MIHICTEPCTBO OCBITHU I HAYKH YKPAIHU

HAKA3
25.06.2018 Ne 676

3apeecTtpoBano B MinicTepcTBi
ocTulii Ykpainu

11 Bepecns 2018 p.

3a Ne 1028/32480

IIpo 3aTBepaxenHst IHCTPyKIil 3 AJIOBOACTBA y 3aKJIagax
3arajibHoI cepeHbOI OCBITH

BinnoBigno g0 nyHkty 8 [lonmokeHHss mpo MiHICTepCTBO OCBITH 1 Hayku YKpaiHw,
3aTBeppKeHOro nocranoBoto Kabinery MinictpiB Ykpainu Bifg 16 sxoBTHsI 2014 poky Ne 630, myHKTY
369 nnany mpioputeTHux nid Ypsay Ha 2018 pik, 3arBepmkeHoro posnopsypkeHHsM Kabinety
MinictpiB Ykpainu Big 28 6epesns 2018 poky Ne 244-p, HAKA3VYIO:

1. 3aTBepauTH [HCTPYKILIO 3 JIJOBOJCTBA Yy 3aKjajiaX 3arajbHOI CepeHbOi OCBITH, IO
JIOJIA€THCSL.

2. Jupexropary AomKuUIbHOI Ta MMKUILHOT OCBITH (OcmonmoBchkuit A.O.) 3a0e3meyuTd B
YCTaHOBJICHOMY MOPSAIKY IOJAHHS LBbOIO Haka3y Ha JepXkaBHY peecTpauio a0 MiHicTepcTBa
I0CTHIIT YKpaiHu.

3. Lleit Haka3 HaOupae YUHHOCTI 3 JHS HOro OQiIiitHOro OMyOIiKyBaHHS.

4. KoHTponb 32 BUKOHAHHSM LbOTO HaKa3y MOKJIACTH Ha 3acTynHuka Minictpa Xo63es [1.K.

MinicTp JI.LM. I'puneBHY
[MTOI'OKEHO:

["onoBa Jlep»&aBHOi CITy»0H CIIEIiaIbHOTO

3B’A3KY Ta 3axXHUCTy iH(opMmarii YkpaiHu JI.O. €Baovenko

[Tepumii 3actynuuk ['osioBu
JlepxaBHOT apXiBHOT ci1yk0u YKpaiHu [.M. Kicinp

3ATBEPJIKEHO

Haxka3 MinicTrepcTBa
OCBITH | HAyKM YKpaiHu

25 yepBHa 2018 poky Ne 676
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3apeecTtpoBano B MiHicTepcTBi
ocTunii Ykpainu

11 Bepecns 2018 p.

3a Ne 1028/32480

IHCTPYKUIA
3 DIJIOBOJICTBA Yy 3aKJIa1aX 3araJibHOI CepeIHbOI OCBITH

I. 3arajbHi moJ10KeHHS

1. Is IHCTpyKIlii BCTaHOBJIOE 3arajbHi BUMOTH IIOJI0O JOKYMEHTYBaHHS YIPaBIIiHCHKOI
iHopMallii Ta oprasizauii po6oTH 3 JOKYMEHTaMH y JepKaBHUX 1 KOMYHAJIbHUX 3aKJaJax 3arajJbHoi
CepeIHbOI OCBITH (Hasi - 3aKJIa]In).

2. JloTpuMaHHS BHMOT MIOJI0 MOPSJIKY BEICHHS JOKYMCHTYBaHHS, BCTAaHOBJICHUX III€IO
[HCTpYKIIiETO, € 000B’I3KOBUM IS 3aKJI/I1B.

3. 3axyaayM Opra”i3oBYIOThH IUTOBOACTBO BIIMOBIAHO IO IHCTPYKIIii, siIKa po3poOseThess Ha
OCHOBI 1i€l [HCTpyKIIii Ta 3aTBEPIKYETHCS KEPIBHUKOM 3aKJIay.

4. Opranizanis IUTOBOJACTBA 1 KOHTPOJb 33 CBOEYACHHM PO3IISJIOM Ta MPOXOIKEHHSIM
JIOKYMEHTIB Yy 3aKJIaJil 3JIHCHIOIOTHCS BIAMOBIIAILHOI 0CO0010 (BIAMOBIIATLHIMH 0CO0aMH), sSKa
(s1x1) mpu3HAYa€THCS (TPU3HAYAIOTHCS ) KEPIBHUKOM 3aKjIay.

5. CTBOpEeHHS JICKTPOHHUX JIOKyMEHTIB 3[IHCHIOETHCS BiMOBIAHO 10 3akoHiB Ykpainu «IIpo
€JIEKTPOHHI JIOKYMEHTH Ta eJIEKTPOHHUM TIOKyMEHT000Ir», «IIpo enekTpoHHuN HUGPOBUMA MIITUCY,
Haka3y MiHicrepcTBa roctullii Ykpainu Big 11 aucronama 2014 poxy Ne 1886/5 «Ilpo 3arBepmkeHHs
[Topsinky poOOTH 3 €IEKTPOHHUMHU JOKYMEHTAaMH y TUTOBOJACTBI Ta iX MiATOTOBKH JIO TEpeIaBaHHI
Ha apxiBHE 30epiraHHs», 3apeectpoBaHoro B MiHicTepceTsi roctuiii Ykpainu 11 nucrtomana 2014
poky 3a Ne 1421/26198.

3aKiiag MOXKYyTh CTBOPIOBATH JOKYMEHTHM THUMYacoBoro (1o 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHs JMIIE B EJICKTPOHHIM (opmMi 3a yMOBHM HASBHOCTI BIAMOBIAHOIO TEXHIYHOTO
3a0e3MneyeH s 3 ypaXyBaHHSIM BUMOT 3aKOHO/IaBCTBA YKpaiHH Ta 1€l [HeTpykuii.

6. Tlopsgok opranizamii JUTOBOJCTBA 3a 3BEPHEHHSIMH T'POMAJISH, 3allUTaMU Ha IMyOJuHYy
iHbopMaIlit0o BU3HA4YaeThcs 3akoHamu Ykpainu «lIpo 3BepHeHHs rpomaisH», «IIpo goctynm jgo
myOIidHOT iHpOpMAITii».

7. Y 3akmaal IUTOBOACTBO 3IIHCHIOETHCS JEPKaBHOK MOBOKO. J[OKYMEHTH CKIIaJaroThCs
JIEp’KaBHOIO MOBOIO, KPiM BUTIQJIKiB, TIepe0aYeHIX 3aKOHOaBCTBOM IIPO MOBH B YKpaiHi.

JIOKYMEHTH, SIKi HaJICHJIAIOThCS IHO3EMHHUM ajpecaTaM, 0(hopMITIOIOThCS YKPaiHCHKOI0 MOBOIO,
ab0 MOBOIO JiepKaBU-aipecara, ad0 OJIHIEI0 3 MOB MIYKHAPOJIHOTO CITUTKYBaHHS.

8. Ctpokm 30epiraHHs JOKYMEHTIB, II0 CTBOPIOIOTBCS IIiJ] 4Yac MJiSUTBHOCTI 3aKiamuy,
BH3HAYalOThC Haka3oM MiHictepcTBa roCcTHIll Ykpainu Big 12 kBiTHS 2012 poky Ne 578/5 «IIpo
3arBeppkeHHs [lepeniky TUIOBUX JOKYMEHTIB, IO CTBOPIOIOTHCS I Yac MisUTBHOCTI JIepP:KaBHUX
OpraHiB Ta OpraHiB MICIIEBOTO CAMOBPSIyBaHHs, 1HIINX yCTaHOB, IMIANPUEMCTB Ta OpraHizallii, i3
3a3HauEHHSM CTPOKIB 30epiraHHs TOKYMEHTIBY», 3apeecTpoBaHUM y MiHICTepCTBI IOCTHUIllT YKpaiHu
17 xBiTHs 2012 poky 3a Ne 571/20884 (31 3mMiHamu).

I1. 3aranbHi BUMOTH 10 CTBOPEHHS1, 0(POPMJIEHHS TA TOKYMEHTYBAHHS
yIpaBJiHCbKOI iHpopmamii

1. JlokyMeHTyBaHHsI yIPaBJIIHChKOI 1H(OpMAaLii 3aKiany Mojisirae y CTBOPEHH1 JJOKYMEHTIB, 1110
CHpPSAMOBaH1 Ha BUPILIECHHS YIIPABIIHCHKUX PIllICHb.
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2. Ha3Ba Buay JoKyMeHTa (Haka3, IPOTOKOJ, JOIOBIJHA 3alMCKa TOIIO) Ma€ BiAIOBIAaTH
Ha3BaM, nepeadayeHuM posauioM 3 JlepxaBHoro kiiacugikaropa ynpasiiHCbKol qokymenTanii JIK
010-98, 3aTBepmKeHOro Haka3oM JlepaBHOTO KOMITETY YKpaiHu MO CTaHAapTHU3aIlii, MeTpoJIoTii Ta
ceptudikanii Bix 31 rpyans 1998 poky Ne 1024 (31 3MiHamu).

