIOM ab0 TOJOBHHUM OyXraaTepoM (SKIIO TPOEKT JOKYMEHTa
CTOCY€EThCs (hIHAHCOBMX IMUTAHB), 3ACTYITHUKOM KEpIBHUKA 3aKJaay, SKUW BiAMOBiJa€ 3a MUTAHHS,
10 MICTSITBhCSI B IIPOCKTI IOKyMEHTA.


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

7. 3a 3MiCT JOKYMEHTA, SIKUH Bi3ye€ThCS KIIbKOMa 0c00aMu, Taki 0COOM BiAMOBIAIOTH 3T1THO
3 KOMIIETEHLIEIO.

8. SIkmio y mporieci Bi3yBaHHs 0 MPOEKTY JOKYMEHTa BHECEHO CYTT€BI 3MiHM, BiH HiJISATaE
JOONPALIIOBaHHIO, IEPEIPYKYBAaHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

9. 30BHIIIHE MOTOMKEHHA NPOEKTIB JOKYMEHTIB MOke OyTH O(OpMIIEHO apKylleM
MOTOJDKCHHS, TPU(POM TMOTOMKECHHS, IOBIAKOIO IPO IOTOMKEHHS, JHCTOM TIOTOKEHHS a0o
MIPEICTABIICHHSIM TPOTOKOJy OOTOBOPEHHsI MPOEKTYy JOKYMEHTa Ha 3aCiIaHHI KOJIET1aIbHOTO
Oprasy.

10. Apkyi1 MOro/KeHHsI CKJIAJA€eThCsl y pasl, SIKIIO 3MICT JOKYMEHTa CTOCY€EThCS Ouiblie
HDK TpPhOX YCTAHOB (3aKiajiB), MPO IO POOUTHCA BiAMITKA y JOKYMEHTI Ha Micli rpuda
MOTOPKEHHSI, HATIPUKIIA/:

ApKylI HOTO/PKEHHS TOAAETHCS.

11. Apky1 norokeHHs 0(hOpMIIIETHCS 3a TAKOI0 (HOPMOIO:

APKVYII ITOTOXKEHHA
HasBa npoekty nokymeHnTa
HasBa mocagu ITigmuc Inimiany (iHiian iMeHi),
pi3BHUIIE
Jara

[Tinmuc mocamoBoi 0COOM CKPIMITIOETHCS TIEYATKOIO YCTAaHOBH (32 HasIBHOCTI).

12. KoxxHa 3 ycTaHOB (3aKJafiB), SKii HaAICIaHO MPOEKT JOKYMEHTA Ha TOTOMKEHHS, MOXeE
HA/IaBaTH OKPEMHUU apKyIl TMOTO/KEHHS, ab0 apKyIll MOTOHKCHHS MEePEIacThCs 3aiHTEPECOBAHIM
ycTaHOBaM (3aKjiajiaM) y TIOCIHIIOBHOCTI, BU3HAYEHIN yCTAaHOBOIKO (3aKJIaJIOM) — aBTOPOM TPOCKTY
JOKyMEHTa.Apkymr a0o apKyll MOTo/pKEHHs 30epiraloTbCsi pa3oM 3 JOKYMEHTOM, SIKHil OyIo
MIOTOJIKEHO.

13. 30BHIIIHE TOTOMKEHHS Y pa3i mOTpeOH, BU3HAYEHOT 3aKOHOAABCTBOM, 3IIHCHIOETHCS Y
TaKiil HOCHITOBHOCTI:

3 yCTaHOBaMHU OJJTHAKOBOT'O PIBHA Ta IHIIMMH yCTaHOBAMU;
3 FPOMa/ICbKIMH OpraHi3allisiMH;
3 OpraHamu, sKi 3[1HCHIOIOTH JIepKaBHUN KOHTPOIb Y TIEBHIH cdepi;
3 yCTaHOBAMH BUILIOTO PiBHSL.
6. 3aTBepaKeHHA YNPaBJIIHCHKUX JOKYMEHTIB

1. 3aTBepmKEHHS YIIPABIiHCHKUX JTOKYMEHTIB 3IIHCHIOETHCS OCOOMCTO KEPIBHUKOM 3aKJIaTy
a00 Haka3oM (B OKpPEeMHX BHUIAJKaxX MPOTOKOJIOM) 3aKJIaay i3 3a3HAYCHHSIM Ha JOKYMEHTI rpuda
3aTBEPIKEHHS, 0(POPMIICHOTO BiJIIOBITHIM YHHOM.

2. Haka3zoMm 3axnany 3aTBEpKYIOTHCS TOJIOKEHHS MPO CTPYKTYPHI MiAPO3J1IH, IHCTPYKLIT,
IpaBuIa, TOPSIIKK Ta 1HII JOKYMEHTH HOPMaTHUBHO-IIPAaBOBOTO a00 HOPMAaTUBHOT'O XapakTepy.

VY pasi 3arBepKEHHS JOKYMEHTa PIIICHHSM KOJIET1aJbHOTO OpraHy TpHUQ 3aTBEepKEHHS
ckinamaeTbess 31 cmoBa 3ATBEP/DKEHO (6e3 namok), Ha3BM, Aath 1 HOMEpa JOKYMEHTa Yy
HA3UBHOMY BiJIMIHKY.

3ATBEP/PKEHO

IIpomoxkon 3acioanns nedazoziunoi paou



eimHasii Ne 5

29.08.2019Ne 1

3. KepiBHUKOM 3aKkjazy OCOOMCTO 3aTBEPDKYIOTbCA JIOKYMEHTH, IO HE MOTpeOyroTh
JOJATKOBUX BKAa31BOK, 3aBJaHb 100 iX YHMpPOBa/PKEHHS ab0 BUKOHAHHS (ITOJIOKEHHS (CTaTyTH)

YCTAQHOBH, TPOTOKOJIM, aKTH, IUIaHH, 3BiTH, KOUITOPHCH, IITATHI PO3MHUCH, MOCAAOBI 1HCTPYKIIi,
IporpaMu, HOPMaTUBHU TOLIO).

3ATBEPIDKYIO
Lupexmop cimnas3ii Ne 5
Iionuc Iniyian(u), npizeuwy
05.09.2019
7. IlinnucaHHs yNpaBJIiHCBKUX JOKYMEHTIB

1. ITocamoBi 0coOM TIAMUCYIOTh JOKYMEHTH Yy MEXaxX CBOIX MOBHOBAXCHb, BU3HAUYCHUX Y
CTaTyTl 3aKiajay, MOJOKEHHSAX MPO CTPYKTYPHI MiIPO3IiTIH, MOCATOBHX IHCTPYKLIAX, HaKa3l Mpo
po3monia 000B’sI3KIB MK KEPIBHUKOM Ta HOTO 3aCTyMHHMKAaMHU TOMIO. Y 3a3HAYCHHMX JOKyMEHTax
BU3HAUAETHCA TAKOXK TMOPANOK IMAMUCAHHS TOKYMEHTIB 1HIIMMH 0co0amMu B pa3i BIJICYTHOCTI
KEpiBHUKA 3aKJaly Ta MOCaJ0BUX OCI0, SIKi yIIOBHOBAXEHI IX MiAMUCYBATH.

2. [ligmuc ckiIamaeTbess 3 HA3BU MOCATUM OCOOM, sSIKa IMIAMUCYE JOKYMEHT (ITOBHOI — SIKIIIO
JOKYMEHT HaJIpyKOBaHUI HEe Ha ONaHKY, CKOPOUEHOI — Ha JIOKyMEHTI, Ha[pyKOBaHOMY Ha OJIaHKY),
0ocoOuCTOro miAmucy, iHimiame (iHimianxa iMexi) 1 npi3Buma. [{o3BonseTscs B pekBi3uTi «Iligmucy»
TICIIsE Ha3BW MTOCAU 0COOM 3a3HAa4aTy BUCHE 3BaHHS, HAYKOBUM CTYTiHb.

1. Jlupexmop nosna nazea 3axiady Iionuc Tniyian(u), npizeuwe
2. Jlupexmop wkonu Iionuc Iniyian(u), npizeuwe

3.1lpu CTBOpEHHI MAOKYMEHTIB MiJMUCYETbCS OJUH TNPUMIPHUK JOKYMEHTA, SIKUH €
opuriHaiioM. BHHSATOK CTaHOBJATH JEsKi BUAM JOKYMEHTIB (HampWKIaa aKTH, JOTOBOPH, SIKi
CTBOPIOIOTHCA B KIJIBKOX IMPUMIPHUKAX, KOOKEH 3 SIKHX Ma€ CHIIy OpUTIHAIY).

4.V pasi HaACWIAHHS TOKyMEHTa OJHOYACHO KIIbKOM yCTaHOBaM OJIHAKOBOTO 200 BHII[OTO
PIBHS KEPIBHUK 3aKJIay MiJIUCY€ BCl HOro MPUMIPHUKH.

5. /IBa abo Oinmple MAMKMCIB MPOCTABISAIOTH, SKIIO 3a 3MICT JOKYMEHTa BiAMOBIIAIOTH
KizbKa oci0. [Ipu 1ipoMy HiAMUCH MOCATOBUX OCIO PO3MIIIYIOTHCS OAMH il OXHUM BiJIOBITHO JI0
1TOPSIKOBAHOCTI OCi0.

Lupexmop wkonu ITionuc Iniyian(u), npizeuwye
Knacnuii kepienux Iionuc Iniyian(u), npizeuwe

6. CriibHI TOKyMEHTHU KIJTBKOX 3aKJIAJIB MiJMUCYIOTHCS KEPIBHUKAMU OJHAKOBUX MOCA IIUX
3aKiaiB. [XHI mignucH po3MilLyIOThCS Ha OHOMY PIBHI 1 CKPIITIOIOTHCS M€YaTKaMU 3aKJIadiB.

Jlupexmop nosna Hazea nepuiozo 3axKiaoy Hupexmop nosna Hazea Opy2o2o 3axkiaoy
Hionuc Iniyian(u), npizeuwe Iionuc Iniyian(u), npizeuwye

7. JJokyMeHTH  KOJeTiaJIbHUX OpradiB  (pIII€HHS, IIOCTaHOBH) MIJANHCYE TOJIOBA
KoJleTiapHOro Ooprany.ITpoToKoN MiANMHCYIOTh TOJOBYIOUHN Ha 3acilaHHI KOJIETiaJIbHOTO OpPTaHy i
ceKpeTap.

Tonosa neoazoziunoi padu Ilionuc Iniyian(u), npizeuwe



Cexpemap nedacoeiunoi paou Ilionuc Iniyian(u), npizeuwe
8. JIoOKyMeHTH, CKJIaJIeHI KOMICI€I0, TIMUCYIOTh TOJIOBAa KOMICIi 1 BCI YICHH KOMICII.

9. IOKyMEeHTH, IO MiAIATAIOTh 3aTBEPKEHHIO (1HCTPYKIIii, TOJOXKECHHSI, MPaBUIa TOIIO),
MIIMHACY€E TI0Ca0Ba 0c00a, BIAMOBITAJIbHA 3a 1X MiATOTOBKY.

10. ¥V pasi BiACYTHOCTI KepiBHHKa 3akjaay, Ha3Ba MOCaaM, Mpi3BUIlE, iHimiamu (iHimian
iMeHI) sIKOT 3a3HaY€HO Ha MPOEKTI JJOKYMEHTA, HOTo MIAMUCY€e 0c00a, sika BUKOHYE ii 000B’A3KH, 200
ii 3acTymHUK. Y TakoMy pa3i 000B’S3KOBO 3a3HA4arOThCs (haKTHMYHA Tocaja, iHiriaau (iHimiam
iMeH1), npi3BuIle ocodu, sKa Mmignucana JOKyMeHT. [Ipu oMy BUIpaBIEHHS BHOCATh PYKOTIMCHUM
a00 MaIIMHONHMCHUM CIIOCOOOM, SIKIIO JTOKYMEHT HEMOXKJIMBO TepeapykKyBaTtu. He momyckaeTbes
i 9ac MiAMUCAaHHS JTOKYMEHTa CTaBUTH NPUHMEHHHK «3a» 4 MpaBOOiYHY MOXHIIY PHCKY Hepen
Ha3BOIO MOCA/IH.

JlogaBaHHs 10 Ha3BU IMOCaAy KepiBHUKA 3aKiaay abo caMOCTIHHOIO CTPYKTYpPHOTO
niapo3ainy ciiB «BukoHyounii 000B’s13km» a0 «B.0.» 3MiCHIOETHCS HA MiICTaB1 HaKa3zy.

11. ®akcuMinbpHE BIITBOPEHHS MIANKCY MOCAI0BOI 0COOM HA OpraHi3aliiiHO-pO3NOPSIIUHX,
(biHaHCOBUX, OyXTalTEePChKUX JOKyMEHTaX 3a JOTIOMOTOI0 MEXaHIYHOTO a00 1HIIOTO KOIFOBaHHS
HE JIOITyCKAETHCS.

8. 3arajbHi BUMOTH 10 TEKCTY YNPABJIiHCBKHUX JOKYMEHTIB

1. TekcT ympaBiaiHCBKOTO JOKyMEHTa MOBMHEH OyTH YITKUM, KOHKPETHUM, JAKOHIYHHM,
iHpOpMaTUBHUM Ta BixmoBinatu opgorpadiyHUM, JEKCUYHUM, MOP(OIOTIYHUM, CUHTAKCHYHUM,
CTHJIICTUYHHUM, ITyHKTYaI[IiHUM HOPMaM.

2. TekcT TOKyMEHTa MIOBHHEH CTOCYBAaTUCS TOTO NMUTAHHS, SKe C(OPMYITbOBAHE B 3arOJIOBKY
70 TEKCTY, YITKO BimoOpakaTH NpPUYMHY W METy CTBOPEHHS [IOKYMEHTa, PO3KPHBAaTH CYTh
KOHKPETHOI CTIpaBH, MICTUTH apTyMEHTOBaHI JOKa3HW, BUCHOBKH, TIPOITO3HIII].

3.Ilix yac ckiajaHHS JOKYMEHTIB BXKMBA€TbCS IIIOBUH CTHIIb, JUISL SIKOTO XapaKTepHHUN
HEWTpaJIbHUIl TOH BUKJIAJIEHHS, I030aBleHU 0Opa3HOCTi, E€MOLIWHOCTI Ta IHIWBITYyaIbHUX
aBTOPCBKUX PHC.

4. TekcT HOKyMeHTa O(OPMIIAIOTH y BUINISAII CYLIBHOTO 3B’SI3HOTO TEKCTY, 200 aHKETH YH
Tabnui, ado NUIIXOM NOE€THAHHS LUX (HOpM.

CyuinbHui 3B’S3HHMH TEKCT JOKYMEHTa MICTUTh TI'PaMaTHYHO 1 JIOTIYHO Y3TO/DKEHY
iHpopMaLit0  MPO  yNpaBIIHCBKI  Jii 1  BUKOPUCTOBYETHCS Wi  4Yac  CKJIaJaHHS
OpraHizarifHO-pO3MOPSIAYNX JOKYMEHTIB.

CyuinbHMA 3B’ SI3HUM TEKCT, SIK MPABUJIIO, CKIAJAETHCS 3 IBOX YACTUH. Y MepIuii (BCTyMHIN)
YacTWHI 3a3HAYAIOTHCS TiACTaBa, OOTPYHTYBaHHS a00 MeTa CKIaJaHHS JOKYMEHTa, y JAPYTii
(3aKIJIFOYHINM) YacTHHI — BUCHOBKH, TIPOIO3HUIIii, pIIICHHS, TNpPOXaHHA. B okpeMux BHmaakax
JOKYMEHT MOJKE IICJIsl BCTYITHOI YACTUHU MICTUTH MOTUBYBAJIbHY YAaCTHHY, B SIKii OOTPYHTOBY€ETHCS
MO3UIIis1 YCTAHOBHU.

5.V TekcTi NOKyMEHTa, MiATOTOBIEHOTO BIAMOBITHO MO JOKYMEHTIB IHIIMX yCTaHOB a0o
paHilie BUAAHUX JTOKYMEHTIB, 3a3HaYalOTHCS HOTO PEKBI3UTH Yy TaKii MOCIHIJOBHOCTI: Ha3Ba BUAY
JIOKYMEHTa, HAMEHYBaHHS YCTAaHOBH — aBTOPA JJOKYMEHTA, JlaTa, PEECTPAIliHHUI HOMED, 3aT0JIOBOK
JI0 TEKCTY.

6. TekcTH CKITaTHUX 1 BEIHMKHX 32 00CSTOM JTOKYMEHTIB (TIOJIOKEHHS, MPaBUIIa, IHCTPYKIIIi,
OTJISIIN, 3BITH TOIIO) MOAUISIIOTHECS HA PO3AUIH, MiJPO3AUIH, MYHKTH, MIAMYHKTH. [IyHKTH B TEKCTi
HYMEPYIOTbCS apaOChbKUMHU ITU(pPaMU 3 KPAIKOIO, a MiJITYHKTH — apaObChbKUMU [H(ppamMu 3 TyKKOIO.



Po3ninu HyMepyIOThCSI pUMCBKUMH IH(paMH, a TAKOXK B OKPEMHX BHIIAJKaX BOHH MOXYTh
HOAUIATHCS Ha IJIaBH.

7. ®opMa aHKETH BUKOPHCTOBYETHCS y pa3l BUKIQJACHHS Y IUPPOBOMY ab0 CIIOBECHOMY
BUIISAL 1HGopManli mpo oAuH O0’€KT 3a meBHUM o0OcsiroM o3Hak. [locriliHoro iH(OpMalli€o B
aHKeTI € y3arajdbHEHI O3HAKH, 33 SKUMH TPOBOAMTHCS ONHC 00’€KTa, a 3MIHHOIO — KOHKPETHI
XapaKTEPUCTUKH.

8. Tabnuuna dopMa TOKyMEHTa BUKOPHUCTOBYETHCS Y pasl BUKIAJIEHHA Y MUGPOBOMY abo
CJIOBECHOMY BUIIIAI iH(POpMALT PO KiJIbKa 00’ €KTIB 3a PSAIOM O3HAK.

3aronoBKy rpad TaONHIl MUATTYTHCS 3 BEIUKOI JIITEPH, ITi13ar0JIOBKH — 3 MaJIOl JITEpPH, SKIIO
BOHU CTaHOBJIATH OJHE IJIE 13 3aroJOBKOM, 1 3 BEJIMKOI — SKIIO MiA3arojJOBOK Ma€ CaMOCTiHHE
3HaueHHs. Kpamku B KiHII 3aroJIoBKiB 1 Mig3arojioBkiB rpad He CTaBIAThCS. 3aroJIoBKU 1
I13aroJ0BKH rpad Ta psAAKiB TaOIMI MOBUHHI OyTH BUKJIaJI€H] IMEHHUKOM Y Ha3UBHOMY BIIMIHKY
OMHUHM. Y 3arojlioBKax 1 MiA3arolioBKax psakiB 1 rpad TaOnuii BXKHUBAIOTHCS —JIMILE
3araJIbHOTIPUMHATI YMOBHI MTO3HAYEHHS 1 CKOPOYCHHSI.

I'padu Tabmuili, sSKi PO3MINIYIOTHCA HA KITBKOX CTOpPIHKaX, HyMepyroTbcs. Ha napyriit Ta
HACTYITHUX CTOpPIHKAax TaONWINl 3a3HA4alOTbCd HOMEPU rpad, a TAaKOK y BEPXHBOMY IPaBOMY
KyTi — ciioBa «[IpogoBxeHHs 1onaTkay.

9. ¥V 3aknazai TEKCT HaKa3y BUKIIAIa€eThes Bia nepiioi ocoon — HAKA3VYIO.

VY CchoiibHHX PpPO3MOPSAYMX JOKYMEHTaX BHUKOPHUCTOBYETHCS (popMa BUKIALy TEKCTY BiX
nepioi ocoou MuHOknHU — HAKA3YEMO.

VY mpoToKonax 3acTOCOBYETbCS (opMa BUKIALY TEKCTY BiJ TPEeThOoi 0COOM MHOXHMHHU 3a
CXEMOIO:

CIIYXAJIN - BUCTVYITUJIN — BUPIIIWJIN (Y XBAJIWMJIU, [IOCTAHOBUWJIN).

Y InucTyBaHHI 3aCTOCOBYETbCS (hopMa BUKIQAYy TEKCTY Big Mepuioi 0codu MHOXKHUHU
(BBAXKaEMO, HAJCHIAEMO, TMPOCHMO, TIPONOHYEMO) abo0 Big TpPeThOoi OCOOM OIHWUHU
(«3akmaa3araibHOl CEPEIHBOT OCBITH HE 3amepeuye», «3akiaa3arajbHol cepeIHbOi OCBITH BBaXKa€e
3a HEOOXITHEY ).

VY HOKyMeHTax, CKJIaJCHHX IMOCATOBOI0 OCO0O0I0 1 aJpeCcOBaHUX KEPIBHUKY 3aKiaay ado
CTPYKTYpPHOTO MiApPO3ALTY (IOMOBigHA 3amHCKa, MOSCHIOBAJIbHA 3alKCKa, 3asBa), 3aCTOCOBYETHCS
(opma BUKIIaay TEKCTY Bij MEpIIoi 0cOOM OJHUHU (TIPOIMIOHYIO, BBAXKAIO, MIPOIILY).

9. Oco0/1MBi BUMOTH 10 CKJIAIaHHS IeIKUX BU/IIB JOKYMEHTIB
Hakas3s

1. Haka3 — posmopsiunii  JOKyMEHT, SKHM BHJa€ KEpIBHUK 3aKjlaJy Ha IpaBax
€IMHOHAUYAJIBHOCTI Ta B MEXKaxX CBO€l KOMIIETEHIi, 0OOB’SI3KOBUH [JIs1 BUKOHAHHS MiUICIIMMHU.
Haxka3su 3akiany minmucyroThesi KepiBHUKOM 3aKiIay, a 3a HOro BiICyTHOCTI — 0c00010, SIka BUKOHY€
1oro 00OB’SI3KH, Ta PEECTPYIOTHCS B KypHAJIax peecTpallii Haka3iB.

[ligrotoBKy Haka3y MO)Ke IHIIIIOBaTH KEpIBHUK 3akjaaay abo Oynb-sKUil CTPYKTYpHHIA
T IPO3 L.

SIKmIo iHIIIATOPOM MiJTOTOBKM HAaKazy € CTPYKTYPHUH MiIpO37is, TO HEOOXiJHICTH HOro
BUJAHHS TOBMHHA OyTH OOIPyHTOBaHAa B JIOMOBINHIA 3amucui. PimeHHs KepiBHMKa 3akjany
BUPAXKAETHCS PE3OJTIOLIETO.

2. Bynp-sikuii Haka3, 3a BUHATKOM CIUTBHOTO, 0(DOPMITIOIOTH Ha OTaHKY HaKasy 3akKjajy.



3. 3MiCT Haka3y KOPOTKO BUKJIAJAETHCSA y 3arojOBKY, SKHM IMOYMHAETHCS 3 NPUMMEHHHUKA
«IIpo» 1 ckimamaeTbes 3a JOMOMOTror0 BimmieciaiBHoro imMmeHHuka («IIpo 3arBepmkenHs...», «IIpo
BBE/ICHHS...», «IIpo mpuiHATTA Ha poOoTy...») abo iMeHHHKa («IIpo migcymku...», «IIpo kaaposi
MMATAHHSL...»).

4. CTpyKTypa TEKCTy Haka3sy, SIK HpaBHJIO, CKJIAAEThCA 3 JBOX YACTHH — KOHCTATYIOUOi
(mpeamOynn) i pO3MOPSAAUO].

VY KOHCTaTyroouiidi YacTHHI 3a3HA4YarOThCS IIIJICTaBa, OOIPYHTYBaHHS a00 MeTa BHIAHHS
Haka3y. 3a3HaueHa YaCTHHA MOXKE MouMHaThcsA 31 ciiB «Ha BUKOHaHHA», «3 METOIO» TOIO. SIKIIOo
JOKYMEHT BHIA€THCS Ha MiACTaBl IHIIOTO PO3MOPSIYOrO AOKYMEHTA, y KOHCTATYIOWid YacTHHI
3a3HAYalOThCS Ha3Ba BHJY IIbOTO JIOKYMEHTA, HOTO aBTOp, Jlara, HOMEp Ta 3arojoBok. Kpamka B
KiHIIl KOHCTATY4Y0i YaCTHHH HE CTaBUTHCSI.

Koncraryroua yactuHa Moxke OyTH OMyLIeHa, SIKIIO pO3MOpsAIYa yYacTUHA He MoTpelye
oOI'pyHTYBaHHS, HAIPUKJIA/ y HaKa3ax 3 KaJJpOBUX MUTaHb (0COOOBOTO CKIIAAY).

5. Po3mopsiiua 4acThHA Haka3zy IMOYMHAETHCS JIECIOBOM, SKE PYKYETHCS 3 HOBOTO PsIKa
BEJIMKUMH JIiTepaMu 0€3 BIICTYITy BiJ JIIBOTO TOJIA 1 JIATIOK, MICJIsl YOTO CTABUTHCS IBOKpAIIKa.

6. Po3nopsiqua yacTuHA MOAUISETHCS HA MyHKTH 1 MiAMyHKTH, K1 HyMEPYIOTHCS apaOChKUMU
muppamMu. Y KOXKHOMY ITyHKTI TOBHHHI OyTH 3a3Ha4eHi BHKOHABII (CTPYKTYpPHI MigpO3aiau abo
KOHKPETHI 1M0CaJoBi 0cOOM), KOHKPETHI 3aBIaHHS (OPYYECHHs) 1 CTPOKH iX BUKOHAHHsS. BukoHaBIIl
MOXYTh OyTH Ha3BaHI TAaKOX y3arajJbHEHO, HANPUKJIA[: «IEAArOriyHUM IpalliBHUKAM 3aKJamy».
I[Ipy 1pOMy HE 3aCTOCOBYETHCS HANMCAHHS HEKOHKPETHHUX JIOPY4YeHb, SIKi MICTSTH CJIOBa:
IPUCKOPUTHY, KIIOMIIIINTHY, «aKTUBI3yBaTH», «3BEPHYTH YBary» TOIIIO.

7.Y Hakazax 3 KaJpOBUX IMHUTaHb (0COOOBOTO CKIIaTy) PO3MOpsAYa YAaCTHHA MOYMHAETHCS,
SIK TIPABHUIO, 3 JiecitoBa y popmi inbinitusa: « IPUMHITHy, « TIPUSHAUUTU», «[IEPEBECTIy,
«3BUIBHUTW», «BIAPAAUTN», «HAJATHU», «OI'OJIOCUTHU» Ttomo. [ani 3a3HavarOThCS
BEJIMKUMU JIITEpaMU TIPI3BUIIE MPAIIBHUKA, HA SKOTO MOIIUPIOETHCS Iisl HaKa3y, 1 MAIMMHU — HOTO
iM’s1 Ta 110 0aTHKOBI.

@opMyiIIOBaHHA  IMYHKTIB TMOBHHHI ~ OyTH  YITKUMH, KOHKPETHHUMH, BIIMOBiZaTH
HopmamKozekcy 3akoHiB npo npaio Ykpainu(K3nll) abo iHmmM npaBoBUM aKTaM.

VY pasi npuiimanHs a00 3BUTRHEHHS MpalliBHUKA 3a3HAYaIOTHCA TIOBHA Jara (YUCIO, MICAILlb,
pik) hakTHYHOTO BUXOAY IpaliBHHUKA HAa poOOTy (MPUMHHEHHS TPYAOBUX BiIHOCHH), PO3MIpH HOTO
MOCAI0BOTO OKJIAy BiATOBIAHO JIO MITAaTHOTO PO3IHCY, HAI0ABOK Ta JIOTLIAT.

VY KOXXKHOMY MYHKTI Haka3y 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIATy) 3a3HAYAETHCS IMiICTaBa
1010 WOTO BHJIAHHS (3asBa MpAIliBHUKA, KOHTPAKT, JOIMOBITHA 3alMCKa, PIIICHHS aTeCTAIiHOI
KOMIiCii TOIIO).

Haxka3u 3 xagpoBux nuTaHb (0co0OBOTO CKIiIamy) O(OpMITIOIOTH Y BUIVISAL 1HAMBITYaTbHUX
(cToCyrOThCSI OIHOTO MpAIiBHUKA) 1 3BE€ICHUX (CTOCYIOTHCS KUIBKOX MPAI[IBHUKIB).

VY 3BeleHHMX HakKazax [0 PO3MOPSIYOi YAaCTUHU BKJIIOUAIOTHCS IYHKTH, IO MICTATH
iHpopMalLito, y Takiil MOCTIIOBHOCTI: IPUHHATTA Ha poOoTy (CIykO0y), mepeBeIeHHsI, 3BIIbHEHHSI.
VY Mexax 1uX MyHKTIB TMiAMYHKTaMHU 3a3Ha4aloTh MPi3BUIIA MPAIiBHUKIB 32 andasitoM. [Ipu mipomy
JI0 OJTHOTO 3BEJCHOTO PO3MOPSIYOro JOKYMEHTa HE MOXYTh BKJIIOYATUCS MYHKTHU 3 iH(pOpMaLi€lo,
sIKa 3T1THO 13 3aKOHOJJABCTBOM Ma€ Pi3HI CTPOKH 30€piraHHs.

8. [licnsa mimnucaHHs Hakasy 3MiHH 10 HOTO BHOCSATHCS JIMIIE IIISIXOM BHIAHHS HOBOTO
Haka3y Ipo BHECEHHS 3MiH.

Skmo Haka3oM BIAMIHSETbCS TMOMEPEIHINH Haka3, y pO3MOpSAAYid YacTHHI 3a3HAYAETHCS
IYHKT, SIKAI TOBUHEH MOYMHATUCA 31 CIliB: «BU3HATH TakuM, 110 BTPAaTUB YHHHICTb, ...».


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

9. OcraHHiIl MyHKT Haka3y y pa3i MmoTpedu MoKe MICTHTH PIICHHS NpPO MOKJIAICHHS Ha
CTPYKTYPHHUH TiApo3/ia abo mocaaoBy 0coOy (GyHKITiH 3 KOHTPOIIO 32 BAKOHAHHSIM HaKa3y.

10. Haka3 Habupae YMHHOCTI 3 MOMEHTY MOTO MiJIHCAHHS 1 peecTpalii, AKIIO B TEKCTI HE
BCTAHOBJICHO 1HIIN CTPOKH.

11.3 Haka3oM 3 KaJpoBHX NHMTaHb (0COOOBOro ckKJaay) OOOB’SI3KOBO O3HAHOMIIIOIOTH
3rajJlaHuxX y HbOMY 0Ci0, sIKi Ha TepIIOMY NMPUMIPHUKY JTOKYMEHTA UM Ha CIeUialbHOMY OJaHKY
IPOCTABIISAIOTH CBOI MIiAMUCH i3 3a3HAYEHHIM AaTH O3HAHOMIICHHS.

12. Hakaszu HyMepyroTbCsl B IOPSIKY 1X BUIAQHHS B MEXKaX KaJICHAApHOTO POKY.
13. ¥V 3akmani CTBOPIOIOTHCS TaKi BUIM HAaKa3iB:
HaKa3® 3 OCHOBHOI JisUTbHOCTI 3aKimany — Ne 2-0;
HaKa3y 3 aIMIHICTPAaTUBHO-TOCIIOAAPCHKUX MUTaHb 3akaany — Ne 2-r;
HaKa3| 3 KaIpOBUX MUTaHb 3aKJIaay TPUBAJIOTO CTPOKY 30epiraHHs — Ne 2-k/Tp;
HaKa3y 3 KaJIpOBUX MUTaHb 3aKJIady TUMYacOBOTO CTPOKY 30epiranus — Ne 2-k/Tw™;
HakKa3M 3 PyXy Y4HIB/BUXOBaHIIiB 3aKiaagy — Ne 2-y.

IIporoxoa

1. IIpoToKOT — TOKYMEHT, y sIKOMY (iKCyeTbcs mepeOir BeICHHS 3acillaHb, yXBaJEHHS
pillIeHb TOpaauuMH Ta KOJIETialbHUMH OpraHaMH, KOMICISIMHU TOIIIO.

[IpoTokonu 3acigaHp NENaroriuHuX paj, IHIIMX [JOpaTyuX Ta KOJEriallbHUX OpraHiB
CKJIaJAlOThCcs B CTHCIiN Qopmi. Y MPOTOKOM, CKIaAeHOMY B CTHCHIH (popMmi, (QiKCYyIOThCS JUIIe
NMPUIHATI pilieHHs O6e3 aeTami3allii nmepediry 00OroBopeHHs MUTAHHS.

VY pa3i morpebu 3a pimIeHHAM 3arajdbHUX 300piB (KOH(]EpeHIii) KOJIEKTHBY MPOTOKOIH
3arajibHUX 300piB (KoH(DepeHIii) KOJIEKTHBY MOXKYThb CKJIQJaTHCS Y MTOBHIA (Gopmi.

2. Hymepariis npoTOKOMIB 3acijlaHb MEAaroridyHoi pagud BEIEThCS Y MEKax HaBYaJIbHOTO
POKY, IPOTOKOJIIB BUOOPHHUX OPraHiB — y MeXax iX TOBHOBaXEHb.

Hywmepartiiss mpoTOKONIB BEIETHCS OKPEMO 3a KOXKHOKO TPYIOI0 IPOTOKOJIB 3acilaHb
BIJIMOBITHOTO KOJIET1aJIbHOTO OpTaHy.

3. JlaTor0 MpOTOKOITY € J1aTa MIPOBEICHHS 3aCiJaHHSI.

3aroyloBOK /10 TEKCTy MPOTOKONy Mae BioOpakaT BHJ 3acijaHHA (Hapana, 300pw,
KoH(pepeHIis Tomo) abo KonieriaapbHOI TisuTbHOCTI (KoMicis, pana, 300pu, poboda rpyma TOmIo) i
BKJIFOYATH Ha3BY BH/Y JOKYMEHTA.

TekcT MPOTOKOTY CKIIAA€THCS 31 BCTYITHOT T OCHOBHOI YaCTHH.

VY BCTymHIM 4YacTUHI NPOTOKONY 3a3HAYAIOTHCS NPI3BHILA Ta IHIIIaJuM ToJOoBH abo
TOJIOBYFOUOTO Ha 3acifiaHHi, 300pax TOII0, CEKpeTaps, 3alpoIIeHNX, a TAKOXK MPUCYTHIX 0Ci0.

VY pa3i norpebu 3a pilIEeHHSIM BiJMOBIJHOIO OpraHy Yy CHHMCKY MPHUCYTHIX 3a3HAYalOThCs
[I0Ca/M 3alpoIlIEeHUX OCi0 Ta HaliMEHyBaHHS YCTAHOB. SIKINO KUIBKICTh MPUCYTHIX NepeBuIlye 15
0ci0, 3a3HaYa€eThCs IX 3arajbHa KUIBKICTh 3 IOCHWJIAHHSIM Ha CIMCOK, 110 JOAAETHCA 0 IPOTOKOITY.

4. BcrynHa 9acTHHA MICTHTh TIOPSIOK JSHHU: MEPEIiK PO3MISHYTHX HA 3aCiJaHHI TUTaHb.
[TopsiToK TEHHMIA MOAAETHCS HAMPUKIHITI BCTYTHOT YaCTUHH.



CrnoBa «[lopsimok JeHHHID» APYKYHOTBCS BiJ MEXi JIIBOTO TOJS, ITCIS HHUX CTAaBUTHCS
nBokpanka. KoxkHe NHTaHHS HyMepyeThCcsl apaOCbKMMM LudpaMH 1 JApyKyeTbess 3 alzarry.
DopMyBaHHs MUTAHb Y MOPSIKY JEHHOMY ITIOYMHAETHCA 3 IpuiiMeHHUKa «IIpo».

5. OcHOBHa YacTHMHA MPOTOKOJY CKJIAJA€ThCA 3 PO3IUIIB, SIKI MAalOTh BiANOBIATH MyHKTaM
HOPSIKY IeHHOTOo. Po31iian HyMepyloThest apaOChbKUMH LU paMu 1 OyTyroTbCs 32 TAKOIO CXEMOIO:

1t ctuciioi popmu mpotokoiie: «CITYXAJIN - YXBAJINIIN»;
1t moBHOT popmu npotokonis: «CIIY XAJIN - BUCTVYIIUIIN - YXBAJIUIIN».

[Micns cnoBa «CJIYXAJIN» 3 HOBOTO psiika 3a3HAYalOThCA MPI3BUINE Ta iHiMianu (iHiiam
iMEH1) KO)KHOTO JIOTIOBi1aua.

VY noBHi#t Gopmi nporokomy micis ciaoBa « BUCTYIINIIN» (ikcytoTbcs BUCTYIH THX OCI0,
SIK1 B3STM y4acTh B OOTOBOPEHHI JOMOBIiJII (MUTaHHS MOPSIKY ACHHOTO). BUCTynH 0hopMITIOIOTECS
B TIPOTOKOJI 13 3a3HA4CHHSAM TI0Caj, MPI3BUII Ta iHimianmiB (iHiIiandy), IMEH MOMNOBITadiB Y
HA3UBHOMY BIMIHKY, BUKJIAJICHHSM 3MICTy BUCTYIly a00 MUTaHHS, BIANOBiAlI HA HHOTO.

6. TekcTu BUCTYIIB Y IPOTOKOJII BUKJIAIal0ThCA BiJl TPEThO1 0COOM OHUHHU.

Tekcr abo Te3um AOMOBIAI, OPOPMIIEHI SK OKpeMi JOKYMEHTH, JO TEKCTy IPOTOKOIy He
BKITFOUarOThCs. [licis BioMOCTe# Mpo MOTMOBigava CTaBUTHCS THPE 1 3a3HAaYa€Thes « TEKCT TOMOBiTi
JOJAETHCS IO IPOTOKOITY .

[Ticnsa cnoBa «YXBAJINJIN» (ikcyeTbes MpUMHSITE PIICHHS 3 0OTOBOPIOBAHOTO MHUTAHHS
MOPSAIKY JEHHOTO, SIKe Ma€ BKJIIOUATH CKJIAJOBI, IO BIAMOBITAIOTh HA TaKi MUTAHHS: KOMY, IIIO
3pOoOUTH 1 B SIKU CTPOK.

VY pasi gKmo mnpuiMaEeTbes PIMICHHS IPO CXBAJCHHS, IOTODKEHHS, 3aTBEPKEHHS
JIOKyMEHTa, SKMA OOTrOBOPIOBABCS Ha 3acilaHHI, IEW JOKYMEHT JOHAEThCS MO0 IMPOTOKOTY. 3a
HASBHOCTI 1HIIMX JOKYMEHTIB, L0 PO3MIANAINCS HA 3aciliaHHi Ta QakT oOrOBOpEHHsS SKUX Oyio
3a(hikcoBaHO B TEKCTI MPOTOKONY, BOHM HYMEPYIOThCS apaOCbKUMH LUppaMu. Y BiINOBITHHX
IYHKTax IMPOTOKOJY IPOCTABISAIOTHCS MOCUIIAHHS Ha Il TOAATKH.

