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IHCTPYKIiA 3 AJIOBOACTBA
033CO

«ComMYHEeHCHLKHUH JIiIen»



MIHICTEPCTBO

IacTpykis 3 ainoBoactBa O33CO «ComMYHEHCHKUH JIiTe», po3po0iieHa Ha
OCcHOB1  [HCTpyKuii 3 [IIOBOJACTBA Yy 3akKiajax 3arajbHOi CEepeIHbOI OCBITH,
3aTBep/keHoi  Hakazom ~ MinictepcTBa  OCBITM 1 Hayku  YKpaiHu
25 YEpBHS 2018 POKY N 676, 3apeecTpoBaHOTO
B MinicTepcTsi FOCTHUIIIT Ykpainu
11 Bepecns 2018 p. 3a N 1028/32480

I. 3aranbHi mo10KeHHS

1. s IHCTpyKIiss BCTAHOBIIOE 3arajibHI BUMOTH MIOJO JTOKYMEHTYBaHHS
yIpaBIiHCHKO1 1H(pOpMaIlii Ta oprasizamii pod6otu 3 gokymentamu B O33CO
«COLMYHEHCHKAH JTIIENY.

2. JloTpumaHHS BHMOTI WIOJI0 TOPAAKY BEICHHS JOKYMEHTYBaHHS,
BCTAHOBJICHUX I1i€10 [HCTPYKIIi€t0, € 000B'SI3KOBUM JIJIs 3aKJIay.

3. 3akyaj Opra”izoBye€ JA1JI0OBOACTBO BIJIMOBIIHO JO ITI€1 IHCTPYKIIII.

4. Opranxizaiis JUIOBOJCTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3TJISIOM Ta
MIPOXOJ/PKEHHAM JOKYMEHTIB Y 3aKjiajii 31ACHIOIOTHCA BIIMOBIJAIBHOIO 0CO00I0
Kamenuyk B.C., sika npu3zHauena Haka3zom no mkouii Ne95 Bix 31 ceprus 2020 p.

5. CTBOpeHHSI €JEKTPOHHUX JOKYMEHTIB 31MCHIOETHCA  BIJAMOBITHO
10 3akoHiB  Ykpainu _ "IIpo  eIeKTpOHHI  JIOKYMEHTH Ta  eJICKTPOHHUU
nokyMeHnToo0ir", "I[Ipo enexrpoHHuii mudposuii nianuc', Hakazy MiHicTepCcTBa
roctuilli Ykpainu Bin 11 nucromana 2014 poky N 1886/5 "IIpo 3aTBepmkeHHs
[Topsaky poOOTH 3 €ICKTPOHHUMH JIOKYMEHTaMHU Y JTIJOBOJICTBI Ta iX MIATOTOBKHU
JI0 TiepeJlaBaHHd Ha apxiBHe 30epiranHs", 3apeecTpoBaHOro B MiHICTEpPCTBI
roctullli Ykpainu 11 nucronana 2014 poky 3a N 1421/26198.

3akyaJ MOK€e CTBOPIOBATH TOKYMEHTH TUMUYAcOBOTO (10 10 poKiB BKIIFOUHO)
CTpOKY 30epiraHHs JUIIE B €JIEKTPOHHIN (HOpMI 32 YMOBU HASIBHOCTI BiJITIOBITHOTO
TEXHIYHOTO 3a0€3MeUYeHHs 3 ypaxyBaHHSIM BUMOT 3aKOHOJABCTBAa YKpaiHM Ta IIi€l
[HCTpYKIIII.

6. [Topsimok opraHizaiii JiJIOBOACTBA 3a 3B€PHEHHSIMU TPOMAJISIH, 3alIUTaMHU
Ha TyOnmiyHy iHQoOpMalilo BU3HAYaeThbcsa 3akoHamu Ykpainu "[Ipo 3BepHEHHs
rpomaasad”, "IIpo gocryn 1o nmyOaiunoi 1HbopMari".

7. B 0O33CO «Comm4yHeHCbKUNA JIIEW» AUIOBOACTBO 3IIMCHIOETHCS
JIEP’)KaBHOIO MOBOIO. JIOKYMEHTH CKJIQalOThCsl JIEP)KaBHOK MOBOIO, KpiM
BUIIAJIKIB, TIEpeI0aYeHNX 3aKOHOJABCTBOM PO MOBH B YKpaiHi.

JIOKyMEHTH, SIKI HaJCUJIAIOThCSd 1HO3EMHUM ajpecartaMm, O(OpPMITIOIOTHCS
YKpaiHCBKOIO MOBOIO, a00 MOBOK Jep)kaBU-ajipecara, ab0 OJHIEI0 3 MOB
MDKHAPOIHOTO CIIJIKyBaHHS.

8. Ctpoku 30epiraHHs JTOKYMEHTIB, 110 CTBOPIOIOTHCA IMiJ 4Yac IISUIBHOCTI
3aKjajay, BU3HAYAIOTHCS Haka3oM MiHICTepCTBA IOCTHUINT YKpaiHu Bl 12 KBITHS
2012 poxy N 578/5 "Ilpo 3aTBepmkeHHs [leperniky TUMOBUX JOKYMEHTIB, IO
CTBOPIOIOTHCS TiJI Yac MISUTbHOCTI JEP)KaBHUX OPraHiB Ta OpPraHiB MiCIIEBOTO
CaMOBPSIYBaHHS, 1HIINX YCTAHOB, MIANPUEMCTB Ta OpraHilailii, 13 3a3HaYCHHSIM
CTPOKIB 30epiraHHsi JIOKYMEHTIB", 3apeecTpoBaHUM Yy MIHICTEPCTBI FOCTHIIT
VYkpaiau 17 kBitHsg 2012 poky 3a N 571/20884 (31 3MiHnamn).
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I1. 3aranbHi BUMOTH 10 CTBOPEHHS, 0(pOPMIIEHHS Ta TOKYMEHTYBaHHS
yHIpaBJIiHCbKOI iHpopMamii

1. JlokymMeHTyBaHHS yOpaBJiHChKOI 1HGOpMAIi 3akiaay TMoJArae y
CTBOPEHHI IOKYMEHTIB, 110 CIIPSIMOBAH1 Ha BUPIIICHHS yIIPABIIHCHKUX PIIIICHb.

2. Ha3Ba Buay nmokyMmeHTa (Hakas, MPOTOKOJI, JOMOBIHA 3aMUCKa TOIIO) MA€e
BIIMOBIZIaTH Ha3BaM, IepeadadeHuM posauioMm 3 JlepkaBHoro kiacudikatopa
ynpasiiHcbkoi gpokymenTartii JIK 010-98, 3aTBepmkeHoro Hakazom Jlep»aBHOTO
KOMITETY YKpaiHH 10 cTaHmapTusalli, MeTpoJiorii Ta ceptudikami Bux 31 rpyaHs
1998 poky N 1024 (31 3MiHaMn).

OdopmiieHHsT PEKBI3UTIB OpraHi3alliiHO-PO3NOPSAIUOi  JIOKYMEHTalli Ta
NOpSAZOK 1X po3TallyBaHHS MaroTh BiAmoBigaTh HarioHansHOMY CTaHIapTy
Ykpainu "/lep>kaBHa yHi(iKOBaHa cucTeMa JOKyMeHTalli. YHi(ikoBaHa cucTteMa
OpratizamiifHo-po3nopsa4oi  jJokyMeHramnii. Bumorm g0  odopmiroBaHHS
nokymeHTiB. JICTY 4163-2003", 3aTBep/pkeHOMY Haka3zoM JlepykaBHOTO KOMITETY
YKpailHu 3 OUTAaHb TEXHIYHOTO PETrVIIOBAHHS Ta CIOKHUBYOI IOaITUKH Big 07
kBiTHS 2003 poky N 55 (mami - ACTY).

3. OpranizaiiiHo-po3nopsaIdi JOKYMEHTH OQOPMITIOIOTHCS Ha OlaHKax, o0
BUTOTOBJISIIOTHCA 3T11HO 3 BuMoramu JICTY Ta mi€i [HeTpykiii.

V 3aknazi MOXyTbh BUKOPHCTOBYBAaTHCA TaKl OJJAHKH IOKYMEHTIB:

3arajJbHUM OJIAHK ISl CTBOPEHHSI PI3HUX BU/IB IOKYMEHTIB (0€3 3a3Ha4YCHHS
y OJlJaHKY Ha3BU BUJY JIOKYMEHTA);

OJIaHK JIMCTA;

OJIaHK HaKa3y.

Bumoru 1o opopmieHHsT JOKYMEHTIB, III0 BUTOTOBIISIIOTHCS 32 JOTIOMOTOIO
KOMM'IOTEPHOI TEXHIKH, HABEJIEHO B 10AaTKy 1 10 i€l [HCTpyKIii.

4. TlocanoBi 0cOOM MIAMUCYIOTh JOKYMEHTH B MEXaX CBOiX IMOBHOBAXEHb,
BU3HAYCHUX 3aKOHOJABCTBOM YKpaiHW, CTAaTyTOM 3akjajay, [0CaJ0BUMU
IHCTPYKITISIMA, HAKa30M MPO PO3MOJALT OOOB'S3KIB MK KEPIBHHUKOM 3aKJaay Ta
HOr0 3aCTyITHUKAaMU TOILO.

BigbuTtkoM mevatku 3akiianay (3a HasIBHOCTI) 3aCBIIUYIOThH MIAMUC MOCaI0BO1
0coOM Ha JTOKyMEHTax 13 MUTaHb OpraHizaimiiiHoi Ta (HIHAHCOBO-TOCTOJAPCHKOT
JUATBHOCTI 3a TMEpEeNiKOM JOKYMEHTIB, Ha SKHX MIJIUC MOCaJ0BOi 0co0u
3aCBIIUYETHCS BIJOMTKOM TEYaTKU 3akjiaay, HaBEJEHUM Yy AOJNATKy 2 A0 IlE€l
[HCTpYyKIIIi.

