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1o Hakazy O33CO

[-III cryneniB M. Xupis

Bim« 30 »08 2024 Ne 111

IHcTpyK1is 3 HOKYyMeHTYBaHHSI yNPaBJIiHCbKOI iHopManii
Ta opradizaunii pod0TH 3 JOKYyMEHTaMM y A1J10BOICTBI
OnopHoro 3akaany 3aranabHoi cepeanboi ocsitu I-111 cryneniB M. Xupis
XupiBcbkoi Micbkoi paan Cam0ipcbkoro paiiony JIbBiBcbKkoi 001acTi
I. 3aranbHi no0KeHHS

1. Inctpykmiss 3 autoBoactBa B O33CO I-III crymeniB M. XwupiB (mani — [HCTpyKITis)
po3po0IieHa BiAMOBIHO A0 BUMor 3akoHy Ykpainu «IIpo moBHy 3aranbHy cepeqHio ocBitTy», «IIpo
3aXMCT MEePCOHANBHUX JAaHUX»; nmocrtaHoB Kabinery MinictpiB Ykpainu: Big 08 cepmus 2007 poky
Ne 1004 «IIpo mpoBeneHHs eKCIePTH3H LIHHOCTI JOKyMEHTIB» Ta Big 24 BepecHs 2008 poky Ne 858
«IIpo 3arBepmxenns Kmacudikaropa 3BepHEHb IPOMaJIIH»; HaKa3iB MiHICTepCTBa OCBITH 1 HAyKH
VYxkpaiau Bin 25 uepBHs 2018 poky Ne 676 «Ilpo 3arBepmkenHs [HCTpykmii 3 aAijoBojacTBa Y
3aKJIajjax 3aralibHoi cepelHboi ocBiTU» Ta Bix 08 cepmus 2022 poky Ne 707 «IIpo 3arBepmkeHHs
[HCTPYKIIiT 3 BeZICHHS IJIOBOI JJOKYMEHTAIIIT y 3aK/Ia/IaX 3arajbHoi CepeIHbOT OCBITH B €ICKTPOHHIN
dopmi», HakaziB MinicrepctBa rocTuiii Ykpainu: Bif 18 uepsus 2015 poky Ne 1000/5 «IIpo
3arBepkeHHss [IpaBun opranizamii JiUTOBOACTBa Ta apxiBHOro 30epiraHHs JTOKYMEHTIB Y
JEp’KaBHUX OpraHax, opraHax MICIEBOTO CaMOBpPSAYBaHHS, HA MIiANPUEMCTBAX, B YCTAHOBaX 1
opranizauisx», Bix 19 uepsns 2013 poxy Ne 1227/5 «IIpo 3aTBepmkeHHss TUIOBOTO TOJIOXKECHHS
PO eKCIEPTHY KOMICIIO JIep>KaBHOTO OpraHy, OpraHy MICIEBOTO CaMOBPSIYBaHHS, NEP>KaBHOTO 1
KOMYHQJIBHOTO MiANPHUEMCTBA, YCTAHOBH Ta oprasizamii», Bix 12 xBiTHs 2012 poky Ne 578/5 «IIpo
3aTBepkeHHs [lepeniky THMOBHX JOKYMEHTIB, IO CTBOPIOIOTHCS MiA Yac [iSJIbHOCTI OpraHiB
JiepKaBHOT BJIaJIU Ta MICIIEBOTO CAaMOBPSIIyBaHHS, IHIIMX yCTAHOB, MIAMPUEMCTB Ta OpraHizalil, i3
3a3HauEHHSM CTPOKIB 30epiraHHs AOKyMeHTiB» Ta Bim 05 Oepe3ns 2012 poky Ne 368/5 «IIpo
3aTBep/PKeHHd BuMoOr 10 HamucaHHS HallMEHYBaHHS IOPUAMYHOI OCOOM, ii BIAOKPEMIIEHOTO
HiApO3/iTy, TPOMaJCHKOro (OpMyBaHHS, IO HE Ma€e CTaTycCy IOPHUAUYHOI 0COOH, KpiM OpraHizarlii
npodeniakn»; Hakazy MiHICTepCTBa pO3BUTKY €KOHOMIKH, TOPTiBJi Ta CUIBCHKOI'O TOCHOAapCTBa
Vkpaiau Bin 12 6epesns 2021 poxy Ne 526 «Ilpo 3aTBeppkeHHS HalllOHAJIBHOTO KiacudikaTopa
HK 010:2021 Ta ckacyBanHsi HamioHainsHOTO Kiacudikaropa JK 010-98»; nakazy [ep:xaBHOro
MiAIpUEMCTBA «YKpaiHChKUI HAYKOBO-JOCHIIHUN 1 HaBUAIBHHUM IEHTP MpoOJieM CTaHAapTH3allii,
ceprudikanii Ta gxocti» (Al «YxkpHIAHL») Bim 01 numas 2020 poxy Ne 144 «/lepkaBHa
yHipiKOBaHa cHUCTeMa JIOKyMeHTalii. VYHi]ikoBaHa cHUCTeMa OpraHizaliifHO-po3nopsaauoi
JToKyMeHTalli. Bumoru 10 opopmiieHHs JOKYMEHTIBY.

1.2. I1s IHCTpyKILisl BCTaHOBJIIOE €IWHI BUMOTM IIOJO0 JOKYMEHTYBAaHHS YHPaBIiHCHKOI
iH(dopmalii Ta opradizaiii poOOTH 3 €IeKTPOHHUMH Ta nanepoBuMu aokymeHtamu B O33CO I III
CTyHeHIB M. XHUpIiB (Jlami —3akiaj), a TakoXX 3pa3Kd Ta IMepesik JOKYMEHTIB, 110 00O0B’SI3KOBO
CTBOPIOIOTHCS MiJ1 Yac JISUIbHOCTI 3aKJIaay 13 3a3HaU€HHSM CTPOKIB 30€piraHHs.

1.3. JloTpuMaHHS BUMOT 1 peKOMEHJAIiH 00 JOKYMEHTYBAaHHS YIPaBIiHCHbKOI iHpOpMaLii
Ta opraHizaiii poObOTH 3 TOKYMEHTaMM, BCTAHOBJIICHHX Ii€l0 [HCTpyKIi€r0, € 000B’I3KOBUM ISt
BCIX TMpamiBHUKIB 3akiany. IlpamiBHUKM 3akiaay OpuW OPURHATTI Ha POOOTY MOBHMHHI OYyTH
o3HallomJieH1 3 BUMoraMu [HCTpyKIIii Ta BUKOHYBATH iX.

1.4. epxaBuuii Harisa (KOHTPOJIb) 3a BUKOHAHHSAM BHMOT IMi€i [HCTpykmii 3miiicHIOE
JepxaBHa ciyx0a SIKOCTI OCBITH YKpaiHU Ta ii TepUTOpiajibHI OPraHU, SIKUM HIANOPSAKOBAaHUN
3aKJIa.

1.5. BianoBijanbHICTh 3a SKICTh MIATOTOBKM Ta OGOpPMJIEHHS Ha HaJEKHOMY pIBHI
JIOKYMEHTIB, a TaKOX 3a 30€peKEeHICTh CIIy>KOOBUX JOKYMEHTIB Ta iH(opMallii, SKy BOHH MICTSTb,
(GYHKIIIOHYBaHHSI CUCTEMU 3aXUCTy AOKYMEHTAILIITHOro ()OHTy BiJl HE3aKOHHOTO JOCTYIY, BTpaTy 1



HECAHKI[IOHOBAaHE 3HMIIEHHS TOKYMEHTIB, MOPYLICHHS MpaBHJ KOPHCTYBAHHA JOKyMEHTaMH Hece
KEpIBHHK 3aKJIafy.

1.6. Y 3akmaai  JiJIOBOJACTBO  3IIMCHIOETHCS — JCP)KaBHOK MOBOIO, KpIM  BHIAJKIB,
nepeadaueHuX 3aKOHOJaBCTBOM MPO MOBU B YKpaiHi. JIOKyMEHTH, sIKi HAJACHIAIOTHCS 1HO3EMHUM
aapecaTaMm, o(GOPMITIOIOTECS YKPATHCHKOK MOBOIO, 200 MOBOIO JepaBH-ajapecara, abo OJHI€0 3
MOB MI)KHAPOJIHOTO CIILJIKYBaHHS.

1.7. Oprani3ariisi JiTOBOJICTBA 1 KOHTPOJb 32 CBOEYACHHUM PO3IJISAAOM Ta IMPOXOKCHHIM
JOKYMEHTIB Yy 3aKJiai 3A1HCHIOIOTHCS BIMOBIZATBHOIO 0C000I0 (0c00aMm), sKi MPU3HAYAIOTHCS
KepiBHUKOM 3akiany. OOOB’s3kM TakuX 0cCi0 OOOB’SI3KOBO 3a3HAYAIOTHCS B IXHIX IOCAJOBHX
IHCTPYKIIIfX.

1.8. Opranizariis IiJIOBOJCTBA OKPEMHX HAMPSIMKIB JISUTBHOCTI 3aKJIaay TMOKIAIa€ThCs Ha
M0CaJ0BUX 0Ci0 BIAMOBIAHO 110 iX (pyHKIIIOHATBHUX 000B’SA3KIB.

1.9. dynknii BemeHHs apxXiBy 3akiany IOKJIQJAIOTHCS HA TPU3HAYCHY KEPiBHUKOM
BIZIMOBIJAJIbHY 0CO0Y, Yy TIOCA/I0BiH IHCTPYKIIIT SKO1 3a3HAYaIOTHCS BiMOBIIHI MTpaBa, 000B’I3KK Ta
BIJIMOB11aIbHICTh. KepiBHUK 3aKiiaay CIIJIBHO 31 CBOIM 3aCHOBHMKOM (3aCHOBHUKAaMHM) 3000B’s13aH1
3a0e3MeunTH apXiBHE 30epiranHs JOKyMEHTIB HEOOX1THUM MPUMIIIEHHIM Ta 00JIaHAHHSIM.

1.10. 3akiag MoOXe CTBOPIOBATH JOKYMEHTH THMuacoBoro (10 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHst JMIIE B EJIEKTPOHHIA (opmi 3a YMOBH HAsSBHOCTI BiAMOBIHOTO TEXHIYHOTO
3a0e3neyeHHs 3 ypaxXyBaHHSIM BUMOT 3aKOHO/IaBCTBA YKpaiHu Ta 1i€i [HcTpykiii.

II. IOKYMEHTYBAHHS YIIPABJIIHCBKOI IH(I)OPMAI_IIi
1. 3araJibHi BUMOIH 10 CTBOPEHHS YNPABJIIHCHKHX JOKYMEHTIB

1.1. JlokyMeHTyBaHHS YIPaBIiHCHKOI iH(QOpMAIIil 3aKiiaay MOJsrae y CTBOPEHHI JOKYMEHTIB,
IO COpPSMOBaHI Ha BUPINICHHS YHPaBIIHCHKHUX pimieHb. CTBOPIOBAaHI yNPaBIiHCHKI JOKYMEHTH
MIOBUHHI BIAMOBIATH MPABOBOMY CTATYCy 3aKJIaJy.

1.2.IlpaBo0 Ha CTBOpEHHs, MIiAMHUCAHHS, TOTO/KEHHs, 3aTBEP/KEHHS JIOKYMEHTIB
BU3HAYAIOTHCS AaKTaMH 3aKOHOAABCTBA, CTaTyToM 3aKiaay, MOJOXKEHHSAMU 1 IOCaJOBUMHU
IHCTPYKIIISIMH.

1.3. Ha3Bu BuAIB JOKYMEHTIB (Haka3, IPOTOKOJ, JOIMOBIJHA 3alUCKa TOIIO) MaroTh
BIJIMOBIJaTH Ha3BaM, IependadeHnM Haka3oM MiHICTepcTBa PO3BUTKY €KOHOMIKM, TOPTiBIl Ta
CUIbCHKOTO rocmnogapcTBa Ykpainu Bix 12 6epesnst 2021 poxy Ne 526 «IIpo 3arBepmkeHHS
HarioHasbHOro Kiacugikaropa HK 010:2021 Ta ckacyBaHHs HauioHalpHOro Kiacugikaropa 1K
010-98y» (000amox 1).

1.4. Oprani3auiifHo-po3nops14a JOKyMEHTALisl 3aKi1ay MOIUISIE€ThCS Ha:

1) opeanizayinny (Cratryt, KonextuBauii norosip, [IpaBuna BTP, monoxkeHHs, mopsakw,
periiaMeHTH, 0Ca0B1 IHCTPYKIIIi, IITaTHI PO3MUCH, JOTOBOPHU TOIIO);

2) po3nopsaouy (Hakas3n);

3) inghopmauiiino-ananimuuny (axKTH, TOBIKU, 3asBH, JOMOBIHI Ta TOSCHIOBAIIbHI 3aITHCKH,
MIPOTOKOJIHU, CITY>KOO0B1 JIUCTH TOILIO).

1.5. OdopmileHHsT PEKBI3UTIB OpraHi3aliiiHO-pO3NOPSAYOi JOKYMEHTalli Ta MOpSAOK iX
pO3TanryBaHHs MalOTh BiANMOBiAaTH Hakaly Jlep)kaBHOTO MigNMpUEMCTBA «YKpaiHCHKHI HAyKOBO-
JOCTITHUM 1 HaBUaJIbHUM LEHTp mpoOiieM craHaapTusauii, ceprudikamii Ta skocti»y (Il
«YxpHIHIL») Big 01 numas 2020 poxky Ne 144 «/lepkaBHa yHipiKOBaHA CUCTEMA JOKYMEHTAITI].
VHidpikoBaHa cHucTeMa OpraHizaliiHO-po3nopsAAuoi JoKyMeHTauii. Bumorm 1o odopmieHHs
nokymenTiBy (gam — JIICTY).

1.6. Bumorn 10 odopMieHHS JOKYMEHTIB, IO BHUIOTOBIAIOTBCA 33  JJONMIOMOTOIO
KOMIT IOTEPHOT TEXHIKU, HABEICHO Y dodamKy 2 1o 1iei [HeTpyKiii.



Oprani3anifHo-po3nopsadi JOKYMEHTH BHUTOTOBJISIOTH 3a JIONMOMOTOK) aBTOMAaTH30BAaHUX
Ta/ab0 IpyKyBaJbHUX 3aCO0iB.

Okpemi BHYTpIIIHI JOKyMEHTH (3asBH, IIOSCHIOBaJIbHI Ta JOIOBIIHI 3allMCKH TOIIIO),
aBTOpaMM SKHX € MO0cajoBi Ta iHmI (i3uyHI 0coOM, AOMYCTUMO OGOPMIIIOBATH PYKONHCHUM
CIocoo0oM.

1.7. Haka3u 3aknamy mMoxe OyTH BigMiHEHO (3MiHEHO, JOMOBHEHO) JIUIIIE HOBUMHU HaKa3aMH.
Oprani3zaliifHi Ta po3mopsa4i JOKYMEHTH 3aKJIay TOBOISATHCS 10 BUKOHABIIIB Y BUTJISAL KOMi abo
BUTSITIB.

1.8. Xin oOroBopeHHs MUTaHb 1 PIlIEHb, 110 NPUUMAIOTHCS HA 3aCiIaHHAX KOJIETiadIbHUX
oprasiB (panax, 30opax, Hapagax) 3aKiany, GIKCYeTbCS y MPOTOKOII. [IpOTOKOIM CKIIATar0ThCS Ha
MIJCTaBl 3aMKCiB, 3pOOJICHUX I 4Yac 3aciJjaHHsA, Ta JOKYMEHTIB, MiATOTOBJICHHX JO 3acCiJaHHs
(TeKCTiB Ta Te3 JMOMOBifel 1 BUCTYMIB, JOBIJOK, MPOEKTIB pillleHb, MOPSAKY ACHHOTO, CIIUCKY
3aIPOIIECHUX TOIIIO).

2. Bi1aHKH 10KyMeHTIiB

2.1. OpranizaniiHO-po3noOpsAIdl  TOKYMEHTH O(QOPMIIIOIOThCA Ha OJaHKaxX 3aKiamy, Mo
BUTOTOBJISIFOTECS 3riHO 3 BuMoramu JICTY Ta miel [acTpyxkiii.

braHKKM BUTOTOBIISIFOTHCS IPYKAPCHKUM CITOCOOOM 200 3a JOMOMOTO KOMIT FOTEPHOI TEXHIKU
Ha Iarnepi BUCOKOI SKOCTI hapOaMu HAaCHYEHHUX KOJIBOPIB.

Jlyiss BUTOTOBJICHHsI OJlaHKa PO3pOOJIETHCSI HOro MakeT y Macmrtadi 1:1, Ha sSIKOMy MaroTh
OyTH HaHECEeHI TOCTiiHI PEKBI3UTH OJaHKa, HEOOXiTHI BIIMITKH IS TMEPEMIHHUX PEKBI3WTIB, a
TaKO 3a3Ha4eH1 PO3MIpH 30H PO3TAIIlyBaHHS PEKBI3UTIB.

2.2. 3pa3ku 0JIaHKIB 3aTBEPKYIOTHCSI HAKA30M 3aKJIaJy.

2.3. ¥V 3aKknagax MOXYTh BUKOPUCTOBYBATHUCS TaKi OJIaHKU JOKYMEHTIB:

1) 3aranpHMid ONAaHK AJIST CTBOPEHHS Pi3HUX BUAIB JTIOKYMEHTIB (0€3 3a3Ha4yeHHs y ONaHKy
Ha3BH BUAY JIOKYMEHTA)

2) 6raHK JUCTa

3) OnaHk Hakazy

2.4. He Ha Onankax Oo(OPMIIIOIOTHCS €Ki BHYTpIIIHI JOKYMEHTH (3asiBM MpalliBHUKIB,
JIOTIOBITHI 3aITMCKH, JIOBIJIKH TOIIIO).
3. leuaTkn

3.1. IlocamoBi ocoOu 3akiagy HIANUCYIOTH JOKYMEHTH y MeXax CBOiX IOBHOBA)XEHb,
BU3HAYCHUX 3aKOHOJABCTBOM YKpainu, CTaTyToM 3akiaiy, MOCaJOBUMHU 1HCTPYKIISMH, HaKa3aMu
PO PO3MOALT 000B’A3KIB MI>K KEPIBHULITBOM 3aKJIa/ly TOILO.

BinOuTtkom neyaTku (3a HassBHOCTI) 3aCBIAYYETHCS MIAIUC 110CAJI0BOI 0COOM Ha JOKYMEHTax
13 MUTaHb OpraHi3auiiHoOl Ta (iHAHCOBO-TOCHOJAPCHKOI MISIBHOCTI 3a MEPeTiKoM JOKYMEHTIB, Ha
SKUX TIAMKIC MOCAT0BOT 0COOM 3aCBIIUYETHCS BITOMTKOM MEYATKH 3aKIady.

Bin6uTok medaTku CTaBUTHCS Tak, 100 BiH OXOILTIOBAB OCTaHHI KiJIbKa JiTep HailMeHyBaHHS
mocaju 0co0u, siKa Minrucana JOKyMEHT, aje He MAMKUC TT0caioBOi 0codu, abo MPOCTaBISAETHCS HA
OKPEeMO BUALICHOMY IS IHOTO MicIli 3 BiAMITKOIO «M. ILy.

3.2.V 3aknaai 3acTOCOBYIOTbCS IITaMIIM 3 TMOBHUM HailMEHyBaHHSAM 3aKJaay Ta 1HIIMMH
peKBizuTaMH OJIaHKa.

3.3. Haka3om kepiBHHKa 3aKjiajly BUZHAYAIOTHCS MOPSAIOK BUKOPUCTAHHA, Miclle 30epiraHHs
MeyaTKy 3aKjaay 1 ocajoBi 0coOM, BIAMOBINaNbHI 3a 11 30epiranHs, a TaKOX MEepeiK MocaJoBUX
0ci10, MAMKUCH IKUX CKPIIUTIOIOTHCS MEYaTKOIO 3aKIIafy.

3.4. IleuaTku 30epiratoThcs y ceiax, 10 HaiiHO 3aMUKAIOTHCS 1 ONIEYaTyIOThCH.

3.5. . IlepeBipka HasBHOCTI TMEYaTOK 1 IITaMIIB 3/A1MCHIOETbCS IIOPOKY KOMICIEO,
NPU3HAYEHOI0 HaKa30M KepiBHMKA 3aKJIaay, Ta O(OPMITIOETHCS aKTOM.

4. laTyBaHHS YNPaBJiHCbKHUX IOKYMEHTIB


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

4.1. laTor0 MOKyYMEHTa € BIAMOBIIHO JaTa HWOTO MiJAMUCAHHS, 3aTBEPKCHHS, TPHHUHATTS,
peectpariii abo ckianeHHs (A7 aKTiB), 3aCiTaHHS KOJIETIAIbHOTO OpraHy (I mpoTOoKomdiB). [aty
odopmitsaroTh BianoBigHO 10 ACTY 4163-2003 mmudpoBum ab0 CI0BECHO-IHPPOBUM CIIOCOOOM.

Jara minnucaHHs, 3aTBEpKEHHs, NPUHHATTA abo peecTpauii AOKyMeHTa O(GOPMIIOIOTH
mUppoBUM criocoboMm. EjeMeHTH naT HAaBOAATH apaOChKUMHM LU(paMH B OIUH PSIIOK Y
MOCITIJOBHOCTI: YHCIIO, MICSIIb, PIK.

01.09.2021
Jaty n1o3BosieHO 0(hOpMITIOBATH y MOCIIAOBHOCTI: PiK, MICSIb, YUCIIO.
2021.09.01
Y HOpMaTHBHO-TIPABOBUX aKTax 1 (IHAHCOBHX JOKYMEHTaX 3aCTOCOBYIOTh CIIOBECHO-
nudpoBuii croci6 oGopmMITIOBaHHS 1aTH, HATPUKJIIAI!
01 éepecna 2021 poky
C0BO «piK» MOYKHA BKUBATH y CKOPOYCHOMY BapiaHTi:
01 sepecna 2021 p.

JlaTty mianmuMcaHHS TPOCTaBIAIOTh Yy JIBIA BEpXHIM YacTHHI JOKyMEHTa TMOpsAn 13
peecTpaliiHUM 1HIEKCOM Ha CIeHialbHO BiJBEACHOMY Micui Ha OmaHKy. SIKIIO JOKyMEHT
CKJIaJICHHI HE Ha OJIaHKY, OT0 JIaTy MPOCTABIISIOTH HUXKYE I ITUCY JIIBOPYY.

Jlata cniapHOTO JOKYMEHTa ABOX a00 OLIbINOI KUTBKOCTI YCTAaHOB — €IMHA 1 BiJIOBiIa€e aati
MI3HIMIOT0 MANKCY. Y PI3HUX PEKBI3UTAaX OJHOTO JOKYMEHTa JlaTa Moke OyTH oQopMIieHa sK
CJIOBECHO-IM(POBUM CIIOCOOOM, TaK 1 IUPPOBUM.

VY CchoiulbHMX JOKYMEHTax, MIArOTOBJICHUX BiJl IMEHI JBOX 1 OulbINe HOPUAMYHHX OCIO,
3a3HavaroTh OJIHY JaTy, IO BiAMOBIJAa€ AaTi IPOCTABICHHS OCTAaHHBOTO ITi IITHUCY.

JlaTy moxyMeHTa Ha OJIAaHKY MPOCTAaBJISAIOTh Y CIEIIaJbHO BiJIBEICHOMY MICIIi.

VY BHYTpImHIX CIyKOOBUX TOKYMEHTax (3asBaX, JOMOBIIHUX 1 MOSICHIOBAJBHUX 3aIllMCKaX
TOII0), OpOpMIICHMX HE Ha OJIAHKY, JaTy MPOCTABISAIOTH JiBOPYY BiJl OCOOMCTOrO MiAMKMCY aBTOpa
JOKYMEHTA.

VY pa3si 3actocyBaHHs iH(OpPMAIIHHUX (aBTOMATH30BAaHWX) CHCTEM OpraHizallii JiJIOBOACTBA
JIOTYCTUMO TPOCTaBIISATU JaTy peecTpalii JOKyMEHTa y CKJIaal Tpux-koay ado QR-konxy, mio
CTBOPIOETHCSA 3aC00aMH II€T CUCTEMH, 3T1IHO 3 mocTaHoBOK0 KabineTy MiHicTpiB YKpaiHH.

HITpux-KOA MPOCTABISAIOTh Y IEHTPI HIKHBOTO TIOJIS MIEPIIOi CTOPIHKK JOKyMeHTa, QR-kox
(21 MM X 21 MM) — y HXKHBOMY JIIBOMY KYTI I€pILIO CTOPIHKU JTOKYMEHTA.

4.2.Ycl peKBI3UTH Ha JOKYMEHTi, TOB’si3aHI 3 MOro MPOXO/KEHHSIM 1 BUKOHAHHSM,
JMATYIOThCS 1 MIAMUCYIOThes. JlaTa TOKyMEHTa MPOCTaBISIETHCA MTOCaI0BOI0 0c00010, sika Horo Bi3ye,
MOTOJ[KY€E a00 3aTBep/Kye. JlaTa 3a3Ha4aeThCsl HUKYE MiIMUCY JTIBOPYY.

4.3. Ilig yac peectpalii JOKyMEHTa HOro jaTa HpPOCTaBISE€TbCA Y JiBIH BEpXHIM 4YacTHHI
JIOKYMEHTa Ha CIeliaJIbHO B1IBEIEHOMY MICIII Ha OJaHKy. Y JOKYMEHTaX, CKJIaJeHUX HE Ha OJaHKy
(3asBM TIpaIliBHUKIB, JIOTIOBi/IHI 3alMCKH, JOBIAKMA TOINO), JaTa TMPOCTABIAETHCS aBTOPOM
JOKYMEHTa HIDKYE MIIHCY.

4.4. Ha noKyMeHTi, BUIaHOMY JBoMa a0o0 OibIlle yCTaHOBaMH, 3a3HAYA€THCS OJHA JaTa, siKa
BIJINTOB1/Ia€ AaTi OCTAHHBOTO ITi/ITTHCY.

5. Ilorom:keHHst ynpaBJIiHCBKUX JOKYMEHTIB

5.1. Y pa3i BUHUKHEHHS MOTpeOu y MPOBEAEHH] OLIHKU JOULILHOCTI CTBOPEHHS JOKYMEHTa,
fioro OOIPyHTOBAHOCTI Ta BIAMOBIIHOCTI 3aKOHOJABCTBY 3IHCHIOETHCS TOTOKEHHS MPOEKTY
JOKYMEHTA.

5.2. [loromxeHHs: MOKe 3IHCHIOBATUCH SIK Y 3aKJIaJi MOCAAOBUMH 0COOaMH, sIKi BIATIOBITHO
M0 iX KOMIIETEHIIi BHUPINIYIOTh NHUTAHHS, MOPYIIEHI B TMPOEKTI JIOKyMEeHTa (BHYTpIIIHE
MOrO/DKEHHS), Tak 1 3a ii MeXaMH IHIIMMU 3alHTEPECOBAaHMMM YCTAHOBAMHU (30BHIIIHE
MTOTO/KCHHS ).


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

5.3. BuyTpinine noroasenHsi opopMISIOTh MIJISTXOM MPOCTABJISHHS Bi3H, KA 0(POPMIIIETHCS
BianoBigHo 10 ACTY. I'pud noromkeHHs po3MIlIyIOTh HUXK4Ye pekBi3uTy «Iliammcy.
3acmynnuk oupexkmopa 3 HBP
Iionuc Baacne im’a IIPI3BUIIE
05.11.2021
SIKI10 TOKYMEHT IOTOJ/IKY€ 110CcaioBa 0c00a CTOPOHHBOI FOPUIMYHOT 0COOU, 10 TIOBHOBAKEHb
AKOI HAJIEKUTh MOTO/JKEHHS MHUTaHb, HABEIEHUX Yy I[bOMY JOKYMEHTi, TO TpH(} MOTOMKEHHS
(cxBanenns) ckinamaersest 31 cnoa I[IOI'OJPKVYIO, wnailiMeHyBanHs mocaiau (HaliMEHYyBaHHS
IOPUANYHOI 0COOM € CKIIaJJOBOI0 YAaCTUHOIO HallMEHyBaHHS I0OCaJH), OCOOHCTOrO IMiIIUCY,
BJIACHOT'O IMEHI, MPI3BUIIIAa OCOOM Ta JATH MOTOKEHHSI.
IIOTI'O/I’KYIO
Jlupexmop cimua3ii Ne 2
Hionuc Baacue im’a IIPI3BUIIE
01.09.2021
SIKII0 OKYMEHT MOTO/KYIOTh (CXBAIIOIOTH) IHIIUM JOKYMEHTOM (JMCTOM, MPOTOKOJIOM,
aKToM TOmO), TO Tpu( TmOromKeHHs (cxBajneHHS) ckiamaerbess 31 cioBa [TOIO/KEHO
(CXBAJIEHO), Ha3Bu BHIly MOTOKYyBaJbHOI'O JOKYMEHTa B Ha3UBHOMY BIIMiHKYy, HOTO JaTu i
HOMEDa.
IIOI'O/’KEHO
Ilpomokon 3acioanns
neoazoziunoi padu 3axknady
30.08.2021 Ne 1

CXBAJIEHO

Ilpomoxkon 3acioanns

eKcnepmuoi Komicii 3aknaoy

30.08.2021 Ne 1

5.4. Bi3u TNpOCTaBISAIOTHCS Ha TMPUMIPHUKAX JOKYMEHTIB, MO 3aJHMINAIOTHCS Y 3aKIaji.

[TpoexTH po3nopsAaUNX JOKYMEHTIB Bi3YIOTHCS Ha MIEPIIOMY IPUMIPHUKY.

3acmynnuk oupexmopa 3 HBP

Hionuc Baacue im’a IIPI3BUIIE

18.09.2021

3acmynnuk oupexmopa 3 HBP
Hionuc Baacue im’a IIPI3BUIIE
3ayeascenns i npono3uyii 000arOmMvcs
18.09.2021

5.5. [lepenik mocagoBux ociO, fKi MOBHHHI 3aBi3yBaTH JOKYMEHT Y 3aKiajJi, BU3Hayae
NpaLiBHUK, SIKUI CTBOPIOE IOKYMEHT, BUXOJSIUHU 3 HOro 3MICTYy.

5.6. BHyTpilllHE TOTOJKEHHS MPOEKTY JOKYMEHTA 3aJ€KHO BiJ MOro 3MICTy IPOBOAUTHCS B
Takid MOCIIZOBHOCTI: MPAIliBHUKOM, SKHMH MIArOTyBaB JOKYMEHT, IIOCaJJOBUMHU 0CO0aMH, SKi
3a3HA4Y€Hl Yy TPOEKTI JTOKyMEHTa SK BHUKOHABIl, (IHAHCOBUM MIAPO3IIJIOM ab0 TOJOBHUM
OyXraJTepoM (SKILIO MPOEKT JOKYMEHTA CTOCY€EThCS (hiHAHCOBUX MUTaHb), 3aCTYITHUKOM KEpiBHUKA
3aKJ1ay, SKMH BIMOBIJA€E 3a MUTAHHS, 1[0 MICTATHCS B IPOEKTI JOKYMEHTA.

5.7.3a 3MicT MOKYMEHTa, SIKMW Bi3ye€TbCsS KiUTbKOMa OCOOaMH, Taki OCOOM BiJMOBIIAIOThH
3TIIHO 3 KOMIIETEHIIICIO.

5.8. SIkmio y mporieci Bi3yBaHHS 10 IPOEKTY IOKyMEHTa BHECEHO CYTTEBI 3MIiHH, BiH MiJIsArac
JOOMPAIIOBaHHIO, epeAPyKYyBaHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

5.9. 30BHIIIHE TOTOMKEHHS MPOEKTIB JOKYMEHTIB MoOXe OyTh o(opMIIeHO apKylem
MOTO/DKEHHS, TpU(OM TOTO/HKEHHS, JIOBIKOIO TIPO IOTODKCHHS, JIMCTOM TIIOTO/DKEHHS a0o0


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

MIPEACTABICHHSIM TIPOTOKOJY OOTOBOPEHHSI TMPOEKTYy TOKYMEHTa Ha 3acijaHHI KOJET1aJIbHOTO
Oprasy.

5.10. ApkylI MOTOMKEeHHS CKJIAaAa€ThCsl y pasl, SIKIIO 3MICT JOKYMEHTa CTOCY€EThCs OLblie
HIX TpbhOX YCTaHOB (3aKiajdiB), MPO IO POOUTHCS BiIMITKA Yy JTOKYMEHTI Ha wMicmi Tpuda
MIOTOJIPKEHHS, HAIIPUKIIAA: «APKyut n0200)ceHHA 000A€MbCA) .

5.11. Apkyu1 norokeHHs 0pOPMIISETHCS 33 TAKOIO (HOPMOIO:
APKYIII IIOI'O/’KEHHA
Ha3zea npoexmy 00Kymenma
Haszea nocaou IHionuc Bnaacne in’a IIPI3BHIIE

Mama

[Tigmic mocagoBoi 0coOU CKPITUTFOETHCS MEYATKOO 3aKIaay (32 HasIBHOCTI).

5.12. KoxHa 3 ycTaHOB (3aKjIaaiB), sSIKii HaIICIaHO TPOEKT IOKYMEHTA Ha MOTOHKEHHS, MOXKE
Ha/IaBaTH OKPEMUIl apKyIl MOTOPKEHHs, a00 apKyIl MOTOKEHHS MEPeaaeThCsl 3aiHTEPECOBAHUM
yCTaHOBaM (3akKiajaM) y TOCIIIOBHOCTI, BU3HAUEHI YCTAaHOBOK (3aKJIaJIOM) — aBTOPOM TPOEKTY
JOKyMeHTa. ApKym a0o apKylli HOTOKEHHS 30epiraroTbCcs pa3oM 3 JOKYMEHTOM, SIKUH Oyiio
MOTOJ/IKEHO.

5.13. 30BHINTHE MOTOKEHHS y pa3i MOTpeOH, BU3HAYCHOI 3aKOHOJABCTBOM, 3JIIHCHIOETHCS Y
TaKiil MOCIIIJOBHOCTI:

1) 3 ycTaHOBaMH OIHAaKOBOTO PIiBHS Ta IHIIMMH YCTaHOBAMU;

2) 13 TPOMaICBKUMH OPTaHi3allisIMH;

3) 3 opranamu, siKi 371 ICHIOIOTh JIep>KaBHUI KOHTPOJIb y TIEBHIH cdepi;

4) 3 ycTaHOBaMHU BUIIOTO PiBHS.

6. 3aTBep/:KeHHs YIIPaBJIIHCHKUX JOKYMEHTIB

6.1. 3aTBep/UKEHHSI  YNPABIIHCBKUX JOKYMEHTIB 3/1MCHIOETbCS OCOOMCTO KEPIBHUKOM
3aKkiagy ado Haka3oM (B OKPEMHUX BHIMAJKaxX IMPOTOKOJIOM) 3aKJIaay 13 3a3HAYEHHSM Ha JIOKYMEHTI
rpuda 3aTBepAKeHHs, 0(pOPMIIEHOTO BiAMOBIIHUM YHHOM.

6.2. Haka3oM 3akiajy 3aTBEpAXKYIOTbCS MOJIOKEHHSI PO CTPYKTYPHI MiAPO3A1IH, IHCTPYKILII,
IpaBuJIa, MOPSAKYU Ta 1HII JOKYMEHTH HOPMAaTHBHO-IPAaBOBOr0 a00 HOPMATUBHOI'O XapaKTepy.

VY pasi 3aTBep/UKEHHS JIOKYMEHTa DIIIEHHSIM KOJIET1aJIbHOTO OpraHy IpHQ 3aTBEpaKeHHS
cknanaereess 31 cnoBa 3ATBEP/DKEHO (0Oe3 namokx), Ha3BM, JaTH 1 HOMepa JOKYMEHTa Yy
Ha3UBHOMY BIJIMIHKY.

3ATBEP/’KEHO

Ilpomokon 3acioanns nedazoziunoi paou
033CO I-I1I cmynenie m. Xupis
25.12.2021 Ne 5

6.3. KepiBHUKOM 3aKyialy OCOOMCTO 3aTBEp/UKYIOTbCS JOKYMEHTH, LI0 HE MOTPeOyIOTh
JOJTATKOBUX BKAa31BOK, 3aBJaHb MIOJO0 iX yHpPOBAKEHHS a00 BUKOHAHHS (TIOJIOKEHHS (CTAaTyTH)
3aKjaay, MPOTOKOJHM, aKTH, TJIaHW, 3BITH, KOIITOPHCH, INTATHI PO3MHCH, MOCATOBI IHCTPYKIIIi,
porpaMu, HOPMATHBH TOIIIO).

3ATBEP/’KYIO

Hupexmop

Iionuc Baacne im’a IIPI3BUIIE
01.09.2021

6.3. [lepenik BUAIB JAOKYMEHTIB, 110 MarOTh OYTH 3aTBEpIKEHI 3 MPOCTABISHHAM rpuda
3aTBEPUKEHHS, BU3HAUAE 3aKJIaJ Ha MMi/ICTaBl 3aKOHO/IaBCTBA 3 YHECEHHSM B [HCTpyKILito.

7. llinnucaHHs ynpaBJiHCbKUX TOKYMEHTIB



7.1. IlocamoBi 0coOM MiAMUCYIOTH TOKYMEHTH Y MEKaX CBOIX NMOBHOBa)XEHb, BU3HAYCHUX Y
CTaTyTi 3aKJaay, MOJOXKEHHAX MPO CTPYKTYPHI MiAPO3IiSH, MOCATOBUX IHCTPYKIISAX, HAaKa3l Mpo
po3mnoin 000B’sA3KIB MiXK KEPIBHUKOM Ta HOTro 3aCTyMHHMKAaMH TOIIO. Y 3a3HAUYCHHMX JOKYMEHTaX
BU3HAYAETHCS TAKOXK MOPSAOK MiANHCAHHS JOKYMEHTIB IHIIMMH oco0aMH B pa3i BiJICYTHOCTI
KEepiBHUKA 3aKJIay Ta MOCAI0OBUX 0C10, K1 YITOBHOBAXKEHI 1X IMiMUCYBaTH.

7.2. Iliamuc ckiIagaeThesl 3 HA3BH MOCAAM OCOOM, SKa MIAMUCYE TOKYMEHT (IIOBHOT — SIKIIO
JIOKYMEHT HaJpyKOBaHUH He Ha OJaHKY, CKOPOUYEHOI — Ha JOKYMEHTI, HaIpyKOBaHOMY Ha OJaHKY),
BJacHOro iMeHi i mpi3Buma. Jlo3BosisieThecst B pekBi3uTI «llimmuc» micias Ha3BH TMOCaaAd OCOOH
3a3Ha4yaTy BUECHE 3BaHHs, HAYKOBUH CTYIIIHb.

1. /lupexmop wikonu IHionuc Bnacne im’a IIPI3BUHIIE
2. lupexmop Iionuc Bnacue im’a IIPI3BBUIIE

7.3.1lpu CTBOpPEHHI JOKYMEHTIB MiANUCYETHCS OAUH TNPUMIPHUK JOKYMEHTa, SIKHHA €
opuriHaJoM. BHUHSATOK CTaHOBIATH [EsKi BUAM JOKYMEHTIB (HANpWKIaJ akKTH, JOTOBOPH, SKi
CTBOPIOIOTHCS B KIJTBKOX MPUMIPHUKAX, KOXKEH 3 SIKUX MA€ CHUIIy OpUTIHATY).

7.4.Y pa3i HaACUJIAHHS JOKYMEHTa OJJHOYACHO KUJIbKOM 3aKJiaJiaM (yCTaHOBaM) OJJHAKOBOTO
a0o0 BHIOTO PiBHS KEPIBHUK 3aKJaly MIAMHUCY€E BCi HOro MPUMIpHUKH.

7.5. JIBa abo Oijplie MiAMKUCIB IPOCTABIAIOThH, SKIIO 3a 3MICT JOKYMEHTa BiJIIOBIJAIOTh
KisbKa oci0. [Ipu poMy miAnucu mocagoBux 0cid PO3MILIYIOTHCS OAMH IIiJl OHUM BiIIMOBIIHO 10
MiOPSIIKOBAHOCTI OCi0.

Jlupexmop IHionuc Bnacue in’a IIPI3BUIIE
Knacnuit kepienux IHionuc Bnacue im’a IIPI3BUHIIIE

7.6. CiyibHI JTOKYMEHTH KIJTbKOX 3aKJIaIiB IMiJIUCYIOThCS KEPIBHUKAMU OIHAKOBHUX ITOCAJ
LUX 3aKIajiB. IXHi NiANHCH PO3MIILYIOTHCS HAa OJHOMY PiBHi i CKPIIUIIOIOTHCS TI€YaTKAMHU 3aKJIaiB.
Jlupekmop wikonu Hupexmop wikonu
IHionuc Bnacne im’a IIPI3BHIIE Iionuc Baacue im’a IIPI3BUIIE

7.7. JJOKyMEHTH  KOJETialbHUX OpraHiB (pilleHHs, T[IOCTaHOBHM) MIANUCY€ TOJIOBA
KoJIeTiaJIbHOTO oprany. [IpoToko mMiAMMCYIOTh TOJIOBYIOUMI Ha 3aCiaHH] KOJIET1adIbHOTO OpTaHy i

ceKperap.
T'onosa neoazoziunoi paou IHionuc Bnacue in’a IIPI3BUIIE
Cexpemap neoacoziunoi paou Iionuc Bnaacue im’a IIPI3BUIIE

7.8. JlokyMeHTH, CKJIaJIeHI KOMICIEIO, MAMUCYIOTh TOJI0BA KOMICIT 1 BC1 YUJIEHU KOMICIi.

7.9. JOKyMeHTH, 110 TiAJATaI0Th 3aTBEP/HKEHHIO (1HCTPYKIIii, MOJTO0XKEHHS, paBUia TOIIO),
MIMUCYE MOCaaoBa 0co0a, BIAMOBIJaIbHA 32 X MIATOTOBKY.

7.10. Y pa3i BIACYTHOCTI KepiBHMKa 3aKjiaay, Ha3Ba IOCaJH, MpPi3BUIIE, BJIACHE iM s AKOi
3a3HAYEHO Ha MPOEKTI JOKYMEHTa, Horo miAmucye ocoba, sika BUKOHYe ii 00O0B’si3ku, abo ii
3aCTYNHUK. Y TakoMy pa3i 000B’SI3KOBO 3a3HAuarOThCs (pakTUYHA MOcaja, BIACHE 1M’s, NMPi3BUIIE
ocobu, sKa miamucama JOKyMeHT. [Ipy I[bOMYy BUNpABICHHS BHOCSTh pPYKOINHUCHUM a0o0
MAaIIMHOIIMCHUM CHOCOOOM, SIKIIO JIOKYMEHT HEMOXJIMBO mepenpykyBaTH. He momyckaerscs mijn
Yyac TiANMUACaHHS JOKYMEHTa CTaBUTH TNMPHUMEHHHUK «3a» YU TMPaBOOIYHY MOXHMIIy PHCKY Tepen
Ha3BOO MOCA/IH.

3acmynHuk oupekmopa Iionuc Bnaacne im’a IIPI3BUHIIE

JlonaBanHs 10 Ha3BM TMOCAaau KEpiBHMKA 3akiaay abo CcaMOCTIHHOTO CTPYKTYpHOTO
MiIPO3AUTY CITiB «Bukonyouuii 0608°a3ku» aoo «B.o.» 31CHIOETLCA Ha T11/ICTaB1 HAKa3y.

7.11. ®GakcumiibHe  BIATBOPEHHS MIJNUCY TOCaJ0BOi 0coOM Ha  OprasizamiiiHo-
pO3MOpsITUnX, (PIHAHCOBHUX, OyXTaNTepChbKUX JOKYMEHTAX 3a JOTIOMOTOI0 MEXaHIYHOro abo 1HIIIOTO
KOTIIOBAaHHS HE JIOIYCKAEThCS.



7.12. Pe3omrortisi — 1ie 3poOJieHHUH MOCATOBO0 OCO0OI0 HAMKWC Ha JOKYMEHTI, IO MICTHTH
CTHUCIIUN 3MICT IPUMHSTOTO HEIO PIICHHS 11010 BUKOHAHHS TIOKYMEHTA.

Pe3omtoriss MakCMMaabHO MOXE CKJIAJIAaTUCA 3 TaKWX €JIEMEHTIB: Mpi3Buie(-a), BiacHe(-1)
iM’s(-eHa) BHUKOHABIM (-iB) y [daBAIbHOMY BIAMIHKY, 3MICT JOpPYY€HHS, CTPOK BHKOHAHHS,
0COOMCTHH MIMKUC KepIBHUKA, JaTa.