[IpoTokon miAmMCye TOMOBYIOUMI Ha 3acifiaHHi KOJETialbHOTO (IOPaadoro) OpraHy Ta
cekperap (3a HassBHOCTI). [IpoTOKOI 3acimaHh KOMICIH MiAMUCYIOTh YCi WICHHU KOMICIi.

JlucTn

1. JIuctn ckiIagaloThCs 3 METOI0 OOMiHy iH(OpMalie0o MK 3aKiIaJoM Ta OpraHaMH
JiepKaBHOT BJIa/lM, OpraHaM¥ MiCLIEBOTO CAaMOBPSIIyBaHHs, X TIOCAJOBUMH 1 CITy’kK00BHMHU 0cobamu,
3aKJIa/IaMH, YCTAHOBAaMH, OpraHi3alisiMy Ta IHIUMHA (DI3UIHUMU 1 FOPUTUIHUMHU 0COOaMH.

2. bnaHku nHCTa MalOTh TaKi PeKBI3UTH:
HallMeHyBaHHs 3aCHOBHHUKa (3aCHOBHMKIB) 3aKyajy (Hanpukiaa, Onecbka Micbka paja);
MOBHE HaIMEHYBaHHS 3aKJIaAy BIAIOBIIHO /10 YCTAHOBYUX JOKYMEHTIB;

JIOBIKOBI JaHl Mpo 3akiaj (TMOIITOBa agpeca, HOMEpH TeneoHiB, (akciB, paxyHKIB y
0aHKy, aapecy eIeKTPOHHOI HOIITH TOLIO).

3. PexBi3uTu nucTa: nara, peecTpaliiHuil 1HIEKC, MOCHIAHHA Ha PeecTpaliiHui 1HIeKC 1
JaTy TOKYMEHTA, Ha SIKUH HaJaeThCsl BIAMOBLADb (32 MOTpeOH), apecar, 3arojIoBOK J10 TEKCTY, TEKCT,
BiIMITKa PO HAsIBHICTH JOJATKiB (3a mOTpedu), MiANUC, BIAMITKA MPO BUKOHABIIS.

4. laroro nucTa € Aara Horo miANMcaHHs, sKa Ma€ 30iraTucs i3 AaTor0 peecTparii BUXiTHOL
KOPECIOH ICHII].



5. Tekct nucTa BUKIANAETHCA B TeEpHIOl OCOOM MHOXHHHA 3 BHKOPUCTAHHSM CIIiB:
«TIPOCHUMO MOBIIOMUTH...», «PO3’ACHIOEMO, II0...».

3a3BUYall y JIUCTI MOPYIIY€ETHCS OHE TTUTAHHS.
AKT

1. AKT — TOKYMEHT, CKJQJCHHIN TPYIMOI OCi0 I 3acBiAYECHHs BCTAHOBJICHUX (pakTiB abo
noziid. AKTH opOpPMITIOIOTBCA 3a pe3yibTaTaMu peBi3iil (iHAaHCOBO-TOCHOAAPCHKOI AISTBHOCTI, MiJ
yac NpUMMaHHA-NIEPEIaBaHHs CIPAB, CIMCAaHHA MalHa TOLLO.

2. Jlaroro akTa € jara Woro CKiaJeHHs.
3. TekcT akTa CKJIaIa€ThCS 31 BCTYIMHOI Ta KOHCTATyI04Y0i YaCTHH.

VY BCTynHIHM YacTHHI 3a3HAYaIOTHCS MiACTABU IS CKJIAJaHHS aKTa Ta Ha3MBAIOTHCS 0COOH,
K1 CKJIAJM aKT a00 OyJii MIPUCYTHI MPH IIHOMY.

VY KOHCTaTyro4iil YacTHHI BHMKIJIQHAIOTHCS CYTh, 3aBIAHHS, XapaKTep BUKOHAHOI poOoTH,
BCTAHOBJIEHI (DaKTH, TMPOIO3MIli Ta BUCHOBKH. KoHcTaTyroua 4acTHHA MOKe O(GOPMITIOBATHUCS Y
BUTJISIL TaONUIIL.

Y KIHIII TEKCTy aKTa 3alHuCyIOThCs JaHl TpO KUIBKICTh TPHUMIPHHKIB akTa Ta iX
MICII€3HAXOIKEHHSI.

4. AKT miANUCYIOTh YCi 0CO0H, SIKI Opasii y4acTh y HOTO CKJIaJaHHI.

Oco0a, sika Mae 3ayBakK€HHs JI0 3MICTYy akTa, MIAMHCYe HOTro i BUKIANA€E CBOIO TYMKY Ha
OKpEeMOMY apKyIlli, SIKHH TOJa€ThCS 0 aKTa.

10. 3acBigueHHs1 Komiil Ta BUTATIB €JIYyK00BHX IOKYMEHTIB

1. 3akmang Mae mpaBO 3acBiAYyBaTH KOMIi JOKYMEHTIB, IO CTBOPIOIOTHCS y HBOMY, 3a
BUHSTKOM KOMIM [TOKyMEHTIB, fIKi BIAMOBIIHO 0 3aKOHOAABCTBAa MOTPEOYIOTh 3aCBIMYEHHS B
HOTapiaJIbHOMY TTOPSIIKY.

2. Komii 1OKyMEHTIB 1HIIMX yCTAaHOB MOXKYTh BUTOTOBJISITHCS 1 3aCBIAYYBATUCS 3aKJIaJIOMYy
TaKUX BUMAIKaX:

Ha BUMOTY CYJIOBHX Ta 1HILKX MPAaBOOXOPOHHHUX OPIaHiB;

JUIs. BHYTPILTHHOTO BUKOPUCTAHHS Y 3aKiiai (i yac BUPIMICHHS MUTAHb MI0/I0 MPHUIMaHHS
TpOMaJsiH Ha poOOTYy, HAaBYaHHS, 3aCBIMUCHHS IX TPYIOBHX, JKUTIOBUX Ta IHIIUX IMpaB Yy
B3a€EMOBIJTHOCMHAX 3 YCTaHOBOW). Hampukmanm, 3akiag MOKe BHUTOTOBHUTH 1 3aCBIIUHTH KOIIIIO
JTUIUIOMA TPAIliBHUKA, sIKa TOTIM Oy/e MigImTa 0 Horo 0coboBoi cripaBy.

3. JIo3BONSETBECS BUTOTOBIISITH KOIIO 13 3aCBiMYEHOI KOMil JOKYMEHTA, SIKIIO OpHUTiHAI
BIJICYyTHi 200 HOTO OTPUMATH HEMOKIIUBO.

4. Komii JOKyMEHTIB BUTOTOBISIOTHCS 1 BHJIAIOTHCSI Ha BHUMOTY IHIIMX YCTaHOB a0o
rpOMajsiH 3 JI03BOJYy KEpIBHHMKA 3aKjagy, HOro 3acTymHUKIB a00 KepiBHHKA CTPYKTYpPHOTO
HiAPO3ALTY 3aKIaly.

5. Komist noKyMeHTa MOBHMHHA BIANOBIAATH OpUTiHANY, TOOTO TOBHICTIO BiJITBOPIOBATH
iH(opmartito opuriHairy i Bci HOTo 30BHIIIHI 03HAKH a00 X YaCcTHUHY.

6. He nomyckaeTbCsi BHTOTOBIISAITH KOMIil JIOKYMEHTIB 3 HEpO30IpIUBUM  TEKCTOM,
IiTYUCTKAMH, IPUITHCAMU Ta IHIIUMHU HEOOYMOBIICHIMH BUTIPABJICHHSIMHU.

7. Komist HaOyBae IOpUINYHOI CUJIM JIUILIE B pa3i 11 3aCBITUEHHS B YCTAHOBICHOMY MOPSIIIKY.



Hamuc mipo 3acBigueHHs KOImii CKIaa€eThes 31 CIiB «3TiIHO 3 OPUTIHAIIOMY, Ha3BU MOCAIH,
0COOMCTOrO MIANUCY 0COOH, SIKa 3aCBiAUye€ KOIItO, il iHimiamB (iHimianxy iMeH1) Ta Mpi3BHUINA, JaTH
3aCBIJUEHHS KOIIi.

Hammc mnpo 3acBigueHHs KOmMii CKPIUIIOETHCS BIAOUTKOM TE€YATKH  BiAMOBIAHOTO
CTPYKTYPHOTO MiAPO3/LTy YCTaHOBH a00 mevyaTtku «JlJist Komiiiy.

VY Bumaakax, BU3HAYEHUX 3aKOHOAABCTBOM, KOIMIii JOKYMEHTIB 3aCBiIUyIOTHCS BiIOHUTKOM
HIEYaTKH 3aKJIary.

Ha nuupoBomMy Oomi y BepXHbOMY IMPaBOMY KyTi MEpIIOrO apKymia JOKyMEHTa
NpOCTaBISEThCA BiqmiTKa «Koris.

8. CtopiHkH KoIii JOKYMEHTIB (32 BUHSATKOM THX, III0 MalOTh OJIMH apKyIll) HYMEPYIOThCS 1
BiIMITKa MPO 3aCBIAYEHHS KOIIii MOXKE IOTIOBHIOBATUCS BiIMITKOIO «Bchoro B kormii apk.». 3a
pIIIEHHSIM 3aKiagy a00 Ha BUMOTY YCTAHOBH, SIKIM HAJAa€TbCs KOMISl JTOKYMEHTA, JOIYCKAE€ThCS
3aCBIAYYBATH KOIii JOKYMEHTIB MOAPKYIIIHO.

9. ApxiBHi Komii Ta BUTATH 3aCBIIUYIOTHCS BiAMOBIAHO 10 dodamkie 11, 12.
10. 3anexxHo BiJ crioco0y BUTOTOBJICHHS KOTIii MOMIISAIOTh HA (PaKCUMITIBHI 1 BUIBHI:

1) bakcuminpHi Kol BUTOTOBJISIIOTHCS 3a JIOTIOMOTI0I0 3aco00i1B
KO FOBAJTbHO-PO3MHOXKYBAJIbHOI TEXHIKH, Y TOMY 4YHCIi OaraTo(yHKIIOHAJBHUX MPUCTPOIB, MO
TOYHO BIATBOPIOIOTH YCi 30BHIIIHI O3HAKH, XYIOKHI OCOOIMBOCTI O(QOPMIICHHS PEKBI3HTIB, iX
po3TtairyBaHHs (BKIJIIOYAIOUX MIAMUC Ta EYaTKy) ad0 YacTHHY iX;

2) ocoOucTuil MiANUC MocaaoBoi 0codH, AKa MiANKcala OpUriHall TOKYMEHTa, MOXe OyTH
BIJICYTHIM Yy pa3i HaJCWJIaHHS KOMiM IHIIUM ycTaHOBaM a0o0 SIKIIO KOsl BHUXITHOTO JOKYMEHTa
3aJIMIIAETHCA Y JIIJIOBOJICTBI 3aKIIay;

3) Ha KOmisIX BUXIAHOTO JOKYMEHTa, IO 3aJMINAIOThCS Y JIJTOBOJACTBI 3aKJamy, TEKCTH
ONaHKIB MOXYTh HE BiITBOPIOBATHUCS, a 3a3HAYATUCS MAIOTh JIMIIE JaTa MiAMHCAHHS JOKYMEHTa Ta
Horo peecTpamiifHuii iHIEKC, IMocaga OCoOM, sKa 3acBigumia KOMilo, 1i OCOOMCTHIA IiIIUC, IaTa
3aCBITYCHHS Ta BIOMTOK TEUaTKU CITY>KOU JTIOBOICTBA, HATTPUKJIIA !

Jlama, inoekc

Texcm ookymenma

Pexsizum «Ilionucy (6e3 ocobucmozo nionucy)
32i0no 3 opucinanom

IIposionuii cneyianicm 8i00iny 0in0600cmea
Hionuc, iniyianu (iniyian imeni), npizguuje
Biobumox neuamku 8i00iny dinosoocmea

Hama

Ha xomisix BUXiTHUX JOKYMEHTIB, II0 3aJHUIIAIOTHCS y ALIOBOJCTBI 3aKiIaay, TOBUHHI OyTH
Bi3M ITOCAJ0BHX 0OCi0, 3 IKUMH BOHH IOTOKCHI, Ta Bi3H BUKOHABIIIB.

@dakcUMiIbHI KOmii, M0 MICTATh (haKCUMIJIbHE BiITBOPEHHS MIAMHUCY MOCaa0BOi 0colu 1
NpU3HAuEH] JIMIIE JUIsi BHYTPIIIHHOTO KOPUCTYBAaHHS y 3aKiaji (HampuKIIaa Komil Haka3iB, MJIaHIB,
MOJIOKEHB TOIIIO), HE MOTPEOYIOTh JOJATKOBOTO 3aCB1AYCHHS;

5) BUIBHI KOMil BUTOTOBISIOTHCS IUISIXOM HEepepyKyBaHHS a0 MEpernucyBaHHS OpHUTiHAITY
JOKYMEHTA, II10 TIOBHICTIO BiATBOPIOIOTH Horo iH(opMaIlito, ajge He aOCOTIOTHO TOYHO BiATBOPIOIOTH
Horo 30BHINTHI 03HAKH (MIPUQT, PEKBI3UTH OJIaHKA, ITiIMKC, TIEYaTKY TOIIO).



11. Butar 31 coy00BOTO JOKYMEHTa BUTOTOBIISIETHCS, SKII0O HEMAaEe HEOOXiTHOCTI
BHUTOTOBJISITH KOMit0. BUTAT oopmitroeTses Ha 3araapHOMY OJIaHKY 3aKjIafy i3 JOTPUMaHHSIM TaKUX
BUMOT':

y Ha3Bl BUIY JOKYMEHTA 3a3HAYAETHLCS: «BUTAT 3 HAKA3y», «BUTST 3 TPOTOKOITY»;
BiJITBOPIOETHCS TIOBHICTIO BCTYITHA YAaCTHHA (SIKILIO BOHA €) CIY)O0OBOTO JOKYMEHTA;

3 OCHOBHOi YaCTHHHM TEKCTy JOKYMEHTa BHUIHUCYETbCA TOM IyHKT, iH(pOpMalis SKOTO
HeOoOXiHa;

BIATBOPIOETHCS pekBi3UT «llinmucy» (6e3 ocobucToro miamucy);
MIPOCTABIISIOTHCS BIIMITKA PO 3aCBiTYEHHS KOTII1 Ta BiIOWTOK MeyaTku (3a HEOOX1THOCT1).

Butsarn 3 mpoToKoNiB 3acBiguye cekperap, SKHH CKIaga€ MpPOTOKOMM 1 3IilicHIOE iX
30epiranHs, 3 HaKa3iB — M0caoBa 0coba, sika BiMOBia€E 3a iX 30epiraHHsl.

12. OcobnuBUM BHJIOM KOMii JTOKyMEHTa € JyOmikaT — MOBTOPHO O(OPMIIEHHH CITy>KOOBHIA
JOKYMEHT JUIsl BUKOPHCTaHHS 3aMICTh BTPAY€HOTO YM MOUIKOJPKEHOTO OpHUTiHANY (JIUILIOMA,
CBIIOITBA, TPYAOBOI KHWKKH TOIIO), [0 MA€E TAKy CaMy IOPUINYHY CHITY.

JlyOmikaT BHWTOTOBJISIETHCA Ha TaKOMy caMoOMy OJIaHKy, IO W OpHWriHaj, Ta MICTHUTh
iHpopMalito, aHaJIOTiYHy iH(popManii B opuriHaii. Ha HboMy npocTaBistoThCs BiAOUTOK MEYaTKU
3aKyaay 1 MIAMHACH TMOCanoBHX OCiO, sfKi MaloTh MPaBO MIANMUCY LUX JOKYMEHTIB HA MOMEHT
opopmieHHs nayomikata. Ha myOmikaTi MpoCTaBisSe€ThCS y TPaBOMY BEPXHbOMY KyTi BiAMITKa
«/lyOmikary.

II1. Opranizanisi JTOKyMeHTOO00II'y Ta BUKOHAHHS JOKYMEHTIB
1. Bumoru momo oprasizanii J0KyMeHTO00Iry Ta BU3HAYEHHS HOr0o 00csATy

1. Ocoba, BiAmOBimambHA 3a OpraHi3amil0 TUTOBOACTBA Yy 3aKJIadi 3IIHCHIOE TEPBHHHE
OIIPAIIOBaHHS OKYMEHTIB, IIO HAAIWIIIM A0 3aKiaay, iX HONepenHii po3msi, peecTpariio,
nepefady KEpiBHUITBY Ha pPO3IVIsA, TepeAady BUKOHABIMM. Ilicnsi BHUKOHAHHS JOKYMEHTH
JI0JTy4arOThCS JI0 CIIPaB.

2. JIOKyMEHTH He3aJIeXHO Bix crmocoly Qikcamii Ta BIATBOpEeHHs iH(OpMAIii MaioTh
MPOXOJNTH Ta OIpPANbOBYBATHCS y 3aKkjiali HAa €IWHUX OpPTaHi3amiifHUX Ta IMPaBOBUX 3acamax
oprasizaiii JOKyMeHTOOOITY.

3. [linpaxyHOK KUIBKOCTI JTOKYMEHTIB Yy 3aKiajl 3IIMCHIOETBCS 3a PEECTPAMIHHUMU
(hopMamMu BXiIHUX, BHYTPIIIHIX, BUXITHUX JOKYMEHTIB y MICLIAX IX peecTpariii.

2. [IpuiimaHH#A, IePBUHHE ONPAIOBAHHA JOKYMEHTIB Ta IX NonepeaHii po3risijg

1. Yei 1oKyMeHTH, IO HAaIXOISATh 10 3aKiany, NpUHMarOThcs 0co0010, BiAMOBIIATIBHOIO 3a
JJIOBOZICTBO Y 3aKJIaIi.

2.V pa3i HaAXOIKEHHS JOKYMEHTIB Y CKaHOBaHii (opmi iX iHPOpMaLlilo pO3APYKOBYIOTh Ha
namnepi 13 IpOCTaBJIEHHSIM Ha BEPXHbOMY IOJII JOKyMeHTa Haamucy «OTpUMaHO B €JIEKTPOHHIN

hopmix.

3. ®akT HAAXOMKCHHS JOKyMEHTa O 3aKjaay OOOB’SI3KOBO (DIKCYETHCS —ILISIXOM
NPOCTaBICHHS Ha BXIIHUX JOKyMEHTax BIAMITKH MPO MOro HAAXOMKEHHS OO0 3aKiafdy, ska
MIPOCTABISETHCS BiJl pyKU a00 3a JIOMOMOTOFO IITaMIla, aBTOMAaTHYHOTO HyMeparopa Ha JIUI[LOBOMY
IoJIi 'y MpaBOMYy KyTi HIKHBOTO TOJISl MEPIIOTO apKylla OpuriHaily AokyMmMeHTa. EnemeHnTamu
3a3HAQUEHOTO PEKBI3UTY € CKOpOUeHE HaliMEHyBaHHS YCTaHOBU — OJIep)KyBaua JIOKyMEHTa,
peectpartiiauit iHaeke, aara (y pasi moTpeOu — roJrHa i XBUJIMHN ) HATXO/KCHHS JOKYMEHTA.



4. [lepBuHHE OIpAINIOBaHHS IOKYMEHTIB Mependadae MEepeBipKy MPaBHIIBHOCTI JOCTaBKU
KOpECTOH/IEHIIIT Ta i1 MiIICHOCTI.

JIoKyMeHTH, HaJiCJIaHi He 3a aJIpeCOr0, IIOBEPTAKOTHCS BIANPABHUKOBI 03 iX po3Iisy.
Po3kpuBatoThCs BCi KOHBEPTH, 32 BUHATKOM THX, III0 MalOTh Hamuc «OcoOUCTO.

5.VY pa3l BUSABICHHsS BIJCYTHOCTI JOJATKIB, 3a3HAYCHHX Yy JOKYMEHTi, a00 OKpeMHuX
apKylIiB, a TaKOXX IMOMHIJIOK B O(OpPMIIEHHI JOKYMEHTa, IO YHEMOXIMBIIOE MOr0 BHKOHAHHS
(BimCYTHICTH MIAMHKCY, BIiIOWTKA TeYaTKH, rprda 3aTBEPHKEHHS TOIIO), JOKYMEHT HE PEECTPYETHCS
1 BIATIPaBHUKOBI HAJCUJIAETHCS MUCHMOBHH 3aUT a00 HOMY TOBIJOMIIIETHCS PO 1€ TEICHOHOM.
[Ipu upoMy Ha JTOKYMEHTI poOMTHCS BIANOBiAHA BIAMITKA 13 3a3HAYEHHSAM JaTH 3alUTy (PO3MOBHU
TenedoHOM), TTOCaaH Ta MPI3BUIIA OCOOH, SIKii 3pOOJICHO 3aIUT, MIAMUCY, PO3ITUGPYBAHHS MIATUCY
oco0H, sKa 3a1HCHUIIA 3aIIHT.

VY pa3si BiacyTHOCTI a00 HEUIITICHOCTI BKJIAJE€Hb, OIIKOIKEHHSI KOHBEPTA, YIaKyBaHHS, L0
NPU3BEIIO 10 HEMOXJIHMBOCTI TPOYUTAHHS TEKCTYy JOKYMEHTa, CKIQJA€ThCs aKT y JIBOX
npuMmipaukax. OIWH TPUMIPHUK aKTa HAJCHIIAETHCA BiJNPABHUKOBI, 1HIIUH — 30epiraerbes y
3aKJail.

6. AIpecHi SpIUKH PEKOMEHJIOBAaHMX KOHBEPTIB 1 MAKETIB 30€piraroThCs 1 JOMAIOTHCS 0
JIOKYMEHTIB, a TAKO)K KOHBEPTH, KOJI JIUILIE 32 KOHBEPTOM MOKHA BCTAHOBUTHU aJIpeCy BIANIPABHUKA,
qac BIANpaBICHHS Ta OJEpKaHHS JOKyMEHTa, a00 KOJM B KOHBEPTI BIACYTHI OKpeMi JOKYMEHTH,
a00 BCTaHOBIICHO HEBIAIOBIIHICTH HOMEPIB IOKYMEHTIB HOMEpaM, 3a3Hau€HIM Ha KOHBEPTI.

7. JJoKyMeHTH MiJISAraloTh MONEPeIHBOMY PO3IIALY Y 3aKiIal y JeHb X HAaIXOKEHHS abo
B TEpIINK HACTYHMHHNA POOOYMHU JI€Hb Yy pa3i HAaJIXOPKEHHS IX MICHs 3aKiHYeHHS poOOodYoro THS, Y
BUXIJHI Ta CBATKOBI HEpOOOUi JIHI.

JlopydeHHS yCTaHOB BHUILIOTO PiBHS, TeJETPaMHt, TeJIe(POHOTPAMHU PO3MIIAIOTHCS HETAHHO.
8. MeTo10 nomnepeHbOro po3risay 10KYMEHTIB €:

BHOKPEMJICHHS TaKHX, 10 NOTPeOyI0Th 000B’I3KOBOTO PO3IIIALY KEPiBHUKOM 3aKjiay, HOro
3aCTYIHUKaMH 200 CTPYKTYpHUMH MiAPO3I1TaMuU;

B110ip JOKYMEHTIB, 110 HE IMJIATAIOTh PEECTpallii, a TaKoX TaKHX, IO MePEAAr0ThCs IS
peecTpaltii CTpyKTypHUM MiAPO3ALIaM.

9. O00B’sI3KOBOMY PO3IIISITY KEPIBHUKOM 3aKjIaay MiAJIATal0Th 3aKOHU YKpaiHU, TOCTAaHOBH
BepxoBuoi Pagu Ykpainu, aktu ta gopydenHs IIpesupenrta Ykpainu, aktu KaGinety MiHicTpiB
Vkpaian, nopydenns I[Ipem’ep-minictpa YKpaiHd, IEHTpaJbHUX 1 MICIEBUX OpraHiB BHKOHABYOI
BJIaAM (Z1ajli — aKTH OpraHiB Jep)KaBHOI BIAJM Ta MOPYYCHHS BHIIUX MOCAIOBHX 0Ci0), a TaKoXK
3alUTH 1 3BEPHEHHS HAPOJHMX JEMyTaTiB YKpaiHH Ta JEMyTaTiB MiCLEBUX paj, KOPECHOHACHIIIS
BepxoBnoi Pagu VYkpainu, Anminictpanii [Ipesunenta Ykpainu, KaGinery MinicTpiB Ykpainu
(mami — 3amuTH, 3BEpPHEHHS, a TaKoX KopecnoHjaeHuis BepxoBHoi Pamu Vkpainu, AaminicTpamii
[Ipesunenta Ykpainu, Kabinery MinicTpiB Ykpainu), KOpECIIOHIEHIIIS, 10 HAIXOAUTD BiJl yCTAaHOB
BUIIIOTO PiBHSI, PIIIICHHS OPTaHiB MICIIEBOTO CAMOBPSITyBaHHsI, & TAKOX HAWBAKIIUBIII JTOKYMEHTH,
Kl MICTATh 1H(OpMAIil0 3 OCHOBHUX MNHUTaHb MAISIIBHOCTI 3aKJIaay 1 MOTPeOylOTh BUPILICHHS
0e3nocepeHbO KEPIBHUKOM.

[HITI JOKYMEHTH NepeNaroThCsl 3aCTyMHHMKAaM KepiBHMKAa a00 CTPYKTYpHUM MiApoO31iTaM
(BMKOHABIISIM) BIATIOBIAHO 110 iX (yHKIIOHAIBHUX 000B’S3KiB.

10. ITix yac momepeaHbOro PO3MISLAY TOKYMEHTIB BPaXOBYIOThCS TIOBHOBAKEHHS CYyO €KTIB
pO3LIISIy  KOPECIOHJICHIIIT, mepemxbadeHi y craTyTi 3akiaay(TOJOKEHHSX TIPO CTPYKTYpHI
MiIPO3AUIN), HaKa3aX MPO PO3IMOALT 00OB’SI3KIB MK KEPIBHMKOM 3aKjady Ta HOTO 3aCTyITHUKAMH,



NIOCAJOBUX I1HCTPYKIISAX, a TaKOXK Kiacu(]ikatop MHUTaHb IiSUTGHOCTI YCTaHOBH, HOMEHKIJIATYypa
CIIpaB, CXEMH MPOXOKEHHS JOKYMEHTIB.

3. PeecTpanisi 10KyMeHTiB

1. JIokyMEeHTH B 3aKajl PpEECTPYIOThCS LEHTPATi30BAaHO HE3AJIEeKHO BiI crmocoly ix
CTBOPEHHSI, OJICPKaHHS YW BIATBOPEHHS. Y 3aKiIajii MOXKE 3aCTOCOBYBATHUCS aBTOMAaTH30BaHa popma
peecTpallii JOKyMEHTIB 3 BUKOPUCTAHHIM CIELIaIbHUX KOMIT IOTEPHUX ITPOrpam.

Cny00BUH JTOKYMEHT, OTpUMaHUM 3akiagoM a00 CTBOPEHUH HUM, y TOMY YHCII JAJs
BHYTPIIIHBOTO KOPUCTYBaHHSI, BBa)KAETbCS BHECEHMM JO JOKYMEHTaliIHHOro ()OHIY yCTaHOBH 3
MOMEHTY WOTO peecTparlii.

2. Peectparttis TOKyMEHTIB TPOBOAMTHCS 3 METOIO 3a0e3leueHHs iX 00Ky, KOHTPOJIO 3a
BUKOHAHHSM 1 OINEPaTHBHUM BHMKOPUCTAHHSM HasSBHOI B JOKyMeHTax iHpopmamii i momsrae y
BEICHHI 3alucy OOMIKOBUX JaHUX MPO JOKYMEHT 3a BCTAHOBJIEHOIO YCTAHOBOIO PEECTpaLlIiHOIO
dbopMmoro, kUM (iKCyeThCsi (PaKT CTBOpPEHHs, BiAMpaBICHHsS ab0 OAep>KaHHS JOKYMEHTA, ILISIXOM
MPOCTABICHHS HA HBOMY PEECTPAIITHOrO 1HACKCY 3 MOAAIBIINM 3allMCOM Y 3a3HaueHUX Qopmax
HEOOX1THUX B1JIOMOCTEH TTPO TOKYMEHT.

Peectpamii miansraroTh BXiJHI, BUXIJHI Ta BHYTPIIIHI JOKyMEHTH (IOBIIKH, IOTOBIIHI
3aIMCKH, 3asBH, POTOKOJIN 3aCiAaHb MEIaroriYyHuX pajl, KOMICIi TOIIIO).

ITig yac peecTpalii JOKyMEHTIB Yy 3aKja/ii HEOOX1IHO JOTPUMYBATHUCS TAKUX BHMOT:
JTOKYMEHTH PEECTPYIOTHCS HE3AJIEKHO BiJ] cltoco0y IX TOCTaBKH, Eepeaadi Yu CTBOPCHHS;

JTIOKYMEHTH PEECTPYIOTHCA JIUIE OAWH pa3 (BXIAHI —y J€Hb HAAXOMKECHHs a00 HE Mi3HiIe
HACTYITHOTO PO0OYOro AHS (AKIIO JOKYMEHT HAJiHIIOB y HEPOOOYHii yac), CTBOPIOBaHI —y JCHb
TiANUCaHHS a00 3aTBEPKEHHS ),

y pasi mepeaadi 3apeecTpoBaHOTO JTOKYMEHTA 3 OJJHOTO CTPYKTYPHOTO ITiPO3ILTy 0 iHIIOTO
HOBHH peecTpaliifHuii iHIeKC Ha JOKYMEHTI HEe IPOCTABISETHCS;

JOKYMEHTH PEECTPYIOTBCS 3a TpylaMH 3aJIe)KHO BiJ] Ha3BU BHUIY, aBTOpa 1 3MICTy
JIOKYMEHTIB.

OxpemMo peecTpyroThCs:

BXIJTHI TOKyMEHTH;

BUXI1/IHI JOKYMEHTH;

Haka3u 3 OCHOBHOI JisUTbHOCTI 3aKJIay;

HaKa3® 3 aIMiHICTPATUBHO-TOCIIOAPCHKUX MUTAHD 3aKJIAIY;

HaKa3® 3 KaIpOBUX MUTaHb 3aKJIaJy THMYACOBOTO CTPOKY 30€piraHHs;
HaKa3y 3 KQJIPOBUX MUTaHb 3aKJIay TPUBAJIOTO CTPOKY 30€piraHHs;;
HaKa3M 3 pyXy YYHiB/BUXOBAHIIIB 3aKIay;

BHYTPIIIHI JOKYMEHTH (TIPOTOKOJH, JOBIJIKH, JOMOBiAHI, MOSCHIOBAJIbHI 3allUCKU, 3asBU
MPAIiBHAUKIB TOIIO);

pIIICHHS KOJIeTiaTbHUX OPTaHiB;
OyXranTepchKi JOKyMEHTH;

3BEpHEHHS TPOMAJISH, Y TOMY YMCIi 0aThKiB 200 3aKOHHHUX MPEICTaBHUKIB YUHIB;



3alUTH Ha IMyOIiyHy iHpOpMAILIito.

3. JlokyMeHTH, £KI HaIXOOATh JO 3aKIaay, pPEECTPYIOTbCA Y JKypHall peecTparii
BX1IHUXJJOKYMEHTIB, Ti, IO BiINpPaBISIOTHCA, —y KypHaJl peecTpamii BHXIJIHUX JOKYMEHTIB,
BHYTPIIHI — y KypHaji peecTpallii BHYTPINIHIX TOKyMEHTIB, HaKa3W —y >KypHajaxX peecTparii
Haka3iB. 3BEpHEHHS IPOMAJISH Ta 3alIUTH Ha MMyOniyHy iHpOpMAaIlilo — y BiINOBITHUX KypHaJIax.

He mignsraroTs peectpaliii TOKyMEHTH, 3a3Ha4ueH1 yoooamky 13 miei IHCTpyKITii.

4.Tlim dac peecrtpamii JOKyMEHTY HaJaeThCs yMOBHE IudpoBe (IiTepHO-IIU(POBE)
TIO3HAYEHHS — peeCTpalliftHuil iHaeke. EneMeHTaMu peecTpaiiifHOro iHIEKCY € MOPSIKOBUNH HOMEp
JOKYMEHTAa Y MEXKaxX TPYIH JOKYMEHTIB, [0 PEECTPYIOThCS, SIKUN TOMOBHIOETHCS 1HJIEKCAMU, IO
3aCTOCOBYIOTHCS y 3aKjadi, 30KpeMa IHJeKCaMH 3a HOMEHKIIATYpPOIO CIIpaB, CTPYKTYPHOTO
HiAPO3ALTY TOIIO.

JInst BXIZHUX JTIOKYMEHTIB PEECTPAIIHUN 1HIEKC CKIIAJAEThCSA 3 TOPSIKOBOTO HOMEpa Ta
1HIEKCY 32 HOMEHKJIATYpOIO CIIpaB a0o0 1HIIOTO 1HJIEKCY, [0 3aCTOCOBYETHCA y 3aKia/li, HApPUKIIAI:
123/01-12, ne 123 - mopsiakoBuit HOMep, 01-12 - iHACKC cripaBU 32 HOMEHKIIATYPOIO.

VY BUXIIHOTO JOKYMEHTa pEeCTpallifiHUM 1HIEKC MOXe PpO3MIIyBaTUCh Yy 3BOPOTHIN
MIOCITITOBHOCTI — 1HJIEKC 32 HOMEHKIIATypor cmpaB (y pa3i MOTpeOM MOXe 3a3HAYaTHCS TaKOXK
IHITUH 1HJIEKC, 10 3aCTOCOBYETHCS B YCTAHOBI) Ta MOPSAIKOBUN HOMep, Hanpukian: 02-10/457, ne
02-10 - iHaEKC cIpaBU 32 HOMEHKIJIATYPOIO, 457 - HOPSIAKOBUIA HOMED.

Peecrpartiiinnii iHAEKC pO3MOPSATINX JOKYMEHTIB Ta IEIKUX BHYTPINIHIX JOKYMEHTIB (aKTH,
MIPOTOKOIIH, IOTOBOPH TOIIIO) CKIIAAETHCS 3 MOPSIIKOBOTO HOMEPA Y MEXKaxX POKY.

3 MeTOI0 PO3pi3HEHHS TPYyN HaKa3iB 3 KaJIPOBUX MUTAHb (0COOOBOTO CKIIATy) KOXKHOTO BUITY
0 TOPSAIAKOBOTO HOMEpa MOXKe JofaBaTuca JITepHUM iHaekc. Micie po3TrainryBaHHS
peecTpaIiiiHoro iHAEKCY Ha JIOKYMEHTI 3aJIe)KHUTh BiJI BUIy OJlaHKa Ta BUAY JOKYMCHTA.

5.V 3aknazi 3acTOCOBYEThbCs KypHaibHa (popma peectpauii (10 600 1OKyMEHTIB Ha piK).
[TpumipHi hopmu KypHaIiB HaBeAeHI y dooamkax 14-16.Dopmy peecTpaliitHOTo KypHally HaKa3iB
3aKJialy HaBeIeHO y dooamky 17.

4. Oprani3zanis nepeaayvi 10KyMeHTIiB Ta iX BUKOHAHHS

1. 3apeecTpoBaHi JOKYMEHTH IepelaloThCsl HAa PO3MNIAA KEpIBHULTBA 3aKIaay B JEHb iX
HAJIXO/DKEHHS 200 HACTYIMHOTO poOOYOTro IHS y pa3i HAJAXOMKEHHS JOKYMEHTIB Y HEpOOOUHi Jac.
Tenerpamu, TenedoHorpaMu Ta iHIII TEPMIHOBI JOKYMEHTH MEepEAalOThCs HETalHO.

2. JIOKyMeHTH, PO3IIISIHYTI KEPiBHUIITBOM 3aKJIay, MTOBEPTAIOTHCS 3 PE30JIOIIE0 MO0 X
BUKOHAHHS BIAMOBIAQJIBHIN 0CcO0l 3a Oprasizaiiro JTOBOACTBA 3aKjIaay, sfKa 3IHCHIOE Tepenady
JOKYMEHTIB Ha BUKOHAHHSI.

JIOKyMEHT, BUKOHAHHS $KOTO JOPYy4YeHO KiJTBbKOM oco0aM, Moxe OyTH mepemaHui
BUKOHABIIM Yy MOPSAIKY BU3HAYCHHS 1X Yy PE30JIIOLil a00 OHOYACHO y BUINIAI KOMIN 3 Mepeaadyero
OpUTiHATY TOJIOBHOMY BHKOHABIIIO, BA3HAYCHOMY B PE30ITIOLIIT TIEPIIHM.

3. @akT nepenayi JOKYMEHTIB BUKOHABISIM (DIKCYETHCS IIJISIXOM MPOCTABJICHHS BiAMOBIIHOI
BIIMITKA B peecTpauiiiHii ¢opMi 13 3a3HaYeHHSAM i1HopMaIll NpOo BUKOHABIIB, SKUM MEpPEAaHO
OpUTiHANl JOKYMEHTa Ta HOTo KOIIii.

4. 3a BUKOHaHHS JOKYMEHTA BIAMOB1Ial0Th 0COOM, 3a3HaUEH1 y HaKas3l, pe30JIoLlii KepiBHUKA
3aKJIajy, Ta MpaliBHUKY, SKUM 0€3M0CepeHbO J0PYyUE€HO BUKOHAHHS.



lonoBHMIT BHKOHABElLb OpraHizoBye poOOTy CIIBBMKOHABILiB, 30Kpe€Ma BH3HAYa€ CTPOKHU
NOAAHHSA HUMHU IPOMO3ULIiH, MOPSAAOK MIATOTOBKH, IIOIOJKEHHS POEKTY JOKYMEHTA.

CriiBBHKOHABIII BIATOBIAAIOTH 32 MIATOTOBKY Ha HAJEXKHOMY PIiBHI Ta CBO€YACHE TONAHHS
TOJIOBHOMY  BHKOHABIIO MPOMNO3WIIH. VY  pa3i HECBOEYAaCHOTO TOJAHHS  IPOTO3MUIIH
CHIBBUKOHABISIMH TOJIOBHUI BUKOHABEIb 1H()OPMYE MPO 1€ KePiBHUKA, SKUN HA/IaB OPYUCHHS.

5. BukoHaHHsI JOKyMeHTa miependadae 30MpaHHs Ta OIpaIfoBaHHS HEOOXiTHO1 iHpopMaIlii,
HiATOTOBKY TMPOEKTY BIANOBiNI Ha JOKYMEHT YH HOBOTO JIOKYMEHTa, HOro odgopMieHHs,
Y3rOKEHHS, TMOJAHHS s TMIANHUCAHHA (3aTBEp/DKEHHS) KEPIBHUKOBI 3aKjaly, Yy JESKHX
BUIIQJIKaX — CTPYKTYPHOI'O MiAPO3JLTY, @ TakoX y pa3l MOTpeOH — MiITOTOBKY MAJIS MepecHIaHHs
azpecary.