BinOuTok meyaTku CTaBUTHCS TaK, 1100 BIH OXOIUTFOBAB OCTAHHI KiJIbKa JITEP
HaliMEHYBaHHsI TIOCaU OCOOM, sIKa MiJIKcania JTOKYMEHT, ajie He MIIIMUC MOCaT0BOL
ocobu, ab0 MPOCTABIISETHCS HA OKPEMO BHJLICHOMY JUISl IbOTO MICI 3 BIMITKOIO
"M. IL".

5. 3akman MoOKe 3acBiAUyBaTH KOMii JMIIE THUX JOKYMEHTIB, IO
CTBOPIOIOTHCSI B HBOMY, a TAKOXK y BHMajKax, rnepeadayeHux B al3all Apyromy
I[bOTO MYHKTY.

VY pasi miAroTOBKM MOKYMEHTIB JUIS HaJaHHS CyJIOBUM OpraHam, TMija 4Yac
BUPIIICHHS TWTaHb IIOJAO0 TPUHHATTS TPOMAJsIH Ha poOOTy, HaBYaHHS,
3aCBITUEHHS iX TPYJAOBUX Ta IHIIMX MPaB y B3a€EMOBIJHOCHMHAX 13 3aKjIaJoM, a
TakoXK T dYac (OpMyBaHHS OCOOOBUX CIpaB MPAIIBHUKIB 3aKjaj, MOXE
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BUTOTOBJISITH KOIIi JOKYMEHTIB, BUJIAaHUX 1HIIMMH yCTaHOBaMH (KOITii TOKYMEHTIB
PO OCBITY TOIIIO).

Bigmitka "Komig" mnpocTaBis€eThCs Ha JHUIBOBOMY OOIll Y BEPXHbOMY
paBoOMy KYTKY MEpIIOro apKylia JOKYMEHTA.

Komii HakasiB, 1HIINX JOKYMEHTIB 3acBiIuye (3aCBIAYYIOTh) BiANOBigaIbHA
oco0a (BiAMOBITaIbHI 0COOM) 32 OpTaHi3aIliio JiJTOBOJICTBA Y 3aKJIA/I].

6. Y pa3i notpeOu MpoBEJCHHS OIIIHKHU JIOIIJIBHOCTI CTBOPEHHS JOKYMEHTA,
Horo OOIPYHTOBAHOCTI Ta BIJMOBIAHOCTI 3aKOHOJABCTBY  31HMCHIOETHCS
MOTOKCHHS JIOKYMCHTA.

[ToromxeHHs JOKYMEHTIB MOXE 3/1MCHIOBATUCH TMOCAaJOBUMHU 0OCOOAMHU
3aKjaay, SKl BIAMOBITHO N0 iX KOMIIETEHII] BUPIIIYIOTh MUTAHHS, MOPYIIEHI B
JOKYMEHT! (BHYTPINTHE TOTOJKEHHS), a TaKOXX 3alHTEPECOBAHMMH YCTAaHOBAMU
(30BHIIITHE TIOTOKESHHS).

[ToromkeHHsT JAOKYMEHTIB 3IHCHIOETHCS BIAMOBIAHO JO BHUMOT HaKa3y
MinicTepcTBa roctumii  Ykpainu Bix 18 yepBHsS 2015 poky N 1000/5 "TIpo
3aTBepkeHHs [IpaBui opranizaiii  JiJOBOJACTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB y JIepKaBHUX OpraHax, OpraHax MICIIEBOTO CAaMOBPSyBaHHS, Ha
IOIIIPUEMCTBAX, B YCTaHOBAx 1 oprasizaiisx', 3apeecTpoBaHoro y MiHiCTepCTBI
foctuii Ykpainu 22 uepBHs 2015 poky 3a N 736/27181 (mam - IlpaBuna
oprasizatii I1JI0BOJICTBA Ta apXiBHOT'O 30€piraHHs JOKYMEHTIB).

I'pud moromxenHss po3MminryroTh Huxk4de pekBizuTy "llinnuc". Bin
ckinagaerbes 31 cnoBa [TOI'OJDKEHO (Oe3 narmok), Ha3BU mocaad OcoOu, sika
MOTOJIKYE JOKYMEHT (pa3oM 3 HallMEHYyBaHHSM 3aKJianay), Hianucy, iHimiamny(iB) 1
MPI3BUINA, JATH MOTOJKEHHS.

[Tpuknan:

[TOT'OI>XKEHO
Hupexrop O333CO
«COIINYHEHCHKUH JTILIEN

M.B. XKypasenb
05.02.2018

7. 3aTBepIKEHHS YMPABIIHCHKUX JOKYMEHTIB 3IIHCHIOETHCA OCOOUCTO
KEpIBHUKOM 3aKjajy BIAMOBIAHO JI0 HOTO IOBHOBaXEHb a00 PO3MOPSTINM
JOKYMEHTOM 3aKJIaqy 13 3a3HayeHHSM Ha JOKYMEHTI rpuda 3aTBEepHKECHHS,
0(OpMIJICHOTO BiJIMOBITHUM YHHOM.

[Topsimok 3aTBEepKEHHS JOKYMEHTIB 3HIMCHIOETHCS BiAMOBIIHO 110 [IpaBun
oprasizaiiii JIIOBOJICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB.

I'pud 3arBepmxenHs ckianaerbes 31 cnoBa 3ATBEP/DKYIO (6e3 namok),
Ha3BU TOCaaM, MIANKUCY, 1HIMIANY(iB) 1 Tpi3BHIIA OCOOM, sKa 3aTBEpAusia
JIOKYMEHT, JIaTH 3aTBEPKESHHSI.

[Tpuknan:
3ATBEP/KYIO
Hupextop O33CO
«COINYHEHCHLKAH JTILIEN

M.B. Kypageinb
05.02.2018
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VY pasi 3aTBepKEeHHS JTOKYMEHTa PIIICHHSM KOJIET1aJIbHOTO opraHy Tpud
3aTBepKeHHs ckiamaeTbes 31 cioBa SATBEPJIDKEHO (6e3 namok), Ha3Bu, AaTH 1
HOMEpa JIOKyMEHTa Y Ha3UBHOMY BiJIMiHKY.

[Tpuknan:

3ATBEP/IKEHO
[TpoTokon 3aciaHHs MeJaroriyHoi paau
033C0O «ConmyHeHCEKUN JT1EN»

06.05.2020 No7

VY pasi cxBaneHHS JOKYMEHTa pIIICHHSIM KOJIETIalbHOTO Oprany Tpud
cxBayieHHs ckianaeThes 31 ciaoa CXBAJIEHO (6e3 namnok), Ha3Bu, JaTy 1 HOMepa
JIOKYMEHTa Y Ha3UBHOMY BI1JMIHKY.

[Ipuknan:

CXBAJIEHO
[IpoToko: 3acijaHHs eJaroriyHol pajau
033CO «ComnyHEHCHKUI e
06.05.2018 No 7

V pa3si 3aTBepKEHHS TOKyMEHTa HaKa30M, 3aTBEP’KEHHS CKJIaIa€ThCs 31 CIOBa
3ATBEP/IKEHO (6e3 nanok), Ha3Bu, HOMeEpa 1 AaTH TOKYMEHTa y HA3UBHOMY
BIIMIHKY

[Tpuknan:

3ATBEP/DKEHO

Haka3z O33CO
«COIINYHEHChKUH TIEH

07.01.2019 Ne 7

VY pa3i norogKeHHs TOKyMEHTIB 3 NPO(CIUITKOBUM KOMITETOM, IPU( NOTOIKEHHS
PO3MILIYIOTh Y BEpXHBOMY JIIBOMY KYTKY. BiH CKilajaeThcs 31 coBa
[TOI'OIKEHO (6e3 narok), Ha3BU, HOMEpa 1 JaTH JOKYMEHTA Y HA3UBHOMY
BIJIMIHKY, MIJIUCY, 1HIIany(iB) 1 pi3Buiia rososu [1K.

[Ipuknan:
I[TOTI'OKEHO
[Ip.Ne_ Bix 2020p.
['omosa IIK JI.B.IIponuk

II1. Oco0s1uBi BUMOTH /10 CKJIAIAHHS JAeSIKMX BU/IiB JOKYMEHTIB

1. Haka3 - po3mopsiauuii JOKYMEHT, SIKM BUJA€ KEPIBHUK 3aKiaay Ha
IpaBax €IMHOHAYAJILHOCTI Ta B MeEXax CBO€l KOMIIETEHIli, OOOB'SI3KOBUI ISt
BHKOHAHHSA mimmeriuMu. Hakasw BHOArOTLC 3 OCHOBHOI  IISLJIBHOCTI,
aJIMIHICTPATHBHO-TOCTIOIAPCHKUX, KAIPOBUX IMUTaHb 3aKJIay KOPOTKOTPHUBAJIOTO
Ta JOBrOTPUBAIOIO TEPMIHY 30€pIiraHHs, a TAKOXK PyXy YUHIB.

Haka3zu mianucyroThcsi KEpIBHUKOM 3akiagy, a 3a HOro BiJICYTHOCTI -
0c00010, SIKa BUKOHYE HOTO OOOB'SI3KH, Ta PEECTPYIOTHCS B )KypHajaxX peecTpartii
HaKa3lB.

[Ticns mianwcaHHs Haka3zy 3MIHH JI0 HBOTO BHOCSTHCS JIMIIE IIISTXOM
BUJIaHHS HOBOTO HaKa3y MPO BHECEHHS 3MiH.

Haka3 opopmittoeThest Ha OJ1aHKYy HaKaszy 3aKiiajny.



3MICT Haka3zy CTHCIIO BUKJIAIAEThCS B 3arojOBKY, SIKUA MOYMHAETHCS 3
npuiiMenHuka "[Ipo" Ta ckimamaeTbcs 3a JAOMOMOIOI0 BIJUTIECTIBHOTO IMEHHHKA
("TIpo 3arBepmxenHs...", "IIpo ctBopeHHs...") abo imennuka ("IIpo miacymku...").

