3ATBEPIUKVYIO
Hupexrop Haranis KOMITAHELb
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THCTPYKUIA
3 ALTOBOACTBA
y TpocTsiHenbkoMy Jrinei
ITapagiiBcbKoI cesTMIHOL paaun

1. 3arajabHi MoJI0KeHHA

1. s IHCTpyKIis BCTAHOBIIOE 3arajibHi BUMOTH ILIOAO JTOKYMEHTYBAaHHS YHPaBIIHCHKOI
iH(popMalii Ta opranizauii podotu 3 gokymeHTamu y Tpocrsnenpkomy dminei [lapagiiBcbkoi
CIUIHOT paau (Aai Jire).

2. JloTpuMaHHS BHMOT INOJO HOPSAKY BEACHHS OKYMEHTYBAaHHS, BCTAHOBJICHHX III€O
[HCTpYKIIi€IO0, € 000B’I3KOBUM IS JILICIO.

3. Jlieii oprani3oBye IiJ0BOJCTBO BIANOBIAHO 10 IHCTPYKIIII, IKa pPO3pOOISETHCSA HA OCHOBI
[HCTpYKIIT 3 miMOBOACTBA B 3aKjajax 3arajibHOI CEpeAHBbOI OCBITH Ta 3aTBEPIKYETHCS
KEpIBHUKOM 3aKJaJy.

4. Opranizaiisi JiJIOBOACTBA 1 KOHTPOJIb 32 CBOEYACHHM PO3IISAIOM Ta IMPOXOPKECHHSIM
JOKYMEHTIB y 3aKjaji 3IIACHIOIOTHCS BiIMOBIAAIBHOI 0CO0O0I0 (BIAMOBITAIBHUMH 0COOAMM),
sKa (SIK1) TpU3HA4Ya€ThCs (MPU3HAYAIOTHCS ) KEPIBHUKOM 3aKJIay.

5. CTBOpEHHsS €IEKTPOHHUX JOKYMEHTIB 3IIMCHIOETHCS BIAMOBIAHO JO 3aKOHIB
Vkpainu «IIpo eneKTpoHHI TOKYMEHTH Ta EJIEKTPOHHUN JOKYMeHTooOir», «IIpo enexrponHuit
uupoBuil mianucy, Hakasy MiHicTepcTBa rocTulil Ykpainu Bin 11 nucromana 2014 poky Ne
1886/5 «Ilpo 3arBepmxenns [lopsaky poOOTH 3 eNeKTPOHHUMHU TOKYMEHTAMHU Y J1IOBOJCTBI Ta
iX MIArOTOBKM /O IEpellaBaHHS Ha apxXiBHE 30epiraHHs», 3apeecTpoBaHOro B MiHICTEPCTBI
foctunii Ykpaiau 11 nucronana 2014 poky 3a Ne 1421/26198.

3akiaz MOXKE CTBOPIOBATH JTOKYMEHTH THM4YacoBOro (10 10 pOKiB BKJIIOYHO) CTPOKY
30epiraHHs JUIIE B EJNEKTPOHHIM (opmi 32 YMOBHM HAsIBHOCTI BiAIMOBIIHOTO TEXHIYHOTO
3a0€3MeveHHs 3 ypaxyBaHHIM BUMOT 3aKOHOAABCTBA YKpaiHu Ta 1i€i [HCTpyKItii.

6. Ilopsanox oprasizaimii AUTOBOACTBA 3a 3BEPHEHHSAMM I'pPOMaJIsSH, 3allUTaMU Ha IyOJII4YHY
iHpopMaLito BU3HauaeTbes 3akoHaMu Ykpainu «Ilpo 3BepHeHHs rpomansn», «IIpo noctynm no
myOumigHOT iH(pOpMATIIii».

7. Y 3aknani IUTOBOJCTBO 3IIHCHIOETHCS JEPKABHOIO MOBOIO. JIOKYMEHTH CKIIagaroThbes
JIep’)KaBHOIO MOBOIO, KPIM BHITAJIKiB, Iepe10aueHNX 3aKOHOIaBCTBOM PO MOBH B YKpaiHi.

JIOKyMeHTH, sIKi HAJCWIAIOTHCS 1HO3EMHHUM anpecaraM, OQOPMITIOIOTHCS YKpPaiHCHKOIO
MOBOI0, 200 MOBOIO JIep>KaBU-afpecara, b0 OIHI€I0 3 MOB MIXXHAPOIHOTO CITIJIKYBaHHS.

8. Crpoku 30epiraHHs JTOKyMEHTIB, II[0O CTBOPIOIOTHCS TMiJ dYac AiSUTBHOCTI 3aKiamny,
BU3HAYAIOTHCS Haka3oM MiHicTepcTBa roctuilii Ykpainu Bif 12 kBiTHs 2012 poky Ne 578/5 «IlIpo
3aTBep/pKeHHsT [lepeniky THIOBHX JOKYMEHTIB, IO CTBOPIOIOTHCS IIiJI Yac JIsTBHOCTI
JIep’KaBHUX OPraHiB Ta OpPraHiB MICHEBOIO CaMOBPSAYyBaHHSA, IHIIMX YCTAaHOB, MIANPHEMCTB Ta
oprasizarliii, i3 3a3Ha4eHHSIM CTPOKIB 30€piraHHs JOKYMEHTIBY», 3apEECTPOBaHUM Y MiHICTEpPCTBI
toctutiii Ykpainu 17 kBitHs 2012 poky 3a Ne 571/20884 (31 3miHam#).
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I1. 3aranbHi BUMOTH 10 CTBOPEHHSI, 0(OPMJICHHS T JOKYMEHTYBAHHS
ynpasiaiHcbKoI iHGopMairii

1. JlokyMeHTyBaHHS yNpaBIiHCHKOI 1H(pOpMAIII] 3aKiIaly MOJsArae y CTBOPEHHI JOKYMEHTIB,
1110 CIIPSIMOBAaH1 Ha BUPILIEHHS YNPaBIIHCHKUX PILLIEHb.

2. Ha3Ba Buay nokymeHTa (Haka3, MPOTOKOJ, JOMOBIJHA 3allMCKa TOIO) Ma€ BiJIIOBIIATH
Ha3BaM, nependadeHuM po3aiioM 3 JlepskaBHOrO Kiacugikaropa YMpaBIiHCHKOI JTOKyMEHTaLii
JK 010-98, 3arBepmkeHoro Haka3zoM JlepkaBHOTO KoMiTeTy YKpaiHM MO CTaHIapTH3allii,
metpodorii Ta ceprudikaii Bix 31 rpyaas 1998 poxy Ne 1024 (31 3minamn).

OdopmiieHHST PEKBI3UTIB  OpraHi3aliifHO-po3Mopa 4ol  JOKyMEHTalli Ta MOpsAoK iX
po3TalryBaHHS ~ MaroTh  BiAnosinath HamionanbHomy — cranmapty  Ykpainu — «JlepxaBHa
yHiiKOBaHa cHCTeMa JOKyMeHTalii. YHi(ikoBaHa cHUCTeMa OpraHi3aliiiHO-po3nops IOl
nokymeHTanii. Bumoru no odpopmmtoBanas aokyMmeHtiB. JJCTY 4163-2003», 3arBepaxeHOMY
Haka3oM JlepKaBHOTO KOMITETY YKpaiHU 3 NHUTAaHb TEXHIYHOIO PETyIIOBaHHSA Ta CIOXKHUBYOT
nosituku Big 07 kBiTHS 2003 poky Ne 55 (mani - ICTY).

3. OpranizamifHo-po3mopsa4i  JTOKYMEHTH  O(QOpPMIIOIOTBCS ~ Ha  OnmaHkKax, IO
BUTOTOBJISIIOTHCA 3T11HO 3 BuMoramu JICTY Ta 1i€ei [HcTpykiii.

V 3akmazi MOKyTh BUKOPHCTOBYBATHCS TaKi OJIaHKU JTOKYMEHTIB:

3araJibHUi OJaHK A7 CTBOPEHHS Pi3HMX BHIB JOKYMEHTIB (0e3 3a3HaueHHsS y OJaHKy
Ha3BH BUAY TOKyMEHTA);

OJIaHK JINCTA;
OnaHK HaKajy.

Bumoru 1o odopmiieHHS TOKYMEHTIB, II0 BUTOTOBISIOTHCS 32 JOMOMOTOI0 KOMIT FOTEPHOT
TEXHIKH, HaBEJICHO B oAaTKy | 1o i€l [HcTpyKii.

4. TlocanoBi 0coOM MiAMUCYIOTh JOKYMEHTH B MEKaxX CBOiX IOBHOBa)KE€Hb, BU3HAYCHUX
3aKOHOMABCTBOM YKpaiHW, CTAaTyTOM 3aKjaxy, IIOCAJOBHMH IHCTPYKISIMH, HAaKa30M IIpO
po3monia 060B’I3KIB MiXkK KEPIBHIUKOM 3aKJIaay Ta HOTO 3aCTYIHHKAMHU TOIIO.

