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HAKA3

IIpo 3arBepa:xkenHs IHcTpyKuii 3

AOKYMEHTYBAHHS YIIPABJIIHCHKOI JOKYMEHTaLIL

B I1aNlePOBIil Ta eJIEKTPOHHIN ¢opMax y AiJIOBOACTBI
CJI0B’IHCBKOT0 MeJArorivyHoro Jilero
CJy10B’IHCBKOI MiCBKOI paaun

JloneubKoi o01acTi

Bianosigno g0 mocranoB Kabinety MinictpiB Ykpainu Big 17ciuns 2018 poky
Ne 55 «Jlesiki muTaHHS JOKYMEHTYBaHHS YIPaBIIHCHKOI JISUTBHOCTI», YacTHUHU 4
ctatTi 38 3akony Ykpainu «IIpo moBHy 3arainbHy CepeAHIO OCBITY», HA BUKOHAHHS
Haka3iB MiHicTepcTBa OCBITH 1 HAyKu YKpainu Big 25 uepBHsa 2018 poky Ne 676 «IIpo
3aTBepKeHHs [HCTpyYKIIIi 3 IUJIOBOJCTBA JJIsl 3aKJIa/1B 3arajbHOi CepeaHbOT OCBITH
ta Big 08 cepmusa 2022 poky Ne 707 «IIpo 3artBepmxennst [HCTpykiiii 3 BeaeHHS
JJI0BOT TIOKYMEHTAIIl Y 3aKjajaxX 3arajbHOi CEPeIHBOT OCBITH B €JEKTPOHHIN (hopMI»,
Haka3iB Jlep»aBHOTO MiANPUEMCTBA « Y KpaiHCbKUN HAYKOBO-OCIITHUMN 1 HABYAIbHUIMA
LeHTp mpobiem cranaaptusanii, ceptudikamii ta skoct» (Al «YxkpHIHL») Bix
01 mumus 2020 poky Ne 144 «JlepxaBHa yHi(pikoBaHa cHCTeMa JOKyMEHTAIII].
VHiikoBaHa cuUCTeMa OpraHi3alliiHO-pO3NOPSAU0i JOKyMeHTalii. Bumorm 1o
opopMIIEHHSI JTOKYMEHTIB» Ta MiHICTepcTBa PO3BUTKY EKOHOMIKH, TOPTIBII Ta
ciIbChKOTO TOcmogapcTBa Ykpainm Bim 12 6epesns 2021 poky Ne 526  «IIpo
3aTBEp/DKEHHs HarioHanpHOoro kimacudikaropa HK 010:2021 Ta ckacyBaHHs
HarioHainpHOro kiacugdikaropa JIK 010-98», 3rimHO MNPOTOKOMY 3acilaHHS
negarorigaoi paau CiioB’SHCHKOTO IeIaroriaHoro Jineto ClioB’SHChKOT MiCBKOT paau
HNonenpkoi o6macti Bim 26.10.2022 p. Ne2 momo cxBameHHs [HeTpykiii 3
JOKYMEHTYBaHHS yIpaBIiHCHKOI 1H(GOpMAILlii B ManepoBiil Ta eJIeKTPOHHIN hopmax y
JJIOBOJICTBI 3aKJIaJly, 3 METOI IIPUBEICHHS I1IOBOJICTBA 3aKjIaay Y BIAMOBIAHICTD 10
HOPMAaTHUBHO BU3HAYEHUX BUMOT 1 CTAHJAPTIB 11010 OpraHizallii 11JI0OBOJICTBa Y cdepi
3arajpbHOI CepeaHbOI OCBITH, BCTAHOBJIICHHS €IWHUX BHMOT IIOAO JOKYMCHTYBAaHHS
YIOPaBIIHCHKOT 1H(OpMaIli B €JIeKTPOHHIM 1 mamepoBiii (opmax Ta MOCHICHHS
NEepPCOHAIBHOT BIAMOBIAAIBHOCTI TMPAIlIBHUKIB 3aKiaay 3a HAJICKHY OpraHizaliito
po0OTH 3 TOKyMEHTaMU
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HAKA3YI1O:

1. 3atBepauTu IHCTPYKIIIO 3 AOKYMEHTYBAHHS YIPABIIHCHKOI 1H(poOpMallii B
ManepoBid Ta EJNEKTPOHHIM (opmax y [AUTOBOJACTBI KOMYHAJIBHOTO 3aKJIagy —
CrnoB’sHCBHKOTO Tie1aroriqHoro Jineto Ci1oB’ sHChKOi MichKO1 paau JJoHenbkoi o0macTi
(mami — [HCTpyKIis) (mogaTok 1) Ta 6mankw 3akiany (HomaTku 2-4) y HOBIHM peakiiii.

2. 3aCTYIMHHUKY TUPEKTOpPA 3 HaBYAIbHO-BUXOBHOT poboTu Codii boiiko:

1) o3HaliOMUTH TpaIliBHUKIB 3aKiIamy 3i 3MictoM [HcTpykiii 1o 30.12.2022;

2) 3a0e3meuyBaTd BIPOBADKCHHS [HCTPYKIIi y TpPakTUKy poOOTH 3aKiary
MOCTIHHO.

3. Anminictparopy odimiiiHoro BebcaiTy mineto Ipuni IBaHOBiM po3MICTUTH
[HCcTpyKITito Ha BeOcaiiTi 3aknany 10 01.01.2023.

4. Yeectu [nctpykuito B 1iro 3 01.01.2023.

5. Kontpous 3a BHKOH&I%{SIM HaKa3y.3aJIUIIAI0 3a cO00IO.

JlupexTop %{/ ‘/Oxcara BABEHKO

Hakaz [ o3HalOMAEGHHS ~ HAlpABIEHO Yepe3 3aco0M  EJIEKTPOHHUX
KoMyHikarii 20.12.2022 poKy- - v

TTOBiTOMJIEHHS TIPO OTPUMAHHS Ta O3HAHOMJICHHS 3 HAKAa30M OTPHMAHO 3a
JOTIOMOT'O10 3aC00y €IEKTPOHHUX KOMYHIKaIlii.



Jonartok 1

10 Haka3y CJI0B’SIHCHKOT0 MeIaroriaHoro
Jginero Ci0B’AHCbKOI MICHKOI paau
Jloneubkoi odJacTi Bia

20 rpyauns 2022 p. Ne 82

IHCTPYKUIIA
3 JIOKYMEHTYBaHHSI yNIPaBJIiHCbKOI iHpopMauii B nanepoBiii Ta eJIeKTPOHHIH
¢opmax y ai10BoACTBI KOMyHAJABbHOT0 3aKjany — C/I0B’SHCHKOIO NEAAroriavHoro
Jginero CiioB’ssHCbKOI MichbKkol pagu loHenbKoi o0JacTi

1. 3BATAJIBHI TIOJIOKEHHSA

1.1. Inctpykiis 3 ainoBojcTBa y CiioB’sHChKOMY TieAaroriaHoMy Jinei Ci1oB’ sHCBKOT MiChKOT
pamu [loneupkoi obmacti (mami — [HCTpyKIIisi) po3po0sieHa BiMOBITHO 0 BUMOT 3aKOHY YKpaiHH
«IIpo noBHy 3araigbHy cepeaHI0 OCBITY», «IIpo 3axucT nepcoHaIbHUX AaHUX»; ocTaHoB KaliHneTy
MinictpiB Ykpainu: Big 08 cepmus 2007 poxy Ne 1004 «Ilpo mpoBeneHHS eKCHEPTH3HM IIHHOCTI
nokyMmeHTiB» Ta Bia 24 BepecHs 2008 poky Ne 858 «IIpo 3arBepmxenns Kiacudikaropa 3BepHEHb
rpoMajsiH»; Haka3iB MiHicrepcTBa OcBiTH 1 Hayku YKpainu Bijx 25 uepBHs 2018 poky Ne 676 «IIpo
3aTBEp/UKEHHs [HCTPyKIil 3 JUIOBOJACTBA y 3aKiafax 3arajbHOI CepeJHbOi OCBITU» Ta Bij
08 ceprias 2022 poxy Ne 707 «Ilpo 3aTBeppkeHHs [HCTpyKIii 3 BeACHHS IUIOBOI TOKyMEHTAmii y
3aKjaJax 3arajlbHOi CepeaHbOi OCBITH B €IEKTpOHHINA (opMmi», Haka3iB MiHICTEpCTBa IOCTHINIT
VYxpainu: Bix 18 wepsus 2015 poky Ne 1000/5 «I1po 3aTBepmxenns [IpaBun opranizanii 1i10BoaCcTBa
Ta apXiBHOTo 30epiraHHs JOKYMEHTIB y JIep’KaBHUX OpraHax, OpraHax MiCLEBOIO CaMOBPSyBaHHs,
Ha MIJIPUEMCTBAX, B YCTaHOBax 1 opradizamisx», Bixm 19 wepBus 2013 poxy Ne 1227/5 «IIpo
3aTBEP/UKEHHsT THUIOBOTO TOJOXEHHS IPO EKCHEpTHY KOMICIIO [EpXKaBHOI'O OpraHy, OpraHy
MICIICBOTO CaMOBpPSIAYBaHHS, [EPKABHOTO 1 KOMYHQJIBHOTO TMIANPHEMCTBA, YCTAaHOBU Ta
opranizamii», Bim 12 kBitHs 2012 poxy Ne 578/5 «IIpo 3arBepmxenns Ilepeniky TUIOBHX
JIOKYMEHTIB, III0 CTBOPIOIOTHCA IiJ] 4Yac JISJIBHOCTI OpraHiB J€p’KaBHOI BJIaJu Ta MICLEBOTO
CaMOBPSTyBaHHS, IHIIMX YCTAHOB, MiIIPUEMCTB Ta OpraHi3allii, i3 3a3Ha4eHHAM CTPOKIB 30epiraHHs
nokyMmeHTiBy Ta Big 05 6epesnst 2012 poxy Ne 368/5 «IIpo 3aTBepkeHHs Bumor mo HamwcaHHS
HallMeHyBaHHS IOPUAUYHOT 0cO0H, 11 BIIOKPEMIICHOTO MiAPO3LTY, TPOMaICEKOT0 (POpMYBaHHS, 110
HE Mae cTaTycy I0pUAMYHOI 0coOu, KpiM oprasizaiii npocniikmy; Hakazy MiHICTepCTBa pO3BUTKY
€KOHOMIKH, TOPTiBIII Ta CUIBCBKOTO rocrnojaapcrsa Ykpainu BiJ 12 6epesns 2021 poxy Ne 526 «IIpo
3aTBepKEeHHs HauloHanpHoro kiacudikatopa HK 010:2021 Ta ckacyBaHHsS HalllOHAJIbHOTO
knacudikaropa K 010-98»; nakasy JlepkaBHOro mignpueMcTBa «YKpaiHCbKHM HayKOBO-
JNOCTIAHMM 1 HaBYaJNbHUM MLEHTp mnpoOieMm craHAapTuzauii, ceprudikamii Ta skocti» (UII
«YxpHIHIL») Big 01 munas 2020 poky Ne 144 «JlepkaBHa yHipikoBaHa cUCTeMa JOKyMEHTAIlil.
VHidikoBaHa cucTeMa oOpraHizaliiHO-po3nopsAaYol JoKyMeHTauii. Bumorun 1o odopmieHHs
JOKYMEHTIBY.

1.2. s IHCTpYKIiS BCTAHOBIIOE €IUHI BHMOTH MIOJ0 JOKYMEHTYBaHHS YIPaBIiHCHKOI
iHpopmanii Ta oprasizauii poOOTH 3 €eJeKTPOHHMMH Ta TNAaNepOBUMH JOKYMEHTaAMH Y
CrnoB’stHcbkoMy — TiearorigHomy  Jtinei  CrnoB’stHCbKOi  MichKO1  pamu  JloHenbkoi  oOmacti
(ami — 3aKyafd), a TaKoX 3pa3Ku Ta MepelliK JOKYMEHTIB, 110 000B’SI3KOBO CTBOPIOIOTHCS ITiJ] Yac
JISUTBHOCTI 3aKJIady 13 3a3HAYE€HHSAM CTPOKIB 30epiraHHs.

1.3. JloTpuMaHHsI BUMOT 1 peKOMEHJalliif 1100 TOKYMEHTYBaHHs YIpaBIiHCHKOI iH(popMartii
Ta opraHizailii poOOTH 3 JOKyMEHTaMH, BCTAHOBJICHUX III€I0 [HCTPyKITi€r0, € 000B’A3KOBUM JIJIsl BCIX
MpaliBHUKIB 3aKknany. [IpaniBHUKY 3akiaay Ipu OPURHATTI Ha poOOTY MaloTh OyTH O3HaAOMIIEH] 3
BUMOraMu [HCTpyKIIii Ta BAKOHYBATH iX.

1.4. lepxaBuuii Harmsin (KOHTPONb) 3a BUKOHAHHAM BHUMOT 1€l [HCTpyKmii 3milicHIOE
JlepxaBHa ciyk0a SIKOCTI OCBITH YKpaiHU Ta ii TepUTOpiajibHI OPTraHH, SIKUM MIANOPSIKOBAHUN
3aKJal.



1.5. BignoBigaabHicTh 3a sIKicTh MATroTOBKM Ta 0(OPMJIEHHSI HA HAJEKHOMY piBHI
AOKYMEHTIB, a TaKo 3a 30epexKeHICTh CJIy:KO00BHX NOKYMEHTIB Ta iHdopmauii, IKy BOHH
MiCTATh, (PYHKIIOHYBAHHAI CHCTEMH 3aXHCTY JOKyMeHTauUiiiHOro (oHay BiJl He3aKOHHOIO
JAOCTYIy, BTPaTy i HeCaHKLiOHOBaHe 3HUIIEHHS [OKYMEHTIB, MNOpPYLIEHHS] NpPaBWJI
KOPUCTYBAHHS JOKYMEHTAMH Hece KepPiBHUK 3aKJIaay.

1.6. Y 3aknani AiJI0BOICTBO 3/1HCHIOETHCS JEPKABHOIO MOBOIO, KPiM BUTIAJIKIB, TIepe10aueHIX
3aKOHO/IaBCTBOM NP0 MOBH B YKpaiHi. JIOKyMeHTH, SKi HaJICHJIAIOTHCS IHO3EMHHMM ajJpecaram,
0(hOpMITIOIOThCS  YKPATHCHKOIO MOBOIO, a00 MOBOIO JiepXKaBH-ajpecara, ab0 OJHI€0 3 MOB
MDKHApPOJJIHOTO CITUIKYBaHHSI.

1.7. Opranizamisi AUIOBOJICTBA 1 KOHTPOJbh 32 CBOE€YACHUM PO3TISLIOM Ta IMPOXOKEHHIM
JIOKYMEHTIB Y 3aKj1a/i 3AiHCHIOITHCS BiAMOBiIaILHOI0 000010 (0c00aMM), sIKi MPU3HAYAIOTHCSA
KepiBHUKOM 3akJjaay. OO0B’s3kM Takux 0ci0 00OB’SI3KOBO 3a3HAYAKTHLCHA B IXHIX MOCaTOBHX
IHCTpYKUIisAX.

1.8. Opranizanis JUIOBOJACTBA OKPEMHUX HAMpPSMKIB MiSJIBHOCTI 3aKiafy TOKIAJa€ThbCcs Ha
MOCaJ0BHUX OCI0 BIAMOBIIHO 110 X (PYHKIIIOHAIBHUX 000B’S3KiB.

1.9. ®yuknii BegeHHs1 apXiBy 3aKJaAy MOKJIAMAATHCS HA NMPU3HAYEHY KePiBHUKOM
BiimoBinabHy 0c00Y, Y IMOCA0BiH IHCTPYKIIIT SKOT 3a3HAYAIOTHCS BIAMOBIIHI IMpaBa, 000B’I3KU Ta
BiNOBiANIbHICT. KepiBHUK 3aKiamy CIJIBHO 31 CBOIM 3aCHOBHUKOM (3aCHOBHUKAMH) 3000B’s13aH1
3a0e3MeyuTH apXiBHE 30€epiraHHs TOKyMEHTIB HEOOX1THUM MPUMIIIICHHSIM Ta 00JaIHaHHSIM.

1.10. 3akmag MOXe CTBOPIOBATH JOKYMEHTH THMYacoBOro (10 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHs JIMIIE B EJICKTPOHHINM (opMi 3a yMOBHM HAsSBHOCTI BIAMOBIAHOTO TEXHIYHOTO
3a0e3neueHHs 3 ypaxyBaHHSIM BHMOT 3aKOHOJIABCTBA YKpaiHu Ta wiel [HcTpyKiii.

II. JOKYMEHTYBAHHS YIIPABJIIHCBKOI IH®OPMAIIIT
1. 3aranbHi BUMOIH /10 CTBOPEHHS YNPaBJIiHCbKHX JIOKYMEHTIB

1.1. lokyMeHTyBaHHs ynpaBiIiHChKOI iH(opMalii 3akiaay mojisrae y CTBOpEeHH1 IOKyMEHTIB,
CHPSIMOBAaHUX HA MPUUHSATTS YIPaBIIHCHKUX pilieHb. CTBOPIOBAaHI YIPABIIHCHK] TOKYMEHTH MalOTh
BIJINIOBIJaTH IPABOBOMY CTaTyCy 3aKJIajy.

1.2.TlpaBo Ha CTBOpEHHs, MIANMKUCAHHS], TIOTO/DKEHHS, 3aTBEP/KCHHS JIOKYMEHTIB
BHU3HAYaIOThCA AaKTaMHM 3aKOHOAaBcTBa, CTaTyToM 3akjiady, IMOJIOKEHHSIMHU 1 TI0CaJOBUMHU
THCTPYKLISIMHU.

1.3. Ha3Bu BuAiB MAOKyMEHTIB (HaKa3, MPOTOKOJ, JOMOBiJHA 3amUCKa TOIIO) MAaloTh
BI/IMOBIIATH Ha3BaM, IepedaueHUM Haka3oM MIiHICTEpPCTBA PO3BUTKY €KOHOMIKH, TOPTiBI Ta
culbcbKOro rocnojapctBa Ykpainu Bin 12 6epesns 2021 poky Ne 526 «IIpo 3arBepikeHHs
HanioHanpHOro knacugikaropa HK 010:2021 Ta ckacyBaHHsa HamioHanpHOTro kiacugikaropa K
010-98» (000amox 1).

1.4. OpranizauiiiHo-po3nopsa4a JOKyMEHTallls 3aKj1aly MOAUISIEThCS Ha:

1) opeanizayinny (Cratyt, KonextuHumii noroBip, IlpaBuina BTP, mosnoxeHHs, mopsaku,
periJamMeHTH, MocaloBl IHCTPYKLIi, IITaTHI PO3MUCH, JOTOBOPH TOILIO);

2) po3nopsaouy (Hakasn),

3) ingpopmauiitno-ananimuuny (axTi, T0BIJKH, 3aBH, JOMOBIIHI Ta MOSCHIOBAIbHI 3aMCKH,
MPOTOKOJIHU, CITY’KOOB1 JINCTH TOIIO).

1.5. ObopmiieHHST PEKBI3UTIB OpraHi3alifHO-PO3NOPAAUOT JOKyMEHTalli Ta MOPSAOK iX
pO3TallyBaHHS MalOTh BIANOBiZaTH Hakazy JlepaBHOTO MiINpUEMCTBA «YKpATHCHKUI HayKOBO-
JNOCTHIAHUM 1 HaBYaJNbHUM LEeHTp mnpoOieMm craHAaptuzauii, ceprudikamii Ta skocti» (UII
«YxpHAHL») Big 01 munast 2020 poky Ne 144 «/lepkaBHa yHipikoBaHa CUCTeMa JOKyMEHTAIlil.
VHidikoBaHa cHcTeMa OpraHi3aliiHO-po3nopsAadoi gokymeHTanii. Bumorn mo odopmieHHs
nokymeHTiB» (nani — JICTY) naBeaeHo B dodamky 2.



1.6. Bumoru 10 oopMIIEHHS JJOKYMEHTIB, 1110 BUTOTOBJISIOTHCS 32 JOTIOMOT'OF0 KOMIT’ FOTEPHOL
TEXHIKH, HABEJICHO Y 0odamkKy 2110 1i€i [HCTpyKIii.

OpranizauiiiHo-po3nopsiaui AOKYMEHTH BHUIOTOBJISIIOTH 3a JI0TIOMOT 010
aBTOMATH30BAHMX Ta/a00 IPYKYBaJIbHHUX 32C00iB.

OxpeMi BHYTpIilIHI JOKYMEHTH (3asiBH, MOSICHIOBAJIbHI Ta JONMOBIiJIHI 3allUCKH TOILLO),
aBTOpaMH SIKMX € nocajaoBi Ta iHmi Qi3n4yHi 0ocodom, TonmycTUMO 0(POPMIIIOBATH PYKOIMCHUM
crocooom.

1.7. Haka3u 3akmnagy Moxe OyTH BiIMiHEHO (3MiHEHO, IOTIOBHEHO) JIMIIE HOBHMHU HAaKa3aMH.
Oprani3aliifHi Ta po3Mopsaa4di JOKYMEHTH 3aKjaay JTOBOASATHCS IO BUKOHABIIB y BUTJISIII KON a0
BUTSITIB.

1.8. Xix oOroBopeHHs NMUTaHb 1 PIlICHb, IO MPUUMAIOTHCA Ha 3aCiTaHHAX KOJIeTiaTbHUX
oprasiB (pagax, 300pax, Hapaaax) 3aKiany, GIKCYyeTbCs y MPOTOKOIMI. [IpOTOKOIM CKIIaTar0ThCs Ha
IIJICTaBl 3amuCiB, 3pO0JICHUX IIiJ 4Yac 3acilaHHsA, Ta JOKYMEHTIB, MiATOTOBJICHHX A0 3aCiJaHHS
(TeKcTiB Ta T3 JOMOBIJEH 1 BUCTYMIB, JOBIJIOK, MPOEKTIB pillleHb, MOPSAAKY ICHHOTO, CIHCKY
3aIIpPOIICHUX TOIIIO).

2. BiIaHKH 10KYMEHTIB

2.1. OpranizaiiitHo-po3nopsiaui  TOKyMEHTH O(QOpPMIIIOIOThCS Ha ONaHKax 3aKkiany, IIo
BHUTOTOBJISIFOTECS 3riTHO 3 BUMoramu JICTVY Ta miel [HcTpykiii.

bnaHKM BUTOTOBJISIIOTHCS IPYKAPCHKUM CITIOCOOOM a00 3a JJOMOMOTO KOMIT FOTEPHOI TEXHIKU
Ha Tarepi BUCOKOI SKOCTi (hapOamMu HaCHUEHHUX KOJIBOPIB.

Jl1st BUTOTOBJICHHS OJ1aHKA PO3PO0ISETHCSA oro MakeT y Maciitabi 1:1, Ha sskoMy MarOTh OyTH
HaHECEeH] MOCTiMHI PEeKBI3UTH OJIaHKa, HEOOXIHI BIAMITKU U MEPEMIHHUX PEKBI3UTIB, a TaKOXK
3a3Ha4u€HI PO3MIpHU 30H PO3TAIIyBaHHS PEKBI3UTIB.

2.2. 3pa3ku OJIaHKIB 3aTBEPKYIOTHCS HAKa30M 3aKJIamdy.

2.3. Y 3aKkiajii MO>KyTh BUKOPHCTOBYBATHUCS TaKi OJJAHKU JOKYMEHTIB:

1) 3aranpHU# OJAHK U CTBOPEHHS Pi3HUX BUIIB JTIOKYMEHTIB (0€3 3a3Ha4eHHs y OJIaHKY Ha3BH
BUJIy IOKYMEHTa) (0ooamok 4);

2) O1aHK JUcTa (000amok 5);

3) Giank Hakazy (0odamok 6).

2.4.He Ha OnaHkax O(OPMIIOIOTBHCS JEsKi BHYTPIIIHI JOKYMEHTH (3asBH MpaIliBHUKIB,
JTOTIOB1THI 3aITMCKH, IOBIJKH TOIIIO).
3. IeuaTkn

3.1. [TocamoBi ocobm 3akiaay MIANHUCYIOTH JOKYMEHTH Y MeEKax CBOIX IOBHOBaXCHb,
BHU3HAYCHUX 3aKOHOJABCTBOM YKpainu, CTaTyToMm 3akiaiy, MOCaJOBUMHU iHCTPYKIIISIMH, HaKa3aMu
PO PO3MOLT 000B’A3KIB MI’K KEPIBHULITBOM 3aKJIa1y TOILO.

BinbuTtkom neyatku (3a HasBHOCTI) 3aCB1IUY€THCS MIANKUC IOCA0BOi 0COOM Ha IOKYMEHTaX 13
MUTaHb OpraHi3aliifHoi Ta (iHaHCOBO-TOCIOAAPCHKOT AISNIBHOCTI 3a MEPEiKOM JOKYMEHTIB, Ha IKHX
TIJITKC TTOCaZ0BO1 0COOM 3aCBITUY€ETHCS BITOMTKOM MIEYATKH 3aKjaay, HAaBEJEHUM Yy 0o0amky 1 i€l
[HCTpYyKILIi.

BinOuTok nmevaTtku CTaBUTHCS Tak, 00 BiH OXOIUTIOBAB OCTAaHHI KUIbKa JIiTep HalMEeHyBaHHS
nocaau ocodu, sika mianucana JOKyMEHT, ajle He MiAMHUC 0caJoBoi 0coOu, a00 MPOCTABISAETHCS HA
OKPEMO BUAUIEHOMY AJIsl HBOTO Miclli 3 BiAMITKOIO «M. TLy.

3.2. Y 3aknajii BUKOPUCTOBYEThCS (DipMOBHI ONaHK 3 MOBHUM HaliMEHYBaHHSM 3akiajy Ta
IHIIMMH PEKBI3UTaMHU OJIaHKa.

3.3. Haka3zom KepiBHHKA 3aKjIafy BU3HAYAIOThCS MOPSAIOK BUKOPHCTAHHS, Miclie 30epiraHHs
MeYaTKH 3aKJIaay 1 ocaoBl 0coOH, BiAMOBIAaNBHI 3a ii 30epiranHs, a TaK0X MEpesiK MOoCaJI0BUX
0ci0, MAMHUCH IKUX CKPITUTIOIOTHCS MEYaTKOIO 3aKIady.

3.4. O0mik ycixX ImeYaTok, IITaMITiB, IO 3aCTOCOBYIOTHCS Y 3aKJIai, BEJEThCS Y KypHaii 3a
¢dbopMo1o, HaBeneHOW y dodamky 8 no miei [HcTpykiii. Bumaya medaTok, mramiiB MOCaJ0BUM
0cobaM 3/11MCHIOEThCA M1 MIANKC Y BIAMOBIIHOMY JKypHaJl.


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

3.5. Ileuarka 36epiraerbes y cerii, mo HaAIHO 3aMUKAETHCS 1 OTIEUaTy€EThCS.

3.6. [lepeBipka HasIBHOCTI MMEYATKU 31MCHIOETHCS IIOPOKY KOMICI€I0, IPU3HAYCHOIO HAKa30M
KepiBHUKA 3aKJIa1y, Ta OPOPMITIOETHCS aKTOM.

4. laTyBaHHA YyNPaBJiHCHKHX JOKYMEHTIB

4.1. JlaTor0 TOKyMEHTa € BIIMOBITHO Jara HOTO MiAMHCAHHS, 3aTBEP/UKCHHS, TMPHHHATTS,
peectparii abo ckiaaeHHs (I aKTiB), 3aCilaHHs KOJIETiaJbHOTrO opraHy (st mpoTokodiiB). Jlarty
opopmitsiroTh BianoBigHO 10 ACTY 4163-2003 mudpoBum adbo CI0BECHO-ITU(PPOBUM CIIOCOOOM.

Jlaty migmucaHHs, 3aTBEp/DKEHHS, NMPUUHATTS abo peectpamii JOKyMeHTa O(OPMITIOIOTH
muppoBUM crocoOoM. EjeMeHTH naT HaBOAATH apaOChbKUMH LU(paMH B OIUH PSAIOK Y
MOCITITOBHOCTI: YHCIIO, MICSIb, PIK.

01.09.2022
Jlaty 103B0OJIeHO 0()OPMITIOBATH Y TTOCTIIOBHOCTI: PiK, MiCSIIb, YHACIIO.
2021.09.02
Y HOpPMATHBHO-TIPABOBUX aKTax 1 (PIHAHCOBHX MJOKYMEHTaX 3aCTOCOBYIOTH CIIOBECHO-
nudpoBuii criocid opopMITIOBaHHS JAaTH, HATPUKIIAT;
01 gepecnsa 2022 poxy
CJ10BO «piK» MOXHA BXUBATH y CKOPOUCHOMY BapiaHTi:
01 sepecnsa 2022 p.

Jlaty mignucaHHs MPOCTABISAIOTH Y JiB1M BEpXHIiil YaCTHHI JOKYMEHTA MOPS 13 peecTpaliiHuM
1HJCKCOM Ha CIEIiaJIbHO BiIBEICHOMY MICIli Ha OaHKy. SIKIIO TOKYMEHT CKIIAJCHHIA HE Ha OJIaHKY,
HOro JaTy MPOCTABJISAIOTH HIDKYE MIAMKUCY JIBOPYY.

Jlata ciibHOTO JOKYMEHTa JIBOX a00 OUTBINOI KIJTbKOCTI YCTAaHOB — €MHA 1 BiJNOBIAa€ aaTi
MI3HIIIOrO MiANUCy. Y pi3HUX PEKBI3UTax OJHOrO JOKyMEHTa JaTa Moxke OyTu odopmieHa sK
CIIOBECHO-LIM(POBUM CIIOCOOOM, TaK 1 IIHPPOBHM.

VY CHOuIbHEX JIOKYMEHTaxX, MiJArOTOBJICHUX BiJ IMEHI JBOX 1 OUIbIIE OPUAMYHHUX OCIO,
3a3HAYalOTh OJIHY JIaTy, IO BiJMOBIAA€ AaTi MPOCTABICHHS OCTAHHBOTO IIIITHUCY.

JlaTy moxymMeHTa Ha OJIaHKY MPOCTaBJISAIOTh Y CHEIIaJbHO BiIBEICHOMY MICIIi.

VY BHyTpIlIHIX CIIy>)kO0BUX JOKyMEHTaX (3asiBaX, JOMOBIIHUX 1 MOSICHIOBAJIBHUX 3alHCKax
TOII0), 0OPMIIEHUX HE Ha OJIaHKY, JaTy MPOCTABIAIOTH JIIBOPYY BiJl OCOOMCTOrO MIAMUCY aBTOpPA
JTOKYMEHTA.

VY pasi 3acrocyBaHHs iH(pOpMalIHHUX (aBTOMAaTH30BAaHUX) CUCTEM OpraHizallii JiI0BOJICTBA
JOTIYCTUMO TPOCTaBISATH JaTy peecTpanii JOKyMEHTa y CKIaal mTpux-koay ado QR-konxy, mio
CTBOPIOETHCS 3aC00aMH IIi€T CUCTEMH, 3T1JIHO 3 mocTaHoBOKO Kabinety MiHicTpiB YkpaiHH.

HITpux-Koa MPOCTaBISAIOTh Y HEHTPl HIKHBOTO TTOJIS TIEpPIIOi CTOPIiHKK TOKyMeHTa, QR-kox
(21 MM X 21 MM) — y HUIJKHBOMY JIIBOMY KYTI ME€pILIO CTOPIHKU TOKYMEHTA.

4.2. Yci pekBI3UTH Ha IOKYMEHTI, TIOB’s13aH1 3 HOTO MPOXO/HKEHHSM 1 BAKOHAHHSM, TaTyIOThCS
1 mianucyroTbed. Jlata JOKyMeHTa MPOCTaBISAEThCA 11OCAJOBOIO0 0CO00I0, IKa HOT0 Bi3ye, MOTOIKYE
abo 3aTBepmkye. Jlara 3a3Hava€THCS HUXKYE MIANUCY JIIBOPYY.

4.3. Ilig yac peectpamii JOKyMeHTa MOro jgaTa HpOCTaBISE€ThCS y JiBIM BEpXHIH 4YacTHHI
JIOKyMEHTA Ha CIeIlaJbHO BiJBECHOMY MICIll Ha OJIaHKY. Y JOKyMEHTaX, CKJIaJICHUX HEe Ha OJIaHKy
(3as1BM MpaLliBHUKIB, JIOMOBIIHI 3aIIMCKH, JOBIJIKH TOIIO), JaTa MPOCTABIISETHCS aBTOPOM JOKYMEHTA
HIDKYE TIATUCY.

4.4. Ha nokyMeHTi, BUIaHOMY JBOMa a00 Oiibllle YCTaHOBaMH, 3a3HAYAETHCS OJIHA JaTa, siKa
BI/IMOBI/Ia€ JaTi OCTAHHBOTO ITIIMHCY.

5. Iorom:keHHs1 ynpapJaiHCbKHX JOKYMEHTIB

5.1. V pa3i BUHUKHEHHS OTpeOU y MPOBEIEHH] OLIHKH JIOIIBHOCTI CTBOPEHHSI IOKyMEHTa,
fioro OOIPYHTOBAHOCTI Ta BIAMOBIJHOCTI 3aKOHOJABCTBY 3/1HCHIOETHCS TOTOKEHHS MPOEKTY
TOKYMEHTA.


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

5.2. IToromkeHHs] MOXKe 3MIIMCHIOBATUCH K Y 3aKJajl MOCATOBUMHU 0CO0aMU, SIK1 BiATIOBITHO
710 IX KOMIETEHIIi1 BUPIIIYIOTh MUTAHHS, OPYIICHI B IPOEKTI JOKYMEHTA (BHYTPIIIHE MTOTOJKESHHS),
TaK 1 3a ii Me)KaMH 1HIIMMHU 3a1HTEPECOBAHUMH YCTAHOBAMH (30BHIIITHE MTOTOKEHHS).

5.3. BHyTpilIH€e Moro:keHHs1 0OPMIIIOTH HUISIXOM IPOCTABIISIHHSA Bi3H, K2 0POPMIISETHCS
BianosiaHo 10 JACTY. I'pud moromkeHHs po3MIILyIOTh HIKYE peKBIi3UTY «Ilimmucy.
3acmynnuk oupexmopa 3 HBP
Hionuc Bnacue im’a IIPI3BUHIIE
05.11.2022
SIKII0 TOKYMEHT MOTOIXKYE M0caioBa 0c00a CTOPOHHBOI IOPUINYHOT 0COOU, A0 MTOBHOBAKEHB
SKOI HAJEKUTh IOTO/KCHHS THUTAaHb, HABEACHUX y IOMY JOKYMEHTI, TO TpU} IMOTOKCHHS
(cxBastennsi) ckiagaetsess 31 cioBa [IOI'OJIKVYIO, nHaiimenyBanHa mocaau (HalMEHYBaHHS
IOPUANYHOT OCOOU € CKJIaIOBOKO YACTHHOO HAaTMEHYBaHHS 1I0CA]IH ), 0COOMCTOTO ITiIMUCY, BIACHOTO
IMEHi, TIpi3BHUIIA 0OCOOM Ta JaTH TOTOIKCHHS.
IO O/PKYRO
Hupexmop Cnoe’ancvekoco nedazo2iunozo niyero
IHionuc Bnacne im’a IIPI3BUHIIE
01.09.2022
SKII0 TOKYMEHT TOTO/DKYIOTh (CXBAIIOIOTH) 1HIIUM JOKYMEHTOM (JTUCTOM, TPOTOKOJIOM,
aKTOM Tomlo), To Tpud TmOoro/KkeHHs (cxBajeHHs) ckiagaerbes 31 cinoBa [IOT'OJPKEHO
(CXBAJIEHO), Ha3BM BHIy MOTODKYBAIBHOTO AOKYMEHTa B HAa3WMBHOMY BiJIMiHKY, HOTO JaTd i
HOMeEpa.
IIOIrO/’KEHO
Ilpomokon 3acioanns

neoazoziunoi paou 3axknaoy
30.08.2022 A2 1

CXBAJIEHO

IlIpomoxon 3acioanns

eKxcnepmuoi Komicii 3aknady

30.08.2022 A2 1

5.4. Bi3au mNpoCTaBISIOTBCS Ha TNPUMIPHUKAX JOKYMEHTIB, L0 3aJHMILAIOTHCS Y 3aKiajii.

[IpoexTy po3nopsiAuMX JOKYMEHTIB Bi3yIOThCSI HA IEPIIOMY IPUMIPHUKY.

3acmynnuk oupexmopa 3 HBP

Iionuc Bnacne im’a IIPI3BUHIIE

18.09.2022

3acmynnuk oupexmopa 3 HBP
IHionuc Baacne im’a IIPI3BUIIE
3aysajcennsa i npono3uuyii 0odaomycs
18.09.2022

5.5. [lepenik mocanoBux oci0, sKi NMOBMHHI 3aBi3yBaTW JOKYMEHT Yy 3aKJjaji, BHU3Hadae
MPAIiBHUK, KU CTBOPIOE TOKYMEHT, BUXOSIYHU 3 HOTO 3MICTY.

5.6. BHyTpillIHE MOTOIKEHHS MPOEKTY JOKYMEHTA 3aJIeXKHO BiJl HOTO 3MICTY MPOBOJUTHCS B
Takiil TOCTIAOBHOCTI: MpPAliIBHUKOM, SKAW MiJrOTyBaB JOKYMEHT, KEPIBHUKOM CTPYKTYpPHOTO
MiIPO3ILTY, B SIKOMY HOTO CTBOPEHO, MTOCAIOBUMHU 0CO0aMHU, SIKi 3a3HAYEH] Y TPOEKTI JOKYMEHTA SIK
BHKOHAaBIIl, ()IHAHCOBHM IIIIPO3ALIOM a00 TOJOBHHUM OYXTaJITepOM (SKIIO TPOEKT JTOKyMEHTa
cTocyeThbes (DIHAHCOBUX MUTAHB), 3aCTYITHUKOM KEpPIBHHKA 3aKIaay, sIKHU BiAMOBiA€ 3a MUTAHHS,
10 MICTSITBCS B IPOEKTI JOKYMEHTA.

5.7. 3a 3MICT JOKYMEHTa, KM BI3yeThCs KiIbKOMa 0c00aMu, Taki 0COOM BiJIMOBIIAIOTH 3T'1THO
3 KOMIIETEHIII€10.

5.8. SIkuo y mporieci Bi3yBaHHS J0 MPOEKTY JOKYMEHTA BHECEHO CYTT€EBI 3MiHHM, BiH MiJyIArae
JOONPALIIOBaHHIO, MEPEAPYKYBAHHIO 1 TOBTOPHOMY Bi3yBaHHIO.


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

5.9. 30BHIIIHE TOTO/DKEHHS TMPOEKTIB JOKYMEHTIB MOXe OyTh o(opMIEHO apKyieMm
MOTO/DKEHHS, TPU(OM TMOTOKEHHS, JOBIAKOIO MPO TOTOKEHHS, JIUCTOM TIOTODKEHHS abo
MPEACTABICHHSIM IMPOTOKOJIY 0OTOBOPEHHS MPOEKTY JOKYMEHTA Ha 3aCiTaHH1 KOJIET1aIbHOTO OpraHy.

5.10. Apkym MOToKEeHHS CKIIAAEThCS Y pasi, SKIIO 3MICT IOKYMEHTA CTOCY€EThCS OUTBIIE Hik
TPHOX YCTaHOB (3aKJIaJiB), MPO IO POOUTHCS BiIMITKA Y JOKYMEHTI Ha MicIi rpuda moropKeHHs,
HaIPUKIA: «ApPKyut n0200xcenHs 000aEmMvcy .

5.11. Apkym noromkeHHs 0popMIISETHCS 32 TaKOK (HOPMOIO:
APKYLI IIOTO/’KEHHA
Ha3zea npoekmy 0okymenma

Haszea nocaou Iionuc Bnaacne in’a IIPI3BHIIE

Mama

[Tigmuc mocagoBoi 0coOM CKPITUTIOETHCS MEYATKOKO 3aKIIaay (3a HasIBHOCTI).

5.12. KoxHa 3 ycTaHOB (3aKjafiB), IKii Ha/TICJIAaHO TPOEKT JOKYMEHTA Ha IMOTOJKEHHS, MOXKE
HA/IaBaTH OKPEMHUH apKyll MOTO/PKEHHS, a00 apKyll MOTO/PKEHHS MEpeJacThesl 3aiHTEPECOBAHUM
yCTaHOBaM (3akjajaM) y TOCIIOBHOCTI, BU3HAYCHIH YCTAaHOBOK (3aKJIaJIOM) — aBTOPOM TPOEKTY
JOKyMEHTa. ApKyml a0 apKyIli IOTO/KEHHsS 30epiraloTbCsi pa3oM 3 JOKYMEHTOM, SIKUH OyJio
MOTOJ[)KCHO.

5.13. 3oBHIiIIHE MOTOHKEHHS Y pa3i MoTpeOr, BU3HAYCHOT 3aKOHOAABCTBOM, 3IHCHIOETHCS Y
Takiil HOCIIIAOBHOCTI:

1) 3 ycraHOBaMH OJJHAKOBOTO PiBHS Ta IHIIMMH YCTaHOBAMH;

2) i3 TpOMaICEKMMHU OpraHi3allisiMHu;

3) 3 opranamu, siKi 31iHCHIOIOTh JIep)KaBHUI KOHTPOJIb Y MEBHiil cdepi;

4) 3 ycTaHOBaMH BHUIIIOTO PiBHSI.

6. 3aTBep/:KeHHs1 YIPABJIIHCHKUX JOKYMEHTIB

6.1. 3aTBep/UKEHHS YIIPABIIHCHKUX JTIOKYMEHTIB 3/11HCHIOETHCS 0COOUCTO KEPIBHUKOM 3aKJIaLy
abo Haka3oM (B OKpeMHUX BHUIJKaxX MPOTOKOJIOM) 3aKjaay 13 3a3HAUYE€HHSM Ha JOKYMEHTI rpudy
3aTBEPKEHHS, 0()OPMIIEHOTO BiJMOBITHUM YHMHOM.

6.2. Haka3om 3akiaay 3aTBEpKYIOThCS MTOJIOKEHHS TIPO CTPYKTYPHI MigPO3IiTH, IHCTPYKIIii,
IIpaBUJIa, HOPSIKM Ta 1HII JJOKYMEHTH HOPMAaTUBHO-TIPABOBOTO 200 HOPMATUBHOTO XapakTepy.

VY pa3i 3aTBEp/KEHHsS JOKYMEHTa DIIIEHHSM KOJIETIAIbHOIO OpraHy Tpud 3aTBEpIKEHHS
cknangaerses 31 cnoBa SATBEPJIDKEHO (6e3 namnok), Ha3BH, AaTH 1 HOMepa JOKYMEHTa Y Ha3UBHOMY
BIJIMIHKY.

3ATBEP/’KEHO

Ilpomoxon 3acioanns nedazo2iunoi paou

Cnog’ancovko2o nedazo2iunozo niyero Cnoe’ancovkoi micokoi paou /loneyvkoi oonacmi
25.12.2022 Ne 3

6.3. KepiBHMKOM 3aKiagy OCOOMCTO 3aTBEPIKYIOTHCS TOKYMEHTH, L0 HE MOTpeOyIoTh
JOJJaTKOBUX BKAa31BOK, 3aBJaHb MIOJO0 iX YHpPOBAKEHHS a00 BUKOHAHHS (TIOJIOKEHHS (CTaTyTH)
3aKJIajay, MPOTOKOJIH, aKTH, IUIAHHW, 3BITH, KOIITOPUCH, LITATHI PO3MMCH, MOCAIOBI IHCTPYKLII,
MIpOrpaMu, HOpMaTHBH TOIIO).

3ATBEP/’KYIO

Hupexmop

Iionuc Bnacue im’a ITPI3BUIIE
01.09.2022

6.3. [lepenik BHUIIB JAOKYMEHTIB, 110 MalOTh OyTH 3aTBEp/XKEHI 3 INPOCTABISAHHAM TpUPY
3aTBEP/KEHHS, BU3HAYAE 3aKJIa]] Ha M1CTaBl 3aKOHO/IaBCTBA 3 YHECEHHSIM B [HCTpyKIIito.

7. llinnucaHHsA ynpaBJiHCHKHUX JOKYMEHTIB



7.1. TTocamoBi 0coOHM MAMKUCYIOTh JOKYMEHTH Y MEXKax CBOiX MOBHOBa)XCHb, BU3HAYCHUX Y
CTaTyTi 3aKiajay, MOJOXKEHHSAX MPO CTPYKTYpHI MiAPO3[iNIH, MOCAJOBUX IHCTPYKIIAX, HaKa3l Mpo
po3moin 000B’A3KIB MIDK KEPIBHHKOM Ta HOTO 3aCTYIMHHKAMHU TOILIO. Y 3a3HAYEHUX JOKYMEHTax
BU3HAYAETHCS TAKOX MOPSAOK IiJIUCAHHSA TOKYMEHTIB IHIIMMH 0cOOaMu B pasi BiJICYTHOCTI
KEepiBHUKA 3aKJIaay Ta MOCAJ0BHUX OCi0, K1 yIIOBHOBAKEHI 1X ITiIMMKMCYBATH.

7.2. Tlimmuc ckiIamaeThCs 3 HA3BH IMOCAIU OCOOM, KA IMiIMUCYE JOKYMEHT (TIOBHOI — SIKIIO
JOKYMEHT HaJpyKOBaHUIl He Ha OJIaHKY, CKOPOUYEHOI — Ha IOKYMEHTI, HaJ[pyKOBAaHOMY Ha OJIaHKY),
BJacHOro iMeHi i mpi3Buma. Jlo3Bonserscsi B pekBi3uTi «lliamucy micns Ha3BH mocaau ocoou
3a3HayaTy BYCHE 3BaHHS, HAYKOBUH CTYIiHb.

1. Jlupexmop Ilionuc Bnacne im’a IIPI3BHIIE
2. /lupexkmop, knH, 0oyenm Hionuc Bnacne im’a IIPI3BUHIIE

7.3. Y cTBOpEHHI JIOKYMEHTIB IMAMKUCYETHCS OJIMH MPUMIPHHUK TOKYMEHTA, SIKHI € OPUTTHAIOM.
BUHSITOK CTAaHOBIATH ACSIKI BUIU JOKYMEHTIB (HAIPUKIAI aKTH, JOTOBOPH, SIKi CTBOPIOIOTHCS B
KUTBKOX MPUMIPHUKAX, KOXKEH 3 IKUX MA€ CUITy OPUTIHAITY ).

