MIHICTEPCTBO OCBITH I HAYKU YKPATHU
HAKA3
Ne 676 Bin 25 uepsHs 2018 poky

3apeecTpoBaHO
B MiHicTepcTBi focTumii YKpainu
11 BepecHs 2018 p. 3a Ne 1028/32480
IIpo 3aTBePAKEHHS TcTpyxmii 3 I1JI0BOACTBA
y 3aKJj1a/1aX 3arajibHOi cepeaHboI OCBITH
Bigmosigao 1o myskrty 8 IlomosxeHHs mpo MiHICTEpPCTBO OCBITH 1 HAyKn YKpaiHH, 3aTBEpIAKEHOTO TTOCTAHOBOIO
Kab6inety MinictpiB Ykpainu Big 16 xoBTHs 2014 poky Ne 630, myHkTy 369 miaHy npiopuTeTHHX il Ypsay Ha
2018 pik, 3aTBepmxeHoro posnopsmxerasm Kadinery MinictpiB Ykpainu Bin 28 Gepesnst 2018 poky Ne 244-p,
HAKA3VYIO:
1. 3aTBepauTy [HCTPYKIitO 3 AITOBOACTBA y 3aKIIaax 3arajibHOI CepeIHbOi OCBITH, IO JIOJIAETHCS.

2. JlupekropaTy JOIIKUILHOI Ta MKUTEHOT ocBiTH (OcMONMOBChKHE A. O.) 3a0€3MeYNTH B yCTAHOBICHOMY MOPSIKY
MOJIaHHS [[POTO HAKa3y Ha JIep)KaBHY peecTpailito 10 MiHicTepcTBa HOCTUIT YKpaiHu.

3. Lleit Haka3 HaOMpae YMHHOCTI 3 AHS HOTO OQIiHHOTO OIMyOTiKyBaHHSL.

4. KoHTpoIh 32 BUKOHAHHSIM I[LOTO HaKa3y MOKIACTH Ha 3acTymHHKa MiHicTpa Xoozes I[1. K.

Minictp JI. M. I'puneBng

[NOI'O’KEHO:

I'onosa HepxaBHoi CITy>X0H
CHEeiaJIbHOTO 3B'SI3KY Ta
3axucTy iHpopmanii Ykpainu JI. O. €BaoueHko

[epmmii 3aCTYIHUK l'onoBn
JeprxaBHOi apxiBHOI cityk0u YKpaiHu I. M. Kicinb

3ATBEP/I2KEHO
Haxka3 MinictepcTBa oCBiTH 1 HAYKU Y KpaiHU
25 yepBHa 2018 poxy Ne 676
3apeecTpoBaHO
B MiHicTepcTBi FocThIlii YKpainu
11 Bepecus 2018 p. 3a Ne 1028/32480
IHcTpykuist 3 AIJI0BOACTBA Y 3aKJIaJaX 3arajbHOI cepeHbOI OCBITH
|. 3aranbHi nosioxkeHHs

1. Il [HCTpYKIIis BCTAHOBIIIOE 3arajbHi BUMOTH IIOJI0 JOKYMEHTYBaHHS YIPaBJIiHChKOT iHQopMaIlii Ta opranizartii

pOOOTH 3 TOKYMEHTaMH Y IepP’KaBHUX 1 KOMYHAJIbHUX 3aKJIa/laX 3arajibHoOi cepeIHbOi OCBITH (ami - 3aKJIaan).

2. JloTpuMaHHS BHMOT IOJO TMOPSAKY BEJCHHS JOKYMEHTYBAaHHs, BCTAHOBJICHUX 1€l IHCTPYyKIli€, €
000B'SI3KOBHM JIJIST 3aKJIafiB.

3. 3akyany OpraHi3oByIOTH JTOBOACTBO BiJMOBIAHO 10 IHCTPYKIIii, sIKa pO3p0OOIIsi€ThC HA OCHOBI ITi€i [HCTpyKmil
Ta 3aTBEPKYETHCSA KEPIBHIKOM 3aKiIamy.

4. Opranizaliisi IiJIOBOJCTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3TJISIOM Ta MPOXOHKCHHSM JIOKYMEHTIB y 3aKiaji
3IACHIOIOTHCS BiIOBIIATBHO 0CO000 (BIAMOBIIAIBHUMHU 0CO0aMM ), sika (K1) TPU3HAYAETHCS (TPU3HAYAKOTHCS)
KEPiBHUKOM 3aKJany.

5. CTBOpEHHS EJICKTPOHHHUX JOKYMEHTIB 3[iHCHIOETBCS BIANOBIAHO 10 3akoHiB YkpaiHu "IIpo enekTpoHHI
JOKyMEHTH Ta €JIeKTpOHHUHU mokyMmMeHToo6ir", "[Ipo emextponHmii nudposmii miamuc", Hakasy MiHicTepcTBa
roctullii Ykpainu Big 11 mucromana 2014 poky Ne 1886/5 "I1po 3atBepmkenns [lopsaky poOOTH 3 €eKTPOHHHMHU
JIOKYMEHTaMH Yy AUTOBOACTBI Ta iX MIArOTOBKM 10 NepelaBaHHs Ha apXiBHEe 30epiraHHs", 3apeecTpOBaHOTO B
MinicrepcTsi roctuiii Yxpainu 11 nuctonana 2014 poky 3a Ne 1421/26198.


https://osvita.ua/legislation/other/52125/

3akiag MOXYTh CTBOPIOBATH JOKYMEHTH THUMYacoBOro (7o 10 pokiB BKIIOYHO) CTPOKY 30epiraHHs JHILIE B
€JICKTpOHHIA (opMi 3a yMOBH HAsBHOCTI BIAMOBIHOTO TEXHIYHOTO 3a0e3Me4eHHs 3 ypaxXyBaHHSIM BHMOT
3aKOHOJIaBCTBA YKpaiHu Ta i€l [HcTpyKitii.

6. Ilopsnox oprasizaimii JiIOBOACTBA 3a 3BEPHCHHSMH TpOMAsH, 3alUTaMHd Ha IyONiyHy iH(popMaIlio
BU3HAYAETHCs 3akoHamu Ykpainu "[1po 3BeprenHs rpoMasa”, "[Ipo moctyn mo myOmivnoi iHpopMarii".

7. Y 3aknaji JiI0OBOACTBO 3A1HCHIOEThCS AEPKAaBHOK MOBOK. JIOKyMEHTHU CKIIQIAI0ThCs AEPKABHOK MOBOKO, KPIM
BUIMAJIKIB, Tepe0aueHIX 3aKOHOAABCTBOM IIPO MOBH B YKpaiHi.

JIoKkyMeHTH, sIKi HaJICHJIAIOThCS 1HO3EMHHM anpecartaM, O(GOPMIIOIOTHCS YKPATHCHKOIO MOBOIO, ab0 MOBOIO
JiepKaBU-aipecara, abo OJJHIEI0 3 MOB MI>KHAPOJIHOTO CITiJIKYBaHHSI.

8. Ctpoku 30epiraHHs JOKYMEHTIB, III0 CTBOPIOIOTHCS IiJ| 4Yac IisUTBHOCTI 3aKiajay, BU3HAYAIOTHCS HAaKa30oM
MinictepcTBa toctuiii Ykpainu Big 12 kBiTHa 2012 poky Ne 578/5 "Ilpo 3atBepmxenHs [leperniky THITOBUX
JIOKYMEHTIB, 110 CTBOPIOIOTHCA MiJ] Yac JisSUIbHOCTI Aep)KaBHUX OPraHiB Ta OpraHiB MiCIEBOTO CaMOBPSyBaHHS,
IHIINX YCTAHOB, MIJIIPUEMCTB Ta OpraHi3almii, i3 3a3HaYCHHSIM CTPOKiB 30epiraHHs JOKYMEHTIB", 3apeeCTPOBaHUM
y Minicrepetsi roctumii Ykpaiau 17 kBitHs 2012 poky 3a Ne 571/20884 (31 3miHaMn).

I1. 3arajabpHi BUMOTH /10 CTBOPEHHS, 0()OPMJIEHHS TA JOKYMEHTYBAHHS YNPaBJIiHCbKOI iHGopmaii
1. JlokyMeHTyBaHHS yIpaBIiHCHKOI iH(opMalii 3akiany Mmojisrae y CTBOPCHHI JOKYMEHTIB, IO CIPSIMOBaHI Ha
BUPIIIECHHS YIPaBIiHCHKUX PillICHb.

2. Ha3ga Buny mokymeHTa (Haka3, IPOTOKOJ, JOMOBIHA 3alKCKa TOIO) Ma€ BiMOBiIaTH Ha3BaM, MepeI0aYCHUM
pozminom 3 JlepkaBHoro kiacudikatopa ympasiiHchkoi aokymentartii JJK 010-98, 3zaTBepmkeHoro Hakazom
JlepxaBHOTO KOMITeTy YKpaiHH 110 CTaHAapTH3allii, MeTpoJIoTii Ta ceptudikamnii Bia 31 rpyanas 1998 poky Ne 1024
(31 3MiHaMM).