Ilpizeuwe Bnacue im’s

Ilpowy niocomyeamu npoekm 002080py
npo nocmauanna 2azy 00 25.05.2019
Ocobucmuii nionuc

Hama

S0 nopydeHHs HalaHO KUJIBKOM MOCaJI0BUM 0co0aM, TOJIOBHUM BHKOHABIEM JOKYMEHTA €
oco0a, 3a3HaueHa B PE30JIIOLII] MEPIIOO.

Ha noxymeHTax 13 CTpOKaMd BHUKOHAHHS, IO HE MOTPeOYyIOTh IOJATKOBUX BKa31BOK, Yy
PE30JIIOIIiT 3a3HaYaI0Th BUKOHABIIS, ITIIIIC aBTOPA PE30JIIOLIT 1 JaTy.

Pe3onronito mpocTaBisiOTh PYKONUCHO O€3MOCepelHbO Ha JOKYMEHTI HIKYE PEKBI3UTY
«Apnpecar» TapalelbHO 10 OCHOBHOTO TEKCTy ab0 Ha BUIBHOMY BiJl TEKCTy MiCILli y BEpXHid
YaCcTHHI MEpHIOro apKylla 3 JTUILOBOro OOKy, ajie He Ha MOJi JOKYMEHTa, MPU3HAUYCHOMY JIJIs
M IIMBAHHS.

Slkimo Ha JOKYMEHTI HEMa€e BUIBHOTO MICHS JJIs PE30Nolii abo JOKyMEHT Iijyisrae
MOBEPHEHHIO0, 200 I1e eJCKTPOHHUHN JIOKYMEHT, TO PE30JIIOIII0 0OPMITIOIOTH HA OKPEMOMY apKyIIi
abo crernialbHOMY OJIaHKY, Ha SIKOMY 3a3HAauYaroTh Jary.

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

8. 3arajbHi BUMOIH 10 TEKCTY YNPaBJIiHCbKHX IOKYMEHTIB

8.1. TekcT ympaBIiHCHKOTO AOKYMEHTa MOBHHEH OYTH YITKHUM, KOHKPETHHM, JAKOHIYHUM,
iHpopMaTUBHMM Ta BiamoBizaTH opdorpadgidyHuM, JEKCUIHUM, MOP(}OIOTIYHUM, CHHTAKCHYHHM,
CTHJIICTHYHHM, TYHKTYalliiHUM HOpPMaM.

8.2. TekcT MOKyMEHTa IOBMHEH CTOCYBAaTHUCS TOrO IMTaHHsS, sKe CGOpMYJIbOBaHE B
3aroJIoBKy J0 TEKCTY, YITKO BioOpa)kaTW NMPUYMHY ¥ METy CTBOPEHHS JIOKyMEHTa, PO3KpHUBATU
CYTh KOHKPETHOI CIpaBH, MICTUTH apryMEHTOBaHI1 JI0Ka3u, BUCHOBKH, TPOMO3HILI].

8.3. Ilin vac ckiaJaHHS JOKYMCHTIB BXXHBAETHCS JIJIOBHHA CTHIb, JUISI SIKOTO XapaKTEpPHHN
HEUTpadbHUIl TOH BUKJIAQACHHA, MMO30aBJICHUI OOpPa3HOCTI, EMOIIHOCTI Ta 1HAMUBIAyaJIbHUX
ABTOPCHKHX PHC.

8.4. Texct nokyMeHTa 0(OPMIISIOTH Y BUIIIA/I CYLIJIBHOTO 3B’ SI3HOTO TEKCTY, a00 aHKETH YM
Tabsul, a0 MIITXOM NOEAHAHHS LIUX (OpM.

CyninpHuil 3B’SI3HUI TEKCT JOKYMEHTa MICTUTh TPaMaTHYHO 1 JIOTIYHO Y3TOKEHY
iH(dopMallil0 TpO YHPaBIIHCHKI J1i 1 BHUKOPHCTOBYETHCS MiJ 4Yac CKIAJaHHS OpraHi3aiiiHo-
PO3MOPATUNX JOKYMEHTIB.

CyuuibHUM 3B’ SI3HUHM TEKCT, SIK MIPaBWIIO, CKJIAZAEThCA 3 JBOX YAaCTUH. Y mepuIiil (BCTyIHIN)
YaCTHHI 3a3HAavyaroThCs IMijcTaBa, OOIPYHTYBaHHS abo MeTa CKJIAJaHHsA JOKyMEHTa, y Apyrid
(3aKiI0YHIM) YacTHHI — BUCHOBKH, IPOIMO3MII{, pIIIEHHs, NpoxaHHI. B okpemMux BHIagkax
JOKYMEHT MOX€ TMicisl BCTYNMHOI YaCTMHM MICTUTH MOTHBYBaJbHY 4YacTUHY, B SKIH
OOTIPYHTOBY€ETBHCS MO3UIIIS 3aKIIady.

8.5. Y TekcTi JOKyMeHTa, MiArOTOBJIEHOrO BiMOBIAHO /10 JOKYMEHTIB iHIIMX yCTaHOB a0o
paHillle BUJIaHUX JOKYMEHTIB, 3a3HaYalOThCS WOT0 PEKBIZUTH y TakKid MOCIIJOBHOCTI: Ha3Ba BUIY
JIOKYMEHTa, HalMEHYBaHHS YCTaHOBM —aBTOpa JIOKyMEHTa, JaTa, peecTpauiiHuil Homep,
3aroJjIOBOK JI0 TEKCTY.

IIpuxnao
Haxka3z Minicmepcmea océimu i nayku Yxpainu 6io 25 uepensa 2018 poxy Ne 676 «IIpo
3ameeporcenna Incmpykuii 3 0inoeoocmea y 3aknadax 3a2anvHoi cepeonboi oceimuy



8.6. TekcTH CKJIaIHUX 1 BEIUKUX 32 00CITOM JTOKYMEHTIB (ITOJIOKEHHS, TIPaBUIIa, IHCTPYKITIi,
OTJISIIN, 3BITH TOIIO) MOMIMSIOTHCS HA PO3IUIH, MIAPO3AUIN, MYHKTH, MIAMYHKTH. [[yHKTH B TEKCTI
HYMEPYIOThCS apaOChKUMU IIU(PPAMHU 3 KPAIKOIO, a IMiIMYHKTH — apadChKUMHU U (pa MU 3 JTy)KKOO.

Po3niny HyMepyrOThCSI PUMCHKUME ITUPpPAMU, a TAKOK B OKPEMHUX BUMAJKAX BOHU MOXKYTh
ITOIISATHCS Ha TJIaBH.

8.7. DopMa aHKETH BUKOPUCTOBYETHCS y pa3i BUKIAAEHHS y nudpoBomy abo CIOBECHOMY
BUTJISAI 1H(pOpMaIIii 1po oauH 00’€KT 3a meBHUM oOcsrom o3Hak. [locriiiHow iH(oOpMallieo B
aHKET1 € y3arajbHEHI O3HAKH, 32 SIKUMH IPOBOAUTHCS OMUC O00’€KTa, a 3MIHHOIO — KOHKPETHI
XapaKTEPUCTHKH.

8.8. Tabnmuuna Gopma TOKyMEHTa BUKOPHCTOBYETHCS Y Pa3i BUKIAICHHS Y nudpoBomy abo
CJIOBECHOMY BHTJISA1 iH(OpMaIlii Tpo KijbKa 00’ €KTIB 3a PSAIOM O3HAK.

3aronoBku Tpad TaONHUIll MUITYTHCS 3 BEIHMKOL JIITEPH, MiA3ar0JIOBKH — 3 MAJIOl JITEPH, SKIIO
BOHHM CTaHOBJISTH OJHE IJIE 13 3aroJIOBKOM, 1 3 BEIIMKOI — SKIIO IiJ3ar0JIOBOK MAa€ CaMOCTiiHE
3HayeHHA. Kpanku B KiHIII 3arojoBKIiB 1 MiJ3aroyioBKiB rpad HE CTaBIATHCA. 3arojiOBKH 1
M1J13aroJIOBKYU Tpad Ta psAaKiB TaOJIHI MOBUHHI OYTH BUKJIAJACHI IMEHHUKOM Y HAa3MBHOMY BiJIMiHKY
OMHUHM. Y 3arojioBKax 1 MiA3arojioBKax psAAkKiB 1 Tpad TaOmMIi BXKHUBAIOTHCSA JIUIIE
3arajibHONPUUHSATI YMOBHI TO3HAYCHHS 1 CKOPOUYCHHSI.

Ne 3/n 115 Has3ea 3axnady oceimu Ilocaoa Cmaic, p.

1 2 3 4 5 6

I'padu Tabnmmi, sKi PO3MILIYIOTHCS Ha KUIBKOX CTOpiHKax, HymepyroThcs. Ha apyriii Ta
HACTYIHMX CTOPIHKAX TaOJIMIlI 3a3HAYarOThCsl HOMEpH Ipad, a TAKOXK Yy BEPXHbOMY IIPABOMY KYTI —

cnoBa «IIpooBkeHHs ToAaTKaY.
Ilpoooesrcennsa dooamka

1 2 3 4 5 6

8.9. YV 3aknazi TeKCT Haka3y BUKJIAJaeThes Bif nepiioi ocoou — HAKA3YIO.

VY CHigpbHUX PO3MOPSAYMX JOKYMEHTaX BHKOPHUCTOBYETHCS (OopMa BHKIATY TEKCTY BiJl
nepuioi ocoou MHOXXUHU — HAKA3YEMO.

VY mpoTokosiax 3acTOCOBYEThCS (GopMa BUKIALY TEKCTY BIJ TPEThOi OCOOM MHOKHMHH 3a
CXEMOIO:

CIIYXAJIH — BUCTYIIHJIH — BUPIITHIIH (YXBAJIHJIH, I0OCTAHOBHJIH).

Y nucTyBaHHI 3aCTOCOBYEThbCS (opma BHKIAMy TEKCTY Bi Mepiioi 0coOM MHOXKHUHU
(BBaXKa€MO, HAJCUIIAEMO, TPOCHMO, MPOIMOHYEMO) abo BiJ TPeThOi 0COOM OIHUHU («3akiao
3a2anvbHOT cepednboi oceimu He 3anepeuye», «3aKaad 3a2anbHoi cepeonboi oceimu eeajrcac 3a
HeobOxXiOHep).

VY noKyMeHTax, CKJIaJIEHUX I0CaJOBOK OCO00I0 1 aapecoBaHUX KEPIBHHUKY 3akiaay ado
CTPYKTYPHOTO MiApO3/AiTy (IOMOBiHA 3aMKCKa, MOSCHIOBATbHA 3aMHCKa, 3a51Ba), 3aCTOCOBYETHCS
dbopma BUKIIAAy TEKCTY BiJI MEPIoi ocoOn OJHUHY (MPOTOHYI0, BBAXKAIO, MIPOIITY ).

9. Oco0,1MBi BUMOTI'H /10 CKJIAJAHHS AKX BU/IIB IOKYMEHTIB
Haka3

9.1. Haka3 — po3nopsiAuuii  TOKYMEHT, SKUH BHMJA€ KEpIBHUK 3aKiaJy Ha IpaBax
€IMHOHAYAJBHOCTI Ta B MEXaX CBO€I KOMIIETEHIIII, 000B’I3KOBUH 11 BUKOHAHHS ITiIJIETJIMU.
Hakasu 3akimagy MiAMUCYIOTBCS KEPIBHUKOM 3aKiagy, a 3a HOro BiACYTHOCTI —o0co0010, sKa
BUKOHY€E HOT0 000B’S3KH, Ta PEECTPYIOTHCS B JKypHalaX peecTpallii Haka3iB.

[TinroToBKy Haka3y MO’Ke IHIIIIOBATH KEpIBHUK 3akyaay abo Oyab-SKMHA CTPYyKTYpHHH
H1PO3/ILI.




ko 1HIIIATOPOM MIATOTOBKH HAKazy € CTPYKTYPHHM MiAPO3/ia, TO HEOOXIAHICTH HOTro
BUJAaHHS TOBMHHA OyTH OOIpyHTOBaHa B JOMOBIAHIN 3amuciii. PimeHHS KepiBHUKA 3aKiamy
BHUPAXKAETHCS PE30JIIOLIENO.

9.2. Bynp-sikuii HaKa3, 3a BUHATKOM CIUIBHOTO, 0O(DOPMITIOIOTH Ha OJIAHKY HaKa3y 3akKiaiy.

9.3. 3micT Haka3y KOPOTKO BUKIIAJA€THCSA Yy 3arojOBKY, SIKHH MMOYMHAETHCS 3 MPUIMEHHUKA
«IIpo» 1 ckIamaeThCs 32 AOMOMOIOK BiIIiECTiBHOTO iMeHHUKA («IIpo 3ameeporcenns...», «llpo
66edenHA...», «lIpo npuinammsa na pooomy...») abo imennuka («lIpo niocymku...», «llpo
Kaopoei NUmaHH...»).

9.4. CTpykTypa TEKCTY Hakasy, sK MpaBHJIO, CKIAJIa€ThCs 3 JABOX YaCTHH — KOHCTATYIOYOI
(mpeamOynH) 1 pO3MOPSITIOL.

VY KOHCTaTyIO4ill YaCTHHI 3a3HaYal0ThCS MTiJIcTaBa, OOTPYHTYBaHHs a00 MeTa BUIAHHS HaKasy.
3a3HaycHa 4yacTHHA MOXKe MOYMHATHCS 31 cliB «Ha euxonanus», «3 memoiro» To1IO. SIKIIO
JOKYMEHT BHUJAETHCS HA IIJACTaBi IHIIOrO PO3MOPSIYOro JOKYMEHTA, Y KOHCTATYIOYild 4YacTHHI
3a3HAYalOThCS Ha3Ba BHJY LIbOTO JIOKYMEHTa, MOro aBTOp, Jara, HOMEp Ta 3arojioBok. Kpamka B
KiHI[i KOHCTATY0401 YACTHHU HE CTaBUTHCA.

KoHcraryroua yacTHa MOXe OyTH OIyIEHA, SKIIO PO3IMOpsada 4YacTHHA HE MOTpedye
OOIpYHTYBaHHS, HAIPUKIIA]] y HaKa3aX 3 KaJPOBUX MUTaHb (0COOOBOTO CKIIany).

9.5. Posmopsiiua 4acThHA Haka3y MOYMHAETHCS JIECIIOBOM, SIKE TPYKYETHCS 3 HOBOTO PsIKa
BEJIMKMMU JIiTepamMu 0e3 BiJICTYIy BiJ JIIBOTO MOJIS 1 JIAMOK, MIiCIIs YOTO CTAaBUTHCS IBOKpAIIKA.

9.6. Po3mopsimya 4YacTMHA TOMUIAETHCS HA IYyHKTH 1 MIJOYHKTH, $KI HYMEPYIOTHCS
apabcbkuMu 1dpamMu. Y KOKHOMY IYHKTI MMOBHHHI OyTH 3a3HaueHlI BUKOHABII (CTPYKTYpHI
migpo3aia ab0 KOHKPETHI MOocazoBi 0coOM), KOHKPETHI 3aBHaHHS (JOPYYEHHs) 1 CTPOKH iX
BUKOHAHHSA. BUKOHaBII MOXYyTh OyTH Ha3BaHI TaKOX y3arallbHEHO, HANPHKIAI: «II€AarOriYHUM
npaiiBHUKaM 3akiany». [Ipy mboMy He 3aCTOCOBYETHCS HAIMMCAHHS HEKOHKPETHHX JOPYYEHb, SKi
MICTSTh CJIOBA: «IIPHCKOPUTHY, IOJIIMIIUTHY, aKTHBI3yBaTH», «3BEPHYTH YBary» TOIILO.

9.7. ¥V Haka3zax 3 KaJipoBHX IUTaHb (0COOOBOr0 CKJIaay) PO3MOpsSAYa YacTHHA MOYMHAETHCS,
AK TpaBuno, 3 giecioBa y ¢opmi indinitusa: «JIPHHHATH», «IIPH3HAYHTH),
«(IIEPEBECTH», «3BUIBHUTH», «BLIPATUTH», «HA/JATH», «OI'OJIOCHTH» To10.
Jani 3a3HauvaroThCsl BENMKHMHU JIITEpaMHU MpI3BUILE IpalliBHUKA, Ha SIKOTO TMOMIMPIOETHCS JIist
Haka3zy, 1 MAJIMMHA — HOTO 1M’ Ta O OAaTHKOBI.

@opMyItOBaHHS IMYHKTIB TMOBHMHHI OYTH YITKMMM, KOHKPETHHMMH, BIJNOBIJaTH HOpPMaM
Kogexcy 3axoniB npo npaito Ykpaiau_(K3mnll) abo iH1muM npaBoBUM akTam.

VY pasi npuiiMaHHa a0 3BUIbHEHHs MpalliBHUKA 3a3HAYalOThCS MOBHA Jara (YHUCIO0, MICSIb,
PiK) akTHUHOTO BUXOJy IpaliBHUKA Ha poOOTY (IpUIIMHEHHS TPYAOBUX BITHOCHH), pO3MIpH HOTO
M0CaJI0BOT0 OKJIAJY BiJMOBIJHO A0 IITAaTHOTO PO3NHUCY, Ha0aBOK Ta JIOIJIAT.

Y KO)XHOMY TYHKTI Haka3y 3 KaJpOBHX MUTaHb (0COOOBOTO CKJITy) 3a3HAYa€ThCS MiACTaBa
o0 ioro BuIaHHA (3asBa NpalliBHUKA, KOHTPAKT, JOMOBIJHA 3alCKa, PIlIEHHS aTecTaliifHol
KOMICii TOIIIO).

Haxkasu 3 xazpoBux nutaHb (0co00BOro CKiamy) oGOpPMIIOIOTh Y BHUIVIAAI 1HIUBIAYyaJbHUX
(cTOCYIOTBCSI OAHOTO MPAllIBHUKA) 1 3B€ACHUX (CTOCYIOThCS KUIBKOX MPAIIBHUKIB).

VY 3BeseHUX Hakazax JI0 pPO3MOPAAYOi YAaCTHHM BKIIOYAIOTHCS IYHKTH, IO MICTATh
iH(dopMallito, y Takiil MOCIIIOBHOCTI: MPUIHATTS Ha poOOTY (Ci1yxk0y), epeBeIeHHs, 3BUIbHEHHS.
VY Mekax uX MYHKTIB MiJIMYHKTaMH 3a3HavaroTh Mpi3BUIIA MPaliBHUKIB 3a aidasitom. [Ipu npomy
JI0 OJTHOTO 3BEJIEHOTO PO3TMOPSATIOTO TOKYMEHTa HE MOXKYTh BKIIIOUATHCS MyHKTH 3 1H(POPMAIII€TO,
sIKa 3T1JIHO 13 3aKOHO/IaBCTBOM Ma€ Pi3Hi CTPOKH 30epiraHHs.

9.8. [licns mignmucaHHS Haka3y 3MIHM /10 HbOTO BHOCATBHCS JIMIIE HUISXOM BUIAHHS HOBOTO
Haka3zy Mpo BHECEHHS 3MiH.

ko Haka3oM BIIMIHSAETHCS TONEPENHIM Haka3, y pO3MOpAIUIM YacTHHI 3a3HAYAETHCS
MYHKT, SIKAI TOBUHEH NOYMHATHUCS 31 CIiB: «Buznamu maxum, w0 6mpamue YuHHicmy, ...».


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

9.9. OcTanHIi TyHKT Haka3y y pas3i MoTpeOu MOKe MICTHUTH PIIICHHS PO TOKJIAICHHS Ha
CTPYKTYpHHUH Mipo3ain abo mocanoBy oco0y GyHKIIIH 3 KOHTPOJIIO 32 BUKOHAHHSM HaKasy.

9.10. Haka3z HaOupae YMHHOCTI 3 MOMEHTY HOTO MiAMKMCAHHS 1 peecTpallii, KO0 B TEKCTI HE
BCTAHOBJICHO 1HIIII CTPOKH.

9.11. 3 Haka3zoMm 3 KaJpoBUX MHUTaHb (0COOOBOrO CKiIaay) OOOB’SI3KOBO O3HAHOMIIIOIOTH
3raJlanuX y HbOMY 0Ci0, SIKi Ha MepIIoMy NMPUMIPHUKY JOKYMEHTa Y Ha CIelialbHOMY OJaHKy
MPOCTABIISIFOTH CBOT MiJIMUCH 13 3a3HAYEHHSIM J1aTH O3HAMOMIICHHS.

9.12. Haka3u HyMepyIOThCS B IOPSAAKY 1X BUJAHHS B MEXKaX KaJIEHAAPHOTO POKY.

9.13. V 3akmai CTBOPIOIOTHCS TaKi BUIHM HAKa3iB:

1) Haka3u 3 OCHOBHOI AisSUTHHOCTI 3akiany — Ne 2;

2) HaKa3| 3 aIMiHICTPATUBHO-TOCIIOIAPCHKUX MUTAHb 3akiaay — Ne 2-ar;

3) HaKa3M 3 KaJ[pOBUX MUTaHb 3aKJIaJly TPUBAJIOTO CTPOKY 30epiranus — Ne 2-k/1p;

4) Haka3u 3 KaJAPOBUX MUTAHb 3aKJIaTy THMYACOBOTO CTPOKY 30epiraHus — Ne 2-Kk/Tw™;
5) HaKa3u 3 pyxy Y4HIB/BUXOBaHIIIB 3aKiamy — Ne 2-y.

IIporoxoa

9.14. IIpoTOKOJI — TOKYMEHT, y sSKOMY (iKCyeThCsl Iepedir BeACHHS 3aciaHb, yXBaJCHHS
pillIeHb T0paguuMH Ta KOJETialbHUMHU OpraHaMH, KOMiCisIMU TOMIO.

[Iporokonu 3acijaHb NEAArOTIYHMX pajJ, IHIIMX JOpaguuX Ta KoJIerialbHUX OpraHiB
CKJIaJIAIOThCSl B CTUCHINA (opmi. Y TPOTOKOII, CKIAACHOMY B CTHCHIH (opMi, QiKCyIOThCS uIIe
MIPUIHATI pileHHs O0e3 AeTaiizallii nepediry oOroBopeHHs MUTaHHS.

VY pa3i motpebu 3a pilleHHsSM 3arajlbHUX 300piB (KOH(EpeHIil) KOJEKTUBY MPOTOKOIU
3araibHUX 300piB (KOH(EpeHIii) KOIEKTUBY MOXKYTh CKJIaJJaTHCs Y TIOBHIM (hopmi.

9.15. Hymepariisi MpOTOKOJIIB 3aCiIaHb MEAAaroridHOi pagy BEIEThCA Yy MEXaX HABYAIHLHOTO
POKY, IPOTOKOJIIB BHOOPHHUX OPraHiB — y MEXax iX MOBHOBAYKECHb.

Hywmepaittis  TIpOTOKOJIIB BEAETHCS OKPEMO 3a KOXXHOK TPYIOK MPOTOKOIIB 3aciaHb
BiJIMOBITHOTO KOJIETiaIbHOTO OpPTaHy.

9.16. [laToro mpOTOKOJY € AaTa MPOBEJCHHS 3aCiTaHHS.

3arojoBOK 1O TEKCTy MpPOTOKONY Mae BiJoOpakaTw BHJ 3acifaHHs (Hapanma, 300pH,
KoH(epeHIris Tomo) abo KoJyeriaabHOol MIsIbHOCTI (KoMicis, paja, 300pu, podoya rpyma Toio) 1
BKJIIOYATH Ha3BY BUJY JIOKYMEHTA.

TekcT NpOoTOKOIY CKIIaAA€THCS 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

VY BCTymHiM yacTHHI TPOTOKOJY 3a3HAyarOThCs MPI3BUINA Ta BJIAacHE 1M’ TOJOBH abo
rOJIOBYIOUOTO Ha 3aciJlaHH1, 300pax TOII0, CEKpeTapsi, 3aIpOIIEeHUX, a TAKOXK MPUCYTHIX OC10.

VY pasi morpebu 3a pilIeHHSIM BiJNOBITHOIO OpPraHy y CHHMCKY HPUCYTHIX 3a3HAa4aroThCs
M0Ca U 3alpoIlIeHUX OCi0 Ta HallMEHYBaHHS YCTaHOB. SIKIO KUIBKICTh MPUCYTHIX nepeBuilye 15
0ci0, 3a3HavaeThCs 1X 3arajbHa KUIBKICTh 3 TOCHJIAHHIM Ha CIIUCOK, L0 J0AAETHCS /IO IPOTOKOITY.

9.17. BctynHa 4YacTMHA MICTUTh MNOPANOK JEHHHM: NEpeiik po3INISHYTHX Ha 3acilaHHi
nuTasb. [Topsaok TeHHUI N0Ja€ThCs HAITPUKIHII BCTYITHOT YACTHHH.

CnoBa «llopsimok AeHHHI» APYKYIOTHCS BIJ MEXKI JIBOTO TOJS, MICIAS HUX CTaBUTHCS
nBokpanka. KokHe mnHTaHHS HyMepyeThcs apabcbkuMu LudpaMu 1 JApPYKyeTbcs 3 alzarry.
®opMyBaHHS IUTaHb y MOPSJIKY AEHHOMY ITOYUHAETHCS 3 TpuiiMeHHuKa «IIpoy.

9.18. OcHOBHa YacTHHA MPOTOKOJY CKIIAAETHCA 3 PO3AUIIB, SIKI MAIOTh BiANOBIAATH MYHKTAM
NOPSAIKY AeHHOTro. Po3niny HymMepyroThes apaOChKkuMHU I pamu 1 0y IyIOThCS 32 TAKOIO CXEMOIO:

i ctucioi popmu npotokonis: « CJIYXAJIH - YXBA/THITH »;

Juist ToBHOT popmu ipotokoniB: «C/TYXAJIH - BUCTYITIHIIH - YXBA/THIIH .

[Ticnst cnoBa «CIIYXAJIM» 3 HOBOro psaKka 3a3HAYalOThCS TMPI3BHUINE Ta BIACHE 1M’S
KOXHOT'O JOIIOBigaya.



VY noBHi# dopmi porokony micisa cioBa «BUCTYIINIINy» ¢ikcyroTbes BUCTYNH THX OCIO,
K1 B3SJTM y4acTb B OOrOBOPEHHI JOMOBIl (MMTaHHS MOPSAKY JEHHOTO0). Buctynu odopmitooTbes
B IIPOTOKOJII 13 3a3HAYCHHSAM I10CAaJl, TPI3BUII Ta BJIACHUX 1IMEH, IMEH JIOTOBia4iB Y HA3HMBHOMY
BIZIMIHKY, BUKJIaJICHHSIM 3MICTY BUCTYITy 00 MUTaHHS, BiIIOBI/Il HA HBOTO.

9.19. TekcTH BUCTYMIB y MPOTOKOJII BUKJIAJAAFOTHCS Bl TPETHOT 0COOM OJTHUHHU.

Texct abo Te3u nomoBimi, opopmileHI SK OKpeMi JOKYMEHTH, JO TEKCTy MPOTOKOIY HE
BKIIIOYAlOThCs. [licnss BimoMocTed Tpo JOMNOBizada CTaBUTBCS TUPE 1 3a3HadaeTrbess «Texcm
00n06i0i 000aEmMbCs 00 NPOMOKOJIY).

[Ticnsa cnoa «YXBAJIMJIN» dikcyeTbess mpuitHATE PIlICHHS 3 OOTOBOPIOBAHOTO IMHUTAHHS
MOPSIIKY JIGHHOTO, SIKE Ma€ BKIFOUATH CKJIAJOBi, IO BiAMOBIJAIOTh HA TaKi MUTaHHS: KOMY, IO
3pOOUTH 1 B IKHIA CTPOK.

Y pa3i SKm0 TOpUAMAEThCS  PINICHHS TIPO CXBaJICHHS, IOTOPKCHHS, 3aTBEP/KEHHS
JOKYMEHTa, SKMH OOTrOBOPIOBABCS Ha 3acillaHHi, Ied JOKYMEHT JOAA€ThCS JIO MPOTOKOTY. 3a
HASBHOCTI IHIIMX JOKYMEHTIB, IO PO3TIISAJAINCSA Ha 3acifaHHI Ta GakT oOroBOpEeHHS SKUX Oyio
3a()iKCOBAaHO B TEKCTI IPOTOKOJY, BOHH HYMEPYIOThCSA apaOChbKUMH HHU(ppamMu. Y BiANOBIIHUX
MYHKTaX MPOTOKOIY MPOCTABISIOTHCS MTOCHIAHHS Ha 111 JJOJIATKH.

[IpoTrokon mianmucye TOJOBYHOYHMH Ha 3aciaHHI KOJETiaJIbHOTO (I0Opaayoro) OpraHy Ta
cekpertap (3a HasiBHOCTI). [IpoTOKOI 3aciTaHb KOMICIH MiAMUCYIOTh yCi WICHH KOMICII.

JIncrn

9.20. Jluctn CKJIAAOTBCA 3 METOI0 OOMiHY iH(OpMaIiero MiXK 3aKiIaJoM Ta OpraHaMH
JIep>KaBHOI BJIaJM, OpraHaM¥ MiCIIEBOTO CaMOBPSITyBaHH:I, iX [MOCAJO0BHMHU i CIIy’KOOBHMHU 0COOaMHU,
3aKJIaJlaMH, YCTAaHOBaMH, OpPTaHi3allisIMHU Ta iHIIUMH (Pi3UIHUMH 1 FOPHIUTIHUMHE OCOOAMH.

9.21. biiaHKuW MHCTa MAarOTh TaKi PEKBI3HUTH:

1) HaliMmeHyBaHHS 3aCHOBHWKA (3aCHOBHUKIB) 3akiiany (Hampukian, BironepkiBchka Michka
paza);

2) moBHE HaMEHYBaHHS 3aKJIay BiIOBIIHO JI0 YCTAaHOBUUX JIOKYMCHTIB;

3) noBiAKOBI JaHi mpo 3akiaj (MOIITOBa ajapeca, HOMepU TenedoHiB, ¢akciB, paxyHKIB y
0aHKYy, apecy eJeKTPOHHOI MOIITH TOIIO).

9.22. PekBi3uTH JMCTA: J1aTa, peeCTpalliifHUi 1HJIEKC, MOCUIAHHS Ha peecTpaliiiHuii iHaeKkc 1
JaTy JOKyMEHTa, Ha SKHM HaJaeTbCsd BIANOBIAb (3a MOTpebH), aapecar, 3arojoBOK 0 TEKCTY,
TEKCT, BIIMITKa PO HAsIBHICTh IOAATKIB (32 MOTPeOu), MiAMUC, BiIMITKA PO BUKOHABIIS.

9.23. Jlaroro nucTa € fara oro miJnucaHHs, sKa Mae€ 30iraTucs 13 AaTO0 peecTpallii BUX1THOT
KOPECTIOH/ICHIIIT.

9.24. TekcT nuCTa BUKJIANAETHCS BiA MEPIIOI 0COOM MHOXMHHM 3 BHKOPUCTAaHHSIM CIIIB:
«RPOCUMO NOGIOOMUMMU...», (PO3’ACHIOEMO, W{O...». 3a3BUYall y JIUCTI TMOPYLIYETHCS OJIHE
TUTaHHS.

AKT

9.25. AKT — TOKYMEHT, CKJIaJIeHUH TPYIol0 oci0 AJis 3aCBIIUEHHS] BCTAHOBJIEHHUX (haKTiB abo
noJiii. AKTH 0(OPMITIOIOTBCS 32 pe3yJIbTaTaMu peBi3iii (P iHAHCOBO-TOCMONAPCHKOT iSIIBHOCTI, i
yac NpUMaHHsA-TIepeIaBaHHs CIIpaB, CIMCAHHS MaliHa TOILO.

9.26. JlaTtoro aKTa € maTa foro CKIaJcHHS.

9.27. TekcT aKkTa CKJIaZa€eThCs 31 BCTYITHOI Ta KOHCTATyI04YO01 YaCTHH.

VY BCTymHIH yacTHHI 3a3Ha4al0ThCs MIACTABU JJIS CKIIAJaHHs aKTa Ta Ha3MBaIOThCSA 0COOH, SIKi
CKJIAJIA aKT 200 OyJIM MPUCYTHI IPU LbOMY.

VY KOHCTaTyrouii 4YacTMHI BHUKJIAJAlOTbCS CYTh, 3aBJaHHS, XapaKTep BUKOHAHOI poOOTH,
BCTaHOBJIEH1 (hakTH, Mporo3ullii Ta BUCHOBKU. KoHcTaTytoya yacTMHa MOxe odopmitoBaTucs y
BUTJIISIA1 TAOIULI.



VY KiHII TEKCTy aKTa 3amuCyIOThCA JaHl TPO KUIBKICTh TMPUMIPHUKIB aKTa Ta ix
MICII€3HAXO[)KCHHS.

9.28. AKT mMAMHCYIOTh yci 0coOm, ski Opanmu ydacth y Horo ckiagaHHi. Ocoba, ska mae
3ayBa)XKEHHS JI0 3MICTYy aKTa, IMiIMUCY€E HOTO 1 BUKIIAJA€E CBOIO JYMKY HAa OKPEMOMY apKylli, SIKUA
JIOJTAETHCS JIO aKTA.

9.29. V pa3i 3MiHM KepiBHHUKA 3aKiIaay ado BiIMOBiAAILHOT 0COOH, MPUIMaHHSI-TICpEIaBaHHSI
JIOKYMEHTIB 1 CIIpaB 3AIMCHIOETHCS 32 TUIIOBUMH ()OPMaMH aKTiB, HABEJICHUMH B dodamkax 8-10.

10. 3acBigueHHs1 KoMiil Ta BUTATIB CJIy:KOOBUX JOKYMEHTIB

10.1. 3aximang mMae mpaBoO 3acBIUyBaTH KOIMii JOKYMEHTIB, IO CTBOPIOIOTHCS Yy HBOMY, 3a
BUHATKOM KOMiH JOKYMEHTIB, SIKI BIJIIOBIZIHO 10 3aKOHOJABCTBA MOTPEOYIOTh 3aCBiIUEHHS B
HOTapiaJbHOMY MOPSAKY.

10.2. Komii JOKYMEHTIB 1HIIMX YCTAaHOB MOXYTh BUTOTOBJISTUCS 1 3aCBIAYYBAaTHUCS 3aKJIaI0M
y TaKUX BHITAJIKaX:

1) Ha BUMOTY CYJJOBHX Ta 1HIIIUX MTPABOOXOPOHHUX OPraHiB;

2) ins BHYTPINIHBOTO BHKOPHCTaHHS y 3akiami (Wi dYac BHPIMICHHS TNHTaHb MO0
npUiiMaHHS TPOMAJISIH Ha poOOTY, HAaBYaHHS, 3aCBITYCHHS 1X TPYAOBUX, KUTIOBHX Ta 1HIIKX IPaB
y B3a€EMOBIJIHOCMHAX 3 yCTaHOBOIO). Hampwukian, 3akiiaj MOX€ BHTOTOBUTH 1 3aCBITYUTH KOIIIO
JTUIUIOMA MpalliBHUKA, fKa MOTIM Oyze MmiammTa 10 Horo oco0oBoi CIipaBH.

10.3. JI03BOSE€THCS BUTOTOBISTH KOO 13 3aCBiqU4eHOi KOMii JOKYMEHTa, SKIIO OpHTiHAI
BIJICYTHIii 200 HOTO OTpUMAaTH HEMOKIIHBO.

10.4. Konii JOKyMEHTIB BUTOTOBIISIFOTHCS 1 BHUIAIOTHCS HA BHMOTY IHIIMX YCTaHOB a0o
IrpOMajJsiH 3 J03BOJY KEpiBHHMKA 3aKiajay, HOro 3acTYNMHHUKIB a00 KepiBHHKA CTPYKTYpHOI'O
MIiPO3/IUTY 3aKIIamy.

10.5. Komist 1OKyMeHTa IMOBHMHHA BiJIOBIIaTH OpHUTiHATY, TOOTO MOBHICTIO BiJITBOPIOBATH
1H(opMallil0 OpUriHaTYy 1 BCl 1Oro 30BHIIIHI O3HAKU a00 IX YaCTHUHY.

10.6. He nomyckaeTbcsi BHUTOTOBISTH KOMIi JIOKYMEHTIB 3 HEpO30IpIUBUM TEKCTOM,
H1JYUCTKAMU, IPUITHCAMU Ta IHITUMU HEOOYMOBJIEHUMHU BUIIPABICHHSIMU.

10.7. Koniss HaOyBa€ IOpPHIMYHOI CHMJIM JIMIIE B pa3i ii 3acBIJUEHHS B YCTAHOBJIEHOMY
HOPAIKY.

Hanuc npo 3acBif4eHHs KOMIl CKJIaJaeThes 31 CHIB «32i0H0 3 Opuzinanomy, Ha3BU MOCAIH,
O0COOMCTOTO TIAMUCY OCOOM, sIKa 3acBiAYy€ KOMIIO, i1 BJIACHOTO IMEHI Ta TMpIi3BUINA, JATH
3aCBIJYEHHS KOIIii.

Hamwc npo 3acBigueHHs KOl CKPITTIOETHCS BITOUTKOM TIeYaTKU 3akiaay ado medaTku « st
KO,

VYV Bunmaakax, BU3HAYEHUX 3aKOHOJABCTBOM, KOIIii JOKYMEHTIB 3aCBIAUYIOTHCS BITOUTKOM
NIEYaTKH 3aKjIany.

Ha nunpoBomy Ooml y BEpXHbOMY IMpaBOMY KyTi MEpIIOTO apKylla JOKyMEHTa
NPOCTaBISAEThCA BiAMITKA «Koris.

10.8. CropiHKH KOTIii TOKYMEHTIB (32 BUHATKOM THX, 1110 MalOTh OJJUH apKyIl) HyMEPYIOThCH 1
BiIMITKA MPO 3aCBIMYEHHS KOMii MOXE JOTOBHIOBATHUCS BIAMITKOIO «Bchoro B komii apK.».
3a pimeHHsAM 3aKiaagy ado Ha BUMOTY YCTaHOBH, SIKIM HAJA€ThCS KOIIisl TOKYMEHTA, JIOMYCKAEThCS
3aCBIUyBaTH KOMil TOKYMEHTIB MOAPKYILIHO.

10.9. ApxiBHi Komii Ta BUTATH 3aCBIIUYIOTHCS BIATOBIAHO 10 dodamkie 11, 12.

10.10. 3anexxHo Bij] crtocoO0y BUTOTOBJIEHHS KOMii MOAUISAIOTH Ha (PAKCUMIJIBbHI 1 BiJIbHI:
1) bakcuMinibHI ~ KOMii ~ BUTOTOBJISIIOTBCS 32 JIOTIOMOror0  3aco0iB  KOMiIOBaJIbHO-
PO3MHOXXYBAJIbHOI TEXHIKM, y TOMY 4YHCHII O0araTo(QyHKI[IOHAIBHUX MPUCTPOIB, IO TOYHO



BIITBOPIOIOTh yCi 30BHIIIHI O3HAaKH, XYIO0XXHI OCOOJIMBOCTI O(OPMIICHHS PEKBI3UTIB, iX
po3TainryBaHHs (BKJIFOYAIOUHX MIAMNKC Ta TIeYaTKy) ad0 YacTHHY iX;

2) ocoOMCTHI TIAMUC TMMOCAZAOBOI 0COOM, sKa IiaNucaga OPUTiHAJ JOKyMEHTa, MOXE OyTH
BIJICYTHIM y pa3i HaJICWJIaHHS KOMii IHIIMM ycTaHOBaM a0o0 SKIIO KOIis BUXITHOTO JOKyMEHTa
3QIIMIIAETHCS Y TUTOBOJICTBI 3aKIIay;

3) Ha KOmMisIX BHXIAHOTO JOKYMEHTa, IO 3aJIMIIAIOTBCA Y JAUIOBOJACTBI 3aKjany, TEKCTH
0JIaHKIB MOXXYTh HE BIITBOPIOBATHCS, a 3a3HAYATHCS MAIOTh JIMIIE JaTa IMiAMUCAHHS JOKyMEHTa Ta
Horo peectpamiiHuil iHAEKC, Mocaja 0coOH, sika 3acBiT4miia KOIMiko, ii OCOOMCTHIA Migmuc, naTta
3aCBIYECHHS Ta BIAOMTOK MEYATKH CIIYKOH IUJIOBOJICTBA, HAPUKIIA]L:

Jlama, inoexc

Texcm 0oKymenma

Pexeizum «Ilionucy (6e3 ocodbucmozo nionucy)
32i0n0 3 opucinaniom

3acmynnuk oupexmopa 3 HBP

Iionuc, énacue im’a, npizeuuie

Hama

Ha xomisix BUXITHUX JOKYMEHTIB, IO 3aJIMIIAIOTHCS Y JUIOBOACTBI 3aKiaay, MIOBUHHI OyTH
BI3M 110CAJ0BUX 0Ci0, 3 IKUMU BOHM IOTOJKECHI, TA Bi31 BUKOHABIIIB.

®dakcUMUTBHI KOITii, M0 MICTATh (paKCHMMUIbHE BIATBOPEHHS IIIIUCY I0CAI0BOI OCOOHM 1
NPU3HAYCHI JIMIIE /IS BHYTPIIIHBOTO KOPUCTYBAaHHS y 3aKiafi (HampuKiIaa Komil Haka3iB, TUIAHIB,
MOJIOXKEHB TOIIIO), HE MOTPEOYIOTh I0AATKOBOTO 3aCB1TUCHHS,

5) BUIBHI KOmii BUTOTOBJISIOTHCS HUIAXOM TI€pelpYKyBaHHS a0 TepenuCcyBaHHS OpPUTiHATY
JIOKYMEHTa, 10 TIOBHICTIO BIATBOPIOIOTH HOro iHdopmarito, ane He aOCOIITHO TOYHO
BIZITBOPIOIOTH MOTO 30BHIIIHI O3HAKH (IIPUPT, PEKBI3UTH OJIaHKA, MiIHC, TIEYaTKy TOMIO).

10.11. Butar 31 ciy:k00BOro JOKyMEHTa BHUTOTOBJISETHCA, SKIIO HEMae HEOOXITHOCTI
BUTOTOBJISITH KOTit0. BUTAT 0(OopMITIOETHCS Ha 3aralbHOMY OJIAaHKY 3aKJIaay 13 JOTPUMAHHSAM TaKHX
BUMOT:

1) y Ha3Bi By TOKYMEHTA 3a3HAYAETHCS: «BUMAZ 3 HAKA3ZY», (BUMAZ 3 HPOMOKOJIY);

2) BIATBOPIOETHCS MOBHICTIO BCTYTHA YaCTHHA (SIKIIO BOHA €) CIyKOOBOI'0 JOKYMEHTA;

3) 3 OCHOBHOi YaCTHMHH TEKCTy JOKYMEHTa BUIUCYEThCS TOH MYyHKT, iH(OpMaIlis sKOro
HeoOX1/1Ha;

4) BinTBOprO€ThCs pekBI3UT «Iligmucy» (06e3 ocoOucToro mianucy);

5) IpOCTaBIAIOTHCS BIAMITKA MPO 3aCBIAYEHHS KOMii Ta BiIOUTOK MEeYaTKH (32 HEOOXiTHOCTI).

Butsrun 13 npoTokomiB 3acBiAUyE CEKpeTap, SKUH CKIajga€e MPOTOKOIM 1 3IIMCHIOE iX
30epiraHHs, 3 HaKa3iB — [ocajoBa 0co0a, sKa BIIMOBIIAE 3a 1X 30epiraHHsl.

10.12. OcobmuBUM BHJIOM KOMIi JOKYMEHTA € 1yO0JiKaT — MOBTOPHO O(pOopMIIeHUH CiTy’KO0BUI
JOKYMEHT Ul BUKOPHUCTaHHS 3aMICTh BTPAY€HOTO YH IOMIKOPKEHOTO OpHUTiHANy (JIUIUIOMA,
CBIJIOLITBA, TPYAOBOI KHWKKH TOIIO), 10 MAa€ TaKy caMmy IOPUAUYHY CUITY.

JlyOnmikaT BUTOTOBJSETBCS HAa TaKOMy caMoOMy OJlaHKy, LI0 H OpHriHajg, Ta MICTHTh
iH(popMariro, aHamoriyHy iH(opMmarii B opuriHaii. Ha HbOMy MpOCTaBISIOTECS BIIOUTOK TIEUATKH
3aKyaay 1 TiANUCH TOCANOBHX 0cCi0, sIKi MarOTh MPaBO MIAMHUCY LHUX JOKYMEHTIB Ha MOMEHT
odopmnenns myOmikara. Ha myOmikaTi mpoCTaBIsETbCS y TPaBOMY BEPXHBOMY KyTi BiIMiTKa
«/Ayonixamy.