6. [IpamiBHUK, BiIMOBIAANbHUN 3a BUKOHAHHS JOKYMEHTA, Y pa3i BiIMYCTKH, BiIPSIKEHHS,
3BUIBHEHHS 3000B’S3aHUI IepegaTd iHIIOMY TIPAIliBHUKOBI 3a TIOTODKCHHSAM 31 CBOIM
Oe3rocepeHiM KepiBHUKOM yCi HEBUKOHAHI JIOKYMEHTH.

5. Opranizanisi KOHTPOJIIO 32 BUKOHAHHSAM JOKYMEHTIB

1. KOHTpOJ'IB 3a BHKOHAaHHIM I[OKYMCHTiB SHifICHIOGTBCH 3 METOI 3a0e3ledyeHHs
CBOEYACHOI'O Ta HAJIEXKHOTO iX BUKOHAHHS.

OOOB’S3KOBO KOHTPOJIIOETbCS BHUKOHAHHS 3aBAaHb, Iepen0adyeHuX B aKTax OpraHiB
JEp’KaBHOT BJIATU Ta JIOPYYCHHSX BHUIIMX MOCAJAOBHX OCiO, HAJIaHHS BIJNOBiNEH HA 3amuTH,
3BEpPHEHHS, a TaKoXX Ha KopecroHjeHIiio BepxoBHoi Pamun Ykpainu, Anminictpanii [1pe3umenra
Vkpainu, Kabinery MinicTpiB YKpaiHu, Haka3ud Ta JOPYUYCHHS KEpIBHHUITBA 3aKjaly, PIIICHHS
KOJICT1aJIbHOTO OpraHy yCTAHOBH, 3aITUTH Ha MyOIiuHy iH(pOpMAIIifo.

2. Oprani3zailiro KOHTPOJIIO 3a BUKOHAHHSM BHU3HAYCHHUX 3aBJAHB3ACTYIHUK KEPIBHUKA
3aKJIaly BIAMMOBITHO IO PO3MOALTY 00OB’SI3KIB.

besnocepenHiii KOHTpPOJNIb 32 BHKOHAHHSM JIOKYMEHTIB IOKJIQJA€EThCS Ha  0co0y,
BIZIMOBIZJAJIbHY 32 OpPTaHi3allilo AiIOBOICTBA Y 3aKIaIll.

Y  CTpYyKTYypHUX MiJIpo3[ijax Oe3rmocepeqHiii KOHTPOJIb 3a BHUKOHAHHSM JOKYMEHTIB
3aiiicHIOE 0c00a, BiIOBIIajIbHA 3a IJIOBOACTBO.

3. TumoBi CTPOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMATUBHO-TIPABOBUMU
aKTaMu, a IHIUBIAyadbHI — HAKa30M 3aKJaay ado pe30ioIi€r0 KepiBHUKA 3aKiany (CTPYKTYPHOTO

MIPO3ALTY ).
4. CTpoKM BUKOHAHHS BHYTPIINIHIX JOKYMEHTIB OOUYHUCIIOIOTHCS Yy KaJl€eHAApHUX [HSX,

MOYMHAIOYY 3 JIaTH MANMKCcaHHs (peecTpartii), a BXiTHUX — 3 JaTH HAIXOKEHHS (peecTpalrii).

SKmo ocTaHHIA JEHb CTPOKY BHKOHAHHS JIOKyMEHTa IpHIaaae Ha HEpoOOUnid JCHD,
OCTaHHIM JHEM CTPOKY BHWKOHAaHHS JOKYMEHTa BBAXKAETHhCS TMEPIIUH pOOOYMI NIEHb IMiCIs
HepoOOoYoro JHS.

5. JIokyMeHT, B SKOMY HE 3a3Ha4e€HO CTPOK BUKOHAHHs, MOBWHEH OyTH BHUKOHAHUU HE
nizHime Hix 3a 30 KaJeHJapHUX THIB 3 MOMEHTY HOro peecTparii y 3akiaji, 10 SKOTo HaIiiIIoB
JOKYMEHT.

3aBnaHHs, BU3HAYCHE Y CIIY’)KOOBOMY JIOKYMEHTI, BUKOHY€THCS Y BCTAHOBIICHH CTPOK.

Skmo 3aBaaHHs MOTPeOy€e TEPMIHOBOTO BUKOHAHHS, 000B’I3KOBO 3a3HAYAETHCS KOHKPETHHUH
KIiHIIEBHA CTPOK BUKOHAHHSI.



6. CriiBBUKOHaBIII 3000B’s3aHi IMOJABATH IPOIO3UIII TOJIOBHOMY BHMKOHABIIO MPOTIATOM
HEepIIOoi MOJOBHHHU CTPOKY, BiIBEICHOTO ISl BAKOHAHHS JOPYYCHHS, 3aBIaHHS.

7. lHmuBiAyabHUI CTPOK BUKOHAHHS JOKYMEHTA MOXKE OyTH 3MIHEHHWH JIMIIE 332 BKA3iBKOIO
M0CaI0BO1 0COOH, sIka HOTO BCTAHOBWJIA, a Y pa3i ii BIICYTHOCTI — IMOCaioBOi 0coOu, sika ii 3amimiae.

VY pa3i moTpedu CTPOK BUKOHAHHS JOKYMEHTa MOXE OyTH MPOJOBKEHO 32 0OIPYHTOBAaHUM
MIPOXaHHSAM BHMKOHABIIS, SKE MOJAETHCA HE IMI3HINIE HDK 3a TPpU poOOOYMX JHI JO 3aKiHYCHHS
BCTAQHOBIIEHOTO CTPOKY, a IIOIO JOKyMEHTa, B SKOMY HE 3a3HAYCHO CTPOK, — 10 3aKiHUCHHS
TPUALATHICHHOTO CTPOKY BiJ JaT HOTo peecTpariii.

VY pasi 3MiHU CTPOKIB BUKOHAHHS TPOCTABIISIIOTHCS HOBUH CTPOK, Jata 1 mianuc. BianoBinHi
3MIHHM BHOCATBHCS JI0 PEECTPALiTHUX JOKYMEHTIB.

8. B3aTTs TOKyMEHTa Ha KOHTPOIb 3/11HCHIOEThCA Ha MiJCTaB1 PE30JIIOLil KepiBHUKA 3aKJIaTy
ab0 1oro 3aCTYMHUKIB.

9. Ilicnst BUKOHAHHS TOKYMEHT 3HIMA€THCS 3 KOHTPOIIO. 3HATH TOKYMEHT 3 KOHTPOJIIO MOXKe
TIIBKU KEPIBHUK 3aKJIafy, HOro 3aCTYNHUKH, K1 BCTAHOBUJIM KOHTPOJIBHUN CTPOK Y PE30JIIOIIiI.

BukoHaHi JTOKYMEHTH MOJAIOTHCSA Ha MiJAMHC KEPIBHULTBA HE MEHII SIK 32 OAWH JCHb 10
3aKiHUEHHSI CTPOKY iX BHKOHAHHS 3 METOIO 3AJMIICHHS MEBHOTO 4Yacy Ha iX JOOIpAaIOBaHHS 3a
pIlIEHHAM KEepiBHUIITBA.

10. Indopmarriss mpo pe3ynbTaTH BUKOHAHHS B3SITUX Ha KOHTPOJIb JIOKYMEHTIB
y3arajlbHIOETbCS CTAHOM Ha TEpIIE YHUCIO KOXKHOTO MICALS 1 MOJAETHCS KEPIBHUITBY 3aKiIany Y
BUTJISII 3BE/ICHD PO BUKOHAHHS JJOKYMEHTIB 32 BUSHAYCHOIO y 3aKiajii (hOpMOIo.

6. IlopsA0K ONIPANIOBAHHS Ta HAACUIAHHA BUXITHUX JOKYMEHTIB

1. BuxigHi JOKYMEHTH HAJCHIAIOTHCSA aJpecaraM 3 BHKOPHUCTAaHHSM 3aco0iB IMOILITOBOIO
3B’A3KY, €JIEKTPO3B’SI3KY, @ TAKOXK JIOCTABISAIOTHCS Kyp €PCHKOIO, (Pelb’ €repChKOI0 CIyKO0aMH.

OmpairoBadHsi  TOKyMEHTIB JJIs1  BIJANPAaBICHHS TOIMITOBUM 3B S3KOM  3IIHCHIOETHCS
BIJIMOBIIaIbHOIO 0CO0O0M03aKIany BiAmoBinHO AollpaBui HamaHHS MOCITYr MOIITOBOTO 3B’SI3KY,
3aTBepKeHNX nocTaHoBoro Kabinety MinictpiB Ykpaiau Bix 05 Oepesns 2009 poxy Ne 270 (i3
3MiHaMH).

2. BuxigHi JAOKYMEHTH OIpaIbOBYIOTHCS 1 HAJCWIAIOTHCS Y JIEHb iX HAIXOPKCHHS BIJ
BHUKOHABIIIB 200 HE MI3HIIIE HACTYITHOTO pOOOYOTO JTHSI.

He nomyckaetbes HaacunanHs abo nepeaada JOKyMEHTIB 0e3 X BHXIJHOI peecTpariii.

3. JIoKyMeHTH, IO HAJICHIAIOThCS OIHOYACHO OJHOMY 1 TOMY CaMOMy aJIpecarosBi,
BKJIQJIAIOTHCS B OJIMH KOHBEpT (ymakyBaHHs). Ha KOHBepTi 3a3Ha4aeThes ajapeca, 32 HEOOX1THOCTI
MPOCTABIISIOTHCS PEECTPAIIHI 1HAEKCH BCIX JOKYMEHTIB, SIKI MICTATHCS Y KOHBEPTI.

JIOKyMEHTH, IO JOCTABISIOTHCS (bl €TePCHKOI0 CITYKO0F0, TIEPEIAIOThCS aapecaraM i
MiJMUC Y BIATIOBIAHIN KHHU3I.

IV. Cucremarusauisi Ta 30epiraHus JOKyMEHTIB y ALI0BOACTBI
1. Ck1agaHHsA HOMEHKJIATYPH CIIpaB

1. HomenkiiaTypa crpaB NpH3HA4YeHA JUIsi BCTAHOBJICHHS Yy 3aKJal €JHHOTO MOPSIKY
(dopMyBaHHS CcHpaB He3alexHO Bix ¢opmu Hocis iH(opMarii, 3abesmedeHHs iX OOIIKY,
OTICPAaTUBHOTO TIOMIYKY TOKYMEHTIB 3a iX 3MICTOM 1 BUJIOM, BU3HAUCHHS CTPOKIB 30epiraHHs CIpas i


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

€ OCHOBOIO ISl CKJIQJIaHHS OTHCIB CIpaB MOCTiiHOTO Ta TpuBaioro (monax 10 pokis) 30epiranHs, a
TaKOX JJIs1 00Ky crpaB TUM4YacoBOTO (10 10 pOKiB BKJIFOUYHO) 30epiraHHs.

2. Homenknarypa crpaB 3akiany (3BeieHa HOMEHKJIATypa) CKIIAIA€THCS BiAIMOBINAIBHOIO
ocoboro (ocobamm).

3. Ilig 9ac ckiajaHHs HOMEHKJIATYPH CIPaB 3aKJaJdy BHKOPHCTOBYETHCS CTPYKTYpPHHUI a0o
(hyHKIIOHATLHUN TIPUHITUI ii TOOYIOBH.

CTpyKTypHU MPUHITUTT BUKOPUCTOBYETHCS B pa3i YiTKO BCTAHOBIICHOT CTPYKTYPH YCTaHOBH.
Pozninamu B Takiii HOMEHKJIATYypi CIIpaB € HAWMEHYBaHHS CTPYKTYPHHUX TAPO3IITIB.

VY pa3i po3noaity OCHOBHUX (YHKIIH (HApsMiB isUTBHOCTI) Y O€3CTPYKTypHOMY 3aKiiaji
MDK {i HpaliBHUKaMM BHKOPUCTOBYETbCA (DYHKI[IOHAIBHUN HPUHIUI MOOYI0BH HOMEHKJIATYPH
cnpaB. Po3ainuy i migpo3aiii HOMEHKJIATYpH CIIpaB YCTaHOBH, OOYIOBAaHOI 32 TAKUM MPHHIIUIIOM,
Bi10OpakatoTh 11 PyHKLIT Ta HAIPSIMU JISUIBHOCTI 1 PO3MIILYIOTHCS Y HOMEHKIIATYp1 3@ CTYNEHIMHU
X BaXXITMBOCTI (opraHizailis poOOTH, TIaHyBaHHsI, (piHAHCYBaHHS, IPOTHO3YBaHHS TOIIIO).

VY pa3i BUpoOHMYOI NOTPeOU MOXKIMBE IMOENHAHHSA CTPYKTYpPHOIO Ta (YHKIIOHAJIbHOTO
NPUHIUIIB T0OYI0BM HOMEHKJIATypH CIIPaB.

4. ITix gac po3poOIeHHsT HOMEHKJIATYpH CIpPaB 3aKiIaay BUKOPHCTOBYIOTHCS CTATYT 3aKIay,
MOJIOKEHHSI TPO ii CTPYKTYPHI MiPO3IITH; MITATHI PO3NUCH; TUIOBI 00 MPUMipHI HOMEHKIIATYypH
CIpaB; HOMEHKJIATypu Ta OIMCH CIpaB 3a MHUHYT POKH; KIAaCH(IKaropud ITOKYMEHTIB i
KOPECTIOH/ICHTIB; PEECTPAIITHO-00JIIKOBI Ta KOHTPOJIbHI KAPTOTEKH; TUTIOBUI Ta TaTy3€B1 EPEITIKH
BUJIB JIOKYMEHTIB 13 3a3HaYeHHSM CTPOKIB iX 30epiraHHs, a TaKOXX ypaxOBYIOTbCS 3aBIaHHS
3aKJ1aly Ha HaCTYIHUMH pIK.

5. Homenknatypa cmopaB CTPYKTYpPHOTO MiZpo3ily (OKpemoi IocaaoBOi  0coOu)
po3polisieThcst HE Ti3HImIE 15 JHMcTONMAma TMOTOYHOTO POKY, IIMHCYETHCS KEPIBHHKOM
CTPYKTYPHOTO TiIpo3aAlTy (TMOCaJZ0BOI0 0OCO0O0I0) Ta BI3YETHCS IOCATOBOK OCO00I0 3aKIamy,
BiJIOB1aJILHOIO 32 apXiB.

6. Y HOMEHKJIaTypi CIpaB mepeadavaroThCsl 3aroj0BKH CIIPaB JUIsl TPYIYBaHHS JTOKYMEHTIB,
10 BiJOMBAIOTH YCi TOKyMEHTOBAHI MIJITHKY 1 TUTAHHS TISTIBHOCTI 3aKIay.

7. Jlo HOMEHKJIaTypHu CIIpaB BKJIIOYAIOThCA, SK IMPABWIO, OPUTIHAIM JOKYMEHTIB. 3a
pimennsm EK 3aknmagy 10 HOMEHKJIATypu CIpaB MOXYTh BKJIIOYATHCS KOMIi THPa)KOBaHUX
JIOKYMEHTIB, 1[0 HAKOMUYYIOThCA B CTPYKTYPHUX MiJIpO3aii1ax (po3nopsaadi TOKYMEHTH, TOJI0KEHHS
PO CTPYKTYPHI MiIPO31TIH, TOCAIO0B1 IHCTPYKIIIT TOIIIO).

8. Jlo HOMEHKIaTypu cIpaB HE BKJIIOUAIOTHCS APYKOBaH1 BUAAHHS, TOBIAHUKH (Y TOMY YHCI1
TenedoHH1), OroneTeHi, pedepaTuBHI JKypHaIU, eKcipec-iHdhopMallis.

9. Homenkiatypa cmpaB yCTaHOBH (3BElIE€HA) CKIIAA€ThCA 3a YHI(IKOBAHOIO (POpMOIO,
HaBEJICHOIO y 0ooamkKy 18.

10. Homenknarypy crpaB 3akiiagy 0pOpMIIOIOTh TaK, sIK BU3HAYEHO Jajli.

I'paca 1 mictuts iHoOpMaIito Mpo iHAEKC AOKyMEHTa, SIKUH BioOpakae HOMEp po3aiTy Ta
MOPSAIKOBHI HOMEp JOKYMEHTA Y PO3ILIL.

VY rpadi 2 3a3Haua€THCS HAa3Ba 3ar0JIOBKA CIpaBu. He 103BONSIETHCS BAKUBAHHS B 3aT0JIOBKAX
CIIpaB  HEKOHKPETHHX  (OpPMYITIOBaHb («MaTepiaiuy, «3arajJibHe JIMCTYBaHHS», «BXIiTHA
KOPECIIOHJICHITIs», «BUXIHA KOPECHOHICHINSN», «(piHAHCOBA MOKYMEHTAllis» TOIIO), a TaKOXK
BCTaBHUX CIIiB 1 CKJIQJIHUX CHHTAKCHYHUX 3BOPOTIB.


https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n1434

3arojoBOK CIIpaBU CKJIQJAETLCS 3 €JIEMEHTIB, IO PO3MIIIYIOTHCS Y TaKid MOCIIiJOBHOCTI:
Ha3Ba BUJy CHpaBU (JIMCTYBAaHHS, )KypHaJl, KHUTa TOIIO) YW BHUIY JOKYMEHTIB y ClpaBi (HakasH,
IPOTOKOJIM, aKTH TOIIO); aBTOP JOKYMEHTIB (HaliMEHYBaHHS YCTaHOBH, CTPYKTYPHOTO HiAPO3/LTY);
KOPECTOHJICHT a00 aapecar (HalilMeHyBaHHS yCTaHOBH, JIO SKOi aJpecoBaHi abo BiJ AKOT HAIIHAIILUIHA
JOKYMEHTH); CTUCIHM 3MICT JOKYMEHTIB CIIpaBH (IIUTaHHS, 3 SKOTO (JOPMYETHCS CIpaBa); Ha3Ba
periony (Ttepuropii), 3 SKUM IOB’S3aHMH 3MICT JOKYMEHTA; Jara (mepiox), A0 sIKOI Hajexarb
JIOKyMEHTH CTIpaBH; BKa3iBKM Ha HAsBHICTH KON JOKYMEHTIB y cripaBi (y pa3i motpedn).

Sxmo copaBa CKJIAMAEThCST 3 PI3HUX 32 BUIAMH JIOKYMEHTIB, TIIOB’SI3aHUX OIHHM
KOHKPETHUM THUTAaHHSM Ta MOCTIJOBHICTIO BEICHHS JLIOBOACTBA (CYIOBI, CIia4i, 0COO0BI TOIIO),
BKHBAIOTh TEpMiH «cmpaBa», Hampukman: «OcoboBa cmpaBa IBanuenka Bomoaumupa
MuxkomaitoBrday.

Y 3aronoBkax cmpaB, IO MICTSITh JOKyMEHTH 3 OJHOTO NUTAaHHsS, HE IOB’s3aHi
TIOCJTITOBHICTIO BEJICHHS MPOIICAYP MIJIOBOICTBA, BYKUBAETHCS TEPMIH «JIOKYMEHTH», a IMiCIs HBOTO
B Jy)KKax 3a3HA4alOThCs OCHOBHI BHJU JOKYMEHTIB CIpaBH, HampukiIam: «JlokymeHTH
(nnanu-rpadiky, aHKeTH, AOBIIKH TOIIO) MPO MPOBEICHHS OISy CTaHy ITOBOJICTBA Ta apXiBHOT
CIPaBH y 3aKiaji». TepMiH «JIOKyMEHTH» BKHUBAETHCS TAKOXK y 3aroJIOBKax CIIpaB, IO MICTSThH
JOKYMEHTH — JIOIaTKU J10 OyAb-IKOTO HOPMAaTHBHO-IIPABOBOTO akTa abo Hakasy 3akjaay. Y TakoMmy
pasi BUIOBHIA CKJIaJ JOKYMEHTIB HE 3a3HAYAIOTh, HAPUKIIAT: «JOKYMEHTH JI0 MPOTOKOJIB 3aCiTaHb
MIeTarOTIYHOT PaIu 3aKIaay».

Y 3arojoBkax CIpaB, MPU3HAYEHUX Ui TPYINyBaHHS JOKYMEHTIB OIHOTO BUIY,
3a3HAYArOThCS BUJ JOKYMEHTA Y MHOXHHI Ta aBTOp JIOKYMEHTIB, Hanpukiaa: «Haka3zn 3 ocHOBHOT
TiSUTBHOCTI 3aKJIaTy».

VY 3aroioBKax cHpas, IO MICTATHh JINCTYBAaHHS, 3a3HAYAIOTHCS KOPECHOHAEHT 1 CTHCIHN
3MICT IOKYMEHTIB, HaNpHKIaJ: «JIMCTyBaHHS 3 YIPaBIiHHAM (B1IIIOM) OCBITH PO ».

VY 3aronoBkax cmpaB, IO MICTATh JUCTYBaHHS 3 KOPECIOHACHTAMH, OJHOPIAHUMHU 3a
XapaKkTepoM AisUIBHOCTI, TaKi KOPECTIOHACHTH HE MEPENiuyOThCs, a 3a3HAYA€ThCS iX y3arajlbHEeHe
HallMEHYBaHHS, HaIIPUKJIA: «JIucTyBaHHS 13 3ACHOBHUKOM 3 TUTaHb ».

Y 3aronoBkax cmpaB, IO MICTATh JIUCTYBaHHA 3 pPI3HUMH KOPECHOHJCHTaMH, TaKi
KOPECIIOHJICHTH HE 3a3HAYaloThCs, HANPHUKIAA: «JIMCTyBaHHS TPO OpraHi3amiio ITiIBHICHHS
(haxoBoi kBamidiKallii IeaaroriyHuX MPaIiBHAKIB 3aKIaTy».

VY 3aronoBkax crpas, IO MICTATh IJIAHOBO-3BITHY IOKYMEHTAIlIIO0, 3a3HAYAE€THCS TEPIOJ
(Micslb, KBapTaj, MBPIYYs, PIK), B SKOMY IUIAHYETHCS CTBOPEHHsI TOKYMEHTIB, ab0 mepion ix
(hakTUYHOTO BUKOHAHHS, HATIPUKIIA];

Piunwmii mman po6otu 3aknaxy Ha 2019/2020 wH.p.

[lin dYac poO3MIIIEHHS 3arojOBKiB CIpaB y HOMEHKIJIATYpi BPaxOBYIOTHCS BaKIIUBICThH
JIOKyMEHTIB, BKJIIOYEHUX A0 CIpPaBH, iX B3a€MO3B’s30K. Ha moyarky poO3MIIIyIOThCSI 3aroJIOBKH
CIpaB MIOAO JOKYMEHTIB, SKi HAQAIMIUIM BiJ OpraHiB BHUIIOTO pIBHA, Jalli — OO0
Oprasi3alifHO-po3MopsAu0i AOKyMEHTAIll 3aKjiafy, JUCTYBaHHS TOLIO. Y KOXKHIM 3 IuX rpyn
JOKYMEHTH TaKOXX PO3MIIIYIOTHCS 3 YpaXyBaHHSAM BaXKIIMBOCTI Ta CTPOKiIB 30epiraHHs.

Bka3iBKy Ha HasBHICTh KOMiM JOKYMEHTIB y CIpaBl pO3TAIIOBYIOTH IICJS 3arojoBKa,
Hanpuknaz: «Hakas3u 3 ocHOBHOT fisibHOCTI 3akiany 3a 2018 pik (komii)y.

I'pada 3 HOMEHKIATypH 3alOBHIOETHCS HAMPHUKIHII KaJeHJApHOIO POKY, KOJIM Bijoma
KUTBKICTh C(DOPMOBAHUX TOMIB, YACTHH CIIPABH.



VY rpadi 4 HOMEHKIATypu 3a3HAYalOTHCA CTPOKM 30€piraHHs CIpaB, HOMEpPH cTaTeil 3a
TUTIOBUMH (Tady3eBHMH) TIEpeslikaMd JOKYMEHTIB 13 3a3HA4eHHSIM CTPOKIB iX 30epiraHss,
TUIIOBUMH 1 MPUMIPHUMH HOMEHKJIATYypaMH CIIPaB.

JlonmycKaeTbCsl MOCUIIAHHS Ha psfl CTAaTel NepeniKy JOKYMEHTIB 13 3a3Ha4eHHSAM CTPOKIB iX
30epiranHs (y TOMY YHCII PI3HHX TEPEeNiKiB, SKIIO 3aCTOCOBYIOTHCS TUIOBHH 1 ramysesuil). [Ipu
IbOMY CTPOK 30epiraHHs 3a3HAYAETHCS BIAMOBITHO O CTATTi, [0 BCTAHOBIIIOE HAUOIIBIINI CTPOK
30epiraHHs.

Jis  AOKyMeHTIB, He mnepeAdadeHHUX [II0YUMH IepelikamMH, CTPOKH 30epiraHHs
BU3HAUYaIOThCs Ha mijicTaBi ix BuBueHHs EK 3aknany.

g cnpaB, copMOBaHUX 13 THPAKOBAaHUX KON JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranHs «/{oku He MUHE TOTpeba» HE3aJIeKHO Bl CTPOKY 30€piraHHsl OPUTIHAIIB JOKYMEHTIB (Y
TOMY 4YHCTI 1 JUIsI JOKYMEHTIB IOCTIHHOTO CTpOKy 30epiraHHs) 0e3 MOCWJIAHHS Ha CTarTIO
BIJIMTOBITHOTO TIEPEIIIKY TOKYMEHTIB 13 3a3HAYEHHSIM CTPOKIB 1X 30epiraHHs.

Crpok 30epiranHst cripaBu «J[as ciy’k00BOTO KOPHCTYBaHHS» HE BCTAaHOBIIOETHCS, a Y
BIJIMOBITHIN rpadi HOMEHKJIATYPH CIIPaB MPOCTaBIsAe€ThCA Mo3Hauka «EK» (excnepTHa komicis).

VY rpadi 5 «lIpumitkay poONATHCS MO3HAYKH MPO TMEPEXigHI CIpaBH; MPO CIPABH, IO
BEIYThCS B €IEKTPOHHIN (opMi; TTPO MOCATOBUX OCIO, BIAMOBITATBHUX 3a (POPMYBaHHS CIIPaB; MPO
nepesady CIpas 0 apXiBy YCTAHOBHU UM 1HIIUX YCTAHOB JUIS iX MPOJOBKEHHS TOLIO.

11. Homenknarypa cnpap 3akiaay HiAMUCYEThCS 0C00010, BIMOBIIATBLHOIO 32 OpraHi3aIliio
JTOBOJICTBA Y 3aKjajii, BI3y€ThCs MOCAI0BOI0 0C000I0, BIAMOBITANBHOIO 32 apXiB, T CXBATIOETHCS
EK ycranosu.

12. Homenknatypa cmpaB 3akjajay MiJIArae IOTOPKEHHIO 3 BIANOBIAHUM JEp)KaBHUM
apxiBoM (mist 3akiamiB, ski Gopmyore HA®D) abo cXBajJeHHIO OpraHOM BHWIIOTO PiBHS (M1
3aKafiB, ski He popmytoTh HA®D) oguH pas Ha I’sATh POKiB a00 HEBIAKIAIHO B pa3i iCTOTHUX 3MiH
y BIACHOCTI MaiHa, CTPYKTypi, (YHKLIIX Ta Xapakrepi poOOTH YCTAaHOBM, BTPATH YHWHHOCTI
TUNOBUM (TaJly3€BUM) IEPETIKOM JOKYMEHTIB 13 3a3HAYEHHSM CTPOKIB iX 30epiraHHs.

13. Ioromxena  EIIK  BinmoBimHOrO  JEp’KaBHOTO  apXiBy HOMEHKJATypa CIpaB
3aTBEPKYETHCS KEPIBHUKOM 3aKIIaTy.

14. Homenknatypa crnpaB 3akiagy CKJIQNA€Tbcs y YOTHPHOX mNpuMipHuKax. Ilepmmii
(HEeTOTOpKAHHUI) MPUMIPHUK 3BEACHOT HOMEHKJIATypu cCIpaB 30epiraeThCcsl y BiIMOBIAAIBHOI 3a
JIUIOBOAACTBO 0COOHU, APYTHil — BUKOPUCTOBYEThCSA SIK pOOOYMIA, TpETii — mepenaeTbecsi 10 apXiBy
3aKyaay s 3MIHCHEHHS KOHTPONIO 33 (DOpMYBaHHSM CIIpaB, YETBEPTUH — HAJCHIIAETHCS 10
BIJIMOBITHOT JIep>KaBHOT apXiBHOI yCTaHOBH, apXiBHOTO BIJLTY MICBKOI paau ab0 opraHy BHIIIOTO
piBHS.

15. Homenknatypa cmnpaB CTPYKTYPHOTO MIiAPO3AUTY 3akiagy CKIQaeThes Y JBOX
npuMipHukax. OAMH TPUMIPHUK HOMEHKJIATYpH IEpeNaeThcsl BIANOBIAANBHIN 3a OpraHizarito
IIJIOBOICTBA 0CO01.

16. IIpoTsiroM pokKy CTPYKTYpHI MiApo3aiau (mocamoBi ocoOu) 3a0e3medyroTh BeICHHS
HOMEKJIATyp CIIpaB, 30KpeMa 3a HEOOX1THOCTI BHOCSITh JIO0 HUX 32 MOTO/PKEHHSM 3 BiJIITOBIIAIbHUMHU
3a JUTOBOACTBO Ta apXiB 0coO0aMHu HOBI CIpaBH, HE TMEpeadadYeHi YHHHOK HOMEHKIIATypOIO CIIPaB,
3aCTOCOBYIOUHU PU IIbOMY PE3€pBHI HOMEPH HAIPUKIHIII HOMEHKIIATYPH.

17. HampukiHni  poKy HOMEHKJATypa CopaB 3akiagy OOOB’SI3KOBO  3aKpUBAETHCS
IiJICyMKOBHM 3aIMCOM, IO MIANUCY€ KEPIBHUK CIIy>KOM AioBOozACTBa ycTaHoBHU. [Ipo dakTuuny
HasiBHICTh 3aBEJICHHX 3a PIK CIPaB MOBIIOMIISIETHCS TTOCAZ0Ba 0c00a, BIAMOBIJaIbHA 32 apXiB.



18. Ioromxena 3 EIIK BignosigHoro aepskaBHoro apxiBy (EK oprany Bumoro piBH:)
HOMEHKJIaTypa CIIpaB 3akKjaxy HAlpHUKIHII KOXKHOTO POKY YTOYHIOETHCS, MEPEApPYKOBYEThHCH,
3aTBEPKY€ETHCS KEPIBHUKOM 3aKJIay Ta BBOAUTHCS B [it0 3 01 Ci4HS HOBOTO POKY.

2. @opMyBaHHA CIIPaB
1. ITix gac hopMyBaHHS CIIpaB CIix AOTPUMYBATHCS TAaKUX 3araJbHUX MPABHIT:

BMIIIyBaTl y CIpaBU TUIBKM BHMKOHAaHI JOKYMEHTH BIJIOBITHO /10 3aroJIOBKIB CIIpaB y
HOMEHKJIATyi;

IpyNyBaTd y CHPaBU JOKYMEHTH, BUKOHAHI MPOTSATOM OJHOTO KaJeHJApHOTO POKY, 3a
BUHATKOM TIEPEXiTHUX CIIPaB Ta CYIOBUX CHpaB (BEAYThCS TMPOTIATOM KiJTBKOX POKIB J0 iX
3aBEPIICHHs), 0C000BHX crpaB ((HOPMYIOThCS TPOTATOM Iepiomy pPoOOTH OCOOM y 3aKmajui),
JIOKYMEHTIB 3aKJjiay, 10 XapaKTepU3yTh OCBITHIN mpo1iec ((hOpMyIOThCs 3a HaBUAIbHUHN PIK);

BMIIIyBaTH y CHOpaBU JIMIIE OpUTiHAIM abo y pasl iX BIICYTHOCTI 3acBimyeHI B
YCTaHOBJICHOMY MOPSIKY KOl IOKYMEHTIB;

HE JOMYCKaTH BKIIOYCHHS JIO CIPaB YOPHOBHMX, OCOOMCTHX JOKYMEHTIB, PO3MHOKECHHX
KOIITiii Ta JOKYMEHTIB, IO MiJUISITal0Th TOBEPHEHHIO;

JIO0 CTIPaBH BKJIIOYATH JOKYMEHTH TUIBKHU 3 OJTHOTO MUTaHHS a00 IPyIH CIIOPITHEHHUX MTUTaHb,
III0 CTAHOBJISTH €UHUM TEMATUUHUI KOMIIICKC;

OKpeMO TpyIyBaTh y CIpaBH JOKYMEHTH NOCTiifHOro, TpuBasoro (moHax 10 pokis),
TUMYACOBOTO 30epiraHHs;

3a 00CsATOM cIipaBa MOCTIHHOTO Ta TpuBajoro (rmoHan 10 pokiB) 30epiraHHs HE MOBHHHA
nepepuiryBaru 250 apkymiiB (He Oibine 40 MM 3aBTOBIIKH).

2. JIOKyMEHTH TPpyIYyIOThCS Y CIIPAaBU B XPOHOJIOTTYHOMY Ta/a00 JOTTYHOMY MOPSIKY.

3. IonoxxeHHsI, MpaBuia, THCTPYKIIi TOIIO, 3aTBEPIKECHI HaKa3zaMH, TPYITYIOTBCS pPa3oM i3
3a3HAYCHUMH JTOKYMEHTaMH. SIKIIO BOHM 3aTBEp/KEHI K CaMOCTiHHI JOKYMEHTH, iX (GopMyIOTh B
OKpeMi CIIpaBH 3a BUJAMH 1 XPOHOJIOTIEI0.

4. Haka3u 3 OCHOBHOI JISUIBHOCTI 3aKJIafdy, 3 aAMIHICTPaTUBHO-TOCHOAAPCHKUX HHUTAHb, 3
KaJpOBUX IUTaHb 3aKJIaay (TMMYAacOBOTO 1 TPHBAJIOIO CTPOKIB 30epiraHHs), Haka3zu 3 pyxy
YUHIB/BUXOBAHIIIB IPYMYIOTHCS Y Pi3HI CIPABH.

Hakasu 3 xaapoBux nuTaHb (0COOOBOTO CKIIAMy) TPYMYIOTHCS BIAMOBITHO 10 iX BUAIB Ta
CcTpokiB 30epiranHsi. He 103BoisieTbCcsl IpymyBaTH pa3oM Hakasu TpuBaioro (75 pokiB) Ta
TUMYacoBOoro (5 pokiB) 30epiranHs. [louibHO MpU BEIMKUX 00cCsIrax IOKyMEHTIB Haka3u 3
KaJpOBHUX MUTaHb (0COOOBOTO CKIaay), IO CTOCYIOThCS PI3HUX HANpsMIB MiSTIBHOCTI YCTaHOBU
(mpuiimMaHHsT Ha poOOTY, 3BUIBHEHHS, TPEMIIOBAHHS, BIAPSIPKEHHS, BIITyCTKHA TOIIO), TPYIyBaTH B
OKpeMi cIpaBU. SIKIIO pi3HUX BHUJIB HaKa3iB 3 KaAPOBHUX MUTaHb (0COOOBOIO CKIIa1y) CTBOPIOETHCS
He3HayHa KiJIbKICTh, IX JIO3BOJSETHCS TPYIYBaTH 3a CTPOKAaMH iX 30epiraHHs: B OIHY CIIPaBy -
HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B 1HITY - TAMYACOBOTO CTPOKY 30epiraHHs.

5. JIokymMeHTH 3aciiaHb KOJETiaIbHUX OPTaHiB TPYIYIOTHCS Y AB1 CIIPaBH:
MIPOTOKOIIH 1 IOKyMEHTH J0 HUX (AOTMOBil, TOBIAKH, MPOCKTH PIllIEHb TOIIO);

JOKYMEHTH 3 Oprasizamii 3aciianb (MOPSAJOK JEHHUW, MakKeT PO3MIIIEHHS, CIHCOK
3aMpoIIeHUX TOIIIO).

6. [IpoTokonu 3acifaHp KOJICTIAJbHUX OPTaHIB TPYMYIOTHCSA y CIPABHU B XPOHOJIOTTYHOMY
nopsAAKy 1 3a HoMepamu. J[OKyMeHTH 10 3aciflaHb 3a3HAYEHHX OpPraHiB CHUCTEMAaTU3YIOThCS 3a



JaraMn Ta HOMEpaMu HpOTOKOJ'IiB, a B MCKax Ipynu )IOKYMCHTiB, o CTOCYIOTBHCA OAHOTO
IMPOTOKOJIY, — 3a NOPAAKOM JICHHHUM SaCiI[aHHH.

7. Jlopy4eHHsI yCTaHOB BHILOTO PIBHA 1 JOKYMEHTH, TMOB’si3aHI 3 iX BHUKOHAHHSM,
TPYNyIOTBCA y CHOpaBH 3a HampsMaMu JisSIbHOCTI yCTAaHOBHM a0o0 3a aBTOpAMM 1HIIIATUBHHUX
JOKYMEHTIB. JIOKyMEHTH y HEBEJIMKIN KiTBKOCTI TPYIYIOTBCS B OJHY CIIpaBy. Y CIpaBi JOKYMEHTHU
CHCTEMATU3YIOThCS 32 IaTaMH JOPYYCHb.

8. 3aTBepKeHI IJIaHH, 3BITH, KOIITOPHCH, TUTYJIbHI CHUCKH TPYIYIOTBCS Y CIIPaBH OKPEMO
BiJl IPOEKTIB LIUX JTOKYMEHTIB.

9.JlucTyBaHHS  TpyHyeTbcs 3a 3MICTOM Ta  KOPECHOHACHTCHKOIO  O3HAaKOW 1
CUCTEMATU3YETbCSI B  XPOHOJIOTIYHOMY TOPSIAKY: JIOKYMEHT-BIJAIOBIIb  PO3MIILYETHCS — 3a
JTIOKYMEHTOM-3aITUTOM.

