3ATBEPI’)KEHO

HAKa30M JMPEKTOpa

IIpudy3bKoi ceniaJbHOI KON
Bix 02.01.2023 Ne

IncTpykuis 3 xisioBoacrea
B KOMYHa/IbHOMY 3akJaji «[Ipuly3bka cneniajJbHa HIKOI2)
Binnnubkoi odaacnoi Pagu

I. 3arajanHi moJjoskeHHs

1. s IHCTpyKWis BCTaHOBIIOE 3arajbHi BHMOTH IIOAO JIOKYMEHTYBAaHHS
yIpaBIiHCHKOI 1H(OpMarlii Ta opraHizarii poOOTH 3 TOKYMEHTaMH B KOMYHAJbHOMY 3aKjIaji

«IIpuby3pKa criemiaibHa mkoia» BinaumbKoi oO6macHoi Pagu ( mami — 3akian).

2. I[OTpI/IMaHHSI BUMOI' OO0 MOPAAKY BCACHHA AOKYMCHTYBAHHS, BCTAHOBJICHUX

i€ [HCTpyKIiero, € 000B'SI3KOBUM JTsI BCIX MPAIliBHUKIB 3aKJIay.

3. Mana [HCcTpyKIIis po3pobieHa Ha BiNOBIAHO 10 [HCTpYKIIii 3 NiJIOBOACTBA y
3aKJIa/Iax 3arajibHOi CepeIHbOI OCBITH, sIKa 3aTBEpPKeHa Haka3oM MiHicTepcTBa OCBITH i
Hayku Ykpainu 25 uepBHs 2018 poky Ne 676 1 3apeecTpoBaHa B MiHICTEpPCTBI FOCTHITIT
VYkpainu 11 Bepecus 2018 p. 3a Ne 1028/32480, nucta-po3'sicCHEHHS II0A0 3aCTOCYBaHHS
OKPEeMHUX TOJOKEHb [HCTpyKIIii 3 TIJIOBOCTBA y 3aKiIa/iaX 3arajJbHOi CepeIHbOT OCBITH Bij
03.10.2018 poky Ne1/9-596, ICTY 4163:2020 «YHiikoBaHa cucTema
oprasizamiitHo-po3MmopsIu0i JoKyMeHTailii. Bumoru 1o opopmiieHHs: JOKyMeHTiB» (Haka3
JlepKaBHOTO MiAMPUEMCTBA « YKpaiHChKHI HayKOBO-AOCIIAHHM 1 HABYALHUHN LICHTP
npobiem crannaprusanii, ceprudikanii ta skocti» (A1l « YkpHAHL») Bin01 mumus 2020
poky Ne 144 3 2021-09-01).

4. Opranizaiiis AUIOBOJCTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IIISIIIOM Ta MPOXOKCHHSIM
JOKYMEHTIB Yy 3aKjiajii 3IHCHIOIOTHCS BIAMOBIIATBHOI 0CO00I0, siKa  MPHU3HAYAETHCS

JUPEKTOPOM ILIKOJIH.

5. CTBOpEHHsI EJIEKTPOHHHX JIOKyMEHTIB 3JIHCHIOETHCS BIAMOBIIHO JO 3aKOHIB
VYkpainu "IIpo enekTpoHHI JOKYMEHTH Ta eIeKTpOHHUM nokymeHToo0ir", "[Ipo exexTpoHHuit

nudposuii mianuc”, Hakazy MinictepcTa roctullii Ykpaiau Bix 11 muctomana 2014 poxy Ne



1886/5 "IIpo 3arBepmxenHs [lopsaky poOOTH 3 eNeKTPOHHUMH JOKYMEHTaMH y J1JIOBOACTBI
Ta X MiJrOTOBKH 0 MepeJaBaHHs Ha apXiBHeE 30epiranns", 3apeecTpoBaHoro B MiHicrepcTsi

toctutlii Ykpainu 11 nucronana 2014 poky 3a Ne 1421/26198.

3akyag MOXE CTBOPIOBATH JOKYMEHTH THUM4YacoBoro (1o 10 pokiB BKIIOYHO) CTPOKY
30epiraHHsl JUIlIE€ B EJIEKTPOHHIM (opMi 3a yMOBHM HAsABHOCTI BIJIOBIIHOTO TEXHIYHOTO

3a0e3nevyeHHs 3 ypaxyBaHHSM BUMOT 3aKOHOJABCTBa YKpaiHu Ta 1iei [HeTpykuii.

6. Ilopsimox opranizamii IiTOBOICTBAa 3a 3BEPHEHHSAMM TPOMAJSH, 3allUTaMH Ha
ny6niyHy iHpopMalito BU3HadaeThes 3akoHaMu Ykpainu "IIpo 3BepHenHs rpomaznsa”, "IIpo

JOCTYTI 10 yOmiuHOi iHpopmarii”.

7. Y mkomili AUTOBOJACTBO 3MIMCHIOETHCS JIEPKaBHOIO MOBOK. JlOKyMmMeHTH
CKJIQZIAIOThCS JEP>KaBHOI MOBOIO, KPIM BHITAJIKIB, IEpe10aueHNX 3aKOHOIABCTBOM PO MOBH
B VYkpaiHi. JlokyMeHTH, SKi HaJCHIAIOThCA 1HO3EMHHMM ajapecaraMm, O(QOpPMITIOIOTHCS
YKpaiHCHKOI0O MOBOIO, a00 MOBOKO JepKaBU-aJpecara, ad0 OJHIEI0 3 MOB MiIXKHAPOTHOTO

CIJIKYBaHHS.

8. Ctpoxu 30epiraHHsi JOKYMEHTIB, II0 CTBOPIOIOTHCS IIiJI Yac MiSUTBHOCTI 3aKiazy,
BHU3HA4YalOThCsl HaKa3oM MiHicTepcTBa roctulli Ykpainu Bin 12 kBitHa 2012 poky Ne 578/5
"IIpo 3arBepmkenHs [lepeniky TUTIOBUX JOKYMEHTIB, IO CTBOPIOIOTHCS Mij Yac MisNIbHOCTI
JIep>KaBHUX OpraHiB Ta OpPraHiB MICIEBOIO CaMOBPsAyBaHHS, IHIIMX YCTaHOB, MiJIPUEMCTB
Ta Oprasizaiiif, i3 3a3Ha4eHHAM CTPOKIB 30epiraHHi JOKYMEHTIB", 3apeecTpOBAHUM Y

Minicrepersi octuuiii Ykpainu 17 kBitHs 2012 poky 3a Ne 571/20884 (31 3miHamu).

I1. 3aragbHi BUMOTH 10 CTBOPEHHS, 0(popMIIeHHS

Ta JOKYMEHTYBaHHS ylpaBiHCbKoI iHGopmauii

1. JlokyMeHTyBaHHs YIpaBIiHCHbKOI iH(pOpMAII] 3akiaay MOIArae y CTBOPEHHI JOKYMEHTIB,

10 CIPSIMOBaH1 Ha BUPILIEHHS YIIPaBIIHCHKUX PIIIEHb.

2. Ha3Ba Buay nokymeHTa (HaKa3, MPOTOKOJI, JOIOBIJHA 3alMCKa TOIIO) MA€ BIAMOBIIATH
Ha3BaM, TnependadeHuM posaiioM 3 JlepkaBHoro  kjacu@ikaropa  ympaBiIiHCHKOT
nokymenTanii JIK 010-98, 3arBepmxenoro HakazoMm JlepkaBHOTO KOMITETy YKpaiHU IO
cTaHgapTH3ailii, MmetpoJorii Ta ceprudikarii Bix 31 rpyaus 1998 poky Ne 1024 (31 3minamn).
OdopmieHHS PEKBI3UTIB  OpraHi3aliifHO-pO3MOPAIIO0l JAOKYMEHTAIll Ta TOPSIOK iX

po3TamryBaHHS MarwTh BignoBigarn HarmionanmpHOoMy cTanmapty Ykpainu "JlepkaBHa



yHipiKOBaHa cUCTeMa JOKyMeHTallii. YHiikoBaHa cucTeMa OpraHizaliifHO-po3MOpsIau0i
nokyMmeHTanii. Bumoru 10 opopmitoBanus nokymentis. JICTY 4163-2003", 3aTBepakeHOMY
Haka3zoM JlepKaBHOTO KOMiTeTy YKpaiHM 3 MHTaHb TEXHIYHOTO PETYIIOBAHHS Ta CIOKHUBYOT

nomituky Bif 07 kBiTHs 2003 poky Ne 55 (mamni - JICTY).