OdopMIileHHS PEKBI3UTIB OpraHizaliiiHO-pO3NOpsAAYOi JOKYMEHTAlil Ta MOPSAOK iX pO3TallyBaHHS MaroThb
BignoBigati HarionansHOMy cTaHmapTy Ykpainu "JlepxaBHa yHiikoBaHa cucTeMa JTOKyMeHTallii. YHi(ikoBaHa
CHCTEeMa OpraHi3aliifHo-po3nopsAauoi JokyMeHTallii. Bumoru 1o odopmtoBanus nokymentis. JICTY 4163-2003",
3aTBEpIPKEHOMY Haka3oM JlepaBHOTO KoMmiTeTy YKpaiHM 3 NHTaHb TEXHIYHOTO PETYIIOBAHHS Ta CIOXKHUBYOI
nomituky Bif 07 kBitHa 2003 poky Ne 55 (mami - ZICTY).

3. OpranizaniiiHo-po3nopsadi JoKyMeHTH 0(hOPMITIOIOThCS Ha OJIaHKAaX, 1[0 BUTOTOBISIOTHCS 3TiJHO 3 BUMOTaMHU
JACTY Ta niei IncTpyxktii.

VY 3akmazi MOXyTh BUKOPHCTOBYBATHUCS Taki ONaHKH TOKyMEHTIB:

e  3aranpHUI ONAHK JUIS CTBOPESHHS Pi3HUX BUJIIB JOKYMEHTIB (0€3 3a3HaueHHA Y OJIaHKY Ha3BH BUIY JIOKYMEHTA);
e  OJIaHK JINCTA;
e OnaHK HaKasy.

Bumorn 10 opopmIIeHHS TOKYMEHTIB, 1[0 BUTOTOBJISIOTHCS 33 JOMOMOI'OK KOMITIOTEPHOT TEXHIKH, HABEJICHO B
nonatky 1 o uiei [HCcTpyKii.

4. TTocaoBi 0COOM MIAMUCYIOTh JOKYMEHTH B MEKaX CBOiX MOBHOBaXXCHb, BU3HAYCHUX 3aKOHOJJABCTBOM Y KpaiHH,
CTaTyTOM 3aKIajay, MOCaJIOBUMH IHCTPYKIIISIMU, HAKa30M TPO PO3MOJIiI 00OB'S3KIB MikK KEpIBHUKOM 3aKialy Ta
HOro 3aCTyMHHKAaMH TOIILO.

BinoutkoMm meyatku 3akiany (3a HasBHOCTI) 3aCBiUYIOTH MIAMUC MMOCAJ0BOI 0COOM HA JIOKYMEHTaX i3 MUTaHb
oprasizauniifHoi Ta (piHaHCOBO-TOCIIOAAPCHKOI JisUIBHOCTI 32 MEpeikoM TOKYMEHTIB, Ha SKUX MiANUC M0CaI0BOI
0co0u 3acBiqUy€eThCS BiIOMTKOM ITEYATKH 3aKJaly, HABEACHUM y JOAATKY 2 10 miei [HcTpykiii.

BinOuTok mevyaTku CTaBUTHLCS TakK, OO BiH OXOIUTIOBAB OCTaHHI KUTbKa JIiTep HallMEHYBaHHs Tocaau 0coOH, sKa
MiJrcana JOKYMEHT, ajie He MiJIHC MocaoBol 0Co0HM, a00 MPOCTABISETLCS HA OKPEMO BUIIJICHOMY JJISl IIbOTO
micii 3 Bigmitkoro "M. I1.".



5. 3akman Mo)ke 3acCBiIUyBaTH KOIMii JIMIIE TUX JOKYMEHTIB, IO CTBOPIOIOTHCSA B HHOMY, a TAaKOXK Yy BHIIAJKAX,
nependaveHuX B ad3alli APYroMy bOTO MyHKTY.

VY pa3i miAroToBKM TOKYMEHTIB JJIsi HaJaHHS CYJIOBHM OpraHam, ITiJi Yac BHpIIIEHHS MUTAaHb MIOJ0 MPUHHATTS
rpoMaJiiH Ha poOOTYy, HAaBYaHHS, 3aCBIIYCHHS iX TPYIOBHX Ta IHIIMX IPaB y B3a€MOBITHOCHHAX 13 3aKJIaJIOM, a
TaKOX IiJT 9ac (JoOpMyBaHHS OCOOOBUX CIIPAB MPAI[iBHUKIB 3aKJIa]] MOXKE BUTOTOBJIATH KOIII1 TOKYMEHTIB, BUIAHUX
IHIIMMH yCTaHOBaMH (KOIIii IOKyMEHTIB IIPO OCBITY TOIIO).

Binmitka "Komis" mpocTaBIseThCs HA TUIILOBOMY OOIli Y BEPXHBOMY MPABOMY KYTKY IEPIIOT0 apKylla TOKyMEHTa.

Komii HakasiB, iHIMMX IOKYMEHTIB 3acBifdye (3aCBiAUylOTh) BiANOBifadbHa ocoba (BiAMOBiJaNBHI 0co0OHM) 3a
OpraHi3alliro JIiJI0BOJICTBA Y 3aKJIali.

6. Y pa3i motpeOu MPOBEJCHHS OIIHKA JOIUIBHOCTI CTBOPEHHS JOKYMEHTa, HOT0 OOIpYHTOBAaHOCTI Ta
BIJIMOBiJTHOCT] 3aKOHOJABCTBY 3/iMCHIOETHCSI TOTOKEHHS JIOKYMEHTA.

[ToromkeHHS JOKYMEHTIB MOXe 3IICHIOBATHCH MTOCAIOBUMH 0CO0aMHM 3aKJiaay, sSKi BIAMOBIIHO 10 X KOMIETESHIII T
BUPILIYIOTh MUTaHHS, TOPYIIEHI B TOKYMEHTI (BHYTPIIIHE MOTOIKEHHS), @ TAKOXK 3a1HTEPECOBAHUMH YCTaHOBaMHU
(30BHIIIIHE MOTOJKCHHS).

[loromkeHHS TOKYMEHTIB 3IMCHIOETHCS BiMOBIAHO JIO BUMOT Hakasy MiHicTepcTBa tocTuiii Ykpaiau Big 18
yepBHs 2015 poky Ne 1000/5 "IIpo 3aTBep/mkenHst [IpaBui opranizarlii JiTIOBOJICTBA Ta apXiBHOTO 30epiraHHS
JOKYMEHTIB y NIep»KaBHUX OpraHax, OpraHax MICIICBOTO CaMOBPSIIYBaHHsI, Ha ITiIIPHEMCTBAX, B YCTaHOBaX 1
opraizamisix", 3apeectpoBaHoro y MiHictepctsi roctutiii Yikpainu 22 yepBHsa 2015 poky 3a Ne 736/27181 (nmamni -
IpaButa oprani3aiiii 1iJIOBOJCTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB).

I'pud noromxeHHs po3minnytoTh HUxk4Ye pekBizuty "[limmuc". Bin ckmagaerses 31 cnoa [TOI'OJPKEHO (6e3
JIATIOK), Ha3BH MMOCAJN OCOOH, SIKa MOTOKY€E TOKYMEHT (Pa3oM 3 HaliMEeHyBaHHSM 3aKJIafay), MiAMUCY, iHimiany(iB)
1 Ipi3BUILA, TATH MOTOJHKEHHS.

[Ipuknan:

MO0 ’KEHO

Hupexrop riMuazii Ne 5

[Mignuc [Himian(u), npizBuiie

05.02.2018

7. 3aTBepKEHHS yNPaBIiHCHKUX JOKYMEHTIB 3A1IHCHIOEThCS OCOOMCTO KEPIBHUKOM 3aKiIaly BiAMOBIAHO 70 HOTO

MTOBHOBAKEHb a00 PO3MOPSIIYMM JOKYMEHTOM 3aKjaay i3 3a3HAUeHHsSM Ha JOKYMEHTI rpuca 3aTBepaKeHHS,
0(OPMIICHOTO BiJIOBITHUM YHHOM.

[opsmok 3aTBepIKCHHS JOKYMEHTIB 3IIHCHIOETLCS BIAMOBIIHO 110 [IpaBuit opraHizariii 1iJIOBOJICTBA Ta apXiBHOTO
30epiraHHs TOKYMEHTIB.

I'pud 3arBepmkeHHs ckianaerbes 31 cnosa 3ATBEP/DK VIO (6e3 namnok), Ha3Bu mocaay, mianucy, iHiniamy(iB) i
Mpi3BHUIIIA 0cOOH, siKa 3aTBEprIia TOKYMEHT, TaTH 3aTBEPKEHHSI.

[puknan:

3ATBEPIKYIO

Jupekrop rimHaszii Ne 5

[Mignuc IHimian(u), npizBuiie

07.03.2018

VY pasi 3aTBep/DKEHHS JOKYMEHTA PIllleHHSIM KOJIETIaIbHOrO OpraHy Trpud 3aTBep/DKEHHS CKIAIaeThes 31 CI0Ba
3ATBEPIXXEHO (0e3 namok), Ha3BH, JaTH 1 HOMepa IOKYMEHTa Y Ha3WBHOMY BIJIMIHKY.

