3ATBEP/I’KEHO

Haxka3z K3 «HoBomaskapiBChbKHiA JTilien»
3a4enuiTiBChbKO1 CENMIIHOT Pan
bepectuHCcbKOrO paiiony

XapkiBChKOi 00acTi

02.12.2025 poxy Ne 121

B.o. nupekropa: Jlinist OXPIM

IHCTPYKIIA
3 aitoBoacTBa KomyHasbHoro 3akiaany «HoBomaskapiBcbKuii Jinein»
3auenuyIiBCHKOI CEJIMITHOI paau
bepecTuHCcbKOrO0 paiiony
XapkiBCbKOI 00J1aCTIB

I. 3aranbHi Mo10KeHHS

1. s IHCTpyKIlisS BCTAaHOBIIOE 3arajibHi BUMOTH IIOJO JOKYMEHTYBaHHS
yOpaBIiHCHKOI 1HGOpMallii Ta opraHizamii poO6oTH 3 JOKyMEHTaMu Yy
KomynansHomy 3akiani «HoBomaxkapiBChkuil Jiiei» 3a4enuiiBChbKOT CENUIIHOT
panu bepecTuHCBhKOTO palioHy XapKiBChKOT 00JIACTIB (asti - 3aKJIa).

2. JloTpuMmaHHS BHMOT IIOJAO TOPSAKY BEICHHS JOKYMEHTYBaHHS,
BCTAHOBJICHUX Ii€10 [HCTPYKIIi€IO0, € 000B’A3KOBUM ISl 3aKJIadYy.

3. 3aknag opra”izoBye JUIOBOJCTBO Ha OCHOBI 1€l [HCTpykuii Ta
3aTBEPIKYETHCSI KEPIBHUKOM 3aKJIamy.

4. Opranizaiiss JUTOBOACTBA 1 KOHTPOJIb 3a CBOEYACHUM PO3TIIAJIOM Ta
MPOXO/PKEHHAM JOKYMEHTIB y 3aKjiajl 3[A1MCHIOIOTHCA BIANOBIJATBHOK OCO00I0
(BimmoBimadbHUMHU ocoOamu), sKa (sKi) TpHU3HAYae€Thes (NMPU3HAYAOTHCS)
KEPIBHUKOM 3aKJIay.

5. CTBOpeHHS €JIEeKTPOHHHMX JOKYMEHTIB 3JIMCHIOETHCS BIJMOBIAHO [0
3akoHiB  Ykpaiam «IIpo CICKTPOHHI _ JTOKYMEHTH __ Ta  CICKTPOHHUU
JOKYMEHTO0001r», «IIpo enexTpoHHuil mudpoBUi miAnucy, Hakazy MiHicTepcTBa
foctuiii Ykpainu Bijg 11 mucromaga 2014 poxy Ne 1886/5 «IIpo 3atBepkeHHs
[Topsinky poOOTH 3 €IEKTPOHHUMHU JOKYMEHTAMH Y JIIJIOBOJCTBI Ta iX MiATOTOBKU
70 TepefaBaHHA Ha apXiBHE 30epiraHHs», 3apeecTpoBaHOrO B MiHICTEpPCTBI
roctuilii Ykpainu 11 mucronaga 2014 poky 3a Ne 1421/26198.

3akiaa MOXe CTBOPIOBATH JTOKYMEHTH TUMYAcoBOro (10 10 pokiB BKIHOYHO)
CTpOKY 30epiraHHs JuIle B €JIEKTPOHHIN (HOpMi 32 YMOBU HASIBHOCTI BIJIIOBIHOTO
TEXHIYHOT'O 3a0€3MEeUCHHS 3 ypaXyBaHHSM BUMOI 3aKOHOJIaBCTBa YKpaiHU Ta IlI€i
[HCTpYKIIII.

6. Ilopsmok opranizarii JTOBOJCTBA 3a 3BEPHEHHSMH TPOMAJISH, 3alTUTaMU
Ha TyOmiyHy iH(MOpMaIiio BH3HAYa€eThCs 3akoHamu Ykpainu «IIpo 3BepHEHHs
rpomajisiny, «IIpo moctyn a0 my6sidHoT iHbOpMAILii».

7. Y 3aknaAl AUIOBOJACTBO 3A1MCHIOETHCA JI€PKABHOIO MOBOIO. JIOKyMEHTH
CKIIQJAI0ThCA JIEP>KaBHOIO MOBOIO, KPIM BHITAJIKIB, TIepe10aueHUX 3aKOHOIAaBCTBOM
PO MOBHU B YKpaiHi.
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JIOKyMeHTH, SIKI HaJCWIAIOThCd 1HO3EMHUM ajpecaraMm, O(OpPMIIIOIOTHCS
YKpaiHChKOI0 MOBOIO, a00 MOBOIO JepKaBH-ajipecara, ab0 OJHIEI0 3 MOB
MDKHApPOIHOTO CITIJIKYBaHHS.