ITII. OPTAHIBAIIIA JOKYMEHTOOBIT'Y TA BUKOHAHHA TOKYMEHTIB
1. Bumoru oo oprasizanii 10KkyMeHT000iry Ta BU3HAYEHHS Hi0oro odcsary

1.1. Ocoba, BimmoBijadbHa 3a OpTaHI3allil0 AUIOBOACTBA Yy 3akjail 3IHCHIOE TEPBUHHE
OTIPAIIOBAHHS JOKYMEHTIB, 10 HAIIAIIM A0 3aKjiaay, iX MOMEepenHid pOo3IIIsil, peecTpariio,
nepeaady KEpIBHUIITBY Ha PO3TISI, Tepeaady BHKOHABISIM. [licnsi BUKOHAHHSA JOKYMEHTH
JONy4YaloThCs JI0 CIPaB.



1.2. JlIokyMeHTH He3aJIe)KHO Bij crocoOy dikcamii Ta BiaATBOpeHHs iHMOpMaIi MaroTh
MPOXOJUTH Ta OMPAIbOBYBATHCS Yy 3aKiaji Ha €IUHUX OpraHizaliifHUX Ta MPaBOBUX 3acaaax
oprasizariii JOKyMEHTOO0O0ITy.

1.3. [limpaxyHOK KUTBKOCTI JOKYMEHTIB Yy 3aKjaji 3AIHCHIOETHCS 33 PEECTpaiitHIMH
dbopmamu BX1THUX, BHYTPIIIHIX, BUX1THUX JOKYMEHTIB y MICIISX 1X peecTpaiiii.

2. [IpuiiMaHHs1, NepBUHHE ONPAIOBAHHS JOKYMEHTIB Ta iX NonepeaHii po3risia

2.1. Yci f0KyMeHTH, 110 HAAXOATh JI0 3aKiIany, MPUHUMAIOTHCS 0CO000, BiIMOBIAATLHOIO 32
JIIJIOBOJICTBO y 3aKJIA/II.

2.2. Y pa3si HaJAXO/DKEHHS JIOKYMEHTIB y CKaHOBaHIl ¢opmi iX iHpopMalio po3IpyKOBYIOTh
Ha Tarnepi i3 MpoCTaBICHHSIM Ha BEPXHbOMY I10JIi JOKyMEHTa Haanucy «OTpUMAaHO B €IEKTPOHHIN
bopmi».

2.3. dakT HAAXO/PKEHHA MJOKyMEHTa J0 3akiaay OOOB’S3KOBO (IKCYeThCS —ILIIXOM
NPOCTABJICHHA Ha BXIIHUX JOKYMEHTaxX BIIMITKM NP0 HOro HAaIXOMKEHHsS [0 3aKiajiy, sKa
IPOCTABIISIETHCS Bil pyKu abo 3a IOMOMOTOI0 IITaMIIa, aBTOMAaTUYHOT'O HyMepaTopa Ha JIMIbOBOMY
1oJIi Yy MpaBOMy KyTi HIDKHBOTO TOJISl TEPIIOTO apKylla OpHTiHaly IOKyMeHTa. EmemenTamu
3a3HAUCHOTO PEKBI3UTYy € CKOpOYCHE HaWMEHYBaHHS 3aKiIady — OJepiKyBada JOKYMEHTa,
peecTpaniiHuii iHAeKC, Aara (y pa3i noTpedu — ToANHA 1 XBUIMHH ) HAJAXO/DKEHHS IOKYMEHTA.

2.4. [lepBuHHE oOTpaIlfOBaHHs JOKYMEHTIB Iependadae TMepeBipKy MPaBUIIBHOCTI JTIOCTABKH
KOPECHOHACHIIIT Ta ii I[IICHOCTI.

JlokymMeHTH, HaiCJIaHl HE 3a aJIpeCOr0, TOBEPTAOTHCS BIAMPABHUKOBI 0€3 1X pO3TIIsA LY.

Po3kpuBarOTHCS BC1 KOHBEPTH, 32 BUHSATKOM THX, III0 MatOTh Harmuc «OcoOucToy.

2.5.Y pasi BUSBJICHHS BIJICYTHOCTI [OJATKiB, 3a3HAYEHHUX Yy JOKYMEHTi, ab0 OKpeMux
apKyIIiB, a TaKOX IMOMIJIOK B O(GOpPMIIEHHI TOKYMEHTa, IO YHEMOXXIJIHUBIIIOE HOTr0 BUKOHAHHS
(BIACYTHICTB IIAIUCY, BIAOWTKA MTeYaTKH, rprda 3aTBEPKEHHS TOIIO), TOKYMEHT HE PEECTPYETHCS
1 BIIMPAaBHUKOBI HAJICUJIAETHCS MMUCHbMOBHH 3amuT a00 HOMY MOBIIOMIISIETHCA MPO 1€ TEACHOHOM.
[Tpy poMy Ha JOKYMEHTI pOOMTBHCS BIJMOBIJHA BIAMITKA 13 3a3HAYEHHSAM JaTH 3alUTy (PO3MOBHU
Tene@oHOM), IMocaad Ta TMpi3BUILIA OCOOM, SKIM 3pOOJIEHO 3aluT, HIANHCY, PO3MU(GPYBAHHA
MiIICY 0cOOH, siKa 3/11iCHUIIA 3aIHT.

V¥ pa3i BiacyTHOCTI a00 HELUIICHOCTI BKJIAJEHb, IMOMIKOKEHHS! KOHBEPTA, yIaKyBaHHS, 1110
OpU3BENO J0 HEMOXJIMBOCTI MPOYUTAHHS TEKCTY JIOKYMEHTa, CKJIAJa€eTbCs aKT y JBOX
npuMmipHukax. OAMH NPUMIPHUK aKTa HaJCWIAETHCS BIJINPABHUKOBI, 1HIIMNA — 30€piraeTbest y
3aKJagl.

2.6. AnipecHi ApIMKH PEKOMEH/IOBAaHUX KOHBEPTIB 1 MaKeTiB 30€piraioThCs 1 AOJAIOTHCS J10
JIOKYMEHTIB, a TaKOXX KOHBEPTH, KOJM JIMIIE 3a KOHBEPTOM MOXHA BCTaHOBUTH aJpecy
BIJIIIPaBHUKA, Yac BIJIPABIICHHS Ta OJEp>KaHHS JOKYMEHTa, a00 KOJIU B KOHBEPTI BIACYTHI OKpeMi
JOKYMEHTH, a00 BCTAHOBJIEHO HEBIJIMOBIIHICTH HOMEpIB JOKYMEHTIB HOMEpaM, 3a3Ha4eHHUM Ha
KOHBEPTI.

2.7. IOKyMEHTH TiAATal0Th NONEPEeTHOMY PO3IIISILY Y 3aKJaal y A€Hb iX HaJXOIKEHHS a0o
B MEpIINKA HACTYMHUNA poOOUMid NIeHb y pa3i HAJIXOPKEHHS X MICHs 3aKiHUYE€HHS poOouoro AHs, y
BUXI/IHI Ta CBATKOBI HEpOOOUi JHI.

JlopyueHHS yCTaHOB BHILIOTO PiBHSI, TEJIETrpaMH, Tene(oHOorpaMu po3risgatoThCsl HETalHoO.

2.8. MeToro nonepeIHbOro pO3rIIsily TOKYMEHTIB €:

1) BUOKpEeMJIEHHSI TaKUX, 110 MOTPeOyIOTh O0OB’SI3KOBOIO PO3IJIAy KEPIBHUKOM 3aKiaiy,
HOro 3aCTyITHUKaMH a00 CTPYKTYPHUMH MiJPO3/AiIaMH;

2) Bi101p JOKYMEHTIB, 10 HE MiJUISATal0Th peecTparllii, a TakKoXX TaKHUX, 110 MEePEAA0ThCs IS
peecTparii CTPYKTYpHUM ITiJIpO3/IiIaM.



2.9. O60B’sI3KOBOMY PO3TJISATY KEPIBHIUKOM 3aKJIaly MiUISITal0Th 3aKOHH Y KpaiHU, TOCTAaHOBH
BepxoBHoi Panu Ykpainu, akti ta nopyuyenss llpesunenra Ykpainu, aktu KaGinery MiHicTpiB
VYkpainu, nopyuenus Ilpem’ep-minictpa YKpaiHu, LHEHTpaJbHUX 1 MICHEBUX OpraHiB BUKOHABYOI
BJIaau (JaJsli — aKTH OpraHiB JAEp>KaBHOI BIaaW Ta AOPYYEHHS BHUIIMX IOCAJOBHUX OCi0), a Takox
3allUTH 1 3BEPHEHHS] HAPOAHMX JIEMyTaTiB YKpaiHU Ta AEMyTaTiB MICLEBUX paj, KOPECHOHICHIIISA
BepxoBHoi Panu Ykpainu, Anminictpanii [Ipesunenta Ykpainu, Kabinery MinictpiB Ykpainu
(mami — 3anmuTH, 3BEPHEHHS, a TaKOXK KopecmoHzaeHIiss BepxoBunoi Pamu Ykpainu, Aaminictpartii
[Ipesunentra Ykpainu, Kabinery MinicTpiB YKpaiHH), KOPECIOHIEHINS, IO HAAXOTUTHh BiJ
YCTAaHOB BHWIIIOTO PIBHS, PIIICHHS OpPraHiB MICIIEBOI'O CAaMOBPSIYBaHHS, a TaKOXX HaWBa)KJIMBIII
JOKYMEHTH, SIKIi MICTATh 1H(QOPMAII0 3 OCHOBHUX IHUTaHb iSUIBHOCTI 3aKjiaay 1 MOTpeOyroTh
BUpIIIEHHS 0€3MM0CcepeHBO KEPIBHUKOM.

[HIII JOKYMEHTH TepearoThCsl 3acTYIMHUKAM KepiBHHKA a00 CTPYKTYPHHM  ITiIpO3JijiamMm
(BUKOHABIISIM) BiZIOBIIHO 110 X (DYHKITIOHAIIBHUX 000B’S3KIB.

2.10. ITig yac momepeHLOr0 PO3TISAY JOKYMEHTIB BPaXOBYIOTHCS TTOBHOBXKEHHS Cy0 €KTIB
pO3MIISINYy KOPECIOHEHITIT, mepenbdadeHi y craryTi 3akmany (MOJIOKEHHSX MpO CTPYKTYpPHI
HiAPO3AiIH), HaKa3ax Mpo PO3IMOiT 000B’SI3KiB MK KEPIBHUKOM 3aKJaay Ta HOTO 3aCTyITHUKAMH,
MOCaI0BHMX IHCTPYKIIISIX, @ TAKOXK Kiacu(dikaTop MUTAaHb AISUIBHOCTI 3aKjIaay, HOMEHKIIATypa CIIpaB,
CXEMH MTPOXOJKCHHSI IOKyMEHTIB.

3. PeecTpanisi 10OKyMeHTIiB

3.1. lIokyMEeHTH B 3aKjaji PEECTPYIOTHCS IIEHTPATI30BaHO HE3aJICKHO BiJ CIOCO0Y iX
CTBOPCHHS, OJCP)KaHHS YW BIATBOpEHHS. Y 3aKiaji MOXKE 3aCTOCOBYBATHCS aBTOMAaTH30BaHA
dbopMa peecTpallii JOKYMEHTIB 3 BAKOPUCTAHHSIM CIICIIAIbHUX KOMIT IOTEPHHUX IPOTpam.

Cnyx00BUil JOKYMEHT, OTPUMAaHHMU 3aKiIaJoM a00 CTBOPCHHUW HUM, y TOMY YHCII IS
BHYTPIITHBOTO KOPUCTYBAaHHS, BBAXKAETHCSI BHECCHHM 0 JOKYMEHTAlIHHOTO (OHIY 3aKiamy 3
MOMEHTY HOro peecTpaiii.

3.2. Peectpaliisi JOKyMEHTIB MPOBOAMTHCS 3 METOIO 3a0e3MeueHHs iX OONiKy, KOHTPOJIIO 3a
BUKOHAHHSAM 1 ONEpaTUBHUM BHUKOPHUCTaHHSM HasBHOI B JOKyMEHTax iHdopmamii 1 mojsrae y
BEJICHHI 3amuCy OOJIIKOBUX JaHUX TPO JOKYMEHT 3a BCTAHOBJICHOKO 3aKJIaIOM PEECTpaIliiHOIO
dopmoro, SKUM (iKCyeThCsl (GakT CTBOPEHHS, BIIIPABICHHS a0 OJlepXKaHHS JOKYMEHTa, IIISIXOM
IIPOCTAaBJIEHHS. HA HbOMY PEECTPAIIIfHOrO 1HAEKCY 3 MOJAlbIINM 3alHCOM y 3a3HaueHuX (opmax
HEOOXI1THUX BIZIOMOCTEH PO IOKYMEHT.

Peectpartii mianmararoTh BXiJHI, BUXIHI Ta BHYTPIIIHI JOKYMEHTH (IOBIAKH, TOTOBIAHI
3aMKCKH, 3a51BU, MPOTOKOJIM 3aCi/laHb MEIaroriYHUX pajl, KOMICii TOIIO).

ITin yac peecTpariii JOKYMEHTIB y 3aKja/ii HEOOX1AHO JOTPUMYBATUCS TaKUX BUMOT:

1) TOKyMEHTH peecTpyIOThCS He3aJIeKHO BiJ] CIIOCOOY iX JOCTAaBKH, epeaayi Uu CTBOPEHHS;

2) JIOKYMEHTH PEeeECTPYIOThCS JIMILE OJMH pa3 (BXIJHI —y J€Hb HAJAXOJKEHHS a00 He Mi3HilIe
HACTYIHOI'0 po00Yoro JHs (SKIIO AOKYMEHT HaAiMIIoB y HepoOO4Mid yac), CTBOPIOBaHI —y JEHb
HiJNUCaHHs a00 3aTBEPKEHH );

3) y pa3i mepenadi 3apeecTpOBAHOIO JOKYMEHTa 3 OJIHOTO CTPYKTYPHOIO MiAPO3JLTY A0
1HIIOTO HOBUI peecTpaliiHui 1HIEKC Ha JOKYMEHTI He MPOCTaBISETHCS;

4) NIOKyMEHTH pEeECTPYIOThCSI 3a TpylaMH 3aJIe)KHO BiJl Ha3BU BHJY, aBTOpa 1 3MICTY
JIOKYMEHTIB.

Oxpemo peecTpyroThCs:

6XI0HI OOKyMeHnmu;

6UXIOHI 0OKyMeHnmu;

Hakazu 3 0CHOBHOT diAbHOCHI 3aK1a0Y;

HaKaszu 3 aOMIHICMPAMUEHO-20CNO0APCOLKUX RUMAHb 3AK1aA0Y;

HaKa3u 3 KAOpouUxX NUMAHb 3aK1a0y MUMUACOB020 CIMPOKY 30epicanns;
HaKaszu 3 Ka0posux NUMAaHs 3aKa1ady mpueanozo CmpoKy 30epicanns;
Hakazu 3 pyxy yuHie/6uxoeanyie 3aKiaoy;



GHYMPIWIHI 0OKyMeHmu (npomoKou, 006i0Ku, 00n08iOHi, NOACHIOBAIbHI 3ANUCKU,
3a:A6U NPAUIBHUKIE MOU0);

PiluleHHA K01e2ianbHUX Opeanie;

oyxzanmepcovKi 00Kymenmu;

36EPHEHHA 2POMAOAH, Y MOMY YUCTL OambKie abo 3aKOHHUX RPEOCMABHUKIG YUHIE;

3anumu Ha nyoaiuny ingopmauiro.

3.3. lokyMeHTH, [Ki HaaXOAsTh J0 3aKJIaay, PEECTPYIOThCS y KypHalll peecTpauii BXiIHUX
JOKYMEHTIB, Ti, 10 BiANPABISAIOTECS, — Y JKypHaJl peecTparii BUXiAHUX JTOKYMEHTIB, BHYTPIIIHI —
y JKypHajJi peecTpamii BHYTPIIIHIX JOKYMEHTIB, HaKa3W —y >KypHaJlaXx peecTpallii HakasiB.
3BepHEHHS T'POMAJISIH Ta 3aIUTH Ha MyOIiuHy iH(pOpMalio — y BIAMOBIIHUX KypHaax.

3.4.1lix 4ac peecTparii JOKyMEHTY HAJAa€Tbcsl YMOBHE mudpoBe (J1iTepHO-IIU(POBE)
MO3HAYCHHS — peecTpaliiinuii inaekc. EneMenTamMu peectpauiiHOro iHAEKCY € MOPSAKOBUN HOMEP
JIOKYMEHTa y MeXaxX Ipylnu AOKYMEHTIB, IO PEECTPYIOTHCS, SIKUH OMOBHIOETHCS 1HJIEKCAMH, IO
3aCTOCOBYIOTBCS y 3aKjali, 30KpeMa IHJEKCAaMH 3a HOMEHKIIATYypOIO CIIpaB, CTPYKTYpHOTO
MiPO3AUTY TOIIO.

Jiis BXiZHMX JOKYMEHTIB PEECTpALiHUN IHIEKC CKIAJA€ThCS 3 MOPSAKOBOTO HOMEpa Ta
1HJIEKCY 32 HOMEHKJIATYpOIO crpaB abo 1HIIOTO 1HJEKCY, 10 3aCTOCOBYEThCS Y 3aKIa/li, HApPUKIIA:
123/01-12, ne 123 - mopsinkoBmii Homep, 01-12 - iHAEKC clipaBU 32 HOMEHKIIATYPO¥O.

Y BHXITHOTO JOKYMEHTa PEECTPALIMHUN 1HJAEKC MOXKE pPO3MIIIyBaTUCh Yy 3BOPOTHIM
MOCITIIOBHOCTI — IHJCKC 32 HOMEHKJIATypOIO CchpaB (y pasi MoTpeOM MOXKe 3a3HAYaTHCS TaKOK
IHIIUH 1HAEKC, 10 3aCTOCOBYETHCS y 3aKiajil) Ta MOPsAAKOBUN HOoMep, Hanpukiaaa: 02-10/457, ne
02-10 - imgeKc crpaBu 32 HOMEHKJIATYPOIO, 457 - IOPSAIKOBUI HOMED.

Peectpaniiinuii iHIEKC pO3MOPSAIYMX JOKYMEHTIB Ta JEAKUX BHYTPIIIHIX JTOKYMEHTIB (aKTH,
IPOTOKOJIH, IOTOBOPH TOIIO) CKJIAJAETHCS 3 MOPSAIKOBOIO HOMEPA Y MEKaX POKY.

3 MeTOI0 pO3pi3HEHHS TPYI HaKa3iB 3 KaApOBUX MUTaHb (OCOOOBOTO CKJIaay) KOXKHOTO BHILY
0 TIOPSIKOBOTO HOMEpa MOXKE JIOJaBaTHCS JIHTepHHH iHIeKc. Micue po3TamryBaHHS
PEECTPALIITHOTO 1HACKCY Ha IOKYMEHTI 3aJICKUTD BiJl BHY OJIaHKa Ta BUAY JOKYMEHTA.

VY BHYTpIIIHIX CIIyXO0BUX JOKyMEHTaXx (3asiBax, JOMOBIIHUX 1 MOSCHIOBAJIBHUX 3allHCKax
TOII0), OPOPMIICHUX HE Ha OJIaHKY, AaTy MPOCTABISAIOTH JIIBOPYY Bil 0OCOOMCTOrO MiJINKCY aBTOpa
JOKYMEHTA.

VY pasi 3actocyBaHHs 1H(pOpMaIHHUX (aBTOMAaTH30BaHUX) CUCTEM OpraHizallii JiI0BOJICTBA
JIOTYCTUMO TPOCTABIISATU JaTy peecTpalii JOKyMEHTa y CKJIaal mTpux-koay ado QR-konmy, mio
CTBOPIOETHCSA 3ac00aMH III€T CUCTEMH, 3T1JIHO 3 mocTaHoBor0 KabineTy MiHicTpiB YKpaiHH.

HITpux-KOA MPOCTABISAIOTh Y MEHTPI HIKHBOTO TIOJIS MIEPIIOi CTOPIHKK JOKyMeHTa, QR-kox
(21 MM X 21 MM) — y HXKHBOMY JIIBOMY KYTI I€pILIOi CTOPIHKU JTOKYMEHTA.

3.5. ¥V 3akiazi 3aCTOCOBY€ThCA KypHasIbHA (hopma peectparii (10 600 10KyMEHTIB Ha piK).

3.6. Y pasi BusiBlIeHHs (akTiB HACHJIBCTBA YIMOBHOBa)XKEHA MOCaZ0Ba 0coba 3akiany (ikcye
HeoOxiHy 1H(pOpMallil0 B JXKypHail peectpaiii (axkTiB BUSABIEHHS (3BEPHEHHS) MPO BUMHEHHS
JIOMAIIHbOT0 HACHJIbCTBA Ta HACWJIBCTBA 32 O3HAKOIO CTaTi (3aKiay OCBITH).

4. Opranizanis nepenavi J0KyMeHTIiB Ta IX BUKOHAHHS

4.1. 3apeecTpoBaHi JIOKYMEHTU TIEPENAIOTHCS HA PO3TIA] KEPIBHUIITBA 3aKJIaay B JICHb iX
HA/IXO/DKEHHS a00 HACTYIHOro poOodYoro AHsS y pasi HaIXOKEHHS JOKYMEHTIB Y HEpoOOuHii vac.
Tenerpamu, TenedoHOrpaMu Ta iHINII TEPMIHOBI JOKYMEHTH NEPEIatOThCS HETAlHHO.

4.2. JIokyMeHTH, PO3TISHYTI KEPIBHUIITBOM 3aKJaay, MOBEPTAIOTHCS 3 PE3OIIOLIEI0 MO0 1X
BUKOHAHHS BIAMOBIAAIBbHIN 0c001 3a Oprafi3aliiiio IIJIOBOJCTBA 3aKjiaay, sKa 3A1HMCHIOE mepenady
JIOKYMEHTIB Ha BUKOHAHHSI.

JIOKyMEHT, BUKOHAHHS SIKOTO JOPYYEHO KUIBKOM ocobaMm, Moke OyTu mepenaHuit
BUKOHABIISIM Y TIOPSAKY BU3HAYCHHS X y PE30JIOIii a00 0JTHOYACHO y BUTIISII KOIN 3 Mepenadyero
OpUTIHAITy TOJIOBHOMY BUKOHABITIO, BU3HAYCHOMY B PE3OJTIOIIT MTEPIITIM.



4.3. ®akT nepeaavi TOKYMEHTIB BUKOHABIIM (DIKCY€ETHCS IIJISTXOM MPOCTABICHHS BiAMOBIIHO1
BIIMITKH B peecTpauiifHiil gopmi i3 3a3HaueHHsIM iH(pOpMaIlii Npo BUKOHABIIB, SKUM MEPEAaHO
OpHUTiHAJ JOKYMEHTA Ta HOTO KOITii.

4.4.3a BUKOHaHHA JOKYMEHTa BIiJIOBINAIOTH OCOOM, 3a3HAY€HI y HakKasi, pe30Jromii
KepiBHUKA 3aKJIa/ly, Ta NPAIiBHUKHU, SKUM 0€3[10CepeIHBO JOPYyUCHO BUKOHAHHS.

['oyi0oBHMIT BUKOHABEIb OpPraHi3oBye poOOTY CIHiBBUKOHABIIB, 30KpeMa BH3HA4Ya€ CTPOKU
HOJAaHHS HUMH IPOTIO3HILIH, TOPSIOK MiATOTOBKH, TIOTOJUKEHHS ITPOEKTY JOKYMEHTA.

CriBBMKOHABIII BiANOBIAIOTH 32 MiATOTOBKY Ha HAJICKHOMY DIiBHI Ta CBO€YACHE MOIAHHS
TOJIOBHOMY  BHMKOHABLIO HPOMO3MLIA. Y pa3i HECBOEYAaCHOTO0 TMOJAaHHS  INPOMO3HUIIH
CIIBBUKOHABIISIMU TOJIOBHHI BUKOHABELb 1H(POPMYE MPO 1€ KePiBHUKA, KU HAAaB JOPYUICHHS.

4.5. BukoHnaHHs TOKYMEHTa miependadyae 30UpaHHs Ta OMpAIFOBaHH HEOOXiIHO1 1H(popMaIii,
HiATOTOBKY MPOEKTY BIANOBiAI HA JOKYMEHT YH HOBOTO JIOKyMEHTa, Horo ogopMieHHs,
Y3TrO/DKCHHSI, TOJAHHS JUIsl TANUACAaHHS (3aTBEp/UKCHHS) KEPIBHUKOBI 3aKkjamy, y JEIKUX
BUMAJIKaX — CTPYKTYPHOTO MigPO3/Iiy, a TaKOX y pa3i moTpeOu — MiATOTOBKY JUIS TEpPECUITaHHS
ajpecary.

4.6. [IpauiBHUK, BiAMOBIATbHUN 32 BUKOHAHHS JJOKYMEHTA, Y pa3i BIAIIYCTKH, BIAPSAIKEHHS,
3BUIHEHHS 3000B’S3aHMM TepenaTd IHIIOMY IMPAIliBHUKOBI 3a TOTO/DKEHHSIM 31  CBOIM
Oe3mnocepeiHiM KePiIBHUKOM YCi HEBUKOHAHI IOKYMEHTH.

5. Opramni3zanisi KOHTPOJIIO 32 BUKOHAHHSAM JJOKYMEHTIB

5.1. KoHTpoib 3a BHUKOHAaHHSAM JIOKYMEHTIB 3[1HCHIOETBCS 3 METOK 3a0e3ledyeHHs
CBO€YACHOI'0 Ta HAJICKHOTO 1X BUKOHAHHS.

OO0O0B’SI3KOBO  KOHTPOJIIOETbCS BUKOHAHHS 3aB/aHb, Iepef0ayeHuX B akKTax OpraHiB
JIepKaBHOT BIIQAM Ta JOPYYCHHSAX BHINUX IOCAJOBUX OCiO, HaJaHHS BIAMOBINEH HA 3aluUTH,
3BEPHCHHS, a TaKOX Ha KopecrnoHjeHIio BepxoBHoi Pagun Ykpainu, Anminictpanii IIpe3unenra
VYxpaiau, Kabinery MinictpiB Ykpainu, Haka3u Ta JOPYYCHHS KEPIBHUITBA 3aKjany, pPIIICHHS
KOJIET1aJIbHOT'O OpTaHy 3aKiajay, 3aluTH Ha MyOJiuHy 1H(pOpMaLlito.

5.2. OpraHizaiiito KOHTPOJIO 3a BUKOHAHHSIM BH3HAYEHUX 3aBJaHb 3aCTYNHUK KEpiBHUKA
3aKJIaay BIATOBIAHO JI0 PO3NOALTY 000B’SA3KIB.

besnocepenHiii KOHTpPOJb 3a BHUKOHAHHAM JIOKYMEHTIB IIOKJIaJaeTbcs Ha  0ocoOy,
BIJINIOBIJaJIbHY 32 OpraHi3allilo AUJIOBOACTBA Y 3aKJIall.

VY cTpyKTypHHX MiIpo3AUIax 0e3rmocepeHiil KOHTPOJb 32 BUKOHAHHIM JOKYMEHTIB 3/11MCHIOE
0co0a, BiAmoBigaabHa 3a JiJ0BOJICTBO.

5.3. TumoBi CTPOKH BUKOHAHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMATHBHO-IIPABOBUMU
aKTaMu, a 1HAMBIAyalbHI — HAKA30M 3aKJagy a0o PEe30IIIOIIE€I0 KepiBHUKA 3aKiany (CTPYKTYpPHOTO
MiIPO3ALTY).

5.4. CTpoKkn BHUKOHAaHHS BHYTPILIHIX JOKYMEHTIB OOUYMCIIOIOTBCA Yy KaJeHJapHUX IHSX,
MOYMHAIOYH 3 JIaTH MiANHUcaHHs (peecTpallii), a BXIJHUX — 3 IaTH HaJIXOJDKEHHs (peecTpartii).

SIKIO OCTaHHIM JeHb CTPOKY BHUKOHAaHHS [OKYMEHTa IpUMAJa€e Ha HEpoOOYMid JieHb,
OCTaHHIM JIHEM CTPOKY BHKOHAHHS JOKYMEHTa BBaXKA€ThCS MEpHIMM poOOYMil JeHb Micis
HEpoOOUOoro JHs.

5.5. IoOKyMeHT, B SIKOMY HE 3a3HAa4€HO CTPOK BUKOHAHHS, MOBMHEH OyTH BHUKOHAaHUN He
mi3Hime Hixk 3a 30 KaleHAapHUX JHIB 3 MOMEHTY HOTro peecTparii y 3akiaji, 10 SKOro HaJiiIIoB
JIOKYMEHT.

3aB/aHHs, BU3HAUYEHE Y CIIy>KOOBOMY JIOKyMEHTI, BAKOHY€ETHCS Y BCTAHOBJICHHH CTPOK.

Sxuo 3aBnaHHs NoTpedye TEPMIHOBOTO BUKOHAHHS, 000B’SI3KOBO 3a3HAYAETHCS KOHKPETHUN
KIHIEBUH CTPOK BUKOHAHHSI.

5.6. CniBBHKOHABLI 3000B’s3aH1 MOJaBaTH MPOIMO3ULii TOJOBHOMY BHUKOHABIIO IMPOTSITOM
NepUIOi OJOBUHH CTPOKY, BIZIBEIEHOTO JJIsi BUKOHAHHS IOpYUYEHHsI, 3aBJJaHHS.



5.7. lHnuBiAyadbHUNA CTPOK BUKOHAHHS JTIOKYMEHTA MOXE OyTH 3MIHCHHH JIMIIE 3a BKA31BKOIO
10Ca0BOi 0COOH, siKa 1oro BCTAaHOBMIIA, a y pasi ii BIICYTHOCTI — IMOCaZ0BO1 0cO0H, sKa ii 3amillac.

VY pa3i notpedu CTPOK BUKOHAHHS TOKYMEHTa MOKe OyTH MPOJOBKEHO 32 OOTPYHTOBAHUM
MIPOXAHHIM BUKOHABIlS, SKE TOJAEThCS HE II3HINIE HiXK 3a TP POOOYMX JHI 10 3aKiHUCHHS
BCTaHOBJICHOTO CTPOKY, a IIOJO JOKYMEHTa, B SIKOMY HE 3a3Hau€HO CTPOK, — 10 3aKiHYCHHS
TPUALSTAIECHHOTO CTPOKY BiJl IaTH HOTO peecTpartii.

VY pasi 3MiHH CTPOKIB BUKOHAHHSI MPOCTABJISAIOTHCS HOBHM CTPOK, AaTa i mianuc. Biamosimxi
3MiHH BHOCSATBCS JI0 PEECTPALliHUX TOKYMEHTIB.

5.8. B3aTT NMOKyMEHTa Ha KOHTPOJb 3IHCHIOETHCS Ha IIIJICTAaBl PE30IONii KepiBHUKA
3aksiagy abo HOro 3acTyIHUKIB.

BinMiTka Ipo KOHTPOJIb O3HAYAE, IO JOKYMEHT Y3SITO Ha KOHTPOJIb I 3a0€3MEeYCHHs HOTro
BUKOHAHHS B YCTaHOBJICHUW TEPMiH.

BiaMiTKy TpO KOHTpPOJIb IMO3HAYaIOTh BEIHMKOK JiiTeporo «K» um ciaoBoM «KOHTpOIIbY
(pyxonucHO abo 3 BUKOPUCTAHHSAM LITaMIIa) Ha JIBOMY II0JIi MIEPIIOTO apKylla TOKyMEHTa Ha PiBHI
3aroJioBKa JI0 TeKCTY.

5.9. [licns BUKOHAHHS JOKYMEHT 3HIMA€ETHCSA 3 KOHTPOIIO. 3HATH JOKYMEHT 3 KOHTPOIIO
MOXE TUIBKM KEpIBHHK 3aKjaay, WOro 3acTylIHUKH, $SKIi BCTAHOBHJIM KOHTPOJIbHHUH CTPOK Yy
pe30ITFoIIii.

BukoHaHI TOKYMEHTH IMOJAIOTHCS HA IIJIIMUC KEPIBHUITBA HE MEHII SK 3a OJUH JICHb JO
3aKIHYCHHSI CTPOKY 1X BHKOHAHHS 3 METOIO 3aJMIICHHS IEBHOTO 4acy Ha iX JOOMpAaIfOBaHHS 3a
PIIIICHHSM KEPiBHUIITBA.

5.10. Inpopmariss Tpo pe3ynbTaTH BHKOHAHHSA B3STHX HA KOHTPOJb JIOKYMCHTIB
y3arajbHIOETHCS CTAHOM Ha IEpIIe YKCIO KOXKHOTO MICSIS 1 MOJNAEThCs KEPIBHUITBY 3aKIaLy Y
BUTJISAJII 3BEJICHb IIPO BUKOHAHHS JIOKYMEHTIB 32 BU3HAYCHOIO y 3aKiIajii (hOpMOIO.

6. [lopsinok onpamioBaHHs Ta HAACUIAHHA BUXITHUX JOKYMEHTIB

6.1. BuxizHi JOKyMEHTH HAJCWUIAIOThCS ajpecaTaM 3 BHUKOPUCTAHHSAM 3ac00iB IMOILTOBOIO
3B’SI3KY, €NIEKTPO3B’SI3KY, @ TAKOXK JIOCTABJISIOTHCS Kyp €PChKOI0, (PEIIb/I’€repChKOI0 CIIyKOaMH.

OmnpaifoBanHsi JAOKYMEHTIB JUIsl  BIANPaBJIEHHS TMOLITOBUM 3B S3KOM  3JIIHCHIOETHCS
BIJIMOB1IAJTLHOI0 0CO00I0 3aKjady BiAMOBiAHO 10 [IpaBmi HamaHHS MOCTYT TMOIITOBOTO 3B SI3KY,
3aTBep/UKeHUX mocTaHoBoro Kabinety MinictpiB Ykpainu Bix 05 6epesns 2009 poky Ne 270 (i3
3MIHAMH).

6.2. BuxiiHi JTOKyMEHTH ONpAaIbOBYIOTHCS 1 HAJCHUJIAIOThCA y JE€Hb X HAIXOMKEHHS BiJ
BUKOHABIIIB a00 He Mi3HIIIe HAcTymHoro pobodoro AHs. He pomyckaerbcst HajcuiiaHHs abo
nepeaaya JOKYMEHTIB 0e3 X BUX1IHOT peecTpariii.

6.3. JIoKkyMeHTH, IO HAJCWJIAIOThCSI OJHOYACHO OJHOMY 1 TOMY CaMOMy aJpecaToBli,
BKJIQ/IAlOTHCS B OJIMH KOHBepT (ymakyBaHHs). Ha KOHBepTi 3a3HavaeThCs ajpeca, 32 HEOOXITHOCTI
IIPOCTABIISIFOTHCS PEECTPALIiHI 1HEKCH BCIX JOKYMEHTIB, K1 MICTATbCS Y KOHBEPTI.

JIOKyMeHTH, IO JOCTaBISIOTHCS (Desb]l’€erepchKoI0 CIIy:K0010, MepeaaroThes ajgpecaTam iz
HIJNUC Y BIAMOBIIHINA KHU3I.

IV. CUCTEMATHU3ALIA TA 3BEPI'AHHA JTOKYMEHTIB ¥ JIVIOBOJACTBI
1. CkiaaiaHHs HOMEHKJIATYPH CIIPaB

1.1. HomenknaTypa crpaB TNpuU3HAUYEHA [JIsi BCTAHOBJEHHS Y 3aKiIaJll €IWHOTO TOPSAKY
dopMyBaHHS CHpaB He3aJIekKHO BiJ ¢opMmu Hocis iH(opmarii, 3abe3neyeHHs iX OOIMIKY,
OTIEPAaTUBHOTO TMONITYKY JOKYMEHTIB 3a iX 3MICTOM 1 BUJIOM, BU3HAYEHHS CTPOKIB 30epiraHHs CIpaB
1 € OCHOBOIO JUISI CKJIQJIaHHS OMMCIB CIIpaB MOCTiMHOTO Ta TpuBasoro (moxHaz 10 poki) 30epiranss,
a TakoX AJis 00JiKy crpaB TUMYacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHsl.


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

1.2. HomenknaTypa crpaB 3akiany (3BeleHa HOMEHKJIATypa) CKIIAA€ThCs BiAMOBIIAIBHOIO
0co6o10 (ocobamu).

1.3. Ilig yac ckyajaHHS HOMEHKJIATYpH CIIpaB 3aKJagy BUKOPHUCTOBYETHCS CTPYKTYPHHUH abo
(byHKIIOHATBHUA TPUHIM i1 TOOYI0BH.

CTpyKTYypHUI NPHHIUII BUKOPUCTOBYETHCS B Pa3i YiTKO BCTAHOBJICHOI CTPYKTYpPH 3aKiIaiy.
Po3ainamu B Takiii HOMEHKIIATYpi CIIpaB € HAMEHYBAaHHS CTPYKTYPHUX MIAPO3ALIIB.

VY pa3i po3noaisly OCHOBHMX (PYHKIIiH (HampsiMiB JIsZIBHOCTI) Yy O€3CTPYyKTYpPHOMY 3aKjiaji
MK ii TpaliBHUKaMH BUKOPUCTOBYETHCS (YHKUIOHAJBHUNA HPUHIMI NOOYJOBH HOMEHKIATYypH
crpaB. Po3zinu i miApo3ainM HOMEHKIATYpH CIIpaB 3aKiajy, IMOOyIOBaHOI 3a TaKUM NPHHIUIIOM,
BiZJ0OpaxaroTh 11 QyHKIIT Ta HAMPSAMHU ASUTBHOCTI 1 pO3MIIIYIOTHCS Y HOMEHKIIATYPi 32 CTYIEHSAMU
iX BayKIMBOCTI (Oprani3aiisi poOOoTH, IIaHyBaHHS, (JiHAHCYBaHHSI, IPOTHO3YBAHHS TOIIIO).

VY pa3i BUpPOOHMYOI MOTpeOM MOXIMBE TMOEJHAHHS CTPYKTYPHOTO Ta (DYHKIIOHAIBEHOTO
NPUHIXIIB 100y JOBU HOMEHKJIATYPH CIIPaB.

1.4.Ilix vac po3poOJCHHS HOMEHKJIATYpH CHpaB 3aKiagy BUKOPUCTOBYIOTbCS CTaTyT
3aKiIaay, MOJOXKEHHsS MpOo il CTPYKTYpHI MiAPO3MIJIW; INTaTHI PO3MUCH; TUIOBI ab0 MpUMIipHI
HOMEHKJIATYpU CIIpaB; HOMEHKJIATYpH Ta ONHCH CIHpaB 3a MHHYJI pPOKH; Kiacu(pikaTopu
JIOKYMEHTIB 1 KOPECIIOHJEHTIB, PEeCTPaIiiHO-00IIKOBI Ta KOHTPOJIbHI KapTOTEKH; THUIIOBUH Ta
rajy3eBi Tepeliku BHIIB JOKYMEHTIB 13 3a3HA4eHHSM CTpPOKIB iX 30epiraHHs, a TaKOX
YPaxoBYIOThCs 3aBJJaHHS 3aKJIa/ly Ha HACTYITHUH PiK.

1.5. Homenknarypa cmopaB CTPYKTYpHOro miapo3aury (OKpeMoi TocazoBOi  0COOM)
po3po0seThC HE TMi3HImE 15 JucTomaza MOTOYHOTO POKY, IIJAMUCYEThCS KEPIBHUKOM
CTPYKTYPHOTO Tifpo31ity (TI0CaZioBOI0 0CO00I0) Ta BI3YETHCA IOCATOBOI0 OCOOOIO 3aKiaiy,
BIJIMOB1IAJILHOIO 32 apXiB.

1.6. Y HOMEHKIaTypi crpaB nepeadavyaroTbes 3aroJ0BKH CIIPaB sl TPYITyBaHHS JOKYMEHTIB,
110 BiZOMBAIOTh YCi JOKYMEHTOBAHI JIJISTHKU 1 TUTAHHS TiSIbHOCTI 3aKIIafdy.

1.7. lo HOMEHKJAaTypu CIIpaB BKJIIOYAIOThCS, SK IPABUJIO, OPUTIHAIM JIOKYMEHTIB. 3a
pimenHsm EK 3akiagy 10 HOMEHKJIATYypH CHpaB MOXKYTh BKJIFOYATHCS KOMIl THpPa)KOBAaHMX
JOKYMEHTIB, 10 HAaKONMUYYIOTbCA B CTPYKTYPHUX NiAPO3AUIax (po3mopsiiyul  JTOKyMEHTH,
MOJIOKEHHS PO CTPYKTYPHI MiPO3/1IH, TOCaI0B1 IHCTPYKIIT TOIIO).

1.8. Io HOMEHKJIAaTypu CHpaB HE BKIIOYAIOTHCS JPYKOBaHI BUAAHHS, JOBITHUKU (Y TOMY
yucii TenedoHHi), OroeTeHi, pedepaTUBHI KypHAIH, eKCIpec-iHpopMaltis.

1.9. HomenknaTypa cripaB 3akiaay (3BelieHa) CKIIAIaeThes 3a YHIPIKOBaHOO (POPMOTO.

1.10. HomenknaTypy crpas 3akiany opOpMIIIOIOTh TaK, IK BU3HAYEHO Jalli.

I'pada 1 micTuth iHpOpMaLiO IPO 1HAEKC JOKYMEHTA, KU BigoOpakae HOMEp po3uly Ta
HOPSAKOBUM HOMEP JTOKYMEHTA Yy pO3ALIi.

VY rpadi 2 3a3HavyaeThCs Ha3Ba 3arojioBKa crpaBu. He 103BONISIETHCS BXKUBAHHS B 3ar0JIOBKaxX
CIpaB HEKOHKPETHHX (OpPMYyNIOBaHb («MaTepiaim», «3arajbHe JIUCTYBaHHsS», «BXiJIHA
KOPECTIOH/ICHITIS», «BUXITHA KOPECHMOHJCHINN», «(piHAHCOBA JOKYMEHTAIlis» TOIO), a TaKOX
BCTaBHMX CJIIB 1 CKJIAIHUX CUHTaKCUYHHUX 3BOPOTIB.

3arosoBOK CIpaBH CKIATAETHCS 3 €JIEMEHTIB, M0 PO3MINIYIOTHCA y TaKiil MOCTITOBHOCTI:
Ha3Ba BUJY CIIpaBM (JMCTYBaHHS, XYpHaJ, KHUra TOLIO) YM BHJY JOKYMEHTIB y CHpaBi (Hakasu,
MIPOTOKOJIH, aKTH TOIIO); aBTOP JOKYMEHTIB (HaWMEHYBaHHS 3aKJIaly, CTPYKTYPHOTO MIAPO3/ILITY);
KOPECHOHEHT abo ajpecar (HalilMeHyBaHHs YCTaHOBH, J0 KO aApecoBaHi abo BiJl AKOT HAAIWIUIN
JIOKYMEHTH); CTUCIHM 3MICT JOKYMEHTIB CIpaBu (MUTaHHS, 3 IKOro (OpMyeThbcs CIpaBa); Ha3Ba
perioHy (TepuTopii), 3 SKUM IOB’SI3aHUMA 3MICT JIOKYMEHTa; Jara (Mepiof), 0 AKOi HalleXaTh
JIOKYMEHTH CIIPaBH; BKa31BKU Ha HAsABHICTH KOIIN JOKYMEHTIB y cIipaBi (y pa3i motpedn).

SIKI10 crpaBa CKJIaJaeThes 3 Pi3HUX 3a BUJIAaMH JIOKYMEHTIB, OB SI3aHUX OJIHUM KOHKPETHUM
MATAHHSAM Ta TOCTIOBHICTIO BEACHHS JIJIOBOJCTBA (CYIOBI, CIia4i, 0OCOOOBI TOIIO), BXXHBAIOTH
TEpMiH «CIIpaBay, HanpukiaL: «Ocoboea cnpaea Ieanuenka Bonooumupa Mukonaitosuua.