[Ipuknan:

3ATBEP/KEHO
[Iporokoun 3aciganHs



MeJarori4yHol pajau
rimuazii Ne 5
06.05.2018 Ne 40
I11. Oco6a1uBi BUMOTH 10 CKIAJaHH JeSIKUX BH/IiB TOKYMEHTIB
1. Haka3s - po3nopsauunii JOKyMeHT, SIKUH BUJIa€ KEPIBHUK 3aKiIaay Ha MpaBaxX € JMHOHAYATBHOCTI Ta B MEKaX CBOET
KOMITIETEHII, OOOB'I3KOBHII [UII BHKOHAHHSA mmijiernuMu. Haka3su BHIAIOTBECS 3 OCHOBHOI MiSIBHOCTI,
aJIMiHICTPaTHBHO-TOCIIOIAPCHKHX, KaJIPOBUX MTUTAHb 3aKJIay, a TAKOXK PyXy YUHIB.

Hakasu 3 OCHOBHOI HisIBHOCTI, aJIMiHICTPATHBHO-TOCIIOJAPCHKHUX, KaIPOBHX IMUTaHb, PYXY Y4YHIB/BHXOBAaHIIIB
MIAMUACYIOThCS KEPIBHUKOM 3aKiamy, a 3a HOro BiJCYTHOCTI - 0C00OI0, sSKa BHKOHY€ HOro OOOB'S3KH, Ta
PEeCTPYIOThCS B XKypHaJlaX peecTpallii HakasiB.

HiCHH HiILHI/IcaHHﬂ HakKa3y 3MiHI/I J0 HbOT'O BHOCATHCS JIMIIC NUISIXOM BHJIAHHSA HOBOT'O HaKa3y PO BHECECHHS 3MiH.
Haxkaz odopmittoeThest Ha OaHKY Hakaszy 3aKiajy.

3MiCT HaKa3y CTHCIIO BUKJIAJA€ThCA B 3arOJIOBKY, SIKMH MOYMHAETHCS 3 MpuiitMeHHHKa "lIpo" Ta ckiamaeTbes 3a
nmoriomoroto  BimmiecniBHoro imennuka ("[Ipo 3atBepmkenHs...", "Ilpo ctBopenHs...") abo imennuka ("IIpo
MiICYMKH...").

]

TekcT Hakazy 3 OCHOBHOI [isUTBHOCTI, aJAMIHICTPaTHBHO-TOCIIONAPCHKUX IMHUTAaHb Ta PYXy YYHIB/BHXOBAHIIIB
CKJIAIA€ThCA 3 IBOX YACTHH - KOHCTaTy040i (mpeamOyIn) i po3nopsayoi.

Y KOHCTaTyI04il UaCTUHI 3a3HAYAETHCS MifcTaBa, OOIPyHTyBaHHs a00 MeTa BUJAaHHS Haka3y. Po3nopsaaua yacTuHa
Haka3y nmounHaeThed i3 cnoBa "HAKA3VYIO", sike OpyKyeThCsl 3 HOBOTO PSAKa BEJIMKHMH JITEpaMu 0e3 BiICTYILy
BiJI JTIBOTO ITOJISI 1 JTATTIOK, ITIiCJIsl YOT'O CTABHTHCS JABOKpAITKA.

SIkio HaKa3 BUJAETHCS Ha Hi,Z[CTaBi 1HIIIOTO po3IopsAa40oro JOKymMEeHTa, y KOHCTaTYIO'-Iiﬁ YaCTHHI 3a3HAYAIOTLCS
Ha3Ba BUY bOI'O JOKYMECHTA, oro aBTOp, AaTa, HOMEP Ta 3arojloBOK.

Haxka3u HymMepyloThcs B IOPSIKY iX BHIAHHS B MEXKaX KaJICHOAPHOTO POKY; HAKa3d 3 OCHOBHOI MIsUTBHOCTI, pyXy
Y4HiB/BUXOBAaHIIiB, aJIMiHICTPaTUBHO-TOCIIOJJAPCHKUX, KaJPOBUX MUTaHb MAIOTh OKPEMY MOPAIKOBY HyMepailito. 3
METOI0 PO3PI3HEHHSI TPYIT HAKa3iB JI0 PEECTPAIifHOTO 1HIEKCY Haka3y depe3 nedic 0JAEThes JIITEpHA BiIMITKA,
HATIPUKIIA;

e  HakasW 3 aJMIHICTPATUBHO-TOCIOAAPCHKUX MUTAHD - No 2-T;
e  HakasW 3 KaJIpOBUX NMHUTaHb — Ne 2-K;

e  HaKasW IMPO HAJaHHS MOPIYHUX OCHOBHUX BIJITYCTOK Ta BiIIYCTOK Y 3B'I3KY 3 HABYaHHIM IpPAIliBHHUKIB - No 2-
B;
e  HakasW 3 pyXy Y4HiB/BHXOBaHIIIB — Ne 2-y.

2. IlpoToKoN - NOKYMEHT, Yy SIKOMY (DiKCYeThCsl Mmepedir BeAeHHS 3acifiaHb, YXBAJCHHS pPIlIeHb AOpaAdUMHU Ta
KOJICTiaJILHUMU OpraHaMu, KOMiCisIMH TOIIIO.

[TpoTokoun 3aciaHb MeAaroriqHuX paj, IHIMX JOPaIIHX Ta KOJETialbHUX OPTaHiB CKIAAAI0THCS B CTUCITIN (opMi.
VY mpoTOKOJIi, CKIaJICHOMY B CTHCIIN (Gopmi, (IKCYIOThCS JMINEe MPUHHATI pillIeHHs 0e3 naeTaiizalii mepediry
00roBOpEHHS MUTAHHSL.

VY pasi nmotpebu 3a pimieHHSAM 3aranbHuUX 300piB (KOH(EpeHIii) KOJEKTHBY MPOTOKOJM 3araibHUX 300piB
(xoH(epeHI1ii) KONEKTUBY MOXKYTh CKJIaIaTHCA y OBHIH (opmi.

Hywmepartist mpoTOKOIIB 3aciiaHb MEAAaroriyHol pagy BEJEThCS B MEXKaX HaBYAIBHOI'O POKY, IPOTOKOMIB BUOOPHHX
OpraHiB - y MeXax X TIOBHOBa)KEHb.

Hywmepariist poTOKOJIiB BEIEThCS OKPEMO 32 KOKHOIO TPYITIOI0 MPOTOKOJIB 3acijlaHb BIAMOBIIHOTO KOJETiaIbHOTO
oprany.



3. JlaToro MPOTOKOJY € J1aTa MIPOBEJCHHS 3aCiJaHHA.

3aronoBoK 0 TEKCTy NMPOTOKONIY Mae BimoOpaxkaTu BHUJ 3acifaHHs (Hapaja, 300pu, KOoH(epeHILis Tomo) abo
KOJIeTianbHOI AISITBHOCTI (KOMicid, paja, 300pH, poboya rpyma TOmo) i BKIIOYaTH Ha3BY BHIY JOKYMEHTA.

TeKcT IPOTOKOIY CKIIANAETHCS 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

VY BCTYNHIM YacTHHI MPOTOKOJIy 3a3HAYAIOTHCS MPI3BHUINA Ta iHIMIadM T'OJOBH a0O TOJIOBYHOUOTO Ha 3aciJaHHi,
300pax ToIo, CeKpeTaps, 3alpoIIeHHX, & TAKOXK MIPUCYTHIX OCiO.

VY pasi notpedu 3a pillleHHAM BiAMOBIHOTO OPTaHy y CUMCKY MPUCYTHIX 3a3HAYAIOThCS ITOCATU 3aIPOIICHUX OCIi0
Ta HAHMEHYBAaHHS YCTAHOB. SIKIIO KiJBKICTh MPUCYTHIX MepeBHIIye 15 0cib, 3a3HaYaeThCs IX 3aranbHa KUTBKICTB 3
MOCHJIAHHSIM Ha CIIHCOK, 1110 JIOJA€THCS JI0 MPOTOKOILY.

4. BcrynHa 4acTHHA MICTHThH MOPSIOK JACHHUMN: NEpeliK PO3MIIHYTHUX Ha 3acigaHHi muTaHb. [lopsnok meHHMH
MOJIAETHCS HATIPUKIHII BCTYITHOI YaCTHHH.

Croa "[opsiiok JeHHHA" IPYKYIOTHCS B MEXKi JIBOTO TOJIS, IICIsl HUX CTaBUThCS IBOKparka. KoxkHe mUTaHHS
HyMepYy€eThCsl apaObChbkuMK IHdpamu 1 OpyKyeThes 3 ab3amy. @DopMyBaHHS TNHUTaHb y TOPSIIKY JACHHOMY
MOYMHAETHCSA 3 TpuitMenHuka "I1po".

5. OcHOBHa YaCTHHA MPOTOKOIY CKJIAJA€ThCS 3 PO3AUIIB, SIKI MAIOTh BIANOBIAATH MyHKTAM HOPSIKY AECHHOTO.
Po3ainu HymepyroThcs apabchkuMu nudpamu i OyAyIOThCS 32 TAKOK CXEMOIO:

e s crucnoi popmu nporokomis: "CIIYXAJIU - YXBAJIMIN";
e s moBHOI popmu npotokomis: "CIIYXAJIU - BUCTYIIWIIN - YXBAJIUIIN".

[Micnst cnoBa "CJIIYXAJIN" 3 HOBOTO psjKa 3a3HAYalOTHCSA NPI3BHUINE Ta iHimiamM (iHIiIiag iMeHi) KOKHOTO
JIonoBizaya.