10. B ocoboBux cmpapax, 0 (OpMyIOThCS BIPOJOBK YChOTO yacy poOOTH MpalliBHUKA Y
3aKJajl, JOKYMEHTH TpYNyIOTbCA B XPOHOJIOTIYHOMY TMOPSJIKY B Mipy iX HaJIXOIKEHHS
(monoBHEHHST) (3asiBa PO NMpUHMaHHS Ha poOOTY, MUCEMOBHIA TPYIOBHI AOTOBIp (KOHTPAKT), KOTIii
a00 BUTATH 3 HaKa3iB MPO MPUHMaHHA Ha poOOTY, 0COOOBUIA JTUCTOK 3 OOJIKY KaapiB, TOTIOBHEHHS
70 0COOOBOTO JIMCTKA 3 OOJIKY KajpiB, aBTOOIOrpadis, KOmis macrnopTa, Komis 0OJiKOBOI KapTKU
IUTaTHUKA TIOAATKIB (KpiM (i3WYHHX 0ci0, sIKi 4epe3 CBOI peiiriiHi nepeKoHaHHS BiJIMOBIISIOTHCS
BiJI MPUUHATTS PEECTPAIIMHOTO HOMEpa OOJIIKOBOI KapTKH TUIATHUKA TOJIATKIB Ta MOBIIOMIIIA TIPO
1€ B1IMOBITHUI KOHTPOJIIOIOYMI OpraH 1 MaloTh BIMITKY Y HAcIOPTi), KOMisl BiiCBKOBOTO KBUTKA (Y
pasi HasiBHOCT1), KOMIii JAOKYMEHTIB IpPO OCBITY, HayKOBUH CTyIMiHb, BUEHE 3BaHHS, 3asBH IpPO
nepeBeieHHsT Ha 1HIIYy poOoTy (mocany), CyMICHHMIITBO, 3MiHY OiorpadiuyHuxX AaHHMX, Komii abo
BUTSTHY 3 HaKa3iB MpO MepeBeleHHs Ha iHITy poOoTy (1mocaay), CyMiCHUIITBO, KOMii TOKYMEHTIB, 1110
€ TIACTaBaMM JJisi HAJaHHS MBI (32 HASBHOCTI), KOMIii JOKYMEHTIB MPO BHECEHHS 3MIH 10
OOJIIKOBUX JOKYMEHTIB Yy 3B’sI3Ky 31 3MiHOIO OiorpagiyHux JaHux (Mpi3BHIIA, iIMEHI, 10 OaThbKOBI),
XapaKTepUCTUKH, KOMii JOKYMEHTIB TpO MiIBUIICHHS KBamiikamii, CTaKyBaHHS, 3a0XOYCHHS
(HaropomKeHHsI, TPEeMitOBaHHs ), TOKYMEHTH 3 aTeCTallii, 3asBa MPpo 3BUILHEHHS 3 pOoOOTH, Kortii 260
BUTSTH 3 HAKa31B MPO 3BUTbHEHHS 3 POOOTH.

Jlo oco0oBoi cripaBu 00OB’SI3KOBO CKJIAJIAE€THCS BHYTPIIIHIM OMKC, SKHH PO3MINIYETHCS Ha
MOYATKy CIPaBH.

BigomocTi mpo CTATHEHHS, 3a0XOYEHHs, BUKOHAHHS OOOB’S3KiB THMYAacOBO BiJCYTHBOTO
npaliBHUKa, 3aMIIIEHHS BAKaHTHOI MOCAJAM BHOCATHCS IO JIOMOBHEHHS /0 0COOOBOTO JIUCTKA 3
00Ky KaJpiB.

11. 3BepHeHHsI TpoMaJsfiH 3 MUTaHb POOOTH 3aKiagy Ta BCl JOKYMEHTH 3 iX po3msiay i
BUKOHAHHS TPYITYIOTBCS OKPEMO BiJl 3BEpHEHb T'POMAJISIH 3 0COOMCTHX MuTaHb. KokHEe 3BepHEHHS 1
JOKYMEHTH 3 HOTro pOo3MIsAy CKIQJAlOTh y CIpaBi caMocTiiiHy rpymy. [loBTOpHI 3BepHEHHS i
JOKYMEHTH 3 1X pO3IIIALy CUCTEMATHU3YIOTh y CIIPaBH Pa30M 3 IMONEPEIHIMHU.

12. Metonn4He KepiBHUITBO 1 KOHTPONb 3a (OPMYBaHHSAM CIpaB y 3akiamgi T1a ii
CTPYKTYpPHUX TiJIpO3/iaX 3A1IMCHIOIOTECS 0CO0aMH, BiAMOBIIAIEHUMHE 33 OPTraHi3allio JiI0BOACTBA
Ta apXiB.

3. 30epiranHsi JOKyMeHTIB y J1i;1I0BOICTBI

1. JIokyMeHTH 3 MOMEHTY CTBOPECHHS YW HaJIXOKCHHS 1 /10 MepeaaBaHHs Ha 30epiraHHs B
apxiB 3aKiaay 30epiraroTbes 3a MicueM (GOopMyBaHHS CIIPaB BiAIOBITHO 10 HOMEHKIIATYpH CIIPaB.

2. BianoBiganbHi 0ocobu 3000B’s13aHi1 3a0e3meunTH 30epirants JOKYMEHTIB 1 CIIpas.



3. Jlnst 30epiraHHs cripaB y AUTOBOJICTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJIamaHaMu a0o
3aB’sI3KaMH, KapTOHHI a00 TUTacTMAacOBi MIBHUAKO3IIMBa4l. Y pOOOYMX KIMHATax CIIpaBU IMOBHUHHI
30epiraTuCh y BEpPTHKAJIBHOMY TMIOJIOKEHHI Yy Imadax, Mo 3aKpUBaroTbesa. [l MiiBUIIECHHS
OIIEpPaTUBHOCTI PO3LIYKY JOKYMEHTIB CIIPaBH PO3MIILYIOTHCS BIAMOBITHO 10 HOMEHKJIATYypH CIPaB.
Ha xopiHIsgx 0OKJIaJMHOK CIIPaB 3a3HAYal0ThCS 1HIAEKCH Ta 3ar0JIOBKH 32 HOMEHKJIATypOIO CIpaB.

4. MarHiTHi cTpiuku Ta uudposi Hocli 1HGopMaIlliil 3 poHOrpaMamMH 3acCiaHb KOJIETr1aIbHOTO
oprany 30epiralotbcs B Horo cekperaps. Ha crpiumi i kopoOui poOUThCS BiIMITKAa TpO JaTy
3acigaHHs 1 gac 3anucy. CekpeTap KoJerialbHOro OpraHy BiATOBiIa€ 3a X 30epiranHs.

5.Bupgaua cmpaB y THUMYacoBE KOPHCTYBaHHs TMpalliBHUKaM 3aKiIady 3IIACHIOEThCS 3
MUCHMOBOTO JIO3BOJIy KEpiBHMKA 3akiiany. Ha BHIaHy CHpaBy CKIIAA€ThCsl KapTKa-3aMiHHUK. Y
KapTIli 3a3HAYAI0ThCS HAaWMEHYBaHHS CTPYKTYPHOTO ITiIPO3LTY, 1HACKC CTIIPaBH, 3aT0JIOBOK CIIPABH,
nara ii Bugaui, ocoba, sKiii cmpaBy BHJAHO, Jara ii MOBEPHEHHS, MIAMHCH OCi0, sIKi BUJANIHU Ta
MPUKHSUIA CIIPABY.

ITocagoBa ocoba, sika BuAana Ta NpUKHSATA CIpaBy, 3000B’s3aHa 3MIMCHUTH TEPEBIPKY
HAsBHOCTI JIOKyMEHTIB y CIIPaBi.

He no3BonsieThcst BUAABAaTH y THUMYAcOBE KOPUCTYBaHHS MpaliBHUKAM CTPYKTYPHHUX
HiIPO3I1TIB YCTAHOBH OKPEMi JOKYMEHTH 31 CITPaB.

6. Haganns cripaB y THMYacoBe KOPUCTYBAaHHS 3A1MCHIOETCS HE OB SIK HA OMH MICSIIb.
7. Buy4yeHHs1 OpUTiHAJIIB TOKYMEHTIB (CIIpaB) MOMYCKAETHCS 3 I03BOJTY KepIBHUKA 3aKiay.

8.V pa3i BTparu AOKYMEHTIB 1 CIpaB, MO YHUCIATHCS 32 HOMEHKJIATYPOIO, CKIIAJA€ThCS
BIIMIOBITHUM aKT (0odamok 19).

V. Excniepru3a WiHHOCTi JOKYMEHTIB
1. HopmaTuBHO-MeTOANYHI 3acay eKCNePTU3H HIHHOCTI IOKYMEHTIB

1. ExciepTu3a IiHHOCTI JIOKyMEHTIB NMPOBOAMTHCS BIAMOBITHO O 3aKOHOJABCTBa y cdepi
apxiBHOi CIIpaBM Ta [JIOBOJCTBA, THUIOBUX Ta Taly3eBUX NEPENIKiB BHIIB JOKYMEHTIB 13
HOPMAaTUBHO BCTAHOBJICHUMH CTpPOKaMH 1IX 30epiraHHs, 3aTBEp/PKCHHX BIAMOBIAHO [0
3aKOHOJIABCTBA, TUIOBUX 1 MPUMIPHUX HOMEHKIIATYp CIIPaB, IHIIMX HOPMATUBHO-TIPABOBHUX aKTIB 3
UTaHb EKCIICPTH3U IIHHOCTI.

2. Jlns oprasizanii Ta NpoBeIeHHs eKCIEPTU3H LIHHOCTI JOKYMEHTIB Y 3aKJIa/1iCTBOPIOETHCS
nocriiiHo airoya EK, mo mitoTh BigNOBIZHO 1O TOJOXKEHHS MPO Hel, po3poOJIeHOTOHA ITiCTaBi
TunoBoro NONOXKEHHS NPO EKCIEPTHY KOMICIIO JEpXKaBHOIO OpraHy, OpraHy MICIIEBOIO
CaMOBpSIyBaHHSA, JEpXKABHOTO 1 KOMYHAJIBHOTO TIANPHEMCTBA, YCTAaHOBM Ta oOpraHizamii,
3aTBEPKEHOro HakazoM MiHictepcTBa tocTulii Ykpainu Bif 19 uepBus 2013 poky Ne 1227/5,
3apeecTpoBaHoro y MinictepcTBi toctuiii Ykpainu 25 yepBHs 2013 poky 3a Ne 1062/23594 (i3
3MiHaMHu).

Cknan EK Ta monmoxeHHs mpo Hel 3aTBEpAXKYIOThCS HaKa30M KepiBHHUKa 3aknafny. [onoBoro
EK mpu3HavaeThCcst OAMH i3 3aCTYNMHUKIB KepiBHUKA 3aKJaay, ceKpeTapeM — ocoba, BiAmoBigaabHa
3a IOKyMEHTH, 110 MiJIATraloTh 30€piraHHIo Ta MepeaaHHIo B apXiB.

Jo cknany EK 3aknany 3a iX 3rofor0 MOXKYTh BXOIUTH NPEICTAaBHUKH apXiBHUX YCTaHOB,
OpraHy BHIIOTO piBHSA (BIAMOBIHOTO OpraHy yHpaBIiHHS OCBITOI0), METOIUYHUX IICHTPIB,
npodeciiHUX CIiIOK, X 00’ €THAHB.

3.V cBoiii gismeHOcTi EK 3akmany kepyerbcs NpUHIMIAMH 1 KPUTEPISIMU EKCHEPTH3U
LIHHOCTI JOKYMEHTIB, ycTaHOBIeHUMHUIIOpsIkOM yTBOpEHHS Ta AISUIBHOCTI KOMICIH 3 MIPOBEICHHS
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eKCTIePTHU3H IIHHOCTI JOKYMEHTIB, 3aTBEp/UKEHUM NoctaHoBoio Kabinery MiHicTpiB YkpaiHu Bif
08 cepmast 2007 poky Nel004 (i3 3miHamu).

4. EK 3axnany npuiimae pilieHHs Mpo:

cxBaneHHs 1 momaHHa 1o EIIK nepxkaBHoro apxiBy (EK apxiBHOro Bifjiay paiioHHOI,
paiionHux y mictax Kuesi i CeBactonomni Aep>kaBHUAX aMiHICTpaIliid, MiCbKOI paJin) MPOEKTIB TaKUX
JIOKyMEHTIB: OMKCIB CIpaB 3 KaJpOBUX NMUTaHb (0COOOBOTO CKJIATy), aKTiB MPO BHIIYYCHHS IJIS
3HHILEHHS JTOKyMEHTIB, HEe BHeceHUX 10 HAD;

CXBaJICHHSI:
IHCTpYKIIi 3 I1IIOBOACTBA;

HOMEHKIJIaTypH CIIPaB;

TIOJIOKEHHSI TIPO CITYOH JIIJTIOBOJCTBA, apXiBHI miapo3aiau Ta EK;
oruciB crpaB Tpusanoro (monay 10 pokiB) 30epiraHHs;

aKTiB NPO HEBUIIPABHI TOLIKOMKEHHS CIpaB (IOKyMEHTIB) Tpuajoro (moHax 10 pokiB)
30epiraHHs Ta 3 KaApOBUX MUTaHb (0COOOBOTO CKIIATY);

HOMEHKJIaTyp CIpaB, OMMUCIB crpaB TpuBajioro (monan 10 pokiB) 30epiraHHsi yCTaHOB, IO
HaJIe)KaTh 0 cepu YNpaBIiHHA YCTAaHOBH Ta Y AISIBHOCTI SIKMX HE YTBOPIOIOTHCS JTOKYMEHTHU
HA®.

5. EK omHOYacHO po3misigae ONHMCH CIpaB Ta aKTH IPO BWIYYEHHS U 3HULICHHS
JIOKyMEHTIB, He BHeceHuX 10 HA®D, a Takok akTH Ipo BWIy4deHHs NOKyMeHTIB 3 HAD pazom 3
aKTaMHM [IPO HEBUITPABHI MOLIKO/XKEHHS crpaB (lokyMeHTiB) HAD (3a iX HasiBHOCTI).

6. Baecennst mpokymeHTiB yctaHoB n0 HA® 3miiicHioeThes Ha minactaBi pimenHs EITK
JIEp’KaBHOTO apXiBy MPO CXBAJCHHS OIMKCIB CMpaB MOCTIHHOTO 30epiraHHs Ta HOro 3aTBepIKEeHHS
KEPIBHUKOM YCTaHOBH.

2. Ilopsinok NpoBeeHHs eKCNEePTH3H LiHHOCTI JOKYMEHTIB
1. EkcriepTr3a miHHOCTI TOKYMEHTIB Y 3aKJIa/il MPOBOUTHCS:

y TOTOYHOMY [IiJOBOJACTBI —IiJl Yac CKJIAJAaHHA HOMEHKJIATyp CcIpaB, (HopMyBaHHS
JIOKYMEHTIB Yy CIIPaBH 1 NIEPEBIPSHHS MPABUJIBHOCTI BIIHECEHHS JOKYMEHTIB JI0 BIATIOBIIHUX CITPaB,
HiATOTOBKHM CIPaB JI0 NepeaBaHHs Ha apXiBHE 30epiranHs;

B apXiBl yCTAaHOBHU — Yy MpOIECI NpUIMaHHS CIpaB A0 apxiBy Ta MiJTOTOBKHA CIIpaB Ha
nocriiiHe 30epiraHHs.

2. Opranizariiiiny Ta METOIUYHY JOMOMOTY Yy TPOBEJEHHI eKkcrepTu3un iHHoCTI Hagae EITK
nepxasHoro apxiBy (EK apxiBHoro Bigainy paiioHHOI, pailonHuXx y mictax Kuesi i CeBactomnodi
JEpKaBHUX aIMIHICTpAIliif, MiCbKOT pajin).

3.1lin 4Yac mNpOBEACHHS EKCIEPTU3U I[IHHOCTI JIOKYMEHTIB Yy JiJOBOJCTBI BHPI3HAIOTh
YOTHPH TPYIH CIIPAB:

MOCTIHHOTO 30epiranHs;
TpuBajuoro (moHaz 10 pokiB) 30epiraHHs;
TUMYacoBOTO 30epiranus (10 10 pokiB BKIFOUHO);

Ti, 110 MAJISATAIOTh 3HUILEHHIO Y 3B’ 53Ky 13 3aKIHUEHHSM CTPOKIB 1X 30epiraHHsl.
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Binbip 3a3HaueHMX TPyn AOKYMEHTIB 3IiHCHIOETHCS Ha TIICTaBI HOMEHKJIATYPH CIIPaB
3aKjIaay, a TAaKOK TUIIOBUX Ta Tajdy3eBUX IMEPENiKiB JOKYMEHTIB 31 CTPOKaMH 30€piraHHs IUISIXOM
neperisiay KOKHOTO apkymia chpaBu. OJIHOYACHO TMEPEeBIpSIFOTHCS SKICTh 1 TMOBHOTA YWHHOL
HOMEHKJIaTypH CIIpaB, NPaBWJIBHICTh BU3HAUEHHS CTPOKIB 30epiraHHsi crpaB, NependaueHux
HOMEHKJIaTypOl0, JOTPUMAaHHS BCTAaHOBJIEHHUX MpaBuI OGOPMIICHHS TOKYMEHTIB Ta (hOpMyBaHHS
CTIpasB.

4. Ctpok 30epiraHHsi JOKyMEHTIB oOuucitoeThest 3 01 CiuHA pOKy, HACTYIHOTO 32 POKOM
3aKkiHueHHs crpaBu. Hampukmnan, oOuucieHHs cTpoKy 30epiranHs crpas, 3aBepueHux y 2018 pori,
nounHaeTbes 3 01 ciuas 2019 poky.

5. 3a00poHSIETbCS BIAOIP MOKYMEHTIB Il TOAAJIBIIOrO 30epiraHHs a0o0 3HHINEHHS Ha
MJICTaB1 3aT0JIOBKIB CIIPaB B ONMKCY a00 HOMEHKJIATyPi CIIpaB.

6. CripaBu 3 mo3Haukoro «EITK», y SKuX eKCIIepTH3010 MIHHOCTI BCTAHOBIICHA HASBHICTH
JIOKYMEHTIB TIOCTIHHOTO 30epiraHHs, MiIATaloTh nepedopMyBaHHIO. J[OKyMEHTH TOCTIHHOTO
30epiraHHs, BWJIYYEHI 13 3a3HAU€HUX CIpaB, OO0 €IHYIOTbCSA B CaMOCTiiHI copaBu abo
NPUETHYIOTBCS JO0 IHIIUX OFHOpIAHMX cmpaB. OmnpaBieHHS 3HOBY c(OpMOBaHUX CITpaB
3MIMCHIOETHCS TIIBKH ITICIIS 3aBEPIICHHS €KCIIEPTU3H I[IHHOCTI JJOKYMEHTIB.

7.1lix 9ac TPOBEACHHS EKCHEePTH3M I[IHHOCTI JOKYMEHTIB y IJOBOJCTBI BHUSBISIOTHCS
OyOneTHI JOKYMEHTH, JAOKYMEHTH, L0 HE CTOCYIOThCS CIIPAaBM, YEPHETKH, Heo(OpMIIEH1 Komii,
MeTaJleBl CKPIMJICHHs, [0 MiJUIAraloTh BUIYYEHHIO 31 CIpaB MOCTIHHOrO Ta TpuBajoro (rmonaz 10
POKiB) 30epiraHHsl.

8.3a pesympraTaMH EKCIEPTU3M LIHHOCTI JOKYMEHTIB TOTYIOThCSl CIpaBH IMOCTIHHOTO 1
TpuBasioro (rmoHan 10 pokiB) 30epiranHs A0 NepegaBaHHs 10 apXiBy 3aKJIafdy, 30KpeMa:

31iiCHIOETHCS 0(OPMIIEHHS CITPAB BiMOBITHO 10 BUMOT;

Ha IMiJICTaBl HOMEHKJIATYp crpaB (OPMYIOTHCS MEPENiKh (CIIUCKH) CIpaB, IO IMiJIATal0Th
3HUIICHHIO y 3B’A3KYy 13 3aKiHUEHHSIM CTPOKIB iX 30epiraHHs, Ui BKJIIOYEHHS 0 aKTa Ipo
BWJTYYCHHS JUIsl 3SHUIICHHS JOKYMEHTIB, He BHeceHHX 10 HAD.

9.V pasi BCTaHOBICHHS B MpOIECi €KCHEepTH3HM IIHHOCTI (PaKTiB HecTadyl JOKYMEHTIB i
CrpaB, IO BHECEHI /0 HOMEHKJIATypH, BIATOBIAAIBHHUMH 0OCO0AMH 3akjagy 3HIHCHIOETBCS iX
po3myk. Y pa3l HEraTMBHOIO pE3yJbTaTy pO3IIYKY KEpIBHUK 3aKJaay CTBOPIOE KOMICIHO 31
CITy>k00BOTO PO3CITiTyBaHHS, IPU3HAYAE CITYKO0BE PO3CIIiTyBaHHS 1 BUAAE HAKA3 PO MPHUTATHEHHS
JI0 BIAMOBITATBHOCTI 0CI0, BUHHHUX y BTpaTi MOKyMeHTIB abo cmpaB. JloBifka Mpo TPUYUHH
BIZICYTHOCTI JOKYMEHTIB a00 cmpaB, HiANMCaHa WIEHAMM KOMiCii Ta KEpiBHHKOM BiAMOBIIHOIO
CTPYKTYPHOTO TiIPO3/IiTy, IEPEAAETHCS IO apXiBYy YCTAaHOBH.

Ha migcraBi 1OBiIKK apxXiB CKJIaJa€e akT MPO HECTauyy CIpaB (JOKYMEHTIB) Y CTPYKTYPHHUX
nigpo3ainax 3a Gopmorw(dedamox 19), sxuii minnmucye ocoba, BiONOBigaNbHA 3a apxiB, Bi3ye
BIJIMOBIIaJIbHA 32 OPTaHi3allilo IUTOBOJCTBA 0c00a Ta 3aTBEPIKY€E KEPIBHHUK 3aKJIay.

10. B apxiBi 3akiaay eKCriepTu3y MIHHOCTI JOKYMEHTIB IPOBOJISTH:

1] Yac CKJIalaHHs 3Be/ICHUX OIUCIB CIIPaB;

y pa3i HaJAXO/KEHHS JOKYMEHTIB Y HEYTOPSIKOBAaHOMY CTaHi;

y pa3i 3aKiHYEeHHS CTPOKIB TUMYAacOBOTO 30epiraHHs apXiBHUX JJOKYMEHTIB;

nepen mepefaBaHHsIM CIpaB Ha MOCTiHE 30epiraHHs 10 BIAMOBIAHOI Aep:kKaBHOI apXiBHOL
yYCTaHOBH, apXiBHOTO BTy MiCBbKOI pau;



3 METOIO BUSIBJICHHS YHIKaJIbHUX JOKyMeHTIB HAD.

11. ExcriepTr3a LIHHOCTI JIOKYMEHTIB B apXiBi 3aKiagy 3AIMCHIOETbCS M METOJUYHUM
KEpIBHUITBOM BIAMOBIIHUX JEP’KAaBHUX apXIBHUX YCTAHOB, apXiBHUX BIIJIUIIB MICIEBUX paj, y
30H1 KOMIUIEKTYBaHHS SIKUX NepedyBa€e 3aKial.

12. ExcriepTu3a LIHHOCTI IOKyMEHTIB B apX1Bl 3aKJIaly MiJl 4ac CKJIaJAaHHs 3BEI€HUX ONUCIB
crpaB nependadae aHaji3 CKiIaly JOKyMEHTALil yCTaHOBH, 30KpeMa:

1) yTOuHIO€TBCS, A€ BIAKIANAIOTHCS AYOJNETHI AJOKYMEHTH, L0 MiAJIAraioTh 3HUIIEHHIO. 3a
HEOOXIAHOCTI B apxiBi 3akiagy MOXYTb 3aJIMIIATHCA Ha 30epiraHHs ayOJeTHI MPUMIPHUKH
JIOKYMEHTIB, L0 MiJUIAraloTh NOCTIHHOMY 30€piraHHIO B Jep)KaBHINA apXiBHIA YCTaHOBI, apXiBHOMY
BIJIUII MICLIEBOI paau. AHaNI3yeThCS TaKOX XapakTep IOBTOpPEeHHs iHopMalii B 1HIIMX
JOKyMEHTax: BUJ, (hopMa 1 TOBHOTA MOBTOPIOBAHOCTI.

Bunyuennss nyOneTHUX JOKYMEHTIB Ta JIOKYMEHTIB 3 TIOBTOPIOBAHOIO 1H(OpMAIII€l0
3MIACHIOETHCS JIUIIE MiCIs 3BIPSHHSA 3 JOKYMEHTaMHU, 110 3JIUIIAIOTHCS Ha MOCTiHE 30epiraHHs;

2) 3MIACHIOETBCSL TEepeBipKa MpaBWIBHOCTI (OpMyBaHHS chpaB Ta iX OQOpPMIIEHHS
BIJIMOBITHO JI0 apXiBHUX BHUMOL. Y pa3i BUSBICHHS IOpYLIEHb apxiB Ma€ MpPaBO BHMaratu
nepehopMyBaHHS CIIPaB;

3) Ha miJCcTaBl OMKUCIB CIpaB 0co0a, BIAMOBIAANbHA 32 apXiB3aKIaay CKJIalae 3BeJeH] OMUCU
CrpaB 3akiaay MocTiiHOrO 30epiraHHsA, TpuBajoro (monHax 10 pokiB) 30epiraHHs, 3 KaJpOBHUX
[IATAaHb.

13. ExkcriepTr3a IIHHOCTI JOKYMEHTIB B apXiBi 3aKkiaay MPOBOAMUTHCS IIOPOKY 3 METOIO
BUSIBJICHHS JTOKyMEHTIB, CTPOK THMYacOBOTO 30epiraHHs SKuX 3akiHuuBcsa. [lpu 1mpomy
HepenIaaloTbcs OMUCH CHpaB 3 KaJpOBUX NMUTaHb, TpuBajoro (moHan 10 pokiB) 30epiraHus, y
TOMY YHMCJI1 BIATIOBIHI ONKCH CIPaB yCTaHOB-IIONEPEAHUKIB Ta JIIKBIJJOBAHUX YCTaHOB.

14. Y pa3i HeoOXiAHOCTI MPOBOIUTHCS YAOCKOHAIEHHS a00 MepepoOIeHHs ONHUCIB.
15. IlepepoOiieHHsI OTIUCIB 3A1MCHIOETHCS Y TAKMX BUITAIKAX:

3HaYHa YaCTHHA 3aTr0JIOBKIB OIUCY HE Bi0Opa)kae 3MICTY CIIpaBH;

OITUCH MICTSTh CyMapHe OIUCAHHS CIIPaB, TPYNOBY HyMEpAIliio CIpaB;

3HaYHy YacCTHUHY JOKYMEHTIB (DOHIY BHWIIYYEHO, BTpaAu€HO, MEpPEeAaHo IO IHIIOI apXiBHOL
YCTaHOBHU, IPUETHAHO A0 1HIIOTO (POHIY;

MOpPYIIEHO OCHOBHI MPUHIMIM CHCTEMaTH3allii 3arojoBKiB CIpaB B ONHUCY, LIO
YHEMOKIIMBIIIOE TMOITYK 1H(opMalii;

3HAYHO 30UTBIINBCA 00CAT POHTY 3a paXyHOK HOBUX HAJXOKEHb.

Excneprusa LiHHOCTI JOKYMEHTIB 3aKiagy Ta YIOCKOHAJIEHHS a0 mepepoOIeHHs ONMUCIB
3IACHIOIOTHCSA 3a PIIICHHSAM JEP’KaBHOI apXiBHOI yCTAaHOBU, apXiBHOTO BIAALTY MICHEBOI pajH.

16.Y KiHII KOXHOrO NpPUMIpHHKAa OmMHCYy oco0a, BIMOBiJaJibHA 3a apXiB 3aKIiaiy,
MPOCTABIISAE MIANKUC 11010 TPUMHATTA CIIpaB 3 00OB’SI3KOBUM 3a3HAUYEHHSAM KUIbKOCTI (mudpamu i
CJIOBaMM) MEpelaHuX CIpaB 1 3a3Havyae AarTy.

17. licns mpudHATTS crpaB MOCTiHHOTO Ta TpuBajioro (moHax 10 pokiB) 30epiraHHs, 3
KaJ[pOBUX MHUTaHb 0co0a, BIAMOBiJalibHA 3a apXiB 3aKJaay, Ha MiJCTaBl OMMCIB CIPaB, 3a SKUMU
30iHICHEHO NPUIHATTA JOKYMEHTIB, 32 BCTAaHOBJIECHOIO ()OPMOIO TOTY€ PidHI PO3AUIN 3BEICHHUX
OTIMCIB CIIPaB:



nocTiitHoro 36epiranus (y 3akiaji, mo € jxepenaoM popmyBanas HAD);
tpuBajoro (moHaz 10 pokiB) 30epiraHHs;
3 KaJJpOBHUX MHUTaHb.

Oco6010, BIAMOBITATHHOI 3a apXiB, CKJIAAE€THCA aKT MPO BUIYYCHHS JUIsl 3HUIICHHS
JOKYMEHTIB, He BHeceHHX 10 HAD.

18. 3Benenuii onmuc crpaB MOCTIHHOTO 30epiraHHs CKIANAEThCA Y YOTHPHOX NMPUMipHUKAX.
[Ticna cxBanmenns EIIK nmepskaBHOTO apxiBy Ta 3aTBEp/PKCHHS KEPIBHUKOM 3aKjaay OIWH HOTO
NPUMIPHUK HANpaBJIsIEThCS EpXKaBHIM apXiBHIM yCTaHOBI 4K apXiBHOMY BiJUIUTY MICIIEBOI pajau, y
30H1 KOMIUIEKTYBaHHS SKOTo nepelyBae 3akiaj, APYyruil NpUMIPHUK 30€pIraeThbes sIK HETOTOPKaHUM
0c00010, BIJIMOBIATBLHOIO 32 apXiB 3aKJIay, TPETIH, YeTBEPTUI — BUKOPUCTOBYIOTHCS Y 3aKJIal JJIs
IOTOYHOTO TIOUIYKY cCHpaB 1 y pa3i ix mepenaHHs Ha TOCTiHEe 30epiraHHs HAAXOAATH JO
BIJIMOBITHOT apXiBHOI YCTaHOBH.

19. 3Bemenuit ommc TpuBanoro (moHax 10 pokiB) 30epiraHHs CKJIaJa€Tbcs y TPbOX
npuMipHUKax. Jlo HbOTO BKIIIOYAIOTHCS TaKOXK CIPABH, SIKi 32 HOMEHKJIATypOIO CIPaB MarOTh CTPOK
30epiraHs  «a0 JikBigamii 3akmamy». [licmst cxBamennss EK  3akmany TpUMIpHUKH OTHCY
HanpaBIsitoThCsl Ha cxBalieHHs EK oprany ynpaminHs ocBiToro. [liciss moBepHEHHsS BCiX
NPUMIPHUKIB ONHCY HOTO 3aTBEpKy€e KepiBHUK 3akmany. [lepmmii mpumipHUK onmucy 30epiraeTbes
B 3aKJajl K HEIOTOPKAHUM, APYTHil - € poOOYMM 1 BUKOPUCTOBYETHCS Ul MOTOYHOTO IMOLIYKY
CIpaB, TPETii MOXKe HAJACUIIATUCS JUIsl KOHTPOIIIO BiJITIOBITHOMY OpTaHy yIpaBIliHHS OCBITOIO.

20. Onmc crpaB 3 KaJpOBUX NMUTAaHb CKIAAAETHCA Y 3aKIal, SIKAM:
€ JokepenoM ¢popmyBaHHsI HAD - y TpboX NpuUMipHUKaX;
He € mKepenoM popmyBanus HAD - y 1BoX mpuMipHUKaX.

21. 3aroyioBKM CrIpaB OMHUCY 3 KaJpPOBUX TNHTaHb CHCTEMAaTU3YIOThCS 3a HOMIHAJILHOIO
03HAKOIO (IPYIyBaHHS B OAHY CIIPaBy JTOKYMEHTIB OJJHOTO BH]y) Y TaKiii OCiIOBHOCTI:

HaKa3M 3 KaIpOBUX MMUTAHb3AKIATY;

HaKa3W 3 pyXy Y4YHIB/BUXOBaHIIIB3aKIIaTy;

00JIIKOB1 JOKYMEHTH;

CIHMCKHU YYHI1B/BHUXOBaHLIB (aj1(aBiTHa KHUTA yYHIB/BUXOBAHIIIB);
KYpHAJIM peecTpallii Haka3iB 3 KaJApOBHUX MMUTaHb;

0C000BI CTIpaBy MpaIliBHHUKIB;

KOHTPAKTHU, TPYZIOB1 IOTOBOPH;

OyXranTepchKi JOKyMEHTH (0COOO0BI paxyHKH 13 3apoOiTHOI IUIaTH, B pa3i iX BIACYTHOCTI -
pO3paxyHKOBI BITOMOCTI 13 3apIljiaTH);

JOKYMEHTH Mpo Tapudikaiiro (Tapudikaiiiai BiIOMOCTI (CITUCKH));
JOKYMEHTH TIPO MPOBEICHHS JePKaBHOI aTecTallii;

KHUTH OOJIIKY 1 BHJIa4i CBIJIOITB Ta JOAATKIB JI0 CBIJOLTB Mpo 0a30BYy 3arajbHy CEpPEaHIO
OCBITY; aTecTarTiB Ta JOAATKIB IO aTECTAaTiB MPO IMOBHY 3arajibHy CEpEeIHIO OCBITY, 30JI0THX Menanei
«3a BHCOKI JIOCSTHEHHS Y HABYaHH1» Ta CPIOHUX Meaaneil «3a JOCATHEHHS Y HaBYaHHI»,

JIOKYMEHTH TPO HEIIacH] BUTIAIKH (aKTH, TPOTOKOJIN, BUCHOBKH, KyPHAIIN);
KYpHAJIM peecTpallii 0ci0, MOTepHiInX BiJ HEIIACHUX BUIIAIKIB;

KYpHaAIU 00Ky PYXy TPYAOBHUX KHUKOK Ta BKJIAJO0K JI0 HUX;



KYpHAJ peecTpailii Haka3iB 3 pyXy y4HiB/BUXOBAHIIIB;
He3aTpeOyBaHl 0COOMCTI JOKYMEHTH MPaIliBHUKIB (TPYAOB1 KHUKKH).

22.Oco0o0Bi cmpaBu BHOCATBCS JO ONKHCY 32 pPOKOM 3BUIBHEHHS TpalliBHUKa 1
CUCTEMAaTHU3YIOThCS 3a MPI3BUIIAMHU 3BUIBHEHUX MPAL[iBHUKIB B aji()aBITHOMY MOPSJIKY.

23. 3BezeH1 omKcH crpaB MOCTIHHOTO, TpuBajoro (moHaa 10 pokiB) 30epiraHHs, 3 KaApOBUX
NUTaHb Ta aKT MPO BHJIYYEHHS JJIsl 3HUIICHHS TOKYMEHTIiB, He BHeceHux 10 HAD (maii - akt mpo
BIUTyUYCHHS JUIS 3HUILEHHS JTOKYMEHTIB), po3risaatoTees EK 3aknany ogHodacHo.

24. 3aknan, mo € mxepenom hopmyBanHs HA®D, onucu cripaB mocTiiHOTO 30epiraHHs Ta 3
KaJ[pOBUX MUTAaHb Pa30M 3 aKTaMU MPO BWIYUYEHHS JJIs 3HUILEHHS JOKYMEHTIB MICJs CXBaJEHHS iX
EK 3aknany nmomae Ha po3msia EITK BiamoBigHOTO IepKaBHOTO apXiBy.

25. 3aknan, mo He € ;pxepenoM GopmyBanHd HA®D, onucH cripaB 3 KaJpOBUX MUTAHb Pa3oM
3 aKTaM® MPO BWJIYYCHHS JUTsl 3HUIICHHS JOKYMEHTIB Ticis cxBajeHHs iX EK 3akimany momae Ha
posrian EK apxiBHOro Binminy pailOHHOI Jep:kaBHOI aJMiHicTpallii abo apXiBHOTO BiAIITY MiChKOI
pamu. Omumcu cnpaB tpuBasioro (monax 10 poki) 30epiranHs micnsi cxBaienHs EK 3axmamy
nonatoThes Ha po3risia EK oprany ynpaBiiHHS OCBITORO.

26. IToromxkeni (cxBasieHi) akTW MPO BUIIYYEHHS JJIsl 3HUIIEHHS JOKYMEHTIB, HE BHECEHHX
10 HA®D, 3aTBepKyI0ThCS KEPIBHUKOM 3aKJIaLy.

27. Ilicna 3aTBCP’KCHHS aKTa IMIPO BUIIYUYCHHS JJIA 3HUILICHHS ,I[OKYMCHTiB 3aKJIaJ] Ma€ IIpaBo
SHUIIWUTH JOKYMCHTHU.

28. KepiBauk 3akmamy 3000B’s3aHuil 3a0e3meuntd 30epeXeHHS JOKYMEHTIB, a y pasi
BKJTIOUEHHSI 3aKJIaly JI0 CIIUCKY FOPUIAMYHHUX OCiO - mpxepen ¢popmyBaHHs HAD micns 3akiHUEHHS
BCTAaHOBJICHUX TPAHWYHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKjiali - 3a0e3Me4uTH MepedaHHs
JIOKYMEHTIB IS TOCTIMHOTO 30epiraHHs 10 BIJIMOBIIHOI JEpXKABHOI apXiBHOI YCTAaHOBH YH
apXiBHOTO BTy MiCBKOT pau.

3. CkialaHHs aKTiB PO BUJIYYEeHHS JJI1 3HUILLEHHS IOKYMEHTIiB, He BHECEHUX 10
HA®, Ta 3HUIIIeHHS TOKYMEHTIB

1. Ha miacraBi mogaHux CTPYKTYPHHMH IMAPO3AUIAMH aKTIB MPO BUITYUYEHHS JUTs 3HUIIICHHS
JIOKyMEHTIB, He BHeceHuX 10 HAD, 1m0 mijyiaraioTh 3HUIIEHHIO Y 3B 53Ky 13 3aKIHUEHHSIM CTPOKIB
ix 30epiraHHs, Ta POBEJEHOI €KCIEPTU3U IIIHHOCTI JOKYMEHTIB B apXiBl 3aKJIaJy CKIAJA€ThCS aKT
PO BUITYYEHHS JUIsl 3HUILEHHS JOKYMEHTIB, HE BHeceHHX 10 HAD.

AKT 0OpMITIOETBCSL y BUIISAAL TaOMuUIN, 110 MICTHTH rpadu, nependadeHi 3BeIeHIM aKTOM
PO BWJIYYEHHS MAJS 3HUIIEHHS JOKYMEHTIB, He BHeceHMX a0 HA®D. AkT mignucye KepiBHUK
3aKJIamy.

2. AKT TIpo BWJIYYEHHS JJIsi 3HUIIEHHS TOKyMEHTIB, He BHeceHUX J0 HAD, ckinamaerbes y
JIBOX TPUMIpHUKaX, SIK IPaBHUJIO, HA CIIPaBH BChOTO 3akiaay. Ha3Bu ogHOpiTHUX cripaB, BiTiOpaHUX
JI0 3HMINEHHS, BHOCATHCS B aKT IiJ] 3araJIbHUM 3aroJIOBKOM 13 3a3HAUYEHHSIM KIJBKOCTI CTIpaB,
YKJIIOUEHUX JI0 KOXKHOT TPYyNu. AKTH MPO BWIYYEHHS TOKYMEHTIB JUIS 3HUIICHHS MAlOTh BaJOBY
HyMepallito, mounHaro4uu 3 Ne 1.

