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IncTpykuist 3 nitoBoaCcTBA
KomynanbHoi yctanoBu CyMcbKa cneniagizoBaHa
mkoua I[-IIT cryneniB Ne 25, m. Cymu Cymcbkoi oba1acTi

|. 3aragabHi noJi0:KeHH

1. Ilg IHCTpyKIliT BCTAaHOBIIOE 3arajibHi BHMOTH MO0 JOKYMEHTYBaHHS
yIpaBiiHCbKOI 1H(GOpMalii Ta opraHizamii poO6OTH 3 JOKYMEHTaMH Y
Komynansnit ycranoBi Cymceka crerianizoBana mkona [-III ctyneniB Ne25,
M. Cymu CymcrKkoi 06sacTi (gaii - 3aKmuan).
2. JloTpuMmaHHS BHMOT IOJO TOPSAKY BEJACHHS  JOKYMCHTYBaHHS,
BCTAHOBJICHHX I1i€t0 [HCTpYKITi€r0, € 000B'SI3KOBUM JIJIs1 3aKIay.
3. Opranizamiss JUIOBOJCTBA 1 KOHTPOJb 3a CBOEYACHUM PO3TIISAJIOM Ta
IPOXOKCHHSM JOKYMEHTIB Y 3aKJIaJll 3/IIMCHIOIOTHCS BiJIMOBIIAIIBHOK 0CO00I0
(BIAMOBIMAILHUMHU Oco0aMu), siKa (sIKl) MpuU3HAYAEThCS (TIPU3HAYAOTHCS )
KEepPIBHUKOM 3aKJafdy.
4. CTBOpEHHS €JIEKTPOHHUX JIOKYMEHTIB 3IHCHIOETHCS BIATIOBITHO J0 3aKOHIB
VYkpaiau "[Ipo eneKTpoHH1 TOKYMEHTH Ta €JeKTPOHHHM TokyMeHTooOir", "IIpo
elneKTpoHHUN 1udpoBui mianuc", Hakazy MiHicTepcTBa OCTUINT YKpaiHU Bij
11 mucronaga 2014 poxy Ne 1886/5 "Ilpo 3arBepmxenHs: [lopsaky poOoTu 3
€JICKTPOHHUMHU JOKYMEHTaMH y JTIJTOBOJACTBI Ta iX MiATOTOBKH JIO TEepeIaBaHHs
Ha apxiBHE 30epiranHs", 3apeecTpoBaHoro B MiHicTepcTsi ocTuilii Ykpainu 11
mucromnaza 2014 poky 3a Ne 1421/26198.

3akmam MOXKE€ CTBOPIOBATH JOKYMEHTH TuMuacoBoro (mo 10 pokis
BKJIFOYHO) CTPOKY 30epiraHHs JIMIIE B €IEKTPOHHIM (OpMi 32 YMOBU HASIBHOCTI
BIJIMOBITHOTO TEXHIYHOTO 3a0€3IEUCHHs 3 ypaXyBaHHSIM BHUMOI 3aKOHOJIaBCTBA
VYkpainu Ta 1iei [HcTpyKIii.
5. Tlopsimok opranizaiii IiJIOBOJICTBA 32 3BEPHEHHSIMH TPOMAJISH, 3allUTAMU Ha
nyOniuHy iHGoOpMaIito BU3HA4YaeThCs 3akoHamu YkpaiHu "IIpo 3BepHEHHS
rpomazsH", "IIpo qoctyn mo mybmigHoi iHpOopMaIii".
6. YV 3aknmaai AUTOBOACTBO 3IIHCHIOETHCS JEPKABHOI MOBOMO. JloKymeHTH
CKJIQJIal0ThCS  JE€PKaBHOIO  MOBOIO, KpIM  BHUIAJKIB, NepeadadeHux
3aKOHOJJABCTBOM ITPO MOBHU B YKpaiHi.
JIOKyMeHTH, $KI HaJCWJIAIOThCA 1HO3EMHUM ajapecaTaM, O(OPMITIOIOTHCSA
YKpaiHChKOI0 MOBOIO, a00 MOBOIO JepkaBH-aipecara, ab0 OJHIEI0 3 MOB
MIDKHApOJHOTO CIUIKYBaHHSI.
7. Ctpoku 30epiraHHsi JOKYMEHTIB, III0 CTBOPIOIOTHCA MiJ Yac AISIIBHOCTI
3aKjajy, BU3HAYal0ThCsl Haka3oM MiHicTepcTBa IOCTHULIT Y KpaiHu Bia 12 KBITHS



2012 poky Ne 578/5 "Ilpo 3aTBepmxenHs llepeniky TUIMOBHX JAOKYMEHTIB, 11O
CTBOPIOIOTHCS MiJ Yac JISJIBHOCTI JEp’KaBHUX OPraHiB Ta OpPraHiB MICLEBOIO
CaMOBpsITyBaHHSI, IHIIUX YCTAHOB, MIAMPUEMCTB Ta OpraHi3ailiil, 13 3a3HAYCHHSIM
CTPOKIB 30epiraHHsi JOKYMEHTIB", 3apeecTpoBaHUM Yy MIHICTEPCTBI FOCTHUII]
Vkpainu 17 kBitast 2012 poky 3a Ne 571/20884 (31 3MiHaMn).
I1. 3arajnbHi BUMOTH 10 CTBOPEHHS, 0(pOpMIICHHS Ta

AOKYMEHTYBaHHS YIIPaBJiHCbKOI iHGopmawil
1. JlIokyMeHTyBaHHsI yNpaBiIIHCHKOI 1H(OpMaIi 3aKjiay NOJSAra€ y CTBOPEHHI
JOKYMEHTIB, 1110 CIIPSIMOBaH1 Ha BUPIIICHHS YIIPaBIIHCHKUX PIILICHb.
2. Ha3Ba Buny mokymeHTa (Haka3, MPOTOKOJI, JOIMOBIAHA 3alKCKa TOIIO) Mae
BIJINOBIIaTH Ha3BaM, nependadyeHuM posniiom 3 JlepskaBHoro kiacudikatopa
ynpasiiHcbkoi fokymenTaiii JJK 010-98, 3atBepmxenoro nakazom [lep:kaBHOro
KOMITETYy YKpaiHM 1O CTaHAapTu3aiii, meTposorii ta ceprudikamii Big 31
rpyasst 1998 poky Ne 1024 (31 3minamu).

OdopmieHHs PEKBI3UTIB OpraHizaliiHO-PO3MOPSAIIOi JOKYMEHTAIlll Ta
NOPSIOK X po3TallyBaHHS MalOTh BiAmoBinaTh HamioHalbHOMY CTaHIapTy
Vkpainu "[lep:kaBHa yHidiKOBaHA cHcTeMa JOKyMeHTalii. YHipikoBaHa
cucreMa OpTaHi3aliftHO-PO3MOPSTIOT JTOKYMEHTAIII1. Bumornu hi(s)
opopmmoBanHs jgokymeHTiB. JICTY 4163-2003", 3arBepakeHOMY HaKa3zoM
Jlep>kaBHOTO KOMITETY YKpaiHM 3 TMWTaHb TEXHIYHOTO pETYIIOBAaHHA Ta
cnioxkuBYoi nosiThkHu Big 07 kBiTHA 2003 poky Ne 55 (mami - JICTY).

3. OpranizaiitHo-po3nopsI4i JOKYMEHTH O(OpMITIOIOTECS Ha OjaHKax, IO
BUTOTOBRJISIFOTHCS 3TiHO 3 BuMoramu JICTYVY Ta 1miei [HCTpyKItii.

V 3aknajii MOKYTh BUKOPUCTOBYBATHCA TaKi OJJAHKHU TOKYMEHTIB:

e 3arajpbHUi OJIAHK JUIS CTBOPEHHS PI3HUX BHIIB JOKYMEHTIB (0e3

3a3HA4YCHHS y OJIAaHKY HAa3BU BUlY JOKYMEHTA);

o 0OJaHK JINCTA;

o OlaHK HakKasy.
Bumoru no odopmieHHS IOKYMEHTIB, L0 BHUIOTOBIISIIOTHCS 3a JOMOMOIOIO
KOMIT'FOTEpHOI TEXHIKH, HaBEJIeHO B 1oAaTKy 1 mo miei [HcTpykiii.
4. TlocamoBi 0coOM MIAMUCYIOTH JTOKYMEHTH B MEXKaX CBOiX MOBHOBa)KEHb,
BU3HAYCHUX 3aKOHOJIABCTBOM YKpaiHW, CTaTyTOM 3aKiaay, TOCaJ0OBUMHU
THCTPYKIIISIMH, HaKa30M IPO PO3MOALT 000B'SI3KIB MK KEPIBHUKOM 3aKIaay Ta
HOro 3aCTyIMHUKaMH TOLIO.