VY noBHii popmi ipoTokoiry micis cioBa "BUCTYITUJIN" (ikcyroThcs BUCTYIH THX 0Ci0, SIKI B3SJIM y4acTh B
00roBOpeHH1 JOMOBi Al (MUTaHHA MOPAJKY AEHHOr0). BUCTYIH 0(OpMITIOIOTECS B IPOTOKOMI 13 3a3HAUEHHIM TOCa,
Mpi3BUI] Ta iHIiIiamiB (iHiliamy), iMEH JIOMOBiJadyiB y Ha3MBHOMY BiIMIHKY, BHKJIQJCHHSM 3MICTy BHUCTYIy a0o
MMMTAaHHS, BIAMOBIII Ha HHOTO.

6. TekCTH BUCTYIIIB y IPOTOKOJII BHKJIAJAFOTHCS BiJl TPETHOT OCOOH OHUHHU.

Texct abo Te3n momoBiai, oOpMIIEHI SK OKpeMi JOKYMEHTH, JI0 TEKCTY IPOTOKOJIy HE BKIFOYarOThes. [licis
BIZIOMOCTEI PO IOMOBi1aua CTABUTHCS THPE 1 3a3Ha4aeThest "TEKCT AOMOBIl JOAETHCS 10 IPOTOKOITY".

[Ticns cnosa "YXBAJIMJIN" dikcyeTbes npuiHATE pillieHHS 3 0OrOBOPIOBAHOTO MUTAHHS MOPSAAKY JEHHOTO, SIKEe
Ma€ BKJTIOUaTH CKJIQJOBI, 110 BiAMOBIAIOTh HA TaKi MMUTaHHS: KOMY, 1[0 3pOOUTH 1 B SIKMH CTPOK.

VY pasi Ko mNpuHMaeThCs PIMICHHS IPO CXBAJCHHS, MOTO/PKCHHS, 3aTBEP/UKEHHS JOKyMEHTa, SIKHH
00rOBOpIOBABCSI Ha 3aciJlaHHi, el JOKYMEHT JONAETHCS JIO MPOTOKONY. 3a HAsABHOCTI IHIIMX JTOKYMEHTIB, IO
pO3TIsIaNKCs Ha 3aciIaHH1 Ta (hakT 0OroBOpeHHS IKUX 0yII0 3a(hiKCOBAHO B TEKCTI MPOTOKOY, BOHH HYMEPYIOThCS
apaOcpkuMu Mppamu (HanpukiIal, 104aToK 1, g1oaaTok 2). Y BiAMOBIAHUX MYHKTaX MPOTOKOJY MPOCTABIISIOTHCS
MMOCHJIAHHS Ha 111 JOJATKH.

[IpoTokou miANKUCcye TONOBYIOUMI Ha 3acCilaHH] KOJIeTiaJbHOTO (I0OpaJadoro) opraHy Ta cekpetap (3a HasBHOCTI).
[IpoTokout 3acitaHb KOMICii MiIMUCYIOTh YCI YWICHH KOMICIi.

7. JluctH cxiIamaroThCs 3 METOK 0OMIHY iH(OpMaIIi€ro MK 3aKJIaJIOM Ta OpTaHaMH Jep>KaBHOT BIIaJi, OpraHaMu
MICIIEBOTO CaMOBPSIyBaHHS, IX IIOCaIOBUMH i CITy’KOOBHMH 0CO0aMHU, 3aKJalaMi, YCTaHOBAMH, OpPTaHi3alisMH Ta
IHMUMH (PI3UIHUMH 1 FOPUANIHUMH 0COOaMH.

bnanku 1ucTa MarOTh Taki PEKBI3UTH:

e HailMeHyBaHHs 3aCHOBHMKa (3aCHOBHHKIB) 3akjaay (Hampukial, Onechka Micbka pana);



o IIOBHEC HaﬁMCHyBaHHﬂ 3aKiagy BiI[HOBiI[HO A0 YCTaHOBYHX I[OKyMeHTiB;

e JIOBIZKOBI JaHiI Mpo 3akiajx (IOIITOBa ajpeca, HOMEpH TeledoHiB, (akciB, paxyHKIB y OaHKy, aJpecy
CIIEKTPOHHOT MOIITH TOIIIO).

PekBizuTamu nucTa €: 1ata, peecTpaliiHui iHJIeKC, MOCHJIAHHS Ha PEECTPAIliiHUN 1HJCKC 1 J1aTy JOKyMEHTa, Ha
SIKMI HAaJIA€ThCS BIJINOBIE (32 MOTPeOH ), ajipecart, 3aroJIOBOK JI0 TEKCTY, TEKCT, BIIMITKA PO HASBHICTH JIOJIATKIB
(3a moTpedwm), mianuc, BiJIMiTKa TPO BUKOHABIISL.

JlaToro yicTa € nara foro mignucaHHs, sika Ma€ 30iraTUCs 13 JaTO0 peecTpallii BUXiHOT KOPECTIOHICHITII.

TekcT aucTa BUKJIALAE€THCS BiJl mepuioi 0coOM MHOXHMHHU 3 BUKOPHUCTaHHSAM CIIiB: "OPOCHUMO MOBiAOMHTH...",
"po3'sicHI0eEMO, 1110...".

3a3BHUail y JIUCTI MOPYIIYETHCS OHE MUTAHHSL.

8. AKT - IOKYMEHT, CKIQJCHWIl TpyHow ocid uis 3acBiT4eHHsS BCTaHOBJICHUX (akTiB abo momid. AKTH
0(OPMITIOIOTECSL 32  pe3yJIbTaTaMH PeBi3iid  (PIHAHCOBO-TOCTIONAPCHKOT TisUIBHOCTI, MiJ Yac MNpUiMaHHS-
nepeaaBaHHs CIIpaB, CIIMCAHHS MalfHa TOMIO.

JlaToro aKkTa € jmaTa Moro CKiaaJeHHs.
TekcT akTa CKIIagaeThes 31 BCTYITHOT Ta KOHCTATYOYO01 YaCTHH.

VY BCTyITHIH YacTHHI 3a3HAYAIOThCSA TiACTABH I CKJIaJaHHs aKTa Ta HA3UBAIOTHCS 0COOH, AKi CKiIany akT abo Oy
IPUCYTHI IIPU I[LOMY.

VY KOHCTaTyIOWili YaCcTHHI BHKJIANAIOThCS CYTh, 3aBJaHHS, XapaKTep BHUKOHAHOI pPOOOTH, BCTAaHOBICHI (hakTH,
MPOMO3HIIii Ta BUCHOBKU. KOHCTaTyr049a yacTiHa MOXe O(OPMITIOBATHCS Y BUIIIS TAOJHIII.

VY KiHIIi TEKCTy aKTa 3alUCYIOTHCS JIaHi MPO KUTBKICTh MPUMIPHUKIB aKTa Ta 1X MiCIIe3HaXOIKCHHS.
AKT TAMHACYIOTH YCi 0COOH, SIKi Opaji y4acTh Y HOTO CKJIaJJaHHi.

Oco0a, sika Ma€ 3ayBa)XCHHS JI0 3MICTYy aKTa, MiJIKICY€E HOTO 1 BUKIAJIA€ CBOIO JYMKY Ha OKpEMOMY apKyIili, SKAH
JIOTAETHCS JIO aKTa.

IV. PeecTpanisi TokyMeHTiB
1. lIokyMeHTH B 3aKJIaJii peECTPYIOTHCS LEHTPAIi30BaHO HE3aJe:KHO Bij criocoly 1X CTBOpEHHS, OJepKaHHS UM
BIATBOPEHHS. Y 3aKJaji MOXKe 3aCTOCOBYBATHCS aBTOMAaTH30BaHa (hopMa peecTpaii JOKYMEHTIB 3 BUKOPHCTAHHSIM
CrHeniaJbHUX KOMIITOTEPHUX IPOTpaM.

2. Peectpaltist TOKyMEHTIB 3[IIICHIOEThCS BiiMOB1IHO 110 [IpaBwit opraHizaiiii JiJIOBOJICTBA Ta apXiBHOTO 30epiraHHs
JIOKyMEHTIB.

3. Peectparlisi JTOKyMEHTIB TPOBOJUTHCS 3 METOIO 3a0e3ME4YeHHsI iX O0OJiKy, KOHTPOJIIO 3a BUKOHAHHSIM 1
OTIEPATUBHUM BHUKOPHCTAHHSIM iH(OpMAILlil Ta MONATae y BEICHHI 3aHUCy OOTIKOBUX JAHHUX MPO AOKYMEHT, SIKUM
¢ikcyeTbcs (PaKT CTBOpEHHs, BiANpaBleHHs a00 OTPUMaHHS JOKYMEHTA IIUISIXOM IIPOCTaBJICHHS Ha HBOMY
peecTpalifHoOro iHAEKCY i3 3amMcoM Yy BIAMOBIIHHMX JKypHajaxX (0a3ax aBTOMAaTH30BaHMX CHUCTEM) peecTparlii
HEOOXiAHUX BiIOMOCTEH PO TOKYMEHT.

4. Peecrpauii mijuiAraroTh BXiJHI, BUXiJHI Ta BHYTPILIHI JOKYMEHTH (OBIIKH, MOMOBITHI 3allMCKH, 3asBH,
MIPOTOKOJIM 3aCiaHb MEAATOTIYHNX paj, KOMICiil TomIo).