CrpaBM BKJIIOYAIOTHCS B aKT MPO BUIIYYEHHS I 3HUIICHHS JOKYMEHTIB, HE BHECEHUX /0
HA®, skmo mependadeHuil 1isi HUX CTPOK 30epiranHs 3akiHuuBes 10 01 ciuHs poKy, B sIKOMY
cKJazeHo akT. Hampukian, cnpaBu 3 TpUpPIYHUM CTPOKOM 30epiranHs, 3akiHdeHi y 2016 porri,
MOXYTh BKJIIOYATHCS B aKT, 10 Oyae ckinaaenuil He panime 01 ciuna 2020 poky, 3 I’ ATUPIYHUM
cTpokoM 30epiranns — He panime 01 ciuns 2022 poky, 3 ypaxyBaHHSIM NPHUMITOK, 3a3HAUEHUX y
BIJIMOBITHUX TIEpellikaxX TOKYMEHTIB 31 CTpOKaMH 30epiraHHsl.



3.3aknmangu nopatoTh cxBajeHl EK ycraHoBM akTh npo BWIYYEHHS Ui 3HUIICHHS
JIOKYMEHTIB, He BHeceHux 10 HAD, pazom 3 onmcamu crpaB 3 KaJpoBUX MUTaHb Ha po3rsg EITK
(EK) nep>xaBHOi apxiBHO1 ycTaHoBH, EK apxiBHOTO BifIity MiclieBoi pajiu, y 30HI KOMIUIEKTYBaHHS
K01 nmepedyBae 3aKia.

4.V pa3i BHECEHHS O aKTa MPO BUWIYYEHHS Ui 3HUIICHHS JOKYMEHTIB, HE BHECEHHX 0
HA®, nepBunHOi (hiHaHCOBOI Ta OyXraiaTepchbkoi JOKyMEHTallll yCTaHOBa J10/1a€ 10 HbOTO JOBIJIKY
PO MPOBEIEHHS MEPEeBIPKH OpraHaMu T0XOiB 1 300piB abo peBi3ii UM Jep:kaBHOTO (PiHAHCOBOTO
ayaMTy 3 MUTaHb JOTPUMAHHS MOAATKOBOTO, MUTHOTO Ta 1HIIIOTO 3aKOHOAABCTBA (KPIM JI€P>KaBHOTO
(biHAHCOBOTO ayaUTy OKPEMHX TOCIIOIApCHKHUX OIepalliif) opraHaMu Jep:kaBHOTO (HIHAHCOBOTO
KOHTPOJTIO.

VY noBifAIi TakoX 3a3HAYAIOTHCS BIIOMOCTI MPO HASIBHICTH a00 BiJICYTHICTH:

¢iHaHCOBUX omeparliif, 110 BiAMOBIIHO A0 BUMOT 3aKOHOAABCTBA IMiUIATAIOTH (hIHAHCOBOMY
MOHITOPHHTY, 3a 3a3Ha4Y€H1 B aKT1 POKH;

CTOpIB (CYNEpevoK), MOpPYyIIeHHS KPUMIHAIBHUX CIIPaB, BIAKPUTTA CyAaMHU MPOBA/KEHb Y
CIIpaBax.

JloBijiKa MiINUCYETHCS KEPIBHUKOM 3aKJIay Ta CKPIIUTIOETHCS IEYATKOI0 YCTaHOBH (3a
HAsIBHOCTI).

5. IoromxkeHi (cxBasieHi) aKTH PO BUIIYYEHHS JUIS 3HUILEHHS JOKYMEHTIB, HE BHECEHHX JI0
HA®, 3arBepmkyroTbcsi KEpPIBHUKOM 3akjiaay, IIICAsS YOTO YCTAaHOBA Ma€ TIPABO 3HHINUTH
JIOKYMEHTH.

6. CnpaBu, BifiOpaHi Juisl 3HUIICHHS, TIEPENAIOThCS OpraHi3aImisM 13 3aroTiBii BTOPUHHOI
CUPOBHHU 3a HAKJIAHUMH, y SIKAX 3a3HAYA€THCS Bara MakylaTypH, IO MepelaHa Ijs nepepoOKu.
Jlara 371adl JOKYMEHTIB, iX Bara Ta HOMEp HAKJIaJHOI BKa3ylOThCS B akTax MpO BUIYUYEHHS
JIOKYMEHTIB JIJIsl 3HUILCHHS.

7. 5Ikmo B aKT MpO BUIIYYEHHS MAJIs 3HUILIEHHS JOKYMEHTIB, He BHeceHuX 10 HAD,
BKJIFOUCHO JIOKyMEHTH 3 TpudoM «Jlisg ciayxO0BOrO KOPUCTYBaHHS» Ta IHIIUMH TrpudaMu
00MEXKEHOr0 JIOCTYITy, IO 3aCTOCOBYIOTBCS Yy 3aKiaji, Il JOKYMEHTH 3HUIIYIOTHCS MUIIXOM
MOPIOHEHHS 10 CTaHy, IO BUKIIOYAE MOXKIIMBICTh 1X MPOYUTAHHS Ta BiAHOBIEHHA. [Ipu nnbomy B
KiHIIl aKTa JOJaTKOBO POOUTHCS 3aluC MPO 3HUIICHHS BIAMOBIIHUX TOKYMEHTIB 13 3a3HaYEHHSIM
npi3BHILL, iHinianiB wieHiB EK ycTanoBu, Hanpukian:

Cmpasu Ne 25 JICK, Ne 30 ZICK, Ne 80 JICK 3HuUIIEHO HIISTXOM MOAPIOHEHHS.
Unenu EK:

(mipnuc, iHimiamm (iHiianx iMeHi), Ipi3BUIIE)

(migmuc, iHimiamy (1Hiiaa iMeHi), Tpi3BUIIe)

(miamuc, iHimamy (1Hiam iMeH1), Tpi3BUIIE)

Jara



Honatox 1
1o [HcTpyKIii 3 Ai10BOICTBA 3aKIaIiB
(myHKT 5 po3ainy I)

IHOOPMAILIA
NPO OKpeMi NUTAHHSA NPAKTUYHOI peaJjizamii y 3akaagax
NpaBa Ha 3BepPHEHHS TPOMA/ISIH YKpaiHu

1. I'pomanssan YkpaiHu MarOTh MPaBO 3BEPHYTHCS JI0 3aKJIAIiB 13 3ayBaKCHHIMH, CKapraMu
Ta MPOMO3ULISAMH, IO CTOCYIOThCS iX CTaTyTHOI AISUTBHOCTI, 3asiBOI0 a00 KJIOMOTaHHSM II0J0
peanizalii CBOiX IPaB 1 3aKOHHUX IHTEPECIB Ta CKAprolo Mpo iX MOPYIIECHHS.

Oco0w, siKi HE € TpoMaJITHaMH YKpaiHH 1 3aKOHHO 3HAXOJAThCS Ha 11 TepUTOPIi, MAIOTh TaKe
K TpaBO Ha TMONAHHS 3BEPHEHHSA, SK 1 TPOMAASHM YKpaiHH, SKIIO IHIIE HE mepeadaueHo
MIDKHAPOJTHUMH JTOTOBOPAMH.

2. Ilix 3BepHEHHSIMH TPOMAJSIH CIiJ PO3YMITH BUKIAACHI B MHCHMOBIiM abo ycHiil ¢opmi
IIPOMO3UIIiT (3ayBa)keHHs ), 3asBU (KJIOMIOTAHHS) 1 CKaprH.

[Ipono3urtis  (3ayBakeHHs) — 3BEPHEHHsI TPOMAJISIH, i€  BHCJIOBIIOIOTHCS  TOpaja,
pEKOMEHAIIIS MO0 MiSTILHOCTI 3aKIay.

3asiBa (KJIOMOTaHHS) — 3BEPHEHHA TPOMAJSH 13 MPOXaHHSAM PO CIPHUSHHS peami3auii
3akpitieHuX KoHCTHTYIlIE€0 Ta YUHHUM 3aKOHOAABCTBOM iX MpaB Ta iHTEPECIiB a00 MOBITOMIICHHS
PO MOPYIICHHS YHHHOTO 3aKOHOJABCTBA YW HEMOJIKH B IISTILHOCTI 3aKJIa Ty, & TAKOXK BHCIOBIICHHS
JYMKH TIOJO TOIIIIEHHS HOTO MisTbHOCTI. KIIomoTaHHsS — MIChMOBE 3BEepHEHHS 3 TIPOXaHHIM TIPO
BU3HAHHA 32 0C000I0 BIMOBIIHOTO CTATYCy, IPaB Yu CBOOO TOIIO.

Ckapra — 3BepHEHHsI 3 BHMOTOIO TIPO TIOHOBJICHHS TMpaB 1 3aXUCT 3aKOHHHUX IHTEPECIB
TPOMaJIsiH, IOPYIICHHUX JisiMU (O3 1SUTBHICTIO), PIICHHSIMH 3aKJIaJliB Y4 iX TOCaJ0BUX 0CiO.

3. lo pimens, i (0e3aisiIbHOCTI), SIKI MOXKYTh OyTH OCKapiKeHi, HajekaTb Taki y cgepi
YIPaBIiHCHKOI JISIbHOCTI, BHACHIIOK SIKHX:

MOPYIIEHO MpaBa i 3aKOHHI IHTEPECH Y1 CBOOOM TPOMAaITHIHA (TPYITH TPOMAJIsH);

CTBOPEHO MEPEIIKOAN JUIS 31IHCHEHHS TPOMAJTHUHOM HMOTO IpaB i 3aKOHHHUX 1HTEPECiB 4u
cBO0OOS;

HE3aKOHHO TIIOKJIQZCHO Ha TPOMAaJsHMHA sKi-HeOynb OOOB'S3KM a0 HOro HE3aKOHHO
HOPUTITHYTO JI0 BiJMOBIJAIEHOCTI.

4. 3BepHEHHS MOXKe€ OyTH TIOJaHO OKpeMOI 0c000r0 (iHauBimyanbHE) abo Tpyrorw ocid
(KoNeKTHUBHE).

5. 3BepHEHHS MOXe OyTH YCHUM YM TMUCbMOBUM.

YcHe 3BepHEHHSI BUKJIAIAEThCS TPOMAITHUHOM Ha 0COOMCTOMY MPHITOMi 200 3a JIOTIOMOTOI0
3ac00iB Tene(OHHOTO 3B’ A3Ky Ta 3aMUCY€ETHCS (PEECTPYETHCS) TOCATOBOIO 0COOOI0.



[TucrmMoBe 3BEpHEHHSI HAJICHIIAETHCS MOIITOI0 a00 MEpeaaeThCsi TPOMAJISTHUHOM JI0 3aKJIamty
0COOMCTO UM dYepe3 YIMOBHOBAKEHY HHMM 0COO0Y, TOBHOBAKCHHS SKO1 OOpMIICHI BiJIIMOBIIHO 10
3aKOHOJIABCTBA.

6.Y 3BepHEHHI Mae OyTH 3a3HAYEHO MPI3BHINE, iM’sl, IO OATHKOBI, MICIIE MPOKWBAHHSI
rpOMaJiTHIHA, BUKJIAIEHO CYTh MOPYIICHOTO MUTAHHS, 3ayBa)KCHHS, TIPOTIO3HILi1, 3asBU UM CKapTH,
NpOXaHHsA 4Yd BUMOTH. [InchMOBe 3BepHEHHS MOBHHHO OYyTH IMiJIMCAHO 3asIBHUKOM (3asIBHUKaMH) 13
3a3HA4YCHHAM JaTH. Y 3BEpPHEHHI TaKOXK MOKe OyTH 3a3HAYCHO €JIEKTPOHHY ITOLITOBY aApecy, Ha Ky
3assBHUKY MOKe OyTH HaJicJIaHO BiAMOBiAb, 200 BIZIOMOCTI MPO 1HIII 3aCO0H 3B’SI3KY 3 HUM.

3BepHEHHs, odopMiIeHe Oe3 JOTPHMAaHHS 3a3HAYCHUX BHMOT, TIOBEPTAETHCS 3aIBHHUKY 3
BIJIMOBITHUMH PO3’ICHCHHSAMH HE TI3HIII SIK Yepe3 JASCATh JHIB BiJl THS WOTO HAJIXOMKECHHS, KPIM
BUIAJIKIB, IEpeA0auYeHHUX ITyHKTOM § IIbOTO JIOAATKY.

7. I'pomasissHY MalOTh MPaBO 3BEPTATHUCS /10 3aKJIa1B YKPaiHCHKOI MOBOIO.

8. 3BepHEHHs, OGOpPMIIEHI HAJEKHUM UMHOM 1 MOJAHI Yy BCTaHOBJIEHOMY IOPSJIKY,
HiIATal0Th 000B'I3KOBOMY MPUKHHSATTIO Ta PO3IIISATY.

3a00pOHSIETHCS BIIMOBA B MPUHHATTI Ta PO3MISIAI 3BEPHEHHSI 3 TIOCHJIAHHIM Ha TOJITHYHI
NOTIISIN, TApTIHHY HAJNEKHICTh, CTaTh, BiK, BIPOCMOBIAAHHS, HAI[IOHANBHICTH TPOMAISHHUHA,
HE3HAHHS MOBH 3BEPHCHHS.

SIkmo nuTaHHS, MOpYLIEHI B OJEpXKAHOMY 3aKJIaJoM 3BEPHEHHI, HE BXOAATh O HOro
IIOBHOB&)XEHb, BOHO B TEpPMIH He OulblIe N'STH JHIB NEPECUIAETbCS HUM 3a HAJEKHICTIO
BIJIMIOBIIHOMY OpraHy 4H MOcaJoBiii 0co0i, MPO L0 MOBIIOMISETHCS TPOMAISHUHY, KU MO/aB
3BepHEHHsA. Y pa3l SKIIO0 3BEpHEHHS HE MICTUTh JaHUX, HEOOXIAHMX Uil NPUHHATTA
OOIPYHTOBAHOTO pIIICHHS 3aKJIaJ0M, BOHO B TOH >X€ TEpPMiH IOBEPTAETHCS TPOMAISHHUHY 3
BIJIMOBITHUMH PO3'ICHCHHSIMU.

3a00pOHSAEThCSA HANPABIIATH CKAprd TPOMaJsH Ui po3MIsAAy TUM opraHaM abo MocagoBUM
oco0awm, JIii 4M piIIeHHs KX OCKap>KyKThCS.

9. IluceMoBe 3BEepHEHHsT Oe3 3a3HaueHHS MICI TPOXHBAHHS, HE MiAMHUCAHE aBTOPOM
(aBTOpaMM), a TAKOXK Take, 3 SIKOTO HEMOXJIMBO BCTAHOBUTH aBTOPCTBO, BU3HAETHLCS aHOHIMHUM 1
O3Sy HE IMiJISATAE.

He posmismaroThes 3akiagoM TOBTOPHI 3BEPHEHHS BiJ OZHOTO 1 TOTO XK TPOMAJSHUHA 3
OTHOTO 1 TOTO K MUTAaHHA, SKIIO TEpIIe BUPILMIEHO MO CyTi, Ta 3BEPHEHHS OCi0, BUZHAHUX CYIOM
HEI1€3IaTHUMU.

PimenHs: npo NpUIMHEHHS O3NSy TAKOTrO 3BEpHEHHS MIPUKMAE KEPIBHUK 3aKJIafy, po 110
TIOBiTOMJISIETBCST 0CO01, sIKa 1Mo/1aIa 3BePHEHHSI.

10. 3a00pOHSETBCS TIEPECTiyBaHH TPOMAJISH 1 YWICHIB iX CIMEH 3a MOJaHHS 3BEPHEHHS 110
3aKJIaJIiB 32 KPUTHKY Y 3BEPHEHHI IX AISUTBHOCTI Ta PillleHb.

Hixto HEe Moke OyTH MPUMYIICHWH 0 MOJAHHS BJIACHOTO YH MIAMMACAHHS KOJEKTUBHOTO
3BepHEHHs 200 y4yacTi B aKkI[isfX Ha MATPUMKY 3BEpHEHb 1HIIUX OCI0 UM opraHizaiiiil.

11. He nomyckaeThCsi pO3TOJIOIMIEHHS OJEpKAHUX 13 3BEPHEHb BIIOMOCTEH MpPO 0coOucTe
JKUTTSI TPOMaJsiH Oe3 1X 3rofu Ta iHmoi iHdopmarlii, Ko Iie MOPYIIye MpaBa 1 3aKOHHI IHTepeCH
rpoMaasiH. He nomyckaeTbest 3'iCyBaHHS JaHUX NMPO 0coOy TI'pOMAIsHUHA, SIKI HE CTOCYIOThCS
3BepHeHHs. Ha mpoxaHHsS TrpoMmajsHMHA, BUCIOBIIEHE B yCHI (opmi abo 3a3HadYeHE B TEKCTI
3BEpHEHHs, HE MIAJIArae PO3roJOLIEHHIO HOTo MPi3BUILE, MICIE TPOXKUBAHHS Ta POOOTH.

Ils 3a00poHa HE MOIIMPIOETHCS HAa BUIAIKHU MOBIAOMIICHHS iH(opMarlii, 110 MICTHTBCS y
3BEpHEHH1, 0c00aM, K1 MalOTh BIIHOIIEHHS JI0 BUPIIIEHHS CIIpaBH.



12. Jlis 3axony «IIpo 3BepHEHHS rpoOMajsiH» HE MOLIUPIOETHCSA Ha MOPSAIOK pO3IISIAY 3asB 1
CKapr TIpoOMaJsiH, BCTAHOBJICHMH KPUMIHAJIBHUM MpOLECyaJbHUM, LUBLIBHO-IIPOLECYATbHUM,
TPYAOBHUM 3aKOHOJIABCTBOM, 3aKOHOJABCTBOM IIPO 3aXUCT E€KOHOMIUHOI KOHKYpPEHLi, 3aKOHaMHu
Vkpaiau «IIpo cymoyctpiit i craryc cymmiB» Ta «[Ipo moctym mo cymoBux pimeHb», Kogexcom
a/JIMIHICTPAaTHUBHOI'O CyI0YMHCTBA YKpaiHu, 3akoHaMu Ykpainu «IIpo 3acanu 3amobiranHs i npoTumil
Kopyniii», «[Ipo BUKOHAaBYE TPOBAIKECHHSD).

13. Ii10BOACTBO MO0 3BEPHEHb TPOMANSH BEIETHCA y TOPSAKY, SKAHA BCTAHOBIIOETHCS
uiero [HCTpyKITi€To.

14. 3axmagun  3000B's3aHI  PO3MISAHYTH  TPOMO3UIIT  (3ayBaKEHHS) Ta  IOBIIOMHTH
IPOMaJITHIHA TIPO PE3YNIBTaTH PO3IIISIY.

15. 3akmagun  3000B'si3aHi  O0'€KTUBHO 1 BYaCHO pPO3MISAATH 3BEPHEHHS, IEPEBIPATH
BUKJIAJ€HI B HHUX (axkTH, NpuiiMath pIIMIEHHS BIANOBIJHO [0 YWHHOIO 3aKOHOJABCTBA 1
3a0e3neyyBaTH iX BUKOHAHHS, MTOBIAOMIIATH IPOMAJISH PO HACIIAKN PO3IIAAY 3asB (KJIOMOTaHb).

Binmoine 3a pe3ynpraTaMu po3risAay 3asB (KJIOMOTaHb) B 00OB'SI3KOBOMY TOPSIIKY JA€ThCS
THUM 3aKJIaJIOM, SIKUH OTPUMAB Il 3asBH 1 O KOMIIETEHIII1 SIKOTO BXOJAWTHh BHPIIICHHS MOPYIICHUX Y
3asiBax (KJIOMOTAHHSX) MUTaHb, 32 MAMHCOM KepiBHHKA a00 0co0HU, Sika BUKOHYE HOT0 00OB'SI3KH.

PimenHs npo BiAMOBY B 33JI0BOJIEHHI BUMOT, BUKJIAJICHUX Y 3asBl (KJIOMOTaHH1), 10BOJUTHCS
710 BiJIoMa I'pOMaJIssHUHA Y NMUCHMOBIH (opMi 3 mocwiaHHsAM Ha 3akoH Ykpainu «IIpo 3BepHEHHs
TpPOMAJsIH» 1 BUKJIAQJEHHSIM MOTHUBIB BiJIMOBH, a TaKOX i3 PO3'ICHEHHSM IOPAIKY OCKapKEHHS
MPUIHSTOTO PilIeHHS.

16. Ckapra Ha fii 4u pIilICHHS 3aKJIaAy MOJAETHCS Y MOPSAIKY IMiUICTIIOCTI BHIIOMY OpPTaHy
yIOpaBIiHHS OCBITOIO Ta/ab0 3aCHOBHHKY 3akKiaay, M0 HE T030aBise TpOMaJsHUHA IpaBa
3BEPHYTHUCS JI0 CyAy BIIMOBITHO O YMHHOTO 3aKOHOJABCTBA, a y pa3i BIICYTHOCTI TAKOTO OpPTraHy
a00 He3roau rpoOMaITHUHA 13 TPUIHIATUM 33 CKaprolo PillieHHSIM — 0e3M0CePETHBO 10 CYyY.

17. Ilpono3umii (3ayBaxkeHHs), 3asBU (KJ10MOTaHHA) Ta ckapru I'epoiB PagsHcskoro Corosy,
I'epoiB Comiamictuunoi [Ipairi, oci0 3 iHBaNIAHICTIO BHACTIAOK BIHHU PO3IIISAAIOTHCS KEPIBHUKAMU
3aK/Ia1iB 0COOUCTO.

18. I'poMagssHUH MOXKE MOAATH CKapry OcoOMCTO a0o yepe3 YHNOBHOBAXEHY Ha 1€ 1HILY
oco0y. Ckapra B iHTepecax HEIOBHOJIITHIX 0Ci0 MOAA€ThCS TX 3aKOHHUMHU IPEACTaBHUKAMH.

Jlo ckapru I0marThes TOKYMEHTH, HEOOXiMHI JUTsl pO3IISAY CKApTH, SKi Micis 11 po3mIsLy
TIOBEPTAIOTHCS TPOMAISTHHHY.

19. Ckapra Ha pilleHHs 3akiajy Moxe OyTH MojaHa J0 OpraHy YIpPaBIiHHS OCBITOIO
BUIIIOTO PiBHA Ta/a00 3aCHOBHUKY 3aKJIQJy MPOTSATOM OJJHOTO POKY 3 MOMEHTY HOTO PUHHSATTS, ajie
HE Mi3HIIlIe OJHOT0 Micsls 3 yacy O3HalOMIIEHHsI TpOMa/issHUHA 3 NPUHHATUM pimieHHsaM. Ckapru,
N0/IaH1 3 IOPYIICHHSIM 3a3HaYeHOTO TEPMiHY, HE PO3IVISIAlOThCSL.

[Iponymienuit 3 mMOBaXXHOI MNPUYMHM TEPMIH MOXe OyTH IIOHOBJIEHMH OpPraHoM 4H
II0CaJ0BOI0 0CO0010, 110 PO3IVISIAE CKAPTY.

PimenHst BUIIOTO OpraHy yHpaBIiHHS OCBITOIO Ta/ab0 3aCHOBHHUKA 3aKJIany, SKUH pO3IIsaaB
CKapry, B pasl HE3rogd 3 HHUM TpPOMAJsIHUHA MOXXE OyTH OCKapKeHO 10 Cyay B TEpMiH,
nependayeHuit 3aKOHOJJAaBCTBOM YKpaiHH.

20. I'pomasiHuH, SIKUM 3BEPHYBCS 13 3a5BOI0 UM CKaproro /10 3aKJIaay, Ma€ MpaBo:

0COOMCTO BHKJIACTH apryMEHTH 0CO00i, IO MepeBipsia 3asBy YM CKapry, Ta OpaTé ydacTb y
nepeBiplli MOJAaHOT CKapTy Y 3asBU;

3HAMOMUTHCS 3 MaTepiajiaMu ePEeBIPKH;
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MOJIaBaTH JOJATKOBI Marepiaiu abo HamojsAraTh Ha iX 3aluTi 3aKJIaJoM, SKHH po3misaae
3asBYy UM CKapry;

OyTH IPUCYTHIM IIPH PO3IJISL 3aBU UM CKapTH;

KOPUCTYBATHUCS MOCIyTraMHi 0coOHU, sKa 31MCHIOE MpaBo3axucHy (PYHKI[0, 0(hOPMUBIIH 1€
YIOBHOBAXCHHS Y BCTAHOBJIEHOMY 3aKOHOM IOPSIKY;

oZIep>KaTH MUCHMOBY BiJIIOBIb PO PE3YJBTATH PO3MIISAY 3asBU UM CKApIH;

BHCJIOBJIIOBaTH yCHO a00 MHCHhbMOBO BHMOTY IIOJIO JOTPUMAHHS TAEMHUII PO3TIISLY 3asiBU
9K CKapIH;

BUMaratd BIJUIKOAYBaHHS 30UTKIB, SIKII0O BOHH CTaJH pPE3YyJbTaTOM IOPYIIEHb
BCTAHOBJIEHOT'O MTOPSAAKY PO3IVISALY 3BEPHEHb.

21. 3aknaau y Mexax CBOiX ITOBHOBaXEHb 3000B's13aHi:
00'eKTUBHO, BCEOIYHO 1 BYaCHO MEPEBIPSATH 3asiBU UM CKAPIH;

y pa3i OpUMHATTSA pillleHHS Npo OOMEXEHHS OOCTYNy TIpOMaJsHUHA OO0 BiIMOBIAHOI
iHpopMaLii Ipu poO3MIIAII 3asBU UM CKapTy CKIACTH MPO 1€ MOTUBOBAaHY BiJIMOBY;

Ha MPOXaHHS IPOMaJSIHMHA 3alpoIlyBaTH MOTro Ha 3acilaHHS 3aKiany, 10 POo3MIsigae Horo
3asiBy M CKapry;

CKacoByBaTH a00 3MIHIOBaTH OCKapXyBaHI pIlOIeHHS Yy BUMAJKaX, IepeadadeHnx
3aKOHOJIAaBCTBOM YKpaiHH, SIKIIIO BOHM HE BIJAINOBIJAIOTh 3aKOHY a00 1HIIMM HOPMAaTHUBHHUM aKTaM,
HEBIIKJIQHO B)KMBATH 3aXOJiB JI0 MPUMHMHEHHS HENpPaBOMipHUX Jil, BUSABJSATH, YCYBaTU MPUUNHU
Ta YMOBH, SIKi CIIPUSUTN TIOPYIICHHSIM;

3a0e3neuyBaTH MMOHOBJIECHHS MOPYLIEHUX MpaB, peajbHe BUKOHAHHS NMPUHHATUX Y 3B'A3KY 3
3asBOIO YW CKaproro pilleHb;

MMCHMOBO TOBIJIOMJISITU TPOMAaJITHUHA MPO Pe3yJbTaTH MEPEBIPKH 3asBU YW CKAPIH 1 CYTh
MPUIHATOTO PIillICHHS,

BXKHMBATH 3aXOMIB MO0 BiJIIKOAYBAaHHS y BCTAHOBICHOMY 3aKOHOM TIOPSIIKY MarepiallbHIX
30MTKiB, SKIIO iX OyJ0 3aBIaHO TPOMAISIHUHY B pe3yJbTaTi MOPYIIECHHS HOTO MpaB YW 3aKOHHUX
iHTEepeciB, BUpIIIyBaTH MHUTAaHHS TMPO BIANOBIJAIBHICTH OCIO, 3 BHHU SIKUX OyJI0 JOMYIIEHO
MOPYIICHHS;

y pa3i BH3HaHHS 3asBH YW CKaprd HEOOIPYHTOBAHOIO, PO3'SCHUTHU TOPSIOK OCKApIKESHHS
NPUAHATOTO HEIO PILICHHS;

HE JIOMyCcKaTh Oe3IMiICTaBHOI mepeadl po3Iisiay 3asB YM CKapT 1HITUM OpraHaM;

O0COOHMCTO OPraHi30BYBAaTH Ta MEPEBIPATH CTaH PO3IVISAY 3asB UM CKapT TPOMAJISH, BXKHBATH
3aXOMiB JI0 YCYHCHHS MPUYHH, MO iX MOPOKYIOTh, CHCTEMAaTUYHO aHAJI3yBaTH Ta 1HPOPMYBATH
TPOMAJICHKICTh MPO XiJ i€l poOOTH Yepe3 po3MilleHHs iHpopMallii Ha CalTi 3aKiIamy.

22. 3BepHEHHS PO3TIISAIAIOTHCS 1 BUPINIYIOTHCS Y TEPMiH HE OLIbIIe OJJHOTO MICSIIS BiJ JAHS
iX HaIXOIKEHHs, a Ti, SKi HE MOTPeOYIOTh T0IaTKOBOTO BUBYEHHS, — HEBIIKIIAHO, ajle HE Mi3HIIIe
N'ITHAALUATA JHIB Bif AHS 1X OTpUMaHHS. SIKIO B MICAYHUN TEpPMiH BHUPIIIUTH MOPYIIEHI Y
3BEpHEHHI NMHUTAaHHS HEMOXIIMBO, KEPIBHUK 3aKJIaqy BCTAHOBIIOE HEOOXiTHHI TEPMIH IS HOTO
pO3IIsiAY, PO IO TOBIAOMIISIETBCA 0CO01, sKa mojana 3BepHeHHs. [Ipu nboMy 3araabHUN TEPMiH
BUPIIICHHS TUTaHb, OPYIICHUX Y 3B€pHEHH1, HE MOYKE TIEPEBUIIYBAaTH COPOKA IT'ITH JIHIB.

Ha o0rpyHTOBaHY TUCHMOBY BHMOTY TPOMASTHIHA TEPMiH PO3IVISAY MOXKE OYTH CKOPOUEHO
BiJl BCTAHOBJICHOTO ITi€I0 CTATTEIO TEPMIHY.



3BepHEHHSI TPOMAJsH, SIKI MAlOTh BCTAHOBJIEHI 3aKOHOJAABCTBOM IMIJIBIH, PO3IIISIAIOTHCS Y
MEPIIOYEPTrOBOMY TIOPSIIKY.

23. 3axyiagyu po3IIsIat0Th 3BEPHEHHS T'POMaJIsiH, HE CTATYIOUHM ILIaTH.
24. KepiBHHUKH 3aKJ1a/1iB 3000B's13aH1 MPOBOAUTH OCOOUCTHM MPUIIOM TPOMAJISH.

[TpuiioM TPOBOTUTHCS PETYISPHO Y BCTaHOBIEHI AHI Ta romuHH. [padiku mpuitomy
JOBOJISITHCSL 10 BiOMa TpoMajlsiH depe3 po3MilieHHs iHdopmarii Ha caifti 3akiany. [lopsmox
HPUIOMY TPOMA/ISH Y 3aKJIaji BU3HAYAETHCS HOTO KEPiBHUKOM.

VYei 3BepHEHHs TPOMajasH Ha OCOOMCTOMY THpHUIOMI peecTpyrOThcsa. SIKIIO BHPIIUTH
NOpYIICHI B YCHOMY 3BEpHEHHI MUTaHHA 0€3MOCepeqHhO Ha OCOOMCTOMY TPHUIOMI HEMOXKIJIHBO,
BOHO PO3NIAZAETHCS Y TOMY K MOPSAKY, IO M MMCbMOBE 3BepHEHHs. [Ipo pesynbratu po3misiny
I'POMAISTHUHY MOBIIOMIISIETHCS TUCBMOBO 200 YCHO, 3a Oa)kKaHHSIM IpOMaTHIHA.

25. Ocobu, BUHHI y mnopylieHHl 3akoHy Ykpainu «IIpo 3BepHEHHS TpoMajsiH», HECYTh
UBLIBHY, aJIMIHICTpaTUBHY a00 KpHUMiHaJbHY BiANOBIAANBHICTh, MependadyeHy 3aKOHOAABCTBOM
VYkpainu.

26. Y pasi 3aJI0BOJICHHSI CKaprH 3akiaj abo mocazoBa 0coba, ki MPUHHSIN HEMPaBOMipHE
pIIICHHST IIOM0 3BEpHEHHS TPOMAJSHUHA, BIIIIKOAOBYIOTh HOMY 3aBaaHi MarepiaiabHI 30UTKH,
NIOB'SI3aH1 3 TIOAAHHSAM 1 PO3IVISIOM CKapTH, OOIPYHTOBaHI BUTPATH, IOHECEH] Y 3B'SI3KYy 3 BHI3I0M
JUISL pO3IVISIAY CKapru Ha BUMOTY BIATOBITHOTO OpPraHy, 1 BTpaueHu# 3a el yac 3apoditok. Crnopu
PO CTSTHEHHS BUTPAT PO3IVISAAIOTHCS B CYJOBOMY MOPSIIKY.

I'pomansarHy Ha WOTO BUMOTY 1 B TIOPSIZIKY, BCTAHOBIEHOMY YHHHUM 3aKOHOIABCTBOM,
MOXYTh OyTH BIJIIKOJOBaHI MOpalibHI 30WTKH, 3aBJaHI HEMPABOMIPHUMHU MiIMHU a00 pIllIEHHSIMU
3aKJaJy 4YM T0CagoBOi 0coOM TpM pO3MIsiAl  cKaprd. Po3mip BiANIKOMYBaHHS MOPATbHUX
(HemMaltHOBHUX) 30MTKIB Y TPOIIIOBOMY BHUPa3i BU3HAYAETHCS CY/IOM.

27. llogaHHs TPOMAJSHUHOM 3BEPHEHHS, SIKE MICTUTh HAKIJIEN 1 00pasu, JUCKPETUTAII0
3aKJIaay Ta HOro MOcagoBHX OCi0, 3aKJIMKH JI0 PO3MAIIOBaHHS HAIlOHAIBHOI, pacoBOi, pemiriiHoi
BOPOKHEUlI Ta IHINMUX Jid, TATHE 3a COOOK BIJIMOBINAIBHICTh, MepeadadyeHy YHWHHUAM
3aKOHOIABCTBOM.

28. Butparu, 3po0ieHi 3akiaZoM y 3B'SI3Ky 3 MEpPEBIPKOIO 3BEPHEHD, SIKI MICTATH 3aB1JIOMO
HEMNPaBIUBI BIJOMOCTI, MOXYTh OyTH CTATHYTI 3 TPOMaJTHUHA 32 PILICHHIM CYIY.



Jonarox 2
1o [HCTpyKIIii 3 AITOBOICTBA 3aKIIALy
(mynkt 11 po3niny I)

IHOOPMAILIA
NPO NMOPSAAOK 31IiICHEHHS Ta 3a0e3Me4eHHs PaBa rPOMajisiH YKpaiHu
HAa J0CTyN 10 myoaiuHoi ingopmanii , 110 3HAXOAUTHLCA Y BOJIOAIHHI 3aKIaaiB

1. ITy6niuna iHdopMaris 3akiamgy — e BigoOpakeHa Ta 3aJ0KyMEHTOBaHA OyIb-KMMHU
3acobamu Ta Ha Oyap-sKMX HOCisX 1H(popMmalis, mo Oyina oTpuMaHa abo CTBOpeHa B MpoIieci
BUKOHAHHS 3aKJaJOM CBOIX OOOB'S3KiB, TNepen0auyeHnX YHMHHUM 3aKOHOJABCTBOM, abo sKa
3HAXOIUTHCA y BOJIOJIHHI 3aKJIady.

2.3akimanu € po3nopsaHuKaMu iH(opMarlii, sSKi HE3aJIeKHO BiJi HOPMATHUBHO-TIPABOBOTO
aKTa, Ha MiICTaBl SIKOTO BOHU JIIIOTh, IPU BHUPIIIEHH] MUTaHb 11010 JOCTYIYy 110 iH(opMallii MatoTh
kepyBaTHcs 3akoHoM Ykpainu «IIpo noctyn no my6niuHoi iHopMariii» (1aai — 3aKOHOM).

3. 3aKoH HE TOIIMPIOETHCS HA BIJHOCHHM LIONO OTPHMaHHS iH(opmamii 3aKimagaMu mpH
30ifiCHEHHI HMMHM CBOiX (YHKIIH, a TakoX Ha BIIHOCHMHU Yy cdepi 3BEepHEHb T'pPOMaJsiH, SKi
PETYIIOIOTHCS CTELiaIbHIM 3aKOHOM.

4. Noctyn no myoniyHoi iHhopMaIlii 3akIaiB 301CHIOETHCS Ha TPUHIIUIIAX
1) mpo3opocTi Ta BIAKPUTOCTI AisUTEHOCTI 3aKIIa/IiB;

2) BUTBHOTO OTPUMAHHSI, TIOMIMPEHHS Ta Oy/Ib-SKOTO 1HIOTO BUKOPUCTaHHA 1H(OpMartii, mo
Oyna HajaHa abo OMPIITIOHEHA 3aKJIaJ oM, KpiM 00MeKeHb, BCTAHOBIEHUX 3aKOHOM;

3) pIBHOIIPaBHOCTI, HE3aJeKHO BiJ O3HAK pacH, IMOJITUYHUX, PENITHHUX Ta 1HIIUX
NIepEeKOHaHb, CTATI, ETHIYHOTO Ta COIIAJIbHOTO MOXO/KEHHS, MAHHOBOTO CTaHYy, MiCIIsl TIPOXKHBAHHS,
MOBHHX a00 1HIIMX O3HAK.

5. doctym no indopmMariii 3akaagiB 3a0€3MeuyeThCS MUITXOM:

1) cucTeMaTU4YHOrO Ta OMEPATUBHOTO ONPIIIOAHEHHS iHPopMallii: B 0piliHHUX IPYKOBAHUX
BUJAHHAX; Ha oQiliiiHuX BeO-caiiTax B Mepexi [HTepHeT; Ha iHPOpMaIitHUX cTeHnaX; Oyab-IKUM
IHIIIAM cHOCO00OM;

2) nayjaHHs iH(opMarlii 3a 3anuTamMu Ha iH(GOpMaILito.

6. [ndopmariiero 3akmamy 3 oOMexxeHHM gocTynoM €: 1) koH(ineHmiiiHa iHpOpMaris; 2)
TaeMHa iH(popMarlis; 3) ciryx06oBa iHpopmarris.

7. OOMexeHHS TOCTYITy 10 iH(pOopMAaIlii 3M1iCHIOETHCS BUKITIOIHO JJISL:

1) OXOpOoHHU 37I0pOB'S YUaCHUKIB OCBITHBOTO IMPOLIECY, AJIS 3aXUCTy iX pemyTalii abo 1HIINX
npaB, JUIs 3a00iraHHs PO3roJoUIeHHIO iHpopMaIlii, oxepkaHoi KOHDIIEHIIHHO;

2) Hepo3roJouieH s iH(opMarii, sKka MOXKe 3aBJaTH iICTOTHOI IIKOAM 1HTepecaM y4aCHHUKaM
OCBITHBOTO TIPOIIECY.