8. Ctpoku 30epiraHHsi JOKYMEHTIB, 1[0 CTBOPIOIOTHCS IIiJ Yac ISNIBHOCTI
3aKjajy, BU3HAUYaIOThCSI Haka3oM MiHicTepcTBa rocTUIl YKpainu Bif 12 KBITHS
2012 poky Ne 578/5 «Ilpo 3atBepmxenHs Ilepeniky THUIOBUX JOKYMEHTIB, IO
CTBOPIOIOTHCS IMiJI Yac JisUIBHOCTI JIep)KaBHUX OpraHiB Ta OpraHiB MiCIIEBOTO
CaMOBDSTyBaHHsI, IHITUX yCTaHOB, MiANPUEMCTB Ta OpTaHi3alliid, 13 3a3HAYCHHSIM
CTPOKIB 30€piraHHs JTOKyMEHTIB», 3apeecTpoBaHUM Yy MIHICTEpPCTBl IOCTHUIIIT
Ykpainu 17 kBiTHs 2012 poky 3a Ne 571/20884 (31 3miHamu).

I1. 3arajbHi BUMOTH 10 CTBOPEHHs, 0(pOPMIIEHHS Ta TOKYMEHTYBaHHS
yIpaBJIiHCbKOI iH(popManii

1. JloxymeHTyBaHHS yIOpaBIIHCHKOI 1HQOpMaIli 3akiagy TMoJsrae y
CTBOPEHHI JIOKYMEHTIB, [0 CIIPSIMOBaHI Ha BUPIIIEHHS YIPABIIHCHKUX PIIICHb.

2. Ha3Ba Buay nokymeHTa (Hakas, IpOTOKOJ, JOMOBIIHA 3alKMCKa TOIO) Ma€e
BIIMOBIATH Ha3BaM, IepeadadeHuM po3aisioMm 3 Jlep)kaBHoro kiacudgikaTopa
ynpasiiHcbkoi gokymenTaii JK 010-98, 3aTtBepmkeHoro Hakazom Jlep:KaBHOTO
KOMITETY YKpaiHU 10 CTaHAapTU3allii, METpoJIOTii Ta ceptudikaiii Bia 31 rpyaHs
1998 poxy Ne 1024 (31 3MiHaMH).

OdopmileHHST PEKBI3UTIB OPraHi3aliiHO-pO3NOPSAY0l  JTOKYMEHTalli Ta
NOPSJIOK  iX pPO3TalllyBaHHS MarOTh BIANOBIAaTH HallloHanTbHOMY —CTaHIapTy
Ykpaiau «/lepxaBHa yHI(I1KOBaHA cHCTEMa AOKyMeHTalli. YHid1KoBaHA CUCTEMA
OpraHi3alliiHO-pO3NOoPSAaY0i  JOoKyMeHTalli. Bumorn  n0  odopmiatoBaHHS
nokyMeHTiB. JICTY 4163-2003», 3aTBeppkeHOMY HakazoM JlepkaBHOTO KOMITETY
VKpaiHu 3 NUTaHb TEXHIYHOTO PEryJIIOBaHHS Ta CIOXUBYOI MOMITUKU Bix 07
kBiTHS 2003 poky Ne 55 (mam - ICTY).

3. OpranizaiiiHo-po3nopsia4i JOKyMEHTH O(OpPMIIIOIOTHCS Ha OJlaHKaX, 1110
BUTOTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY Ta i€l [ncTpykiii.

VY 3aknaai MOXYyTh BUKOPUCTOBYBATHUCS TaKl OJIAHKU JTOKYMEHTIB:

3arajbHUM OJIaHK NIl CTBOPEHHSI PI3HUX BUIIB IOKYMEHTIB (0€3 3a3HaueHHs
y OJlaHKY Ha3BU BUJY IOKYMEHTA);

OJIaHK JIMCTa;

OJIaHK HaKa3y.

Bumoru 10 opopMIIeHHS JOKYMEHTIB, II0 BUTOTOBJISIIOTHCSA 3a JIONOMOTOIO
KOMIT FOTEPHOT TEXHIKH, HaBeJIeHO B 10AaTKy | 110 1i€ei [HeTpyKkiii.

4. TlocagoBl 0CcOOM MIANMUCYIOTh JOKYMEHTH B MEXax CBOiX MOBHOBa)KCHbD,
BU3HAYCHMX 3aKOHOJABCTBOM YKpaiHW, CTAaTyTOM 3aKjiaay, I0CaJOBUMHU
THCTPYKI[ISIMH, HAKa30M IMPO PO3NOJAUT O0OB’SI3KIB MK KEpPIBHHUKOM 3aKjaay Ta
MOT0 3aCTyITHUKAMU TOLLO.

BinOuTkoMm meuaTku 3akiagy (3a HasSBHOCTI) 3aCBIAYYIOTH MiJIMUAC MTOCAA0BOI
0coOM Ha JTOKyMEHTax 13 MUTaHb OpraHizamiiiHoi Ta (HIHAHCOBO-TOCTOIAPCHKOT
TISTBHOCTI 3a TEPENIKOM JOKYMEHTIB, Ha SKHX IIIINUC TOCAJ0BOi 0co0U
3aCBIAUYETHCS BIIOWTKOM TMEUYAaTKH 3aKjiaay, HaBEACHUM Y JONATKy 2 10 IIi€l
[HCTpYyKIIIi.
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BinOuTOK medaTku CTaBUTHCS TakK, MO0 BIH OXOIUTIOBAB OCTaHHI KIJIbKa JIITEP
HalilMeHyBaHHS 1MOCa U 0CO0H, sIKa MiJINKUcana JOKYMEHT, ajie He MIUC M0CcaI0BOol
oco0u, a0 MPOCTABIAETHCA HA OKPEMO BUALICHOMY JJISl IIBOTO MICII 3 BiMITKOIO
«M. IL».

