MIHICTEPCTBO OCBITHU I HAYKU YKPATHA

HAKA3

25.06.2018 Ne 676

3apeectpoBano B MiHicTepcTBi
1ocTulii Ykpainu

11 Bepecus 2018 p.

3a Ne 1028/32480

IIpo 3aTBepa:xkenHst IHcTpyKuii 3 AiT0BOACTBA Yy 3aKIaaX
3araJibHoOI cepeHbOI OCBIiTH

BinnosinHo 1o myHKkTy 8 [onoxeHHs npo MiHICTEPCTBO OCBITH 1 HayKn YKpaiHH, 3aTBEPIIKEHOTO
nocranoBoto KaGinery MinictpiB Ykpainu Bijg 16 sxotast 2014 poxy Ne 630, mynkry 369 many
npioputeTHuX Aid Ypsmy Ha 2018 pik, 3artBepkeHoro posnopsypkeHHsM Kabinery MinicTpis
VYkpainu Big 28 6epesns 2018 poky Ne 244-p, HAKA3VY1O:

1. 3arBepautu IHCTpyKWilO 3 ALIOBOACTBA y 3aKajax 3arajbHOi CEPeJHbOI OCBITH, IO
JI0JIA€ThCSL.

2. Jupekropary nomKiabHOI Ta mKiIbHOT ocBitTH (OcmonoBebkuii A.O.) 3abesmeyntd B
YCTaHOBJICHOMY MOPSIKY MOJIQHHSI IbOTO HaKa3y Ha JepykaBHY peecTpariito 10 MiHicTepcTBa I0CTHIIT
Vkpainu.

3. Lleit Haka3 HabUpae YMHHOCTI 3 JHS HOTO ODIIIHHOTO OMmyOITiKyBaHHS.

4. KoHTpOnb 32 BUKOHAHHAM IIbOTO HAaKa3y IOKIACTH Ha 3acTynHuka Minictpa Xo63es LK.
MimnicTp JL.M. I'puneBnY

IMNOI'OPKEHO:

TosnoBa Jlep:kaBHOT CITyKOH CrieniaabHOTO
3B 513Ky Ta 3aXUCTy iHbopMmarlii YkpaiHu JI.O. €BnoueHko

IMepmmii 3actynuuk ['onosu
JleprxaBHOI apXiBHOI Ci1y0M YKpaiHu L.M. Kicinp



3ATBEPIKEHO

Haka3 MinicTrepcTBa
OCBiTH i HAyKM YKpaiHu

25 yepBHs 2018 poky Ne 676

3apeectpoBano B MiHicTepcTBi
ocruuii Ykpainu

11 Bepecus 2018 p.

3a Ne 1028/32480

IHCTPYKLIA
3 AJIOBOJICTBA Y 3aKJIa/1aX 3arajbHOI cepeiHbol 0CBITH

1. 3arajabHi moso:KeHHs

1. Ilg IHCTpyKiisl BCTAHOBIIOE 3arajbHi BHUMOIM IOJO JIOKYMEHTYBaHHS YIPAaBIIHCHKOL
iHdopmauii Ta opranizauii podOTH 3 JOKyMEHTaMH y AEPKABHUX I KOMYyHAJIBHUX 3aKJIa/lax 3arajbHOi
cepeHbOl OCBITH (1ai - 3aKJIaan).

2. JloTpuMaHHS BHUMOT ILIOAO IIOPSAKY BEACHHS JOKYMCHTYBaHHS, BCTaHOBJICHUX II€I0
[HCTpYKIi€EO, € 000B’I3KOBUM JUIs 3aKIIa/1iB.

3. 3akiagu OpraHi3oByIOTh JIIOBOACTBO BINIOBIAHO IO IHCTPYKIIi, SIKa pO3pOOII€TECS HAa OCHOBI
miel [HCTpyKUil Ta 3aTBEPIKYEThC KEPIBHUKOM 3aKIay.

4. Opranizalis [JUIOBOACTBA 1 KOHTPOJIb 3a CBOEYACHUM PO3INIIIOM Ta IPOXOIDKCHHSIM
JIOKYMEHTIB y 3aKJIaji 3AIHCHIOIOTHCS BIAMOBIAATBHOK 0CO00I0 (BiAMOBIIATBHUMHU OcO0aMM), sKa
(sik1) npu3Ha4aeThes (IIPU3HAYAOTHCS ) KEPIBHUKOM 3aKJIaLy.

S. CTBOpEHHS €JIEKTPOHHHUX JOKYMEHTIB 3JIIHCHIOETHCS BiANOBiIHO 10 3akoHiB Ykpaiuu «IIpo
€JICKTPOHHI JTOKYMEHTH Ta eNeKTPOHHHUI JOKyMeHT000ir», «IIpo enekTpoHHuMI nudpoBuil migmucy,
Haka3y MinicreperBa roctunii Ykpainu Big 11 muctonana 2014 poxy Ne 1886/5 «llpo 3arBepixeHHs
Tlopsiaky poOOTH 3 €IEeKTPOHHIMH JIOKYMEHTaMH y JIJIOBOJCTBI Ta iX MiJATOTOBKH JI0 Nepe/laBaHHs Ha
apxiBHE 30epiraHHs», 3apeecTpoBaHOro B MiHictepcTsi roctuitii Ykpaiau 11 nucromnana 2014 poky 3a
Ne 1421/26198.

3akiaam MOXKYTb CTBOPIOBATH JOKYMEHTH THMYacoBoro (10 10 poOKiB BKIIOYHO) CTPOKY
30epiraHHs JIMIIE B €JICKTPOHHII (OpMI 32 yMOBH HasiBHOCTI BiJIIIOBIIHOTO TEXHIYHOTO 3a0e3IeYCHHS
3 ypaxyBaHHSM BUMOT 3aKOHOJIaBCTBA YKpaiHu Ta wiei [HCTpyKuii.

6. Tlopsinox opranizauii JUIOBOJACTBA 3a 3BEPHEHHSIMU TI'POMAJsH, 3alUTaMM Ha IyOiniuHy
iHpopMalilo Bu3HauaeThesl 3akoHamu Ykpainun «[Ipo 3BepHeHHs rpoMansgn», «IIpo moctynm no
myOunivHOT iHpopMaii».

7. YV 3aknmami [AiTOBOACTBO 3MIMCHIOETBCS JICPKABHOK MOBOIO. JIOKYMEHTH CKJIaJQtOThCs
JIepKaBHOO MOBOIO, KPIM BHUIAJIKIB, IIepe10aueHNX 3aKOHO/IaBCTBOM PO MOBHU B YKpaiHi.

JlokyMeHTH, SIKi HAQJCHJIAIOTHCS 1HO3EMHUM aapecaraM, O(QOpPMIIIOIOTHCS YKPAiHCHKOK MOBOIO,
a00 MOBOIO JiepKaBH-a[pecara, ado O/IHIEI0 3 MOB MKHAPOAHOTO CITIKYBaHHS.

8. Ctpokn 30epiraHHs TOKyMEHTIB, 1[0 CTBOPIOIOTHCS ITiJ] Yac MisTTBHOCTI 3aKiIay, BU3HAYAIOThCS
Haka3zoM Minictepcrsa roctuuii Yipainm Bin 12 xBitHa 2012 poxy Ne 578/5 «IIpo 3arBepIrKeHHS
ITepeniky TUIIOBUX JOKYMEHTIB, 1J0 CTBOPIOIOTHCS Ii/] Yac AisUIBHOCTI JEPXKABHUX OPraHiB Ta OpraHis
MICIIEBOTO CaMOBPSIyBaHH{, IHIINX yCTAaHOB, IiJNPUEMCTB Ta OpraHi3alill, i3 3a3HAYEHHIM CTPOKIB
30epiraHHs JOKyMEHTIB», 3apeecTpoBanuM y MinictepcTsi toctuuii Yipainu 17 ksitns 2012 poky 3a
Ne 571/20884 (31 3minamu).

I1. 3ara;jbHi BUMOTH 10 CTBOpPEHHS, 0()OPMJICHHS Ta JOKYMEHTYBAHHS
ynpapJiHcbKoi iH(opmanii

1. JlokyMeHTyBaHHS YHPaBIiHCHKOT iH(OpMALT 3aKialy MoJsrae y CTBOPEHHI JOKYMEHTIB, IO
CTIPSIMOBAHI Ha BHPIIIICHHS YIIPABIIHCHKUX PIllICHb.

2. Ha3Ba Buny nokymeHTa (Haka3, IpOTOKOJ, AOTIOBI/IHA 3aITMCKa TOII0) MA€E Bi/IOBIIaTH Ha3BaM,
nepenbauenuM posainiom 3 JlepskaBnoro kiacudikaropa ynpasniHcbkoi pokymentanii JIK 010-98,
3aTBEp/DKEHOr0 Haka3oM JlepskaBHOTO KoMiTeTy VYKpaiHW 10 CTaHAapTH3allii, MeTpoJorii Ta
ceprudikanii Big 31 rpynas 1998 poky Ne 1024 (3i 3minamu).