OdopmieHHsT PEKBI3UTIB  OPraHi3alifHO-PO3MOPS U0l JOKYMEHTaIli Ta TOpSAJIOK iX
po3TantyBaHHS MarOTh BiAMOBigaTH HallioHaabHOMY cTaHmapTy YKpaiHu «JlepkaBHa yHidiKoBaHa
CUCTEMa JIOKyMeHTallli. YHi(ikoBaHa CUCTEMa OPraHi3aliiHO-PO3MOPSAYO0l JOKyMeHTallli. Bumoru
1o odopmmoBanas jokyMeHTIB. JICTY 4163-2003», 3aTBep/pKeHOMY Haka3om JlepkaBHOTO
KOMiTeTy YKpaiHM 3 MHUTaHb TEXHIYHOI'O PEryJIIOBaHHS Ta CIOKKUBYOI momiTuky Bifg 07 kBitHs 2003
poky Ne 55 (mami - ICTY).

3. OpranizamiitHo-po3nopsaa4i JOKyMEHTH O(OPMIIIOIOTHCS Ha OJlaHKaX, M0 BUTOTOBIISIOTHCS
srigao 3 Bumoramu JCTY Ta miei [HcTpyKIii.

VY 3akmajii MOXKYTh BUKOPUCTOBYBATHUCS TaKi OJTaHKU TOKYMEHTIB:

3araJlbHU OJIAHK IS CTBOPEHHS PI3HUX BHJIB JOKYMEHTIB (0e3 3a3Ha4ycHHs y OJaHKy Ha3BU
BHJIy TOKYMEHTA);

OJIaHK JIUCTA;
OJIaHK HaKa3zy.

Bumoru no odopmiieHHS TOKYMEHTIB, 1[0 BUTOTOBJISIFOTHCSI 332 JOMOMOIOKD KOMIT IOTEPHOT
TEXHIKH, HaBEICHO B J10J1aTKY | A0 1i€ei [HCTpyKIii.

4. TlocamoBi ocoOM MiAMHCYIOTh JIOKYMEHTH B MEXKaX CBOiX IOBHOBaXXCHb, BHU3HAYCHHX
3aKOHOJIaBCTBOM YKpaiHM, CTaTyTOM 3aKJIajy, T0OCAAOBUMHU IHCTPYKIISIMHU, HAKa30M IIPO PO3IOALT
000B’sI3KiB MI>K KEPIBHUKOM 3aKJIady Ta HOro 3aCTyMHUKAMH TOIIO.

BinOutkoMm mnedatku 3akiady (3a HAsBHOCTI) 3aCBINUYYIOTH IIANHC TIOCAIOBOI OocoOu Ha
JIOKyMEHTaX 13 MHUTaHb OpraHizamiiHoi Ta (hiHAHCOBO-TOCIOAAPCHKOT AISUIBHOCTI 3a MEPEIIiKOM
JIOKYMEHTIB, Ha SKHUX MIAMHC TMOCAJ0BOI O0COOM 3acBiMUye€ThCs BiIOMTKOM TIE€YATKU 3aKIamy,
HABEJICHUM Y JIOJATKY 2 110 i€l [HCTpyKITii.

BinOuToK meyaTku CTaBUTHCS Tak, 00 BiH OXOIUIIOBAB OCTAHHI KiJbKa JIITEp HalMECHYBaHHS
mocajJiM 0coOH, sKa Iinucaia JOKyMEHT, ajle He IMiIMHUC M0caaoBol 0coOH, a0 MPOCTaBIIIETHCS Ha
OKPEMO BHJIUICHOMY JIJISl IbOTO MICIl 3 BiTMITKOIO «M. I1.».

5. 3akiaa MoKe 3aCBiJUyBATH KOIIii JIMIIE TUX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS B HHOMY, & TAKOK
y BUIaJIKaxX, nepeadayeHux B adb3alll ApyromMy pOro myHKTY.

VY pasi miaroToBKM JOKYMEHTIB JUIsl HaJIaHHS CYAOBHM OpTaHaM, Iijf 4ac BHUPIIICHHS MUTAaHb
IOJI0 MPUHHATTS TPOMAJSH Ha POOOTY, HABYAHHS, 3aCBIMYCHHS iX TPYJOBHX Ta IHIIMX TPaB Y
B3aEMOBIJTHOCHHAX 13 3aKJIaJI0M, a TAKOX i1 9ac (popMyBaHHS OCOOOBHUX CIIPaB MPAI[IBHUKIB 3aKIa/l
MO>K€ BUTOTOBJISITH KOl TOKyMEHTIB, BUJJAHUX 1HITMMH YCTaHOBAaMU (KOIITii TOKYMEHTIB IIPO OCBITY
TOIIO).

Binmitka «Komis» mpocTaBiaseThes Ha TUILOBOMY OOIli Y BEpXHBOMY IPABOMY KYTKY IEPILIOTO
apKy1ia JOKyMEHTa.

Komii Haka3ziB, IHIIUX JOKYMEHTIB 3acBiguye (3aCBIq4ylOTh) BIJINOBiJadbHAa o0co0a
(BiAMmoOBiaIbHI OCOOM) 32 OpraHi3alliio IIJI0BOCTBA Y 3aKIIaIi.

6. Y pa3li moTpeOM TPOBEACHHS OIIHKA [OIUIBHOCTI CTBOPEHHS JIOKyYMEHTa, HOTO
OOIpYHTOBAHOCTI Ta BiJIMOBIAHOCTI 3aKOHOJIABCTBY 3/IIHCHIOETHCS TIOTOJKEHHSI TOKYMEHTA.

[ToromkeHHsT TOKYMEHTIB MOKE 3/IIMCHIOBATUCH TTOCAIOBUMH 0COOaMU 3aKJIay, sSIKi BIAMOBIIHO
JI0 IX KOMIETeHLl1i BUPILIYIOTh IUTAHHS, TOPYIIEH] B JOKYMEHTI (BHYTPILIHE MTOTOJHKEHH), @ TAKOXK
3aiHTEepECOBAaHUMH YCTaHOBAMU (30BHIILIHE MTOTOJKEHHS).
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[ToromkeHHs TOKYMEHTIB 3IMCHIOETHCS BIIMOBIAHO 1O BUMOT Hakazy MiHICTepCTBa FOCTHIIIT
VYkpainu Bix 18 uepsns 2015 poxy Ne 1000/5 «IIpo 3aTBepmxenns [IpaBun opranizalii AiI0BOICTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB y Jep)KaBHUX OpraHax, OpraHax MiCI[€BOTO CaMOBPSAyBaHHS,
Ha IMiIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3allisx», 3apeecTpoBaHoro y MiHicTepcTBi I0CTHUIIIT YKpaiHu
22 yepBHs 2015 poky 3a Ne 736/27181 (mami - IlpaBmma opranizaiiii JUIOBOJCTBA Ta apXiBHOTO
30epiraHHs JOKYMEHTIB).

I'pud moropkeHHS po3MINIyI0Th HIDKYe pekBisuty «lligmume». BiH ckmamaeThest 31 ciioBa
I[NIOTOPKEHO (6e3 namok), Ha3BM TMOcCaad OCOOHM, sKa TIOTO/KYE JOKYMEHT (pa3oM 3
HallMeHyBaHHSAM 3aKJjajy), MiIUCY, 1Hiliany(iB) 1 IPi3BUILA, JATH MOTOKEHHS.

Ilpuknao:

I[MTOT'OXXEHO

JHupekrop rimuasii Ne 5
[Tignuc IHimian(u), npi3Buiie
05.02.2018

7. 3aTBepKEHHS YIPABIIHCHKUX JIOKYMEHTIB 3IHCHIOETHCA OCOOMCTO KEPIBHUKOM 3aKJIajy
BIJIMOBIJTHO J0 HOro MOBHOBaXXEHb a00 PO3MOPAIYUM JOKYMEHTOM 3aKjajay 13 3a3HAa4eHHSAM Ha
JOKYMEHTI TpHda 3aTBepIKeHHs, 0()OPMIIEHOTO BiIOBITHUM YHHOM.

[Topsinok 3aTBep/KEHHsI JOKYMEHTIB 3MIMCHIOETbCA BiAmoBinHO [0 [IpaBun opranizamii
JIJIOBOJICTBA Ta apXIBHOI'0 30€piraHHs JOKYMEHTIB.

I'pud 3arBepmrenHs ckimamgaeTbess 31 cimoBa 3ATBEPJDDKYIO (6e3 namok), Ha3BH mocajw,
nianucy, iHimiamy(iB) i mpi3BuILa ocoOH, sKa 3aTBEpANIA JOKYMEHT, 1aTH 3aTBEPKEHH.

Ilpuknao:

3ATBEP/KYIO

Hupekrop rimuasii Ne 5
[Tignuc Iximian(u), mpi3Buie
07.03.2018

VY pa3i 3aTBep/KEHHS JOKYMEHTa pIIICHHSIM KOJEriaJbHOro oprany rpud 3aTBepHKEHHS
cknanaethes 31 cnoBa 3SATBEPJIXKEHO (6e3 nanok), Ha3Bu, JaTH 1 HOMEpa JOKYMEHTa y Ha3UBHOMY
BIJIMIHKY.

Ipuxnao:

3ATBEP/I2DKEHO

[TpoTokon 3acigaHHs
negaroriyHoi paau rimaasii Ne 5
06.05.2018 Ne 40

I1. Oco6/1uBi BUMOTH 10 CKJIAJAHHS JeIKUX BUAIB IOKYMEHTIB

1. Haka3 - po3nopsiunii JOKyMEHT, SIKUI BUJa€ KEPIBHUK 3aKJIay Ha MpaBax € IMHOHAYAIBHOCTI
Ta B MEXax CBOE€I KOMIIETEHIII], 000B’A3KOBHIl I BUKOHAHHA IimIerauMu. Hakasu BumaroThCs 3
OCHOBHO{ JiSUTHHOCTI, aIMIHICTPATUBHO-TOCIIOAPCHKUX, KAIPOBUX MUTAHb 3aKJIaay, a TAKOXK PyXy
YUHIB.