8. Inopmariis 3 oOMeKEHUM JTOCTYIIOM Ma€ HaJaBaTHCS 3aKJIAZoM, SIKIIO BiH MPABOMIPHO
OTIPUITIOTHUB 11 paHilIe.

9. Indopmartist 3 0OMeKEHHUM JOCTYIIOM Ma€ HaJaBaTHCS 3aKJIaJ0M, SKIIO HEMA€ 3aKOHHHUX
mijicTaB s OOMEXEHHs y AOCTYII 10 Takoi iH(dopMarlii, SiKi iCHYBaJ M paHille.



10. He moxe Oyt oOMexeHO AOCTYM a0 iH(OpMAIl Mpo po3MOpsIKEHHS OIOIKETHUMH
KOLITaMH, BOJIOJIHHSI, KOPHUCTYBAaHHS YU PO3MOPSIKEHHS IEpKABHUM, KOMYHAJIbHUM MaiiHOM, Y
TOMY YHCJi /O KOMiM BiJNOBITHMX JOKYMEHTIB, YMOBHM OTpPHMaHHS IMX KOIUTIB YU MaifHa,
Mpi3BUIIA, IMEHA, 110 0aTbKOBI (PI3MUHUX 0CI0 Ta HaMEHYBaHHS IOPUIUYHUX 0C10, K1 OTpUMAIH Ll
KoIITH 200 MaifHo.

11. O6MexeHHI0 JOCTyIy Miajsrae iHpopmaris, a He TOKYMEHT. SIKIIO TOKYMEHT MiCTUTh
iH(opmarrito 3 0OMeXEHUM JTOCTYIIOM, JJISI O3HAWOMIICHHS HaJlaeThes 1H(OpMaItis, T0CTy 10 SKOi
HEOOMEKEHHIA.

12. Kondinenmiitna inpopmaris — indpopmaris, JOCTyI 10 Kol oOMexeHo (izuuHor abdo
IOPUAMYHOIO 0CO00F0, KPIM 3aKJIaJliB, Ta sSKa MOXKE MOUIMPIOBATHCS Y BU3HAYCHOMY HHMHU MOPSIKY
3a iXHIM Oa)KaHHSM BiJIOBITHO 0 MepeadayeHuX HUMH YMOB.

3axsaay, SKi BOJOAIIOTH KOH(IACHIIHHOIO 1H(pOpMAIli€l0, MOXKYTh MOIIMPIOBATH ii JIUIIE 3a
3rofiol0 ocid, fKi oOMeXunu AOCTyn 10 iHdopMmalli, a 3a BiICyTHOCTI Takoi 3rOJu — JIHIIE B
iHTepecax HaI[lOHATbHOI 0e3MeKH, EKOHOMIYHOTO T0OpOOYTY Ta IpaB JIOAUHU.

13. TaemHa iHdopMarlist — iHGopmartisi, po3roJOMICHHs SKOi MOXKE 3aBJIaTH IIKOAU 0CO00i,
CycnuibCTBY 1 nepkaBi. TaeMHOIO BU3HAeThCS 1H(OpMAIs, SKa MICTHTH Aep>KaBHY, Mpodeciiny,
0aHKIBCbKY TA€MHHIIIO, TAEMHUIIO JTOCYJOBOTO PO3CIiAyBaHHS Ta IHIIY TependadeHy 3aKOHOM
TAEMHHULO.

14. JTo ciy>x00B01 MOKe HajeXaTu Taka iH(hopMarlis:

1) mo MICTHThCS B JOKYMEHTax 3akKiajiB, SKI CTAHOBJSATh BHYTPIIIHIO CITY>KOOBY
KOPECIOH/ICHITI10, TOTIOBI/IHI 3alTUCKH, PEKOMEHAIli1, K10 BOHH TMOB'S3aHi 3 pO3POOKOI0 HATIPSIMY
TiSUTPHOCTI 3aKiiafy abo 3/MiiCHeHHSM KOHTPOJIBHUX, HAISIOBUX (DYHKITIH JepKaBHUMH OpraHaMH,
MIPOIIECOM MPUUHATTS PIICHB 1 TEPEYIOTh MyOIIYHOMY OOTOBOPEHHIO Ta/ab0 MPUHHSTTIO PIIICHB;

2) 3i0paHa B mporueci onepaTuBHO-PO3UIYKOBOI, KOHTPPO3BIlyBaJIbHOI JisSUIBHOCTI, y cepi
000pOHM KpaiHH, SIKYy HE BIAHECEHO /10 JAep>KaBHOI TAEMHHIII.

JlokymeHTam, 10 MICTATh 1HGOpMAIIO, SKa CTAHOBUTH CIYXOOBY 1H(OpMAIIifo,
HPUCBOIOETHCS TPU(D « IS CTY)KOOBOTO KOPUCTYBAHHSD.

[lepenik BimoMocTeH, WO CTAHOBJIATH CIYXKOOBy 1HQOpMaIIO, SKUH CKJIaJa€ThCS
JIep’KaBHUMHU OpraHaMH, OpraHaMHM MiCLEBOTO CaMOBpPSAYBaHHs, IHIIMMU CyO'€KTaMM BIIQAHUX
NIOBHOB&KEHb, Y TOMY YHCIIi Ha BUKOHAHHS JEJIETOBaHUX MTOBHOBAKEHB, HE MOXKE OyTH OOMEXEHUM
y TOCTYTII.

15. KoxkH1ii yuacCHHK OCBITHBOTO TPOLIECY MA€E MPaBo:

1) 3Hatu y nepion 30upaHHs iH(popMallii, ajge A0 MOYaTKy ii BUKOPUCTAHHS, SIKI BIAOMOCTI
PO HBOTO Ta 3 SIKOKO METOI0 30UpPAIOTHCH, K, KUM 1 3 KOO METOI0 BOHU BUKOPHUCTOBYIOTHCH,
Hepe1aloThCs YU MOIMUPIOIOTHCA, KPIM BUIAIKIB, BCTAHOBJICHUX 3aKOHOM;

2) noctyny 10 iH(opMallii mpo HbOTO, sika 30Upa€ThCS Ta 30€epIraeThes;

3) BUMararu BUMpaBIEHHS HETOYHOI, HEMOBHOI, 3acTapiyioi iHpopmaltii nmpo cede, SHUIEHHS
iHpopmarii mpo cebde, 30MpaHHs, BUKOPUCTAHHS Y 30epiraHHs sIKO1 3MiHCHIOETHCS 3 TIOPYIICHHSIM
BUMOT 3aKOHY;

4) Ha o3HaMOMJIEHHS 3a pIMICHHSAM Cyay 3 1HQOpMAaIi€ro Mpo IHMHMX O0ci0, SKIo Le
HEOoOX1THO JUIsl peani3alii Ta 3aXUCTy MpaB Ta 3aKOHHUX IHTEPECIB;

5) Ha BIANIKOMYBaHHS IIKOAHM Y pa3i PO3KPUTTA iH(opMalii mpo 1M 0coly 3 MOPYHICHHIM
BHMOT, BU3HAYCHUX 3aKOHOM.



16. O6¢csr iHGOpMalii mpo ocoly, MO 30upaeThesi, 30epiracTbCsi 1 BUKOPUCTOBYETHCS
3aKJIa0M, Mae OyTH MaKkCUMallbHO OOMEXEHHM 1 BUKOPHCTOBYBATHCS JIUILIE 3 METOIO Ta y CHOCIO,
BU3HAYEHU 3aKOHOM.

17. 3aknaam, siKi BOJIOAIIOTH 1H(OpMAITIEIO TTPO YIACHUKIB OCBITHBOTO TPOIIECY, 3000B's13aHI:

1) HamaBatu iM Oe3mepemKkonHo 1 Oe3KOmTOBHO iH(OpMAIiI, SKa iX CTOCYETHCS, KpIM
BUTIAJIKIB, IEpeI0AYCHUX 3aKOHOM;

2) BUKOPHCTOBYBATH ii JIUIIIE 3 METOIO Ta Y CIOCIO, BU3HAYEHUN 3aKOHOM;

3) BKHBATH 3aXO[iB IIOA0 YHEMOXKJIMBIICHHS HECAHKI[IOHOBAHOTO AOCTYMY A0 Hel 1HIIMX
ocio;

4) BUIIPABJSITH HETOYHY Ta 3acTapiiry iHdopmariito mpo ocié camocTiiiHO ab0 Ha BUMOTY
0Ci0, SIKHX BOHA CTOCY€THCSL.

18. 36epiranus iHpoOp™MaIii mpo 0cody HE TOBUHHO TPUBATHU JOBIIE, HIXK 1€ HEOOX1THO IS
JOCSITHEHHSI METH, 32171 SIKOi 1151 iHdopMartist 30upanacs.

19. BinmoBa oco6i B noctymi a0 iHdopmariii mpo Hel, IPUXOBYBaHHS, He3aKOHHE 30MpaHHs,
BUKOPHUCTaHHS, 30€piraHHs 4Yd MOIUPEHHS 1HGOpMaIlii MOXYTh OyTH OCKapIKeHI.

20. ITy6mniyna indopmanis y GpopMi BIAKPUTUX JaHUX — i€ MyOsiuHa iHpopmaris y ¢popmari,
10 JI03BOJISIE ii aBTOMAaTHU30BaHE OOPOOJCHHS €JICKTPOHHUMH 3aco0aMu, BITbHUI Ta O0e30TUIaTHUH
JOCTYIl 10 Hel, a TakoX 11 Mojajbllle BUKOPUCTaHHA. 3akjaau 3000B’s3aHiI HaJaBaTH ITyONIYHY
iHpopMaLito y GopMi BIAKPUTHX JAHUX HA 3alUT, ONPUIIOAHIOBATH 1 PETYSPHO OHOBIIIOBATH ii Ha
cBoix BeO-caiitax. [lyOmiuna iHdopMmamis y ¢opmi BIIKPUTHX HaHUX € JO3BOJICHOIO Ui il
HOAAJIBIIOTO BIIbHOIO BUKOPUCTAHHS Ta MOILUPEHHS.

21. bynp-sika  ocoba  MoOke  BUIBHO  KOMIIOBaTH,  MYOJiKyBaTH,  IOIIMPIOBATH,
BUKOPHUCTOBYBAaTH, Y TOMY YHCJI B KOMEPUIMHUX IUISIX, Y MOEAHAHHI 3 1HIIOK 1H(pOpMaIliero adbo
IIJISIXOM BKJIFOYEHHS JI0 CKJIady BJIACHOTO MPOIYKTY, MyOnmiuHy iHdopMmarito y ¢opmi BIIKpUTHX
JaHWUX 3 000B’I3KOBUM TIOCHJIAHHSM Ha JPKEPEJIo OTpUMaHHS Takoi iHdopmarrii.

22. Ily6miyaa  iHGopMalis, 10 MICTHTh TEPCOHANbHI JdaHi  (QI3UYHOI  0co0w,
OTIPHJTIONHIOETHCS T HAJAETHCS Ha 3alUT y (OpMI BIIKPUTHX JAAHUX Yy pasi JAOJEpKaHHS OAHIET 3
TaKAX YMOB:

1) mepcoHanbHi JaHi 3HEOCOOJEHI Ta 3axWIIeHi BIAMOBIIHO A0 3akoHy Ykpainu «lIpo
3aXUCT MEPCOHATBHUX JaHUX»;

2) giznuHi ocobu (Cy0’€KTH MaHMX), MEPCOHATBHI JaHl SKUX MICTAThCSA B iHpopMarii y
(dhopMi BIAKPUTUX JaHUX, HANATU CBOIO 3rO/ly Ha MOMIMPEHHS TaKUX JAHHUX BIAMOBITHO A0 3aKOHY
VYkpaiau «IIpo 3aXUCT nepCoOHaIbHUX TaHUX»;

3) HaJaHHA YW ONPUJIIOAHEHHS Takoi iHpopMallii mepeadadeHo 3aKOHOM;

4) oOMexxeHHsI TOCTyMy 10 Takoi iHdopmarii (BixHeceHHs 11 10 iHpopMalii 3 0OMeXEeHUM
JIOCTYTIOM) 3a00pOHEHO 3aKOHOM.

23.TlocamoBi Ta cmyx00Bi 0COOM He MiUISTaloTh OPUIWYHIN BiAMOBIAAIBLHOCTI,
HEe3Ba)Kal0YM Ha MOPYIICHHS CBOiX 00OB'A3KIB, 32 PO3royIomeHHs iH(opMarlii npo mpaBonopymeHHs
ab0 BIZOMOCTEH, IO CTOCYIOTHCS CEPHO3HOI 3arpo3u 370POB'T0 UM Oe3melll rpoMaisiH, TOBKULIIO,
SKIIO 0c00a IpH IIbOMY KepyBajacs JoOpHUMH HaMipam# Ta Majia OOTpPYHTOBaHE MEPEKOHAHHSI, 110
iHpoOpMallis € JOCTOBIPHOIO, @ TAKOK MICTUTH JIOKa3u MPaBOMOPYIIEHHS a00 CTOCYETHCS ICTOTHOT
3arpo3u 370POB'I0 YK Oe3Meri rpoMaisiH, JOBKULIIO.

24. Cy6'extamu BiTHOCHH Yy cepi JocTymy 10 myOniqHoi iHpopMartii €:
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1) 3anuryBavi iHpOpMAIii — Gi3udHI, IOPUIANIHI 0cO0HM, 00'€qHAHHS TpoMaJsH Oe3 crarycy
IOpUIUIHOT 0COOM, KPiM CY0'€KTIB BJIaJHUX TTIOBHOBA)KCHb;,

2) po3nopsAHUKH iH(pOpMaIii;

3) CTPYKTYpHUH MiAPO3Iaia ado BIAMOBIZAIbHA 0CO0a 3 MUTaHb JOCTYIy 10 IyONiYHOi
iH(popMaIlii po3nopsIAHUKIB iHGOpMAIIii.

25. 3akmnaau 3000B'A3aHi:

1) onpwtronHioBaTH iHpOpMaIlito, nepeadadeny crarreto 30 3akony Ykpainu «IIpo ocBiTy»;
2) cucTeMaTuyHO BeCTH OOJIIK JJOKYMEHTIB, 1110 3HaXOAATHCS B iXHbOMY BOJIO/IHHI;

3) Bectr OOJIK 3aNUTIB Ha iH(OPMAIIiFO;

4) BU3HAYATH CTEIliajdbHI MICI Uil pOOOTH 3alUTyBadiB 3 JTOKyMEHTAMHU YH iX KOIISIMH, a
TAaKOK HaJaBaTW IpaBO 3alHUTyBayaM pPOOWUTH BUIIUCKM 3 HHUX, (oTorpadysaru, KOMiIOBaTH,
CKaHyBaTH iX, 3alMCyBaTu Ha Oy/b-sK1 HOC1i iH(opMaIii TOlIO;

5)maru creuianbHi CTPYKTYpHI MiApO3AUIH abo MpH3HAYaTH BiAMOBIAIBHUX OCIO IS
3a0e3neueHHs JOCTYITy 3aluTyBadiB 10 iHpOpMaIlii Ta onpuitonHeHHs iHdopMmartii;

6) HaJaBaTH Ta ONPIJIFOHIOBATH JOCTOBIPHY, TOUYHY Ta MOBHY 1H(OpMAIliI0, a TAKOXK y pasi
noTpeOr MepeBipATH MNPaBWIBHICT, Ta OO0 €KTUBHICTh HaJgaHOi iHGopMalii 1 OHOBIIOBATH
OTIPUITFOHEHY 1H(OpPMAITITO.

3aknaan (HOPMYIOTh BIIKPHTI Ta 3arajllbHOMOCTYIHI pecypcu 3 iH(OpMAIli€ro Tpo CBOIO
JISUTBHICTH Ta ONPHIIIOAHIOITH Taky iHpopmaunito. Jloctym mo Ttakoi iHdopmarmii ocid 3
MOPYUICHHSIM 30py MOXKe 3a0e3rneduyBaTHcs B pi3HHX (opMax Ta 3 ypaxyBaHHSIM MOXIIMBOCTEU
3aKJIaay OCBITH.

26. 3aknaau, MO0 MAlOTh JIIEH31I0 Ha MPOBA/HKCHHS OCBITHHOI MISIIBHOCTI, 3000B’s3aH1
3a0e3medyBaTi Ha CBOiX BeO-caiiTax (y pasi iX BiICYTHOCTI — Ha BeO-caiiTax CBOIX 3aCHOBHHKIB)
BIZIKPUTHUH TOCTYT 70 Takoi iHpopmaIllii Ta JOKyMEHTIB:

1) craryT 3aknany;

2) mineHsii Ha MPOBaIKEHHS OCBITHBOI JISUTBHOCTI;

3) cTpyKTypa Ta OpraHu ynpasJiHHS 3aKJIaay;

4) KaApOBUH CKJIAJT 3aKJIaay 3T1THO 3 JICH3IMHUMH YMOBaMH;

5) OCBITHI mporpam, 10 Peai3ylOThCs y 3aKiafl, Ta NEepeIiK OCBITHIX KOMIIOHEHTIB, 1110
nependadeHi BiAMOBIAHOO OCBITHBOIO MTPOTPaMOIo;

6) TepuTOpis 00CIYyrOByBaHHS, 3aKPITUICHA 3a 3aKJIaJIOM HOTO 3aCHOBHUKOM;
7) nitieH3oBaHui o0CAT Ta (pakTHUYHA KITBKICT 0Ci0, SIKi HABYAIOTHCS Y 3aKIai;
8) MoBa (MOBH) OCBITHBOTO MPOIIECY;

9) HasBHICTh BaKaHTHHX TOCA, MOPAJOK 1 YMOBH NPOBEACHHS KOHKYpPCY Ha iX 3aMillleHHs
(y pasi iioro mpoBeICHHS );

10) marepiasibHO-TeXHIUHE 3a0€3MeUeHHs 3aKIany (3riIHO 3 JIIEH31HHUMU YMOBaMH );

11) HasBHICTh TYPTOXHUTKIB Ta BUIBHUX MiCLb y HHX, pO3MIp IJIaTd 3a MPOXHUBAHHS (3a
HasIBHOCTI);

12) pe3yabTaTé MOHITOPUHTY SIKOCTi OCBITH;



13) piuHuii 3BIT IPO AISUIBHICTD 3aKJIALY;

14) npaBuna npuiioMy 110 3aKjany;

15) yMOBM TOCTYITHOCTI 3aKJIaly i HaB4aHHS 0C10 3 0COOTMBUMH OCBITHIMHU TTOTpeOaMu;
16) po3mip matu 3a HaBYaHHS 3100yBaviB OCBITH (32 HASBHOCTI);

17) mepenik AOAATKOBMX OCBITHIX Ta IHIIUX TMOCHYT, iX BapTICTh, MOPSAIOK HAJaHHS Ta
OILJIATH,

18) nmpaBuia moBeAiHKY 37100yBaya OCBITH y 3aKJIai;

19) nnan 3axofiB, COpPSIMOBAaHMX Ha 3amo0iraHHSA Ta MPOTHUIIIO OymiHTY (IBKyBaHHIO) Yy
3aKIal;

20) nopsA0K MOAAHHS Ta PO3MIAAY (3 TOTPUMaHHAM KOH(QIIEHIIMHOCTI) 3asB MPO BUIMAJKU
OymiHTy (LIbKYBaHHS) Y 3aKJIa/l;

21) nopsAoK pearyBaHHs Ha JOBeldeHI BHUMaaku OymiHry (IIbKyBaHHS) y 3aKjiail Ta
BiJIMOBI1IANbHICTE 0C10, MPUYETHHUX A0 OyTiHTY (LIbKYBaHHS);

22) iHma iHdopMarllis, L0 ONPUIIOTHIOETHCS 3a pIIIEHHSIM 3akiaay alo Ha BUMOTY
3aKOHOJIaBCTBA.

3akaau, o0 OTPUMYIOTH MyOIIYHI KOIITH, Ta X 3aCHOBHHKHU 3000B’s3aH1 OTPUITIOAHIOBATH
Ha CBOIX BeO-caiTax KomTopuc 1 ()iHAaHCOBHIl 3BIT MPO HATXOMKEHHS Ta BUKOPHCTAHHS BCIX
OTpPUMaHUX KOIITIB, iH(POPMAIIiO PO Mepeltik TOBapiB, poOiT i MOCIYT, OTPUMAHUX SIK OiarojiiHa
JIOTIOMOTa, 13 3a3HAUYEHHSAM iX BapTOCTI, a TaKOX TMPO KOIITH, OTPUMAaHI 3 1HIIUX JKEpel, He
3a00pOHEHNX 3aKOHOJJABCTBOM.

[Hdopmaltist Ta JOKYMEHTH TIPO HAIXOKEHHS MyOJIIYHUX KOIITIB, SIKIO BOHU HE BiTHECEHI
1o kareropii iH(opmarii 3 0OMEXEeHHUM JOCTYIOM, PO3MIIIYIOTbCS Ul BIIKPUTOTO JOCTYIy HE
Hi3HILIE HIK Yepe3 JIecaTh poOOUMX JIHIB 3 JHA 1X 3aTBEPIKEHHSI Y BHECEHHS 3MIH /10 HUX, SIKIO
1HIlIE HE BU3HAUYEHO 3aKOHOM.

[lepenik nonarkoBoi iH(opmarii, 000B’S3KOBOi ISl ONPIJIIOAHEHHS 3aKjIaJaMH, MOXKE
BU3HAUYATUCS ClIELIaTbHUMU 3aKOHAMHU.

27. Inpopmarist, nependadeHa MyHKTOM 26, miansrae oOOB'S3KOBOMY OINPHIIIOJHEHHIO Ha
BeO-CalTl 3aKkjady HEBIAKIAAHO, ajie He IMi3HIIIe M'ATH poOOYMX IHIB 3 JHS 3aTBEPUKCHHS
nokymeHTa. Taka iHopmallis ONPUITIOIHIOETHCS 13 3a3HAUEHHSM JaTH ONPIITIOIHEHHS TOKYMEHTA 1
Jatu

28. HeBigkinagHOMY OMNPHIIOAHEHHIO Tiansarae Oyab-ska iHdopMalis mnpo QakTH, 10
3arpoXKyIOTh XHUTTIO, 30POB'I0 Ta/ab0 MaifHy 0cCi0, 1 PO 3aXO0H, SIKi 3aCTOCOBYIOTHCS Y 3B'SI3KY 3
LAM.

29. KepiBHHMK 3akjaay BiANoOBiga€e 3a 3a0e3leueHHs IisUTbHOCTI BIANOBIAANBHOI 0coOu 3
NUTaHb JOCTYNy 70 myOmiyHoi iHGopMmamii 3akiamy, BiAMOBIJAIBHUX 32 OMNPAIIOBAHHS,
cUCTeMaTu3allilo, aHali3 Ta KOHTPOJIb WIOAO 3aJ0BOJIEHHS 3alMTy Ha 1H(QOpMAaLilo, HaJaHHSI
KOHCYINIbTaLIN Mij 9ac o) OpMIIEHHS 3aIUTY, a TAKOX 33 ONPWIIOAHEHHs iH(opMarlii, nependadeHol
IIUM 3aKOHOM.

3anuT, MO MNPOMIIOB PEECTPallil0 B YCTAaHOBIEHOMY 3aKJIaOM MOPSAKY, 00poOnseThecs
BiJIMOB1TAILHUMHU 0CO0AMH 3 MMUTAHb JOCTYIY 10 MyOmiuHoi iHpopMarrii.



30. [TapnamMeHTCHKUI KOHTPOJIb 32 JOTPUMAHHSM IpaBa JIFOAWHU HA TOCTYI 10 iH(popmarii
3ailicHIOETRCS YITOBHOBakeHUM BepxoBHoi Panu Ykpainu 3 npas JI0IMHN, THAMYACOBUMU CII1AYUMU
xomicisimu BepxoBHoi Pagu Ykpainu, HapoqHUMHU AeryTaTaMu YKpaiHH.

31. I'poMancekuif KOHTpOJIb 3a 3a0e3MEUeHHSAM 3aKiaJaMd JIOCTYIy JI0 MyOJIi4HOl
iHdopMarlii  3MIACHIOETBCS  JemyTaTaMd  MICHEBUX pajJl, TPOMAJICBKUMH  OpraHi3aiisiMH,
TPOMAJICKIMH pajaMH, TPOMasTHAMH OCOOMCTO IUISXOM MPOBEACHHS BiIMOBIIHUX TPOMAJICHKHX
CIIyXaHb, TPOMAJICHKOI €KCIIEPTHU3H TOIIIO.

32. Jlep)kaBHHI KOHTPOJb 3a 3a0e3MEUeHHsAM 3akiafaMHu JOCTymy A0 iHdopmarii
3MIIMCHIOETHCS BIJIMOBIIHO J0 3aKOHY.

33. lnsa 3abe3neueHHs 30epeKeHHs Ta JOCTYIy J0 MyOmidHOoi iHpopMallii JOKYMEHTH, M0
3HAXOMSTHCS Y 3aKJaax, MiUIaraloTh 0OOB'SI3KOBIH peecTpallii B CUCTeMi 00Ky 3aKiany, B T. 4. y
HOMEHKJIaTypl.

34. 3anuT Ha iH(dopMallito — I1e TPOXaHHsA 0COOU A0 3aKiIaxy HajaTH MyOniyHy iH(OopMaIliio,
10 3HAXOAWTHCS y HOro BOJOMAIHHI. 3amUTyBad Ma€ MPaBO 3BEPHYTHCS N0 3aKJIaJy i3 3alUTOM Ha
iH(OopMaIrito He3aJIeKHO BiJ TOTO, CTOCYETHCS 1151 iH(OpMAaIlist HOro 0COOMCTO UM Hi, 6€3 OICHEHHS
NPUYMHU TOIaHHS 3aIUTY.

35. 3anuT Ha iHOpMaIit0 MOXXe OyTH 1HAWBITyaTbHUM 200 KOJIEKTUBHUM. 3allUTH MOXYTb
MOJIaBaTUCS B YCHIM, MUCHMOBIN 4M 1HIIIN dopmi (momToro, hakcoM, TeaedoHOM, EIeKTPOHHOIO
NIOITO0) Ha BHOIp 3anuTyBaya. [IMchbMOBHI 3alUT OAAETHCS Y TOBUIBHIHM GopMi.

36. 3anut Ha iHPOPMAIIIIO MAE€ MICTHTH:

1) iM'st (HaliMeHyBaHHs) 3alMTyBaya, MOLITOBY ajpecy abo aJpecy €JIeKTPOHHOI MOIITH, a
TaKOX HOMEp 3ac00y 3B'A3KY, SIKIIO TAKUH €;

2) 3arayibHHM onuc iHGopMallii a0 BHJ, HAa3BY, PEKBI3UTH YH 3MICT JOKYMEHTA, IIOJI0 SIKOTO
3pO0JIEHO 3aMuT, SIKIIO 3alUTyBavy 1€ BiJOMO;

3) miamuc i gaty 3a yMOBH MOJAaHHS 3aITUTY B IIUCHMOBIH (hopmi.

37.Y pa3i gKmo 3 MoBaXHUX MPUYHH (1HBAJIIHICTh, OOMEeXeH1 (i3U9IHI MOMIIMBOCTI TOIIO)
ocoba He MOKe TOJaTH MUCHMOBUHM 3amMT, oro mMae oOpMHUTH BiANOBigaJbHA 0c00a 3 MHUTAHb
JIOCTyIy 10 myoOmigHoi iH(opmarlii, 0O0OB'I3KOBO 3a3HAYMBIINM B 3alUTI CBOE IM'Sl, KOHTAaKTHHUI
TenedoH, Ta HaJIaTH KO0 3aluTy 0Cco0i, sika foro mogana.

38. 3axman Mae HazjaTH BIATIOBIAb HA 3alUT Ha iH(OpPMAIIiIO HE Mi3HIIIe M'STH pOOOYUX JAHIB
3 AHS OTPUMAHHS 3aIUTY.

39.V pasi gKumo 3anuT Ha iHQOPMALI0 CTOCYeThCs iH(OpMAIii, HEOOXiTHOI I 3aXUCTY
KUTTS 4M CBOOOIM 0COOM, 111010 CTaHy JOBKLIA, SIKOCTI XapyOBHUX IPOAYKTIB 1 IPEeAMETIB OOYTY,
aBapiii, karacTpod, HeOe3NeUYHUX NPUPOAHUX SIBHI Ta 1HIIUX HAJ3BUYAMHUX MO, IO CTAIHUC
a00 MOXYTh CTAaTUCh 1 3arPOXKYIOTH Oe3Melli TPOMaIsSH, BiIMOBiAh Mae OyTH HajgaHa He mi3Hime 48
TOIWH 3 JHA OTpPUMaHHS 3anmuTy. KJomoTraHHS Mpo TEpPMIiHOBE OIPAIIOBAHHS 3aIUTy Mae OyTH
OOTPYHTOBaHHUM.

40.V pasi SKIIO 3alUT CTOCYEThCS HAJaHHS BEIUKOro obcsary indopmamii abo morpebye
nomryky iHQopmariii cepen 3HaYHOI KUTBKOCTI JIaHUX, 3aKjaJ MOXKE MPOIOBKHUTH CTPOK PO3IIISIAY
3anuTy A0 20 pobounx JIHIB 3 OOTPYHTYBAaHHSIM Takoro NMpoAoBXeHH:. IIpo mporoBKeHHS CTPOKY
3aKJIaJ TOBIIOMIISIE 3alMTyBada y MUCHMOBIA (opMmi He mi3HimIe M'ATH poOOYMX IHIB 3 JHS
OTPUMAaHHSI 3aIHTYy.



41. Indopmariis Ha 3aIUT HAAETHCS OE3KOIITOBHO. Y pasi, SKIO 3aI0BOJICHHS 3alUTy Ha
iHopmartito mependadae BUTOTOBJIEHHS KOMIA JTOKYMEHTIB o0csiroM Oinbin sk 10 CTOpiHOK,
3anmuTyBay 3000B'13aHUN BIAIIKOAYBaTH (PaKTUYHI BUTPATH HA KOIIIOBAHHS Ta APYK.

Po3mip (akTHYHMX BUTpAT BU3HAYAETHCS BIMOBIAHUM 3aKJIaJJOM Ha KOIMIIOBaHHS Ta APYK Y
MeXaxX TpaHMYHUX HOPM, BCTAaHOBJIEHMX TMocTaHoBolo Kabinery MinicTpiB VYkpaiHu BifJ
13 mumast 2011 poxy Ne 740 «Ilpo 3arBepykeHHs TpaHMYHUX HOPM BHTpaT Ha KOIMIIOBaHHSA abo
JIPYK JTOKYMEHTIB, 110 HAaJIalOThCS 3a 3aITUTOM Ha iHGopMaIlio». Y pasi SKIIo 3aKjaj] He BCTAaHOBUB
PO3MIpy IUIaTH 32 KOMiIOBaHHS a0o APYK, iH(popMallisd HaaeThCs OE3KOIITOBHO.

IMpu wamanHi o0cobi iHpopmamii mpo cede Ta iHpopMmamii, M0 CTAHOBUTH CYCHUIbHUI
iHTEpec, myara 3a KOMIOBaHHS Ta IPYK HE CTATYETHCS.

42. 3akiaz Mae MpaBoO BiIMOBUTH B 3a/I0BOJICHHI 3aIUTy y TaKUX BHUIAJKaX:

1) 3akmag He BOJIOMIE€ 1 HE 3000B'sA3aHUM BIJAIMOBIIHO 1O HOTO0 KOMIIETEHINII, TIepen0adeHol
3aKOHOJABCTBOM, BOJIOITH 1H(OPMAIIi€l0, IIIOAO SKO1 3p00IeHO 3aIuT;

2) indopmariisi, IO B3aMUTYETHCSA, HANEKHUTH N0 Kareropii iHdopmarii 3 0OMexeHuM
JOCTYIIOM;

3) ocoba, sfka mopana 3amuT Ha iH(pOpMalilo, HE OIulaTHia mnepeadadyeHi MyHKToM 41
(akTU4H1 BUTPATH, MOB'A3aH1 3 KONIIOBAaHHSAM a00 APYKOM;

4) He TOTPUMAHO BUMOT JIO 3alUTY Ha 1H(GOpPMAIIito, Iepe10aueHUX MyHKTOM 36.

43. BianoBinp 3akimagy mpo Te, 1o iHQopmalis Moxke OyTH ofep)kaHa 3aluTyBaueM i3
3arajJbHOAOCTYIHUX JKepes, abo BIANOBIAb HE MO CYTI 3alHMTy BBAXKAETHCS HEMPAaBOMIPHOIO
BiIMOBOIO B HaJlaHHi iH(opMaIlii.

44, 3akian, SKU HE BOJIOIE 3alMTYBAHOIO 1HGOpPMAIlIEIO, ajie SKOMY 3a CTaTrycoM ado
XapaKTepOM [IsIIBHOCTI BiJOMO ab0 mMae OyTH BiJOMO, XTO HEIO BOJIOAIE, 3000B'sI3aHUI HAIIPABUTH
el 3aluT HaIeKHOMY PpO3MOPATHUKY i1H(OpMaIlii 3 OJHOYACHMM TMOBIIOMJICHHAM TIPO IIe
3anmuTyBada. Y TakoMy pasi BiUTIK CTPOKY PO3IVISAY 3amuTy Ha iH(pOpMAIlilo MOYMHAETHCS 3 JHS
OTPUMAaHHS 3aMUTy HAJICKHUM PO3MOPSTHUKOM.

45.Y BiAMOBI B 33JI0BOJICHHI 3aITUTY Ha iH(pOpMaLlito Mae OyTH 3a3HAUYEHO:

1) mpi3Bumie, iM'a, Mo OaThbKOBI Ta Mocaxy OcoOH, BIANOBIAANBbHOI 3a PO3MISLA 3alHUTy Y
3aKIal;

2) nary BiJIMOBU;

3) MOTHUBOBaHY MiJCTaBy BiJIMOBH;

4) MOpsAIOK OCKApKEHHsI BIJIMOBH;

5) miamnuc.

BiamoBa B 3a710BoJIeHH] 3anUTY Ha iH()OPMAIIiI0 HATAETHCS B MUCHMOBIH (opMi.

46. Binctpouka y 3aJ0BOJIGHHI 3amuTy Ha 1HQOPMALIO JOMYyCKa€ThCs y pasi, SKILIO
3anuTyBaHa iHQopMarllis He Moxke OyTH HaJlaHa JUIsl O3HAMOMIIEHHS B NependadeHi CTPOKU y pasi
HacTaHHA OOCTaBMH HenepeOOpHOi cuiu. PilleHHS Npo BiACTPOYKY MOBOAMTHCS OO BimoMma
3amuTyBaya y MUCbMOBIH (hopMi 3 po3'sICHEHHSAM MOPSIIKY OCKap>KEHHS IPUHHATOTO PillIEHHS.

47. Y pimeHHi Ipo BiICTPOUYKY B 33JI0BOJICHHI 3alTUTY Ha iH(oOpMaIlito Mae OyTH 3a3HAYCHO:

1) mpi3Bumie, iM'sa, Mo OaThKOBI Ta MoOcaxy OCOOW, BIAMOBIJANBHOI 3a PO3MISAI 3aMUTY Y
3aKJIal;

2) naty HaJCWIaHHS a00 BpyUYCHHS IMOB1IOMJICHHS PO BiJICTPOYKY;



3) npuuuHYU, y 3B'A3Ky 3 SIKUMHU 3alUT Ha 1HQopMalilo He Moxe OyTH 3aJ0BOJICHUH Y
BCTaHOBJIEHUH CTPOK;

4) cTpoK, y sIKuit Oyjie 3aI0BOJICHO 3aITUT;
5) miamnuc.

48. Pimmennst, mii 4u Oe3MisUIBHICTH 3aKIaAiB MOXYTh OyTH OCKapXeHi J0 3aCHOBHHUKA
3aKJIajy, BUIIIOTO OPTaHy YIIPaBIiHHS OCBITOIO a00 Cyy.

49. 3anuTyBay Mae MpaBoO OCKap>KUTH:

1) BiIMOBY B 33JJOBOJICHHI 3alUTy Ha iH(OpMAILito;

2) B1ICTPOYKY 3aJI0BOJICHHS 3alUTY Ha 1H()OpMaIliio;
3) HeHaJlaHHS BIAMOBII HA 3aIUT Ha 1HGOPMAIIIFO;

4) HajaHHS HEAOCTOBIPHOI 200 HEMOBHOT iH(OpPMAIIiT;
5) HecBoeuyacHe HagaHHs iH(oOpMaIii;

6) HEBUKOHAHHA 3aKiaZaMH OOOB'A3KYy ONPUIIONHIOBATH 1HGOpPMAII0O Ha BIACHOMY
BeO-caiiTi;

7) iHII1 pimeHHs, Aii 91 Oe3isSIbHICTh 3aKJIajliB, 110 MOPYIIMIIA 3aKOHHI ITpaBa Ta iHTEpeCcH
3anuTyBayva.

50. OckapyXeHHs pillleHb, il 9u 0e3MisTIbHOCTI 3aKIaIiB 10 CyAy 3M1HCHIOETHCS BiIIOBITHO
1o Konekcy aaMiHICTpaTHBHOTO Cy[JOYMHCTBA YKpaiHU.

51. BianoBiganbHICTh 3a MOPYIICHHS 3aKOHOAABCTBA MPO JOCTYI A0 IMyOniyHol iH(opMmartii
HECyTh 0COOU, BUHHI Y BAMHEHHI TaKUX MOPYLIEHb:

1) HeHaaHHSA BiAMOBIII HA 3aITUT;

2) HeHagaHHs iH(QOpMAIii Ha 3aMuUT;

3) GesmijcTaBHA BiIMOBA y 3aJ0BOJICHH] 3aMMUTY Ha 1HGOPMAIIITO;

4) HeonpuIIIOMHEHHS 1HpOpMAaLlii;

5) HagaHHs a00 ONPIIIIOHEHHS HEJOCTOBIPHOI, HETOYHOT 200 HEMOBHOT 1H(OPMAIIIT;
6) HecBoeuacHe HaJaHHs iHpopmartii;

7) HEoOTpyHTOBaHE BigHeCeHH iH(popMalii 10 iHpopMalii 3 0OMEKEHUM JOCTYIIOM;
8) He3ailficCHeHHs peecTpallii JOKyMEHTIB;

9) HaBMHCHE NMPUXOBYBaHH: a00 3HUIIEHHS 1HPOPMAILIT YU TOKYMEHTIB.

52. Ocobu, Ha OyMKy SIKMX iXHI IpaBa Ta 3aKOHHI iHTEpECH MOpYIIEHi 3aKiaJaMu, MaloTh
IpaBO HA BIANIKOAYBAaHHSA MaTepialibHOI Ta MOPAJIBbHOI IIKOJH B TIOPSAKY, BU3HAYCHOMY 3aKOHOM.