OdopmiaeHHss  peKBI3UTIB  OpraHizauiiiHO-po3nopsauoi  JOKyMeHTauii Ta  IOpsgoK  IX
po3TanryBaHHS MaroTh Binmosimaru HamionampHoMy cTanmapTy Ykpainum «/lepxaBHa yHi(ikoBaHa
cucTeMa TOoKyMeHTawil. YHiikoBaHa cucTeMa opraHizaniifHo-po3nopsaayuol JokyMeHTauii. Bumoru no
odopmiroBanns gokymeHTiB. JICTY 4163-2003», 3arBepmkeHomy Haka3om JlepikaBHOTO KOMITETY
VkpaiHu 3 NUTaHb TEXHIYHOTO PErYIIIOBaHHS Ta CIOXKKBYOT nonitiku Bij 07 kBitHs 2003 poky Ne 55
(mami - JICTY).

3. OpranizauiitHo-po3nopsa4l JTOKyMEeHTH O(GOPMIIIOIOThCS Ha OJlaHKax, 110 BHUTOTOBIISIOTHCS
3rizHO 3 BuMoramu JICTY rta miei IncTpykmii.

V 3aKiajii MOJKYTh BUKOPHCTOBYBATHCS TaKi OJJaHKU JOKYMEHTIB:

3araJibHUi OJIAHK JUIsi CTBOPEHHS PI3HMX BHIIB JOKyMEHTIB (0e3 3a3HadeHHS y OJIaHKYy Ha3BU
BUTy TOKyMEHTA);

ONaHK JTUCTa;
OJIaHK HaKa3y.

Bumorn 10 0(hOpMIICHHS JOKYMEHTIB, 10 BHTOTOBISIFOTBCS 3a OMOMOTOK KOMIT FOTEPHOT
TEXHIKH, HaBEJICHO B oaTKy 1 o miel [HeTpykiii.



4. IlocamoBi oco0M HIANHCYIOTH JOKYMEHTH B MEXaxX CBOIX IOBHOBQ)XCHb, BH3HAYCHUX
3aKOHOJABCTBOM YKpaiHM, CTaTyTOM 3aKjaay, MOCAJOBUMH IHCTPYKILISIMH, HAaKa30M MPO PO3MOILT
000B’s13KIB MDK KEPIBHUKOM 3aKiIay Ta HOro 3acTylHUKaMU TOLLO.

BigbutkoMm reuyarku 3akiany (3a HasBHOCTI) 3acBIIUYIOTh IIIANKC MOCAJOBOI 0COOM Ha
JIOKyMEHTaX 13 THTaHb OpraHi3alliiHOi Ta (IHAHCOBO-TOCMOMAPCHKOT MisTTBHOCTI 3a TMeperikoM
JOKyMEHTIB, Ha SIKMX IIJIUC I0CaZ0BOI OCOOHM 3aCBiAYYETHCS BIAOMTKOM II€UaTKU 3aKiIaiy,
HaBEJCHUM Yy A0AatKy 2 0 uiel [HeTpykuii.

BigOuTok meyaTku CTaBHThCS Tak, 100 BiH OXOIUIIOBAB OCTAaHHI KilbKa JiTep HalMEHyBaHHS
ocaau 0codH, siKa ITjnucana JOKyMEHT, ajle He IAIMHUC 110canoBoi 0codH, abo IPOCTaBISIEThC Ha
OKPEeMO BH/ILIEHOMY JUIsl LIbOTO Miclii 3 BiagMiTKOI0 «M. IT.».

5. 3aksag MOXe 3aCBiNTyBaTH KOMii JIMIIE THX JOKYMEHTIB, III0 CTBOPIOIOTECS B HHOMY, & TAKOXK Y
BHIIAJKAX, IIepeadadeHuX B a03alli JpyroMy LbOTO IyHKTY.

Y pasi niArOTOBKY JAOKYMEHTIB JUIsl HAAHHA CYJOBUM OpraHaM, MiJi 9ac BUPIIICHHS MUTAHb LI0I0
OpUIHATTA TpoMansH Ha poOOTy, HAaBYAHHA, 3acBiMUEHHA iX TPYIOBMX Ta IHINIMX IIpaB y
B33a€MOBIIHOCHHAX 13 3aKJIAJIOM, a TaKOX IiJ 4ac GOopMyBaHHS OCOOOBHX CIpPaB MPALiBHUKIB 3aKJIa/l
MOYK€ BUIOTOBJISITH KOMIT JOKYMEHTIB, BUJIAHUX IHIIMMH yCTAHOBaMH (KOMii JIOKYMEHTIB PO OCBITY
TOIIIO).

Bingmitka «Korisiy mpocTaBisieThes Ha JUIBOBOMY OOLI Y BEPXHBOMY IPaBOMY KYTKY HEPLIOTO
apKyIa J0KyMEHTa.

Kormii Haka3iB, iHIIUX JOKYMEHTIB 3aCBiquye (3aCBiAUyIOTh) BiAMOBiAadbHA 0coba (BIAMOBIIaIbHI
0co01) 3a OpraHizaliio IIOBOACTBA y 3aKJIal.

6. Y pasi norpeOM MPOBEACHHS OIIHKM JOLUIBHOCTI CTBOPEHHsS JIOKYMEHTa, HOTo
00TPYHTOBAaHOCTI Ta BiJIMOBITHOCTI 3aKOHOABCTBY 3/IMCHIOETHCS TTOTOMKEHHSI JOKYMEHTA.

Toro/pkeHHs JTOKYMEHTIB MOXe 3/iHCHIOBATHUCH MOCAJOBUMU 0CcOOaMM 3aKiIajy, sKi BiJIIIOBIHO
110 TX KOMIETeHLiT BUPILIyIOTh MUTAHHS, NOPYLIEH] B JIOKYMEHTI (BHYTPILIHE MOTOLKEHHST), a TaKOX
3aiHTEepECOBAaHUMHU YCTAaHOBAMU (30BHIIIHE MOTOLKEHHS).

[loroypkeHHS JJOKYMEHTIB 3/IHCHIOETHCS BIJIIOBIIHO /10 BUMOI Haka3ly MiHicTepcTBa OCTHUIIIT
Vipainu Bin 18 uepsns 2015 poxy Ne 1000/5 «ITpo 3arBepukentst [IpaBuit opramizaitii 1iIoBoACTBa Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB y Jep’KaBHUX OpraHaX, OpraHax MICIIEBOTO CAMOBPSITyBaHHs, Ha
MIAPUEMCTBAX, B YCTAHOBAX 1 OpraHizawisx», 3apeectpoBaHoro y MinicTepcTsi woctuiii Ykpainu 22
yepBHs 2015 poky 3a Ne 736/27181 (mami - IlpaBumia opranizamii AiTOBOACTBA Ta apXiBHOTO
30epiraHHs JOKYMEHTIB).

I'pud moromkeHHs po3MilLyIOTh HibkYe pekBisury «lligmucy. Bin ckiagaerscs 31 ciioBa
ITOT'OIPKEHO (0e3 mamok), Ha3BY IIOCAIH 0COOH, Ka IIOTOKYE TOKYMEHT (pa3oM 3 HaMEHYBaHHAM
3aKiIany), HiAnucy, iHiniamry(iB) 1 mpi3BHIa, JaTU ITOTOIKEHHS.

Tlpuxnao:

[IOI'OJKEHO

Jlupektop rimuazii Ne 5
Hignuc Ininian(u), npi3suiie
05.02.2018

7. 3arBepIUKeHHs YNPABIIHCHKMX JOKYMEHTIB 3IIHCHIOETHCS OCOOMCTO KEPIBHUKOM 3aKiay
BIIMOBI/IHO JI0 HOTO MOBHOB)XEHb a00 pO3MOPSAYMM JIOKYMEHTOM 3akiajy i3 3a3Ha4eHHAM Ha
JOKyMEHTI rpuda 3aTBepKEeHHs, 0(OPMICHOr0 BiIITOBIIHUM YHHOM.

IMopsiiok  3aTBep/KEHHST  JOKYMEHTIB  3/ifiCHIOEThCsT  BiAnosiaHo o [paBun opranizauii
TITOBOZACTBA Ta apXiBHOTO 30€piraHHs JOKyMEHTIB.

I'pud 3arBepmxenns cxnanaerses 31 cnosa SATBEP/DKVYIO (6e3 nanox), Ha3Bu nocaau, MiAIuCy,
iHiniany(iB) i Mpi3BUILA 0COOH, sIKa 3aTBEPJIHIIA JIOKYMEHT, IaTH 3aTBEP/DKSHHS.

Ipuxnao:

3ATBEP/DKVIO

Jupexrop rimuasii Ne 5
MMianuc Ininian(u), npisBuiie
07.03.2018

Y pasi 3aTBEepUKEHHsA [IOKyMEHTa DillICHHAM KOJIETiallbHOIO OpraHy IpHG 3aTBEpIKCHHS
ciuazaerses 3i cnoa 3ATBEP/DKEHO (Oe3 nanox), Ha3Bu, JaTH 1 HOMepa JOKyMEHTa Y Ha3UBHOMY
BIZIMiHKY.