3. Oprani3aniiHo-po3nopsaaIdi TOKyMEHTH 0(hOPMITIOIOTHCS Ha OJTaHKAaX, 10 BUTOTOBJISIFIOTHCS

3riguo 3 Bumoramu JICTY Ta 1iei [HcTpykiii.
VY 3aknaai BUKOPUCTOBYIOTHCS Taki OJIAaHKH JTOKYMEHTIB:

3arajlbHUM OJTaHK JUIsl CTBOPEHHS PI3HUX BHUJIIB JIOKYMEHTIB (0€3 3a3HaueHHS y OJJaHKY Ha3BH

BUJY TOKYMEHTA);
OJIaHK JINCTA;
OnaHK HaKagy.

Bumoru 10 odopmiieHHS TOKYMEHTIB, L0 BUIOTOBJISIOTHCSA 33 JOIIOMOTOK KOMITHOTEPHOL

TEXHIKH, HaBeJICHO B NoAaTKy 1 10 miei [HcTpykiii.

4. TlocagoBi oco0M MIANHCYIOTH JOKYMEHTH B MEXax CBOIX IOBHOBa)KECHb,
BHU3HAUEHUX 3aKOHONABCTBOM YKpaiHu, CTaTyTOM ILIKOJH, IOCAJOBUMH IHCTPYKIISIMH,
HAKa3oM MPO PO3MOAIT OOOB'A3KIB MK KEpPIBHHUKOM 3aKJajy Ta MOTO 3aCTyNHUKAMH.
BinbuTtkoM mnedaTky 3akiaay 3acBiIUYIOTH HIAMNKMC MOCAA0BOI 0COOM Ha JOKYMEHTax 13
MMTaHb OpraHizamiitHoi Ta (piHAHCOBO-rOCTIONAPCHKOI MISUTBHOCTI 3a MEePETikoM JOKYMEHTIB,
Ha SKUX MIAMUC MOCaT0BOi 0COOU 3aCBIUYEThCS BIAOMTKOM NEYaTKU 3aKialy, HABEACHUM Y
nogatky 2 no miei [HcTpykmii. BimOWTOK medyaTku CTaBUTHCS Tak, 00 BiH OXOIUTIOBAB
OCTaHHI KUIbKa JIITep HallMEHYBaHHA MMOCaAu 0co0H, siKa MiANKcana JOKyMEHT, aje He MIIHIC
0CaIoBOT 0co0M, a00 MPOCTABIAETHCSA HA OKPEMO BHILJICHOMY JUIS ITLOTO MICIIi 3 BIIMITKOIO

"M. IL.".

5. 3akmaag Moxe 3acBiq4yBaTH KOMIil JHINE THX JOKYMEHTIB, IIO CTBOPIOIOTHCS B

HBOMY, @ TAKOX y BHIIaJKaX, epe0ayeHux B ad3alli JpyroMy IbOro IMyHKTY.

VY pa3i miaroTroBKM AOKYMEHTIB Uil HAJaHHS CYIOBHM OpraHam, IIiJ{ Yac BUPIIICHHS
MUTaHb MIOAO MPUUHSATTA TPOMAISH Ha POOOTY, HABUAHHS, 3aCBIAUEHHS iX TPYHOBUX Ta

IHITUX TIpaB y B3a€MOBITHOCHMHAX 13 3aKJIaJIOM, a TaKOX Mia 4dac (GopmyBaHHS 0COOOBHUX



CIpaB TMpAIiBHUKIB 3aKiIaJl MOXE BHUTOTOBJIATH KOMii JOKYMEHTIB, BHJAHUX 1HIIMMH

yCTaHOBaMU (KOTii JOKYMEHTIB PO OCBITY TOIIIO).

BinmiTtka "Komist" nmpocTaBisieThCsl Ha JTUIBOBOMY OOIl Y BEPXHBOMY IPAaBOMY KYTKY

MEPILIOro apKyIla JOKyMEHTA.

Kormii Haka3iB, iHIIMX JOKYMEHTIB 3acBiUy€ BiANOBiAaTbHA 0cO0a 3a OpraHizalito

TJTOBOZICTBA Y 3aKJIal.

6. Y pa3i morpedu MmpoBEIEHHS OIIHKUA JOIUIBHOCTI CTBOPEHHS IOKyMEHTa, HOTOo

OOTPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOMABCTBY 3/IIMCHIOETHCS TTOTO/KEHHS JOKYMEHTA.

[ToromkeHHsT JOKYMEHTIB MOXKE 3/IMCHIOBAaTUCH IMOCAJOBUMH 0CO0aMHU 3aKiafy, sKi
BIJMOBITHO 10 iX KOMIETEHIil BUPILIYIOTh NMUTAHHS, MOPYLIEHI B JOKYMEHTI (BHYTpIIIHE

MIOTO/IKCHHS ), @ TAKOXK 3aiHTEPECOBAaHUMH YCTAHOBAMH (30BHIIITHE OTOKECHHS)

[ToromkeHHsT TOKYMEHTIB 3IIMCHIOETHCS BIAMOBIIHO JIO0 BUMOT Hakasy MiHicTepcTBa
roctuuli Ykpainu Big 18 uepBHs 2015 poky Ne 1000/5 "IIpo 3arBepmxenHst IlpaBuin
oprasizamii JiIOBOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Yy JIepKaBHUX OpraHax,
OpraHax MICLIEBOTO CaMOBpPSIyBaHHs, Ha MIANPUEMCTBAX, B YCTAaHOBAaX 1 oOpraHizamisax",
3apeecTpoBaHoro y Minictepctsi roctuuii Ykpaiau 22 uyepBus 2015 poky 3a Ne 736/27181

(mami - [IpaBuia opranizanii A1JIOBOJCTBA Ta apXIBHOT'O 30€piraHHs JOKYMEHTIB)

I'pud noromxeHHs po3mimlyoTh Huxkue pekBizuty "llianuc". Bin cknagaerses 31
cnoBa [IOI'OJIDKEHO (6e3 namnok), Ha3BU MoOcaau 0COOH, sIKa MOTO/KYE JOKYMEHT (pa3oMm 3

HaliMEHYBaHHSAM 3aKJajy), TAMKCY, iHiliamy(iB) 1 Ipi3BUIIA, JaTU MOTOIKEHHS.

[Ipuxnan:

I[MOT'O/I’KEHO

Hupexrop [Tpuby3bkoi
CTeniajJbHOI IIKOIH

[Tigrmmuc Iximian(n), npi3Buie
02.01.2023

7. 3aTBepIKCHHS YIPaBIIHCHKUX JOKYMEHTIB 3IMCHIOETbCS OCOOUCTO KEPIBHUKOM
3aKJajay BIAMOBIAHO J0 HOrO MOBHOBaXEHb a00 pPO3MOPSAYMM JOKYMEHTOM 3aKiagy i3

3a3HaYeHHSIM Ha JOKyMeHTI Trpuda 3aTBEp/UKEHHSA, OQOPMIIEHOTO  BiANOBIIHUM



yuHOM.[Topsiiok  3aTBepIKeHHS JTOKYMEHTIB 3IiliCHIOETBbCs  BiamoBigHo 1o [IpaBmn
opraHizamii JUIOBOACTBA Ta AapxiBHOro 30epiraHHs JOKyMeHTiB.Ipud 3arBepkeHHs
ckimagaerses 31 cinoBa 3ATBEPIDKYIO (6e3 nmamnok), Ha3Bu mocaay, mianucy, iHimiamy(iB) i

MIPi3BUIIA 0COOH, sIKA 3aTBEPAMIIA JOKYMEHT, IaTH 3aTBEP/PKCHHS.

[Tpuxnan:

BATBEP/KYIO

Jlupextop Jupexrop [Ipudy3npkoi
CTEIIIbHOT KON

[Tinmuc [Himian(u), npizBuIe
07.01.2023

Y pa3l 3arBepIKEeHHs JOKyMEHTa pIIIEHHSIM KOJeriajJbHOro opra”y Trpud

3arBep/ykeHHS ckiamgaeThes 31 cnmoBa 3ATBEPJIDKEHO (6e3 nmamok), Ha3BH, AaTh 1 HOMEpa

JOKYMEHTa Y Ha3UBHOMY BIJIMiHKY.