5. 3akiaj MOKe 3aCBIAYYBATH KOIIIi JIMIIE TUX JOKYMEHTIB, IO CTBOPIOIOTHCS
B HbOMY, a TAKOX y BUNJIKaX, nepeadadueHux B ad3alli JpyromMy bOTO MyHKTY.

VY pa3i miAroToBKM JOKYMEHTIB JUIs HaJaHHSA CYJOBHM OpraHam, I 4ac
BUPIIIIEHHSI TWTaHb IOAO0 TPUUHATTA TPOMAIIH HAa poOOTy, HaBYAHHS,
3aCBIMYEHHS iX TPYAOBHX Ta IHIIMX MPaB y B3a€MOBIJHOCHMHAX 13 3aKJIaJ0M, a
TaKOXX Mg dYac QopMyBaHHS OCOOOBHX CIpaB TMpPAILiBHUKIB 3aKial MOXeE
BUTOTOBIIATU KOTii TOKYMEHTIB, BUJAHUX 1HITUMHU YCTaHOBAMHU (KOTIii JOKYMEHTIB
PO OCBITY TOIIIO).

Bigmitka «Komisi» mpocTaBisieThCsi Ha JIMIBOBOMY OOIll Y BEPXHBOMY
paBOMY KYTKY MEPIIOro apKylia JOKYMEHTA.

Komii Haka3ziB, IHIIUX JOKYMEHTIB 3acBiIUye (3aCBIAYYIOTh) BiJAMOBiAaIbHA
oco0a (B1AMOBIIaIbHI 0COOM) 32 OpraHi3aIliio J1JI0BOJICTBA Y 3aKJIA/I].

6. Y pa3i moTpedu MpoBEAEeHHS OIIIHKH JOIIIJILHOCTI CTBOPEHHS JIOKYMEHTA,
Horo OOIPYHTOBAaHOCTI Ta  BIJAMOBIAHOCTI 3aKOHOJABCTBY  31HCHIOETHCS
MOTOPKEHHS JIOKYMEHTA.

[ToromkeHHsT JOKYMEHTIB MOKE€ 3A1MCHIOBATHCH TIOCAJIOBUMH OCOOaMu
3aKiany, Kl BIANOBIIHO O iX KOMIIETEHLII BHUPIIIYIOTh NMUTaHHA, MOPYIIEHI B
JIOKYMEHT1 (BHYTPIIIIHE TMOTO/KEHHS), a TaKOX 3alHTEPECOBAHWMH YCTaHOBaMU
(30BHIIIIHE MMOTOKEHHS).

[ToromkeHHsT JOKYMEHTIB 3/1MCHIOETHCS BIJAMOBIAHO JO BHUMOI Hakazy
MinictepctBa toctuili Ykpainu Bim 18 uepBHs 2015 poky Ne 1000/5 «IIpo
3atBep/keHHss [IpaBun opranizamii JiJIOBOACTBA Ta apxiBHOrO 30epiraHHs
JIOKyMEHTIB y JIepKaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBpPSIyBaHHS, Ha
MIJIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3aIlisix», 3apeecTpoBaHoro y MiHiCTepCTBI
foctuiii Ykpainu 22 dyepBHs 2015 poky 3a Ne 736/27181 (mami - IlpaBuia
oprasizaiiii iJI0BOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB).

['pud moromxeHHss po3minrytoTh Hmwkuye pekBi3uTy «lligmucy. Bin
ckinagaetbes 31 cnoBa [TOI'OJDKEHO (Oe3 namok), Ha3Bu mocaad ocoOu, sika
MOTO/KY€E JOKYMEHT (pa3oM 3 HaMEHYBaHHSAM 3aKJajy), MiANUCY, 1HIIany(iB) 1
MPi3BHINA, JATH ITOTOKEHHSI.

Ilpuxnao:
[HOTI'OKEHO
upektop riMHa3ii Ne 5
[Tignuc [Himan(n), MPI3BUILE
05.02.2018

7. 3aTBepIKEHHSI YIPaBIIHCHKUX JOKYMEHTIB 3A1MCHIOETBCS OCOOUCTO
KEpIBHUKOM 3aKjajy BIAMOBIIHO JI0 HOTO MOBHOBaXEHb a00 PO3MOPSTINM
JIOKyMEHTOM 3aKJiaqy 13 3a3HaueHHSM Ha JOKyMEHTI rpuda 3aTBEpIKEHHS,
0(OPMIICHOTO BiJIITOBITHUM YHHOM.

[Topsimok 3aTBep/KEHHSI TOKYMEHTIB 3IHCHIOETHCS BIAMOBIAHO 10 [IpaBumia
oprasizaiiii JIIOBOJICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB.
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I'pud 3atBepmxenHs ckinamgaerbea 31 cnoBa 3ATBEP/DKYIO (6e3 mamok),
Ha3BU TMOCaaAM, Mianucy, iHiMandy(iB) 1 mpi3BUINAa OCOOM, sIKa 3aTBEpAHIIa
JIOKYMEHT, 1aTH 3aTBEP/XKECHHSI.