Ilpuknao:

3ATBEPIXKEHO

IMpoTtoko: 3acinanns
TIe/IarorivHoi pajgu riMuasii Ne 5
06.05.2018 Ne 40

II1. Oco61uBi BUMOTH 10 CKJIAJAAHHS JesIKHX BUIIB TOKYMEHTIB

1. Haxa3 - po3mopsumii JOKyMeHT, AKHi BUjla€ KepIBHUK 3aKiagy Ha MpaBaX €IMHOHAYaIbHOCTI
Ta B MEKax CBO€I KoMIIeTeHIIi, 000B’sA3Kk0oBHI JUId BHKOHAHHsA Himernumu. Hakasu Bujarorbes 3
OCHOBHOI [isl/IbHOCTI, aAMiHICTPAaTUBHO-IOCHONAPCHKUX, KAJPOBUX NUTAHb 3aKJIajdy, a TaKOX pPyXy
VYHIB.



Haka3su 3 0CHOBHOT AisUIBHOCTI, aAMiHICTPATUBHO-TOCIIOAAPCHKUX, KAAPOBUX IIUTAHb, PYXY Y4HIB/
BUXOBAHIIIB MIMUCYIOThCS KEPIBHUKOM 3aKyafy, a 3a HOro BiICYyTHOCTI - 0¢00010, Ka BUKOHY€E HOTo
000B’3KH, Ta PEECTPYIOThCS B JKypHAIIAX peecTpallii HaKasiB.

[Ticis migmucanHs HaKa3y 3MiHH 0 HbOTO BHOCSATHCS JIHIIIE [IIIXOM BHIAHHSI HOBOTO Hakasy IIpo
BHECEHHS 3MiH.

Haxkaz odopmitoeTsest Ha OIIaHKY Hakasy 3aKiajy.

3MICT HakKa3y CTHUCIO BHKJIQJAETHCSI B 3arOJIOBKY, SIKUH MMOYMHAETHCs 3 mpuiimenHuka «lIpo» Tta
CKJIaZIa€ThCs 3a JI0TIOMOTOr0 BijiecniBHoro imenHuka («IIpo 3arBeppkenHs...», «IIpo CTBOpEHHS...»)
a60 imeHHUKa («[Ipo MiICYyMKH...»).

TekcT Haka3y 3 OCHOBHOI JisUIHOCTI, aJAMiHICTPaTHBHO-TOCIIOAAPCHKUX HMUTAHb Ta PyXy Y4HIB/
BUXOBAHLIIB CKJI/IA€THCS 3 JIBOX YACTHH - KOHCTATYI0401 (1peamOyIin) i po3rnopsiayoi.

YV KOHCTaTyIOUilf YacTHHI 3a3HAYAETHCS TMiJICTaBa, OOIPyHTYBaHHS ab0 MeTa BHIAHHS HaKasy.
Posnopsinya yactuHa Hakasy nodnHaeTbes i3 cinoBa «HAKA3YIO», sxe OpyKyeTbcs 3 HOBOTO psiaKa
BEIIMKUMH JIiTepaMu 0e3 BIICTYIy Bifl JIiIBOTO TOJISI 1 JIAMOK, HICIIsl YOTO CTaBUTHCS IBOKPAITKA.

SIKII0 Haka3 BUIAETHCS HA MMIJICTaBI HIIOTO PO3MOPSIIOTO IOKYMEHTa, Y KOHCTATYIO4Uiil 4acTHuHi
3a3HAYAIOTHCS HA3Ba BULY LOIO JOKYMEHTa, HOro aBTop, Iara, HOMEp Ta 3ar0JI0BOK.

Hakazu HymepyloThCsl B TIOPSIKY 1X BUJIAHHS B MEXKaX KaJEHJIAPHOTO POKY; HAKa3H 3 OCHOBHOL
JUSITBHOCTI, PyXy Y4HIB/BUXOBAHIIB, aJAMIHICTPATHBHO-TOCMOAAPCHKUX, KAAPOBHX MHUTaHb MAaIOTh
OKpeMy MOpSAIKOBY HyMepalilo. 3 METOI0 PO3pI3HEHHS IPyIl HakasiB 10 peecTpauifiHOro iHAeKcy
Haka3y depes gedic 101aeThes JiTepHa BiIMITKA, HAPUKIIAL:

HaKa3| 3 aIMiHICTPAaTHBHO-TOCTIONAPCHKUX TTUTAaHb - No 2-T;
Hakas! 3 KaJ[pOBHUX MUTaHb - Ne 2-K;

HaKa3yd NPO HaJaHHs LIOPIYHMX OCHOBHHUX BIAIYCTOK Ta BIAIYCTOK Y 3B’S3KYy 3 HaBYaHHSIM
npariBHUKIB - No 2-B;

HaKa3® 3 pyXy yUHiB/BUXOBaHIIIB - No 2-y.

2. IpoTokoI - JIOKYMEHT, y siKoMy (DIKCYeThCs mepeOir BeJICHHS 3acifiaHb, yXBaJCHHS PIllICHb
JIOPaUUMH Ta KOJIerialbHUMHU OpraHaMi, KOMICISIMH TOLIO.

TIpoTokonu 3aciiaHp NeJaroriyHuX paj, IHIIKX J0pa4nuX Ta KOJeriaJbHUX OPraHiB CKIaIal0ThCs
B cTUCIIH (opMi. Y NPOTOKOII, CKIIaJICHOMY B CTUCIIH (opMi, QiKCyrOThCS NHILE TPUHHATI pillIeHHS
6e3 neramizawii nepediry 00rOBOPEHHS ITUTaHH.

V pasi norpedu 3a pilieHHsAM 3arajibHuX 300piB (KOH(EpEeHIIiT) KOJISKTUBY [IPOTOKOIN 3arajibHUX
300piB (KOH(EpPEHIIiT) KOTEKTUBY MOKYTh CKJIaJaTHCS y IIOBHIH (opMi.

HyMmepanis NIpoTOKONIB 3acilaHb IIEJAaroridHol pajd BEOETbCS B MEXKAaX HABYAIBHOIO POKY,
HPOTOKOJIiB BUOOPHUX OPraHiB - y MEKaX X HOBHOBAXKCHb.

Hymepattist mpOTOKOIIB BEIETHCS OKPEMO 32 KOKHOIO TPYIIO0 TIPOTOKOJIIB 3aCi/laHb Bi/IOBITHOTO
KOJICT1aJIbHOTO OpraHy.

3. JlaToro mpoTOKOITY € Jjata MpOBEACHHS 3aCiIaHHs.

3aro/oBOK /10 TEKCTY NPOTOKONIYy Mae BigoOpakatu BMA 3aciiaHHs (Hapaaa, 300pu, KoHdepeHLis
TOI10) a0 KoseriaibHOI JisIbHOCTI (KoMicis, paja, 300pu, podoya rpymna TOIIO) i BKIIOYATH HA3BY
BUJY JOKYMEHTA.

TeKcT npOTOKOITY CKIIAAAEThCSt 31 BCTYITHOI Ta OCHOBHOI YaCTHH.

V BCTyIHIl 9aCTHHI IPOTOKOITY 3a3HAYAIOTECS MIPI3BHINA Ta iHINiaan roloBU ab0 TOJIOBYIOUOTO Ha
3acigaHHi, 300pax TOIIO, CEKpeTaps, 3aIPOLICHUX, a TAKOX IIPUCYTHIX 0ci0.

V pasi norpebu 3a pillIeHHSIM BIAMOBIIHOTO OpraHy y CMUCKY NPHUCYTHIX 3a3HAYAIOTHCS MOCAIN
3aMpoNICHNX O0Ci0 Ta HaiMEHyBaHHS YCTAaHOB. SIKIIO KiNBKICTh MPUCYTHIX mepeBHiye 15 ocib,
3a3HAYAETHCS 1X 3arajbHa KUTbKICTh 3 HOCWIAHHAM Ha CIHCOK, IO JOJAETHCS 0 IPOTOKOILY.

4. BerynHa uyacTMHA MICTUTH MOPSAOK JEHHWH: Mepeiik po3nISiHYTHUX Ha 3acillaHHi NMHUTaHb.
IMopsiok KeHHUI MOAAETHCS HAIPUKIHII BCTYTTHOT YaCTHHU.

Cnosa «Ilopsok JeHHUI» APYKYIOTBCS B MEXi JIBOIO I10JIs, ITiC/Is HUX CTAaBUTHCS JBOKpAIIKa.
Kosxne nuranus HymMepyeThest apabCbKkuMH LudpaMu 1 ApyKyeTbest 3 ab3ary. PopMyBaHHS IUTAHb y
HOPSAZIKY JIEHHOMY IIOYMHA€ETHCS 3 IpuiiMeHHuKa «IIpo».

5. OCHOBHa 4YacTHHA NPOTOKOIY CKIAZA€ThCSA 3 PO3NLNIB, fAKI MAIOTh BilMOBIaTH IIyHKTaM
MOPSIZIKY IeHHOTO. Po3/1inu HyMepy1oThest apabCbKUMU L(pami 1 OyIyIOThCs 32 TAKOK CXEMOIO:

Juts ctucioi popmu mpotokonis: «CIIYXAJIN - VXBAJINIIN;
Jutst ToBHOT popmu tipotokontiB: «CJIIVXAJIN - BUCTYIIUIIN - YXBAJINIIN».

icnst cnoa «CIIYXAJIN» 3 HOBOTO psifiKa 3a3HAYArOTHCS MPI3BUILE Ta iHimianu (iHiuian iMeHi)
KOKHOTO JIONOBI 1aua.