BinbutkoM meyaTKM 3aKiaay 3acBiIUyIOTH ITIAMHC T0CAJ0BOI 0COOM Ha
JOKyMEHTaXx 13 MUTaHb OpranizaniiHoi Ta piHaHCOBO-TOCTIOAAPCHKOI MISITBHOCT1
3a TEPEeIiKOM JOKYMEHTIB, Ha SKHUX IIJAMUC TOCaJ0BOI O0COOM 3aCBITUYETHCS
BIIOMTKOM MEYaTKH 3aKJaay, HaBEJCHUM y J0AaTKy 2 10 mi€l [HCTpyKITii.

BinOuTOK meYaTKH CTaBUTHCS TaK, OO BIH OXOIUIIOBAB OCTaHHI KLIbKa
JiTep HalMEHYBaHHS MOCaau OCOOM, fKa MiJNucaia JOKYMEHT, ajie He MIIINUC
1ocaioBoi 0coOu, a0 MPOCTABISAETHCA HA OKPEMO BUAUIEHOMY JUISl IBOTO MICII1
3 BiaMiTKOIO "M. I1.".



5. 3akyag MoxKe 3acBiIYYBaTH KOIIi JIMIIE TUX JOKYMEHTIB, IO CTBOPIOIOTHCS B
HbOMY, a TAKOX y BUIAJKaX, MependauyeHux B ad3alll APyromMmy bOro NyHKTY.

VY pa3i miaroToBKH JTOKYMEHTIB JUJIsl HaJJaHHS CyJlIOBUM OpraHam, Iij 4yac
BUPIIICHHS TMHTAaHb MO0 TNPUUHATTA TPOMAASH HAa pPOOOTY, HAaBUYaHHSA,
3aCBIAYEHHA 1X TPYAOBHUX Ta IHIIMX MPaB y B3a€EMOBIIHOCHMHAX 13 3aKJIAJIOM, a
TaKOXK Mix Yac (QopMyBaHHS OCOOOBUX CHpaB MpPalIBHUKIB 3aKIa] MOXE
BUTOTOBJISTA KOMIi JOKYMEHTIB, BHJAHUX IHIIMMH YyCTaHOBaMH (Korii
JOKYMEHTIB IIPO OCBITY TOIIO).

Biamitka "Komis" mpocTaBisieTbcss Ha JIMIILOBOMY OOIll Y BEPXHBOMY
NPaBOMY KYTKY MIEPIIIOTO apKyIiia JJOKYMEHTa.

Komii HakaziB, 1HIIMX JOKYMEHTIB  3acBiguye  (3acBiIUYyIOTh)
BIJIMOBIIaJibHa oco0a (BiAMOBiAaNbHI OCOOM) 3a OpraHi3aililo AUIOBOJICTBA Yy
3aKiIail.

6. Y pasi motpebu NpoOBEACHHS OIIIHKH JOLULIBHOCTI CTBOPEHHS JOKYMEHTA,
oro oOOrpyHTOBAHOCTI Ta BIAMOBIIHOCTI 3aKOHOJABCTBY 3IIMCHIOETHCS
MOTOJKCHHS JIOKYMCHTA.

[ToromkeHHS JOKYMEHTIB MOXKE 31HCHIOBATHCH TIOCAIOBUMH 0COOAMHM 3aKJIay,
AK1 BIJIMOBIJTHO /10 1X KOMIIETEHII{ BUPIIIYIOTh MMUTAHHS, OPYIIEHI B JIOKYMEHTI
(BHYTPIIIHE TIOTOKEHHS), a TAKOXK 3alHTEPECOBAHUMH yCTaHOBaMHU (30BHIIITHE
MOTOJIKCHHS ).

[ToromkeHHsT TOKYMEHTIB 31MCHIOETHCS BIAMOBITHO JO BUMOT Hakazy
MinictepcTBa toctuilii Ykpainu Bix 18 uepBus 2015 poky Ne 1000/5 "IIpo
3atBeppkeHHs [IpaBmir opranizaimii JiIOBOJACTBA Ta apxiBHOTO 30epiraHHs
JIOKYMEHTIB y JEpKAaBHUX OpraHax, opraHax MICIIEBOTO CaMOBpSIyBaHHS, Ha
HiAIPUEMCTBAX, B YCTAHOBAX 1 Opraxizamisax', 3apeecTpoBaHoro y MiHictepcTBi
foctuniii Ykpaiau 22 yepBus 2015 poky 3a Ne 736/27181 (mam - IlpaBuna
oprasizartii 1iJI0BOACTBA Ta apXiBHOT'O 30€piraHHs JOKYMEHTIB).

I'pud moromxenHss po3mimyoTs Hkue pekBizuty "[limnmuc". Bin
cknagaerbes 31 cnoBa [TIOI'OJIPKEHO (6e3 nmamok), Ha3BU mocaad ocoOu, sika
MOTO/KYE TOKYMEHT (pa3oM 3 HallMeHyBaHHSM 3aKIany), MANHCY, iHiiamy(iB)
1 Ipi3BUIIA, TaTH MTOTOKEHHS.

[Tpuknan:
[TOI'OJI’)KEHO
Jupexrop
KY Cymceka CIII Ne25
JL.B.I'ony6
05.02.2018
7. 3aTBep/UKCHHS YIPABIIHCHKUX JOKYMEHTIB 3JIHCHIOETHCS  OCOOHCTO
KEpIBHUKOM 3aKJIajly BIJMOBIAHO 10 HOro MOBHOBaXEHb a00 PO3MOPSAUYUM
JOKYMEHTOM 3aKjaJy 13 3a3HAUYCHHSIM Ha JOKYMEHTI rpuda 3aTBepKEHHS,
0 OpPMIICHOTO BIIMOBITHUM YHHOM.



[Topsimox 3aTBEpIKEHHS JAOKYMEHTIB 3JIMCHIOETHCA BIAMOBIIHO 10
[IpaBun opranizanii JUI0BOJACTBA Ta apXIBHOTO 30€piraHHs TOKYMEHTIB.

I'pud 3aTBepmxennus cknanaerses 31 cioBa 3SATBEPJXKVIO (6e3 namok),
Ha3BU TMOCaaW, NIANUCY, iHIMIany(iB) 1 Mpi3BUIIA OCOOU, sKa 3aTBEpAMIIA
JOKYMEHT, JaTH 3aTBEPAKECHHS.

ITpuxnan:
3ATBEPIXVIO
Jupexrop
KV Cymcobka CIHI Ne25
~__ _JIL.BTI'ony6
07.03.2018

V pasi 3aTBep/KEHHS TOKYMEHTa PILIEHHSM KOJETiaJbHOTO Oprany rpud
3aTBepKeHHS ckianaeThes 31 cinoBa 3ATBEPJDKEHO (6Ge3 namok), Ha3Bu,
JaTH 1 HOMepa IOKYMEHTa Y HA3UBHOMY BIJIMIHKY.

[Tpukiman:
3ATBEPJIDKEHO
[TpoTokoi 3acigaHHs
neJaroriyHoi paau
KV Cymcopka CIHI Ne25
06.05.2018 Ne 40

II1. Oco0MBi BUMOTH 10 CKJIAMAHHS JeIKUX BU/IIB JOKYMEHTIB
1. Haka3 - po3nopsaunii JOKyMEHT, SIKUW BUJA€ KEPIBHHUK 3aKJIally Ha IpaBax
€IMHOHAYAJIbHOCTI Ta B MeEXKaX CBO€l KoMIeETeHIli, OOOB'I3KOBHUHM i
BUKOHAHHS IigjnerifuMu. Haka3u BHIAIOTBCA 3  OCHOBHOI  JISUIBHOCTI,
aMIHICTPATUBHO-TOCIIOAAPCHKUX, KAJIpPOBUX MHUTAHb 3aKJaly, a TaKOXK PyXy
YUHIB.