Ilpuxnao:
3ATBEPIXKXVYIO
Jlupektop riMHasii No 5
[Tigmuc [Himan(n), MIPI3BUIIE
07.03.2018

Y pasi 3aTBep/HKEHHS JOKYMEHTAa PILIICHHSIM KOJEriaJbHOTO OpraHy rpud
3aTBepKeHHs ckianaeTbes 31 cioBa SATBEPJIDKEHO (6e3 nmamok), Ha3BH, JaTH 1
HOMEpa JIOKyMEHTa Yy HAa3UBHOMY BiJIMIHKY.

Ilpuxnao:

3ATBEP/IXKEHO
[Ipotokomn 3acilaHHs
nejaroriyHoi paau TimHasii No 5
06.05.2018 Ne 40

II1. Oco61uBi BUMOTH 10 CKJIAJAHHS JeSIKMX BU/IIB JOKYMEHTIB

1. Haka3 - po3nopsiaunii TOKYMEHT, SIKMI BUJa€ KEPIBHUK 3aKjaay Ha MpaBax
€IMHOHAYAJILHOCTI Ta B MEXKaX CBO€I KOMIICTEHIIT, 000B’I3KOBHH 11 BUKOHAHHS
nigiernumMu. Haka3u BUAAIOTBCS 3 OCHOBHOI JISUIBHOCTI, aJMIHICTPaTUBHO-
rOCIOJapChKUX, KaAPOBUX MUTaHb 3aKJIaly, a TAKOXK PYXy YUHIB.

Haka3u 3 OCHOBHOI JisSJIBHOCTI, aJMIHICTPaTUBHO-TOCIOIAPCHKHUX, KAaJIPOBUX
NUTaHb, PyXy Y4YHIB/BUXOBAHLIB MiAMUCYIOThCS KEPIBHUKOM 3aKkjiaay, a 3a Horo
BIJICYTHOCTI - 0CO00I0, sIKa BHUKOHYE€ HOro OOOB’S3KH, Ta PEECTPYIOTHCI B
KypHajiaX peecTpailii Hakasis.

[Ticnst mignmucanHs HaKa3zy 3MIHU O HHOTO BHOCSITHCS JIMINE MUISIXOM BUJIAHHS
HOBOT'O HaKa3y PO BHECEHHS 3MIH.

Haka3 opopmittoeTbest Ha O1aHKy HaKasy 3aKiauy.

3MICT Haka3zy CTHUCJIO BHUKIAJAETHCS B 3aroJIOBKY, SIKUA TOYHUHAETHCSA 3
npuiiMeHHuKa «IIpo» Ta ckiIagaeThcs 3a JOMOMOTOK0 BIIIECITIBHOTO IMEHHHKA
(«Ilpo  3atBepmxkeHHs...», «lIpo cTBOpeHHd..») abo imenHuka («IIpo
HIJICYMKH...»).

Texkcr Haka3zy 3 OCHOBHOI MISUIBHOCTI, aAMIHICTPATUBHO-TOCIOAAPCHKUX
MUTaHb Ta PyXy Y4YHIB/BUXOBAHIIB CKJIAJIA€THCA 3 JBOX YACTUH - KOHCTATYHOYOi
(mpeamMOynn) 1 pO3NOPAIHOI.

VYV KOHCTaTyrouill YacTUHI 3a3HA4Ya€ThCs MiJCTaBa, OOTPYHTYBaHHSI ab0 MeTa
BUJIaHHA Hakazy. Posmopsigua uacThHa Hakazy TIOYMHAETHCS 13 CIIOBA
«HAKA3VYIO», sike npyKyeTbcst 3 HOBOTO psiika BEJIMKUMH JIITEpaMu 0€3 BIJCTYITY
B1JT JIIBOT'O TIOJIA 1 JIATIOK, ITICJISI YOT'O0 CTABUTHCS JBOKpAIIKa.

SAxio Haka3 BHIAETHCA HA TIACTaBl IHIIOTO PO3MOPSAYOTO JOKYMEHTa, y
KOHCTaTyIOYill YacTHHI 3a3HA4Yal0ThCsl Ha3Ba BUJY IIHOTO JIOKYMEHTA, HOTo aBTOp,
JlaTa, HOMEp Ta 3aroJOBOK.

Haka3u HymepyrloThcsi B MOPSAKY iX BUIAHHS B MEXKaxX KaJIEHJAPHOTO POKY;
HaKa3d 3 OCHOBHOI JISUIBHOCTI, PYyXy Y4YHIB/BUXOBAaHIIIB, aJMIHICTPaTHUBHO-
rocCroAapchbkux, KaJpOBUX IUTaHb MAlOTh OKPEMY IMOPSAIKOBY HyMmepailliio. 3



METOIO PO3PI3HEHHS TPYIl HAKA31B IO PEECTPAIITHOTO 1HACKCY Haka3y depes nedic
JIOMAETHCS JIITepHA BIIMITKA, HAPUKJIIA;

HaKa3M 3 aIMIHICTPATUBHO-TOCIIOIAPCHKUX MUTAHb - Ne 2-T;

HaKa3! 3 KaIpOBUX MUTaHb - No 2-K;

HaKa3u MpOo HaJaHHS IMOPIYHUX OCHOBHUX BIJIITYCTOK Ta BIAMYCTOK Y 3B’S3KY
3 HAaBYaHHSM MPAIiBHUKIB - No 2-B;

HAaKa3M 3 pyXy Y4YHIB/BUXOBAHIIIB - No 2-y.