V nosHi#t popmi npororory micis cnoBa « BUCTYIINIIN» ¢ikcyroTbest BUCTYNH THX 0OCi0, sKi
B3sUIM Y4acThb B OOrOBOPEHHI JONOBill (IMTaHHA IOPSAAKY JEHHOro). Buctynu odopmiroloThes B
[POTOKOJI i3 3a3HAYCHHSM IOCaJ, NPI3BUIL Ta iHiuianiB (iHiliany), IMEH JIOMOBiIa4iB y HA3UBHOMY
BIZIMiHKY, BUKJIAJICHHSIM 3MICTy BUCTYITy a00 MTUTAHHS, BiIIOBIJi Ha HHOTO.

6. TexcTu BUCTYIIB y IPOTOKONI BUKIATAIOTBCS BiI TPEThoi 0COOM OMHUHH.

Texcr abo Te3u JOMOBiAL, OQopMIIeHI SK OKpeMi IOKYMEHTH, 10 TEKCTY MpOTOKOIy He
BKITFOYArOThes. [Ticist BiloMOCTel Mpo JIOMOBia4a CTaBUThCS THPE 1 3a3HAa4aeThesl « TeKeT MomoBijmi
JIOIAETHCS [0 IIPOTOKOIY .



Micns cnoBa «YXBAJIMJIWY (ikcyeTbest NpuiiHATE pIIICHHS 3 OOrOBOPIOBAHOIO IUTAHHS
HOPSIAKY JCHHOTO, sSKe Ma€ BKJIIOYATH CKJIAJOBi, IO BIJANOBINAalOTh Ha TaKi MUTAHHS: KOMY, IO
3poOUTH 1 B KU CTPOK.

VY pasi KO0 HPUHAMAETHCS PILICHHS NP0 CXBAJCHHS, HOTODKEHHs, 3aTBEPIKEHHS TOKYMEHTa,
KU 00rOBOPIOBABCS HA 3aCiaHHi, e TOKYMEHT JOMAECThCS JI0 MPOTOKOTY. 3a HAasBHOCTI 1HIIMX
JIOKYMEHTIB, L0 PO3MISLIANNCS Ha 3acifaHHi Ta GakT oOroBopeHHs sSKuX Oys0 3a(iKCOBaHO B TEKCTI
IPOTOKOJTY, BOHM HYMEpYIOThCsl apabcbkumu tudpamu (Hanpuknan, poparok 1, noparok 2). Y
BI/ITOBITHMX IYHKTAX IIPOTOKOJIY NIPOCTABIISIOTHCS IOCHIAHHS Ha I1i JIOJIATKH.

IIpoToxon mignucye rojJoByrO4Mi Ha 3aciaHHi KOJIeriaJbHOro (JOpajdoro) opraHy Ta cekperap
(3a HasBHOCTI). [TpoToKkoi 3acinanb KOMIcCiil HiAMUCYIOTE yCI YWIEHH KOMICi.

7. JIucTH CKIANAIOThCs 3 METOI0 0OMiHY iH(OpMamicio Mk 3aKiIagoM Ta OpraHaMH Jep:KaBHOT
BJIA/IM, OPraHaMH MiCLIEBOIO CAMOBPSIYBaHHI, IX [10CAJ0BUMH 1 CIIy)X00BUMHU 0co0aMu, 3aKiagaMu,
yCTaHOBaMH, OPraHi3allisiMi Ta HIUMH Gi3HYHUMHU 1 FOPUARYHHMH 0CO0aMu.

bBranku mrcta MaroTh Taki PEKBI3UTH:
HaflMEHyBaHHS 3aCHOBHHKA (3aCHOBHHKIB) 3akiiany (Hanpukiaa, Ojecbka Michka pajia);
MOBHE HaiiMEHYBaHHS 3aKJialy BIAMOBITHO IO YCTAHOBYUX JOKYMCHTIB;

JIOBIZIKOBI JIaHi Mpo 3akiajn (MmomToBa ajpeca, HoMepH TenedoHis, (akciB, paxyHKiB y OaHKy,
ajipecy eJNEKTPOHHOI MOIITH TOIIO).

PexBi3uTn Jmcra: nara, peecTpariiHUi iHAEKC, IOCHJIAHHS Ha peeCTpalliiHui iHAEKC 1 JaTy
JIOKYMEHTa, Ha sKHil HaJaeThCsl BIAINOBLAL (32 mOTpedHM), agpecar, 3aroJiOBOK [0 TEKCTY, TEKCT,
BiZIMITKa MPO HAsIBHICTH JJOJATKIB (32 TOTpeOM), MiAMKC, BIIMITKA PO BUKOHABIIS.

Jlatoro nucTa € jgara HOro MiJNMCaHHs, sfka Mae 30iraTucs i3 JaTol peecTpauil BHXiIHOT
KOPECIIOH/ICHIIT.

TekcT nuCTa BUKIAIAETHCS BiA MEPIIOi 0COOM MHOKHHH 3 BHKOPHCTAHHSIM CJIiB: «IIPOCHMO
MOBIJIOMHUTH...», «PO3’SICHIOEMO, II10...».

3a3Buyail y JHUCTI MOPYLIYETHCS OHE NUTAHHS.

8. AKT - JIOKYMEHT, CKJIaJIeHUIT TPyIoI0 0ci0 i 3aCBIIUEHHs] BCTAHOBIEHUX (akTiB abo mouiii.
AKTH O(OpPMITIOIOTECS 3a pe3y/lbTaTaMH peBi3iil (hiHAHCOBO-rOCTIONAPCHKOI JISITBHOCTI, MiJ 4ac
IpUHMaHHsA-IIepeIaBaHHs CIIPaB, CIIUCAHHI MalHa TOLO.

Jlaroro akTa € jara Horo CKiaeHHs.
TekcT aKTa CKJIQJAETHCS 31 BCTYITHOI Ta KOHCTATYI04O0T YaCTHH.

V BCTyIHIH 9acTHHI 3a3HAYalOThCA MiACTABH VIS CKJIAJAHHS aKTa Ta Ha3WBAIOTHCS OCOOM, SIKi
CKJIaNH aKT a00 Oy/i IPUCYTHI IPH LIbOMY.

V  KOHCTaTylouiii YacTHHI BUKIAQJAIOTHCSl CyTh, 3aBaHHs, XapakTep BHKOHAHOI poOOTH,
BCTaHOBJEHI (hakTH, mpomo3Wilii Ta BHUCHOBKM. KoHcTaryrooua dacThHa MOKe O(DOPMIIFOBATHCS Y
BUIVIAA] TaOJIML.

Y KiHLI TEeKCTy aKTa 3aluCylOThCsl JaHi PO  KUIBKICTh NPUMIPHMKIB akra Ta iX
MiCII€3HAXOKEHHS.

AKT IinucyoTh yci 0codu, [ki Opaji y4acTs y HOro ckiaJaHHi.

Ocoba, sKa Mae 3ayBakeHHs JO 3MICTYy aKTa, HiJmucye iforo i BHKIAJa€ CBOIO IyMKy Ha
OKpEeMOMY apKy1li, SIKHil JOHA€ThCS O aKTa.

IV. PeecTpauiss noxymeHTiB

1. JIOKyMeHTH B 3aKiaji PeECTPYIOTHCS LEHTPATi30BaHO HE3AIEKHO Bil crocody 1X CTBOPCHHS,
OJICp’KaHHS UM BIATBOpEHHS. Y 3akiai MOXKE 3aCTOCOBYBAaTHCS aBTOMaTH30BaHa (hopMa peecTpartii
JOKYMEHTIB 3 BUKOPUCTAHHSM CIICL{iaIbHUX KOMII FOTEPHUX [IPOrPaM.

2. Peecrparist JOKYMEHTIB 3/iHCHIOEThCS BianoBigHo a0 [lpaBui oprawizauii aioBoacTea Ta
apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Peectpanis JOKyMEHTIB TPOBOJMTHCS 3 METOK 3a0e3ne4eHHs iX O0OMiKy, KOHTPOII 3a
BUKOHAHHSIM 1 ONEPAaTHBHUM BHKOPHUCTAHHSM iH(pOpPMALi Ta Mojisrae y BeACHHI 3amucy OOJIKOBUX
IAHHX TIPO JOKYMEHT, SIKUM (pikCyeThcs (haKT CTBOPEHHS, BiONpaBIeHHS a00 OTPHMAHHS TOKYMEHTa
IUIIXOM IMIPOCTABICHHS HAa HBOMY DPEECTPALIHOTO iHAEKCY i3 3aIMCOM Y BIONOBIIHUX JKypHallax
(6a3zax aBTOMATH30BAHUX CHCTEM) PEECTPALlil HEOOXITHUX BIIOMOCTEH MPO JJOKYMEHT.

4. Peectpamii miansraroTh BXiJHI, BUXiTHI Ta BHYTpIIIHI JOKyMEHTH (IOBiJKH, JIOTIOBiTHI
3aIMCKU, 3as1BU, IPOTOKOJIU 3aCiaHb MEJAroriyHuX paj, KOMiciil ToIo).