BinOuTtkom medaTku 3akiaay (3a HAsSBHOCTI) 3aCBIAYYIOTH MIJIMUC MOCAZOBOI 0COOM Ha
JOKYMEHTaX 13 MUTaHb OpraHi3amiiHoi Ta (iHAHCOBO-TOCIOAAPCHKOI TiSUIBHOCTI 32 TEPEITiKOM
JOKYMEHTIB, Ha SIKUX MIJIUC MOCAJ0BOi OCOOM 3acBIAYY€ThCS BIJOMTKOM TMEUaTKU 3aKIay,
HaBEJICHUM Yy JOAATKy 2 110 mi€l [HCTpyKiii.

BinOuTok meuaTKM CTaBUThbCS TakK, MO0 BiH OXOIUIIOBAaB OCTAaHHI KiJbKa JITEp
HallMEHYBaHHS TIOCaJy OCOOM, sIKa IMiANKcana JOKYMEHT, aje He MIAMUC TocaaoBoi ocodu, abo
MPOCTABIIAETHCS HA OKPEMO BUALICHOMY JJIS IIbOTO MICII 3 BiAMITKOIO «M. IL».

5. 3aknan Moke 3acBiAUyBaTH KOMIl JIMIIE TUX JOKYMEHTIB, 110 CTBOPIOIOTHCS B HHOMY, a
TaKOX Yy BUIIAJKaX, epe0adeHnX B a03alli IpyromMmy bOTo IMyHKTY.

V pasi miAroToBKM JOKYMEHTIB JUIS HAJaHHS CyJJOBUM OpraHam, Iij 4ac BUPIIICHHS MUTaHb
IIO/I0 TIPUHHSTTS TPOMAJISIH Ha POOOTY, HABYaHHS, 3aCBIUYEHHS iX TPYIOBHX Ta IHIIUX IpaB Y
B3a€MOBIJTHOCHHAX 13 3aKJIaZIOM, a TaKoX Mija 4ac (opMyBaHHS OCOOOBUX CIIpaB MpalliBHUKIB
3aKJ1a]l MOKE€ BUTOTOBJISITH KOIIIi JOKYMEHTIB, BUJJAHUX 1HIIMMHU yCTaHOBaMH (KOIii JOKYMEHTIB
PO OCBITY TOIIO).

Bigmitka «Komist» mpocTaBiseThCs Ha JUILOBOMY OOIll Y BEPXHBOMY IPAaBOMY KYyTKY
MIEPIIOTO apKyIa JTOKyMEHTA.
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Komii Haka3iB, IHIIMX JOKYMEHTIB 3acBiauye (3acBiI4yIOTh) BIAIOBIJaJbHA 0c00a
(BimmoBigaabH1 0COOM) 32 OpraHi3alliio IIJIOBOJCTBA y 3aKJIa/Il.

6. Y pasi morpeOu MpOBENEHHS OI[IHKA JOIUIBHOCTI CTBOPEHHS JOKYMEHTa, WOTO
OOTPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOAABCTBY 3/IIMCHIOETHCS MTOTOKEHHS TJOKYMEHTA.

[loromkeHHsT OKYMEHTIB MOXKE 3/IHCHIOBATHCH TIOCAIOBUMH 0CO0AMH 3aKiamdy, sKi
BIZIMOBIZTHO /0 X KOMIETEHIIl BHPINIYIOTh MUTAHHS, MOPYLIEHI B JOKYMEHTI (BHYTpIIIHE
MOTOJ/KEHHS ), @ TAKOXK 3a1HTEPECOBAHUMU YCTaHOBaMH (30BHILIHE MTOTOJKEHHS).

[ToropkeHHST JTOKYMEHTIB 3IIHCHIOETHCS BIAMOBITHO J0 BUMOr Haka3ly MiHicTepcTBa
roctuiii Ykpainu Big 18 yepsns 2015 poky Ne 1000/5 «IIpo 3arBepmxenns [IpaBuin opranizamii
JITOBOZICTBA Ta apXiBHOTO 30epiraHHs JTOKYMEHTIB Yy JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBpS/IyBaHHS, Ha MIANPHUEMCTBAX, B YCTaHOBaX 1 OpraHi3alisx», 3apeecTPOBAHOTIO Yy
MinicrepctBi toctunii Ykpainu 22 uepBHs 2015 poxy 3a Ne 736/27181 (mani - IlpaBuia
oprasizarlii UTOBOICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB).

I'pu¢d moromxeHHs po3MillyloTh HUk4Ye pekBizuty «llimmucy». Bin ckimagaerbes 31 cioBa
[NOI'O/IPKEHO (6e3 mnamok), Ha3BM MOCagud OCOOHM, sIKa MOTOMKY€E IOKyMEHT (pa3oMm 3
HallMeHYBaHHSM 3aKJajy), HIANUCY, 1HIIaTy(1B) 1 MPI3BUILA, AATH OTOAKEHHS.

Ilpuxnao:

I[NOI'O’KEHO

HupexTop rimHaszii Ne 5
[Mignuc Ininian(u), npizsuie
05.02.2018

7. 3aTBEpKEHHS YNPABIIHCHKUX JOKYMEHTIB 31ICHIOETHCSI 0COOMCTO KEPIBHUKOM 3aKJIaTy
BIZIMOBIZTHO 710 HOTO MOBHOB&)XE€Hb a00 PO3MOPSAYUM JOKYMEHTOM 3aKjaay 13 3a3HAUYCHHSIM Ha
JOKYMEHTI rpuda 3aTBepKeHHs, 0(OPMIIEHOTO BiIOBIAHUM YUHOM.

[Topsimok 3aTBEpKCHHST JTOKYMEHTIB 3MIHCHIOEThCS BiAMOBigHO 10 [IpaBun opranizaii
JIJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

I'pud 3arBepmxenns cknamaerbes 31 cnmoBa 3ATBEP/KYIO (6e3 manok), Ha3Bu mocaiu,
HiAnucy, iHiniany(iB) i mpi3BUIa 0coOu, sSika 3aTBEpAUIAa JOKYMEHT, IaTH 3aTBEPIKEHHS.

Ilpuknao:

3ATBEPIIXKYIO

HupexTop rimuasii Ne 5
[Tigrmuc Iximian(n), npi3Buiie
07.03.2018

VY pa3i 3aTBep/UKEHHS JTOKYMEHTa PIIIEHHSIM KOJETialbHOTO OpraHy rpud 3aTBepaKeHHS
ckinamaerbest 31 cmoBa 3ATBEPJDKEHO (6e3 mamok), Ha3BW, AaTd i HOMEpa TOKyMEHTa y
HA3WBHOMY BiJIMIHKY.

Ilpuknao:
3ATBEPIXKEHO
[TpoTtokon 3acimaHHs

nearoriaHoi paau rimuasii Ne 5
06.05.2018 Ne 40

II1. Oco0auBi BUMOTH 10 CKJIATAHHA JIeSIKUX BUIAIB TOKYMEHTIB
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1. Haka3 - po3mopsauuii JOKYMEHT, SKHH BHJA€ KEpIBHUK 3aKiajy Ha I[paBax
€IMHOHAYAILHOCTI Ta B MEXKaX CBO€I KOMIIETCHIIIT, 0OOB’I3KOBHI JIJIsI BUKOHAHHS IT1JJICTIIAMU.
Hakasu BUIAI0TECS 3 OCHOBHOI TisSUTBHOCTI, aAMIHICTPAaTHBHO-TOCIIOAPCHKUX, KAIPOBUX MUTAHb
3aKiIay, a TAaKOXK PyXy YUHIB.

Haxka3u 3 0CHOBHOI JisUTBHOCTI, aIMiHICTPAaTUBHO-TOCIIOAAPCHKUX, KAIPOBUX MMUTAHB, PYXY
YYHIB/BUXOBAHIIIB IMAMUCYIOTHCS KEPIBHUKOM 3aKJiaay, a 3a HOro BiJICYTHOCTI - 0C000M0, sKa
BUKOHY€ H0ro 000B’SI3KH, Ta PEECTPYIOTHCS B )KypHAJIax peecTparii Haka3is.

[Ticns mignucaHHs HaKa3zy 3MiHM JI0 HBOTO BHOCSATHCS JIMIIE NUISIXOM BUIAHHS HOBOTO
Haka3y Mpo BHECEHHS 3MiH.

Haka3 odopMiroeThest Ha OJTaHKY HaKa3y 3aKiamy.

3MiCT HaKa3zy CTHCIIO BUKJIAJA€THCS B 3ar0J0BKY, SKMI MOYMHAETHCS 3 TpuitMeHHUKa «[1po»
Ta CKJIAIA€ThCA 3a JONMOMOror BimmiechmiBHoro iMmeHHuka («IIpo 3arBepmkenHs...», «IIpo
CTBOPEHHSI...») a00 iMeHHuKa («IIpo miacymKu...»).