2. IIpoTokon - MOKyMEHT, y sIKOMY (DIKCYeThCSl TiepeOir BeleHHs 3acigaHb,
yXBaJICHHS pillieHb TOPaTIMMHU Ta KOJIET1aIbHUMU OpraHaMH, KOMICISIMU TOIIIO.

[TpoTokonu 3aciiaHp MENaroriYHUX paj, 1HIIMX JOPaguuX Ta KOJIETialbHUX
OpraHiB CKIAaloThcs B CTHCIIA (opmi. Y TPOTOKOJI, CKIAJACHOMY B CTHCIIH
dopMmi, (QikCyrOTbCS JHUIIE NPUUAHATI pimeHHS 0e3 aeramizamii mepeodiry
O0OTrOBOPEHHS MUTAHHSI.

VY pasi notpebu 3a pillleHHSIM 3arajibHUX 300piB (KOH(]epeHIlii) KOJEKTUBY
MPOTOKOJIM 3arajbHuX 300piB (KOHGEpEeHIii) KOJEKTUBY MOXYTh CKIaJaTHCS Y
NoBHIN (hopmi.

Hywmepaiiisi mpoTokoiiB 3acifiaHb MEJaroriyHoi paaud BEIEThCS B MeEXKax
HABYAJIBLHOTO POKY, MPOTOKOJIIB BUOOPHUX OPTaHIB - Y MEXaX iX MTOBHOBAXKECHb.

Hywmepariiss mpoTOKOJIIB BEAETbCA OKPEMO 3a KOXKHOIO T'PYIOK MPOTOKOJIIB
3aciJiaHb BIATMOBIIHOTO KOJIET1aJIbHOTO OpraHy.

3. JlaToro mpoTOKOIy € JaTa MPOBECHHS 3aCiITaHHS.

3arojoBOK /10 TEKCTY MPOTOKOJY Ma€ BIIOOpakaTH BHJ 3aciaHHs (Hapaja,
300pu, KoH(eEpeHIis TOolo) ado KoJeTialbHOI AISJILHOCTI (KOMICis, pana, 300pH,
poboua rpyra TOIIo) 1 BKJIOYAaTH Ha3BY BUAY JOKYMEHTA.

TekcT NpOTOKOJY CKIIAJAETHCSA 31 BCTYIHOI TA OCHOBHOI YaCTHH.

VY BCTYNHIN YaCcTUHI NPOTOKOJIY 3a3HAYAIOTHCS MPI3BUIIA Ta 1HILIATU TOJOBU
ab0 TOJIOBYIOYOTO Ha 3aciJlaHHi, 300pax TOIIO, CeKpeTapsi, 3alpoIICHUX, a TaKOXK
MPUCYTHIX 0Ci0.

VY pa3i nmotrpebu 3a pillIEeHHSM BIJMOBIIHOTO OpPraHy y CIHCKY MPHUCYTHIX
3a3HAYAIOTHCA TOCAAM 3alpolleHnX oci0 Ta HalWMEHyBaHHS YCTaHOB. SIKIIO
KUIBKICTh TIPUCYTHIX TMepeBHInye 15 oci0, 3a3Ha4a€eThCsl iX 3arajbHa KUTBKICTH 3
MOCHUJIAaHHSIM Ha CIIUCOK, 110 JTOJA€THCS 10 MPOTOKOITY.

4. BerynmHa 4YacTMHA MICTUTH TOPSIOK JCHHUH: TEPENiK PO3TISHYTHX Ha
3aciiaHHl nuTaHb. [lopsSAOK NeHHUI TOAAETHCS HAIPUKIHII BCTYITHOT YaCTHHH.

CnoBa «Ilopsimok neHHUI» APYKYIOTHCA BIJ MEXI1 JIIBOTO MMOJS, MICJIS HUX
CTaBUThCA JABOKpanka. KokHe muTaHHS HymepyeThcs apaOChkuMmH Ludpamu i
IpyKyeTbes 3 ab3ary. @opMyBaHHSI MUTaHb Y MOPSIAKY JTEHHOMY MOYHMHAETHCS 3
npurimeHHUKa «IIpo».

5. OcHOBHa YacTHHA TMPOTOKOJY CKJIAIA€ThCsl 3 PO3AUTB, SKI MaloTh
BIJIMOBIJIATH TyHKTaM TMOPSAKY ACHHOTO. Po3ainm HyMepyroTbes apaOChKUMU
udpamu 1 0y yIOThCs 3@ TAKOIO CXEMOIO:

utst ctuciiol popmu mpoTokodiB: «CITYXAJIN - YXBAJINIIN »;

st moBHOT  opmu  mportokoniB:  «CIIVXAJIM - BUCTYIIWIN -
YXBAJIAIIN».

[Ticns cmoBa «CJIYXAJIM» 3 HOBOTrO psAaKa 3a3HAYAIOTHCSA TPI3BUIIE Ta
1Himiany (iHiIian iMeH1) KO>KHOTO JTOTIOBiaya.