5. JlokyMeHTH peecTpylOThCs JIMLIE OAWH Pa3: BXIJHI - Y JICHb HAJXOJDKEHHs ab0 He Mi3Hiie
HACTYITHOTO pOOO0YOro JHS, SIKIIO JOKYMEHT HaiMIIOB y HepoOOdYMil 9ac, CTBOpIOBaHI - Yy JICHb
mianucants abo 3aTBEp/KEHHS.

6. JTokyMeHTH, SIKi HaJIXOISITh [0 3aKJIay, PeeCTPYIOThCS B XKyPHAJl BXiZHOI KOPECTIOH/ICHIIIT, Ti,
[0 BiANPABISIOTECS,- Yy JKypHaTi BUXIJHHX JIOKYMCHTIB, BHYTPIIIHI - y JKYpHaJIi BHYTPIIIHIX
JIOKYMEHTIB, HaKa3M - y )KypHallaX PeecTpalii HaKa3iB.

Iepenik JOKyMEHTIB, 110 HE MiASITal0OTh PEECTpallii CremiajdbHO TPU3HAUYEHOIO JUIS 1[bOrO
0C000F0, HABE/ICHO Y IOAATKY 3 /10 i€l [HCTpyKILii.

Dopmy peecTpalifiHOro jKypHaly Haka3iB KepiBHHKA 3aKjlaJy HaBeICHO Yy JOHaTKy 4 jo wiel
Incrpyxuii.

IpumipHi GopmMu  peecTpaliifHUX >KypHaTiB BXIAHMX, BHMXIJHUX, BHYTPIIIHIX JOKyMEHTIB
HaBeJIeHO Y Jozarkax 5-7 jo IlpaBui opranizanii Ji10BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.



7. JOKyMEHTH PEeeCTpPYIOThCS 3a IPylaMH 3aJIS)KHO BiJl Ha3BU BHUIY, aBTopa Ta 3micty. Okpemo
PEECTPYIOTCSL:

BXIiJTHI JOKyMEHTH;

HaKa3u 3 OCHOBHOI JisJIbHOCTI;

HaKa3H 3 PyXy y4HiB/BHXOBAHIIB;

HaKa3¥ 3 a/IMiHICTPATHBHO-TOCIIOIAPCHKUX MTUTAHb,

HaKa3W 3 KaJ[POBUX [TUTaHb TPUBAIIOTO 30epiraHHs;

HaKa3M 3 KaJPOBUX MUTaHb THMYACOBOTO CTPOKY 30epiraHHs;

BHYTPILIHI JIOKyMEHTH (IIPOTOKOJIM, JIOBIJIKH, JIONOBIJHI, IIOSCHIOBAIbHI 3allMCKH, 3asBH
MPAI[iBHUKIB TOIIO);

OyXrajarepchKi IOKyMEHTH;
3BEPHEHHS TPOMAJISIH, Y TOMY YHCIi 0aThKiB 400 3aKOHHHX MPEJICTABHUKIB YUHIB;
3anuTu Ha 1myosiuny iHdopMaltio.

8. JIOKyMEHTH, LI0 NepeJaoThCsl CICKTPOHHOIO MOIITOK Y CKaHOBaHIN (opMi Oe3 eeKTPOHHOTO
LM(PPOBOTO MIAMUCY, PEECTPYIOTHCSI OKPEMO BiJl IHIIMX JIOKYMEHTIB i3 3a3HAUYEHHSIM €JIEKTPOHHOT
aJ[pecy BiIpaBHUKA Ta ajpecara.

9. Ilig yac peecrpamii JOKYMEHTa HaJIa€ThCsl YMOBHE I[O3HAYEHHS - PeecTpauiifHuil iHmexc.
CxiaoBi  9YacTHHH  PEECTpaliffHOro  iHAEKCY JOKyMeHTa (KpiM  3BepHEHb  TI'DOMAaJH)
BIIOKPEMIIIOIOTECA OJHA BiJ OAHOI IPaBOOIYHOO MOXMIIOK PUCKOIO.

10. Jlns BXigHUX JOKYMEHTIB peecTpaliliHMil 1HAEKC CKIAJAeThesl 3 IOPSIKOBOTO HOMepa Ta
iH/IeKCy crpaBH, Hampukian 89/02-04, ne 89 - mopsaAKoBUi HOMEp TOKyMEHTa y Mexax poky, 02-04 -
IHJIEKC CIIPaBU 32 HOMEHKJIATYPOIO CIIPaB.

11. ¥V BuxigHoro Ta BHYTPIIIHBOIO (32 BHHSATKOM HAKa3iB, MPOTOKONIB) JOKyMEHTa
peecTpanifHuil iHAEKC CKIaNaeThesl i3 1HAEKCY CTpaBH 32 HOMEHKIATYPOIO CIpaB Ta IOPSIKOBOTO
HoMepa, Hanpuxian 02-04/176, ne 02-04 - imjgexkc chpaBu 3a HOMEHKIATyporo cmpas, 176 -
HOPSIIKOBHIL HOMEp JIOKYMEHTA Y MeXkax POKYy.

V. Ckj1aganHsi HOMEHKJIATYPH cripaB

1. Homenkmarypa copaB - O0OOB’A3KOBUH Ui 3aKIafy CHCTEMATH30BAHHU IEPeIiK Ha3B
(3arosoBKiB) cripas, mo GOPMYIOTHCS 13 3a3HAUYCHHSIM CTPOKIB 30epiraHHs CIipas.

2. HomeHknatypa cmpaB CTBOPIOETBCS 3 METOIO BCTaHOBJIGHHS B 3aKJIal €IMHOTO MOPSJAKY
(opmyBaHHs crpaB, 3abe3medeHHs iX 00Ky, ONEPAaTUBHOIO IMOUIYKY JOKYMEHTIB 3a iX 3MICTOM i
BH/IOM, BU3HAUCHHS CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOIO JUIS CKJIaJJaHHS ONHCIB CIIpaB ITOCTIHHOTO
Ta TpuBanoro (moxax 10 pokis) 30epiranHs, a Takox Ul OONiKy crnpaB THMuacoBoro (10 10 pokis
BKJIFOYHO) 30€piranHsi.

3. Cxiaianast Ta 0hOPMIICHHST HOMEHKIIATYPH CIIPaB 3/ifICHIOETHCS BiIITOBITHO 10 BUMOT TIaBH 1
po3zxainy 1V IlpaBun opranizarii 1iJIoBOACTBa Ta apXiBHOTO 30epiraHHsi.

4. HomeHknarypa crpaB 3akjay po3poOJsieThCS BiJIOBIIANBHOK 0C0000 (BIAMOBIAQTBHUMA
oco0aMM) 3a OpraHizariiio AUTOBOACTBA Y 3aKIa/i 13 3alydeHHAM (axiBLiB CTPYKTYPHUX MiAPO3IUTIB
3aKuiajy (3a iX HassBHOCTI).

5. HomeHkiarypa cHpaB yXBalIOETbCS EKCIEPTHOIO Komiciero (mami - EK) 3zakmanmy, sika
CTBOPIOETHCS BINMOBIAHO IO 3aKOHOABCTBA.

6. KepiBHHK HOBOCTBOPEHOTO 3aKkiiajy 3000B’S3aHMI He Ii3HIIIE OIHOTO POKY 3 IIOYaTKy
JisneHOCTI moxatn cxpaneHy EK 3akiagy HOMeHKIaTypy CrpaB Ha PO3INIS[ eKCIIEpPTHO-TIEPEBipHiil
komicii (mami - EITK) BiamoBigHoro mepxaBHoro apxiBy, EK apxiBHOTO Bijiiny pailOHHOT JepKaBHOT
azminictpanii abo MicbKoOi pajy, Y 30HI KOMIUIEKTYBAaHHS SIKOTO IepedyBae 3akiai, Ul IPOBEISHHS
€KCHEePTH3M LIHHOCTI JIOKYMEHTIB 3 METOI0 1X MOXJIMBOIO BIJIHECEHHS 1O JoKepen (hopMyBaHHs
HanionansHoro apxisHoro ¢onay (gani - HAD).

7. 3akmaj, MmO HAJICKUTH 10 Jukepen (GopmyBaHHI HAD, y momagbmIOMy IOTOKYE CBOIO
HoMeHKJaTypy cupas 3 EITK BinoBiHOro 1epixKaBHOTO apxiBy.

8. Bakiajn, y MiSUTBHOCTI SIKOTO HE YTBOPIOIOTHCS MOKyMeHTH HA®D, moromkye HOMEHKIATYpPY
crpas 3 EK oprany ynpapiiHHS 0CBITOIO.

9. HomeHkiaTypa cripaB 3akjajy Miuisrae Noro/UKeHHIO 3 BIAMOBIHUM JIEp)KaBHUM apXiBoM abo
OpraHoOM YTIPaBJIiHHS OCBITOIO OJNWH pa3 Ha I’ATh POKIB ab0 HEBIJKIaJHO B pa3i iCTOTHHX 3MiH y
(hopmi BIACHOCTI, CTPYKTYpi, PyHKLIAX Ta XapakTepi poOOTH.

10. IToromxkeny EIIK Bixnosinuoro nepsxasHoro apxiBy abo EK oprany ympaBiiHHS OCBITOIO
HOMEHKJIATypy CIpaB 3aTBEP/KY€E KEPIBHUK 3aKIIay.