ITpuknan;

3ATBEPIDKEHO

[IpoTokon 3acimaHHs
negparoriqaoi paau [puby3pkoi
creniajabHOol NIKOJIU
02.01.2023 Ne 3

II1. OcodauBi BUMOTH 10 CKJIaJaHHA

JAesIKUX BU/IB JTOKYMEHTIB

1. Haka3 - posmnopsauuii JOKyMEHT, SIKMH BUIA€ KEPIBHUK 3aKjaay Ha IpaBax
€UHOHAYAILHOCTI Ta B MeEXKax CBO€l KOMIETEHINI, OOOB'SI3KOBHI [I1 BUKOHAHHS
migeruMi. Hakasu BUIAIOThCS 3 OCHOBHOI MISUTBHOCTI, aJMIHICTPaTHBHO-TOCTIONAPCHKHUX,
KaJpOBUX IUTaHb 3aKiagy, a TakoK pyxy yuHiB.Hakasn 3 OCHOBHOI JisIBHOCTI,
aJIMIHICTPAaTUBHO-TOCIIOJAPCHKUX, KaAPOBUX MUTaHb, PyXy YUHIB/BUXOBAHIIB MIAMHCYIOThCS
KEpIBHUKOM 3aKjiaay, a 3a WOro BiACYTHOCTI - 0c000I0, sika BUKOHY€ HOTro OOOB'S3KH, Ta

PEECTPYIOTBCS B KypHajlax peectparili Haka3ziB.Ilicist miamucanHs Haka3y 3MiHH O HBOTO



BHOCSTHCSl JIMIIE LUISIXOM BHJAaHHS HOBOIO Haka3y Ipo BHeceHHs 3MiH. Hakas
o(hopMITIOETECS Ha OJTaHKy Hakasy 3akiaiay. 3MICT HaKa3zy CTHUCIIO BUKIAIA€ThCS B 3arOJIOBKY,
KW TIOYMHAEThCsl 3 mpuitMeHHuKka "[Ipo" Ta ckimamaeTbest 3a JOMOMOTOIO BiIJIIECITIBHOTO

n

imennuka ("IIpo 3arBepmxenHs...", "IIpo crBopenHs...") abo imennuka ("IIpo migcymku...").
Texct Hakasy 3 OCHOBHOI MisUIBHOCTI, aJMIHICTPATHBHO-TOCIIONAPCHKUX MUTAHb Ta PYXY

YUHIB/BUXOBAHIIIB CKJIAIAETHCS 3 IBOX YACTHUH - KOHCTATyIOUO1 (peamMOyiH) i po3mopsiayoi.

VY KOHCTaTyrouiil YacTUHI 3a3Ha4a€ThCs MijfcTaBa, OOIPYHTYBaHHS a00 MeTa BUJIAHHS HaKazy.
Po3nopsiqua wactTHa Haka3zy moumHaeThes 13 ciioBa HAKA3VIO, sike apyKyeThesi 3 HOBOTO
psaKa BEJMKUMH JIiTepaMu Oe3 BIACTYITy BiA JIBOTO IOJIA 1 JIAIOK, IMICJISl YOTO CTaBUTHCS
JBOKparka. SIKII0 Haka3 BUAAETHCA HaA MiACTaBl I1HIIOTO PO3MOPATYOrO AOKyMEHTa, Y
KOHCTaTyI04iil yaCTHHI 3a3HaYal0ThCs Ha3Ba BUJy LIbOTO JOKYMEHTA, HOro aBTop, aTa, HOMEp
Ta 3arojoBoK. Haka3u HymMepyloTbCs B MOPSAKY iX BUJAHHS B MEKax KaJeHIApHOIO POKY;
HaKa3h 3 OCHOBHOI MISNIBHOCTI, PyXy Y4YHIB/BHUXOBaHLIB, aJMIHICTPaTUBHO-TOCIOIAPCHKUX,
KaJpOBUX MHTaHb MalOTh OKpPEMY IMOPSJIKOBY HyMepalilo. 3 METOI0 PO3PI3HEHHS TIpym
HAKa3iB /0 pEeCTpaliifiHOro iHAEKCY Hakazy uepe3 Aedic T0JaeThbcs JIiTepHA BiAMITKA,

HaIpUKIIAL;

HaKa3M 3 a/IMiHICTPATUBHO-TOCMIOAAPCHKUX MUTAHb - Ne 2-1;
HaKa3! 3 KaJIpOBUX MUTaHb — Ne 2-K;

HaKa3u Npo HaJaHHs MIOPIYHUX OCHOBHMX BIAIYCTOK Ta BIAIYCTOK y 3B'A3KY 3 HABYAHHSIM

MpaIiBHUKIB - Ne 2-B;
HaKa3M 3 pyxy Y4YHiB/BUXOBaHIIB — Ne 2-y.

2. IIpoToKOa - TOKYMEHT, y SKOMY (iKCyeThCs MepeOir BeIeHHs 3acijaHb, YXBAJICHHS
pillieHb JOpagYuMH Ta KoOJIETiaJbHUMHU OpraHaMu, KoMicissMu Ttomio. [IpoTtokonu 3acimanb
MEeAAaroriYHuX pajl, 1HIIMX JOpaJuyuX Ta KOJEriallbHUX OpraHiB CKIAJAlOThCsl B CTUCIHIH
¢dopmi. Y mpoTokoii, CKIageHOMY B CTUCHINA (popMi, (IKCYIOTHCS JIMIIE NMPUHHATI PillleHHS
0e3 neramizanii nepediry oOroBOpeHHs MUTaHHs. Y pa3i moTpeOH 3a pileHHSIM 3arajibHUX
300piB (KoH(pepeHIlii) KOJEKTUBY MPOTOKOJIM 3arajbHUX 300piB (KOH(EPEHIlii) KOJICKTUBY

MOXYTbh CKJIAJJaTUCA y TIOBHIN (hopMi.

Hymepariis npoTokomiB 3acijaHb MeJaroriyHoi paad BEAEThCS B MEXKaxX HaBYAIBHOTO POKY,
IIPOTOKOJIIB BUOOPHUX OPraHiB - y MeXax iX NOBHOBa)keHb. Hymepallis pOTOKOIIIB BEAETHCS

OKpPEMO 3a KO)KHOIO TPYTIO0 ITPOTOKOJIIB 3aCi/IaHb BiIIOBITHOTO KOJICTIaIbHOTO OPTaHYy.



3. JlaToro MpOTOKOITY € J1aTa MPOBEICHHS 3aciJaHHSI.

3aroioBOK 70 TEKCTy MPOTOKOIY Mae BigoOpakath BUJ 3acigaHHs (Hapama, 300pw,
KoH(epeHIis Tomo) abo KonerianpHOi IisIBHOCTI (KoMicid, pana, 30opHu, poboua rpyma
TOIIO) 1 BKJIIOYATH HA3By BHJY JOKYMEHTA. TeKCT MPOTOKONY CKIIAJA€ThCs 31 BCTYIHOI Ta
OCHOBHOI 4acTHH. Y BCTYIHINH YacTHHI MPOTOKONY 3a3HAYalOThCs MpI3BUIIA Ta I1HIIIAIH
rojloB abo TOJIOBYIOUOTO Ha 3acifiaHHi, 300pax TOIIO, CeKpeTaps, 3alpoLIeHHUX, a TaKOX
NPUCYTHIX 0Ci0. Y pa3i moTpebu 3a pillleHHSIM BiANOBIAHOTO OpraHy y CIHUCKY MPHUCYTHIX
3a3HAYAIOTHCS TMOCAAW 3alpoUIeHHX Oci0 Ta HallMEHyBaHHS YCTAaHOB. SIKIIO KUTBKICTBH
NpUCYTHIX mepeBulrye 15 oci0, 3a3HayaeThesl iX 3arajibHa KUIBKICTh 3 TOCHUJIAHHSIM Ha

CIIMCOK, IO JOAA€THCA A0 IIPOTOKOJIY.

4. BeTymHa yacTMHA MICTUTBH MOPSIIOK JACHHUMN: MEpeiK po3NISIHYTUX Ha 3acilaHHI MHUTaHb.

[Topsimok AeHHU MOJAETHCS HAIPUKIHIN BCTYITHOT YACTUHHU.

~ 1

CnoBa "llopsimok aeHHUH" APYKYIOTbCS BiJl MEXI JIBOIO IOJs, MICIAS HHUX CTAaBUTHCS
nBokparka. KokHe TUTaHHS HyMepyeTbes apaOChKUMH IUpaMu i IpyKyeTbes 3 ab3airy.

®dopMyBaHHS UTaHb Y NOPSAIAKY J€HHOMY IMOUYMHAEThCS 3 npuiiMenHuka "IIpo".

5. OCHOBHa YacTHHA MPOTOKOIIY CKIIAJIA€ThCSA 3 PO3AUIB, SKI MAIOTh BIJIMOBIIATH MyHKTaM
MOPSIIKY JAeHHOro. Po3niin HymepyroThes apabchbkuMu Iudpamu i OyIyHOTBCS 3a TaKOIO

CXEMOI0:

s ctucnoi popmu nporokoiis: "CIITY XAJIN - YXBAJIWIIN",
i noBHO1 popmu npotokoiis: "CIIYXAJIU - BUCTVYIIUIIN - YXBAJIAJIN".

[Ticns cnosa "CIIYXAJIN" 3 HOBOro psaka 3a3HA4arOThCs MPI3BHUINE Ta iHIMIamHM (iHiLia

iMeH1) KOJ)KHOTO JTOTIOBi1a4a.