VY mnoBHiii ¢opmi mpotokony micis cinoBa «BUCTYIIMIIN» dikcyroTbes
BUCTYIIM THX 0Ci0, SIKI B3SUIM y4acTh B OOTOBOPEHHI JOMOBiI (MUTaHHS MOPSAKY
JIeHHOT0). BrcTynu oGpopMITIOIOTECSI B IPOTOKOJTI 13 3a3HAYEHHSIM I10Ca/I, MPI3BHUIIL
Ta iHimamiB (iHiiaTy), IMEH JOIOBIIaviB Y Ha3UBHOMY BIJIMIHKY, BHUKJIQJCHHSIM
3MICTY BUCTYITy 00 MUTaHHs, BIAMOBII HA HbOTO.

6. TekcTy BUCTYIIB y MPOTOKOJI1 BUKJIAJAI0THCS BT TPEThOi 0OCOOM OJTHHHHU.

Texkct abo Te3u M0mMOBIIAI, OPOpMIIEHI SK OKpeMi JOKYMEHTH, 10 TEKCTY
IPOTOKOJY HE BKItoUatoThes. [licis BimoMocTel mpo AOMOBiAaua CTaBUTHCS THPE 1
3a3Haua€eThCs « TEKCT TOMOBI/L TOAETHCS 10 MPOTOKOIYY.

[Ticns  cmoBa «YXBAJIMIIM»  ¢ikcyeTscss mpuifHATE  pIlIEHHA 3
OOTOBOPIOBAHOTO THUTAHHS TMOPSAKY JIEHHOTO, SKE€ Ma€ BKJIIOYATH CKJIAJ0BI, IO
BIJIMTOBIIAl0Th HA TaKi MUTAaHHS: KOMY, 110 3pOOUTH 1 B IKUH CTPOK.

Y pasi KO TNpUHAMAETHCA PIMICHHS TIPO CXBAJICHHS, TOTOKEHHS,
3aTBEP/KEHHSI JIOKYMEHTa, SIKU OOTOBOPIOBABCS HAa 3acCiJlaHHI, LIEH JTOKYMEHT
JIOJTA€THCS 710 MTPOTOKOIY. 3a HASBHOCTI 1HIIUX JOKYMEHTIB, 110 PO3TJIsAAIMCA Ha
3aciianHi Ta ¢akT OOroOBOpPEHHS SKUX Oysio 3adiKCOBaHO B TEKCTI MPOTOKOIY,
BOHU HYMEPYIOThCSI apaOChKUMH IudpamMu (HapuKiIad, 104aTok 1, mogarok 2). Y
BIJIMOBITHUX MYHKTaX MPOTOKOJY MPOCTABJISIIOTHCS MOCUIAHHS Ha 111 T0JaTKH.

[IpoTokon mijnucye rojIoByOYMN Ha 3aciiaHHl KoJIeTiadbHOTO (AOPagdoro)
opraHy Ta cekperap (3a HasBHOCTI). [IpoTokois 3aciganb KOMICIH MIIMUCYIOThH yCi
YJICHU KOMICIi.

7. JIuCTH CKNamaroThCA 3 METOI0 OOMIHY 1H(OpMall€0 MK 3aKiIaJoM Ta
opraHamMu JepKaBHOI BJIaJd, OpPraHAMH MICIICBOTO CaMOBPSIYBaHHS, iX
MOCAJ0BUMH 1 CIIYKOOBUMHU 0CO0AMHU, 3aKIaaMH, yCTAHOBAMH, OpPTraHi3alliIMH Ta
IHIIMMH (QI3UYHUMH 1 FOPUJIMYHUMU 0COOaMHU.

brnaHku ucTa MaroTh Takl peKBI3UTH:

HallMEHYBaHHS 3aCHOBHHMKa (3aCHOBHUKIB) 3akiany (Hampukian, Opechka
MIChbKa pajia);

MTOBHE HaMEHYBaHHS 3aKjay BIAMOBIIHO A0 YCTAHOBUMX JOKYMEHTIB;

JIOBIJIKOBI JlaHi Mpo 3akiaj (MomToBa ajapeca, HoMepu TenedoHiB, (akcis,
paxyHKIB y 0aHKY, aJipecy €JIEKTPOHHOT MOIITH TOIIIO).

PekBi3uTu nucra: nata, peectpaliiiHui 1HIeKC, TOCHIIAHHS Ha peecTpariitHui
IHJIEKC 1 JaTy JOKYMEHTa, Ha KWW HaJaeThCs BIAMOBIAL (3a moTpedu), aapecar,
3aroJIOBOK 110 TEKCTY, TEKCT, BIAMITKAa MPO HASBHICTh JOJATKIB (3a moTpedn),
MIJMNAC, BIAMITKA PO BUKOHABIIS.

JlaToro nmcra € para HWOro IIANUCAHHS, SKa Mae 30iraTucs 13 JaToro
peecTtpaliii BUXiHOT KOPECITOHEHIII].

TekcT auCTa BUKIAAAETHCS Bif MEpIIoi 0cOOM MHOXHHH 3 BUKOPHUCTAaHHSIM
CJIIB: «IIPOCUMO TTOBIIOMHUTH...», «PO3’ICHIOEMO, I110...».