11. HanpukiHmi poky HOMEHKJIATypa ClIpaB 3aKpUBAEThCS I1iCYMKOBUM 3aIICOM PO KaTeropii Ta
KUIBKICTB CIIPaB, 3aBEJICHUX Y BIIIOBIJHOMY POLi.

12. Homenknarypa crpas 1mopoky (He miznime 20 TpyjHsi) YTOYHIOETBHCS, 3aTBEPIUKYETHCS
KEpIBHIKOM 3aKJIaly Ta BBOAUTHCS B Jif0 3 01 CiuHs HACTYITHOTO POKY.

VI. ®opmyBaHHA cNpaB, 30epiraHHs JOKYMeHTIB

1. ®opmyBaHHsS cHpaB - TPYyMyBaHHS BHKOHAaHUX JOKYMCHTIB y CIpaBM BIAMOBIZHO 10
HOMEHKJIATYPU CIIPaB.

2. dopmyBaHHs CHpaB 3aKiaay 3/1HCHIOETbCS 3 JoTpuMaHHsM BuMor [IpaBun opranizauii
TIJTOBOZACTBA Ta apXiBHOTO 30€piraHHs JOKYMCHTIB.



3. Haka3u 3 OCHOBHOI AisJIBHOCTI 3aKIIajy, aJAMIHICTPAaTUBHO-IOCHONAPCHKUX, KaJAPOBUX IHUTAHb
Ta pyXy y4UHiB/BHXOBAHI[B IPYIyIOTHCS B Pi3HI CIIPaBU y XPOHOJIOTIYHOMY MOPSAKY BiNOBIAHO 10 IX
BUJIIB Ta CTPOKIB 30epiraHHs.

4. JlokyMeHTH, 3aTBepPKEHI HAKa30M KepiBHUKA 3aKIajy, € JONATKAMU JIO HBOTO 1 IPYIyIOThCA
pa3oM i3 UM PO3MOPSATIUM JOKYMEHTOM.

5. JIuCTyBaHHS TPYIYEThCS 3a 3MICTOM i KOPECTIOHICHTCHKOIO O3HAKOK Ta CHCTEMATH3YETHCS B
XPOHOJIOITYHOMY HOPSAKY: JOKYMEHT-BIANOBIAb PO3MILILY€ETHCS 3a TOKYMEHTOM-3aIIUTOM.

6. AndasiTHa KHUra yuHiB/BUXOBAHLIB, )KYPHAIN TPy TOAOBKEHOTO JHS, 00Ky MPOIMYIIEHNX
i 3aMiHEHMX YPOKIB, KHUTH OOJIIKY Ta BHJIa4l CBIJIOITB i JOJATKIB JI0 CBIIOUTB PO 0a30BYy 3arajbHy
CEepEeJHIO OCBITY, aTeCTATIB Ta JOAATKIB [0 aTECTATiB [IPO MOBHY 3arajibHy CEPEIHIO OCBITY, 30J0THX
Menmaneit «3a BHCOKI TOCATHEHHS y HAaBYaHHI» Ta CPiOHHX Menaiteil «3a JOCSATHEHHS y HaBYAHHI»
IPOLIHYPOBYIOTECSA, a CTOPIHKM HyMepyroThes. Ha ocTaHHIM cTOpiHLI *KypHaIy/KHHTH POOHTBCS
3aIUC NP0 KUIBKICTh CTOPIHOK y KyPHAJII/KHM31, 1110 MiJNUCy€e KepiBHUK 3akiany. [lianuc kepiBHuKa
CKPITUTIOETHCS TIEUATKOIO 3aKIIaty (3a HastBHOCTI).

7. Y pasi norpedu 3a piLICHHSIM [EJaroriuHol paju y 3aKiiajii MOXKYTb CTBOPIOBATUCS Ta BECTHUCS
IHILT Ky pHAIU (KypHAJ IPAKTUYHOTO TICUXO0JI0Ta, COLIaIbHOTO MEAArora ToLlo).

VII. Excneprusa ninnocti jokymentis. Ilopsiiok nmiiroroBku cnpas 10
nepeJaHHs Ui apxXiBHOro 30epiranus

1. ExcriepTu3a [iHHOCTI JJOKYMEHTIB Ta MOPS/IOK IiIFOTOBKU CIPAB JIO MEPE/IaHHs ISl apXiBHOTO
30epiraHHst 3[1HCHIOIOTbCS Ha TifcTasi IpaBun opranizauii IiIOBOACTBA Ta apXiBHOro 30epiraHHs
JIOKYMEHTIB.

CrieriajbHi BUMOTH JIO €KCIIEPTHU3M IIHHOCTI JIOKYMEHTIB Ta IOPSAKY HiJITOTOBKH CIIPaB JI0
nepelaHHs Jyist apXiBHOTo 30epiraHHs 3akiiay nepeadadeHi wiero [Hcrpykiiero.

2. Jlns opraizauii Ta NpOBENEHHS EKCHEPTH3M LIHHOCTI JIOKYMEHTIB, IO YTBOPHIUCA Y
JIJIOBOJICTBI 3aKiajy, Ta IIOJAHHS pe3yIbTaTiB eKCIePTH3M I[IHHOCTI JOKyMeHTiB Ha posmin EIIK
neprxaroro apxiy (EK apxiBHoro Bimjiny paifoHHOT JeprkaBHOT ajgMiHicTpaiii abo MiChkoi pazn)
yrBoproeThest EK 3akmamy. CtBopennss EK ta opranizaiis i poOoTH 3ifICHIOIOTBCS BiMOBITHO 10
nocranoBu KabGinery MinictpiB Ykpainu Bix 08 cepmust 2007 poxy Ne 1004 «IIpo mposemeHHst
eKCIEePTH3M LIHHOCTI JOKYMEHTIB» Ta Haka3zy MinictepcTBa roctuii Ykpainu Bix 19 wepsus 2013
poky Ne 1227/5 «IlIpo 3arBepivkeHHsI THUIIOBOIO IOJIOXKEHHS PO €KCHEePTHY KOMICIIO JepiKaBHOIO
opraty, oprafy MiCLEBOr0 CaMOBPSIyBaHHsI, JEPIKABHOIO | KOMyHAJIBLHOIO MiANPUEMCTBA, YCTAHOBU
Ta oprasizarii», 3apeectpoBaHoro B Minictepctsi foctuirii Ykpainu 25 uepsast 2013 poky 3a Ne
1062/23594.

Cxnan EK ta nonokenus npo Hei 3aTBep/UKYIOThCSI Haka3oM KepiBHMKa 3akiany. [omosoto EK
MIPU3HAYAETHCSL OJMH 13 3aCTYIHUKIB KEpiBHMKa 3aKjajy, CeKperapeM - ocoba, Bi/IIOBifaibHA 3a
JIOKYMEHTH, 1110 MiIAraloTh 30epirantio Ta nepejanHio B apxis.

Jo cxknany EK 3aknany 3a ix 3rof010 MOXyTb BXOAMTH NPEACTABHUKHN apXiBHUX YCTAHOB, OPraHy
BUIIOTO piBHA (BIANOBIIHOTO OpPraHy YIpaBliHHS OCBITOI0), METOAMYHHMX LEHTPIB, MpodeciiHiHux
CITIJIOK, TX 00’ €/IHaHb.

3. Cnpasu nocriitHoro ta TpuBaioro (moxnaja 10 pokiB) 30epiraHHs mepeaaTbesi Ha 30epiraHHs
0c00i, BIAMOBIJIANBHIA 3a apXiB, 3a OIKCAMH, IO CKJIAAlOThCs OCOOAaMH, BiIOBIIATBHUMHA 32
(popMyBaHHS CIIPaB 3 BiJIMOBIHOTO HANIPSIMY.

TTpUAHATTS KOKHOT CIIPABH 3[1HCHIOETHCS Y IPUCYTHOCTI MPALIBHUKA, SIKUH MEPe/1ac JOKYMEHTH.

4. YV KiHIII KOKHOTO TIPUMipHMKA OMHCY ocola, BiMOBiIaNbHA 3a apXiB 3aKiaiy, MPOCTABIISE
MINAC WOA0 NPUHHATTA ClpaB 3 OOOB’SI3KOBHM 3a3HAYEHHsAM KiIbKOCTI (LmdpaMu i clioBaMH)
[epe/laHnX CIIpaB 1 3a3Ha4ae aaTy.

5. IMicas npuitHATTS crpaB MOCTiiHOroO Ta TpHuBanoro (moHax 10 pokis) 30epiranHsl, 3 KaJpOBUX
[UTaHb 0c00a, BIJNMOBIJANbHA 32 apxXiB 3aKiajay, Ha IIIJCTaBi OIMNCIB CIIPaB, 3a SKMUMH 3IiHCHEHO
MPUAHSTTS JIOKYMEHTIB, 32 BCTAHOBJICHOIO (DOPMOIO TOTYE PiuHi PO3/ILIK 3BE/ICHNUX OIUCIB CIIPaB:

mocTiitHoro 30epiranus (y 3aKiai, 1o € keperoM popmyBaras HAD);
TpuBaioro (moxaja 10 pokis) 36epiranus;
3 KaJPOBHUX [HTAHb.