5. JIoKyMeHTH peecTpYIOThCS JIUIIIE OJIMH pa3: BXiJHI - Y IeHb HAJIXOKEHHS a00 He Mi3Hille HACTYITHOTO poO0Y0ro
JTHS, SIKIO IOKYMEHT HAJIHIIOB y HEpOoOOUHid Yac, CTBOPIOBAHI - y ICHb MiIHCAHHS a00 3aTBEPIXKCHHSI.

6. JIokyMeHTH, $Ki HaAXOJSITh JO 3aKJIaJy, PEECTPYIOThCS B JKypHalIl BXiJHOT KOPECHMOHICHINi, Ti, IO
BIIIPABIISAIOTHCS, - Y XKYPHaJl BUXITHUX JOKYMEHTIB, BHYTPILIHI - Y )KypHaJl BHYTPILIHIX JOKYMEHTIB, HaKa3M - y
XKypHaIax peecTparii HakasiB.



Ilepenik MOKYMEHTIB, 1[0 HE MiJJSTalOTh PEECTpallii CleliadbHO MPU3HAYEHOIO IS I[LOT0 0CO00I0, HABEJICHO Y
JIojaTky 3 1o i€l [HCTpyKIii.

DopMy peecTpaniifHOTro XypHaITy Haka3iB KepiBHHUKA 3aKJaly HaBEIACHO y NoAaTKy 4 1o miel [HcTpykmii.

IMpumipHi hopMu peecTpanifHUX KypHATIB BXiAHUX, BUXIAHUX, BHYTPIIIHIX JOKyMEHTIB HaBEICHO y JOAATKaxX 5
- 7 no IlpaBwt opraHizaiiii JiJIOBOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

7. JJOKyMEHTH peecTpyIOThCS 3a TPYIIaMH 3aJIe)KHO BiJ Ha3BU BHIY, aBTOpa Ta 3MicTy. OKpeMo peecTpyIOThCS:

®  BXIiJHI JOKYMCHTH;

e  HAKa3W 3 OCHOBHOI JisSJILHOCTI,

®  HakasW 3 PyXy YYHiB/BUXOBAaHIIiB;

e  HakasW 3 aIMiHICTPATUBHO-TOCIOAAPCHKUX MTUTAHBD;

e  HaKasW 3 KaJ[pOBHX IMUTaHb TPHBAJIOTO 30epiraHHs;

e  HaKasW 3 KaJPOBUX MUTaHb THMYACOBOT'O CTPOKY 30€piraHHs;

e  BHYTpIIIHI JOKyMEHTH (TIPOTOKOJIHN, JOBIJKH, JOMOBIIHI, TOSCHIOBATIbHI 3aIIMCKH, 3asiBH TPAIliBHUKIB TOIIO);
e  OyXranTepchKi JOKYMEHTH;

e  3BCpHCHHS IPOMAJSH, Y TOMY YHCIi 0aThKiB 200 3aKOHHUX IIPEICTABHUKIB YUHIB;

e  3anuTH Ha IyOniyHy iH(pOpMAIIiio.

8. JIoKkyMeHTH, L0 MEPeAaroThbCsl €IEKTPOHHOIO IMOIITOI0 Yy CKaHOBaHINA (GopMi 6e3 eleKTPOHHOro LU(pPOBOro
HiANUCY, PEECTPYIOThCS OKPEMO BiJ IHIINX JOKYMEHTIB i3 3a3HAYCHHSIM CJICKTPOHHOI aJpecH BiNpaBHUKA Ta
agpecara.

9. Ilix yac peectpaii JOKyMEHTa HaIa€ThCsi YMOBHE IMO3HAYCHHS - peecTpamiiHuil inaekc. CKiIaloBi YacTHHH
peeCTpamiiHoro iHIEKCY TOKyMeHTa (KpiM 3BEpHEHBb I'POMAJISIH) BiIOKPEMITFOIOTBCS OJIHA BiJl OJJHOT TPaBOOIYHOIO
MOXHJIOI0 PUCKOIO.

10. Jlas BXiTHUX DOKYMEHTIB pEeCTpalifHUil 1HIEKC CKIAgaeThcsl 3 MOPSIKOBOIO HOMEpa Ta iHAEKCY CIpPaBH,
Hanpuknan 89/02-04, ne 89 - mopsAKOBUH HOMEp JOKyMEHTa y Mexax poky, 02-04 - iHjgexc cmpaBu 3a
HOMEHKJIATYpOIO CIIPaB.

11. ¥V BUXIZHOTO Ta BHYTPIIIHBHOTO (32 BUHATKOM HaKa3iB, MPOTOKOJIB) JOKYMEHTA PEECTpAlliiHUMA 1HJIEKC
CKJIQJIA€ThC 13 1HJIEKCY CIIPAaBU 32 HOMEHKJIATYPOIO CIIpaB Ta MOPAAKOBOTO HOMepa, Hanpukian 02-04/176, ne 02-
04 - inexc crpaBy 32 HOMEHKJIATYPOIO CIpaB, 176 - MOPSIAKOBUI HOMEP TOKYMEHTa Y MEXax POKYy.

V. CkJ1aJaHHs1 HOMEHKJIATYPHU CIIpaB
1. HomenkmnaTypa ciipaB - 000B'S3KOBHIl IS 3aK/Iay CHCTEMaTH30BAHUI MEpeTiK Ha3B (3aTOJIOBKIB) CIIpaB, IO
(hOpMYIOTBCS 13 3a3HAUCHHSIM CTPOKIB 30epiraHHs CIIpaB.

2. HoMeHKnaTypa cIpaB CTBOPIOETHCS 3 METOIO BCTAHOBICHHS B 3aKJIaJli €HHOTO MOPSIKY (POPMYBAaHHS CIIPaB,
3a0e3nedyeHHss iX OOJiKy, OMEepaTHBHOTO IOLIYKY IOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BH3HAUEHHS CTPOKIB
30epiraHHsl crpaB i € OCHOBOIO JJIsl CKJIQJaHHS OMKCIB clpaB MOCTIHHOTO Ta TpuBanoro (moHan 10 pokiB)
30epiraHHs, a TaKOX JUI 00Ky CIipaB TUMYACOBOTO (110 10 pOKiB BKIIFOUHO) 30epiraHHs.

3. Cxianmanas ta oopMIICHHS HOMEHKIATYPH CIpaB 3IIHCHIOETBCS BIAMOBIIHO 7O BUMOT ThaBu 1 po3ainy IV
[TpaBun opranizaniii 1iJI0OBOACTBA Ta apXiBHOrO 30epiraHHs.

4. Homenknatypa copaB 3akjiaZy po3poOise€ThCsl BiAMOBIAAIbHOIO 0C00010 (BiANOBiAaIbHMMHU OcoOaMu) 3a
OpraHi3alliro IiJI0BOJACTBA Y 3aKiai 13 3aydeHHsIM (paxiBIiB CTPYKTYpHUX MiAPO3ALTIB 3aKiIay (3a X HasBHOCTI).

5. HomenknaTypa crpaB yXBalllOETbCSA €KCIIEPTHOIO KoMmicieto (naini - EK) 3akmany, ska CTBOPIOETHCS BiJIIIOBITHO
JI0 3aKOHO/IaBCTBA.



6. KepiBHUK HOBOCTBOPEHOIO 3aKiagy 3000B'I3aHUH He Mi3HIIIE OJHOIO POKY 3 MOYAaTKy AiSIBHOCTI MOAATH
cxpajneny EK 3akmagy HOMEHKIATypy ClIpaB Ha po3TIIsL eKCIIEpTHO-TIepeBipHii komicii (zaii - EIIK) BixnoBigHoTro
nepxkaBHoro apxiBy, EK apxiBHOro Bimmiry pailoHHOI Jep:kaBHOI amMmiHicTparii abo MicChKoi paad, y 30HI
KOMIUIGKTYBaHHs SIKOTO IiepeOyBae 3akiaj, IS MPOBEAEHHS EKCIEePTU3H I[IHHOCTI JOKYMEHTIB 3 METOI0 iX
MO>KJIUBOTO BiIHECEHHS JI0 Axkepel popmyBaHHs HanioHansHoro apxiBHoro ¢ouay (nani - HA®).

7. 3akyan, Mo HaIeXUTh 10 Jxepen popmyBaHHs HAD, y mofansioMy HOTOAXKY€E CBOI0 HOMEHKIIATYPY CIPaB 3
EIIK BianoBiHOTO JAep>KaBHOTO apXiBy.

8. 3akian, y DisTIBHOCTI SIKOTO HE YTBOPIOIOTECS NokyMeHTH HA®, moromkye HomeHknaTypy crpas 3 EK oprany
YIPaBIIiHHS OCBITOIO.

9. HoMeHnkiarypa crpaB 3akiany IiJIsrae MOTroJKCHHIO 3 BIJMOBITHUM JEpPKaBHUM apXiBoM ab0 OpraHoM
yIpaBJIiHHS OCBITOIO OJIMH pa3 Ha I'SITh POKiB a00 HEB1IKJIAaAHO B Pa3i iCTOTHHUX 3MiH y ()OpMi BIaCHOCTI, CTPYKTYPI,
(byHKIIISX Ta XapakTepi poOOTH.