3a3Buuai y JUCTI MOPYIIYETHCS OAHE MUTAHHS.

8. AKT - TOKYMEHT, CKJIQJICHUI TPYTOI OCI0 TS 3aCBIUEHHS] BCTAHOBIICHUX
dakTiB abo momiid. AKTH OGOPMITIOIOTECS 3a Pe3yJIbTaTaMH PEeBi3ii (hiHAHCOBO-
rOCIOAapChKOT MISUTBHOCTI, TiJ] Yac MpUHAMaHHSA-TIEpeaBaHHs CIpaB, CHUCAHHS
MaifHa TOLLO.

JlaToro akTa € jara HOro CKJIaJeHHS.

TekcT akTa CKIaJa€ThCs 31 BCTYMHOT Ta KOHCTATYIOUO1 YaCTHH.
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VY BCTynHIM 4YacTWMHI 3a3HAYAIOThCS MIACTaBM JJIsl CKJIQJaHHA aKTa Ta
Ha3MBaIOTHCS 0COOH, SIK1 CKJIaau akT abo OyJIM MPUCYTHI MPHU LIBOMY.

Y KOHCTAaTylOYili YacTWHI BUKJIAJAIOTBCS CYTh, 3aBJaHHSA, XapakTep
BUKOHAHOI poOOTH, BCTAHOBIICHI (pakTH, Mpomo3uiii Ta BUCHOBKU. KoHcTaTyroua
JacTHHA MOKe 0()OPMITFOBATHUCS Yy BUTJISAA1 TAOJIHIII.

VY KiHIIl TEKCTY aKTa 3aluCyIOThCS JaHl MPO KUIBKICTh MPUMIPHUKIB aKTa Ta
iX MicIIe3HaXO/KESHHS.

AKT miaOUCyIOTh yci 0co0u, siKi Opanu y4acTh y HOTro CKIIaJaHHI.

Oco0a, sixa Ma€e 3ayBaK€HHSI JI0 3MICTY aKTa, MAMUCY€E HOTO 1 BUKIAAAE CBOIO
JTYMKY Ha OKpEMOMY apKylili, KW JOJAEThCA JI0 aKTa.

IV. PeecTpauist 10KyMeHTIB

1. JlokymMeHTH B 3aKiajJil PEECTPYIOTHCS IEHTPAII30BaHO HE3AJICKHO Bij
croco0y iX CTBOpEHHs, OJIep)KaHHS YW BIATBOPEHHS. Y 3aKkiajii  MOXe
3aCTOCOBYBATUCS ~ aBTOMaru3oBaHa ¢Gopma  peecTpamii  JOKYMEHTIB 3
BUKOPHUCTAHHSM CIICIIAIbBHUX KOMIT IOTEPHUX MPOTPaM.

2. PeecTpariis 1OKyMEHTIB 31MCHIOETHCS BIAMOBIAHO J10 [IpaBumin opranizariii
JUJI0OBOJICTBA Ta apXiBHOTO 30€piraHHs JTOKYMEHTIB.

3. Peectparriss JOKYMEHTIB MPOBOJUTHCS 3 METOIO 3a0€3MEeUeHHs iX 00Ky,
KOHTPOJIIO 32 BUKOHAHHSIM 1 OTIEpaTUBHUM BUKOPHUCTAHHAM 1H(OpMAITii Ta MOJIATae
y BEIEHHI 3amucy OOJIKOBHX JaHUX MPO JOKYMEHT, SKMM (IKCyeTbca (akT
CTBOPCHHSI, BiANPAaBICHHS a00 OTPUMAaHHS JTOKYMEHTA IMUISIXOM MPOCTABJICHHS Ha
HbOMY PEECTPALIMHOIO I1HAEKCY 13 3alMCOM Yy BIANOBIAHMX >XypHamax (0azax
aBTOMAaTU30BAHUX CUCTEM) peecTpallii HeoOOX1JHUX BIAOMOCTEH PO JOKYMEHT.

4. Peecrpamii mansAraroTh BXiAHI, BHUXIJHI Ta BHYTPILIHI JOKYMEHTHU
(mOBiAKU, MOTMOBIAHI 3aMMCKH, 3asBH, MPOTOKOJM 3aciflaHb NEJaroriyHuX paf,
KOMICIi# TOIIIO).

5. JIOKyMEHTH PEECTPYIOTHCS JIHUIIE OJMH Pa3: BXIJHI - Y J€Hb HAJIXOKCHHS
ab0 He Mmi3HIIIE HACTYMHOTO pOOOYOro MdHS, SIKIIO JOKYMEHT HaIIWIIOB Y
HepoOOoUMii yac, CTBOPIOBAHI - Y A€Hb MAMUCaHHS a00 3aTBEPKEHHS.

6. JlokyMeHTH, sIKi HAAXOAATh JI0 3aKjaay, PEECTPYIOThCS B )KypHAIl BX1IHOI
KOPECTHOH/ICHIIIi, Ti, IO BIANPABISAIOTHCS,- Y KypHajl BUXITHUX JTOKYMEHTIB,
BHYTPIIIIHI - y )KypHaJIl BHYTPIIIHIX JIOKYMEHTIB, HAKa3M - y )KypHajax peectparii
HaKa3iB.