7.4.Y pa3i HaJCHUJIaHHS JOKYMEHTa OJIHOYACHO KUIBKOM 3aKyiagaM (yCTaHOBaM) OJTHAKOBOTO
ab0 BUIIOTO PiBHS KEPIBHUK 3aKJIaTy MiJIUCYE BCl OO MPUMIPHUKH.

7.5. JIBa abo OiypIne miANKCIB MPOCTABIAIOTH, SIKIIO 33 3MICT JOKYMEHTA BiJIOBIIAIOTh KiJIbKa
oci6. Ilpy mpoMy MiAMUCH TMOCATOBUX OCIO PO3MIIIYIOTHCS OJWH I OJHHM BIAMOBIAHO 0
MiATOPSIKOBAHOCTI 0Ci0.
Hupexkmop Iionuc Bnacue im’a IIPI3BUIIE
Knacnuii kepienuk IHionuc Bnaacne in’a IIPI3BUHIIE

7.6. CriisibHI JOKYMEHTH KUTBKOX 3aKJIa/I1B IMAMUCYIOTHCS KEPIBHUKAMU OJTHAKOBHX OCAJT ITUX
3aKnIajiB. [xHi miAmucy po3MilIyrOThCS HA OJHOMY PiBHI i CKPIIUTIOIOTHCS HeYaTKaMH 3aKIaliB.
Jupexmop 33CO Nel Jlupexmop niyero
Iionuc Baacne im’a IIPI3BUIIE IHionuc Bnacne im’a IIPI3BUIIE

7.7. JokyMEeHTH  KOJeT1aJbHUX OpraHiB (pIIIEHHs, TIIOCTAaHOBM) MIJNUCY€E TOJOBa
KoJsieriasibHOro opraHy. I[IpoTokon miinucyoTh roJoByIOUM Ha 3aciJaHHI KOJIET1aJIbHOI'O OpraHy 1

ceKkperap.
T'onosa nedazoziunoi paou IHionuc Bnaacne im’a IIPI3BHIIE
Cexpemap neoazoziunoi paou IHionuc Bnaacne in’a IIPI3BUHIIE

7.8. JIokyMeHTH, CKJIa/IeH1 KOMICI€IO, MiIIUCYIOTh I0JI0Ba KOMICII 1 BC1 YJIEHH KOMICIi.

7.9. JlokyMeHTH, IO MiJIATAa0Th 3aTBEPKEHHIO (1HCTPYKIIii, ITOJIOKEHHS, TIpaBUia TOIIO),
MiIUCY€ TT0cagoBa 0co0a, BIAMOBIJaNbHA 32 1X MIATOTOBKY.

7.10. Y pa3i BigCyTHOCTI KepiBHHMKa 3akjaly, Ha3Ba IOCAIH, MPi3BHIIE, BIACHE iM’s SKOi
3a3HaYEHO Ha NPOEKTI JOKYMEHTa, Horo mimucye ocoba, sika BUKOHYE ii 00OB’s3KH, abo ii
3aCTYMHUK. Y TakoMy pa3i 000B’SI3KOBO 3a3HayaroThCs (PaKTUYHA MMOCaja, BIACHE 1M’S, NMPi3BUIIE
ocobu, ska mimmucana AOKyMeHT. [Ipw I1[bOMYy BHIpaBJICHHS BHOCSTH PYKOIMCHUM a0o
MAIIMHOMIMCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOXKIIUBO NiepeipyKyBaT. He qomyckaeThes mifg gac
MiAMACAaHHS TOKYMEHTA CTaBUTH NMPUHMEHHUK «3a» 4H MPaBOOIUHY MOXMITy PUCKY Nepea Ha3BOIO

MOCa/Iu.
3acmynnuk oupekmopa 3 HBP Iionuc Bnaacne im’a IIPI3BUIIE

JlomaBaHHS 10 Ha3BU MOCAIM KEPIBHUKA 3aKIIaay a00 CaMOCTIMHOTO CTPYKTYPHOTO MiAPO3 LTy
ciB «Bukonyouuii 0608°a3ku» aoo «B.o.» 3M1CHIOETHCS Ha TIJICTAaBl HAKa3y.

7.11. ®dakcuminbHE BIATBOPEHHS MiAMUCY MOCAI0BOI 0COOM Ha OpraHi3aIliitHO-po3NOPSAUnX,
(h1HaHCOBUX, OyXTaJITEPCHKUX JOKYMEHTAaX 3a JIOIOMOT'0I0 MEXaHIYHOTr0 200 1HILIOTO KOIIIOBaHHS HE
JIOTTYCKA€ThCSI.

7.12. Pe3omnrorist — e 3po0JICHHI IMOCAJ0BOI0 OCOOOK0 HAMKMC HAa JOKYMEHTI, IO MICTHTh
CTHCIIUI 3MICT IPUUHATOTO HEIO PIIICHHS 11010 BAKOHAHHSI JOKYMEHTA.



Pe3omroriisi MakCHMMallbHO MOXE CKJIAJIAaTHCS 3 TaKUX EJIEMEHTIB: mpi3BuIle(-a), BiacHe(-1)
iM’s1(-eHa) BUKOHABLA (-1B) Y JaBaJIbHOMY BiZIMiHKY, 3MICT JOPY4€HHS, CTPOK BUKOHAHHS, 0OCOOUCTUI
MIKAC KepIBHUKA, JaTa.

Ilpizeuwe Baracne im’s

Ilpowy niocomyeamu npo€ckm 002080py
npo nocmauannsa zazy 00 25.05.2023
Ocobucmuii nionuc

Mama

SIKII0 JOpYYEHHS HAJaHO KiJTBKOM ITOCaJOBUM OCO0aM, FOJIOBHUM BUKOHABIIEM JIOKYMEHTA €
0co0a, 3a3HaveHa B PE30JIIOLIi MePIIOkO.

Ha nokymeHTax i3 cTpokamMu BHUKOHAaHHs, IIO HE MOTPEOYIOTh JIOJAaTKOBHX BKa3iBOK, Y
Pe30II0IIi1 3a3Ha4al0Th BUKOHABLIS, IT1IIMC aBTOpa PE30JIOLIi 1 1aTy.

Pe3ouroniito  MpOCTaBISIOTh PYKOIMUCHO OE3MOCEpEIHhO Ha JIOKYMEHTI HIDKYE PEKBI3UTY
«Anpecary» mapanelbHO 1O OCHOBHOTO TEKCTY a00 Ha BUTBHOMY BiJl TEKCTY MICIIi Y BEPXHii YacTUHI
MEpIIOTo apKyllia 3 JIMIILOBOTO OOKY, ajie He Ha IM0JIi JOKYMEHTA, IPHU3HAYCHOMY JUIS i AITUBaHHS.

SKmo Ha MOKYMEHTI HEMaE€ BUIBHOTO MiCHsl Ui pe3oiitomii ado JOKYMEHT IMiIsrae
MOBEPHEHHIO, 200 11€ CNIEKTPOHHHUN JIOKYMEHT, TO PE30JIIOIiI0 0(OPMITIOIOTH Ha OKPEMOMY apKyIili
abo crieniaibHOMY OJTaHKY, Ha SIKOMY 3a3HAYalOTh JIaTy.

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

8. 3arajbHi BUMOIH 10 TEKCTY YNPaBJiHCbKHX IOKYMEHTIB

8.1. TekcT ymnpaBIiHCHKOTO JOKYMEHTA IMOBHHEH OyTH YiTKMM, KOHKPETHHUM, JIAKOHIYHHM,
iHpopMaTUBHUM Ta BiAmoBigatu opdorpadiyHuM, JEKCUIHUM, MOP(OIOTIYHIM, CHHTAKCUIHUM,
CTHJIICTHYHHM, TTYHKTYaI[iIHHUM HOPMaM.

8.2. TekcT JOKyMeHTa IOBUHEH CTOCYBATHCS TOTO MMUTAHHS, SIKe CPOPMYITHOBAHE B 3aT0OJIOBKY
J0 TEKCTy, YiTKO BiJoOpa’kaTW NPUYMHY W METY CTBOPEHHS JOKYMEHTAa, PO3KPUBATH CYyTh
KOHKPETHOI CIIPaBU, MiCTUTH apTyMEHTOBAaHI JOKa31, BACHOBKH, TIPOTIO3UII].

8.3. Ilixg vac ckiagaHHSA JOKYMEHTIB B)KMBAETHCS IIOBHH CTHIIb, JJISI SKOTO XapaKTCPHHMA
HEUTpaJbHUN TOH BHUKJIAJACHHS, M030aBiIeHUIl 00pa3HOCTI, €MOUIMHOCTI Ta IHAUBIAYaIbHUX
aBTOPCHKUX PHUC.

8.4. Tekct mokymMeHTa 0POPMIISIFOTH y BUTJISII CYIIITBHOTO 3B’SI3HOTO TEKCTY, a00 aHKETH YU
TabuIi, 00 IIIIXOM MOEAHAHHS IIUX (POPM.

CyuinbHMi 3B S3HMA TEKCT JOKYMEHTa MICTUTh TIPaMaTU4YHO 1 JIOTIYHO Y3TOKEHY
iHpopMallil0 NMpo YHpPaBIiHCHbKI Ail 1 BHUKOPHCTOBYEThCS MiJ Yac CKJIAJaHHSA oOpraHizauiiHo-
PO3NOPSATUUX TOKYMEHTIB.

CyuinpHui 3B A3HUN TEKCT, SK MMPaBUJIO, CKIAAE€THCS 3 IBOX YACTHH. Y HepuIiid (BCTyMHii)
YacTHHI 3a3HAyaloThbCs IIJCTaBa, OOIPYHTYyBaHHS ab0 MeTa CKJIaJaHHA JOKYMEHTa, Yy ApYTii
(3aKIIIOYH1M) YaCTHHI — BUCHOBKH, IPOIO3HILii, pillleHHs, MpoXaHHs. B okpeMux Bunaakax J0KyMeHT
MO’K€ MICJI BCTYIHOT YaCTUHHU MICTUTH MOTHBYBAJIbHY YaCTHUHY, B SIKIH OOIPYHTOBYETHCS MO3ULIIS
3aKJamay.

8.5. ¥ TekcTi JTOKyMeHTa, MiArOTOBJICHOTO BiJIMOBIIHO JIO JIOKYMEHTIB IHIMUX yCTaHOB a00
paHilie BUJaHUX JOKYMEHTIB, 3a3HAYalOThCSl MOTO PEKBI3UTH y TakKiil MOCIIIOBHOCTI: Ha3Ba BUIY
JIOKyMEHTa, HAMEHYBaHHsI yCTAHOBH — aBTOpa IOKYMEHTA, J1aTa, PeECTpaIliiHui HOMep, 3aroJI0BOK
710 TEKCTY.

Ipuxnao
Haxa3 Minicmepcmea oceéimu i nayku Ykpainu 6io 25 uepensa 2018 poxy Ne 676 «IIpo
3ameepodricennn Incmpykuii 3 0inoeoocmea y 3aKknaoax 3a2aibHoi cepeonboi oceimu

8.6. TekcTH CKJIQAHUX 1 BETUKUX 32 00CATOM JTOKYMEHTIB (TIOJIOKEHHS, MIPaBUia, IHCTPYKLIi,
OTJISIIN, 3BITH TOILO) MOJUISIOTHCA HA PO3AUIN, MAPO3AUIH, MYHKTH, MAMYHKTU. [IlyHKTH B TeKCTI
HYMEpPYIOThCS apaOChKUMU LM (pamMu 3 KPaAMKoo, a MiJIYHKTH — apadCbKUMU U Pa MU 3 Ty>KKOIO.

Po3ginu HyMepyroThCsl pUMCHKUMH TH(pamMH, a TaKOK B OKPEMHX BUIAJIKaX BOHU MOXYTb
MOJUISTHCS Ha TJIaBH.



8.7. ®opmMa aHKETH BUKOPHCTOBYETHCS Y pa3i BUKJIAACHHSI y MU(PPOBOMY ab0O CIOBECHOMY
BUTIIAAAL iH(OpMaIii Ipo o1MH 00’ €KT 32 MEBHUM 00cAToM o3HakK. [locTiiiHor0 iH(opMaIli€ro B aHKETI
€ Yy3araJbHeHI O3HAaKH, 3a SKUMH TIPOBOJUTHCA OMUC O0’€KTa, a 3MIHHOIO — KOHKPETHI
XapaKTePUCTUKH.

8.8. Tabnuyna opma JOKyMEHTa BUKOPHUCTOBYETHCS Y pa3i BUKIAJEHHSA Y UPPOBOMY abo
CIIOBECHOMY BUTJISAI iH(pOpMAIlii PO KiTbKa 00’ €KTIB 3a PSAAOM O3HAK.

3arosoBku rpad TabaUIl TUITYTHCS 3 BEIUKOI JIITEPH, IiI3ar0JIOBKH — 3 MAJIOi JIITEPH, SKIIO
BOHHU CTAHOBJIATHL ONHE IIIJIE i3 3arojIOBKOM, 1 3 BEIMKOI — SIKIO IIi3ar0JIOBOK Ma€ caMOCTIiHiHe
3HaueHHsI. Kpamku B KiHII 3arojioBKiB 1 TMiJ3arojioBKiB Tpad HE CTaBIATHCA. 3aroJiOBKH 1
113aroJIOBKH rpad Ta psaKiB Tabauii MOBHHHI OYTH BHKIJIAJCHI IMEHHHKOM Y HA3UBHOMY BiJIMIHKY
ONHMHHM. Y 3aroJioBKax 1 IIiJI3arojoBKax psjakiB 1 Tpad TaOIUIll BXKUBAKOTHCA JIUIIE
3arajibHONPUHUHATI YMOBHI TO3HAYEHHS 1 CKOPOYCHHSI.

Ne 3/n 11k Has3ea 3axnady oceimu Ilocaoa Cmaoic, p.

1 2 3 4 5 6

I'padu Tabnwmi, sIKi PO3MINIYIOTBCS HAa KUTBKOX CTOpiHKax, HymepyroThcs. Ha apyriit ta
HACTYIHMX CTOpiHKax TaOjMIll 3a3HAuyalOThCsl HOMEpU Ipad, a TaKoXK Yy BEPXHbBOMY IIPaBOMY
KyTi — croBa «IIpooBXKEeHHS JoaaTKaY.

IIpooosircennsa oooamxa

1 2 3 4 5 6

8.9. ¥V 3akiani TeKCT HaKa3y BUKJIaa€eThes Bif nepioi ocoou — HAKA3YIO.

VY CHUTBHUX PO3MOPSAYNX JOKYMEHTAaX BUKOPUCTOBYETHCS (DOpMa BUKIIATY TEKCTY BiJl IIEPIIOT
ocobu MHOXHHU — HAKA3YEMO.

Y mpoTokoyiaX 3acTOCOBYEThCS (hOopMa BUKIIAAY TEKCTY BiJ TPEThOi OCOOM MHOKHHU 32
CXEMOIO:

CIIYXAJIH - BUCTYIIHTH — YXBAJIHJIH.

Y nMcTyBaHHI 3aCTOCOBYeTbCs (hopma BHKIALy TEKCTy BiJ MepIoi 0COOM MHOXUHU
(BBaXKaeMO, HAJCHIIAEMO, TPOCHUMO, MPOMOHYEMO) a0 BIT TPEThOi OCOOM OMHHUHH («3aKiao
3azanbHoi cepeOnboi oceimu He 3anepeyyeyn, «3aKaad 3a2anbHoi cepeonHboi oceimu 6eaxcac 3a
HeoOXiOHe»).

Y nOKyMeHTax, CKJIaJeHUX TMOCaJoBOI0 0CO00I0 1 aJpecoBaHUX KEPIBHUKY 3akiany ado
CTPYKTYPHOTO TiJIPO3AUTY (IIOMOBIJHA 3alKCKa, MOSCHIOBAJIbHA 3allKCKa, 3asBa), 3aCTOCOBYETHCS
¢dbopma BUKIIQAy TEKCTY BiJl epIIoi 0COOM OAHUHU (IIPOIOHYIO, BBaXKat0, MPOIILY).

9. Oco0,1MBi BUMOIH /10 CKJIAIAHHSA 1esIKUX BU/IB JOKYMEHTIB
Haka3

9.1. Hakaz — po3mopsauuii TOKYMEHT, SKAH BHJA€ KEpiBHUK 3akjaxy Ha TIpaBax
€IMHOHAYAJIBHOCTI Ta B MeEXaX CBO€l KOMIIETEeHIii, 000B’SI3KOBUM JUIsl BUKOHAHHS MiAJETIMMHU.
Hakasu 3aknaay mianucyroThCsl KEPIBHUKOM 3aKJIay, a 3a HOro BiZICYTHOCTI — 0CO0010, sTka BUKOHYE
fioro 000B’A3KH, Ta PEECTPYIOTHCS B KypHaJIaX peecTparlii HakasiB.

[linroToBKy Haka3y MOXKE€ IHIIIIOBaTH KEpIBHUK 3akjagy abo OyAb-sKUH CTPYKTypHUN
TiApO3 /L.

SIKuio 1HINIATOPOM MIArOTOBKM Haka3zy € CTPYKTYpHUH MiApPO3Ais, TO HEOOXIJIHICTH Horo
BUJAHHS TOBMHHA OyTHM OOIpyHTOBaHa B JOMOBIAHIN 3amucili. PimeHHS KepiBHHUKA 3aKiamy
BHPAXKAETHCS PE3OITIOITIEIO.

9.2. Bynp-skuit Haka3, 3a BUHATKOM CHUIBHOTO, 0)OPMITIOIOTh Ha OJaHKY Haka3y 3aKiaiy.

9.3. 3micT Haka3y KOPOTKO BHKIIAJAETHCS Y 3arojOBKY, SIKAW MOYHMHAETHCSA 3 NMPUHMEHHHKA
«IIpo» 1 ckiamaeThCs 3a JOMOMOTO BijjieciiBHOrO iMeHHUKA («IIpo 3ameeposcenns...», «Illpo
66e0enH...», «IIpo npuiitnammas na pooomy...») a6o imennuka («Ilpo niocymku...», «Ilpo xkaopoei
RUMAHHA...»).




9.4. CtpykTypa TEeKCTy Haka3zy, sSIK MPaBUJIO, CKIANAEThCS 3 JABOX YaCTHH — KOHCTATyBAJIbHOL
(mpeamOymH) 1 pO3NOPSAUOI.

VY KOHCTaTyBallbHIM YacTHHI 3a3HAYAIOTHCS TMIJACTaBa, OOTPYHTYBaHHS a00 MeTa BHUIAAHHS
Hakazy. 3a3HaueHa YaCTHHA MOXe ModnHaTHCA 31 ciniB «Ha euxonannay, «3 memoroy tomo. Ko
JOKYMEHT BHJAETHCS HA IMIJICTaBl 1HIIOTO PO3MOPSIIOTO JOKYMEHTa, Y KOHCTATYBaJbHIN YacTHHI
3a3HAYar0ThCs Ha3Ba BUAY LILOTO JOKYMEHTA, HOTr0 aBTOp, AaTa, HOMEp Ta 3arojioBok. Kparnka B KiHii
KOHCTaTyBaJIbHOI YaCTUHH HE CTABUTHCS.

KoncraryBanpHa yacThHa MOXe OyTH OMYyIIECHA, SIKIIO PO3IOpsAYa 4acTHHA HE MoTpelye
OOIpyHTYBaHHSI, HAPUKIIA]], y HaKa3ax 3 KaJPOBUX MMUTaHb (0COOOBOTO CKIALTY).

9.5. Posnopsiua 4acTrHA Haka3y MOYMHAETHCS JIIECIOBOM, SIKE TPYKYETHCS 3 HOBOTO PsaKa
BEJIMKUMHU JIiTepaMu 0€3 BIACTYITY BiJl JTIBOTO TOJIA 1 JIAMIOK, IICJIS YOT'O CTABUTHCS ABOKpAIKA.

9.6. Po3nopsiiua 4yacTHHA MOAUIAETHCA HA IYHKTH 1 IMIIMTYHKTH, [0 HYMEPYIOThCS apaOCbKIUMHU
nudpamu. Y KOKHOMY IyHKTI MarOTh OyTH 3a3Ha4eHI BHKOHAaBIl (CTPYKTYpHI MiApPO3IiaM abo
KOHKpPETHI M0CaioBi 0COOM), KOHKPETHI 3aBJaHHs (JOPYUYEHHs) 1 CTPOKH iX BUKOHaHHs. BukonasIi
MOXYTb OyTH Ha3BaHi TaKOX y3aralbHEHO, HANPUKIIAJ: «Iearori9HUM MpaliBHUKaM 3aKiany». [pu
[IbOMY HE 3aCTOCOBYETHCS HAIIMCAHHS HEKOHKPETHUX JJOPYYCHbB, SIKI MICTSTh CIIOBA: «IIPUCKOPUTH,
TIOJIIMIIHUTHY, aKTHBI3YBaTW», «3BEPHYTH YBary» TOIIIO.

9.7. YV Hakazax 3 KaJpOBHX MMUTaHb (0COOOBOTO CKIIaly) pO3NOpsI4a YaCTUHA TOYMHAETHCS, SIK
TIpaBuIIo, 3 iecnoBa y opMi indinitusa: «IIPHHHATH», «[TIPU3HAYHTHy,, (IIEPEBECTH»,
«3BUIBHHUTH», «BIIPATHTH», «HA/JATH», «OI'OJIOCHTH» Tompo. Jlami 3a3HAYaIOTHCS
BEJIMKHMH JIITEpaMU IPi3BUILIE Mpal[iBHUKA, HA SKOTO MOLIUPIOETHCS il HaKa3y, 1 MaJIUMU — HOro
iM’s Ta 110 OATHKOBI.

dopMyTIOBaHHS TYHKTIB IOBHHHI OyTH YITKMMH, KOHKPETHHUMH, BIJIMOBIJATH HOpMaM
Kopnekcy 3axoniB mpo npamro Ykpainu_(K3nll) abo iHImM mpaBoBUM aKTam.

VY pasi npuitmanHs a00 3BUILHEHHS MpalliBHUKA 3a3HAYAIOTHCA MIOBHA JIaTa (YKCII0, MICALlb, PIK)
(aKkTUYHOTO BUXOMIY MpalliBHUKAa HAa POOOTY (MPUMUHEHHS TPYAOBUX BIAHOCHH), PO3MIpH HOTO
110CaZI0BOr0 OKJIay BIJIOBITHO J0 IITATHOI'O PO3MHMCY, HAJ0aBOK Ta JOIUIAT.

VY KOKHOMY MYHKTI Haka3y 3 KaJpOBUX MHUTaHb (0COOOBOTO CKJIaay) 3a3HAYAETHCS IM1/ICTaBa
070 Horo BHJaHHA (3asBa NpalliBHUKA, KOHTPAKT, JOIMOBIJHA 3allMCKa, PIIIEHHS aTecTaliifHOol
KOMICii TOIIIO).

Haxkasu 3 kajnpoBux mutaHb (0co00BOro Ckiamy) opOpPMIIIOIOTh Y BUIVISI 1HIUBIAYaJIbHUX
(cTOCYIOTBCSI OHOIO MpalliBHUKA) 1 3B€ACHUX (CTOCYIOTHCS KUIBKOX MPalliBHUKIB).

VY 3BeneHMX Haka3ax [0 pO3MOPSAAYOi YAaCTMHM BKJIIOYAIOTHCS IYHKTH, IO MICTATh
1H(popMallio, y TaKii TOCIIJOBHOCTI: MPUHHATTS Ha poOOTY (Cityk0y), nepeBe/IeHHs, 3BIJIbHEHHS. Y
MeXax UX MYHKTIB HiAMyHKTaM1 3a3Ha4aloTh MPi3BUIIA MPALliBHUKIB 32 andasiToM. [Ipu oMy 10
OJIHOTO 3BEJIEHOT0 PO3MOPSIUOro TOKYMEHTAa HE MOXKYTh BKIIIOUATHCS IIYHKTH 3 1H(opMalli€to, sika
3TiHO 13 3aKOHO/IaBCTBOM M€ Pi3Hi CTPOKH 30epiraHHs.

9.8. Ilicnst mignucaHHs HaKa3y 3MIHM JI0 HbOTO BHOCSTHCS JIMIIE NUIIXOM BHJIAHHS HOBOTO
Haka3zy Mpo BHECEHHS 3MiH.

SIK110 HaKa30M BIMIHSETHCS MONEPEHIN HaKka3, y po3MOpAI4iil YaCTHHI 3a3HAYAETHCS ITYHKT,
SIKUI TTOBUHEH TIOYUHATHCSA 31 CiB: «Buznamu maxkum, uj0 émpamueé YuHHicmb, ...».

9.9. OcraHHil MyHKT Haka3y y pasi moTpeOM MOKe MICTUTH PIillIeHHS MPO TMOKJIAICHHS Ha
CTPYKTYpPHHUH MiJIpo3/in abo mocaoBy ocoOy (GyHKIIIH 3 KOHTPOIIIO 32 BUKOHAHHSAM Hakasy.

9.10. Haka3 Habupae YMHHOCTI 3 MOMEHTY HOTO IiIFCAaHHS 1 peecTpallii, SKII0 B TEKCTi HE
BCTaHOBJICHO 1HIII CTPOKHU.

9.11. 3 Haka3oM 3 KaJpOBHX MHUTaHb (0COOOBOTO CKIIATy) OOOB’SI3KOBO O3HAWOMITIOIOTH
3rajlaHuxX y HbOMY 0cCi0, sIKi Ha MepIIoMy NMPUMIPHUKY JOKYMEHTa 4YM Ha CrelialbHOMY OJaHKy
MPOCTABIISIOTH CBOI MIAMUCH 13 3a3HAYSHHSIM JaTH O3HAWOMIICHHS.

9.12. Haka3u HyMepyIOThCS B MOPAJKY iX BHJIAHHS B MEXaxX KaJICHIapHOTO POKY.

9.13. V 3akia/ii CTBOPIOIOTHCS TaKi BUIAM HAKa3iB:


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

1) Haka3u 3 OCHOBHOI AisUTLHOCTI 3aKiaaxy — Ne 2-0;

2) HaKa3M 3 aMIHICTPaTUBHO-TOCIIOAPCHKUX MUTAHb 3akiaay — Ne 2-T;

3) HaKa3M 3 KaJPOBUX MMUTAHb 3aKJaJy TPUBAJIOTO CTPOKY 30epiranus — Ne 2-K/Tp;

4) HaKa3u 3 KaJIpOBUX IHUTAHb 3aKJIaJly TUMYACOBOTO CTPOKY 30epiranHs — Ne 2-k/TwM;
5) Haka3u 3 pyxy y4HiB/BUXOBaHIIIB 3aKiagy — Ne 2-y.

IIporoko

9.14. TIpoToKOA — JIOKYMEHT, Y IKOMY (IKCYeThcs mepeOir BeJeHHS 3aciaHb, yXBaJCHHS
pillIeHb JOPaAuYMMU Ta KOJIET1albHUMU OpraHaMu, KOMICISIMU TOLIO.

[IpoTokonu 3aciaHb NENAroriyHUX paj, IHIMKUX JOPAaguuX Ta KOJETialbHUX OpraHiB
CKJIQJIAIOTHCSI B CTUCHIN (opmi. Y TPOTOKOJI, CKIAJACHOMY B CTHCIIH (opMi, (IKCYIOTHCS JIMIIE
NpUKAHATI pitneHHs 0e3 Aeramizamnii nepediry oOroBopeHHs MUTaHHS.

VY pas3i morpebu 3a pillleHHAM 3arajJbHUX 300piB (KOH(EpeHIlli) KOJCKTHUBY IPOTOKOIU
3arajibHUX 300piB (KOH(EpeHIlii) KOJIEKTUBY MOXKYTh CKJIaJaTHCS y MOBHIH (opmi.

9.15. Hymepariis mpoTOKOJIIB 3aCiIaHb IEIaroriyHol paayd BEIACThCSA Yy MEKax HABYAIBHOTO
POKY, IPOTOKOJIIB BHOOPHUX OPraHiB — y MEKax iX TOBHOBAYKEHb.

Hywmeparltiss 1poTOKOJIIB BEAETHCS OKPEMO 3a KOXKHOKO TIPYIOI IIPOTOKOJIB 3aciaHb
BiJIITOBIHOTO KOJIETiAJIBHOTO OpPTaHy.

9.16. Jlatoro mpOTOKOJTY € J1aTa IPOBEIACHHS 3aCiTaHHS.

3arooBOK 70 TEKCTY MPOTOKOIY Mae€ BimoOpaxaru Buj 3acigaHHs (Hapanga, 300pw,
KoH(epeHIIis Touo) abo KoerianbHoi AisTBHOCTI (KoMicis, pana, 300pH, poboda rpyma Tomo) i
BKJIIOYATH Ha3BY BUIY JIOKyMEHTA.

TexkcT npoTOKOIy CKIaJa€eThCs 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

Y BCTynHIM 4YacTHHI TPOTOKOTY 3a3HAYAIOTHCS MPI3BUINA Ta BIACHE 1M’s TOJOBU abo
TOJIOBYIOUOTO HA 3aciJlaHHi, 300pax TOIO, CEKpeTaps, 3aMPOIICHIX, a TAKOX MPUCYTHIX 0CiO.

VY pa3i noTpedu 3a pillIeHHSIM BiAMOBIJHOTO OPTaHy y CIUCKY MPUCYTHIX 3a3HAYAI0THCS TOCA U
3ampoImeHux 0ocid Ta HallMEHYBaHHS YCTaHOB. SIKIO KUTBKICTh NMPHUCYTHIX IMepeBUIrye 15 ocio,
3a3HAYA€ThCS 1X 3arajbHa KUIbKICTh 3 MOCHJIAHHSIM Ha CITUCOK, IO JIOJIAETHCS JI0 IPOTOKOITY.

9.17. BcrynHa yacTHHA MICTUTH MOPSAIOK ACHHUIL: TIEPETiK pO3TISIHYTHX Ha 3aCiIlaHH] TUTaHb.
[Topsimok AeHHUH MOAAa€ThCA HAPUKIHII BCTYITHOI YaCTHHH.

CnoBa «lIlopsimoxk neHHMI» OPYKYIOTHCA BiJ MEXKI1 JIBOTO TOJS, MICIHS HUX CTaBUTHCA
nBokpanka. KokHe mnuTaHHS HyMepyeThCcsl apaOCbKMUMU IUdpaMu 1 JApPYKyeTbcs 3 alzary.
®opMyBaHHSI IUTaHb y MOPAJKY ACHHOMY ITOUYMHAETHCS 3 MpuiiMeHHuKa «IIpoy.

9.18. OcHoBHA yacTHHA MPOTOKOIY CKIIATAEThCS 3 PO3ALTIB, SKI MAIOTh BIANOBIIaTH MyHKTaM
MOPAIKY JA€HHOTO. Po3niin HyMepyroTbesa apaOcbkuMu Ludpamu 1 OyAyIOThCS 32 TAKOK CXEMOIO:

st ctuciaoi popmu npotokonis: « C1YXAJIH - YXBA/TUTH »;

11 toBHOI Gopmu nnpotokoiniB: «C/IYXAJIH - BUCTYITIHJIH - YXBA/THIIH .

ITicnsa cnoa «CIITY XAJIM» 3 HOBOTO psijika 3a3Ha4arOThCs MPI3BUILE Ta BIACHE 1M’ KOXKHOTO
JI0IOB1/1a4a.

VY noBHiit ¢popmi npotokony micis cnoa « BUCTYITMIINY dikcyroTbest BUCTYNH THX 0CI0, SIKi
B35UIM y4acTh B OOTOBOpEHH1 AOMOBiAl (MUTaHHS MOPSIKY AeHHOro). Buctynu odopmitoroTses B
MPOTOKOJI 13 3a3HaYEHHSM I0OCaj, MPI3BUII Ta BJIACHUX IMEH, IMEH JOMOBiJayuiB y Ha3MBHOMY
BIJIMIHKY, BUKJIQICHHSAM 3MICTY BUCTYITy a00 MUTaHHS, BIAMOB1/II HA HHOTO.

9.19. TekcTH BUCTYMIB y MPOTOKOJI BUKJIQAAIOTHCS BiJ TPETHOI OCOOM OJTHUHH.

Texcr abo Te3u momoBimi, odOpMIIEHI SIK OKpeMi JOKYMEHTH, JI0 TEKCTYy IPOTOKOIY HE
BKJTIIOYat0Thes. [licist BitoMocTel po 0MoBijaua CTaBUThCS THPE 1 3a3Ha4aeThest « Texcm 0onogioi
000acmuvcs 00 RPOMOKOAY).

[Ticna cnoBa «YXBAJIMJIN» ¢ikcyeTbes mpuiiHATE PIlIEHHS 3 0OrOBOPIOBAHOTO MUTAHHS
MOPSIIKY JIGHHOTO, SIKE Ma€ BKJIOYATH CKJIAJOBI, IO BIAMOBIIAIOTh HA TaKi MHUTAHHS: KOMY, IO
3pOOUTH 1 B IKUH CTPOK.

V pasi K10 NpUHMAaeThCs PIlIEHHS PO CXBAJICHHS, TIOTO/KEHHSI, 3aTBEPKCHHS JIOKyMEHTA,
KM 0OrOBOPIOBABCS HA 3aCiJlaHHI, 1Ie JOKYMEHT JOJA€ThCs 10 MPOTOKOITY. 32 HassBHOCTI 1HIINX



JIOKYMEHTIB, 110 PO3TJISIAIUCS Ha 3aci/laHHl Ta (PakT 0OroBopeHHs AKUX 0yJI0 3a)iKCOBAHO B TEKCTI
MIPOTOKOJIY, BOHH HYMEPYIOThCS apaOChkuMu mHdpamu. Y BIANOBIAHUX MYHKTaX IMPOTOKOIY
MIPOCTABIISIOTHCS MMOCHIIAHHS HA 111 JJOJATKH.

[Iporokon migMUCy€e TOJOBYIOUMH Ha 3aciJaHHI KOJIETIAIbHOTO (AOpaayoro) opra”y Ta
cekperap (3a HasBHOCTI). [IpoTokos 3aciganb KOMICIH MAMUCYIOTh YC1 WICHH KOMICIi.

JIucTn

9.20. JIuctn cKiIamaroThcsl 3 METOK OOMiHY iH(OpMaIli€0 MK 3aKiaoM Ta OpraHaMH
Jiep>KaBHOT BJIAJIM, OpraHaMH MICIIEBOTO CAMOBPSIyBaHHS, X IMOCAJOBUMH 1 CIIy>KOOBUMHU 0coOamH,
3aKjaJaMH, YCTaHOBaMHU, OpraHi3allisiMy Ta IHIMUMHU (HI3UIHUMU 1 FOPUAMIHUMH 0COOaMH.

9.21. briaHku JIMCTa MAIOTh TaKi PEKBI3UTH:

1) HaliMeHyBaHHS 3aCHOBHHKa (3aCHOBHHMKIB) 3akjaay (Hampukiala, bimomepkiBcbka MichbKa
paza);

2) moBHE HaMEHYBaHHS 3aKJIay BiAIOBIIHO J0 YCTAHOBYUX JOKYMCHTIB;

3) IOBiIKOBI JaHi mpo 3akiaj (MOWITOBa aapeca, HOMEpH TenedoHiB, (akciB, paxyHKIB y
0aHKy, aJpecy eJIEKTPOHHOI OLITH TOIIO).

9.22. PexBi3uTH JHCTA: J1aTa, PEECTPAIIMHAN 1HIEKC, TOCUIIAaHHS HA PEECTPALIWHUN 1HIEKC 1
JaTy JOKyMEHTa, Ha SIKMI HaJae€ThCs BIAMOBIIG (3a MOTpeOu), aapecar, 3arooBOK 10 TEKCTY, TEKCT,
BiJIMITKa MPO HasBHICTb JOAATKIB (3a MOTPEOH ), MMiIMTUC, BIAMITKA PO BUKOHABIIS.

9.23. JlaToro JucTa € 1aTa HOro MiAMKUCaHHs, SKa Ma€ 30iraTucs 13 AaTOK peecTparlii BUXigHOT
KOPECIIOH/ICHITI1.

9.24. TekcT nucTa BUKIAAAETHCS BIJ MEpIIOi O0COOM MHOXHHU 3 BHUKOPHUCTaHHSM CJIiB:
«NPOCUMO ROGIOOMUMU...», (PO3’ACHIOEMO, WL0...». 3a3BUYAH Y JIUCTI TOPYIIYETHCS OJTHE TTUTAHHS.
AKT

9.25. AKT — TOKYMEHT, CKJIaJI€HHI TPYIIO0 OCi0 Ui 3aCBiAUEHHs] BCTAHOBICHHUX (PAKTiB abo
nofdiii. AKTH o(OPMITIOIOTECS 3a pe3ysbTaTaMHu PEBi3ii (hiHAHCOBO-TOCIOAAPCHKOI MisUIBHOCTI, i
yac NpUiMaHHA-TIepeIaBaHHs CIIpaB, CIIMCaHHS MalHa TOILO.

9.26. Jlaroro akTy € gaTa HOTO CKJIaJlaHHS.

9.27. TekcT aKTy CKJIAA€THCS 31 BCTYIHOT Ta KOHCTATYIO4Y0i YaCTHH.

VY BCTyIHIM yacTHHI 3a3HAYAIOTHCS MACTAaBU IS CKJIQJAHHS aKTy Ta Ha3UBAIOThCS OCOOH, SIKi
CKJIJIM aKT a00 OyJii MPUCYTHI MPU OMY.

VY KoOHcTaTyBalbHIH YacTHUHI BUKJIAJAIOThCA CYTh, 3aBAAHHS, XapaKTep BHUKOHAaHOI poOOTH,
BCTaHOBJIEHI ()aKkTH, MPOIO3HulLlli Ta BUCHOBKH. KOHCTaTyBajbHa YacTUHA MOXe 0(OpPMITIOBATUCS Y
BUTIISIA1 TAOIUIII.

VY KIHII TEeKCTy aKkTy 3aluCyloTbCi JaHI MpO KUIBKICTh MNPUMIPHUKIB akTa Ta ix
MICII€3HaXO/[KEHHSI.

9.28. AKT miamucyroTh yci ocoOu, ski Opamu ydacth y #oro ckiamanHi. Ocoba, ska mae
3ayBa)K€HHS JI0 3MICTY aKTy, NIANUCY€E HOro 1 BUKJIQJa€e CBOIO AYMKY Ha OKpEMOMY apKyli, SKUN
TOAETHCS JI0 AKTY.

9.29. V pasi 3MiHM KepiBHHUKA 3aKiagy a0o BiAMOBIAAIbHOI 0COOHM, MpUHMaHHS-TIEpeIaBaHHS
JTOKYMEHTIB 1 CTIIpaB 31HCHIOETHCS 32 TATIOBUMH (pOpMaMu aKTiB, HaBeIEHUMH B dodamkax 9-11.

10. 3acBinueHHs1 KOMiil Ta BUTATIB CJIYKO0BHX IOKYMEHTIB

10.1. 3akmag Mae mpaBo 3acBiAUYBaTH KOIMii JOKYMEHTIB, IO CTBOPIOIOTHCS Y HBOMY, 3a
BUHATKOM KOMIiil JOKYMEHTIB, SIKi BIAMOBIIHO IO 3aKOHOJABCTBAa MOTPEOYIOTh 3aCBiAUYEHHS B
HOTapialbHOMY MOPSIKY.

10.2. Komii 10OKyMEeHTIB 1HIIMX YCTaHOB MOXKYTh BUTOTOBIISITHCS 1 3aCBIIYYBATHUCS 3aKJIAZIOM Y
TaKWX BHIAJIKAX:
1) Ha BUMOT'Y CY/IOBHX Ta IHIIHX ITPABOOXOPOHHUX OPTaHiB;



2) 1St BHYTPIIIHBOTO BUKOPUCTAHHS Y 3aKja1i (11 yac po3B’si3aHHsI TMTaHb 11010 TPUAMaHHS
rpoMajsiH Ha poOOTy, HABYAHHS, 3aCBITUYEHHS IX TPYJOBHX, XUTJIOBHUX Ta IHIIMX MpaB Yy
B3a€EMOBIJTHOCHMHAX 3 yCTaHOBOW). Hampukmanm, 3akiag Mo)K€ BHUTOTOBUTH 1 3aCBITYUTH KOIIIIO
JWIIIOMA TIpaIliBHHUKA, SIKa TOTIM Oy/1e miAImmITa 10 oro 0oco0oBOi CripaBH.

10.3. J103BONSAETBCS BUTOTOBJIATH KOIIIO 13 3aCBiMUEHOT KOIMii JOKyMEHTA, SKIIO OpPHUTIHAT
BIJICYTHi#1 a00 1OT0 OTpUMaTH HEMOKIIMBO.

10.4. Komii MOKYMEHTIB BUTOTOBJISIOTHCS 1 BHUIAIOTHCS HAa BHUMOTY IHIIMX YCTaHOB a0o
TPOMAJSIH 3 JI03BOJIy KEpiBHUKA 3aKJIagy, HOro 3acTymHHUKIB a00 KEpiBHHKA CTPYKTYPHOTO
MIIPO3ILTY 3aKIaly.

10.5. Komiss nmoxkyMeHTa Mae€ BiJNOBIJAaTH OpHUTiHANY, TOOTO TOBHICTIO BiATBOPIOBATH
iH(opMaIlio opuriHaTy i BCi HOTO 30BHIIIHI O3HAKK a00 1X YacTHHY.

10.6. He nomyckaeTbcss BUTOTOBIATH KOMii JOKYMEHTIB 3 HEpO3OIpJIMBHM TEKCTOM,
HiTYMCTKAMH, TIPUITUCAMU Ta IHITMMHU HEOOYMOBJICHUMH BUIIPABICHHAMH.

10.7. Komnist HaOyBae IOpUANYHOI CUJIH JIMIIE B pasi il 3aCBiTYCHHS B YCTAHOBIEHOMY MOPSIKY.

Hanwuc mpo 3acBil4eHHsT KOMil CKIAIAeThes 31 CHIB «32i0HO 3 opuzinaniomy», Ha3BH MOCA]H,
0COOHCTOTO ITiITUCY 0COOM, KA 3aCBITIY€E KOIIit0, T1 BIIACHOTO iIMEHI Ta MPi3BUIIA, TaTH 3aCBIAUCHHS
KOITii.

Hamuc mipo 3acBigueHHs KOMii CKPITUTFOETHCS BIAOUTKOM MEYATKH 3aKaay a0o medaTku «J{ms
KOTIi.

VY Bumaakax, BU3HAUYECHUX 3aKOHOJABCTBOM, KOIIii JOKYMEHTIB 3aCBIMYYIOTHCS BiAOUTKOM
MeYaTKU 3aKyamy.

Ha nuuiboBoMy 60111 y BepXHBOMY ITPaBOMY KYTi IIEPIIOTO apKyIia JOKYMEHTa IPOCTABISAETHCS
BigMmiTka «Koris.

10.8. Cropinku Kormii JOKYMEHTIB (32 BUHATKOM THX, [0 MAIOTh OJIMH apKyIll) HyMEPYIOThCS 1
BIIMITKa IIPO 3aCBIYEHHS KOTIii MOYKE JJOTIOBHIOBATHCS BIAMITKOIO «BCchoro B Komii apk.». 3a
pilmeHHsAM 3aKkiany abo Ha BUMOTY yCTAHOBH, SIKIM HAJA€ThCS KOIiS JOKYMEHTA, JIOIYCKAEThCS
3aCBIUyBaTH KOMil JOKYMEHTIB MOApKYIIIHO.

10.9. ApxiBHi Korii Ta BUTSTH 3aCBiTIYIOTHCS BIAMOBITHO 10 dodamkis 12, 13.

10.10. 3anexHo BiJl ciocO0y BUTOTOBJICHHS KOIii HOIUISIOTH HA (PAKCUMIIBHI 1 BUIBHI:

1) bakcuminbHi  KOmii  BHTOTOBJSIOTBCS 332  JIONIOMOTOK0  3acO0IB  KOIIIOBAJILHO-
PO3MHOXXYBQJIbHOT TEXHIKM, y TOMY YHCII 0araToyHKIIOHAIBHUX MPUCTPOIB, MO TOYHO
BIJITBOPIOIOTh yCl 30BHIIIHI O3HAKH, XYyA0XKHI OCOOJMBOCTI O(OPMIIEHHS pPEKBI3UTIB, iX
po3TalryBaHHs (BKJIIOYAOUY MAMKIC Ta IEYaTKy) a00 YaCTHHY iX;

2) 0cOOMCTHI MIAMUC MOCaT0BOI 0COOM, sIKa MiKcalla OPHUTiHAT JTOKYMEHTa, MOXe OyTH
BIJICYTHIM y pa3i HaJCWJIaHHS KO IHIIUM yCTaHOBaM a0o0 SIKIIO KOIMis BHUXIAHOTO JOKyMEHTa
3QJIMIIAETHCS Y NUTOBOJCTBI 3aKJIaly;

3) Ha KOMIisIX BUXiTHOTO JOKYMEHTA, II[0 3aIUIIAI0ThCS Y TITOBOICTRI 3aKyIa/ 1y, TSKCTH OJIaHKIB
MOXXYTh HE BiJITBOPIOBATHCS, a 3a3HAYATHCS MAIOTh JIMINE JIaTa ITiAMACAHHS JOKYMEHTa Ta MOTo
peecTpaliiinuil iHAeKe, Mmocaja ocoOM, sKa 3acBiMyWia KOMito, 1 OCOOMCTHH migmuc, aara
3aCBIYCHHS Ta BIJOWTOK MEYATKHU CIIYKOH J1JIOBOJICTBA, HATIPUKITA:

Mama, inoekc

Texcm 0oKymenma

Pexkeizum «Ilionuc» (6e3 ocooucmozo nionucy)
32i0H0 3 opucinaiom

3acmynnuk oupexmopa 3 HBP

Iionuc, énacue im’a, npizeunie

[ama

Ha komisix BUX1AHUX JOKYMEHTIB, 10 3aJIMIIAI0THCS Y IIJIOBOJICTBI 3aKJIay, IOBUHHI OyTH Bi3U
[MOCaJ0BHX 0CIi0, 3 IKMMHU BOHHU IIOTOKECHI, Ta Bi3W BUKOHABIIIB.



dakcUMUTBHI KOIIii, MO MICTATh (paKCUMUIbHE BIATBOPEHHS IMIAMUCY TOCATOBOI OCOOHM 1
MPU3HAYCHI JIMIIE JJIl BHYTPIIIHBOTO KOPUCTYBAHHS Y 3aKiaji (HampuKiIaj Komii Haka3iB, IUIaHiB,
TIOJIOXKEHB TOIIIO), HE MOTPEOYIOTh T0JATKOBOTO 3aCB1AYCHHSI;

5) BUIBHI KOMIii BUTOTOBJSIOTHCS MUISXOM MEPEAPYKYBaHHS a00 MepenucyBaHHS OpPHUTIHATY
JIOKYMEHTA, 110 IMOBHICTIO BIITBOPIOIOTH HOT0 1H(OpMaIlito, aje He a0COIFOTHO TOYHO BiITBOPIOIOTH
fioro 30BHIiIIHI 03HAKM (IPHUPT, pEKBI3UTH OJIAHKA, MIMHC, TIEYaTKy TOIIO).