Y 3arojoBkax cIpaB, IO MICTATh JOKYMEHTH 3 OJHOTO TMUTaHHS, HE TOB’s3aHl
MIOCJIIOBHICTIO BEIEHHS MPOLEAYpP AITOBOJCTBA, BXHBAETHCS TEPMiH «IOKYMEHTH», a MICJIs HHOTO
B JyXKax 3a3Ha4alOThCsl OCHOBHI BHJIM JOKYMEHTIB CIpaBu, Hanpukiaa: «/Joxymenmu (naanu-
2paghiku, ankemu, 008IOKU MOW0) NPO NPOBEOCHHA 0271A0Y CMAHY 0iL10600CMEa ma aApXieHoi
cnpagu y 3aknadi». TepMiH «JIOKyMEHTH» B)XXMBA€THCS TAKOXK y 3arojIOBKax CIpaB, IO MICTATh
JOKYMEHTH — JJOJATKH JI0 OYIb-sIKOTO HOPMATHBHO-TIPABOBOTO aKTa ab0 HakKazy 3aKiagy. Y TakoMy
pa3i BUJOBHI CKJIaJ] TOKYMEHTIB HE 3a3HAYaI0Th, HAIPUKIA/: «J[OKyMEeHTH JJ0 MPOTOKOJIIB 3aCi/laHb
NEearoriyHol paay 3aKIamgy».

VY 3arosoBkax CIpas, IPU3HAYCHUX JJISl TPYIyBaHHS JOKYMEHTIB OJTHOTO BH]Y, 3a3HAYAIOTHCS
BUJI JIOKYMEHTa Y MHOXKMHI Ta aBTOp JIOKyMEHTIB, Hampukiaa: «Hakasu 3 OCHOBHOI HisSUTBHOCTI
3aKJIay».

VY 3aronioBKax CIpas, IO MICTSTh JINCTYBaHHS, 3a3HAYAIOTHCS KOPECTIOHACHT 1 CTUCIIHH 3MICT
JIOKYMEHTIB, HanpukJa: «/Iucmyseannsn 3 ynpagiinuam (6io0oinom) oceimu npo ».

VY 3arojoBkax cCopaB, LI0 MICTSATh JIUCTYBaHHS 3 KOPECIOHACHTAMH, OJHOPITHHMHU 3a
XapaKTepoM JisUIbHOCTI, TaKl KOPECIIOHJACHTH HE MepesliyyloThCs, a 3a3Ha4ae€ThbCs iX y3arajJibHEHE
HaliMEeHyBaHHS, HANPHUKIAA: «/Iucmyeanns i3 3acCHOGHUKOM 3 RUMAHb ».

Y 3aronmoBKax cCHOpaB, IO MICTATh JHUCTYBaHHA 3 PI3HUMH KOPECHOHJIEHTAaMH, TaKi
KOPECTIIOHZCHTH HE 3a3HAYalOThCs, HAmNpukian: «JIMCTyBaHHS MpO OpraHi3amiio IiJIBUIICHHS
(daxoBoi kBasi(ikalii megaroriyHUX MPaIiBHAKIB 3aKJIaTy».

VY 3aroyioBKax crpae, IO MICTATh IIAHOBO-3BITHY JOKYMEHTAI[ilO, 3a3HAYAETHCS IEPioJ
(Micsib, KBapTaj, MiBpivYs, PiK), B SKOMY IUIAaHYEThCS CTBOPEHHS IOKYMEHTIB, abo mepion iX
(aKTUYHOTO BUKOHAHHS, HAPUKIAA: «Piunuil naan pooomu 3axknady na 2021/2022 u.p.».

[Tim dYac po3MileHHs 3arojIoBKiB CIpaB y HOMEHKJIATYpl BpPaXxOBYIOTHCS BaKJIUBICTh
JOKYMEHTIB, BKJIIOUEHHX IO CIIPaBH, iX B3a€MO3B’s130K. Ha modaTky po3MIIIyIOTBCSI 3arojOBKH
CIIpaB MO0 JIOKYMEHTIB, SIKi HAQIIWIUIM BiJl OPTaHIB BHILIOIO PiBHS, Jaii — IIOJI0 OpraHi3alliiHoO-
PO3MOPSTIOT JOKYMEHTAIIIT 3aKiIaay, JJUCTYBaHHS TOIIO. Y KOXHIHM 3 IUX TPYN JOKYMEHTH TaKOX
PO3MIIIYIOTHCS 3 YpaxXyBaHHSAM BaXKJIMBOCTI Ta CTPOKIB 30€piraHHsI.

BxkaziBKky Ha HasBHICTh KOMIM JOKYMEHTIB y CIIpaBl pO3TAlllOBYIOTh IHICJSI 3arojloBKa,
Hanpuknal: «Hakazu 3 ocnoenoi dianvnocmi 3axnady 3a 2020 pik (konii)».

I'pada 3 HOMEHKJIATypu 3alOBHIOETHCS HANPUKIHII KaJIeHJIApHOIO POKY, KOJU BiJoMa
KUIBKICTh C(HOPMOBAHUX TOMIB, YACTUH CIIPABH.

VY rpadgi 4 HOMEHKIATypHU 3a3HAYAIOTHCS CTPOKU 30€piraHHs CIpaB, HOMEpPHU CTaTei 3a
TUNOBUMH (Taly3eBMMH) IMepelikaMM JOKYMEHTIB 13 3a3HaueHHSAM CTPOKIB iXx 30epiraHHs,
TUTIOBUMH 1 MPUMIPHUMH HOMEHKJIATYpaMH CIIPaB.

JlomyckaeThCsl IOCHIIaHHS Ha PsJ CTaTed Mepesiky AOKYMEHTIB 13 3a3Ha4€HHSM CTPOKiB X
30epiranHs (y TOMY YHMCII PI3HUX MEPENiKiB, SIKIIO 3aCTOCOBYIOThCSI THUMOBUM 1 ramyseBuil). Ilpu
[[LOMY CTPOK 30epiraHHs 3a3HA4Ya€ThCS BIAMOBIIHO O CTATTi, 110 BCTAHOBIIOE HAUOIBIINN CTPOK
30epiraHHs.

JU1s JOKyMEHTIB, He Mepe10ayeHNX AIF0UUMH MepeTikaMu, CTPOKU 30epiraHHs BU3HAYal0ThCs
Ha miacTasi ix BuBueHHs EK 3akmany.

Jns cnpaB, copMOBaHHMX 13 THPAKOBAHMX KOMiM JOKYMEHTIB, BCTaHOBIIOETHCS CTPOK
30epiranHs «J{loku He MUHE TOTpeda» HEe3alIeKHO BiJl CTPOKY 30€piraHHsl OpUT1HAJIB JOKYMEHTIB (Y
TOMY YHCII 1 A7 JOKYMEHTIB MOCTIHHOIO CTPOKY 30epiranHsi) Oe3 IMOCHJIaHHA Ha CTaTTIO
BIJIMOBIAHOTO MEPETIKY TOKYMEHTIB 13 3a3HAUEHHSAM CTPOKIB iX 30epiraHHsl.

Crpok 30epiranHs chpaBu «Jlins ciaykO0BOro KOPHCTYBaHHS» HE BCTAaHOBJIIOETHCSA, a Y
BIJIOBIAHIN rpadi HOMEHKIATypH CIIpaB NpOCTaBiseThCs Mo3Hauka «EK» (excnepTHa KoMicis).

VY rpadi 5 «IIpumitka» poOJIATHCS MO3HAYKM MPO MEpeXilHi CHpaBH; MPO CIpPaBH, IO
BEJyThCA B €JIEKTPOHHII (opMi; Mpo MocagoBUX OCi0, BIAMOBIIATBHUX 3a (OPMYBaHHS CIPaB; PO
nepeaavy Cipas /10 apXiBY 3aKjaly UM IHIIMX YCTaHOB JUIS iX MPOJOBKEHHS TOLIO.

1.11. HomeHkmarypa cripaB 3akjiaay MiIMHACYETHCS 0CO0010, BiMOBIIATHLHOIO 32 OpPraHi3allio
TTOBOJACTBA Y 3aKJafi, Bi3y€ThCs MOCAAOBOI0 0CO00I0, BIIMOBIJAIBHOIO 32 apXiB, Ta CXBATIOETHCS
EK 3aknany.



1.12. Homenkmnatypa copaB 3akiaay TMiJIsTae IMOTOJDKEHHIO 3 BIAMOBIIHUM JIEPKAaBHUM
apxiBoMm (ans 3aknaniB, ki ¢opmyors HA®D) abo cXBaJieHHIO OpraHOM BHILOTO piBHS (s
3aKiaaiB, ki He GopmyroTs HA®D) oguH pa3 Ha 11Tk poKiB 400 HEBIAKIAJIHO B pa3i ICTOTHUX 3MiH
y BJIACHOCTI MaifHa, CTPYKTYpi, QYHKIIISAX Ta XapaKkTepi poOOTH 3aKiaay, BTpaTH YUHHOCTI THIIOBUM
(ramy3eBHUM) MEPETIKOM JOKYMEHTIB 13 3a3HAUYCHHSAM CTPOKIB 1X 30epiraHHsl.

1.13. Tloromxena EIIK  BixmoBimHOro  Jep)KaBHOTO — apxiBy HOMEHKJIATypa CIpaB
3aTBEP/KYETHCS KEPIBHUKOM 3aKJIay.

1.14. HomenknaTypa copaB 3akiaay CKJIAIA€ThCs Y YOTHPHOX MNpuMipHUKaX. lleprmit
(HemOTOpKaHHUI) TIPUMIPHUK 3BEJICHOI HOMEHKJIATYpH CHpaB 30€piraeTbcsl y BIAMOBITAIBHOI 3a
JIOBOJCTBO OCOOM, JAPYTH — BUKOPHCTOBYEThCSA SIK pOOOYMil, TPETii — MmepenaeTbess 10 apxiBy
3aKiIagy JUIs 3IMCHEHHS KOHTPOJIO 3a (pOpMYyBaHHSIM CIIpaB, YETBEPTUH — HAJCHUIAETHCA [0
BIJIMIOBITHOI Jep>KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJJITy MIChKOI paau abo opraHy BHUILOTO
piBHSL.

1.15. HomeHkiiatypa crpaB CTPYKTYPHOTO TIiAPO3IUTY 3aKiamy CKIAIA€ThCs Yy JIBOX
npuMmipHukax. OJIWH TPUMIPHUK HOMEHKIIATypu TNepelaeTbcs BiIMOBIAANBHIA 3a Oprasizaliro
JITOBOJCTBA 0COOI.

1.16. IIpoTsiroM poKy CTPYKTYpHI MiApo31iau (IMOCagoBi 0coOH) 3a0e3MeuyrOTh BEICHHS
HOMCHKJIATYp CIpaB, 30KpeMa 3a HEOOXITHOCTI BHOCATH JO HHX 3a I[OTO/DKEHHSIM 3
BIJIMOBIIAJILHUMH 3a JIIJIOBOJICTBO Ta apxiB oco0aMHM HOBI CIIpaBH, HE MepeadavyeHi YHMHHOIO
HOMEHKJIATYPOIO CIIPaB, 3aCTOCOBYIOUH IPH LIbOMY PE3€PBHI HOMEPH HANPUKIHIII HOMEHKJIATYpH.

1.17. HanpukiHiii poKy HOMEHKJIATypa CIpaB 3akjiaay OOOB’SI3KOBO  3aKPHUBAETHCS
MiJICYMKOBHM 3aIMCOM, IO MiANUCYe oco0a, BiANOBiAadbHA 3a IUIOBOACTBO 3akmamy. [Ipo
(aKTHUYHY HAsSBHICTH 3aBEJICHUX 3a PiK CIIPaB MOBIIOMIBIETHCS T10CAI0BAa 0cO0a, BIAIMOBIaIbHA 32
apxis.

1.18. TToromxkena 3 EIIK BimmosimHoro nepskaBHoro apxiBy (EK oprany Bwuimoro piBHS)
HOMCHKJIATypa CIpaB 3aKiaJy HANPUKIHII KOXHOTO POKY YTOYHIOETHCS, TMEPEAPYKOBYETHCS,
3aTBEPKYETHCS KEPIBHUKOM 3aKialy Ta BBOAUTHCS B JIit0 3 01 ciuyHS HOBOTO POKY.

2. ®opMyBaHHS CIIPaB

2.1. Ilix yac opmyBaHHS cIpaB CiiJ JOTPUMYBATHUCS TaKUX 3araJIbHUX MPaBUIIL:

1) BMillyBaTH y CHpaBU TUIBKM BUKOHAHI JOKYMEHTH BIJMOBIJHO JIO 3arojIOBKIB CIpaB y
HOMEHKJIATYpI;

2) TpynyBaTH y CIpaBH JOKYMEHTH, BUKOHAHI MPOTATOM OJHOTO KaJeHJApHOTO pPOKY, 3a
BUHATKOM MEPEeXIJHUX CIpaB Ta CYAOBHUX CHpaB (BEIyThCS MPOTITOM KIIbKOX POKIB J0 iX
3aBepIleHHs), 0cO00BUX cHpaB ((OpPMYIOTHCS MPOTATOM IMepiogy poOOTH ocobu y 3akiami),
JIOKYMEHTIB 3aKjiajly, 0 XapaKTepU3yITh OCBITHIN mporec (popMyroThes 3a HaBYAIbHUM PIK);

3) BMillyBaTH y CHpaBU JIMIIE OpHUriHaIM abo y pa3l iX BIJCYTHOCTI 3acBil4eHI B
YCTaHOBJICHOMY MOPSIIKY KOIMii JOKYMEHTIB;

4) He MOMyCKaTH BKJIOYEHHS J0 CIpaB YOPHOBUX, OCOOMCTHUX JOKYMEHTIB, PO3MHOKEHUX
KOITI Ta JOKyMEHTIB, IO MiJIJISTal0Th TOBEPHEHHIO,

5) 1o cmpaBM BKIIOYATH JOKYMEHTH TUIBKM 3 OJHOIO NHUTaHHSA a00 IpynH CHOPiAHEHHX
MUTaHb, 10 CTAHOBJISITH €IMHUI TEMaTHYHHIA KOMILIEKC;

6) OKpeMO TpyIyBaTH y CIpaBU JOKYMEHTH MOCTiiHOTO, TpuBanoro (moHag 10 pokiB),
TUMYacOBOTO 30epiraHHs;

7) 3a o0csiroM crpaBa HocTiiiHoro Ta TpuBajioro (moxaa 10 pokiB) 30epiraHHsi HE MOBHHHA
nepeBunryBaTi 250 apkymiiB (He Oinbine 40 MM 3aBTOBIIKH).

2.2. JIOKyMEHTH IpYIYIOTbCS Y CIIPAaBU B XPOHOJIOTTYHOMY Ta/ab0 JIOTIYHOMY MOPSIIIKY.



2.3. ITonoxeHHs1, MpaBuiia, IHCTPYKIIIi TOIIO, 3aTBEP/KEHI HaKa3aMH, TPYNYIOThCS Pa3oM 13
3a3HAYCHUMH JTIOKyMEHTaMHU. SIKIIO BOHU 3aTBEP/XKEHI K CaMOCTIHI JOKYMEHTH, iX (opMyIOTh B
OKpeMI CITpaBH 3a BUJAMH 1 XPOHOJIOTIEH0.

2.4. Haka3u 3 OCHOBHOI JisUIBHOCTI 3aKjiany, 3 aaMiHICTPAaTMBHO-TOCIIOJAPCHKHUX MUTaHb, 3
KaJIpOBUX TUTaHb 3aKjaay (THMYAcOBOTO 1 TPUBAJIOTO CTPOKIB 30epiraHHs), HaKazu 3 PYyXy
YUHIB/BUXOBAHIIIB TPYIYIOTbCS Y Pi3HI CIIPaBH.

Haka3u 3 kaapoBux muTaHb (0COOOBOTO CKJIaay) TPYMYIOTHCS BIJIIMOBIIHO 10 iX BUIIB Ta
CTpokiB 30epiranHs. He po3BomseTscsi TpymyBaTH pa3oM Hakasu TpuBasioro (75 pokiB) Ta
TUMYacoBOTO (5 pokiB) 30epiranHs. JIOmUIBHO TNPH BEJIUMKHX OO0CsATax IOKYMEHTIB Haka3u 3
KaJ[pOBUX THTaHb (0OCOOOBOTO CKJIaay), IO CTOCYIOTHCS PI3HUX HAMPSAMIB JISUTBHOCTI 3aKIamy
(mpuiiMaHHs Ha POOOTY, 3BUIBHEHHS, MPEMIIOBAHHS, BIIPSIIKCHHS, BIAIYCTKH TOIIIO), TPYITyBaTH B
OKpeMi cipaBu. SIKIIO pi3HUX BHIIIB HAKa3iB 3 KaJPOBUX MUTaHb (0OCOOOBOTO CKIIAAY) CTBOPIOETHCS
HE3HAYHA KUIBKICTh, iX JIO3BOJISIETHCS TPYIyBaTH 3a CTPOKaMU iX 30epiraHHs: B OJHY CIIPaBy -
HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B iHIIY - TAMYacOBOT'O CTPOKY 30epiraHHs.

2.5. JIoKkyMeHTH 3aciJlaHb KOJIETIaIbHUX OPraHiB IPYIYIOThCS Y JIBI CIIpaBH:

1) IpOTOKOJH 1 TOKYMEHTH JI0 HUX (IOTOBIIi, TOBIAKH, IIPOEKTH PIIICHb TOIIO);

2) TOKyMEHTH 3 opraHizamii 3aciganb (TOPAIOK EHHUM, MAaKET PO3MIIIECHHS, CITHCOK
3alpOIIEHUX TOIIO).

2.6. IIpoTokonu 3aciaHp KOJETriaJbHUX OPraHiB TPYMYIOTbCS Y CIPaBU B XPOHOJIOTIYHOMY
nopsiIKy 1 3a HOMepamH. JIOKyMEHTH /0 3aciiaHb 3a3HAu€HUX OPraHiB CHCTEMAaTHU3YIOThCS 3a
JaTaMH Ta HOMEpaMH NPOTOKOJIB, a B MeXaxX TIPyNH JOKYMEHTIB, IO CTOCYIOTHCS OJHOTO
IPOTOKOITY, — 32 MOPSAKOM JICHHUM 3aCiJaHHS.

2.7. Jlopy4eHHs yYCTaHOB BHILOTO piBHSA 1 JOKYMEHTH, IMOB’s3aHI 3 iX BHUKOHAHHSM,
TPYNYIOTBCS Yy CHOpaBH 3a HampsMaMH JisSUTBHOCTI 3akiaxy abo 3a aBTOpaMH iHINIaTUBHHUX
JOKyMEHTIB. JIOKyMEHTH y HEBENUKIl KiJIbKOCTI IPYNyIOTHCS B OJHY CHpaBy. Y CHpaBi JOKyMEHTH
CHCTEMAaTH3YIOThCS 32 IaTaMH JOPYYCHb.

2.8. 3aTBepKEHI MJIaHU, 3BITH, KOIITOPUCH, TUTYJIbHI CHUCKH TPYIYIOThCS Y CIIPaBH OKPEMO
B/l IPOEKTIB IUX TOKYMEHTIB.

2.9.JluctyBaHH TpYNyeTbCs 3a 3MICTOM Ta  KOPECHOHJEHTCHKOIO  O3HAKOKW 1
CUCTEMATHU3Y€ETbCS B XPOHOJIOTIYHOMY TMOPSAIKY: JOKYMEHT-BIAIOBIb PO3MIIIYETHCS 32
JIOKYMEHTOM-3aIIUTOM.

2.10. B oco0oBux crpaBax, 110 (opMyOTbCs BIPOJOBK YChOIO 4Yacy poOOTH MpalliBHUKA y
3aKJIafl, JTOKYMEHTH TpPYHYIOTbCS B XPOHOJOTIYHOMY TMOPSAKY B Mipy IX HaJIXOJKEHHS
(monoBHEHHsI) (3asiBa PO MPUMMaHHS Ha poOOTY, MMCbMOBUI TPYAOBUN TOTOBIp (KOHTPAKT), KOMIi
a0o BUTATH 3 HaKa3iB Mpo NMpUIMaHHS Ha poOOTY, 0OCOOOBUI JHCTOK 3 OOJMIKY KaJpiB, JOMOBHEHHS
710 0cO0OBOTO JIMCTKA 3 OOJIKY KajpiB, aBTOOlorpadis, Komis macrnopra, Komisi 00JIKOBOI KapTKU
IUTaTHUKA MOAATKIB (KpiM (i3MYHMX 0Ci0, sIKi 4epe3 CBOi peNiriiHi MepeKOHaHHS B1IMOBISIOTHCS
BIJl IPUIHSATTS peeCTpaliifHOro HoMepa O0IIKOBOI KapTKH IUIATHHUKA MOJATKIB Ta MOBLAOMUIH TIPO
1€ BIJIMOBITHUI KOHTPOJIOIOYMIA OpraH i MaroTh BIAMITKY y HAclopTi), KOMisl BINCAKOBOI'O KBUTKA
(y pasil HasBHOCTI), KOMIii IOKyMEHTIB MPO OCBITY, HAYKOBUW CTYIiHb, BUEHE 3BaHHS, 3asBU MPO
NepeBeIeHHsT Ha iHIIYy poOoTy (mocanry), CyMICHMLTBO, 3MiHy OiorpagiuHux AaHUX, Komii abo
BUTATH 3 HaKa3iB Mo MepeBeeHHs Ha 1HIIY poOoTy (Iocary), CyMiCHUIITBO, KOMIl JOKYMEHTIB, 1110
€ MiACTaBaMH JUIsl HaJaHHSA TUIr (32 HAsBHOCTI), KOIMIi JOKYMEHTIB MPO BHECEHHSI 3MiH JO
0OJIIKOBUX JOKYMEHTIB y 3B 43Ky 31 3MiHOIO OlorpadiuHux JaHuX (Mpi3BHILA, IMEHI, IO OATHKOBI),
XapaKTepUCTHKH, KOMil JOKYMEHTIB IpO MiJABUIICHHS KBadi(ikallii, CTaKyBaHHS, 3a0XOYEHHS
(Haropo I KeHHs, MPEMiIOBaHHS ), JOKYMEHTH 3 aTecTallii, 3asBa Mpo 3BUJIbHEHHS 3 poOOTH, Korii a0o
BUTSTHU 3 HaKa3iB MO 3BUIbHEHHS 3 poOOTH.

Jlo 0co6oBoi crpaBu 0OOB’S3KOBO CKJIIAAAE€THCS BHYTPILIHINA ONUC, SIKHH PO3MIILIY€EThCS Ha
MOYaTKy CIpaBH.



BimoMocTi mpo CTATHEHHs, 3a0XOY€HHS, BUKOHAaHHS OOOB’S3KiB THMMYacOBO BiJCYTHBHOTO
MpaliBHUKA, 3aMIlIEHHS BAaKAaHTHOI MOCAJM BHOCATHCSA IO JOMOBHEHHS JO OCOOOBOTrO JIMCTKA 3
00JTIKy KaJIpiB.

2.11. 3BepHeHHS TPOMAsH 3 MUTaHb POOOTH 3aKjaay Ta BCi JOKYMEHTH 3 iX pO3Irsmy i
BUKOHAHHS I'PYIYIOTHCS OKPEMO BiJl 3BE€PHEHB TPOMAJISIH 3 0COOMCTHX NHUTaHb. Ko)kHEe 3BEpHEHHS 1
JOKYMEHTH 3 HOro pO3IIIsAy CKJIaJaroTh y CIpaBi caMocTiiiHy rpymy. [1oBTOpHI 3BepHEHHA 1
JOKYMEHTH 3 iX PO3TJIILy CHCTEMaTH3YIOTh Y CIIPaBU Pa3oM 3 MOTEPEIHIMU.

2.12. MeroauuHe KEpiBHUUTBO 1 KOHTPOJb 3a (OpPMYyBaHHSM CIpaB Yy 3akiaai Ta il
CTPYKTYPHHUX MIIPO3/1JIax 3IHCHIOIOTHCS 0CO0aMu, BiMOBIIaIbHUMH 32 OPTaHi3alliio J1JI0BOJICTBA
Ta apXiB.

3. 30epiranHs JIOKyMEHTIB y JiJIOBOJACTBI

3.1. IokyMeHTH 3 MOMEHTY CTBOPCHHS YHM HAJXO/KEHHS 1 JI0 Mepe/laBaHHs Ha 30epiraHHs B
apxiB 3aKJIay 30epiraroThCs 3a MiciieM (OpMyBaHHS CIIPaB BiAMOBIIHO 10 HOMEHKJIATYPH CIIPAB.

3.2. BignoBiganeHi 0co0u 3000B’s13aH1 3a0e31meYnTy 30epiranHs JOKyMEHTIB 1 CIIpaB.

3.3. Jlns 30epiraHHs CpaB y AUTOBOACTBI BHKOPHCTOBYIOTh KAPTOHHI TEKH 13 KJlaraHaMu abo
3aB’s3KaMH, KapTOHHI a00 IUIACTMACcOBI IIBUAKO3IIMBAvi. Y PoOOYMX KiMHATaX CIpaBH MOBHHHI
30epiraTUCh y BEpPTHUKAJIBHOMY IIOJIOKEHHI y madax, 10 3aKkpuBaroThcsa. [l migBuIeHHS
OTIEPATUBHOCTI PO3IIYKY JOKYMEHTIB CIIPaBH PO3MIIIYIOTHCS BIAIOBIAHO 0 HOMEHKJIATYPHU CIpaB.
Ha KopiHIISIX OOKJIaJMHOK CIpaB 3a3HAYAIOTHCS 1HIIEKCH Ta 3ar0JIOBKU 32 HOMEHKJIATYPOIO CIIPaB.

3.4. MarHiTHi cTpiuku Ta nuposi Hocii iHpopMmarii 3 poHOrpaMamu 3acilaHb KOJIETiaTbHOTO
oprany 30epiraroTeCs B Horo cekperaps. Ha cTpidmi 1 KopoOiii poOHUTbCS BiaMiTKa MpoO JaTy
3acimanHs 1 yac 3anucy. Cexperap KoJerialbHOTO OpraHy BiMOBIga€E 3a iX 30epiraHusl.

3.5.Bupauya crnpaB y THMYacoBe KOPUCTYBAaHHs MpalliBHUKaM 3aKjagy 3/1HCHIOEThCS 3
UCHMOBOTO JIO3BOJY KEpiBHHMKa 3akiany. Ha BumaHy cropaBy CKIaJaeThCcs KapTKa-3aMiHHHK. Y
KapTlli 3a3HavyaloTbCsl HaWMEHYBaHHS CTPYKTYpHOTO MiJpO3AUTy, IHAEKC CIpPaBH, 3arojOBOK
CIpaBH, JaTa ii BUjadi, ocoda, sKii cripaBy BUAAHO, /JaTa ii MIOBEPHEHHsI, MIIMUCHU 0ci0, K1 BUAAIU
Ta MPUIHSIIN CIIpaBy.

[TocamoBa ocola, ska BUAaja Ta NpPUNHSIIA CIpaBy, 3000B’s3aHA 3JIHCHUTH TEPEBIPKY
HAsIBHOCTI IOKyMEHTIB y CIIpaBi.

He no3BonsieThcss BuAaBaTH y THMYacOBE KOPUCTYBAHHS IpalliBHUKAM 3aKJIay OKpeMmi
JIOKYMEHTH 31 CIIpaB.

3.6. Hamanns cpaB y THMYacOBE KOPUCTYBAHHS 3/IIMCHIOETHCS HE OUTBII SIK HA OJTMH MICSIIb.

3.7. Buiy4yeHHs OpUriHAJIIB JOKYMEHTIB (CIpaB) JOMYCKA€ThCS 3 J03BOJIY KepiBHUKA
3aknany.

3.8. Y paszi BTpaTtu MOKYMEHTIB 1 CIIpaB, IIO YUCIATHCA 32 HOMEHKJIATYPOIO, CKIIATA€eThCs
BIJITOBIHUM aKT (ooamox 20).

V. EKCIHEPTU3A HIHHOCTI AOKYMEHTIB
1. HopMaTHBHO-MeTOANYHI 3acaiy eKCIIePTH3H WiHHOCTI JOKYMEHTIB

1.1. ExciepTH3a I[iHHOCTI TOKYMEHTIB MPOBOJIUTHCS BIJIMOBIIHO /10 3aKOHO/AABCTBA y cdepi
apxiBHOI CHOpaBH Ta [IJIOBOJCTBA, THUIOBUX Ta Taly3€BHX IMEpeiKiB BUIIB JOKYMEHTIB 13
HOPMAaTHBHO BCTAaHOBJICHMMH CTpOKaMM iX 30epiraHHs, 3aTBEp/UKEHUX BIANOBITHO J0
3aKOHO/IABCTBA, THUIOBUX 1 MPUMIPHUX HOMEHKJIATyp CIIpaB, IHIIUX HOPMATHUBHO-TIPABOBUX aKTIB 3
NUTaHb €KCIEPTH3H LIHHOCTI.

1.2. Ins oprasizamii Ta NpPOBENEHHS €KCIEPTH3U LIHHOCTI JIOKYMEHTIB Yy 3aKjaii
CTBOPIOETHCSA MocTiiHO Airoua EK, 110 Ait0Thk BIAMOBIAHO 0 MOJ0XKEHHS PO HEl, po3po0sieHOro Ha
mijacTaBl THUIIOBOTO TMOJIOKEHHS MPO €KCIEPTHY KOMICIIO JEPKABHOTO OpPraHy, OpraHy MiCII€BOTO


https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13

CaMOBpSIyBaHHS, JCP)KaBHOTO 1 KOMYHAJIBHOTO IIJNPUEMCTBA, YCTAaHOBHM Ta OpTraHi3aii,
3aTBEP/KEHOT0 HakazoM MiHicTepcTBa toctuuii Ykpainu Bix 19 uepBus 2013 poxky Ne 1227/5,
3apeecTpoBaHoro y MinictepcTBi toctuiii Ykpainu 25 yepBHs 2013 poky 3a Ne 1062/23594 (i3
3MiHAMH).

Cknan EK Ta monoxeHHs: po Hel 3aTBEpKYIOThCS HAKa30M KEpiBHHUKA 3aKiiaay. [ 0oBorO
EK npu3HavaeThCcst OAMH i3 3aCTYNHUKIB KEPIBHUKA 3aKIajay, CEKpeTapeM — ocoda, BiMOBiaibHa
3a IOKYMEHTH, 110 MiJIATal0Th 30epiraHHio Ta MepeIaHHIO B apXiB.

Ho cxmagy EK 3aknmamy 3a iX 3rojio10 MOXYTh BXOJWTH IPEACTABHUKHU apXiBHHX YCTAaHOB,
OpraHy BHIIOTO piBHA (BIAMOBITHOTO OpraHy yHOpPaBIIHHSA OCBITOI), METOAMYHHX IICHTPIB,
npodeciifHuX CIIOK, X 00’ €HAHb.

1.3.V cBoii mismpHocTi EK 3akimany kepyeTbcss NpHHIMIAMHU 1 KPUTEPIIMH EKCIICPTU3H
I[IHHOCT1 JIOKyMEHTIB, ycTaHOBJICHUMH [1OpsIKOM YTBOPEHHS Ta TisSUIBHOCTI KOMICiH 3 MPOBEACHHS
eKCIIePTU3H IIHHOCTI IOKYMEHTIB, 3aTBEpKEHUM IocTaHoBOI0 Kabinety MiHicTpiB YKpaiHu Bij
08 cepriast 2007 poky Ne 1004 (i3 3miHamu).

1.4. EK 3aknamy npuiimae pileHHs Mpo:

1) cxBanenns i nomanns no EIIK nepxasnoro apxiBy (EK apxiBHoro Bijgainy pailoHHOT,
paifonnux y mictax Kuesi i CeBactomnoii Aep»aBHUX aMiHICTpalliid, MICbKOT paJy) MPOEKTIB TAKUX
JOKYMEHTIB: ONKCIB CIIPaB 3 KaJPOBUX NMHUTaHb (0COOOBOrO CKJIaLy), aKTiB MpPO BHIIYYCHHS IS
3HUIIEHHS JI0KYMEHTIB, He BHeceHux 10 HA®D;

2) CXBaJICHHS: IHCTPYKUIi 3 JIIOBOJACTBA; HOMEHKJIATYpPH CIIPaB; TOJOXKEHHS PO CIyKOU
Ji7I0BOICTBa, apxiBHI migpo3aimm Ta EK; omuciB cnpaB TpuBanoro (monan 10 pokiB) 30epiraHHs;
aKTiB PO HEBHIIPABHI MMOIIKOKEHHSI CIIpaB (JOKyMEHTIB) TpuBaioro (rmouan 10 pokis) 30epiranHs
Ta 3 KaJpOBHUX MUTaHb (0OCOOOBOrO CKIJIaJy); HOMEHKJIATYp CIpaB, ONHUCIB CIIPAB TPUBAIOTO (TIOHA
10 pokiB) 30epiraHHs 3akjaay, 0 HaJEKaTh A0 cepH YIpaBiiHHS 3aKIaay Ta y AiISTIBHOCTI SKAX
HE YTBOPIOKOTHCA JOKyMeHTH HAD.

1.5. EK onHouacHO pO3risjfae ONUCH CIpaB Ta aKTH PO BWIYYEHHS Ul 3HULICHHS
JIOKYMEHTIB, He BHeceHHX 10 HA®, a Takox akTu mpo BUIy4YeHHs JOKyMeHTIB 3 HA® pazom 3
aKTaMu PO HEBUIIPABHI MOIIKO/HKEHHS cripaB (qokyMeHTiB) HAD (3a ix HasiBHOCTI).

1.6. BHecennss nokymeHTiB 3aknaaiB g0 HA® 3mailicHroeThcs Ha miacrtaBi pimenHs EITK
JIEp>)KaBHOTO apXiBy MPO CXBAJICHHS OMHCIB CIPaB MOCTIMHOTO 30€piraHHs Ta MOTro 3aTBEPIKECHHS
KEepiBHUKOM 3aKIafy.

2. lTopsinok nNpoBeleHHsI eKCNePTU3M HIHHOCTI JOKYMEHTIB

2.1. ExcniepTu3a IHHOCTI JJOKYMEHTIB y 3aKJIa/l IPOBOAUTHCS:

1)y moToyHOMYy JUIOBOJCTBI —MiJl Yac CKJIaJaHHS HOMEHKJIATyp cIpaB, (OpMyBaHHs
JIOKYMEHTIB Y CIPaBH 1 EPEBIPSIHHS IPABUIBHOCTI BITHECEHHSI IOKYMEHTIB /10 BIJANOBIIHUX CIIPaB,
HiATOTOBKY CIIpaB JI0 NepeaBaHHs Ha apXiBHE 30epiraHHs;

2) B apxiBl 3aKjiafy —y Ipoleci NpUMaHHS ClpaB 0 apXiBy Ta MiATOTOBKM CIIpaB Ha
nocrtiiiHe 30epiraHHs.

2.2. Oprani3zaniiiHy Ta METOJIMYHY JOTIOMOTY Y MPOBEJIeHH1 ekcriepTH3u iHHocTi Hajgae EITK
nepxasHoro apxiBy (EK apxiBHoro Binainy pailoHHoi, pailonHux y mictax Kuesi i CeBactomoii
JIep>KaBHUX aaMIHICTpalliid, MICbKOI paju).

2.3.Ilix yac mpoBEeAEHHS EKCIEePTU3H LIHHOCTI JIOKYMEHTIB Yy JIJOBOJCTBI BHUPI3HSIOTH
YOTHUPH TPYITH CIIPAB:

1) moctiitHoro 36€epiraHHs;

2) tpusaoro (rmoHan 10 pokiB) 30epiranHs;

3) TumuacoBoro 36epiranss (10 10 pokiB BKIIOYHO);

4) T1, 1110 MANATAIOTh 3HUILEHHIO Y 3B’SI3KY 13 3aKIHYEHHSIM CTPOKIB 1X 30epiraHHs.

Binbip 3a3HayeHHMX Tpyn JOKYMEHTIB 3iMCHIOETHCS HA IMiJCTaBl HOMEHKJIATypH CIpaB
3aKJIay, a TAKOXK TUIOBMX Ta raly3eBHUX MepeiiKiB JOKYMEHTIB 31 CTpOKaMH 30epiraHHs LUISIXOM
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Heperisay KOXKHOTO apkyma crpaBd. OIHOYaCHO NepeBipsAIOThCA SAKICTh 1 MOBHOTa YHHHOI
HOMEHKJIATypU CIIpaB, NPaBWIbHICTh BHU3HAYCHHS CTPOKIB 30epiraHHs copas, nependaueHux
HOMEHKJIaTypOIO, JOTPHMAaHHS BCTAHOBJICHUX HPaBHJI OGOPMIICHHS JTOKYMEHTIB Ta (hOpMYyBaHHS
CIIpaB.

2.4. Ctpok 30epiranss JTOKyMeHTIB oOuncioerbes 3 01 cidHsS poKy, HaCTYITHOTO 33 POKOM
3aKkiHueHHs crpaBu. Hampukiaa, o6uucneHHs cTpoky 30epiranns cnpas, 3aBepueHux y 2021 poi,
nounHaeTbest 3 01 ciuns 2022 poky.

2.5. 3a00opoHseThCs BiAOIp MOKYMEHTIB IJIs MOAANBIIOro 30epiraHHs ab0 3HUIICHHS Ha
MiJICTaB1 3ar0JIOBKIB CIPaB B ONMUCY a00 HOMEHKJIATYPi CIIpaB.

2.6. Cnpau 3 nosHaukoro «EITK», y sSKHX eKCHepTH30i0 I[IHHOCTI BCTAHOBJICHA HAasBHICTh
JIOKYMEHTIB TIOCTIHHOTO 30epiraHHs, MiJIATalOTh mepe@opMyBaHHIO. J[OKyMEHTH TOCTIHHOTO
30epiraHHs, BWJIYYeHI 13 3a3HAYEHUX CIpaB, OO0 €IHYIOTbCI B CAMOCTiHI cHpaBu abo
NPUEAHYIOTBCS IO IHIIMX OJHOPIMHMX crpaB. OmpaBiieHHS 3HOBY C(OPMOBaHHX CIIpaB
3IHCHIOETHCS TUTBKU TICIIS 3aBEPLICHHS €KCIEPTU3H IIIHHOCTI JJOKYMEHTIB.

2.7.Ilin 9ac TPOBENCHHS CKCIEPTHU3H IIIHHOCTI JOKYMEHTIB Yy JUIOBOACTBI BHSIBISIOTHCS
nyOsieTHI JOKYMEHTH, JOKYMEHTH, IO HE CTOCYIOTHCS CIIPaBH, YEPHETKH, HEO(OpMIIEHI Komii,
MeTajIeBl CKPIIUICHHS, 110 IMiJIATal0Th BIUIYYSHHIO 31 CIIpaB MOCTIHHOTO Ta TpuBajoro (monam 10
POKiB) 30epiraHusi.

2.8.3a pe3ynbTaTaMu €KCHEPTHU3HM LIHHOCTI JOKYMEHTIB TOTYIOThCSI CIpaBH IMOCTIHHOIO 1
TpuBayioro (moHaa 10 pokiB) 30epiraHHs 10 epeIaBaHHs 10 apXiBy 3aKIIaay, 30Kpema:

1) 3miiicHIOETBCS 0OPMIICHHS CIIPaB BiAMOBIIHO 0 BUMOT;

2) Ha miAcTaBi HOMEHKJIATYp crpaB (POPMYIOTHCS MEPETiKU (CHUCKH) CIpaB, IO MiAIsATal0Th
3HMIICHHIO Yy 3B’SI3KYy 13 3aKIHUEHHSM CTPOKIB iX 30epiraHHs, JUisi BKJIIOYEHHS 10 akTa IIpo
BWUTYYEHHS JIJIsl 3HUILECHHS JOKYMEHTIB, He BHeceHHX 10 HAD.

2.9.V pa3i BCTaHOBJECHHsS B MIpPOIECI €KCHEepTU3U IIHHOCTI (haKTiB HECTadi JOKYMEHTIB 1
CIipaB, IO BHECEHI J0 HOMEHKJATypH, BIANOBIIAJIbHUMHU OCOOAMU 3aKiaay 3I1ACHIOETHCS IX
po3myk. Y pa3l HEraTHBHOIO pe3yJbTaTy pO3IIYKYy KEpIBHUK 3aKJIaJy CTBOPIOE KOMICIHO 3i
CITY>KOOBOTO PO3CIIIIyBaHHS, IPU3HAYAE CITYKOOBE pO3CIITyBaHHS 1 BUAE HAKA3 PO MPUTATHEHHS
JI0 BIAMOBIAAJIBHOCTI 0Ci0, BUHHHUX Yy BTpaTi JAOKyMeHTIB a0o cmpaB. JloBiaka mpo NpUYHHU
BIJICYTHOCTI JJOKYMEHTIB abo crpaB, MiJIucaHa WIEHaMU KOMicCii Ta KEpIBHHUKOM BiJIIOBIAHOTIO
CTPYKTYPHOTO MiAPO3/1Ty, IEPEAAETHCS O apXiBy 3aKJaay.

Ha mizxcraBi A0BiKM apXiB CKJIaJa€ akT MpPO HECTady CIpaB (JIOKYMEHTIB) y CTPYKTYPHHX
nigpo3ainax 3a Qgopmoro (dedamok 21), sxuil minmucye ocoba, BiIMNOBiJalbHA 3a apxiB, Bi3ye
BIJINOB1/IaJIbHA 32 OPTaHi3alliio AUTOBOACTBA 0c00a Ta 3aTBEPKYE KEPIBHUK 3aKIIady.

2.10. B apxiBi 3akyiafy eKCepTH3y LIIHHOCTI JOKYMEHTIB ITPOBOJSATH!

1) i yac ckiIaJaHHs 3BEIEHUX OMKCIB CIIPaB;

2) y pa3i HaAXOJKEHHS JOKYMEHTIB y HEYIOPSAAKOBAaHOMY CTaHi;

3) y pa3i 3akiHYeHHS CTPOKIB THAMYACOBOTO 30€piraHHs apXiBHUX JOKYMEHTIB;

4) nmepen mepeqaBaHHSAM CIpaB Ha MOCTifHE 30epiraHHs 70 BiAMOBIAHOI AepKaBHOI apXiBHOT
YCTaHOBH, apX1BHOTO BIJILITY MICBKOI pajiu;

5) 3 MeTO10 BUSIBIIEHHS YHIKIbHUX JOKyMeHTiB HAD.

2.11. ExcniepT3a IIHHOCTI JOKYMEHTIB B apXiBi 3aKjady 3A1ACHIOETHCS MM METOJAHMYHUM
KEpIBHUIITBOM BIINOBIIHUX AEpPKABHUX apXiBHUX YCTAHOB, apXiBHHUX BIJAUIB MICIEBUX pai, Y
30HI KOMIUIEKTYBaHHS SKHUX TIepeOyBae 3aKiiaj.

2.12. ExcriepTr3a IIHHOCTI JOKYMEHTIB B apXiBl 3akiaay TMiJ 4Yac CKIAJaHHsS 3BEICHUX
OTIUCIB CIIpaB Tepeadavae aHami3 CKIIaay TOKYMEHTAIlll 3aKIaay, 30Kpema:

1) yTOUHIOEThCS, JIe BIAKIQAAIOThCS MyONeTHI JOKYMEHTH, IO MiJISATaloTh 3HUIICHHIO. 3a
HEOOX1IHOCTI B apxiBl 3aKjaJy MOXYTb 3aJMIIATHCS Ha 30epiraHHs AyOJIeTHI MNPUMIPHUKU



JIOKYMEHTIB, 110 MiJIATal0Th MOCTIHHOMY 30€piraHHIO B JIep)KaBHIN apXiBHIM yCTaHOBI, apXiBHOMY
BIITI MICHEBOi paau. AHaTI3yeThCsl TaKOXX XapakTep IMOBTOPEHHsS iHdopMailii B 1HIIMX
JOKYMEHTax: BHI, (OpMa i NMOBHOTAa IMOBTOPIOBAHOCTI. BuiydeHHs ayOJeTHUX TOKYMEHTIB Ta
JIOKYMEHTIB 3 IMOBTOPIOBAHOIO 1H(HOPMAIII€I0 3MIACHIOETHCS JIUIIE MICHs 3BIPSHHS 3 JTOKyMEHTAMH,
110 3JIMIIAIOTHCS HA TIOCTIMHE 30epiraHHs;;

2) 311iICHIOETHCS TIepeBipKa MPaBUILHOCTI (POPMYBaHHS CIIpaB Ta ix 0(hOPMIICHHS BiJIOBITHO
JI0 apXiBHHX BUMOT. Y pa3i BUSBJICHHS MOPYIIEHb apXiB Mae MpaBO BUMaratu rnepedopMyBaHHs
CIIpaB;

3) Ha miACTaBi OMUCIB crpaB 0co0a, BIAMOBIAAIIbPHA 32 apXiB 3aKJaay CKIAJa€e 3BEJCHI OMHUCH
CIpaB 3akjiaay MocTiiiHoro 30epiranHs, Tpusaioro (moHan 10 pokiB) 30epiraHHs, 3 KaJIpOBHX
TUTaHb.