Haka3u 3 OCHOBHOI IiSIBHOCTI, aJMIHICTPAaTUBHO-TOCHONAPCHKUX, KAJPOBUX IMUTaHb, PyXy
YYHIB/BUXOBAHI[IB IIIMUCYIOThCS KEPIBHUKOM 3aKJaay, a 3a HOro BiJCYTHOCTI - 0co0oro, sKa
BUKOHY€ HOro 000B’SI3KH, Ta PEECTPYIOTHCS B )KypHAJIaX peecTpallii HaKas3iB.

[Ticast mianucaHHs HaKa3y 3MiHU 70 HBOT'O BHOCSATHCS JIMIIE NUISIXOM BHIAHHS HOBOTO Hakaszy
PO BHECEHHS 3MiH.

Haka3 opopmitoeTbest Ha O1aHKy Hakaszy 3akiaiy.
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3MicT HaKa3y CTUCIIO BUKJIQIA€THCS B 3aT0JIOBKY, KU MOYMHAETHLCS 3 TpuiiMeHHuKa «IIpo» Ta
CKIQJA€ThC 3a JONOMOTOI  BimmiecnmiBHoro imeHHuka («[Ipo 3arBepmkeHHs...», «lIpo
CTBOpPEHHS...») a00 iMmeHHUKa («IIpo MmiICyMKH...»).

TekcT Haka3ly 3 OCHOBHOI JiSUTBHOCTI, aIMIHICTPATHBHO-TOCIIOAAPCHKUX IMHTaHb Ta PyXy
YYHIB/BUXOBAHIIIB CKJIAJAETHCS 3 JBOX YACTHH - KOHCTATYIOUYOi (TIpeamMOyIIH) 1 po3mopsdoi.

VY KOHCTaTyIouili YaCTHHI 3a3HAYAE€ThCS MiJCTaBa, OOIPYHTYBaHHSA a00 MeTa BHUIAHHS HaKasy.
Posnopsimua yactuna Hakazy nmounHaeThes 13 cioBa «HAKA3YIO», sike mpyKyeThesi 3 HOBOTO psijiKa
BEJIMKMMHU JIiTepamMu 0e3 BiJICTYITy BiJ JIBOTO MOJIS 1 JIAMOK, MiCTIsl YOTO CTaBUTHCS IBOKPAIIKA.

Skimmo Haka3 BHAAETHCS Ha IT1ICTaB1 1HIIIOTO PO3HOPSIIOT0 JOKYMEHTA, Y KOHCTATYIOUii YaCTHHI
3a3HaYarOThCS Ha3Ba BUY IIbOTO JOKYMEHTA, HOTO aBTOP, J1aTa, HOMEpP Ta 3ar0JIOBOK.

Haxa3u HymMepyroTbcs B TOPSAKY iX BHJIAHHS B MEXaxX KaJIEHAAPHOTO POKY; HaKa3H 3 OCHOBHOI
JUSTIBHOCTI, PyXy Y4YHIB/BUXOBAHIIIB, aIMIHICTPATHBHO-TOCIIOIAPCHKUX, KAJAPOBUX MUTaHb MAalOTh
OKpeMy MOpSAKOBY HyMepallilo. 3 METOI0 PO3pPI3HEHHS I'pyN HaKa3iB JI0 pPeeCTpaliiHOro 1HIEKCY
Haka3zy 4epe3 aedic J0Aa€ThCS JITEpHA BiIMITKA, HAIPUKIIAI!

HaKa3M 3 aIMIHICTPaTUBHO-TOCIIOIAPCHKUX NMUTaHb - Ne 2-T;
HAaKas3M 3 KaJIpOBUX MUTaHb - Ne 2-K;

HaKa3d Ipo HaJaHHS IIOPIYHUX OCHOBHUX BIAMYCTOK Ta BIIMYCTOK Yy 3B’S3Ky 3 HaBYAHHSIM
MpamiBHUKIB - Ne 2-B;

HaKa3M 3 pyXy y4HIB/BUXOBaHIIB - Ne 2-y.

2. IIpoTOKONA - TOKYMEHT, Y SIKOMY (IKCYeTbCs IIepeOIr BeIeHHs 3aciaHb, YXBaJICHHS PillIEHb
JIOpa{4MMH Ta KOJIET1aJIbHUMU OpraHaMH, KOMICISIMU TOLIO.

[TpoTokonu 3acimaHb MEAATOTIYHUX paj, IHIIUX JOPaTduX Ta KOJETiaJbHUX OpraHiB
CKJIQJAIOThCA B CTUCTIN dopmi. Y TPOTOKOTI, CKIAJCEHOMY B CTHCIINH (opmi, PIKCYIOTHCS JUIIIE
NPUKAHATI pieHHs 6e3 Aeranizauii nepediry o0roBopeHHs MUTaHHS.

VYV pasi norpebu 3a pilIeHHAM 3arajbHUX 300piB (KOH(EpeHIi) KOJEKTHBY HPOTOKOIN
3arajibHUX 300piB (KOH(EepeHIlii) KOJIEKTUBY MOXYTh CKIaJaTUCs Y MOBHIN (opmi.

Hywmepariss npoTokoiB 3acijaHb MEJaroridyHoi pagu BEIEThCS B MeXaX HaBYAJIbHOTO POKY,
IPOTOKOJIIB BUOOPHUX OPraHiB - y MeXax iX OBHOBaXEHb.

Hywmepariiss TpOTOKONIB BeNETbCI OKPEMO 3a KOXKHOIO TPYIOK MPOTOKONIB 3aciJaHb
BIJIMTOB1THOTO KOJIET1AJIbBHOTO OPTaHy.

3. JlaToro mpOTOKOJTY € JaTa MPOBEACHHS 3aCiTaHHS.

3arooBOK A0 TEKCTy TMPOTOKONYy Mae BigoOpaxatu BHA 3acimaHHs (Hapama, 300pu,
KoH(epeHIlist Toio) abo KoieriaabHOI AisTbHOCTI (KoMmicis, pana, 30opu, poboda rpyma Tomo) i
BKJTIOYATH HA3BY BUJIY JIOKyMEHTA.

TeKCT MPOTOKOITY CKIaIa€ThCS 31 BCTYIMHOI Ta OCHOBHOT YaCTHH.

VY BCTynHIN 9YaCTHHI MPOTOKOJTY 3a3HAYAIOTHCS MIPI3BHINA Ta 1HIIIATN TOJO0BH 200 TOJIOBYHOYOTO
Ha 3aciJJaHHi, 300pax TOIl0, CeKpeTapsl, 3alPOIIEHUX, a TAKOK IMPUCYTHIX 0ciO.

VY pasi notpebu 3a pillIeHHSIM BiIOBIIHOTO OPTaHy Y CIUCKY NMPUCYTHIX 3a3HAYaI0ThCS MOCAAN
3amponIeHuX 0ci0 Ta HalMEHYBaHHS YCTaHOB. SIKIO KUIBKICTh MPHUCYTHIX mepeBHIye 15 ocio,
3a3HAa4Ya€THCS X 3araibHa KUTBKICTh 3 TOCHJIAHHSAM Ha CIUCOK, 10 JOJAE€THCS 10 MPOTOKOIY.

4. BerynHa yacTMHA MICTUTh MOPSIIOK JEHHUH: MEpeliK PO3IVISIHYTHX Ha 3aciJaHHI IHUTaHb.
[Topsiox AeHHU OAAETHCA HAPUKIHII BCTYITHOI YaCTHHHU.



CnoBa «[lopsmok qeHHUI IPYKYIOTHCS BT MEXK1 JIIBOTO ITOJIS, MiCTIsl HUX CTABUTHCS JIBOKPAITKA.
Koxne nuTanHs HyMepyeThesi apaOCbKUMU LUPpaMU 1 ApYKYyeThes 3 ab3aiy. @opMyBaHHS TUTaHb
y MOPAJKY JIEHHOMY MOYMHAEThCS 3 MpuiiMeHHNKa «IIpo».

5. OcHOBHA YacTHUHA TPOTOKOJNY CKIIAAE€ThCS 3 PO3IUTIB, SKI MAOTh BiJIOBIIATH MTyHKTaM
MOPSIIKY IEHHOTO. Po3 /i HyMepyIoThbest apaOChKkuMU IudpamMu 1 Oy IyIOTHCS 32 TAKOK CXEMOIO:

qutst ctucioi popmu ipotokoni: «CITYXAJIN - YXBAJIINy,
it moBHOT popmu mpotokoiiB: «CJIIYXAJIN - BUCTYIIWIN - YXBAJINIIN».

[Ticnst cnoBa «CJIY XAJIM» 3 HOBOTO psiJiKa 3a3HAYAIOTHCS PI3BHILE Ta iHiMiamu (1Himiam iMeHi)
KOKHOTO JIOTIOBi1aya.