10. INoromxeny EIIK BignosigHoro aep:xasHoro apxiBy ado EK oprany ynpasiiHHS 0CBiTOI0O HOMEHKIIATypy CIIpaB
3aTBEPIDKY€E KEPIBHUK 3aKIaLy.

11. HanpukiHIli pOKy HOMEHKJIATypa CIIPaB 3aKPUBAETHCS M1ICYMKOBHM 3aITHCOM ITPO KaTeropii Ta KiJbKICTh CIIpaB,
3aBeICHUX Yy BiJTNIOBIIHOMY POLIi.

12. HomenknaTypa crpaB mopokKy (He mi3Hime 20 rpyIHs) YTOUHIOETHCS, 3aTBEPAXKYETHCS KEPIBHUKOM 3aKIaly Ta
BBOAMTHCSA B Ait0 3 01 CiUHS HACTYIHOTO POKY.

V1. ®opmyBaHHd cnipaB, 30epiraHHs J0KYMEHTIB
1. ®opmyBaHHS CIIpaB - TPYNyBaHHS BUKOHAHUX JOKYMEHTIB y CIIPaBH BiATIOBIIHO IO HOMEHKIATYPH CIIPaB.

2. ®opMyBaHHS CIpaB 3aKiaay 3IIHCHIOETBCA 3 JOTPUMaHH;IM BHMOT [IpaBmiy opraHizailii JiIOBOJICTBA Ta
apXxiBHOTO 30epiraHHs JOKYMEHTIB.

3. Haka3m 3 OCHOBHOI MisUIBHOCTI 3aKiIady, aAMIHICTPaTHBHO-TOCIIONAPCHKUX, KAaJpPOBHX IIUTAaHb Ta PYXY
Y4HIB/BUXOBaHIIIB IPYNYIOTHCS B Pi3HI CIIpaBH y XPOHOJIOTIYHOMY MOPSAKY BIIMOBIAHO 10 iX BUAIB Ta CTPOKiB
30epiraHHs.

4. JlokyMeHTH, 3aTBEpPKCHI HAaKa30M KEpiBHHMKA 3aKJIady, € JOAATKaMH 0 HBOTO 1 TPYMYIOTHCS Pa3oM i3 MM
PO3HNOPATINM TOKYMEHTOM.

5. JluctyBaHHS TPYNy€ETHCS 3a 3MICTOM 1 KOPECTIOHJCHTCHKOI0 03HAKOIO Ta CUCTEMATU3YETHCS B XPOHOJIOTIYHOMY
MOPAAKY: JOKYMEHT-BIIIOBITb PO3MIIIYETHCS 38 JJOKYMEHTOM-3aITHTOM.

6. AndapiTHa KHHra y4YHiB/BHXOBaHIIIB, KypPHAIN TPYMU MOJOBXEHOTO JHS, OONIKY IPOIMYIMIEHUX i 3aMiHEHHX
YPOKiB, KHUTH OOJIKY Ta BUJa4i CBIIONTB 1 JOAATKIB O CBIJOITB PO 0a30BY 3arajibHy CEpEIHIO OCBITY, aTECTATIB
Ta JOAATKIB JI0O aTeCTaTiB MO MOBHY 3aralbHy CEPEIHIO OCBITY, 30J0THX Meaaied "3a BHCOKI JIOCSATHEHHS Y
HaBYaHHI" Ta CpiOHWX Meaanel "3a MOCATHEHHS Y HaBUaHHI" MPOITHYPOBYIOTHCS, @ CTOPIHKH HyMepyroThcsa. Ha
OCTaHHIN CTOpPiHII >KypHAIy/KHUTH POOUTHCS 3aIlHC MPO KUIBKICTh CTOPIHOK Yy JKypHANi/KHH3i, IO HiANUCYE
KepiBHUK 3aKiaay. [linqnuc kepiBHUKA CKPIILTIOETHCS IIEYaTKOO 3aKIaay (3a HasBHOCTI).

7. Y pasi notpebu 3a pillleHHSIM NEAAroTiYHOT Pay Yy 3aKjaaji MOKYTh CTBOPIOBATHCS Ta BECTHCS IHIII KypHAIH
(>kypHaJI TPAKTUYHOT'O TICHXOJIOTa, COIIAIBHOTO ITeJjarora ToIIo).

VII.EkcnepTn3a miHHOCTi JOKYMEHTIB.
IMopsaok MiArOTOBKY CHIPAB /I0 MepeIaHHs JIs1 ApXiBHOTO 30epiranHsi
1. Excrieprusa I[iHHOCTI JOKYMEHTIB Ta MOpPSIOK MiATOTOBKU CIpaB O IepeJaHHs Ul apXiBHOTO 30epiraHHs
3MIACHIOIOTHCS Ha TifcTaBi [IpaBui opranizaiii JiJIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.

CrieriasibHi BUMOTH 10 €KCIICPTH3HM LIHHOCTI JOKYMEHTIB Ta TOPSAKY IiATOTOBKH CIpaB IO TEPEIaHHS IS
apxiBHOTO 30epiraHHs 3akiiaay nepeadadeHi mier [HCTpyKiTieo



2. Jlns opranizanii Ta IpOBEJCHHS €KCIIEPTU3U I[IHHOCTI JOKYMEHTIB, 110 YTBOPUIIMCS y JUIOBOACTBI 3aKiafdy, Ta
MOJAHHS Pe3yJbTaTiB eKCIepTH3M HiHHOCTI MokyMmeHTiB Ha posrisia EIIK mepskaBroro apxiBy (EK apxiBHOTO
BIIUIUTy palioHHOI JepaBHOI ajMiHicTpalii ado Micbkoi pamu) yrBoproethess EK 3akmanmy. CtBopenns EK Tta
opraHisariis ii poOOTH 3IHCHIOIOTBCS BiIOBIIHO 10 moctaHoBH KaGinety MinicTpiB Ykpainu Bix 08 ceprus 2007
poky Ne 1004 "TIpo npoBeneHHs eKCIIEpTH3H LIHHOCTI JOKYMEHTIB" Ta Haka3y MiHicTepcTBa IOCTUIIT YKpaiHu Bij
19 wepBHs 2013 poxy Ne 1227/5 "TIpo 3aTtBepmkeHHs THITOBOTO MOJIOKEHHS PO EKCIEPTHY KOMICIIO IEPKABHOTO
OpraHy, OpraHy MICIICBOTO CaMOBPSIYBaHHS, IEPKaBHOTO 1 KOMYHAIBHOTO ITiJIIPHEMCTBA, YCTAaHOBH Ta
opranizaii", 3apeectpoBanoro B MinictepcTsi rocTuiii Ykpainu 25 gepsHs 2013 poky 3a Ne 1062/23594.

Cxuag EK Ta monoxeHHS po Hel 3aTBEPAXKYIOThCS HaKa3oM KepiBHMKa 3aknany. ['onoBoro EK mpusHavaeTbes
OJIMH 13 3aCTYIHMKIB KEepiBHMKa 3aKjaly, CeKpeTapeM - ocola, BiJlMOBiJaNbHA 32 JOKYMEHTH, IO MiJIsAraoTh
30epiraHHio Ta MepegaHHIo B apXiB.

o cknany EK 3akiamy 3a iX 3roJior0 MOXKYTh BXOJHUTH NMPEACTABHUKHM apXiBHUX YCTAHOB, OPraHy BHILOTO PiBHS
(BIAMOBIJHOTO OpraHy yNpaBJliHHSA OCBITOK), METOAWYHUX LIEHTPIB, TPOPECIHHUX CIIIOK, X 00'€THAHb.

3. CnpaBu mocrtiiiHoro Ta TpuBajoro (monHax 10 pokiB) 30epiraHHs TepenaroTbcs Ha 30epiraHHs 0coOi,
BIJINOBiIAJIbHIN 3a apXiB, 3a OMUCAMHM, IO CKJIAJAIOThCA 0co0aMH, BiINOBiNANbHUMH 3a (HOpMyBaHHA CHpaB 3
BiJIMOBIIHOTO HAIPSAMY.

ITpuiHATTS KOXKHOI CIIpaBH 3 CHIOETHCS Y IPUCYTHOCTI MIpaIliBHUKA, SIKHH Iepeiae JOKYMEHTH.

4. Y KiHII KOXHOTO NPUMIPHMKA OMHCY 0co0a, BiANOBiNalbHA 3a apXiB 3akKjaxy, NMPOCTABIIE IiMUC OO
MPUHHATTS CIIPaB 3 000B'I3KOBUM 3a3HAYCHHSM KUTBKOCTI (I pamu 1 cII0BaMH) epelaHkX CIIPaB 1 3a3Havae aTy.

5. Iicnst MpUIAHATTS CIIpaB MOCTIHHOTO Ta TpuBajoro (moHax 10 pokiB) 30epiraHHs, 3 KaJpOBHX NMHUTaHb 0c00a,
BIJINOBiajJbHA 3a apXiB 3aKialy, Ha MiJICTaBl OMHCIB CIpaB, 3a SKUMHU 3AIHCHEHO MPUUHATTA JOKYMEHTIB, 3a
BCTAHOBJICHOIO (JOPMOIO TOTY€ PiYHI PO3JUIH 3BECHUX OIUCIB CIPAaB:

e mocTiifHOTO 30epiranus (y 3aKiaji, o € JpkepenoM popmyBanas HAD);
e TpuBasoro (monan 10 pokiB) 30epiraHHs;
® 3 Ka/IpOBHX IIHTaHb.