2.13. ExcriepTr3a IIHHOCTI JOKYMEHTIB B apXiBi 3aKiaay MPOBOAMUTHCS IMOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs sKUX 3akiHuuBcs. [Ipu mpomy
MEPeTJISIal0ThCS OMUCH CIPaB 3 KAJAPOBUX MUTaHb, TpuBajoro (moHax 10 poki) 30epiraHHs, y
TOMY YHCIIl BIIIOBI/IHI OMKICH CIIPaB 3aKJIaiB-TIONEPETHUKIB Ta JIKB1IOBAHUX 3aKJIa[iB.

2.14. Y pa3i HeoOXiHOCTI TPOBOAUTHCS yIAOCKOHAICHHS a00 TIepepOOIICHHS OTIHCIB.

2.15. IlepepoOiieHHs ONUCIB 3A1MCHIOETHCS y TAKUX BUIAAKAX:

1) 3HauHa YaCTHHA 3aTr0JIOBKIB OMHKCY HE BiI0Opa)kae 3MiCTy CIIPaBH;

2) OIUCH MICTATh CyMapHe OMMCaHHS CIIpaB, IPYNOBY HyMEpPALilo CIpPaB;

3) 3HauHy YacTHHY IOKYMEHTIB (pOHIY BHIIYYEHO, BTPAYeHO, MEPEJaHO IO IHIIOI apXiBHOT
YCTaHOBM, IPUEAHAHO 0 1HIIOrO (HOHLY;

4) mopylieHO OCHOBHI MPHHIMIHN CHCTEMAaTH3allii 3aroJioBKiB CIpaB B ONHCY, IO
YHEMOJKIIUBITIOE MOMTYK iH(OpMaIlii;

5) 3HauHO 30UTBIMBCS 00cAT POHIY 32 paXyHOK HOBUX HAJXOJKCHb.

Excrieptrsa miHHOCTI JOKYMEHTIB 3aKJIally Ta yJOCKOHAJEHHs a0o0 IepepoOJICHHS OIHUCIB
3IHCHIOIOTHCS 32 PIIICHHSM AP KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJIIITy MIiCIIEBOT pajIH.

2.16.Y KiHLI KOXHOTO MpHUMIpHMKA ONKMCY oco0a, BIJNOBIJaJbHA 3a apXiB 3aKiaiy,
IPOCTABIISIE MIANUC LIOJ0 MPUHHATTS CHpaB 3 000B’SI3KOBUM 3a3HAUYE€HHSAM KUIbKOCTI (Iudpamu 1
CJIOBaMM) TIepe/laHuX CIpaB 1 3a3HaYae JaTy.

2.17. Ilicnst mpuMHATTS cnpaB MOCTIHHOTO Ta TpuBasnoro (moHax 10 pokiB) 30epiraHHs, 3
KaJpOBUX MUTaHb 0co0a, BIAMOBiJaNbHA 3a apXiB 3aKjajay, Ha MiJCTaBl OMUCIB CIpPaB, 33 SKUMHU
3/11CHEHO TNPUNHATTS JTOKYMEHTIB, 3a BCTAHOBJIEHOIO ()OPMOIO TOTY€ PIUHI PO3JAUIN 3BEICHUX
OTHKCIB CIPAaB:

1) nocriiiHoro 30epiranHs (y 3akiaii, mo € JxeperaoM popmyBaHHs HAD);

2) TpuBainoro (noxaz 10 pokiB) 30epiranHs;

3) 3 KaAPOBUX MTUTAHb.

Oco0o010, BIJMOBIJIANBHOIO 3a apXiB, CKIAJAETbCA AaKT NP0 BWIYYEHHS I 3HUIICHHS
JIOKyMEHTIB, He BHeceHuXx 10 HAD.

2.18. 3BeeHuUi ONMUC CIIpaB MOCTIHHOTO 30€piraHHs CKIAJA€ThCS Y YOTHUPHOX NMPUMIpHHUKAX.
[Ticns cxsanenns EIIK gepxaBHOro apxiBy Ta 3aTBep/DKEHHS KEPIBHUKOM 3aKJIaqy OJIUH HOTo
NPUMIPHUK HalpaBiII€ThCs JepKaBHIA apXiBHIM YCTaHOBI YW apXiBHOMY BIJUIUTY MICIIEBOI paau, y
30HI KOMIUJIEKTYBaHHs SIKOro rnepedyBae 3akial, JpyrMil NpUMIpHUK 30epiraerbcs —sK
HEOTOpPKaHUH  0co0010,  BIJNOBINANBHOI 32  apXiB  3akiaay, TpeTid, 4YeTBepTuil —
BUKOPHUCTOBYIOTHCSL y 3aKjajl JUIisl IOTOYHOTO MOMIYKY CHpaB 1y pasl iX MepelaHHs Ha MOCTiHE
30epiraHHst HAAXOAATh JI0 BIJNIOBITHOI apXiBHOI YCTaHOBH.

2.19. 3Benenuit ommc TpuBasoro (moHan 10 pokiB) 30epiraHHS CKJIAJa€TbC Y TPbHOX
npuMipHUKax. J{o HbOro BKJIIOUAIOTHCS TAKOXK CIPABH, SIKi 332 HOMEHKJIATYPOIO CIPaB MalOTh CTPOK
30epiraHHs «70 JikBimamii 3akmamy». Ilicns cxBanennss EK 3akmany npumipHHKH OmHUCy
HanpaBiAl0Thess Ha cxBasieHHs EK oprany ympaeninHsS ocBitoro. Ilicns moBepHEHHsS BCiX



MIPUMIPHUKIB OITUCY HOTO 3aTBEPKY€E KEPIBHUK 3akiany. [lepmuii mpuMipHUK OMHCY 30€piraeThes
B 3aKJajli SIK HEAOTOPKAHHM, NPYTHid - € poOOYMM 1 BUKOPHCTOBYETHCS JJISi MOTOYHOTO IMOIIYKY
CIpaB, TPETiii MOYKE HAJCHIATHCS JJIsi KOHTPOJIIO BiJIIIOBITHOMY OpraHy YIpaBJIiHHs OCBITOIO.

2.20. Omuc crpaB 3 KaIpOBUX MUTaHb CKIIAIAETHCS Y 3aKIali, SIKUi:
1) € mxepenom popmyBannas HAD - y TppOX IpUMIpHHKAX;
2) ne € xepenom popmyBanas HAD - y 1BoX mpuMipHHKaXx.

2.21. 3aroyioBKM CIIpaB OINHUCY 3 KaJPOBUX MHUTAaHb CHUCTEMATU3YIOThCS 3a HOMIHAJIBHOIO
03HaKOI0 (TPYITyBaHHS B OAHY CIIPaBy JOKYMEHTIB OJJHOTO BUY) y TaKii TOCHIiJOBHOCTI:

1) HaKa3M 3 KaJIpOBUX MTUTAHb 3aKJIay;

2) HaKa3M 3 pyXy y4HiB/BUXOBAHIIiB 3aKJIaly;

3) 00J1iKOB1 IOKYMEHTH;

4) criuckH y4HIB/BUXOBaHIIB (ay1paBiTHA KHUTA YYHIB/BHXOBAHIIIB);

5) KypHaiu peecTpallii Haka3iB 3 KaIpOBUX MHUTaHb;

6) 0co0OBi cIIpaBy MPAIiBHUKIB;

7) KOHTPAKTH, TPYIOBI JOTOBOPH;

8) OyxranTepcbki JOKyMeHTH (0COOOBI paXyHKH i3 3apo0OiTHOI TUIaTH, B pasi iX BiICYTHOCTI -
PO3paxyHKOBI BIJOMOCTI 13 3apIUIaTH);

9) nokymeHTH 1po Tapudikaiito (Tapudikamiiiai BiToMocCTi (CITUCKN));

10) TOKyMEHTH TIPO MPOBEICHHS JICP>KABHOI aTeCcTallil;

11) kauTH OOJIIKY 1 BUAAUl CBIIONTB Ta JOJATKIB IO CBIJOLTB PO 0A30BY 3arajibHy CEPEIHIO
OCBITy; aTecTaTiB Ta JOJATKIB JIO aTecTaTiB NpO TOBHY 3arajibHy CEPEIHIO0 OCBITY, 30JI0THX
Menane «3a BUCOKi IOCSTHEHHs y HaBYaHHI» Ta CPIOHUX Meaneil «3a JOCSITHEHHs Yy HaBYaHHI»;

12) TOKyMEHTH TIPO HENIACH] BUMAKU (aKTH, IIPOTOKOJIH, BUCHOBKH, KYPHAIN);

13) sxypHanu peectpartii oci0, MOTEPITUINX Bl HEIIACHUX BUIAJIKIB;

14) xypHanu 00Ky pyXy TPYIOBHX KHI)KOK Ta BKJIQJIOK JIO HUX;

15) sxypHan peectpariii Haka3iB 3 pyXy yUHIB/BUXOBAHIIIB;

16) He3aTpeOyBaHi OCOOUCTI IOKYMEHTH MPAIIBHUKIB (TPYAOBI KHIKKH).

2.22. Oco0o0B1 cHpaBud BHOCATHCS [JO OINWUCY 3a POKOM 3BUIBHEHHS MpaliBHUKA 1
CHCTEMaTHU3YIOThCS 32 MPI3BUIIAMHU 3BUTbHEHUX MPALlIBHUKIB B al(aBiTHOMY MOPSIKY.

2.23. 3BeneH1 ONUCH cIpaB MOCTIMHOrO, TpuBajoro (moHax 10 pokiB) 30epiraHHs, 3 KaJpOBUX
NUTaHb Ta aKT PO BUIYYEHHs JUIs 3HULICHHS TOKYMEHTIB, He BHeceHUX 10 HA®D (mami - akT mpo
BUJTYUYEHHS /IS 3HUIIEHHS JOKYMEHTIB), po3rianatoTees EK 3akiany onHoudacHo.

2.24. 3aknan, mo € mxepenoM GopmyBanHs HA®D, onucu cripaB nmoctiifHOro 30epiraHts Ta 3
KaJpOBUX MMUTaHb Pa30M 3 aKTaMH PO BHJIYYEHHS JUISl 3HUILEHHS JOKYMEHTIB IICIJIsI CXBAJICHHS X
EK 3aknany nonae Ha posrisa EIIK BianoBigHOro JepKaBHOTO apXiBy.

2.25. 3aknap, mo He € mrepenioM popmyBaHHs HAD, onvicu cripaB 3 KapOBUX MUTAHb Pa30M
3 aKTaMM NPO BUIIYYEHHs Ul 3HUILEHHs JOKYMEHTIB micisa cxBayeHHs ix EK 3aknany momae Ha
posrisan EK apxiBHOro BijauTy pailoHHOI Iep:KaBHOI aaMiHIcTpalii abo apXiBHOTO BTy MIChKOL
pamu. Onmcu crpaB TpuBanoro (monaa 10 poxkiB) 30epirans micns cxBaneHHs EK 3akmamy
nonaroTbes Ha po3rsi EK oprany ynpasiiHHS OCBITOO.

2.26. IloromxkeHi (CXBajeHi) aKTH MPO BUIIYYEHHS JUIsl 3HUILEHHS JOKYMEHTIB, HE BHECEHHX
10 HA®, 3aTBepIKYIOThCSI KEPIBHUKOM 3aKjany.

2.27. Iicns 3aTBCP/KCHHA aKTa PO BUIYYCHHA JISI 3HUIICHHA ,Z[OKyMCHTiB 3aKJjag Mae€
IMpaBoO 3HUIIUTHU JOKYMCHTH.

2.28. KepiBHUK 3akyiaay 3000B’s3aHUM 3a0e3meunTd 30epeXeHHS JOKYMEHTIB, a y pasi
BKJIFOUEHHS 3aKJIaJy JI0 CIUCKY IOpUAMYHUX Ocib - mxepen ¢popmyBaHHs HAD micns 3akiHUEHHA
BCTAHOBJICHUX TI'PAaHUYHUX CTPOKIB iX 30epiraHHs B LIbOMY 3aKjaji - 3a0€3MeYUTH MNepeaHHs



JIOKYMEHTIB JUIsl TOCTIHHOTO 30epiraHHs 110 BIAMOBIAHOI Jep)KaBHOI apXiBHOI YCTaHOBU YH
apXiBHOTO BIJILUTYy MiCBKOI pajiu.

3. CkiajaHHs aKTiB PO BUJIYYeHHS 1JI 3HUIEHHS IOKYMEHTIB,
He BHeceHHX 10 HA®, Ta 3HUIIEHHS IOKYMEHTIB

3.1. Ha migcTaBi moiaHuX CTPYKTYPHUMH MiAPO3AUIAMH aKTiB PO BUIIYYCHHS ISl 3HUIICHHS
JIOKYMEHTIB, He BHeCeHHX 10 HA®, 1m0 miansaraoTs 3HUIIEHHIO Y 3B°SI3Ky 13 3aKiHUEHHSIM CTPOKIB
ix 30epiraHHsi, Ta MPOBEACHOI €KCIIEPTU3H IIIHHOCTI IOKYMEHTIB B apXiBl 3aKJIay CKIQJA€ThCs aKT
PO BUJTYYCHHS JIJIS 3HUIIEHHS JOKYMEHTIB, He BHeceHuX 10 HAD.

AKT 0OpMITIOETBCS Y BUTJIAI TaOMUIl, MO MICTUTh Tpadu, nependadeHi 3BeICHUM aKTOM
PO BUJIYUYEHHS /IS 3HUIICHHS JOKYMEHTIB, HE BHeceHUX g0 HAD. AKT miamucye KepiBHHK
3aKJamy.

3.2. AKT npo BWIIyYEHHS JUIsl 3HULICHHS JOKYMEHTIB, He BHeceHUuX 10 HAD, ckiamgaerscs y
JIBOX MPHUMIPHUKAX, SIK IPaBUJIO, HA CIIPaBH BChOTO 3akjaay. Ha3Bu oHOpPIIHUX CIIpaB, BiAiOpaHUX
JI0 3HHILNEHHS, BHOCATHCS B aKT IMiJl 3araJIbHUM 3arojOBKOM i3 3a3HAYCHHSM KIUIBKOCTI CIIpaB,
VKJITIOYEHHUX 10 KOXKHOI TpyNnu. AKTH MPO BUIYYEHHS JOKYMEHTIB JJisl 3HHUILEHHS MalOTh BaJOBY
HyMepalito, mounHato4n 3 Ne 1.

CrpaBu BKJIIOYAIOTHCS B aKT MPO BHIIYUEHHS JJIs 3HUILEHHS JOKYMEHTIB, HE BHECEHUX [0
HA®, sxmio nepenbadeHuit uisi HUX CTPOK 30epiranHs 3akiHumBes a0 01 ciuHA poky, B sSIKOMY
CKJIaJieHO aKT. Hampukiaa, cnpaBu 3 TPUPIYHMM CTPOKOM 30epiraHHs, 3akiHueHi y 2016 pori,
MOXYTh BKIIIOYAaTUCS B aKT, Mo Oyne ckiaaenuit He panime 01 ciuns 2020 poky, 3 I’ ITHPIYHAM
cTpokoM 30epiranus — He panime 01 ciuns 2022 poky, 3 ypaxyBaHHSM IMPUMITOK, 3a3HAYCHHUX Y
BIJITOBITHUX TIEpETiKax JOKYMEHTIB 31 CTpOKaMH 30epiraHHsl.

3.3.3aknanu moparoth cxBaneHi EK 3akmaamy akté mpo BWIyYeHHS 7S 3HULICHHS
JOKYMEHTiB, He BHeceHHX 10 HA®D, pa3zom 3 onucamu crpaB 3 KaapoBux nmutanb Ha pos3risin EITK
(EK) nepxaBHoi apxiBHOi yctaHoBH, EK apxiBHOTO BiI/1iTy MICIIEBOT paJiv, y 30HI KOMIUICKTYBaHHS
AKoi nepeOyBae 3aKia.

3.4.V pa3si BHECEHHs JI0 aKTa MPO BWJIyYEHHS JUIsl 3HUILEHHS JJOKYMEHTIB, HE BHECEHHUX J10
HA®, nepBuHHO1 (iHAHCOBOI Ta OyXraaTepchbKoi JOKyMEHTAIlll 3akiaay JA0Ja€ 10 HbOIO JOBIAKY
PO MPOBEJCHHS MEPEBIPKU OpraHaMM JOXOIB 1 300piB a00 peBi3il UM Jep)kaBHOrO (HiHAHCOBOTO
ayJUTy 3 TUTaHb TOTPUMAHHS MIOAATKOBOTO, MUTHOTO Ta 1HIIIOTO 3aKOHOJABCTBA (KPiM JAep>KaBHOTO
(biHAaHCOBOIO ayJUTy OKpPEMHX TOCIOJApPChKHX OIepaliil) opraHaMu Jep>KaBHOIO (D iHAaHCOBOTO
KOHTPOJIIO.

VY 1oBiAll TakoX 3a3HAYalOThCS BIAOMOCTI MPO HASBHICTH a00 BIACYTHICTH (hiHAHCOBHX
orepailiii, mo BIAMOBIIHO JO BUMOT 3aKOHOJABCTBA IMIIATAIOTH (PIHAHCOBOMY MOHITOPHHTY, 3a
3a3HayeHi B aKTl POKH; CIOPIB (CyNnepedokK), NOPYLUIEHHS KPUMIHAIBHUX CIPaB, BIIKPUTTA CydaMu
IIPOBa/KEHb Yy cipaBax. J[OBiJKa MIJNUCY€EThCS KEPIBHUKOM 3aKJIAy Ta CKPIIUIIOETHCS MEYATKOIO
(32 HasIBHOCT!).

3.5. [loromkeHi (cxBajieH1) aKTH MPO BUIIYUYEHHS JUIsl 3HUIIEHHS JOKYMEHTIB, HE BHECEHUX 0
HA®, 3aTBepKyIOTHCSI KEpIBHUKOM 3aKJIay, MIiCisl YO0 3aKjajl Ma€ MpaBo 3HUIIUTH JOKYMEHTH.

3.6. CrpaBu, BifiOpaHi AJs 3HUIIEHHS, NEPEJaloThCs OpraHi3allisiM 13 3aroTiBili BTOPUHHOL
CHUPOBHMHHM 32 HAKJIQJHUMH, Y SIKHX 3a3HAYAEThCS Bara MakyJaTypH, IO MepeaHa A MepepoOKH.
Jlara 3ma4i JOKyMEHTIB, iX Bara Ta HOMEp HaKJIaJHOI BKa3yIOThCS B aKTaX NP0 BHIYYCHHS
JIOKYMEHTIB JUIs 3HUIIECHHS.

3.7. flkmo B aKT Mmpo BWIYYEHHS I 3HUINEHHS JTOKyMEHTIB, He BHeceHux 10 HAD,
BKIIIOUEHO JIOKyMEHTH 3 TrpudoM «Jlas cimyx00BOro KOPUCTYBAaHHS» Ta IHIIUMHU TpubaMu
00OMEXEHOT0 JIOCTYITy, IO 3aCTOCOBYIOTBHCS Yy 3akKiail, Il JOKYMEHTH 3HHINYIOTHCS IIISTXOM
MOJIPIOHEHHS J0 CTaHy, 10 BUKIIOYAE MOXKIUBICTh X MPOYUTAHHS Ta BiIHOBICHHS. [Ipu 1ipomy B
KIHIl aKTa JOJAATKOBO POOMTHCS 3amUC MPO 3HUIICHHS BIAMOBITHUX JOKYMEHTIB 13 3a3HAYCHHSIM
npi3BuUIl Ta BnacHUX iMeH uneHiB EK 3aknany, Hanpukian:



Cnpaeu Ne 25 J/ICK, Ne 30 /ICK, Ne 80 /ICK 3nuneno wiisaxom noopioHeHH.
Ynenu EK:

(énacue im’a, npizeuuie)

(énacue im’sa, npizeuuie)

(énacue im’a, npizeuuie)

Hama

VI. KOMILVIEKTYBAHHS APXIBY
1. ’kepesia KOMILIEKTYBAHHS TA CKJIAL JOKYMEHTIB apXiBy

1.1. JlIokyMeHTH 3 pi3HUMH BHJIaMH MaTepialbHUX HOCIIB iH(OpMaIlii moBUHHI 30epiratucs B
apxiBi 3aKJ1aly OKpEMO.

1.2. ApxiB ympaBiHCBKOI IOKYMEHTaIlii 30epirae:

1) 3aKiH4YeHI Yy MOTOYHOMY JiJTOBOJCTBI JOKYMEHTH MOCTiiHOTO Ta TpuBaioro (monax 10
POKIB) 30epiraHHs, CTBOPEHI Y 3aKjai;

2) TOKyMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIAAY) MPAIliBHUKIB 3aKIaIY;

3) JOKYMEHTH 3aKJIa liB-TIONIePEAHHUKIB;

4) DOKyMEeHTH O0COOOBOTO TIOXO/KEHHSI MpPALiBHUKIB 3akjiaay (y4HiB/BUXOBAHIB), SKi
BJIirpaJIM TEBHY POJIb B ICTOpIi PO3BUTKY Ti€l 4M 1HINOI chepu KUTTEMISUIBHOCTI KpaiHu abo ii
OKpPEMOT0 PETioHy, 10 HAIIHIIIIN Ha ITi/ICTaBl 3asBH iX BIIACHHKA,

5) ApykoBaH1 BUJAHHSA, IO JOTOBHIOKTH apXiBHI JOKYMEHTH, HEOOXITHI Il HAyKOBO-
METOAMYHOI Ta iH()OpMaIiifHO-T0BIIKOBOI pOOOTH apXiBy;

6) 1OBIIKOBUH Ta O0JIIKOBUI anmapar A0 apXiBHUX JIOKYMEHTIB.

2. Bumoru 10 opopmiieHHSI cipaB, IO MiJISATAI0ThH apXiBHOMY 30epiranHio

2.1. CrpaBu 3akiiaqy miuiararoTb opOpMIICHHIO MM Yac iX 3aBeACHHS y AUIOBOJCTBI Ta ITiJ
Yac MiATOTOBKY 1X Ha apXiBHE 30epiranus.

2.2. OdopmiieHHsT cmpaB 3I1MCHIOEThCS  (QYHKLIOHAIBHUMHU oco0aMu  (TpaliBHUKaMU
CTPYKTYPHHUX MiPO3ALIIB) MiJ METOAUYHUM KEPIBHULTBOM OCi0, BIANOBIJAIBHUX 32 J1IIOBO/ICTBO
Ta apXiB 3aKJIaay.

2.3. 3amexHO BiJ CTPOKIB 30epiraHHs JOKYMEHTIB 3/1HCHIOETHCS TMOBHE a00 YacTKOBE
(crrporiene) opopMIIEHHS CIIPaB.

JloKkyMeHTH TUM4YacoBOro 30epiranss, copMoBaHi y ClipaBu, 30epiraloThCs y TeKax (Mankax)
13 3aB’s3KaMH, IIBUJKO3IINBAYaX, HE MIAUIMBAIOTECA 1 HE HYMEpYIOThCA (32 BUHATKOM IEPBUHHOT
OyXraiaTepchbKoi JOKyMEHTalll Ta JOKyMEHTIB 3 rpudom «J/lns ciyk00BOro KOPUCTYBAHHS» Ta
IHIIMUMU TpudaMu OOMEXKEHOTo JOCTYIy), YTOYHEHHS €JeMEHTIB O(OpMIIEHHS OOKIaJUHKU He
IIPOBOTUTHCH.

OdopmitenHs crpas noctiiiHoro 1 TpuBajoro (moHana 10 pokiB) 30epiraHHs, y TOMY YHCII
CIIpaB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIAY), epeadadae CuCTeMaTru3aIliio TOKYMEHTIB Yy CIIpaBi,
HYMepalilo apKyllliB y CIpaBi, ckIaAaHHsA (y pa3i MOTpeOH) BHYTPIIIHBOTO OINHUCY JIOKYMEHTIB
CIIPaBH, HASIBHICTh 3aCBIIYYBAJbHOTO HANUCY CIpaBU MPO KUIBKICTh apKyHIiB 1 MPO OCOOJIMBOCTI
¢iznyHOrO CTaHy Ta (OpPMYBaHHS CIpaBH, MiANIMBAHHSA a00 OMpAaBJIECHHS CIpPaBU, OPOPMIICHHS
OOKJIaJIMHKY (TUTYJIBHOTO apKyllla) CIPaBHU.

2.4. Cucremaru3zallis JOKYMEHTIB Yy cIlpaBi nepeadadae poO3MIIIEHHS JOKYMEHTIB 3a
XPOHOJIOTI€I0 HAAXO/IKEHHS a00 CTBOPEHHSI (B1Jl CIUHS O TPYJCHB).

2.5. Hymeparist apkymiiB copaB 3[IHCHIOETBCS 3 METOI 3a0e3MedYeHHs 30epeKeHOCTI Ta
3aKpIIJICHHS TOPSAKY pO3TalllyBaHHS JOKYMEHTIB, YKIIOUEHUX Y CIpaBy. Yci apKylli CIpaBu
HYMEpPYIOTh apaOCbKMMHU IU(ppPaMU BaJIOBOIO HYMEpAL€l0 B MPaBOMY BEPXHHOMY KYTi MPOCTUM
M’SIKUM OJiBEM a00 MeXaHIYHUM HyMepaTopoM. ApKyIll 3acBiIYyBaJbHOTO HAaNHCy Ta
BHYTPIIIHBOTO OMNHMCY HYMEPYIOTHCSI OKpeMO. 3aCTOCYBaHHS YOpHHJIA, MAacTH abo KOJIbOPOBHX



OJIIBIIB JJII HyMepallii apKylIiB CIpaBH, apKyIIiB 3acBiIUyBaJIHHOTO HAIMKCY Ta BHYTPIIIHHOTO
OTHCY 3a00POHSETHCA.

ApKymii cripaB, IO CKJIAIAIOThCS 3 JCKUIBKOX TOMIB a00 YaCTHH, HyMEPYIOTHCS B KOKHOMY
TOMI (4aCTHHI) OKPEMO.

®dotorpadii, KpecieHHs, aiarpaMd Ta I1HII UIFOCTPATHBHI JOKYMEHTH, 11O € OKPEMHUMH
apKyIIaMu B CIIPaBi, HyMEPYIOTHCS Ha 3BOPOTHOMY OOIIi B JIIBOMY BEPXHBOMY KYTi.

Apkym dopmaty, OiabIoro, Hixk popMar A4, TiAIIMBAETHCSA 3 OJJHOTO OOKY 1 HYMEpPYEThCS
SK OJIMH apKyIll y IPaBOMY BEPXHbOMY KyTi, a TOTIM (pasbiroeTbest Ha hopmat A4.

ApKyII 3 HarIyxo HaKJICEHUMU JOKyMeHTaMu (pororpadisiMu, BUpi3KaMu, BUITUCKAMHU TOIIIO)
HYMEPY€EThCS SIK OJMH apKyll. SKIo 10 AOKYMEHTa MiAKJICEHI OJHMM OOKOM IHINI JOKYMEHTH
(BHpI3KH, BCTABKH JI0 TEKCTY, MIEPEKIIAIH TOIIO), TO KOXKEH JOKYMEHT HYMEPYEThCSI OKPEMO.

[TigmmTi y cipaBu KOHBEPTH 3 YKJIAJACHHSMHU HYMEpYIOTbCS BAJIOBOIO HyMEpAIli€l0 apKyIIiB
CIIpaBH, MPH IbOMY CIIOYaTKy HyMEPYETHCSI KOHBEPT, a MOTIM KOKHE BKJIAJICHHS B KOHBEPTI.

[Tiqmumti y cmpaBd JOKYMEHTH 3 BIACHOK HYMEpAIi€lo apKyIlIiB 30epiraroTh TaKy
HyMEpaIIito, SKIIO BOHA BIMOBIIAE TIOCIIIOBHOCTI pO3TaIlyBaHHS apKYIIiB y CIIpaBi.

VY pa3i HagBHOCTI 0OaraThbOX TOMHJIOK y HyMepalii apKyIIiB CHOpaBd B JUTOBOACTBI
3MIMCHIOETHCS 1X MepeHyMeparlis, I 4ac sKoi cTapi HOMEPH 3aKpECIIOITHCS OJHIEI0 CKICHOIO
PHCKOIO 1 IOPSI/T CTABUTHCS HOBUI HOMEp apKyIIa.

Y pa3i HasBHOCTI OKpPEMHUX IOMHJOK Yy HyMepalii apKyllB CIpaBU JOIMYCKAEThCS
3aCTOCYBaHHA JITEpHUX HOMepiB apkymriB (135-a, 135-6 Tomo).

2.6. BHyTpilHIi OmKMC JOKYMEHTIB CKJIAJIA€ThCS JI0 JEAKMX KaTeropid crpas, IO MICTATH
YHIKQJIbHI JOKYMEHTaJbHI TaM SITKH, JHOKYMEHTH 3 rpudom «Jljisi ciy’>k00BOro KOPHUCTYBaHHS,
0CO0OBI, CYJIOBO-CJII/I4i CITpaBH, CIIPaBH, Ha3BH SIKUX HE MOBHICTIO PO3KPUBAIOTH 1X 3MICT TOIIIO.

BHyTpimmHil onuc CKIagaeThesl Ha OKPEMOMY apKyIii 3a (POpMOI0, IO MICTUTH BiIOMOCTI PO
HOPSIKOBI HOMEPU JIOKYMEHTIB CIpPaBH, iX 1HAEKCH, JaTH, 3ar0JIOBKM Ta HOMEPH apKyIIiB CIpPaBH,
Ha SKUX PO3TAIIOBAHUN KOKEH TOKYMEHT.

J10 BHYTPIIHBOTO ONMHUCY CKIIAAEThCA MIACYMKOBHH 3aIUC, y IKOMY HaBOASTHCSA HU(ppaMu Ta
CJIOBaMHU KUIBKICTh JOKYMEHTIB, IO BKJIIOYEH1 J0 ONHUCY, Ta KUIBKICTh apKYIIiB BHYTpPIIIHBOTIO
onucy. BHyTpimHili onuc mianucyeTsest Horo yknagaueM. SIKIIO CIpaBy ONpaBiIeHO abo0 MiALIMTO
nornepeaHbo 0€3 BHYTPIIIHBOIO ONUCY, TO MOro OJaHK MIJKJICIOETHCS 1O BHYTPIIIHBOTO OOKY
JUIBOBOT OOKJIQJIMHKU CIIPaBH.

3MIHM CKJIaqy JIOKYMEHTIB CIIpaBU (BKJIIOYEHHS TOJIATKOBUX JIOKYMEHTIB, iX BHKIIFOUEHHS,
3aMiHa OpUTIHAMIIB KOIISMHU TOIIO) BinoOpaxkatoTbecst B rpadi «IIpuMmiTku» 13 MOCHIAHHSIM Ha
BIJINOBIAHI JOKYMEHTH (HaKa3W, aKTH TOILO) 1 J0 BHYTPIIIHBOI'O OINHCY CKJIAJAEThCS HOBUMN
IiICYMKOBMH 3aITuC.

2.7. 3acBiquyBajbHUI HAlKC CHpPaBU CKIAAAETHCA 3 METOI OOJIKY KUIBKOCTI apKyIIiB y
crpasi Ta (ikcarii oco0aMBOCTEN iX Hymeparii.

3acBiIuyBaJIbHUN HAIMC CKJIAJA€THCSA HA OKPEMOMY apKYyIIIi, 110 BMIILIY€TbCS B KIHLII CIIPaBH,
y JAPYKOBaHUX MpHUMIpHMKaX crpaB (OOJIKOBI JKypHaJd, 3BITH TOIIO) - Ha 3BOPOTHOMY Ooli
OCTaHHBOT'O YUCTOTO ApKyIIa.

V 3acBiguyBaJIbHOMY HAIUCI 3a3HAYAIOTHCS IM(PpaMH 1 JIiTepaMH KUIbKICTh apKYIIiB Y CHpaBi
Ta OKPEMO uepe3 3HaK «+» (IUTI0C) KUIBKICTh apKyIIiB BHYTPIIIHBOTO OIUCY, SKIIO BiH €.

VY 3acBiquyBaJIbHOMY HAIMCi 3acTepiraloThCsi TakKi OCOOJMBOCTI HyMepallil JOKyMEHTIB
CIIpaBH:

1) HasBHICTB JIITEPHUX Ta MPOIYIIEHUX HOMEPIB apKYIIIiB;

2) HOMepH apKyUIiB 3 HaKJIeeHUMHU (HoTorpadisiMu, KpeCIeHHSIMH, BUPI3KaMH TOILIO;

3) HOMepu BenMKO(pOPMATHUX APKYIIiB;

4) HOMepHU KOHBEPTIB 3 YKJIAJICHHSIMH 1 KUIbKICTh apKYIIIB YKJIAJEHb.

3acBiqUyBIbHUN HaNMC MIANHCYETHCS OCOOOI0, sIKa MOro CKiaja. Yci HAacCTyHHI 3MIHU B
CKJIa/Il Ta CTaH1 crpaBy (TIOUIKOKEHHS apKyIlliB, 3aMiHA IOKYMEHTIB KOMISIMH, IPU€ETHAHHS] HOBUX



JIOKYMEHTIB TOIIO) 3a3HAYAIOTHCS y 3aCBIIUyBaJILHOMY HAIMCI 13 MOCHJIAHHSMH Ha BiAIOBIIHHA
BUIIPaBAOBYBAJIbHUM JOKYMEHT (HaKa3, aKT).

VY pasi 3Ha4HOr0 O0CATY TMEpEeHyMepalllii apKylIiB y cIpaBi B KiHII i CKJIQJa€ThCsS HOBHUA
3acBiquyBasibHUi Hanuc. Ctapuil 3acBiTUyBaIIbHUN HAITUC 3aKPECIIOETHCS 1 30€piraeTbes y crpasi
MOCTIHHO.

2.8. OmpaBieHHsT chpaB 3IIHCHIOETBCS 3 METOI 30epekeHHs iX (I3UYHOTO CTaHy.
JIOKyMEHTH, 10 MICTATHCS y CIPaBi, MiJIIMBAIOTh HA YOTUPH MPOKOJIU CHEIiaIbHUMUA CypOBHMHU
HUTKamMu abo nparBoro. CrpaBu moctiiiHOro, TpuBajoro (monan 10 pokiB) 30epiranHs Ta 3
KaJpOBUX NHTaHb (OCOOOBOTO CKJIAIy) ONPABIIAIOTBECSA y TBEpAY OOKIAIWMHKY 3 KapToHy. llpm
IIbOMY METaJIeBi CKPIMJICHHS (CKPINKH, IIMHWIBKH) BHITy4alOThCS 3 TOKYMEHTIB.

[Tix yac ompaBneHHs abo0 MiqIIMBAHHS JOKYMEHTIB CIPaBU HE JIO3BOJISETHCS TOPKATHUCS X
TEKCTY. SIKIIO TEKCT JOKYMEHTIB HaJIpyKOBaHO HAATO OJIM3BKO JI0 iX JIIBOTO Kparo, TO MOTPiOHO
HapOCTUTH KOPIHIII JIOKYMEHTIB IMarepoM Ti€l camMoi sIKOCTI, 110 ¥ HOCIT TeKCTY JIOKYMEHTIB.

VY pa3i HasBHOCTI y cmpaBi He3aTpeOyBaHUX OCOOMCTHX IOKYMEHTIB (TPYIOBHX KHHKOK,
MOCBITYCHB, TUIJIOMIB, aTe€CTaTiB, CBIIOITB TOIIO) IIi JOKYMEHTH BKJIQJAIOThCS B KOHBEPT, SKHUMA
MIiIIABAETHCA O CIpaBU. SIKIIO TaKMX JOKYMEHTIB 3HA4YHA KUIBKICTh, BOHHM BHIIYyYalOThCS 31
CIpaBH 1 Ha HUX YKJIQJA€ThCS OKPEMHUH OITHC.

2.9. [lepen nmepemaBaHHsAM CIPaB JI0 apxXiBy 3akKjaay B TEKCT Ha iX OOKJIaJAMHKAX (TUTYIBHHX
apKyIlax) BHOCATHCS HEOOXIJHI yTOYHEHHs, MEepPeBIPSIEThCS BIAMOBIIHICTh 3aroJIOBKIB CIpaB Ha
oOKkJanuHKax (THTYJBPHUX JIMCTax) 3MICTYy MiJIIMTHX JOKYMEHTIB (3MICT JOKYMEHTIB CHpaBU
BIJJ0OpaXKa€eThCsl y 3arojIOBKY YiTKO, CTUCIIO, y3arajJbHEHO, 0e3 BTpaTh KOHKPETHUX XapaKTePUCTUK
00’exTa omucyBaHHsS). Y pasi MOTpeOW 0 3aroyioBKa CIPaBU BHOCATHCS JOJATKOBI BIJOMOCTI
(TIpOCTaBIAOTHCS HOMEPH Haka3iB, MIPOTOKOIIB, BUAM 1 (POPMHU 3BITHOCTI, BKa31BKM Ha HAasBHICTh
KOMIH JOKYMEHTIB y CIpaBi). 3aroJioBOK CIpaBU Ha OOKIJIAIMHIII Ma€ BIAMOBIATH 3arojIOBKY B
OTIUCi CIIPaB CTPYKTYPHOTO MiAPO3ILITY.

Ha o0xmaguHkax cripaB (TUTYJIBHHUX apKyIlax) MPOCTABISIOTHCS JaTH JOKYMEHTIB, YMIIIEHUX
y KOXHY cCIlpaBy. SIKIIO clipaBa CKJIaJaeTbcs 3 KUIBKOX TOMIB (YacTHH), TO Ha KOXXHOMY 3 HHX
IPOCTABIISIFOTHCS KpaiiHi JaTH TOKYMEHTIB (IT0YaTKy Ta 3aKIHYEHHS CIIpaB).

V pasi 3a3Ha4eHHs TOYHMX KaJeHJApHUX JaT 3a3HAYal0ThCs YUCII0, Micsllb 1 pik. HYucno 1 pik
M03HAYAIOTHCA apaOChKUMK IH(pamMu, Ha3Ba MICSIISI MAIIETHCS CIIOBOM. SIKIIO y CIIpaBy BKIIOYEHO
JIOKYMEHTH (J1I0/1aTKH TOIIO), AATH SKUX BUXOJAThH 3a KpaifHi JaTH CIIPaBU, TO HIKYE JJaTH CIPABU 3
HOBOTO psIZIKa POOUTHCS PO 1€ 3amic «Y CIpaBi € JOKYMEHTH 32 pOKm». JlaTm MOXyTh He
3a3HavyaTHCs Ha OOKJIaJAMHII (TUTYJIBHOMY apKyllli) CHpaB, IO MICTATh PiuHI IUIaHU Ta 3BITH,
OCKLUITbKM BOHH B1JJOOpakeH1 y 3aroj0BKax CIIPaB.

Ha oOxiaguHkax crpaB (TUTYJIBHHMX apKyllax) 3a3HadyaloTh KUIBKICTh apKyUIiB y CIpaBi
BIJIMOBIAHO JI0 3acBiAYyBaJbHOrO Hamucy (0e3 BpaxyBaHHS apKylliB BHYTPIIIHHOIO ONUCY Ta
3aCBITUyBAIILHOTO HAIHCY).

Ha o6xnanuHIi cipaBu B IPaBOMY BEPXHbOMY KyTl Ta HUKHBOMY JIIBOMY KyTi 3a3HAYa€THCS
apxiBHMM mM@p cnpaBu (3a MOTOJPKEHHSM 3 apXiBOM 3aKJajy HOMEpPU 3BEJEHOT0 OIHUCY 1
apxiBHOTO (OHIY, HOMEp CIpPaBH 3a 3BEJACHHUM OINKHCOM IPOCTABISIOTHCSA B apXiBl MICHA
3aTBEP/UKEHHS 3BEJCHOTO omucy cmpas). [lng mnpocTaBieHHS apxiBHOro muppy Moxe
3aCTOCOBYBATHCS IIITAMII.

V pasi 3miHM HaliMeHyBaHH 3aKiany (ii CTPyKTYPHOTO MiPO3JILTY) MPOTATOM Hepiosy, SKUM
OXOILIIOITH JOKYMEHTH CIIpaBH, abo Mij Yac mepeaayl crpaBy JI0 1HIIOI YCTaHOBH (CTPYKTYpPHOTO
HiApo3/iay) Ha OOKJaIUHII CrpaBH (TUTYJIBHOMY JIMCTi) 3a3HAYa€ThCsl HOBE HaWMEHYBaHHS
3aKaay (CTPYKTYpPHOTO MiAPO3LTY), a TOTIEpeTHE OEPEThCS B TYKKH.

Hanucu Ha oOkiaguHKax crpaB MocTidHOro Ta TpuBajoro (moHax 10 pokiB) 30epiraHHs
POOJIATHCS YITKO YOPHUM CBITIOCTIMKUM YOPHUIIOM ab0 MacTolo.

VY pa3i BMIilleHHS y CHOpaBy HAIEXKHUM YHHOM O(GOPMIICHOTO THUTYJIBHOIO apKylia,
BUTOTOBJICHOTO JIPYKAPCHKUM CIIOCOOOM, Ha OOKJIAIWHII CIPAaBH 3a3HAYAIOTHCS JIMIIE HOMEPH



apxiBHOro (OHIY, OMUCy 1 chpaBu. 3a00pOHSETHCS HAKICIOBAHHS THUTYJIBHOTO apKylla Ha
OOKJIaIMHKY CITPABH.

3. CkaananHus Ta 0popMJIeHHS ONIUCIB CIIPaB

3.1. 3aknaau 3000B’s13aH1 OMUCYBATH JOKYMEHTH HOCTiifHOTO Ta TpHuBaioro (monaz 10 pokis)
30epiraHHs, 3 KaJIpOBUX IMHUTaHb (OCOOOBOTO CKJady) 4Yepe3 piK MICis 3aBEpIICHHS CHpaB Y
JIIIIOBOJICTBI.

3.2. Ha cnpaBu tumM4acoBoro (mo 10 pokiB) 30epiraHHs ONWCH HE CKIAMalOThCs. Y pasi
JIKBiJamii yu peopranizamii 3aKyiaay Taki ONMCH CKIaJal0ThCs 000B’I3KOBO.

3.3. Omucu crpaB 3aKiiaay CKIaJaloThCs MIOPOKY MOCAT0BOI0 0CO00I0, BIAMOBIAAIBHOI 3a
JTOBOJCTBO Y 3aKJIa/li 332 METOJUYHOI JOITOMOTH apXiBy 3aKIay.

3.4. Homep omucy cmpaB 3akiajy IOBHHEH CKJIaaaTHCs 3 [HU(POBOTO MO3HAYCHHS 3a
HOMEHKJIATYpOIO CIpaB 3 JOAABAHHSAM IIOYATKOBOI JIITEpUM Ha3BU KaTeropii JOKYMEHTIB, IO
BKITIOYAIOTBCS JI0 OIMHUCY, Ta YOTHPHOX HU(DP POKY, B SKOMY pO3IOYATO CIPaBH, BKIIOYCHI JI0
ornucy. Hanpuknan, omucu cmpaB moctiiiHoro, TpuBanoro (monax 10 pokiB) 30epiranHs Ta 3
KaJpOBUX MHUTaHb (OCOOOBOTO CKJAaay) CTPYKTypHOro miapo3ainy Ne 5, mo oOIiKOBYIOThCS 3a
HOMEHKJIATypoIlo crpas i1 posmodari y 2020 pori, Oyayte matu Taki Homepu: 5 IT - 2014; 5 T -
2014; 5K -2014 a6o 5 OC - 2014.