Texcr Haka3y 3 OCHOBHOI [ISZIBHOCTI, aJAMIHICTPATUBHO-TOCIOAAPCHKUX
NUTaHb Ta PyXy YYHIB/BUXOBAHI[IB CKJIQJA€ThCS 3 JBOX YACTHH - KOHCTATYIOYOi
(mpeaMOyH) 1 pO3NOPSTIOT.

VY KOHCTaTyO4iil YacTUHI 3a3Ha4a€ThCA MiJICTaBa, OOIPYHTYBaHHS a00 MeTa
BUJIaHHA Hakazy. Posmopsigua uyacTMHa Hakazy TIOYMHAETHCS 13 CIIOBa
"HAKA3VYIO", sike npyKyeThCs 3 HOBOTO PsiiKa BEIMKUMU JiTepaMu 0e3 BIICTYILy
BIJI JIIBOTO TOJIA 1 JIATIOK, MICJISl YOTO CTaBUTHCA JIBOKpAIIKa.

Sxmo Haka3 BUIAETHCS HA MIJCTaBl IHIIOTO PO3MOPSAIYOro JTOKYMEHTa, Y
KOHCTaTYIOUil YacTUHI 3a3HA4YalOThCS Ha3Ba BUAY I[bOTO JOKYMEHTa, Oro aBTop,
JaTa, HOMEp Ta 3ar0JIOBOK.

Haka3u HymepyroTbcs B MOPSAKY iX BUAAHHS B MEXaX KaJIEHJAPHOTO POKY;
HaKa3d 3 OCHOBHOI [IsUIBHOCTI, PyXy Y4YHIB/BUXOBAHIIIB, aJIMiHICTPAaTUBHO-
TOCMO/IAPChKUX, KAJAPOBUX MUTaHb MAlOTh OKpEeMy TMOPSAKOBY HyMmepario. 3
METOI0 PO3PI3HEHHS IPYIl HaKa3iB JI0 peECTpaIlifHOTO 1HJEKCY Haka3y yepe3 aedic
JIOMAETHCS JIITepHA BIIMITKA, HAPUKJIAI!

HaKa3! 3 aIMIHICTPaTUBHO-TOCIIOAAPCHKUX MUTAHb - No 2-r;

HAaKa3" 3 KaIpOBHUX MUTAHb - Ne 2-K;

HaKa3u PO HaJaHHS HIOPIYHUX OCHOBHUX BIJIYCTOK Ta BIAMYCTOK Y 3B'SI3KY
3 HaBYaHHSM MPAIiBHUKIB - No 2-B;

HaKa3! 3 pyXy Y4YHIB/BUXOBaHIIIB - Ne 2-y.

2. IIpoTokona - JOKYMEHT, y sIkoMy (DIKCyeThbcsl Tiepedir BeJACHHS 3acijiaHb,
YXBAJICHHS PIIIEHb JOPATYUMHU Ta KOJET1aIbHUMHU OpraHaMH, KOMICISIMU TOIIIO.

[IpoTokonu 3acijiaHb MEeAAroriYHUX pajl, IHIIUX JA0pPaqYuX Ta KOoJeriaabHUX
OpraHiB CKJIAJAlOThCA B CTUCHIN ¢dopmi. Y TPOTOKOJI, CKJIAJCHOMY B CTHCIIH
dopmi, ikCyrOThCA JHINE TPUNHATI pilIeHHsS 0e3 Jaeramizamii  mepediry
0OrOBOPEHHS IMUTAHHS.

VY pa3i notpebu 3a pilieHHsSIM 3arajibHUX 300piB (KOH(pEpeHIlil) KOJEKTUBY
MPOTOKOJIM 3arajibHUX 300piB (KOH(EpeHIlli) KOJEKTUBY MOXYThb CKIJIAaTHCS Y
NOBHIN (hopmi.

Hywmepariiss mpoTokoJiB 3acijiaHb NEAAroriyHoi pajgyd BEAETHCS B Mexax
HABYAJIBHOT'O POKY, MPOTOKOJIIB BUOOPHUX OPTaHiB - Y MEXaX iX MTOBHOBAXKEHb.

Hywmepariiss mpoToKoJiB BeAETHCSA OKPEMO 3a KOXKHOIO TPYIOIO MPOTOKOJIIB
3aciJlaHb BIATOBIIHOTO KOJIET1aJIbBHOTO OpraHy.

3. J1aToro MpOTOKOJY € JaTa MPOBEICHHS 3aCiIaHHS.

3aroJ0BOK J0 TEKCTY MPOTOKOIY Ma€ BiloOpakaTH BUJ 3aciJlaHHs (Hapaja,
300pu, KOH(pEpeHIlis Toio) abo KoJeTiaabHOI MisSILHOCTI (KOMicis, pana, 300pH,
poboua rpyrma Touo) 1 BKJIIOYATH Ha3BY BUAY JTOKYMEHTA.

TekcT MpOTOKOIMY CKIIAJAETHCS 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

VY BCTynHIA YacTHMHI TPOTOKOY 3a3HAYAIOTHCA TMPI3BUINA Ta IHIIIATH
rojioBu a00 TOJIOBYIOUOTO Ha 3acijaHHi, 300pax TOIo, CeKpeTapsi, 3ampoIIeHuX, a
TaKOX MPUCYTHIX 0CiO.

VY pasi notpeOu 3a pilIEHHSIM BIAMNOBIJHOTO OpraHy y CIHUCKY MPUCYTHIX
3a3HAYAIOTHCA TOCAAM 3alpoIleHUuX oci0 Ta HaliMEHyBaHHS YCTaHOB. Ko



KUIBKICTh MPUCYTHIX TepeBHINye 15 oci0, 3a3Ha4aeThCs iX 3arajbHa KiJIBKICThH 3
MOCUJIAaHHSM Ha CIIUCOK, IO TOJA€THCS 10 MPOTOKOIY.

4. BerynHa yacTMHA MICTUTh MOPSAIOK JIEHHUN: MEpPeNiK pO3rIsSHYTHX Ha
3aciianHl nuTaHb. [1opsSA0K IeHHUI MTOAA€THCS HAPUKIHII BCTYTHOI YaCTHUHHU.

Crnosa "llopsaok AeHHHNA" OPYKYIOTHCS BiJ MEXKI JIIBOTO MOJS, MICHS HUX
CTaBUTHCA JABOKpamnka. KokHe mHUTaHHS HyMEpYyeThCs apaOChKUMU mudpamu 1
JIpYKyeThes 3 ab3aiy. GopMyBaHHS MUTaHb y TOPSAJIKY JEHHOMY IMOYUHAETHCS 3
npuiimenauka "IIpo".

5. OcHOBHa 4YacTHHA TPOTOKOJY CKJIAJAEThCS 3 PO3ALIB, SIKI MAarOTh
BIJINOBIJIATH IyHKTaM TMOPSAKY ACHHOro. Po3aiiu HyMmepyroTbes apaOChbKUMU
nrdpamu 1 OyIyI0ThCS 32 TAKOKO CXEMOIO:

st ctuciioi hopmu npotokodis: "CIIYXAJIN - YXBAJINIIN",

st moBHOI  dopmu  mipotokodiB:  "CIIVXAJIM - BUCTYIIWIN -
YXBAJIAJIN".

[Ticnsa cnoa "CJIIYXAJIN" 3 HOBOro psiika 3a3Ha4yaloTbCs TMPI3BHUIIE Ta
1Himaay (1HII1aa IMeH1) KOKHOTO JIONOBigaya.

VY mnoBHiil Gopmi mpoTokosy micias cioa "BUCTYIIUIIN" dikcyrorbes
BUCTYIIU TUX 0Ci0, K1 B3SUIM y4acTh B OOrOBOPEHHI JOMOBi/I (MMUTAHHS MOPSIKY
JIEHHOT0). BucTynu ogopMITIOIOTHCSI B TPOTOKOJII 13 3a3HAYEHHSIM MOCA/I, MP13BHUIIL
Ta 1HilaniB (iHiiangy), IMEH JONOBIAAYiB Y HA3UBHOMY BIAMIHKY, BUKJIAQJEHHSIM
3MICTY BUCTYIy a00 MUTaHHS, BIJMOBII HA HHOTO.

6. TexcTu BUCTYIIIB Y TPOTOKOJI BUKJIAJAIOTHCA Bl TPETHOT 0COOU OJTHUHHU.

Texkct abo Te3u MOMOBIAL, OPOPMIICHI SIK OKpeMi JOKYMEHTH, N0 TEKCTY
MIPOTOKOJTY HE BKIIOYarOThCA. [licis BimoMOCTel npo A0MoBijaya CTaBUTHCA TUPE 1
3a3HavaeThes "TEeKCT TOMOBIAl TOAAETHCS 10 TPOTOKOTY" .

ITicns  cnoa "YXBAJIMIIN" ¢ikcyerbcsi npuidHATE  PIMICHHS 3
OOTOBOPIOBAHOTO MHTAHHS TMOPSAIKY JCHHOTO, SIKe Ma€ BKIIOYATH CKJIAJIOBi, IO
BI/IMOBIAIOTH HA TaKi MUTAHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.

VY pa3l SKI0 TpUAMAEThCS  PIIIEHHS TIPO CXBAJICHHS, MOTOKECHHSI,
3aTBEP/KEHHSI JIOKYMEHTa, KM OOTrOBOPIOBABCS HA 3aCi/IaHHI, LI JTOKYMEHT
JIOAAETHCS A0 MPOTOKOTY. 32 HASIBHOCTI 1HIIMX JOKYMEHTIB, 1[0 PO3TJIsIaIucs Ha
3acianHl Ta ¢GakT OOrOBOPEHHS AKUX OyJio 3a(iKCOBAaHO B TEKCTI MPOTOKOIY,
BOHU HYMEPYIOThCS apaObChbKUMHU LUppamMu (HanpuKiIal, 104aTok 1, nogarok 2). Y
BIJIMOBITHUX MYHKTaX MPOTOKOJY MPOCTABISIFOTHCS TOCUIAHHS Ha I TOJaTKH.