VY noBHiit ¢opmi nporokony micas cioBa "BUCTYIIUIIN" dikcyroTbes BHCTYNH THX OCIO,
Kl B3sUIM y4acTb B OOrOBOpPEHH1 J0NOBiAl (MMTAaHHA NOPSAKY JAE€HHOro). Buctynu
0(OPMITIOIOTHCSI B TIPOTOKOJI 13 3a3HAYEHHSAM TOCaJ, MPI3BHIN Ta iHImiamiB (1Himiary), IMEH
JIOTIOBI]aYiB Y HA3MBHOMY BiMIHKY, BHKJIAJEHHSIM 3MICTy BUCTYMy a00 MUTaHHS, BiAMOBIII

Ha HbOIO.

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



Tekct abo Te3u JOMOBiAl, OPOpPMIIEHI SIK OKpeMi IJOKYMEHTH, A0 TEKCTy IMPOTOKOIY He
BKIIIOYarOThCs. [licns BimoOMOCTEH Mpo JOMOBiJa4a CTaBUTHCA TUPE 1 3a3HAYa€ThCsl "TeKCT

JIOTIOBIIi JIOMAETHCS JI0 TIPOTOKOTY".

[Ticna crmosa "YXBAJIMJIN" dikcyeTbess MpuitHATE pillIEeHHS 3 OOTOBOPIOBAHOTO TMHTAHHS
MOPSIIKY JICHHOTO, SIKE Ma€ BKJIIOYATH CKJIAJIOBI, 11O BIAMOBIIAIOTh HA TaKl MUTAHHS: KOMY,

110 3pOOUTH 1 B IKHI CTPOK.

VYV pa3i SAKImO NPUAMAETBCS PIMIEHHS TMPO CXBAJICHHS, ITOTOKCHHS, 3aTBEPIKECHHS
JOKYMEHTA, SIKHIl 00roBOPIOBAaBCs Ha 3aCiJjaHHI, el TOKYMEHT JIOJA€ThCs 10 MPOTOKOIyY. 3a
HAasBHOCTI iHIIWX JOKYMEHTIB, IO PO3IVIsNAINCA Ha 3acijaHHi Ta (pakT OOrOBOPEHHS SKHX
Oyn0 3aikcoBaHO B TEKCTI MPOTOKOIY, BOHM HYMEPYIOTbCA apaOChKUMH HHUppaMu
(Hanpukuan, momarok 1, momarok 2). YV BIINOBIAHMX IyHKTaX MPOTOKOIY MPOCTABISIOTHCS

IIOCHJIAaHHA Ha LIi JOOAaTKH.

[IpoTokon miANMUCY€e TOJIOBYIOUMH Ha 3aciflaHHI KOJIETiaJbHOTO (JOpaadoro) OpraHy Ta

cekpeTtap (3a HasBHOCTI). [IpoTOKOI 3aciaHh KOMICiH MiAMUCYIOTh YCi YJICHH KOMICII.

7. JIucTH CKIAAOTHhCS 3 METOK OOMiHYy 1H(OpPMAIIEID MIXK 3aKJIaJIOM Ta OpraHAMH
JepXKaBHOT BJIaJM, OPTaHAMH MICIICBOTO CaMOBPSIYBaHHS, 1X MOCAJIOBHMHU 1 CITY)KOOBUMU
ocobaMu, 3aKjajaMH, YCTaHOBAMH, OPTaHi3alliIMH Ta 1HIMUMHU (DI3UYHUMHU 1 IOPUIUIHUMHU

oco0aMH.
bnaHku jHcTa MarOTh Taki pEKBI3UTH:

HallMEHYBAaHHs 3aCHOBHUKA 3aKJIafy;
MOBHE HaIMEHYBaHHS 3aKJIaay BIJIOBIIHO /10 YCTAHOBYUX JOKYMEHTIB;

JIOBIJIKOBI J1aHi MMpo 3akiaj (IOIITOBa ajipeca, HoMepu TeneoHiB, (akciB, paXyHKIB y OaHKY,

azipecy eJIeKTPOHHOI MOLITH TOLIO).

PexBizuTamu nucra €: gara, peecTpaliiHui 1HAEKC, TOCWIAHHS Ha PEECTPALIMHUMN 1HICKC 1
Jaty JTOKYMEHTa, Ha SIKUH HAJa€ThCsl BIAMOBIIH (3a MOTPeOu), aapecar, 3aroJIoBOK JI0 TEKCTY,
TEKCT, BIAMITKA MPO HASBHICTH JOAATKIB (32 MOTpeOH), MiJMUC, BIAMITKA MPO BUKOHABIIS.
JlaToto nmcTa € Jara Horo mignmucaHHs, sika Mae 30iraTtucs i3 JaTol0 peecTparlii BHXiTHOT

KopecnoHieHIii. TeKkcT nucTa BUKIAAAEThCS Bij MepIioi 0coOM MHOKMHH 3 BUKOPUCTAHHSIM



CIiB: "POCUMO MOBIAOMUTH...", "po3'sicHIOEMO, 1110...". 3a3BUYail y TUCTI MOPYUIYETHCS OHE

IIMTaHHA.

8. AKT - TOKYMEHT, CKJIQJICHU} IpyInolo ocid A 3aCBIIUEHHSI BCTAHOBIEHHUX (DaKTiB
abo momid. AKTH OQOPMIIOIOTECS 3a pe3yibTaraMu peBi3iii (iHAHCOBO-TOCTIOAAPCHKOL

JISUTBHOCTI, T/ Yyac NpuiiMaHHs-TIepeIaBaHHs CIIpaB, CIIMCAaHHS MaiiHa TOILO.

JlaToro akTa € mara MOro CKJIaJeHHs. TeKCT aKTa CKJIaJaeThCs 31 BCTYMHOI Ta KOHCTATyHO4Oi
YacTUH. Y BCTYIHIM YacTHHI 3a3HAyaroThCs MIJCTABM JUISl CKJIQJAHHS aKTa Ta Ha3MBaIOTHCS
ocobu, sKi ckmanu axkT abo OylM MpHUCYTHI NMpH LbOMY. Y KOHCTATYIOWii 4YacTHHI
BUKJIAIAIOTBCSI CyTh, 3aBJaHHS, XapaKTep BHUKOHAHOT pPOOOTH, BCTAHOBJICHI (aKTH,
MpoMo3uIlii Ta BUCHOBKU. KoHcTaTyroua yacTuHa MOXKe 0(OPMITIOBATUCS y BUIIISIII TAOJIHUII].
Y KiHII TEKCTy akTa 3aluCylOThCsA JlaHI TpO KUIBKICTh NPHUMIPHHKIB akKTa Ta iX
MICIIe3HaXOKeHHA. AKT MIJMHUCYIOTh yci 0COOH, siKi Opanu yyacTs y Horo ckiagansi. Ocoba,
sKa Ma€ 3ayBa)K€HHsI JI0 3MICTy aKTa, MiJIHCy€E HOro i BUKJIAZA€ CBOIO TyMKY Ha OKPEMOMY

apKyIII, SKUH T0AA€THCS 10 aKTa.

IV. PeecTpanisi 1oKyMeHTIB

1. JIOKyMEHTH B 3aKJIajil pEECTPYIOThCS LIEHTPAJi30BaHO HE3aJIeXKHO BiJ cocoly ix
CTBOPEHHSI, OZICP>)KaHHS UM BIATBOPEHHS. Y 3aKiiajli MOXe 3aCTOCOBYBATHUCS aBTOMATH30BaHA

(dhopma peecTparlii JOKYMEHTIB 3 BUKOPUCTAHHSM CIIEHIAIbHIX KOMIT'IOTEPHUX MPOTPaM.

2. Peectparisi JOKyMEHTIB 3MiMCHIOETbCS BiAMOBIIHO A0 IlpaBun opranizamii

JIJIOBOZICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. PeecTpariiss JOKyMEHTIB ITPOBOJUTHLCS 3 METOIO 3a0€3MeUeHHS X 00Ky, KOHTPOJIO
32 BUKOHAHHSM 1 OMEpPaTMBHUM BHUKOPUCTAaHHSAM iH(pOpMaIlli Ta MONArae y BeIEHHI 3amucy
OOJIIKOBUX JaHUX MPO JOKYMEHT, SKMM (iKCyeTbcs (hakT CTBOPEHHs, BiAINpaBiIeHHA abo
OTPUMAaHHSI JIOKyMEHTa IIUIAXOM IPOCTAaBICHHS HAa HBOMY PEECTPALIMHOIO I1HJEKCY 13
3aMrcoM Yy BIJIMOBITHUX JKypHaiax (06a3ax aBTOMaTH30BaHUX CHCTEM) peecTpallii HeoOX1JHIX

BiJIOMOCTEH PO TOKYMEHT.