3.5. Ilix yac ckimagaHHs OMMCIB CIPaB CIIiJ TOTPUMYBATHCS TAKUX BUMOT':

1) cipaBHM KOXHOI'O POKY CKJIaJat0Th pIYHUIN PO3/1J OIHUCY CIIPaB;

2) IOpsIIOK HyMepallii cripaB B OIHCY - BAJIOBHH 3a KUTbKa POKIiB;

3) 3aroJIOBKH CIIpaB BHOCSATH /10 OIKCY BIANOBIAHO A0 MPUIHATOI CXeMU cucTeMaTu3alii, siK
NpaBUJIO, HA OCHOBI HOMEHKJIATYpH CHpaB (32 HEOOXITHOCTI 3aroJIOBKM CIIPaB PEAaryloThCs Ta
YTOUYHIOIOTBHCSA);

4) KO)KHY CIIpaBy BHOCSTB JI0 ONKCY ITiJ] CAMOCTIHHIM MOPSAKOBUM HOMEPOM (SIKIIO CITpaBa
CKJIAJIa€ThCA 3 KUJIBKOX TOMIB, KOXXEH TOM OTPUMY€E OKpEeMUH HOMEp, SIKIIO ClpaBa CKIAJAETHCS 3
KUJTBKOX YaCTHH OJTHOTO JOKYMEHTA, TO KOXKHA YaCTHHA OTPUMYE OKPEMHI HOMED);

5) y pa3i BHECEHHS 10 ONMHUCY MiApsAA KUIBKOX CIpPaB 3 OJHAKOBUM 3aroJIOBKOM ITOBHICTIO
HABOJATH JIUIIIE 3ar0JIOBOK MEPILIOi CIpaBH, a BC1 1HII OJHOPIAHI CIIPAaBU O3HAYAIOTh CJIOBAMH «T€
caMme», OJIHaK PeIlTy BiJIOMOCTEH Mpo CIpaBU 3a3HAYAOTh MOBHICTIO (Ha KO)KHOMY HOBOMY apKyIIi
OIMCY 3arojI0BOK B1ITBOPIOIOTH MOBHICTIO);

6) rpadu OmuCy 3aMOBHIOIOTH BIAMOBIAHO 1O BIJOMOCTEH, BHHECEHHX Ha OOKIAIUHKY
(TUTYJIBHUIN apKyIll) CTIpaBu;

7) rpada onmcy «IIpumiTka» BUKOPUCTOBYETbCS JUIS BIAMITOK MPO OCOOIMBOCTI (hi3MYHOTO
CTaHy CIpaB, MpO Nepeaady CcrpaB IHIIUM CTPYKTYPHUM IMIApO3J]idaM, NpO HasBHICTh KOMIN
JIOKYMEHTIB y CIIpaBi.

3.6. Jlnst po3nouTy CripaB BIAMOBIIHO IO CXEMH CHCTeMAaTH3allii nepeadadeHo Taki npaBuia;

1) cipaBH BiIHOCATBCA A0 TOrO POKY, B SKOMY iX 3alpoBaJiId B AUIOBOACTBI a00 B SKOMY
BOHH HQIIATIUTN JIO 3aKJIQAy JIJIsl IPOJJOBKEHHST,

2) m1aHu, 3BiTH, KOIITOPUCH i JOKYMEHTH J0 HUX BIAHOCITBCA JIO TOTO POKY, Ha KUK abo 3a
SIKMH X CKJIaJICHO, He3aJIEKHO BiJ JaTH 1X CKIIaJaHHS;

3) mepcrneKkTHBHI IJIaHW BIJHOCATH /0 MOYATKOBOIO POKY iX Jii, a 3BITH 3a LI POKU - JO
OCTaHHBOT'O POKY 3BITHOTO MEPIOAY.

3.7. Onucu crpaB BEAYThCS MPOTATOM KiIbKOX POKIB 3 BUKOPUCTAHHSAM €IMHOI HACKPI3HOT
HyMmepaiii. CripaBu KOKHOTO POKY CTaHOBJISITh PIYHUNA PO3JILIT OIHUCY.

3.8. Y KiHIIi ONTUCY 3aMTOBHIOETHCS MiICYMKOBHH 3aITUC 13 3a3HaYEHHSAM KUIBKOCTI (Iidpamu i
CJIOBaMH) CHpaB, 10 0OJIIKOBYIOTHCS 32 OIMMCOM, IIEPIIOTO 1 OCTAHHHOTO HOMEPIB CIIPaB 33 OMHICOM,
a TakoX 0OYMOBIIIOIOTHCSI OCOOJIMBOCTI HyMmepallii cripaB B omnuci (JIITEPHI Ta MPOIyIIEHI HOMEpU
cripaB).



3.9.V piuHMi po3di OMHCY CHpaB BHOCITHCS TaKOXK CIpPaBH, HE 3aBEPIICHI MPOTATOM
KaJCHJApHOTO POKY. Y TaKMX BHIAAKaX y KIHII PIYHUX PO3JUTIB OMUCY KOXHOTO HACTYITHOT'O
POKY, IPOTSATOM SIKOTO CIIPaBU MPOJIOBXKYBAINCS B JIIIOBOACTBI, 3a3HaYa€ThCs: «/lOKyMeHTH 3a et
PIK IMB. TAKOX y pO3/LJi 3a pik, Ne ». I'papu 4, 5 hopmu onucy He 3aIOBHIOIOTHCS.

3.10. Onuc copaB 3akmaay IMIANUACYEThCSA YKIaJadeM 13 3a3HAUYCHHSAM HOro IOCajH,
MOTOJIKYETHCS 3 0COO0F0, BIIMOBIAIIBHOIO 32 AIOBOJICTBO 1 3aTBEPKYETHCS KEPIBHUKOM 3aKIIaIy.

3.11. Onuc cmpaB 3akiany CKIAQAAEThCA y JIBOX NPUMIPHHKAX, OAMH 3 SKHX IEPEeIacThCS
pa3oM 3i cmpaBaMHu 10 apXiBy 3aKiady, a IHIIMKA 3aJUIIAETHCS SK KOHTPOJBHUM HPUMIPHUK Y
CTPYKTYPHOMY MiAPO3ILIi.

3.12. Ha ocHOBI OmuCIiB cIipaB apxiB 3akiajy TOTYE€ 3BEIEHI OMHCH CIpaB IMOCTIHHOTO Ta
tpuBajoro (monas 10 pokiB) 30epiranHs, 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIATY).

4. IlepenaBaHHsi cipas /10 apXiBy 3aKJaay

4.1. CnpaBu mocTiitHoro Ta TpuBajgoro (monan 10 pokiB) 30epiraHHs, 3 KaJpOBUX HUTaHb
(ocoboBOrO CKITaIy) UYepe3 ABa POKH ITICIISI 3aBEPIICHHS X BEJICHHS B JUIOBOJICTBI IIEPEIAIOTHCS 10
apxiBy 3aKJIajly B YIOPSIKOBAHOMY CTaHi JUIs MOJAIIBIIOTO 30€epiraHHs Ta KOPUCTYBaHHS.

CrpaBu mocriifHOro Ta TpuBajoro (monax 10 pokiB) 30epiraHHsi MmepearOTbCs 0 apXiBY
3aKJia1y 3a OIMCaMHu.

4.2. CrpaBu tuM4acoBoro (o 10 pokiB BKIIOYHO) 30epiraHHs MOXKYTh IE€pPEIaBaTUCS JIO
apxiBy 3aKJiajay 3a PillIeHHSM HOro KepiBHHUKA 32 YMOBHU HAsIBHOCTI B HbOMY BIJIbHUX IUJIOLI.

Crpasu TumaacoBoro (1o 10 pokiB BKIIIOUHO) 30epiranHs MepenarThes 0 apXiBy 3aKIaay 3a
HOMEHKJIaTypol0 crpaB a0o, Ha PO3CY[ 3aKjiaay, 3a 3[JaBaIbHUMH OMHCAMU JOBLIBHOI (hopmu,
HOMEPH SIKUX MArOTh MMO3HAUKY «TM».

4.3. IlepenaBaHHsl CIIpaB A0 apXiBy 3aKjaay 3IIMCHIOETBCS 3a rpadikoMm, MOTOPKCHHM 3
(GyHKIIOHATEHUMH 0CO0aMU 1 3aTBEPIKCHUM KEPIBHIUKOM 3aKJIay.

4.4. SIxkmo oxkpemMi crnpaBd HEOOXITHO 3aJIMIIMTU JUIsl MOTOYHOI POOOTH, apXiB 3aKiiamy
odopmIsie BUady CpaB y THMYACOBE KOPUCTYBaHHS.

4.5. IlinrotoBKa cIipaB Jjs IEpeAaHHs O apXiBYy 3aKJajay BKIOYA€E MEPEBIPKY MPaBUIBHOCTI
(dbopMyBaHHS JOKYMEHTIB y CIpaBH, BIINOBIAHICTb 3ar0JIOBKIB CIPaB 3MICTY BMIIIEHUX /0 CIPAaB
JIOKYMEHTIB, 0(pOpMJIICHHS JOKYMEHTIB KOXKHOT CIIpaBH, 0(pOpMIIEHHS CIpaB Ta BiIOBIIHICTb CIIPaB
HOMEHKJIATyp1, 3aTBEP/’KEH1N KEPIBHUKOM 3aKJIaay.

V pasi BUsIBJICHHS HENOJIKIB y OpMyBaHHI Ta 0(hOpMIICHHI CIPaB BiANOBIAAIbHI MPalliBHUKH
3000B’s3aH] iX yCYHYTH.

4.6. [IpuiiMaHHs-TIepelaBaHHsI KOXKHOI CIIPAaBU 3/11HCHIOETHCS MIPALlIBHUKOM apXiBY 3aKjany y
IPUCYTHOCTI MpalliBHUKA 3aKJIaly, KU nepeaae ynopsakoBaHi Ta opopmieHi cupasu. [Ipu mpomy
B KO)KHOMY IIPUMIPHUKY OIUCY CIIpaB poOJISATHCSA MO3HAYKU PO NPUHHATTSA Ti€l a00 1HIIOI CIIPaBH.
VY KiHIII KOXKHOTO TNPUMIPHHMKA OIHUCY CIpaB poOsATbcd LudpaMu Ta CIOBAMM IO3HAYKU PO
(akTHUHYy KUIBKICTH CIpaB, IO NEepeAaHi 10 apXiBy 3akiaay, HOMEpPHU CIpaB, IO BIJICYTHI, JAaTy
npuiiMaHHS-TIepelaBaHHs CIIPAB 1 CTABJIATHCS MIANKUCH 0ci0, SIKI 3/1aBajii Ta NPUIMAaIU CIPaBU.

5. I'pann4HI CTPOKH THMYACOBOI0 30epiranHs JOKYMeHTIB B apXiBi 3akianxy

5.1. YcTaHOBIIOIOTHCS TaKl TPAaHUYHI CTPOKH TUMYACOBOTO 30epiraHHs JOKYMEHTIB B apXiBi
3aKnany:

1) ans  noxymentiB BepxoBHoi Pamu VYkpainu, Apaminictpauii [Ipesugenta VYkpaiHu,
Kab6inetry MinictpiB Ykpainu, Koncrurtyuiiinoro Cyny Ykpainu, Bepxosrnoro Cyxay, Bumoro cyay
3 THUTaHb IHTEJIEKTyalbHOI BJIAaCHOCTI, Bwumioro asHtukopymuiiiHoro cyay, ['eHepanbHOl
npokypatypu Ykpainu, LlentpanbHoi BuGopuoi komicii Ykpainu, PaxyHkoBoi manatu YkpaiHu,
HamionaneHoro 0anky YKpaiHu, MIHICTEPCTB, IHIIHUX IEHTPAJIbHUX OpPraHiB BUKOHABUYOI Biaau Ta
JiepKaBHUX OpraHiB 1 6e3mocepeIHbO MiAMOPSAAKOBAHUX iM opraHizaniil - 15 pokis;



2) nns gokymeHTiB BepxoBunoi Pamu AptoHoMHoi PecrmyOmiku Kpum 1 Pagu miHicTpiB
ABroHomHOi PecnyOniku Kpum, ob6nacaux, KuiBchkoi Ta CeBacTonosibChKOl MICBKHX pan i
JEep)KaBHUX aJMIHICTpaIlid Ta Oe3MocepeHhO MiANOPAIKOBAHMX 1M OpraHi3aiii, anessiiiHux
CyIiB, SIKI YTBOPIOIOTBCS B amNeJAMIMHUX OKpyrax, aneisliiHuX aIMIHICTPAaTHBHHUX CY/IiB,
ameJsAIiiHUX ~ TOCHOJAPChKUX  CYiB, OKPY)KHHX  QJMIHICTPAaTHBHUX CYMdiB, OKPYXHHX
TrOCHOJAPChKUX  CY[iB, pPETIOHAIBHHUX MPOKYpaTyp, BIHCHKOBHX MPOKYpaTyp pETIOHIB,
TEPUTOPIAILHUX OPraHiB HEHTPaIbHUX OpraHiB BUKOHABYOi Biaau - 10 pokis;

3) st TOKyMEHTIB palloHHuX, paiioHHuMX y Mmictax KwueBi Ta CeBacTomoii Iep:kaBHHX
aZMiHICTpaIliid, OpPTraHiB MICIIEBOTO CaMOBPSIyBaHHsA Ta O€3MOCEPEIHbO IMAMOPAIKOBAHUX IM
opraHizaiii, OKpy>KHUX CYHIB, 5IKi YTBOPIOIOTECSI B OZJHOMY a00 JEKIIbKOX paiioHax YW paiioHax y
Mmictax, abo y wmicti, abo y paiioni (palioHax) 1 MicTi (MicTax), TEPUTOPIAILHMX OpTraHiB
[EHTPAJIbHUX OpPraHiB BUKOHABYOI BJIAJH, a TAaKOX CLIbCBKOTOCHOAAPCHKUX MIJNPUEMCTB - 5
POKIB;

4) nnst 3amMCIB aKTIB LMBUIBHOTO CTaHy, 3alMCIB HOTapialbHUX Mdi 1 CyJOBHUX CIIpaB,
JOKYMEHTIB 3 KaJpOBUX NUTaHb (OCOOOBOIO CKJaay), TOCIHOAAPCHKUX KHUT, IOKYMEHTIB 3
MpUBATH3AIIIT )KATIOBOTO QOHTY - 75 POKIB.

5.2. Ctpokn 30epiraHHs IIOAO KOHKPETHUX JOKYMEHTIB MOXYTh OYTH 3MiHEHI 3a
MOTO/DKEHHSIM 3 BIJIOBITHOIO JEPKABHOIO apXiBHOIO YCTAHOBOIO, apXiBHUM BiJUIIIOM MiChKOT
panu. [IpogoBkeHHS CTpOKIB 30epiraHHs JOKYMEHTIB B apXiBi 3aKjaay JIOMYCKAEThCS 3a MOTPEOH
KOPHCTYBaHHS JJOKYMEHTaMH 31 CITy’)KOOBOIO METOI0, Y Pa3i HEMOKJIMBOCTI MPUHHATH JOKYMEHTH
Ha 30epiraHHs /10 JIep>KaBHOI apXiBHOT YCTaHOBH, apXiBHOTO BIJILTy MICIIEBOI paiy.

5.3. Ilicnst 3aKkiHYEHHS TPAaHMYHUX CTPOKIB 30epiraHHs MOKyMeHTH, BimHeceHi no HAD,
NepesalThCs Ha MOCTiiHE 30epiraHHs 10 BiAMOBITHOTO MiCIIEBOTO apXiBy.

VIL. OPTAHI3AIIIA AIJTIOBOJICTBA B EJIEKTPOHHIN ®OPMI

1. 3araabHi M0/10KeHHsA
1.1. B enextpoHHiif ¢dopMi 3IIHCHIOETBCS BEACHHS IOKYMEHTIB 3aKiady, IO BH3HAYEHI
nyHkTOM | Hakasy MiHicTepcTBa OCBITM 1 HayKd, MOJIOAI Ta CHOPTY YKpaiHM BiJ
10 tpaBus 2011 poky Ne 423  «IIpo 3aTBep/p)KeHHS €IUHHMX 3pa3KiB 0OOB’A3KOBOI JIJIOBOT
JIOKYMEHTallli y 3arajlbHOOCBITHIX HaBYAJbHUX 3aKja/lax YCIX THMIB 1 ()OpM BIACHOCTI», a TaKOX
IHIIUX TOKYMEHTIB, 1110 MOXKYTh CTBOPIOBATUCH Y MPOLIEC] ISIBHOCTI 3aKJIadYy.

1.2. Ha miacraBi AaHMX J110BOI JTOKyMEHTallli 3aKjaay, 0 BHOCITHCS Ta OOpOOIISIIOTHCS B
OIC, cTBOprOtOTHCS Ta/a00 BEAYThCS y €NEKTPOHHIN (hopMi:

1) xnacHuit xxypHan st [-IV kiacis;

2) knacuHwuit xxypHan s V-XI (XII) knacis;

3) >)kypHai 00Ky MPOIMYIIEHUX 1 3aMiHEHUX YPOKIB;

4) xypHanu 37100yBauiB OCBITH, fAKI 3100yBalOTh 3arajlbHy CEpeAHI0O OCBITY 3a
1HIMB1IyaIbHOIO (HOPMOIO;

5) )xypHaJ ¢paKyJIbTaTUBHUX Ta TYPTKOBHX 3aHSITh;

6) >)KypHaJl peecTpallii IHCTPYKTaX1B 3 MIMTaHb OXOPOHH Ipalli Ta Oe3MeKH )KUTTEAISIIBHOCTI;

7) oco0oBi cripaBu 3100yBaviB OCBITH;

8) an¢aiTHa KHUTa 3amUCy 3/100yBaviB OCBITH;

9) ocoboBa crpaBa MeJaroriyHOro MpaliBHUKa;

10) >)xypHan peectpailii Haka3iB pyXy 3400yBauiB OCBITH;

11) Haka3u KepiBHUKA 3 KaJPOBUX MUTaHb 0COOOBOT0 CKJIQAy TUMYAcOBOIro 30epiranHs (Ipo
BIZIPSI/DKEHHS, CTATHEHHS, HA/IaHHS MIOPIYHUX OIUIA4yBaHMUX BIIITYCTOK Ta BiIYCTOK Y 3B’S3KY 3
HaBYaHHSIM);

12) piunuii naaH poOOTH 3aKiany OCBITH;

13) po3kiaa HaBYANBHUX 3aHSTh;

14) cBimonTBa AOCATHEHD 3700yBaviB OCBITH TOIIIO.



1.3. Jlani, sixi 30upatotbes B OIC niist BeneHHs Ai70BOi TOKYMEHTAIIIT 3aKjIay B €IEKTPOHHIN
dopmi, mepenaroThCs A0 LEHTpaJbHOI 0a3W JaHMX MPOTPaMHO-ANApPaTHOTO  KOMIUIEKCY
«ABTOMAaTH30BaHUH 1H(GOPMALIMHUIA KOMIUIEKC OCBITHHOTO MEHEKMEHTY» Ta ONpPAIbOBYIOTHCS
IUIS 3aIIOBHEHHS CTATHCTUYHHUX 3BITIB.

1.4. Ilepenik manux, mo oopoossroThes B OIC niis BeeHHs IJI0OBOT JTIOKYMEHTAIII1 3aKiafy,
HaBEICHO B 0odamKy 22 no i€l [HeTpyKiii.

1.5. Ilenaroriuna paga 3akiany ocBitd BukopuctoBye OIC, 1m0 BKIFOYAE MpOrpaMHi MOy
JUIS BEJICHHS JIUJIOBOI JOKYMEHTAIli 3aKjiaay OCBiTH B enekTpoHHil ¢opmi. Taka OIC moxe Oytu
HIAKJIIOYEHA 10 LEHTPaiIbHOI 0a3y JaHUX MPOrpaMHO-aNapaTHOrO KOMILIEKCY «ABTOMAaTU30BaHUN
iHpOpMaLiiHUI KOMILIEKC OCBITHROTO MeHemkMeHTy» (mani - L[BJ] AIKOM) BiamoBimHo a0
npolenypy, BusHaueHoi [1ogoxkeHHsIM po MporpamMHO-anapaTHUi KOMILIEKC « ABTOMaTH30BaHUN
iHpOpMaLiHHUI KOMIUIEKC OCBITHBOTO MEHEIKMEHTY», 3aTBEp/KCHMM NocTaHoBoro Kabinery
MinictpiB Ykpainu Big 02 rpyans 2021 poxky Ne 1255.

1.6. lupekTop 3akiiaay BU3HAYA€E BIAMOBiTAIBHY 0coOy 3a aamiHictpyBanHs OIC. O6pobOka
iHdpopmanii B OIC 3milicHIO€TBCS 3 JOTpUMaHHAM BHUMOr 3akoHiB Ykpainu «[Ipo 3axucr
iH(popMarii B iHpopMaIiifHO-KOMYHIKaiHHUX cucTeMax» i «IIpo 3aXucT mepcoHANbHUX JaHUX.

I1. OcobMBOCTI BeJeHHA €JIEKTPOHHOI'0 KJIACHOIO KYPHAJIY

2.1. EnexTpoHHMIA KJIaCHUH KypHall € JOKYMEHTOM JIUJIOBOI JIOKyMEHTAmii 3aKiaay OCBITH,
10 BEJEThCS B €JIEKTPOHHIN (hOpMi Ta BUKOPUCTOBYETHCS IS

1) 30epiranHs JaHUX PO HABYAIBHI TOCATHEHHS 37100yBaviB OCBITH;

2) aBToMaru3ailii 00J1iKy Ta KOHTPOJIFO OCBITHBOTO MPOIIECY;

3) onepxaHHs, 00poOkM Ta 30epiraHHs JaHWUX [UIsI aBTOMATH3allii BEIEHHS JUTOBOL
JIOKyMEHTAITIT 3aKJIay OCBITH B €JIEKTPOHHIN (opmi;

4) omepaTWBHOTO IOCTyIy 10 iH(opMarii yJyacCHHKaMu OCBITHBOT'O MPOIECY PO pPiBEHb
HaBYaJIbHUX JIOCATHEHb 13 PI3HUX MPEAMETIB, BiJIBIIyBaHICTh 1 JJOMaIlTHI 3aBJIaHHS;

5) 3a0e3neyeHHs] MOKJIMBOCTI JUCTAHIIITHOTO MPSMOro Ta ONEPaTUBHOrO 1H(POPMYBaHHS
YYaCHUKIB OCBITHBOTO TIPOIIECY.

2.2. [ndpopmaiiisi 10 €IEKTPOHHOTO KJIACHOTO >KYpHATy BHOCHUTHCS YKPAiHCHKOIO MOBOIO, 3a
BUHATKOM JaHUX, 10 NOTpeOyIOTh BUKOPUCTAHHS JIITEp JATHMHCHKOI a0eTKM Ta CHeliabHUX
CHUMBOJIIB (CTOCOBHO HaBYaHHS 1HO3EMHHUM MOBaM, cepisi JOKYMEHTa, ajipeca eJIeKTPOHHOI MOITH
TOIIIO).

2.3. V pa3i norpeOu, eNeKTpPOHHUM KIACHUH XypHal Ta IHII JOKYMEHTH T'€HEpPYHOTbCS
3acobamu OIC y hopMi €1eKTPOHHOTO TOKYMEHTA IIUIIXOM BUBAaHTa)KE€HHs JaHuX y ¢opmarax pdf,
csv, xlsx abo iHmomy 34uTyBaHOMY (popMmaTi Ha BHOIp ocoOu, sKa 3poOuiia O CHUCTEMH 3alUT
I110/10 BUBAHTAXKEHHS.

2.4. Tlicns 3aBeplIeHHs] HABYAJIbHOTO POKY Ta BHECEHHS BIANOBIIHUX 3alMCIB Y €JIEKTPOHHUMN
KJIACHUH JKypHAaJI, AUPEKTOP 3aKJIaay OCBITH a00 YIIOBHOBa)K€HA HUM 0C00a HaKJIa/1a€ eIeKTPOHHUN
MIKC, 0 0a3y€eThCs HA KBATI(PIKOBAaHOMY CePTH(IKATI €IEKTPOHHOTO TIITHUCY.

I11. Bumormu 10 30epiranus aiJ10BOI JOKyMeHTAaNil 3aKJIay OCBITH
B OCBiTHIll iHopmaniiiniii cucremi

3.1. 30epiranHs ai10BOi JoKyMeHTauii 3akiany BukiarouHo B OIC MoxnuBe 3a JOTpUMaHHS
HACTYITHUX BHMOT:

1) indopmartis, MO MICTUTbCS B MAUIOBIA JOKYMEHTAlii 3aKiaay OCBITH, MOBUHHA OyTH
JOCTYITHOKO JUI ii TIOAANBIIOTO BHWKOPHCTAaHHS BiJNOBIMHO A0 HAJaHWX TIpaB JOCTYIy Ta
BCTaHOBJIEHOTO MOPSAKY;

2) naHi Ta JOKYMEHTH, 10 MalOTh OYTH 3BeJ/IeH1, 3TreHEepOBaHi Ta MiANKUCaHI CTAHOM Ha MEBHY
nary, nepen 30epexeHHsM Ta Biampaskoo B LIBJ[ AIKOM (y pa3i morpeOu), MiAMUCYIOTbCS



BIJIMOBIIAJILHOIO 0CO0OI0, 10 HAKIAMa€ eJICKTPOHHWM TIiAMUC aBTOpa, IO O0a3yeThCs Ha
KBaJTi(piKOBAaHOMY CepTH(IKaTI eICKTPOHHOTO MIJIHCY.

3.2. Marepianu, 3aBaHTaxxeHi kopuctyBadyamu B OIC (momaiHe 3aBnaHHsI, Bijeo-MaTepiai,
TECTH, HaBYAJbHI MaTepiaju, TOBIIHUKU TOLIO), MOXYTh 30epiratucsi B apxiBHUX 0a3ax IaHHX
IPOTATOM TEPMiHY, BU3HAYCHOTO B CHCTEMi, i3 ypaXyBaHHSIM YHWHHOTO 3aKOHOJABCTBA. BrmacHuk
OIC 3abe3mneuye Mice 1t 30epiraHHs JaHUX A1JI0BOT TOKYMEHTaii 3aKJ1aay OCBITH B €JIEKTPOHHIN
dbopmi.



_ YHI®IKOBAHA CUCTEMA )
OPI'AHIBAHIMHO-PO3INIOPAAYOI JOKYMEHTANII 3AKJIALY

JoxymeHnTanisi 3 oprasizanii Ta NpUNNHEHHA TislJILHOCTI OPUINYHOI 0cO0H
Craryt
IIpoTokon 3aranpHUX 300piB (KOH(EpEHIIiT) KOJIEKTUBY 3aKIIagy
ITonokeHHs PO KOJIeTialbHAN OpTraH, KOMICIIo
CrtpyKTypa 1 mITaTHA YUCEIHHICTh
[TonokeHHs PO KoJeTianbHUI OpraH
KonextuBauii 10roBip
ITpaBuia BHYTPILIHBOTO TPYIOBOI'O PO3NOPSAAKY
IHCTpYKIis 3 AiToBOACTBA
Homenknatypa cripas
[TocamoBa iHCTPyYKIIisl MpalliBHUKA
PoGoua iHCTpyKIIig paliiBHUKA
JlopydeHHS KepiBHUX OpPTaHiB BUIIOTO PiBHS
[Tman pobotu 3akiamy
[Tnan poOoOTH KOJNETialbHOTO Oprany
[Tnan poGoTu npaiiBHUKa
[MonokeHHs PO OpraHi3aiio MPoBeIeHHS 3aX0/1y
Haxkas 3 0cHOBHOI IisJIBHOCTI
CHiIbHUN HaKa3 3 OCHOBHOI JIsUIBHOCTI IBOX 3aKJIajiB
Haxka3s 3 anqMiHICTpaTUBHO- TOCTIOAAPCHKUX MUTAHb
[TpoTokon 3aciiaHHs KOJETiaIbHOTO OpraHy, KoMicii, KoMiTeTy, po0o4oi rpynu
[TpoTokon 3araibHUX 300piB TPYIOBOTO KOJIEKTUBY
ITpoTokon Hapaau U AUPEKTOPY
Jorogip rocniogapcekuii
JloroBip 1UBIIBHO-TIPABOBHI
JlomoBiaHa 3amucka
TlosicHIOBaIbHA 3aIIMCKA
HoBinka ciay)k00BOro xapakrepy
Josinka GiorpagiuHoro xapakrepy
AKT TiepeBipku

JloBinka mepeBipku



IIpumic oprany nep>xaBHOTO HaMISIAY (KOHTPOITIO)

IlepenaBanpHUIT aKT (PO3MOAUTEUHNI OalaHC)

AKT nikBianiiiHoi komicii (JTiKkBizaTopa) 3aKiamay
[TpuiimManbHO-31aBaNbHUI aKT, CKIaIeHUN Y pa3i 3MiHM KepiBHHUKA 3aKJary

[IpuitmManpHO-3aBaTbHANA  aKT, CKJIAIACHWHA Yy pa3i 3MIHM T0CaJOBOi BIAMOBIAambHOI (MaTepiaJbHO
BiJINIOB1IaIBHOT) 0COOHU

AKT Tpo BUITy4eHHs JJIs1 3HHUILEHHS JOKYMEHTIB, He BHECEHUX 10 HalionanbHOro apxiBHOTO (QOHIY

AKT Tpo 3HUINEHHS 3iMCOBaHMX OJNIAaHKIB IIHHWUX TamnepiB, OJAHKIB JOKYMEHTIB CyBOpOi 3BITHOCTI,
Ci1y00BUX MOCBITYCHD 3BUIBHEHUX IPAIliBHHUKIB; TICYATOK 1 IITAMITIB

3BiT TIPO POOOTY 3aKiIaTy
3BIT IPO POOOTY KOJETiaTbHOTO OpPTaHy
3BiT mpo poOOTy IpalliBHUKA
AHaniTHYHa JTOBIIKA PO POOOTY
AHajiTHYHA JIOTOBIbH PO POOOTY
AHaTITHIHAHR OIS TIPO POOOTY
Cry>x00BHH THCT
JoxyMeHTAaLisl 3 KePYyBaHHS MEPCOHATIOM
3asBa TpalliBHUKA
3asiBa rpoMaisHUHA
Iloganusa
Haka3 xagpoBux nutanb (0COO0OBOTO CKIAY)
Haxa3 npo npuiiHsTTs Ha pobOTY
Haxa3 npo nepeBeieHHs palliBHIKA B MEXaX 3aKiay
Haxa3 npo cyMicHHUIITBO
Haka3z mpo 3BinbHEHHS 3 poboTH
Haka3s npo arecTrariro kaapiB
Haxa3 npo npucBoeHHs KBamiikamiiHIX KaTeropii, meaarorivyHux 3BaHb
Haxka3 npo 3a0xoueHHs (HaropoKeHHs, TPEMIiIOBaHHS)
Haxka3s npo BcTaHOBJIEHHSI HAI0ABOK 1 JIOTIIAT
Haxka3z npo HajaHHs BiIyCTKH
Haxkas npo BigpsmkeHHs
Haxkas nipo oroJionieHHs JoraHu
Hakas nmpo nmpunuHeHHs TPyI0BOTO AOTOBOPY (KOHTPAKTY)

Tpynosuii 10roBip (KOHTPAKT)



Tumnosuit TOTOBIp PO MOBHY 1HAWBIAYaILHY MaTepialbHy BiAMOBIIATHHICTE
TunoBuii JOTOBIp MPO KOJIEKTHBHY MaTepialibHy BiIMOBITaIbHICTD
Oco6oBa KapTKa MpaiiBHUKa
Oco60Buii THCTOK 3 00Ky KaapiB
IIpoTokon 3acimaHHs aTecTariitHoi (TapudikamiifHoi) Komicii
I'padik BimmycTox
Kawnra o6miky 6J1aHKIB TPYAOBUX KHIDKOK 1 BKJIATUIINIB IO HUX
Kuura o06iniky pyXy TpyAOBHX KHIKOK 1 BKJIQIUIIIB 0 HUX
AKT Ha criricaHHs OJIaHKIB TPYIOBUX KHIKOK 200 BKIIQJIMIIIB JI0 HUX
ABTtobiorpadis
XapakTepucThKa
YHI®IKOBAHA CUCTEMA ITEPBUHHO- OBJIKOBOI JOKYMEHTAIIIT
JdoxyMmeHTanisi 3 00.1iky pe3y/ibTaTiB iHBeHTapu3anii
[HBeHTapu3aliifHuil onrc OCHOBHUX 3ac00iB
[HBeHTApU3aAIIHHAN APITHK
[HBeHTapU3aIiitHIiA OTIFC TOBapHO-MaTepiabHAX IIHHOCTEH
IBeHTapu3aiifHuil onHMC TOBapHO-MaTepiadbHUX LIHHOCTEH, MPUUHATHX HA BiAMOBigabHE 30epiraHHs
AKT iHBeHTapHu3allii He3aBepIICHUX PEMOHTIB OCHOBHHX 3ac00iB
3BipsUTbHA BiIOMICTh pe3yJIbTaTIB iIHBEHTapHU3allii OCHOBHUX 3ac00iB
3BipsuIbHA BiIOMICTh pe3yJIbTATiB iHBEHTapHU3alii TOBAPHO-MaTepialIbHUX LIHHOCTEH
[HBeHTapU3aliitHuii onrc HEOOOPOTHUX AKTHBIB
IuBeHTapu3aliitHuii onuc 3anacis
[HBeHTapu3aliifHuil onHC MaTepialbHUX [IHHOCTEH, MPUHHIATHX Ha BiINOBiNalbHE 30epiraHHs
3BipsUTbHA BIJIOMICTh PE3yJIbTATIB IHBEHTApPH3Allil HEOOOPOTHUX aKTHRBIB
3BipsUIbHA BiIOMICTh pe3yJIbTaTiB IHBEHTapH3alii 3anacis

AKT iHBeHTapu3alii nebiTopchkoi ad0 KpeauTOpPChKOi 3a00proBaHOCTI, CTPOK MO30BHOI JaBHOCTI SKOi
MUHYB 1 SIKa TUIAHYETHCS 10 CITUCAHHS

AKT iHBeHTapu3alii po3paxyHKiB U100 BiIIIKOAYBAaHHSA MaTepiaJbHUX 30UTKIB
[IpoTokoun inBeHTapu3aLiiHoi Komicii
JokyMeHTanis 3 00J1iKy Ta CIuCAHHSA OCHOBHUX 3ac00iB
AKT nipuiiMaHHs-Tiepeaadi (BHYTPIITHBOTO MepeMIllieHHsT) OCHOBHHX 3ac00iB
AKT npuiiMaHHs-371a41 BiAPEMOHTOBAHUX, PEKOHCTPYHOBAaHUX Ta MOAEPHI30BaHUX 00 €KTIB
AKT criCaHHS OCHOBHHUX 3aC001B

AXT Ha criMCaHHS ABTOTPAHCTIOPTHUX 3ac00iB



[aBenTapHa KapTKa 00Ky OCHOBHUX 3aC00iB
Ornuc iHBEeHTapHUX KapTOK 10 00Ky OCHOBHUX 3aC00iB
KapTtka o0itiky pyXy OCHOBHHX 3ac00iB
[HBeHTapHMI CIIMCOK OCHOBHHX 3ac00iB
AKT BBEJIeHHS B €KCIUTyaTaIlil0o OCHOBHHX 3aC00iB
AKT ipuiiMaHHS-TIepeaadi OCHOBHHX 3aCc00iB
AKT BHYTPIIITHBOTO TIEPEMIIIIEHHSI OCHOBHHX 3aC00iB
AKT miepeniavi Ha peMOHT, PEKOHCTPYKIIIIO Ta MOJICPHIi3allit0 OCHOBHHX 3aC00iB
AKT nipuiiMaHHs BiIpeMOHTOBAaHHIX, PEKOHCTPYHOBAHUX Ta MOJEPHI30BaHUX OCHOBHHUX 3aC001B
AKT criicaHHSI OCHOBHHX 3ac00iB (4aCTKOBOI JIIKBiIaITii)
AKT criicaHHS TpYIIH OCHOBHHX 3aC00iB
AKT criucaHHs TPaHCIIOPTHHX 3ac00iB
AKT CrIMCaHHS BUIIyYEHHUX TOKYMEHTIB 3 010;1i0TeqHOT0 QOoHIY
IuBeHnTapHa kapTKa 00Ky 00’ €KTa OCHOBHHX 3ac00iB
[HBeHTapHa KapTKa TPyMoBOTo 00J1iKy OCHOBHHX 3aC00iB
InBenTapHa KapTKa 00Ky OaraTopiYHUX HACAIKEHb
Po3paxyHok amopTu3aliii o0cHOBHHX 3ac00iB (KpiM 1HIIMX HEOOOPOTHHUX MaTepialbHIX aKTHUBIB)
Po3paxyHok amopTH3allil iHITUX HEOOOPOTHUX MaTepiaJbHUX aKTHUBIB
AKT TIepeOIiHKH OCHOBHHUX 3aC00iB

JoxkymeHTaunis 3 00J1iKy MAJTOLIHHMX Ta IIBUIKO3HOUIYBAHUX NpeAMETiB
BigomicTh monoBHEHHS (BHITyUeHHS) TOCTIHHOTO 3a1macy iHCTPYMEHTIB (IIPUCTPOIB)
Kaptka 00iky MaJOI[iHHHX Ta IIBUIKO3HOIIYBAaHHUX MPEIMETIB
3aMOBIIEHHS HA PEMOHT a00 3aTOUyBaHHS IHCTPYMEHTIB (TIPUCTPOIB)
AKT BHOYTTS! MaJIOI[IHHHX Ta IIBUJIKO3HOIIYBAHHUX MTPEIMETIB
AKT Ha criFicaHHS iHCTPYMEHTIB (IIPUCTPOiB) Ta OOMiH iX Ha MpUIaTHI
Oco6oBa kapTKa 00JIiKy CHenoIsry, CIeuB3yTTs Ta 3aI001KHUX MPUCTPOIB
BimomicTth 067iKy Buiadi (OBEpPHEHHS) CIICIOJIATY, CIICI[B3YTTS Ta 3aNI001KHUX TPUCTPOIB
AKT Ha CTICaHHSI MAJIOI[IHHUX Ta MIBUAKO3HOITYBAHUX TIPEIMETIB

JoxkymeHTanis 3 00,1iKy CHPOBHHU Ta MaTepiaiB

Kypnan peectpaii noBipenocreit
[IpubyTKOBHIi OpIEp
AKT TIpo puiMaHHs MaTepiaiiB

AKT-BHMOTA Ha 3aMiHy (JOJaTKOBHIA BIJIITYCK) MaTepialiB



Haxkmnamna-BuMora Ha BilITyCK (BHYTPIIITHE TIEPEMIIIISHHS) MaTepialiB

Peectp mpuiiMaHHA-31a41 TOKYyMEHTIB

BimomicTh 007Ky 3aiHIIKIB MaTepialliB Ha CKIai

AKT 1Ipo npuiiMaHHs YCTaTKyBaHHS

AKT nipuiiMaHHS-TIepeIadi YCTaTKyBaHHS JO MOHTaXY

MarepianbHuI SAPIUK

AKT TIpo BUSIBJICHI Ie()eKTH YCTATKyBaHHS

CurHasibHa JIOBijIKa PO BiIXMIICHHS (PAaKTHYHOTO 3aJIUINKY MaTepialliB BiJl YCTAHOBICHUX HOPM 3aracy

MartepianbHuii 3BIT

[HBeHTapU3aIiHHA OMHC

AKT TIpo BUTPATy AaBaIBHHUIIBKUX MaTepiaiiB

KapTtka 00umiky ycTaTKyBaHHS U yCTaHOBJICHHS
YHI®IKOBAHA CUCTEMA ®IHAHCOBOI TOKYMEHTAIIII
JlokymeHTAaNisi, AKY 3aCTOCOBYHOTH Y IPOIeCi BAKOHAHHS OIOIKETY

Kommrropuc

IIraTHUi po3nuc

TunoBuil WITATHUN PO3MHUC

3BeIeHNI KOILTOPHUC

JloBigka npo 3MiHH J0 KOIITOPUCY

VYHI®IKOBAHA CUCTEMA JOKYMEHTAIIII I3 ITPAIIL, COIIAJIBHUX ITUTAHB 1
COULIAJIBHOI'O 3AXHUCTY HACEJIEHHSA

JloxyMeHTaIlis i3 COI[ialIbHOTO 3aXUCTY 0Ci0 3 iHBATI THICTIO

3BIT IO 3aWHATICTH 1 MpaLeBIaITyBaHHA 0Ci0 3 IHBAIIAHICTIO

3asBa 1o [lopsaaky Bumadi JOBIAKY PO YHCEIHHICTH MPAIIOIYNX OCI0 3 IHBAJIIHICTIO
CHucok npaloyux 0ci0 3 IHBaIIHICTIO

JlokyMeHTallis i3 mpaneBaiTyBaHHs

Indopmariss mpo KiNBKICTH MpaLEBIAITOBAHUX TPOMaJsH Cy0’€KTaMH TOCIOJApIOBaHHS, sIKi HAaIaloTh
MOCIIYTH 3 TIOCEPEIHUIITBA Y TIpalleBIalTyBaHHI

Iadopmariist mpo Bakaucii

Iadopmaniss npo 3amnaHoBaHe MacoBe BHUBUIBHEHHS NPALiBHHUKIB y 3B’A3KYy i3 3MiHaMu B oprasizamii
BUPOOHUIITBA 1 TIparli

Iadopmariss mpo 3alHATICTH 1 MpalEBIAITYBaHHS IPOMAsH, 1[0 MAlOTh JOJATKOBI TapaHTil y CHOpUSHHI
MpaIeBIIANITYBaHHIO

YHI®IKOBAHA CUCTEMA BYXTAJITEPCHKO-OBJIIKOBOI TOKYMEHTAIIII

JokymeHTauist 3 00J1iKy BUKOPHCTaHHS poO0YOro 4acy Ta po3paxyHKiB i3 IpaliBHUKaMu



Tabenp 00I1iKy BUKOPHUCTAHHS POOOYOTO Yacy
JoBinka mmpo 3apo0iTHY TaTy
JoBinka mpo goxoau

Jluctok Henpare3qaTHOCTI



BUMOI'N

10 opopMIIeHHSI PEKBI3UTIB OPra”HizaliiiHO-po3MOPAI0I JOKYMEHTAIL

Ha3Ba

Bumorn

Cxuan
PEKBI3UTIB
JIOKYMEHTIB

1 — 300paxkenns JepxaBHoro I'epba Ykpainu, ['epba ABronomuoi Pecriy6niku Kpum
2 —300pakeHHs1 eMOJIieMHU IOPUINYHOT 0co0M ab0 TOProBesbHOI MapKu AJisi TOBapiB 1
MOCITYT)

3 — HaliMeHyBaHHS FOPUIUIHOT 0COOU BUIIIOTO PiBHS

4 — HallMEeHYBaHHS IOPHIUIHOT 0COOH

5 — HaliMeHyBaHHs CTPYKTYPHOTO TiAPO3ALTY FOPUAMIHOI 0OCOOU

6 — TOBIKOBI 1aHI TIPO FOPUIUIHY 0CO0Y

7 — xon (opMHU TOKyMEHTA

8 — Ko FopUIUYHOI 0COOUn

9 — Ha3Ba BUIYy JOKyMEHTa

10 — naTa qOKyMeHTa

11 — peectpauiiinuii iHAEKC TOKyMEHTa

12 —nmocunaHHsd Ha peecTpaliliHMN IHAEKC 1 JaTy JIOKYMEHTa, Ha SKHUH JaroTh
BiJIMIOBi b

13 — Miclie CkiIaieHHs IOKyMEHTa

14 — rpud oOMekeHHS TOCTYIy 1O JOKYMEHTa

15 — agpecar

16 — rpud 3aTBepIKEHHS TOKyMEHTA

17 — pe3ommorist

18 — BigMiTKa PO KOHTPOJIH

19 — 3aros0BOK 70 TEKCTY JOKYMEHTA

20 — TeKcT JOKyMEHTa

21 — BiAMITKa PO HASIBHICTh JIOAATKIB

22 — miamnuc

23 — BiAOMTOK MEYaTKH

24 — Bi3a JIOKyMEHTa

25 — rpud moromkeHHs (CXBaJICHHS) TOKyMECHTA

26 — BiIMITKa PO 3aCBiTYCHHS KOl JOKyMEHTA

277 — BIIOMOCTI PO BUKOHABIIS IOKYMEHTa

28 — BIAMITKA PO 03HAMOMIIEHHS 3 JOKYMEHTOM

29 — BiAMITKA PO BUKOHAHHS TIOKYMEHTa

30 — BiAMITKa PO HAAXOJPKEHHSI JOKYMEHTA /10 FOPUINYHOI 0COOH

31 — 3anmc po ep:KaBHY PEECTPAIIiT0

32 — BiIMITKa PO HASIBHICTh MPUMIPHUKA 3 MANIEPOBUM (EJIEKTPOHHUM) HOCIEM
iHbopMartii

300pakeHHs
HepxaBHOTO
I'epba Yxpainu

Jo3Boneno posMinryBatu 300pakeHHs JlepskaBHOro repba YkpaiHu Ha OiaHKax
JOKYMEHTIB OpraHiB MICIIEBOrO CaMOBPSAYBaHHS, a TAKOXK Ha OJaHKAX JOKYMEHTIB
IHIIMX HOPUAMYHUX O0Ci0, I SKUX OPraHM MICIEeBOr0 CAMOBPSIYBAHHS €
OpraHaMu BUIIOTO PiBHS.