Oco60t10, BIAMOBIIAILHOO 33 apXiB, CKI3JA€ThCS aKT PO BHIYYCHHS JJIsl 3HUIIIEHHS IOKYMEHTIB,
He BHeceHux 10 HAD.

6. 3Be/leHUI OIKC CIIPaB IIOCTIHHOIO 30epiraHHs CKIIAJAe€ThCs y YOTUPHOX HpuMipHuKax. [licis
cxBaneHHs: EINK nepxxaBHOro apxiBy Ta 3aTBepPKEHHs KEPIBHUKOM 3aKiajy OAUH HOro NMpUMIpPHUK
HAMpaBIA€TbC JEepXKaBHIM apXiBHI yCTaHOBI 4M apXiBHOMY BTy MICbKOI pajaH, y 30HI
KOMIUICKTYBAaHHs SIKOTO IepeOyBae 3akiiaz, APYTHil HPUMIPHUK 30epiraeTbesi K HEZOTOPKAHUM
0c00010, BIJIMOBIANFHOIO 32 apXiB 3aKJajy, TPETid, YeTBEPTHI - BUKOPHCTOBYIOTHCS Y 3aKiaji Juis
[IOTOYHOrO TOIIYKY CIIpaB i y pasi iX mepefaHHs Ha MMOCTiliHe 30epiraHHs HaJXOAsATh A0 BiAMOBiIHOT
apXiBHOT yCTaHOBH.

7. 3Bezenuit onuc Tpusanoro (monax 10 pokiB) 30epiraHHs CKIQNAEThCA Yy TPhOX MPUMipPHHUKAX.
Jlo HBOrO BKIIIOYAIOTHCSI TAKOXK CIPABH, SIKi 32 HOMEHKJIATYPOIO CIIPaB MAalOTh CTPOK 30epiraHHs «I0
mikBinanii 3axinamy». [licis cxsanenns EK 3akiiaqy npuMipHHKY OHMHCY HAIPABIAIOTHCS HAa CXBAJICHHS
EK oprany ympaBmiHHA ocBiToro. Ilicist moBepHEHHS BCiX HPHMIpPHHKIB ONHCY HOTO 3aTBEpIKYE
kepiBHUK 3aKuany. [lepumii npumipHnk onucy 30epiraeTbest B 3aKiIajii K HEOTOPKAHUMH, APYTHH - €
po0ourM i BHKOPHCTOBYETHCS JUIsi MOTOYHOTO TMOIIYKY CHpaB, TPEeTi Mo)ke HaACHIaTHCs Ul
KOHTPOJIIO BiAIIOBITHOMY OpraHy yIPaBIiHHS OCBITOIO.

8. Omuc crpaB 3 KaJpoOBHX NMUTAHb CKIAJA€THCS Y 3aKJIa/ll, SKUM:

€ exepenom popmysanus HAD - y Tpbox npumipHukax;



He € JukeperioM GpopmyBanns HAD - y 1BoxX npumipHUKax.

9. 3arofoBKM CIpaB ONUCY 3 KaJAPOBUX NUTAHb CUCTEMATU3YIOThCS 3a HOMiHAJLHOIO O3HAKOINO
(rpymyBaHHS B OZHY CIIpaBy JOKYMEHTIB OTHOTO BHJy) y TaKiif MOCIiTOBHOCTI:

Haka3u KepiBHUKA 3aKiIaly 3 KaIpOBUX ITUTAHb;

HaKa3U KepiBHUKA 32Ky 3 PyXy y4HiB/BIXOBAHIIB;

00JIIKOBI JIOKYMEHTH;

CIIMCKY YYHIB/BMXOBAHI[B (a/i(haBiTHA KHUTA YUHIB/BMXOBAHIIIB);
JKyPHAIIH peecTparlii HakasiB 3 KaJpOBHUX IINTAHB;

0c000BI CIIPaBH NIPaliBHUKIB;

KOHTPAKTH, TPYLOBI JOTOBOPY;

OyxranTepcbki JH0KyMeHTH (0coOOBI paxyHKH i3 3apoOiTHOI miatv, B pasi iX BiJCYyTHOCTI -
PO3paxyHKOBI BiZIOMOCTI i3 3aprijiaTh);

JIOKyMeHTH 1po Tapudikaiito (tTapudikaiiiiHi BiZoMOCTi (CIIHCKN));
JIOKYMEHTH IPO MPOBEICHHS JeprKaBHOI aTecTallii;

KHUTH O0JIKY 1 BUa4i CBIIOLTB Ta JOJATKIB 10 CBIJOLTB Mpo 0a30By 3arajbHy CEPEIHIO OCBITY;
aTecTaTiB Ta JOJATKIB [0 aTeCTaTiB MpO MOBHY 3arajibHy CEPEIHIO OCBITY, 30JI0THX Memaneh «3a
BHCOKI IOCATHEHHs Y HaBYaHHI» Ta CPiOHUX Mezaiell «3a TOCATHEHHs Y HaBYaHHI»;

JOKYMEHTH NPO HEIaCHi BUMNAIKH (aKTH, IPOTOKOJIN, BUCHOBKH, XKyPHAJIN);
KypHAIH PeecTpaii ocid, MOTepIIUTHX B HEIACHUX BHIIAJIKIB;

XKypHAIX 00TIKy pyXy TPYIOBHX KHIKOK Ta BKJIAJOK 10 HUX;

JKYpHaJI peecTpalii HakasiB 3 pyXy y4HiB/BUXOBAHIIIB;

He3arpeOyBaHi 0COOUCT] JOKYMEHTH IIPALiBHYUKIB (TPYNOBI KHIDKKH).

10. Oco6oBi crpaBu BHOCATHCS JI0 OIKCY 38 POKOM 3BUILHEHHSI MPAI[iBHUKA I CHCTEMATH3YIOThCSI
3a MPI3BUIIIAMH 3BITEHCHUX TIPAIIiBHUKIB B aI(haBITHOMY TIOPSIKY.

11. 3Beneni omucu cnpaB HOCTiiiHOTO, TpHuBaioro (monax 10 pokiB) 30epiraHHs, 3 KaIpOBUX
MUTaHb Ta AKT MPO BUWJIYYEHHsS AJIs 3HUIIEHHS AOKyMEHTIB, He BHeceHMX N0 HAD (mani - akt mpo
BUJTYUCHHS JUIS 3HUIIEHHS JOKYMEHTIB), po3misiaatoThest EK 3akmany oqHouacHo.

12. 3aknan, wo e kepernoM (opmysanus HA®D, omucu cnpaB mocrifinoro 30epiranHs ta 3
KaJpPOBUX MUTaHb PA30M 3 aKTAMU PO BUIYUCHHS IS 3HUICHHS TOKyMEHTIB miciist cxsasenns ix EK
3akitany nogae Ha po3raan EINK BiamoBigHOro fep:kaBHOTO apXiBy.

13. 3aknan, mo He € mxepenoM (opmysanss HAD, omucu cnpas 3 KagpoBHX IHTAaHb Pa3oM 3
aKTaMH TIPO BHITy4YEHHs Ul 3HUIICHH JOKYMEHTIB micis cxanenns 1x EK 3aknany nomgae Ha po3ran
EK apxiBHOTO BijyIilly palilOHHOI Jep:KaBHOI ajMiHicTpallii abo apxiBHOTO BiJIilly MICBKOI pajiu.
Onucu crpas Tpusanoro (nonax 10 poki) 30epiranns micis cxsanenns EK 3aknany nopaiorbest Ha
posnsan EK oprany ynpasmiHHS 0CBIiTOIO.

14. TloroyxeHi (cxBaJieHI) aKTH TPO BWJIYHYCHHS ISl 3HUILCHHS JIOKYMCHTIB, HC BHECCHHX 0
HA®, 3aTBepKYIOTBCSI KEPIBHUKOM 3aKJIaTy.

15. Tlicns 3aTBEP/UKCHHS aKTa IIpO BUIIYYCHHS JJISI SHUILIEHHS Z[OKyMCHTiB 3aKJjiaJl Ma€ IpaBo
SHUIINUTHA TOKYMEHTHA.

16. KepiBHuK 3aK1agy 3000B’s3aHHIl 320€3neUUTH 30epEKECHHS TOKYMCHTIB, a y Pa3i BKIIOUCHHA
3aK/Iay A0 CHHCKY IOpHAMYHHUX oci0 - jukepen dopmyBanHs HA®D micns 3akiHueHHsS BCTaHOBIEHUX
TPaHMYHUX CTPOKIB iX 30epiraHHs B IIbOMY 3akKjajJi - 3a0e3leYdTH MepeaHHs JIOKYMEHTIB JUis
nocTiitHOro 30epiranHs J10 BIAMOBIAHOT A€PXKaBHOT apXiBHOI yCTAHOBU YU apXIBHOTO BIJYILTY MiCBKOT
panu.