TexcT Haka3zy 3 OCHOBHOI iSUTBHOCTI, aJMiHICTPAaTHBHO-TOCIIONAPCHKUX MMUTaHb Ta PyXY
YYHIB/BUXOBAHIIIB CKJIAIAE€THCS 3 JIBOX YACTHH - KOHCTATYIOUO1 (MIpeamMOysn) i po3mopsauoi.

VY KOHCTaTyIOuil YaCTHHI 3a3HaYA€ThC MMiJICTaBa, OOIPYHTYBaHHs a00 MeTa BUIAHHS HaKasy.
Posnopsigua wactuna Haka3y moumHaeThes 13 cioBa «HAKA3VYIO», sike npykyeThcs 3 HOBOTO
psiiKa BEIMKUMM JliTepaMu Oe3 BIACTYIly BiA JIIBOTO MOJS 1 JANOK, MICJIS YOTO CTaBUTHCS
JIBOKpATIIKa.

SKkmo Haka3 BUAAETHCS HA MIACTaBI 1HIIOTO PO3MOPSIYIOrO JOKYMEHTA, y KOHCTATYHOUiid
YaCTHHI 3a3HAYAIOTHCS Ha3Ba BUY I[bOTO JJOKYMEHTA, OO aBTOP, JAara, HOMEP Ta 3aroJI0BOK.

Haka3zn HyMepyroTbcs B TOPSIKY IX BHJIAHHS B MeXaX KaJICHJApHOTO POKY; Hakasu 3
OCHOBHOI JISJIBHOCTI, PyXy YYHIB/BUXOBAHIIIB, aJMIHICTPATHUBHO-TOCHOAAPCHKUX, KaJPOBUX
NUTaHb MalOTh OKpPEMY IOpPSAKOBY HyMepalilo. 3 METOI pO3pI3HEHHS TPyl HakasiB [0
peecTpaLiifHOTO 1HJIEKCY Haka3y uepe3 Je(ic T0Ja€ThCs JIITEPHA BiAMITKA, HATPUKIIAL:

HaKa3y 3 a/IMIHICTPAaTUBHO-TOCIOAAPCHKUX MUTaHb - Ne 2-1;
HaKa3| 3 KaJIpOBUX NMUTaHb - Ne 2-K;

HaKa3W PO HAJaHHS MOPIYHUX OCHOBHUX BIJIITYCTOK Ta BIMYyCTOK Y 3B’SI3KY 3 HABYAHHIM
MpariBHUKIB - Ne 2-B;

HaKa3M 3 pyXy y4YHIB/BUXOBaHIIB - Ne 2-y.

2. TlpoTokon - AOKYMEHT, y siIkoMYy (IKCYeThCs Iepedir BeIeHHS 3acilaHb, YXBaJIGHHS
pillieHb JOPaTIMMH Ta KOJIET1aIbHUMH OpTaHaMH, KOMICISIMH TOIIIO.

[Iporokonu 3acijaHb MNEAAroriyHUX paj, IHIIUX JOpPaJdyuX Ta KOJEriaJbHUX OpraHiB
CKJIaJaloThcs B CTUCHINA GopMi. Y MPOTOKOII, CKIaeHOMY B CTHCIIN (opMi, (HIKCYIOThCS JUILEe
NPUMHATI pillleHHs 0e3 aeTanizaiii nepediry oOroBOpeHHs MUTaHHS.

VY pa3i notpebu 3a pIlIEHHAM 3arajbHUX 300piB (KOH(]epeHIii) KOJEKTHBY MPOTOKOIU
3arajJbHUX 300piB (KOH(pEpeHIlii) KOJIEKTHBY MOKYTh CKJIQJAaTHCS Y TTOBHIHM (Gopmi.

Hywmeparisi mpoTOKOIIB 3acilaHb MMEAaroriyHoi pajay BeIEThCS B MEXKaX HABYAJIHHOTO POKY,
IPOTOKOJIIB BUOOPHUX OPTaHiB - Y MeKaXx iX MOBHOBAXEHb.

Hywmepariiss mpoTOKOIB BEIEThCS OKPEMO 3a KOKHOKO TPYIOK MPOTOKOJIB 3aciiaHb
BiJIIOBITHOTO KOJICTiaIbHOTO OPTaHy.

3. JlaToro MpOTOKOIY € JlaTa MPOBEICHHS 3aCiTaHHS.



3arosoBOK /10 TEKCTy IPOTOKONY Mae BimoOpaxkaTh BHJ 3aciiaHHs (Hapanaa, 300pw,
KOH(epeHIis ToIo) abo KojeriaabHOi AISUIBHOCTI (KoMicis, pana, 300pu, pododa rpymna ToIo) 1
BKJIIOUATH Ha3BY BUAY JIOKYMEHTA.

Tekct IMPOTOKOJIY CKIaAa€TbCA 31 BCTyrIHO'f Ta OCHOBHOI YaCTHH.

VY BCTynmHIM 4YacTHHI NPOTOKOTY 3a3HAualoThCA MpI3BUINA Ta IHIIAAM TOJOBU abo
TOJIOBYIOUOTO Ha 3acijaHHi, 300pax TOIL0, CEKpeTapsl, 3alpOIIEHUX, a TAKOXK MPUCYTHIX OCI0.

VY pa3i morpebu 3a pIllIEHHSM BiIMOBITHOTO OpPraHy y CIHUCKY MPHUCYTHIX 3a3HAYarOThCS
MOCA/IM 3aMpOIICHUX 0Ci0 Ta HaliMEHYyBaHHS yCTAHOB. SIKIO KUIBKICTh TMPHUCYTHIX MEPEBUIIYE
15 oci0, 3a3HauaeThbcs X 3arajbHa KUIBKICTH 3 MOCHJIAHHSIM Ha CIHCOK, IO JIOMAETHCS JI0
IPOTOKOITY.

4. BcTynHa 4acTHHA MICTUTh MOPSAAOK JEHHUI: NepeiK po3IISHYTUX Ha 3aCi/laHH] MUTaHb.
[lopsiok neHHu MoJaeThCsl HAMPUKIHI BCTYITHOT YACTHHH.

CrnoBa «Ilopsnok AeHHMIT» APYKYIOTHCS BiJ MEXi JIBOTO TOJSA, MICISA HUX CTABUTHCS
nBokpanka. KokHe NUTaHHA HyMepyeTbes apaOCbKMMHU IU(paMu 1 OpyKyeTbcs 3 ad3ary.
@opMyBaHHs MUTAHb Y MOPSIKY JEHHOMY ITOYMHAETHCA 3 IpuiiMeHHUKa «IIpo».

5. OcHOBHA YaCTHHA MPOTOKOJIY CKJIAJAEThCS 3 PO3MLUIIB, KI MAlOTh BIJMOBIJATH IMyHKTaM
HOPSAAKY JeHHOTO. PO311an HyMepyroThCsl apaOChbKUMU IUPpaMu 1 OyAyI0ThCS 32 TAKOIO CXEMOIO:

st ctucioi popmu potokodiB: «CITYXAJIN - VXBAJINIIN»;
st oBHOI popmu nportokoniB: «CIIYXAJIN - BUCTYIINIIN - YXBAJINJIN».

[Ticnsa cnoBa «CJIYXAJIN» 3 HOBOTO psijika 3a3HAYAIOTHCS TPI3BHUINE Ta iHImianu (1HIIiam
iMEH1) KO)KHOTO JIOTOBi1aua.

VY noBHiit ¢popmi nporokoiry micis cnoa « BUCTYIIUIINY dikcyroThCst BUCTYIH THX 0OCiO,
Kl B3SUIM y4YyacTh B OOrOBOpEHHI JIOMOBiJAI (MHUTAaHHA MOPSAKY JeHHOro). Buctynu
0 OPMITIOIOTHCSI B TIPOTOKOJII 13 3a3HAYEHHSAM MOCaJ, MPI3BUII Ta iHimiamiB (iHimiany), iMeH
JIOTIOB1JJa4yiB Y HAa3MBHOMY BIJMIHKY, BUKJIAJIEHHSAM 3MICTy BUCTYIly a00 MUTaHHS, BINOBIAL Ha
HBOTO.

6. TexcTu BUCTYMIB y MPOTOKOJI BUKJIAAAIOTHCS BT TPEThOT 0COOU OTHUHH.

Texct abo Te3u AOMOBIIL, OPOPMIIEHI SIK OKpeMi JOKYMEHTH, JO TEKCTy IMPOTOKOIY HE
BKIItOYarOThesl. [licnmst BimoMocTed Mpo JIOTOBi/aya CTaBUThCS THpPE 1 3a3HadaeThesi «Tekcr
JIOTIOB1/I1 IOMA€THCS 10 TIPOTOKOITY .

[Ticna cnoBa «YXBAJIMJIN» dikcyeTbes MpHHATE PillIeHHA 3 00rOBOPIOBAHOTO MUTAHHS
MOPSIIKY JIEHHOTO, SIKE Ma€ BKJIFOYATH CKJIQJIOBI, IO BIAMOBIMAIOTh HA TakKi MATAHHS: KOMY, 11O
3pOOUTH 1 B SIKUI CTPOK.