10.11. Butsar 31 cimyx00BOro JOKyMEHTa BHUTOTOBJISETHCSA, SKIIO HEMae HEOOXiTHOCTI
BUTOTOBIISITH KOMit0. BUTAT 0(hopMIItOeThCS Ha 3arabHOMY OJIAaHKY 3aKiIajy i3 JOTPUMAHHIM TaKUX
BHMOT:

1) y Ha3Bi BHIy TOKYMEHTA 3a3HAYAETHLCS: «BUMAZ 3 HAKA3Y), «GUMSAZ 3 HPOMOKOY);

2) BiATBOPIOETHCS MOBHICTIO BCTYITHA YaCTHHA (SIKIIIO BOHA €) CIY»KO0BOr0 JOKYMEHTA,;

3) 3 OCHOBHOi YaCTUHHM TEKCTY JOKYMEHTa BHIIUCYETHCS TOW IyHKT, iH(QOpMAIlsS SIKOTO
HeoOXigHa;

4) BiATBOPIOETHCS pekBi3UT «Iliamucy (6e3 0COOUCTOTO MiAMUCY);

5) mpocTaBISAIOTHCS BiAMITKa ITPO 3aCBIAYEHHS KOIIil Ta BIZOUTOK Ie4YaTKH (3a HeO0OXiTHOCTI).

Butrsaru 13 mpoTOKOJIB 3acBiguye CeKperap, SKHil CKJIafga€ TMPOTOKOIHM 1 3MIMCHIOE iX
30epiraHHs, 3 HaKa3iB — MocazoBa 0co0a, siKa BiJIIOBIIa€ 3a ix 30epiraHHs.

10.12. OcobarBUM BHIOM KOIIii JOKYMEHTa € JTyOmiKaT — IMOBTOPHO OpOpMIICHHH CITy>KO0BHIA
JOKYMEHT Ui BHKOPUCTaHHS 3aMiCTh BTPAUYE€HOTO 4YM TMOMIKOJKEHOTO OpUriHAlMy (AMILIOMA,
CBIJIOITBA, TPYJOBOT KHUXKKH TOIIO), III0 MA€ TaKy caMy IOPUJAUYHY CHITY.

JlyOmikaT BUTOTOBIISETHCS HA TaKOMy caMoOMy OJIaHKy, IO W OpWTIiHAQJI, Ta MICTHTh
iHpopmaniro, aHanoriuHy iHopmarii B opurinaini. Ha HbOMy mpoCTaBISIOTECS BIIOMTOK MEYaTKH
3aKaaay 1 MiAOUCH TOCaJOBHX OCi0, SKI MarOTh MPABO IMJAMHUCY LHUX JOKYMEHTIB HAa MOMEHT
oopmnenns nyOmikara. Ha myOmikaTi mpoCTaBIs€TbCA y TPABOMY BEPXHBOMY KyTi BiIMITKa
«/lyonikamy.

III. OPTAHIBALIA JOKYMEHTOOBIT'Y TA BUKOHAHHSA JOKYMEHTIB
1. Bumoru moao oprasizanii 10KkyMeHT000iry Ta BU3HAYECHHS HOro o0csary

1.1. Ocoba, BiamoBimajabHAa 3a OpraHi3alilo IIJIOBOJACTBA y 3aKiajl 3AIHCHIOE IEpBHHHE
OTIPAIIOBaHHS JOKYMEHTIB, IO HAIIANUIM 110 3aKJanay, iX TOMEpeaHId pO3TIIsl, pPeecTparliio,
nepefayy KepiBHUITBY Ha pO3IJIAA, Iepefadyy BHKOHABLAM. Ilicis BUKOHAHHS JOKYMEHTH
JOTY9at0ThCS JIO CIIPAB.

1.2. JlokyMeHTH He3aJeXHO BiJ cnocoOy dikcalii Ta BIATBOpPeHHs iH(opMalii MaroTh
MIPOXO/UTH Ta OMPAIbOBYBAaTHCS y 3aKiaji Ha €JUHHUX OpraHi3allifHUX Ta IMpaBOBUX 3acajax
oprasizatii JOKyMEHTOO0OIry.

1.3. IlinpaxyHOK KiJIbKOCTIi JIOKyMEHTIB Y 3aKJIa/Ii 3AIMCHIOETHCS 32 peecTpalliitHuMu popmMaMu
BX1/IHUX, BHYTPIIIHIX, BUXITHUX JTOKYMEHTIB Y MICIISX iX peecTparii.

2. IlpuiitMaHHs, NePBUHHE ONPALIOBAHHA JOKYMEHTIB Ta IX NMONepeaHii po3risj

2.1. Yci ToKyMeHTH, 0 HAJIXOJATh JIO 3aKjIaay, MPHHMAOTHCS 0COO0F0, BiIMOBITAIBHOIO 32
TIOBOJICTBO Y 3aKJIa/Il.

2.2. Y pa3i HaIXO/DKEHHS JOKYMEHTIB y CKaHOBaHii (hopmi ix iH(opMaIliro po3apyKoByIOTh Ha
namepi i3 MPOCTAaBIEHHSIM Ha BEPXHbOMY IOJII AOKyMeHTa Haamucy «OTpHMaHO B €JIeKTPOHHIN
dhopmix.

2.3. @aKkT HaAXOJDKEHHS JOKyMEHTa J0 3aKjaay OO0OB’SI3KOBO (IKCYETHCS IUIAXOM
MPOCTABIICHHS Ha BXIIHUX JTOKYMEHTaxX BIJIMITKM TpPO HOro HAaIXOKEHHsS 10 3aKiaiy, sKa
MIPOCTABISETHCS BiJl PyKH 200 3a JOMTOMOT'OI0 IITaMIia, aBTOMAaTHYHOTO HyMepaTopa Ha JUIIbOBOMY
MOJII Yy MPaBOMYy KyTl HI)KHBOTO MOJIS MEPIIOTrO apKyllla OpUriHaly AOKyMeHTa. EnemeHTamu
3a3HAYEHOTO PEKBI3UTY € CKOpOYCHEe HallMEHyBaHHS 3aKiajay — oJepXKyBaua JIOKYMEHTa,
peecTpaniiinuil iH1ekc, Aara (y pasi HoTpedu — roanHa 1 XBHUJIMHU) HaIXOPKEHHS JJOKYMEHTA.



2.4. TlepBuHHE OMNpallOBaHHS IOKYMEHTIB mependadae TMepeBipKy MPaBUIBHOCTI JTOCTAaBKH
KOpeCHOoHeHIi Ta i1 IiTiCHOCTI.

JlokymMeHTH, Ha/TiCJIaH1 HE 32 aJIpECOI0, TTOBEPTAIOTHCS BIAMPABHUKOBI 0€3 iX pO3TIISAITY.

Po3kpuBarOTHCS BCi KOHBEPTH, 32 BUHATKOM THX, IO MaloTh Hanmuc «Ocoducroy.

2.5. VY pa3i BUSBIICHHS BiJICyTHOCTI JOJIaTKiB, 3a3HAYEHUX Y TJOKYMEHTI, 800 OKPEMUX apKYIIIiB,
a TaKOX TTOMHJIOK B O(pOpMIIEHHI JOKYMEHTa, [0 YHEMOXKJIMBIIIOE HOro BUKOHAHHS (BIJACYTHICThH
MIJNKACY, BIMOWTKA TMe4YaTKH, Tpudy 3aTBEPHKEHHS TOIIO), TOKYMEHT HE PEECTPYEThCA 1
BIJIIIPaBHUKOBI HA/ICUIIA€THCSI TUCbMOBHH 3aITUT a00 1OMY MOBIOMIISETHCS PO 1€ Tenedorom. [pu
IbOMY Ha JOKYMEHTI pPOOWTBHCSI BIANOBIJHA BiAMITKAa 13 3a3HAYEHHSAM JaTH 3amuTy (PO3MOBH
TeneoHoM), Tocaau Ta Mpi3BHINA 0COOH, SKil 3pO0JICHO 3aIUT, MiAMUCY, PO3MU(PYBAHHS i ITUCY
ocobHu, sKa 31MCHMIIA 3aITHT.

VY pa3si BificyTHOCTI a00 HEIIICHOCTI BKJIAJCHb, IMOIIKOKECHHS KOHBEPTA, YIaKyBaHHS, 110
MIPHU3BEIIO JI0 HEMOYIIMBOCTI IIPOYUTAHHS TEKCTY JJOKYMEHTA, CKJIAJJA€ThCS aKT Y IBOX MPUMIPHUKAX.
OnvH NPUMIPHUK aKTy HaJICUIIAETHCS BIAIPAaBHUKOBI, IHIIMIA — 30epiraeTbes y 3aKiaii.

2.6. AapecHi ApJIUKA PEKOMEHOBAaHUX KOHBEPTIB 1 MaKeTiB 30€epiratoThCs 1 JTOAAIOTHCS 0
JIOKYMEHTIB, a TAaKOK KOHBEPTH, KOJIU JIUIIIC 32 KOHBEPTOM MO>KHA BCTAHOBUTH aJIPECy BiANPABHUKA,
yac BiAMPABIICHHS Ta OJIepKaHHs JIOKYMEHTa, a00 KOJIM B KOHBEPTI BiJICYyTHI OKpeMi JJOKyMEHTH, a00
BCTaHOBJICHO HEBIIOBITHICTh HOMEPIB IOKYMEHTIB HOMepaMm, 3a3Ha4YeHUM Ha KOHBEPTI.

2.7. JIOKyMEHTH IiUISraloTh MONEPEIHROMY PO3IIISILY Y 3aKIadl Y JeHb X HaJIXOHKCHHS a00
B IEPIINA HACTYITHUA pOOOYHIA JIEHb y pa3i HAJAXOKCHHS 1X IMICIs 3aKiHYCHHS po00Yoro JTHS, Y
BHXIJIHI Ta CBATKOBI HEPOOOUi JTHI.

JlopydeHHS yCTaHOB BHILIOTO PiBHSI, TEJIETPaMH, TeJIe(hOHOTpaMH PO3TIISAAIOTHCS HETaHO.

2.8. MeToro nonepeHboro po3riisiy TOKYMEHTIB €:

1) BUOKpEMJICHHS TAKHX, III0 MOTPEOYIOTh 000B’I3KOBOTO PO3IIISAY KEPIBHUKOM 3aKiIay, HOro
3aCTYIMHUKaMU a00 CTPYKTYPHHUMH MiAPO3/IiJIaMu;

2) BifIOIp JOKYMEHTIB, 110 HE IIJIATal0Th PEECTpAIlil, a TAKOXK TaKUX, IO MEPEAAOThCs IS
peecTpaliii CTpyKTypHUM HiAPO3IiIaM.

2.9. O00B’SI3K0BOMY PO3TJISAY KEPIBHHKOM 3aKIa Ty IiIISTAI0Th 3aKOHU Y KpaiHH, TOCTAHOBU
BepxoBnoi Panu Ykpainu, aktu Ta nopydenss Ilpesuaenra Ykpainu, aktu Kabinery MiHicTpiB
VYkpaiau, nopydersst [Ipem’ep-minictpa YKpainu, HEHTPAIBHUX 1 MICIIEBUX OpPraHiB BUKOHABYOI
BJaIU (JaJli — aKTU OpraHiB Jep’KaBHOI BIaJW Ta JOPYYEHHS BHUIIMX IMOCAJOBHUX OCi0), a Takox
3alUTU 1 3BEpHEHHS HApOJHUX JEMyTaTiB YKpaiHU Ta JEMyTaTiB MICLIEBUX paj, KOPECHIOHJIEHIIs
BepxoBHoi Panu VYkpainu, Anminictpauii Ilpesunenta Ykpainu, Kabinery MinictpiB Ykpainu
(mami — 3anmuTH, 3BEpHEHHS, a TakoK KopecrnoHAeHiiss BepxoBnoi Paau Ykpainu, AnmiHicTparii
IIpe3unenta Ykpainu, KaGinery MiHicTpiB YKpainu), KOpeCIIOHASHIIisl, 110 HAAXOIUTh BiJl yCTaHOB
BUIIIOTO PIBHS, PIILIEHHS OpraHiB MICIIEBOIO CaMOBPSIIyBaHHS, a TAKOX HaWBaXJIMBII TOKYMEHTH,
AK1 MICTATh 1H(QOPMALI0 3 OCHOBHMX IHUTaHb MISJIBHOCTI 3aKjaay 1 MOTpeOyrOTh BUPILICHHS
0e3nocepeIHbO KEPIBHUKOM.

[HII TOKYMEHTH mepefaroTbcs 3acTyIHHKaM KepiBHHUKAa a00 CTPYKTYPHHUM MiIpo3[iiam
(BUKOHABISIM) BIATOBITHO 110 iX (PYHKI[IOHAJIBbHUX 000B’SI3KIB.

2.10. Ilix yac monepeIHBOr0 PO3IIIsAY TOKYMEHTIB BPaXOBYIOTHCSI IOBHOBAXKEHHS Cy0 €KTIiB
pO3IJIsy KOpPECHOHJEHIIi, mepenbdadyeHi y cTaryTl 3akiany (MOJOXKEHHSX NpO CTPYKTYpHI
MiAPO3/ALIHN), HaKa3ax Mpo PO3MoJia 000B’sI3KiB MK KEPIBHUKOM 3aKjiaay Ta HOro 3acTylmHHMKaMH,
MOCAI0OBUX 1HCTPYKIIISX, @ TAKOXK Kilacu(iKaTop MUTaHb JiSUIBHOCTI 3aKiaay, HOMEHKIIaTypa CIpas,
CXEMH MPOXOJPKEHHS IOKYMEHTIB.

3. PeecTpauisi 1oKyMeHTIB

3.1. JIokyMEeHTH B 3aKjaJli PEECTPYIOThCS LIEHTPANi30BaHO HE3AIEKHO BiJl crmocody ix
CTBOPEHHSI, OJICp)KaHHS YM BIATBOPEHHsS. Y JIiIel MOXKe 3aCTOCOBYBATHCSI aBTOMaTH30BaHa (hopma
peecTpallii JOKyMEHTIB 3 BUKOPUCTAHHSAM CIIELIaIbHUX KOMIT FOTEPHUX ITPOTrpaMm.



Cryx00BHIi JOKYMEHT, OTPUMaHUW 3aKiaioM ab0 CTBOPEHHH HHM, y TOMY YHCH JJIA
BHYTPIIIHBOTO KOPUCTYBAaHHS, BBAKAETbCS BHECEHUM JI0 JOKYMEHTaliHOro (OoHIy 3akiaay 3
MOMEHTY HOT0 peecTparlii.

3.2. Peectpaliis JOKyMEHTIB MPOBOAMTHCS 3 METOK0 3a0e3MeUeHHs iX OOJMIKY, KOHTPOIIO 3a
BHKOHAHHSM 1 OTIEpaTHBHUM BUKOPHUCTAHHSM HasBHOI B IOKYMEHTaX iH(popMallii 1 mossirae y BeJIeHH1
3arucy 00JIKOBUX JAHUX MPO TOKYMEHT 32 BCTAHOBJICHOIO 3aKJIa/I0M PEECTPALIHHOI0 (POPMOIO, IKUM
¢bikcyeThes GaKT CTBOPEHHS, BIAIpPaBIeHHS a00 oJep>KaHHS JOKYMEHTA, IUISIXOM MPOCTABIICHHS Ha
HBOMY PEECTPAIIHHOrO I1HACKCY 3 TOJANBIIMM 3allMCOM Yy 3a3HadyeHuX (opmax HeoOXiTHHX
B1JIOMOCTEH MPO TOKYMEHT.

Peectpanii mijsiratoTh BXigHI, BUXIJHI Ta BHYTPIIIHI JOKYMEHTH (JOBIJKH, IOTOBiIHI
3aUCKH, 3as1BH, TPOTOKOJIM 3aciJaHb NeAaroriyHuX paja, KOMIiCiil TOIIo).

ITix yac peecTparlii JOKyMEHTIB Yy 3aKjia/ii HEOOXIHO JOTPUMYBATHUCS TAKUX BUMOT':

1) TOKyMEHTH PEeECTPYIOThCS HE3aJICKHO BiJl CIOCOOY X JOCTABKH, Mepeaadi Yd CTBOPCHHS;

2) TOKYMEHTH PEECTPYIOTHCS JIMIIE OJUH pa3 (BXiJHI —y JeHb HaJIXOJDKCHHs abo He Mi3Hile
HaCTyIHOTO po00YOro JHS (KO JOKYMEHT HAJIWIIOB Y HEpOOOUYMH 4Yac), CTBOPIOBaHI —y JICHb
TiITUCaHHs a00 3aTBEPHKCHHS);

3) y pasi nepemayi 3apeecTpOBAHOIO JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO MiAPO3IiIy 0 iHIIOro
HOBHIA pEECTpALifHAN 1HIEKC Ha JOKYMEHTI HE MPOCTABIISIETHCS,

4) TOKYMEHTH PEECTPYIOThCS 3a TpylaMHu 3aJIe)KHO BiJi Ha3BU BHIY, aBTOpa 1 3MICTY
JIOKYMEHTIB.

OKpeMo peecTpyroThCs:

6XIOHI 0OKYyMeHnmu;

6UXIOHI 0OKyMeHmu,

HaKa3u 3 0CHOBHOT diaNbHOCMI 3aK1a0Y;

HAaKazu 3 AOMIHICMPAMUBHO-20CNRO0APCLKUX RUMAHb 3AK1A0Y;

HaKa3u 3 Ka0poeux NUMand 3axKiady mumiaco8o20 CmpoKy 30epicanns;

HAaKa3u 3 KAOPoeUX NUMAaHb 3aK1a0y mpueanozo CmpoKy 30epicanHs;

HaKaszu 3 pyxy Y4Hi6/6UX08AHYIE 3AKNA0Y;

GHYMPIWHI 0OKyMeHmu (npomokKoau, 006i0Ku, 00N0GiOHi, NOACHIOBAIbHI 3ANUCKU,
3aa68U NPAUIBHUKIE MOUL0);

Piuienna KonezianpHux op2anie;

oyxzanmepcoKi 00KymeHmu;

366PHEHHA 2POMAOAH, Y MOMY YUCTL OAmMbKIE ab0 3aKOHHUX NPEOCMAGHUKIE YUHIG;

3anumu Ha nyoaiuny inghopmauiro.

3.3. JIokyMeHTH, SIKi HaIXOIATh 10 3aKJIaay, PEECTPYIOThCS Y JKypHalll peecTpalii BXITHUX
JIOKYMEHTIB, Ti, 1110 BIAMPABISIOTHCS, — Y KYpHaJIl peecTpallii BUXITHUX JOKYMEHTIB, BHYTPIIIHI — Y
KypHaJIl peecTpallii BHyTPIIIHIX TOKYMEHTIB, HaKa3| — y KypHaJlax peecTpallii Haka3iB. 3BepHEHHs
IpOMaJisiH Ta 3allUTH Ha MyOJiYHy 1H(OpMallilo — Y BIMOBIAHUX KypHalax.

He nmignsratoTs peectpallii JOKYMEHTH, 3a3HaueH1 y dodamky 14 1iei [HcTpyKuii.

3.4.1lim wac peecrparii JAOKYMEHTYy HATa€Tbcss yMOBHE mHppoBe (JiTepHO-TIUPPOBE)
MO3HAYEHHSI — peecTpalifHui iHaekc. ExeMenTaMu peecTpamiifHoOro iHAEKCY € MOpPSIKOBHIA HOMED
JTOKYMEHTa y MeXKaX TPYIH JTOKYMEHTIB, III0 PEECTPYIOTHCS, SIKUI JOTIOBHIOETHCS 1HIEKCAMH, M0
3aCTOCOBYIOTBCS Y 3aKiali, 30KpeMa IHJEKCAMH 3a HOMEHKIATYpOIO CIIpaB, CTPYKTYpPHOTO
M1IPO3LTY TOIIIO.

Jlns BXIAHMX JOKYMEHTIB peecTpaliiHuil 1HIAEKC CKIIAae€ThCs 3 MOPSIKOBOTO HOMEpa Ta
1HJEKCY 3a HOMEHKJIATYPOIO cIripaB abo 1HIIOTO 1HIEKCY, 10 3aCTOCOBYETHCS Y 3aKiIajll, HAPUKIIAL:
123/01-12, ne 123 - nopsaxoBuii Homep, 01-12 - iHgeKC cipaBu 32 HOMEHKJIATYPOIO.

Y BHUXITHOTO JOKYMEHTAa PEECTPAIIMHUN 1HIACKC MOXKE pO3MIIIYBAaTUCh Y 3BOPOTHIHN
MOCTIIOBHOCTI — 1H/IEKC 32 HOMEHKJIATypoIo crpaB (y pa3i MoTpedH MOoXke 3a3Ha4aTUCs TaKOXK 1HIITHH
1H/IEKC, 10 3aCTOCOBYETHCS Yy 3aKjajii) Ta MOpsSAKOBUN HoMmep, Hampukman: 02-10/457, ne 02-10 -
1H/IeKC CIpaByU 32 HOMEHKJIATYpOIo, 457 - MOpsAAKOBUNA HOMED.

PeecTpauiiiHuii iHAEKC pO3MOPSIIUMX JOKYMEHTIB Ta JAESIKUX BHYTPILIHIX JOKYMEHTIB (aKTH,
MIPOTOKOJIU, IOTOBOPH TOIO) CKJIAAAETHCS 3 MOPAIKOBOIO HOMEPA Y MEXKAX POKY.



3 METOI0 PO3PI3HEHHS TPy HaKa31B 3 KaJPOBHUX MUTaHb (0COOOBOTO CKJIAy) KOKHOTO BHIY /10
MOPSAKOBOTO HOMEpPA MOXE J10/1aBaTHCS JITEpHHUH 1HIeKc. Micle po3TalryBaHHS PEeCTpaIliitHOro
1HJIEKCY Ha JOKYMEHTI 3aJIeKHUTh Bl BUIY OJlaHKA Ta BUY TOKYMEHTA.

VY BHYTpIIIHIX CIyXOOBUX TOKYMEHTax (3asBax, JOMOBIIHUX 1 MOSICHIOBAJIBHUX 3alMCKax
TOII0), OPOpMIICHUX HE Ha OJIAHKY, JIaTy MPOCTABJISAIOTH JIIBOPYY BiJl OCOOMCTOTO MiAMUCY aBTOpa
JOKYMEHTA.

VY pasi 3acrocyBaHHs iH(OOpPMAIIHHUX (aBTOMATH30BAaHWX) CHCTEM OpraHizallii JiJIOBOACTBA
JOMyCTUMO TIPOCTABIISATH JaTy peecTpaiii JOKyMeHTa y CKiaai mTpux-koay abo QR-kxomy, mo
CTBOPIOETHCS 3acO0aMHU I1i€i cuCcTeMH, 3TiIHO 3 TocTaHoBor Kabinery MiHicTpiB Ykpainu.

HITpux-Koa MpOCTaBISAIOTh Y LEHTPl HIKHBOTO TOJIS TepIIoi CTOpiHKU ToKyMeHTa, QR-kon
(21 MM x 21 MM) — Y HIDKHBOMY JIIBOMY KYTi IE€PIIIOi CTOPIHKH JIOKYMEHTA.

3.5. ¥V 3aknani 3acTOCOBY€ThCs KypHaibHa (opma peectparii (1o 600 TOKyMEeHTIB Ha PiK).
[TpumipHi hopmu KypHAIIIB HaBelieH1 y dodamkax 15-17. dopmy peecTpaiiitHoro xypHairy HakasiB
3aKJIaly HaBeJeHO Y dooamky 18.

3.6. Y pa3i BusBIIeHHs (haKTiB HAaCWJIbCTBA YIOBHOBaXKEHA IMOCaIoBa 0coba 3akmany (ikcye
HeoOXigHy iH(poOpMalio B XypHali peectpaimii (axTiB BHUIBICHHS (3BEpHEHHS) NMPO BUMHEHHS
JIOMAIIIHHOTO HACHJIBCTBA Ta HACHJIbCTBA 33 O3HAKOKO CTaTi (3aKiaay OCBITH) 3a (OPMOIO 3TiIHO 3
0ooamkom 19.

4. Oprani3zanis nepeaa4i J0KyMeHTIB Ta IX BUKOHAHHSA

4.1. 3apeecTpoBaHi JOKYMEHTH MEPEHAIOTbCS HA PO3IIIA] KEPIBHHIITBA 3aKJIaay B JCHb iX
Ha/IXO/DKEHHS a00 HACTYNHOro pob0ovoro JHs y pas3i HaJAXO/PKEHHS TOKYMEHTIB y HepoOouuil yac.
Tenerpamu, TenedoHOrpaMu Ta iHIII TEPMiHOBI JOKYMEHTH NIEPEAAIOTHCS HETAHO.

4.2. JIOKyMEHTH, pO3IJISHYTI KEPIBHULITBOM 3aKJIady, MOBEPTAIOTHCS 3 PE3OIOIIEI0 MIOAO iX
BHKOHAHHS BIAMOBITANBHIA 0c001 32 OpraHizaiiio JUIOBOJICTBA 3aKjIaay, sSKa 3IHCHIOE Tiepenaqy
JOKYMEHTIB HA BUKOHAHHSI.

JIOKYMEHT, BUKOHAHHS SIKOTO JIOPYYCHO KiITBKOM 0c00aM, MOKe OyTH IepeTaHnii BUKOHABIISIM
y TMOPSIKY BU3HAUCHHS 1X y pe30Jiolii a00 OJTHOYACHO Y BHUIJISI KOIIK 3 Mepenadeto OpUriHaiIy
TOJIOBHOMY BHUKOHABI[IO, BA3HAYCHOMY B PE30JTIOIIIT MEPIITAM.

4.3. dakT nepenayi JOKyMEHTIB BUKOHABIIM (DIKCYETHCSI IUTSIXOM MPOCTABIEHHS BiMOBIIHOT
BIIMITKM B peecTpauiiHiii ¢opMi 13 3a3HaYCHHSIM 1HPOpMAIl PO BUKOHABILIB, SKUM IE€PEIaHO
OpHTiHaJ JOKyMEHTa Ta Horo Komii.

4.4. 3a BUKOHAHHS JOKYMEHTA BIAMOBIIAIOTh 0COOH, 3a3HAaUEHI y HaKa31, Pe30JIIOIlli KepIBHUKA
3aKJajy, Ta NpaliBHUKH, SKUM O0€310CepeIHbO JOPYUECHO BUKOHAHHS.

l'onoBHMIT BUKOHaBEIb OpPraHizoBye pPOOOTY CIIBBHKOHABIIIB, 30Kpe€Ma BHM3HA4a€ CTPOKHU
MOJIAaHHSI HUMH MTPOIO3HLIH, MOPSIOK MiArOTOBKU, MOTOPKEHHSI TPOEKTY JOKYMEHTA.

CrniBBUKOHABI BIJANOBIIAlOTh 3a MIATOTOBKY Ha HAJIEKHOMY DPIBHI Ta CBOE€YAcHE IMOIAHHS
TOJIOBHOMY BUKOHABIIIO MPOTIO3UIIIH. Y pa3i HECBOE€YACHOTO MTOIaHHS MPOMO3HULIiH CIIIBBUKOHABLISIMU
TOJIOBHHMM BUKOHaBellb 1HQOPMYE Mpo 11€ KEpIBHUKA, IKUI HaJaB JOPYUYECHHS.

4.5. BukoHaHHs 10KyMeHTa nepeadavae 30upaHHs Ta ONpalfoBaHHS HeoOXiaHOT iH(popMartii,
MIArOTOBKY MPOEKTY BIAMOBI/I HA JOKYMEHT YM HOBOT'O JOKYMEHTA, HOro 0(pOpMIIEHHS, y3TO/PKEHH,
NOJAHHS  JUI1  MiJOUCaHHsA  (3aTBEp/UKEHHS)  KEpIBHUKOBI  3akiaay, y  JESIKHX
BUIAJIKaX — CTPYKTYpHOTO MIAPO3/lTy, a TaKOX y pa3l MoTpedu — MIATOTOBKY JUIsl TepeCUIaHHS
azpecary.

4.6. [paniBHUK, BiAMIOBiNaTbHAN 32 BUKOHAHHS JJOKYMEHTA, Y pa3i BIIITYCTKH, BiAPSIKEHHS,
3BUIBHEHHS 3000B’s3aHMH TMepelaTH IHIIOMY MpAIiBHUKOBI 3a TMOTO/KEHHSIM 31 CBOIM
6e3nocepeHIM KEpIBHUKOM yC1 HEBUKOHAHI1 JJOKYMEHTH.

5. Opranizanisi KOHTPOJIIO 32 BUKOHAHHSAM JOKYMEHTIB

5.1. KoHTposb 32 BUKOHAHHSM JIOKYMEHTIB 3/I1IHCHIOETHCS 3 METOIO 3a0€3MeUeHHS CBOEYACHOTO
Ta HAJIEXKHOIO iX BUKOHAHHS.



OO00B’SI3KOBO KOHTPOJIFOETHCSI BAKOHAHHS 3aBJIaHb, IEPEI0AYCHUX B aKTaX OPraHiB JepKaBHOT
BIIQ/IM Ta TOPYYCHHSX BUIIHMX MOCAJOBHUX OCI0, HaJaHHS BIAMOBIICH HA 3aUTH, 3BEPHEHHS, a TAKOX
Ha kopecrnoHeHIlit0 BepxoBuoi Pagu Vkpainu, Anminictpanii [Ipesuaenta Ykpainu, Kabinery
MinictpiB Ykpainu, Haka3u Ta JOPYUYECHHS KEPIBHULITBA 3aKJIaJy, PILICHHS KOJETiaJbHOTO OpraHy
3aKjaay, 3aliTH Ha IMyOIiuHy iH(OopMaIrito.

5.2. Oprani3aiiro KOHTPOJIO 32 BUKOHAHHSM BH3HAYCHUX 3aBJaHb 3aCTYNHUK KepiBHUKA
3aKjaay BIAMOBIIHO A0 PO3MOALTY O0OB’SI3KiB.

BbesnocepenHiit KOHTPOJIb 38 BAKOHAHHSIM JOKYMEHTIB IMOKJIAJAa€ThCS HA 0CO0Y, BINOBIJAIbHY
3a OpraHi3alliio JUIOBOACTBA Y 3aKJai.

VY CTpYKTYypHUX MiJpo3Aiiax 0e3nocepeHiii KOHTPOIb 32 BUKOHAHHSIM JIOKYMEHTIB 3/iIICHIOE
oco0a, BiAmoBigaabHa 3a JiI0BOICTBO.

5.3. TUMOBI CTPOKM BUKOHAHHS [OKYMEHTIB BCTAHOBJIIOIOTbCS HOPMATHBHO-TIPAaBOBHMHU
aKTaMH, a 1HAMBITyaJIbHI — HAKa30M 3aKjiIaay a0o pe30JIIoIi€r0 KepiBHUKA 3aKiany (CTPYKTYpHOTO
MiPO3ILTY).

5.4. CTpoKM BHUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOUYHCIIOIOTHCS Yy KaJIGHIApHUX JIHSAX,
MMOYMHAIOYY 3 JIATH MiAMHCAaHHA (peecTpallii), a BXITHUX — 3 JaTH HAJAXODKEHHS (peecTpariii).

SIKII0 OCTaHHIH JIeHh CTPOKY BUKOHAHHS JJOKYMEHTA MPHUITaa€ Ha HEPOOOYHH IeHb, OCTAHHIM
JTHEM CTPOKY BUKOHAHHS JJOKYMEHTA BBAKAETHCS MIEPIIUH pOOOUHIA ISHB MiCIIsT HEPOOOUIOTro JTHS.

5.5. JIokyMeHT, B SIKOMY HE 3a3Ha4CHO CTPOK BUKOHAHHS, IMOBMHEH OyTH BUKOHAHUU HE
mi3Hime Hik 3a 30 KaJTeHIapHUX JIHIB 3 MOMEHTY MOTO peecTparlii y 3akiiaii, 10 SKOTO HaIilIIoB
JOKYMEHT.

3aB/IaHHA, BU3HAUCHE Y CIIY)KOOBOMY JOKYMEHTI, BAKOHYETHCS Y BCTAHOBJICHUH CTPOK.

SIkuio 3aBiaHHs MOTpeOy€e TEPMIHOBOTO BUKOHAHHS, 000OB’SI3KOBO 3a3HAYAETHCSI KOHKPETHHIMA
KIHIICBUH CTPOK BUKOHAHHS.

5.6. CriiBBUKOHABIII 3000B’S3aHi IOJaBaTH IPOMO3UIli TOJIOBHOMY BHKOHABIIO IPOTATOM
MIEPIIOT MMOJIOBHHU CTPOKY, BIIBEICHOTO JIJIsl BAKOHAHHSI IOPYYCHHS, 3aBJaHHS.

5.7. InauBiAyaIbHUM CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTH 3MIHEHUI JIUIIe 32 BKa3iBKOIO
oca0Boi 0colu, sika oro BCTAaHOBUIIA, a y pasi il BIICYTHOCTI — MOCaA0BOI 0co0u, sKa 11 3aMiIlac.

VY pa3i notpedu CTpPOK BUKOHAHHA JIOKYMEHTa MOXe OyTH NMPOJOBXKEHO 3a OOTPYHTOBaHUM
MIPOXaHHSIM BUKOHABLS, K€ MOJAEThCS HE IMI3HIIIE HIX 3a TPU POOOYUX JIHI /10 3aKIHUEHHS
BCTaHOBJIEHOTO CTPOKY, a IOJO JAOKYMEHTa, B SIKOMYy HE€ 3a3Hau€HO CTPOK, — 0 3aKiHYEHHs
TPUIISATHIEHHOTO CTPOKY BiJl JaTH HOTO peecTpariii.

VY pa3i 3MiHH CTPOKiB BUKOHAHHS MPOCTABISIOTHCS HOBUHM CTPOK, JaTa i mignuc. BiamosigHi
3MIHHM BHOCSITHCS 10 PEECTPALIMHUX TOKYMEHTIB.

5.8. B34TTs 1oKyMEHTa Ha KOHTPOIIb 3IHCHIOETHCS Ha MiACTaB1 PE30IOLIi KepIBHUKA 3aKIaLy
abo 1oro 3aCTyIHUKIB.

BinMiTka mpo KOHTPOJIb O3HAUaE, M0 JOKYMEHT Y3SITO Ha KOHTPOJb Ui 3a0e3MeYeHHs HOoTro
BHKOHAHHS B YCTAaHOBJICHUI TEPMiH.

BinMiTKy Mpo KOHTpPOJIb IMO3HAYaIOTh BENHKOI JiTeporo «K» um crmoBoMm «KOHTpoOIb»
(pyxonucHO a0 3 BUKOPUCTAHHSAM LITaMIIa) Ha JIBOMY ITOJII TEPIIOro apKylia JOKYMEHTa Ha PiBHI
3arojioBKa J0 TEKCTY.

5.9. ITicnst BUKOHAHHS IOKYMEHT 3HIMAETHCS 3 KOHTPOJIIO. 3HATH IOKYMEHT 3 KOHTPOJIIO MOXKE
TIIBKH KePIBHUK 3aKJIay, HOro 3aCTyIHHUKH, SKi BCTAHOBMJIM KOHTPOJIBHUN CTPOK Y PE30IIIOLIi.

BukoHaH1 TOKyMEHTH MOAAIOTHCS Ha MIANKMC KEPIBHUITBA HE MEHII K 3a OAWH JEHb JI0
3aKiHUEHHsI CTPOKY iX BMKOHAHHS 3 METOIO 3aJMIIEHHS MEBHOTO yacy Ha iX JOOMNpalfoBaHHA 3a
PIIIEHHSIM KEpIBHUIITBA.

5.10. Inpopmanis m1po pe3ynbTaTM BUKOHAHHS B3ATUX Ha KOHTPOJIb JOKYMEHTIB
y3arajJbHIOETHCSI CTAHOM Ha TIEpIIe YUCIIO KOKHOTO MICSIS 1 MONAEThCS KEPIBHUITBY 3aKIany y
BUTJISAZ1 3B€/IEHB PO BUKOHAHHS JOKYMEHTIB 32 BU3HAUEHOIO y 3aKiaji opmoro.

6. IlopsiAoK ONPALIOBAHHS TA HAJACWIAHHS BUXiIHUX JIOKYMEHTIB



6.1. BuxigHi TOKyMEHTH HAACWJIAIOTHCSA aapecaTaM 3 BUKOPHCTAHHSIM 3acO0iB IOIITOBOTO
3B’S3KY, €JIEKTPO3B 3Ky, a TAKOXK JIOCTABISIIOTHCA Kyp €PChKOI0, (perb1’erepchKoro ciykoamu.

OmnpaioBaHHs JOKYMEHTIB Ui BIJNpPABIEHHS TOMITOBUM 3B’SI3KOM  31HCHIOETHCS
BIJIMOBIAAILHOIO 0CO00I0 3aKiany BiAMoBigHO M0 [IpaBun HamaHHS MOCIYT TOIITOBOTO 3B’S3KY,
3aTBEpKeHUX MoctaHoBor Kabinery MinictpiB Ykpainu Big 05 6epesnst 2009 poky Ne 270 (i3
3MiHAMH).

6.2. BuxigHi JOKyMEHTH ONPAalbOBYIOTHCS 1 HAJCHUJIAIOTBCS Y JI€Hb iX HAIXOJKEHHS BiJ
BHUKOHABIIIB 200 He Mi3HilIe HacTynHOro podovoro aus. He nomyckaerbest Haacuiaanus abo nepenava
JIOKYMEHTIB 0e3 TX BUX1JHOI peecTpariii.

6.3. lIokyMEeHTH, II0 HAJCHJIAIOTHCS OIHOYACHO OJHOMY 1 TOMY CaMOMYy aJpecaToBi,
BKJIQJIAIOTHCS B OJMH KOHBEPT (ymakyBaHHs). Ha KOHBepTi 3a3Ha4yaeThes aapeca, 3a HEOOX1qHOCTI
MPOCTABIISIOTHCS PEECTPALliifH] 1HIEKCH BCIX JOKYMEHTIB, SIKi MiCTATBHCS Y KOHBEPTI.

JIOKyMEHTH, IO JOCTABISIOTHCS (DeNb]l’ €repChKOI0 CITY:KOO0M0, MEePeIarThes aapecaTaM ITijl
MiUC Y BIAIOBIIHINA KHH3I.

IV. CUCTEMATU3ALIA TA 3BEPI'AHHA JOKYMEHTIB Y JIJIOBOJACTBI
1. Cxk1agaHHA HOMEHKJIATYPH CIIpaB

1.1. HomeHknatypa crhpaB NpH3HAueHa Ui BCTAHOBJICHHS Y 3aKJajli €IWHOTO TOPSJIKY
dbopMmyBaHHSI CIpaB He3aleXkHO Bix ¢GopMu Hocis iH(opMalii, 3a0e3meueHHs iX OOJIKY,
OTIEPATHBHOTO IONIYKY JTOKYMEHTIB 32 1X 3MICTOM 1 BHJIOM, BA3HAYCHHS CTPOKIB 30epiraHHs Cripas i
€ OCHOBOIO JIISI CKJIQJIaHHS OIKCIB CIIpaB MOCTIHHOTO Ta TpuBayioro (moHaxa 10 pokiB) 30epiranHs, a
TaKOX JJIs1 O0JIIKY CrpaB TUMYacoBOTrO (10 10 pokiB BKIIOUHO) 30epiraHHs.

1.2. HomeHkIaTypa cnpaB 3akiany (3BelleHa HOMEHKIIATypa) CKIIAA€ThCs BiAMOBIIAIBLHOIO
ocoboto (ocobamm).

1.3. Ilix yac ckjaaHHs HOMEHKJIATYpH CHpaB 3aKjaly BUKOPUCTOBYETHCS CTPYKTYpHHUM abo
(byHKIiOHABHUHI TPUHIUT 11 TOOYTOBH.

CTpyKTypHHMI NPUHLIMII BUKOPUCTOBYETHCSA B pasi UITKO BCTAHOBJIEHOI CTPYKTYpPH 3aKiaiy.
Pozninamu B Takiii HOMEHKIATYpI CIIpaB € HAWMEHYBaHHSI CTPYKTYPHHX I1APO3/LIIB.

V pasi po3nojiily OCHOBHUX (PyHKIiH (HAapsMIB AiIIbHOCTI) Y 0€3CTPYKTYpHOMY 3aKJIal MK
il mpaniBHUKaMH BUKOPHUCTOBYETHCS (PYHKIIOHAIBHUN MPUHIMII MOOYJOBHM HOMEHKJIATYpH CIPAB.
Po3ginu 1 migpo3AiiM HOMEHKJIATYpH CHpaB 3akjiaay, MoOyJIOBaHOI 3a TaKuM MPHUHIIUIIOM,
B1J100paxaroTh ii QYHKIIIT Ta HANPSAMU JISIIBHOCTI 1 PO3MIILYIOTECS Y HOMEHKJIATYpl 3a CTYIEHAMU
X BayKJIMBOCTI (OopraHizaiis poOOTH, IJIaHYBaHHS, (DiHAHCYBaHHS, IPOrHO3YBAHHS TOIIO).

VY pa3i BUpOOHMUOI MOTPEeOM MOXIJIMBE IOEIHAHHS CTPYKTYpPHOTO Ta (DYHKILIOHAJIBHOTO
MPUHIUIIB MOOY10BH HOMEHKJIATYPH CIPaB.

1.4. Iix yac po3po06iIeHHS HOMEHKJIATypH CIpaB 3aKJiaJly BUKOPUCTOBYIOTHCS CTAaTyT 3aKiay,
MOJIOKEHHS NP0 11 CTPYKTYpPHI MiAPO3JIUIN; IITATHI PO3NUCH; TUIOBI a00 MPUMIPHI HOMEHKJIATypH
CIpaB; HOMEHKJIATypd Ta OINWUCH CIpaB 3a MHUHYJI pOKHU; KIacu(piKaTOpu JIOKYMEHTIB 1
KOPECIIOH/ICHTIB; peecTpaliiiHO-00I1KOBI Ta KOHTPOJIbHI KaPTOTEKH; TUIIOBUH Ta raiy3eBi nepeniku
BH/JIIB TOKYMEHTIB 13 3a3HAaYEHHSIM CTPOKIB iX 30€piraHHs, a TAaK0X ypaxoBYIOThCS 3aBIaHHS 3aKJIaTy
Ha HAaCTYITHUH piK.

1.5. Homenknatypa cmpaB CTPYKTYpHOTO MiApo3ainy (OKpemoi TocamoBOoi  0coOwm)
po3poOisieThesl He Mi3Hime 15 nMcromaga MOTOYHOTO POKY, MIANHCYETbCS KEPIBHUKOM
CTPYKTYpHOTO MiApo3auTy (ITOCaJ0OBOI0 OCO00I0) Ta BI3YETHCS MOCATOBOIO OCOOOI0 3aKiamy,
BIJIMOBIJAILHOIO 32 apXiB.

1.6. Y HOMeHKIIaTypi cripaB nepea0adaroThCs 3ar0JIOBKU CIIPaB IS TPYIyBaHHS JIOKYMEHTIB,
110 BiIOMBAIOTh YC1 IOKYMEHTOBAH1 IJSTHKH 1 MTUTaHHS AISTIBHOCTI 3aKIIay.

1.7. lo HOMEHKJIAaTypu CIpaB BKJIIOYAIOTHCS, SK MPaBWJIO, OPHUTIHAIM JOKYMEHTIB. 3a
pimennsm EK 3akmagy 10 HOMEHKJIATypu CIpaB MOXKYTh BKIIIOYATHCS KOIMIi THPaKOBaHHUX
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JIOKYMEHTIB, 1[0 HAKOIMMYYIOTHCS B CTPYKTYPHHX MIIPO3AUIax (PO3MOPs AUl JOKYMEHTH, TOJT0KEHHS
PO CTPYKTYPHI MiAPO3IUIH, TOCAI0BI IHCTPYKLIi TOIIO).

1.8. J/Io HOMEHKIAaTypH CIpaB HE BKIIFOYAIOTHCS APYKOBaHI BUIAHHS, TOBITHUKH (Y TOMY YHCIT
teneoHHi), OroneTeHi, peepaTuBHi KypHaIH, eKCrpec-iH(popmartis.

1.9. Homenkmnatypa chopaB 3akiany (3BeleHA) CKIATAEThCsA 3a YHI(BIKOBaHOK (HOPMOIO,
HaBeJCHO Yy dooamky 20.

1.10. Homenkiatypy cripaB 3akiaay opOpMITIOIOTh TaK, K BU3HAUEHO JaJIl.

I'pada 1 mictute iHpOpMaLiIO PO IHAEKC TOKYMEHTa, KU BigoOpakae HOMEp pO3IiLLy Ta
MOPSAIKOBUN HOMEP TOKYMEHTA y PO3ILIL.

V rpadi 2 3a3Ha4aeThCs Ha3Ba 3arojOoBKa cripaBd. He 103BONSETHCA BXXUBAHHS B 3ar0JIOBKaxX
CIpaB HEKOHKPETHUX (GOpMYIIIOBaHb («MaTepialiuy», «3arajbHe JIMCTYBAHHS», «BXI1JIHA
KOPECHOHJICHIII», «BUXIJHA KOPECHOHACHLIN», «(piHAHCOBA JOKYMEHTAIlisH» TOINO), a TaKOX
BCTaBHUX CJIiB 1 CKJIQJIHUX CUHTaKCHYHUX 3BOPOTIB.