Oco000¥0, BiJINOBITABHOIO 3a apXiB, CKIAAA€THCS aKT PO BHIYUYCHHS JUTs 3HUIIICHHS JIOKYMEHTIB, HE BHECEHUX JI0
HA®.

6. 3BesieHUIt ONUC CIIpaB MOCTIHHOTO 30epiraHHs CKIANAeThCs Y YOTUPhOX IpuMipHUKax. Ilicnsa cxsanenHs EITK
JIep>KaBHOTO apXiBy Ta 3aTBEPKCHHS KEPIBHUKOM 3aKJaly OIWH MOTO MPUMIPHHMK HaNpaBIISETHCS IEp’KaBHINA
apXiBHIM YCTaHOBI UM apXiBHOMY BIJUIUTY MIChKOI pajivi, Y 30HI KOMIUICKTYBaHHS SIKOTO Tiepe0yBae 3aKia, Ipyrui
MPUMIPHUK 30€piracTeCsi K HEJIOTOPKaHHN 0CO0OI0, BIAMOBINANBHOIO 32 apXiB 3aKiaiy, TPETiil, 4eTBepTHH -
BUKOPHUCTOBYIOTBCS y 3aKJIaji /Il MOTOYHOTO IONIYKY CHpaB 1 y pa3i iX mepemaHHs Ha HOCTiHHE 30epiraHHs
HaJXOJIATh JIO BiJIMOBIIHOT apXiBHOI YCTaHOBH.

7. 3BenmeHuii omuc TpuBayoro (moHaa 10 pokiB) 30epiraHHsS CKIATAETHCA Y TPhOX NpUMipHUKaX. Jlo HBOTO
BKJIFOUAIOTECSI TAKOXK CIIPABH, SIKi 32 HOMEHKJIATYPOIO CIIPaB MAIOTh CTPOK 30epiranuHs "mo JikBimamii 3axmamy".
[icns cxBanenns EK 3aknany npuMipHUKY OMKCY HAMPABISIOTHCS Ha cxBaneHHs EK oprany ympasniiHHs 0CBITOIO.
ITicns moBepHEHHS BCiX MPUMIPHUKIB ONMUCY HOTO 3aTBEpPKye KEepiBHUK 3aknamy. [lepmmii mpuMmipHUK omucy
30epiraeTbes B 3aKiaji SIK HEIOTOPKaHHUN, IPYTUH - € pOOOYHM 1 BUKOPHCTOBYETHCS IS IOTOYHOTO MOIIYKY CIIPaB,
TPETi MOXKE HAJICHIIATHCS JUT KOHTPOJIIO BIAMOBIAHOMY OpraHy yIpaBJliHHS OCBITOO.

8. Onuc cnpaB 3 KaJpOBUX IUTaHb CKIAZAETHCS Y 3aKJIal, KU
e ¢ mkepenoM popmyBanHa HAD - y TppoX npuMipHHKaX;
e He € mKepenoM ¢popmyBanHs HAD - y 1Box nmpuMipHHKaX.

9. 3aroy0BKHU CIpaB ONMCY 3 KaJAPOBUX MUTAHb CUCTEMATU3YIOTHCS 32 HOMIHAIBHOI O3HAKOO (FPYIyBaHHS B OJHY
CIpaBy JOKYMEHTIB OJHOTO BUJY) Y Takiif MOCIiAOBHOCTI:



e  HaKa3W KepiBHHUKA 3aKJIaJly 3 KaJ[pOBUX INTAHB;

®  HakasW KepiBHUKA 3aKIaay 3 pyXy YUHIB/BHXOBAaHIIIB;

e 00MIKOBI JOKYMEHTUY;

®  CIVCKH YYHIB/BHXOBaHIIB (aji(haBiTHA KHUTA YYHIB/BUXOBAHIIIB);
e KYpHaJHM peecTpalil Haka3iB 3 KaAPOBUX ITUTaHb;

e 0coOOBI ClIpaBM MpalliBHUKIB;

®  KOHTPAKTH, TPYJOBI IOTOBOPH;

e  OyXranTepchKi JTOKYMEHTH (0CO0OBI paxyHKH i3 3apoOITHOI IiaTh, B pa3i iX BIICYTHOCTI - PO3paxyHKOBI
B1JIOMOCTI 13 3apIljiaTu);

e JIOKyMEHTH 1po Tapudikamiro (Tapudikariiiiai BiIOMOCTI (CIIICKH));
e  JIOKyMEHTH PO MPOBEACHHS JePIKaBHOI aTecTallii;

e  KHUTH OOJIKY 1 BHJIa4i CBIJIOITB Ta JOJATKIB J0 CBIAOITB PO 0a30BY 3arajbHy CEPEIHIO OCBITY; aTECTATIB Ta
JIOJIATKIB IO aTeCTaTiB MPO MOBHY 3arajibHy CEpPEeIHI0 OCBITY, 30JI0THX Menaued "3a BHUCOKI NOCATHEHHS Y
HaByaHHI" Ta cpiOHUX Mexaasel "3a TOCSITHEHHS y HaBYaHH1";

e  JOKYMEHTH IIPO HEIaCHI BUIAJKH (aKTH, IIPOTOKOIIH, BUCHOBKH, JKyPHAIN);
e KYpHaJHM peecTpalii oci0, MOTEepHiNuX BiJ HEIACHUX BUIAJKIB;

e I KypHaJH OOJNIKy pyXy TPYAOBHX KHIKOK Ta BKJIAJIOK JI0 HUX;

e KypHaJ peecTpallii Haka3iB 3 pyXy y4HiB/BUXOBAHIIIB,;

e  HesaTpeOyBaHI OCOOHMCTI JOKYMEHTH NPAI[IBHUKIB (TPYIOB1 KHAXKKH).

10. Oco6oBi cipaBu y4yHIB BHOCSITBCS JIO OMKCY 3a POKOM 3BiIBHEHHS MpAI[iBHUKA 1 CHCTEMAaTH3YIOTHCS 3a
MPi3BUIIIAMH 3BUTBHEHUX MPAIIBHUKIB B ali(haBiTHOMY TOPSJIKY.

11. 3BeneHi omucH crpaB MOCTIHHOTO, TpuBaiioro (moHaa 10 pokiB) 30epiraHHs, 3 KaApOBHUX MMHUTaHb Ta aKT MPO
BIJIYYCHHS IS 3HHUINCHHS NOKYMEHTIB, He BHeceHWX 10 HA®D (mami - akT mpo BHIIyYeHHS Al 3HHUIICHHS
JIOKyMEHTIB), po3risinatorecst EK 3aknany oqHouacHo.

12. 3aknan, mo € pxepenoM GopmysanHs HA®, onucu crpas HOCTIHHOTO 30epiraHHs Ta 3 KaAPOBUX TUTAHb Pa30M
3 aKTaMy TMpO BUJIYYCHHS JUIs 3HUIICHHS JOKYMEHTIB miciisi cxBajieHHs ix EK 3akmany momae na posrmsan EINK
BIJIMIOBITHOTO JICPKABHOTO apXiBY.

13. 3akmaza, mo He € JukepesioM ¢GopmyBaHHs HA®D, omucu crnpaB 3 KaJpoBHX NMHTaHb Pa3oM 3 aKTaMH TIPO
BUJTYYEHHS JUIs 3HUILEHHS TOKYMEHTIB micna cxBaneHHs ix EK 3axnany nonae na posrisin EK apxiBHoro Bigainy
paifoHHOI AepkaBHOI aaMiHicTparii abo apxiBHOTO BiAAiTy Micbkoi pagu. Ommcu crmpaB Tpusasoro (moxax 10
pokiB) 30epiranns micns cxBaneHHs EK 3aknany nogarorbes Ha po3risa EK oprany ynpaBitiHHS OCBITOFO.

14. TloromxeHi (cxBajieHi) aKTH MPO BHIYYCHHs JUIS 3HUIICHHA JOKYMEHTIB, He BHeceHHX 10 HAO,
3aTBEPKYIOTHCS KEPIBHUKOM 3aKJIay.

15. Iicns 3aTBEPIKCHHS aKTa ITPO BUJIIYUCHHA JJI SHUIICHHA I[OKYMCHTiB 3aKJjIaJl Ma€ MpaBo SHUIIUTH JOKYMCHTH.

16. KepiBHHK 3akiany 3000B'si3aHUil 3a0e3meynTd 30epeKEHHS JOKYMEHTIB, a Y pa3i BKIIOYECHHS 3aKiIaay Jo
CIIUCKY FOpUAMYHUX 0ci0 - mkepen ¢opmyBanHs HAD micng 3akiHYeHHS BCTAHOBJIEHUX TPAHUYHHMX CTPOKIB iX
30epiraHHs B bOMY 3aKiajii - 3a0e3MeUnTH NepeJaHHs JOKYMEHTIB ISl IOCTIMHOTO 30epiraHHs 10 BiJIOBiTHOI
JIepKaBHOT apXiBHOI YCTAHOBH UM apXiBHOTO B1JUIUTY MiCBKOT pajH.