Hakazm 3 OCHOBHOi JisUIBHOCTI, aAMIHICTPATUBHO-TOCIIOJAPCHKUX,
KaJIpOBUX NMHUTaHb, PyXy YYHIB MIAMHUCYIOTHCS KEPIBHUKOM 3aKiaiay, a 3a HOro
BIICYTHOCTI - 0C0000, sSKa BHKOHYE HOTO OOOB'I3KH, Ta PEECTPYIOTHCS B
KypHaiax peectpallii Haka3iB.

[Ticns mignmucaHHsS Haka3y 3MiHH JI0 HBOTO BHOCSTHCS JIMIIE ILIIXOM
BUJIaHHS HOBOTO HaKa3y MPO BHECEHHS 3MiH.

Haxka3 odopmitoeTbes Ha O1aHKy HaKa3y 3aKiany.
3MICT Haka3zy CTHCIO BHUKIAJAEThCS B 3arojiOBKy, SKHW TIOYMHAETHCS 3
npuitmenHuka "[Ipo" Ta ckmamaeThcs 3a JOMOMOTOIO BIAIECTIBHOTO IMEHHUKA
("Ilpo  3atBepmxenHs...", "lIlpo ctBopenns...") abo imennuka ("IIpo
MIACYMKH...").

TexkcT HaKa3y 3 OCHOBHO1 AISTTHOCTI, aIMIHICTPATUBHO-TOCTIOIAPCHKUX
MMUTaHb Ta PyXy YYHIB/BUXOBAHIIIB CKJIAIA€THCS 3 IBOX YaCTHUH - KOHCTATyIOYO1
(mpeamOynu) 1 po3NOPSIAYOL.

VY KoHCTaTyro4ill 4YacTHHI 3a3HAYaA€ThCA TMiACTaBa, OOIPYHTYBaHHA abo
MeTa BHUJAHHS Haka3y. Posmopsiua dacTWHA Haka3y TOYMHAETHCSA 13 CIIOBA



"HAKA3VYIO", ske ApyKyeTbCS 3 HOBOIO psAJIKa BEJIUKUMHU JiTepamMu 0e3
BIJICTYIY BiJl JIiBOTO MOJIA 1 JAIIOK, MICJISI YOTO CTABUTHCS JBOKpAIKA.

Ski0 HaKa3 BUJAETHCA HA MiJCTaBl 1HIIOTO PO3MOPAIUOTO JOKYMEHTA, Y
KOHCTATyIOUili 4YacTHHI 3a3HA4YarOThCS Ha3Ba BUAY IBOTO JOKYMEHTa, HOTO
aBTOp, JAaTa, HOMEp Ta 3aroJOBOK.

Haxkasu HymepyIoThCsl B MOPSAKY iX BUJAHHS B MEXax KaJICHIAPHOTO POKY;
HAKa3u 3 OCHOBHOI JISJIBHOCTI, pyXy Y4YHIB, aAMIHICTPaTUBHO-TOCTIOAAPCHKUX,
KaJIpOBUX MMUTAaHb MAIOTh OKPEMY MOPSAAKOBY HyMepallilo. 3 METOI0 PO3PI3HEHHS
Ipyl Haka3iB J0 PEECTPALIMHOrO I1HAEKCY Haka3y depe3 Jedic I0AaeThbCs
JITEpHA BIAMITKA, HAITPUKJIIAA:

e HAKa3W 3 aIMiHICTPATUBHO-TOCTIOAPCHKUX MUTaHb - Ne 2-ar;

o HaKa3W 3 KaApOoBUX NUTaHb — Ne 2-K;

e HAaKa3W MPO HAJaHHJ MIOPIYHMX OCHOBHUX BIJIMYCTOK Ta BIAMYCTOK Y

3B'SI3KYy 3 HABYaHHSIM MpaIiBHUKIB - Ne 2-TB;

e HaKa3W 3 pyxy y4HiB— Ne 2-y.

2. IlpoTokon - NOKyMEHT, y sIkOMY (ikcyeTbcsi mepeOir BeIeHHs 3aci/laHb,
yXBaJICHHSI PIIICHb TOPAIYMMHU Ta KOJET1albHUMHU OpTaHaMH, KOMICisIMH TOIIIO.

[IpoTokonu 3acimaHb TEAArOTIYHMX pajl, IHIIUX JOpPaauuX Ta
KOJIET1albHUX OpraHiB CKJIAJal0ThCs B CTHCHIM ¢opMmi. Y MNpOTOKOII,
CKJIAJICHOMY B CTUCHIA ¢dopmi, (PIKCYIOThCA JHINE NPUHHATI pimeHHs 0e3
neTaiizailii nepediry o0roBopeHHs MUTaHHS.

VY pasi motpedu 3a pillleHHSIM 3arajJbHuX 300piB (KOH(EpeHIIil) KOJIEKTUBY
IIPOTOKOJIN 3araJibHUX 300piB (KOH(MEpEeHIIil) KOJIEKTUBY MOXYTh CKIadaTUCS Y
MOBHIH (opmi.

Hywmepartis mpoTokoiB 3acifaHb MeaaroriyHoi pajad BEIEThCS B MEKax
HAGYAIbHO20 POKY, TIPOTOKOJIIB BHOOPHUX OPTaHiB - Y MEKaX iX TOBHOBAKCHbD.

Hywmepaiiiss mpoTOKOMIB BENEThCA OKPEMO 32 KOXHOIO TPYIOIO
IIPOTOKOJIIB 3aCiIaHb BiJIMOBITHOTO KOJET1aIbHOTO OpraHy.

3. JlaToro mpoTOKOy € JaTa MPOBEACHHS 3aCiTaHHs.

3aroioBOK 10 TEKCTy MPOTOKOIY Ma€ BifoOpa)kaTh BUJ 3acCiTaHHS
(mapana, 300pu, KoH(EpeHIis Tomo) abo KoderiaabHOl MIsITBHOCTI (KOMIiCis,
pana, 36opu, poboya rpyma ToIo) i BKJIIOUYaTH Ha3BY BUY TOKYMEHTA.

TexcT NpoTOKOTY CKIaJA€ETHCS 31 BCTYIHOT Ta OCHOBHOT YAaCTHH.

VY BCTymHIN 94acTHHI MPOTOKOJIY 3a3HAYAIOTHCS TMPI3BUINA Ta IHIMIAIA TOJIOBU
a0 TOJOBYIOUOTO Ha 3acimaHHi, 300pax TOIIO, CeKpeTaps, 3ampolIeHuX, a
TaKOX MPUCYTHIX 0OCi0.

VY pasi noTpedu 3a piIEHHSIM BIAMOBIIHOIO OPraHy y CIHUCKY HNPUCYTHIX
3a3HAYaAIOTHCS TOCAAM 3aMPOIICHUX Oci0 Ta HallMEHyBaHHS YCTaHOB. SIKIo
KUIbKICTh MPUCYTHIX nepeBunlye 15 ocid, 3a3HavaeTbesl iX 3arajbHa KUIBKICTD 3
MOCUJIAaHHSM Ha CIIMCOK, IO TOAA€THCSA A0 IPOTOKOTY.

4. BcTymHa YacTMHAa MICTUTh TOPSIOK JCHHUN: TMEpeNiK pPO3MNISHYTHX Ha
3aciaHHl nuTasb. [lopsIOK NEeHHU TOAAETHCS HAPUKIHII BCTYITHOI YaCTUHHU.



CnoBa "llopsimok neHHUI" APYKYIOTHCS BIJ MEX1 JIIBOTO TMOJIsA, MICHsS HHUX
CTaBUThCA ABOKpanka. KoxHe NMUTaHHS HyMepyeTbCs apaOChKUMHU LHUPpaMH i
IPYKYEThCs 3 ab3amy. @opMyBaHHS MUTaHb Y TMOPSAKY JCHHOMY ITOYHHAETHCS 3
npuiiMeHHuka "[Ipo".

5. OcHOBHa 4YacTHMHa TMPOTOKOJNY CKIAJAEThCA 3 PO3ALIIB, SKI MalTh
BIJIMOBIATU MyHKTaM MOPSAKY AEHHOro. Po3ainm HymepyroTbes apaOCbKuMuU
nudpamu 1 OyIyIOThCS 32 TAKOIO CXEMOIO:

o Jus ctucioi popmu npotokodis: "CIIYXAJIN - YXBAJIMIIN";

o 1 noBHOI popmu npoTokodis: "CIIYXAJIN - BUCTYIINJIN -

YXBAJIWJIN".