V noBHiit ¢popmi npoTokoiry micis cioBa « BUCTYITUIIN ¢hikCyrOThCsS BUCTYIIH THX OCIO, SIKI
B3SJTM y49acTh B OOTOBOpPEHHI JOMOBII (MUTAaHHS MOPSAIKY JE€HHOTO). BuCTynu oopMITIOIOTECS B
MPOTOKOJII 13 3a3HAYEHHIM T0CaJ, MPI3BUII Ta iHimiamiB (iHiliady), IMEH JOMOBIAadiB Y HA3HBHOMY
BIJIMiHKY, BUKJIQJICHHSM 3MICTY BUCTYIy a00 MUTaHHS, BiIMOBI/Ii HA HHOTO.

6. TekcTu BUCTYIIB y MPOTOKOJI BUKJIAJAIOTHCS BiJl TPETHOI OCOOM OTHUHHU.

Tekct abo Te3m momoBimi, opopmileHI SK OKpeMi JOKYMEHTH, 0 TEKCTY IIPOTOKOIY HE
BKJTIOYarOThes. [licis BiioMOCTeEH TTpo TOTOBIa4a CTAaBUTHCS TUPE 1 3a3Ha4aeThesl « TeKCT A0ToBi i
JOJTAETHCSI IO IPOTOKOITY».

[Ticns cmoBa «YXBAJIMJIN» dikcyeTbess TMpUitHATE pillIeHHS 3 OOTOBOPIOBAHOI'O MUTAHHS
MOPSAZIKY JIEHHOTO, SIKE€ Ma€ BKIIIOUATH CKJIAJOBi, 110 BIAMOBIAAIOTh HA TaKi MUTAHHS: KOMY, IO
3pOOHTH 1 B SIKUIl CTPOK.

VY pasi SKIo OpuiMaeThCs PIlIEHHS MPO CXBAJIEHHS, MMOTOPKEHHS, 3aTBEPKEHHSI JJOKYMEHTAa,
SIKUI 0OrOBOpIOBABCS HA 3acCiJlaHHi, IICH JTOKYMEHT JOJAETHCS JI0 MPOTOKOJY. 3a HAsSIBHOCTI 1HIIIHMX
JIOKYMEHTIB, III0 PO3TJISIATINCS Ha 3aci/laHHl Ta (hakT 0OrOBOPEHHS SIKUX OyJ10 3a(hiKCOBAaHO B TEKCTI
MIPOTOKOJTy, BOHU HYMEpPYIOThCS apaOChbKuMu nudpamu (Hanpukiai, n1oaatok 1, gogatok 2). Y
BIJIMOBITHUX MYHKTaX MPOTOKOIY MPOCTABIISIFOTHCS MOCHIIAHHS Ha 111 IOAATKH.

[TpoToko: mianucye roJIOBYIOUYNI Ha 3aCiIaHHI KOJIET1alIbHOTO (JI0paIdoro) oprany Ta CeKperap
(3a HasiBHOCTI). [IpoTOKOI 3aciiaHk KOMICIH MIAMUCYIOTH yCi YIEHU KOMICIi.

7. Jluctu CKIaAar0ThCS 3 METOI0 OOMIHY 1H(OpPMAITIEI0 MIXK 3aKJIaJ0M Ta OpraHaMu JIepPKaBHOT
BJIJIM, OPraHaMH MiCLIEBOT'O CaMOBPSTyBaHHS, X TIOCAJJOBUMH 1 CITy>kOOBUMH 0c00aMH, 3aKJIalaMH,
yCTaHOBAaMH, OpraHi3allisiMy Ta IHIMMHU (iI3UIHUMH 1 FOPUAUYHIUMUA 0COOAMH.

bnaHku nrcTa MalOTh Taki PEKBI3UTH:
HaliMEHYBaHHSI 3aCHOBHHKA (3aCHOBHUKIB) 3akiany (Hampukiaa, Onecbka MichbKa paja);
MOBHE HAMEHYBaHHS 3aKJIaJly BiJIIIOBITHO JI0 YCTAHOBYHX JIOKYMEHTIB;

JIOBI/IKOBI JlaH1 Mpo 3akiaj (MOIITOBa ajgpeca, HOMepH TenedoHiB, (akciB, paxyHKIB y OaHKY,
aJipecy eNeKTPOHHOI IMOIITH TOLIO).

PexBizuTHn nucra: garta, peecTpamiiHAN 1HIEKC, MTOCHIIAHHS Ha PEECTpAIliiHUN 1HACKC 1 JaTy
JIOKyMEHTa, Ha SKWA HAJA€ThCs BIAMOBIAL (3a MOTpeOM), aapecar, 3arojoBOK J0 TEKCTY, TEKCT,
BiJIMiTKa PO HAsBHICTh JOAATKIB (32 MOTpeOu), MiINKC, BIAMITKA PO BUKOHABIIS.

JlaToro nucra € gara WOTO MIiAMHCAHHS, sSKa Mae€ 30iratucs 13 JaTO peecTparlii BUXiTHOT
KOPECIIOH/ICHII].

Texkcr nucTa BUKIAAAETHCS BiJ MEpIIoi 0cOOM MHOXXHHU 3 BUKOPUCTAHHSIM CIIIB: «IIPOCHMO
MOBIAOMUTH...», «PO3’ICHIOEMO, IO...».

3a3BHuail y JIMCTI MOPYIIY€ETHCS OJHE TTUTAHHS.
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8. AKT - TIOKyMEHT, CKJIaJICHUI TPYIIOI0 0Ci0 TSl 3aCBiAUEHHS BCTAHOBIICHUX (DAaKTiB ab0 MOIiH.
Akt 0OpPMITIOIOTBCS 3a pe3yibTaTaMu peBi3iil (hIHAHCOBO-TOCHOAAPCHKOI MISIBHOCTI, MiJ Yac
npHUiiMaHHs-TIepelaBaHHA CIIPaB, CIIMCAHHS MaifHa TOIIO.

JlaToro aKkTa € jara foro CKiiajcHHs.
TekcT akTa CKJIaJaeThes 31 BCTYMHOI Ta KOHCTATyI04Y01 YaCTHH.

VYV BcTynHIN 9acTHHI 3a3HAYAIOTHCS MIACTABU IS CKJIQJIaHHS aKTa Ta HA3WBAIOTHCA OCOOH, SIKI
CKJIaNu aKT abo OyJid MPHUCYTHI MPU LHOMY.

Y KOHCTaTyrouiii YacTHHI BUKIQIAIOTHCS CYTh, 3aBIAHHS, XapakTep BUKOHAHOI pPOOOTH,
BCTaHOBJICHI (DakTH, TPOIo3ullii Ta BUCHOBKU. KOHCTaTyroua YacThHa MOXKe O(QOPMITFOBATHUCS Y
BUTJISIA1 TAOIHII.

Y KiHIII TEKCTy aKTa 3amuCyHThCA JaHI TPO KUIBKICTh TPUMIPHUKIB akTa Ta ix
MICIIE3HAXOJ[)KCHHSI.

AKT NiIIUCYIOTh yC1 0c0o0H, sIK1 Opaiy y4acTb y HOro CKiIa/laHHI.

Oco0a, sika Mae 3ayBa)KeHHsI J0 3MICTY akTa, MIAMUCYE HOro i BHKJIAga€ CBOK AYMKY Ha
OKPEMOMY apKyIili, SIKHW JOJA€ThCS JIO aKTa.

IV. PeecTpauist 10KyMeHTIB

1. JIoKyMeHTH B 3aKJia/ll peECTPYIOTHCS LIEHTPATI30BaHO HE3aJIEKHO BiJ] CrIoco0y iX CTBOpEHHS,
OJIep’KaHHS UM BIITBOPEHHA. Y 3aKiIajli MOXKE 3aCTOCOBYBATHCS aBTOMaTH30BaHa (opma peecTpartii
JIOKYMEHTIB 3 BUKOPUCTAHHSM CIeL1aTbHUX KOMII FOTEPHUX MPOTrpam.

2. PeecTpariisi JOKyMEHTIB 3IIHCHIOETBCS BIITOBIIHO 10 [IpaBmil opraxi3aiii JUJIOBOACTBA Ta
apXiBHOT0 30epiraHHs JIOKYMEHTIB.

3. Peecrpariis JTOKyMEHTIB NMPOBOAMTHCSA 3 METOI 3a0e3medcHHs iX 00Ky, KOHTPOJ 3a
BUKOHAHHSM 1 OTEPaTUBHUM BUKOPUCTAHHAM iH(pOpMalii Ta moisrae y BeIleHHI 3aIucy 0OJiKOBHX
JTAHUX TPO IOKYMEHT, SIKUM (DIKCYEThCS (paKT CTBOPEHHS, BiIITPaBICHHS a00 OTPUMaHHS JOKyMEHTa
[JIIXOM TPOCTABIIEHHSI HA HbOMY PEECTPAIIHHOTO 1HACKCY 13 3aliCOM y BIAMOBIIHUX KypHaJlax
(6a3ax aBTOMATH30BAHUX CUCTEM) peeCTpallii HEOOXiJHUX BIIOMOCTEH PO TOKYMEHT.

4. Peectpamii mijyiararoTh BXiJHI, BUXIJHI Ta BHYTPIIIHI JTOKYMEHTH (JOBiAKH, IOIIOBiJIHI
3aMUCKH, 3asBH, POTOKOJIN 3aCiaHb MMEeJaroriyHuX paja, KOMIcCiit ToIo).