[IpoTokon mianucye roJOByIOUMA Ha 3acCiJaHH1 KOJIETI1aJbHOTO (JI0paIdoro)
opraHy Ta cekperap (3a HasBHOCTI). [IpoTokosn 3aciganb KOMICIH TIAMUCYIOTh yCi
YJICHU KOMICII.

7. Jluctu cknanaroThes 3 METOH OOMIHY 1H(GOpPMAIIEI0 MIXK 3aKiIaJoM Ta
opraHamMu JIepKaBHOI BJIaJId, OpPraHaMH MICIIEBOTO CAMOBPSIYBaHHS, iX
MOCaJ0BUMH 1 CIYKOOBUMHU 0c00aMH, 3aKiIajaMH, yCTAHOBaAMU, OpPraHi3alisiMi Ta
THIIMMU QI3UYHUMH 1 FOPUJIMYHUMU 0COOaAMHU.

brnanku nrcra MarOTh Taki PEKBI3UTH:

HallMEHYBaHHSI 3aCHOBHHKA (3aCHOBHHKIB) 3akiany (Hampukiazn, Onecbka
MICbKa pajia);

MOBHE HallMEHYBaHHs 3aKjaay BIAMOBIIHO 10 YCTAHOBYUX JIOKYMEHTIB;

JIOBIZIKOBI JTaHi TIPO 3akiaj (MOIITOBA ajapeca, HoMepu TenedoHiB, Gakcis,
paxyHKIB y 0aHKy, aJjpecy €JIeKTPOHHOI MOIITH TOIIO).



PekBizuTamu Jucra €: Jarta, PEECTpAliHUI 1HJIEKC, MOCWJIAHHS Ha
peeCTpamifHii 1HIEKC 1 JaTy JOKyMEHTa, Ha SKHM HaJaeThCsA BIAMOBIIL (3a
noTpedu), ajipecar, 3arojIoBOK J10 TEKCTY, TEKCT, BIIMITKA PO HASBHICTH JI0JaTKIB
(3a moTpedm), MaAMMc, BIAMITKA PO BUKOHABIIS.

JlaToro JmcTa € jJata MOro MIAIUCAaHHS, SKa Ma€ 30iraThcs 13 JaToro
peecTpailii BUXiTHOT KOPECTIOH ICHITI].

Tekcr nucTa BUKIAAETHCS Bij MEPIIOi 0COOM MHOXKHUHU 3 BUKOPUCTAHHSIM
CIiB: "IPOCKUMO MOBITOMUTH...", "p0O3'aCHIOEMO, 1110...".

3a3BuYail y TUCTI MOPYUIYETHCS OJTHE MUTAHHS.

8. AKT - IOKyMEHT, CKJIQJICHUI TPYIO0 OC10 JIJIsl 3aCBITYCHHS BCTAHOBJICHUX
¢dakTiB ab0 rmoaii. AKTH 0(OPMITIOIOTHCS 3a Pe3yJIbTaTaMu peBi3iii (hiHAHCOBO-TOCIIO-
JApChKOi JISUTBHOCTI, M 4ac MpUiiMaHHS-TIEpeaBaHHs CIIpaB, CIHMCAHHA MaifHa
TOIIIO.

JlaToro aKta € gata Woro CKJIaJaHHs;.

Tekcr akTa cKi1alaeThCs 31 BCTYMHOI Ta KOHCTATYHO40i YaCTHH.

Y BCTYNHIM YacTWHI 3a3HAYalOThCS TMIJACTABM [JIs CKJIAJIaHHS aKTa Ta
HA3UBAIOTHCS OCOOMU, SIK1 CKIIAIM aKT a00 OyJIM MPUCYTHI MPHU IILOMY.

VY KOHCTaTyro4ii dYacTHUHI BHKJIAQNAIOThCS CYyTh, 3aBJIaHHA, XapakTep
BUKOHAHOI poOOTH, BCTAaHOBJICHI (DaKTH, Mporo3ulii Ta BUCHOBKU. KoHcTaryroua
YaCcTUHA MOK€ 0(DOPMITIOBATUCS Y BUTJIS/II TaOIUIIL.

VY KIHIII TEKCTY aKTa 3alHUCYIOThCS JaHl MPO KUIbKICTh MPUMIPHHUKIB aKTa Ta
iX MICIE3HAXOPKEHHS.

AKT miAnucyroTh yci 0coOu, siKi Opaiu y4acTb y HOTO ¢ KJIaJaHHI.

Oco0a, sika Mae 3ayBa)X€HHsS JI0 3MICTY aKTa, MIANUCYE HOro 1 BUKJIAAAE
CBOIO J[YMKY Ha OKPEMOMY apKYyIIIi, SIKHI I0AA€ThCS 10 aKTa.

IV. PeecTpauiss 10KyMeHTIB

1. JlokyMeHTH B 3aKiajJi PEECTPYIOTHCS IIEHTPAJII30BaHO HE3AJIEKHO BiJl
croco0y iX CTBOpEHHs, OJIEp)KaHHS YW BIATBOPEHHS. Y 3aKiajil  MOXe
3aCTOCOBYBaTUCS ~ aBTOMaruh3oBaHa (¢opma  peecTpaulii  JOKYMEHTIB 3
BUKOPHCTAHHSM CIICIIAIBHIX KOMITFOTEPHUX TPOTPaM.

2. PeecTpartis TOKyMEHTIB 31HCHIOETHCS BIATOBIIHO A0 [IpaBun opranizartii
JUJIOBOJICTBA Ta apXiBHOIO 30epiraHHsl JOKYMEHTIB.

3. Peecrpartis J_IOKyMeHTlB MIPOBOJIUTHCS 3 METOIO 3a0€3MeUeHHsI X 00Ky,
KOHTPOJIIO 32 BUKOHAHHSM 1 OTIepaTHBHUM BUKOPHUCTaHHSIM 1H(OpMaIii Ta moysrae
y BEJCHHI 3amucy OOJIKOBHX JaHUX MPO JOKYMEHT, SIKUM (iKCyeTbesa (axt
CTBOPCHHSI, BiANPaBICHHS a00 OTpPUMAaHHS JIOKYMEHTa IUISIXOM MPOCTABJICHHS Ha
HbOMY PEECTPALIMHOIO I1HAEKCY 13 3alMCOM Yy BIANOBIIHMX >KypHanax (Oa3zax
aBTOMATHU30BaHUX CHUCTEM) peecTparllii HeoOX1JHUX BIAOMOCTEH PO JOKYMEHT.

4. Peectpamii miaIATaOTh BXiAHI, BUXIAHI Ta BHYTPIIIHI JOKYMEHTHU
(mOBiAKM, MOTMOBIAHI 3alMCKH, 3asBH, MPOTOKOJM 3aciflaHb NEJaroriyHux paf,
KOMICIiH TOIIIO).

5. JIOKyMEHTH PEECTPYIOThCS JIUIIE OJUH Pa3: BXIJHI - y IEHb HAJIXOKEHHS
ab0 He TI3HIIIE HACTYMHOTO pPo00YOro JHS, SIKIIO JOKYMEHT HaAINIIOB Yy
HepoOOUNii Yyac, CTBOPIOBAHI - y JIEHb MAMUCAHHS a00 3aTBEPIKEHHS.

6. JlokymMeHTH, sIKi HAAXOASATh MO 3aKjiaay, PEECTPYIOThCS B KypHai
BXIJIHOI KOPECTOHJICHII1, Ti, IO BIANPABISAIOTECSA, - y JKypHaJdl BHUXIJIHHUX
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JIOKYMEHTIB, BHYTpIIIHI - Yy JKypHaJli BHYTPIIIHIX JOKYMEHTIB, HaKa3u - Yy
KypHaJIax peecTpallii HaKas3iB.

[lepenik  MOKyMEHTIB, IO HE NIJIATAIOTh PEECTpallii  CHeIlaTbHO
MPU3HAYEHOIO JJIS IbOT'0 0CO0010, HABEJIEHO Y J0/1aTKy 3 110 1€l [HeTpyKiii.

dopMy peecTparliifHOro KypHaJIy HaKa3iB KEpPiBHHKA 3aKJIaqy HAaBEICHO Y
nonatky 4 mo i€l [HcTpyKiii.

[TpumipHi hopmMu peecTparifHuX KypHATIB BX1THUX, BUX1IHUX, BHYTPIIITHIX
JIOKYMEHTIB HaBeJIeHO y Aojatkax 5 - 7 go IlpaBui opraHizailii JiJIOBOJICTBA Ta
apXiBHOTO 30€piraHHs JOKYMEHTIB.

7. JJOKyMEHTH pEeCTPYIOThCS 3a TpyNamMu 3aJeKHO BiJl HA3BU BUY, aBTOpa
Ta 3MicTy. OKpeMo peecTpyIOThCS:

BXIJTHI JJOKyMCHTH;

HaKa3" 3 OCHOBHOI JTISJILHOCTI;

HAKa3M 3 PyXy Y4YHIB/BUXOBAaHIIIB;

HAKa3M 3 aJMiHICTPaTUBHO-TOCIIOIAPCHKUX MUTAHb;

HaKa3M 3 KaJIpOBUX MUTAaHb TPUBAJIOTO 30€piraHHs;

HAaKa3M 3 KaJIpOBUX NMUTaHb TUMYACOBOTO CTPOKY 30€piraHHS;

BHYTPIIIHI JIOKYMEHTH (IIPOTOKOJIM, JIOBIJIKH, JOTIOBIIHI, IMOSICHIOBAJIbHI
3aMUCKH, 3aBH MPAI[iIBHUKIB TOIIIO);

OyXraiaTepchKi TOKYMEHTH;

3BEpPHEHHS TPOMAJIsiH, Y TOMY YHUCIi 0aThKiB a00 3aKOHHUX MPEICTABHUKIB
YYHIB;

3alUTH HA MyOJIIYHy 1H(OpMAILilo.