3aroJ0BOK CIIPaBH CKJIAZAETHCS 3 €IEMEHTIB, 1[0 PO3MIIIYIOTHCS Y TaKiid IOCIIiJOBHOCTI: Ha3Ba
BHJIy CIIpaBU (JUCTYBaHHsS, JKypHaJ, KHUTAa TOIIO0) YW BHAY JOKYMEHTIB y chpaBi (Hakasw,
MIPOTOKOJIM, aKTH TOIIO); aBTOP AOKYMEHTIB (HailMEHYBaHHS 3aKiIaay, CTPYKTYPHOTO MiJpO3AiTy);
KOpECIOHACHT abo ajapecaT (HaMEHYBaHHS YCTAHOBH, JIO SIKO1 aJpecoBaHi abo BiJl K01 HAIIWIILIN
JOKYMEHTH); CTUCIIMIA 3MIiCT JIOKYMEHTIB CIpaBu (IMHUTaHHS, 3 SKOro (OPMYyEThCS CIpaBa); Ha3Ba
perioHy (TepuTopii), 3 SKUM IOB’S3aHMK 3MICT JOKyMEHTa; AaTa (Mmepiof), M0 SIKOi HaJIeKaTh
JOKYMEHTH CIPaBH; BKA3iBKH HA HAIBHICTH KON JJOKyMEHTIB y crpasi (y pa3i motpedn).

SIkuio crpaBa CKIaIa€ThCA 3 PI3HUX 32 BUIAMH JOKYMEHTIB, OB’ A3aHUX OJHUM KOHKPETHUM
MMUTAaHHSAM Ta TOCIIJOBHICTIO BEJACHHS JUIOBOJICTBA (CYIIOBi, CIiI4i, 0COOOBI TOIIO), BKUBAIOTH
TEpPMIH «CIpaBay, Hanpukiaa: «Ocobosa cnpaesa Ieanuenka Bonooumupa Mukonaitoeuuay.

VY 3aronoBKax crpas, IO MIiCTATh TOKYMEHTH 3 OJTHOT'O IIUTAHH:, HE OB’ A3aHi OCTIIOBHICTIO
BEJICHHS TPOILEAYp MITOBOACTBA, BXKUBAETHCS TEPMIH <«JIOKYMEHTH», a MICIs HBOTO B JIy)KKax
3a3HAYAIOThCS OCHOBHI BHIM JIOKYMEHTIB CIIpaBH, Hampukian: «/Jokymenmu (naanu-zpagiku,
ankKemu, 008I0KU MOWL0) NPO NPOGEOCHHA 0210y CMAHY 0i10600CMEa ma apxiéHoi cnpasu y
3aknadi». TepMiH «IOKYMEHTH» B)KHMBA€TbCA TaKOX Yy 3arojoBKax cCIpaB, M0 MICTSTh
JOKYMEHTHU — JOJATKU 0 OYy/b-sIKOTO HOPMATHBHO-IIPABOBOI'0 aKkTa ab0 Haka3zy 3aKkiagy. Y TakoMy
pasi BUIOBHI CKJIa/l JOKYMEHTIB HE 3a3HAYaI0OTh, HAIPUKIIAI: «J[OKyMEHTH 710 IPOTOKOJIIB 3aciaHb
Ne/1arorivyHol paju 3aKiIagy».

V 3aronoBKax crpas, MPU3HAYEHUX ISl TPYIIYBaHHS JIOKYMEHTIB OJJHOTO BH]Y, 3a3HAYAIOThCS
BUJ JIOKYMEHTa y MHOXXMHI Ta aBTOp JOKYMEHTIB, Hampukiaa: «Haka3u 3 OCHOBHOI IisIBHOCTI
3aKJIay».

V 3arosioBkax cIpas, 1[0 MICTATh JIUCTYBaHHS, 3a3HAYAIOTHCS KOPECIIOHACHT 1 CTUCIHUH 3MiCT
JIOKYMEHTIB, HaNlpukian: «/Iucmyeanns 3 ynpaeiinnuam (6i0oinom) oceimu npo ».

VY 3arojoBkax CHpaB, IO MICTATh JIMCTYBAaHHS 3 KOPECIOHAEHTAMM, OJHOPITHUMHU 3a
XapaKkTepoM JISJIBHOCTI, TaKi KOPECIIOH/IEHTH HE MEepeidyloThCs, a 3a3HAYA€ThCs 1X y3arajibHEeHe
HallMeHyBaHHs, HanpukIaz: «Jucmyseanns i3 3acCHOBHUKOM 3 RUMAHb ».

VY 3aromoBkax cHopaB, L0 MICTATh JIMCTYBaHHA 3 PI3SHUMH KOPECHOHJIEHTaMH, TaKl
KOPECHOHJICHTH HE 3a3HAYaI0ThCs, HAIPUKIIAA: «JIMCTyBaHHS PO OpraHizalliio miABUIEHHS (axoBoi
KBauTi(piKaIii megaroriYHuX MpaliBHUKIB 3aKIady».

VY 3arojoBkax chpaB, IO MICTATh IUIAHOBO-3BITHY JOKYMEHTAIlil0, 3a3HAYAETHCS IEPioj
(Mmicsiib, KBapTal, MiBpiuYs, pik), B SAKOMY IJIaHY€THCS CTBOPEHHS JOKYMEHTIB, a0o mepion ix
(aKTUYHOTO BUKOHAHHS, HANPUKIAA: «Piunuit nnan pooomu 3axknady na 2021/2022 n.p.».

[lin yac po3MillleHHs 3arojoBKiB CIpaB Yy HOMEHKJIATypl BpPaxOBYIOTHCS BaKJIUBICTh
JOKYMEHTIB, BKJIFOUEHHX JI0 CIIPaBH, X B3a€MO3B’s130K. Ha movaTky po3MiliyoThCsl 3aT0JIOBKU CIIPaB
1010 JOKYMEHTIB, SKI HaIIANUIM BiJi OPraHiB BHUIIOTO pPiBHS, Jalli — MO0 OpTaHi3aliiHoO-
PO3MOPATUOT TOKYMEHTallil 3aKIaay, JUCTYBaHHS TOLIO. Y KOXHIN 3 IMX TPyH JTOKYMEHTH TaKOX
PO3MIIIYIOTHCS 3 ypaxyBaHHSIM BaKJIMBOCTI Ta CTPOKIB 30epiraHHsl.

Bka3ziBky Ha HasBHICTh KONIH JOKYMEHTIB y CIpaBi pO3TALIOBYIOTh IICIs 3arojoBKa,
Hanpuknan: «Hakazu 3 ocnoenoi dianvrnocmi 3axknady 3a 2020 pik (konii)».



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

I'pada 3 HOMEHKIATypH 3alOBHIOETHCS HAMPUKIHIN KaJeHIAPHOTO POKY, KOJM Bigoma
KUTBKICTh C()OPMOBAHHMX TOMIB, YACTUH CIIPaBH.

VY rtpadi 4 HOMEHKJIATypH 3a3HA4YaAIOTHCS CTPOKW 30epiraHHs crpaB, HOMEpPU CTaTell 3a
TUIOBUMH (TaTy3€BUMH) NIEpeTiKaMH JJOKYMEHTIB 13 3a3HaUEHHSIM CTPOKIB X 30epiraHHs, TUIOBUMHU
1 IPUMIPHUMH HOMEHKJIATYPaMH CIIPaB.

JlonycKaeThCsl IOCHIJIAHHS Ha DAl CTaTed Mepesiky JAOKYMEHTIB 13 3a3Ha4CHHSM CTPOKIB iX
30epiraHHs (y TOMY YHCII Pi3HHX MEPeNiKiB, SKIIO0 3aCTOCOBYIOTHCS THIOBHH 1 ramy3eBuii). [Ipu
IIbOMY CTPOK 30epiraHHs 3a3HA4Ya€ThCS BIAMOBIIHO O CTATTi, II0 BCTAHOBIIOE HAWOIIBIINNA CTPOK
30epiraHHsl.

Jlnist JOKyMEHTIB, HE MepeI0ayeHnX AIF0UUMH TepelikaMu, CTPOKU 30epiranHs BU3HAYaI0ThCS
Ha mijcraBi ix BuBueHHs EK 3aknany.

Hnst crnpaB, chopMOBaHMX 13 THPAKOBAHMX KOMIA JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranus «Jloku He MHHE MOTpeOay HE3aICKHO BiJl CTPOKY 30€piraHHs OpHUTiHAIIB JIOKYMEHTIB (Y
TOMY YHCII 1 IS JOKyMEHTIB TOCTIHHOTO CTPOKYy 30epiranHs) 0Oe3 IMOCHJIaHHA Ha CTATTIO
BIJIMIOBITHOTO TEPENIKY JOKYMEHTIB 13 3a3HaU€HHSM CTPOKIB iX 30epiraHHsl.

Crpok 30epiranus cmpaBu «lns ciayk00BOro KOPHCTYBaHHS» HE BCTAaHOBJIIOETHCS, a Y
BIIMOB1/IHIN rpadi HOMEHKIIATYPH CIIPaB MPOCTABISIEThCA To3HaUKa «EK» (ekcnepTHa KoMicis).

VY rpadi 5 «IIpumiTkay poOnAThCs MO3HAYKH PO MEPEXiHI CIPABH; PO CIIPABH, IO BEITYThCS
B C€JIGKTPOHHIN (opMi; PO MOCaAOBUX 0Ci0, BIAMOBIIATLHUX 32 (OPMYBAaHHS CIIpaB; MO Mepeaady
CTIpaB JI0 apXiBY 3aKJIay UM IHIIUX YCTAHOB JUIS iX MPOJOBKEHHS TOLIO.

1.11. HomeHnkiatypa crpaB 3akjaay HiIMUCYyEThCS 0C00010, BiAMOBIATBHOIO 32 OpraHi3allito
TIOBOJICTBA Y 3aKJIa[li, BI3YEThCS IOCAIOBOI0 0CO00I0, BIAMOBIAAIBHOIO 32 apXiB, Ta CXBATIOETHCS
EK 3aknany.

1.12. HoMeHkaTypa CrOpaB 3aKiaay IiIIsarae MOTOKEHHIO 3 BiAMOBIIHUM JISpPKaBHUM
apxiBoM (117151 3aKJIaiB, ski hopmyroTh HA®D) ab0 cxBajeHHIO OpraHOM BUILIOTO PiBHS (1)1 3aKJIaIiB,
aki He popmyroTs HAD) oauH pa3 Ha 1T’ ITh POKiB 200 HEBIIKIIAIHO B pa3i ICTOTHUX 3MiH Y BIIACHOCTI
MaiiHa, CTPYKTYpi, GYHKIIISX Ta XapakTepi poOOTH 3aKJiaay, BTpaTH YMHHOCTI TUITOBUM (TaJTy3€BUM)
MEPEeTiKOM JOKYMEHTIB 13 3a3HaYeHHSIM CTPOKIB iX 30epiranHsi.

1.13. lloromxena EIIK  BignmoBiTHOro  JepXaBHOIO apxiBy HOMEHKJIATypa CIIpaB
3aTBEPUKYETHCS KEPIBHIKOM 3aKJIay.

1.14. HomenknaTtypa copaB 3akjiajay CKIQJA€TbCs Yy UYOTUPbOX MNpHMipHHKax. I[leprumit
(HEeIOTOpKaHHUI) MPUMIPHHUK 3BEIEHOI HOMEHKIATYpH CHpaB 30epiraerbcs y BIANOBIIAIBHOI 3a
JIOBOJICTBO OCOOM, JAPYT'HM — BUKOPHCTOBYETbCS SIK pOoOOUMil, TpeTiil — nmepenaerbes 10 apxiBy
3aKJIaay JUISL 3MIACHEHHS KOHTPONIO 3a ()OPMYBAaHHSM CIIpaB, YETBEPTUH — HAJCHUIAETHCS [0
BIJIIIOBITHOI JIepKaBHOT apXiBHOI YCTaHOBH, apXiBHOT'O BIJUIUTY MIChKOI paau ab0 OpraHy BHIIOTO
piBHS.

1.15. HomeHknatypa cmpaB CTPYKTYpPHOTO MipO3JUTY 3aKJIaay CKJIQJa€eTbcs Yy JBOX
npumipHukax. OJWH TPUMIPHUK HOMEHKJIATypu NepelaeTbcs BIINOBIAANBHIN 3a Oprasizalito
J1JI0OBOJICTBA 0COOI.

1.16. IIpoTsroM poOKy CTPYKTYpHI Miapo3aian (mocamoBi ocoOu) 3a0e3MeuyroTh BEICHHS
HOMEHKJIATyp CIIpaB, 30KpeMa 3a He0O0XiJTHOCTI BHOCATH IO HUX 32 MTOTOJKEHHSM 3 BiANOBIAaIbHUMU
3a IUIOBOJCTBO Ta apXiB oco0aMu HOBI CIIpaBH, HE MeperdadyeH! YMHHOI0 HOMEHKIJIATypOolO CIpasB,
3aCTOCOBYIOUH IIPH LIbOMY pe3€pBHI HOMEPH HaIPUKIiHIII HOMEHKJIATYpH.

1.17. HanpukiHii poKy HOMEHKJaTypa CIpaB 3akjiagy OOOB’A3KOBO 3aKpPHBAETHCS
MiJICYMKOBHM 3aIlMCOM, 1[0 MAMHUCY€E 0c00a, BIAMOBITAIbHA 32 JUTOBOACTBO 3aKkiany. [Ipo dhaktuuny
HasBHICTh 3aBEJICHUX 3a PIK CIIPAB MOBIAOMIIAETHCS IMOCA0Ba 0c00a, BIAMOBIJAIbHA 32 apXiB.

1.18. lloromxena 3 EIIK BignosigHoro aep:kaBHoro apxiBy (EK oprany Bumoro piBHA)
HOMEHKJIATypa CIIpaB 3akjany HANpHUKiHI KOXXHOTO POKY YTOUYHIOETHCS, MEPEAPYKOBYETHCH,
3aTBEPKYEThCSA KEPIBHUKOM 3aKJIay Ta BBOJUTHCA B Ait0 3 01 Ci4HS HOBOTO POKY.

2. ®opMyBaHHH CIPaB



2.1. ITix yac hopmyBaHHS CIIpaB CIIi JOTPUMYBATHUCS TAKUX 3arajJbHUX TPABHIIL:

1) BMinyBaTd y CHpaBU TUIBKM BHKOHAHI JOKYMEHTH BiJIOBIZHO IO 3aroJOBKIB CIpaB Y
HOMEHKJIaTypi;

2) TpynyBaTH y CIpPaBH JIOKYMEHTH, BUKOHAHI MPOTATOM OJHOTO KaJCHIAPHOTO POKY, 3a
BUHSTKOM IMIEPEXiJIHUX CIOpaB Ta CYAOBUX CHpaB (BEAYyThCS MPOTATOM KUIBKOX POKIB J0O 1X
3aBEepIICHHS), OCOOOBHX CcIpaB ((POPMYIOTHCS MPOTATOM TMepiogy poOdoTH ocobu y 3akiaii),
JIOKYMEHTIB 3aKJIay, 110 XapaKTEePU3YIOTh OCBITHIN mporiec ((GopMyOThCs 32 HaBUATIbHUHN PIK);

3) BMillyBaTH y COpaBU JIMIE OpHUTiHamM abo y pas3i ix BIJACYTHOCTI 3acBifucHi B
YCTaHOBIICHOMY MOPSAKY KOTIi1 TOKYMEHTIB;

4) He MOMyCKaTH BKJIFOYEHHS J0 CIpaB YOPHOBUX, OCOOMCTHUX TOKYMEHTIB, PO3MHOMXCHHUX
KOITI Ta IOKYMEHTIB, IO MiJIATal0Th OBEPHEHHIO;

5) 1o cripaBH BKJIFOYATH JOKYMEHTH TUIBKH 3 OJTHOTO TUTAHHS a00 IPYIH CIIOPITHEHUX [TUTAHb,
10 CTAHOBJISAITh €JUHUN TEMAaTHYHUI KOMIUICKC;

6) okpeMO TpymyBaTH y CIpaBH JAOKYMEHTH IOCTiiHOTO, TpuBaysioro (monaa 10 pokis),
THUMYACcOBOTO 30epiraHHs;

7) 3a 00csTOM crpaBa MOCTiHHOTO Ta TpuBajioro (moxaa 10 pokiB) 30epiraHHs HE MOBHHHA
nepesuiyBaT 250 apkymriB (He Oibie 40 MM 3aBTOBIIKH).

2.2. JIOKyMEHTH TPYIYIOThCS Y CIIPAaBU B XPOHOJIOTTYHOMY Ta/a00 JIOTIYHOMY TOPSIIKY.

2.3. IlonoxkeHHs1, MpaBuiia, IHCTPYKIIIi TOINO, 3aTBEP/KEHI HaKa3aMH, I'PYNYyIOThCS Pa3oM i3
3a3HAYCHUMH JTOKYMEHTaMH. SIKIIO BOHU 3aTBEPIKEHI K CAaMOCTiiHI JOKyMEHTH, iX (OpMYIOTh B
OKpEMi CITpaBH 3a BHJIAMH 1 XPOHOJIOTIELO.

2.4. Haka3u 3 OCHOBHOI JisSUTbHOCTI 3aKJaay, 3 aJIMiHICTPATHBHO-TOCIIOJAPCHKUX MMUTaHb, 3
KaJIpOBUX TUTaHb 3aKijady (THMYacoOBOTO 1 TPUBAJIOTO CTPOKIB 30epiraHHs), HaKa3u 3 PyXy
Y4YHIB/BUXOBAHIIIB TPYITYIOThCA y Pi3HI CIIpaBH.

Haka3u 3 kaapoBux nuTaHb (0COOOBOrO CKJaay) IPYMyHOTHCS BIAMOBIIHO 10 iX BHIIB Ta
cTpokiB 30epiranHs. He mo3BomseThCst TpymyBaTH pa3oM Hakasu TtpuBasioro (75 pokiB) Ta
THUMYAcOBOTO (5 pokiB) 30epiranHs. J[o1iIbHO IPH BETUKKUX 00cATaX JOKYMEHTIB HaKa3| 3 KaJPOBUX
uTaHb (0cO00BOrO CKIIALY), IO CTOCYIOTHCS PI3HUX HANPSAMIB IISUIBHOCTI 3aKiany (MpUiiMaHHS Ha
po0OOTYy, 3BUIbHEHHS, IPEMiIOBaHHS, BIPSAKEHHS, BIAMYCTKH TOLIO), TPYITyBaTH B OKpeMi CIIPaBH.
Skmio pi3HHMX BHUAIB Haka3iB 3 KaJpOBHUX MHTaHb (OCOOOBOIO CKJIaay) CTBOPIOETHCS HE3HAUHA
KUIBKICTb, 1X JI03BOJIAETBbCSA TPYNyBaTH 3a CTPOKaMH iX 30epiraHHs: B OJHY CHpaBy - Hakaszu
TPUBAJIOTO CTPOKY 30€piraHHsl, B IHIIY - TAMYACOBOI'O CTPOKY 30epiraHHsl.

2.5. JIOKyMEHTH 3aci/laHb KOJIeTialbHUX OPTraHiB IPYNYyIOThCS Y JIBI CIIPABU:

1) mpoTOKOMH i JOKYMEHTH JI0 HUX (IOTOBIIi, TOBIIKH, TPOEKTH PIllIEHb TOIIO);

2) IOKyMEHTH 3 Opraisaimii 3acifanb (HOPSAOK [CHHHH, MAaKeT PO3MILICHHS, CIUCOK
3aMpoIIeHUX TOIIO).

2.6. [IpoTokonn 3aciilaHb KOJETiaJIbHUX OPraHiB IPyHyIOThCSA Y CIPaBH B XPOHOJOTIYHOMY
MOPSZAKY 132 HoMepaMu. JIOKyMEeHTH 10 3aciiaHb 3a3HaYEHUX OPTaHiB CHCTEMATHU3YIOThCS 32 TaTaMU
Ta HOMEpaMHU MPOTOKOJIB, @ B MeXax IpyNH JTOKYMEHTIB, 10 CTOCYIOThCS OJHOTO MPOTOKOITY, — 3a
MOPSIIKOM JICHHUM 3acCiJIaHHS.

2.7. Jlopy4eHHs yCTaHOB BHILIOTO PiBHS 1 JOKYMEHTH, ITOB’A3aHi 3 iX BUKOHAHHSM, TPYIYIOThCS
y CIIPaBH 3a HAIIPsIMaMH JIisJTHOCTI 3aKJ1a/1y a0 3a aBTOpaMH 1HIIIaTUBHUX TIOKyMEHTIB. JlIOKyMeHTH
y HEBENHKIN KUIBKOCTI TPYNYIOThCSA B OJHY CHpaBy. Y CIpaBi JOKYMEHTH CHCTEMAaTH3YIOThCS 3a
JaTaMH JOPYYEHb.

2.8. 3aTBep/UKEHI IJIaHHU, 3BITH, KOIITOPUCH, TUTYJIbHI CIUCKH TPYIYIOTBCS Y CIIPaBH OKPEMO
B1Jl IPOEKTIB LIUX IOKYMEHTIB.

2.9. JluctyBaHHST TPYIyeThCS 3a 3MICTOM Ta  KOPECHOHJCHTCHKOIO  O3HAKOKW 1
CUCTEMATU3YEThCS B  XPOHOJOTIYHOMY TOPSAAKY: JOKYMEHT-BIAMOBIIb PO3MIIIYETHCS 32
JOKYMEHTOM-3aIIUTOM.



2.10. B ocoboBux cmpaBax, mo (HOpMYIOTECS BIPOJIOBXK YChOr0 Yacy poOOTH TpalliBHUKA y
3aKIaji, JOKYMEHTH TPYIYIOThCS B XPOHOJIOTIYHOMY MOPSAKY B Mipy iX HAAXOKEHHS (TIOTIOBHEHHS )
(3asBa Mpo MpUKMaHHSI Ha POOOTY, MTUCHMOBHI TPYIOBUN JOTOBIp (KOHTPAKT), KOIMIi a00 BUTSTH 3
Haka3iB Mpo MpUMaHHI Ha POOOTY, 0COOOBUII JIMCTOK 3 00JIIKY KaapiB, JONOBHEHHS 10 0COOOBOTO
JucTKa 3 00JiKy KaapiB, aBToOiorpadis, KOIis Macrmopra, KOmis OOJIKOBOI KapTKH TUIATHHUKA
nojaTtkiB (kpiM (ismuHMX 0ci0, sKi 4epe3 CBOi pemniriiiHi NMEepeKOHaHHS BiIMOBISIOTHCS Bil
MPUUAHATTS PEECTPAIITHOrO HOMepa OO0JIIKOBOI KapTKH TUIATHUKA MOJATKIB Ta MOBIIOMHIIH IIPO IIe
BIJIIIOBITHUI KOHTPOJIOIOYMI OpTraH 1 MaloTh BIAMITKY Y HACIOPTi), KOMis BiiCBKOBOTO KBHUTKa (Y
pasi HasABHOCTI), KOMii JOKYMEHTIB IMPO OCBITY, HAyKOBHUW CTYIiHb, BUECHE 3BaHHA, 3asABU IPO
MepeBeICHHs Ha 1HITY poOoTy (Tocaay), CyMICHHUIITBO, 3MiHY OiorpadiyHUX TaHUX, KOMil a00 BUTSITH
3 Haka3iB IPO IEpPEeBENICHHsI Ha iHIIy poOoTy (Mmocaay), CyMICHHIITBO, KOMii JIOKYMEHTIB, IO €
iJICTaBaM¥ JIJIs HaIaHHS TUTBT (32 HAsSBHOCTI), KOMIl TOKYMEHTIB PO BHECEHHS 3MiH 10 OOJIIKOBHX
JOKYMEHTIB y 3B’A3Ky 31 3MiHOIO OlorpadiuyHux maHux (Mpi3BUINA, 1MEHI, 1O OaThKOBI),
XapaKTepUCTUKH, KOMii JOKYMEHTIB MpO MiJIBUIICHHS KBamiikamii, CTaKyBaHHS, 3a0XOYEHHS
(HaropoKEHHs, TPEMitOBaHHs), JOKYMEHTH 3 aTecTallli, 3asBa Mo 3BUILHEHHS 3 POOOTH, KoItii a00
BUTSTHU 3 HaKa3iB MO 3BUIbHEHHS 3 pOOOTH.

Jlo 0co6oBOi cripaBu 0OOB’SI3KOBO CKJIQIA€ThCS BHYTPIIIHIA ONMUC, SKHH PO3MIIIYETHCS Ha
MOYaTKy CIpPaBH.

BimoMocTi mpo CTATHEHHs, 3a0XOYCHHS, BHKOHAHHS OOOB’S3KIiB THMYAacOBO BiJICYTHHOT'O
MpaliBHUKA, 3aMIMICHHs] BaKaHTHOI MTOCAIH BHOCATHCS /O JONOBHEHHS JO OCOOOBOTO JIUCTKA 3
00Ky KaJpiB.

2.11. 3BepHeHHS TPOMAASH 3 NMHUTaHb POOOTH 3aKjaxy Ta BCi JTOKYMEHTH 3 iX po3risay i
BUKOHAHHS IPYNYIOTHCS OKPEMO BiJl 3BEpPHEHBb TPOMAJISH 3 0COOMCTUX NHUTaHb. Ko)kHEe 3BEpHEHHS 1
JOKYMEHTH 3 HOTrO pPO3IIIsiAy CKIaJaroTh y CIpaBi caMocTiiHy rpymy. [IoBTOpHI 3BepHEHHS i
JTOKYMEHTH 3 IX pO3TJISIy CHCTEMAaTH3YIOTh Y CIIPABH Pa3oM 3 MOMEPEAHIMHU.

2.12. MetoauuHe KEpIBHUUTBO 1 KOHTPOJb 3a (OPMYBaHHSAM CIpaB y 3akimaai Ta il
CTPYKTYPHHUX IIAPO3iJIax 31HCHIOIOTHCS 0CO0aMH, BIMOBITATFHUMU 32 OPTaHi3alliio A1JIOBOJCTBA
Ta apXiB.

3. 30epirannsi AOKYMEHTIB y JiJ10BOCTBI

3.1. JlIokyMEeHTH 3 MOMEHTY CTBOPEHHS M HAJXO/DKEHHS 1 JI0 MepeaBaHHs Ha 30epiraHHs B
apxiB 3akiay 30epiraroTbes 3a MicuieM (GopMyBaHHS CIIpaB BIAMOBIIHO 10 HOMEHKJIATYpH CIIpaB.

3.2. BianosinanbHi 0coOu 3000B’s13aH1 3a0e3MeunTH 30€piraHHs JOKYMEHTIB 1 CIIpaB.

3.3. lns 306epiranHs CIpaB y AIJIOBOACTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJIallaHaMH abo
3aB’g3KaMH, KapTOHHI a00 MJacTMacoBl IIBHJKO3MIKMBayl. ¥ poOOYMX KIMHATaxX CIpaBH MOBUHHI
30epiraTuch y BEpPTHKAIBHOMY IIOJIOKEHHI y madax, o 3akpuBaroThes. JlIs MiABMIEHHS
OTIEpPaTUBHOCTI PO3LIYKY JOKYMEHTIB CIIpaBU PO3MIILYIOThCS BIATOBIIHO /10 HOMEHKIJIATYpHU CIIPaB.
Ha xopiHIsIX 00KIaJUHOK CIpaB 3a3HAYal0ThCS 1HAEKCH Ta 3aroJ0BKH 32 HOMEHKJIATYpOIO CIIPAaB.

3.4. MarniTHi cTpiuku Ta mudposi Hocii iHGopMmariii 3 poHOrpaMaMu 3aciiaHb KOJETiaIbHOTO
oprany 30epiratoTbcst B Horo cekperaps. Ha crpiuii 1 KopoOii poOUThCS BiIMITKa MpO JaTy
3aciaHHs 1 yac 3anucy. Cekperap KoJieTiaTbHOTO OpraHy BIAMOBIAA€ 3a iX 30epiraHHsl.

3.5. Bumaua cnpaB y TUM4YacoBe KOPHUCTYyBaHHS MpalliBHUKAM 3aKIagy 3A1HMCHIOETHCS 3
MMUCHMOBOTO JIO3BOJIy KEpIBHHKA 3akianay. Ha BugaHy crmpaBy CKJIaJaeTbcsl KapTKa-3aMIHHHK. Y
KapTIli 3a3HAYaI0THCSl HAMMEHYBaHHS CTPYKTYPHOTO MiPO3/IiTy, iIHAEKC CIIPaBH, 3ar0JIOBOK CIIPaBH,
nata ii Bumayi, oco0a, K crpaBy BUIAHO, JaTa ii MOBEPHEHHS, MIAMHUCH OCi0, K1 BHIAIU Ta
MIPUIHSIIN CTIPaBy.

[TocamoBa ocoOa, sika BuAaja Ta NpHIHsIA crpaBy, 3000B’d3aHa 3A1MCHUTH TNEpPEBIPKY
HAsSIBHOCTI1 JIOKYMEHTIB Y CIIpaBi.

He no3BonsieThcss BWaBaTH y THMYAcOBE KOPUCTYBAaHHS TPAIIBHUKAM 3aKJIaqy OKpeMmi
JIOKYMEHTH 31 CIIPaB.

3.6. Hamanus cipaB y THMYacoBe KOPUCTYBaHHS 3/IIHCHIOETHCS HE OLTBIII SIK Ha OJTUH MICSIIb.



3.7. BunmydeHHs OpUTiHAJIIB JOKYMEHTIB (CIIpaB) JOMYCKAETHCS 3 JO3BOJIY KEPIBHUKA 3aKIIay.

3.8. Y pa3i BTpaTH AOKYMEHTIB 1 CIIpaB, IO YUCIATHCS 33 HOMEHKIIATYPOIO, CKJIAaJa€eThCs
BIJIIIOBIIHHI aKT (dodamok 21).

V. EKCIIEPTU3A HIHHOCTI AOKYMEHTIB
1. HopMaTHBHO-MeTOANYHI 3acaJu eKCIIePTH3H LiHHOCTI JOKYMEHTIB

1.1. ExcriepTH3a MiHHOCTI JTIOKYMEHTIB MPOBOAMTHCS BIAMOBIIHO JO0 3aKOHOJABCTBA y cdepi
apXiBHOI CITpaBH Ta IUTOBOJICTBA, THIIOBUX Ta FATY3€BUX MEPEITIKIB BUIB JIOKYMEHTIB 13 HOPMATHBHO
BCTAHOBJICHUMH CTPOKAMH X 30€piraHHs, 3aTBEpHPKCHHUX BiJIMIOBIAHO IO 3aKOHOJJaBCTBA, TUIIOBHX 1
MPUMIPDHUX HOMEHKJIATYp CIpaB, IHIIMX HOPMATUBHO-TIPABOBUX AaKTiB 3 MHUTAaHb EKCIEPTU3U
LIHHOCTI.

1.2. JIns opranizaiii Ta IpoBeICHHS eKCTIIEPTU3H IMIIHHOCTI JJOKYMEHTIB Y 3aKJ1a/li CTBOPIOETHCS
noctiitHo agiroda EK, mo nitoTe BIAMOBIAHO O MOJOXKEHHS MpPO HEl, po3poOJeHOro Ha miacrasi
TUnoBoro mMoJOXKEHHS TMPO EKCIEePTHY KOMICIIO JepKaBHOIO OpraHy, OpraHy MICLEBOTO
CaMOBPSIyBaHHS, JIEPKABHOTO 1 KOMYHAIBHOTO MIANPHEMCTBA, YCTAaHOBH Ta OpraHizamii,
3aTBEPKEHOr0 Haka3oM MiHicTepcTBa roctuiii Ykpainu Bim 19 uepBus 2013 poky Ne 1227/5,
3apeectpoBaHoro y MinictepcTBi toctumii Ykpainu 25 wepBHs 2013 poky 3a Ne 1062/23594 (i3
3MiHAMH).

Cxuan EK Ta monoskeHHs po Hel 3aTBEpIKYIOThCS HaKa30M KepiBHHKA 3akiany. ['onoBoro EK
MPU3HAYAETHCS OJMH 13 3aCTYIHHKIB KepiBHUKA 3aKiIay, CEKpeTapeM — ocoda, BiANOBigalbHA 3a
JIOKYMEHTH, 1110 MiJUISTal0Th 30€pIraHHIO Ta TEPEIaHHIO B apXiB.

Ho cknany EK 3akmamy 3a iX 3roJjor0 MOXYTh BXOJIWTH IPEICTABHUKH apXiBHUX YCTAaHOB,
OpraHy BHIIOTO PiBHS (BIAMOBITHOTO OpraHy yIpPaBIIHHSA OCBITOK), METOIUYHHUX IICHTPIB,
npodeciifHUX CIIOK, IX 00’ €JHAHb.

1.3.V cBoiit gismpHOCcTi EK 3aknany kepyerbcs NpHHIMIAMHU 1 KPUTEPISIMH CEKCIICPTHU3H
[IHHOCTI JOKYMEHTIB, yCTaHOBJICHUMH [lopsIKOM YTBOPEHHS Ta JisSUTBHOCTI KOMICiH 3 MPOBEACHHS
eKCIIepPTU3HU LIHHOCTI JIOKyMEHTIB, 3aTBEepAKeHUM mnocTtaHoBoro KaGinety MinicTpiB Ykpainu Bix
08 ceprast 2007 poky Ne 1004 (i3 3miHam#).

1.4. EK 3axnany npuitmae pilieHHs Mpo:

1) cxBanenns i momanns no EINK nepskaBHoro apxiBy (EK apxiBHOrO Biminy paidOHHOI,
paifonHux y mictax Kuesi i CeBacTomnosi AepkaBHUX aJMIHICTpalliii, MiCbKOT pajii) MPOEKTIB TaKUX
JOKYMEHTIB: ONUCIB CIpaB 3 KaJpOBHUX MHUTAaHb (OCOOOBOrO CKJaay), akTiB MPO BUIIYyYEHHS IS
3HUIIECHHS JI0KYMEHTIB, He BHeceHuX 10 HA®D;

2) CXBaJIGHHS: 1HCTPYKIIT 3 JITOBOJCTBA; HOMEHKJIATYPH CIIPaB; TMOJIOXKEHHS IMMPO CIy)Ou
JIOBOJCTBA, apxiBHI miapo3ain Ta EK; onuciB cnpaB Tpuanoro (nmoxaa 10 pokiB) 30epiranus;
aKTIB PO HEBUIIPABHI MOIIKO/KEHHS cTIpaB (I0KyMeHTIB) TpuBaioro (moHax 10 pokiB) 30epiranus
Ta 3 KaJpOBHUX MUTaHb (0OCOOOBOTO CKIAJy); HOMEHKIATYp CIIpaB, OMHUCIB CIIPaB TPUBAIOTO (TIOHAJ
10 pokiB) 30epiranss 3akjafay, 10 HaJIeXaTh JO cepy YIpaBIiHHS 3aKJIady Ta y AISUIBHOCTI SKUX
HE YTBOPIOIOThCS ToKyMeHTH HAD.

1.5. EK ongHouacHO po3risijiae OMUCH CIpaB Ta akTH MPO BUWIYYEHHS JUISl 3HUILEHHS
JIOKYMEHTiB, He BHeceHHX 0 HA®D, a TakoX akTu Mpo BUIy4YeHHs JOKyMeHTiB 3 HA® paszom 3
aKTaMu PO HEBUIPaBHI MOIIKOPKEHHS cipaB (qokyMeHTiB) HA®D (3a ix HasBHOCTI).

1.6. Buecenns moxkymeHtiB 3akianiB 10 HA® 3miiicHroerhest Ha miactaBi pimenHs EITK
JIEP’)KaBHOTO apXiBY MPO CXBAJICHHS OMKCIB CIPaB MOCTIHHOTO 30epiraHHs Ta WOTO 3aTBEP/KCHHS
KEpIBHUKOM 3aKJIafy.

2. Ilopsaok NpoBeAeHHsI eKCIEePTH3H LiHHOCTI JTOKYMEHTIB

2.1. ExcriepTH3a MiHHOCTI JOKYMEHTIB y 3aKJIa i TPOBOIUTHCS:

1) y moTodyHOMY [IiIIOBOACTBI —IiJ 4Yac CKJIAJaHHS HOMEHKJIATYp CIpaB, (OpMyBaHHS
JIOKYMEHTIB y CIpaBH 1 MEPEBIPSHHSI MPAaBUIBHOCTI BITHECEHHS TOKYMEHTIB /10 BIJNIOBIIHUX CHPaB,
HiATOTOBKY CIIpaB JI0 MepejaBaHHs Ha apXiBHE 30epiranHs;
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2) B apxiBi 3aKjay — y MpoIeci MpUMaHHs CIIpaB 10 apXiBY Ta ITiITOTOBKH CIIPaB Ha MOCTiiHe
30epiraHHs.

2.2. Opranizaiiiiny Ta METOJAMYHY JOTIOMOTY Yy ITPOBEACHHI eKcrepTr3u IiHHOCTI Hajgae EITK
nepxasuoro apxiBy (EK apxiBHoro Bimminy paiionHoi, pailonHux y mictax Kuesi i CeBacromodi
JIep’)KaBHUX aIMIHICTPAIliid, MiCHKO1 paJin).

2.3. I1ix yac mpoBeIeHHS €KCIIEPTU3H LIHHOCTI IOKYMEHTIB y JA1JIOBOACTBI BUPI3HAIOTH YOTUPU
TpyIH CIPaB:

1) mocriitHOTrO 30€piraHHs;

2) tpuBaiioro (monaja 10 pokiB) 30epiraHus;

3) TumyacoBoro 36epirants (10 10 pokiB BKIIOYHO);

4) Ti, O MiAIAral0Th 3HUIICHHIO Y 3B’ I3KY 13 3aKiHYEHHSAM CTPOKIB iX 30epiraHHs..

Binbip 3a3HadeHUMX TpyH JOKYMEHTIB 3/IMCHIOETHCS HA IMiACTaBI HOMEHKJIATYpU CIpaB
3aKjIaay, a TAaKOK THIOBHUX Ta TAy3€BUX IMEPEIiKiB JOKYMEHTIB 31 CTpOKaMH 30epiraHHs MUITXOM
Meperyisiiy KOXHOro apkyma cnpaBu. OIHOYACHO TEpPEBIpSAIOTHCS SKICTh 1 MOBHOTA YHHHOI
HOMEHKJIATYpU CIIpaB, MpPaBUIbHICTh BHU3HAUCHHS CTPOKIB 30epiraHHsi cIpaB, MependadeHux
HOMEHKJIATYPOIO, TOTPHUMAaHHS BCTAHOBJIEHUX MpPaBUI O(GOPMIICHHS TOKYMEHTIB Ta (hOpMyBaHHS
Crpas.

2.4. Ctpok 30epiraHHs JOKYMEHTiB 004uCitOeTbess 3 01 CiYHS POKY, HACTYIHOTO 32 POKOM
3aKiHueHHsI cripaBu. Hampukiaa, oO4YrCIeHHS CTPOKY 30epiranHs cnpas, 3aBepuieHux y 2021 pori,
nounHaeThes 3 01 ciuns 2022 poky.

2.5. 3a00poHs€eTbCs BiAOIp JOKYMEHTIB JUIsl MOJANBIIOro 30epiraHHs abo 3HUIICHHS Ha
IiJICTaB1 3ar0JIOBKIB CIIpaB B OMKCY a00 HOMEHKJIATYpi CIPaB.

2.6. CnpaBu 3 no3Haukor «EIIK», y sSkux ekcrepTH3010 I[IHHOCTI BCTAaHOBJIEHA HASIBHICTD
JOKYMEHTIB TIOCTIHOTO 30€piraHHs, MiUIATalOTh mepedopMyBaHHIO. J[OKyMEHTH MOCTIHHOTO
30epiraHHs, BUIy4YeHI 13 3a3HaYCHUX CIIpaB, 00’ €IHYIOTHCS B CAMOCTIHHI CIIpaBU a00 MPUETHYIOTHCS
70 IHIIMX OJHOPiMHUX cipaB. OnpaBieHHs 3HOBY C(HOPMOBAHUX CIIPAB 3AIMCHIOETHCS TUIBKHU TICIS
3aBEepUICHHS €KCTIEPTU3HU I[IHHOCTI JOKYMEHTIB.

2.7.1lix yac TIpOBEACHHS EKCHEPTH3U IIIHHOCTI JOKYMEHTIB y JiJTOBOJCTBI BHUSBISIOTHCS
OyOJleTHI JOKYMEHTH, JOKYMEHTH, L0 HE CTOCYIOThCS CIPaBH, YEPHETKH, HEO(OpPMIIEHI KoIIii,
METaJIEB] CKPIIJIEHHS, 110 MiJIAraloTh BUIYUYEHHIO 31 CIIpaB MOCTIHHOrO Ta TpuBajioro (monan 10
POKiB) 30epiraHHs.

2.8. 3a pesynbTaTaMy €KCIEPTH3HM I[IHHOCTI JOKYMEHTIB TOTYIOTHCS CIPaBU TOCTIHHOTO 1
TpuBajoro (moHax 10 pokiB) 30epiraHHs 10 epeaBaHHs 10 apXiBy 3aKiajy, 30Kpema:

1) 3nilicHI0€ThCSE OOPMIICHHS CIIPAB BiAMOBIIHO 10 BUMOT,

2) Ha MiICTaBi HOMEHKIATYP CIpaB (GOPMYIOTHCS Meperiky (CIUCKU) CIPaB, IO MiIAraloTh
3HMILEHHIO Y 3B’SI3KY 13 3aKIHUEHHSIM CTPOKIB 1X 30€epiraHHsl, JJIs BKIFOUEHHS /10 aKTa IIPO BHITyUYEHHS
JUIs1 3HUILEHHS IOKYMEHTIB, He BHeceHUX 10 HA®.

2.9. VY pasi BCTaHOBJICHHS B IIPOIIECi eKCTIEPTH3H IIIHHOCTI (h)aKTiB HECTa4yi JOKYMEHTIB i CITpaB,
1110 BHECEHI /10 HOMEHKJIATypH, BIJINOBIJAIbHUMH 0CO0aMH 3aKiIaay 3A1HCHIOEThCA IX po3IIyK. Y pasi
HEraTUBHOTO pE3YyJbTaTy pO3IIYKY KEpIBHUK 3aKJaJy CTBOPIOE KOMICIIO 31 CIy»KOOBOro
pO3CIiyBaHHs, MpU3HAYa€ CIy>)KOOBE pO3CIiAyBaHHS 1 BHJA€ HaKa3 PO TMPUTATHEHHS [0
BIJIMOBIAAJILHOCTI 0C10, BHHHUX Y BTpaTi JOKYMEHTIB abo cripas. /{oBiaka npo MpUYKHU BIACYTHOCTI
JOKYMEHTIB abo0 crpaB, MiANKCcaHa YIeHaMH KOMICii Ta KepiBHHKOM BiJMOBIIHOTO CTPYKTYPHOTO
MiIPO3LUTY, IEPENAETHCS IO apXiBY 3aKIay.

Ha mifcraBi 10BiAKM apXiB CKJIaZae€ akT MPO HECTauy CHpaB (JOKYMEHTIB) y CTPYKTYPHHX
migipo3ainax 3a Gopmoro (dodamox 21), sxuit miamucye ocoba, BiANMOBigalbHA 3a apxiB, Bi3ye
BIJIMOBiJalIbHA 32 OPTaHi3allilo JIOBOJICTBA 0c00a Ta 3aTBEPKYE KEPIBHUK 3aKIIady.

2.10. B apxiBi 3akJ1aly eKCIIepTH3Y IIHHOCTI JJOKYMEHTIB ITPOBOJISITh:
1) miz yac ckiiaaHHs 3BEJACHUX OIHKCIB CIPAaB;
2) y pa3i HaJXO/PKEHHS JJOKYMEHTIB Y HEYOPSIKOBAHOMY CTaHi,



3) y pa3i 3aKiHUYEHHS CTPOKIB THMYACOBOTO 30epiraHHs apXiBHUX JOKYMCHTIB,

4) nepen nepeaBaHHAM CIIPaB Ha MOCTiMHE 30epiraHHs 10 BiAMOBIIHOI Iep)KaBHOI apXiBHOI
YCTaHOBH, apXIBHOTO BiJIUTY MICBKOI paju;

5) 3 METOIO BUSIBIICHHS YHIKQJIBHUX TOKyMeHTIB HAD.

2.11. Excneptr3a IIHHOCTI JOKYMEHTIB B apXiBi 3aKjaay 3I1HCHIOETHCS I METOJIMYHUM
KEpIBHUIITBOM BiJIMOBITHUX JIEP’KaBHUX apXiBHUX YCTAaHOB, apXiBHUX BIJILIIB MICLIEBUX PaJl, y 30HI
KOMIUICKTYBAaHHS SIKUX IIepeOyBa€e 3aKia/.

2.12. ExcniepTr3a MiHHOCTI TIOKYMEHTIB B apXiBi 3aKJIaay IiJ] 4ac CKJIaJaHHS 3BEJICHUX OIKCIB
CrpaB mependavae aHai3 CKIIaay JOKyMEHTAIlIT 3aKIaay, 30Kpema:

1) yTOuHIOETBCS, 1€ BiJKJIAAAIOTHCS MYOJICTHI JOKYMEHTH, IO MiJUIAraloTh 3HUINCHHIO. 3a
HEOOXITHOCTI B apXiBl 3akjaay MOXYTh 3aJHUIIaTHCS Ha 30epiraHHsA IyOJICTHI TPUMIPHUKH
JOKYMEHTIB, L0 MiJUIATaloTh NOCTIHHOMY 30€piraHHIO B JIep>KaBHi apxiBHi ycTaHOBI, apXiBHOMY
BIAIII MiCIIeBOI paaW. AHAII3YETbCS TaKOXK XapaKTep IOBTOpPeHHs iHdopmalii B IHIIHAX
JOKyMEHTax: BHJ, (opMa i MOBHOTAa MOBTOPIOBAHOCTI. BumirydeHHs nyOneTHUX NOKYMEHTIB Ta
JIOKYMEHTIB 3 IMOBTOPIOBAHOI 1H(GOPMAIIIEIO 3IACHIOETHCS JIUIIE TICHA 3BIPSHHS 3 JOKYMEHTAMH,
[0 3TMIIAI0THCS Ha MOCTiiHE 30epiraHHs;

2) 3IiCHIOETHCS MePEBipKa MPaBUILHOCTI (hOPMYBaHHS CIIpaB Ta ix 0(HOPMIIEHHS BiIOBIIHO
70 apXiBHHUX BUMOT. Y pa3i BUSBJICHHS MOPYIIEHb apXiB Ma€ MpaBO BUMaraTu nepedopMyBaHHS
CIIpasB;

3) Ha mijcTaBi OMUCIB crpaB 0co0a, BiINOBIIaIbHA 32 apXiB 3aKJIaay CKJIAJA€ 3BEJCHI OMHCU
CIpaB 3aKjajy IOCTiiiHOro 30epiranHs, TpuBayioro (monaa 10 pokiB) 30epiraHHs, 3 KaJIpOBHX
MTUTAHb.