[Ticna cnoa "CJIYXAJIN" 3 HOBOro psijka 3a3HayaloThCs MPI3BUILE Ta
iHimianu (1H1Iiaa iMeH1) KOJKHOTO JI0NoBi1aya.

Y mnoBuil dopmi mpotokony micis cioa "BUCTYIIMIIN" ¢ikcyroTbes
BUCTYIH THX OC10, sIK1 B35UIM Y4acTh B OOrOBOPEHHI TOMOBIA1 (MUTaHHS MOPSAIKY
JIeHHOr0). BucTynu oQOpMITIOIOTBECS B TPOTOKONI 13 3a3HAYEHHSM TIOCa,
Opi3BUL Ta I1HImiamiB (iHIIIanTy), IMEH JOMOBilayiB y Ha3WBHOMY BIJIMIHKY,
BUKJIQJICHHSIM 3MICTY BUCTYITy a00 MUTaHHS, BIAMOBIA1 HA HHOTO.

6. TexcTr BUCTYIIB Y IPOTOKOJII BUKJIAAAIOTHCS BiJl TPETHOI 0COOU OHHUHH.
Texcr abo Te3u momnoBiai, odopmieHI SK OKpeMi JIOKYMEHTH, 10 TEKCTY
OPOTOKOJYy He BKJItO4aroTbes. [licnst BimomocTed mpo omoBiiaya CTaBUTHCA
TUpE 1 3a3HavaeThes "TEKCT AOMOBII 10JAETHCS 10 TPOTOKOIY".

ITicna cmoBa "YXBAJIMJIN" dikcyeTbes NpUMHATE PIMICHHS 3
00rOBOPIOBAHOTO MUTAHHA MOPSIKY JEHHOTO, SIKe Ma€ BKIIIOYATH CKIIAOBI, 110
BIJIMOB1/IaIOTh HA TaKi MMUTAHHS: KOMY, 110 3pOOHTH 1 B IKU CTPOK.

VY pa3i KO TpUAMAEThCS PIMICHHA MPO CXBAJICHHSA, IOTOKEHHS,
3aTBEP/KCHHS JIOKYMEHTA, SIKWM 0OTrOBOPIOBABCS HAa 3acilaHHI, W JOKYMEHT
JIOJTAETHCS IO TMPOTOKOJY. 32 HASBHOCTI 1HIIUX JOKYMEHTIB, IO PO3TJISAIATUCS
Ha 3acimaHHi Ta @akT OOroBOpeHHA sKUX Oyno 3adikcoBaHO B TEKCTI
MIPOTOKOTY, BOHH HYMEPYIOThCS apaOChKuMH IudpamMu (HapUKIam, 0JaToK 1,
no1aTtoK 2). Y BIAMOBIIHUX MYHKTaX MPOTOKOIY MPOCTABISIOTHCS MOCHIAHHS
Ha 111 TOJJaTKH.

[IpoTokon miamWcye TOJOBYIOUMM Ha  3acijaHHI  KOJETiaabHOTO
(mopamgdoro) oprany Ta cekperap (3a HasBHocTi). [IpoTokon 3acigaHb KoMicii
MAMUCYIOTh yC1 YICHH KOMICIi.

7. Jluctm cxmamaroThCs 3 METOK OOMIHY iH(OpMAIi€l0 MiX 3aKIaJoM Ta
opraHamMu JICpXKaBHOI BJIaaHW, OpraHaMH MICIIEBOTO CaMOBPSAYBaHHS, IX
MOCaIOBUMHU 1 CIy’)KOOBUMH 0COOaMH, 3aKjIajaMH, YCTAaHOBaAaMH, OpraHi3aIlisiMu
Ta IHIIUMHU QI3BUYHUMU 1 OPUAUYHUMEU 0COOaMU.

briaHku nucTa MarOTh Taki peKBI3UTH:

o HallMEHyBaHHS 3aCHOBHMKAa (3aCHOBHHUKIB) 3akjajy (Hampukiaji,

CyMcbKa MichKa paja);

o TIIOBHE HallMEHYBaHHS 3aKJaJy BIAMOBIIHO 0 YCTAHOBYUX JIOKYMEHTIB;



e JIOBIAIKOBI JIaHi Mpo 3akjaj (MOIITOBa ajipeca, HoMepu TenedoHis, Ghakcis,

pPaxyHKIB y 0aHKY, aApecy €JIeKTPOHHOI MOLITH TOLIO).

PekBi3uTamu JsMcta €: Jarta, peeCcTpaliiHUN IHAEKC, IOCWJIAHHS Ha
peecTpaliiHuil 1HIEKC 1 JaTy JOKYMEHTa, Ha SIKUU HaJaeThcs BIAMOBIAL (3a
noTpedu), aapecar, 3aroJioBOK J0 TEKCTY, TEKCT, BIAMITKAa NpPO HAasBHICTH
J0aTKIB (3a MOTpeOu), MIMUC, BIAMITKA MPO BUKOHABIIS.

JlaToro nucTa € gara WOro IMANUCAHHS, sSKa Mae 30iraTucs 13 JaTolo
peecTpallii BUXiIHO1 KOPECTIOH ICHII{1.

TexcT mucTa BHKJIAMAETHCS BiJl MEPIIOl 0COOM MHOKHHH 3 BUKOPHCTAHHIM
CHiB: "IPOCUMO MOBIAOMUTH...", "po3'siCHIOEMO, 1110...".
3a3BUYail y JUCTI MOPYIIYETHCS OJHE TUTAHHS.

8. AKT - JOKYMEHT, CKJIaJICHHI Tpymoro oci® JJis 3acBiTUEHHS BCTaHOBJICHUX
dakTiB abo nojiid. AKTH 0QOPMITIOIOTECS 3a pe3ysibTaTaMu peBi3iid (piHAHCOBO-
rOCIIOAAPChKOI MISITBHOCTI, i Yac MpUMaHHS-TICPEIaBaHHs CIPaB, CIIMCAHHS
MaliHa TOIIIO.

JlaToro akTa € gara Moro CKJIaJeHHS.

TekcT akTa CKJIaJa€ThCs 31 BCTYITHOI Ta KOHCTATYHOYO0i YaCTHH.

VY BCTynHIH YacTWHI 3a3HA4YalOThCS MiACTaBU JUISl CKJIAJaHHS aKTa Ta
HA3WBAIOTHCS OCOOM, SIKI CKJIAJIM aKT a00 Oy MPUCYTHI IIPH IIbOMY.

VY KOHCTaTyro4ill 4YacTHHI BHKJIAIAIOThCS CYTh, 3aBJIaHHA, XapakTep
BUKOHAHOT pPOOOTH, BCTaHOBJICHI (aKTH, TMPOMO3UII Ta BHUCHOBKH.
KoncTaryroda gactrHa MOke 0(OPMITFOBATHUCS y BUTJISII TAOJIHIII.

VY KiHII TEKCTY aKTa 3aMUCyIOThCS JaHl MPO KUTbKICTh MPUMIPHUKIB aKTa
Ta 1X MICIIE3HAXOKECHHS.

AKT TIANUCYIOTH YC1 0c00H, SIKi Opaiy ydacTh y HOTO CKJIaJaHHI.

Oco0a, sika Mae 3ayBaX€HHS 70 3MICTY aKTa, MAMKCYE HOro 1 BUKIIAIA€E

CBOIO JYMKY Ha OKPEMOMY apKYIIIi, KU TOJAA€ThCA 10 aKTa.

V. PeecTpanisi JOKyMeHTIB
1. JlokyMeHTH B 3aKiajii PEECTPYIOTHCA IEHTPAII30BaHO HE3AJIEKHO Bil
croco0y 1X CTBOpPEHHSA, OJEPKaHHS 4YHM BIATBOPEHHS. Y 3aKjiaal MOXe
3aCTOCOBYBATHCS ~aBTOMaTHU30BaHa (opma peectparii JOKyMEHTIB 3
BUKOPHUCTAHHSM CIICIIaIbHUX KOMIT'FOTEPHUX MPOTPAM.
2. Peectparrisi JOKyMEHTIB 3AIMCHIOEThCSA BiAMoOBiAHO n0 [IpaBun opranizarii
JJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.
3. Peectpallis JOKYMEHTIB TPOBOJMTBECS 3 METOIO 3a0€3MeUeHHs iX OOIiKy,
KOHTPOJIIO 32 BHKOHAHHSM 1 OINEPAaTUBHUM BHUKOPUCTAaHHSM 1HQopMaIllli Ta
MOJISITa€ y BEACHHI 3aMuCy OOJIIKOBUX JAHUX MPO JOKYMEHT, SIKUM (DIKCYETHCS
(dakT CTBOpEHHS, BIANpaBICHHS a00 OTPUMAHHS JOKYMEHTa MIISIXOM
MIPOCTABJICHHA Ha HbOMY PEECTPALIHOTO 1HJIEKCY 13 3alKiCOM Yy BIAMOBITHUX
KypHasax (0a3zax aBTOMATU30BAaHUX CHUCTEM) peecTpallli HeoOXITHUX
B1IOMOCTEH MPO TOKYMEHT.