8. JIokyMeHTH, IO NEPEeNaroThCsl EJIEKTPOHHOIO TMOIITOI0 y CKaHOBaHIN
dbopmi 6e3 eNeKTPOHHOTO U(POBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO BiJ IHIIUX
JOKYMEHTIB 13 3a3HAUYCHHSM €JICKTPOHHOI aIpecH BiIIpaBHUKA Ta agpecara.

9. Ilin yac peectpamii JOKYMEHTa HAJA€ThCS YMOBHE TO3HAYCHHS -
peecTpamiiitanii 1H7eKe. CKIaI0BI YaCTUHU PEECTPALITHOTO 1HIAEKCY TOKYMEHTa
(KpiM 3BEpHEHb TPOMAJSIH) BIJOKPEMIIIOIOTHCA OJHA BiJl OJHOI MPABOOIYHOIO
TTOXHJIOIO PHCKOIO.

10. Jnsg BXiZHMX JOKYMEHTIB pPEECTpAlIMHUNA 1HIEKC CKIAAA€ThCs 3
MOPSIIKOBOTO HOMEpa Ta IHACGKCY chpaBu, Hamnpukman 89/02-04, ne 89 -
MOPSIKOBUIT HOMEp JOKyMeHTa y Mexax poky, 02-04 - iHIeKkc chpaBu 3a
HOMEHKJIATypOIO CITPaB.

11. V¥V BuUXiZHOTO Ta BHYTPIIIHHOTO (32 BHHSATKOM HaKa3iB, MPOTOKOJIIB)
JOKYMEHTA PEECTpAIliMHUNA 1HACKC CKJIQJAAEThCA 13 1HJAEGKCY CIpaBH 3a
HOMEHKJIaTypOIO CIIPaB Ta MOPSIAKOBOro HoMepa, Hanpukian 02-04/176, ne 02-04
- IHJIEKC CIIPaBU 32 HOMEHKJIATYpOIO cripaB, 176 - MOpsSAKOBUI HOMEP TOKyMEHTa
y MeXax pOKy.

V. Cxy1aJaHHS HOMEHKJIATYPH CIIPaB
1. Homenknatypa crpaB - OOOB'SI3KOBUH IS 3aKJIaly CUCTEMATH30BAHHMA
Mepeslik Ha3B (3arojOBKiB) CHpaB, IO (POPMYIOThCA 13 3a3HAYCHHSIM CTPOKIB
30epiraHHs CIpas.
2. HomeHnknaTypa crnpaB CTBOPIOETHCS 3 METOIO BCTAHOBJIEHHS B 3aKjaji
€IMHOTO TIOPANKY (POpPMYyBaHHS CIIpaB, 3a0e3MeyeHHsl iX OO0JiKy, ONEpPaTHBHOTO
MONITYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BH3HAuY€HHsI CTPOKIB 30epiraHHs
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CIIPaB 1 € OCHOBOIO JIJISl CKJIAJJaHHSI OMUCIB CIPaB MOCTIHHOTO Ta TPUBAIOIO (ITOHA/
10 pokiB) 30epiranss, a TakoX sl 00JiKy crpaB TumuacoBoro (1o 10 pokis
BKJIFOYHO) 30epiraHHs.

3. CkuaganHss Ta OQOpPMIIEHHS HOMEHKIATypU CIHpaB 3A1HMCHIOETHCS
BIAIOBIAHO 10 BUMOr raBu | posminy IV IlpaBumi opraxizamii IJIOBOJCTBA Ta
apXiBHOTO 30€piraHHsl.

4. HomeHkJaTypa crpaB 3akjiajay po3poOsiETbCs BiAMOBIIAIBEHOIO 0COO0I0
(BIATIOBIIAIBHUMU 0co0amMHu) 3a oOpraHizaiiio JiJIOBOJCTBA y 3akjagl 13
3amy4eHHSIM (axiBI[iB CTPYKTYPHUX MITPO3/LIIB 3aKIay (3a iX HassBHOCTI).

5. HoMeHkaTypa crpaB yXBalllOEThCS e€KCIepTHO Komiciero (mami - EK)
3aKjany, sika CTBOPIOETHCS BIIMOBIIHO 10 3aKOHO/IAaBCTBA.

6. KepiBHMK HOBOCTBOpPEHOTO 3aKjiaay 3000B'Si3aHUN HE Mi3HINIE OHOTO
POKY 3 MouaTKy JisuibHOCTI moaatu cxBajeHy EK 3akmagy HoOMeHKiaTypy crpas
HAa PO3IJIA] eKcrnepTHo-nepeBipHii komicii (mami - EIIK) BiamosimHoro
nepxkaBHoro apxiBy, EK apxiBHOro Bijiily pailoHHOI JiepKaBHOI aiMiHICTparlii
ab0 MICBKOI pajau, y 30HI KOMIUIEKTYBaHHS $KOro nepeOyBae 3akian, is
IPOBEJCHHS €KCIEPTU3H LIHHOCTI IOKYMEHTIB 3 METOIO iX MOKJIMBOTO BITHECEHHS
1o joxepen popmyBanHst HarionansHoro apxiBHoro ¢ouay (gam - HA®D).

7. 3akian, MO HaJuexXuTh A0 kepen (popmyBanHs HAD, y nmomanpmomy
MOTO/KY€ CBOKO HOMEHKJIaTypy crpas 3 EIIK BiANOBIAHOTrO J€p:KaBHOTO apXiBy.

8. 3akian, y MISJIBHOCTI SIKOTO HE YTBOPIOIOThCA JokyMeHTH HAO,
MOTO/Ky€e HOMEHKJIaTypy cripas 3 EK oprany ynpasiiHHS OCBITOO.

9. Homenkiarypa crpaB 3akjiaay IMiJJIsra€ MOTOJPKEHHIO 3 BiJAMOBIIHUM
JIep’)KaBHUM apXiBOM a00 OpraHOM YIIPaBJIIHHS OCBITOI OJHMH pa3 Ha M'SITh POKIB
ab0 HEeBIIKJIAJIHO B pa3i ICTOTHUX 3MiH Y (hOpMI BIACHOCTI, CTPYKTYpI, (DYHKIIISIX
Ta Xapaktepi poOoTH.

10. IToromxeny EIIK BigmoBigHOro nep:kaBHoro apxiBy abo EK oprany
YIPaBJIiHHS OCBITOI0 HOMEHKJIATYPY CIPaB 3aTBEPKYE KEPIBHUK 3aKIIATy.

11. Hanpukiniii poky HOMEHKJIATypa CIIpaB 3aKpUBAETHCS IMiJICYMKOBUM
3aMKMCOM IPO KaTeropii Ta KUJIbKICTh CIpPaB, 3aBEACHUX Y BIANOBIAHOMY POLIi.

12. Homenknatypa crnpaB IIOpoKy (He mizHime 20 rpyaHs) yTOYHIOETHCS,
3aTBEP/KYEThCS KEPIBHUKOM 3aKjaay Ta BBOAUTHCS B Ait0 3 01 cluHS HACTYmHOTO

POKYy.

VI. ®opmyBaHHH CIIpaB, 30epiraHHs J10KyMEHTIB

1. ®opmyBaHHS CHpaB - TPyNyBaHHS BHUKOHAHWUX JOKYMCHTIB Y CIIpaBH
BIJIMOBIHO /10 HOMEHKJIATYPH CIIPaB.

2. @opMyBaHHS CHOpaB 3aKjiaay 3AIMCHIOETBCS 3 JIOTPUMAHHIM
BuMor IIpaBui opranizamii JiJI0BOACTBA Ta apXIBHOI'0 30epiraHds JOKYMEHTIB.

3. Haka3sm 3 OCHOBHOI JISJIBHOCTI  3akjamy, aJIMiHiCTpaTI/IBHO-
rOCroIapChKUX, KaJpOBUX THTaHb Ta PYXy yIIHlB/BI/IXOBaHLIIB TPYIYIOTECA B p13H1
CIIpaBU Yy XPOHOJIOTIYHOMY TIOPSAKY BIAMOBIAHO 10 iX BHUIIB Ta CTPOKIB
30epiraHHs.

4. JIoKyMEeHTH, 3aTBEpJIKEHI HaAKa30M KEepiBHUKA 3aKJIay, € J0JaTKaMu J10
HBOTO 1 TPYMYIOTHCS PAa30M 13 IIUM PO3MOPSATUUM IOKYMEHTOM.
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5. JIuctyBaHHS TPYMYETHCS 3a 3MICTOM 1 KOPECIIOHACHTCHKOI0 O3HAKOK Ta
CUCTEeMAaTHU3YEThCSI B XPOHOJIOTIYHOMY  MOPSIKY:  JOKYMEHT-BIAMOBiJb
PO3MINIYETHCS 32 TOKYMEHTOM-3aITUTOM.

6. AndaiTHa KHUTA y‘IHlB/BI/IXOBaHIllB KypHAJIU TPYIHU MOJOBXKEHOTO JTHS,
00Ky MPOIYIEHAX 1 3aMIHCHHX YPOKIB, KHUTH OOJIKYy Ta BHJA4l CBIJOITB i
JONATKIB /0 CBIOONTB Mpo 0a30BYy 3arajibHy CEPEIHIO OCBITY, CBIJONTB Ta
JOJIATKIB JIO CBiJOIITB MPO MOBHY 3arajibHy CEPEIHIO OCBITY, 30J0TUX Menaieh "3a
BHCOKI JJOCATHEHHsI Y HaBYaHHI" Ta cpiOHUX Meaasier "3a qocsrHeHHs Y HaB4aHH1"
MPOITHYPOBYIOTHCS, a CTOPIHKA HyMepyroThcs. Ha ocraHHIA  cTOpIHIT
KYPHATY/KHUTH POOUTHCS 3alUC MPO KUIBKICTh CTOPIHOK Y KypHaTI/KHHU31, 110
MIJMUCY€E KePIBHUK 3akiaany. [Tianuc kepiBHUKA CKPIIUTIOETHCS MEYaTKOIO 3aKIaay
(3a HAsSBHOCTI).