2.13. Ekcneptr3a I[IHHOCTI JOKYMEHTIB B apXiBi 3aKiagay IMPOBOJUTHCS IIOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs sKuX 3akiHuuBcs. [lpu npomy
NePerIIIal0ThCS OIKMCH CIPaB 3 KaJpPOBUX MUTaHb, TpUBajoro (moHan 10 pokis) 30epiranss, y ToMy
YHCII1 BiAMOBI/IHI ONMCH CIIPAB 3aKJIa/IiB-TIOTIEPETHUKIB Ta JIIKBITOBAHUX 3aKJIA/IIB.

2.14.Y pa3zi HeoOX1JHOCTI IPOBOAUTHCA yIOCKOHANIEHHS 200 mepepoOIeHHS OMHKCIB.

2.15. TlepepoOiieHHS ONTUCIB 3/TIHCHIOETHCS y TAKUX BUTIAIKAX:

1) 3HayHa YacTHHA 3ar0JIOBKIB OITUCY HE BiOOpakae 3MiCTy CIIpaBH;

2) OMKCH MICTITh CyMapHe ONUCAHHS CIIPaB, TPYINOBY HyMEpallilo CIpas;

3) 3HAUHy YaCTHHY IOKYMEHTIB (DOHIY BHIIyYCHO, BTPAUCHO, MEPEAaHO 10 IHIIOI apXiBHOI
YCTaHOBHU, IPUEHAHO A0 1HIIOTO (QOHAY;

4) mOpyIICHO OCHOBHI TPHHIMIIK CUCTEMAaTH3allii 3arojoBKiB CIpaB B OMHUCY, IO
YHEMOKJIMBIIIOE MOIIYK 1H(OopMalii;

5) 3HauHO 301LTBIIKNBCS 00CAT (POHITY 32 PAXYHOK HOBUX HAIXOKCHb.

Exkcneptrsa miHHOCTI JOKYMEHTIB 3aKJIaly Ta yJAOCKOHAJEeHHS a00 TMepepoOJIeHHsI OIKUCIB
3NIIACHIOIOTBCS 32 PILLICHHAM Jep>KaBHOI apXiBHOI yCTaHOBH, apXiBHOTO BiJJILTY MICLI€BOT pajiu.

2.16. Y kiHII KOXHOTO TpPHMIpHMKA OMHCY 0co0a, BiANOBigalibHA 3a apXiB 3aKiamy,
MIPOCTABIISE MiMUC IIOJI0 MPUHHATTS CHpaB 3 000B’SI3KOBUM 3a3Hau€HHSIM KUIBKOCTI (Ludpamu i
CJIOBaMM ) TepeaHuX CIIPaB 1 3a3HAYAE JATY.

2.17. Tlicast mpuHHATTS crpaB mocTiiiHOro Ta TpuBajoro (monan 10 pokiB) 30epiranus, 3
KaJIpOBUX MHUTaHb 0c00a, BIMOBIIAIbHA 3a apXiB 3aKjaay, Ha IMiJICTaBl OMUCIB CIIpaB, 3a SKUMH
3/1IHCHEHO MPUIHATTS JOKYMEHTIB, 32 BCTAHOBJIEHOIO (POPMOIO TOTYE PiuHi PO3/I1UIH 3BEJIECHUX ONHCIB
CTIpaB:

1) mocriitHoro 30epiranus (y 3akiajii, 1o € Jpkepenom popmyBanus HAD);

2) tpuBasioro (moHasn 10 pokiB) 30epiranus;

3) 3 KaPOBHX MTUTAHb.

Oco0o010, BIAMOBIMATBEHOIO 3a apXiB, CKJIAMAETHCA aKT NPO BUIYUYEHHS JUISI 3HHUIICHHS
JOKYMEHTIB, He BHECeHHX 10 HAD.

2.18. 3BenteHuii oMM CIpaB MOCTIHHOTO 30€piraHHs CKIAAAE€THCA Y YOTHPHOX MPHUMIPHUKAX.
[Ticns cxBanenns EIIK nepkaBHOro apxiBy Ta 3aTBEp/KCHHsSI KEPIBHUKOM 3aKiaay OJIWH HOTO



MPUMIPHUK HAIPABJISETHCS JACP)KaBHIN apXiBHIM yCTaHOBI UM apXiBHOMY BiJIIUTy MICIIEBOI pajaH, y
30H1 KOMIUIEKTYBaHHS SIKOTO repe0yBae 3aKiaj, pyTruil MpUMIpHUK 30epiraeThes K HeTOTOPKaHUN
0c00010, BIJIMOBITATHLHOIO 32 apXiB 3aKJIaly, TPETii, YETBEPTHUI — BUKOPUCTOBYIOTHCS y 3aKJIal JJIs
MMOTOYHOT'O TIOIITYKY CIPaB 1y pa3i iX mepeJaHHs Ha MOCTiiHe 30epiranHs HaIXosATh 0 BIAMOBITHOT
apXiBHOI YCTaHOBH.

2.19. 3Benenuii ommc TpuBasioro (moHax 10 pokiB) 30epiraHHS CKJIANAETBCS Y TPHOX
npuMipHHKax. Jlo HbOTO BKIIFOYAKOTHCS TAKOXK CIPABH, SIKi 32 HOMEHKIIATYPOIO CIIPaB MalOTh CTPOK
30epiranHg «ao JikBimamii 3akmamy». Ilicms cxBamenns EK 3akmagy npuMipHUKH —OMUCy
HanpaBisIFOThcs Ha cxBasieHHs EK oprany ympasninHsS ocBitoro. [licimsi moOBepHEHHsS BCIX
MPUMIPHHKIB ONUCY MOTO 3aTBEPIKY€E KEPiBHUK 3akiiany. Ileprmmii mpuMipHHUK onucy 30epiraerbes
B 3aKJaJli K HEJOTOPKAHHWH, APYTHd - € pOOOYMM 1 BHKOPHUCTOBYETHCS Il MIOTOYHOTO IMOIIYKY
CIpaB, TPETi MOKE HAJACHIATHUCS JJIs1 KOHTPOJIIO BiJIITOBIAHOMY OpPTraHy YIpPaBIiHHS OCBITOO.

2.20. Onmc crpaB 3 KaapOBUX IMUTAHb CKJIAAE€ThCS Y 3aKJIali, SKUH:
1) € wxepenom popmyBanas HAD - y TphoX npuMipHUKaX;
2) e € mrepenoM hopmyBanas HA®D - y 1BoX npuMipHHUKaX.

2.21. 3arooBKM CIpaB OIMUCY 3 KaJIpOBUX NHTAaHb CHUCTEMAaTH3YIOTHCS 32 HOMIHAJIHHOIO
03HAKOI (TPYIyBaHHS B OJIHY CIIPaBy JOKYMEHTIB OJHOTO BUY) Y TaKiid MOCIIiIOBHOCTI:

1) Haka3u 3 KaJPOBUX MMUTAHb 3aKIIAY;

2) HaKa3M 3 pyXy y4HiB/BUXOBaHI[IB 3aKjIay;

3) 00JIIKOBI JIOKYMEHTH;

4) civcKM y4YHiB/BUXOBaHIB (an(aBiTHA KHUra Y4YHiB/BHXOBAHIIIB);

5) sxypHaJIi peecTparlii Haka3iB 3 KaJ[pOBUX [TUTAHb;

6) 0co0oBi cripaBH IPAIliBHUKIB;

7) KOHTPaKTH, TPYAOBI IOTOBOPH;

8) OyxranTepchbki JOKyMeHTH (0CO00BI paXyHKH i3 3apoOiTHOI IJ1aTH, B pasi iX BiICYTHOCTI -
PO3PaxyHKOBI BIJIOMOCTI 13 3apIlIaTH);

9) noxymeHTH Ipo Tapudikaiiro (TapudikamiiHi BiToMOCTi (CIHCKH));

10) moKyMEHTH PO MPOBEACHHS IEP)KaBHOI aTeCTAIlil;

11) kauru 06Ky i BUAA4i CBIIONTB Ta JOJATKIB 10 CBIJOITB MPO 0a30BY 3arajibHy CepeIHIO
OCBITY; aT€CTaTIB Ta IOAATKIB JI0 aT€CTATIB MPO MOBHY 3arajibHy CEPEIHIO OCBITY, 30JI0TUX MeaJIei
«3a BUCOKI IOCATHEHHS y HaBUaHH1» Ta CpiOHUX Menanei «3a JOCATHEHHS Y HaBUaHH1»;

12) moKyMEHTH PO HEIIAaCHI BUTIAIKU (aKTH, TIPOTOKOJIH, BUCHOBKH, JKypHAIIN);

13) xypHanu peecTpailii 0ci0, MOTEPMINX B/l HEIACHUX BHUIIA/IKIB;

14) sxypHaiu 00Ky pyXy TPYJAOBHX KHHXKOK Ta BKJIAJIOK JIO HUX;

15) »xypHan peectpallii Haka3iB 3 pyXy Y4HiB/BUXOBAHIIIB;

16) HezaTpeOyBaHi 0COOMCTI TOKYMEHTH MPALliBHHUKIB (TPYI0BI KHUKKH).

2.22. Oco0O0BI crmpaBUd BHOCATBCS JO ONHUCY 3a POKOM 3BIUIbHEHHS NpalliBHUKA 1
CHUCTEMAaTU3YIOThCS 3a MPI3BUILAMU 3BUIbHEHUX MPAIlIBHUKIB B al(aBITHOMY MOPSAKY.

2.23. 3BenieH1 OMKCH CIIpaB MOCTiHOTO, TpuBasoro (mouan 10 pokiB) 30epiraHHsl, 3 KaIpOBUX
MMUTaHb Ta aKT MMPO BUIYUYCHHS JUTSl 3HHUIECHHS JIOKYMEHTIB, He BHeceHUX 10 HAD (maimi - akT mpo
BUJTyUEHHS JJIsl 3HUIIICHHS TOKYMEHTIB), po3risinatotbes EK 3akimany omHodacHo.

2.24. 3axnan, mo € mxepenoM GopmysBanas HA®D, onwcu cripa mocTiitHOTO 30epiraHss Ta 3
KaJpOBUX NMUTaHb Pa30M 3 aKTaMH MPO BUIYUYSHHS JUIsl 3HUIIEHHS JOKYMEHTIB MiCIs CXBaJCHHA 1X
EK 3aknany mogae va po3rsia EITK BiamoBigHOTO IepKaBHOTO apXiBy.

2.25. 3aknap, mo He € prepenaoM popmyBanHs HAD, onucH cripas 3 KaJIpOBUX NMUTaHb pa3oM
3 aKTaMHd MPO BHJIYYCHHS UIS 3HUINEHHS JOKYMEHTIB micisi cxBaneHHs ix EK 3akmamy momae Ha
posrisin EK apxiBHOTO Bifiny pailoHHOT Aep>KaBHOI ajMiHICTpalii abo apXiBHOT'O BIJUIUTY MiCHKO{
paau. Onucu copas Tpusaioro (monan 10 pokiB) 30epiranns micia cxBaineHHs EK 3axmany
noJjiatoThest Ha po3risa EK oprany ynpaBiiHHS OCBITOIO.

2.26. TToromxeHi (cXBaJieHi) aKTH PO BUITYYICHHS JUIsl 3HUILEHHS JIOKYMEHTIB, HE BHECEHUX 10
HA®, 3aTBep/KyIOTHCSI KEPIBHUKOM 3aKJIaay.



2.27. Tlicns 3aTBepKEHHS aKTa PO BUITYYCHHS VISl 3HUIIIEHHS JTOKYMEHTIB 3aKJIa]] Ma€ IIPaBo
SHUIINUTHU I[OKyMCHTI/I.

2.28. KepiBHUK 3akiaay 3000B’si3aHUNA 3a0e3reuuTH 30epekeHHs TOKYMEHTIB, a y pasi
BKJIIOUCHHS 3aKJIaJly /10 CIIUCKY IOPUAMYHMX 0cid - mpxepen ¢opmyBanHs HAD micns 3akiHYeHHS
BCTAHOBJICHUX TPAaHWYHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKjiaji - 3a0€3MeYUTH IepeIaHHs
JOKYMEHTIB JUIsl TOCTIMHOTO 30epiranHs 10 BiIOBITHOI JepKaBHOI apXiBHOI YCTaHOBH YU apXiBHOTO
BIIJILTY MICBKOI paju.

3. CkialaHHA aKTIiB PO BIWIYyYeHHS ISl 3HUIIIEHHS JIOKYMEHTIB,
He BHeceHUX 10 HA®, Ta 3HUIIIEHHA TOKYMEHTIB

3.1. Ha mizcTaBi mogaHuX CTPYKTYPHUMH MiAPO3/A1JIaMH aKTiB PO BUIYUYCHHS JUI 3HULICHHS
JIOKYMEHTIB, HE BHECEHUX 710 HAD, 110 miyisiraroTh 3HUIICHHIO Y 3B’ S3KY 13 3aKIHYCHHSIM CTPOKIB
ix 30epiraHHs, Ta MPOBEACHOI EKCIEPTH3H IIIHHOCTI TOKYMEHTIB B apXiBi 3aKjIa/ly CKJIaJa€ThCs aKkT
PO BIUTyYEHHS JJIS 3HUIICHHS JJOKyMEHTIB, He BHeceHHX 10 HAD.

AKT 0(OpMITIOETBCS y BUIIISLIII TAOIUII, 1110 MICTUTH rpadu, nepeadadeHi 3Be1IeHUM aKTOM IIPO
BWITYUCHHS /IS 3HUIICHHS JOKYMEHTIB, He BHeceHHX 10 HA®D. AKT mianucye KepiBHUK 3aKiay.

3.2. AKT mpo BWIyYEHHS JIJIsl 3HUIICHHS JOKYMEHTIB, HEe BHeceHUX N0 HA®, ckiagaerbes y
JIBOX MPHUMIPHHUKAX, SIK IPABHUIIO, HAa CIIPaBH BChOTO 3aKiany. Ha3Bu omHOpiqHUX cIipaB, BiaiOpaHux
JI0 3HHINEHHS, BHOCSATHCS B aKT ITiJI 3araJlbHAM 3arojOBKOM 13 3a3HAYCHHSM KIUIBKOCTI CIIpaB,
YKJIIOYEHHUX JI0 KOXHOI Ipynu. AKTH MPO BUIYYEHHS JOKYMEHTIB JJis 3HUIICHHS MarOTh BaJOBY
HyMepaito, nounHatouu 3 Ne 1.

CrpaBu BKJIIOYAIOTHCS B aKT MPO BHIIYUEHHS JJIs 3HUILEHHS JOKYMEHTIB, HE BHECEHHX JIO
HA®, sxmo nepenbaueHuit 1ii HUX CTPOK 30epiranHs 3akiHuuBes A0 01 cidHA poOKy, B SIKOMY
CKJIaZieHO akT. Hampukiaa, cnpaBu 3 TpUPIYHUM CTPOKOM 30epiraHHs, 3akiHdeHi y 2016 pori,
MOXYTh BKIIIOYATHCS B aKT, 0 Oyne ckiagenuid He panime 01 ciuns 2020 poky, 3 I’ ITHPIYHAM
cTtpokoM 30epiranus — He padime 01 ciuns 2022 poky, 3 ypaxyBaHHSM IPHUMITOK, 3a3HAYCHUX Y
BIJIMTOBITHAUX TIEpEIIiKax TOKYMEHTIB 31 CTpOKaMU 30epiraHusi.

3.3. 3aknaau noaarTh cxBaseHi EK 3aknany akTi mpo BUITYYeHHs JUIsl 3HUILEHHS JOKYMEHTIB,
He BHeceHuX 10 HA®, pa3om 3 onncamu cripas 3 kaaposux nuranb Ha po3risa EIIK (EK) nepxxaBnoi
apxiBHoi yctaHoBH, EK apxiBHOro Biiliily MicLI€BOT paJy, y 30HI KOMIIJIEKTYBaHHS sIKOi mepeOyBae
3aKia.

3.4.V pa3si BHECEHHs [0 aKTy MpO BUIYYEHHS JUIS 3HULICHHS JOKYMEHTIB, HE BHECEHHX J0
HA®, nepBuHHO1 ¢iHaHCOBOI Ta OyXraiaTepchbKoi JOKyMEHTallll 3akiaay AO0Ja€ 10 HbOTO JOBIJIKY
PO MPOBEJICHHs MEPEBIPKU OpraHaMu JI0XO0JiB 1 300piB ab0 peBi3ii UM JepkKaBHOTO (piHAHCOBOTO
ayJuTy 3 IUTaHb TOTPHUMAHHS MOAATKOBOTO, MUTHOTO Ta 1HIIIOTO 3aKOHOJABCTBA (KPiM JepKaBHOTO
(iHAHCOBOTO ayIUTYy OKPEMHX TOCIOAAPCHKUX OIepaliif) opraHaMu JAep>kaBHOTO (hiHaHCOBOTO
KOHTPOITIO.

VY J10BiAlll TakoX 3a3HAYalOTHCA BIAOMOCTI MPO HASBHICTH a00 BIACYTHICTH (hiHAHCOBHX
orepalliif, Mo BIAMOBITHO 0 BUMOT 3aKOHOJABCTBA MiJIATAIOTH (PIHAHCOBOMY MOHITOPHHTY, 3a
3a3Ha4yeHl B aKTl POKHU; CIOPIB (CyNepeuoK), MOPYLIEHHs! KPUMIHAIBHUX CIpaB, BIAKPUTTS CyAaMU
MIPOBAXKEeHb Yy crpaBax. JlOBiJIKka MANMUCYEThCS KEPIBHUKOM 3aKJIay Ta CKPIIUIIOETHCS MTEYaTKOIO (3a
HasIBHOCTI).

3.5. [oropkeHi (cxBasieH1) aKTH PO BIITyYEHHS [T 3HUIICHHS JOKYMEHTIB, HE BHECEHHX JI0
HA®, 3aTBep/KyIOTHCSI KEPIBHUKOM 3aKJIay, MICHs YOTo 3aKiajl Ma€ MpaBo 3HUIIUTH JOKYMEHTH.

3.6. CripaBu, BimiOpaHi Ui 3HUIICHHS, TIEPEIAIOTHCS OpPTaHi3aIlisaM i3 3aroTiBlli BTOPUHHOL
CUPOBUHU 32 HAKJIAJIHUMH, Y SKUX 3a3HAYA€ThCS Bara MakyJaTypH, IO TepeaaHa JUisl mepepoOKu.
JlaTa 3ma4i TOKyMEHTIB, iX Bara Ta HOMEpP HAKJIAJHOI BKAa3ylOThCS B aKTaxX MPO BUIyYECHHS
JOKYMEHTIB sl 3HUIIICHHSI.

3.7. SIxmmio B aKT Mpo BUIIYUYCHHS I 3HUIICHHS JIOKYMEHTIB, He BHeceHUX 10 HA®D, BKIIFOUeHO
JTOKyMeHTH 3 Tpudom «Jlms cimyk00BOro KOPHCTYBaHHS» Ta IHIIUMU TpudaMu OOMEKEHOTO
JOCTYITy, 110 3aCTOCOBYIOTBCS Y 3aKjaji, Il JOKYMEHTH 3HHIIYIOTHCS ILIIXOM MOAPIOHEHHS [0



CTaHy, IO BUKIIOYA€ MOXJIMBICTh iX MPOYMTAHHS Ta BiAHOBIEHHA. [Ipyn 1boMy B KiHIII akKTa
J0JaTKOBO POOUTHCS 3aMyc MpO 3HHUILIEHHS BiAMOBIIHUX JOKYMEHTIB 13 3a3HAUEHHSM MpPI3BUIIL Ta
BracHux iMeH wieHiB EK 3aknany, Hanmpukian:

Cnpasu Ne 25 JICK, Ne 30 /ICK, Ne 80 /ICK 3nuuieno wnaxom noopioHenHs.

Ynenu EK:

(énacue im’a, npizeunie)

(6racne im’a, npizeuwe)

(6nacne im’a, npizeuwe)

Mama
VI. KOMILUIEKTYBAHHS APXIBY

1. JIxxepesia KOMILIEKTYBAHHSA Ta CKJIaJ JOKYMEHTIB apXiBy

1.1. JlokyMeHTH 3 pi3HUMH BHJaMH MaTepiajibHUX HOCIiB iH(opMarlii moBUHHI 30epiraTucs B
apxiBi 3aKJIaJly OKPEMO.

1.2. ApxiB ynpaBiiHCBKOI JJOKyMeHTaIlii 30epirae:

1) 3akiH4eHi y IOTOYHOMY JIiJIOBOJICTBI JOKYMEHTH IOCTIHOIO Ta TpuBasioro (mouas 10 pokiB)
30epiranHs, CTBOPEHI y 3aKJIali;

2) TOKYMEHTH 3 KaJpOBUX IMUTaHb (0COOOBOI0 CKIIaay) MPaliBHUKIB 3aKJIaay;

3) IOKYMEHTH 3aKJIa/iB-II0IEPEIHUKIB;

4) TOKYMEHTH O0COOOBOTO IOXOJPKEHHS TMpPAaliBHUKIB 3akiaay (Y4HIB/BUXOBAHIIB), SKi
BiIirpajii TIEBHY POJIb B ICTOPii PO3BUTKY Ti€l 4M 1HINOI chepu KUTTEISIBHOCTI KpaiHu abo i
OKPEMOTO PETiOHY, 10 HAIIWIIUINA Ha ITi/ICTaBi 3asiBH 1X BJIACHHKA;

5) npykoBaHi BHIAHHS, IO JOMOBHIOIOTH apXiBHI JOKYMEHTH, HEOOXIigHI UIS HAyKOBO-
METOAMYHOI Ta iH(OopMaIiifHO-T0B1IKOBOT pOOOTH apXiBy;

6) 1oBigKOBHIA Ta OOJIIKOBUI armapaT /10 apXiBHUX JOKYMEHTIB.

2. Bumoru 10 opopMiIeHHS cIpaB, IO NiAJISATal0Th ApXiBHOMY 30epiranHio

2.1. CnpaBu 3akiafy miasaraloTb 0OPMIICHHIO i 9ac X 3aBeJIeHHs Y I1IJIOBOACTBI Ta IiJl 4ac
MIJITOTOBKY 1X Ha apXiBHE 30epiraHHsl.

2.2. OdopmiieHHsT crpaB  3A1MCHIOETbCS  (PYHKIIOHATBHUMHU 0co0aMu  (TpalliBHUKaMu
CTPYKTYPHUX MIAPO3ALUTIB) i METOIUYHUM KEPIBHULITBOM 0C10, BIATOBIJAIBHUX 3a JIIOBO/ICTBO Ta
apxiB 3aKiajy.

2.3. 3aje)XHO BiJ CTpPOKIB 30epiraHHs JOKYMEHTIB 3IHCHIOEThCS TIOBHE a00 4YacTKOBE
(criporiene) oopMIIEHHS CIIpaB.

JIOKyMEHTH TUMYacoBOTo 30epiranss, c(opMoBaHi y cripaBu, 30€piraloTbcsl y TeKax (mamnkax)
13 3aB’s3KaMH, IIBUJKO3IINBAYaX, HE MiIIMBAIOTHCSA 1 HE HYMEPYIOThCS (32 BUHATKOM MEPBUHHOT
OyXraiaTepchbKoi JOKyMEHTallii Ta JOKyMEHTIB 3 rpudom «Jlyig ciyk00BOro KOPHUCTYBaHHS» Ta
iHIIUMU TpudaMu 0OMEXKEHOro JOCTYIy), YTOYHEHHS €JEMEHTIB O(OpMIIECHHS OOKIaJUHKH He
MIPOBOTUTHCH.

Odopmiienns cripaB nocTiitHoro i TpuBasoro (moxan 10 pokiB) 30epiraHHs, y TOMy YUCIIi CIIPaB
3 KaJpoBUX THUTaHb (0COO0OBOTO CKJIamy), mepeadadae CHCTEMAaTH3allil0 JOKYMEHTIB Yy CIHpaBi,
HyMepalilo apKyIlliB y cIpaBi, ckiafgaHHsa (y pa3i HOTpeOH) BHYTPILIHBOTO ONHUCY JOKYMEHTIB
CIpaBH, HASIBHICTb 3aCBIIYYBAJbHOTO HANUCY CIpaBU MPO KUIBKICTh apKyHIiB 1 MPO OCOOJIMBOCTI
¢izuyHoro crany Ta (OpMyBaHHS CIpaBH, MiAIIMBaHHA a00 OMpPAaBIEHHS CIpaBH, O(OPMIICHHS
OOKJIQVHKU (TUTYJBHOTO apKyllla) CIpPaBH.

2.4. Cuctemaru3zanisi JOKYMEHTIB Yy CIpaBi mependadae poO3MIIIEHHS JOKYMEHTIB 3a
XPOHOJIOTIEI0 HAAXOKEHHS a00 CTBOPEHHSI (B1Jl CIYHS 1O TPYJEHb).

2.5. Hymepariiss apkyIiB crpaB 3IIHCHIOETbCS 3 METOIO 3a0e3MeueHHs 30epeXeHOCTI Ta
3aKpIIUIEHHS] TOPSAAKY pO3TallyBaHHS JOKYMEHTIB, YKIIIOUEHHX Y CHOpaBy. YCl1 apKylll clpaBu
HYMEpYIOTh apaOCbKMMU LU(pPaMu BAJIOBOIO HYMEpalli€lo B MPaBOMY BEPXHBOMY KYyTi MPOCTHM
M’SIKUM OJiiBIeM a00 MeXaHIYHMM HyMepaTopoM. ApKylIll 3acBiA4yBaJbHOIO HamHuCy Ta
BHYTPIIIHBOTO OMHUCY HYMEPYIOTHCSI OKpeMO. 3aCTOCyBaHHS YOpHHJIA, MAacTH abo KOJIbOPOBHX



OJIIBIIIB /I HyMepallii apKylIiB CIpaBH, apKyIIiB 3acBII4yBAJIBHOTO HAIKUCY Ta BHYTPIIIHHOTO
OIUCY 3a00POHSAETHCA.

ApKy1ii crpaB, IO CKJIATAIOThCS 3 JEKUIBKOX TOMIB a00 YaCcTHH, HYMEPYIOThCS B KOKHOMY
TOMI (4aCTHHI) OKPEMO.

dotorpadii, KpecieHHs, alarpaMH Ta I1HII UIFOCTPATHBHI JOKYMEHTH, IO € OKPEMHUMH
apKyIllIaMU B CIIPaBi, HyMEPYIOTHCS Ha 3BOPOTHOMY OOI1i B JIIBOMY BEpXHbOMY KYTi.

Apkym1 ¢popmary, 611b1oro, Hixk popMar A4, maAmMUBaEThCS 3 OTHOTO OOKY 1 HYMEPYETHCS SIK
OJIMH apKyIll y IPaBOMY BEPXHbOMY KYTi, a MOTIM (anbLtoeThCst Ha popmat A4.

APpKyIII 3 HarJTyXx0 HaKJICEHUMH JOKyMeHTaMH ((pororpadisimMmu, BUpi3KaMu, BUITMCKAMHU TOIIIO)
HYMEpY€ETbC SIK OAWH apKyml. SIKIo J0 JOKYMEHTa MiJKJICEHI OJHUM OOKOM IHIII JOKYMEHTH
(BHI3KH, BCTABKH JI0 TEKCTY, MIEPEKIIAIH TOIIIO), TO KOXKEH JJOKYMEHT HyMEPYEThCS OKPEMO.

[TigmuTi y cipaBu KOHBEPTHU 3 YKJIAJCHHAMU HYMEPYIOThCS BaJOBOIO HyMEpAIEI0 apKyIliB
CIIpaBH, IIPH IbOMY CIIOYATKy HyMEPYEThCS KOHBEPT, a TIOTIM KOXKHE BKJIAJICHHSI B KOHBEPTI.

[TigmmTi y cripaBu TOKyMEHTH 3 BIACHOIO HyMEpaIli€lo apKyIIiB 30epiraloTh TaKy HyMeparlio,
SIKIITO BOHA BI/IMOBI/Ia€ MOCIIIOBHOCTI PO3TAallyBaHHS apKYIIIB Y CIIPaBi.

VY pa3i HagBHOCTI OaraTboX MOMWJIOK Yy HyMepamii apKylliB CHOpaBd B JiJIOBOJACTBI
3MIMCHIOETHCA 1X MEepeHyMeparlis, IMiJl Jac Kol cTapi HOMEPH 3aKPECIIOIOTHCS OJIHIEID CKICHOIO
PHCKOIO 1 TIOPSIT CTABUTHCSI HOBUI HOMEpP apKyIla.

Y pa3i HasBHOCTI OKpPEMHUX MOMHJIOK Yy HyMepalii apKylliB CIpaBu JOMYCKAETHCS
3aCTOCYBaHHSA JITEPHUX HOMepiB apkymriB (135-a, 135-6 Tomo).

2.6. BHyTpilHIi OonKMC AOKYMEHTIB CKJIAJIA€ThCSA JI0 JCAKUX KaTeropid Crpas, IO MICTAThH
VHIKaJIbHI TOKYMEHTaJbHI TaM SITKH, JOKyMEHTH 3 rpudom «Jjis ciayk00BOro KOPHCTYBAaHHSD),
0CO0OBI, CYJIOBO-CJIi/I4i CITpaBH, CITPaBH, HA3BH SIKUX HE MOBHICTIO PO3KPUBAIOTH iX 3MICT TOIIIO.

BHyTpimHil oruc CKIIagaeThcsl HA OKPEMOMY apKy1ii 3a (P OpMOI0, 0 MICTUTH BiIOMOCTI PO
MOPSAAKOBI HOMEPHU JIOKYMEHTIB CIPaBH, 1X 1HJEKCH, 1aTH, 3ar0JIOBKUA Ta HOMEPHU apKyIIiB CIIPAaBH,
Ha SIKUX PO3TAIIOBAHUN KOKEH IOKYMEHT.

J1o BHYTPILIHBOTO ONHUCY CKIIAAEThCA MIACYMKOBHH 3aIUC, y IKOMY HaBOASTHCSA HU(ppaMu Ta
CIIOBaMH KUIBKICTH JTOKYMEHTIB, IO BKJIIOYEHI J0 OMHUCY, Ta KUIBKICTh apKyIIiB BHYTPIIIHHOTO
onucy. BHyTpimHiil onuc mianucyeThcst Horo ykiagadem. SIKIIO CIOpaBy OMPaBIEHO ab0 MiALIMTO
nornepeaHbo 0e3 BHYTPIINIHBOIO OMHCY, TO MOro OJIaHK MiJKJICIOEThCS /10 BHYTPIIMIHBOIO OOKY
JMIBOBOI OOKJIQAMHKU CIPaBU.

3MIHHM CKJIaly JOKYMEHTIB CIpaBU (BKJIIOYEHHS J10JATKOBHUX JOKYMEHTIB, X BHUKIIIOUEHHS,
3aMiHa OpHTiHAJIIB KOMISIMH TOINO) BifoOpaxkaroTbcs B rpadi «lIpumiTku» 13 mMOocHIaHHAM Ha
BIJIMOBIAHI JTOKYMEHTH (HaKa3W, akTH TOIIO) 1 JO BHYTPIUIHBOTO OMNHCY CKJIAJA€ThCS HOBUM
M1JCYMKOBHH 3amuc.

2.7. 3acBiquyBaJIbHUI HAIHC CIIPABH CKJIAIAETHCS 3 METOIO 00JIIKY KUTBKOCTI apKyIIIiB y CIIpaBi
Ta (¢ikcaiii ocoOIMBoOCTeH X HyMepallii.

3acBiAuyBaJIbHUN HAIUC CKIIAAA€THCA Ha OKPEMOMY apKyIlli, 10 BMILYEThCS B KiHIII CIIPaBH,
y JPYKOBaHMX MpHUMIpHMKaX cmpaB (OOJIKOBI >KypHald, 3BITH TOLIO) - HAa 3BOPOTHOMY Ooli
OCTaHHBOTO YUCTOTO apPKyIIIa.

V 3acBiuyBaJIbHOMY HAIUCl 3a3HAYAIOTHCS IU(paMH 1 JIiTepaMH KUIbKICTh apKyIIiB Y CIpaBi
Ta OKPEMO uepe3 3HaK «+» (IUTI0C) KUIBKICTh apKYIIiB BHYTPIIIHBOTO OIUCY, SKIIO BiH €.

VY 3acBiquyBaJIbHOMY HAamMCl 3acTepiraroThCsl Taki OCOOJMBOCTI HyMepallii JOKyMEHTIB
CTIpaBH:

1) HasgBHICTB JITEPHUX Ta MPOITYIIEHUX HOMEPIB apKyIIIiB;

2) HOMEpPH apKyIIiB 3 HaKIeeHUMH (poTorpadisMu, KpeCICHHIMH, BUPi3KaMH TOIIO;

3) HoMepH BemuKOo(hOpMaTHUX apKyIIIiB;

4) HOMepH KOHBEPTIB 3 YKJIAICHHSAMH i KUTbKICTh apKYIIIiB YKIIaJCHb.

3acBiquyBaIbHUIN HAIKC MIAMHUCY€ETHCS 0C00010, siKa HOoro ckiana. Y ci HacTyIHI 3MiHU B CKJIa/li
Ta CTaHl crpaBu (TOMIKOKEHHsSI apKylliB, 3aMiHAa JOKYMEHTIB KOIISIMH, MPUEAHAHHS HOBHUX
JOKYMEHTIB TOIIO) 3a3HAYAIOTHCS y 3aCBiTUyBAJIbHOMY HAIUCI 13 MOCUJIAHHAMU HA BIAMOBIIHHUN
BUTIPABIOBYBAIBHUHN JIOKYMEHT (HaKa3, aKT).



VY pasi 3HayHOrO 00CATY TEpeHyMepallii apKyIiB y crpaBi B KiHIN ii CKJIaa€ThCI HOBHM
3acBiquyBanbHUI Hanuc. CTapuil 3acBiqUyBaJIbHUI HAITUC 3aKPECIIOETHCS 1 30epiraeThes y Crpani
MOCTIHHO.

2.8. OnpaBieHHs crIpaB 3IHCHIOETHCS 3 METOIO 30epekeHHs iX (pisuuHoro crany. JJokymeHTu,
0 MICTATBHCS Y CIPaBi, MiIMIMBAIOTh HA YOTUPU TPOKOJH CHEIiaIbHUMUA CYPOBUMH HUTKaMH a00
nparBoro. CripaBu moctiiiHOr0, TpuBanoro (monan 10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX ITHTAaHb
(ocoboBOro CKIIay) OMpPaBJISIOTHCS Yy TBEpAYy OOKIaIWHKY 3 KapTtoHy. [Ipum 1mpomy Mertasnesi
CKpiMyIeHHS (CKPIMKHU, IIMWIBKH) BHITy4alOThCS 3 JOKYMEHTIB.

[Tig gac ompaBneHHsT a00 MiIIMIMBaHHS JTOKYMEHTIB CIPaBU HE JO3BOJISIETHCS TOPKATHUCS iX
TEKCTY. SIKIIO TEKCT AOKYMEHTIB HaJIpyKOBaHO HAATO OJM3BKO N0 iX JIIBOTO Kparo, TO MOTPIOHO
HapOCTHUTH KOPIHII JIOKYMEHTIB MarepoM Ti€i caMoi SIKOCTI, 10 i HOCIT TEKCTY JOKYMEHTIB.

VY pa3i HasBHOCTI y cIpaBi He3aTpeOyBaHUX OCOOMCTHX JOKYMEHTIB (TPYIOBHX KHIIKOK,
MTOCBITYEHB, TUIIJIOMIB, aT€CTaTiB, CBIIOITB TOIIO) Ii JOKYMEHTH BKJIAJAIOTHCS B KOHBEPT, SKHUMA
TIIIMBAETHCS 0 CIIPaBU. SIKIIO TaKUX JOKYMEHTIB 3HaYHA KUJIbKICTh, BOHH BUIYUYalOThHCS 31 CIIPaBU
1 Ha HUX YKJIQJIA€ThCSI OKPEMUH OIHC.

2.9. Ilepen mepenaBaHHsAM CIPaB JI0 apxXiBy 3aKjaay B TEKCT Ha iX OOKIQAMHKAX (TUTYJIBHUX
apKyIIax) BHOCATHCS HEOOXIJHI YTOYHEHHS, MEPEBIPSIETHCS BIJMOBIIHICTh 3aroJIOBKIB CIpaB Ha
oOKJanuHKaxX (THTYJBHHX JIMCTax) 3MICTYy MiJIIMTHX JOKYMEHTIB (3MICT JOKYMEHTIB CIpaBU
BIJIOOpaXaeThCsl y 3arojIOBKY 4iTKO, CTUCIIO, y3arajJbHEHO, 0€3 BTpaTH KOHKPETHUX XapaKTEePUCTUK
o0’ekTa omucyBaHHsS). Y pasi MOTpeOW 0 3arojioBKa CIPaBU BHOCATHCS JOJATKOBI BiOMOCTI
(IpOCTaBISAIOTHCS HOMEPHU HaKa3iB, MMPOTOKOJIB, BUAM 1 (OPMHU 3BITHOCTI, BKa31BKM Ha HasBHICThH
KOl JOKYMEHTIB y CHpaBi). 3aroJI0BOK CIIpaBH Ha OOKJIQJMHII Ma€ BiMOBIIaTH 3ar0JOBKY B OIHCI
CIpaB CTPYKTYPHOTO MiApO3iTy.

Ha o0xmaguaKax crpaB (TUTYJIBHUX apKyIllax) MPOCTABIAIOTHCS AATH JOKYMEHTIB, YMIIIEHUX
y KOXHY cIpaBy. SIKIIO clipaBa CKJIaJa€eTbcs 3 KUJIBKOX TOMIB (YacTUH), TO Ha KOXXHOMY 3 HHUX
MIPOCTABISIOTHCS KpaiHi JaTH JOKYMEHTIB (II0YaTKy Ta 3aKiHYCHHS CIPaB).

VY pasi 3a3Ha4€HHS TOYHHUX KaJlEHIAPHUX JaT 3a3HAYAIOTHCS YUCIIO0, MicsIb 1 pik. Yucmo 1 pik
MO3HAYAIOTHCSI apaOChKUMU M (ppamMu, Ha3Ba MICSIIS MUIIETHCS CIOBOM. SIKIIO y CIIpaBy BKJIFOUEHO
JOKYMEHTH (JI0IaTKH TOILO), AaTH SIKUX BUXOJATh 32 KpailHi JaTu CIpaBU, TO HUXKYE AATU CIIPaBH 3
HOBOTO PSJIKa POOUTHCS TPO 1€ 3amuC «Y CIpaBi € JOKYMEHTH 32 pOKH». JlaTh MOXYyTh He
3a3HayaTuCs Ha OOKJAaJWHII (TUTYJIBHOMY apKylli) CHOpaB, IO MICTATh PiuHI IUIAaHU Ta 3BITH,
OCKIJTbKH BOHH B1JJOOpakeH1 y 3aroJI0BKax CIpPaB.

Ha o6xmaguHkax crnpaB (TUTYJIBHMX apKylllaX) 3a3HA4aloTh KIUJIBKICTh apKyIIiB Yy CHpaBi
BIJIMOBIAHO JIO 3acBiAUyBaJbHOrO Hamucy (0e3 BpaxyBaHHS apKylliB BHYTPILIIHHOIO ONUCY Ta
3aCBIJUyBaJIbHOTO HATIHCY).

Ha o6xnanuHIi cipaBu B IpaBOMYy BEPXHbOMY KyT1 Ta HUKHBOMY JIIBOMY KyTi 3a3HAYa€THCS
apxiBHUH mup crpaBy (3a HOTOPKEHHSIM 3 apXiBOM 3aKjaly HOMEPHU 3BEJCHOTO OMKCY 1 apXiBHOT'O
dboHIy, HOMEp CIpaBU 3a 3BEACHUM OIKMCOM MPOCTABISAIOTHCA B apXiBl IMICHS 3aTBEPIKEHHS
3BEJICHOT'0 OMUCY crpaB). il MpOCTaBIEHHS apXiBHOTO MHU(PY MOXKE 3aCTOCOBYBATHUCS LITAMII.

V pasi 3MiHM HaliMeHyBaHHS 3akyafy (il CTPYKTYpPHOIO MiIPO3/1Iy) IPOTATOM MEepioay, sIKUi
OXOIUTIOIOTh JOKYMEHTH CIpaBH, abo MiJ yac mepenadi CpaBu J0 1HIIOI YCTAaHOBU (CTPYKTYPHOTO
M1IpO3/ILTy) Ha OOKJIaAMHIII CIIPaBU (TUTYJIBHOMY JIMCT1) 3a3HAaYA€ThCS HOBE HallMeHyBaHHS 3aKJIaay
(CTpyKTypHOTO MiAPO3/iTy), a HONEPEaHE OEPEThCs B TY>KKH.

Hanucu Ha oOknaauHKax crnpaB HOCTiHHOTO Ta TpuBajioro (moHax 10 pokiB) 30epiraHHs
POOJIATHCS YITKO YOPHUM CBITJIOCTIMKMM YOPHUIIOM 200 MacToo.

Y pa3i BMIillEHHS Yy CHOpaBy HAJIEKHUM UYHHOM O(OPMIIEHOTO THUTYJIBHOTO apKylla,
BUTOTOBJICHOTO JIPYKApCHKUM CIIOCOOOM, Ha OOKJIAJMHII CIpaBH 3a3HAYAOTHCS JIUIE HOMEpHU
apxiBHOro (¢oHIy, omucy 1 copaBH. 3a0O0pOHSETHCS HAKJICIOBAHHS THUTYJIBHOIO apKylla Ha
OOKJIaINHKY CITPABH.

3. Ckaananusa ta opopMieHHs ONUCIB CTIpaB

3.1. 3aknaau 3000B’s13aH1 ONMUCYBATH JOKYMEHTH HOCTiHHOrO Ta TpuBaoro (rmoxnas 10 poxis)
30epiranHs, 3 KaJpoBUX MHUTaHb (OCOOOBOrO CKJIaay) uepe3 pik MICas 3aBEpLIEHHS CIpaB Y
JIIJIOBOJICTBI.



3.2. Ha cnpaBu tumvacoBoro (mo 10 pokiB) 30epiraHHsi ONKMCH HE CKIAMAIOThCs. Y pasi
JIKBIJAIi] yM peopraHizaliii 3aKiaay Taki OMUCH CKIaJal0ThCsl 000B’ I3KOBO.

3.3. Onucu copaB 3akiaay CKIAIAIOTHCS IMIOPOKY MOCAJA0BOIO 0CO00I0, BIAMOBIIAIBLHOIO 3a
JTOBOJICTBO Y 3aKJIaJli 32 METOJUYHOI JOITOMOTH apXiBy 3aKIay.

3.4. Homep ommcy cmpaB 3akiajy IOBHHEH CKIQJaTHCS 3 HHU(GPOBOrO MO3HAYEHHS 3a
HOMEHKJIATYpOIO CIpaB 3 JOJAaBaHHSM IIOYATKOBOI JIITEpM HA3BU KaTeropii JOKYMEHTIB, IO
BKJIFOUAIOTHCS JI0 OIUCY, Ta YOTHPHOX (P POKY, B IKOMY PO3IIOYATO CIPABH, BKIOYEHI JI0 OMHCY.
Hanpuknan, omucu crpaB mocrtiiHoro, TpuBanoro (monaj 10 pokiB) 30epiraHHs Ta 3 KaIpOBHX
MUTaHb (0COOOBOTO CKIIATY) CTPYKTYPHOTO Iiapo3aury Ne 5, 1o 001KOBYOTBCS 32 HOMEHKIIATYPOIO
crpas i po3noyari y 2020 poui, 6yayTs Mmatu Taki Homepu: 5 I1-2014; 5 T - 2014; 5 K - 2014 a6o 5
OC - 2014.

3.5. Ilix yac ckinagaHHs OMMCIB CIPAB CIIiJ] JOTPUMYBATHCSA TAKUX BUMOT':

1) cipaBM KOKHOTO POKY CKJIAIAl0Th PIUHHIA PO3Li OMHKCY CIIPaB;

2) MOPSI0OK HyMepallii CIIpaB B ONKCY - BaJIOBUII 3a KiJIbKa POKIB;

3) 3aroJI0BKHM CIIPaB BHOCSATH JI0 OIKCY BiAMOBIAHO 0 MPHUHHSATOT CXEMH CHCTEMAaTH3aIlil, sIK
MPaBWJIO, HA OCHOBI HOMEHKJIATYpH CIIpaB (3a HEOOXITHOCTI 3arOJIOBKH CIIPaB pPeIaryloThCs Ta
YTOUHIOIOTHCA);

4) KOXHY CIpaBy BHOCSTB JIO ONHUCY ITiJ] CAMOCTIHHHM IOPSAKOBUM HOMEPOM (SIKILO CIIpaBa
CKJIQIA€ThCS 3 KUIBKOX TOMIB, KOXKEH TOM OTPUMY€E OKPEMHUN HOMEp, SKIIO CIIpaBa CKIAJAETHCS 3
KUTPKOX YaCTHH OJTHOTO JOKYMEHTA, TO KOXXHA YaCTUHA OTPUMYE OKpEeMHI HOMED);

5) y pa3i BHECEHHS J0 ONMUCY MIAPSAI KIUIBKOX CIIpaB 3 OJHAKOBHM 3arojOBKOM IIOBHICTIO
HABOJISITH JIMIIIE 3ar0J0BOK NEPIIOi CIPaBH, a BCI IHIII OJHOPIHI CIIPaBH MMO3HAYAIOTH CIIOBAMU «T€
came», OJIHaK PeUITy B1IOMOCTEH PO CIIpaBU 3a3HAYAIOTh MOBHICTIO (HA KOXKHOMY HOBOMY apKyIIi
OIMCY 3ar0JOBOK BiATBOPIOIOTH MOBHICTIO);

6) rpadu OmUCY 3amOBHIOIOTH BIAMNOBIZHO IO BiIOMOCTEH, BHHECEHHMX Ha OOKIIAIMHKY
(TUTYNBHUN apKyIll) CIIPaBU;

7) rpada onucy «IIpumiTKa» BHKOPHCTOBYETHCS IS BIAMITOK IPO OCOOIUBOCTI (hi3HUHOrO
CTaHy CIIpaB, MpO IMepeady cCHpaB IHIIUM CTPYKTYPHUM MIAPO3JUIaM, MpPO HasBHICTb KOMIi
JOKYMEHTIB y CIIPaBi.