4. Peectparii nijyisraloTh BX1HI, BUXIIHI Ta BHYTPIIIHI JOKYMEHTH (IOBIAKU,
JOTIOBIHI 3alUCKH, 3asBH, MPOTOKOJU 3acCijaHb MEJaroriyHuX pajl, KOMicii
TOIIIO).

5. JIoOKyMEHTU PEECTPYIOThCS JIMIIE OAWH pa3: BXiAHI - y JI€Hb HAJAXOIKCHHS
ab0 He Mi3Hille HACTymHOro po0oYoro naHs, AKIIO JAOKYMEHT HaJIdIIOB Y
HepoOouunit yac, CTBOPIOBAHI - y JIEHb MAMUCAaHHS a00 3aTBEPIKCHHS.

6. JIOKyMeHTH, SIKI HaaXOJATh A0 3aKjaay, PeeCTPYIOThCS B >KypHasll BXITHOI
KOPECHOHIEHII1, Ti, IO BIANPABISAIOTHCS, - y KypHalIl BUXIIHUX JTOKYMEHTIB,
BHYTpIIIHI - Yy YypHajl BHYTPILIHIX JOKYMEHTIB, Haka3zu - y >XKypHajax
peecTparlli Haka3iB.

[lepenik JOKyMEHTIB, IO HE MIAJATAlOTh pPeecTpalii CreuiagbHO
MPU3HAYCHOIO IS [ILOTO 0CO00I0, HABEACHO Y M0AaTKy 3 1o 1iei [HeTpyKiii.
dopMmy peecTpaliiHOTO XypHajdy Haka3iB KEpiBHUKA 3aKJiaqy HaBEICHO Y
nonatky 4 no 1iei [HeTpyKiii.

[IpumipHi ¢dopMu peecTpalliiHUX O KYpHATIB BXIJHUX, BHUXIJIHHX,
BHYTPIIIHIX JOKYMEHTIB HaBeleHO y jaojaTkax 5 - 7 mo IlpaBun opranizanmii
JUIOBOJICTBA Ta apX1BHOTO 30€piraHHs JOKYMEHTIB.

7. JJoKyMeHTH peecTpyrOThCS 3a TpylnaMu 3aJIe’KHO BiJ] HA3BU BUJY, aBTOpa Ta
3MicTy. OKpeMo peecTpyrOThCS:

e BXIJHI JOKYMEHTH;

e HAKa3" 3 OCHOBHOI AISILHOCTI;

e HaKasW 3 pyXy yuHIB;

e HaKa3W 3 aJIMIHICTPATUBHO-TOCIIOIAPCHKUX IMUTAHD;

e HaKa3W 3 KaJpPOBUX IMUTaHb TPUBAJIOTO 30€piraHHs;

e HaKa3W 3 KaJpPOBUX MUTaHb TUMYACOBOT'O CTPOKY 30€piraHHs;

e BHYTPINIHI JOKYMEHTH (TIPOTOKOJH, JOBIAKU, JOTOBIAHI, TMOSCHIOBAILHI

3aIMCKH, 3asBH IPAI[IBHUKIB TOIIIO);

o OyXranarepchki JOKYMEHTH;

e 3BEpHEHHS TPOMAASH, Yy TOMY 4YHCI OaThbkiB ab0 3aKOHHUX

NIPE/ICTABHUKIB YYHIB;

e 3amUTH Ha MyOIiuHy 1H(MOpPMAILITO.
8. JlokymeHTH, 110 TIEPEeNarOThCs EIEKTPOHHOIO TOMITOI0 y CKaHOBaHid Gopmi
0e3 eNeKTPOHHOTO MHU(PPOBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO BiA I1HIIHMX
JIOKYMEHTIB 13 3a3HAYCHHSM €JICKTPOHHOI aJ[peCH BiIPaBHUKA Ta ajipecaTa.
9. Ilin wac peecTpallii IOKyMEHTa HAJAEThCS YMOBHE TIO3HAYCHHS -
peecTpaniiiamii iHAekc. CKIIaqoBl YACTUHU PEECTPAIIITHOTO 1HIEKCY TOKYMEHTa
(KpiM 3BEpHEHb TPOMAJSH) BIJOKPEMIIIOIOTHCS OJHA BiJl OJIHOI MPABOOIYHOIO
MOXUJIOK PHUCKOIO.
10. Jlns BXiAHMX JOKYMEHTIB pEeCTpaliMHUIl 1HAEKC CKIIAIaeThCcsl 3
MOPSIKOBOTO HOMEpa Ta IHIeKcy cmpaBu, Hampukiax 01-25/2, nme 2 -
MOPSIIKOBHIT HOMEp MOKyMEeHTa y Mexax poky, 01-25 - imgexc cmpaBu 3a
HOMEHKJIATYpOIO CIIPAB.



11. V BuXiZHOrO Ta BHYTPIIHBOTO (32 BUHATKOM HakasiB, MPOTOKOJIB)
JOKYMEHTAa pPEeCTpalliHUN 1HIEKC CKIAJA€ThCs 13 1HAEKCY CHOpaBU 3a
HOMEHKJIATYpOIO CIIPaB Ta MOPSAIKOBOro HoMepa, Hanpukian 01-26/17, ne 01-26
- IHJIEKC CIIpaBH 32 HOMEHKJIATYPOIO CIpaB, 17 - MOPSAKOBUI HOMEDP TOKYMEHTa
y MeXax pOKY.

V. Cki1aiaHHs HOMEHKJIATYPH CIPpaB
1. Homenknatypa cmnpaB - OOOB'SI3KOBHH IS 3aKijajly CHUCTEMaTU30BAHUM
Nepeliik Ha3B (3arojoBKIB) CHpaB, IO (POPMYIOTHCS 13 3a3HAYEHHSM CTPOKIB
30epiraHHs crpas.
2. HomeHknaTypa CHOpaB CTBOPIOETBCS 3 METOI0 BCTAHOBJICHHS B 3aKjaji
€IMHOTO TOPSIIKY (hOpMyBaHHS CIpaB, 3a0€3MEUYCHHS iX 00Ky, OIepaTHBHOTO
MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BU3HAYEHHSI CTPOKIB 30epiraHHs
CIpaB 1 € OCHOBOIO ISl CKJIQJaHHS OIMCIB CIpaB IMOCTIHHOTO Ta TPUBAJIOTO
(monapn 10 pokiB) 30epiraHHs, a TaKoX JJsi 00JIIKY cripaB TuM4acoBoro (1o 10
POKIB BKJIFOYHO) 30€piraHHs.
3. CxuananHsa Ta opOpMIIEHHSI HOMEHKJIATYPH CIIPaB 3[1ACHIOETHCS BIATIOBIIHO
1o BuMmor rnaeu 1 posainy IV IlpaBun opranizaiii aiJIoBoACTBa Ta apXiBHOTO
30epiraHHs.
4. HomenkmnaTypa copaB 3akjiaay po3poOJsSe€ThCS BIANOBIIAIBLHOI 0CO00I0
(BIAMOBIIAILHUMHU 0OCO0aMM) 3a OpraHizaililo JIIIOBOACTBA Yy 3aKjaal 13
3aiTydeHHsM (axiBIliB CTPYKTYPHUX MIAPO3AUTIB 3aKIady (3a iX HasIBHOCTI).
5. HomenknaTypa copaB yXBaTIOEThCA €KCIepTHOW KoMmiciero (mam - EK)
3aKJIay, SKa CTBOPIOETHCS BIIMOBITHO /10 3aKOHO/aBCTBA.
6. Homenkimarypa cmpaB 3akiaay NiUIsTae IOTOKCHHIO 3  BIAMOBIIHUM
OpraHoOM YIIPaBIIIHHS OCBITOIO OJIMH pa3 Ha M'ITh POKiB a00 HEBIIKIIAJIHO B pasi
ICTOTHUX 3MiH y (popMi BIIACHOCTI, CTPYKTYpI, QYHKITISAX Ta XapakTepi poOOTH.
7. [loromxeHny HOMEHKJIATYPY CIpPaB 3aTBEPKYE KEPIBHUK 3aKIIATy.
8. HampukiHIli poKy HOMEHKJIATypa CIpaB 3aKPUBAETHCS MIJICYMKOBHM 3aITCOM
PO KaTeropii Ta KUIbKICTh CIIPaB, 3aBEJICHUX Y BIJIMOBITHOMY POIIi.
9. Homenknarypa cmpaB mopoky (He mi3Himie 20 TrpyaHsi) YTOYHIOETHCS,
3aTBEPKYEThCA KEPIBHUKOM 3aKiagy Ta BBOAUTHCS B nir0 3 01 ciung
HACTYITHOTO POKY.