7. Y pasi moTpebHu 3a pIIICHHSIM MEJaroriyHoi paau y 3akiaii MOXYTb
CTBOPIOBATUCSA Ta BECTHCS IHII >KypHaIM (KypHaJl MPaKTUYHOTO TICHUXOJIOra,
COITIaJILHOTO TIeJIarora TOIIO).

VII. ExciepTu3a WiHHOCTI IOKYMEHTIiB

[Topsimok miIrOTOBKYU CHpaB /10 TIEpEIaHHs JIJIsl apX1BHOTO 30€epiraHHs

1. ExcriepTu3a I[IHHOCTI JOKYMEHTIB Ta HOPAIOK MIATOTOBKUA CHpPaB 0
nepefaHHs  JJIsi  apXiBHOro 30epiraHHs 31ACHIOIOThCA Ha TiacTasi [IpaBun
oprasizaiiii JIIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKYMEHTIB.

CremiaibHi BUMOTH JI0 €KCHEPTU3W I[IHHOCTI JOKYMEHTIB Ta MOPSIKY
HIATOTOBKH CIIpaB JI0 MEpEeAaHHs JUIsl apXiBHOTO 30€epiraHHs 3aKiiaay nepeadadeHi
miero [HCTpyKITi€ro.

2. JIns opranizaiii Ta NpoBEJEHHS €KCIEPTU3H IIHHOCTI JOKYMEHTIB, IO
YTBOPUJIUCS Y IUTOBOJICTBI 3aKJIaly, Ta MOAAHHS PE3yJbTaTiB €KCIIEPTU3U LIHHOCTI
nokymeHTiB Ha posrasg EIK pepxkaBnoro apxiBy (EK apxiBHoro Bigaiiny
palioHHOI Jiep>KaBHOI afmiHicTparllii abo mickkoi paau) yrBoproetbes EK 3akmamy.
CrBopenns EK Ta opranizaris ii po6oTH 311HCHIOIOTHCS BIAIOBIIHO O IOCTAHOBU
Kabinery MinictpiB Ykpainu Bia 08 ceprns 2007 poky N 1004 "ITpo npoBeaeHHs
E€KCIIEPTU3H IIIHHOCTI JOKYMEHTIB" Ta Hakazy MiHicTepcTBa roCcTUIl YKpaiHu BiX
19 uepBus 2013 poky N 1227/5 "IIpo 3arBepxeHHs TUIIOBOTO MOJ0KEHHS PO
EKCIEPTHY KOMICIIO JIEp>KaBHOTO OpraHy, OpraHy MiCIIEBOIO CaMOBpPS/IYBaHHS,
JIEP’)KAaBHOTO 1 KOMVHAJBHOTO MUINPHEMCTBA, YCTAHOBU Ta _opraxisami",
3apeecTpoBaHoro B MinicTepcTBi toctuiii Ykpainu 25 uepBus 2013 poky 3a N
1062/23594.

Cxnan EK Ta mosiokeHHS mpo Hel 3aTBEPIXKYIOTbCS HAKa30M KepIBHUKA
3aknany. ['omoBoto EK npusHauaeTbest OMH 13 3aCTYNMHUKIB KEPIBHUKA 3aKjanay,
cekpeTapem - ocoba, BIAMOBIIabHA 32 IOKYMEHTH, 10 MiJISTal0Th 30epiraHHio Ta
NEPEeIaHHIO B apXIB.

o cknany EK 3aknmamy 3a iX 3rolor0 MOXKYTh BXOAUTH NPEIACTABHUKHU
apXiBHUX yCTaHOB, OpPTaHy BHUIIOTO PiBHS (BIAMOBIJHOTO OPTaHy YIPaBIIiHHS
OCBITOI0), METOJMYHHX IIEHTPIB, MPO(DECIMHNX CIIJIOK, X 00'€THAHb.

3. CopaBu moctiiiHoro Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs
nepealoThesi Ha 30epiraHHs 0co0i, BIAMOBIJANbHIN 3a apXiB, 3a OMHCaMH, IO
CKJIAJal0ThCsd 0co0amu, BIMOBINATLHUMU 32 (POPMyBaHHS CHpaB 3 BiAMOBITHOTO
HaIpsMy.



http://search.ligazakon.ua/l_doc2.nsf/link1/RE27181.html
http://search.ligazakon.ua/l_doc2.nsf/link1/RE27181.html
http://search.ligazakon.ua/l_doc2.nsf/link1/KP071004.html
http://search.ligazakon.ua/l_doc2.nsf/link1/KP071004.html
http://search.ligazakon.ua/l_doc2.nsf/link1/KP071004.html
http://search.ligazakon.ua/l_doc2.nsf/link1/RE23594.html
http://search.ligazakon.ua/l_doc2.nsf/link1/RE23594.html
http://search.ligazakon.ua/l_doc2.nsf/link1/RE23594.html
http://search.ligazakon.ua/l_doc2.nsf/link1/RE23594.html

[TpuHHATTS KOXKHOI CIIpaBU 3/IIMCHIOETHCS y IPUCYTHOCTI MpalliBHUKA, SKUN
nepesae TOKyMEHTH.

4. V KIHIIl KOXHOTO NPHUMIPHHUKA OMHCY 0co0a, BIJAMOBIIaJIbHA 3a apXiB
3aKiany, TMPOCTAaBIslE€ MIAMNUAC IWIOAO0 MPUUHATTA COpaB 3  OOOB'SI3KOBUM
3a3HauEHHSAM KUTBKOCTI (Kdpamu 1 cioBamMu) NepelaHuX CIpaB 1 3a3Havae JaaTy.

5. Ilicng mpuMHATTA CHpaB MOCTiMHOTrO Ta TpuBanoro (moHaa 10 pokiB)
30epiraHHs, 3 KaJpoBUX MHUTaHb 0co0a, BIAMOBIJaIbHA 3a apXiB 3akjanay, Ha
MiJICTaBl OINMWCIB CHOpaB, 3a SKUMHU 3IIHCHEHO NPUHUHATTS JOKYMEHTIB, 3a
BCTaHOBJICHOIO ()OPMOIO TOTYE PIYHi PO3/UIN 3BEICHUX OIMUCIB CIPaB:

nocTiiiHorO 30epiranHs (y 3akiai, o € JpKepeaom hopmyBanas HAD);

TpuBasioro (rmoHas 10 pokiB) 30epiranHs;

3 KaJIpPOBUX MTUTAHb.

Oco0o10, BiIMOBIAAIFHOIO 32 apXiB, CKIAJA€THCA aKT MPO BUIYUYCHHS IS
3HUIIEHHS IOKyMEHTIB, He BHeceHuX 10 HAD.

6. 3BeZeHUI OIUC CIIpaB MOCTIMHOIO 30€piraHHs CKIAA€ThCS Y YOTUPHOX
npumipaukax. Ilicns cxBanennss EIIK nep:xaBHOro apxiBy Ta 3aTBEpIKEHHS
KEPIBHUKOM 3aKjaay OJWH WOTO MPUMIPHUK HANPABISIETHCS JCp>KaBHIN apXiBHIN
YCTaHOBI YW apXiBHOMY BIJJIUTY MICBKOi paju, y 30HI KOMIUIEKTYBAHHS SIKOTO
nepe6yBae 3aKnan, z[pymﬁ MPUMIPHUK 36epiraeTLc>1 SIK HEAOTOPKaHUH 0co0010,
BIJIMOBITATbHOIO 32 apXiB 3aKiamy, TpeTm quBepTHH - BUKOPHCTOBYIOTHCS Y
3aKyIafl JIsl OTOYHOTO TMONIYKY CHpaB 1 y pasi ix mepelaHHs Ha IOCTiiHE
30epiraHHs HaAXOAATh J0 BIAMOBIAHOI apXIBHOT YCTAHOBH.

7. 3BeneHuil onuc TpuBasoro (moHaja 10 pokiB) 30epiraHHsl CKJIAIA€THC Y
TpbOX MpHUMIpHUKAaX. Jl0o HBOro BKIIOYAIOTBCS TaKOX CIpaBH, SKI 3a
HOMEHKJIaTypOIO CIPaB MalOTh CTPOK 30epiraHHs "no jikBigamii 3akinaay". Ilicis
cxpaneHHss EK 3aknagy nmpUMiIpHUKH ONMUCY HalpaBisiloThbesl Ha cxBajeHHs EK
opraHy ymnpaBiiHHS OCBITO0. Ilicisi MOBEpHEHHsS BCIX MPUMIPHUKIB OMHUCY HOTO
3aTBEPJIKY€ KepIBHUK 3akiady. [lepimmii mpuMipHUK onucy 30epiraeTbes B 3aKiIal
K HEJIOTOpPKAaHUM, APYruidl - € poOOYMM 1 BUKOPUCTOBYETHCS AJIi MOTOYHOTO
MOIIYKY CIpaB, TPETI MOXE HaJCUIATHCS ISl KOHTPOJIO BIAMNOBIAHOMY OpraHy
YIOPABIIHHS OCBITOO.

8. Omnuc crpaB 3 KaApOBUX MUTaHb CKIIAIAETHCS Y 3aKJIal1, SKUMH:

€ ;xepenoM popmyBaHHs HA® - y TpbOX NpUMipHHKAX;

He € xepenoM popmyBaHHs HAD - y 1BoX MpUMipHUKaX.