4. Peectpauii mianAraroTh BXiJIHI, BUXIJHI Ta BHYTpIIIHI JOKYMEHTH (IOBIAKH,

JIOTIOBITHI 3aITMCKH, 3asBU, TIPOTOKOJIM 3aCiTaHb MEAArOTiYHUX PaJl, KOMICIH TOIIO).



5. JIOKyMEHTH pEeeCTpYyIOThCS JIUIIE OAWH pa3: BXi/HI - y JeHb HAJIXOMKEHHS a00 He
Mi3HIIIE HACTYHMHOro poOOoYoro [HsS, SKIIO0 JOKYMEHT HaAiMmoB y HepoOouuil yac,

CTBOPIOBaHI - Y JICHb IiITUCaHHS a00 3aTBEpIKEHHS.

6. JlokymeHTH, fKi HAAXONATH IO 3aKJaay, PEECTPYIOTHCS B IKypHaJl BXiTHOI
KOpECIIOH/IH1I1i, Ti, 1110 BIANPABISIOTHCS, - y KYpHaJIl BUXITHUX JOKYMEHTIB, BHYTPIIIHI - Y
KypHaJli BHYTpINIHIX JOKYMEHTIB, HakKa3W - Yy JKypHaJIax peecTpamii HakaziB. [lepenik
JOKYMEHTIB, 1[0 HE MUIAraloTh peecTpalii CreriajbHO MPU3HAYEHOI0 IJIs L[BOTO 0CO00I0,

HABEICHO Y NoAaTKy 3 1o 1iei [HeTpyKIii.

dopMy peecTpaliifHOTO KypHATy HaKa3iB KepIBHUKA 3aKJIaqy HaBEACHO Y MOMATKy 4 N0 Iiel
IncTpyxuii. [IpumipHi Gopmu peecTpamiiHUX KypHasliB BXIJHHMX, BUXIJHUX, BHYTPIIIHIX
JIOKYMEHTIB HaBeJleHO y Aoxarkax 5 - 7 mo IIpaBui oprani3zaiii AiJIOBOACTBAa Ta apXiBHOTO

30epiraHHs JOKyMEHTIB.

7. Z[OKyMeHTI/I PEECTPYIOTHCA 3a I'pyllaMu 3aJICKHO Bi,[[ Ha3BU BUY, aBTOpaA Ta 3MiCTy.

OKpeMo peecTpyrOThCS:

BXI1IHI IOKyMEHTH;

HaKa3’ 3 OCHOBHOI JisJIBHOCTI;

HaKa3M 3 pyXy Y4YHiB/BUXOBAHIIIB,;

HaKa3M 3 aJIMiHICTPATUBHO-TOCIIOAAPCHKUX MTUTAHB;

HaKa3M 3 KaJIpOBUX MMUTaHb TPUBAJIOTO 30epiraHHs;

HaKa3M 3 KaJIpOBUX MMUTaHb TAMYACOBOTO CTPOKY 30€piraHHs;

BHYTPIIIHI JOKYMEHTH (IIPOTOKOJNH, OBIIKH, IOIOBIIHI, MOSCHIOBANIbHI 3aIMCKH, 3asBU

MPaIliBHUKIB TOIIIO);

OyXranTepchbKi JOKYMEHTH;

3BEPHEHHS TPOMAJISIH, Y TOMY YHCIII 0aThKiB 200 3aKOHHUX MPEICTABHUKIB YUHIB;
3aMuTH Ha MyOIiuHy iHpOpMaIlito.

8. JlokyMeHTH, IO MepenalThCs EICKTPOHHOK TOIITOK y CKaHOBaHiN ¢dopmi Oe3
€JIEKTPOHHOTO IM(POBOrO TMIAMUCY, PEECTPYIOTHCS OKPEMO BiJ I1HIIMX JOKYMEHTIB 13

3a3HA4YCHHAM eJIeKTpOHHO.f aJpecu Bi,Z[HpaBHI/IKa Ta aJgpccara.



9. Ilig wac peecrpauii JOKyMEHTa HAaJA€ThCSI YMOBHE MMO3HAYEHHS - PEECTpaLliiHUN
iHexc. CKiIaioBl YaCTUHM PEECTPALIMHOTO 1HJEKCY JOKyMeHTa (KpiM 3BEpHEHb IPOMaJIsiH)

BiJIOKPEMITIOIOTHCS OJTHA BiJ] OTHOT IPABOOIYHOIO TIOXHIIOK PUCKOFO.

10. Jns BXiZHMX JOKYMEHTIB PEECTpAIifHUN I1HJEKC CKIAJAEThCS 3 IMOPSIAKOBOTO
HOMEpa Ta 1HJEKCy crpaBu, Hanpukian 89/02-04, ne 89 - mopsakoBuit HOMEp TOKyMEHTA Y

Mexkax poky, 02-04 - iHIeKc crpaBH 3a HOMEHKIJIATYyPOIO CIIPaB.

11. V BuxigHOro Ta BHYTPIIIHBOTO (32 BHHATKOM HaKa3iB, IMPOTOKOJIB) JOKYMEHTa
peecTpalifiHUM 1HAEKC CKJIAJAeThCsl 13 IHAEKCY CHOpaBH 3a HOMEHKJIATYpOI0 CIpaB Ta
nopsiiKoBoro Homepa, Hampukinazg 02-04/176, ne 02-04 - iHAgeKc cpaBu 3a HOMEHKIIATYPOIO

cipas, 176 - MOPSIAKOBHIL HOMEDP TOKYMEHTA y MEXAaX POKY.

V. Cki1agaHHsl HOMEHKJIATYpPH CIIpaB

1. HoMeHnknatypa copaB - OOOB'SI3KOBHM Ui 3aKlaqy CHUCTEMAaTU30BaHUU TeperiK

Ha3B (3aroJI0BKiB) crpas, 0 GOPMYIOThCS 13 3a3HAYCHHSIM CTPOKIB 30€piraHHs CIIPaB.

2. HomeHkiaTypa crpaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJIaJl €IMHOTO
nopsAaKy (hopMyBaHHS CrpaB, 3a0€3ME€UEeHHS iX 00JIIKY, OEPaTUBHOTO MOIIYKY TOKYMEHTIB 3a
iX 3MICTOM 1 BHJIOM, BU3HAY€HHs CTPOKIB 30€piraHHs CHpaB 1 € OCHOBOK JJisi CKJIaJIaHHS
OIUCIB CHpaB MOCTiIHHOro Ta Tpusajoro (moHax 10 pokiB) 30epiraHHs, a TaKOX Ui OOJIKY

crpaB TUMYacoBoro (710 10 pokiB BKIIOUHO) 30epiranHs.

3. Cximaganas Ta oOpMIICHHS HOMEHKJIATypU CIpaB 3AIMCHIOETHCS BiIMOBIIHO O

BuMor masu 1 poszauty IV IlpaBun opranizanii 1i10Bo/ICTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHKIaTypa CcHpaB 3akiagy po3poOJsSe€TbCs BIAMOBIIAIBFHOI 0OCO00I 32
OpraHizaiiio IJIOBOJACTBA y 3aKkjail 13 3aJydeHHSM (axiBIiB CTPYKTYPHHUX IiIPO3ILIIB

3akiaay ( 3aCTYIMHHKIB IUPEKTOPA, TOJIOBHOTO OyXraiarepa, MeIMYHOI CECTPH).

5. Homenkuatypa crpaB yXBaIO€ThCSl eKCHepTHOW Komiciero (nmami - EK) 3akmany,

sIKa CTBOPIOETHCS BIJIMOBITHO O 3aKOHOAABCTBA.

7. 3aknan moromkye HoMmeHkiatypy cmpaB 3 EK JlemapramenTy rymaniTapHoOl

noiiTuKU BiHHUUBKOT 00acHo1 Pagu.



8. HomeHknarypa cmpaB 3akiaay Mijisrae IOTOMKEeHHIO 3 JlemaprameHTOM
ryMaHiTapHOi TOMiTUKA BinHumpkoi obmacHoi Paau oxumH pa3 Ha m'saTh pokiB abo
HEBIJKJIAIHO B pa3i ICTOTHHUX 3MiH y (OpMi BIACHOCTI, CTPYKTYpi, PYHKIISIX Ta XapakTepi

poboTwu.

9. Tloromxeny EK JlemapramenTa ryMaHiTapHOi HOJITHKM BinHUIBKOI oOnacHO1

Panu HOMeHKIATypy cIpaB 3aTBEPAKYE TUPEKTOP LIKOIH.

10. HampukiHiii poKy HOMEHKJIATypa CIpaB 3aKpUBAETHCS MiJICYMKOBUM 3alIMCOM PO

KaTeropii Ta KUIbKICTh CIIPaB, 3aBEICHUX Yy BIAIOBITHOMY POILi.