VI. ®opmyBaHHSI clipaB, 30epiraHHs JOKYMEHTIB
1. ®opmyBaHHS copaB - TpYINyBaHHS BHUKOHAHUX JOKYMEHTIB Yy CIpaBU
BiJIMIOBITHO /10O HOMEHKJIATYPH CITPaB.
2. ®opmyBaHHA CIIpaB 3aKkjiaAy 3[1MCHIOETbCS 3 JOTpUMaHHAM BuUMoOr IlpaBui
oprasizanii JUI0BOACTBA Ta apXIBHOT'O 30€piraHHs JOKYMEHTIB.
3. Haka3u 3 OCHOBHOI MiSUIBHOCTI 3akjagy, aAMIHICTPATUBHO-TOCIOJAPCHKUX,
KaJIpOBUX MUTAHb Ta PyXy YUHIB IPYIYIOTHCS B Pi3HI CIIPABH Y XPOHOJOTTYHOMY
MOPSIAKY BIJIMOBIIHO JI0 X BUIB Ta CTPOKIB 30€piraHHs.
4. JlokyMeHTH, 3aTBEp/>)K€HI HaKa3oM KEpIBHUKA 3aKjanay, € JoAaTKaMH IO
HBOT'O 1 TPYIYIOTHCS Pa30M 13 UM PO3NOPSAUUM TOKYMEHTOM.



5. JluctyBaHHS TPYNYEThCA 3a 3MICTOM 1 KOPECIOHJEHTCHKOIO O3HAKOIO Ta
CUCTEMATU3YETbC B  XPOHOJOTIYHOMY  MOPANIKY:  JIOKYMEHT-BIANOBIIb
PO3MIIITY€ETHCS 3a JOKYMEHTOM-3aITUTOM.
6. AndaBiTHa KHUTA y4HIB, OOJIKY MPOMYUIEHUX 1 3aMIHEHUX YPOKIB, KHUTU
o0JiKy Ta BHJA4i CBIIOUTB 1 JOAATKIB JO CBIOOLTB MpO 0a30BY 3arajibHy
CEpelIHIO OCBITYy, aTecTaTriB Ta JOJATKIB JO aTecTaTiB NpO IOBHY 3arajbHy
CEepeHIO OCBITY, 30J0THX Meaaied "3a BHCOKI JOCSATHEHHsS Yy HaBuaHHi" Ta
cpiOHUX Menanel "3a NOCATHEHHS Yy HaBYaHHI" MPOIIHYPOBYIOTHCS, @ CTOPIHKU
HyMepyloTbcs. Ha ocTaHHI CTOpIHII >KypHaJIy/KHUTH POOUTHCS 3amuc Ipo
KUTBKICTh CTOPIHOK Y YypHaJl/KHM31, IO MIANHUCYE KepIBHUK 3akiamy. [ligmuc
KEepIBHUKA CKPITLTIOETHCS MEUATKOK 3aKIaly.
7. Y pa3i nmorpeOu 3a pIMIEHHSM TMEAaroriuHoi pagud y 3aKiajil MOXYTb
CTBOPIOBATUCS Ta BECTHUCS IHIII KypHamu (KypHaJT NMPAKTUYHOTO TICHUXOJIOTa,
COITIAJILHOTO TeJIarora ToIIO).
VIIL.LEkcnepTH3a niHHOCTI TOKYMEHTIB.

IHopsinok miArOTOBKHU CIIpaB A0 NepelaHHs ISl ApXiBHOr0 30epiraHHs
1. Ekcmeprusa IIIHHOCTI JOKYMEHTIB Ta TOPSJOK IMIATOTOBKH CIPaB [0
nepefaHHs IS apXiBHOrO 30epiraHHs 3IHCHIOOThCA Ha miactaBi [lpaBui
oprasizartii JiJI0BOACTBA Ta apXiBHOI'O 30€piraHHs JOKYMEHTIB.
CrnemianbHi BUMOTH JO0 €KCHEPTH3W IIIHHOCTI JOKYMEHTIB Ta TMOPSIKY
IOIATOTOBKUA CIOpaB [0 TMEpelJaHHs i1 apXiBHOro 30epiraHHs 3akiaay
nepeadadeHi miero [HCTpyKITiero
2. Jlns opraHizamii Ta TPOBEJCHHS EKCIEPTHU3M IIIHHOCTI JOKYMEHTIB, IIO
YTBOPWJINCS Y JIUIOBOJCTBI 3aKiaay, Ta IOJaHHS pe3yJbTaTiB EKCIEPTH3H
miHHOCTI nokyMmeHTiB Ha po3rsia EINK nmepxaBnoro apxiBy (EK apxiBHOTO
BIJITILTY palfOHHOI JIepKaBHOT ajMiHicTpallii abo MichKoi paau) yrBoproeTbess EK
3aknanay. CtBopenns EK Ta opranizaitis ii poO0OTH 3IHCHIOIOTHCS BIATIOBITHO 10
noctanoBu KabGinety MinictpiB Ykpainu Big 08 cepmas 2007 poky Ne 1004
"IIpo mpoBeneHHsT eKCIEPTU3M IIHHOCTI JOKYMEHTIB" Ta Haka3dy MiHicTepcTBa
foctunii Ykpainu Big 19 uepBus 2013 poxy Ne 1227/5 "llpo 3aTtBepmKeHHS
TumoBoro mMmoyIoKEHHS MPO E€KCHEPTHY KOMICIIO JEP>KaBHOTO OpraHy, OpraHy
MICIIEBOTO CaMOBPSAYBaHHS, JEpPKaBHOTO 1 KOMYHAJIBHOTO MIAMPUEMCTBA,
YCTaHOBM Ta oprasizaiii", 3apeectpoBaHoro B MiHicTepcTBi tocThilii YKpaidu
25 gepsHs 2013 poky 3a Ne 1062/23594.
Cxman EK Ta momoxeHHS Tpo Hei 3aTBEp/KYIOTHCS HaKa3oM KEpIBHHKA
3aknany. ['onoBoro EK mpu3HauaeTscs OuH 13 3aCTYIMHUKIB KEPIBHUKA 3aKIIafy,
cekpeTapeM - oco0a, BIANOBIAaIbHA 32 JOKYMEHTH, 110 MJIAraloTh 30epiranHIio
Ta MepelaHHIO B apXiB.
3. CnpaBu noctiitHOro Ta TpuBajioro (monaj 10 pokiB) 30epirans nepegarThCs
Ha 30epiranHs 0co0i, BIAMOBITANBHIM 3a apXiB, 3a OMHUCAMU, IO CKJIATAIOTHCS
oco0amH, BIAMOBIIATLHUMHU 32 (DOPMYBaHHS CIIPaB 3 BIAMOBIIHOTO HANIPSIMY.