9. 3aroyioBKM CIIpaB OINHUCY 3 KaJAPOBUX IHUTaHb CUCTEMATHU3YIOTbCA 3a
HOMIHAJIBHOIO O3HAKOIO (TPYIyBaHHS B OJHY CIIPaBY JOKYMEHTIB OJHOTO BHUIY) Y
TaK1¥ IMOCJIITOBHOCTI:

HaKa3W KepiBHUKA 3aKIany 3 KaAPOBUX MMUTaHb;

HaKa3M KepiBHMKA 3aKJaay 3 pyXy YUHIB/BUXOBAHIIIB;

0OJIIKOB1 IOKYMEHTH;

CIIUMCKH YYHI1B/BUXOBaHIIIB (ay(aBiTHA KHUTA YYHIB/BUXOBAHIIIB);

KypHaJIU peecTpallii Haka3iB 3 KaJpOBHX MMUTAHb;

0COOOBI CIIpaBU MPAIliBHUKIB,;

KOHTPAKTH, TPYAOBI JOTOBOPH;

OyxrajnTepchki JOKyMEHTH (0COOOB1 paxyHKH 13 3ap0oOITHOI IIaTH, B pasil ix
BIJICYTHOCTI - PO3PaXyHKOBI B1JIOMOCTI 13 3apIljiaTH);

JTOKYMEHTH mpo Tapudikaiiro (TapudikaiiiifHi Bi;IOMOCTI (CIIUCKH));



JOKYMEHTH MPO MPOBEACHHS Jep>KaBHOI aTecTallii;

KHUTH OOJIKY 1 BHJA4i CBIJIOITB Ta JOMATKIB JI0 CBIZOITB Mpo 0a30By
3arajbHy CEpeJHI0 OCBITY; aTecTaTiB Ta JOJATKIB JO aTecTaTiB MpO IOBHY
3arajbHy CEpEeIHIO OCBITY, 30JI0THX Mefanel "3a BUCOKI JOCATHEHHS Yy HaBYaHH1"
Ta CpiOHMX Menanel "3a MoCATHEHHS y HaBYaHHI";

JOKYMEHTH TIPO HEMIACHI BUTIAJKU (aKTH, TPOTOKOJIH, BUCHOBKH, )KYPHAIIH);

KYpHAJIM peecTpaliii 0ci0, MOTepHiauX BiJ HENACHUX BUIIA/IKIB;

KYpHaJIU OOJIKY pyXy TPYJOBUX KHUKOK Ta BKJIAJOK /10 HUX;

KypHAaJI peecTpallii Haka3iB 3 pyXy Y4HIB/BUXOBAHIIIB;

He3aTpeOyBaH1 0COOMCTI TOKYMEHTH IPAIliBHUKIB (TPYI0BI KHUKKH ).

10. Oco0oBi crnpaBu Y4YHIB BHOCSTBHCS JI0 OINHUCY 3a POKOM 3BUILHEHHS
IpaliBHUKA 1 CHUCTEeMAaTHU3YIOThCA 3a NPI3BUIIAMH 3BUIBHEHHX IMPAIiBHUKIB B
andaBiTHOMY MOPSIIIKY.

11. 3BemeHi omucu cmpaB NOCTiHOro, TpuBasioro (moHaa 10 pokiB)
30epiradHs, 3 KaJpoBUX MHTaHb Ta aKT MPO BWIYYEHHS JJisi 3HUIICHHS
JIOKYMEHTIB, He BHeceHUX 10 HA®D (mami - akT mpo BWIyYEHHS JJIsi 3HUIIECHHS
JOKyMEHTIB), posrisaatoTees EK 3aknany ogHouacHo.

12. 3aknan, mo € mxepenaom ¢opmyBanHs HAD, onucu crnipaB NOCTIMHOTO
30epiradHs Ta 3 KaJAPOBUX MUTAHb PA30M 3 aKTaMU PO BUIYYCHHS JUIS 3HUIICHHS
nokyMeHTiB miciist cxBaieHHs ix EK 3aknany nogae na posrsia EIIK BianoBigHOTrO
JIEP>KaBHOTO apXiBY.

13. 3akman, mo He € jkepenoM ¢opmyBanHs HA®, omucu chnpas 3
KaJIpOBUX THUTaHb Pa3oM 3 aKTaMH NP0 BIWIYYCHHS ISl 3HHINECHHS JTOKYMCHTIB
micna cxBajgeHHs ix EK 3akmany momae wa posrisa EK  apxiBHoro Bimminy
palioHHOI Jepx’aBHOI ajMiHICTpalli ado apXiBHOrO BIIAUTY MICbKoOi panu. Onucu
cupaB TpuBasioro (monan 10 pokiB) 30epiranHsi micns cxBaieHHs EK 3akmanmy
nojaaroThcs Ha po3risg EK oprany ynpasiiHHS OCBITOIO.

14. Tloromkeni (cxBaJjieH1) aKTH MPO BUITYUYEHHS JIJIS1 3HUILEHHS TOKYMEHTIB,
He BHeceHux 10 HA®D, 3aTBepIKyIOThCSl KEPIBHUKOM 3aKJIay.

15. Ilicng 3aTBep/KEHHS! aKTa MPO BUJIYYEHHS JJI 3HUILIEHHS JTOKYMEHTIB
3aKJIaJ] Ma€ MPaBO 3HUIIUTH TOKYMEHTH.

16. KepiBHuk 3akiamy 3000B's3aHuM 3a0€311€UUTH 30€pEKEHHS TOKYMEHTIB,
a y pa3l BKJIIOUYEHHS 3aKJaJy 10 CIHUCKY IOPUIUYHUX OCI0 - [Kepen (opMyBaHHS
HA® nicns 3akiHU€HHs] BCTAHOBJICHUX TPAHUYHHMX CTPOKIB iX 30€piraHHs B LIbOMY
3aKiaal - 3a0e3MeYuTH TMepeaHHs JOKYMEHTIB Il TOCTIMHOTO 30epiraHHs [0
BIJIMOBITHOT IEPKABHOT apX1BHOI YCTAHOBH UM apXiBHOTO BIJALTY MICBKOI paju.



HonarTok 1
no IucTpykuii 3 nistoBoACTBA B
033CO «CommmyHeHCHKHI Jinei»
(myHkT 3 po3aiay II)
BUMOI'
10 opopMIIeHHS TOKYMEHTIB, 110 BUTOTOBJISAIIOTHCS 32 I0IIOMOT 010
KOMII'IOTEPHOI TeXHIiKHU

1. Jlnsg ApykyBaHHS TEKCTIB CIIYOOBHX JOKYMEHTIB BUKOPHCTOBYETHCS
rapuitypa TimesNewRoman, mpudt - posmipom 12 - 14 npykapcbKuX IMyHKTIB.
J103BOJISIETHCST BUKOPUCTOBYBATH MIPpUPT po3mipoM 8 - 12 ApyKapChKUX MYHKTIB
Uil ApyKyBaHHs pekBi3uty "lIpi3Buille BUKOHaBLSI 1 HOMep Horo Ttenedony",
BUHOCOK, TTOSICHIOBAJIPHUX HAMKCIB 10 OKPEMUX €IEMEHTIB TEKCTY IOKyMEHTa a0o
HOro peKBI3UTIB TOLIO.

[lin wac JApyKyBaHHsS 3arojIOBKIB  JIO3BOJISIETHCSI BUKOPHUCTOBYBATH
HaMiBXUpHUM mpudt (mpsimMuit abo Kypcus).

2. Tekcr mokyMmeHTtiB Ha manepi ¢opmary A4 (210 x 297 minimMeTpiB)
PEKOMEHIOBAHO JIpyKyBaTH uepe3 1 - 1,5 mixkpsakoBoro iHTepBaiy, a popmary AS
(210 x 148 minimeTpiB) - yepe3 1 MDKPSAKOBUN 1HTEpPBAI.

JIOKyMEHTH MOBUHHI MAaTH TakKi MoJjst (MUTIMETPIB):

30 - miBe;

10 - mpasge;

20 - BEpXHE Ta HUXKHE.

PekBi3uTH JHOKYMEHTa (KpIM TEKCTY), SIKl CKIAJaroThbCAd 3 KUIBKOX PSAKIB,
JIPYKYIOTbCS uepe3 1 MikpsakoBuil iHTepBas. CKiIaJoBI YacTUHHM PEKBI3HUTIB
"Anpecat", "I'pud 3arBepmxenus”, "I'pud noromxeHHs" BiTOKPEMIIOIOTHCS OJUH
B1J1 OJTHOTO 4epe3 1,5 MIKPSIAKOBOTO IHTEPBAITY.

PexBi3uTH NOKyMEHTa BiJIOKPEMIIIOIOTHCA OJWH Bij oaHOro uepe3 1,5 - 3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Bumy 10KyMeHTa JPYKY€ETHCS BETMKUMU JIITEPAMHU.

4. PosumdpyBanns mianucy B pekBizuTi "[lianuc" npykyerbcsi Ha piBHI
OCTAHHBOI'O PSAJKA HA3BU MOCA/IH.

5. He pobuthbcs BiACTYN BiJ MEXi JIBOTO mojsi aiisi pekBi3uTIB "Jlata
nokyMeHTa", "3arojgoBok 10 TeKCTy JgokyMeHta", "Tekct" (6e3 ab3ariB),
"BigmiTka mipo HasiBHICTH noaatkiB", "Ilpi3Buille BUKOHaBLS 1 HOMEp HoOro
tenedoHy", HailmMeHyBaHHs Tmocaau |y pekBiduTax "[ligmuc" Tta  "I'pud
noro/pkeHHs", Hamucy "3rigHo 3 opuriHaioMm", a Takox cuiB "CIIYXAJIN",
"BUCTVYIIJIN", "VXBAJIMJIN", "HAKA3VYIO".

6. 3a HasABHOCTI KUIBKOX TpU(IB 3aTBEPIXKCHHS 1 MOTOKEHHS BOHU
PO3MIIIYIOTHCS HAa OAHOMY PiBHI BEpTUKAIbHUMH psiakamu. [lepmmii rpud - Big
MEX1 JIIBOTO TOJIsi, APYTUid - yepe3 104 mMiniMeTpu BiJl MEX1 J1BOTO MOJIS.