11. Homenknarypa cnopaB wopoky (He mi3Hime 20 TpyaHs) YTOYHIOETHCA,

3aTBEPKY€ETHCS TUPEKTOPOM KO Ta BBOAUTHCSA B J1it0 3 01 CiUHS HACTYITHOTO POKY.

VI. ®opmyBaHHsA cipaB, 30epiraHHs JOKYMEHTIB

1. ®opmyBaHHS crpaB - FPyNyBaHHS BUKOHAHUX JOKYMEHTIB Y CIIPaBH BiAMNOBIIHO 10

HOMCHKIJIATYpPH CIIpaB.

2. cDOpMYBEIHHSI CIIpaB 3aKiiagy 3,Z[iI>'ICHIO€TLC$I 3 HAOTPUMAHHIAM BHMOT HpaBI/IJI

oprasizalii J1iJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Haka3um 3 OCHOBHOi [iSUIBHOCTI 3aKiajy, aJMiHICTPaTHMBHO-TOCIOIAPCHKUX,
KaJpOBUX MMUTaHb Ta PyXy YUHIB/BUXOBAHIIIB IPYIYIOTbCS B Pi3HI CIPAaBU y XPOHOJIOTTYHOMY

MOPSIIKY BIATIOBIAHO 710 TX BUIIB Ta CTPOKIB 30€piraHHs.

4. JlokyMeHTH, 3aTBEp/’KCHI HaKa30M KEpiBHUKA 3aKJaay, € MoJaTKaMU 10 HBOTO 1

IPYIYIOTBCS PA30M 13 LIUM PO3HOPSIIYUM JOKYMEHTOM.

5. JluctyBaHHA TpyIHyeThCsl 3a 3MICTOM 1 KOPECIOHJIEHTCHKOIO O3HaKOW Ta
CHCTEMAaTU3y€EThCS B XPOHOJOTIYHOMY MOPSAKY: TOKYMEHT-BIAMOBIb PO3MIIIYETHCA 32

AOKYMCHTOM-3aIlIUTOM.

6. AndaBiTHa KHWTa Y4HIB/BHXOBAHIIB, XYPHAIU TPYIH TOAOBKEHOTO JHSA, OONIKY
MIPOIYIIEHUX 1 3aMIHEHUX YPOKIB, KHUTH OOJIIKY Ta BHJA4i CBIJONTB 1 JOJATKIB JO CBIJOITB
npo 0a3oBy 3arajlbHy CEpeIHIO OCBITYy, arecTaTiB Ta JOJIAaTKiB JO arecTaTiB Mpo IMOBHY
3arajabHy CEpeIHIO OCBITY, 30JIOTHX Meaanel "3a BUCOKI TOCATHEHHS y HaB4aHHI" Ta CpiOHUX

Menaineil "3a MOCATHEHHS y HaBYaHHI" MPOIIHYPOBYIOTHCS, a CTOPIHKM HymepyroThcs. Ha



OCTaHHIM CTOpIHII KYpPHAJIY/KHUTH pOOUTHCA 3amuc TMPO KUIBKICTh CTOPIHOK Yy
KYpHAJII/KHU31, II0 MiIUCY€E AUPEKTOP IKOIH. [TiImuc AMPEKTOpa CKPIIUTIOETHCS MEYaTKOIO

3aKIIazy.

7. Y pasi moTpebu 3a pilIeHHSIM MEeIaroriyHoi pajn y 3aKiiaji MOXYTh CTBOPIOBATHCS

Ta BECTUCS 1HII XypHaIM (KYpHaJ MPAKTUUYHOTO IICHUXO0JIOTa, COLIAILHOTO earora Tollo).

VII.ExcnepTusa niHHOCTI JOKYMEHTIB.

Ilopsinok MiArOTOBKH CHIPaB /10 NepeJaHHs AJs apXiBHOIO0 30epiraHHus
1. ExcriepTusa IiHHOCTI JOKYMEHTIB Ta MOPSIOK MIATOTOBKU CHpaB /O TEpeIaHHs
JUTsl apX1BHOTO 30epiraHHs 3MIMCHIOIOTHCS Ha miactasi [IpaBun opranizaiii AiJIOBOACTBA Ta

apXiBHOTO 30epiraHHs JOKYMEHTIB.

CriemianbpHi BUMOTH JI0 €KCIIEPTU3U IIHHOCTI JTOKYMEHTIB Ta MOPSIKY MiATOTOBKH CIIPaB 0

nepeAanHs s apXiBHOTo 30epiraHHs 3akiany nepeaodadeHi mieo [HCTpyKLieo

2. Jlnst oprasi3auii Ta NpOBEJEHHS €KCIEPTU3H LIHHOCTI JOKYMEHTIB, 10 YTBOPUIIUCS
y IIJTOBOACTBI 3aKiajy, Ta MOJAHHSA pPE3yJbTaTiB EKCIEePTU3U IIHHOCTI JOKYMEHTIB Ha
posmsin  EINK  nepxkaBuoro apxiey (EK apxiBHoro Binuly palloHHOT Jep>KaBHOT
agminictpanii ) yrBoproetbess EK 3akmamy. CrBopenns EK Ta opranizamis i poGotu
3I1MCHIOIOTBCS BiAMOBIIHO 10 noctaHoBU Kabinety MinictpiB Ykpainu Big 08 ceprus 2007
poky Ne 1004 "IIpo npoBeneHHs €KCTIIEPTU3H IIIHHOCTI JOKYMEHTIB" Ta Haka3zy MiHicTepcTBa
roctuuli Ykpainu Big 19 wepBus 2013 poxy Ne 1227/5 "IIpo 3arBepmkeHHs Tumnosoro
MOJIOKEHHSI TIPO  EKCIEPTHY  KOMICII0  JIepKaBHOTO  OpraHy, Oprady MiCIIEBOTO
CaMOBpSIIyBaHHS, JI€PKABHOTO 1 KOMYHAaJBHOIO MiANPHEMCTBA, YCTAaHOBHM Ta OpraHizamii”,

3apeecTpoBaHoro B Minictepctsi octuiii Ykpainu 25 uepBHs 2013 poky 3a Ne 1062/23594.

Cknan EK Ta monoxeHHsI po Hel 3aTBEpDKYIOThCS HAKa30M KepiBHUKA 3akjany. [010Bor0
EK mnpusHadaeTrbcss OauH 13 3aCTYNHUKIB KEpIBHUKA 3aKIiaay, CeKperapeM - oco0a,

BIJIMOBITaJIbHA 32 TIOKYMEHTH, 1110 M1UISTal0Th 30€piraHHIO Ta TIEPEIaHHIO B apXiB.

o cxmany EK 3akmamy 3a iX 3rofor0 MOXYTh BXOIUTH NPEICTABHUKH apXiBHUX YCTaHOB,
OpraHy BHUIIOTO DPiBHS (BIAMOBITHOTO OpraHy yMpaBiiHHS OCBITOI), METOJUYHUX IEHTPIB,

npodeciiiHuX CIiJIOoK, iX 00'€HaHb.



3. CnpaBu nocriitHoro ta tpusajoro (monana 10 pokiB) 30epiraHHs nepeaaroThCs Ha
30epiraHHsi 0co0i, BIAMOBiJaNbHIA 3a apxiB, 3a OMUCaMH, IO CKJIANalOThCA Ocobamu,
BIJNOBIJAILHUMH 3a (OpMyBaHHSI CHpaB 3 BIAMOBIAHOTO HampsiMy. [IpuiHATTS KOXHOT

CIIpaBH 3IWCHIOETHCS Y IPUCYTHOCTI MpalliBHUKA, KU MIepeae JTOKYMEHTH.

4. YV KIHII KOXXHOTO MpHMIpPHUKa OMUCy Oco0a, BIANOBIJAJbHA 3a apXiB 3aKiamy,
NPOCTaBIIA€ WIAMKC [IONO TNPHUHHATTS crpaB 3 OOOB'S3KOBHM 3a3HAUYEHHSM KIUTBKOCTI

(unpamu 1 cioBaMu) NMepeJaHuX CIpaB 1 3a3HAYAE JATY.

5. Ilicast mpuiHATTA cripaB MocCTiHOTO Ta TpuBanoro (monan 10 pokis) 30epiraHus, 3
KaJIpoBUX IMUTaHb 0co0a, BIANOBiJalbHA 3a apXiB 3aKiIaay, Ha MiJACTaBl OMHUCIB CIpaB, 3a
SIKUMHU 3I1IMCHEHO MPUUHSTTS AOKYMEHTIB, 32 BCTAHOBJICHOIO (DOPMOIO TOTY€E PIUHI PO3IALIH

3BCACHUX OITHCIB CIIpaB:

nmocTiHOTO 30epiranHs (y 3akmnaui, o € mprepeaoM GopmyBanus HAD);
TpuBainoro (nmouan 10 pokiB) 30epiranss;
3 KaJpOBHX ITHTaHb.