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

Jonarox 3
1o [HCTpyKIIii 3 AUTOBOICTBA 3aKIIaLy
(mynkr 1.3 po3ainy II)

HEPBUHHO-OBJIIKOBA TOKYMEHTAIIA

0301  |O6nik ocoboBOTO CKIaMY|

[0301001|Haxka3 (po3mopsiipKeHHS ) PO MPUHMaHHS Ha poOoTY|
|0301002|OcoboBa kapTKa

|0301003|AndasiTHa kapTKa|

|0301004|Oco6oBa kapTKa|

|0301005|Haxka3 (po3mopspKkeHHs ) Mpo MepeBeIeHHs Ha 1HITY poOoTY]|
|0301006/Haka3 (po3mopsiIpKeHHS ) PO HaJlaHHS BiAMYCTKH|

|0301007|Criucok Ha HaJaHHS BiIMYCTKH]|

|0301008|Haka3 (po3mopsKeHHs ) PO MPUITHHEHHS TPYIOBOTOIOTOBODY|
|0301009|Kuura 06Ky O1aHKIB TPYIOBUX KHHUXKOK 1 BKJIQJOK J0 HUX|
|0301010|Kuura o0iiky pyxy TPYIOBHX KHIKOK 1 BKJIQJOK 10 HHX|
|0301011|AxT Ha ciucaHHs OaHKIB TPYAOBUX KHHUKOK (1/a00 BKJIAJIOK /10 HUX)|
|0301012|OcoboBa kapTka ¢axiBLUsg 3 BHIIOK OCBITOIO, SKHH BUKOHY€E |HAyKOBO-JIOCIiIHI,
POEKTHO-KOHCTPYKTOPCHKi 1 TEXHOJOTI4HI POOOTH

|0302|O6mn1k BUKOpUCTAaHHS pOOOYOTO Yacy|

|0302001|Tabens 061Ky BUKOPUCTAHHS poOOYOro yacy i po3paxyHKy 3apoOiTHOT I1aTH|
|0302002|Tabeb 001Ky BHKOPHCTAaHHS POOOYOTO Jacy|

|0302003|TaGenb 00Ky BUKOPUCTAHHS POOOYOTO Jacy|

|0302004|Crincok ocib, siKi mpaloBail y HaaypOuHHUi yac|

|0302005|JIucTox 061Ky IpOCTOIB|

|0305|O06mik po3paxyHKiB 3 pOOITHUKAMU 1 CIIyKOOBIISIMH 13 [3apOOITHOT MIaTH
|0305001|Po3paxyHKOBO-TIIATI>)KHA BiJJOMICTB|

|0305002|Po3paxyHKOBa BiJIOMICTB|

|0305003|Po3paxyHKOBa BiJOMiCTh

|0305004|Po3paxyHok 3ap0o0iTHOI TUTaTH|

|0305005|TTnari>kHa BiIOMICTB|



|0305006|OcoboBuii paxyHOK|

|0305007|0OcoboBuii paxyHOK|

|0305008|HakonmuyBanbHa KapTka 001Ky BUPOOITKY 1 3apIuiaryl|

|0305009|HakonmuyBanpHa KapTKa 00Ky 3apIuiarTy|

|0306|O061ik OCHOBHUX 3aC001B|

|0306001|AxT npuitMaHHs-TIepe1aBaHHs (BHYTPIIIHBOTO ITEPEMIIIEHHS )| 0OCHOBHUX 3aC001B|
|0306002|AxT mpuiiMaHHS-31aBaHHS BIIPEMOHTOBAHUX, PEKOHCTPYMOBAHHUX Ta MOJEPHI30BaHHUX
00'exTiB

|0306003|AKT Ha criMcaHHS OCHOBHHX 3ac00iB|

|0306004|AxT Ha crTMCaHHS aBTOTPAHCIIOPTHUX 3aCO01B)|

|0306005|AKT Ipo yCTaHOBKY, IyCK Ta J€MOHTaXX Oy/iBEIbHOT MAILIHH|

|0306006 |IlHBeHTapHA KapTKa 00JIIKY OCHOBHUX 3aC001B

|0306007|Onuc iHBEeHTapHUX KapTOK 3 00IIKY OCHOBHHX 3aC00iB]|

|0306008|KapTka 061Ky pyXy OCHOBHHX 3ac00iB|

|0306009|IHBeHTapHMIT CIMCOK OCHOBHUX 3aC001B (3a MICIIeM iX 3HaXO/PKEHHS, €KCILTyaTaIlii)|
|0306010|Po3paxyHOK amOpTHU3aIlii OCHOBHUX 3aCO01B (7151 MPOMUCIOBHUX MiAMIPUEMCTB)|
|0306011|Po3paxyHOK amopTH3a1ii OCHOBHUX 3ac00iB (U1t Oy/IiBEIbHUX OpraHizamiil)|
|0306012|Po3paxyHOK aMOpTH3allii 3 aBTOTPAHCITOPTY |

|0306013|AxT npuiiMaHHs-TIepeAaBaHHS OCHOBHHUX 3aCO01B]|

|0306014|AxT npuitmaHHs-TIepeIaBaHHs BIIPEMOHTOBAHUX, PEKOHCTPYHOBaHHUX Ta MOAEPHI30BaHUX
00'eKTiB

|0306015|AxT ipo criricaHHST OCHOBHUX 3aC001B

|0306016/|AxT TIpo criMCaHHS aBTOTPAHCIIOPTHUX 3aCO01B|

|0306017|AxT npo cnrcaHHs 3 6anaHcy OIOKETHUX OpraHizauiil i OI0[KeT) yCTaHOB BHIIyU€HOI 3
6i0mioTeku JiTeparypH|

|0306018|IlHBeHTapHa KapTKa 00Ky OCHOBHHX 3aC001B y OFOIKETHUX| |yCTaHOBAX|
|0306019|IaBeHTapHa KapTKa 00Ky OCHOBHHX 3aC00iB Y OFO/DKETHUX YCTaHOBAX (IIsl TBAPHH i
OaraTopiuHUX POCIIHH)|

|0306020|IHBeHTapHa KapTKa IPyMOBOT0 00Ky OCHOBHUX 3aC00iB y|OHOPKETHUX YCTaHOBAX|
|0306021|Onuc iHBeHTapHUX KapTOK 3 00Ky OCHOBHHX 3aC00iB

0306022|[HBeHTapHUI CTUCOK OCHOBHHUX 3aC001B

|0306023|BigoMicTh HapaxyBaHHs 3HOCY Ha OCHOBHI 3aCO0H

|0307|O6ik cHpOBUHM Ta MaTepiaiB

|0307001 >XKypnan 06J1iKy BaHTaXiB, 110 HAAXOIATh

|0307002|dopyuenns (1)

|0307003|dopyuenns (2)

|0307004>KypHan peectpaliii 10pyyeHb

|0307005TTpudyTKOBHIA OpaEp

|0307006/|AxT Tipo MpuiMaHHs MaTepiajiB

|0307007|JTlimiTHO-3261pHa KapTa (1)

|0307008|JlimiTHO-320ipHa KapTa (2)

|0307009|AxT-BUMOTa Ha 3MiHY (JI0IaTKOBUH BiJIITyCK) MaTepialiB |
|0307010|HaknagHa-BuMora Ha BiycK (BHYTpILLIHE IEPEMIIIEHHs) |MaTepialiB
|0307011|KapTka ckimancbkoro 001Ky MarepialiB

|0307012|Peectp npuiiMaHHs-31aBaHHS JOKYMEHTIB

|0307013|BigoMicTh 00Ky 3aJIMIIKIB MaTepialiB Ha CKIAI1

|0307014|AxT mpuitmMaHHS yCTaTKyBaHHS

|0307015|AxT npuiiMaHHSA-TIepeJaBaHHs yCTaTKyBaHHs 1O MOHTaXy

|0307016|MarepianbHuiA SPIUK

|0307017|AxT ipo BHsiBIIEeH] neeKTH



|0307018|CurnanpHa  JOBiAKa TPO BiAXWIEHHS (HAKTUYHOTO 3aJMIIKYy |MarepiaiiB  BiX
YCTaHOBJIEHHX HOPM 3amacy |

|0307019|MarepianbHHiA 3BiT|

|0307021|IlHBeHTapU30BaHU OTIUC

|0307022|AKT po BUTPATH JaBaJIbHULIBKUX MaTepiais|

|0307023|KapTtka 00s1iKy yCTaTKyBaHHS JJIs1 BCTAHOBJICHHS |

|0307024|JTimiTHO-3201pHa KapTa (1)

|0307025|JTimiTHO-320ipHa KapTa (2)

|0307029|AxT Ha ciricaHHs OTaHKIB JOPYYEHB|

|0308|O06m1k MAJIOIIHHKUX Ta MIBUAKO3HOITYBAHUX MPEIMETIB

|0308001|BigoMicTh Ha TOMTOBHEHHS (BUIIYYEHHS) MOCTIMHOTO 3amacy [IHCTPyMEHTIB (IIPUCTPOIB) |
|0308002|KapTka 00:11Ky MaJOLIHHUX Ta IIBUIKO3HOIIYBAaHUX [IPEAMETIB|
|0308003|3amoBIIeHHS HA PEMOHT a00 3aTOYyBaHHs IHCTPYMEHTIB |(IIPUCTPOIB) |
|0308004|AxT BHOYTTSI MAJIOI[IHHUX Ta MIBUIKO3HOIIYBAHUX MTPEIMETIB |

|0308005|AkT Ha cTUCaHHS IHCTPYMEHTIB (ITPUCTPOIB) Ta OOMIH 1X [Ha MpUIATHI
|0308006|Oco6oBa kapTka 00Ky CHELOATY, CIIEIB3YTTS Ta [3arm00iXHUX MPUCTPOIB |
|0308007|Bimomicte 00miKy BHadi (TIOBEPHEHHS) CIICLOMATY, |CIICHB3YTTS Ta 3amo0iXKHHUX
MPUCTPOIB |

|0308008|AKT Ha crIICaHHS MAJOLIHHUX Ta IIBUAKO3HOUTYBAaHHUX [IPEAMETIB

0309|0061k y KaniTaabHOMY Oy[IBHULITBI |

|0309001|AKT npuiiMaHHs BUKOHAHUX MIAPSTHUX POOIT |

|0309002|IoBiaKa npo BapTiCTh BUKOHAHUX MIAPSAHUX POOIT 1 [BUTpAT
|0309003|/ToBinka mpo BapTiCTh BUKOHAHUX MPOEKTHO-BUIITYKYBJIBHHX| |pOOIT

0310  |O6aiK aBTOMOOIIBHOTO TPAHCIIOPTY

|0310001 |ToBapHO-TpaHCTIOPTHA HAKJIATHA 1

0310002 |ToBapHO-TpaHCIIOPTHA HAKJIaIHA (HA TIEPEBE3CHHS CIUPTY) |1

|0310003 |dopoxHiit TUCT BAHTAXKHOTO aBTOMOOLIIS |

|0310004 |dopoxHiit TUCT BAaHTaKHOTO aBTOMOO1JIS y MIXKHApOAHOMY |

|0310019 |Tamon 3aMOBHMKA |

|0310020 |KoHTpONbHUI TUCT HA TIEPEBE3CHHSI CTUPTY €THIIOBOTO, |[KOHBSIYHOTO 1 IIOOBOTO,
AJIKOTOJILHUX HAMOIB 1 [TIOTIOHOBUX BHPOOIB

0314  |O6mik poboTu OymiBEIbHUX MAIIMH 1 MEXaHI3MIB

0314001 |Pamopt N mpo poboty 6amToBOTO KpaHa |

|0314002 |doposxHiii muct N OyaiBeTbHOT MaITMHU |

|0314003 |Panmopt N npo po6oTy OyniBeabHOT MALTMHU (MEXaHI3MY) |

|0314004 |Pamopt-Hapsa N npo po6oty OyniBeIbHOI MalTMHU |

|0314005 |Kapta o6niky poboTH OyniBenbHOI MallTUHU (MEXaHi3My) |

|0314006 |XKypnan obniky podotu OyaiBeTbHOI MaTMHK (MEXaHi3My) |

|0314007 |[doBigka mpo BUKOHaHI pOOOTH (TIOCITYTH) |

0316  |O6mik kKacoBUX omepariit

|0316001 |[IpuOyTKOBHIi KacoBUil opaep |

0316002 |BumaTrkoBuii KacOBH opaep |

|0316003 |XKypnan peectparii npuOyTKOBHUX 1 BUIATKOBUX KaCOBUX ||ZOKyMeHTIB (1) |
|0316004 |’Kypnan peectpartiii mpuOyTKOBUX 1 BUAATKOBUX KACOBUX ||JOKYMEHTIB (2)
0316005 |KacoBa kHura ]

|0316006 |Kuaura oOmiky NpuHHATHX 1 BUJAHUX KACUPOM IpoIIed |

0316007 |ToBapHO-KacoBa KHUTA |

0317  |O6mik 00'€KTiB MPOMHUCIOBOT BIACHOCTI (BUHAXO/IB, |[KOPUCHUX MOJAETEH, MPOMHUCIOBUX
3pa3KiB), |pallioHaNi3aTOPCHKUX MPOTIO3UITI

0317001 |3asBKa Ha palioHATI3aTOPCHKY MPOTIO3UILI0 |

|0317002 |AKT mpo BUKOPUCTAHHS PaAIliOHATI3aTOPCHKOT MPOTO3UIIIT |



|0317003 |XKypHau peecTparlii parioHaIi3aTOPCHKUX MPOTO3UITH |

0317004 [’KypHnan peectpariii 3aBOK Ha 00'€KTH MPOMHUCIIOBOI  ||BIacHOCTI (BUHAXOIH, KOPHCHI
MOJIETi, TPOMHUCIIOBI  3pa3Ku)

0317005 [’KypHnan peectpaiiii 3aBOK Ha 00'€KTH IPOMHUCIIOBOI |BIaCHOCTI (BUHAXOH, KOPUCHI
MOJIEN, TPOMUCIIOBI [3pa3Ku), MOJAHUX J0 3apyOi’KHUX MAaTeHTHUX BiJIOMCTB

|0317006 |AKT Ipo BUKOPUCTAHHS 00'€KTa MPOMHCIOBOI BIACHOCTI ||(BUHAXOY, KOPUCHOT
MOJIeJIi, TPOMHUCIIOBOTO 3pa3Ka)|

|0317007 [XKypnan peecTparlii BAKOPHCTaHUX 00'€KTIB IPOMHCIIOBOI ||BIACHOCTI (BUHAXOIIB,
KOPHCHUX MOJIeJIEH, TPOMHCIIOBHUX [3pa3KiB) |

0319  |ITorocnomapchkuii 00K 151 CIIbChKUX Pax HapogHux ||gemyraris

0319001 |ITorocmomapcbka KHUTa |

|0319002 |Cnucok ocib, 10 THMYACOBO MPOXKUBAIOTH HA TEPUTOPIi  ||cibehKkoi Pagu
|0319003 |AndasiTHa KHUTA |

|0322  |OO6dik 3 mpareBIamTyYBaHHS

|0322005 |BigoMocTi Tpo NMPUHHATHUX MPAI[iBHUKIB |

|0322006 |Peectpariiina kapTka rpoMagsHIUHA YKpaiHu, |1-em |

| [mpalieBIamToBaHOTO 32 KOPIOHOM 33 HAifMOM OpraHoM | |

| |cimyx)0u 3aitHATOCTI 200 MOCEPEAHUIILKOI0 KOMEPIIIHHOW | |

| |opranizarii€ro, 1o Ma€ BiAMOBIIHUH T0O3B1J Ha 3/T1HICHEHHS| |

| |TaKoi AiSUTBHOCTI

|0322007 |PeectpariiiiHa kapTka rpoMasiHUHA YKpaiHU, SIKUH Mpaiioe |2-eMm |

| |32 KOPZOHOM y MeKax JOTOBOPY MiAPSAY MK YKPaTHCHKHUM | |[Ta 3aKOPIOHHUM
MiTPUEMCTBAMHU

|0322008 |PeectpariiiiHa KapTKa iHO3EMIIs, SKMI TUMYACOBO IMPaLoe B|1-iM ]

| |Ykpaini

0323 |O6mik G1aHKIB CyBOPOi 3BITHOCTI

|0323001 |[IpuOyTKOBO-BHAATKOBA HAKJIAAHA Ha OJIAHKM CYBOpOi  ||3BiTHOCTI

|0323002 |[IpnOyTKOBO-BUATKOBA KHUTA 3 00JIiKY OJaHKIB CyBOPOi |3BITHOCTI

|0323003 |AKT Ha CHIHICaHHSI BUKOPUCTAHUX OJaHKIB CyBOPOi |[3BiTHOCTI

|0323004 |AKT nmepeBipkH HasSBHOCTI OJaHKIB CyBOPOi 3BITHOCTI |

|0323005 |KapTka-moBigka mpo BHIaHI Ta BAKOPUCTaHI OJIAaHKK  ||CyBOPOi 3BITHOCTI
|0323006 |KBuranuis popmu N 000000 (mizx yac po3paxyHKiB 3a  |[30epiranHsi TpaHCIIOPTHUX
3ac00iB Ta iHII CYyMyTHI | [TOCITyTH Ha aBTOCTOSHKAX )

|0323007 [3amoBIEeHHS, KBUTAHIIIs, KOsl KBUTAHIII1 (HA BUKOHAHHS | |

| [mocmyT 3 iIHAWBIAYaTHFHOTO TOUIUTTS i OHOBJICHHSI IIBEHHUX,| |

| [XyTpsSIHUX, HIKIPSTHUX, TPUKOTAKHUX BUPOOIB, TOJOBHUX | |

| |y6opiB, B3yTTS Ta BUTOTOBJICHHS MEOIIB)

|0323008 |3amoBieHHs, KBUTAHLIs (Ha BUKOHAHHS (oTomociyr, | |

| |apiObHOTO peMOHTY BUPOOIB Ta IHIIUX MOCITYT | |

| |HEBUPOOHUUYOTO XapaKTepy)

|0323009 |KBuTaHIIis, KOsl KBUTAHIIT (Ha BUKOHAHHS MTOCIYT, IO ||HAIAIOTHCS B IPUCYTHOCTI
3aMOBHUKA)

|0323010 [3amoBneHHS, KBUTAHIIis, Komist KBUTaHIii (Ha BukoHaHHs [[10-OI |
| |[mocyr 3 XiMI4HOT YuCTKH 1 (hapOyBaHHs BUpOOIB Ta | |

| |mpaHHs 61MKU3HM)

|0323011 |3amoBNIEHHA-3000B'13aHHS, KOITis [TIO-ITI |

| |3aMOBNIEeHHSA-3000B's13aHHS (1711 0hOpMIICHHS HAJJlaHHA Y | |

| |TUMYacoBe KOPUCTYBaHHS MIPEIMETIB IIPOKATY) | |

|0323012 |KBuTaHIis, KOst KBUTAHII1 (U1 mpuiiMaHHs komTiB 3a |[10-112

| [mpokar, 3a MpoIOBKEHHS TEPMiHY ITPOKATy, HETIOBEPHEHHS | |

| |pedeit mpokaty Ta iHIIe) | |



|0323013 |3amoBneHHS, KBUTAHIII1, KOmis KBUTaHIIi (Ha BukoHaHHS [[10-PI

| [mociyr 3 peMOHTY TOOYTOBHUX MAIIMH Ta MPUJIAIiB, | |

| |pamioeneKTpOHHOT armaparypu, TPaHCIIOPTHUX 3ac001B, | |

| |MeOuiB, B3yTTS) | |

|0323014 |3amoBieHHs, KBUTAHLs, KOMist KBUTAHLIT (Ha BukoHaHH |[10-10I

| [mOCITyT 3 PEMOHTY 1 BUTOTOBJICHHSI FOBEJIIpHUX BUPOOIB) | |
|0323015 |Tanon kButanmii N 000000 mpo omnary exkonoriuaux  |Cepis [1E

| [mocyr | |

|0323016 |Tamon kBuranmii AL 00 N 000000 nipo crutaty mtpady 3a |Cepist ALL
| [mopy1IeHHs 3aKOHOJJaBCTBA PO OXOPOHY HABKOJHUIITHBOTO | |
| [mpupoaHOTO CepeoBHIa | |

|0323017 |Ksuranuis AILL 00 N 000000 npo cruiary mrpady 3a |ALLT

| [mOpyIIeHHS 3aKOHOIABCTBA PO OXOPOHY HABKOJIHUIIIHBOTO | |
| [mpupoaHOTO CepeoBHIIa | |

|0323018 |AHKeTa mJis TpoMaJsiHUHA YKpaiHu, SKuii puOyB 10 |[roTenro

| |

[[0323019 |PeecTpariiina kapTKa I

0323020 |BisuTHa KapTKa roCcTs Ha MPOXKUBAHHS y TOTEN1 |

|0323021 |PaxyHOK |

|0323022 |[XKypnau 00Ky rpomMajisiH, sIKi MIPOXKUBAOTh y roteni  |5-I

|0323023 |’Kypnau o0OmiKy iHO3EMIIIB, SKi IPOKUBAIOTH Y ToTeni  |6-17

[0323024 |XKypnau peectparlii 3asBOK Ha OpPOHIOBaHHS HOMEPIB |7-I

| |(micrip) | |

|0323025 |Po3paxyHOK oriaTu 3a OpOHIOBaHHS HOMEpIB (Micip) Ta  |8-I

| |mpoxrBaHHS 32 0€3TOTIBKOBUM PO3PAXYHKOM | |
|0323026 |KacoBwii 3BiT |9-I |

|0323027 |KBuTaHIIis 32 KOPUCTYBAHHS aBTOCTOSIHKOIO TOTEIIIO [10-I
|0323028 |BimomocTi 06511Ky pyXy HOMEpIB 1 MiCIlb Y TOTE1 [11-I |
|0323029 |XKypnan onepaTuBHOTrO 00Ky OCi0, SIKI IPOXKUBaKOTh HA |12-T

| |moBepci | |

|0323030 |KopiHens kBUTaHIIT HA TpUiiMaHHs peueld 1o kamepu  |13-T7

| |cxoBy | |

|0323031 |OcoboBa Menu9YHA KHUKKA 3OPOB'S |OMK |

[0328  |OOmik mANMpUEMCTB 1 OpraHi3aIii | |
|0328001 |€nunwmii nep>kaBHUMN peecTp miAnpueMCTB 1 opranizauii  |€APIIOY
| |Vkpainu. O6nikoBa KapTka



Homarok 4
1o [HCTpyKIii 3 TITOBOACTBA 3aKiIaTy
(myskr 1.5 po3nimy II)

BUMOI'N

10 0opMIICeHHS PEKBI3UTIB OpPraHizaliiHO-po3MOPsAI40i JOKyMeHTail

Hassa Bumorn
Cknan 01 - 300paxenns [epxasHoro ['epba Ykpainu
PEKBI3UTIB 02 - 300paxeHHs eMOeMH opraHizarii
JIOKyMEHTIB 03 - 300pakeHHST HAarOPO.

04 - xon opranizamii

05 - ko popmu JOKyMeHTa

06 - Ha3Ba opraHizarlii BUIIIOTO PiBHA

07 - na3Ba opranizarii

08 - Ha3Ba CTPYKTYpPHOTO MiAPO3ALTY OpraHi3artii
09 - MoBiNKOBI JIaHI IPO OPTaHi3aIio

10 - Ha3Ba BUly TOKYMEHTa

11 - nata nokymeHTa

12 - peectpamniiiHuii iHAEKC JOKyMEHTa

BIMIOBIAb

14 - micue ckianeHHs abo BUIaHHS JOKyMEHTa
15 - rpud obMexeHHs TOCTYyIy 10 JOKYMEHTa
16 - angpecar

17 - rpuc¢ 3arBepIKEHHS JOKYMEHTa

18 - pesomoris

19 - 3aro10BOK JI0 TEKCTY JOKYMEHTA

13 - mocunmaHHA Ha pEECTpaliHUI 1HIEKC 1 JaTy JOKyMEHTa, Ha SIKHH JaloTh




20 - BiIMiTKa TIPO KOHTPOJIb

21 - TEeKCT TOKyMEHTa

22 - BiIMITKa PO HASIBHICTh JOJIATKIB

23 - migmnmc

24 - rpud MOTOMKEHHS JOKYMEHTA

25 - Bi3UW JIOKyMEHTa

26 - BIIOUTOK IIE€YATKU

27 - BiAMITKA MIPO 3aCBITYEHHS KOTIii

28 - mpi3BHIIe BUKOHABIIS 1 HOMEp HOTO TenepoHy

29 - BiIMiTKa ITPO BUKOHAHHS JIOKYMEHTA 1 HAIpaBJICHHS HOTO 10 CIIpaBH
30 - BiIMITKa PO HASIBHICTb JOKYMEHTA B €JIEKTPOHHIN popmi
31 - BimMITKa PO HAJIXOMKEHHS JOKYMEHTA JI0 OpraHi3ariii

32 - 3ammc Opo JIEPKABHY PEECTPALIIIO

300paxeHHs
Hep>xaBHOro
I'ep6a Ykpainu

3o00paxxennst [lepxkauoro I'epba VYkpainu po3MiliyloTh Ha OJaHKax JOKYMEHTIB
BinnoBiaHo 10 [Tocranosu BPY "IIpo [lepxxaBuuii repd VYipainu" (2137-12):

Ha OJIaHKax i3 KYmogow po3mauio8anicmio PEKBI3UTIB — Ha BEpXHROMY Oepe3i OmaHka
HaJl CEpEIMHOIO PSJIKIB 3 HA3BOKO OpraHi3allii;

Ha OJIaHKaX 13 1030062(CHb0I0 PO3MAU08AHICMIO — Y TIGHTP1 BEPXHBOTO Oepera.
Po3mip 300pakenust: Bucora - 17 MM, mupuHa - 12 Mm

Kon opranizarii

ITpocrasnsrors 3a €JIPTIOVY micasg pekBI3UTY JTOBIAKOBI AaH1 po opradizaiiro (09)

HasBa
opranizarii
BMILIOTO PIBHS

3a3HavaloTh CKOPOUYEHO, 3a BIJCYTHOCTI OQIIIHHO 3apeecTPOBAHOTO CKOPOYCHHS —
OBHICTIO

Hasga 3akmany
OCBITH

HasBa 3aknagy ocBiTH — aBTOpa IOKyMEHTA IMOBMHHA BiJIMOBIIATH HA3Bi, 3a3HAYCHIN Y
Horo ycraHoBuMX JokyMeHTax. CKOpOUYeHy Ha3By 3a3HAuyarOTh TOJ1, KOJU ii oQiliitHO
3aikcoBaHo y ctaryTi (mojoxenHi). CKopoueHy Ha3By MONAIOTh y AyXkKax (abo 6e3
HUX) HHXKYE ITOBHOT, OKPEMHUM PSJIKOM Y IIEHTPI

Hazpa HasBy ¢inii, CTpyKTypHOTO HiApO3ALTy 3aKiaay 3a3HadyaroTh TOMI, KOJIM BOHU aBTOPU
CTPYKTYPHOTO JIOKYMEHTAa, 1 PO3MILIYIOTh HUX4Ye pekBi3uTy 07
niapo3ainy
3aKJIa]y OCBITH
JominkoBi mani | JIoBiAKOBI JaHi PO 3aKiIaj MiCTATh:
mpo 3aKjan | e MIOILITOBY aJIpecy;
OCBITH ° HOMepH TenedoHiB, (akciB, TEIEKCIB;
° paxyHKiB y OaHKY;
o aJipecy eJIeKTPOHHOI NOIITH, BEO-CalTy TOILO).
[X po3MiLIyIOTh HIKUE HAa3BH 3aKJIa]y OCBITH 200 CTPYKTYPHOTO MiAPO3IiTy
Hazpa Buny Mae BignoBinatu meperiky Gpopm, siki BAKOPUCTOBYIOTh y 3akiaii. [lepenmik MicTUTh
JIOKYMEHTA Ha3BM yHidikoBaHUX (opM ToKyMeHTIB 3rijHo 3 JIK 010 Ta Ha3BM IHIINX TOKYMEHTIB,

110 BiAMOBIJAIOTH OPTraHi3aliifHO-PaBOBOMY CTaTyCy 3aKJay. 3a3Ha4al0Th BETUKUMU
JiTepamMu. Y JUCTI Ha3By BUAY JOKYMEHTA HE 3a3HAYAIOTh

Jara mokymeHTa

Ile mara migmuMcaHHs, 3aTBEPIKCHHS, TPUHHATTS a00 peecTpaiii JOKyMEHTa, SKy
odopMIIOITh 1TM(poBUM criocoOoM. EnemenTn naru HaBOAATh apaOChKUMHK IIUPPAMH
B OJIMH PSAJOK Y TOCTiAOBHOCTI: YHCIIO, MICSIIb, PiK.

04.01.2019

Jaty n1o3B0oJI€eHO O(OPMITIOBATH Y OCIIOBHOCTI: PiK, MicAllb, uncio. [Ipuknazg
2019.01.04

Y  HOpPMAaTWBHO-TIPABOBHX aKTax 1 (IHAHCOBHX JIOKYMEHTax
CJIOBECHO-LM(POBHIA crIOCiO 0POPMITIOBAHHSA JaTh, HATPUKIAL:
04 ciunua 2019 poxy.

34CTOCOBYHOTH



http://zakon.rada.gov.ua/rada/show/2137-12

C110BO «pik» MOYKHA BXXHMBATH y CKOPOYEHOMY BapiaHTI:
04 ciunun 2019 p.

Jary mianucaHHS TpPOCTaBISIOTH Yy JIiBIM BEpXHIM YacTHHI JOKyMEHTa MOpSI i3
peecTpaliiHUM 1HJEKCOM Ha CIeI[iaJIbHO BiJBEIEHOMY MicIi Ha OmaHkKy. SIkmio
JOKyMEHT CKJIQJIeHWH He Ha ONaHKy, HOro JaTy MpOCTaBISAIOTh HIDKYE MIAMUCY
J1BOpYY.

Jlara cmigpbHOTO JOKyMEHTa JABOX a0o0 OLIbIoi KUTBKOCTI OpraHizauiid — eauHa i
BLIIOBIAA€ aTi Mi3HINIOTO MiAINCY

Peectpariiinuit
1HOEKC
JIOKYMEHTa

CknazaroTh 3 MOTO MOPSAKOBOIO HOMEpA, SIKMH MOXKHA JIOTIOBHIOBATH 32 PillIEHHIM
3aKiaqy 1HIEKCOM CIpaBUd 33 HOMEHKJIATYpOl cChpaB, iH(OpMAI€ Mpo
KOPECIIOH/IEHTa, BUKOHABIIA TOII0. MicIie pO3TalloOBaHOCTI IIbOTO PEKBI3UTY 3aJIEKUTh
BiJ OJ1aHKa Ta BUY JOKYMEHTA.

SKII0 TOKYMEHT MiATrOTYBaJd JBI YW OUIBIIE OpraHi3alliii, TO peecTpamiiHui 1HIEeKC
CKJIQJIal0Th 13 PEECTpaLifHUX 1HAEKCIB KOXKHOT 3 IMX OpraHizallii, ki IpoCTaBIsSIOTh
Yyepes3 MOXWITY PUCKY 3T1IHO 3 TOCIII0OBHICTIO MIAMKCIB aBTOPiB JOKYMEHTA.

JIis BXiTHUX JOKYMEHTIB PEECTpAIitHIIA 1HACKC CKIANa€eThCs 3 MOPSIKOBOTO HOMEPA
Ta iHACKCY crnpaBu, Hanpukiaan 89/02-04, ne 89 - mopsaKOBUiI HOMEpP JOKyMEHTa y
Mexax poky, 02-04 - iHfeKc crpaBu 32 HOMEHKJIATYPOIO CIIPaB.

VY BUXiIHOTO Ta BHYTPIIIHBOTO (32 BUHATKOM Haka3ziB, MPOTOKOJIB) JOKyMEHTa
peeECTpaIiiHuil 1HAEKC CKIIATAEThCs 13 IHIAEKCY CIpaBM 32 HOMEHKJIATYPOIO CIpaB Ta
nopsiiIkoBoro Homepa, Hanpukian 02-04/176, ne 02-04 - iHgekc chopaBu 3a
HOMEHKJIATYPOIO cIpaB, 176 - HopssAKOBHII HOMEP JOKYMEHTA Y MEXKaX POKY

Ilocnnanus Ha

Mictuth peecTpamiiHuil 1HAEKC 1 JaTy TOTO JOKYMEHTa, Ha KWW JaroTh B1JIIOBIJb.

peecTpariiitHuii Ilefi pekBi3WT pO3TAIIOBYIOTh HWX4Ye ab0 Ha PIBHI PEECTPALIHOTO I1HAEKCY Ha
1HJIEKC 1 JaTy CTeIialibHO BiJIBEACHOMY MiCIli Ha OJIaHKY

JIOKYMEHTa

Micne Micnie cxiafeHHsi abo BHIAHHS JOKyMEHTa 3a3Ha4daroTh HA BCIX JOKYMEHTaxX KpiMm
CKJIazeHHs a0o JHUCTIB, y SIKUX IIi BiJOMOCTI BHU3HAUalOTh 13 PEKBI3UTY «JlOBiIKOBI IaHi TPoO
BHJIaHHSA Oprasizaifiro», 1 pO3MIIIyIOTb Ha piBHI abo Hmx4e pekBi3uTiB 11, 12— «Jlara
JIOKYMEHTa JOKyMeHTa», «PeecTpariiinuii iHAeKC JTOKyMEeHTa». PEeKBI3UT He 3a3HA4aOTh, SIKILO

BIZIOMOCTI IIpo reorpadiyie MiCIIE3HAXODKEHHS BXOIATE 10 Ha3BU 3aKJIAAy OCBITH

Anpecar AnpecaramMu JOKyMEHTa MOXYThb OyTH oOprasizauii, iXHI CTPYKTYpHI MiJpO3ILIH,

MOCaJoBi 0co0M Ta TpoMaAsHU. Y pasi aJpecyBaHHs JOKyMEHTa oprasizamii abo ii
CTPYKTYPHOMY TiApO3/AUIOBI 0e3 3a3Ha4eHHs M0Caa0BOi 0COOM iXHI HA3BH MOAAIOTH y
Ha3MBHOMY BiJIMiHKY.

Jlenapmamenm oceimu i HayKu

Kuiscovkoi obnacroi deparcasnoi aominicmpayii

VY pasi ajpecyBaHHS JJOKyMEHTa KEPIBHHKOBI YCTaHOBH ab0 HOTO 3aCTYITHUKOBI Ha3Ba
YCTaHOBH BXOJHMTH JI0 CKJIQJy Ha3BH MTOCAIHU aapecaTta.

Hupexmopy /lenapmamenmy oceimu i HayKu

Kuiscokoi obnacroi depoicagroi aominicmpayii

Ipizeuwe, iniyian(u)

K0 MOKYMEHT HaJACWIAIOTh IMOCaaoBiii 0co0i, Ha3By yCTaHOBU 3a3HA4YaIOTh Y
Ha3MBHOMY BiJIMiHKY, a TIOCaJly 1 IPi3BUIIE aapecara - y 1aBajJbHOMY.

Jlenapmamenm ocgimu i HayKu

Kuiscovroi obnachoi deparcasnoi aominicmpayii

Biooin oowxinbnoi, 3aeanvnoi cepeonvoi

ma no3auKinbHoi oceimu

Hauanvnuxy 6ioodiny

[pizeuwe, inivian(u)




S0  JAOKYMEHT aApecyroTh OaraTbOM OJHOPIIHMM OpTraHi3aiisM, aapecara
3a3Ha4YaloTh y3arajibHEHO.
Kepisnuxam 3axnadie 3aeanvhoi cepednvoi oceimu

JIOKyMEHT HE TIOBHHEH MICTUTH OiIbIIe YOTHPHOX aapecaTiB. CIOBO «KOIis» Tepes
3a3HAYCHHSIM ajpecara HE CTaBATh. 3a HAsBHOCTI OUIBIIOI KITBKOCTI aJpecariB
CKJIAJIAI0Th CIHMCOK JJIsl PO3CHJIAHHS, a HA KOXKHOMY JIOKYMEHTI 3a3HA4YarOTh TIIBKH
OJIHOTO a/ipecara.

Jlo pekBi3uTy «Anpecar» BxonuTh mnomToBa aapeca. [lopsmok 1 ¢opma 3amucy
BIJIOMOCTEH TpO MOIITOBY aJpECy YCTAaHOBH MaloTh Biamosigatu [IpaBuiam HamaHHs
MOCJIYT MOIITOBOIO 3B'SA3KY.

Jlenapmamenm ocgimu i HayKu

Kuiscovroi obnachoi deparcasnoi aominicmpayii

eyn. Xpewamux, 0,

m. Kuis, 01001

SIKII0 TOKYMEHT HaJCWIIaloTh (i3uyHii 0co01, TO y HA3MBHOMY BIMIHKY 3a3HA4alOTh
npi3Bumie, iM's, mo OarbkoBi (abo iHimianmM) ajpecara, BYJIHUIO, HOMEp OyIWHKY 1
KBapTUPH, HACEJIEHUI ITyHKT, palioH, 001aCTh, MOMTOBUI 1HIEKC.

leanyenxo Ilempo Cemenosuu

eyn. Caoosa, 6y0. 7, k6. 24,

M. Y3um,

binoyepxiscokuti p-n, 09161

I'pud
3aTBEPKEHHS
JOKYMEHTa

3aTBep/KEHHST YIPABIIHCHKUX JOKYMEHTIB 3/IHCHIOETHCS OCOOMCTO KEpiBHHKOM
3aKJIaay BiIMOBIAHO /10 1Or0 MOBHOBaXKEHBb 200 PO3MOPSATIUM JOKYMEHTOM 3aKIay i3
3a3HaUYEHHSAM Ha JOKyMeHTI Tpuda 3arBepKeHHs, O(OPMIIEHOTO BiJIOBIIHUM
YHHOM.

3ATBEPIDKYIO

Jupexmop eimuaszii N 5

Iionuc Iniyian(u), npizeuwe

07.03.2018

VY pasi 3aTBepIKEHHS JOKYMEHTa PpIIIEHHSM KOJETialbHOrO OpraHy rpud
3arBepkeHHS ckiagaeTscs 31 cnoBa 3ATBEP/DKEHO (6Ge3 namok), Ha3Bu, naTtd i
HOMeEpa IOKYMEHTa Y HA3UBHOMY BiJMIiHKY.

3ATBEPI[DKEHO

Ilpomoxon 3acioanns nedazociunoi paou

eimnazii N 5

06.05.2018 N 40

3aroyioBoK 10
TEKCTY
JTOKyMEHTa

Mae MIiCTUTH KOPOTKUI BHKJIAJ] 3MICTY JOKYMEHTa i OyTH MaKCUMAJIbHO CTHCIIHM.
3aroJIoBOK BiJINOBIIa€ Ha 3alTUTAHHS PO M0?, KOTO?