3o06paxkennss ['epba AsroHomHOi PecmyOuiku Kpum po3smimyrors Ha OnaHKax
JOKYMEHTIB IOpUINYHUX o0ci0 ABTOHOMHOI PecmyOmiku Kpum nume paszom i3
300paxeHHsM JlepkaBHOTO repOa YKpaiHu 3rifHo i3 3aKoHOM YKpaiHu

3o00pakeHHs
eMOemMu

300paxeHHs eMOieMu Ha OJaHKy JOKYMEHTa HE BIITBOPIOIOTH, SKILO Ha OJIAHKY €
300paxxeHHs repOiB.

He mosxHa 3amiHIOBaTH HaliMEHYBaHHS IOPUAMYHOI 0COOM 300paskeHHSAM eMOJIeMH,
HaBITh SIKIIO HAaWMEHYBaHHS IOBHICTIO BIITBOpEeHO B 300paxkeHHi. Lleil peksizuT
BUKOPHCTOBYIOTh JIMIIE Pa30M 13 HaMEHYBaHHIM IOPUAUYHOI 0COOU.

Po3mipn 300pakeHHs emOneMu HE OOMEXKYIOThCS. PekomeHmoBaHa BHCOTa
300pakeHHsI — He OUThIa HiXK 17 MM.

306pakeHHs eMOJIEMH PEECTPYIOTh B YCTAHOBJIEHOMY 3aKOHOJJABCTBOM IMOPSAKY.

Kon opranizamii

ITpocrasmustots 3a €[APTIOY micist pekBi3UTY JOBIIKOBI JaHi PO OpTraHi3aIliio




Hazga
FOPUIAYHOL
0oco0u BHIIOTO
piBHS

HaiimenyBaHHs 1OpuaudHOI 0COOM BWIIOTO PiBHS 3a3HA4YalOTh CKOPOYEHO. Ko
HeMae OQiliifHOTO CKOPOUEHHS 1bOTO HAWMEHYBaHHS, TO HOTO 3a3HAYAI0Th MMOBHICTIO.

HalimenyBanHs  OpUAWYHOI 0COOM  BUIIOTO  PiBHSA  PO3MINIYIOTh  BHIIE
HaMEHYBaHHsI FOPUJIMYHOT 0COOM — aBTOpa JIOKYMEHTa

Hazga 3aknany
OCBITH

HasBa 3akimamy OCBITH —aBTOpa JOKYMEHTa Ma€ BIANOBITaTH TIOBHOMY
HallMEHyBaHHIO, 3a3HaueHOMy y craryTi (monoxkenHi). Hikde moBHOTO
HallMeHyBaHHS (OKPEMHUM PSAKOM Y IIEHTPi) pO3MILIYIOTh CKOPOUYEHE HaMEHYyBaHHS
IOpUANYHOI 0CcO0M, SKIIO #Woro ogimiiHO 3adikcoBaHO y cTaTyTi (TOJO0XKCHHI).
CkopoueHe HaliMeHYBAaHHS 3a3HA4YAI0Th Yy JAy:KKax a00 0e3 HUX.

V pa3si oopmIleHHS JOKYMEHTIB, MiJrOTOBICHUX KiTbKOMa IOPUIAMYHAMHU 0CO0aMH,
iXHE HaWMEHYBAaHHS PO3MIILIYIOTh Ha OAHOMY piBHI, a Ha3By BUIY JOKyMEHTa —
nocepeauHi. JliBopyd 3a3HavaloTh ATy JTOKYMEHTa, NPaBOpPyd — peecTpauiiHuit
1HAEKC JIOKyMeHTa. Y oMY pa3i 300paskeHHs repbiB, eM0JieM) He BiITBOPIOIOTh

Hazgpa
CTPYKTYPHOTO
iapo3 ATy
3aKJ1aly OCBITH

HalimeHyBaHHS  CTPYKTypHOTO  MIPO3AUTY  IOpUAWYHOI  ocoOW, 30Kpema
BIJIOKPEMJICHOTO CTPYKTYPHOTO IiIPO3MALTY, 3a3HAYal0Th y pasi, AKIIO CTPYKTypHUI
MiAPO31iJ € aBTOPOM JOKYMEHTA, 1 PO3MILIYIOTh HIKYEe HaliMEHYBaHHS FOPHIMYHOI
oco0wu.

Bumorn no HamucaHHS HalWMEHYBaHHS CTPYKTYPHOTO MiAPO3AUTY IOPHIMYHOI
0co0M, 30KpeMa BiIOKPEMJICHOTO MiApO3/ily, YCTaHOBJIECHI Haka3oM MiHicTepcTBa
roctullii Ykpaiau

JloBinkoBl  JaHi

J1oBi1IKOBI aHi MPO 3aKJIaJ] MICTATh:

npo 3aKJIaJl | e [IOIITOBY aJpecy;
OCBITH
e HoMmepu TenedoHiB, GpakciB, TEIEKCIB,;
® DaxyHKIB y 0aHKY;
® ajpecy eNeKTPOHHOI MMOIITH, B€O-CaiiTy TOIIO).
IX po3MinIyroTh HMYKYE HA3BH 3aKJIay OCBITH a00 CTPYKTYPHOTO IiIPO3ALTY
Hazga Buny 3a3Ha4yaroTh Ha OJTAHKY KOHKPETHOTO BUAY JIOKYMEHTA 1 3arajJbHOMY OJIaHKY TIiJ 4ac
JIOKYMEHTa oopMIIEHHST PI3HUX BHIIB JIOKYMEHTIB, OKpiM JHcTiB. Bka3ywTh TiIbKH B

rapaHTiiHUX.

HazBa Bunmy nokymeHnra (Haka3, pill€HHS, MPOTOKOJ, akT, AOBiAKa, JOMOBIIHA
3amucka tomio) Apykyerbess BEJIMKMMU JIITEPAMU Ta mae BiAmoBizaTH Ha3Bi,
3aikcoBaHiii y mepeniky YyHi(pIKOBaHMX (QOPM [TOKYMEHTIB, 3allpOBa/KEHUX B
opuanyHii  oco0i. Takwmii mepenik Mae MICTUTH Ha3BU yHipiKoBaHUX (HopM
nokymeHnTiB 3rigHo 3 JIKYJl Ta Ha3Bu IHIIMX JOKYMEHTIB, IO BiATOBITAIOTH
OpraHi3aliifHo-IpaBOBOMY CTaTyCy OPHIUYHOT 0COOM, 3aKpIIJICHOMY B TIOJOKEHHI
(craryTi).

Ha3By BuIy nOKyMeHTa Ha MO3AOBXKHIX OJaHKAaxX pPO3MIILYIOTH MOCEPEHHI, a Ha
KyTOBUX — y JIIBOMY BEPXHbOMY KyTi miJ] pekBizurom «HaiimMeHyBaHHS IOpHIUYHOL
ocobu» abo «HaiiMeHyBaHHs CTPYKTYPHOT'O IiPO3ALTY FOPHINYHOI 0COOM

Jarta nokymeHTa

e, BinmoBigHO, AaTa HOro miJNUCaHHs, 3aTBEPKEHHS, IPUIHATTS, peecTparii abo
ckinaneHHs. Kpim toro, 1aTyioTh yci ciry>k00Bi BiAMITKH, IPOCTABJICHI HAa JTOKYMEHTI,
a caMe: Bi3y, pe30JII0LiI0, BIAMITKY IPO 3aCBiAYeHHs KOIil JOKYMEHTa, BiAMITKY
PO HAIXOMKEHHS JOKYMEHTA 10 IOPHAUYHOI 0c00M, BiIMITKY NP0 BHKOHAHHS
AOKYMEHTA, BiIMITKY NP0 03HAHOMJ/IEHHS 3 IOKYMEHTOM.

Haty opopmitoroTh upoBuM 200 CI0BECHO-IIU(DPOBUM CITOCOOOM:

02.11.2021

2021.11.02

02 nucmonaoda 2021 poxy
02 nucmonaoa 2021 p.

V pi3HHX peKBI3UTaX OJHOIO JOKYMEHTA Aara Moxe OyTu o)opMIIeHa SIK CIIOBECHO-
IUPPOBUM CIIOCOOOM, TaK 1 IIM(PPOBUM.




V chniibHUX AOKYMEHTAaX, MiATOTOBJICHHX BiJl IMEHI IBOX 1 OLIbIIIE FOPUANIHUX OCIO,
3a3HayvaloTh OJIHY JIaTy, 110 BIAMOBIJAE ATl MPOCTABICHHS OCTAHHBOTO MIAMHUCY.

Jaty nokymeHTa Ha 6J1aHKY MPOCTABISIOTH Y CHEIIaIbHO BiIBEIEHOMY MICIIi.

Y BHYTpIIIHIX CIIyKOOBHX JOKyMEHTaX (3asBax, JOIMOBITHUX 1 TMOSICHIOBAJILHUX
3aMucKax Tomio), 0pOpMJIEHUX He Ha OJIaHKY, ATy NPOCTaBISAIOTH JiBOPYY BiJ
0COOWCTOTO MIANMKCY aBTOPa JOKYMEHTA.

VY pa3i 3acrocyBaHHs iHGOpMAIiHHMX (aBTOMATH30BAaHMX) CHUCTEM OpraHizarii
JIOBOJICTBA JIOMYCTUMO HPOCTABJISITH JaTy peecTpalii JOKyMEHTa y CKJIajai IMITPHX-
kKoxy abo QR-kojy, IO CTBOPIOETHCS 3acO0aMU IIi€i CHCTEMH, 3TiTHO 3 TTOCTAHOBOIO
Kab6inety MinicTpiB Ykpainu.

IITpux-KOA NPOCTABJAKTh, Yy HEHTPI HMKHBOTO MOJISA NepPIIoi CTOPiHKH
aokyMeHTa, QR-kox (21 MM x 21 MM)—y HHKHbOMY JiBOMY KYTi HNepiuoi
CTOPIHKM JOKYMEHTA

L m

Peectpaniiinuit
1HIEKC
JOKyMEHTa

Peectpamiiinuii iHZEKC MOKyMEHTa CKJIAJA€ThCS 3 MOPSAKOBOTO HOMEpa LOTO
JOKyMEHTa B MEXaxX TpyNu IOKYMEHTIB, IO PEECTPYIOTh, SKHH JOMOBHIOETHCS
IHAGKCaMH, IO 3aCTOCOBYIOTh B IOPHAMWYHIN 0c00i, 30KpemMa IHJEKCOM 3a
HOMEHKJIATYpOIO CIIPaB, CTPYKTYPHOTO MiAPO31iTy, KOPECIIOHCHTIB, OCAI0BHUX 0Ci0,
SIKI PO3TIIAAAI0Th 200 MIANMKMCYIOTh JOKYMEHT, BUKOHABI(IB, TTUTAHb JISJIBHOCTI SIKUX
CTOCY€ThCSI JOKYMEHT.

CxiaioBi 4aCTMHU PEECTPALIHHOTO 1HAEKCY BIJOKPEMIIIOIOTH OIHA BiJ OMHOI
MPaBOOIYHOIO MOXUIIOK PUCKOIO.

123/01-10, ne 123 — nopsAKOBUI BXiAHHI HOMEp JOKYMEHTA y Mexax poky, 01-
10 — iHzexc crpaBy 3a HOMEHKJIATYpOIO CIPaB

321/01/01-10, ne 321 — nopsiiKOBU BX1JIHUH HOMEpP JIOKYMEHTa y MEXaX POKY,
01 — Homep cTpykTypHOro miaposaiay, 01-10 — iHgeKkc crnpaBu 3a HOMEHKJIATYPOIO
crpaB

01-10/456, oe 0I-10—ingekc cmnpaBu 3a HOMEHKIATyporo cmpas, 456 —
MOPSIAKOBUI BUXIAHMI HOMEp IOKyMEHTA y MEXaX POKY

VY cninbHOMY TOKYMEHTI, MATOTOBICHOMY BiJ IMEHI JBOX 1 OUIbIIE IOPUINYHUX
oci0, peecTpaliifHuil 1HAEKC Ma€ MICTUTH 1HAEKCH, IPUCBOEH] JTOKYMEHTY KOXKHOIO 3
IUX IOPUANYHHX OCI0, SIKI MPOCTaBISAIOTH Yepe3 MpaBOOIYHY MOXMIY PHUCKY B TiH
MIOCTIIOBHOCTI, y SIKIl JOKYMEHT MiJIUCAaHO HOro aBTopamH.

987/321/654

Micue po3TanryBaHHs PEECTPALIHOTO 1HASKCY Ha JOKYMEHTI 3aJIe)KHUTh BiJl BUAY

OJlaHKa Ta BUY JOKYMEHTa

Tlocuiaanng Ha

[MocunanHss Ha peecTpamiiHMN IHACKC 1 JaTy JOKyMEHTa Ma€ MICTUTH

peecTpamiitHuit peecTparliitHuii IHAEKC Ta JaTy TOTO JOKYMEHTA, Ha SIKAH Tat0Th BiJIIOBIb.
IHICKC 1 1aTy [TocunanHs Ha peecTpamiifHui 1HAEKC 1 JaTy JOKYMEHTa PO3MIIIYIOTh HIDKYEe a00 Ha
JOKYMEHTa PiBHI peecTpaliifHOro 1HAEKCY y CHelialbHO BiJIBEIGHOMY MICIIi Ha OJIaHKY.

6i0 02.11.2021 Ne23/01-13

Ha Ne 6i0

AFO

6i0 02.11.2021 Ne23/01-13 Ha Ne 6i0
Micre Micre ckitafieHHs TOKyMEHTa 3a3Ha4ar0Th Ha BCIX JIOKyMEHTaX, OKPiM JIMCTIB.
CKJIaJeHHS 200 Micue cknaneHHs TOKYMEHTa PO3MIIIyIOTh Ha piBHI abo Hmk4Ye pekBi3uTiB «Jlata
BUJIAHHS JOKyMeHTay 4i «PeecTpariiitHuii iHIeKC JOKYMEHTay.
JOKyMEHTa Micue ckiaseHHs TOKyMEHTa Ma€ BIAMOBIAaTH HalMEHYBAaHHIO HACEJICHOTO ITyHKTY

srigHo 3 JIK 014.
Kuie
cmm I'ocmomenwv Kuiecokoi oonacmi
c-ue Cmenoge @acmiecvkozo paiiony Kuiecvkoi oonacmi
c. bepesziexa Makapiecvkozo paiiony Kuiecvkoi odnacmi




VYV pa3i 3a3HayeHHd B LBOMY pEKBI3UTI cTonulli «KHiB» CKOpPOUYEHHS «M.» HE
3aCTOCOBYIOTb.

Anpecar

AnpecataMu JOKYMEHTa MOXYTbh OyTH oOprasizaiii, iXHI CTPYKTYpHI MiIpO3LIH,
mocasioBi ocoOu Ta rpomMaasHd. Y pas3i aJpecyBaHHs JOKyMEHTa oprasizamii abo ii
CTPYKTYpHOMY IIiIpO3/Ii7I0OBI 0€3 3a3HaueHHs 1MOCaI0BOI 0COOM iXHi Ha3BU MOAAIOTH y
HA3MBHOMY BiJIMiHKY.

JMenapmamenm oceimu i HayKu
Kuiscokoi oonacnoi oepacagnoi aominicmpayii

VY HaiiMeHyBaHHI ajpecata JOIMYCTHMO 3a3HAa4aTH CKOpPOUYCHE HalMEHYBAaHHS

IOPUINIHOT 0coOH
JIOH KO/IA

VYV pasi agpecyBaHHsS JIOKYMEHTa KEpPIBHHKOBI YCTaHOBH a00 WOT0O 3aCTYITHHUKOBI

Ha3Ba YCTAaHOBH BXOJUTH 0 CKJIAJy Ha3BH [IOCAIH aapecara.
Hupexmopy /lenapmamenmy oceimu i Hayku
Kuiscokoi oonacuoi oepacagnoi aominicmpayii
Bnacue in’a IIPI3BUHIIE

SIKIo TOKYMEHT HaJCWIAIOTh MOCAAOBili 0co0i, Ha3By YCTaHOBH 3a3HAYAIOTH Yy
HA3MBHOMY BIJIMIHKY, a ITOCaJly i MPi3BHIIE aapecara - y 1aBajJbHOMY.

JMenapmamenm oceimu i HayKu

Kuiecvkoi oonacnoi oeprrcaenoi aominicmpauii
Biooin oowkinvnoi, 3azansnoi cepeonvoi

ma no3auKinbHoT oceimu

Hauanvnuxy 6ioodiny

Bnaacune im’a IIPI3BHIIE

SIKImo JOKYMEHT aJpecyloTh OaraTbOM OJIHOPIIHUM OprasizaiisM, ajapecarta
3a3HAaYal0Th y3araJbHEHO.

Kepienukam 3axnaois 3azanvHoi cepeonboi oceimu

JIOKyMEHT He TIOBUHEH MICTHTHU O1JIbIIe YOTHPHOX ajapecaTiB. CI0BO «KOMis» mepen
3a3HAYCHHSAM ajJpecara HE CTaBIATh. 32 HASABHOCTI OUIBIIOI KIJTBKOCTI aapecaTiB
CKJIQIal0Th CIHCOK JUIS PO3CHUJIAHHS, @ Ha KO)KHOMY JOKYMEHTI 3a3HA4alOTh TUTBKH
OJTHOTO ajipecaTa.

Jo peksizutry «Anpecat» BXxoauTh nomToBa ajapeca. Ilopsgok 1 ¢opma 3amucy
BIJJOMOCTEH PO MOIUTOBY aapecy yCTaHOBU MaroTh Bianoinatu [IpaBunam HanaHHS
MOCJIYT IOWITOBOTO 3B'SA3KY.

Jenapmamenm oceimu i Hayku

Kuiscokoi oonacnoi oepacasnoi aominicmpayii
ey1. Xpewamuk, 6,

m. Kuie, 01001

S0 JMOKyMEHT HajacwiaroTh (i3uvHiid 0coli, TO Yy Ha3HMBHOMY BIIMIHKY
3a3Ha4yaloTh NPI3BHIIE Ta BIACHE 1M’s, ajgpecaTa, BYJIHIIO, HOMEp OYIMHKY 1
KBApTHPH, HACETICHUH ITyHKT, paiioH, 00JIaCTh, OIITOBHH 1HIEKC.

Hempy leanuenxy

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

Binouepxiecokuit p-n, 09161

I'pud
3arT Bep,[[)KeHHH
JOKYMEHTa

3aTBEepXKEHHS YNPABIIHCHKUX JOKYMEHTIB 3JIIHCHIOETHCS OCOOHUCTO KEpPIBHUKOM

3aKJaay BIAMOBIAHO A0 HOrO MOBHOBAaXKEHb a00 PO3MOPATYMM JOKYMEHTOM 3aKjaty
13 3a3HAYEHHSAM Ha JOKYMEHTI rpuda 3aTBepIKeHHsS, O0()OPMIIECHOrO BiANOBIIHUM
YHHOM.

3ATBEP/’KYIO

Jupexkmop zimnasii N 5

Ilionuc Bnacne in’a IIPI3BUIIE

07.03.2021

Y pa3i  3aTBep/KEHHs JOKYMEHTa PpIIIEHHSIM KOJIET1aJIbHOTO OpraHy rpud




3aTBepkeHHs ckianaeTbes 31 cnoBa 3ATBEPJIDKEHO (0Oe3 namnok), Ha3Bu, natu i
HOMeEpa JOKYMEHTa Y Ha3UBHOMY BiJIMiHKY.

3ATBEP/’KEHO

IIpomoxon 3acioanna nedazoziunoi paou

2imnasii N 5

06.05.2018 N 40

Ilepenik BuAiB AOKYMeHTIB, 110 MaioTh OyTH 3aTBEp/KEHI 3 IMPOCTABIISTHHAM

rpuda 3aTBEp/HKCHHS, BH3HAYAE€ 3aKJIaj] OCBiTH Ha MiJCTaBi 3aKOHOJABCTBA Ta 3
YHECCHHSIM B IHCTPYKIIIO 3 JIIJIOBOJICTBA

Pe3omromis

Pe3omtonist — e 3po0ieHuid mocagoBo0 0CO00I0 HAMUC HA JOKYMEHTI, [0 MICTHTb
CTHCIIHIA 3MICT MPUUHATOTO HEIO PIILICHHS 010 BUKOHAHHS JOKYMEHTA.

Pezosrortiss MakcMMallbHO MOJKE CKJIaJaTHCS 3 TaKWX EJIEMEHTIB: mpi3Buie(-a),
BiacHe(-1) iM’si(-eHa) BUKOHaBLS (-1B) y JaBaJlbHOMY BIIMIHKY, 3MICT JIOpy4Y€HHS,
CTPOK BUKOHAHHS, OCOOMCTUI MiANKUC KepIBHUKA, AaTa.

Ilpizeuwie Bnacue im’s

Ilpowiy niozomyeamu npoexkm 002080py
npo nocmauaunns zazy 00 25.05.2019
Ocobucmuii nionuc

Hama

S0 mopydeHHS HaJaHO KIJTBKOM TOCAJO0BUM 0co0am, TOJIOBHHUM BHKOHABIIEM
JIOKyMEHTa € 0c00a, 3a3HaucHa B PE30JIIOIIii eIk,

Ha nokymenTax i3 cTpokaMy BUKOHAHHS, [0 HE MOTPEOYIOTh TOJITATKOBUX BKa3iBOK,
y PE30JIIOIIii 3a3Ha4al0Th BUKOHABIIS, MIAMKC aBTOpa PE30JIIOLii 1 JaTy.

Pe3onronito  mpocTaBNsOTE PYKOMHMCHO O€3MOCEpEeHbO Ha JOKYMEHTI HIDKYE
PEKBI3UTY «AnpecaT» MmapajieiabHO 10 OCHOBHOTO TEKCTY a00 Ha BIIBHOMY BiJ] TEKCTY
MiCIli y BEpXHIH YacTHWHI TEPIIOTrO apKylia 3 JIMIBOBOrO OOKy, ajle He Ha TOJi
JOKYMEHTA, IPU3HAYCHOMY ISl ITiIINBAHHS.

Sk1o Ha JOKYMEHTI HeMa€ BUTBHOTO MICIIS JUTS PE30JIIOIT a00 JOKYMEHT MiJIsirae
MOBEPHEHHIO, a00 1€ ENeKTPOHHUH JOKYMEHT, TO PE30JIouil0 0(GOpMIIOITh Ha
OKpeMOMY apKyli abo crierialbHOMy OJIaHKY, Ha SKOMY 3a3HA4aloTh J1aTy.

Mo ex. Ne 123/01-10 6io 02.11.2021

BinmiTtka mmpo
KOHTPOJIb

BinMiTka mpo KOHTPOJb O3HA4Ya€, MO JOKYMEHT Y34TO Ha KOHTPOIb IS
3a0e3neueHHs HOro BUKOHAHHS B YCTAHOBJICHUIN TEPMIH.

BinMmiTKy TpO KOHTpOJNb TO3HAYAIOTh BEJHKOK JiTeporo «K» um croBom
«KonTpons» (pykonucHO ab0 3 BUKOPUCTAHHIM IITaMIIa) HA JIIBOMY TOJI MEPIIOro
apKyla JJOKyMEHTa Ha PiBHI 3aroJI0OBKa JI0 TEKCTY.

3aroJjIoBoK 10
TEKCTy
JIOKYMEHTa

3arojoBOK J0 TEKCTy MAOKyMEHTa Ma€ MICTHTH CTHCIMHA BHKJIAJ OCHOBHOTO
CMHCJIOBOTO aCIEeKTy 3MICTY IOKYMEHTA.
3aroj0BOK JI0 TEKCTY JIOKyMEHTa Ma€ OyTH KOPOTKUM, IpaMaTUYHO Y3TOMKEHHUM 13
HA3BOIO JOKYMEHTA, TOYHO TepeAaBaTH 3MICT TEKCTy Ta BIAMOBITATH Ha 3alUTaHHS
«TPO MO?7», KIOTO?», KKOTO?.
Haka3z (npo wi0?) npo nadanns gionycmku
Jucm (npo wi0?) npo opzanizauyito Konghepenuii
IIpomokon (uo20?) 3acioanna amecmauiithoi Komicii
Hocadoea incmpykuin (koz0?) zonoenozo cneuianicma

Texkct
JIOKYMEHTA

MictuTts iHpOpMallito, 3apagu GpikCyBaHHS AKOi OyJI0 CTBOPEHO TOKYMEHT.

Opranizanii 3A1HCHIOIOTh JIIJIOBOACTBO, BEAYTh JOKYMEHTALI0 1 JIMCTYBaHHS
YKpaiHCBKOIO MOBOIO. TEKCT [OKyMEHTa NOBHHEH OyTH BHUKIAJCHUH CTHCIO,
rpaMOTHO, 3p0O3yMisio, Oe3 MOBTOPIB Ta BXKUBAHHS CJIB 1 3BOPOTIB, SIKI HE HECYTh
CMHCJIOBOTO HAaBAaHTAXKECHHSI.

TexcT 0opMITIOIOTE y BUIVISI CYIIUIBHOTO CKJIQJHOTO TEKCTY, aHKeTH, Ta0iuIi abo
noeAHaHHS 1uX (opM. SIKIIO YaCTUHHM TEKCTY MalOTh Pi3HI CMHCJIOBI acmleKkTdu abo
TEKCT JOKYMEHTa MICTHTh JIeKUJIbKa pillleHb, BUCHOBKIB TOILO, HOro Tpeba po30uTH Ha
pO3ALIM, MAPO3/AUIN, MYHKTH, MIAMYHKTH, sIKI HYMEPYIOTh apaOChbKUMHU IM(paMu i




JIPYKYIOTh 3 ab3airy.
Jnst giTKO1 opraHizanii TEKCT NOAUIAIOTh Ha Bl CMUCJIOB] YaCTHHHU:
® OITHC IPUYHH, (HaKTiB, MO, IO CTAJH ITiICTABOYO JIUIS CKJIAaHHsI IOKYMEHTA;

® BUCHOBKH, MPOIO3ULIii, MIPOXaHHS, PO3NOPSIKEHHS, PIIICHHS, peKOMEHIAII].

VY TeKcTi JOKyMeHTa, MiArOTOBJICHOTO BIAMOBITHO JO JOKYMEHTIB IHIIMX YCTaHOB
a0o paHilie BUAAHUX JOKYMEHTIB, X PEKBI3UTH 3a3HA4alOTh y TaKid MOCIITOBHOCTI:
Ha3Ba BHIY JOKYMEHTa, Ha3Ba YCTaHOBHU (aBTOpa JOKYMEHTA), aTa, PeecTpalliifHuUi
1HJIEKC, 3aT0JIOBOK JI0 TEKCTY

BigmiTka mpo
HasBHICTH
IOJATKIB

Po3MinyroTh mijx TeKCTOM TOKyMeHTa. JloAaTKu 10 TOKyMEHTIB MOXYTb OyTH TPbOX
BUIIB:

® JOJATKU-TOKYyMEHTH (IHCTPYKIIl, MpaBWiia TOIIO), IO 3aTBEPDKYIOThCA abo
BBOJISITHCS B JIIF0 PO3MOPSTYMMHU JOKyMEHTaMH. Ha HUX MOXYTh TPOCTaBISTH TpHD
3aTBEPKCHHS;

e nonatku (rpadiku, cxemu, TaOMUIl, CIUCKA TOMLIO), IIO TMOSCHIOIOTH abo
JIOTIOBHIOIOTH 3MICT OCHOBHOTO JOKyMEHTa (Hakasy, IjaHy, 3BiTy, IHCTPYKIIii TOIIO).
IX opopMIIOIOTH HAa CTaHZAPTHHX apKyllaX. Y BepXHbOMY IIPABOMY KYyTi MEpIIOro
apKylIa 3a3HavdaroTh CJIOBO «JlomaTok». SIKIIo MonaTKiB KilbKa, HA HUX 3a3HAYAIOThH
nopsiiKoBi HoMepu. 3Hak Ne niepes nuppOBUM MMO3HAYCHHSM HE CTaBIISATh;

® JI0/1aTKH, 110 € CAaMOCTIHHUMU JIOKYMEHTaMu 0e3 3a3HaYeHHs aJpeCcHOi YaCTHHHU 1
HAJICWJIAIOTHCS 13 CYNPOBITHUM JIUCTOM;

[Tpo HasBHICTH JOJATKIB IO TOKYMEHTA 3a3HAYAIOTh IMICIS TEKCTY TOKYMEHTa Mepe
mianucoM. SIKIo JOKYMEHT Ma€ JOAATKH, MOBHY HA3BY SKUX HABOISATHh Y TEKCTI,
BIIMITKY TIPO HasIBHICTb JOJATKIB OOPMITIOIOTH TaK:

Mooamok: na 7 apk. y 2 npum.

SIKIIO TOKYMEHT Mae€ JIOJIaTKH, MOBHY Ha3By SKHX Y TEKCTI HE HaBOISTH, Il Ha3BH
HEOOXITHO TOJATH MiCHs TEKCTy 13 3a3HAYEHHSAM KIJTbKOCTI apKyIIB Y KOXHOMY
JIOJIATKy Ta KUTBKOCTI iX PUMIipPHHKIB.

Hooamku:
1. /logioka npo suxonaunsa niaany pemonmnux pooim 3a I keapman 2000 p. na
5 apk. 6 1 npum.

2. I'pagpixk pemonmmuux pooim na Il keapman 2000 p. na 2 apk. é 1 npum.

Sxmo 10 MOKyMEHTa JOAAIOTh IHIIWK JOKYMEHT 3 JIOJaTKaMH, BiAMITKY IIpO
HasIBHICTb JOAATKIB O(OPMITIOIOTH TaK:
Hooamok: Bucnoeox ciaysycou oxoponu npaui 6io 14.09.2018 Ne 8 i dooamok
00 Hb020, 6cb020 Ha 25 apK. y 2 npum.
3a BeNMKOI KUNBKOCTI JOAATKIB HA HHUX CKIQJAIOTh OMKC, @ B CAMOMY JOKYMEHTI
MICHs TEKCTY 3a3HAaYar0Th:
Jooamok: 6ionosiono 0o onucy na 3 apk.
SKmo0 10oJaTOK HAJACWIAIOTH HE 3a BCIMA 3a3HAYEHHMMM B JIOKYMEHTI ajpecami,
BIIMITKY PO HasIBHICTb JJOKyMEHTa O(OPMIIIOIOTH TaK:
Hooamok: na 5 apk. y 2 npum., na neputy aopecy
VY nmonmatkax JOBIKOBOTO xapakrtepy (rpadiku, cxemu, Tabmuii, CIUCKH, (OpMH
TOLIO) JI0 OCHOBHOTO JIOKYMEHTA, 3aTBEPIPKEHOTO PpO3MOPSIIYNM JIOKYMEHTOM,
BIIMITKY pOOJISATH y BEpXHHOMY IIPABOMY KyTi HEPIIOTO apKylla J0AaTKa.
Jooamok 3
00 Incmpyxuii 3 oinosoocmea
(nynkm 1.6 po3oiny I1)
VYV posnopsauoMy JOKYMEHTI BIAMITKY MpO HAasBHICTH J0JaTKa O(QOPMIIOIOTH
0e3nmocepelHb0 B TEKCTI JOKYMEHTAa CIIOBAMH: (IO JIOJAETHCS», «(JI0JAETHCS)Y,




«3T1IHO 3 JOJATKOM 1», «BiAMOBIAHO A0 AomaTka 2» abo «auMB. J0AaTOK 3». A Ha
CaMOMYy JI0JIaTKy JI0 PO3MOPSAYOro JOKYMEHTAa Y BEpXHHOMY MPaBOMY KyTi MEPILIOTO
apKylla MpoCTaBiSIOTh BIAMITKY 3 IOCHJIAHHSAM Ha LIel JOKYMEHT, HOro aTy 1 HOMep.
HHooamox 1
00 naka3zy binouepkiecokoi cimunasii Ne 5
20 aucmonada 2019 poxy Ne 321
SIKIIo 0 po3moOpsSauoro JAOKyMEHTa € OJUH J0AATOK, TO WOro He HyMepyloTb. 3a
HAsSBHOCTI KUTBKOX JIOJAaTKIB 3a3HAYAIOTh iXHI MOPSIKOBI HOMepH. 3HaK «No» mepen
IU(GPOBUMHU TO3HAYCHHSAMHU HE CTaBIATh. Ha JpyroMy Ta HAcTymHHX apKyIax
JoJIaTKa poOJIsATh BiAMITKY «IIpoMOBKEHHS JOIaTKaY.
VYci gogaTku 10 TOKYMEHTIB Bi3y€ NpalliBHUK, SKHI CTBOPUB JOKYMEHT, Ta KEPIBHUK
CTPYKTYPHOTO MiPO3/ILTy FOPHIMYHOT 0COOU, Y IKOMY HOTO CTBOPEHO

IMigmuc

CxiajaeTbcs 3 Ha3BH IOCaJAM OCOOM, fIKa MIJMUCY€ JOKYMEHT (IOBHOI, SKIIO
JOKYMEHT HaJ[pyKOBaHO HE Ha OJIaHKY, CKOPOUEHOI — Ha JJOKYMEHTI, HaJpyKOBaHOMY
Ha OJ1aHKY), 0COOHMCTOTO ITiITUCY, BIIACHOTO IMEHI 1 IPi3BHUIIIA.

1. I'onoea /lepscagnozo komimenty

cmamucmuku Ykpainu  Ilionuc Bnacue in’a IIPI3BHIIE

2. I'onosa Ilionuc Bnaacue im’a IIPI3BHIIE

PekBi3UT poO3MINIYIOTH TiJ] TEKCTOM JOKYMEHTa a0o ITiJl BiIMITKOIO MPO HAasBHICTh
IOIATKIB.

SKo0 AOKyMEHT MiAMHMCYIOTh Kulbka (aB1 abo Oinbine) ocid, To iXHI MmiImucu
PO3TAIIOBYIOTh OJIMH il OAHUM BiJMIOBIHO 10 MiMOPSAIKOBAHOCTI TIOCAOBUX OCI0.

Hupexmop Hionuc Bnaacne im’a IIPI3BHIIE
T'onoenui oyxzanmep  Iionuc Bnacne im’a IIPI3BHIITE

SIKI0 JMOKYMEHT WiANMHMCYIOTh KUTbKa 0Ci0 OJHAKOBHMX IOCAA, TO IXHI ITiIITUCH

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

JIOKyMeHTH KOJeTiaJlbHUX OpTaHiB MiJMUCYIOTh I'0JOBa KOJIETIaJbHOTO OpraHy 1
CeKpeTap.
Tonosa IHionuc Bnacue in’a IIPI3BHIIE
Cexkpemap  Ilionuc Bnacne im’a IIPI3BUHIIE
VY pasi BiICYTHOCTI MMOCaJ0BOI OCOOHM, MIINUC SKOi 3a3HAYEHO B JIOKYMEHTI,
JOKYMEHT MiJInucye 0coba, sika BUKOHYeE ii 00O0B's3KM, a00 11 3acTymHUK. Y IbOMY
BUTIAJKy OOOB'I3KOBO 3a3HAYaIOTh TOCAAy 1 TMPI3BUIIE OCOOM, siKa TMiamucana
JOKYMEHT (BHIIPABJICHHS BHOCATh PYKONHUCHMM a00 MAaIIMHONHUCHUM CHOCOOOM),
Hanpukian: "BukonyBau o0oB's3kiB", "3acTynHUK".
[TinnucyBaTty JOKyMEHT 13 mpuiiMeHHMKOM "3a" abo CTaBUTHU NMPaBOOIYHY MOXHITY
PHCKY Ilepel Ha3BOIO MOCAAN HE JO3BOJICHO
3acmynnuk oupexmopa Iionuc Bnacne im’a IIPI3BHIIE

I'pud
IIOTOJKCHHA
JOKYMEHTa

Posmimnyrots Huxue pexizuty "[lignuc". Bin cknanaetsces 31 cnosa [IOI'OXKEHO
(6e3 namok), Ha3BM mMocaaud 0coOH, SKa MOTOJKYe JOKYMEHT (pa3oM 3 Ha3BOIO
oprasizaiiii), 0cCOOMCTOT0 MiAMUCY, BIACHOTO IMEHI 1 Pi3BUIIA, JATH MOTOIKEHHS.

IHOI'O/’KYIO

3acmynnuk oupexkmopa 3 HBP
Iionuc Bnacne im’a, IIPI3BUIIE
05.02.2001

SIKIO JOKYMEHT TOTODKYIOTh JIMCTOM, IIPOTOKOJIOM, aKTOM TOIIO, TO Tpud

MOTOJPKEHHS 0(OPMITIOIOTh TaK:
IIOI'O/’KEHO
IIpomoxon 3acioanns nedazo2iuHoi paou 3axaiady
23.01.2001 N 2

Bisu moxymenTa

Bi3oro odopmiio0Th BHYTpILIHE MOTOJKEHHS NOKyMeHTa. Biza ckianmaerbes 3




Ha3BM TOCaAHU, OCOOMCTOrO MiANMUCY, BIACHOTO IMEHI 1 Mpi3BUIIA OCOOH, sIKa Bi3ye
JIOKYMEHT, JaTd Bi3yBaHHSA. Bi3y po3MillyioTh HWXK4Y€ pPEKBI3UTY 23, K Ha
JUILOBOMY, TaK 1 Ha 3BOPOTHOMY 0011l OCTAaHHBOT'O apKyllla JOKYMEHTA.
3acmynnuk oupexmopa 3 HBP
Iionuc Baacne im’a, IIPI3BUIIE
18.09.2021
Bi3y cTaBisiTh Ha IpUMIpHUKAX JOKYMEHTIB, SIKi 3aJIMIIIAI0Th B OpraHi3arii

Bin6utok BinOuTkoM meuaTky oprasizailii 3acBiI4yIOTh Ha JTOKYMEHTI ITiITUC BiAOBINaIbHOI
MeYaTKH oco0wu.
Bigbutok medaTku CTaBJIATH TaK, 100 BiH OXOIUTFOBAB OCTaHHI KUJIbKa JITEp HA3BU
mocagd ocoOu, sKa IMianucanga JOKYMEHT, ajie He MiAIMUC IMocajoBoi ocodu, abo
MPOCTABJISIOTH HA OKPEMO BUAUICHOMY JJIS IIbOTO MICI 3 BiAMiTKOIO «M. TL».
[lepenik MOKYMEHTIB, Ha fAKi CTaBIATh BIAOMTOK IMEYaTKW, BU3HA4ae 3akjajg Ha
1i/ICTaBi HOPMATHBHO-NPABOBHX AKTiB. Mloro mojaroTh B iHCTPYKIIi 3 AiNOBOACTRA
[Tpi3BuIe 3a3HavaoTh Ha JIMIIBOBOMY OOIll B HIDKHBOMY JIIBOMY KyTi OCTaHHBOTO apKylia
BUKOHABILIS JOKyMEHTa
1 HOMep #oro Mamninenxo Inna 123 45 67
Tenedony Mamninenko 123 45 67

Maninenxo Inna 123 45 67, 765 43 2

Mamninenko Inna 123 45 67
Mameinuyk Cepeiit 765 43 21

Biagmitka mpo
O3HANOMIICHHS 3

3 HaKa3zom 03HAUOMACHUN:
Ocobucmuii nionuc Bnacne im’a IIPI3BUHIIE

JOKYMEHTOM Jlama
3 nocaooe6oro iHCmpPYKUicio 03HATLOMIEHA:
Ocooucmuii nionuc Bnacue in’a IIPI3BUIIE
Jama
Bumoru no Jlis ipyKyBaHHS TEKCTIB JOKYMEHTIB OTPiIOHO BUKOPUCTOBYBATH rapHiTypy Times
oopmieHHs New Roman ta mpudr pozmipom 12—14 npykapchbKHxX IMyHKTIB.
JIOKYMCHTIB JlomyCTMO BHKOPUCTOBYBATH MIpUGT po3mipoMm 8-12 npykapChKUX ITyHKTIB IS

JIPYKYyBaHHS PEKBI3UTIB «J{OBIKOBI JaHi PO FOPUIUYHY 0cO0y», «Kox ropuaudHol
ocobun», «BiIoMOCTI PO BUKOHABIIS TOKYMEHTa», BAHOCOK, MOSICHIOBAIbHUX HATHCIB
JI0 OKPEMHX EJIEMEHTIB TEKCTY JOKYMEHTa TOIIIO.

Jns npykyBaHHS pekBisuTy «Has3Ba BHAy MOKYMEHTa» MOXHA BHKOPHCTOBYBATH
po3pikeHuid mpudT po3MipoM 14-6 TpyKapchbKUX MyHKTIB.

Jns npykyBaHHS pekBi3uTiB «HaliMeHyBaHHS 10pUINYHOI 0coOm», «HalimeHnyBaHHs
CTPYKTYPHOTO MiApO3Aidy IOpuaudHoi ocobu», «Has3Ba BuLy [HOKyMeHTa» Ta
«3arooBOK 10 TEKCTy IOKYMEHTa» JOMyCTUMO BUKOPUCTOBYBATH HAIiBXUPHHIMA
npsAMUN WpUQT.

TexkcT NOKyMEHTIB Ha apkymiax mamepy ¢opmary A4 peKOMEHIOBaHO JPYyKyBaTH
yepe3 1-1,5 MikpsakoBux iHTepBaimu, a Qopmary AS —uepe3 1 MDKpSAKOBUI
iHTepBan. Ilix yac opopmiieHHs JOKYMEHTIB, 3a MOTPeOU, MO>KHA 3aCTOCOBYBATH 1HIII
MIDKPSIIKOBI IHTEPBAJIH.

PexBizutn pokymeHta (KpiM TEKCTy), IO CKIAJarOThCsl 3 KUIBKOX pPSAKIB
(«doBinKOBI JaHI TpO IOPUAUYHY OCO0Y», «3aroioBOK J0 TEKCTy JAOKyMEHTa»,
«BinMiTKa npo HasiBHICTH TOJIATKIBY), IPYKYIOTh 4epe3 1 MIKPSIKOBHI iHTepBaJl.

CxiraioBi 9acTHHU PEKBI3HTIB «Ampecar», «['pud 3aTBep/DKEHHS TOKYMEHTa,
«I'pud mnoromxeHHs (CXBaJeHHS) JOKYMEHTa» BIJOKPEMIIIOIOTH OJUH BiJ OJHOTO
gepe3 1,5 MUKpSAKOBUI IHTEpBAI.

PexBi3uTH JOKYMEHTa BIJIOKPEMJIIOIOTH OJWH Bif oxHoro uepe3 1,5—3
MIKPSIIKOBUX 1HTEPBAJIH.

PexBizutu «HaliMeHyBaHHs IOpUAMYHOI OCOOM BHILOTO piBHsA», «HaliMmeHyBaHHs




IOpUIUYHOT 0co0mM», «Ha3Ba BUAY TOKyMEHTa» IPYKYIOTh BEJIHMKHMHU JIITEPAMHU.

PosmmdpyBanns mianucy B pekBi3uTi «Iligmuc» OpyKylOTh Ha pPiBHI OCTaHHBOTO
psAlKa HaliMeHyBaHHS [OCaJIH.

MakcumMasbHa JOBXKHHA psAaKa OaraTopsaKOBUX PEKBI3UTIB (OKPIM pPEKBI3UTY
«Teker nokymenTa») — 73 MM (28 1pyKOBaHUX 3HAKIB).

SIKmio 3arojIOBOK 10 TEKCTy MOKyMeHTa mepeBumnye 150 apykoBaHux 3HaKiB (5
PAOKIB), HOTO JO3BOJICHO IMPOJOBXKYBATH JO MEXi mpaBoro moss. Kpamnky B KiHIT
3aroJI0BKa HE CTaBIIATh.

[Ting gac odopMiIeHHS TOKYMEHTIB MOTPIOHO MOTPUMYBATHUCS TaKUX BiJICTYIIIB Bill
MEXI JIIBOTO TIOJIS IOKYMEHTA!

10 mm — 0na ab3auyie y mexcmis;
90 mm — 0ona pekeizumy «Aopecamy;

100 mm—ona  pexeizumie «I'pugh

3ameeporcenna O0okymenmay ma «Ipugp

00MedHceHHA 0ocnyny 00 OOKYMEeHmay;
125 MM —ona
po3wugpysanna  nionucy 6
pexeizumi «Ilionucy.