Oco0010, BIAMOBINATBHOIO 3a apXiB, CKJIAJAETCA aKT MPO BUWIYYEHHS IS 3HUILCHHS

JIOKYMEHTIB, HE BHEeCeHHX 0 HAD.

6. 3BeleHUN ONUC CHOpaB IMOCTIMHOrO 30epiraHHs CKJIAJAETbCSl Y YOTUPHOX
npumipHukax. [licis cxsanennss EIIK nepskaBHOro apxiBy Ta 3aTBEp/KEHHS KEPIBHHUKOM
3aKJ1aJy OJUH HOro MPUMIPHHUK HAIPAaBIISIE€THCS JepKaBHIA apXiBHIM YCTaHOBI YU apXiBHOMY
BIJUIUTY MICBKOI pajif, Y 30HI KOMIUIEKTYBaHHS SIKOTO NepeOyBae 3aKiaj, APYTHid MPUMIpPHUK
30epiraeTbCcsi K HEAOTOPKaHUM 0co000, BIANOBIAANBHOIO 3a apxiB 3akjaay, TPETii,
YETBEPTHH - BUKOPUCTOBYIOTHCS Yy 3aKjajal JUisi MOTOYHOTO TOIIYKy CIpaB 1 y pasi ix

nepeJaHHs Ha MOCTiiHe 30epiraHHs HaJXoIsITh 10 BIAMOBIIHOI apXiBHOI yCTaHOBH.

7. 3Benenuil onuc TpuBanoro (monan 10 pokiB) 30epiraHHs CKJIATAETHCS Y TPHOX
npuMipHUKax. JIo HbOTO BKITIOUAIOTHCS TAKOX CIPABH, SIKi 32 HOMEHKJIATYpOIO CIPaB MArOTh
cTpok 30epiranHs "mo mikBimamii 3akmamy". Ilicins cxBamenHs EK 3axmamy mpumipHUKH
OIMCY HampaBIsIOThCS Ha cxBajeHHs EK oprany ympasninHs ocitoro. [licnst moBepHEHHs
BCIX MPUMIPHUKIB OMHUCY HOTO 3aTBEpIXKYy€ KepiBHUK 3aknany. [leprimii mpuMipHHUK OMHCY

30epiraeTbCsi B 3aKjali SIK HEAOTOPKAHUHM, APYTHH - € poOOYUM 1 BUKOPUCTOBYETHCS IS



MOTOYHOTO TMOUIYKY CIIPaB, TPETii MOXe HaJACUJIATHCS AJI1 KOHTPOJIIO BiAMOBITHOMY OpraHy

YTpaBIIiHHS OCBITOO.
8. Ommc crpaB 3 KaApOBUX MUTaHb CKIAJAE€ThCS y 3aKIali, SKAM:

e ¢ mxepenom popmyBaHHS HAD - y TppOX MpUMIpHHUKAX;
e He € mxepenoM GopmyBanHss HAD - y 1BOX mpuMipHHUKaX.

9. 3aronoBku CIIpaB OIMMUCY 3 KaJApPOBUX IMHUTAHb CUCTCMATU3YIOTLCA 3a HOMIHAJIbHOIO

03HAKOIO (TPYITyBaHHS B O/IHY CIIPaBy JOKYMEHTIB OJJHOTO BHJY) Y TakKii MOCIiIOBHOCTI:

e HaKa3W KepIBHUKA 3aKJIaly 3 KaJPOBUX MUTAHb;

e HaKas3W KepiBHUKA 3aKJIaay 3 PyXy YUHIB/BUXOBAHIIIB;

e  OONIKOBI TOKYMEHTH;

e  CIIMCKM YYHIB/BUXOBaHIIIB (aJipaBiTHA KHUTa yYHIB/BUXOBAHIIIB);
e  JKypHaIlU peecTpallii Haka3iB 3 KaAPOBUX MMUTAHb;

e 0c00OBI CIIpaBH MpalliBHUKIB,;

e  KOHTPAKTH, TPYJOBI JIOTOBOPH;

e OyxranTepcbki JOKyMEHTH (0CO0OBI paxyHKH 13 3apoOiTHOI Iuiatd, B pas3l ix

BIJICYTHOCTI - PO3paxyHKOBI BIZJOMOCTI 13 3apIujiaTu);
e  JIOKyMEHTHU Ipo Tapupikaiito (Tapudikaiiiiti BiIOMOCTI (CIIUCKH));

e KHUTH OONIKYy 1 BHJaui CBIJJOLITB Ta JOJATKiB JO CBIAONTB Mpo 0a30By 3aralibHy

CEPEIHIO OCBITY;
e  JIOKYMEHTH PO HEIIACHI BUTIAJKU (aKTH, TPOTOKOJIN, BUCHOBKH, KyPHAJIN);
e KypHaJu peecTpaii 0cid, HOTepHiINX BiJl HEIIACHUX BHUITAJIKIB;
e OKypHaJU OOJIKY PyXy TPYAOBHUX KHIKOK Ta BKJIAJIOK IO HUX;
e OKYpHaJ peecTpallii Haka3iB 3 pyXy yUHiB/BUXOBAHIIIB;

e HesarpeOyBaHI 0COOMCTI JOKYMEHTH MPAIliBHUKIB (TPYAOB1 KHUKKH).



10. Oco0oBi crnpaBu MpaIiBHUKIB BHOCSTHCS JI0 OIKCY 32 POKOM 3BUIbHEHHS
MpaliBHUKA 1 CHUCTEMaTH3YIOThCS 3a MPI3BUIIAMHU 3BUILHEHUX MPAIIBHUKIB B aj(aBiTHOMY

MOPSAJIKY.

11. 3BexeHi omucu cmpaB MocTiHOTO, TpuBasnoro (moHax 10 pokiB) 30epiraHHd, 3
KaJpOBHX NMUTaHb Ta aKT MPO BIJIYUYSHHS /IS 3HUIICHHS TOKYMEHTIB, HE BHeceHHX 10 HAD
(mami - akT Tpo BHWIIyYEHHS Ui 3HMIICHHS JOKYMEHTIB), posnmimarotecst EK 3akmamy

OJIHOYACHO.

12. Onucu crnpaB 3 KaApOBUX MUTAHb PA30M 3 aKTaMH MPO BUIYUEHHS JUJISl 3HUILIEHHS
nokymeHTiB micns cxBaneHHs ix EK 3akmamy momae Ha po3misim EK apxiBHOro Bimmimy
paiioHHO1 fnepkaBHOT aamiHicTpauii . Onucu crnpaB Tpuajoro (nmoHasa 10 pokiB) 30epiraHHs
micns cxBaneHHs EK 3akmamy momarotbest Ha posrmisan EK  JlemaprameHnTty rymasiTapHOL

noaituku BiHHUUbKOI 001acHol Panu...

14. TloromxeHi (cxBajleHi) akTH NPO BHIYYEHHS JUIsl 3HUILEHHS JOKYMEHTIB, HE

BHeceHUX 10 HAD, 3aTBepKyIOTHCS KEPIBHUKOM 3aKJIay.

15. IMicns 3aTBepAKeHHS aKTa PO BUIYYEHHS 7151 3SHUILCHHS JOKYMEHTIB 3aKja/l Ma€e

IMpaBO 3HUIIUTHU JOKYMCHTHU.

16. KepiBHuK 3akiany 3000B's3aHMI 3a0€31€UNTH 30€peKEHHS TOKYMEHTIB, a y pasl
BKJIFOUCHHSI 3aKJIajly 70 CIHCKY IOPUAMYHHX 0Ci0 - mkepen (opmyBanHs HAD micns
3aKiHYEHHs BCTAHOBJIEHUX I'PAHUYHUX CTPOKIB iX 30epiraHHs B bOMY 3aKJIai - 3a0€3MeYnTH
NepeanHsl JTOKYMEHTIB ISl MOCTIHHOTo 30epiraHHs 10 BIAMOBIAHOI AEpXaBHOI apXiBHOT

YCTaHOBH.