[TpuitHATTS KOXKHOI CIIpaBU 3IMCHIOETHCS Y HPUCYTHOCTI MpaliBHUKA, SIKAN
nepeaae JOKyMEHTH.
4.V KiHI[l KOXKHOTO IPUMIpPHHKA ONKUCY 0co0a, BIANOBIJANbHA 32 apXiB 3aKJIay,
MPOCTABIISA€ MIANUC MO0 MPUUHATTA cHpaB 3 OOOB'I3KOBUM 3a3HAYEHHSIM
KUTbKOCTI (1iupami 1 clioBamMu) epeiaHuX CIpaB 1 3a3HavYaE JaTy.
5. Ilicns npuiHATTA chpaB nocTiiiHoro Tta TpuBanoro (monax 10 pokis)
30epiranss, 3 KaJpoBHX MHUTaHb 0c00a, BIIMOBIJAjIbHA 3a apxXiB 3aKiagy, Ha
MiZCTaBl OMHUCIB CIIpaB, 3a SIKAMU 3A1MCHEHO MNPUUHATTA JOKYMEHTIB, 3a
BCTAHOBJIEHOIO ()OPMOIO TOTYE PiUHI PO3LIN 3BEICHUX OIHUCIB CIPAB:

e TOCTIHHOTO 30€epiraHHs;

o TpuBaioro (nmonaza 10 pokiB) 30epiraHHs;

e 3 KaJIpOBHUX MUTaHb.
Oco0oro0, BIAMOBIJATBHOIO 32 apXiB, CKJIAJAE€TbCA aKT MPO BWIYYEHHS s
3HMILEHHS IOKYMEHTIB, HE BHECEHUX J0 apXiBY 3aKiaiy.
6. 3BeleHMI OMUC CHpaB MOCTIHHOrO 30epiraHHd CKIAJAEThCS Y TPHOX
npumipnukax. Ilicna cxBamenns EK Ta 3aTBeplKeHHS KEpIBHUKOM 3akjaay
OJIMH MOro MPpUMIPHUK MNPUMIPHUK 30€epiraerbcs sIK HEIOTOPKaHUN 0C000I0,
BIMOBIJAIILHOIO 3a apXiB 3aKiajy, APYruid 1 TPETid - BUKOPUCTOBYIOTHCSA Yy
3aK1a/ii Juisi HOTOYHOTO MOIITYKY CIIPaB.
7. 3Beaenuit onuc TpuBaioro (moHan 10 pokiB) 30epiraHHs CKIAJAETHCS Y
TPhOX TpuUMipHUKax. Jl0o HBOrO BKIIOUAIOTHCS TaKOX CIpaBU, SKI 3a
HOMEHKJIATYpOIO CIIpaB MaroTh CTPOK 30epiraHHsa "o JKBimamii 3akianay".
ITicns cxBanennss EK 3akmagy mnpuMipHUKM ONKCY HANpaBiSIOTBCS Ha
cxpaieHHs EK oprany ynpaBminHga ocBitoro. Ilicis moBepHEeHHS BCiX
IPUMIPHUKIB ONMKUCY MOTO 3aTBEP/KY€E KepiBHUK 3akiany. [lepmuii mpuMipHUK
omucy 30epira€TbCs B 3aKiajl SK HEJIOTOPKAHWM, APYruil - € pobdounmm i
BUKOPHUCTOBYETHCS JUIsl TIOTOYHOTO TOIIYKY CIIpaB, TPETIH MOXKE HaJACHIATUCS
JUTSI KOHTPOJTIO BIJTIOBITHOMY OpraHy YIIpaBJIiHHS OCBITOIO.
8. Onuc crpaB 3 KaJpoOBUX MUTaHb CKIAJAETHCS Y ABOX IPUMIPHUKAX.
9. 3aronoBku cmpaB oOmMcy 3 KaJpOBHX NHUTaHb CHCTEMAaTHU3YIOThCS 3a
HOMIHAJIbHOIO 03HAKOIO (TPYIYBaHHS B OJHY CIIpaBy JOKYMEHTIB OJHOTO BHY)
y TaKii OCIiJOBHOCTI:

o HaKa3W KepiBHMKa 3aKjaay 3 KaJpOBUX MHUTAHb;

o HAaKa3W KepiBHMKA 3aKJaay 3 PyXy yuHiB;

e OOJIIKOBI IOKYMEHTH;

e CIUCKU yuHIB (ayipaBiTHA KHHUTA yYHIB);

e KYypHaJM peecTpallii HaKa3iB 3 KaJAPOBUX MMUTAHb;

e 0COOOBI CIIpaBH MpaIliBHUKIB;

e KOHTPAaKTH, TPYAOBI JOTOBOPH;

o Oyxranrepchbki JOKyMEHTHU (0COOOBI paxyHKH 13 3apoOITHOT IJIaTu, B pasi

iX BIJICYTHOCTI - PO3pPaxyHKOBI BIIOMOCTI 13 3apIlIaTh);
e JIOKyMEHTH Ipo Tapudikaiito (Tapudikairiiini BIIOMOCT (CIIHCKH));



e JIOKYMEHTH IIPO MPOBEJICHHS AEP:KaBHO1 aTecTallii;

e KHUTU OOJIIKY 1 BUJA4l CBIJOITB Ta JOJATKIB JI0 CBIIOUTB Npo 0a30By
3arajibHy CepeIHIO OCBITY; aTe€CTaTiB Ta JOJATKIB JI0 aTECTaTIB MPO MOBHY
3arajibHy CEpeHI0 OCBITY, 30JI0TUX Medaneil "3a BHUCOKI JOCSITHEHHS Y
HaBuaHH1" Ta cpiOHUX Menanel "3a NOCATHEHHS y HaBYaHH1'";

e JIOKYMEHTH TpPO HEMmACHI BHUMAaAKH (AKTH, MPOTOKOJH, BHCHOBKH,
Ky pHATH);

e KypHalu peecTpanli ocid, MOTepnuIuX BiJ HEIIACHUX BUIA/IKIB;

o KypHaJIU OOJIKY pyXy TPYJOBHX KHIDKOK Ta BKJIAJIOK J0 HUX;

o KypHaJ peecTpallli HaKa3iB 3 pyXy y4HIB,;

o He3aTpeOyBaH1 OCOOMCTI JOKYMEHTH MPALIBHUKIB (TPYIOBI KHIKKH).

10. Oco6oB1 crpaBu BHOCSITBCS /10 OIMHUCY 32 POKOM 3BUIBHEHHS NpalliBHUKA 1
CUCTEMaTU3YIOThCS 3a NPI3BUILAMU 3BUIBHEHUX MPAIIBHUKIB B ali(haBITHOMY
HOPSIKY.

11. 3Beneni onucu crpas NoCTiMHOrO, TpuBasoro (moxaa 10 pokis) 30epiranHs,
3 KQJpOBHX NHTaHb Ta aKT MNP0 BWIYYCHHsS JJs 3HUIICHHS JOKYMEHTIB
posrisnatotbes EK 3aknany ogHouacHo.

12. Tloromxeni (cxBajeHl) aKTU MPO BUIIYYEHHS ISl 3HUILECHHS JOKYMEHTIB
3aTBEPAKYIOTHCSI KEPIBHUKOM 3aKJaay.

13. Ilicns 3aTBep/KEHHsI aKkTa MpPO BUWIYYEHHS Ul 3HULICHHS JOKYMEHTIB
3aKJ1aJ] Ma€ MpaBo 3HUIUTH JOKYMEHTH.

14. KepiBHuUK 3akiiany 3000B's13aHUI 3a0e3MeUnTH 30€pEKECHHS IOKYMEHTIB, a Yy
paszi BKJIIOYEHHS 3aKJaay JO CIHCKYy MOPHIMYHHX Oci0 -  3a0e3meuyuTu
nepeaaHHs JOKYMEHTIB JJIsl TIOCTIHHOTO 30epiraHHs 10 BIAMOBIIHOI Jep)KaBHOT
apXiBHOT yCTAaHOBHW YW apXiBHOTO BIIUTY MICHKOT paIH.