3.6. lnst po3moisty cripaB BiJIOBITHO A0 CXEMH CHCTEMaTH3aIlil mepeq0ayeHo Taki mpaBuia;

1) cipaBu BiTHOCSATBCS J0 TOTO POKY, B SKOMY iX 3alpOBaJIMIIU B JIIOBOJCTBI a00 B SKOMY
BOHH HQIIAIIUIN JI0 3aKJIAY /IS TIPOIOBXKEHHST,

2) IUIaHH, 3BITH, KOIITOPHCH i JOKYMEHTH J0 HUX BIIHOCSTBHCS 10 TOTO POKY, Ha sIKHi a0 3a
SKUH 1X CKJIaJeHO0, He3aJeKHO B aTH 1X CKIaJaHHs;

3) mepcreKTHBHI IJIaHH BIAHOCATH 1O MOYATKOBOTO POKY IX Jii, a 3BITH 3a Il POKH - 0
OCTaHHBOT'O POKY 3BITHOTO MEPIONY.

3.7. Onucu crpaB BEAYThCS MPOTATOM KIJIBKOX POKIB 3 BUKOPUCTaHHAM €JMHOI HAaCKPi3HOI
HyMeparlii. CripaBu KOKHOTO POKY CTaHOBJISITh PIYHUIA PO3/ILIT OIHUCY.

3.8. YV KiHIIi OIUCY 3aMOBHIOETHCS MiACYMKOBHH 3aIUC 13 3a3HAYEHHAM KUTBKOCTI (LUdpamMu i
CIIOBaMH) CIIpPaB, 1110 OOJIIKOBYIOTHCS 3a OMKMCOM, MEPIIOro 1 OCTAHHBOI'O HOMEPIB CIIPaB 3a OIUCOM,
a TaKOXX OOYMOBIIIOIOTHCSI OCOOIMBOCTI HyMepallii crpaB B OMKCI (JITEpHI Ta MPOMyIIeHI HOMEPU
crpas).

3.9.V piyHMil po3ALT ONMUCY CIpaB BHOCATHCS TAaKOX CHpPaBU, HE 3aBEpIICHI MPOTATOM
KaJIEHAApHOTO POKY. Y TaKMX BUIAJKaX y KIHII PIYHUX PO3ALIIB OMUCY KO)KHOTO HACTYIHOTO POKY,
MPOTSTOM SIKOTO CIIPAaBU MPOJOBXKYBAINUCS B IUIOBOJICTBI, 3a3HaYaeThes: «J{oKyMeHTH 3a 1el pik
JIUB. TAKOX Y PO3/LJi 3a pik, Ne ». I'padu 4, 5 popmu onucy He 3aMTOBHIOIOTHCA.

3.10. Onuc cmpaB 3akmany MIAMUCYEThCS YKIaJadeM 13 3a3HAYeHHSIM MOro Mocaiu,
MOTOIKY€ETHCSI 3 0CO00T0, BIMOBIJATHHOIO 32 A1JIOBOJICTBO 1 3aTBEP/HKYETHCS KEPIBHUKOM 3aKJIaTy.



3.11. Ommc cripaB 3aKiIaay CKIAIAETHCS Y IBOX MPUMIPHHUKAX, OJIMH 3 SIKUX MEPEIAETHCS Pa3oM
31 cripaBaMH J10 apXiBY 3aKJIa1y, a IHIINH 3aIUIIA€THCS K KOHTPOJIBHUH MPUMIPHUK Y CTPYKTYPHOMY
T IPO3 LTI,

3.12. Ha ocHOBi omuciB cIpaB apXiB 3aKjiagy roTye 3BEICHI OMHUCH CIpaB MOCTIHHOrO Ta
TpuBajioro (monan 10 pokiB) 30epiraHHs, 3 KaIPOBUX MUTaHb (0COOOBOTO CKIIALY).

4. IlepenaBanHs cripas /10 apXxiBy 3aKJIaay

4.1. CnpaBu moctiitHoro Ta TpuBajoro (monaa 10 pokiB) 30epiraHHs, 3 KaJpOBUX IHUTaHb
(ocoboBOrO CKIaMy) Yepe3 ABa POKH IICIIs 3aBEPIICHHS X BEJACHHS B JAUIOBOJICTBI MEPEIAIOTHCS 10
apxiBy 3aKJIaJly B YIOPSIKOBAHOMY CTaHi JUIs OJAIBIIOTO 30epiraHHs Ta KOPUCTYBaHHS.

CropaBu mocriiiHoro ta TpuBajoro (monan 10 pokiB) 30epiraHHs MepesaroTbes 10 apXiBY
3aKJIaIy 3a OIHCaMHU.

4.2. CnpaBu tumM4acoBoro (10 10 pokiB BKIIOYHO) 30€piraHHsS MOXYTh IEpelaBaTUCS JI0
apxiBy 3aKjaay 3a pIIEHHSM HOT0 KEpiBHUKA 32 YMOBH HAssBHOCTI B HbOMY BUIBHHX ILJIOIIL.

Crnpasu TumaacoBoro (10 10 pokiB BKIIFOUHO) 30epiranHs MepenarThes 0 apXiBy 3aKiaay 3a
HOMEHKJIATypoI0 crpaB a0o, Ha PO3CY. 3aKjiaay, 3a 3[JaBaIbHUMH OMKHCAMU JOBLIBHOI (hopMu,
HOMEPHU SIKUX MAIOTh IM03HAUKY « TM».

4.3. [lepenaBanHs clpaB JI0 apXiBy 3aKiany 3[IHCHIOETHCSA 3a TpadikoM, MOTOIKCHHM 3
(GYyHKIIOHAIEHUMH 0CO0aMU 1 3aTBEP/IKEHUM KEPIBHIKOM 3aKJIay.

4.4, SIkmo okpeMi CIpaBU HEOOXIJHO 3aJUIIMTH JJIs MOTOYHOI poOOTH, apXiB 3aKiamy
odopmiIsie BUgady CripaB y THUMYacOBE KOPUCTYBaHHS.

4.5. TligroToBKa cIipaB JJjis TIEPEIaHHs 0 apXiBY 3aKJIaJly BKJIIOYAE MEPEBIPKY MPABHIBHOCTI
(dbopMyBaHHSI JOKYMEHTIB y CIIPaBH, BiJIIOBIIHICTh 3aroJIOBKIB CIpaB 3MICTy BMIIICHHX JO CIIpaB
JIOKYMEHTIB, 0()OpPMJICHHS IOKYMEHTIB KOJKHOI CIIpaBU, O()OpMJICHHS CIIPaB Ta BiJIIOBIIHICTh CIIPaB
HOMEHKJIATYpIi, 3aTBEPKEHII KepIBHUKOM 3aKIIamy.

VY pa3si BUSBJICHHS HEOMIKIB Y (hopMyBaHH1 Ta 0()OpMIICHHI CIIpaB BiAMOBIAANbHI IPALlIBHUKU
3000B’s3aHi iX yCyHYTH.

4.6. ITpuiiMaHHs-TIepeJaBaHHs KOXHOI CIPaBU 3/IIHCHIOETHCS MPALliIBHUKOM apXiBYy 3aKjiary y
MIPUCYTHOCTI MpalliBHUKA 3aKJIaay, AKUi nepeaae ynopsakoBaHi Ta opopmiieHi cripasu. [lpu npomy
B KOXXHOMY IPUMIPHHUKY OIUCY CIIpaB poOIATHCS MO3HAUKU PO NPUHHATTS Ti€l a00 1HIIOI CIIPaBH.
VY KiHILI KOXHOTO TNPUMIPHHUKA OIHUCY cIpaB poOyATbcs LudpamMu Ta CIOBAMU IO3HAYKU IIPO
(bakTHUHY KIJIbKICTh CIpaB, 110 MEpeAaHi 10 apxiBy 3akiaay, HOMEpHU CIpaB, IO BiACYTHI, ATy
NpUiIMaHHS-TIepelaBaHHs CIIPAB 1 CTABJIATHCS MIANKUCH 0ci0, SIKI 3/1aBajli Ta NPUMMaJIH CIIPaBU.

S. I'panu4HI CTPOKH THMYACOBOI0 30epiranHs JOKYMeHTIB B apXiBi 3aKjiaxy

5.1. YcTaHOBIIOIOTHCS TaKl TPAaHUYHI CTPOKM THMYAacOBOTO 30epiraHHsl JOKYMEHTIB B apXiBl
3aKany:

1) nns noxymentiB BepxoBroi Pagu Ykpainu, Anminictpauii [Ipe3unenra Ykpainu, KaOinety
MinictpiB Ykpainu, Koncruryuiitnoro Cyny Ykpainu, BepxosHoro Cyay, Burmoro cyay 3 nuranb
IHTEJIEeKTyaIbHOI BIacHOCT1, Buiioro antukopymniiiHoro cyay, ['enepanbHoi mpokyparypu YKpainu,
Lentpanbnoi BuOOpuoi Komicii Ykpainu, PaxyHkoBoi mamatu Ykpainu, HamionaibHoro 6aHky
VYkpaiHu, MiHICTEPCTB, 1HIIUX HEHTPaJbHUX OpPraHiB BUKOHABYOi BJIaJW Ta JEpPKaBHUX OPraHiB 1
6e3mocepeIHbO MiNOPSIKOBAaHUX IM opraHizamiii - 15 pokis;

2) wis jpokyMeHTiB BepxoBHoi Pamu ABtoHOMHOI PecnyOmiku Kpum i Pamu minicTpiB
ABtonomHoi PecnyOniku Kpum, ob6macuux, KuiBcbkoi Ta CeBacTonoibChKOi MICBKHX paj 1
Jep’KaBHUX aJIMIHICTpaIliii Ta 6e3mocepeAHBO MAMOPSIKOBAHUX TM OpraHi3ailiil, anesIiiiHuX Cy 1B,
SK1 yTBOPIOIOTbCA B aleNALIMHUX OKpyrax, aneisdliiHuX aJMIHICTPATUBHUX CYJIB, aneNsliiHuX
rOCMOAPChKUX CYAIB, OKPYKHHUX aJIMIHICTPAaTUBHHUX CY[iB, OKPYXHHUX TOCHOJApChKUX CY/IIB,
perioHaJbHUX TPOKYpaTyp, BIWCBKOBUX HPOKYpaTyp perioHiB, TEpPUTOpIaIbHUX OpraHiB
LEHTPAJIbHUX OpraHiB BUKOHABYOI Biaau - 10 pokis;

3) I TOKYMEHTIB palOHHMX, paiioHHMX y Mictax KueBi Ta CeBacromoni aep:kKaBHHX
aJMIHICTpaIliid, OpraHiB MICIIEBOTO CaMOBpPSAYBaHHS Ta O€3MOCEPeIHBO MIAMOPSAKOBAHUX iM



oprasizariiii, OKpy>XHHX CY/IiB, Ikl YTBOPIOIOTHCSI B OJHOMY a00 JCKIILKOX paoHaxX 4 paiioHaxX y
MicTax, abo y MicTi, a00 y paiioHi (paiioHax) i MicTi (MicTax), TEpUTOPIAJILHUX OPraHiB HEHTPATbHUX
OpraHiB BUKOHABYOI BJIa/IW, & TAKOXK CLIHCHKOTOCIIONAPCHKUX TMIAMPUEMCTB - 5 POKIB;

4) nis 3ammciB aKTiB LUBUIBHOTO CTaHy, 3alUCiB HOTapiaibHUX il 1 CYIOBUX CIIPaB,
JOKYMEHTIB 3 KaJpOBHX IHTaHb (0COOOBOTO CKIAJy), T'OCHOJAPCHKUX KHHUT, IOKYMEHTIB 3
MpUBATH3AILi1 )KUTIOBOTO (HOHIY - 75 POKIB.

5.2. Ctpoku 30epiraHHs IMOJAO0 KOHKPETHUX JOKYMEHTIB MOXYTh OyTH 3MiHEHI 3a
MOTO/KEHHSM 3 BIIMTOBIIHOIO JEPKABHOIO apXiBHOIO YCTAHOBOIO, apXiBHUM BiJ/IIJIOM MiCBKOI pajiy.
[IponoBkeHHsT CTpOKiB 30epiraHHs JTOKYMEHTIB B apXiBl 3akjagy JOIMYCKAaeTbCs 3a IMOTpeOH
KOPUCTYBaHHS IOKyMEHTAaMH 31 CITy>KOOBOIO METOI0, Y Pa3i HEMOXIJIMBOCTI IPUHHATHA JOKYMEHTH Ha
30epiraHHs 710 JIep>KaBHOI apXiBHOI yCTaHOBH, apXiBHOT'O BIIJILITY MICIIEBOT pajiy.

5.3. Ilicns 3aKiHYEeHHS TPAaHMYHUX CTPOKIB 30epiraHHs JOKyMEHTH, BigHeceHi no HAD,
MepeAaroThCs Ha MOCTiiHEe 30epiraHHs A0 BIAMOBIIHOTO MICIIEBOTO apXiBy.

VII. OPT AHI3AIIIA JAIJTOBOJICTBA B EJIEKTPOHHIN ®OPMI

1. 3arajabHi MoJ10:KeHHS
1.1. B enexkTpoHHii ¢opMi 3HIMCHIOETHCS BEICHHS JOKYMEHTIB 3aKiaay, IO BU3HAUYCHI
nyHkToM | Hakazy MiHicTepcTBa OCBITM 1 HayKd, MOJIOAI Ta CHOPTY YKpaiHH BiX
10 TpaBus 2011 poky Ne 423 «IIpo 3aTBep/KeHHS €AWMHUX 3pa3KiB 00OB’SI3KOBOi ALIOBOL
JOKYMEHTAIlll y 3araJlbHOOCBITHIX HaBYAIBHUX 3aKJIaJax yCixX THIIIB i (JOpM BIACHOCTI», a TAaKOXK
IHIIMX JOKYMEHTIB, 1110 MOXYTh CTBOPIOBATUCH Y MPOIIECI TiSIILHOCTI 3aKIady.

1.2. Ha mizxcraBi 1aHWX JUTOBOT JOKYMEHTAIlli 3aKjaay, IO BHOCATHCS Ta OOpOOISIOTHCS B
OIC, cTBOprOIOTHCA Ta/a00 BEAYTHCS y €IEKTPOHHIN (hopMi:

1) xmacuuii sxxypHain as [-1V krnacis;

2) kmacauit xxypHan s V-—XI (XII) knacis;

3) s)xypHaJI OOIKY IPOMYIICHUX 1 3aMiHEHUX YPOKIiB;

4) sxypHau 3100yBadiB OCBITH, sIKi 300yBalOTh 3arajibHy CEPEIHIO OCBITY 3a 1HIUBIAyaIbHOIO
dhopmoro;

5) )xypHal ¢aKyJIbTaTUBHUX Ta TYPTKOBUX 3aHSTh;

6) )KypHaJl peecTpallii IHCTPYKTaXIB 3 IUTaHb OXOPOHH Ipalll Ta Oe3MeKU KUTTEIISIBHOCTI;

7) oco0oBi cripaBu 3700yBaviB OCBITH;

8) anapiTHa KHMra 3amucy 3/100yBaviB OCBITH;

9) ocoboBa crpaBa MearoriyHoro NpariBHUKA;

10) sxypHan peectpalii Haka3iB pyXy 3700yBauiB OCBITH;

11) Haka3u KepiBHHKA 3 KaJPOBUX MUTaHb OCOOOBOTO CKJIAJy THMYACOBOro 30epiraHHs (mpo
BIJIPSIIKEHHS, CTATHEHHS, HaJaHHS UIOPIYHMX OIUIaYyBAaHUX BIJITYCTOK Ta BIAIYCTOK Yy 3B’S3KY 3
HaBYaHHSIM),

12) piunuii nnaH poOOTH 3aKiany OCBITH;

13) po3kiag HaBUATBHUX 3aHSATH;

14) cBimonTBa JOCSITHEHD 37100yBa4iB OCBITH TOIIO.

1.3. JlaHi, sixi 30upatotscst B OIC 1715 BeieHHs A1I0BOI JOKYMEHTAIlT 3aKJIay B €JIEKTPOHHIHN
dbopmi, TepemaroThCs OO0 [EHTPAIbHOI 0a3W JaHUX MPOrPaMHO-AMApaTHOTO KOMILIEKCY
«ABTOMAaTU30BaHM 1H(POpMAITiiTHUI KOMIUIEKC OCBITHBOT'O MEHEPKMEHTY» Ta OIPALlbOBYIOTHCS IS
3al0BHEHHS CTATUCTUYHMX 3BITIB.

1.4. Tlepenik manux, mo oopoousroTees B OIC myist BeneHHs A1IOBOI TOKyMEHTAIlll 3aKiay,
HaBEJICHO B 0odamKy 22 no 1iei [HCTpyKIIii.

1.5. Ilenaroriyna paja 3akiany ocith BukopuctoBye OIC, mo BkIOYae mporpaMHi MoIyJi
JUIS BEJIEHHS JI0OBOT JOKyMEHTAIlll 3akjiafy OCBITH B enekTpoHHi ¢opmi. Taka OIC moxe O6ytu
MiAKII0YeHa A0 HEeHTPaIbHOI 0a3M JaHUX MPOTrpaMHO-aNapaTHOrO KOMILIEKCY « ABTOMAaTH30BaHUN
iHopMaIiiHU KOMILIEKC OCBITHROTO MeHemkMeHTy» (mami - [[BJI AIKOM) BignmoBigHO 10
nporenypu, Bu3HaueHoi [1010’keHHsIM PO MpOrpaMHO-anapaTHuil KOMIUIEKC «ABTOMAaTH30BaHUN



iHopMaIiiHU KOMIUIEKC OCBITHBOTO MEHEIKMEHTY», 3aTBEp/UKEHUM IocTaHOBOO KalbiHery
MinictpiB Ykpainu Bix 02 rpyans 2021 poxy Ne 1255.

1.6. JlupekTop 3akiaay BH3Ha4yae BiANMOBiaIbHY 0co0y 3a aamiHicTpyBanHs OIC. O6pobOka
iHpopmanii B OIC 31ilcHIOETBCS 3 JOTpUMaHHAM BUMOT 3akoHiB Ykpainu «IIpo 3axuct indopmarii
B iH(POpMAIIHO-KOMYHIKAIIIHHUX cucTeMax» 1 «IIpo 3aXucT mepcoOHATbHUX JaHUX).

I1. OcobuBOCTI BeleHHS eJIEKTPOHHOTO KJIACHOI0 KYPHAJY

2.1. ENeKTpoHHUN KJIACHUM KypHaJ € JOKYMEHTOM J1JI0BO1 JOKyMEHTAITIT 3aKj1a/1y OCBITH, 110
BEZICTHCS B €IEKTPOHHIH (POpMi Ta BUKOPUCTOBYETHCS IS

1) 306epiranHs JaHUX MPO HABYAIbHI JOCATHEHHS 3100yBaviB OCBITH;

2) aBromMaru3aIlii 00Ky Ta KOHTPOJIIO OCBITHBOTO MPOIIECY;

3) oxepxaHHs, oOpoOku Ta 30epiraHHs JaHUX I aBTOMAaTH3allii BEICHHS JIJI0BOI
JOKyMEHTAIli1 3aKJIa/ly OCBITH B €JIEKTPOHHIN (popmi;

4) omepaTUBHOIO JIOCTymy 10 iH(MopMalli yJacHUKaMH OCBITHBOTO IIPOLIECY IPO PiBEHBb
HaBYAJIbHMX JIOCATHEHb 13 PI3HUX MPEAMETIB, BiIBITyBaHICTh 1 JOMAIIIHI 3aBJJaHHS;

5) 3abe3meyeHHsT MOKJIMBOCTI JUCTAHIIMHOTO MPSIMOrO0 Ta ONEPAaTHUBHOrO 1H(GOPMYBaHHS
YYaCHUKIB OCBITHBOTO TIPOIIECY.

2.2. Indpopmanisi 10 eJJEKTPOHHOT0 KJIACHOT0 )KYPHAJy BHOCHTBHCSI YKPAiHCHKOI0 MOBOIO,
3a BHHATKOM [JaHMX, HI0 MNOTPeOYHTh BHKOPHCTAHHS JiTep JATHHCHKOI a0eTKu Ta
crneniaJlbHUX CMMBOJIIB (CTOCOBHO HABYAHHA iHO3eMHHM MOBaM, Cepisi IOKyMeHTa, ajpeca
€JIEKTPOHHOI OLITH TOLIO).

2.3. Y pa3i norpe0u, eJIeKTPOHHUI KJIACHHI KYPHAJI Ta IHIII JOKYMEHTH IeHepyIThCs
3aco6amu OIC y ¢dopMi eJIeKTPOHHOT0 TOKYMEHTA IIJISIXOM BUBAHTAKEHHS IaHUX Y (hopmMaTax
pdf, csv, xIsx ado inmomy 3uutyBanomy ¢gopmarti Ha BHOIp 0co0H, sika 3poduJIa 10 CUCTEMHU
3aluUT 1010 BUBAHTAKEHHS.

2.4. Ilicnst 3aBeplIeHHs HABYAJbLHOTO0 POKY Ta BHeCEeHHsI BiINMOBITHHX 3amucCiB Yy
€JIEKTPOHHMI KJIACHHMH KypHaJ, AUPEKTOP 3aKJaay OCBiTH a00 YNOBHOBa:KeHAa HMM 0c00a
HAKJIAA€ CEJEeKTPOHHMH miamuc, mo Oasyerbesi Ha KkBajdidikoBaHomy cepTudikarTi
€JIeKTPOHHOI0 MiiNucy.

II1. Bumoru o 30epiranHs aiJ10Boi JOKYMeHTAaNil 3aKJIa1y 0CBIiTH
B OCBiTHill iHpopmaniiiniii cucremi

3.1. 30epiranHs I10BOi ToKyMeHTauii 3aknany BukiatoyHo B OIC MoxiMBe 3a TOTPUMAaHHS
HACTYITHUX BHMOT:

1) indopmartisi, M0 MICTUTHCS B JIOBIM JOKYMEHTAIll 3aKiaay OCBITH, MOBHHHA OYyTH
JIOCTYITHOIO Ui 11 TIOAAJBIIOT0 BHUKOPHUCTAaHHS BINOBITHO J0 HAJaHWX IIpaB JOCTYNy Ta
BCTaHOBJIEHOT'O MOPSAIKY;

2) MaHi Ta JOKyMEHTH, IO MalOTh OyTH 3BEJICHI, 3TreHEPOBaHi Ta MiAMUCaHI CTAHOM Ha MICBHY
nary, nepen 30epexxeHHsM Ta Biampaskoo B LIBJ[ AIKOM (y pa3i morpeOu), MiANUCYIOTbCS
BIIMOBIIAJILHOIO  0CO0OI0, 110 HAKJIAJa€ eJIEeKTPOHHUM TIAMUC aBTOpa, IO 0a3yeTbcs Ha
KBaJTi(piKOBAaHOMY CepTU(IKaTI €NEKTPOHHOTO i IIHCY.

3.2. Marepianu, 3aBaHTakeH1 kopuctyBauamu B OIC (nomaiHe 3aBAaHHs, BiJieo-MaTepiaiu,
TECTH, HaBYaJbHI MaTepiajH, JOBIIHUKU TOIIO0), MOXKYTh 30epiratucsi B apxiBHUX 0a3ax JaHHMX
MIPOTATOM TEPMiHY, BA3HAUEHOT'O B CCTEMI, 13 ypaxyBaHHSIM YHHHOTO 3aKoHOoAaBcTBa. Biacuuk OIC
3abe3neuye Micie Juis 30epiraHHs JaHUX JUTIOBOI JOKYMEHTAIlil 3aKjajly OCBITH B €JNEKTPOHHIH

bopmi.



HonaTtox 1

1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myskT 1.3 poznimy 1)

YHI®IKOBAHA CUCTEMA

OPTAHIBAIIMHO-PO3MOPS YOI JOKYMEHTAIIII 3AKJIAY

JoxkymeHTauis 3 opranizamii Ta NPUNMHEHHA TiJIbHOCTI OPUIANYHOI 0CO0H

Cratyt

[IpoTokon 3aranbHUX 300piB (KOH(MEPEHIIiT) KOJEKTHBY 3aKJIaay
[TonosxeHHs PO KoJeTialbHU opraH, KOMICito
CtpyKTypa i ITaTHa YUCENBHICTh

[TonosxeHHs PO KoJeTialbHAN opraH

KonextuBHuii 10r0Bip

[IpaBuia BHYTPILTHEOTO TPYIOBOTO PO3MOPSAKY
IHCcTpyKIis 3 giToBOACTBA

Homenknatypa copas

[MocanoBa iHCTPYKIIisl MpalliBHUKA

PoGoua iHCTpyKIIist paliiBHAKA

Jopy4eHHsI KepiBHUX OpTraHiB BUILOTO PiBHSA

[Tnan pobotu 3aknamy

[Tmar po6OTH KONErialbHOTO OpPTraHy

[Tnan pobGoTtu mpatiBHHKA

[MonoxeHHst Ipo opraHi3allio MPOBeACHHS 3aX01y
Haxka3 3 0cHOBHOI AisITbHOCTI

CrilbHUN HaKa3 3 OCHOBHOI JIsUIHOCTI IBOX 3aKJIajiB
Hakas3 3 anmiHicTpaTHBHO- rOCHOJaPCHKUX TUTaHb
[IpoToko 3acilaHHs KOJIETialbHOTO OpraHy, KOMicii, KoMiTeTy, pobo4oi Tpynu
[IpoTokon 3aranbHUX 300pPiB TPYIOBOTO KOJEKTUBY
IIpoTokon Hapaau Ipu IUPEKTOPY

Horogip rociogapcbkuit

Jlorosip HMBIIEHO-TIPAaBOBUI

JloroBiHa 3anucka

[TosicHIOBaNbHA 3anIMCKa

JloBigka ciry»K00BOTO XapakTepy

Hogiaka G6iorpadiuHoro xapakrepy

AKT niepeBipku

JloBijiKa mepeBipKu



[Ipumuc oprany JAep>KaBHOTO HATIALY (KOHTPOITIO)

[TepenaBanpHMI aKT (PO3MOAUTEUNI OaaHC)

AKT JiKBiJaIiitHOi KoMicii (JTiKBigaTopa) 3aKiamy
[puiimansHO-31aBaNbHUN aKT, CKIIAJIEHUH y pa3i 3MiHU KepiBHUKA 3aKIaay

[IpuiimanpHO-31aBaNbHUN aKT, CKJIaJeHHH y pa3i 3MiHM TOCaIoBOI BiNOBiAaJIbHOI (MaTepialbHO
BIJIMOBIIaabHOT) 0OCOOU

AKT npo BWITyueHHS AJIs1 3HULICHHS TOKYMEHTIB, He BHECeHUX A0 HarionansHoro apxiBHOro GoHIy

AKT TIpO 3HUINEHHS 3iMCOBAaHMX OJAHKIB I[IHHUX IarepiB, ONaHKIB TOKYMEHTIB CYBOpPOi 3BIiTHOCTI,
CITy>KOOBUX TIOCBiAYEHD 3BUIbHEHNX MPALliBHHUKIB; [I€YATOK 1 IITaMIIiB

3BiT mpo poOOTY 3aKiaTy
3BIT ITPO POOOTY KOJIETiaTLHOTO OPTaHy
3BiT po poOOTY MparliBHUKA
AHanmiTHYHa JIOBiJIKA PO POOOTY
AHaITHYHA JIOTIOBIAb PO POOOTY
AHATITUYHUN OTJIS IPO pOOOTY
Ciry>x00BHI THCT
JlokyMeHTallisl 3 KepyBaHHS NEPCOHATIOM
3asBa npariBHUKA
3asiBa rpoMa/IsTHUHA
ITomanns
Haka3 kanpoBux nutanb (0COOOBOTO CKIIATY)
Haxka3z npo nmpuifHATTS Ha poOOTY
Haxka3 nipo nepeBeieHHs palliBHIKA B MEKaX 3aKIIay
Haxka3 nipo cyMicHUIITBO
Haxa3 nipo 3BiibHEHHS 3 pOOOTH
Haka3z mpo artecrarmiro kanpiB
Haxka3z npo nmpucBoeHHs KBali(DiKamiifHUX KaTeropii, neaarorivyHux 3BaHb
Haxka3 nipo 3a0x04eHHs (HaropopKeHHs, IPEeMIIOBaHHs)
Haxkas nmpo BctaHOBNIEHHS HaOABOK 1 AOTLIAT
Haxka3 npo HajaHHsI Bi{ITyCTKH
Haxa3 nipo BiapsaKeHHs
Haxka3 nipo orosorieHHs foranu
Haxkas npo mpunuHeHHs TPyI0BOTO J0TOBOPY (KOHTPAKTY)
Tpynosuii 1oroBip (KOHTPAKT)

TumoBuii JOroBip Npo MOBHY 1HAMBIIyaJIbHY MaTepiaJbHy BiANOBIIANBHICTD



TumoBuii HOTOBIpP MPO KOJIEKTUBHY MaTePiaJIbHy BiIIOBIAATBHICTD
Oco6oBa KapTKa MmpalliBHAKA
Oco0oBwHif JTUCTOK 3 OOMIKY KapiB
[IpoTokon 3acimanns aTecraniiinoi (TapudikaniiiHoi) Komicii
I'padix BinmycTok
Kaura o611iky OJIaHKIB TPYIOBUX KHIDKOK 1 BKJIAIUIIIB A0 HAX
Kawra o6iiky pyXy Tpya0BUX KHI)KOK 1 BKIIQJUIIIB 10 HAX
AKT Ha cricaHHs OJaHKIB TPYIOBUX KHMKOK 200 BKJIQJIMIINIB 10 HUX
ABtobiorpadis
XapakTepucTrkKa
YHI®IKOBAHA CUCTEMA NMEPBUHHO- OBJIKOBOI JIOKYMEHTAIIII
JoxkymeHTauis 3 00J1iKy pe3ybTaTiB iHBeHTapU3amii
[HBeHTapu3aNiiiHuil Onric OCHOBHUX 3aC001B
[HBeHTapu3aiitHUH SIpIUK
[HBeHTapu3aniiiHuii onrc TOBapHO-MaTepiallbHUX MiHHOCTEH
IaBeHTapHU3aIi AU OIIC TOBApHO-MaTepiaTbHUX MIHHOCTEH, MPUWHATHX Ha BiAOBITaIbHE 30epiraHHs
AKT iHBEeHTapu3allii He3aBepIIEHNX PEMOHTIB OCHOBHHX 3aC00iB
3BipsiIbHA BiIOMICTh pe3ybTaTiB iIHBEHTapHU3allii OCHOBHUX 3ac00iB
3BipsiIbHA BiIOMICTh pe3yIbTaTiB iIHBEHTApHU3AIlii TOBApHO-MaTepiallbHUX IIHHOCTEH
[HBeHTapu3aIiitHi onric HEOOOPOTHUX aKTHBIB
[HBeHTapU3aIiiiHIIT OTIHIC 3armaciB
[HBeHTapU3aIiHII OTIIC MaTepiadbHUX I[IHHOCTEH, IPUHHATHX Ha BiAMOBiAaIbHE 30€epiraHHs
3BipsuIbHA BIIOMICTh pE3yJIbTaTIB IHBEHTApH3aIlil HEOOOPOTHUX aKTHUBIB
3BipsiIbHA BiIOMICTh pe3yJIbTaTiB iIHBEHTapH3allii 3anacis

AXT iHBeHTapm3alii Je0iTOpchkoi abo KpeauTopchKoi 3a00proBaHOCTi, CTPOK TMO30BHOI JAaBHOCTI SKOT
MUHYB 1 sIKa TUIaHY€THCS J0 CITUCAHHS

AKT iHBEHTapu3allii po3paxyHKiB MIO/I0 BiIIIKOAYBaHHS MaTepialbHUX 30MTKIB
[IpoTokon iHBeHTapu3aLiifHOI KoMicii
JlokymeHTAaNist 3 00J1iKY Ta CHHCAHHSI OCHOBHMX 32c00iB
AKT npuiiMaHHs-TIepeaayi (BHYTPILIHBOTO MIEPEMillleHHs) OCHOBHUX 3aCc00iB
AXT npuiiMaHHsI-371a4i BiJIpEMOHTOBAHUX, PEKOHCTPYHOBaHHUX Ta MOJICPHI30BaHUX 00’ EKTIB
AKT CITUCaHHS OCHOBHUX 3aC001B
AKT Ha criicaHHs aBTOTPAaHCIIOPTHHUX 3ac00iB
[uBeHTapHa KapTKa 001iKy OCHOBHHUX 3ac00iB

Omnwc iHBEeHTapHUX KapTOK MO 00Ky OCHOBHHX 32c00iB



Kaptka 00Ky pyXy OCHOBHHUX 3aC00iB
[HBeHTapHUI CITMCOK OCHOBHHUX 3aC0O0IB
AKT BBEJISHHSI B €KCIIyaTaIlil0 OCHOBHHX 3aC00iB
AKT npuiiMaHHsI-TIepeayl OCHOBHHX 3ac00iB
AKT BHYTPIIIHBOTO NIEPEMIILICHHS OCHOBHHUX 3aCO0iB
AKT mepeavi Ha pEMOHT, PSKOHCTPYKITIFO Ta MOJACPHI3aIlil0 OCHOBHHX 3aC0O0IB
AKT nipuiiMaHHS BiIPEMOHTOBAHUX, PEKOHCTPYHOBAHUX Ta MOJIEPHI30BaHUX OCHOBHHUX 3aC001B
AKT CrIMCaHHsI OCHOBHHUX 3aC001B (4aCTKOBOT JIiKBifallii)
AKT criMcaHHs TPy OCHOBHHUX 3ac00iB
AKT crIMCaHHsI TPAaHCIIOPTHUX 3ac00iB
AKT criFiCaHHS BIUTYYCHHX JOKYMEHTIB 3 010J1i0TeqHOTO (hOHIY
IaBeHTapHa KapTKa 00Ky 00’ €KTa OCHOBHHX 3aC00iB
[HBeHTapHa KapTKa rpymoBOro 00Ky OCHOBHHX 3ac00iB
[HBeHTapHa KapTKa 00Ky 6araTopiyHUX HacaKeHb
Po3paxyHok amopTH3alii OCHOBHHX 3ac00iB (KpiM iHIINX HEOOOPOTHUX MaTepialbHUX aKTHBIB)
Po3paxyHok aMopTH3aIlii iHIIIX HeOOOPOTHUX MaTepiaTbHUX aKTUBIB
AKT TIEpEOIliHKH OCHOBHHUX 3aC00iB

JdoxyMeHTanist 3 00/1iKy MAJTOUIHHUX Ta MBUAKO3HOUIYBAHUX MpPeAMETIB
BiioMicTh MOMOBHEHHS (BUITyYEHHS) TIOCTIHHOTO 3aMacy iHCTPYMEHTIB (TIPUCTPOIB)
KapTtka 00Ky MaJIOI[IHHUX Ta IIBUAKO3HOIIYBAaHUX MIPEIMETIB
3aMOBIICHHSI HAa PEMOHT a00 3aTOYyBaHHs IHCTPYMEHTIB (IIPUCTPOIB)
AKT BUOYTTSI MAJIOLIIHHUX Ta IIBUIKO3HOIIYBAaHHUX MPEIMETIB
AKT Ha CTIMCaHHS IHCTPYMEHTIB (MPUCTPOIB) Ta 0OMiH 1X Ha pUAATHI
Oco6oBa kapTka 00Ky CIeOsTY, CIIEIB3YTTS Ta 3al001KHUX TIPUCTPOIB
BinmomicTh 001Ky Buadi (TIOBEPHEHHST) CIICIOASTY, CIICIB3YTTS Ta 3al001KHIX MPUCTPOIB
AKT Ha CIIMCaHHS MAJIOLIHHUX Ta IIBUIKO3HOIITYBAaHUX IPEIMETIB

JokymeHnTanisi 3 00J1iKy CHPOBUHH Ta MaTepiaiB

XKypnan peectpariii 1oBipeHOCTEH
[IpubyTroBwHii opaep
AXT TIpo nipuiiMaHHs MaTepiaiB
AKT-BHMOTa Ha 3aMiHYy (JI0JaTKOBHUI BiIyCK) MaTepialiB
Haxnagna-Bumora Ha BiiycK (BHYTpILLIHE TIEPEMILIICHHS) MaTepialiB
Peectp npuiiMaHHs-3/1a41 TOKYMEHTIB

BioMicTh 001Ky 3aJIMIIKIB MaTepialliB Ha CKIIai



AKT TIpo IpUiiMaHHs yCTaTKyBaHHS

AKT nipuiiMaHHS-TIepeiadl YCTaTKyBaHHS A0 MOHTaXY

MarepianbHHI SIPIUK

AKT TIpO BUSIBJICHI JE(CKTH YCTATKYBaHHS

CurnanpHa TOBiIKa PO BiXUICHHs (PAKTHYHOTO 3aJIMIIKY MaTepialliB BiJl YCTAHOBICHUX HOPM 3aracy

MarepianpHuit 3BIT

IaBeHTapHU3aIIHHIN OTIHC

AKT TIpO BUTpATy JaBAJILHUIILKUX MaTepiajiB

KapTtka o0iiky ycTaTKyBaHHS JIsl YCTAHOBJICHHS
YHI®IKOBAHA CUCTEMA ®IHAHCOBOI TOKYMEHTAIIII
JlokyMeHTAamis, SIKY 3aCTOCOBYIOThH Y MPOIeci BHKOHAHHSI OIOKETY

Kowrropuc

[ItaTHui po3nuc

TurnoBuiil WITATHUE PO3NUC

3BeneHU KOMITOPHC

JloBiaKa IIpo 3MiHH IO KOIITOPHUCY

VHI®IKOBAHA CUCTEMA JTOKYMEHTAIIII I3 ITPAIIL, COHIAJIbHUX IIATAHB 1
COIJAJIBHOTI'O 3AXHUCTY HACEJIEHHA

JlokyMeHTaIIis i3 COIialbHOTO 3aXUCTY 0Ci0 3 1HBAIII THICTIO

3BIT PO 3alHATICTH 1 MpaLeBIaITyBaHHs OCi0 3 IHBaJIAHICTIO

3asBa 1o [Topsiaky BUaa4i TOBIAKHM MPO YMCEIBHICTD MPALIOIYHUX OCIO 3 IHBAJIIAHICTIO
CIIHCOK TPAIOI0YMX 0Ci0 3 IHBAITHICTIO

JlokyMeHTaIlis i3 MpaneBIanTyBaHHs

IHdopmartiss mpo KiNBKICTh TpaleBIalITOBAHUX TPOMAISH Cy0’€KTaMH TOCIIONapIOBaHHS, SKi HANaloTh
MOCITYTH 3 TIOCEPETHUIITBA Y TIpaleBIAIITYBaHHI

Indopmariis mpo Bakancii

Indopmariiss mpo 3ammaHOBaHE MacOBE BHBUIRHEHHs NPAIliBHUKIB y 3B’S3KYy i3 3MiHaMH B Oprasizarii
BUPOOHUIITBA i TTpaili

[ndopmarnis npo 3alHATICTb 1 MpaleBIAITYBaHHS TPOMaJSIH, 10 MAIOTh JTOJATKOBI TapaHTil y CIPUAHHI
MpaleBIalTyBAHHIO

YHI®IKOBAHA CUCTEMA BYXT'AJITEPCBKO-OBJIIKOBOI JOKYMEHTAIIII
JokymeHTauis 3 00J1iKy BUKOPUCTaHHS poOOYOro Yacy Ta po3paxyHKiB i3 mpaliBHUKaMu
Tabenn 00J1iKy BUKOPHUCTaHHS POOOYOTro Yacy
JoBijka rmpo 3apo0iTHY miaty
JloBiaka mpo 10xXoau

Jluctok Hempane3qaTHOCTI



JonaTtox 2
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHkT 1.5 posnimy 1)

BUMOI'
10 oopMJICHHS PEKBI3UTIB OpraHizaniifHO-po3MOPAAYO0I JOKYMEHTALII
Hassa Bumorn

Cxiag 1 — 300paxenns JlepxaBrHoro I'epba Ykpainu, ['epba ABToHOMHOI PecryGmiku Kpum
PEKBI3UTIB 2 —300pakeHHsT eMOJIeMH IOpUANIHOI 0COOM a00 TOPrOBEILHOI MapKH JIJIs TOBAapiB i
JIOKYMCHTIB TOCITYT)

3 — HaliMeHyBaHHsI FOPUIUIHOT 0COOU BUIIIOTO PiBHS

4 — HaliMeHyBaHHS IOPHIUIHOT 0COOH

5 — HaliMeHyBaHHs CTPYKTYPHOTO MiIPO3ALTY IOPUANYHOI OCOOU

6 — JOBIAKOBI AaHI PO IOPUANYHY 0COOY

7 — xon hopMHU TOKyMEHTa

8 — xox ropuarYHOT 0cO0HU

9 — Ha3Ba BUy IOKyMEHTa

10 — maTa nokymeHTa

11 — peecTpaniliHuil iHIEKC JOKYMEHTA

12 — nocunaHHs Ha peecTpaIliiHUM 1HACKC 1 1aTy TOKYMEHTa, Ha SIKWH Jat0Th BiIOBI b

13 — micre ckiIaaeHHs TOKYMEHTa

14 — rpu¢ oOMexxeHHs JOCTYIy A0 TOKYMEHTa

15 — agpecar

16 — rpud 3aTBEpIKEHHS JOKYMEHTA

17 — pesomronis

18 — BiaMiTKa PO KOHTPOJIH

19 — 3aron0BOK 10 TEKCTY JOKyMEHTa

20 — TekCcT TOKyMEHTa

21 — BimMITKa IIPO HASIBHICTH JTOJIATKIB

22 — mignuc

23 — BiIOMTOK MEYaTKH

24 — Bi3a TOKyMEHTa

25 — rpu¢ norokeHHs (CXBaJIEHHS) JOKYMEHTa

26 — BiIMITKa PO 3aCBIAUEHHS KOMii JOKyMEHTa

27 — BiTOMOCTI PO BUKOHABIIS JOKYMEHTA

28 — BiAMITKa PO O3HAWOMIICHHS 3 JOKYMEHTOM

29 — BiIMITKa PO BUKOHAHHS JIOKYMEHTa

30 — BigMiTKa PO HAJIXO/PKEHHS JOKYMEHTA JI0 FOPUIAMYHOI 0COOU

31 — 3anmc npo JIepiKaBHY PEECTPAIito

32 — BiMIiTKa PO HASIBHICTH MPUMIPHUKA 3 MANIEPOBUM (EJIEKTPOHHUM) HOCIEM

iHbopMaItii
300pakeHHs Jo3BosieHo po3mimyBaTi 300pakeHHs JlepskaBHOTO repba YkpaiHum Ha OmaHKax
JepxaBHOTO JIOKYMEHTIB OpraHiB MICIIEBOIO CaMOBPSyBaHHS, a TAKOX Ha OJAHKAX JOKYMEHTIB
I'epOa Ykpainu | iHIIMX OPUANYHHX OCi0, ISl SIKUX OPraHd MiCIEeBOro CaMOBPSIIYBAHHSI €

OpraHaMu BUIIOTO PiBHA.

3o06paxkennss ['epba AsroHomHoi PecmyOuiku Kpum po3mimyrors Ha OnaHKax

JOKYMEHTIB IopuaAnYHUX 0ci0 ABTOHOMHOI PecnyOmiku Kpum nume pasom i3

300paxeHHsM JlepskaBHOro repba YKpaiHu 3riiHo i3 3akoHOM YKpaiHu
300pakeHHs 300paxkeHHs eMOieMH Ha OJaHKy JOKYMEHTa HE BIATBOPIOIOTH, SKIIO Ha OJIaHKY €
embseMu 300paxxeHHs repOiB.

He Mo’xHa 3aMiHIOBaTH HallMEHYBaHHS IOPUAMYHOI OCOOM 300pakeHHSIM eMOJIeMH,
HaBiTh SKIIO HalMEHYBaHHsS IIOBHICTIO BIATBOpEHO B 300paxkeHHi. Llel pexBizuT
BUKOPUCTOBYIOTH JIMIIIE Pa30M 13 HAMEHYBaHHIM IOPHIUYHOI OCOOH.

Po3mipn 300pakeHHs emOneMu He OOMEXYIOThCS. PexkomeHmoBaHa BHCOTa
300pakeHHsI — He OUThIa HiXK 17 MM.

300pakeHHsI eMOJIEMH PEECTPYIOTh B YCTAHOBJIEHOMY 3aKOHOJABCTBOM MOPSAKY.




Kon opranizamii

[Tpocrasmstots 3a €[APTIOY micis pekBi3uTy JOBIIKOBI JaHi PO OpraHi3aIlio

Hazga
FOPUIAYHOL
0CcO0H BHIIOTO
piBHSI

HaiimMenyBaHHsS OpUIMYHOI OCOOM BHIIOIO PiBHS 3a3HA4YalOTh CKOPOUYEHO. SIKIIO
HeMae 0(piIHHOro CKOPOYEHHS HOT0 HaMEHYBaHHsI, TO HOT0 3a3HAaYal0Th MOBHICTIO.

HailimenyBaHHS 10pUIUYHOI 0COOHM BUIIIOTO PiBHS PO3MINIYIOTH BUIIIE HAMEHYBAaHHS
IOPUAMYHOI 0COOM — aBTOpa IOKyMEHTa

Hazga 3aknany
OCBITH

Haspa 3akimamy OCBITH —aBTOpa JOKYMEHTa Ma€ BIANOBIZaTH TIOBHOMY
HaliMEHYBaHHIO, 3a3HaYCHOMY y CTaTyTi (1oJioskeHHi). Hibkde moBHOTO HaliMEeHYyBaHHS
(OKpeMUM PSIIKOM y IIEHTPi) PO3MINIYIOTH CKOpPOYCHE HalWMEHYBaHHS FOPUIUIHOT
ocobm, skmo Horo odimiiHO 3adikcoBaHO y craTyTi (moJsokeHHi). CkopoueHe
HallMeHYBaHHSI 3a3HAYAKOTH y AyKKaxX a0o 0e3 HuUX.

V pa3si oopmIIeHHS JOKYMEHTIB, MiArOTOBICHUX KiTbKOMa IOPUIAMYHAMHU 0CO0aMH,
iXHE HaWMEHYBAaHHS PO3MIILIYIOTh Ha OJAHOMY piBHI, a Ha3By BHIY IOKyMEHTa —
nocepeauHi. JliBopyd 3a3HadaloTh ATy JTOKYMEHTa, NMPaBOpyd — peecTpauiiHui
1HAEKC IOKyMeHTa. Y 1boMY pa3i 300paskeHHs repbiB, eM0JieM) He BiITBOPIOIOTh

Hasga
CTPYKTYPHOTO
M ApO3 LTy
3aKJIay OCBITH

HalimeHyBaHHS  CTPYKTypHOTO  MIIPO3AUTY  FOPUIMYHOI  0COOM, 30Kpema
BIJIOKPEMJICHOTO CTPYKTYPHOTO IiIPO3MLTY, 3a3HAYal0Th y pasi, AKIIO CTPYKTYypHUI
MiAPO31iJ € aBTOPOM JOKYMEHTA, 1 PO3MILIYIOTh HIKYEe HaliMEHYBaHHS FOPHIMYHOI
oco0wu.