5. JIOKyMEHTH peeCTPYIOThCS JIMIIE OJWH pa3: BXHI - Y JCHb HAAXOKCHHs a00 HE Mi3HiIe
HACTYITHOTO po00YOro AHA, SKIIO0 AOKYMEHT HAIIWIIOB y HEpOOOUYWi 4ac, CTBOPIOBAHI - y JIEHb
MMM CaHHS a00 3aTBEPKCHHS.

6. JIOKyMeHTH, SIKI HAAXOATh J10 3aKjIaly, PEECTPYIOTHCS B KYPHAJIl BX1IHOI KOPECIIOHACHIIIT,
Ti, IO BiANPABISIOTHCA,- y )KYPHaIl BUXITHUX TOKYMEHTIB, BHYTPIIIHI - y *KypHaJl BHYTPIMIHIX
JIOKyMEHTIB, HaKa3M - y )KypHaJlax peecTparlii Haka3iB.

[lepenik MOKYMEHTIB, IO HE MAISATAIOTH PeeECTpallii CHEIiaTbHO MPU3HAYCHOI ISl IBOTO
0Cc00010, HaBEJICHO Y A0/1aTKY 3 710 11i€i [HCTpyKIii.

dopmy peecTpaliitHOro KypHaly Haka3iB KepiBHUKA 3aKiIaly HaBEACHO y J0OAATKY 4 10 i€l
[HCTpYKIIIi.

[TpumipHi dopMu peecTpalliiHUX >KypHATIB BXiJHUX, BUXIJIHHUX, BHYTPIIIHIX JOKYMEHTIB
HaBe/IeHO y fojaTkax 5-7 no [IpaBui opranizamii 1i;10BOACTBA Ta apXiBHOTO 30€piraHHs JOKyMEHTIB.

7. JJOKYMEHTH PEeCTPYIOThCS 3a TpyIaMu 3aJie)KHO BiJl HA3BH BUY, aBTopa Ta 3MicTy. OkpeMo
pEeECTPYIOTHCS:

BXIJIHI JOKYMCHTH;
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HaKa3" 3 OCHOBHOI MisUIbHOCTI;

HaKa3M 3 PyXy YYHiB/BUXOBAHIIIB;

HaKa3® 3 aIMIHICTPATUBHO-TOCIIOIAPCHKUX MTUTAHb;

HAaKa3| 3 KaIpOBUX MUTaHb TPUBAJIOro 30epiranHs;;

HaKa3| 3 KaIpOBUX MUTaHb TUMYACOBOI'O CTPOKY 30€piraHHs;

BHYTPIIHI JOKYMEHTH (IIPOTOKOJHU, JOBIIKH, JOIOBIJIHI, MOSCHIOBAJIbHI 3aIllUCKH, 3asBU
MPAIiBHUKIB TOIIIO);

OyXraiarepchKi JOKYMEHTH;
3BEPHEHHS TPOMAJIsH, Y TOMY YUCIi 0aThKIB a00 3aKOHHHMX MPEJCTABHUKIB yUHIB;
3alUTH Ha MyOiYHy iH(pOopMaIliio.

8. JIokyMeHTH, WO TIePEIalOThCS EIEKTPOHHOI TIOMTOK Yy CKaHOBaHIH ¢opmi 06e3
€JIEKTPOHHOT'O ITU(POBOTO MIJMUCY, PEECTPYIOTHCS OKPEMO BiJI IHIIHUX JTOKYMEHTIB 13 3a3HAYCHHSIM
€JIGKTPOHHOI aJIpECH BiIMPaBHUKA Ta aJipecara.

9. Ilix yac peectparii JOKyMEHTa HAJA€ThCSI YMOBHE TMO3HAUEHHS - PEECTpAIliiHUMN 1HIEKC.
CkIazioBi 4YacTUHU  PEECTpAIifHOrO 1HAEKCY JIOKyMeHTa (KpiM 3BEPHCHb T'POMA/ISH)
B1JIOKPEMITIOIOTHCS OJTHA BT OJJHOT MPAaBOOIYHOIO TTOXUIIOK PUCKOIO.

10. JInst BXiZHUX JOKYMEHTIB PeeCcTpalifHui 1HAEKC CKIalaeThes 3 MOPSIKOBOIO HOMEpa Ta
iHexcy crpasu, Hanpukiag 89/02-04, ne 89 - mopsaKoBHiIT HOMEP TOKYMEHTa y Mexax poky, 02-04
- IH/IEKC CIIPaBU 3a HOMEHKJIATYPOIO CIPaB.

11. V BuximHOTO Ta BHYTPINIHBOTO (32 BHHSATKOM Haka3iB, IPOTOKOJIB) JTOKYMEHTa
pEeECTpAIIHUHN THACKC CKIAAA€ThCS 13 1HACKCY CIPAaBH 32 HOMEHKIIATYPOIO CIIPaB Ta MOPSIKOBOTO
Homepa, Hanpukiaax 02-04/176, me 02-04 - iHmekc crpaBH 3a HOMEHKJIATYpOrO crpaB, 176 -
MOPSITKOBUI HOMEp IOKYMEHTa Yy MeXaX POKY.

V. CkjalaHHS HOMEHKJIATYPHU CIIPaB

1. Homenkmarypa crnpaB - 00OB’S3KOBHM IS 3aKJIaly CHCTEMAaTH30BaHHMH TIeEpeik Has3B
(3arosIoBKiB) cIipaB, 10 GOPMYIOTHC 13 3a3HAUYCHHSIM CTPOKIB 30€epiraHHs CIpas.

2. HomeHKiIaTypa CrpaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJIaJi €IMHOTO TOPSAAKY
¢dbopMyBaHHS clipaB, 3a0e3MeUeHHs iX 00Ky, ONEepaTUBHOTO IMOIIYKY AOKYMEHTIB 3a iX 3MICTOM i
BH/JIOM, BU3HAYCHHS CTPOKIB 30€piraHHs CIpaB i € OCHOBOIO JIJISl CKJIa/IaHHSI OITUCIB CITPaB MOCTIHHOTO
Ta TpuBasioro (moHas 10 pokiB) 30epiranHs, a TaKOX I 00Ky crpaB TUM4acoBoro (10 10 pokis
BKJIIOYHO) 30€epiraHHs.

3. Cxitaganss Ta 0hOpMIICHHSI HOMEHKIIATYPH CIIPaB 31HCHIOETHCS BIAMOBIIHO 10 BUMOT IJIaBU
1pozniny IV TlpaBuit opranizartii JiIOBOJCTBA Ta apXiBHOTO 30epiraHHs.

4. HomeHKITaTypa cripaB 3akjiaay po3poOJII€ThCS BiAMOBIIATBHOIO 0CO00I0 (BIAMOBITAIEHUMHA
ocobamm) 3a OpraHi3alliro JUTOBOACTBA Y 3aKIaIi 13 3aTy4eHHIM (DaxiBIiB CTPYKTYPHHUX ITiAPO3ILTIB
3akIafy (3a iX HasBHOCTI).

5. Homenknatypa cmpaB yXBaJlO€Tbcs eKcrepTHor Komiciero (mami - EK) 3akmanmy, ska
CTBOPIOETHCS BIAMOBIIHO JI0 3aKOHOJABCTBA.

6. KepiBHUK HOBOCTBOPEHOTO 3aKialy 3000B’s3aHUN HE MI3HILIE OJHOIO POKY 3 IOYATKY
nisuibHOCTI oatu cxBasieny EK 3akiay HOMEHKIATypy CHpaB Ha pO3IJIsi]l €KCIIEPTHO-TIEPEBIPHIi
komicii (mami - EINK) BiamoBigHOTO NepxkaBHOTro apxiBy, EK apxiBHOTO BijaiTy pallOHHOI Iep:KaBHOI
aaMiHicTparlii abo MiChKOI paju, y 30H1 KOMIUIEKTYBaHHS SIKOTO Tiepe0yBae 3aKiaj, /s MPOBEICHHS
eKCIEPTU3H LIHHOCTI JOKYMEHTIB 3 METOI0 iX MOXIIMBOIO BiTHECEHHS 10 JKeped (popMyBaHHS
HarionaneHoro apxiBHoro ¢onny (mani - HA®D).


https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n438
https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n438

7. 3akiaz, Mo HaJICKHTh 10 pkepen (opmyBanHs HA®D, y mogaipiioMy IOTOKYE CBOIO
HOoMeHKIatypy crpas 3 EIIK BianoBigHOro AepkaBHOTO apXiBy.

8. 3axmaj, y JisUTBHOCTI SIKOTO HE YTBOPIOIOTHCS JOKyMeHTH HA®D, moromxkye HOMEHKIATYpY
crpaB 3 EK oprany ympaBniHHS OCBITOIO.

9. HomeHknaTypa crpaB 3akiay HiJJiarae moroKeHHIO 3 BIIMOBIAHUM JeP>KaBHUM apXiBOM
a00 OpPraHOM YIIpaBJIiHHS OCBITOIO OJHMH Pa3 Ha IT’SITh POKIB a00 HEBIJIKJIATHO B pa3i ICTOTHUX 3MiH
y dhopMi BJIIACHOCTI, CTPYKTYPi, QYHKIIISAX Ta XapaKTepi poOOTH.

10. Ioromkeny EIIK BimnmosimHoro aepskaBHoro apxiBy abo EK oprany ympaBmiHHS OCBiTOIO
HOMEHKJIATypy CIIpaB 3aTBEPKY€ KEPIBHUK 3aKIIaly.