He poOnsaTh BimcTym Bif MeXi JIBOTO TOJS IS PEKBI3UTIB «JlaTta ITOKyMEHTay,
«3aroyoBOK 70 TEKCTy MOKyMeHTa», «Tekct mokymeHTa» (0e3 abzamiB), «BimmiTka
PO HAsBHICTh J0JaTKiB», «Biza mokymenta», «['pud mnoromxeHHs (CXBaJCHH:)
JOKyMeHTay, «BimmiTka mpo 3acBigueHHS Komii JOoKyMeHTay», «BimomocTi mpo
BHUKOHABIISL IOKyMEHTa», «BiaMmiTka mpo O3HaWOMIIEHHS 3 JOKYMEHTOM», «BiamiTka
PO BUKOHAHHA JOKYMEHTa», HaMEHyBaHHs Mmocaau B pekBi3UTI «lliammcy, a Takox
ciiB  «CIYXAJIW», «BUCTYIIWIW», «BUPIILIW/IN», «YXBAJIMJINY,
«HAKA3VYIO», «3050B’A3VY1O».

VY pasi HagBHOCTI KUIBKOX Trpu]IiB 3aTBEpPKCHHS 1 IMOTOKEHHS (CXBAJICHHS)
JOKYMEHTA TMepIIii TpUQ IPYKYIOTh 0€3 BIJICTYITy BiJl MEXI JIIBOTO TOJIS, IPYTHA —
gepe3 100 MM Bijg MexXi JIIBOTO OIS,

SIKIIo B TEKCTI JOKYMEHTa € TMOCHJIAHHS Ha JOJaTKu a0 Ha JOKYMEHT, IO CTaB
MiJCTaBOIO Il WOTO MiATOTOBKHM (BumaHHs), cinoBa «Jlomatoxk» 1 «llimcraBa»
JIpYKyloTh 0€3 BIACTYIly BiJl MEXI JIBOIO IMOJS, a TEKCT 10 HHUX — uepe3 1
MDKPSIIKOBH 1HTEpBaJ.

ITix yac opopmieHHs JOKYMEHTIB Ha JIBOX 1 OlIblIe CTOpIHKAax JApyra Ta HaCTYIIHI
CTOPIHKM MalOTh OyTH IPOHYMEPOBaHi.

Homepu CTOpiHOK CTaBISITh TOCEPEAMHI BEPXHBOTO IMOJS apKymia apaOChKUMH
nuppamu 0e3 3a3HAYCHHS CJIOBA «CTOPIHKa» Ta PO3AUIOBUX 3HaKiB. [lepiry cTopiHky
HE HyMEpYIOTb.

CTOpiHKHM TOKYMEHTa i KOXKHOTO 3 IOJIATKiB MalOTh OKpEMY HyMepaIlilo.

TexcTH IOKYMEHTIB MOCTiHHOTO Ta TpuBajoro (moHan 10 pokiB) 30epiranHs
JIPYKYIOTh Ha OJHOMY Oori apkyma. JJokyMeHTH TUM4YacoBOTO CTpoky (1o 10 pokis
BKJIFOUHO) 30epiraHHsi MOXHA JPYKYBaTH HA JUIIHOBOMY i 3BOPOTHOMY OOIIl apKyIia




BUMOI'
10 opopMIIeHHS JOKYMEHTIB, 110 BATOTOBJISIIOTHCS 32 IOMIOMOI0K0 KOMIT’I0TEPHOI TEXHIKH

1. st ApyKyBaHHS TEKCTIiB JOKYMEHTIB MOTPIOHO BUKOPHUCTOBYBATH rapHiTypy Times New
Roman ta mpudt posmipom 12—14 npykapchbKux mMyHKTIB.

2. lonycTMMO BHUKOPHUCTOBYBaTH MIpUPT po3MipoM 8-12 1npyKapChbKMX MYHKTIB IS
JIpyKyBaHHSI pPeKBi3UTIB «JlOBinKOBI MaHi mpo ropuandHy ocoOy», «Kox ropuaumuHoi ocoluy,
«BigoMOCTI TpO BHUKOHABIS JOKYMEHTa», BHHOCOK, MOSICHIOBAJIBHMX HAIUCIB JI0 OKPEMHX
€JIEMEHTIB TEKCTY JOKYMEHTA TOIIO.

3. lns nppykyBaHHS pekBi3uTy «Ha3Ba BuAy MJOKyMEHTa» MOKHAa BUKOPHCTOBYBAaTH
po3pimkenuit mpudT po3mipom 14-6 1pyKapchbKUX MyHKTIB.

Hns  npykyBaHHS pekBi3uTIiB «HaiimeHyBaHHS ropuandHOi ocobw», «HaliMenyBaHHS
CTPYKTYPHOTO IiJIpO3iTy FOpUAMYHOI 0co0m», «Ha3Ba Bugy JOKyMeHTa» Ta «3arojloBOK J0 TEKCTY
JIOKYMEHTa» JIOIyCTUMO BUKOPUCTOBYBATH HAMiBXUPHUIN NPAMUN HIPUPT.

4. TekcT JOKyMEHTIB Ha apKymax manepy popmaty A4 pekoMeHIOBaHO JPyKyBaTH depes3 1-
1,5 mikpsakoBux iHTepBainu, a ¢dopmary A5 — uepe3 | MikpsakoBuil iHTepBai. Ilim dac
0 OpPMIICHHS JOKYMEHTIB, 332 TOTPEOH, MO’KHA 3aCTOCOBYBATH 1HIIII MIXPSIIKOBI IHTEPBAJIH.

5. PexBi3uTu mokymeHTa (KpiM TEKCTY), 110 CKJIaIal0ThCs 3 KUIBKOX psinKiB («JloBiIKOBI JaHi
PO IOPUIHYHY 0CO0Y», «3arojloBOK 10 TEKCTY JOKYMEHTay», «BigMiTKa Mpo HasBHICTH TOJATKIBY),
JIPYKYIOTh 4epe3 1 MDKpsIKOBUH 1HTEpBall.

CkiaioBi 4YaCTMHH pEKBI3HTIB «Apnpecar», «l'pud 3arBep/keHHs IOoKyMeHTa», «Ipud
HOTOJDKEHHS (CXBaJEHHS) JOKYMEHTa» BiJOKPEMIIIOIOTh OJIUH BiJl OAHOTO 4epe3 1,5 MiKpsIKOBUI
IHTEepBaJL

PekBi3UTH JOKyMEHTa BIJJOKPEMIIIOIOTH OJMH BiJl OAHOro uepe3 1,5—3 MDKPSAKOBUX
IHTEepBaIH.

PekBizutn «HaliMeHyBaHHS FOPHIMYHOI OCOOM BHILOTO piBH», «HaliMeHyBaHHS IOpUIAYHOT
ocobun», «Ha3Ba Buay 10KyMeHTa» APYKYIOTh BEIUKUMHU JIITEPAMHU.

Posmm¢pyBanns minnucy B pekBizuTi «Ilignmuc» IpyKylOTh Ha piBHI OCTaHHBOTO psJKa
HallMEHYBaHHS I0CA/IN.

6. MakcuManbHa JIOBXXKHMHA psijika 0araTOpsJIKOBUX PEKBI3UTIB (OKpiM pekBi3uTy «Tekcr
JOKYMEHTa») — 73 MM (28 IpyKOBaHUX 3HAKIB).

SIK1110 3aroJIoBOK J0 TEKCTY JOKyMeHTa nepeuilye 150 npykoBaHux 3HakiB (5 psaKiB), HOro
JI03BOJICHO MPOJAOBKYBATH JI0O MEX1 MpaBoro mnosjist. Kpanky B KiHII 3arojioBKa HE CTABJISTh.

7.1lix 9ac oopMIIEHHS JOKYMEHTIB MOTPIOHO TOTPUMYBATHCS TAaKUX BIJICTYIIB BiJ MEXi
JIBOTO TMOJS IOKYMEHTA:

10 MM — 1711 a03al1iB y TEKCTI;

90 MM — IS pEKBI3UTY «Apecary;

100 MmM—u1s pekBi3uTiB «I'pu¢ 3aTBepakeHHs JOKyMeHTa» Ta «['pud oOMexeHHs J0CTyIy
710 TOKYMEHTa,;

125 MM —1 po3mdpyBaHHs TiANUCY B pekBi3uTi «Iliamucy.

8. He po0isaTh BiCTyN BiJ MEXi JIIBOTO TIOJISI JIJIsl PEKBI3UTIB «JlaTa JOKyMeHTay, «3arojioBOK
JI0 TeKCTYy MOKyMeHTa», « TekcT mokymeHTa» (0e3 ab3aiiB), «BigMmiTka Mpo HAsBHICTH JIOJATKIBY,
«Biza moxymentay, «I'pud moromxeHHs (CXBaJeHHs) TOKyMeHTa», «BimMiTKa Mpo 3acBiTUeHHS
Komii JOKyMeHTa», «BigoMocTi mpo BHKOHABIS JOKYMEHTa», «BimMmiTka mpo oO3HalOMIIEHHS 3
JOKYMEHTOM», «BinMiTka Tpo BHUKOHAHHS JOKYMEHTa», HalMEHYBaHHS I0OCaJAu B PEKBI3UTI
«ITigmue», a Takoxk ciaiB «CIIYXAJIN», «BUCTYIINJINy», «BUPIIIWIIN», «YXBAJINJI,
«HAKA3VIO», «3050B’3VIO».



9.V pa3i HasBHOCTI KibKOX TpuU(]iB 3aTBEPHKCHHS 1 MOTOHKEHHS (CXBaJCHHS) TIOKYMEHTa
nepumii Tpug IpyKyroTh 0€3 BIACTYITy BiJ MeXIi JIiBOro mois, apyruit — yepe3 100 MM Bix Mexi
JBOTO MOJIS.

10. ko B TeKCTI JOKYMEHTa € TOCHJIAHHS Ha JOJaTKu abo Ha JIOKYMEHT, IO CTaB
MIJICTaBOI0 JUIsl MOro MIAroTOBKH (BUAaHHS), cioBa «JlomaTtox» 1 «lIlimcraBa» apykyrooTh 0e3
BIZICTYIY Bil MEXI JIIBOTO MOJISI, @ TEKCT JI0 HUX — 4yepe3 | MIKPSAIKOBHM iIHTEpBa.

11. ITiq yac odopmIIeHHS AOKYMEHTIB Ha JBOX 1 OUIbIIE CTOpPIHKAaX Jpyra Ta HACTYIIHI
CTOPIHKH MalOTh OyTH IPOHYMEPOBaHi.

12. Homepu CTOPIHOK CTaBISTh MMOCEPEIUHI BEPXHBOTO TMOJIS apKyIia apadChKUMH UppaMu
0e3 3a3HaueHHs CJI0Ba «CTOPIHKA» Ta PO3JUIOBUX 3HaKIB. [lepiry cTOpiHKY HE HyMEpYIOTb.
CTOpiHKM TOKYMEHTa 1 KOXKHOTO 3 JIOJIaTKIB MalOTh OKPEMY HyMepallio.

13. TexcTu JOKYMEHTIB MOCTiiHOTO Ta TpuBanoro (rmoxnaz 10 pokis) 30epiraHHs JpyKyOTh Ha
oJIHOMY Oo11i apkymia. JJOkyMeHTH TUMYacoBOTO CTPOKY (110 10 pokiB BKIIFOYHO) 30€piraHHs MOKHA
JIPYKyBaTH Ha JUIBOBOMY i 3BOPOTHOMY OOIIi apKyIIa.



XHUPIBCbBKA MICBKA PAJIA
BIIILJT OCBITU, KVJIBTYPHU, MOJIO/AI TA CIIOPTY
OnopHuM 3aKJIa/l 3arajibHOI cepeHbOl OCBITH

I-III ctyneHniB M. XupiB
ByJL. ['oross, 6, M. XupiB, Cam0Oipcekuii p-H. JIbBiBcbKa 00:1. 82060, Ten. (03238) 24-4-68
e-mail: huriv.s@gmail.com Koxg €JIPIIOY 22385957

Binx Ne
Ha BiJ1

JInpexTop Mapis BOUTOBHY
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XHUPIBCBKA MICBKA PAJA
BIIJTI OCBITU, KYJIBTYPHU, MOJIOAI TA CIIOPTY
OnopHuii 3aKjajJ 3arajibHoOI cepeIHbOI OCBIiTH
I-III cryneniB m. XupiB

By1. ['orons, 6, M. XupiB, Cambipcekuii p-H. JIbBiBcbka 0671. 82060, Temn. (03238) 24-4-68
e-mail: huriv.s@gmail.com Kox €JIPIIOY 22385957

HAKA3
«_» 2023 M. XUpiB Ne
Ipo.
JIupexTop Mapis BOUTOBHY

3 HaKa30M O3HAMOMIJICHI: Jhimsg TUTYX
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IEPEJIIK
AOKYMEHTIB, HAa SIKHX IiJIHUC 0CAT0BOI 0CO0M 3aCBiIYYy€ThCS BiIOMTKOM NEYaTKH 3aKJIa1y

1. Akt (BUKOHaHHS POOIT, CIIMCAHHS MaTrepialbHUX I[IHHOCTEH, (DIHAHCOBHX TEPEBIPOK,
BUJTYUYSHHS JIOKYMEHTIB JIJIsl 3HUIICHHSI, TIEPEIaBaHHs CIIPAB TOIIIO).

2. loBigku (TIpo BUKOPHCTAHHS OIOJDKETHUX aCUTHYBaHb Ha 3apoOiTHY IUIaTy, HApaxoBaHy 13
3apoOITHOT TJIATH TOMIO).

3. oroBopu (mpo MarepiajabHy BIiJINOBIIATBHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHHUIITBO,
HiApsSAN, OPEHIy IPUMIIIEHb, BAKOHAHHS POOIT TOIIO).

4. JlokyMeHTH (IOBiKM, TIOCBIMYEHHS TOINO), IO 3aCBiAYYIOTH TMpaBa TPOMAISH 1
IOPUIMYHUX OCi0.

5. Jlopy4eHHs Ha oJiep>KaHHS TOBapHO-MaTepialbHUX I[IHHOCTEH.

6. 3aBmaHHs (Ha TNPOEKTYBAaHHSA OO’€KTIB, TEXHIYHMX CIIOpPYH, KamiTaabHe OyiBHUIITBO,
TEeXHIYHI TOIIIO).

7.3pa3ku BIAOWTKIB TMEYaTOK 1 MIJANKCIB MPAliBHUKIB, fKi MalOTh MpPaBO 3AiIMCHIOBATH
(hi1HaHCOBO-TOCIIOAAPCHKI Omepalrii.

8. Komrropuc BuTpar (Ha KaabKyJAIIIO 32 JOTOBOPOM, Ha KaliTajabHe Oy iBHUIITBO TOIIIO).
9. JIuctu rapanTiitHi (Ha BUKOHAHHS pOOIT, HAJaHHS MTOCITYT TOIIO).

10. Onucu cnpaB noctiiiHOTO, TpHBasioro (moHaa 10 pokiB) 30epiranHs, 3 KaJpOBUX MUTAHb.
11. IItaTHi po3mucH.

12. TpyOBi KHIKKH.



00J1iKy Me4YaToK Ta IITAMIIIB, 10 32CTOCOBYIOTHCH B YCTAHOBI*

KYPHAJI

Ne | Binburok Komy Bunmano Jlara [Tpumitka
3/I1 | MEYaTOK I |pajimMeHyBaHHS| Ipi3BHLIE Ta naTa i MOBEPHEHHA 1 | (BiAMITKA PO
WTAMIIB | rigpossiny, B | BiacHe iM’s posmucka | PO3MHCKA PO | 3HHUILCHHS)
SIKOMY BIAMOB1AAIBHOL npo OpUAMAaHHS
30epiraroThCs ocobu OTPUMAaHHS

MEeYaTKH 1

HITAMITH
1 2 3 4 5 6 7




OIIOPHUM 3AKJIAJI 3ATAJIBHOI CEPEJTHBOI OCBITH
I-1II CTYIIEHIB M. XUPIB

AKT
Npo NpuiiMaHHA-NepeJaBaHHA JOKYMEHTIB i cipas
i 4ac 3MiHU KepiBHUKA

(Ha3Ba 3aKyIaxy OCBITH)

No
M. XupiB
BianmoigHo o Haka3zy Big 26.08.2022 Neo (BnacHe
im’s  TIPI3BHUIIIE) mepenaB, a IPUUHAB Yy JOKYMEHTH
YOPaBIiHCHKOI AiSUIBHOCTI:
Ne Ne 1 Ha3Ba TOKyMEHTY KinbkicTh [Tpumitku
3/m PUMIPHHKIB
1 2 3 4
Pazom mnpuiinsto JOKYMEHTIB (uudpamu i cnosamm), y

MPUMIPHUKAX (udpamu i crioBamu).
CrtaH JOKYMEHTIB

(3araypHa XapaKTEPUCTHKA CTaHY)
Ilepenas i
Bnacue im’st TIPI3BUIIE
IIpniinss T armmc

Bnacue im’st TIPI3BUIIE

20 poky




OIIOPHUM 3AKJIAJl 3ATAJIBHOI CEPEJHBOI 3ATBEPJKYIO
OCBITH I-I1I CTYIIEHIB M. XUPIB

XHUPIBCBKOI MICBKOI PAZIY Jupexrop }
CAMBIPCBKOT'O PAIIOHY Mapist BOITOBIY
JIbBIBCBKOi OBJIACTI 27 12.2022

AKT

Npo NpUiiMaHHsI-NIepeJaBaHHs CIPaB
i yac 3MiHHM 0c00M, BilMOBiTaIbHOI 32 apXiB

M. XupiB

BiamosigHo 1o Haka3zy Big 27.12.2019 Ne (Bnacue

im’a TIPI3BUIIE) mnepenas, a (Bnacue im’s TIPI3BUIIE)
NPUKHSB Y TIPUCYTHOCTI KOMICI1, IKa CTBOpPEHA Ha MiACTaBl 3a3HAYEHOT0 HAKa3y, y CKJaJi TOJIOBH
(Bnacue im’s IIPI3BUIIIE) 1 4I€HIB KOMicCii

(Bnacne im’st TIPI3BUILIE) TOKYMEHTH apXiBy Ta JIOBIIKOBUH amapar A0 HHUX:

Ne Ne i Ha3Ba omucy KinmpkicTh KinpkicTs cripas [Tpumitku
3/m MIPUMIPHUKIB
OIIUCY
1 2 3 4 5
Pa3zom mnpwitHsTo cripaB (uudpamu i cnosamu),
OIHCIB Y MPUMIPHUKAX. (udpamu i ciosamu).

CrtaH JOKYMEHTIB 1 OIHCIB

(3araympbHa XapaKTEPUCTHKA CTAHY).

Boanouac nepenarotbes

(BHIIM TOB1IKOBOTO amapary, Horo o0CcsATH, CTaH)
Ta

(Ha3BW MEYATOK i MITAMIIB apXiBY, iX KLIBKICTB)
CraH npuMilleHb apXxiBy

(3araympbHa XapaKTEPUCTHKA CTAHY).

HasiBHicTh 1 cTaH 00siaJHaHHS Ta IHBEHTAPIO apXiBy

(3aranmpHa XapaKTEpPUCTHKA CTAHY).

Ilepenas e
Bnacue im’s ITPI3BUIIE

HprIHSIB MAITHAC
Bnacue im’s I[TPI3BUILE

IosoBa xomicii i Bnacue
iM’st [TIPI3BUILE

Yenn KoMmicii
20 poky




3ATBEP/IKYIO

3ATBEP/IKYIO

(mocana KepiBHMKAa yCTaHOBH, IO mepeaac
JOKYMEHTH)

(mocaga  kepiBHMKAa  yYCTaHOBHM, 10 TNpHiiMae
JIOKYMEHTH)

(mignmuc) (Baacue im’st [IPI3BUIIE)
20__ poky
MLIIL. (3a HasIBHOCTI)

(migmuc) (Baacue im’st [IPI3BUIIE)
20 poky
MLIIL. (3a HasiBHOCTI)

AKT
Npo NpuiiMaHHA-NepeIaBaHHA CIIPaB
(10KyMeHTIB) Bi/l OJIHi€l yCTAHOBH /10 IHIIOL

M. XHUpiB

[Tixcrasa:
SIKUT nepeaacTbCA a60 3 SAKOIo

(3micT pimenns, nopHa HaszBa (OHY,
BUJIY4CHO CIIpaBU Ut niepeaBaHHs;)
(HaliMeHyBaHHSI yCTaHOBH, sIKa IEPEaaE

crpaBHu (IOKyMeHTH)) IIepeaaa, a
(naiiMeHyBaHHs yCTaHOBH, siKa IPUiiMae cpaBu (10KymMeHTH)) TPUMHSIIA (CTIpaBH (JIOKYMEHTH) 3a3HAUYEHOTO
dony, 0671KOBI JOKYMEHTH Ta JOBIAKOBHI amnapar 0 HbOTO:

No Howmep i Ha3Ba Kinbkictb KinpkicTh cripaB [TpumiTku
3/m OIUCY NPUMIPHHKIB
OIUCY
1 2 3 4 5

Howmepu BifcyTHIX cripaB .
Y cporo npunHATO CIIpaB
(undpamu i croBaMn).

[lepenaBanHs 3/111ICHUB:
[Tocama ocobu, mo mepegae JOKYMEHTH
20 poky

Bnacue im’s TTPI3BUILE

[TpuiimMaHHs 311 CHUB:
[Tocana ocobu, 110 mpuMae JOKYMEHTH
20 poky

Bunacue im’s ITPI3BUIIE




3PA30K

&

KOMYHAJIbHUM HABYAJIBHUM 3AKJIAJTI KHIBCBbKOI OBJIACHOI PAJTA
«KUIBCBKHIM OBJJACHUM IHCTUTYT NICJISIAUIIJIOMHOI OCBITH
NEJATOT'TYHUX KAJIPIB»

(KH3 KOP KOIIIOIIK)

ByII. SIpocinaBa Mynporo, 37, M. Bina Lepksa, 09107, Ten. 0(4563) 5-12-40, Ten./dakc 5-04-24
E-mail: Kyiv_academy@ukr.net, Web: http://akamemis.com.ua

Kon €IPIIOY 02139618
APXIBHA KOIIIA
16.09.2020 Ne 45
HAKA3
31.08.2018 M. bina [{epkBa Ne 148-0

IIpo npuiiHATTS BajleHTHHH AJIEKCEEHKO
MTPUMHATH:

AJIEKCEEHKO Banentnny CrenaHiBHy Ha T[oOcagy NpPakTUYHOTO IMICHXOJiora 3
01 Bepecust 2018 poky 3 TOCaJIOBUM OKJIAJOM 3TiIHO 31 INTATHAM pO3MHCOM Yy PO3MIipi
4525 rpuBeHb.

[Tincrasa: 3asBa Banentunu Anekceenko. Bif 25 cepnns 2018 poky, 3apeectpoBaHa 3a No .

Jupexrop Bosaomgnmup MAKPIJIOB
[Tincrasa: ¢. 3333, on. 2-oc, cnp. 53, apk. 45.

3riiHO 3 OpPUTIHAIOM

BignoBigansHuil 3a BEIeHHS (migmuc) IOnmia OCHAY
apxiBy

M.IIL


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

IEPEJIIK
JOKYMEHTIB, 110 He MiVIAIral0Th peecTpauii cneniajJJbHO MPU3HAYEHOI0 VIS IOT'0 0C00010

. I'padixu, Hapsu, 3assBKH, PO3HAPSIKH.

. 3BesieHHs Ta iHopMaIlis, HalicaaHi 10 BioMa.

. HaBuanbHi rmmanu, ocBiTHI Iporpamu (Korii).

. PexiaMH1 IOB1IOMIJICHHS, TUTAKaTH, TPOrpaMu Hapa, KoH(epeHIIii Tomo.

. Hopmu BuTpat marepiaiis.

1

2

3

4

5

6. BiTaybHi JINCTH 1 3aMTpOIICHHS.
7. ApykoBaHi BUaHHS (KHUTH, )KypHAJIU, OOJIETEH1).
8. MicsiyHi, KBapTaJbHi, MiBPiUHi 3BITH.

9. ®opMH CTaTHCTHYHOI 3BITHOCTI.

1

0. Jorosopwu.



KYPHAJ
peecTpauii BXiTHUX TOKYMEHTIB

Jlara Kopecnonaenr, Kopotkuit Pe3otromis, IMigmnuc Binmitka
HaIXOMKEHHS JaTa Ta 1HAeKC 3MICT BIAMIOBIZANBHUN | 0ocoOH, siKa npo
Ta IHIEKC 0JICPIKaHOTO BUKOHABEIb oTpUMayia | BUKOHAHHS
JIOKyMEHTa JIOKyMEHTa JOKYMEHT | IOKyMEHTa
1 2 3 4 5 6
KYPHAJ
peecTpanii BUXiZIHUX JOKYMEHTIB
Hara ta Kopecnonaenr Kopotkwuii 3mict [Ipi3Buiua, BracHe [Tpumirtka
1HIEKC IM’s1 oco0H, sKa
JOKYMEHTa minucana JOKyMeHT,
Ta BUKOHABIISA
JOKyMEHTa
1 2 3 4 5
KYPHAJ
peecTpanii BHYTPIlIHIX TOKYMEHTIB
Jlara ITocamoBa Koportkuit Pesomronis abo [Tigmmuc ocodbwu, | BiamiTka mpo
JIOKyMEHTa ocoba 3MiCT BiJMOBITaTbHUIA sKa OTpUMajia | BHUKOHAHHS
BUKOHABEIb JIOKYMECHT, J1aTa| JIOKyMEHTa
OTpUMAaHHS
1 2 3 4 5
PEECTPALIIMHUMU KYPHAJI
HaKa3iB KepiBHUKA 3aKjIaxy
Peectpauiiinnii [lata Hakasy 3aroys0BOK HaKa3y
1HIeKC (HOMep)
HaKazy

1




KYPHAJI
peectpaiii pakTiB BUSIBJIEHHS (3BEPHEHHS) PO BYNHEHHS JOMAIIHBOI0 HACUJILCTBA,

Ta OyJiHry

(3axnao oceimu)

No Hara [IpizBuine, im’s, 110 [IpizBumie, imM’s, M0 Crucnuii 3mict 3asBH | Bakuri 3axoau Mara, gac Ta [Tpumitku
3/ |oTpUMaHHS 0aThKOBI Ta MicIIe 0aTBHKOBI Ta MicIIe a00 TIOB1IOMJICHHS 1010 3aXUCTY Cy0’€KT, SIKOMY
3asBH a00 MIPOKUBAHHS AUTHHH, |IIPOKUBAHHS OCOOH, IpaB Ta IHTEPECIB | HANpPaBJIEHO
MOBIJOMJICHHS | IIOJIO SIKOT HAJIUTIIA | sIKa BUMHUIIA JKOPCTOKE JUTUHU ITOBIIOMJICHHS
3asBa 4YH ITOBOJIDKCHHS 3
MTOB1JJOMJICHHS JUTHHOIO a00 Bif SKOI
icHy€ 3arpo3sa Horo
BUMHEHHS
1 2 3 4 5 6 7 8




033CO I-1II crymneniB M. Xupis

XupiBchKOi Micbkoi pagu CaMOipchKOro paioHy

JIbBIBCBHKOT 00J1acTi

3ATBEPIKVIO

Hupexrtop O33CO I-III cTyneHis m.

Xupis
Mapis BOUTOBUY
HOMEHKIJIATYPA CIIPAB
27.12.2022
Bix 27.12.2022Ne 222
Ha 2023 pik
[nnexc cnpasu | 3aroyioBoK crpasu (TOMY, KinbkicTs Crpok 30epiranns | [IpumiTka
YaCTUHH) cripaB (TOMiB, | cripaBu (TOMY,
YaCcTHH) YaCTUHH 1 HOMEPH
crarei 3a
nepesikoM
1 2 3 4 5
Bianmosinanpawmii 3a
BEJICHHS JILJIOBOJICTBA
(miamuc) (iminianwm (iHimian iMeHi),
MIPI3BHIIIC)
20 poky
BinnoBinanbHuii 3a BeZIeHHS apXiBy
(mipnuc) (iHimianu (1HIiaN IMEH1),
Npi3BUILE)
CXBAJIEHO [MTOI'O/IXKEHO

IIporokon 3acinanns EK 3aknany

Ne

[TpoTokon 3acimanns

EIIK nep>xaBHoro apxiBy, EK apxiBHoro

Bty ado EK oprany Buioro piBHs
Ne

[TizcymKoBHiA 3amUC PO KaTeropii Ta KUIbKICTh CIpaB, ckinageHux y 2020 poui B 3akiai:

3a cTpokamu 30epiraHHs

Pazom VY Tomy uucmi
TaKHXx, II0 3 BIZIMITKOFO
MEPEXOAATh «EITK»

[MocritHOTO

Tpusanoro (nmoxaxa 10 pokiB)

TumvacoBoro (10 10 pokiB BKITIOYHO)




Yeworo

BiamnoBigansHuA 3a BeIEHHS AUIOBOIACTBA

(miamuc)
20 poky
[TizcyMKOBi BiTOMOCTI IIEPEAaHO B apXiB yCTAaHOBH.
BianosinanpHuii 32 BeIeHHS apXiBy (mmigmuc)

20 poky

(iHimiamm (=i iIMEH1)
MIPI3BUIIIC)

(iHimiamm (=i iIMEH1)
MIPI3BHIIIC)



AKT
No

(Mmicue ck1agaHHs)

IIpo HecTauy cnpaB (10KyMEHTIB)
Y CTPYKTYPHHX IiIpO3aijiax

Y pesynbTarti BCTAHOBJICHO
BIJICYTHICTb CHpaB (JIOKyMEHTiB), II0 BHECEHI J0 HOMEHKJATypu. 3aXOAu HIOAO iX PO3IIYKY
NO3UTHBHUX PE3yJIbTATIB HE JalH, y 3B’SI3KY 3 UMM BBaKAEMO 3a JIOLLIBHE 3HATH 3 OOJIKY CIIpaBU
(ToKyMeHTH), 3a3HaYCH] HIDKYE:

No Ne cripaBu 3a 3aroiaoBoK Jata Kinpkicts MosxuBi
3/ | HOMEHKJIATypolo (2o CTpaBu CIpaBu apKyIIiB y NPUYHHA
HOMEpH apKyIIiB (ToxymeHTa) | (IOKyMeHTa) cripaBi BIJICYTHOCTI
JIOKYMEHTA) (toxKyMeHTi) crpasu
(1oxymeHTa)
1 I 4 5 6 7
Pazom CIpaB, JIOKYMEHTIB.
(tmdpamu i cmoBamn) (mdpamu i cmoBaMn)

3MICT HEBHSIBICHUX CHpaB (JOKYMEHTIB) MO)Ke€ OYTH YacTKOBO BIJITBOPEHO TAaKUMH CIIpaBaMu
(ToKyMEeHTaMH):

(HOMepH cIipaB, apKylliB, 1X 3ar0JIOBKH)

BignoBiganbpHMit 32 BeJIeHHS apXiBy
20 poky

BiamosimansHMIi 3a QIJIOBOICTBO
20 poky




INEPEJIIK
AaHMX, 10 00POOJISIIOTHCA B €JIeKTPOHHIN OCBIiTHIN iH(popManiiinii cucTeMi 119 BeleHHS
ALI0BOI TOKYMEHTAaNIl 3aKJ1a/1y 3arajibHOI cepelHbOI OCBITH B eJIEKTPOHHI dopmi

1. Ilepemik maHuX, IO BHOCATHCS Ta OOpOOJAIOTHCA B EJICKTPOHHIA OCBITHIN iH(OpMamiiHii
cUCTEMI:

1) IlepconainbHi gani yyHs:

a) mpi3BHUILE, iM s, IO 0ATHKOBI (32 HASBHOCTI);

0) naTa HapOKEHHS;

B) CTaTh;

T') PEKBI3UTH IOKYMEHTA, 1110 MIOCBITIy€ 0CcO0Y;

I) 3aKjiaJ 3arajJbHOi CepelHbOI OCBITHM Ta KIac, JO SKOr0 3apaxoBaHWi yueHb (nara
3apaxyBaHHs/BiIpaxyBaHHs Ta MiCTaBa);

1) TIbroBa Kareropis (10 CTOCYEThCS OTPUMAaHHS COIIaJbHOI JOTOMOTH abo miybr. Hampukian,
3HIKKA 200 OE3KOITOBHE XapUyBaHHS).

[HIT 1aHI CTOCOBHO YYHSI:

a) BiJIBiAyBaHHS Ta MPOITYCKH 3aHSITh;

0) oliHOBaHHA (ITOTOYHE, TEMAaTUYHE, ITIJICYMKOBE, aTeCTalllifHe);
B) TEMH YPOKIB.

2) IlepconanpHi gaHi OATHKIB:

a) mpi3BUILE, iM s, 10 0ATHKOBI (32 HAsIBHOCTI);

0) migproBa Kareropis (IO CTOCYEThCS OTPUMAHHS COIIAIBHOI JOMOMOTH ab0 MUIBI JUTHHORO.
Hanpuxnan, 3unxka abo 0€3K0IITOBHE XapuyBaHHS);

B) KOHTaKTHa iHpopMarris.

3) IlepconainpHi 1aHi CriBpOOITHUKA 3aKJIaAy OCBITH:
a) mpi3BHILE, iM s, IO 0ATHKOBI (32 HAIBHOCTI);

0) naTa HapOKEHHS;

B) CTaTh;

') JOKYMEHTHU PO OCBITY.

4) Inuni jaHi CTOCOBHO CHiBPOOITHUKA!

a) mocaja;

0) memaroriyHe HaBaHTa)KEHHsI a00 CTaBKa,

B) HAYKOBUH CTYIIHb (32 HAsBHOCTI);

T') BU€HE 3BaHHS (32 HAsIBHOCTI);

I) KBaigikaliifHa Kkateropis, neJaroriyie 3BaHHsl (3a HasBHOCTI);

1) IJIBrOBa KaTeropis (3a HasiBHOCTI);

€) Ha3Ba 3aKJIajay OCBITH, y SKOMY 3100yB OCBITY;

€) OCBITa, CIeliaTbHICTh, KBaMi(iKaIlis;

K) Ha3Ba HaBYAJIbHUX JUCLMILIIH, 1110 BUKJIa1al0ThCA (32 HAsIBHOCT1);
3) mapaJieni, y SKHMX Mpaioe ocoda (3a HasiBHOCTI);

M) KJIacH, 13 SKUMH Mpairoe ocoba, 13 3a3HaUYeHHAM MPOQIILHOCTI Ta MOTJIMOJICHOT0 BUBYEHHS (32
HAsIBHOCT1);

1) 3aMiHU BUMTEIB (32 HAsIBHOCTI).

5) Jlani npo ocBiTHi# mporiec:

a) HaBYaJIbHUM PIK;

0) Mepexa KJacis;

B) Tpo(pIBHICTB (32 HABHOCTI);

I') IepeiK 1 KUIbKICTh HABYAJIbHUX MPEIMETIB, IHTETPOBAaHUX KYPCiB;

I) OIIIHIOBAHHS pEe3yJbTaTiB HaBYaHHS: 1 ceMecTp, 2 ceMmecTp, piuHa, Jiep)KaBHa MiJICYMKOBa
aTecTallis, TPaKTUKa, MiJICYMKOBI, CepeIHii Oan arecrarta;



1) 1HBapiaHTHA CKJIaJ0OBa HABYAIHHOTO TUIAHY;

€) BapiaTUBHA CKJIa/I0Ba HABYAILHOTO IUIAHY;

€) ikCyBaHHS PIIICHHS ME€IaroriYHOT pajiu;

’K) KOHTHMHT'€HT YYHIB Ha IOYaTOK CEMECTpy/Ha KiHelb ceMecTpy (POKY), YChOTO 32 PiK;
3) TaOJIHIIA PyXY YYHIB;

1) KUTBKICTh YUYHIB, SIKUX HE OI[IHCHO YM HE aT€CTOBAHO 3 YCIX HABYAIBHUX MPEIMETIB.

2. IHtepdeiicn e€NeKTPOHHOI OCBITHBOI 1HGOpPMAIIHOI cUCTeMHu 3abe3medyroTh 30ip Ta/abo
00poOKy HacTymHUX HAOOPIB JaHUX ISl TAKWX BUIIB JOKYMEHTIB JUIOBOI JOKYMEHTAIll 3aKIaIiB
3arajpbHOI CEPEIHbOI OCBITU B €IEKTPOHHIN (hopmi:

1) XKypnan 061Ky MpONyIeHNX 1 3aMiHEHUX YPOKIB:

a) mpi3BHUILE, iM 51, IO 0ATHKOBI (32 HAIBHOCTI) BUUTEIIS, SIKUW MIPOITYCTUB YPOK;
0) mpUuYKHa NPOIYCKY;

B) Ha3Ba MPEJMETY, i3 SKOTO MPOIYIIECHO YPOK;

I') KJIac, y IKOMY IIPOIYIIEHO YPOK;

T) Ipi3BHILE, IM 51, IO 0aTHKOBI (32 HASIBHOCTI) BUNTENS, SIKUH 3aMiHUB YPOK;

1) SIKUM TIPEAMETOM 3aMiHEHO YPOK.

2) XKypHanu y4HiB, siKi 3700yBalOTh 3arajibHy CEpeaHIO OCBITY 3a IHIUBIIyaIbHOIO (HOPMOIO:
a) HaBYAJIBLHUH DIK;

0) mpi3BuIIE, iM’s, MO 0aTHKOBI (32 HAIBHOCTI) YUHS;

B) piK HaBYaHHS;

I') TEpMiH HaBYaHHS;

I') miJcTaBa opraHizaiii Takoi popmu;

1) Ha3Ba MpeAMETY BUBYCHHS, HABUAIBHOI AUCIUILIIHY;
€) KUTbKICTh HaBYAJbHUX T'OJIUH;

€) Mpi3BHUIIE, iIM’ 5, IO 0aTHKOBI (32 HAIBHOCTI) YUUTEIIS;
K) 1aTa MPOBEACHHS 3aHSTTS;

3) 3MICT HaBYAJILHOTO MaTepiaiy;

1) KUTBKICTh TOJIMH Ha BUKJIAJ MaTepialy.

3) BigomocTi 31 cBimonTBa JOOCSTHEHb a00 CBIIONTBO TpO 3A00YyTTS 0a30BOi cepenaHboi abo
npo(dUIbHOT CepeIHbOT OCBITH YUHS:

a) pe3ysnbTaTy HaB4YaHHS 3a 1 cemecTp;

0) pe3yapTaTH HaBYaHHS 3a 2 CEMECTp;

B) pe3yJbTaTH PIYHOIO OLIIHIOBAHHS;

I') OIliHKA 32 HaBYAIbHY TPAKTHKY

T') pe3yNbTaTu JAep KaBHOI MiJCYMKOBOI aTecTallii (B pa3i HasiBHOCTI);

1) pe3yJbTaTH MiJCyMKOBOTO OI[IHIOBaHHSI.

4) O6nik BUXOBHOI poOOTH:

a) HOMep 1 JaTa 3axo1y;

0) Ha3Ba 3aX0/y Ta TEMa;

B) 00JIIK TYPTKOBOT po0OTH;

I') TYPTKH, CeKLii, KIIyOu, 110 BiJBIY€ YUEHB;
T) peKUM pOOOTH TYPTKa;

) IPUMITKH.

5) BimomocTi nipo 0aTbKiB:

a) Mpi3BHILE, 1M s, T0 0aTHKOBI (32 HAsBHOCTI) OaThka, MaTepi abo 0cib, M0 X 3aMIHIOIOTH;
0) KOHTaKTHI JaHi TOILO.

6) XKypHan (hakyIbTaTUBHUX 1 T'YPTKOBHX 3aHATH!

a) oOJIIK BI/IBiyBaHHS;

0) mpi3BuiIIEe, iM 51, IO OATHKOBI (32 HASIBHOCTI) YYHSI,

B) Ha3Ba (akyIbTaTUBY abO0 T'ypTKa;



T) Ipi3BHIIE, 1M 51, IO 0aTHKOBI (32 HASIBHOCTI) BUUTEIIS;

T') 3MICT (aKyJIbTaTUBHOTO 3aHATTS;

1) IOMAIITHE 3aB/IaHHS;

€) 3BeJIeHHi 00K HABYAJIbHUX JOCSTHEHb YUHIB;

€) 3BeJIeHa TAOJIUIIS pyXY Y4YHIB 1 X IOCATHEHb Yy HaBUaHHI,

) 3ayBa)K€HHS JI0 BEJICHHS KYypHATY (aKyJIbTaTUBHUX 3aHATH.

7) Oco00Bi cripaBH Y4HIB/BUXOBAHIIIB:

a) HoMep 0cO0OBOI CIIpaBH;

0) THII 1 Ha3Ba 3aKJIaay 3arajdbHOI CEPeIHbOI OCBITH;

B) aJipeca 3aKjaay OCBITH;

T) Ipi3BHIIE, 1M 51, IO 0aTHKOBI (32 HAIBHOCTI) JUPEKTOPA;

T') Ipi3BUILE, M 51, 10 0ATHKOBI (32 HASIBHOCTI) YUYHsI/BUXOBAHLIS;

1) CTaTh;

€) JlaTa HapOJKEHHS;

€) cepis Ta HOMEP CBIJONTBA MPO HAPOKEHHS;

) MicCIIe TPOXKUBAHHS YUHS;

3) Mpi3BHIIIE, iIM 5, 10 OATHKOBI (32 HAIBHOCTI) O0aThbKa, MaTepi abo 0cCi0, II0 X 3aMIHIOIOTH;
W) JIaHi IO 3aKJIaJ] OCBITH JI0 OTPUMAHHSI [I0YaTKOBOI OCBITH (B pa3i HAsIBHOCTI);

1) BIAOMOCTI IPO Mepexif i3 0JIHOTO 3aKjIaay OCBITH J0 1HIIOTO (B pa3i HAsIBHOCTI) TOMIO.

8) XKypnau peectpariii Haka3iB pyxy y4HiB/BUXOBAHIIIB:

a) HOMep Hakasy;

0) Homep yuHs B ayipaBiTHIN KHU3I;

B) 3aKJIaJl, apaenb, KJiac,

T) pi3BuUIIE, iM s, IO OATHKOBI (32 HASIBHOCTI) Y4Hs/BUXOBAHII,
I) JaTa 3apaxyBaHHs/BiApaxyBaHHs TOIIO.

9) Piunmii ruran poOOTH 3aKiagy 3arajbHOI CepelHBOI OCBITH (Halsli - 3aKJIaJ OCBITH), IIO MOXE
MICTUTH iHpOpMaLito (PO3ALIN) MPO CTaH 1 MJIaHyBaHHS LI00:

a) OCBITHBOTO CEPEJIOBHUIIIA 3aKJIay OCBITH;

0) cucTteMH OIL[iHIOBaHHs 3/100yBayiB OCBITH;

B) MEJaroriyHol JIsITbHOCTI NEJaroriYHuX MpaIliBHUKIB 3aKJIay OCBITH;

I') yIIPaBJIIHCHKUX MPOILECIB 3aKJIaAy OCBITH TOILO.

10) XKypnan peectpariii Haka3iB i3 OCHOBHOI A1SUIBHOCTI:

a) PeKBI3UTH HaKa3y;

0) npi3Bulle, iM’sl, 0 0ATHKOBI (32 HASIBHOCTI) IMpalliBHUKA, HAa SIKOTO MOKJIAJEHUNA KOHTPOJb 3a
BUKOHAHHSM Hakasy.

11) JloxymeHTalis 3 NpoJOBKEHHS HaBYaHHS BUITYCKHHKIB 9-X KJaciB:

a) oTpuMaHa iH(opMallis Mpo Micle HaBUaHHS 3 €IUHOI JIepKaBHOI €JIeKTPOHHOI 0a3u 3 MHUTaHb
OCBITH;

6) iHpopMallis PO MPOIOBKEHHS HABYAHHS 32 KOPAOHOM (Y pa3i HasiIBHOCTI).

12) CBigourBa qocAarHeHb 3700yBayiB OCBITH:

a) KJj1ac;

0) Ha3Ba Ta ajJpeca 3aKaaay OCBITH;

B) Mpi3BUIIIE, IM s, MO OATHKOBI (32 HAIBHOCTI) Y4HS,

T) CTaH 1 IJIaHyBaHHS 10JI0 MEPENiKy HaBYAIbHUX JIUCUIUILTIH;
I') pe3yJbTaTy OLIHIOBAHHS 32 HABYAJILHUMHU MTPEeIMETaMHU