Bumoru 10 HanucaHHsl HAHMEHYBaHHS CTPYKTYPHOTO MiPO3ALTY I0PUIMYHOI 0cO0H,
30KpeMa BiJJOKPEMJICHOTO TiApO3JIiJly, YCTAaHOBJICHI Haka3oM MiHicTepcTBa IOCTHIIIT
Ykpaiau

JoBinkoBi  gaHi JloBiIKOBI JIaHi TIPO 3aKiIa] MiCTSTh:
po 3aKJan o MOLITOBY a/IpECy;
OCBITH

. HOMepH TelnedoHiB, (HaKCiB, TEIEKCIB;

o paxyHKiB y OaHKY;

o aJipecy eNeKTPOHHOI MMOITH, BeO-caiiTy TOIIO).

IX po3MminIyroTh HMYKYE HA3BH 3aKJIay OCBITH a00 CTPYKTYPHOTO MiIPO3ALTY

Hasga Buny 3a3Ha4yaroTh Ha OJTaHKY KOHKPETHOTO BUAY JIOKYMEHTA 1 3arajJbHOMY OJIaHKY TIiJ 4ac
JIOKYMEHTA oopMIIEHHSI PI3HUX BHIIB JIOKYMEHTIB, OKpiM JHcTiB. Bka3ywTh TiIBKH B

rapaHTiiHUX.

Has3Ba Bumy mokymeHTa (Haka3, pillIeHHS, MPOTOKOJ, akT, JOBigKa, JOMOBiTHA
3amucka tomio) Apykyerbess BEJIMKMMU JIITEPAMMU Ta mae BianoBinaTH Ha3Bsi,
3aikcoBaHiii y mepeniky YyHi(pIKOBaHMX (QOPM [TOKYMEHTIB, 3allpOBa/KEHHUX B
IOpUINYHIM 0c001. Takuil mepesnik Mae MICTUTH Ha3BU YHI(piKOBaHUX (POPM TOKYMEHTIB
srigHo 3 JIKY]/[ Ta Ha3BuM iHIUX TOKYMEHTIB, IO BIiAMOBIJAIOTH OpraHi3aIiifHO-
IIPaBOBOMY CTaTyCy IOPUIAMYHOT 0COOH, 3aKPIINIEHOMY B HOJIOXKEHHI (CTaTyTi).

Ha3By BuIy HOKyMeHTa Ha IMO3MOBXHIX OJIaHKaX PO3MIILIYIOTh IOCEpeANHi, a Ha
KyTOBHX — Yy JIIBOMY BEPXHbOMY KyTi Mia pekBi3utoM «HaiiMeHyBaHHS IOpUAMYHOL
ocobu» abo «HaliMeHyBaHHsI CTPYKTYPHOT'O MiAPO3ALTY IOPUANYHOI 0COOM»

Harta nokymenTa

Le, BiamoBigHO, 1aTa HOro MmiANUCaHHA, 3aTBEPUKEHHS, IPUIHATTS, peecTpaii abo
ckianeHHs. Kpim toro, 1atytoTs yci ciiy>k00Bi BIAMITKH, IPOCTaBJIECHI HA IOKYMEHTI, a
came: Bi3y, pe30JII0Lilo, BiAMITKY Npo 3acBifYeHHA KOIil JOKYMEeHTa, BiAMITKY Npo
HAIXO/KEHHSI [OKYMEHTa /0 KOPHAUYHOI 0c00HM, BiIMITKY NP0 BHUKOHAHHA
AOKYMEHTA, BiIMITKY NMPO 03HAHiOMJIEHHS 3 IOKYMEHTOM.

Haty odopmiioroTs nH(poBUM 200 CIIOBECHO-IU(BPOBUM CIIOCOOOM:

02.11.2021

2021.11.02

02 nucmonaoda 2021 poxy
02 aucmonaoa 2021 p.

VY pi3HUX peKBi3UTaX OJHOTO JOKyMEHTa JaTa MOxe OyTH oopmiieHa SIK CJIOBECHO-
uu(ppOBUM CIOCOOOM, TaK 1 HU(POBUM.

VY cninbHHUX TOKYMEHTaX, IMiIrOTOBJIEHUX BiJl IMEHI JBOX 1 OUTBINE FOPUIANIHUX OCi0,
3a3Haval0Th OJIHY JIATy, IO BiAMOBIIAE ATi MPOCTABICHHS OCTAHHBOTO TTIIHCY.




JaTy nokymeHTa Ha OJJaHKY MPOCTABIISIOTH Y CHEIIaIbHO BiIBEIEHOMY MICIIi.

VYV BHyYTpIIIHIX CIy*’OOBUX JTOKyMEHTax (3asBaX, JOMOBIIHUX 1 MOSCHIOBAJIBHUX
3alUCKax TOIO), O()OPMJIEHHX He Ha OJIAHKY, JaTy NPOCTaBISIOTH JiBOPYY Bif
0COOMCTOTO MiAMUCY aBTOpPA JOKYMEHTA.

Y pas3i 3actocyBaHHsA iH(pOpMAaIiHHUX (AaBTOMATH30BAaHWUX) CHCTEM OpraHizarii
JIIIOBOJICTBA JIOMYCTHUMO MPOCTABJISITH ATy peecTpalii JOKyMEHTa Yy CKJafl IITPHX-
koxy abo QR-kojy, IO CTBOPIOETHCS 3acO0aMU IIi€i CHCTEMH, 3TiTHO 3 MTOCTAHOBOIO
Kab6inety MinicTpiB YkpaiHu.

HITpux-KoA NPOCTABJISIOTHL Y HEHTPI HHUMKHLOTO MOJIA TepPHIoi CTOPIHKHU
aokyMeHTa, QR-koa (21 MM X 21 MM) — Yy HZKHBOMY JIIBOMY KYTi NepIIOi CTOPiHKH
AOKYMEHTAa

Peecrparniinuii
THIEKC
JIOKYMEHTA

Peectpaniiinuii 1HAEKC TOKYMEHTa CKJIAJA€ThCsl 3 TOPSAKOBOIO HOMEpa IOTO
JOKYMEHTa B MEXaxX IpyNU IOKYMEHTIB, IO PEECTPYIOTh, SKHH JOMOBHIOETHCS
IHAGKCaMH, IO 3aCTOCOBYIOTh B IOPHAMYHIN 0c00i, 30KpemMa iHJEKCOM 3a
HOMEHKJIATYpOIO CIIPaB, CTPYKTYPHOTO MiAPO3/iTy, KOPECIIOHICHTIB, OCAI0BHX 0Ci0,
SKI pO3TIISAAI0Th a00 MiAMUCYIOTh JOKYMEHT, BUKOHABIIIB, MMUTAaHb isTIBHOCTI SIKHUX
CTOCY€TBCS JJOKYMEHT.

Cri1aioBi 4aCTHHU PEECTPAIIHHOTO I1HACKCY BIJOKPEMIIIOIOTH OJHA BiJl OJHOI
MPaBOOIYHOIO MOXUIIOK PUCKOIO.

123/01-10, ne 123 — mopsAKOBUiA BXiTHUNA HOMED JOKYMEHTa Y Mekax poky, 01-
10 — inexc crpaBy 32 HOMEHKJIATYPOIO CIIPaB

321/01/01-10, me 321 — mopsiIKOBHI BXIJHUI HOMEP JOKYMEHTA Y MEXax POKY,
01 — Homep cTpykTypHOro nigposaiiay, 01-10 — innekc crpaBu 3a HOMEHKJIATYPOIO
crpaB

01-10/456, o0e 01-10-imgekc copaBH 3a HOMEHKJIATYpOIO  CIIPaB,
456 — mopsAAKOBUI BUXIIHUHA HOMED JOKYMEHTA Y MEXaX POKY

VY cniibHOMY TOKYMEHTI, IATOTOBJICHOMY BiJl IMEHI IBOX 1 OLJIbIIE FOPUAMYHUX OCIO,
peecTparliiiHuii 1HIEKC Ma€ MICTHTH 1HJIEKCH, IPUCBOEHI JOKYMEHTY KOXKHOKO 3 ITMX
IOPUIMYHUX 0Ci0, $Ki IPOCTABISAIOTH Yepe3 NpaBOOIYHY MOXWIYy PHCKY B Tii
MIOCJIIOBHOCTI, y SIKI TOKYMEHT MiJIUCAaHO HOro aBTopamH.

987/321/654

Micue po3TanryBaHHsS PeeCTpaliifHOrO 1HAEKCY Ha JOKYMEHTI 3aJIe)KUTh BiJl BUAY

OsaHKa Ta BUJy JTOKYMEHTa

ITocumanns Ha
peecTpariiitHuii
THJCKC 1 1aTy
JIOKYMEHTA

[TocunanHs Ha peecTpalliiHui 1HACKC 1 1aTy JOKYMEHTA Ma€ MICTHTH PEECTpAIi HHIA
1H/IEKC Ta JaTy TOro JOKYMEHTA, Ha SIKMI JAal0Th BiAMOBI/Ib.
[Mocunanns Ha peecTpaliifHui IHACKC 1 JaTy JOKYMEHTa pO3MIIyIOTh HIDKYE a00 Ha
PiBHI PEECTPALIHOTO 1HJIEKCY Y CHEMIaILHO BiIBEJICHOMY MiCIli Ha OJIaHKY.
6i0 02.11.2021 Ne23/01-13
Ha Ne 6i0
ABO
6i0 02.11.2021 Ne23/01-13 Ha Ne 6i0

Micue
CKJIameHHs abo
BUJAHHS
JIOKYMEHTa

Micue ckinaaeHHs T0KyMEHTa 3a3HavaloTh Ha BCIX JOKYMEHTAX, OKPiM JIMCTIB.
Micue ckiaJieHHs TOKYMEHTa PO3MIILYIOTh Ha PiBHI a00 HIMKYe PeKBi3UTIB «JlaTa
JOKyMeHTa» uM «PeecTpaliiiinuii iHIeKC JOKYMEHTa».
Micre ckiaeHHs1 JOKyMEHTa Ma€ BiJIOBIIaTH HAWMEHYBAHHIO HACETICHOTO MyHKTY
srigHo 3 JIK 014.
Kuie
cmm I'ocmomenwv Kuiscvkoi oonacmi
c-uge Cmenoge @acmiecvkozo paiiony Kuiscvkoi oonacmi
¢. bepesziexa Makapiecvkozo paiiony Kuiecvkoi od61acmi
VYV pa3i 3a3HayeHHA B LBOMY pEKBI3UTI CTOJMUII «KHiB» CKOpOYEHHS «M.» HE
3aCTOCOBYIOTb.

Anpecar

AnpecataMu JJOKYMEHTa MOXYTb OyTH Oprasizanii, iXHi CTPYKTYpHI MiIpO3ILIH,
mocasioBi ocobu Ta rpomaasHd. Y pasi aJipecyBaHHs JOKYMEHTa oprasizaiii abo ii




CTPYKTYpHOMY ITiIpO3/IIIOBI 0€3 3a3HaueHHs 1MOCaI0BOi 0cOOM iXHi Ha3BU MOAAIOTH y
HA3MBHOMY BIJIMIHKY.

Jenapmamenm oceimu i Hayku

Kuiecvkoi oonacnoi deprrcaenoi aominicmpauii

VYV HaiiMeHyBaHHI ajpecaTa IOMYyCTHMMO 3a3HAa4aTH CKOpPOUYEHE HaWMEHYBaHHS
IOPUINIHOT 0coOH

JIOH KO/IA

VY pasi ampecyBaHHS JOKYMEHTa KEPiBHUKOBI YCTAHOBHU 200 MOTO 3aCTYITHHKOBI Ha3Ba

YCTaHOBH BXOAMTH JI0 CKJIa/ly HAa3BU MOCA/IU aJipecaTa.
Jupexmopy /lenapmamenmy oceimu i hayKu
Kuiscokoi oonacnoi oepacaenoi aominicmpayii
Bnaacue im’a IIPI3BUHIIE

SIKI0 TOKYMEHT HaJACHUJIaloTh MOCAZOBiM 0co0i, Ha3By YCTaHOBU 3a3HAYAIOTh Yy
HA3MBHOMY BIJIMIHKY, a IOCaJly 1 MPi3BUIIE aapecara - y 1aBajJbHOMY.

Henapmamenm oceimu i nayku

Kuiecvkoi oonacnoi oeprrcasnoi aominicmpauii
Biooin oowkinbnoi, 3azanvhoi cepeonsor

ma no3awKinbHoi oceimu

Hauanvnuky 6iooiny

Bnacue in’a IIPI3BUHIIE

SIKImo JOKYMEHT aJpecyloTh OaraTbOM OJIHOPIIHUM OprasizaiisM, ajapecarta
3a3HAy4al0Th y3arajJbHEHO.

Kepisnukam 3axnadis 3azanvHoi cepeonboi oceimu

JIOKyMEHT He TOBHHEH MICTUTH O1JIbIIIe YOTHPHOX aapecatiB. CIIOBO «KOMis mepes
3a3HAYCHHSAM ajJpecara He CTaBJIsATh. 3a HASBHOCTI OUIBIIOI KITBKOCTI aapecaTiB
CKJIQ/Ial0Th CIHMCOK JUIS PO3CHUJIAHHS, @ Ha KO)KHOMY JOKYMEHTI 3a3HA4alOTh TUIbKH
OJTHOTO aJipecara.

Jo pekBizuty «Anpecat» BXoauTh momToBa anapeca. Ilopsmok i ¢opma 3amucy
BiJJOMOCTEH PO MOINTOBY aJIpecy yCTaHOBU MaroTh BianoBinatu [IpaBunam HamaHHS
MOCITYT MOLITOBOTO 3B'A3KY.

Jlenapmamenm oceimu i HayKu

Kuiscoxoi oonacnoi oeporcasnoi aominicmpauii
ey1. Xpewyamuk, 6,

m. Kuie, 01001

SIKI110 JOKYMEHT Ha/ICHIIA0Th (DI3U4HINi 0c001, TO y HA3UBHOMY BIIMIHKY 3a3HA4al0Th
NPI3BHILE Ta BJIACHE 1M s, aJipecara, BYJIMII0, HOMEep OyAMHKY 1 KBapTUPHU, HACEIECHUH
MyHKT, paiioH, 00JIacTh, MOMITOBUH 1HIIEKC.

Ilempy leanuenxy

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

Binouepxiecokuit p-n, 09161

['pud
3aTBEPIPKECHHS
JTOKyMEHTa

3aTBepKEHHS yMPABIIHCHKUX TOKYMEHTIB 3IIIHCHIOETHCS OCOOHMCTO KEpPIBHUKOM
3aKJI1a/1y B1JIMOBITHO /10 HOrO TOBHOBAXXEHb 200 PO3MOPSAIUYUM JOKYMEHTOM 3aKJany i3
3a3Ha4YeHHSAM Ha JOKYMEHTI rpuda 3aTBepKeHHs, 0POPMIICHOTO B1IMOBITHIM YHHOM.
3ATBEP/’KYIO
Jupexkmop zimnasii N 5
Iionuc Baacne in’a IIPI3BUHIIE
07.03.2021
VYV pa3i 3aTBepIKEHHS JOKYMEHTa pIIIEHHSIM KOJIET1aJbHOTO OpraHy TIpud
3arBepkeHHs ckianaetbes 31 cnoBa 3ATBEPJIPKEHO (Ge3 namok), Ha3Bu, naTH i
HOMEpa JOKYMEHTa y Ha3UBHOMY BiJIMIHKY.
3ATBEP/[?’KEHO
Ilpomoxon 3acioannsn nedazoziunoi paou
2imuasii N 5
06.05.2018 N 40




IMepenik BUAiB 10KYMeHTIB, 1[0 MatOTh OyTH 3aTBEPKEHI 3 MPOCTABIISTHHSIM Tprda
3aTBEPKCHHS, BH3HAYAE 3aKJIa/] OCBITH Ha ITi/ICTaBi 3aKOHOJJABCTBA Ta 3 YHECCHHSIM
B IHCTPYKIIIFO 3 A1IOBOJICTBA

Pesosmronis

Pe3omtonist — e 3po0ieHuid mocagoBo0 0CO00I0 HAMUC HA JOKYMEHTI, [0 MICTHTb
CTHCJIHIA 3MICT MPUUHATOTO HEIO PIILICHHS 1010 BUKOHAHHS JOKYMEHTA.

Pesourortiss MakcMMallbHO MOJKE CKJIAJaTHCS 3 TaKWX EJIEMEHTIB: Tpi3Buie(-a),
BiacHe(-1) iM’si(-eHa) BHKOHaBIS (-iB) y JaBaJIbHOMY BIIMIHKY, 3MICT JOpyYEHHS,
CTPOK BUKOHAHHS, OCOOMCTHI MiANKC KepiBHUKA, JAaTa.

Ilpizeunie Bnacue im’sa

Ilpowy niozomysamu npoexkm 002060py
npo nocmauanns zazy 0o 25.05.2019
Ocooucmuii nionuc

Mama

SIKmo JopydYeHHs HAJAaHO KIUIBKOM IOCaJOBUM 0c00aM, TOJOBHUM BHKOHABIEM
JIOKyMEHTa € 0c00a, 3a3HaueHa B PE30JIIOIIii IepIIok0.

Ha nokymenTax i3 cTpokaMy BUKOHAHHS, 10 HE MOTPEOYIOTh JOJJaTKOBUX BKa31BOK,
y pe30JIIoIIi1 3a3HaYar0Th BUKOHABIIA, MIAMKC aBTOpa PE30JIIOLTi 1 AaTy.

Pe3omronito  pOCTaBIAIOTE PYKONHCHO O€3MOCepelHb0 Ha JIOKYMEHTI HIDKYe
PEKBI3UTY «AnpecaT» MmapajieiabHO 10 OCHOBHOTO TEKCTY a00 Ha BIIBHOMY BiJl TEKCTY
MiCIli y BEpXHIH YacTHHI TEPIIOTO apKylia 3 JIMILOBOrO OOKy, ajle He Ha TOJi
JOKYMEHTA, IPU3HAYCHOMY JIJIs i JIINBAHHS.

Slkimo Ha JOKYMEHTI HeMae BiJILHOTO MICIS JIUIS pe30IroNii a00 JOKYMEHT Iijyisrae
MOBEpHEHHIO, a00 1€ eNEeKTPOHHUH [OKYMEHT, TO P3O0l O(OPMIIOIOTH Ha
OKpeMOoMYy apKy1iIi abo creniaJbHOMy OJaHKY, Ha SIKOMY 3a3HAa4aroTh J1aTy.

Mo ex. Ne 123/01-10 sio 02.11.2021

Binmitka mipo
KOHTPOJIb

BinMmiTka TpO KOHTPOJb O3HAYae, M0 AOKYMEHT Y3iTO Ha KOHTPOJIb JUIs
3a0e3neueHHs HOro BUKOHAHHS B yCTAaHOBJICHUN TEPMIiH.

BinMmiTKy mpo KOHTPOJIb MO3HAYAOTH BETUKOIO JIiTeporo «K» un cioBom «KoHTpob»
(pykomucHO ab0 3 BHUKOPHUCTAHHSM IITaMmIla) Ha JIBOMY MOJi MEPLIOrO apKylia
JIOKYMEHTA Ha PiBHI 3ar0JIOBKa JI0 TEKCTY.

3aroj0BOK 110
TEKCTY
IOKyMEHTa

3arooBOK 70 TEKCTy JOKYMEHTa Ma€ MICTUTH CTHCIMN BHUKIAJ OCHOBHOTO
CMUCIIOBOTO aCIEKTy 3MICTY JOKYMEHTA.
3aroj0BOK JI0 TEKCTY JIOKyYMEHTa Ma€ OyTH KOPOTKHUM, IPaMaTUYHO Y3TO/DKEHHM 13
HA3BOIO JOKYMEHTa, TOYHO TepeAaBaTH 3MICT TEKCTy Ta BIAMOBITATH Ha 3alUTaHHS
«TIPO MO?», KIOTO?», «KKOTO?».
Hakas3 (npo wi0?) npo naoannsa gionycmku
Jucm (npo wio?) npo op2anizayiio konghepenyii
IlIpomoxon (wo20?) 3acioanns amecmauiiinoi komicii
Hocadoea incmpykuin (ko20?) zonoenozo cneuianicma

Texkct
JIOKyMEHTA

Mictuts iH(popMariito, 3apaau GpikcyBaHHs KOi OyJI0 CTBOPEHO TOKYMEHT.

Opranizanii 3A1HCHIOIOTH JAUIOBOACTBO, BEAyTh JOKYMEHTAII0 1 JIMCTYBAaHHS
YKpaTHCHKOIO MOBOI0. TeKCT TOKyMEHTa MOBUHEH OyTH BUKJIAJICHUN CTUCIIO, TPAMOTHO,
3po3yMmisio, O€3 MOBTOPIB Ta BXKMBAHHS CIIIB 1 3BOPOTIB, SKi HE HECYTh CMHCJIOBOTO
HaBaHTa)KECHHS.

Tekct opopMITIOIOTH Y BUTIISAI CYIITLHOTO CKJIAHOTO TEKCTY, aHKETH, Ta0IUIl abo
noeJHaHHS UX (PopM. SKII0 YaCTHHU TEKCTY MAIOTh Pi3H1 CMUCIIOBI aCMIEKTH 00 TEKCT
JIOKYMEHTa MICTUTb JEKUIbKa pilleHb, BUCHOBKIB TOIIO, HOoro tpeba po30uUTH Ha
pO3ALIM, MAPO3AUIN, MyHKTH, MIAMYHKTH, SIKI HyMEpYIOTh apaOCbKUMHU LHU(ppaMu 1
IPYKYIOTh 3 a03alty.

Jlist giTKO1 opraHizalii TEKCT MOAUIAIOTh Ha Bl CMUCIIOBI YaCTHHH:

® ONUC NPUYMH, (HAKTIB, MO/, 110 CTAJH M1JICTABOO JUIsl CKJIaJJaHHsI TOKYMEHTa;

® BUCHOBKH, MPOIO3ULii, MIPOXaHHS, pO3NOPSIKEHHS, PILICHHS, peKOMEHIAIl].

V TekcTi 1OKyMEeHTa, MiArOTOBICHOIO BIAMOBITHO 10 JOKYMEHTIB 1HIIMX YCTAaHOB 200
paHilie BUJaHUX JOKYMEHTIB, iX PEKBI3UTH 3a3HA4YaIOTh Y TaKii MOCIIJOBHOCTI: Ha3Ba




BUJY JOKYMEHTa, Ha3Ba YCTaHOBH (aBTOpa JOKYMEHTA), 1aTa, pEeECTpaLliiHUN 1HIEKC,
3aroJIOBOK JI0 TEKCTY

BiamiTka mpo
HasABHICTH
IOIATKIB

Po3minnyroTh mij TeKCTOM JOKyMeHTa. JJoaTKu 10 TOKYMEHTIB MOKYTh OYTH TPhOX
BUIIB:

® JOMATKU-TOKyMEHTH (IHCTPYKIIi, MpaBWiia TOIIO), IO 3aTBEPDKYIOThCA abo
BBOJSATHCS B /IO PO3NOPSAYMME JOKyMeHTaMHu. Ha HUX MOXYyTb MPOCTaBIsATH rpud
3aTBEPKCHHS;

e onatku (rpadiku, CXeMH, TaOJMI, CIHUCKH TOIIO), IO TMOSCHIOITh abo
JIOTIOBHIOIOTH 3MICT OCHOBHOTO JOKyMeHTa (Haka3sy, IjaHy, 3BiTy, IHCTPYKIIii TOIIIO).
Ix oopMITIOIOTH HA CTaHAAPTHHX apKymaX. Y BepXHbOMY IIPaBOMY KyTi MEpIIOTo
apKyIlia 3a3HadaloTh CJI0BO «JlomaTok». SKIo mojaTKiB Kibka, HA HUX 3a3HAYalOTh
nopsaAKoBi HoMepH. 3Hak Ne niepes iuPOBUM MMO3HAYCHHSM HE CTABIISATD;

® JI0JaTKH, 10 € CAMOCTIHHUMH JJOKyMEHTaMu 0e3 3a3HauyeHHs aJpeCcHOI YaCTHHU 1
HAJICUJIAIOTHCS 13 CYTIPOBITHUM JIUCTOM;

[Ipo HasBHICTH JOJATKIB IO JOKYMEHTA 3a3HAYAIOThH MICIIs TEKCTY JOKyMEHTa Mepes
mianucoM. SIKIo JOKYMEHT Ma€ JOAATKH, MOBHY HA3BY SKUX HABOISATHh Y TEKCTI,
BIJIMITKY TIPO HasIBHICTb JOJATKIB OOPMITIOIOTH TaK:

JMooamok: na 7 apk. y 2 npum.

SIKIIO TOKYMEHT Mae€ JI0/IaTKH, MOBHY Ha3By SKHX Y TEKCTI HE HABOJIATH, i Ha3BU
HEOOXIJTHO TOJATH MICIsS TEKCTy 13 3a3HaYeHHSAM KIJTbKOCTI apKyIIB Y KOXHOMY
JOJIATKy Ta KUTBKOCTI 1X TPUMIipPHHKIB.

HHooamku:

1. losioka npo euxonannsa nnamny pemonmuux pooim 3a I keapman 2000 p. na 5

apk. ¢ 1 npum.

2. I'paghix pemonmuux pooim na Il keapman 2000 p. na 2 apk. é 1 npum.

Sxmo 10 MOKyMEHTa JOAAIOTh IHIIWK JOKYMEHT 3 JI0JaTKaMH, BiAMITKY IO
HasIBHICTb JOAATKIB O(OPMITIOIOTH TaK:

Hooamok: Bucnosok cnyscou oxoponu npaui 6io 14.09.2018 Ne 8 i 0ooamok 0o
Hb020, 6cb020 Ha 25 apK. y 2 npum.

3a BeMKOI KIJIbKOCTI JOAATKIB Ha HUX CKJIAJIAI0Th OTHC, @ B CAMOMY JIOKYMEHTI TiCIIs
TEKCTY 3a3HAYa0Th!

Jlooamok: 6ionosiono 0o onucy na 3 apk.

SIKIo ToaTOK HAJACWIIAIOTh HE 3a BCiMa 3a3HAYeHUMH B JIOKYMEHTI aJipecami,
BIJIMITKY TPO HasiBHICTh JOKYMEHTa 0()OPMITFOIOTh TaK:

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

VY nopatkax IOBIIKOBOTO XapakTepy (rpadiku, cxemu, TaOmuili, CIUCKH, (OpMH
TOIIO) JI0 OCHOBHOTO JOKYMEHTa, 3aTBEpPPKEHOTO PpO3MOPSAYNM JOKYMEHTOM,
BIIMITKY pOOJIATH y BEPXHBOMY IIPABOMY KYTi HIEPIIOTo apKylla J0AaTKa.

HHooamok 3
00 Incmpyxuii 3 0inosoocmea
(nynkm 1.6 po3oiny I1)

VYV posnopsaauoMy JOKYMEHTI BIAMITKY MpO HasBHICTh J0AaTKa OQOPMIIIOIOTH
0e3nmocepelHb0 B TEKCTI JOKYMEHTa CIIOBAMHU: «ILIO JIOJAETHCH», «(10JAETHCS)N,
«3TIHO 3 JOJATKOM 1», «BiAMOBIAHO A0 AomaTka 2» abo «amB. J0AaTOK 3». A Ha
caMOMYy JIOJIaTKy JI0 PO3MOPSIYOTO JOKYMEHTA Y BEPXHHOMY MPABOMY KyTi MEPIIOTO
apKyIla IpOCTaBIAIOTh BIAMITKY 3 IOCHJIAHHAM Ha LIeil JOKYMEHT, HOoro aTy 1 HoMep.

Hooamok 1
00 naka3y binouepkiecvkoi cimnaszii Ne 5
20 nucmonaoa 2019 poxy Ne 321

SKo 10 po3nopsAYOro AOKYMEHTa € OAMH JOAATOK, TO MOr0 HE HyMEpylOTh. 3a

HassBHOCTI KUJTBKOX JIOJATKIB 3a3HAYal0Th iXHI MOPsIKOBI HOMepH. 3HaK «Ney mepen




U(GPOBUMH ITO3HAUYCHHSIMHU HE CTAaBJIATh. Ha qpyromy Ta HaCTymHHUX apKyIax J101aTKa
poOaATH BIAMITKY «IIpO/IOBXKEHHS AOJATKa.

VYci gogaTku 10 TOKYMEHTIB Bi3y€ NpalliBHUK, SKHI CTBOPUB JOKYMEHT, Ta KEPIBHUK
CTPYKTYPHOTO MiPO3ILTy FOPUIMYHOI 0COOU, Y IKOMY MOTO CTBOPEHO

IMinmuc

CxiajaeTbecs 3 Ha3BU IOCAJAM OCOOM, fKa MIAMUCY€E JOKYMEHT (IOBHOI, SKIIO
JOKYMEHT HaJ[pyKOBaHO HE Ha OJIaHKY, CKOPOUEHOI — Ha JJOKYMEHTI, HaJpyKOBaHOMY
Ha OJIaHKY), 0COOHMCTOTO ITiITUCY, BIIACHOTO IMEHI 1 IPi3BHUIIIA.

1. I'onoea /lepscagnozo komimenty

cmamucmuku Ykpainu  Ilionuc Bnacue in’a IIPI3BUHIIE

2. I'onosa Ilionuc Bnaacue im’a IIPI3BHIIE

PekBi3UT pO3MINIYIOTh MiJ TEKCTOM JOKYMEHTa a0o0 ITiJ] BiIMITKOIO PO HAsBHICTh
IOJATKIB.

SIKIo0 AOKyMEHT HiAMMCYIOTh Kulbka (Bl ab6o Oinbine) ocib, To iXHI MiIMUCH
PO3TaIIOBYIOTh OJIMH TiJl OJTHAM BiJITOBITHO O MiANOPSAIKOBAHOCTI TTOCAI0BUX 0Ci0.

Hupexmop Iionuc Bnaacue im’a IIPI3BHIIE
Tonoenuit 6yxeanmep  Ilionuc Bnaacue im’a IIPI3BHIIE

SKI0 JTOKYMEHT WiANMHCYIOTh KUTbKa 0Ci0 OJHAKOBHMX IOCAA, TO IXHI ITiIITUCH

PO3TAIIOBYIOTh Ha OJTHOMY PiBHI.
3acmynnuk  Minicmpa  wcmuuyii  3acmynnux  Minicmpa  inancie
Ykpainu Ykpainu
Iionuc Baacue im’a IIPI3BUHIIIE Ilionuc Baacue im’a IIPI3BUIIE

JIOKyMeHTH KOJeTiaJIbHUX OpraHiB MiJNUCYIOTh I'0JOBa KOJIETIaJbHOTO OpraHy 1
ceKpeTap.
Tonosa Ilionuc Bnaacne inm’a IIPI3BUHIIE
Cexpemap  Ilionuc Bnacue in’a IIPI3BHIIE
¥ pasi BigCyTHOCTI TOCAZ0BOT OCOOH, MIMHKC SKOT 3a3HAYCHO B JIOKYMEHTI, JOKYMEHT
MiAIUCy€e 0coba, sika BHKOHYE 11 00OB's3KH, a00 ii 3acTymHHK. Y I[bOMY BHIAAKY
000B'I3KOBO 3a3HAYAIOTh TIOCaNy 1 MpI3BUINE OCOOM, sKa MiANHcana JIOKYMEHT
(BUMpaBIeHHS] BHOCITH PYKOIMCHUM a00 MAIIMHOMHMCHUM CTIOCOOOM), HANpUKIIAI:
"BukonyBau 000B's13kiB", "3acTynHuK".
[TinnucyBaTty JOKyMEHT 13 mpuiiMeHHHKOM "3a" abo CTaBUTH NMPaBOOIYHY MOXHITY
PHCKY Iiepel Ha3BOIO MOCAAN HE JO3BOJICHO
3acmynnuk oupexmopa Iionuc Bnacne in’a IIPI3BHIIE

I'pud
ITOTOIPKCHHA
I[OKYMeHTa

Posmintyrots Hmkue pekBizuty "[linnuc”. Bin ckinamgaerses 3i cinosa [TIOI'OPKEHO
(O6e3 mamok), Ha3BM TOCAaaU OCOOM, SKa TOTOJDKYE JOKYMEHT (pa3oM 3 Ha3BOIO
oprasizariii), 0COOMCTOTO ITiIMUCY, BJIACHOTO IMEHI 1 MPi3BHIIA, JATH ITOTOKESHHS.

IHIOro/I2Kyro

3acmynnuk oupexmopa 3 HBP
Iionuc Baacue im’a, IIPI3BUHIIE
05.02.2001

SIKIIO JTOKYMEHT TMOTO/DKYIOTh JIUCTOM, HPOTOKOJIOM, aKTOM TOINO, TO TPHUd

MOTOJKEHHS 0()OPMITIOIOTH TaK:
IHOIr'O/I’KEHO
IIpomoxon 3acioanns nedazoz2iuHoi paou 3axa1ady
23.01.2001 N 2

Bi3u noxymenra

Bizoro ohopMiTIoroTh BHYTpIILITHE OTO/KEHHS TOKyMEHTa. Bi3a ckinamaeTscs 3 Ha3BU
1ocajau, 0COOMCTOTO MiJNHCY, BIACHOTO IMEHI 1 IPi3BHIIA OCOOH, sSKa Bi3y€ JOKYMEHT,
JaTy BizyBaHHA. Bi3y po3MilIyloTh HIDKYE PEKBI3UTY 23, K HA JIMIBOBOMY, TaK 1 Ha
3BOPOTHOMY OOIli OCTAHHBOTO apKYyIIa JOKYMEHTA.

3acmynnuk oupekmopa 3 HBP
IHionuc Baacue im’a, IIPI3BUHIIE
18.09.2021
Bi3y cTaBiasTh Ha MpUMIpHUKAX JOKYMEHTIB, SIK1 3aJIMIIAIOTh B OpraHi3arii

Bigoutox
eYaTKu

Bigbutkom medyaTky opraHizariii 3acBiqUyIOTh Ha JJOKYMEHTI MiMNC BiAMOBIIATBEHOT
ocoon.




BinOuTok meyaTku CTaBIATh TakK, MO0 BiH OXOIUTIOBAB OCTAaHHI KiJIbKA JIITEp Ha3BU
nocaad ocobu, sika Migmucaia JOKYMEHT, ajle He MiJNUC MOocajoBoi ocobu, abo
MPOCTABJISIOTh HA OKPEMO BUAUIEHOMY JJIsl ILOTO MICI 3 BIAMITKOIO «M. TL».

[lepenik MTOKyMEHTIB, Ha fAKi CTaBIATh BIIOMTOK IMEYaTKW, BU3HAYae 3akjajg Ha
1i/ICTaBi HOPMATHBHO-TIPABOBHX AKTiB. Moro mojaroTh B iHCTPYKIii 3 AiN0BOACTBA

[pizBuie
BUKOHABIIS

1 HOMep Horo
Teneony

3a3HayvalTh Ha JMIBOBOMY OOIll B HIKHBOMY JIIBOMY KyTlI OCTaHHBOTO apKylla
JOKyMEHTa
Mamninenko Inna 123 45 67
Mamninenko 123 45 67
Maninenxo Inna 123 45 67, 765 43 2

Mamninenxo Inna 123 45 67
Mameiiiuyk Cepeiii 765 43 21

BiamiTka mpo
O3HAMOMJIEHHS 3

3 HaAKaA30M 03HATOMACHUIL:
Ocooucmuii nionuc Bnacue im’a IIPI3BUIIE

JTTOKYMEHTOM Hama
3 nocaooe6or incmpyKuicio 03HalloOMIeHA:
Ocooucmuii nionuc Bnacune in’a IIPI3BUIIE
Jama
Bumoru no st ApyKyBaHHS TEKCTiB JOKYMEHTIB MOTPIOHO BUKOPUCTOBYBATH rapHITYypy Times
odopmteHHs New Roman Ta mpudt posmipom 12—14 npykapchbKux MyHKTIB.
JIOKYMEHTIB JlormycTMO BHKOPUCTOBYBAaTH MIpU(GT po3mipoMm 8-12 npykapChbKUX IMYyHKTIB IS

JPYKYBaHHS PEKBI3UTIB «/l0BIIKOBI JaHi Mpo OpUAUUHY 0co0y», «Kox ropuandnoi
ocobmn», «BiIoMOCTI PO BUKOHABIA TOKYMEHTa», BAHOCOK, MOSICHIOBAILHUX HAIHCIB
710 OKPEMHX E€JIEMEHTIB TEKCTY JOKYMEHTa TOIIO.

Jns npykyBaHHS pekBi3uTy «Has3Ba Buay MOKyMEHTa» MOXHa BHKOPHCTOBYBATH
po3pimkeHuid mpudT po3mipom 14-6 TpyKapchbKUX MyHKTIB.

Jlns npykyBaHHS pekBi3uTiB «HaliMeHyBaHHS IOpUINYHOI 0coOm», «HaliMeHyBaHHS
CTPYKTYPHOTO MiApO3Aidy IOpUIu4HOi ocobu», «Has3Ba BuLy [HOKyMeHTa» Ta
«3arooBOK A0 TEKCTy JOKYMEHTa» JOMyCTUMO BUKOPUCTOBYBATH HAIIBXUPHUIM
npsAMU WpUQT.

TexkcT NOKyMEHTIB Ha apKymax namepy ¢opmary A4 peKOMEHI0BaHO JIPYKyBaTH
yepe3 1-1,5 MixpsaKoBUX iHTEpBay, a popmaty AS — yepe3 | MiXKpAAKOBUI IHTEpBAIL.
ITlin uwac odopmiieHHS IOKYMEHTIB, 3a MOTpeOHM, MOKHA 3acCTOCOBYBATH IHIII
MDKPSIJIKOBI IHTEPBAJIH.

PekBi3uTn MoKyMeHTa (KpiM TEKCTY), IO CKJIAJIAI0ThCS 3 KUTbKOX PsiKiB («/{oBiakoBi
JaHi PO IOPUANYHY 0co0y», «3arojloBOK 10 TEKCTy JOKyMeHTa», «BimmiTka mpo
HasBHICTB JOJATKIBY), IPYKYIOTh Yepe3 | MiKPSAAKOBHIA IHTEpBAJI.

CknazioBi 4acTHMHM PEKBI3UTIB «Anpecar», «I'pud 3arBepiKeHHsS ITOKyMEHTa»,
«I['pud noromxeHHs (cXBaJIeHHsT) TOKYMEHTa» BITOKPEMIIIOIOTH OJIMH BiJl OHOTO Yepes3
1,5 MIXpsAAKOBUHN 1HTEPBAIL.

PexBi3uTn 10KyMEeHTa BiTOKPEMIIIOIOTH OJIMH BiJl OAHOTO uepe3 1,5—3 MIKpsAIKOBUX
iHTEpBaIH.

PexBizutu «HaliMenyBaHHS IOpUAMYHOI OCOOM BHILOTO piBHA», «HalimeHyBaHHs
I0pUINYHOT 0coOmn», «Ha3Ba Buay N0OKyMeHTa» IPyKyHOTb BEIMKHMU JIITEPAMHU.

PosmmdpyBanns nianucy B pekBi3uTi «lligmuc» ApyKylOTh Ha pPiBHI OCTaHHBOIO
psaKa HaliMEeHyBaHHS MOCAH.

MakcumasbHa JOBKUHA psijika OaraTopsaKOBUX PEKBI3UTIB (OKpIM pekBi3UTY « TekcT
JIOKyMeHTa») — 73 MM (28 1pyKOBaHHX 3HAKIB).

SIKIo 3aroJIOBOK 710 TEKCTy JOKyMeHTa mepeBuinye 150 apykoBaHmx 3HaKiB (5
PAAKIB), HOTO O3BOJEHO MPOJOBXKYBATH IO MEXi mpaBoro nois. Kpanky B KiHIi
3aroJ0BKa He CTaBIIATh.

ITix gac odopmieHHST TOKYMEHTIB MOTPIOHO NOTPHUMYBATHUCS TAKMX BIACTYIIB Bij
MEX1 JIIBOTO MOJIsI TOKyMEHTa!

10 mm — 0na ab3ayie y mexcmi;
90 mm — Ona peksizumy «Aopecamy;




100  mm—ona  pexsizumie  «Ipugh

3ameepoicenns Ookymenma» ma «Ipug

00MedHceHHA 00CHYny 00 OOKYMEHmMay;
125 mm —ona po3wughpyeanns
nionucy e pexeizumi «Ilionucy.

He poOnsaTe BiAcTym Big Mei JIBOTO TOJS JUIS PEKBi3UTIB «Jlata JgokyMeHTay,
«3aroyIoBOK JI0 TEKCTy JOKyMeHTa», « TeKCT qokyMeHTay (0e3 ab3ariB), «BinMiTka mpo
HasSBHICTh JOMaTKiB», «Biza mokymenta», «['pud moromkeHHs (CXBaJCHHA)
JOKyMeHTa», «BimmiTka mTpo 3acBigueHHs KOIii JOKyMeHTa», «BimomocTi mpo
BHUKOHABIIS JIOKyMEHTa», «BiaMiTKa mpo O3HAHOMIIEHHS 3 JOKYMEHTOM», «BigmiTka
PO BUKOHAHHS JTOKYMEHTa», HaliMeHyBaHHs mocaau B pekBi3uTi «Iliamucy, a Takox
ciiB  «CIIYXAJIW», «BUCTYIIWIW», «BUPILIWIN», «YXBAJIWMJINY,
«HAKA3VYIO», «<30bOB’A3VIO».

VYV pasi HagBHOCTI KUIBKOX Tpu]iB 3aTBEpKEHHS 1 MOTOKEHHS (CXBaJICHHS)
JOKYMEHTA MepIiui Tpud ApyKyrTh 0€3 BIICTYITy BiJl MEXI JIIBOrO MOJS, APYTUid —
yepe3 100 MM Bij MEXi JIIBOTO TTOJISL.

SIKImo B TEKCTI JOKYMEHTa € MOCHJIAHHA Ha JOoJaTKu abo Ha JTOKYMEHT, IO CTaB
MiICTaBOO /1715 HOTO MiATOTOBKY (BUIAHHS), cioBa «Jlogarox» i «IligcraBay IpyKyrOTh
0e3 BIJICTYITy BiJI MEXi JIIBOTO ITOJISI, @ TEKCT JI0 HUX — 4epe3 | MiKpSIKOBUH IHTEpBAJL.

I[Tin gac opopMIICHHST JOKYMEHTIB Ha JIBOX 1 OijbIlle CTOpPIHKAX Jpyra Ta HACTYIHI
CTOPIHKH MalOTh OyTH MPOHYMEPOBaHi.

Homepu CTOpiHOK CTaBiSATh IMOCEPEAMHI BEPXHBOTO TOJS apKylla apaOChKUMU
uudpamu 6e3 3a3HAYCHHS CJIOBA «CTOpIHKa» Ta pO3ALIOBUX 3HaKiB. [lepury cropinky
HE HYMEpPYIOTb.

CTopiHKH TOKyMEHTa 1 KOKHOTO 3 JIOAATKIB MatOTh OKPEeMY HyMeparliro.

Texctn nOKyMeHTIB mocTiiiHOoro ta tpuBajoro (monHan 10 pokiB) 30epiraHHs
JIPYKYIOTh Ha OZHOMY Oori apkyma. JJOKyMeHTH TUMYacoBOTO CTpPOKy (1o 10 pokiB
BKJIIOYHO) 30epiraHHsi MO>KHA IPYKYBaTH Ha JIMIIOBOMY i 3BOPOTHOMY 0011l apKyIia




JonaTok 3
1o [HCTpyKITii 3 TI7TOBOACTBA 3aKIaTy
(myHKT 1.6 po3nimy 1)

BUMOI'N
110 0(p)OpPMJIEHHSA TOKYMEHTIB, III0 BUTOTOBJISIIOTHLCS 32 IONIOMOT0I0 KOMIT’FOTEPHOI TeXHIiKH

1. JIns npyKyBaHHS TEKCTIB JOKYMEHTIB HOTPiOHO BUKOPHUCTOBYBATH rapHiTypy Times New
Roman Ta mpudt po3mipom 12—14 npykapChbKUX MYHKTIB.

2. JlomycTMMO BHUKOPHUCTOBYBaTH IIpU(PT po3mipoM 8-12 1npyKapcbKUX IyHKTIB ISt
JIPYKyBaHHSI PEKBI3UTIB «JlOBiIKOBI daHi Mpo mOpuaudHy oco0y», «Kom ropuaudHoi ocoOmny,
«BigoMocCTi IPO BUKOHABIISA IOKYMEHTA), BUHOCOK, MIOSICHIOBAJILHUX HAMKCIB 0 OKPEMUX €IIEMEHTIB
TEKCTY JOKYMEHTA TOIIIO.

3. Ans  npykyBaHHs pekBi3ury «HasBa BuIOy [AOKyMEHTa» MOXHAa BUKOPHUCTOBYBATU
po3pimkeruit mpudt po3mipom 14-6 1pyKapChbKUX MyHKTIB.

Jns  apykyBaHHS pekBi3uTiB «HaliMeHyBaHHS ropuanyHOi ocobm», «HailiMenyBaHHs
CTPYKTYPHOTO MiAPO3ALTY IOPUINYHOI 0cO0M», «Ha3Ba Buay JOKYMEHTa» Ta «3arojoBOK 0 TEKCTY
JOKYMEHTa» JJOITyCTUMO BUKOPUCTOBYBATH HAMIBXKUPHUAN TPSAMUI IIpUQT.

4. TekcT JIOKyMEHTIB Ha apKymax marnepy Gopmaty A4 peKOMEHJI0BaHO JIpyKyBaTH depes 1-
1,5 MbkpsAKOBHX iHTEpBaIH, a hopmaTy AS —uepe3 1 mibkpsakoBuit inTepai. [1ix yac ohpopmieHHs
JOKYMEHTIB, 32 OTpeOH, MOKHA 3aCTOCOBYBATH 1HILI MIXKPSIKOBI IHTEPBAJIH.