VY pasi AKmo NOpuWMaeTbes pILIEHHS IPO CXBAJIEHHS, IOTOUKEHHS, 3aTBEpIKEHHS
JIOKyMEHTa, KWW OOrOBOPIOBABCS Ha 3acCiJlaHHI, LIed MOKYMEHT JOAAETHCS J0 MPOTOKOTY. 3a
HASBHOCTI 1HIIUX JOKYMEHTIB, II0 PO3IVISAAINCS HA 3acifaHHi Ta (pakT 0OrOBOPEHHS SIKUX OyIo
3apikcoBaHO B TEKCTI  MPOTOKONY, BOHH HYMEPYIOThCS  apaOCbKUMU  IUppaMu
(Hampuknan, fonatok 1, mogarok 2). Y BIANOBIAHMX IYHKTAaX MPOTOKONY IPOCTAaBIISIOTHCS
NIOCHJIaHHS Ha IIi JOJIATKH.

[IpoTokon miAmMUCye TOJOBYIOUMM Ha 3acilaHHI KOJIET1aJlbHOTO (JIOpaayoro) opraHy Ta
cekperap (3a HassBHOCTI). [IpoTOKOI 3aciTaHh KOMICIH MiAMUCYIOTh YCi WICHU KOMICIi.

7. Jluctu cKmamaroThCs 3 METOI0 OOMiHY iH(OpMALi€l0 MK 3aKJIaJoM Ta OpTraHaMH
JIep)KaBHOI BJIaJM, OpraHaMH MICLEBOTO CAaMOBPSAYBaHHS, 1X IOCAJIOBHMH 1 CIy:KOOBUMH
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ocobaMu, 3aKiajamMH, yCTaHOBAMH, OpraHi3alisiMM Ta IHIIUMH (DI3UYHUMH 1 IOPUIUYHUMHU
ocobaMu.

bnanku nmcTa MarTh Taki peKBI3UTH:
HallMeHyBaHHs 3aCHOBHHUKA (3aCHOBHMKIB) 3aKyafy (Hanpukiaa, Onecbka Micbka paja);
MOBHE HaliMEeHYBaHHS 3aKJIaJly BiAMOBITHO /10 yCTAaHOBYMX JIOKYMEHTIB;

JIOBIIKOB1 JlaHi Mpo 3akjaj (momToBa ajapeca, HoMepu TenedoHiB, (akciB, paxyHKIB y
0aHKy, aJpecy eJeKTPOHHOI MOLITH TOLIO).

PexBi3uTH nucra: gara, peecTpaniiHui 1HIEKC, TOCUIIAaHHS Ha PEECTPAIIMHUN 1HACKC 1 1aTy
JOKYMEHTa, Ha SIKUM HaJa€Thcsl BIANOBIAH (32 TOTpeOH), ajpecar, 3arolioBOK JI0 TEKCTY, TEKCT,
BiJIMITKa TIPO HAsBHICTH JOAATKIB (3a MOTpeOn), MiAMUC, BIAMITKA PO BUKOHABIIS.

JlaToto nucTa € jgara Moro MiAMHCAHHS, sKa Ma€ 301raTucs 13 IaTO peecTpallii BUXITHOT
KOPECITOH ICHII].

Texct nmucTa BUKIagae€ThCs B MEPIIOi 0COOM MHOXXHHU 3 BUKOPUCTAHHSM CIIiB: «IIPOCHMO
MOBiJIOMHUTH...», «PO3’ICHIOEMO, IIO...».

3a3BUyail y JIMCTI MOPYIIY€ETHCS OHE MMUTAHHS.

8. AKT - IOKyMEHT, CKJIQJIeHU{ TPYIOI0 OCi0 I 3aCBiIUEHHS BCTAHOBJICHUX (aKTiB abo
nofii. AKTH 0(OPMITIOIOTECS 33 pe3yibraTaMHu pPeBi3iil (iHAHCOBO-TOCTIOAAPCHKOI AiSUIBHOCTI,
i1 yac npuiMaHHs-TIepeIaBaHHs CIIPaB, CIIMCAHHS MaiiHa TOIIIO.

Jlaroro akTa € mara Moro CKiajeHHS.
TekcT akTa CKIIagaeThes 31 BCTYHOT Ta KOHCTATyH04Y0i YaCTHH.

VY BCTymHIM YacTUHI 3a3HAYAIOTHCS MIJACTaBU AJI CKJIAJaHHS aKTa Ta Ha3MBAIOTHhCS 0COOH,
K1 CKJIAJIK aKT 200 OyJid MIPUCYTHI MPHU IILOMY.

VY KOHCTaTyro4iifi 4YaCTHHI BMKJIAQJAIOTHCS CYTh, 3aBIAaHHS, XapaKTep BHKOHAHOI POOOTH,
BCTAHOBJICHI (hakTH, mporo3umii Ta BUCHOBKU. KoHcTaryroua yacTuHa Moke oopmITioBaTucs y
BUTJISII TAOIHIIL.

VY KIHII TEKCTy akTa 3aluCyloThbCs JaHi NpO KUIbKICTh MNPUMIPHUKIB aKTa Ta iX
MICLI€3HAXO/IKEHHSI.

AKT MiIIUCYIOTH yCi 0co0u, K1 Opaiy y4acTh y HOTo CKJajaHHi.

Ocoba, sika Mae 3ayBak€HHs J10 3MICTY akTa, IMiJITUCYe HOro 1 BUKJIAJA€E CBOIO JYMKY Ha
OKPEMOMY apKyIlli, SIKUH J10/1a€ThCS 10 aKTa.

IV. PeecTpanisi 10KyMeHTIB

1. JlokymMeHTH B 3aKjiaJil PEECTPYIOTHCS IIEHTPATI30BAaHO HE3AJIIEKHO BIJI CIOCOOY iX
CTBOpPEHHS, ONEPKaHHS YM BIATBOpPEHHS. Y 3aKiajZi MOXKE 3aCTOCOBYBATHCS aBTOMAaTH30BaHa
(dhopma peecTpallii JOKYMEHTIB 3 BUKOPUCTAHHSM CITEIIAJIbBHIX KOMIT FOTEPHHUX ITPOTpam.

2. Peecrpamis JOKyMEHTIB 3I1HCHIOETHCS BiAMOBIAHO 70 [IpaBun opranizaiii AijI0BOICTBa
Ta apXiBHOTO 30epiraHHs JJOKyMEHTIB.

3. Peectpariis TOKYMEHTIB IIPOBOIUTHCSA 3 METOIO 3a0e3meueHHs iX 0O0JiKy, KOHTPOJIO 3a
BUKOHAHHSM 1 ONEpPaTMBHUM BHUKOPUCTAaHHSAM iH(QopMalii Ta MOJsArae y BEJICHHI 3amucy
OOMIKOBUX JaHUX MpPO JOKYMEHT, SIKUM (IKCyeTbcsl (DaKT CTBOpPEHHS, BIANpPABICHHS a0o
OTPUMaHHS JJOKYMEHTA LIUIIXOM IPOCTABJICHHS HAa HbOMY PEECTPALIIHOTO 1HAEKCY 13 3a[IUCOM Y
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BIZIMOBIHUX JKypHanax (6a3ax aBTOMAaTH30BaHUX CHUCTEM) peecTpallii HeoOXiTHUX BigomMocTei
PO TOKYMEHT.

4. Peectparii miisararTh BXiTHI, BUXIJHI Ta BHYTPINIHI JOKYMEHTH (IOBIJKH, JOTIOBIIHI
3aMMCKH, 3as5BH, IPOTOKOJIH 3aciJaHb MEAaroriuHuX paji, KOMiCiil TOIO).

5. JIOKyMEHTH peecTpyIOThCS JIUIIE OAUH pa3: BXiAHI - Y ACHb HAJAXOHKCHHS a00 He Ti3HIIIe
HACTYITHOTO poOOYOTro JHA, SKIIO JOKYMEHT HaJiiIIoB y HepoOOUnii yac, CTBOPIOBaHI - y I€Hb
MiUCaHHs 200 3aTBEPIKECHHS.

6. JlokyMeHTH, sKi HaIXOAATh [0 3aKiIaJy, pPEECTPYIOTbCS B OJKypHamIl BXiTHOI
KOPECTIOH/ISHIII1, Ti, IO BIAMPABISIIOTHCA,- Y KypHal BUXITHUX JOKYMEHTIB, BHYTPIIIHI - y
KYpHaJIi BHYTPILIHIX JOKYMEHTIB, HAKa3! - y KypHaJlaX peecTpallii HakasiB.

Ilepenik AOKyMEHTIB, 110 HE MiUIATalOTh peecTpalii crenialbHO MIPU3HAUYEHOO JJIS HOTO
0c00010, HaBEJIEHO y 10JaTKy 3 1o wui€i [HeTpyKmii.

dopMy peecTpaliiftHOTO KypHATY Haka3iB KepIBHUKA 3aKJIaly HABEJCHO y TOAATKY 4 10 i€l
[HCTpYKIIIi.