7. Ilix yac odopmileHHS JOKYMEHTIB Ha JBOX 1 OUIblIE CTOpPIHKAX JApyra Ta
HACTYIIHI CTOPIHKM MarloTh OyTH mpoHymepoBaHi. Ilepma cropinka He
HYMEPYEThCSI.

8. TexkcTu TOKyMEHTIB MOCTIMHOTO 30epiraHHs IPYKYIOThCS Ha OAHOMY OO1Ii
apkyma. JokymMmeHTH 13 CTpOKOM 30epiraHHs A0 5 pOKiB MOXXHa APYKyBaTH Ha
JUITLOBOMY 1 3BOPOTHOMY OOIIi apKyIIia.



JlomaTok 2
no IHcTpykiii 3 nitoBoaACTBA B
033CO «CommmyHeHCLKHI Jinei»
(myHkT 4 po3aiay II)
MHEPEJIIK
NOKYMEHTIB, Ha AKHX MiJMUC MOCAT0BOI 0CO0M 3aCBiTUY€THCH BiIOUTKOM
NMeYaTKM 3aKJIATy
I. Axtu (BUKOHaHHS pOOIT, CHNHCaHHA MaTeplaJbHUX I[IHHOCTEH,
(diHAHCOBHX TEPEBIPOK, BHIIyUEHHS JOKYMEHTIB MJisl 3HUIICHHSA, TepeaBaHHs
CITpaB TOIIIO).
2. JloBiaku (IIpo BUKOPHUCTAaHHS OFOMKETHUX AaCUTHYBaHb Ha 3apoO0ITHY
I1aTy, HapaxyBaHHS 13 3apo0ITHOI IJIATH TOIIIO).
3. JloroBopu (mpo MarepiaibHy BiAMOBITATBHICTh, HAYKOBO-TEXHIYHE
CHiBPOOITHUIITBO, MIAPSIAN, OPEHIY IPUMIIICHb, BAKOHAHHS POOIT TOIIIO).
4. JlokymMeHTH (JOBIJKH, IOCBIYEHHS TOIO), IO 3aCBIIYYIOTh IpaBa
TPOMA/ISH 1 FOPUIUYHHUX OCI0.
5. JlopydeHHsI Ha ofiep>KaHHS TOBapHO-MAaTepiaJbHUX I[IHHOCTEH.
6. 3aBmaHHs (Ha MPOEKTYBaHHsS O00'€KTIB, TEXHIUHUX CIIOPYJ, KariTajibHe
OyZ1BHUILITBO, TEXHIYHI TOLIO).
7. 3pa3ku BIAOWTKIB MEYATOK 1 MIAMKMCIB MpalIBHUKIB, Kl MalOTh MPaBO
3MIICHIOBATH (DIHAHCOBO-TOCTIOAAPCHKI OTepallii.
8. Komropuc BuTpar (Ha KaJdbKyJSIIO 3a JOTOBOPOM, Ha KariTajibHe
OyIIBHUIITBO TOIIIO).
9. Jluctu rapanTiiiti (Ha BUKOHAaHHS poOIT, HaJJaHHS TOCIIYT TOIIIO).
10. Onucu cnpaB mocTtiitHoro, TpuBajoro (moHaa 10 pokiB) 30epiranHs, 3
KaJIpPOBUX ITUTAHb.
11. taTH1 po3nucH.
12. Tpya0Bi1 KHUKKH.

Honarok 3
o Incrpykuii 3 xijioBoaCTBa B
033CO «ComM4HeHCbKHH JIinei»
(myHKT 6 po3ainy 1V)
HEPEJIIK
AOKYMEHTIB, III0 He MiJIAIral0Th peecTpalii cneniaJbHO MPU3HAYECHOO /I
LOI'0 0C00010
1. I'padiku, Hapsau, 3as1BKU, PO3HAPSIAKU.
2. 3BeneHHs Ta IHPOpMAaIlis, HaICIaH1 JI0 BiJloMa.
3. HaBuanbHi m1aHu, OCBITHI mporpamu (Korii).
4. PexyiaMH1 TOBIJIOMJICHHS, TIJIAKaTH, IPOrpaMu HapaJl, KoH(epeHIii To1o.
5. Hopmu BuTpat marepiasiis.
6. BiTayibHI TUCTH 1 3aMPOIIICHHS.
7. JlpykoBaHi BUaHHs (KHUTH, )KypHaJIu, OOJICTEH]).
8. MicsiuHi, KBapTaibHi, MIBPI4HI 3BITH.
9. ®opMHU CTaTUCTUYHOI 3BITHOCTI.
10. JToroBopm.



JlonaTok 4
no IucTpykuii 3 nistoBoACTBA B
033CO «CommmyHeHCLKHI Jinei»

(myHKT 6 po3ainy IV)
PeecTpaniiiHuii ;KypHaJ1 HaKa3iB KepiBHUKA 3aKJIa1y
Peectpamiiinuii  Jlara 3aroJoBOK [IpizBumie, | IIpizBume, [Ipumitku
1HJEKC HaKazy HaKazy 1HiIanu 1HiIanu
(HOMED) TparfiBHUKA, BIIIMOBIIAIBHOT
HaKazy Ha SIKOTO ocobu
MTOKJIa/ICHUH ( B1AMOBIJATbHUX
KOHTPOJIb 32 oci0)
BUKOHAHHS
Hakazy

1 2 3 4 5 6




Honatok 5

OnopHuii 3akjiaj 3arajbHoOI CepeIHbOI OCBITH
«ComMYHEeHCLKUH JTinen»

ComMYHEHCBHKOI CijIbCbKOI paau BoamHCbKOI 00J1acTi
Byn. KoBenbebka, 100, c. Commune, Kamiab-Kamupcbkuii paiton, BonuHcbka o0mactb, 44543,
Temn. (03357) 9-19-31 e-mail: soshichnezosh@ukr.net KOJ[ €IPIIOY 43775695

HAKA3

« » 20 poky Ne
[Ipo mijicymMKku poOBECHHS
aJIMIHICTPATUBHUX KOHTPOJIbHHUX
poOIT 3 YKpaiHChKOT MOBHU
3al cemectp 20 /20
HAKA3VYIO:
Jupexrop

(nionuc) (npizeuwe ma iniyianu)

3 HaKa30M O3HANOMJICHI:

(nionuc) (npizsuwe ma iniyianu)



Jonatok 6

OnopHuii 3akjiaj 3arajbHoOI CepeIHbOI OCBITH
«ComMYHEeHCLKUH Jrinen»

ComM4YHEeHChKOI CLIbCHbKOI paau BosmHcebKoI 00sacTi
Byn. KoBenbebka, 100, c. Commune, Kamiab-Kammupcbkuii paiton, BonuHcbka o0mactb, 44543,
Temn. (03357) 9-19-31 e-mail: soshichnezosh@ukr.net KOJ[ €JIPTIOY 43775695

« » 20 p.Ne

Cu1bCbKOMY T'OJIOBI

(npizeuwe, im’s ma iniyianu)
TUPEKTOPa OMOPHOTO 3aKJIAIy
3arajibHOi CepeIHbOI OCBITH
«COIINYHEHCHLKAH JIIIEH

(npizeuwye, im’s ma iniyianu)

Jupexrop

(nionuc) (npizeuwe, im’s ma iniyianu)



KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB*
ara KopecnonaeHr, Kopotkuii Pe3omromis, ITigmuc Bigmitka
HaIXO/KEHHS | [1aTra Ta IHIEKC 3MICT BIAMNOBIAAJBbHUN | 0COOH, sIKa po
Ta 1HIEKC 0JIepP>KaHOTO BHUKOHABEIb oTpuMasia | BUKOHAHHS
JIOKyMEHTa JOKYMEHTA JOKYMEHT | JJOKyMEHTa
1 2 3 4 5 6
®opmat A4 (210 x 297).

*V pasi moTpedu KypHAIT MOXKE TOTIOBHIOBATHCS JIOJATKOBUMH Tpadamu.

JlonaTok 6

imo [IpaBuu opranizaitii qi10BOICTBA

Ta apX1BHOTO 30epiraHHs JOKyMEHTIB

y JepXaBHUX OpraHax, OpraHax MicClieBOro
CaMOBPSITYBaHHS, Ha MiIIPUEMCTBAX,

B YCTAaHOBaX 1 OpraHizawisx

(mynkt 7 rnaBu 3 po3ainy 1)




KYPHAJI

peecTpauii BUXiTHUX JOKYMEHTIiB*

*V pasi moTpedu KypHAI MOXKE TOTIOBHIOBATHCS JT0IaTKOBUMH TpadaMu.

Jara ta Kopecnonaent KopoTkuii 3mict [IpizBumia, iHiIiamM [TpumiTka
1HIEKC oco0u, sgKa
JIOKYMEHTA mianucana

JIOKYMEHT, Ta
BHUKOHABIIS
JIOKYMEHTa
1 2 3 4 5
®opmar A4 (210 x 297).

Jlomarok 7
mo IIpaBwmt opranizartii 1ij0BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHUX OpraHax, OpraHax MiClIeBOTO
CaMOBpsITyBaHHS, HA MIAMPUEMCTBAX,

B yCTaHOBAX 1 OpraHizamisax
(mynkT 7 rmaBu 3 posniny 1)

KYPHAJ
peecTpanii BHyTPilIHIX TOKYMEHTIiB*
Hara Ta ingexc | KopoTkwuii 3mict Pe3omtonis abo [Tignuc ocodu, | BinmiTka npo
JOKyMEHTa BI/JINIOB1/JAIbHU I sKa OTpUMajia | BHUKOHAHHS
BUKOHABEIIb TOKYMEHT, 1aTa| JIOKyMEHTa
OTpUMaHHS
1 2 3 4 5
®opmat A4 (210 x 297).

*VY pasi moTpebu xypHaI MOXe JIOTIOBHIOBATHCS JT0IaTKOBUMHU TpadaMu.