Honatox 1
1o [HcTpyKIIii 3 aimoBoCTBA
(myHKT 3 po3nimy II)
BUMOI'
710 0(popMIIEHHS IOKYMEHTIB, 110 BUTOTOBJISIIOTHCS 32 J0NMIOMOI0I0 KOMIT'FOTePHOIL
TeXHIKH
1. JInst apyKyBaHHS TEKCTIB CITy>KOOBHX JIOKYMEHTIB BHKOPHUCTOBYETHCS TapHITYypa
Times New Roman, mpudrt - posmipom 12 - 14 npykapcekux NyHKTIB. J{o3BonsieThCst
BUKOPHCTOBYBAaTH LIPUPT po3MipoM 8§ - 12 npyKapChbKUX MyHKTIB JUI APYKYBaHHS PEKBI3UTY
"IIpi3BuIlle BUKOHABL 1 HOMep Horo TenedoHy'", BUHOCOK, MOSCHIOBAJIBHUX HAIHUCIB 10
OKpEeMHX EJIEMEHTIB TEKCTy JOKyMeHTa abo Horo pekBi3uTiB Tomo. Ilig yac npykyBaHHS

3aroJI0BKiB JO3BOJISETHCSI BAKOPUCTOBYBATH HaIIBXKUPHUN MIpUQT (psAMuit abo Kypcus).

2. Teker noxymeHTiB Ha namnepi popmaty A4 (210 x 297 miniMeTpiB) peKOMEHI0BAaHO
npykyBatu 4yepe3 1 - 1,5 mixkpsakoBoro iHTepBainy, a popmary AS (210 x 148 minmimeTpiB) -

yepe3 1 MUKpSAAKOBUI 1HTEpBa.
JIOKyMEHTH [TOBHUHHI MaTu Taki 1noJis (MUIiMEeTpiB):

30 - nmiBe;

10 - mpage;

20 - BepxXHE Ta HUKHE.

PexBizuTu moxymeHTa (KpiM TEKCTY), sIKi CKJIQJIAal0ThCs 3 KIJTLKOX PAJKIB, IPYKYIOThCS depes
1 mixpsiakoBuii iHTepBas. CkilafioBi YacTMHU pekBi3UTIB "Anpecar", "['pud 3arBepmpxeHHs",
"I'pu¢ moromxeHHs" BIIOKPEMIIOIOTbCS OOUH B OAHOrO uepe3 1,5 MIKpSAKOBOTO
iHTepBally. PEKBI3UTH JOKYMEHTa BIJOKPEMIIOIOTHCS OAMH BiJX ogHoro uepes 1,5 - 3

MDKPSITKOBUX 1HTEPBAJIH.
3. Ha3Ba By JOKyMEHTA JIPYKY€ETHCS BETUKUMHU JIITCPaAMH.

4. Po3mmdpyBanHas mianucy B pekBizuTi "Ilignuc" npyKyeTbes Ha piBHI OCTAaHHBOTO

pAAKa Ha3BU ITOCAAH.

5. He pobutbest BiacTynm Big Mexi JiBOro mouist anst pekBi3uTiB "Jlata gokymeHnta',
"3aromoBok 10 TekcTy aokymeHta", "Tekct" (6e3 ab3amiB), "BigMmiTka Tpo HasSBHICTH

nonatkiB", "lIpi3Buine BHKOHaBLS 1 HOMep Horo TenedoHy", HaiMEHYBaHHS IOCAAH Y



pekgizutax "[ligmuc" Ta "['pud nmoromkenns", Hanucy "3rigHO 3 OpUTiHAIOM", a TAKOX CIIIB

"CIIYXAJIN", "BUCTYIIJIN", "Y XBAJIMJIN", "HAKA3YIO".

6. 3a HassBHOCTI KUIBKOX I'pU(iB 3aTBEPIXKEHHS 1 IIOTO/PKEHHS] BOHU PO3MIIIYIOTHCS Ha
OHOMY PiBHI BEepTUKAIbHUMHU psiakamu. [lepmmii rpud - Bix Mexi JIiBOro mojsi, APyrui -

yepe3 104 mutiMeTpu BiJ MeXi JIBOTO MOJIS.

7. Ilix yac oopmiieHHS! TOKYMEHTIB Ha JBOX 1 OUIbIIE CTOPIHKAx Apyra Ta HacTYIIHI

CTOPIHKHM MaroTh OyTH poHyMepoBaHi. [lepiia cTopiHka HE HyMepY€eThCS.

8. TekcTn JOKYMEHTIB MOCTIHHOTO 30epiraHHs IPYKYIOTHCS Ha OJHOMY OOIli apKyIa.
JIOKyMEHTH 13 CTpOKOM 30epiraHHsi 0 5 pOKIB MOXXHa JPYyKyBaTH Ha JIMIOBOMY 1

3BOPOTHOMY OOIIi apKy1ia.

Homarok 2
no [HcTpykiii 3 ainoBoacTBa
(myHKT 4 po3niny 1)

INEPEJIIK
JOKYMEHTIB, HA IKHUX MiJNKC M0CAI0BOI 0cO0M
3aCBiIYy€ThCS BiIOMTKOM NMEYaTKH 3aKJAay

1. Axtn (BUKOHaHHS poOOIT, CHHMCAaHHS MarepiaJbHUX LIHHOCTEH, (IHAHCOBHX
NepeBipOK, BUITyYSHHS TOKYMEHTIB JUIs 3HUICHHS, IEPeIaBaHHs CIIPaB TOIIO).

2. JloBigku (MpO BUKOPHUCTAHHS OIO[UKETHUX AaCUTHYBaHb Ha 3apo0iTHY ILIary,
HapaxyBaHHS 13 3ap0OOITHOT MJIATH TOILIO).

3. JloroBopu (mpo  MmarepialbHy  BIANOBIAQJIBHICTh,  HAyKOBO-TEXHIUHE
CHiBpOOITHUIITBO, MiJPSIN, OPEHTY MPUMIIICHb, BUKOHAHHS POOIT TOIIO).

4. JlokyMeHTH (JOBIOKH, MOCBIIYEHHS TOIIO), IO 3aCBIAYYIOTH MpaBa I'POMaJsH 1
IOPUANYHUX OCi0.

5. JlopydeHHsI Ha oJiep>KaHHSI TOBAPHO-MaTepiabHUX I[IHHOCTEH.

6. 3aBmanHs (Ha TIPOCKTYBaHHS OO0'€KTIB, TEXHIYHHX CHOPYA, KamiTajJbHe
OyHiBHUIITBO, TEXHIYHI TOIIIO).

7. 3pa3ku BiZOWUTKIB MEYATOK 1 MiJNKCIB MPALliBHUKIB, SIKI MAIOTh PABO 3/1HCHIOBATH
(hiHaHCOBO-TOCIIOAPCHKI orepartii.

8. Komrtopuc BUTpar (Ha KaJbKYJALIIO 32 JIOTOBOPOM, Ha KamiTajbHe OyIiBHUIITBO
TOIIIO).

9. Jluctu rapaHTiiiHi (Ha BUKOHAHHS pOOIT, HaJIaHHS MTOCITYT TOIIIO).



10. Onmcu crpaB noctiiHOTO, TpuBasoro (monaa 10 pokiB) 30epiraHHs, 3 KaApOBHUX

MIUTaHb.
11. lItaTtHi po3nucwu.

12. TpynoBi KHHKKH.

Honatox 3

1o [HeTpyKii 3 Ai10BOICTBA

(myHKT 6 po3ainy [V)

IEPEJIIK
AOKYMEHTIB, 1110 He NI IralTh peecTpamii
crneniajbHO NPU3HAYEHOI0 IS HOT0 0C00010

1. I'padixu, HapsU, 3asIBKH, PO3HAPSIKU.

2. 3BeeHHs Ta iHGopMaIlis, HaliciaHi 10 Bigoma.

3. HaBuanpHi Tu1anu, OCBITHI porpam# (KOItii).

4. PeknaMH1 TIOB1IOMJICHHS, TUTAKATH, POTPaMK HapaJ, KoH(epeHIIiit To1Io.
5. Hopmu BuTpar marepiamis.

6. BitanpHi 1MCTH 1 3aNIPOIICHHS.

7. pykoBaHi BUaHHs (KHUTH, )KypHAJIH, OI0JIEeTEH]).

8. MicstyHi, KBapTajbHi, IBPiYHI 3BITH.

9. ®opMu CTaTUCTUYHOT 3BITHOCTI.

10. Torosopu.

Honarox 4
1o [HeTpykItii 3 1iT0BOACTBA
(myHKT 6 po3ainy 1V)

PeecTpaniitnmnii ;KypHaJ Haka3iB IMPEKTOPA HIKOJIU

u

[Ipi3Buie,
1HIIiaIn .
L.[ [Ipi3BuiLe,
.y MpaliBHUKA, S
Peectpaniiinu 1HIIaIn
. . Ha SIKOTO . . . .
¥ 1HJIEKC [ara 3arojIoBoOK BIJITOB1TAJILHOI [TpumiTk
MOKIaJgeHU
(HoMmep) HakKazy HakKazy N ocobu
1 KOHTPOJIb . )
Hakazy sa (BiAMOBITATFHUX
oci0)
BUKOHAHHS
Hakazy
1 2 3 4 5