Jonatok 1

1o [HCTpyKIii 3 1UT0BOACTBA
y KVY Cymcobka CII Ne25
(myHKT 3 pozauny 1)

BUMOI'N
10 0(pOpMJICHHS JOKYMEHTIB, 1110 BUTOTOBJISAIOTHCS 32 10IIOMOI 010
KOMII'IOTEPHOI TEXHIKH

1. [lng ApyKyBaHHSI TEKCTIB CIIy’KOOBHUX JTOKYMEHTIB BUKOPHUCTOBYETHCSI TapHITypa
Times New Roman, mipudt - posmipom 12 - 14 apykapcbKux MyHKTIB. J[03BOISETHCS
BUKOPHCTOBYBAaTH MIPUPT po3MipoM 8 - 12 IpyKapChbKuUX MyHKTIB JJIS1 JAPYKYBaHHS
pekBizuty  "lIpi3Buie BHUKOHaBIsl 1 HOMep iHoro TenedoHy", BHUHOCOK,
MOSICHIOBAJIbHUX HAIUCIB 7O OKPEMHX €JEMEHTIB TEKCTy JOKyMeHTa abo #oro
PEKBI3UTIB TOLIO.
[Tig yac mpykyBaHHS 3ar0JIOBKIB JTO3BOJISIETHCS BUKOPUCTOBYBATH HAITIBXKUPHUH
mpudt (psimuit a6o KypcuB).
2. Tekct nokymMmeHTiB Ha namnepi popmaty A4 (210 x 297 MiniMeTpiB) peKOMEHI0BAHO
npykyBatu uepe3 1 - 1,5 mikpsakoBoro iHtepBaiy, a Qopmary A5 (210 x 148
MUTIMETPIB) - yepe3 1 MIXKpSIKOBUIA 1HTEpBaJ.
JIOKyMEHTH TTOBUHHI MaTH Taki MoJis (MUTIMETPIB):

e 30 - miBe;

e 10 - npage;

e 20 - BepXHE Ta HUKHE.
PexBi3uTu nokyMeHTa (KpiM TEKCTY), 5K CKIAAAr0ThCsl 3 KUTBKOX PSJIKIB, IPYKYIOThCS
gepe3 1 mikpsakoBui iHTepBai. CkiamoBi yacTWHM pekBi3uTIB "Anpecat", "I'pud
3arBepkeHHs", "['pud moromkeHHs" BIOKPEMITIOIOTHCS OJMH BiJ OJHOTO uepe3 1,5
MDKPSIKOBOTO 1HTEPBAIY.
PexBi3uTH JOKyMEHTa BIJIOKPEMIIOIOTBCSA OJIWH Big omHoro uepes 1,5 - 3
MDKPSIKOBHX 1HTEPBAJIH.
3. Ha3Ba Buay JOoKyMeHTa APYKY€EThCS BEIMKUMHU JIiITEpaMHU.
4. PosmudpyBanns mianucy B pekBizuti "[lianuc" apykKyeThcsi Ha piBHI OCTaHHBOTO
psiZiKa Ha3BU MOCA/IH.
5. He pobutbhcs BimcTyn BiJI MeXI JIBOTO MO A pekBisuTiB "Jlata mokymeHra",
"3arosnoBok A0 TekcTy mokymenta", "Tekct" (0e3 a63ariB), "BigmiTka mpo HasBHICTh
nonatkiB", "IIpi3Builie BUKOHABIS 1 HOMEp HOro Tenedony', HaltMeHyBaHHsI TTOCAIU Y
pekBizutax "Ilignuc" ta "I'pud moromkenHs", Hamucy "3rigHo 3 opurinamom", a
takox ciiB "CIIVXAJIN", "BUCTYIIMJIN", "YXBAJIUJIN", "HAKA3VYIO".
6. 3a HAIBHOCTI KIJTbKOX TPU(IB 3aTBEPKEHHS 1 MOTOPKEHHSI BOHU PO3MIITYIOTHCS Ha
OJHOMY piBHI BepTHKaJIbHUMH psakamu. [lepmmii rpud - Big Mexi JIBOTO MO,
apyruii - yepes 104 mimiMeTpu BiJ MeXI1 JIIBOTO MOJSL.
7. Ilix wac opopmieHHST JOKYMEHTIB Ha ABOX 1 OUIbIIE CTOpIHKAX JApyra Ta HACTYIHI
CTOPIHKH MaloThb OyTH poHyMepoBaHi. [lepiia cropinka HE HyMEpy€eThCS.
8. TexcTu TOKYMEHTIB MOCTIMHOTO 30epiraHHs IpyKyIOThCS HAa OAHOMY OOIl apKymia.
JIOKyMeHTH 13 CTpOKOM 30epiraHHs 0 5 POKIB MOXKHA APYKYBAaTH Ha JHUIOBOMY i
3BOpPOTHOMY 00111 apKyIa.



Jonatok 2

1o [HCTpyKIii 3 1UT0BOJCTBA
y KVY Cymcobka CII Ne25
(myHKT 4 po3auny 1)

INEPEJIIK
AOKYMEHTIB, Ha AIKUX MIAMKC MOCAT0BOI 0CO0HU 3aCBIIYY€ETHCS BiIOUTKOM
NMEeYATKH 3aKJIAXy

1. Aktu (BUKOHaHHS pOOIT, CHUCAHHS MaTeplaIbHUX [IHHOCTEH, (PIHAHCOBUX
NEPEBIPOK, BIIIYUECHHS JOKYMEHTIB JUJIsl 3HUILEHHS, MTepeaBaHHs CIIpaB TOLIO).

2. JloBiaku (Ipo BUKOpUCTAaHHSA OIOJKETHUX aCUTHYBaHb Ha 3apo0iTHY IUIATY,
HapaxyBaHHS 13 3apOOITHOT MJIATH TOILLO).

3. JoroBopwu (1Ipo MatepiajibHy BIATOBINATBHICTh, HAYKOBO-TEXHIYHE
CHiBpOOITHUIITBO, MIAPSIAA, OPEHIY MPUMIIIEHb, BAKOHAHHS POOIT TOIIO).

4. JIokyMEHTH (JIOB1IKH, TTOCBITYEHHSI TOIIIO), 110 3aCBITYYIOThH MpaBa rpoOMaisiH
1 OPUANYHUX 0CiO.

5. JlopyueHHs Ha oJiepKaHHS TOBApHO-MaTeplalbHUX IIHHOCTEH.

6. 3aBaHHs (Ha MPOEKTYBaHHA 00'€KTIB, TEXHIYHUX CTIOPY/, KalliTaJbHE
OyIIBHUIITBO, TEXHIYHI TOIIIO).

7. 3pa3ku BiIOWTKIB M€YaTOK 1 MiAMUCIB MPAI[iBHUKIB, sIK1 MAlOTh IPaBO
3MiicHIOBaTH (DIHAHCOBO-TOCIIOAPCHKI Omepartii.

8. Komrropuc BuTpaT (Ha KaJbKyJISIliIO 3a JOTOBOPOM, Ha KaIliTaJlbHE
OyIBHUIITBO TOIIIO).

9. Jluctu rapanTiitHi (Ha BUKOHAHHS POOIT, HAJAHHS MOCIIYT TOIIIO).

10. Onucu cipaB nocriiiHoro, TpuBaioro (moHaxa 10 pokiB) 30epiranHs, 3
KaJIpOBUX MMUTAaHb.

11. taTHi po3nucH.

12. TpynOBi1 KHUKKH.



Homatox 3

1o [HCTpyKIIii 3 1UT0BOACTBA
y KVY Cymcobka CII Ne25
(myHKT 6 po3ainy 1V)

HHEPEJIIK
AOKYMEHTIB, 10 He MiVISITal0Th peecTpauii cneniaJbHO NPU3HAYEHOIO I
LOI'0 0C00010

1. I'padiku, HAps K, 3aIBKH, PO3HAPSIKH.

2. 3BeneHHs Ta iH(opMallis, HaICIaH1 0 BijoMa.

3. HaBuanbHi 1u1aHu, OCBITHI MPOTrpaMu (KOTIii).

4. PeksiaMH1 IOBIJOMJICHHS, TIJIAKATH, POTpaMu Hapas, KoH(epeHIliil Too.
5. Hopmu BuTpaT maTepiaiis.

6. BiTanbHi TUCTH 1 3aMPOIIEHHS.

7. lpykoBaHi BUJaHHs (KHUTH, )KypHAJIU, OIOJIETEH]1).

8. MicsiuHi, KBapTajbHi, MBPIYHI 3BITH.

9. ®opMHU CTaTUCTUYHOT 3BITHOCTI.

10. Jorosopu.

Honatok 4
1o [HeTpykKIii 3 A110BOICTBA
y KV Cymceka CII Ne25
(mynkT 6 po3nury 1V)
PeecTpaniiinnii ;kypHaJ HaKa3iB KepiBHUKA 3aKJIaxy
[Ipi3Bue,
H1IT1aTH [Ipi3Bue,
Peectpamiitnuit MpaliBHUKA, HIIT1aIH
THAEKC ata  3aroJIOBOK Ha SKOTO  BIANOBIAATBHOT .
A A kae A [Tpumitkn
(HoMep)  Hakazy HaKaszy MOKJIaICHU I ocobu
HaKaszy KOHTPOJIb 32 (BIAMOBITAIBHUX
BUKOHAHHS 0ci0)
HaKa3zy

1 2 3 4 5 6