I'enepanpHuit JIAPEKTOP
JIUPEKTOpaTy JOIIKIIBEHOL
Ta MIKIJIBHOI OCBITH A. O. OcMOTOBCHLKHI



Jonartoxk 1
no [HCTpyKIii 3 minoBoaACTBa
y 3aKJiaJIaX 3arajibHOi cepeTHhOi OCBITH
(myukr 3 posminy II)
BUMOI'
A0 oopMJIeHHSI AOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32 I0MOMOI0I0 KOMII'IOTePHOI TeXHiKH
1. Jlns qpyKyBaHHS TEKCTIB CIIY>kKOOBHX JOKYMEHTIB BUKOPHCTOBYEThCS TapHiTypa Times New Roman, mpudr -
po3mipom 12 - 14 npykapchKHX IYHKTIB. [103BOJISETHCSI BUKOPUCTOBYBATH MIPUQPT po3MipoM 8 - 12 npykapchKux
MYHKTIB JUIs pyKyBaHHS pekBizuTy "[Ipi3Buille BUKOHABIS 1 HOMep ioro TenedoHy", BUHOCOK, MOSICHIOBAIBHIX
HaIMNCIB 10 OKPEMHX EJIEMEHTIB TEKCTY JOKYMEHTa a00 Horo pexBi3UTiB TOIIO.

ITix wac ApyKyBaHHS 3ar0JOBKIB 103BOISIETHCS BUKOPUCTOBYBATH HAIIBKUPHIHA MIPHPT (IpsMuil abo KypcuB).

2. Texct mokyMeHTIB Ha manepi popmary A4 (210 x 297 MimiMeTpiB) peKOMEHIOBaHO NpyKyBatu depe3 1 - 1,5
MIDKPSJIKOBOTO iHTepBany, a hopmaty A5 (210 x 148 miniMeTpiB) - yepe3 1 MiKPSIIKOBHIT iHTEPBAJI.

JIOKYMEHTH MTOBHHHI MaTH Taki MoJist (MIJTiIMETPIB):
e 30 - miBe;

e 10 - mpase;

e 20 - BepxHE Ta HIKHE.

PexBizuti HOKyMeHTa (KpiM TEKCTY), SIKi CKIATArOThCS 3 KUTBKOX DPAIKIB, APYKYIOTBCS depe3 | MiXpSAKOBHI
intepBan. CkmazoBi dacTHHH pekBi3uTiB  "Anpecar", "I'pu¢ 3atBepmkenHs", "I'pud moromxeHHS"
BiZIOKPEMITIOIOTHCS OIMH BiZ OJJHOTO uepe3 1,5 MIKPSAKOBOTO iHTEpBay.

PekBi3uTH JOKYMEHTA BiIOKPEMIIIOIOTBCS OJIUH Bl 0HOTO uepe3 1,5 - 3 MIKpAIKOBUX 1HTEPBAJIH.
3. Ha3Ba Buay HOKyMeHTa IPYKY€ETHCS BEIMKUMHU JIITEPAMHU.
4. PozmmdpyBanns mianucy B pexBi3uTi "Ilianuc" npyKyeThcs Ha piBHI OCTaHHBOTO PsZIKa HA3BU MOCA/IU.

5. He poOutbecst BiACTyn Bif Mexi JBOro Hojist Ais pekBi3uTiB "Jlata nokymeHTa", "3arolloBOK [0 TEKCTY
nokymenTa", "Texer" (6e3 abzariB), "BimmiTka mpo HasBHICTH monatkis”, "IIpisBuine BHKOHABIS i HOMeEp iforo
tenedony”, HaliMeHyBaHHS Tocaau y pekBizuTax "Ilimmuc" ta "I'pud mnoromxenns", Hamucy "3rigHo 3
opurinamoM", a Takox ciiB "CIIVXAJIN", "BUCTYIIUJIN", "YXBAJINJIN", "HAKA3V1O".

6. 3a HasgBHOCTI KUTBKOX Tpu(IB 3aTBEP/DKCHHS 1 MOTODKEHHS BOHH PO3MIIIYIOTECS Ha OIHOMY piBHI
BepTUKAIBHUMU psiaxamu. [lepmmit rpuc - Bix Mexi JTiBOTo Mo, ApyTrHii - uepe3 104 miniMeTpu Bix Mexi JiBOTO
TOJISL.

7. iz gac odopMieHHS TOKYMEHTIB Ha IBOX i OiiblIe CTOpiHKax Apyra Ta HACTYIHI CTOPIHKH MalOThb OyTH
npoHyMmepoBaHi. [lepiia cTopiHka He HyMEepYy€eThCSI.

8. TekcTh MOKYMEHTIB MOCTIHHOTO 30epiraHHs JIPYKYIOThCS Ha OJHOMY OoOIli apkyma. JIOKYMEHTH 13 CTPOKOM
30epiraHHs 10 5 pOKiB MO’KHA APYKYBaTH Ha JIMIOBOMY 1 3BOPOTHOMY OO11i apKy1Ia.

JonaTok 2
no [HCTpyKIii 3 minoBoacTBa
y 3aKJiaJiax 3arajibHOi cepeHhOi OCBITH
(nyHkT 4 posminy II)
ITEPEJIIK
JIOKYMEHTIB, Ha AIKMX MiMKC M0Cca/I0BOi 0c00M 3aCBiI1Yy€THCSI BITOMTKOM NMEeYaTKH 3aKJIaay
1. Axtr (BUKOHaHHS POOIT, CIUCAHHS MaTepiallbHUX IIHHOCTEH, (IHAHCOBHUX TMEPEBIPOK, BIITyUCHHS JOKYMCHTIB
JUTSL 3HUIIEHHS, TIepeAaBaHHsl CIIPaB TOIIO).

2. JoBiaku (Ipo BUKOPUCTAHHS OIOKETHUX aCUTHYBaHb Ha 3apo0iTHY IUIaTy, HapaxXyBaHHS 13 3apo0ITHOT MIaTu
TOIIIO).



3. JloroBopu (mpo MartepialbHy BiANOBIJANBHICTh, HAYKOBO-TEXHIUHE CHIBPOOITHULTBO, MiAPSAU, OPEHIY
MpPUMIiIIEHb, BAKOHAHHS pOOIT TOII0).

4. lokyMeHTH (IOBiAKH, TTOCBITYEHHS TOIIO), IO 3aCBiAYYIOTh MpaBa TPOMaISH 1 FOPUAUIHUX OCiO.
5. JlopydeHHs Ha OJIep>KaHHs TOBApHO-MaTepialbHUX IHHOCTEH.
6. 3aBnaHHs (Ha IPOEKTYBaHHS 00'€KTIB, TEXHIYHUX CHOPYJ, KalliTalbHe OyAiBHUIITBO, TEXHIYHI TOIIIO).

7. 3pa3Kku BiZOWTKIB MMEYATOK 1 MiANKCIB MpAIiBHUKIB, SIKI MAIOTh MPaBO 3iHiCHIOBATH (hiHAHCOBO-TOCIIOIAPCHKI
ormepariii.

8. KomToprc BUTpAaT (Ha KAIBbKYJISIIIO 32 JIOTOBOPOM, Ha KamiTallbHe Oy IIBHUIITBO TOIIIO).
9. JIuctu rapaHTiiiHi (Ha BUKOHAHHS POOIT, HAJAaHHS MOCIYT TOIIO).

10. Omuicn cripaB HoCTiiHOTO, TprBaioro (moran 10 pokis) 30epiraHHs, 3 KaIpOBUX TUTAHb.
11. IITaTHi po3nuCcH.

12. TpyiOB1 KHHKKH.

HomnaTok 3
1o [HcTpykii 3 ninoBoacTBa
y 3aKJIaax 3arajbHOI CepeIHBOi OCBITH
(myHKT 6 po3ainy V)
HEPEJIIK
AOKYMEHTIB, 110 He MJJIAralTh peecTpauil cneniajJbHO NPU3HAYECHOIO A5 HbOI0 000010
1. I'padiku, HapsaH, 3a9BKA, PO3HAPSIKH.

2. 3BeneHHs Ta iH(dopMaIlis, HadicIaHi 0 BioMa.

3. HaByanpHi mmanu, OCBiTHI mporpamMu (Kormii).

4. PeknaMHi MOBIIOMIJICHHS, IDTAKATH, IIPOTPAMHU Hapa, KOH(epeHIIii Tomo.
5. Hopmu BuTpat MaTepiaiB.

6. BitasbHi THCTH 1 3aPOIICHHSI.

7. IpyKkoBaHi BUIaHHS (KHHTH, XKYPHAJIH, OFOJICTCHI).

8. MicsiuHi, KBapTallbHi, MBPIYHI 3BITH.

9. ®opMH CTATHCTUYHOT 3BITHOCTI.

10. Jorosopw.

Homnatok 4
Jo IHcTpykuii 3 AiT0BOACTBA Y
3aKJIa/lax 3arajbHOi CepeIHbOI OCBITH

(myHKT 6 po3ainy V)
PeecTpaniiinuii ;kypHaj HaKa3iB KepiBHUKA 3aKjIaay
[Ipi3Bumie,
iHiIianm IpizBuie,
Peectpauiitunii MpariBHUKA, Ha 1HiLiam
IHJEeKC . SKOTO BIAMOBITATbHOL
Jlara Hakasy 3aroJjoBOK Hakasy . ~ [pumirkn

(Homep) HOKJIAICHU ] ocobu
HaKasy KOHTPOJIb 3a (BiAOBINAIBLHUX

BUKOHAHHS oci0)

HaKazy
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