[IpumipHi popMu peecTpariiHUX KypHaATIB BXIJIHUX, BUXITHUX, BHYTPIIIHIX JOKYMEHTIB
HaBelICHO Yy momatkax 5-7 mo IlpaBunm opraizamii IiI0BOACTBA Ta apXiBHOTO 30€piraHHS
JIOKYMEHTIB.

7. JIOKyMEHTH pEeeCTPYIOThCS 3a TPYMaMH 3alie)KHO BiJl HA3BW BHJY, aBTOpa Ta 3MICTY.
OKpeMo peecTpyroThes:

BXIJTHI JOKyMEHTH;

HaKa3’ 3 OCHOBHOI JiSTILHOCTI;

HaKa3M 3 pyxXy Y4YHiB/BUXOBAHIIIB;

HaKa3y 3 aJIMIHICTPAaTUBHO-TOCIOAAPCHKUX TUTAHB;

HaKa3| 3 KaJIpOBUX MUTaHb TPUBAJIOrO 30epiraHHs;

HaKa3M 3 KaJIpOBUX MUTaHb TUMYACOBOTO CTPOKY 30€piraHHs;

BHYTPIIIHI JTOKyMEHTU (TMPOTOKONH, AOBIIKU, JOTOBiJIHI, MOSICHIOBAJIbHI 3alHCKH, 3asiBU
MPAaIiBHUKIB TOIIIO);

OyXranTepchKi JOKYMEHTH;
3BEPHEHHS T'POMaJISH, Y TOMY YMCIi 0aThKiB a00 3aKOHHHUX MPE/ICTaBHUKIB YUHIB;
3aIUTH HA MyOJIiYHY 1H(POpMAIIifo.

8. JlokyMeHTH, 110 TepefaroThCs EJIEKTPOHHOI0 TIOMITOI0 Yy CKaHoBaHi ¢opmi 0e3
€JIEKTPOHHOTO LU(POBOIO MIJAMUCY, PEECTPYIOTbCS OKPEMO BiJ I1HIIMX JOKYMEHTIB 13
3a3Ha4YEeHHSIM EJICKTPOHHOI apecy BiANpaBHHUKA Ta aJpecara.

9. Ilix yac peectpaiii JOKyMEHTa HAIA€THCSI YMOBHE MO3HAUEHHS - PEECTPALliiHINA 1HIEKC.
CknasioBli YaCTMHHM PEECTPAIIHHOTO 1HIAEKCY JOKyMEHTa (KpiM 3BEpHEHb T'POMAaJIsH)
BiJTOKPEMITIOIOTHCS OJTHA BiJ] OTHOT IPABOOIYHOIO TIOXHIIOK PUCKOIO.

10. JInst BXIJHUX TOKYMEHTIB peecTpaLiiHuUM 1HEKC CKIaaeThCs 3 MOPSIAKOBOIO HOMEpa Ta
iHAekcy cnpaBu, Hanpukian 89/02-04, ne 89 - mopsaKOBHI HOMEp JOKYMEHTa y MEXaxX POKY,
02-04 - inaeKc cnpaBy 32 HOMEHKIIATYPOIO CIIPaB.

11. ¥V BuXigHOro Ta BHYTPIIIHHOTO (32 BHUHSATKOM Haka3iB, IMPOTOKOJIB) JOKyMEHTa
peecTpauiiHuil 1HAEGKC CKIAJaeThesi 13 1HAEKCY CHpaBU 3a HOMEHKIJIATypoOlO CIpaB Ta
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nopsiikoBoro Homepa, Hanpukian 02-04/176, ne 02-04 - iHmekc crnpaBH 3a HOMEHKJIATYpOIO
crpas, 176 - MOpsSIAKOBHI HOMEDP TOKYMEHTA y MEXKAX POKY.

V. CkJ1alaHHs1 HOMEHKJIATYPH CIIPaB

1. Homenknarypa crnpaB - 00OOB’S3KOBHH JIsi 3aKJIaly CHCTEMAaTH30BaHHWM TEPEIiK Ha3B
(3aroyIoBKiB) CIpaB, M0 (POPMYIOTHCS 13 3a3HAYEHHSIM CTPOKIB 30epiraHHs CIpasB.

2. HomeHkmaTypa crpaB CTBOPIOETHCS 3 METOK BCTAHOBJICHHS B 3aKJIAJl €IMHOTO MOPSIKY
(opmyBaHHS crpaB, 3a0e3MeueHHs iX 00Ky, ONEpaTHBHOTO MOIITYKY JTOKYMEHTIB 3a iX 3MiCTOM i
BUJIOM, BHM3HAYECHHs CTPOKIB 30€piraHHs cIpaB 1 € OCHOBOIO JUIs CKJIaJaHHsS OIMKCIB CIIpaB
nocriiiHoro Ta TpuBanoro (moxaxa 10 poki) 30epiraHHs, a TAKOXK JUIst OONIKY CIIpaB TUMYAacOBOTO
(mo 10 pokiB BKJIIOYHO) 30€piraHHs.

3. CknamanHs Ta OQOpPMJICHHS HOMEHKJIATypH CIIpaB 3AIHCHIOETHCS BIAMOBIIHO 10
BuMor masu 1 po3niny IV IIpaBun opranizamii qi0BoACTBa Ta apXiBHOTO 30€piranHs.

4. HomeHkimarypa chopaB  3akjaay  pO3pOOJISETbCS  BIAMOBIJAIBHOK  0CO0OKO
(BiAMOBIIaTBHUMH 0CO0AaMM) 3a OpraHi3allifo JiJIOBOJICTBA y 3aKjiaji i3 3alydeHHsM (axiBIliB
CTPYKTYPHHUX MIIPO3/ILUTIB 3aKIaay (32 IX HASBHOCTI).

5. Homenkmnarypa crpaB yXBaJIIOEThCS €KCIEpTHOIO Kowmiciero (mami - EK) 3akmanmy, sika
CTBOPIOETHCS BIMOBIIHO /10 3aKOHO/IaBCTBA.

6. KepiBHUK HOBOCTBOPECHOTO 3aKJiaay 3000B’s3aHUN HE TI3HIIIE OJHOTO POKY 3 MOYATKY
MisUTbHOCTI  mojpatd  cxBasieHy EK  3akimagy  HOMEHKJIArypy  CIOpaB  Ha  PO3DIIS
ekcriepTHo-mepeBipHii komicii (mami - EIIK) BianmosigHoro nepxkaBHoro apxiBy, EK apxiBHoOro
BIZIITy pallOHHOI Jiep)KaBHOI aJMiHICTpalii abo MiChbKOi pajad, y 30HI KOMIUIEKTYBaHHS SIKOTO
nepeOyBae 3aKJaj, Ui MPOBEACHHS €KCIIEPTH3H IIIHHOCTI JIOKYMEHTIB 3 METOIO iX MOXIIUBOTO
BiZTHECEHHs /10 JuKepeln ¢popmyBaHHs HarionansHOTo apxiBHoro ¢ouay (nani - HAD).

7. 3aknan, Mo HalueXuTh 10 mkepen popmyBanHs HAD, y moganpiuioMy MoropKye CBOIO
HoMeHKJaTypy crpas 3 EIIK BiamoBiiHOTO Aep>KaBHOTO apXiBy.

8. 3awyman, y JiSUIBHOCTI SIKOTO HE YTBOPIOIOThCS JoKyMeHTH HA®, mnoromxye
HOMeHKIatypy crpas 3 EK oprany ynpasiiHHS OCBITOFO.

9. Homenknarypa cmpaB 3akiaay MiAJIArae TMOTOMKEHHIO 3 BIAMOBIIHUM JCP)KaBHUM
apxiBoM a00 OpraHoM YIpPaBJIiHHS OCBITOIO OJIMH Pa3 Ha I'SITh POKIB a00 HEBIJKIATHO B pasi
ICTOTHUX 3MIH Yy ()OpMI1 BIIACHOCTI, CTPYKTYp1, (PYHKI[ISIX Ta XapakTepi poOOTH.

10. TToromxeny EIIK BiamoBimHoro nepxaHoro apxiBy ab6o EK oprany ympaBmiHHS
OCBITOI0 HOMEHKJIATYPY CIPaB 3aTBEPKY€ KEPIBHUK 3aKIaTy.

11. HampukiHii poKy HOMEHKJATypa CIpaB 3aKpUBA€THCS IMIJCYMKOBHM 3allUCOM IpO
KaTeropii Ta KUIbKICTh CIPaB, 3aBE/ICHUX Y BIAMOBIIHOMY POIIi.

12. HomeHnkmarypa cripap mopoky (He mizHime 20 TrpyaHs) YTOUYHIOEThCS, 3aTBEPHKYEThCS
KEPIBHUKOM 3aKJIaAy Ta BBOAUTHCS B Jit0 3 01 CiuHS HACTYITHOTO POKY.