11. HanpukiHIi poKy HOMEHKJIATypa CIIpaB 3aKpUBAETHCA M1ICYMKOBUM 3allMCOM PO KaTeropii
Ta KUIbKICTh CIPaB, 3aBEJICHUX Y BIAMOBIIHOMY POIIL.

12. HomeHnkinatypa copaB moOpoky (He mi3Hime 20 TpyaHs) YTOYHIOETHCS, 3aTBEPIKYEThCS
KEepPIBHUKOM 3aKJIaJy Ta BBOAUTKLCS B Aif0 3 01 CIUHS HACTYITHOTO POKY.

VI. ®opmyBaHHs cIpaB, 30epiraHHs JOKYMEHTIB

1. ®opmyBaHHS crOpaB - TpPyMyBaHHS BHUKOHAHUX JOKYMEHTIB y CIpaBU BIAMOBIAHO 0
HOMEHKJIaTypH CIIPaB.

2. ®opmyBaHHS CIpaB 3aKiaay 3IIMCHIOETHCSA 3 TOTPUMaHHSAM BuUMOT [IpaBuia oprasizaiii
JIJIOBOJICTBA Ta apXiBHOI'O 30€piraHHs JOKYMEHTIB.

3. Haka3u 3 0CHOBHOT JisUIbHOCTI 3aKi1aay, aAMIHICTPaTUBHO-TOCIOIapChKUX, KaIPOBUX NMUTAHb
Ta PyXy Y4YHIB/BUXOBAHIIIB I'PYMYIOThCS B Pi3HI CIIPaBH Yy XPOHOJIOTIYHOMY MOPSAIKY BIAMOBIAHO J0
iX BUIB Ta CTPOKIB 30€piraHHs.

4. JIokyMeHTH, 3aTBEpIKEH]1 HaKa30M KepiBHUKA 3aKJIaJy, € 10JaTKaMHt 0 HbOTO 1 IPYIYyIOThCS
Pa3oM i3 UM PO3MOPSIUUM JOKYMEHTOM.

5. JIuctyBaHHS TPYMYETHCS 3a 3MICTOM 1 KOPECIIOHIEHTCHKOIO O3HAKOIO Ta CUCTEMATU3YETHCS B
XPOHOJIOTIYHOMY MOPSIAKY: JOKYMEHT-BIAMOBIIb PO3MIIILYETHCS 32 JOKYMEHTOM-3AITUTOM.

6. AndapiTHa KHUTA Y4YHIB/BUXOBAHIIB, JXypHAJIU TPYNH IOJOBXKEHOTO [HsS, OOIIKY
MPOMYIIEHUX 1 3aMIHEHUX YPOKIB, KHUTH OOJIIKy Ta BHUJA4l CBIJONTB 1 JOJATKIB 0 CBIAOLTB PO
0a30By 3arajbHy CEpEHIO OCBITY, aT€CTaTiB Ta J0AATKIB 10 aTECTaTiB IIPO IMOBHY 3arajbHy CEPEIHIO
OCBITY, 30JI0THX Meaaliel «3a BUCOKI JOCATHEHHs Y HAaBYaHH1» Ta CpiOHUX Menanei «3a JOCATHEHHS
y HaBUaHHI» MPOIIHYPOBYIOThCS, @ CTOPIHKK HyMepYIOThcs. Ha ocTaHHIM CTOPIHII KypHATY/KHUTH
POOUTHCS 3aMuC MPO KUTBKICTh CTOPIHOK Yy JKypHATI/KHHU31, IO MAMUCY€E KepiBHUK 3aknamy. [lixmuc
KEpIBHUKA CKPIIUTIOETHCS TIEYATKOIO 3aKiIary (3a HasIBHOCTI).

7.Y pa3i noTpeOu 3a pillleHHSIM IeIaroriyHoi pajy y 3akjajii MOKyTb CTBOPIOBATUCS Ta BECTHUCS
1HIII )KypHaIu (3KypHaJI IPaKTUIHOTO TICUXO0JIOTa, COI[IaTbHOTO MIEIarora ToIlo).

VII. ExcniepTu3a HiHHOCTI 10OKyMeHTiB. [Iopsiiok miAroroBku cnpas 10
nepeaaHHs ISl ApXiBHOIO0 30epiraHHs

1. Excmeptrsa MIHHOCTI JOKYMEHTIB Ta MOPSAOK MiATOTOBKH CIpaB 10 TEpeHaHHS st
apxiBHOTO 30epiraHHs 3/IHCHIOIOThCS Ha MiAcTaBi [IpaBun opranizailii JiTOBOJCTBA Ta apXiBHOTO
30epiraHHs JOKYMEHTIB.

CriemiasibHi BUMOTH JI0 €KCIEPTH3W IIHHOCTI JOKYMEHTIB Ta MOPSAKY ITATOTOBKH CIPaB 0
nepeaaHHs sl apXiBHOTO 30epiraHHs 3akiaay rnependayeHi Hieo [HeTpyKIiero.

2. Jlna opranizanii Ta TpOBENECHHS EKCIEPTHU3HM I[IHHOCTI JOKYMEHTIB, IO YTBOPHIIHUCS Y
JIIJIOBOJICTBI 3aKjaay, Ta MOJAHHS Pe3yIbTaTiB €KCIIEPTU3H IIIHHOCTI JOKYMEHTIB Ha po3risia EITK
nepxkasHoro apxiBy (EK apxiBHOTO BiIily pailoHHOT Jep)aBHOI aJMiHICTparlii a0o MiChKOT paan)
ytBoproeThes EK 3akmany. CtBopennst EK Ta opranizartis ii poO0TH 3/11HCHIOIOTHCS BIAMOBIIHO 10
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nocranoBu KabGinery MinictpiB Ykpainu Big 08 cepmast 2007 poky Ne 1004 «IIpo mpoBeneHHS
eKCIEePTU3H LIHHOCTI JOKYMEHTIB» Ta Hakazy MiHictepcTBa toctullii Ykpainu Bix 19 yepsus 2013
poky Ne 1227/5 «IIpo 3arBepkeHHs THUITOBOTO MOJOKEHHS MPO €KCIEPTHY KOMICIIO JEPKABHOTO
Oprasy, opraHy MiCIIeBOI'0 CAMOBPSTyBaHHs, IEPKABHOTO 1 KOMYHAIBHOTO MiAPUEMCTBA, YCTAHOBH

Ta oprasizaiii», 3apeectpoBanoro B MinictepctBi toctuilii Ykpainu 25 gyepBHs 2013 poky 3a Ne
1062/23594.

Cxian EK Ta nmojosxeHHsS Ipo Hei 3aTBEpKYIOThCS Haka30oM KepiBHUKA 3akiany. ['omoBoro EK
MIPU3HAYAETHCSA OJIMH 13 3aCTYIHUKIB KEpIBHUKA 3aKJaly, CeKpeTrapeM - ocoba, BIAMOBIJaIbHA 3a
JIOKYMEHTH, 110 MiUISIratoTh 30epiraHHio Ta NepejaHHIo B apXiB.

Jo cximany EK 3aknmagy 3a iX 3rofor MOXYThb BXOAWTH IPEACTaBHUKH apXiBHUX YCTaHOB,
OpraHy BHIIOTO piBHS (BIAMOBIJHOTO OpraHy VIPaBIiHHSA OCBITOK), METOJAMYHUX IIEHTPIB,
npodeciiHuX CHIOK, X 00’ €aHaHb.

3. CrpaBu nocriifHoro Ta TpuBaioro (rmoHaza 10 pokiB) 30epiraHHs MepeaaroThCs Ha 30epiraHHs
0c001, BIAMOBIIANBbHIA 3a apXiB, 3a ONHMCAMHM, IO CKJIAJAFOTHCA 0COOaMH, BIIIOBITAIBHUMHU 3a
(bopMyBaHHS CIIpaB 3 BiAMOBIIHOTO HATIPSMY.

[TpuifHATTS KOXKHOI CHpaBU 3[IMCHIOETbCS y TPHUCYTHOCTI TMpAalliBHUKA, SKUAW Tepeaae
JIOKYMEHTH.

4. YV xiHII KOXHOT'0 MPUMIPHUKA OMKCY 0c00a, BIAMOBIAANbHA 32 apXiB 3aKJady, MPOCTABIISAE
MIJMUC 100 TPUHHSTTS CIpaB 3 000B’S3KOBUM 3a3HAYCHHSIM KUTHKOCTI (udpamu i cioBaMu)
MepeIaHnX CIIPaB 1 3a3HAYA€ JaTy.

5. Micnsa npuiHATTS cripaB MoCTiiHOTO Ta TpuBajoro (moHas 10 pokiB) 30epiranHs, 3 KaJIpoBUX
MATaHb 0co0a, BIAMOBiJaAbHA 3a apXiB 3aKJaay, Ha ITiJICTaBl OMHUCIB CIpPaB, 3a SAKHUMH 3IHCHECHO
MPUAHATTS TOKyMEHTIB, 32 BCTAHOBJICHOIO (JOPMOIO TOTYE PivHI PO3/IIIH 3BEICHUX OIKCIB CIIPAB:

noctiitHoro 30epiranus (y 3akiaii, mo € prepenoM popmyBanus HAD);
tpuBaioro (monana 10 pokiB) 30epiranHs;
3 KaJIpOBUX ITHTaHb.