T'enepajbHuii IupexTOp
JMPEKTOPATy AOLIKIJIbHOT
Ta WIKLTBHOI OCBITH A.O. OcMo10BCHKHIT



Honarok 1

1o [HCTpyKIii 3 AioBOACTBA

Y 3aKJIaJiaX 3arajabHOi CEpeHbOI OCBITH
(mynxr 3 poszainy IT)

BUMOI'
10 0opopMIIEHHS JOKYMEHTIB, 1110 BUTOTOBJSIIOTHCS 32 1I0IIOMOI010
KOMIT’KOTePHOI TeXHIKHU

1. Jlnst ApyKyBaHHS TEKCTIB CIIy:KOOBUX JIOKYMEHTIB BHKOPHCTOBYEThCs rapHitTypa Times New
Roman, mpudt - po3mipom 12-14 npykapCbKUX IyHKTiB. J03BONZEThCS BHKOPHCTOBYBATH MIPH(T
po3mipoM 8-12 OpyKapChbKUX IyHKTIB AU IPYKyBaHHS PeKBI3UTY «lIpi3Buine BUKOHABLS 1 HOMEp HOro
TenaeoHy», BUHOCOK, TIOSICHIOBAJIBHUX HAIHCIB IO OKPEMUX EJIEMEHTIB TEKCTy JTOKyMeHTa abo Horo
PEKBI3UTIB TOLLIO.

I1ix yac ApyKyBaHHS 3arojOBKIB JO3BOJIE€THCS BUKOPUCTOBYBATH HAMIBXUPHUN MIPUPT (psiMuit
a0o0 KypcHB).

2. TekcT noKyMeHTIB Ha marepi gpopmary A4 (210 x 297 miniMeTpiB) peKOMEHJOBAHO APYKYBaTH
gepes 1-1,5 MikpsiakoBoro intepsaiy, a popmary AS (210 x 148 mimimerpi) - yepes 1 MDKPSAKOBHIA
iHTEepBaJ.

JIOKyMEHTH ITOBUHHI MaTH Taki mojst (MUTIMETpiB):
30 - niBe;

10 - npasge;

20 - BepXHE Ta HIKHE.

PexBizuTn OKyMeHTa (KpIM TEKCTY), sIKi CKIaqaloThCs 3 KITBKOX PSJIKIB, APYKYIOThCs 4epe3 |
MiKpsiaKoBuii iHTepBai. CKIIaJOBI 4aCTHHHU PEKBi3UTIB «Anpecar», «Ipud 3arBepmkenns», «pud
MOTOPKEHHS» BiJOKPEMITIOIOTHCSI OAMH BiJ] OJTHOTO uepe3 1,5 MIKPSAKOBOIO IHTEpBaIy.

PexBi3nTH TOKyMEHTa BITOKPEMITIOIOTHCS OJTMH BT OTHOTO Yepe3 1,5-3 MDKPSITKOBUX 1HTEpBAITH.
3. Ha3Ba BUJIy JIOKYMEHTa APYKYETHCS BEITMKAMH JIiTEpaMH.

4. PosummgpyBanus nianucy B peksizuti «Ilinnuc» apykyerbes Ha piBHI OCTaHHBOIO PAZKa Ha3BU
HOCANN.

5. He poOuThCs BIZICTYIT BiJT MK JTIBOTO TOJIS JUISE PEKBI3HTIB «/laTa TOKyMEHTa», «3arooBOK /10
TeKeTy nokymeHrtay, «Texer» (0e3 a03auiB), «BiaMiTka mpo HasBHICTH a0AaTKiBY», «lIpi3Buine
BUKOHABLSL 1 HOMep Horo TeneoHy», HaiiMeHyBaHHs nocaau y peksisutax «Iligmue» ta «I'pud
[IOTO/DKCHHS», HaIKcy «3rigHo 3 opuriHaiom», a Takok ciiB «CIIVXAJIN», «BUCTYIINIIN»,
«YXBAJINJIN», «cHAKA3YHO».

6. 3a HasBHOCTI KiJIbKOX IpU(]IB 3aTBEPPKEHHS | NOTOJUKEHHsT BOHM PO3MILLYIOTLCS HA OJHOMY
piBHI BepTHUKalIbHUMH psixkamu. Ilepmmii rpud - Bix Mexi jdiBoro mois, Apyruii - uepes 104
MUTIMETPH BiJl MEXKi JIIBOTO MOJIS.

7. Tix yac oopmIIeHHS TOKyMEHTIB Ha JIBOX 1 OLIbIIE CTOPIHKAX Jpyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH IpoHYMepoBaHi. [lepiiia cTopiHka He HyMEpYy€eThCs.

8. TekcTu TOKyMEHTIB MOCTIIHOTO 30epiraHHs JPYKYHOThCs Ha OfHOMY Ooli apkyma. JlokymMeHTu
i3 CTpOKOM 30epiraHHs /10 5 pOKiB MOYKHa JIPyKyBaTH Ha JMIbOBOMY 1 3BOPOTHOMY OOLli apKyIiia.



Jonarok 2

1o [HCTpyKIii 3 AioBOACTBA

Y 3aKJIajiaX 3arajabHOi CepeIHbOI OCBITH
(mynxkr 4 posainy IT)

NEPEJIIK
JIOKYMEHTIB, HA SIKUX MiIMKC M0CAJT0BOI 0CO0M 3aCBiTUYEThCH BiAONTKOM
MEeYATKH 3aKJIATY

1. Axtu (BUKOHAaHHs pOOIT, CIUCAHHS MarepiajlbHUX IIHHOCTeH, ()IHAHCOBUX TEpeBipoK,
BUJIYYCHHS JOKYMEHTIB JIUIs 3HUIICHHSI, TIEpeIaBaHHs CIIPaB TOLIIO).

2. JloBinku (Ipo BHKOPHCTaHHSA OOIKCTHHUX AaCHTHYBaHb Ha 3apOOiTHY ILIATy, HAapaxoBaHy i3
3apo0ITHOI MJIATH TOIIIO).

3. JloroBopw (mmpo marepiajibHy BiIMOBIIaIbHICTh, HAYKOBO-TEXHIYHE CITIBPOOITHUIITBO, MiPSI/IH,
OpEHIY MPHUMIICHb, BAKOHAHHS POOIT TOILIO).

4. JlokymeHTH (IOBiJKH, IMOCBIYEHHS TOLIO), IO 3aCBIYyIOTh HpaBa IPOMAJsH 1 IOPUAUYHUX
ocib.

5. JlopydeHHs Ha ofiepKaHHs TOBapHO-MaTepialbHIUX IHHOCTEH.

6. 3aBaHHs (Ha NPOEKTYBaHHs 00’ €KTiB, TEXHIYHHUX CIIOPYJ, KaliTajabHe OyIiBHHLTBO, TeXHi4HI
TOIIO).

7. 3pa3ku BIZOUTKIB MEYaTOK 1 MiINNCIB MPaliBHAUKIB, AKi MAIOTh IPABO 34iHCHIOBATH (iHAHCOBO-
TOCIOIapPChKi omepaii.

8. Komrropuc BUTpaT (Ha KalIbKy/ALi0 32 JOTOBOPOM, Ha KamiTalabHe OyIiBHHITBO TOIIO).

9. Jluctu rapantiiini (Ha BUKOHAHHS pOOIT, HAAAHHS MOCIYT TOIIO).

10. Onmcu cripaB mocTiitHoTo, TpHBasioro (moHaa 10 pokiB) 30epiranusl, 3 KaJpOBUX MUTaHb.
11. lIraTHi po3nucu.

12. TpynoBi KHHKKH.



Honarok 3

1o [HCTpyKIii 3 AioBOACTBA

Y 3aKJIaJiaX 3arajabHOi CepeHbOI OCBITH
(myHkt 6 po3ainy IV)

NEPEJIIK
JMOKYMEHTIB, 1[0 He MiJISIraloTh peecTpauii cneniajJibHO NPU3HAYEHOIO JIJIs
I[LOT'0 0C000I0

—

. Ipadixu, Hapsau, 3asiBKU, PO3HAPSIKH.

. 3Beniennst Ta iHdopmalis, HaaicaaHi 10 BioMa.

. HaBuanbHi miaHu, OCBIiTHI mporpaMu (Korii).

. PexiamHi 10BiZloMII€HHS, IIJIaKaTH, IPOrpaMH Hapajl, KOH(pepeHLii Tomuo.
. Hopmu Butpar marepianis.

. BiTanbHi aucty i 3anporieHHs.

. IpykoBaHi BuIaHHs (KHUTH, )KYpPHAJIH, OIOJIETEHI).

. Micstuni, KBapTaibHi, MBPIYHI 3BITH.
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. ®OpMH CTATHCTHYHOT 3BITHOCTI.

10. Jlorosopu.



Honarok 4

1o [HCeTpyKIii 3 AioBOACTBA
Y 3aKJIajiaX 3arajabHOi CEpeIHbOI OCBITH
(myHkt 6 po3ainy IV)

PEECTPALIIMHUM )KYPHAJI
HaKa3iB KepiBHHKA 3aKJIa1y

Peectpauiiinuii
iHICKC (HoMep)

Jlata naka3sy

3aronoBoK HaKazy

[IpizBuue, ininianu|Ipizsuie, iniuiann

TpaiiBHUKa, HA

BIJIOBI JaTbHOT

IMpumitkr

Hakazy SIKOTO TTOKJIa/IeHUI ocobu
KOHTPOJIb 32 (BiI1OBI 1A IbHUX
BUKOHAHHS HaKa3y ocid)
1 2 3 4 5 6
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