VI. ®opmyBaHHs cipaB, 30epiraHHsi JOKYMEHTIB

1. ®opmyBaHHs crpaB - TpyIyBaHHS BUKOHAHHMX TOKYMEHTIB Yy CIIpaBH BiJIOBITHO 0
HOMEHKJIaTyPH CIIpaB.

2. ®opMyBaHHS CTpaB 3aKIaay 3MIMCHIOETHCSA 3 TOTPpUMaHHSIM BUMor [IpaBun opranizariii
JTOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB.
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3. Haka3u 3 OCHOBHOI AisUIBHOCTI 3aKjaly, aJMiHICTPAaTHBHO-TOCHOAAPCHKUX, KaJIpPOBUX
MUTaHb Ta PyXy Y4YHIB/BUXOBAHIIB TPYMYIOThCSI B PI3HI CIPaBU Y XPOHOJOTIYHOMY MOPSIKY
BIJIMIOBI/THO JI0 1X BU[IIB Ta CTPOKIB 30€piraHHs.

4. JloxymMeHTH, 3aTBEp/KEHI HaKa30M KEpIBHMKA 3aKiaay, € JoJaTKaMd 10 HBOTO 1
TPYIYIOTBCS PA30M i3 UM PO3TOPSTYUM JTOKYMEHTOM.

5. JluctyBaHHS TpymyeTbcs 3a 3MICTOM 1 KOPECIOHJEHTCHKOIO O3HAKOK  Ta
CUCTEMATU3y€ETbCSI B XPOHOJOTIYHOMY MOPSAIKY: JOKYMEHT-BIAMOBIIb PO3MILIYEThCA 32
JIOKYMEHTOM-3aIIUTOM.

6. AndaBiTHa KHHUTa YYHIB/BUXOBAHIIIB, >XYPHIM TPYNH TOJOBKEHOTO IHS, OONIKY
NPOMYIICHUX 1 3aMiHEHUX YPOKIB, KHUTH OOJIKY Ta BHJIadi CBIIOITB 1 JOAATKIB J0 CBIIOLTB PO
0a30By 3arajbHy CEpEIHIO OCBITY, aTeCTATiB Ta JOJATKIB JI0 aTeCTATiB MO MOBHY 3arajbHy
CEPEIHIO OCBITY, 30JI0THX Menanel «3a BUCOKI JOCSATHEHHS y HaBYaHHI» Ta CpiOHUX Memaneit
«3a JOCSATHEHHS y HaBYaHHI» TMPOITHYPOBYIOTHCS, a CTOPIHKM HyMepyloThcs. Ha ocranHiit
CTOPIHII JKypHAJIy/KHUTH POOUTHCS 3amUC MPO KIIBKICTh CTOPIHOK Yy >KypHaNi/KHM31, IO
MIINUCYEe KEepIBHUK 3akiamy. I[ligmuc KepiBHHKA CKPIIUTIOETHCS TIEYATKOI 3akianay (3a
HASIBHOCTI).

7. Y pa3i motpebu 3a pilIeHHSM NeNaroridyHol paau y 3akjiafi MOXXYTb CTBOPIOBATHCS Ta
BECTHUCS 1HII KypHaIH (KYpHaJ MPAKTUYHOTO IICHUXO0JIOTa, COLIAIbHOTO MEAarora Tolo).

VII. Excniepru3a ninuocti JokymeHTiB. [lopsiiok miAroroBku cnpas
110 TepeIaHHs JIs aPXiBHOT0 30epiraHHs

1. ExkcrepTusa IIHHOCTI JOKYMEHTIB Ta MOPSIOK MIATOTOBKH CHpaB 10 TMEpedaHHs st
apxiBHOro 30epiraHHs 37iiiCHIOIOTBCS Ha minctasi [IpaBun opranizamii  IiI0BOACTBAa Ta
apXiBHOTO 30epiraHHs JOKyMEHTIB.

CriemiabHi BUMOTH JI0 €KCTICPTU3U IIIHHOCTI JIOKYMEHTIB Ta TOPSIAKY ITiITOTOBKH CITPaB JI0
nepeaaHHs 17 apXiBHOTO 30epiranHs 3akiany nependadexi mieto [HCTpyKIi€ro.

2. Jlms opranizaiiii Ta MPOBEACHHS €KCIEPTH3U IIHHOCTI JIOKYMEHTIB, IO YTBOPWJIHCS y
TUTOBOJICTBI 3aKiady, Ta TOJAHHS PE3ylbTaTiB €KCIEePTH3U I[IHHOCTI JOKYMEHTIB Ha PO3TIIS
EIIK nepxaBnoro apxiBy (EK apxiBHOro Bimmiay pailOHHOI aep:KaBHOI aaMiHIiCTparii abo
Micekoi paam) yTtBoproerbess EK  3akmamy. CrBopenns EK Ta opramizamis ii  poGotu
3MIMCHIOIOTBCS BIAMOBIAHO 10 moctaHoBu KaGinetry MinicTpiB Ykpaiau Big 08 cepmus 2007
poky Ne 1004 «IIpo mpoBeneHHsI €KCIepTU3U IIHHOCTI JTOKYMEHTIB» Ta Hakazy MiHicrepcTBa
octuii  Ykpaiaum Bixm 19 uepBHsa 2013 poxy Ne 1227/5 «Ilpo 3arBepmkenHs TumoBoro
MOJIOXKEHHS PO €KCIIEPTHY KOMICIIO JIEP’KaBHOTO OpraHy, OpraHy MiCIIEBOTO CaMOBPSIIyBaHHS,
JIEp’KaBHOTO 1 KOMYHAQJIBHOTO ITiIPUEMCTBA, YCTAaHOBH Ta OpTraHi3alii», 3apeecTpOBaHOTO B
Minicrepctsi roctuiii Ykpainu 25 uepsas 2013 poky 3a Ne 1062/23594.

Crxian EK Ta monokeHHs Mpo Hel 3aTBePKYIOTHCS HaKa30M KepiBHHMKA 3aKiajy. [ 0JI0BOO
EK npu3HauaeTbest OAMH 13 3aCTYITHUKIB KEPIBHUKA 3aKJIaly, CEKpeTapeM - 0coda, BiIOoBiJaIbHa
3a JIOKYMEHTH, 1110 TiUISTaloTh 30€piraHHIo0 Ta TIEPEIaHHIO B apXiB.

Jo cxiany EK 3aknany 3a iX 3rofoi0 MOXKYTh BXOJIWUTH IMPEICTaBHUKH apXiBHUX YCTaHOB,
OpraHy BHIIOTO piBHS (BIAMOBIHOTO OpraHy YINpaBliHHSA OCBITOI0), METOAMYHHMX LEHTPIB,
npodeciiiHuX CHUIOK, 1X 00’ €HAHbD.

3. CopaBu mocriiiHoro Ta TpuBasoro (moHax 10 pokiB) 30epiraHHs NepeNaroTbCs Ha
30epiraHHs 0c001, BIAMOBIZAIBHIA 3a apXiB, 3a ONHCAMH, IO CKJIAJAIOThCA 0co0aMH,
BIZIMOBIAIbHUMH 32 (HOPMYBaHHS CIIPAB 3 BIIMOBIIHOTO HAIIPSIMY.
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[TpuiHATTA KOXHOI CHpaBU 3AIWCHIOETbCA y TPHCYTHOCTI MpaliBHUKA, SKUH Tepenae
JOKYMEHTH.

4. Y KIHII KOXXHOTO MpPHUMIpHHKAa ONKMCY 0c00a, BiJIMOBiNANbHA 3a apXiB 3aKIajuy,
MPOCTABJISAE MIMUAC MIOAO0 MPUUHATTS CIIpaB 3 000B’SI3KOBUM 3a3HAYCHHIM KUTBKOCTI (Tudpamu i
CJIOBaMHM) TIEpeIaHMX CIIpaB 1 3a3Havae aaTy.

5. Ilicns mpuiHATTS crpaB MoCTiHOro Ta TpuBanoro (monax 10 pokiB) 30epiraHHs, 3
KaJpOBUX MUTaHb 0co0a, BIAINOBIajbHA 3a apXiB 3aKJajy, Ha MiJCTaBl OMKCIB CIPaB, 3a AKUMHU
3MIHCHEHO MPUHUHATTS JOKYMEHTIB, 32 BCTAHOBIIECHOIO (DOPMOIO TOTY€ PiuHI PO3IUIN 3BEICHUX
OTIMCIB CITPaB:

nocTiitHoTo 30epiranHs (y 3akiajii, mo € KepenoM popmyanas HAD);
TpuBasoro (rmoxnas 10 pokiB) 30epiranus;
3 Ka/IpOBUX ITUTaHb.

Oco6010, BIAMOBIZANTBHOIO 3a apXiB, CKJIAJAETHCS aKT NPO BWIYUYEHHS MJIs 3HUIICHHS
JOKYMEHTIB, He BHeceHHX 10 HAD.