ITin yac ¢opmyarOBaHHS 3arojoBKa MOXXHAa BHKOPHUCTOBYBaTH CKOPOUYEHHS CIIB i
CJIOBOCTIONTYYCHb BIINOBIMHO 10 TpaBwi opdorpadii Ta MyHKTyalliiHUX HOPM
YKpaiHChKOT MOBH, BUMOT CTaH/IapPTiB.

Kpanky B kiHIIi 3arojoBka He CTaBIATh. SIKIO 3arojoBokK nepesuirye 150 npykoBaHux
3HAaKIB (5 pAIKiB), HOTO JO3BOJICHO MPOJOBXKUTH IO MEXIi MpaBoro Gepera.

be3 3aronoBka MOXXHa CKJIagaTd KOPOTKI JOKyMeHTH Ha Onmankax Qopmary AS,
30KpeMa CYNIPOBIJIHI JIUCTH, TeIerpaMu, TeaehOHOrpaMu

Texct mokymeHTa

Mictuts iH}popMmarito, 3apaau GpikcyBaHHS sIKOT OyJI0 CTBOPEHO TOKYMEHT.
Opranizariii  371HCHIOIOTh  TIJIOBOJICTBO, BEAYTh JIOKYMEHTAIIF0O 1 JIMCTYBaHHS
YKPaiHChKOIO MOBOK. TEKCT JOKyMEHTa TOBHHEH OYyTH BHKIQJCHUH CTHUCIIO,




IpaMOTHO, 3pO3yMisio, O€3 TOBTOpPIB Ta BXXHMBaHHS CIIB 1 3BOPOTIB, SIKI HE HECYTh
CMHCJIOBOTO HABAHTAKEHHS.

TexkcT opopMITIOIOTE Y BUIMISII CYIIIBHOTO CKJIQJHOTO TEKCTY, aHKETH, TaOmuil abo
noegHaHHS [UX (opM. SIKIO YaCTHHM TEKCTY MAlOTh Pi3HI CMHCIOBI acmekTH abo
TEKCT JIOKyMEHTa MICTUTbH JEKUIbKa pillleHb, BUCHOBKIB TOIIO, HOTO Tpeba po30ouTu Ha
PO3MiIH, MiAPO3IUIN, IMyHKTH, MAMYHKTH, SKi HyMEpYIOTh apaOChbKUMHU IM(paMu i
JIPYKYIOTh 3 ab3arry.

Jiig 9iTKO1 OopraHi3aiii TeKCT MOAUIAIOTH Ha JIBI CMUCIIOBI YaCTUHHU:

° omHuc TpWYWH, (aKTiB, TMOMIA, MO0 CTalW TMIJACTaBOIO IS CKIIAJIaHHS
JOKYMEHTA;
° BUCHOBKH, MPOTO3HULi, TPOXaHHs, PO3MOPSIKEHHSI, PILLIEHHS, pEeKOMEHAALlIi.

VY TekcTi JOKyMEHTa, MiArOTOBJIEHOTO BIANOBIIHO A0 JOKYMEHTIB IHIIUX YCTaHOB a00
paHile BUAAHUX JOKYMEHTIB, X PEKBI3UTH 3a3HA4YAIOTh y TaKii MOCHIJOBHOCTI: Ha3Ba
BUJly JIOKyMEHTa, Ha3Ba YCTaHOBHU (aBTOpa JOKYMEHTa), AaTa, peecTpaliifHuil iHAEKC,
3aroJIOBOK J10 TEKCTY

BinmiTtka po
HasIBHICTH
JOAaTKiB

Po3mintytoTs mig TeKCToM JToKyMeHTa. J[omaTku 10 TOKYMEHTIB MOXYTh OyTH TPhOX
BUJIIB!

° JIOIaTKU-TOKYMEHTH (IHCTPYKIii, mpaBuia TOIIO), IO 3aTBEPKYIOTHC abo
BBOJSITHCSL B JIIF0 PO3MOPSAYUMHE JTIOKYMEHTaMu. Ha HUX MOXYTh IPOCTaBISATH Tpud
3aTBEPIKCHHS,

° nonatku (rpadikv, cXemH, TaONUIl, CHUCKH TOIO), MO TOSCHIOITH a0o
JIOTIOBHIOKOTh 3MICT OCHOBHOTO JIOKyMEHTa (Hakasy, IIaHy, 3BiTy, iHcTpyKuii Tomo). Ix
o(QOpMITIOIOTh Ha CTaHAAPTHUX apKylmax. Y BEpXHbOMY MNpPaBOMY KyTi MEpIIOro
apKymia 3a3HadaioTh cioBO «Jlomarox». SIKmo momarkiB Kijibka, HA HUX 3a3HAYalOTh
nopsiAkoBi HoMepH. 3Hak Ne mepert uPOBUM MO3HAYCHHSAM HE CTaBIISATh;

° JOIaTKH, IO € CaMOCTIMHUMH JOKyMEHTaMH Oe3 3a3HaueHHs aJpecHOi
YaCTHUHU 1 HAJICUJIAIOTHCA 13 CYNPOBIAHUM JIHCTOM;

[Ipo HasgBHICTH MOMATKIB 0 JTOKyMEHTa 3a3HAYaIOTh MICISI TEKCTYy AOKYMEHTa Tepes
mianucoM. SIKIO JOKYMEHT Ma€ JOJaTKH, MOBHY Ha3By SIKMX HABOAATH Y TEKCTI,
BIJIMITKY IO HAasBHICTh J0/ATKiB 0()OPMITIOIOTH TaK:

Jlooamox: na 7 apx. y 2 npum.

SIKII0 TOKYMEHT Ma€ JOAaTKW, TIOBHY Ha3By SKMX y TEKCTI HE HABOJIATH, Il Ha3BU
HEOOXiTHO TOMaTH TMICHIS TEKCTY i3 3a3HAYCHHSM KIJTBKOCTI apKyIIiB y KOXKHOMY
JIO/IaTKy Ta KUTBKOCTI X IPUMIPHUKIB.

Jooamxu:

1. Hosioka npo suxonanus niamy pemonmuux pooim 3a I keapman 2000 p. na 5
apx. 6 1 npum.

2. I'pagix pemonmnux pobim na Il keapman 2000 p. na 2 apk. 6 1 npum.

SKmo 10 MOKyMEHTa JONAloTh I1HIIMKA JOKYMEHT 3 JOJaTKaMH, BIAMITKY PO
HasBHICTB J0/IaTKiB O()OPMITIOIOTH TaK:

Jlooamox: Buchosok cayacou oxoponu npayi 6io 14.09.2018 Ne 8 i 0ooamok 0o Hvozo,
6cb020 Ha 25 apk. y 2 npum.

3a BeNMKOI KUIBKOCTI JOAATKIB HA HUX CKIIAJAIOTh OIHC, @ B CAMOMY JOKYMEHTI ITiCIIst
TEKCTY 3a3HAYaloTh:
Jlooamox: i0nogiono 0o onucy Ha 3 apk.

SIKImo 1oJaToK HAJACHIIAIOTh HE 3a BCIMa 3a3HAaYEHUMH B JOKYMEHTI aJpecamd,
BIJIMITKY IPO HasBHICTh JOKYMEHTa O(OPMITIOIOTH TaK:
Jlooamox: na 5 apx. y 2 npum., Ha neputy aopecy




[Tigmic CxiamaeTbcss 3 Ha3BH IMOCaaM OCOOM, SKa MIAMHUCYE ITOKYMEHT (ITOBHOi, SKIIO
JOKyMEHT HaJpyKOBaHO HE Ha OJaHKy, CKOPOUYEHOI — Ha JOKYMEHTi, HaJpyKOBaHOMY
Ha O1aHKy), 0COOMCTOrO MiANUCY, 1HIIIaTy(-1B) 1 Ipi3BUIIA.
1. T'onosa [epoicasrnozo komimenty
cmamucmuxy Ykpainu Hionuc Iniyian(u), npizeuwe
2. Tonosa Hionuc Iniyian(u), npizeuwe
PekBi3uT po3MIlIYIOTh il TEKCTOM JOKyMEHTa a0 MmiJl BiAMITKOIO MPO HAasBHICTh
JIO/IaTKiB.
SKII0 JOKYMEHT MiaNUCYIOTh KiTbka (ABi abo Oumbmie) ocid, To iXHI mianucu
PO3TaIOBYIOTh OJIMH ITiJT OTHAM BiJIITOBITHO /10 TiAMOPSIKOBAHOCTI MOCAI0BUX OCi0.
Jlupexmop Hionuc Iniyian(u), npizeuwe
Tonosnuii 6yxearmep Hionuc Iniyian(u), npizeuwe
Skmo JOKyMEHT WiJMUCYIOTh Kilbka 0Ci0 OJHAKOBHUX IMOCAJ], TO IXHI MiAMUCH
PO3TAIIOBYIOTH Ha OTHOMY PiBHI.
3acmynuux Minicmpa rocmuyii' Yepainu — 3acmynnux Minicmpa ¢inancie Yrpainu
Hionuc Iniyian(u), npizeuwe Iionuc Iniyian(u), npizeuwe
JIOKyMEHTH KOJIETiaJIbHUX OpraHiB MiAMUCYIOTh TOJIOBA KOJETiadbHOTO OpraHy i
ceKkperap.
Tonosa oupexyii Hionuc Iniyian(u), npizeuwe
Cexpemap oupexyii Hionuc Iniyian(u), npizeuwe
VY pasi BiCYyTHOCTI TTOCaI0BOi 0COOM, MAMKC SKOi 3a3HAYCHO B IOKYMEHTI, TOKyMEHT
mianucye ocoba, sika BUKOHYE ii 00OB'SI3kM, a0 11 3acTymHHUK. Y I[bOMY BHUIAJKYy
00O0B'I3KOBO 3a3HA4YaIOTh IOCAAy 1 NPi3BUIIE OCOOM, sKa MiANUcana JTOKYMEHT
(BUMpaBICHHS BHOCHTH PYKOMHMCHUM a00 MAaIIMHOIMCHUM CIIOCOOOM), HAIPHUKIA:
"BuxonyBa4 000B's3KiB", "3acTymHuK".
[TignucyBaTn JOKYMEHT i3 NPUHUMEHHHUKOM '"3a" a00 CTaBUTH TNPABOODKHY TOXHITY
PHUCKY NIEPE]] Ha3BOIO MOCAIN HE JO3BOJICHO
I'pud Po3mintytors Hiwkue pexBizuty "[lignuc". Bin cxiagaerses 31 cioBa [IOI'ODKEHO
MIOTOJKEHHS (6e3 mamok), Ha3BM TOCaAM OCOOM, fKa MOTOMKYE JOKYMEHT (pa3oM 3 Ha3BOIO
JIOKyMEHTA oprasisaiiii), 0COOMCTOro MiANuUCY, 1HiIiay(-1B) 1 MPI3BUILA, IaTH MOTOKEHHS.

HOI'OIPDKEHO

3acmynuux Minicmpa oboponu Yxpainu
Hionuc Iniyian(u), npizeuwe
05.02.2001

SKII0  MOKYMEHT TOTO/KYIOTh JINCTOM, IPOTOKOJIOM, aKTOM TOIIO, TO Tpud
MOTO/PKEHHST 0P OPMITIOIOTh TaK:

IIOI'O/DKEHO

Ilpomoxon 3acioanns Ilpaeninus

Hayionanvnoeo 6anky Yxpainu

23.01.2001 N 2

Bizu noxymenrta

Bizoro odopmitioloTh BHYTpIIIHE MOTOMKEHHS TOKyMeHTa. Bi3a ckiagaeTscs 3 Ha3BU
1ocajy, 0COOMCTOTrO IMiJIIKCY, 1HINIAIIB 1 MPi3BUIIA 0COOH, SIKA Bi3y€ JOKYMEHT, AaTH
3aBi3yBaHHA. Bi3y poO3MINIyIOTh HIKYE PEKBI3UTy 23, sK HA JUILOBOMY, TaK i Ha
3BOPOTHOMY OOIli OCTaHHBOTO aPKYIIa JOKYMEHTA.

Hauanvuux wopuouunozo 6iodiny

Hionuc Iniyian(u), npizeuwe

18.09.2001

Bi3y craBnsTh Ha MPUMIPHUKAX JOKYMEHTIB, Kl 3aJUIIAIOTh B OpraHizamii




Binourox

BinOuTtkom mewarku opranizamii 3acBiIYyrOTh Ha JTOKYMEHTI ITiJIITUC BiAMOBiNaIbHOI

MeYaTKH ocoOwu.
Bigbutok meyarku CTaBIATh Tak, MO0 BiH OXOIUTIOBAB OCTaHHI KilbKa JIITEP HA3BH
mocajau ocoOW, sKa Mignmucana JOKYMEHT, ajie He MiAmUC MocanoBoi ocobu, ado
MIPOCTABISAIOTH HA OKPEMO BHILIEHOMY JUIS IIbOTO MicCIi 3 BiAMITKOIO «M. I1.».
[lepenik MOKyMEHTIB, Ha SIKi CTaBIATh BITOWTOK II€YaTKW, BU3HAYa€ 3aKiaj Ha
[iJICTaBi HOPMATHBHO-MIPABOBHX aKTiB. MIOTO MOAIOTH B iHCTPYKIII 3 IJIOBOJICTRA

[pizBume 3a3Ha4aroTh Ha JIMIOBOMY OOIll B HWXHBOMY JIIBOMY KyTi OCTaHHBOTO apKyIla

BUKOHABIS JOKyMEHTa

1 HOMep HoTro

TenedoHy

Bumoru no Jlnst pyKyBaHHSI TEKCTIB CITy>KOOBHX JIOKYMEHTIB BUKOPHCTOBY€ThCS rapHiTypa Times

odopmIIeHHS New Roman, mpudrt - pozmipom 12-14 npykapchKux MyHKTIB.

JIOKYMEHTIB J103BOJISIETbCA BUKOPUCTOBYBATH LIPUPT po3MipoM 8§-12 npykapChbKUX IMYHKTIB AJIs

npyKyBaHHa pekBizuty "llpi3Bulle BUKOHaBLA 1 HOMEp Horo TenedoHy", BUHOCOK,
MOSICHIOBAJILHUX HAIUCIB 10 OKPEMHUX E€JEMEHTIB TEKCTy ITOKyMeHTa abo #oro
PEKBI3UTIB TOIIIO.

[lin wac apyKyBaHHsS 3arojoOBKiB J03BOJISIETbCS BHUKOPUCTOBYBATH HAIIBXUPHUN
mpudt (mpsimuii a00 KypcHB).

Texct noxymenTiB Ha mamnepi gopmary A4 (210x297 miniMeTpiB) peKOMEHOBAHO
npykyBatu depe3 1-1,5 MikpsimkoBoro iHTepBanmy, a ¢opmary AS (210x148
MUTIMETPIB) - yepe3 1 MUKpAIKOBUI 1HTEpBaJ.

JloKyMeHTH ITOBUHHI MaTH Taki 1moJst (MUTIMETpIB):

30 - miBe;

10 - page;

20 - BEpXHE Ta HUKHE.

PekBizutu mokymeHTa (KpiM TEKCTY), K1 CKJIAQAAIOThCA 3 KUTBKOX PSAKIB, IPYKYIOTHCS
yepe3 1 mixkpsakoBuil iHTepBan. CkianoBi yacTuHHM pekBi3uTiB "Anpecar”, "I'pud
3arBepkeHHs", "['pud noromkeHHS" BIIOKPEMIIIOIOTBCS OAHMH Bia omgHOTO 4epes 1,5
MIXKPSIJIKOBOTO 1HTEpBAIY.

PekBi3nTi 1oKyMeHTa BiJIOKPEMITIOIOTHCS OAMH BiJl OHOTO uepe3 1,5-3 MIKpPSIKOBUX
iHTEepBaIN.

HasBa Buly TOKyMeHTa IPYKY€THCS BEIUKUMU JIITEPAMH.

Posmmdpysanna nianucy B peksizuti "llianuc" apykyeTrbcs Ha piBHI OCTaHHbHOTO
psi/iKa Ha3BU MOCAH.

He pobutecs BifcTynm Bim Mexi JiBoro moms ans pekBisuTiB "Jlata noxkymenTa',
"3aronoBok 110 TekcTy AokymeHrta", "Tekct" (Oe3 ab3ariB), "BiaMiTka mpo HasBHICTH
noxatkis", "IIpi3Buie BUKOHABIS 1 HOMEP ioro Tenedony", HallMeHyBaHHS MOCaIU Y
pexBizutax "[lignuc" ta "I'pud moromxenus", mammcy "3rigHo 3 opuriHaiom", a
takox ciiB "CJIYXAJIN", "BUCTYIIUJIN", "Y XBAJIMJIN", "HAKA3YIO".

3a HasBHOCTI KUIBKOX TpU(IB 3aTBEPKEHHS 1 IMOTOHKCHHS BOHU PO3MIIYIOThCS Ha
OJTHOMY pIBHI BEpPTUKaJbHUMH psakamu. [lepmumit rpud - Big Mexi JiBOro mois,
npyruit - yepes 104 miniMeTpu Bia MeXi JIiBOTO TOJIA.

ITix yac odopmieHHs AOKYMEHTIB Ha JBOX 1 Oiible CTOpIHKAax Apyra Ta HACTYIHI
CTOpIHKU MaroTh OyTH npoHyMepoBaHi. [lepia cropinka He HyMepy€eThCsL.

TekcTu OKYMEHTIB NMOCTIMHOTO 30€piraHHs JPyKYyHOTbCS Ha OJHOMY OOIll apKyla.
JIOKyMeHTH 13 CTPOKOM 30€piraHHs 10 5 pOKIB MOXKHA JPYKYBaTH Ha JIMIOBOMY 1
3BOPOTHOMY 0OI11i apKymia




Honatox 5
1o [HCTpyKIIii 3 TOBOMICTBA 3aKIaay
(myHkT 1.6po3ainy 1I)

BUMOI'
10 0(pOpMIIEHHS IOKYMEHTIB, 110 BUTOTOBJISIIOTHCS 32 J0IMIOMOI0I0 KOMII’IOTEPHOI TEXHIKHU

1. Jlns npyKyBaHHSI TEKCTIB CIIy>KOOBHX TOKYMEHTIB BUKOPHCTOBYETbCS TapHiTypa Times
New Roman, mpudt - posmipom 12-14 npykapcbkux MyHKTIB. [{03BOISE€THCS BHKOPUCTOBYBATH
mpudT po3mipoM 8-12 npykapChbKUX MYHKTIB I APYyKyBaHHS PeKkBi3uTy «lIpi3BHile BUKOHABISA 1
HOMEp ioro TenedoHy», BHUHOCOK, IMOSCHIOBaJbHUX HAIMUCIB 1O OKPEMHUX EJIEMEHTIB TEKCTY
JTIOKyMeHTa ab0 HOTO PEeKBI3UTIB TOIIIO.

[Ting vac ApyKyBaHHs 3arojIOBKIB J03BOJIIETHCS BHUKOPUCTOBYBAaTH HAMIBKUPHHUN mpUdT
(mpsimuit a60 KypcuB).



2. Texct noxkymeHnTiB Ha mamepi ¢gopmary A4 (210 x 297 MiniMeTpiB) peKOMEHI0BAHO
npykyBatu depes 1-1,5 MixkpsakoBoro iHTepBainy, a popmary AS (210 x 148 minmiMeTpiB) - uepes 1
MDKPSAKOBHM 1HTEpBaL.

JIOKyMEeHTH MOBUHHI MaTH TaKi MoJis (MUTIMETPIB):

30 - miBe;

10 - mpase;

20 - BEpXHE Ta HUXKHE.

PekBizuTu TOKyMeHTa (KpiM TEKCTY), Ki CKJIaIal0ThCS 3 KUTBKOX PAIKIB, IPYKYIOTHCS UYepe3

1 mixpsakoBuit iHTepBan. CKiIaioBI YaCTHMHHM PEKBI3UTIB «Axapecar», «[pud 3arBepmxeHHS,
«I'pud noromKeHH» BIIOKPEMITIOIOTHCS OIMH BiJl OAHOTO uepe3 1,5 MIKPSAIKOBOTO iHTEpPBAITY.

PexBi3UTH JOKyMEHTa BIIOKPEMIIIOIOTHCS OIUH Bix ofHOro uepe3 1,5-3 MIKPSIKOBHX
IHTEpBAJIH.

3. Ha3Ba By JOKyMEHTA JIPYKY€THCS BEIMKUMHU JIITEpPAMHU.

4. PosmmdpyBanHs mignucy B pekBi3uti «Iligmuc» ApyKyeTbes Ha piBHI OCTAaHHBOTO PsIZIKa
Ha3BH MOCAIH.

5. He poOutbcs BIACTYm BiJl MeXi JIBOrO MOJsi AN PEKBi3UTIB «JlaTta IOKyMeHTay,
«3aroJoBOK J0 TEKCTy JOKyMeHTa», «Tekct» (0e3 ab3amiB), «BiaMiTka Mpo HASBHICTH JOAATKIBY,
«IIpi3Buiie BUKOHaBLA 1 HOMep Horo TenedoHy», HaMeHyBaHHs mocaau y peksizutax «Iligmucy

ta «[pud mnoromxenHs», Hammucy «3rifHO 3 oOpuTriHaiomM», a Takok ciaiB «CIIYXAJINy,
«BUCTVYIINJINY, «Y XBAJININ», <cHAKA3VYIO».

6. 3a HasgBHOCTI KUIBKOX TpH(]IB 3aTBEpPKEHHs 1 MOTOPKEHHS BOHM PO3MIILYIOThCS HA
OZTHOMY PiBHI BEPTHKaJbHUMHU psiikaMu. llepmmii rpud - Big Mexi JiBOTO MO, APYTHil - yepes
104 mimiMeTpH BiJ MEXI1 JIIBOTO TTOJS.

7. Ilig vac odopmieHHs TOKYMEHTIB Ha JIBOX 1 OLUIbIlle CTOpiHKaxX JApyra Ta HacTyIHI
CTOpIHKHM MatoTh OyTH mpoHyMepoBaHi. [lepiia cTopiHka HE HyMepy€eThCs.

8. TexcTH ITOKYMEHTIB MOCTIHHOTO 30epiraHHs IPYKYIOThCS HAa OJHOMY OOIll apKyIia.
JIOKyMEHTH 13 CTPOKOM 30epiraHts 10 5 pOKiB MOXKHA JPYKYBaTH Ha JTUIIbOBOMY 1 3BOPOTHOMY 0011
apKyIia.

Jonarok 6
1o [HCTpyKITii 3 TUTOBOMICTBA 3aKIIaay
(myHkT 2.3 posminy II)

VKPAIHA

JIETTAPTAMEHT OCBITU I HAYKU
KUIBCHKOI OBJIACHOI IEP)KABHOT AJIMIHICTPALIIT



KOMYHAJBHHUI HABYAJBHUM 3AKJIAJI KHIBCBKOI OBJIACHOI PAJTH
«KATBCBKH OBJIACHUM THCTUTYT NICJISIAUIIIOMHOI OCBITH
MEJATOI'TYHUX KAIPIB»

ByIL. SIpocnaBa Myaporo, 37, m. bina Llepksa, 09107, Ten. 0(4563) 5-12-40, Ten./daxc 5-04-24
E-mail: Kyiv_academy(@ukr.net, Web: http://akagemis.com.ua

Kox €JIPIIOY 02139618
Bif 20 Ne _ _
........... (abzay 1,25)
(6e3 ab3ayy) (12,5)
B. o. pexTopa incTUTYTY H. benaepeun
Iana FOpuenko (4563) 5-12-40
(im’s. npizeuwye eukonasys)
Jlomarok 7

1o [HCTpyKIIii 3 AUTOBOICTBA 3aKIIALy
(myHkT 2.3 posminy II)

VKPAIHA

JIETTAPTAMEHT OCBITU I HAYKU
KUIBCHKOI OBJIACHOI IEP)KABHOT AJIMIHICTPALIIT


mailto:Kyiv_academy@ukr.net

KOMYHAJIbHUM HABYAJIbHUM 3AKJIAJI KHIBCBKOI OBJIACHOI PAJT
«KHUIBCBKHIM OBJACHUM THCTUTYT NICJISIUTNIIIOMHOI OCBITH
NEJATOT'TYHUX KAIPIB»

By SIpociaBa Mynporo, 37, m. bina Lepksa, 09107, ten. 0(4563) 5-12-40, Ten./akc 5-04-24
E-mail: Kyiv academvy(@ukr.net, Web: http://akagemisi.com.ua

Kon €IPTIOY 02139618
BiJ 20 No L L
Ha Ne B 20 Miuicreperso ocBiTH | HAYKH
Vkpainn
........... (abzay 1,25)
(6e3 abzayy) (12,5)
B. 0. pekTopa iHCcTHUTYTY H. benaepeun
Iana FOpuenko (4563) 5-12-40
(im’s. npiseuiye suKonasys)
Homarok 8

1o [HCTpyKIii 3 TITOBOACTBA 3aKiIaTy
(myHkr 2.3 po3niny II)

&

KOMYHAJIbHUUN HABYAJIbHUM 3AKJIA L
KHIBCBKOI OBJIACHOI PAJIN «KKUIBCbKHUI OBJIACHUHM IHCTUTYT
MICJISIIATIIOMHOI OCBITH NEJATOI'TYHUX KA JIPIB»


mailto:Kyiv_academy@ukr.net

ByJ1. SpocinaBa Mynporo, 37, m. bina Iepksa, 09107, Ten. 0(4563) 5-12-40, ten./dakc 5-04-24
E-mail: Kyiv_academy@ukr.net, Web: http://akanemis.com.ua

Kon €JIPTIOY 02139618
HAKA3
20 p. M. bina LlepkBa
IIpo
........... (abzay 1,25)

HAKA3YIO:
(6e3 abzayy) (12,5)
B. o. pexTopa incTUTYTY H. benaepeun
Bukonasens: 3aBi30BaHO: Hanicnano:

Mo cripaBu

Honatok 9

10 [HCTpyKLii 3 TIITOBOACTBA 3aKiIaTy
(myskr 3.1 po3nimy II)

HEPEJIIK


mailto:Kyiv_academy@ukr.net

JOKYMEHTIB, Ha SIKHX IiIMUC MOCA0BOI 0CO0M 3aCBiTUYETHCSI BITOUTKOM Me4aTKH
3aKjany

1. Axtu (BUKOHaHHS pOOIT, CIIMCAaHHS MaTepialbHUX LIHHOCTEH, (PIHAHCOBUX IMEPEBIPOK,
BIJIYYCHHS JJOKyMEHTIB JUTsl 3HUIICHHS, TIepelaBaHHs CIIPaB TOIIIO).

2. JloBinku (Ipo BUKOPUCTAHHSI OIOPKETHUX aCUTHYBaHb Ha 3apOOITHY MIIaTy, HApaXxoBaHy 13
3ap00iTHOT TIATH TOIIIO).

3. JloroBopu (mpo MarepiajdbHy BiANOBINANBHICTh, HAYKOBO-TEXHIYHE CITIBPOOITHHUIITBO,
HiApsSAN, OpeHIy IPUMIIIEHb, BAKOHAHHS POOIT TOIIO).

4. JlokymMeHTH (JOBIAKM, MOCBIAYEHHS TOINO), IO 3aCBIAYYIOTH IpaBa TPOMAISH 1
IOpUIUIHHUX OCi0.

5. Jlopy4eHHs Ha ofiep)KaHHS TOBApPHO-MaTePiaIbHUX IIIHHOCTEH.

6. 3aBgaHHs (Ha NPOEKTYBaHHA O0’€KTIB, TEXHIYHMX CIOpPYH, KariTajibHe OyIIBHHUIITBO,
TEXHIYHI TOIIO).

7. 3pa3ku BIAOUTKIB MEYaTOK 1 MiJAMHCIB TMPAIiBHHUKIB, SIKI MAlOTh MpPaBO 3IiHCHIOBATH
(hiHaHCOBO-TOCIIOAAPCHKI Omepaitii.

8. Komrroprc BUTpar (Ha KaJbKYJISALIIO 32 JOTOBOPOM, Ha KamiTajdbHe OyJiBHUIITBO TOIIO).
9. JIuctu rapaHTiiiHi (Ha BUKOHaHHS pOOIT, HalaHHS MOCIIYT TOLLO).

10. Onucu cripaB nocTiiiHOTO, TprBasioro (moxHan 10 pokiB) 30epiranHs, 3 KaJpOBUX MMUTAHb.

11. HITaTHi po3mHCH.

12. TpynoB1 KHUXKKH.

Honarok 10
1o [HCTpyKITii 3 UTOBOMICTBA 3aKIIaay
(myHkT 3.4 po3miny II)



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

KYPHAJI

Ne | Binburox Komy Bumano Hara [TpumiTka
3/l | MEYATOK 1 |pajiMeHyBaHHs | mnpi3BHIE Ta nara i MOBEpHEHHS 1 | (BIAMITKA MPO
WTaMIiB | migposminy, B HIIiaIm posmucka | PO3MHCKA PO |  3HHILCHH)
SIKOMY BIJIMOB1AAJIbHOT po NpUAMaHHS
30epiraroTbes ocobu OTpPUMaHHS
TeYaTKH 1
HITAMITH
1 2 3 4 5 6 7
Homatox 11

1o [HCTpyKIIii 3 TOBOMICTBA 3aKIIaay




(mynkt 10.9 pozauny 1)

3PA30K
Binkpure akiiioHepHe TOBapUCTBO
«ITpomOymar
APXIBHA KOIIISA
08.04.2015 Ne 45
Binkpure akiionepae ToBapuctBo «IIpomOyamarny
HAKA3
14.11.2010 Kuis 148-oc

3 0c000BOTO CKIIaMy
IMPU3HAUYUTU:

AJIEKCEE€HKO Banentuny CremnaHiBHY Ha Tocady HadaJdbHUKA TUIAHOBOTO BiIauTy 3 15
mucronaaa 2010 poky 3 mOCaJioBUM OKJIAJIOM 3TiTHO 31 INTATHUM PO3IHCOM.

[MincraBu: 3asBa Anekceenko B.C. Big 10 mmcromana 2010 poky, pesomtorist [eHepaibHOTO
nupekTopa Makpinosa B.M.

[ eHepanbHUI TUPEKTOP B.M. Makpinos

[Tincrasa: ¢. 3333, om. 2-oc, cp. 53, apk. 45.

3rifiHO 3 OPHUTIHAIOM

3aBiqyBau apxiBy (miammc) 10.B. Ocnau

M.II. (3a HasiBHOCTI)

08.04.2015




Jomarok 12
1o [HCTpyKIii 3 TIITOBOACTBA 3aKiIaTy
(myskr 10.9 pozainy II)

3PA30K

[TyGmiune akuioHEpHE TOBAPUCTBO
«ITonraBamsennocray»

APXIBHUU BUTSIT
17.04.2015 Ne 5

[TyGmiune akiionepHe ToBapucTBo «IlonraBamBeinocrad

HAKA3

16 xBiTHs 1993 poky M. [TonraBa Ne 56- oc

3 0coboBOrO CKIamy

4. TlpuitHaTu Ha poOoTy KacupoM-iHkacatopoM [loponiny C.I. (Tak y nokymeHTi) 3 18 KBITHA
1993 poky 3 MicsIUHUM BHIIPOOYBAJIILHUM CTPOKOM Ta 3 OTUIATOIO BiAMOBIIHO /IO IITaTHOTO PO3IIHUCY.

[TincraBu: 3asBa [loponinoi C.I. Bim 12 kBitHs 1993 poky, pesomrornis nupekropa CeMkiHa
B.M.

JlupexTop B.M. Cemkin

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

3riIHO 3 OPUTIHAIOM

3aBiyBay apxiBy (migmmc) C.A. Py6an

M.II. (3a HasiBHOCTI1)

16.04.2015




Honatox 13
1o [HCTpyKIIii 3 TOBO/ICTBA 3aKIaay
(myHkT 3.3 po3ainy III)

HNEPEJIIK
JOKYMEHTIB, 110 He MiUIAralTh peecTpauii cneniajbHo NPU3HAYEHOI0 IS IHOT0 000010

. I'padixu, Hapsau, 3asiBKU, pO3HAPSIIKH.
. 3BefieHHs Ta 1H(dOpMaIlis, HaaiClIaHl 10 BioMa.
. HapuanbHi mianu, ocBiTHI Tporpamu (Korrii).

. PexiiaMHi OBiJOMJIEHHSI, IIJIaKaTH, IPOrpaMu HapaJ, KOH(epeHLil ToIo.

1

2

3

4

5. Hopmu BuTpar marepiais.
6. BitanpHi 1MCTH 1 3aMIPOIIICHHS.

7. ApykoBaHi BUaHHs (KHUTH, )KypHAJIH, OIOJIETEH]).
8. MicsuHi, KBapTaJbHi, MiBPiYHI 3BITH.

9. ®opMH CTaTUCTUYHOT 3BITHOCTI.

1

0. Jorosopwu.




Honarku 14-17
1o [HeTpyKii 3 AUIOBOICTBA 3aKJIALy
(mynkr 3.5 posniny III)

KYPHAJI

peecTpalii BXiTHUX TOKYMEHTIiB*

Jlara Kopecnonnenr, nara| KopoTkuii Pe3omrortis, Iigmuc BigmiTtka
HaJIXOKEHHS Ta 1HIEKC 3MICT BIANOBIAAJLHUI | ocobOwu, sika npo
Ta IHIEKC OZIepKaHOTO BHKOHABELb oTpuMajia | BUKOHAHHS
JOKYMEHTA JOKYMEHTA JOKYMEHT | IOKyMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpanii BUXiTHUX TOKYMEHTIiB*
Jlara Ta Kopecnonnent Kopotkwii 3mict [pi3Buina, iHimiamm [TpumiTka
1HIIEKC oco0u, sika miamnucaia
JIOKyMEHTa JIOKyMEHT, Ta
BHKOHABIIS
JTOKYMEHTA
1 2 3 4 5
KYPHAJI

peecTpanii BHYTPIilIHIX JOKYMEHTIB*

Hara ta ingexc | Kopotkwii 3MmicT Pe3zomronist abo [Tigmuc ocobu, | BiamiTka nmpo
JOKyMEHTa BiJIMTOB1TaJTEHAI sIKa OTprUMaJa BHKOHAHHS
BUKOHABEI[h JOKYMEHT, JlaTa |  JIOKyMeHTa
OTpUMaHHS
1 2 3 4 5
PEECTPAIIIMHUU KYPHAJI
HAaKAa3iB KePIBHUKA 3aKJIaNAy
Peectpan Hara 3arojoBOK Hakazy [Tpi3BuIIY [Ipi3Buie, [Tpumi
1HUN 1HOEKC Hakazy e, IHIIianu IHIIaIH TKH
(HOMED) MpaiiBHUKA, HA| BiJMOBIIaTbHOL
Hakazy SIKOTO ocobun
MoKJIaAeHUH | (BiAMOBIAaBHI
KOHTPOJIb 32 X 0ci0)
BUKOHAHHSI
HaKazy
1 2 3 4 5 6




HaiimenyBaHHs ycTaHOBH

Jonarok 18
1o [HeTpyKIii 3 AIIOBOICTBA 3aKIIALy
(myHkt 1.9po3ainy 1V)

3ATBEPIUKVYIO

[Tocana kepiBHUKA yCTaHOBU

HOMEHKJIATYPA CITPAB
(migmmc) (irimiamu (iHimian iMeHi),
MIPI3BUIIIEC)
Ne 20 poky
HA  pIiK M. II. (3a HasIBHOCT1)
Ingexc cnpaBu | 3aronmoBok cripaBu | KinmbkicTs cipaB | CTpok 30epiranHs [Tpumitka
(TOMY, YaCTHUHU) (TOMIB, YACTHH) cripaBu (Tomy,
YaCTHHHU) 1 HOMEPH
crareu 3a
nepeikoM
1 2 3 4 5

(ma3Ba posziny'")

[Tocana kepiBHHKA

CITYOH IIJIOBOJICTBA

20 poky

[Tocana kepiBHUKA apxiBy (0co0w,
BIJIMTOBIAAJIBHOT 32 apXiB) YCTaHOBHU

(migmmc) (iminianm (iHimianm iMeHi),

MIPI3BHIIIE)

CXBAJIEHO
[Ipotokon 3acinanns EK ycranoBu

No

HaiimenyBaHHs yCcTaHOBH

(miammc)

(iaimiamy (1HIIAT iIMeH1),
Mpi3BUILE)

I[TOI'O’KEHO

[TpoTtokon 3acimaHHs

EIIK nepxaBnoro apxiBy, EK apxiBHoro

Binainy a6o EK oprany Bumioro piBHs
Ne

3ATBEPIIKYIO

[Tocana kepiBHUKA yCTaHOBU




(miamuc) (iHimiamm (iHiAT
iMeH1), MP13BUILE)
20 poky
M. I1. (3a HasIBHOCT!)
Honarok 19
1o [HCTpyKIIii 3 1T0BO/ICTBA 3aKIaay
(myHkT 3.8pozainy 1V)

AKT
No

(micrie ckIamaHHs)

NPO HecTa4yy CpaB (JOKYMEHTIB)
Y CTPYKTYPHHUX Iipo3aiiax

Y pesymbrari BCTAHOBJICHO
BIZICYTHICTh CHpaB (JIOKYMEHTIB), 110 BHECEHI J0 HOMEHKJIATypu. 3axXOoIu MIONO0 IX PO3IIYKY
MO3UTUBHUX PE3YNbTATIB HE JIAJIH, Y 3B 43Ky 3 YAM BBA)XA€MO 32 JIOLIJIBHE 3HATH 3 OOJIKY CIpaBU
(mTOKyMEHTH), 3a3HaueH1 HUXKYIE:

No Ne cripaBu 3a 3arooBoK Hara Kinbkicts MoxnuBi

3/ | HOMEHKJIATyporo (ab6o CIIPaBH CIIPaBH apKylIiB y MPUYUHU
HOMEPH apKyIIiB (moxymeHnra) | (moxymeHTa) crpasi BiJICYTHOCTI

JIOKYMEHTQ) (moxymeHT1) CripaBu
(IOKYyMEHTA)
1 2 3 4 5 6 7
Pazom CIIpas, JIOKyMEHTIB.
(unpamu 1 ciioBamm) (unpamu 1 cioBaMn)

3MICT HEBUSBICHUX CIpaB (IOKYMEHTIB) MOXXe OyTH YacTKOBO BIITBOPEHO TaKUMH CIIpaBaMH
(moKyMeHTaMM):

(HOMepH crpaB, apKyIliB, iX 3ar0JI0BKH)

[Tocana kepiBHUKA apxiBy (0co0w,
( ocobOwu, BIAMOBITATBHOT 32 apXiB)

(miamuc) (iximiamu (iHiaN
IMeH1), MPI13BUILE)
20 pPOKY
[Tocana kepiBHUKA CITy)0U A1TIOBOJCTBA
(Tmiammc) (imimiamy (1HIIIAT iIMEH1), TIPI13BUIIE)

20 poky







	 