Oco0or0, BIAMOBINATHHOI 3a apxiB, CKIAJA€ThCA aKT MPO BHIYYCHHS [UISI 3HUIICHHS
JIOKYMEHTIB, He BHeCeHUX 10 HAD.

6. 3BelieHuUI1 ONUC CIIpaB MOCTIHOTO 30epiraHHs CKIaIaeThCs Y YOTHPbOX mpuMipHuKax. [licis
cxBanieHHs1 EITK gepxaBHOTO apXiBy Ta 3aTBEp/KCHHS KEPIBHIUKOM 3aKJIay OJUH HOT0 MPUMIPpHUK
HaIpaBJSIETCSA JICPKABHIA apxXiBHIM yCTaHOBI YW apXiBHOMY BIJIJIUTY MICBKOI pajgd, y 30HI
KOMIUIEKTYBaHHS SIKOTO TepeOyBae 3akiaj, ApYyruid NpUMIpHUK 30epiraerbcs SK HEIOTOPKaHUI
0c00010, BiJIOBITAILHOIO 32 apXiB 3aKJIaly, TPETiH, YETBEPTUI - BAKOPUCTOBYIOTHCS Y 3aKJIafi s
MMOTOYHOTO MOIIYKY CIPaB 1y pasi ix mepenanHs Ha MocTiiiHe 30epiraHHs HaAXOASTh 10 BIMOBITHOT
apXxiBHOT YCTaHOBH.

7. 3Benenuii ornmc TpuBauoro (moHay 10 pokiB) 30epiraHHs CKIAAAETHCSA Y TPHOX MPUMIPHHUKAX.
J10 HBOTO BKITFOUAIOTHCSI TAKOXK CIIPABH, SIKi 32 HOMEHKJIATYPOIO CIIPaB MAOTh CTPOK 30epiraHHs «10
mikBimamii 3akmamy». [licns cxsamenHs EK 3aknmagy NOpuUMIpHHKH OMKMCY HANpaBISIOTHCS Ha
cxBanenHs: EK oprany ympasninHs ocBitoro. Ilicist moBepHEHHs BCiX NMPUMIPHUKIB OMUCY KHOTO
3aTBEP/KYE KEpIBHUK 3akiany. llepmmii mpuMIpHUK ONHUCY 30epiraeThCs B 3aKiadl sk
HEIOTOPKAHUH, APYTHi - € poOOYMM 1 BUKOPUCTOBYETHCS JJISI IOTOYHOIO IMOIIYKY CIpPaB, TPETid
MOYK€E HaJCUJIATUCS JJIs1 KOHTPOJIIO BiJIIOBITHOMY OpTraHy YIPaBJIiHHS OCBITOIO.

8. Omnuc crpaB 3 KaJipOBUX MMUTaHb CKJIAJAEThCA Y 3aKIal, SIKU:
€ ;wxepenoM ¢popmyBanHst HA®D - y Tppox mpumipHUKax;

He € pKepenoM popmyBanHs HA® - y 1BoX npuMipHHUKaXx.


https://zakon.rada.gov.ua/laws/show/ru/1004-2007-%D0%BF
https://zakon.rada.gov.ua/laws/show/ru/z1062-13

9. 3aroJIoBKH CIpaB ONKCY 3 KaJPOBUX IMHUTAHb CUCTEMATU3YIOThCS 32 HOMIHAJIBLHOIO 03HAKOIO
(rpymyBaHHS B OJJHY CIIpaBy JOKYMEHTIB OJIHOTO BUAY) Y TaKiil MOCIIAOBHOCTI:

HAaKa3M KepiBHUKA 32Ky 3 KaJpOBUX IMUTAHB;

HaKa3u KepIBHUKA 3aKJIaly 3 PyXy YUHIB/BUXOBAHIIIB;

00JTIKOBI TOKYMEHTH;

CIIMCKM YYHIB/BUXOBaHIIIB (aj1(aBiTHA KHUTA YUHIB/BHXOBAHIIIB);
YKYPHAJIM peecTpallii Haka3iB 3 KaAPOBHUX IMUTAHb;

0c000BI CITpaBM MPAIiBHUKIB;

KOHTPaKTH, TPYIOBi IOTOBOPH;

OyXraiatepchKi TOKYMEHTH (0COOOBI paxyHKH 13 3apoOiTHOI miaTu, B pa3i iX BIACYTHOCTI -
PO3paxyHKOBI BIZJOMOCTI 13 3apIliaT);

JOKYMEHTH Tpo Tapudikaiiro (TapudikaiiitHi BiJOMOCTI (CIIUCKH));
JIOKyMEHTH TIPO TIPOBEICHHS IePKaBHO1 aTecTarlii;

KHHUTH 00JIiKY 1 BUJIa4i CB1JIOITB Ta JOJATKIB JIO CBIIOITB PO 0a30BY 3arajibHy CEpEIHIO OCBITY;
aTecTaTiB Ta JOJATKIB JI0 aTeCTaTiB MPO MOBHY 3arajbHy CEPEIHIO OCBITY, 30JI0TUX Meaien «3a
BHCOKI JIOCSTHEHHS y HAaBYaHH1» Ta CPIOHUX Menajei «3a JOCITHEHHS Y HaBUYaHHI»;

JOKYMEHTH TIPO HEIIaCHI BUITAJKH (aKTH, TPOTOKOJIM, BUCHOBKH, KypPHAJIH);
KYPHAJIIM peecTpallii 0ci0, MOTepiINX BiJ HEIACHUX BUIA/IKIB;

KypHaIH 00Ky pyXy TPYJOBHX KHIDKOK Ta BKJIAJIOK JIO HUX;

KypHaJ peecTpallii Haka3iB 3 pyXy Y4HiB/BUXOBAaHIIIB;

He3aTpeOyBaHl 0COOMCTI JOKYMEHTH MPAIIBHUKIB (TPYI0B1 KHUKKH).

10. Oco0oBi cmpaBd BHOCATBCS JIO ONHCY 3a POKOM 3BUIBHEHHS TMpAaIliBHUKA 1
CUCTEMAaTHU3YIOThCS 32 MPI3BUIIAMH 3BUJIbHEHUX MPAlliBHUKIB B aj(aBITHOMY HOPSIKY.

11. 3BeneHi onucu cnpas MocTiiHOro, TpuBaioro (rmonasa 10 pokiB) 30epiranus, 3 KaJpoBUX
MATaHb Ta aKT MPO BWIYYEHHS /I 3HUIICHHS JTOKYMEHTIB, He BHeceHux 10 HA®D (mami - akT mpo
BUJTyUEHHS JJIs1 3HULICHHS IOKYMEHTIB), po3rsanaiotees: EK 3aknany omHouacHo.

12. 3aknan, mo € mxepeiaoMm popmyBanns HA®D, omucu crpaB mocCTiiiHOro 30epiraHHs Ta 3
KaJpOBUX MUTaHb Pa30M 3 aKTaMH PO BWIIYYCHHS JIJIS 3HUIICHHS JTOKYMEHTIB IICIISI CXBAJICHHS 1X
EK 3aknany nonae na posrisig EIIK BiamoBigHOTO qep:KaBHOTO apXiBy.

13. 3aknan, mo He € pxepenom ¢popmyBanHs HA®D, onucu cnpas 3 KaApOBUX MUTAHb Pa3oM 3
aKTaMy PO BWIYYEHHS AJIs 3HUILEHHS JOKYMEHTIB micis cxBaneHHs ix EK 3akmany nonae Ha
posrisig EK apxiBHOTO BiIiTy palloHHOI JiepKaBHOT afaMiHicTpalii abo apXiBHOTO BiALTY MiChKOi
pagu. Onucu copas Tpusanoro (monan 10 pokiB) 30epiranHs micias cxBaneHHs EK 3akmamy
nojaroThes Ha po3risia EK oprany ynpasiiHHS OCBITORO.

14. TloromkeHi (cxBajieHl) akTH TIPO BUJIYUYCHHS JUIS 3HHINEHHS JOKYMCHTIB, HE BHECCHHX JI0
HA®, 3aTBepmKyOThCS KEPIBHUKOM 3aKIady.

15. Tlicns 3aTBepKEHHS aKTa MPO BWIYYCHHS JUIS 3HUINCHHS JOKYMEHTIB 3aKJIajJ Mae MmpaBo
3HULIUTH TOKYMEHTH.

16. KepiBuuk 3aknamy 3000B’s3aHuil 3a0e3nednTH 30€pEKEHHS JOKYMEHTIB, a y pasi
BKJIFOUEHHS 3aKJIady [0 CIUCKY IOpUAWYHUX 0ci0 - jukepen GopmyBanHs HAD micns 3akiHUEHHS
BCTaHOBJICHUX TPAHUYHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKjajl - 3a0e3NeYuTH NepeAaHHs



JIOKYMEHTIB JIJIsl TOCTIHHOTO 30epiranHs 0 BiAMOBITHOT Iep:KaBHOT apXiBHOI yCTAHOBU YU apXiBHOTO
BIITIUTY MICBKOT pajiy.