6. 3BeJICHUI OIUC CIIPaB MOCTIHHOTO 30epiraHHs CKJIAIA€ThCS Y YOTUPHOX MPUMIipPHHUKAX.
[Micna cxBanenns EIIK pepskaBHOTO apXiBy Ta 3aTBEpPKEHHS KEPIBHUKOM 3aKJaxy OAWH HOTO
MPUMIPHUK HAIIPABISIETHCS JICPXKABHIN apXiBHIM YCTAHOBI YU apXiBHOMY BIJUILTY MICHKOI paau, y
30HI KOMIUIGKTYBAaHHS SIKOTO TmiepeOyBae 3akjial, Jpyruid MNpUMIPHUK 30epiraerbesi sk
HEJOTOPKaHUH 0CcOo0010, BIANMOBITATBHOI 3a apXiB 3akKianay, TPETid, YETBEPTHHA -
BUKOPHCTOBYIOTBCS Y 3aKJIaJi /Ul TIOTOYHOTO TMOIIYKY CIIpaB 1y pasi iX mepeaanHs Ha MOCTiiHe
30epiraHHs HAJAXOATh JI0 BiAMOBIAHOT apXiBHOI yCTAaHOBH.

7. 3Benenuit omnuc TpuBajoro (moHax 10 pokiB) 30epiraHHs CKIAAA€TbCA Y TPbOX
npuMipHUKax. Jlo HBOrO BKJIIOYAIOTHCS TAaKOXK CHPAaBH, SIKI 32 HOMEHKJIATypOIO CIIpaB MarOTh
CTpOK 30epiranHs «1o JikBigamii 3akinany». [licas cxsanenns EK 3aknany npumipHUKM omucy
HanpaBIsitoThCsl Ha cxBasieHHs EK oprany ympasmiHHs ocBitoro. Ilicnsi moBepHEHHS Bcix
OPUMIPHUKIB ONUCY HOro 3aTBep/Kye KepiBHUK 3akyany. [lepmuii mpuMIpHUK OmuUCy
30epiraeTbCsi B 3aKiaji SK HEJOTOPKaHWH, APYIMid - € poOOYMM 1 BHUKOPHUCTOBYETHCS [UIs
MOTOYHOTO TIOUIYKY CHpaB, TPETIdH MOXKE HaJACHUIATHUCA AJIi KOHTPOJIO BIANOBIAHOMY OpraHy
yNpaBIliHHS OCBITOO.

8. Onuc cripaB 3 KaJPOBUX MUTaHb CKIIAJIAETHCS y 3aKIIal, SKHM:
€ ;xepesnoM ¢popmyBaHHst HAD - y TpbOX NpUMIpHUKAX;
He € pKepenoM popmysanHs HAD - y 1BoX mpuMipHUKaXx.

9. 3aronoBku chpaB OMUCY 3 KaJpPOBHUX IHUTAaHb CHCTEMATHU3YIOTHCS 3a HOMIHAJIBHOIO
03HaKOIO (IpyIMyBaHHS B OJHY CIPaBy JIOKYMEHTIB OJTHOTO BHU]y) y TaKiil MOCIIAOBHOCTI:

HaKa3u KepiBHUKA 3aKJIaTy 3 KaIpOBHUX MMUTAHB;

HaKa3u KepiBHUKA 3aKJIaay 3 PyXy YUHiB/BUXOBAHLIIB;

0OJTIKOB1 IOKYMEHTH;

CTHMCKH yYHIB/BUXOBAHIIIB (ayi(haBiTHA KHUTA YYHIB/BUXOBAHIIIB);
KYpHAJIM peecTpallii Haka3iB 3 KaAPOBHUX IMUTAHb;

0c000BI cIpaBH IMpalliBHUKIB,;

KOHTPAKTH, TPYAOBI JOTOBOPH;



OyXranTepchKi JOKyMEHTH (0cO0OBI paxyHKH 13 3apo0iTHOT Iui1aTH, B pasi iX BiACYTHOCTI -
pPO3paxyHKOBI BITOMOCTI 13 3apIljiaTH);

JTOKYMEHTH TIpo Tapudikarito (TapudikamiiiHi BiZOMOCTI (CITUCKN));
JOKYMEHTH TIPO NPOBEJICHHS IepKaBHOI aTecTallii;

KHUTH OOJNIKY 1 BHJIa4i CBIJIONTB Ta JOJATKIB JO CBIAOLTB Mpo 0a30By 3arajibHy CEPEIHIO
OCBITYy; aTecTaTiB Ta JOJAaTKIiB JO aTecTaTiB MpO TOBHY 3arajibHy CEpPEeIHIO0 OCBITY, 30JI0THX
Menaned «3a BHCOKI JOCSATHEHHS Yy HaBYaHHI» Ta CpIOHHMX Menmajed «3a JOCATHEHHS Y
HABYaHHI»;

JOKYMEHTH PO HEIAaCHI BUMAAKH (aKTH, IPOTOKOJIM, BUCHOBKH, KypHAaJIN);
YKYpHAJIM peecTpallii 0cid, MOTePIUINX Bl HEIIACHUX BHUIA/IKIB;

KYpHAIH 00Ky pyXy TPYAOBUX KHHKOK Ta BKIIQJOK J0 HHX;

KYpHaJ peecTpaii Haka3iB 3 pyXy y4HiB/BUXOBAHIIIB;

He3aTpeOyBaHi 0COOMCTI JOKYMEHTH MPALliBHUKIB (TPYIOBI KHIKKH).

10. Oco0oBi cmpaBu BHOCATBCS JIO OMKHCY 3a POKOM 3BIIBHEHHS IMpalliBHUKA 1
CHCTEMaTU3YIOThCS 32 TPI3BHUIAMH 3BUIBHEHHX MPAIIBHUKIB B aJI(paBITHOMY HOPSIIIKY.

11. 3BeneHi onucH crpas MOCTiiHOrO, TpuBaoro (moHax 10 pokis) 30epiraHHs, 3 KaJApOBUX
NUTAaHb Ta aKT NP0 BWJIyYEHHS /IS 3HUIICHHS JOKYMEHTIB, He BHeceHUX 10 HAD (mami - akr
PO BUJIYUYCHHS ISl 3HUILEHHS TOKYMEHTIB), po3nisigatorbes EK 3akmany oqHodacHo.

12. 3aknan, mo € mprepenaoM hopmyBanHs HAD, onucu cnpaB mocTiiHOTO 30epiraHHs Ta 3
KaJpOBUX MUTAHb PA30M 3 aKTaMU MPO BUIYUYCHHS ISl SHUIIECHHS JTOKYMEHTIB IiCIIsl CXBAJICHHS
ix EK 3aknany nmomae Ha po3msia EITK BiamoBigHOTO 1epKaBHOTO apXiBy.

13. 3aknan, mwo He € pxepenoM popmyBanHs HAD, onucu cripaB 3 KaJpoBUX MUTaHb Pa30oM
3 aKTaMM NPO BUIIYYEHHS Ul 3HUILEHHsS AOKyMEHTIB micis cxBaieHHs ix EK 3akmany nmonae Ha
posmsin EK apxiBHOro Bijgauly pailoHHOI Aep:kKaBHOI ajaMiHIcTpalii abo apXiBHOTO BiAJLTY
Mmicekoi panu. Omucu crnpaB TpuBasoro (rmonaj 10 pokiB) 30epiranns micis cxBajeHHs EK
3aKaay noaarThes Ha po3nsan EK oprany ynpaiiHHS OCBITORO.

14. TloromxkeHi (cxBajieHi) akTH MPO BUIYYECHHS Ui 3HUILEHHS JOKYMEHTIB, HE BHECEHUX
10 HA®, 3aTBepIKyIOThCS KEPIBHUKOM 3aKJIay.

15. Ilicns 3arBepakeHHS aKTa MPO BWIYYEHHS JUIsl 3HMUILIEHHS JTOKYMEHTIB 3aKiiaJ] Mae
[IPaBO 3HULIUTHU JOKYMEHTH.

16. KepiBHuK 3akiamy 3000B’s3aHUil 3a0e3meunTd 30€peKEHHS JTOKYMEHTIB, a y pasi
BKJTIOUEHHSI 3aKJIa/1y JI0 CIIUCKY IOPUIUYHUX OCi0 - mkepen popmyBaHHd HAD micist 3aKkiHUeHHS
BCTAHOBJICHUX TPAaHWYHUX CTPOKIB iX 30epiraHHs B I[bOMY 3aKjajl - 3a0€3MeUnTH MepeaaHHs
JOKYMEHTIB Ul TOCTIMHOTO 30epiraHHs 10 BIAMOBIAHOI Jep:KaBHOI apXiBHOi yCTAHOBHM YU
apXiBHOTO BIJJIUTY MICBKOT paJiu.