5. PexBi3utu JOKyMeHTa (KpiM TEKCTY), IO CKIANAIOTHCS 3 KUTbKOX psaAKiB («JloBigKoBi gaHi
PO IOPUANYHY 0C00Y», «3aroJ0BOK /10 TEKCTY TIOKyMEHTay, «BiaMiTKa mpo HasBHICTH JOJATKIBY),
IPYKYIOTh 4epe3 1 MDKpSIKOBUH iHTEpBaJl.

CknasoBi 4YaCTHHU PEKBI3UTIB «Anpecaty, «I'pud 3arBepmkeHHs IOoKyMeHTa», «['pud
MOTO/KEHHS (CXBAJICHHS) TOKYMEHTa» BiIOKPEMIIIOIOTH OJIMH BiJl OAHOTO 4epe3 1,5 MiKpsIIKOBUI
IHTEpBal.

PexBi3uTH JOKyMEHTa BiOKPEMIIIOIOTH OJWH BiX OJHOTO uepe3 1,5—3 MILKPSAKOBHX
1HTEepBaIN.

Peksizutu «HaliMenyBaHHs 10puAMYHOI 0COOM BHUIIOTO piBHA», «HaliMeHyBaHHS IOpUINYHOT
ocobun», «Ha3pa BUy JOKyMEHTa» APYKYIOTh BEJIUKUMU JIITEPAMHU.

PosmmdpyBanna mignucy B pekBizuTi «Ilignmuc» OpyKyroTh Ha piBHI OCTaHHBOTO psKa
HallMeHyBaHHS MTOCAIH.

6. MakcuManbHa JOBXKHMHA psjKa 0araTOpsSIKOBHUX PEKBi3UTIB (OKpiM pekBizuty «Tekcr
JIOKyMeHTa») — 73 MM (28 ApyKOBaHUX 3HAKIB).

SK1110 3aroIOBOK 70 TEKCTY AOKyMeHTa nepeBulrye 150 apykoBaHux 3HaKiB (5 psiiKiB), HOTO
JI03BOJIEHO MPOJIOBXKYBATH JI0 MEXI MpaBoro noss. Kpanky B KiHII 3arojloBKa HE CTaBIISATh.

7. I1ig yac opopMIIEHHSI TOKYMEHTIB MOTPIOHO JAOTPUMYBATUCS TaKWX BIACTYIIB Bl MeXI1
JIBOTO MOJIS IOKYMEHTAa:

10 MM — 17151 263al1iB Y TEKCT;

90 MM — 17151 peKBI3UTY «AdpecaTy;

100 MM—1s1 pekBi3UTIB «['pud 3aTBepKEHHS TOKyMeHTa» Ta «['pud oOMeXeHHs AOCTyIy
710 TJOKYMEHTa;

125 MM —1s1 po3mMpyBaHHS TiANKUCY B pekBi3uTI «lliamucy.

8. He po0uisATh BIACTYM BiJ MEXI JIIBOTO MOJIA JJIsl peKBI3UTIB «JlaTa ToKyMeHTa», «3arojoBOK
70 TEKCTYy JOKyMeHTa», « TekcT gokymeHTa» (06e3 ab3awiB), «BigmiTKa Mpo HasBHICTH J1OJATKIBY,
«Biza noxymenrta», «I'pud moromxeHHs (CXBaJICHHS) NOKyMEHTa», «BiaMiTka mpo 3acBimueHHS
KOIi JOKyMeHTa», «BimomMocTi mpo BUKOHABIM JOKYMEHTa», «BimMiTka mpo O3HAMOMIIEHHS 3
JOKYMEHTOM», «BinMiTka Tpo BHKOHAHHS JOKYMEHTa», HaliMEHyBaHHS MOCaJAd B PEKBI3UTI
«Ilignucy, a Takoxk ciiB «CJIIYXAJIN», «BUCTYIIN/IN», «BUPIIIWII», «YXBAJINJIN»,
«HAKA3VY1IO», «<30B0B’AA3VIO».



9.V pa3i HasgIBHOCTI KIIbKOX TpU}iB 3aTBEPHKEHHS 1 MOTOJDKEHHS (CXBAJICHHS) JOKYMEHTA
nepunii Tpud IpyKyroTh 03 BiACTYIy BiJl MeXi JIiIBOTO moiisi, Ipyruil — uepe3 100 MM Bix mexi
JIBOTO TOJISI.

10. k1o B TEKCTi JOKYMEHTA € IIOCUJIAHHS Ha JJOJIaTKU 200 Ha JIOKYMEHT, 110 CTaB MiCTaBOIO
JUTsl TOTO TATOTOBKH (BUAaHH:), ciioBa «JlomaTtoky» 1 «IlimctaBay ApyKyrOTh 0€3 BIACTYITY BiJ MEXI1
JBOTO MOJIS, a TEKCT A0 HUX — Yepe3 | MiKPSAKOBUI iHTEpBa.

11. ITix gac oopMIIeHHS JOKYMEHTIB Ha IBOX 1 OUIbIIIE CTOPIHKAX JIpyra Ta HACTYITHI CTOPIHKH
MaroTh OyTH MPOHYMEPOBAHI.

12. Homepu CTOPIHOK CTaBJISITH MOCEPEAMHI BEPXHBOTO IO apKyIia apaObCbKUMH IHU(ppaMu
0e3 3a3HauCHHS CI0BA «CTOPIHKa» Ta PO3AIOBUX 3HaKIB. IlepIry cTopiHKy HE HyMEpYIOTb.
CTopiHKH TOKyMEHTa 1 KOXKHOTO 3 JI0JIaTKIB MalOTh OKPEMY HyMEpaIIilo.

13. TekcTr JOKYMEHTIB MOCTiHHOTO Ta TpuBajnoro (moHaxa 10 pokiB) 30epiraHHs APYKYIOTh HA
oHOMY Oo11i apkymia. JIokyMeHTH TUMYacOBOTO CTPOKY (110 10 pokiB BKIIIOYHO) 30€piraHHs MOKHA
JPYKyBaTH Ha JUIOBOMY i 3BOPOTHOMY OOIli apKy1iIa.



Jonatox 4
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHkT 2.3 pozniny 1)

BIJIAIJI OCBITH POKUTHAHCBHKOI CEJIMIIHOI PAJIA
BIJIOIEPKIBCBKOI'O PAMOHY KHIBCBKOI OBJIACTI

POKUTHSHCBKA TTMHA3IS Ne 4
POKUTHAHCBHKOI CEJIMIIHOI PAIM BIJIOIEPKIBCBKOI'O PAVIOHY
KHIBCBKOI OBJIACTI

(POKUTHSIHCBKA I'IMHAS3IS Ne 4)

By fOHHaTiB, 4, cMT PokuTHe, binonepkiBcpkuii p-H, KuiBcbka 00:1., 09603, Ten. 0(4562)2-42-48
E-mail: rokitnezosh4@ukr.net, http://BC.com.ua

Kon €IPTIOY 02222222
BiJ 20 No . .
(abzay 1,0)
(6e3 abzayy) (12,5)
JAupexTop Jlroamuna 30PSA

Masninenko Iuna (4563) 5-12-40
(im’s. npizeuuye GUKOHABYsL)


http://bc.com.ua/

JonaTok 5
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHkT 2.3 pozniny 1)

BIJIAIJI OCBITH POKUTHAHCBHKOI CEJIMIIHOI PAJIA
BIJIOIEPKIBCBKOI'O PAMOHY KHIBCBKOI OBJIACTI

POKUTHSHCBKA TTMHA3IS Ne 4
POKUTHAHCBHKOI CEJIMIIHOI PAIM BIJIOIEPKIBCBKOI'O PAVIOHY
KHIBCBKOI OBJIACTI

(POKUTHSIHCBKA I'IMHAS3IS Ne 4)

By fOHHaTiB, 4, cMT PokuTHe, binonepkiBcbkuii p-H, KuiBcbka 00:1., 09603, Ten. 0(4562)2-42-48
E-mail: rokitnezosh4@ukr.net, http://BC.com.ua

Kon €IPTIOY 02222222
BiJ 20 No
Ha Ne BIA 20 , Binain ocBiTn
POKMTHAHCHKOI CeJTUIIIHOT paau
(abzay 1,0)

JAupexTop Jlroamuna 30PSA


http://bc.com.ua/

JonaTox 6
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHkT 2.3 pozniny 1)

&

POKUTHSHCBKA TTMHA3IS Ne 4
POKUTHAHCBHKOI CEJIMIIHOI PAIU BIJIOIEPKIBCBKOI'O PAVIOHY
KHIBCBKOI OBJIACTI

(POKUTHSIHCBKA I'IMHA3IS Ne 4)

By fOHHaTiB, 4, cMT PokuTHe, binonepkiBcbkuii p-H, KuiBcbka 00:1., 09603, Ten. 0(4562)2-42-48
E-mail: rokitnezosh4@ukr.net, http://BC.com.ua

Koz €IPTIOY 02222222
HAKA3

« » 2021 p. cMT PokutHe Ne
IIpo

(ab3ay 1,0)
HAKA3YIO:

1.

1)
(6e3 abzayy) (12,5)
JAupexrop JIronmuna 30PSA

Bukonasenp: 3aBi30BaHO: Hanicnano:

Inna ManijieHKo
Jo cnpasu


http://bc.com.ua/

JonaTtox 7
1o [HCTpyKITii 3 TITOBOACTBA 3aKIay
(myskT 3.1 posnimy 1)

INIEPEJIIK
JOKYMEHTIB, Ha AKMX IiINUC MOCA0BOI 0CO0M 3aCBiIUY€THCHA BiIOMTKOM MEYATKHU 3aKIaqy

1. Akt (BUKOHaHHs POOIT, CIMCAHHS MaTeplalbHUX I[IHHOCTEH, (hIHAHCOBHUX IEPEBIPOK,
BUJTyYEHHS JIOKYMEHTIB JIJIsl 3HUIICHHSI, IIepeIaBaHHs CIIPaB TOIIO).

2. loBigku (Ipo BUKOPHUCTAHHS OIO/KETHUX aCUTHYBaHb Ha 3apoOiITHY IJIaTy, HApaxoBaHy 13
3ap0o0iTHOT IJIATH TOIIIO).

3. JoroBopu (mpo MarepiajabHy BiJINOBIIATBHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHHUIITBO,
HiAPSAIN, OPEHTy IPUMIIICHb, BUKOHAHHS POOIT TOIIO).

4. JloxyMeHTH (IOBIIKH, ITOCBITYEHHS TOIIIO), IO 3aCBIIUYIOTh IIpaBa TPOMAa/ISH 1 FOPUIUYHUX
oci0.

5. Jlopy4yeHHs Ha o/iep KaHHs TOBapHO-MaTepialbHUX I[IHHOCTEH.

6. 3aBnanHa (Ha TPOEKTYBaHHsA OO0 €KTIB, TEXHIYHHMX CIIOpYJ, KariTaabHe OyIiBHUITBO,
TEeXHIYHI TOIIIO).

7.3pa3ku BIZOWTKIB TMEYAaTOK 1 MiANHCIB MpamiBHUKIB, SKi MalOTh MpPaBO 3IIMCHIOBATH
(hiHaHCOBO-TOCIIOAAPCHKI OTepartii.

8. Komrropuc BuTpaT (Ha KaJbKYJIALIO 32 JOTOBOPOM, Ha KaIliTallbHe Oy IIBHUIITBO TOIIO).
9. JIuctu rapanTiiiHi (Ha BUKOHAHHS pOOIT, HAJAHHA MTOCIYT TOIIIO).

10. Onwmcu cnpas noctiitHOTO, TpHBajoro (moHan 10 pokiB) 30epiranHs, 3 KaAPOBUX MMUTAHb.
11. IIraTHi po3nuUCH.

12. TpynoBi KHIKKH.



00J1iKy me4YaToK Ta ITAMIIIB, 110 32CTOCOBYHOTHCH B YCTAHOBI*

JonaTox 8
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHKT 3.4 posniny 1)

KYPHAJ

Ne | Binburok Komy Buzano [Hata [Tpumitka
3/l | NeYaToK 1 |pajiMeHyBaHHs| Mpi3BHIIE Ta nara i MOBEpPHEHHS 1 | (BiAMITKA PO
WTAMIIB | migposainy, B | BiacHe iM’s posmucka | PO3IMCKA PO | 3HHUIICHHS)
SIKOMY B1JIMTOB11aJILHOT npo NpUAMAaHHSI
30epiraroTbes ocobu OTpUMaHHS

MeYaTKH 1

ITaMITN
1 2 3 4 5 6 7




JonaTox 9
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHKT 9.29 po3ainy II)

BIIOLEPKIBCHKA I'IMHA3ISA Ne 3
BIJIOIEPKIBCBKOI MICBKOI PAJIM KHIBCHKOI OBJIACTI

AKT
PO NpUiiMaHHS-TIepeIaBaAHHs JOKYMEHTIB i cipaB
i yac 3MiHH KepiBHUKA

(Ha3Ba 3aKJaay OCBITH)

No M. bina [{epkBa
BinnosinHo mo Hakasy Big 26.08.2019 Ne (Bnacue
im’as TIPI3BUILE) nepenas, a MPUIHSB Y JOKYMEHTHU

YIPaBIiHCHKOI JiSTIBHOCTI:

Ne Ne i Ha3Ba TOKyMEHTY KinpkicTh [Tpumitku

3/m MIPUMIPHUKIB

1 2 3 4
Pazom mpuitasTO JOKYMEHTIB (uudpamu i cnosamm), Y

MPUMIPHUKAX (1udpamu i coBamu).
CrtaH JOKYMEHTIB

(3arajpHa XapaKTepUCTHKA CTaHY)

[Tepenas i e Bnacue im’sa [TPI3BUIIE

[Tpwuitass nianuc Bnacue im’sa [IPI3BUILE

20 poky




Honatox 10
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy

(myHKT 9.29 po3ainy II)
BIJIOLIEPKIBCBKA I'IMHA3IS Ne 3 3ATBEPJIKYIO
BLJIOIEPKIBCBKOI MICBKOI PA/TA Tupexcro
KHIBCBKOI OBJIACTI peKTop
Muxoaa JTJOBPOJIIN
27.12.2019
AKT

Npo NpuiiMaHHA-NepeJaBaHHA CIIPaB
mix Yac 3MiHM 0CO0H, BiINMOBIIAJIbHOI 32 apXiB

No M. bina llepkBa
BinnosinHo 1o Hakasy Bix 27.12.2019 Ne (Bnacue
im’sa [TPI3BUIIE) niepenas, a (Bnacwe im’s TTIPI3BULLIE) TpUIHSB

y TPHCYTHOCTI KOMIcCii, siIka CTBOpeHa Ha IiACTaBi 3a3HAYEHOT0 HakKa3dy, y CKJIaJl TOJOBU
(Bnacue iM’st IIPI3BUIIIE) 1 4jIeHIB KOMicCii
(Bnacue im’st [TPI3BUILIE) TOKYMEHTH apxiBy Ta JIOBIIKOBUH amapar J0 HUX:

Ne Ne i Ha3Ba omucy KinmpkicTh KinpkicTs cripas [Mpumitku
3/m MIPUMIPHUKIB
OIIUCY
1 2 3 4 5
Pazom mnpuitHsTo crpaB (uudpamu i croBamm),
OIHCIB Y OPUMIPHHUKAX. (mudpamu i cioBamm).

CrtaH TOKyMEHTIB 1 ONTUCIB

(3arasibHa XapakTepUCTHKA CTAHY).

Boanouac nepenarotbcest

(BHIM IOBIIKOBOTO anapary, oro o0Csry, cTaH)
Ta

(Ha3BM MEYaTOK 1 LITaMITIB apXiBY, iX KUIBKICTb)
CraH npuMilleHb apXiBY

(3arajpHa XapaKTepPHCTHKA CTaHY).

HasBHicTb 1 cTaH 00aJHaHHS Ta IHBEHTAPIO apXiBy

(3arajibHa XapaKTepUCTHKA CTaHY).

[Tepenas e Bnacue im’s ITPI3BUIIE
[Ipuiiasas nianmme Brnacue im’s [TIPI3BUILIE
I'onoBa xomicii nignuc Bnacue im’s ITPI3BUILLE

Yiteru komicii
20 POKY




3ATBEPJIUKYIO

Honatox 11
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myHKT 9.29 po3ainy II)

3ATBEP/IKYIO

(nocazla KepiBHUKA YCTAHOBH, W0 Tepeaae
JOKYMEHTH)

(nocaua KepiBHUKAa YCTAaHOBM, 1[0 MNpuUiiMae
JIOKYMEHTH)

(mignuc)  (Baacue im’s IIPI3BUIIIE)
20__ poky
MLIIL. (3a HasIBHOCTI)

(mignuc)  (Baacue im’s IIPI3BUIIIE)
20 poky
MLIIL. (3a HasiBHOCTI)

AKT
Npo NpuiiMaHHA-NepeJaBaAHHA CIIPaB
(I0KYMeHTIB) BiJl OJIHi€i yCTAHOBH A0 iHIIOL
Ne M. bina [lepkBa

ITigcrasa:
SIKI/Iﬁ HCpCZ[aGTLCH 2160 3 SIKOI'O

(3micT pimenns, noBHa HazBa (OHIY,
BUJTYYEHO cripaBu anst nepeiaBanHs)

(HaliMeHyBaHHsI YCTaHOBH, AKa Iepeaae

cnpaBu (TOKyMeHTH)) IIepeJaa, a
(maiiMenyBaHHs ycTaHOBH, fika NpuiiMae cripasu (10KyMeHTH)) TIPUITHsIIA (CIIpaBH (JIOKYMEHTH) 3a3HAYCHOTO
¢donmy, 06JI1IKOBI JOKYMEHTH Ta IOBIAKOBUI amapat 10 HbOTO:

Ne Howmep i Ha3Ba KinmpkicTh KinpkicTs cripas [Tpumitku
3/m 1)112(9% MIPUMIPHUKIB
OIIUCY
1 2 3 4 5

Howmepu BiacyTHIX cripaB .
Y¢poro npunHATO crpas
(mdpamu i cmoBamn).

[TepenaBanHs 311ICHUB:
ITocaga ocobu, mo nepenae AOKyMEHTH
20 poky

Bnacue im’st TIPI3BUILE

[IpuitmanHs 311 CHUB:
ITocaga ocobu, 110 npuiiMae TOKyMEHTH
20 poky

Bnacue im’s [TPI3BUIIE




JonaTox 12
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(mynkT 10.9 po3ainy II)

3PA30K

&

KOMYHAJIbHUM HABUAJIBHUM 3AKJIAJI KHIBCBKOI OBJIACHOI PAJTN
«KHIBCBKHI OBJIACHUIM IHCTUTYT NICJISIAUIIJIOMHOI OCBITH
HNEJATOI'TYHUX KAIPIB»

(KH3 KOP KOIIIOIIK)

By SIpocnaBa Mynporo, 37, M. bina Llepksa, 09107, ten. 0(4563) 5-12-40, Ten./dakc 5-04-24
E-mail: Kyiv_academy@ukr.net, Web: http://akagemis.com.ua

Kox €JIPIIOY 02139618
APXIBHA KOIIIA
16.09.2020 Ne 45
HAKA3
31.08.2018 M. bina IlepkBa Ne 148-0

IIpo npuiitnarTsa BajeHTHHU AJTEKCEEHKO
[MPUNHATU:

AJIEKCEEHKO Banentuny CrenaHiBHy Ha I0Ocagy IPakTHYHOIO IICHXoJiora 3
01 Bepecusa 2018 poky 3 moca10BUM OKJIa10M 3T1HO 31 IITATHUM PO3MUCOM Y po3Mipi 4525 rpuBeHb.

ITincraBa: 3asBa Banentunu Anexceenko. Bin 25 cepnus 2018 poky, 3apeectpoBana 3a Ne .

JAupexTop Boaoaumup MAKPIJIOB
[Tincraa: ¢. 3333, om. 2-oc, crp. 53, apk. 45.

3riJIHO 3 OpUTIHAIOM

BiamosimaneHU 3a BeASHHS (miamuc) IO OCHAY
apxiBy

M.IL


mailto:Kyiv_academy@ukr.net
http://академія.com.ua/

Honatox 13
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(mynkT 10.9 po3ainy II)

3PA30K

&

KOMYHAJIbHUM HABUAJIBHUM 3AKJIAJI KHIBCBKOI OBJIACHOI PAJTN
«KHIBCBbKHI OBJIACHUIM IHCTUTYT OICJISIIAIIJIOMHOI OCBITH
HEJATOT'TYHUX KAPIB»

(KH3 KOP KOIIIOIIK)

By SIpocnaBa Mynporo, 37, M. bina Llepksa, 09107, ten. 0(4563) 5-12-40, Ten./dakc 5-04-24
E-mail: Kyiv_academy@ukr.net, Web: http://akagemis.com.ua

Kox €JIPTIOY 02139618
APXIBHUI BUTSIT
16.09.2020 Ne 45
HAKA3
31.08.2018 M. bina Ilepksa Ne 148-x/Tp

IIpo BHeceHHsI 3MiH 10 TPYAOBUX KHHKOK
HAKA3YIO:

2. Buectu 3MiHM 10 TpynoBOi KHWXKKH Ta oco0oi kaptku [1-2 AJIEKCECHKO Banentunu
CrenaHiBHU ITPO 3MiHY HA3BU TIOCA]TU 3 « Y YMTEIb TOYATKOBUX KJIaCiB» Ha « Y YMTEIb MOYaTKOBUX KJIaciB
3aKJIay 3araibHOi CePeTHHOT OCBITHY.

[lizcraBu: Haka3 ymnpaBliHHA OCBITM 1 Hayku bijgonepkiBcbkoi MICBKOI pagu  Bif
02 ciuns 2019 poky.

[TincraBa: ¢. 1111, om. 1-oc, cop. 13, apk. 21.

3riJIHO 3 OpUTIHAIOM

BiamosimaneHU 3a BeASHHS (miamuc) IO OCHAY
apxiBy

M.IL


mailto:Kyiv_academy@ukr.net
http://академія.com.ua/

Honartox 14
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myskT 3.3 pozaury I1I)

IEPEJIIK
AOKYMEHTIB, 110 He M/VIAralTh peecTpauil cneniaJibHO NPU3HAYEHOIO /ISl HHOI'0 0C000K0

. 'padiku, Hapsiu, 3asiBKH, PO3HAPSIIIKH.
. 3Be/IeHH Ta iHGopMaIllis, HaaicTIaHi 10 BigoMa.
. HaBuanbHi mianu, ocBiTHI Tporpamu (Korrii).

. PexsiaMH1 OB1IOMJICHHS, TUTAKATH, POTPAMU HapaJl, KOHPEPEHIIii TOMIO.

1

2

3

4

5. Hopmu BuTpaT matepialib.
6. BiTanpHi TUCTH 1 3aTIPOILICHHS.

7. ApyxoBaHi BUaHHS (KHUTH, )KypHAJIH, OIOJIETEH1).
8. MicsiuHi, KBapTaJbHi, TIBPiYHi 3BITH.

9. ®opMH CTaTHCTHYHOI 3BITHOCTI.

1

0. JoroBopwu.



Jonatku 15-18
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy

(myskT 3.5 posaury I1I)
KYPHAJI
peecTpauii BXiIHNX TOKYMEHTIB
Jlara KopecnonaeHr, Kopotkuit Pe3outromis, [Tignuc Biamitka
HaIXOMKEHHS ara Ta IHIAeKC 3MICT BIAIOBIZANBLHUN | 0COOH, KA po
Ta IHJIEKC 0JIEPKAHOTO BUKOHABEIb oTpUMaJia | BUKOHAHHS
JIOKyMEHTa JOKYMEHTa JOKYMEHT | JOKYMEHTa
1 2 3 4 5 6
KYPHAJ
peecTpauii BUXiTHUX JOKYMEHTIB
Jlara Ta Kopecnonaent Kopotkuii 3micT [IpizBumia, B1acHe [Tpumitka
IHIEKC IM’sT 0COOH, AKa
JOKYMEHTa mifmnucana 10KyMeHT,
Ta BUKOHABIIS
JIOKyMEHTa
1 2 3 4 5
KYPHAJI

peecTpanii BHYTPIlIHIX JOKYMEHTIB

Jlata ta ingekc | Koportkuii 3micT Pesostrortist abo [Tinmuc ocobu, | BigmiTka nmpo
JIOKyMEHTa BIATIOBIIAIEHUN sIKa OTpUMaia BUKOHAHHS
BHKOHABEIb JIOKYMEHT, 1aTa| JOKyMeHTa
OTpUMAaHHS
1 2 3 4 5
PEECTPAIIIMHUMU XYPHAI
HAaKa3iB KepiBHUKA 3aKIa1y
Peectpauiiinuii/lara Haka3zy| 3arojoBOK Hakazy [Tpi3BuiLe, [Ipi3BuiLe, [Tpumitku
1HIEKC BJIaCHE 1M, BJIACHE IM S
(HOMED) Ha SKOT0 BIAMOB1AAIBbHOL
HakKazy MOKJIa€HUN ocobou
KOHTPOJIb 32 |(BIAMOBIJAIBHUX
BUKOHAHHS 0ci0)
Hakazy
1 2 3 4 5 6
«K»




KYPHAI
peecTpanii (pakTiB BUSIBJIEHHSI (3BEPHEHHS) PO BYMHEHHS JOMAIIHLOT0 HACHJIbLCTBA,

HACHJILCTBA 32 03HAKOIO CTATI Ta OyJIiHrY

Honatox 19

no [HCeTpyKIii 3 1iI0BOACTBA 3aKIaLy
(myskT 3.6 pozainy III)

(3axnaod oceimu)

ITop
AIK
OBH

HOM
¢p

[pi3Bumie, im’s,
Mo 6aThKOBI
MOCTPaXAaNol
ocobu Ta/abo i
3aKOHHOTO
Npe/ICTaBHUKA,
cepist Ta HoMep
nacropTa abo
PEKBI3UTH IHIIOTO
JIOKYMEHTa, 110
MOCBiTYy€e 0CO0Y
(3a HAsBHOCTI), BiK
MOCTpaXAanol
ocobwu, nara
3BEpHEHHS, ajpeca
MIPOYKUBAHHS,
KOHTAaKTHI JaHi

Kareropis
MOCTPaXT
anoi
ocobu
(mopocna,
JIATHHA,
HeJie31atT
Ha,
00MeKEeHO
nie3naTHa
ocoba 3
IHBaJIHIC
TIO)

Bun
HACHJILCTBA:
JIOMAIIIHE/3a

03HAKOI0
cTaTi/OymiH
r, pizuune,
CeKCyallbHE,
IICUXOJIOT1Y
He abo
€KOHOMIYHE
(xopoTKwmit
3MiCT
3asBH)

[pi3Bue,
IM’s1, IO
0aTbKOBI

KPHUBIHUK
a, CTaTh,

BIK,
CTYIIHb

CIIOPIHEH

Hs, aJipeca

MPOXKUBaH

HS,

KOHTAaKTHI
naHi (3a

HasIBHOCTI

)

[ToBigomite
HHS,
OTpuUMaHe
Hamionansx
010
MOJIIIIE€F0
(mara, gac,
HallMeHyBa
HHS
iPO3ITY,
pi3BuIIe,
iM’s1, 10
0aTHLKOBI
I0CaJI0OBOI1
ocobwu, sika
pUiHAIA
[IOBiJOMJIEH
HST)

[ToBinoMiieHH
s, OTpPUMaHe
ciry k0010 y

crpaBax
niTel (mara,
qac,
MPi3BUIIIE,
iM’s1, IO
0aTLKOBI
Mocaa0Bo1
ocobu, sgKa
NnpUitHsIa
MOB1IOMJIEHH

)

IToBigomneHus,
OTpuUMaHe
YIOBHOBa)XEHOIO
0Cc00010 POTUIL
JIOMaITHHOMY
HACHIIECTBY,
HACUJIBCTBY 3a
03HAKOIO CTaTi,
OyJinHry (nara, yac,
HaliMEHYBaHHs
oprasy, Mpi3BHIIIE,
iM’s1, 110 OATHKOBI
11ocag0Boi ocoou,
sIKa IpUITHsIIA
TIOB1IOMJICHHS)

[Totrpeba B
Ha/IaHHI
MEINYHOL
JTIOTIOMOTH
(Tax/Hi,
BXKHUTI
3ax0/H, AaTa
1 HOMep
HarpaBJIeHH

a1,

HaliMEHYBaH
HS 3aKIIafy,
YCTaHOBH)

3axoju,
BXXUTI 10
MOCTPaxa
JI0i oco0Ou,
y pasi
3ay4YCeHHS
JI0 iX
peaizaiii

3axoju,
BXXUTI 10
KPUBIHUK
a, y pasi
3amy4YeHHS
JI0 1X
peanizarii

[pizBuie
, IM’s1, 10
0aTHKOBI
YIIOBHOBA
JKCHO1
oco0u,
sIKa
BHECIIa
B1IOMOCTI
po
BHSIBJIEHH
s hakty
HACHJIBCT
Ba a0o0
3BEpHEHH
s TIPO
BUMHEHHS
HACHUJIBCT
Ba




HonaTtox 20
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myskT 1.9 pozginy 1V)

BIIOLEPKIBCbKA I'TMHA3ISA Ne 3 3ATBEPXYIO
BIVIOHEPKIBCBKOI MICBKOI PAIU
KHIBCBKOI OBJIACTI JlupexTop
HOMEHKJIATYPA CIIPAB Muxkona JOBPOIIIA
Bix 27.12.2021 Ne 222 27122021
Ha 2022 pik
Innexc cnpasu | 3aroyioBoK crpaBu (TOMY, Kinbkictb Crpok 36epiranns | [Ipumitka
YaCTUHH) crpaB (TOMIB, | CipaBu (TOMY,
YaCTHH) YaCTUHH 1 HOMEPH
craTeil 3a
nepesikoM
1 2 3 4 5
BinmosinaneHuii 3a
BEJICHHS JILJIOBOJICTBA
20 POKY

BinnoBinanbHuii 3a BeZIeHHS apXiBy
CXBAJIEHO I[NOTI'OI’KEHO

[TpoTokomn 3acinannsa EK 3akmany

Ne

[Iporokoi 3acimaHHs

EIIK nepxxaBHoro apxiBy, EK apxiBHoro

Bty abo EK oprany Buioro piBHs
Ne

[TizcymMKOBHMIA 3amuC PO KaTeropii Ta KUIBKICTh CIIpaB, cKiageHux y 2020 poui B 3akiai:

3a cTpokamHu 30epiraHHs

Pazom

VY tomy uuci

3 BIIMITKOIO
«EITK»

TaKux, Mo
[IEPEXOATh

[TocriiHoTO

Tpusanoro (nmonan 10 pokiB)

Tumuacosoro (1o 10 pokis
BKJTFOYHO)

Yceworo

BiamnosigansHUNA 3a BEIEHHS AUIOBOACTBA

20 poky

[TizcyMKOBi B1IOMOCTI IT€pejaHo B apXiB yCTAaHOBH.

BiamoBiganbHuii 3a BEACHHS apXiBY

20 poky

(miamuc)

(miamuc)



Honatox 21
1o [HCTpyKIIii 3 TI7T0BOACTBA 3aKIaLy
(myskT 3.8 pozminy V)

AKT
Ne

(micre ckagaHHs)

IIpo HecTauy cnpaB (I0KYMEHTIB)
y CTPYKTYPHHX IiApO3aijax

Y  pesynbraTi BCTaHOBJICHO
BIICYTHICTBh CIIpaB (IOKYMEHTIB), III0O BHECEHI 10 HOMEHKJIATypH. 3aXOJu IIOAO iX PO3IIYKY
MO3UTHUBHUX PE3YJbTATIB HE Jalli, y 3B 53Ky 3 UMM BBa)KA€MO 3a JOIIBHE 3HIATH 3 00JIKY CIpaBu
(IOKyMeHTH), 3a3Ha4YCH1 HIDKYE:

Ne Ne cipaBu 3a 3aronoBoK Hata Kinpkictb MoxuBi
3/ | HOMEHKJIATYpoIo (2o CIpaBH CIpaBU apKyIIiB y MPUYKHU
HOMEpH apKyIIiB (ToxymeHTa) | (IOKyMEHTa) crpasi BiJICYTHOCTI
JIOKYMEHTA) (toKyMeHTi) crpaBu
(I1OKyMeHTa)
1 2 | 3 4 5 6 7
Pazom CIpas, JIOKYMEHTIB.
(mupamu i cmoBaMn) (mdpamu i cmoBamm)

3MICT HEBUSBJIEHUX CHpaB (JIOKyMEHTIB) MO)Xe OYTH YacCTKOBO BIATBOPEHO TaKUMH CIIpaBaMu
(ToKyMeHTaMH):

(HOMepH crpaB, apKyIIiB, iX 3ar0JI0OBKH)

BinnosinanbHuil 3a BeZICHHS apXiBy
20 poky

BiamosizansHMHA 3a I17I0BOACTBO
20 poky




JonaToxk 22
1o [HCTpyKITii 3 TI7TOBOACTBA 3aKIaTy
(myHkT 2.2 po3aury VII)

IMEPEJIIK
JAHHX, 0 00POOJISIIOTHCA B €JIeKTPOHHIH OCBiTHIN iH(opmaniiiHiii cucTeMi 11 BeleHHS
ALI0BOI TOKYMEHTANIl 3aKJIa/1y 3arajibHOI cepelHbOI OCBITH B eJIeKTPOHHIN ¢opmi

1. Tlepenik maHuX, IO BHOCATHCS Ta OOpPOOJISAIOTHCS B EINCKTPOHHIA OCBITHIN iH(pOpMaIiiHil
cucreMi:

1) IlepconanbHi gaHi yyHs:

a) Mpi3BHUIIE, iM s, IO 0ATHKOBI (3a HAIBHOCTI);

0) 1aTa HapOKEHHS;

B) CTaTh;

T') PEKBI3UTH JJOKYMEHTA, 1[0 TOCBITIy€E 0COOY;

I) 3aKJaJ 3arajibHOi CEepelHbOI OCBITM Ta KIac, JO SKOrO0 3apaxOBaHWUN y4YeHb (nara
3apaxyBaHHs/BiIpaxyBaHHs Ta Mi/ICTaBa);

1) TIBroBa KaTeropis (10 CTOCYEThCSA OTPUMAaHHS COIiaabHOI AormoMoru abo miger. Hampukian,
3HIDKKA 200 OC3KOIITOBHE XapuayBaHHs).

[H111 1aH1 CTOCOBHO YYHS:

a) BiJIBiyBaHH Ta MPOITYCKH 3aHSTh;

0) oriHOBaHHSA (ITIOTOYHE, TEMaTHYHE, IT1ICYMKOBE, aTeCTalllifHe);
B) TEMH YPOKIB.

2) IlepconanpHi gaHi OATHKIB:

a) pi3BUILE, M s, 10 0ATHKOBI (32 HASIBHOCTI);

0) migproBa Kareropis (IO CTOCYEThCS OTPUMaHHS COIIAJIBHOI JOMOMOTH ab0 MUIBT JTUTHHOIO.
Hanpuknan, 3Hmkka a60 0€3KOMITOBHE XapuyBaHHS);

B) KOHTaKTHa iH(popMarlis.

3) IlepconainibHi JaHi CiBpOOITHHUKA 3aKjIaay OCBITHU:
a) Mpi3BHILE, 1M 5, TT0 0ATHKOBI (32 HASBHOCTI);

0) naTa HapOKEHHS;

B) CTaTh;

') JOKYMEHTH IIPO OCBITY.

4) IHmi na”i CTOCOBHO CHiBPOOITHHKA!

a) mocana;

0) rmemaroriyHe HaBaHTa)KEHHS a00 CTaBKa;

B) HAYKOBMH CTYIIHb (32 HasBHOCTI);

T') BUCHE 3BaHHS (32 HAsIBHOCTI);

I') KBaniQikaliifHa KaTeropis, neJaroriuie 3BaHH (3a HasiBHOCT1);

1) MiJIroBa KaTeropis (3a HassBHOCTI);

€) Ha3Ba 3aKJjajay OCBITH, y IKOMY 37100yB OCBITY;

€) OCBITa, CIeIiaTbHICTh, KBaNi(iKaIlis;

K) Ha3Ba HaBYAJIBHUX JUCIUIUTIH, [0 BUKIATAIOTHCS (32 HASIBHOCTI);
3) mapajieni, y KMX Ipaioe ocoba (3a HassBHOCTI);

1) KJIacH, 13 SKUMH MpaIoe 0coda, 13 3a3Ha4€HHSIM MPOQITFHOCTI Ta MOTIMOJEHOTO BUBUEHHS (32
HasSIBHOCTI);

1) 3aMIHU BUMUTENIB (32 HASIBHOCTI).

5) Jani npo ocBiTHI{ nporec:
a) HaBYaJIbHUM PIK;

0) Meperka Kiacis;

B) PO LIBHICTH (32 HASIBHOCTI);



T') epeiK 1 KiTbKICTh HABYAJILHUX MPEAMETIB, IHTETPOBAHUX KYPCiB;

I) OLIHIOBAaHHS pe3yJbTAaTiB HaBYaHHA: | ceMecTp, 2 ceMecTp, pidHa, Jep)KaBHa IiJICyMKOBa
aTecTarlis, mpaKkTHKa, MMaICyMKOBI, cepeaHii Oas arecrara;

1) iIHBapiaHTHA CKJIaJ0Ba HABYAIBHOTO TUIAHY;

€) BapiaTMBHA CKJIJI0BAa HABYAILHOTO TUIaHY,

€) (ikcyBaHHA PIICHHS MEAaroriyHol paay;

’K) KOHTUHTEHT YYHIB Ha ITOYAaTOK CEMECTPYy/Ha KiHEIb ceMecTpy (POKY), YChOTo 3a PiK;

3) TaONULS PyXy Y4HIB;

1) KUTBKICTh YYHIB, SIKHX HE OLIIHEHO UM HE aTECTOBAHO 3 YCIX HAaBYAIBHUX MPEAMETIB.

2. Inrepdeticu eneKTpOHHOT OCBITHBOI iHPOpPMaLIIHHOT cucTeMu 3a0e31edyIoTh 30ip Ta/abo 00poOKy
HaCTyIHUX HAOOpPIB JaHUX JJISA TAKUX BHJIIB JOKYMEHTIB JUJIOBOI JOKYMEHTAIlIl 3aKJIaJliB 3arajbHO1
CepeIHbO1 OCBITH B €JIEKTPOHHIHN Popmi:

1) XKypnan 001Ky MpONyIIEeHUX 1 3aMiHEHUX YPOKIB:

a) Tpi3BUILE, M 51, 10 0ATHKOBI (32 HASIBHOCT1) BUUTEIIS, SIKUH MPOITYCTUB YPOK;
0) MpuYMHA MPOIYCKY;

B) Ha3Ba MPEIMETY, i3 SIKOT'O IPOITYIIEHO YPOK;

T) KJac, y IKOMY IPOITYIIEHO YPOK;

T) Ipi3BUIIE, iM 51, IO 0ATHKOBI (32 HASIBHOCTI) BUMTEINSI, IKUH 3aMiHHUB YPOK;

1) AKUM MPEIMETOM 3aMiHEHO YPOK.

2) XypHanu y4HiB, 5IKi 3700yBalOTh 3arajbHy CEpEeIHIO OCBITY 3a iHIUBIAyaIbHOIO (hopMoTO:
a) HAaBYAJIbHHH PIK;

0) npi3BuIIEe, iM’s1, IO OaTHKOBI (32 HAIBHOCTI) YYHS;

B) piK HaBYaHHSI,;

') TepMiH HABYaHHS;

T) mijicTaBa oprasizarii Takoi (Gopmu;

1) Ha3Ba MPEJMETY BUBYCHHS, HABYAIbHOI TUCIUTUTIHU;
€) KIJIbKICTh HaBYQJIBHUX T'OJIH;

€) Mpi3BHUILE, 1M 4, IO OATHKOBI (32 HASIBHOCT1) YUUTES;
) JaTa MPOBEICHHS 3aHATTS,

3) 3MICT HAaBYAJILHOTO MaTepiany;

1) KIJIBKICTh TOAWH HA BUKJIA/ MaTepiamy.

3) BimomocTi 31 cBimonTBa JOCSITHEHb a0O0 CBIAOLTBO MPO 3100YyTTS 0a30BOi cCepenHboi abo
npoQiIbHOT cepeTHbOI OCBITH YUHS:

a) pe3yJbTaTH HaBYaHHS 3a | cemecTp;

0) pe3yJIbTaTH HaBYaHHS 3a 2 CEMECTp;

B) PE3yJIbTATH PIYHOTO OI[IHIOBAHHS;

I') OIlIHKA 32 HaBYAJIbHY MPAKTHUKY;

I') pe3yJIbTaTH JIep>KaBHOI M1JICYMKOBOI aTecTallli (B pa3i HassBHOCTI);

1) pe3yJIbTaTH MiJICYMKOBOTO OI[IHIOBAHHSI.

4) O6sik BUXOBHOI poOOTH:

a) HOMep 1 JaTa 3axo.y;

0) Ha3Ba 3ax0/1y Ta TeMa;

B) 00JIiK TYpTKOBO1 po0OOTH;

I') TypTKH, CeKLi, KJIyOu, 1110 Bi/IBIy€ YUEHb;
T') peXHUM pOOOTH I'ypTKa,

1) PUMITKH.

5) BigomocTi npo 6aTbKiB:

a) mpi3BHUIIE, iM s, MO 0aTHKOBI (3a HAIBHOCTI) OaThKa, MaTepi a00 0ci0, 0 iX 3aMiHIOIOTH;
0) KOHTaKTHI JaHi TOIIO.

6) Kypnan paxynpbTaTHBHUX 1 TYPTKOBUX 3aHSTh:

a) oOJIIK Bi/IB1TyBaHHS;

0) mpi3BuIIE, 1M 51, IO OaTbKOBI (32 HAIBHOCTI) Y4HS;



B) Ha3Ba (aKyJbTaTUBY a0O IypTKa;

I') mpi3BHIIE, iM’s1, 10 0ATHKOBI (32 HASBHOCTI) BUUTEIIS;

T') 3MICT (haKyJIbTaTUBHOTO 3aHSATTS;

1) JOMAIITHE 3aBJaHHS;

€) 3BeJIeHUH 00JIIK HaBYAIbHUX JTOCSITHEHb YUHIB;

€) 3BeJieHa TaOIHIs PyXy YUHIB 1 iX JOCATHEHb y HaBUYaHHI;

) 3ayBaKEHHSI 10 BEJCHHS KypHaTy (aKyJIbTaTUBHUX 3aHSATh.

7) Oco0oBi cripaBy yYHIB/BUXOBAHIIIB:

a) HOMep 0COOOBOIT CTIPaBH;

0) THIl 1 Ha3Ba 3aKJIaJy 3arajbHOI CEpeIHbOI OCBITH;

B) ajjpeca 3aKjaay OCBITH,

I') mpi3BHIIE, iM’sI, 10 0ATHKOBI (32 HASIBHOCTI) AUPEKTOPA;

T') MPI3BUIIE, iM 51, IO OaTHKOBI (32 HASIBHOCTI) Y4YHS/BHXOBAHIIS,

1) CTaTh;

€) JaTa HapOPKECHHS;

€) cepisi Ta HOMEp CBIJOLTBA PO HAPOKECHHS;

) MICIIE TPOYKUBAHHS YUHS,

3) Tpi3BUIIIE, iM s, IO OATHKOBI (32 HasIBHOCTI) OaThKka, Matepi abo ocil, mo X 3aMiHIOOTH;
1) JAaHi Ipo 3aKJIaJl OCBITH IO OTPUMaHHS ITOYaTKOBOI OCBITH (B pa3i HaABHOCTI);

1) BIIOMOCTI IO Tepexif i3 OAHOTO 3aKJIaay OCBITH JI0 IHIIOTO (B pa3i HassBHOCTI) TOIIIO.

8) XKypHnan peecrpalii HakasiB pyxy y4YHiB/BUXOBAHIIIB:

a) HOMep Hakazy,

0) HOMep yuHs B aindaBiTHIN KHU3I;

B) 3aKJjIaji, Mapaselib, Kjac;

I') Ipi3BHILE, iM s, IO 0ATHKOBI (32 HASIBHOCTI) YYHSI/BUXOBAHIIS;
I') AaTta 3apaxyBaHHs/BiApaxyBaHHs TOMIO.

9) Piunumii miaH poOOTH 3aKiaay 3arajabHOI cepeaHbOl OCBITH (Hami - 3aKjaa OCBITH), IO MOXE
MICTUTH 1HpOpMaIito (pO3UIH) PO CTAH 1 IIaHYBaHHS MIOJ0:

a) OCBITHBOTO CE€pEIOBUIIA 3aKIIaay OCBITH;

0) cucTeMH OLIIHIOBAHHS 3/100yBaviB OCBITH;

B) MIEIarOT1YHOI AISUIBHOCTI MEIaroriYHUX MPaIliBHUKIB 3aKIaJy OCBITH;

I') yOPaBIiHCHKUX MPOIIECIB 3aKJIaay OCBITH TOILIO.

10) XKypnan peectpanii Haka3iB i3 OCHOBHO{ JiSUIBHOCTI:

a) PEKBI3UTH HaKasy;

0) mpi3BuIIe, iM’s, MO0 O6AaTHKOBI (32 HASIBHOCTI) MpalliBHUKA, HAa SKOTO MOKJIAJCHUNA KOHTPOIb 3a
BUKOHAHHSM Hakasy.

11) JlokymeHTallis 3 IPOIOBKEHHS HaBYaHHS BUITYCKHUKIB 9-X KJaciB:

a) oTpuMaHa iH(dopMaIlis Ipo Miclle HaBUYaHHA 3 €IUHOT Jep:KaBHOI €JIEKTPOHHOI 0a3u 3 MUTaHb
OCBITH;

0) iHdopmallist PO MPOJOBKEHHS HAaBYaHHS 32 KOPAOHOM (Y pasi HassBHOCTI).

12) CBigourBa qocsSTHEHb 3100yBayviB OCBITH:

a) KJac;

0) Ha3Ba Ta ajipeca 3aKjany OCBITH;

B) Ipi3BUIIIE, IM’, 10 OATHKOBI (32 HAIBHOCTI) YUHSI;

I') CTaH 1 IJIaHYBaHHS 10JI0 NEPEeTiKy HaBYaIbHUX JUCIHILIIH;

I') pe3yJbTaTy OLIHIOBAaHHS 32 HaBYAJbHUMU MpeaMeTaMu (BaplaTUBHUMH KypCaMH) TOLIO.