I'enepanbHuii TUpeKTOP
AUPEKTOPATY JOLIKIJIBHOI
Ta WIKUILHOI OCBITH A.O. OcM0/10BCHKM

Honatoxk 1

1o [HCeTpykIii 3 AiToBOACTBA

y 3aKJIa/1ax 3arajbHOi CepeHbOT OCBITH
(myHkT 3 po3ainy II)

BUMOI'N
10 opopMJIEHHS JOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32 I0NMIOMOT010
KOMIT’IOTE€PHOI TeXHiKH

1. JIns npykyBaHHS TEKCTIB CITY’KOOBUX JIOKYMEHTIB BUKOPUCTOBYEThHCS rapHiTypa Times New
Roman, mpudrt - posmipom 12-14 npykapchbkux myHKTiB. J[03BONSETHCS BUKOPUCTOBYBATH MIPUPT
po3Mipom 8-12 npykapChbKUX MYHKTIB Ui IPyKyBaHHs pekBi3uTy «lIpi3Buille BUKOHABISI 1 HOMEP
foro teneoHy», BUHOCOK, MOSCHIOBAJIbHUX HAIUCIB 10 OKPEMUX EIEMEHTIB TEKCTY IOKyMeHTa abo
HOTro PEeKBI3UTIB TOILO.

[Tin yac ApyKyBaHHS 3aroJIOBKIB JO3BOJIIETHCS BHKOPUCTOBYBATH HAMIBXUPHUN MIpUdT
(npsiMuit a0 KypcuB).

2. Tekct nokymeHTiB Ha mamnepi ¢opmary A4 (210 x 297 wmimiMeTpiB) PEKOMEHI0OBAHO
JIpyKyBaTH 4yepe3 1-1,5 MixkpsakoBoro iHTepBaty, a popmary AS (210 x 148 mimimerpiB) - uepe3 1
MDKPSIKOBUH 1HTEpBaJL.

JloxyMeHTH TOBMHHI MaTH TaKi MoJjst (MUTIMETPIB):
30 - miBe;

10 - mpage;

20 - BEpXHE Ta HUXKHE.

PekBizuTu qokyMeHTa (KpiM TEKCTY), SKi CKIalaloThes 3 KUTBKOX PSJIKIB, IPYKYIOThCs uepes 1
MDKpsIKOBUN iHTepBaL. CKIIaIOBI YaCTUHU PEKBI3UTIB «Anpecary, «I pud 3aTtBepmkeHHs», «'pud
MTOTO/KEHHSD» BIJJOKPEMITIOIOTHCS OJHH BiJ] OJTHOTO Yepe3 1,5 MUKpSIIKOBOTO 1HTEpBAITY.

PexBi3UTH JOKyMEHTa BiOKPEMIIIOIOTHCS OJUH Bix onxHOro dyepe3 1,5-3 MiKpAIKOBHUX
IHTEpBAJIH.

3. Ha3Ba BHly JOKyMEHTA JIpYKY€ETbCSl BEJIMKUMHU JIITEPAMHU.

4. Po3mmdpyBanHs mianucy B pekBizuTi «Iliamucy apykyeTbcs Ha PiBHI OCTAaHHBOTO PsJIKA
HA3BH MOCA/IH.

5. He pobutbcs BiICTYM BiJl MEXI1 JIIBOTO MOJIS JUIS PEKBI3UTIB «/laTa moKymMeHTa», «3arojioBOK
JI0 TEKCTy JAOKyMeHTa», « Texct» (6e3 ab3ariB), «BiamiTka mpo HasBHICTH aoAaTkiBy, «IIpizBuiie
BHUKOHABIISI 1 HOMEp #oro TenedoHy», HalitMeHyBaHHs mocaau y pekBizutax «Ilimmucy Ta «Ipud
MOTOKEHHS», HAMKUCY «3TiAHO 3 opuriHasiom», a Takox cliB «CIIYXAJIN», « BUCTYIINIIN»,
«YXBAJIUINY», <HAKA3YIO».

6. 3a HAIBHOCTI KUTbKOX TpU(iB 3aTBEPHKEHHS 1 OTOKEHHS BOHH PO3MILIYIOTHCS HA OTHOMY
piBHI BepTUKIbHUMHU psakamu. [lepmuii rpud - Bim Mexi JiBoro mojis, apyruid - depes 104
MUTIMETPH Bil MEXI JIIBOTO MOJIS.



7. Iig gac odopMIeHHS JOKYMEHTIB Ha JBOX 1 OUTBIIE CTOPIHKAX APYyra Ta HACTYITHI CTOPIHKH
MaroTh OyTH npoHyMepoBaHi. [lepiia cTopiHka He HyMepy€eThCSL.

8. TekcTH MOKYMEHTIB MOCTIHHOro 30epiraHHs JAPYKYIOTbCS Ha OJHOMY OoIi apkymia.
JIOKyMEHTH 13 CTPOKOM 30€piraHHs 10 5 pOKiB MOKHA JIPYKYBaTH Ha JIMIILOBOMY 1 3BOPOTHOMY OOI1Ii
apKy1ua.

Honatok 2

1o [HeTpyKItii 3 1i10BOICTBA

y 3aKja/iax 3arajJbHoi cepeHbO1 OCBITH
(myHKT 4 po3ainy 1)

INEPEJIIK
AOKYMEHTIB, HAa IKMX MIANKC M0CAI0BOI 0CO0M 3aCBiIYY€THCH BilOMTKOM
MeYaTKHU 3aKJIaqy

1. Akt (BUKOHaHHSI pOOIT, CIIMCAaHHS MaTepiabHUX IIHHOCTEH, (IHAHCOBUX IEPEBIPOK,
BUJTyUEHHS JOKYMEHTIB JIJIsl 3HUIICHHS, TIepelaBaHHs CIPaB TOIIIO).

2. JoBigku (Tpo BUKOPHUCTAHHS OIO/DKETHHUX aCHUTHYBaHb Ha 3apoO0iTHY IUIaTy, HapaxoBaHy 13
3apOo0ITHOT IJIaTH TOLIO).

3. JloroBopu (mpo MaTepiaibHy BiAMOBIAAIBHICTh, HAYKOBO-TEXHIYHE CHIBPOOITHUIITBO,
PSR, OPEHTY TIPUMIIICHb, BAKOHAHHS POOIT TOIIIO).

4. JlokyMeHTH (JOBIJKH, TIOCBIAYEHHSI TOIIO), IO 3aCBIMYYIOTh MIPaBa rPOMAaJISH 1 FOPUAMIHIX
oci0.

5. Jlopy4eHHS Ha O/iep>KaHHS TOBapHO-MaTepiaTbHUX I[IHHOCTEH.

6. 3aBmaHHs (HAa TMPOEKTYBaHHS O0’€KTIB, TEXHIYHUX CIOpPYZ, KamiTaibHe OYJIBHUIITBO,
TEXHIYHI TOIIO).

7. 3pa3ku BIIOWTKIB IME€YaTOK 1 MIANUCIB MPAIIBHHUKIB, SKIi MalOTh TMPaBO 3iHCHIOBATH
(hiHAHCOBO-TOCMOIAPCHKI Omeparii.

8. Komrropuc BuTpar (Ha KaabKyJISIIiIO 32 IOTOBOPOM, Ha KamiTaJlbHE OYIBHUIITBO TOIIIO).
9. JlucTtu rapanTiiini (Ha BUKOHAHHS poOIT, HaJAaHHS TTOCIYT TOIIO).

10. Onucu cripaB nocTiiiHOrO, TpUBaoro (moHaa 10 pokiB) 306epiraHHs, 3 KaAPOBUX IMUTAHb.
11. ITatHi po3nucu.

12. Tpya0Bi KHMKKH.

Honarok 3

1o [HeTpyKIii 3 1i10BOICTBA

y 3aKJIaJiax 3arajibHOi CepeaHbOI OCBITH
(myHKT 6 po3airy 1V)

MEPEJIIK
JOKYMEHTIB, III0 He MiVISIraloTh peecTpamil creniajbHO NPU3HAYEHOI0
IJISI ILOT'0 0C00010

1. I'padixu, HapsaH, 3aBKH, PO3HAPSIKH.

2. 3BenenHs Ta iH(oOpMartis, HaaiCIaHi 10 Bijoma.



3. HaBuanbHi rutanu, OCBiTHI mporpamu (KOmii).

4. PexnaMH1 TTOBITOMJICHHSI, TUTAKaTH, IIPOTpaMU Hapa, KOH(EPEeHIIii ToIo.
5. Hopmu BUTpaT Marepiais.

6. BitanbHi TUCTH 1 3aMpOIIEHHS.

7. ApykoBaHi BUAaHHA (KHUTH, )KypHAJIU, OIOJIETEH]).

8. MicsiuHi, KBapTalbHi, MBPiYHI 3BITH.

9. ®opMH CTaTUCTUYHOI 3BITHOCTI.

10. Horosopu.

Honarok 4

1o [HeTpyKIIii 3 1i10BOICTBA

y 3aKj1a/1ax 3arajJbHoi cepeHbOT OCBITH
(myHKT 6 po3aury IV)

PEECTPALIIMHUN KYPHAJI
HAaKa3iB KepiBHMKA 3aKJIaNAy

Peectpamiitnmii | [lara Haka3y 3arojgoBOK HaKa3y [Ipi3Bume, [pizBume, ininiamu| IIpumitku
iHAeKC (HOMep) HiITianH BiMOBiAaBEHOT
Hakazy npariBHUKA, HA ocobu
SIKOTO TIOKJIQJICHUI | (BIANOBIAAIBHUX
KOHTPOJIb 32 oci0)
BUKOHAHHS HaKa3zy
1 2 3 4 5 6