Honatoxk 1

1o [acTpykiii 3 ainoBocTBa

y 3aKJIa/Iax 3arajibHOI CepeTHbOI OCBITH
(mynkt 3 posniny II)

BUMOI'U
10 opopMIIeHHS TOKYMEHTIB, 1110 BUTOTOBJISIIOTHCSA 32 JJ0NIOMOI 010
KOMII’IOTePHOI TeXHIKH

1. JIns npykyBaHHSI TEKCTIB CIIy>)KOOBHX JOKYMEHTIB BHKOPHCTOBYETHCS TapHiTypa Times
New Roman, mpudt - po3mipom 12-14 npykapchbKux MyHKTIB. J{03BOJSETHCS BUKOPUCTOBYBATH
mpudT po3mipom 8-12 npykapChKHUX IMyHKTIB U JPYKyBaHHs peKkBi3uTy «lIpi3BuIlle BUKOHABIIS
1 HOMep Horo TenedoHy», BUHOCOK, MOSICHIOBAJbHUX HAMHUCIB 0 OKPEMHX E€JIEMEHTIB TEKCTY
JOKyMeHTa ab0 Ooro peKBi3UTIB TOIIO.

Ilin yac ApyKyBaHHS 3arojIOBKiB JO3BOJSEThCS BUKOPHUCTOBYBAaTH HAMIBKUPHHUHN mpudt
(mpstmuit a60 KypcuB).

2. Texctr mokymeHtiB Ha mamepi ¢opmary A4 (210 x 297 wminiMeTpiB) pEeKOMEHIOBAHO
npykyBatu depe3 1-1,5 mixkpsikoBoro iHTepBany, a popmary AS (210 x 148 mimiMeTpiB) - yepes
1 MDXpsAIKOBUI 1HTEpBAII.

JIOKyMEHTH IMOBUHHI MaTu Taki 1moJis (MUTIMETpiB):
30 - miBe;

10 - mpase;

20 - BEpXHE Ta HUXKHE.

PekBi3uTu 1oKyMeHTa (KpiM TEKCTY), sIKi CKIIaJIal0ThCs 3 KUIBKOX PSIIKIB, IPYKYIOTHCS Yepes
1 mixpsiakoBuid iHTepBas. CKIaJ0B1 YaCTUHU PEKBI3HUTIB «Anapecar», «Ipud 3aTBepKeHHS»,
«I'pud nmoromKeHH» BiIOKPEMITIOIOTHCS OIMH BiJl OAHOTO uepe3 1,5 MIKPSAIKOBOTO iHTEPBAITY.

PexBi3uTH JOKYMEHTa BIJOKPEMIIIOIOTBCS OJWH BiJ OfHOTO 4Yepe3 1,5-3 MIKPSIKOBUX
iHTEepBaJIN.

3. Ha3Ba By JOKyMEHTA JIPYKY€ThCS BETUKUMHU JIITEPaAMHU.

4. PosmmdpyBanHs mianucy B pekBi3uTi «Iliamuc» ApyKyeThcst Ha PiBHI OCTAHHBOTO PSAKa
Ha3BU MMOCAIH.

5. He poOutbes BIACTYN BiJl MeXi JIBOrO MO A PEKBi3UTIB «Jlara JOKyMeHTay,
«3aroJloBOK 10 TEKCTy JOKyMeHTay, «Tekct» (0e3 abzawiB), «BigMmiTka npo HasBHICTh
nonatkiB», «IIpi3Buile BUKOHABI 1 HOMep Horo TteneoHy», HallMEHyBaHHS NOCagud y
peksizutax «llignuc» Ta «I'pud nmoromkeHHs», HANMUCY «3T1IHO 3 OPUTIHAJIOM», a TAKOXK CIIiB
«CIIYXAJINy», « BUCTYITUIIN», «Y XBAJIUIIN», «<HAKA3YIO».

6. 3a HasBHOCTI KUTbKOX TpuU(]iB 3aTBEP/KEHHS 1 MOTODKEHHS BOHU PO3MIIIYIOTHCS Ha
OZTHOMY piBHI BEPTUKaJIbHUMHU psiakamu. [lepmuii rpud - Bix Mexi JIIBOTO MOJS, APYTHI - uepes
104 mimiMeTpu BiJ MEXI1 JIIBOTO TTOJS.

7. Tig dac odopMieHHsS TOKYMEHTIB Ha JBOX 1 OUIbIIE CTOpIHKaxX JApyra Ta HACTYIHI
CTOpIHKH MaroTh OyTH MpoHyMepoBaHi. [lepiia cTopiHka He HyMepy€eThCSL.

8. TexcTn IOKYMEHTIB IMOCTIMHOTO 30epiraHHs APYKYIOTbCS Ha OJHOMY OOIll apkylia.
JIOKyMEHTH 13 CTPOKOM 30epiranHsi 10 5 pokiB MOXKHa JAPYKYBaTd Ha JUILOBOMY 1 3BOPOTHOMY
0ol apkyma.



Honartox 2

1o [acTpyKItii 3 qimoBocTBA

y 3aKJIa/1ax 3arajbHOI CepeHbOI OCBITH
(myHKT 4 po3niny 1)

IEPEJIIK
JAOKYMEHTIB, HA IKUX MiINNC MO0CA0BOI 0CO0HU 3aCBiIUYy€EThCS
BIIOMTKOM MEYaTKHU 3aKJIAAy

1. Axtu (BUKOHaHHS POOIT, CIIMCAHHS MaTepialbHUX IIHHOCTEH, (DIHAHCOBUX IMEpPEBIPOK,
BUJTYUYCHHS JIOKYMEHTIB ISl 3HUIIICHHS, TICPEIaBaHHsI CIIPaB TOIIIO).

2. JloBinku (Ipo BUKOPUCTaHHS OIOMDKETHUX ACUTHYBaHb Ha 3apOoOITHY IUIATy, HApaXOBaHY
13 3apOo0ITHOT TUTATH TOIIIO).

3. JoroBopu (mpo MarepiaibHy BiAMOBITAIBbHICTh, HAYKOBO-TEXHIYHE CHiBPOOITHUIITBO,
HIPSAN, OPSHIY MPUMIIIEHb, BUKOHAHHS POOIT TOIIO).

4. JlokymMeHTH (JIOBIAKM, MOCBIJYEHHS TOIIO), IO 3acBLAYYIOTH IIpaBa TPOMAalsH 1
IOPUANYHUX OCI0.

5. Jlopy4eHHs Ha ofiepKaHHs TOBapHO-MaTepiaJibHUX LIIHHOCTEH.

6. 3aBmaHHs (Ha MPOEKTYyBaHHS OO0 €KTIB, TEXHIYHUX CHOPYHA, KamiTaJIbHE OYIiBHHUIITBO,
TEXHIYHI TOIIO).

7. 3pa3ku BIAOWTKIB TEYATOK 1 MIAMUCIB MPAI[iBHUKIB, SKI MalOTh MPaBO 3IIHCHIOBATH
(hiHaHCOBO-TOCIIOAPCHKI OTeparii.

8. Komtoprc BUTpar (Ha KaJbKyJISLII0 32 JOTOBOPOM, Ha KamiTajabHe OyiBHUIITBO TOLIIO).

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

10. Onucu cripaB nocTiHOTO, TpUBasoro (rmoHana 10 pokis) 30epiranHs, 3 KaJpOBUX MUTAHb.
11. HlTarHi po3nucH.

12. TpynoBi KHMKKH.

Honarox 3
1o [HeTpyKItii 3 1UTOBO/ICTBA
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10. Jorosopmu.

y 3aKJajiax 3arajbHoi CepeIHbOI OCBITH
(myHKT 6 po3aity IV)

IEPEJIIK
JOKYMEHTIB, 1110 He MiVIAralTh peecTpauil crneuiajbHO NPU3HAYCHOIO
IJISL ILOTO0 0C00010

. I'padiku, Hapsiu, 3as1BKU, PO3HAPSIIKH.

. Hopmu BuTpar matepianis.

. BiTanpHi mMCTH 1 3anpOIIIEHHS.

. MicstuHi, KBapTaibHi, MiBpivHI 3BITH.

. @OpMHU CTaTUCTUYHOT 3BITHOCTI.

. 3BefieHHs Ta iH(dOpMaIlis, HaJICIaHi 10 BioMa.

. HapuanpHi 11anu, OCcBiTHI Iporpamu (Korii).

. JlpyxoBaHi BufaHHs (KHUTH, KypHaJH, OI0IeTeH1).

. Pexnmamui oBitoMIIeHHS, TUTAKaTH, TPOTPpaMU HapaJl, KOH(MEPEHIIii TOIIO.

Homarok 4

1o [HeTpyKIii 3 1UTOBOICTBA
y 3aKJIa/1ax 3arajibHOI CepeHbOI OCBITH
(myHKT 6 po3niny IV)

HaKa3iB KepiBHUKA 3aKJIa1y

PEECTPAIIIMHUM KYPHAJI

Peectpamiitanit | [ara Hakazy 3aroioBOK HaKazy [Ipi3Bume, [Ipi3Bume, inimiamu| IIpumiTkn
iHAeKC (HOMEp) 1HIIaIn BIITOBITAIBHOT
Hakazy MpamniBHUKA, HA ocobu
SIKOTO TIOKJIaACHUH| (BiAIOBITaTBHUX
KOHTPOJIB 32 oci0)
BHUKOHAHHS HaKa3y
1 2 3 4 5 6