[lepemik  JOKyMEHTIB, WLI0 HE NUIATAIOTh pPEeCTpalii  CreiaibHO
MPU3HAYCHOIO TSI IIOTO 0CO0010, HABEJIEHO Yy J10J1aTKY 3 70 i€l [HCTpyKIii.

®opmy peecTparifHOro >KypHaly HakasiB KepiBHHKA 3akKiajy HaBeICHO
y nonatky 4 no ui€i [HeTpykiii.

[TpumipHi dhopMH peecTpaliiHUX KYpPHAJIB BXITHUX, BUXIIHUX, BHYTPILIHIX
JIOKyMEHTIB HaBEACHO Yy Aonatkax 5-7 mo IlpaBun opranizamii IiI0BOJCTBA Ta
apX1BHOTO 30epiraHHs JOKYMEHTIB.

7. JJIOKyMEHTH pEeECTPYIOThCS 3a TPYyIaMHy 3aJIKHO BiJl HA3BU BUY, aBTOpa Ta
3MicTy. OKpEeMO peeCTPYIOThCS:

BX1JIH1 JOKYMEHTH,

HaKa3u 3 OCHOBHOI JISUILHOCTI;

HaKa3| 3 pyXy Y4HIB/BUXOBAHIIIB;
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HaKa3u 3 aIMIHICTPATUBHO-TOCIIOTAPCHKUX MTUTAHb;

HAaKa3M 3 KaJIpOBUX MUTAHb TPUBAJIOTO 30€piraHHs;

HaKa3M 3 KaJIpOBUX MUTaHb TUMYACOBOT'O CTPOKY 30epiraHHs;

BHYTPIIIHI JOKYMEHTH (MPOTOKOIH, JOBIJIKH, JOMOBIAHI, IOSCHIOBAJIbHI
3aIMCKH, 3asBH IPAI[iIBHUKIB TOIIIO);

OyXranaTepchbKi IOKYMEHTH;

3BEPHEHHSI TPOMAJISH, Y TOMY 4YHCJIi OaThKIB a00 3aKOHHHMX IPEICTABHUKIB
YUHIB;

3alliTH Ha MyOJiyHy 1H(OpMAaIliio.

8. JlokyMeHTH, 10 MepelatoThCs eIEKTPOHHOIO MOLITOI Y CKaHOBaHii Gopmi
0e3 eJeKTPOHHOro IU(POBOrO MIAMHUCY, PEECTPYIOTHCS OKPEMO BiJ 1HIIHMX
JIOKYMEHTIB 13 3a3HAYCHHSIM €JICKTPOHHOI apecH BiIITpaBHUKA Ta aJpecara.

9. Ilim yac peectpaiii JOKYMEHTa HAJA€ThCSI YMOBHE TO3HAYEHHS -
peectpamiiiauii iHaekc. CKIIaloBI YaCTUHU PEECTPAIIMHOTO 1HJIEKCY JTOKYMEHTa
(KpiM 3BEpHEHb TPOMAJSH) BIJOKPEMIIIOIOTHCS OJHA BiJl OAHOI MPaBOOIYHOIO
HOXMUJIOK0 PUCKOIO.

10. Jlng BXIJHUX JOKYMEHTIB PEECTPALIMHUM 1HJIEKC CKJIQJa€ThCs 3
MOPSIIKOBOTO HOMEpa Ta IHAEGKCY chpaBu, Hamnpukian 89/02-04, ne 89 -
MOPSIKOBUIT HOMEp MOKyMeHTa y Mexax poky, 02-04 - iHjmekc chpaBu 3a
HOMEHKJIATypOIO CIpaB.

11. V BuXiZHOrO Ta BHYTPIIIHBOIO (32 BHHITKOM Haka3iB, IPOTOKOJIB)
JOKyMEHTa pEeCTpaliiHUl 1HJOEKC CKJIAJaeTbcd 13 1HAEKCY CIpaBU  3a
HOMEHKJIATypOIO CIIpaB Ta MOPSAIKOBOTO HoMepa, Hanpukian 02-04/176, ne 02-04
- IHJIEKC CIIPaBU 32 HOMEHKJIATypOlO cIipaB, 176 - MOpsAAKOBUI HOMEP TOKyMEHTA
y MEXKax pOKy.

V. CxiajaHHS HOMEHKJIATYPH CIIPaB

1. Homenknartypa crpaB - O0OOB’SI3KOBHH JIJIsi 3aKJIaly CHCTEMaTHU30BaHUN
Mepeslik Ha3B (3arojoBKiB) CIpaB, IO (OPMYIOThCA 13 3a3HAYEHHSIM CTPOKIB
30epiraHHs CIpas.

2. HomenknaTypa cmpaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJaji
€IMHOTO TOPAIKY (POpMYBaHHs CIIpaB, 3a0e3MeyeHHsl iX OOJIKy, ONEpPaTHBHOTO
MOITYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BH3HAuU€HHsI CTPOKIB 30epiraHHs
CITpaB 1 € OCHOBOIO JJIsI CKJIaJIaHHs OTIMCIB CIIPaB MOCTIMHOTO Ta TPUBAJIOTO (MIOHA
10 pokiB) 30epiranHsi, a TakoX st oOJiKy crpaB Tum4acoBoro (1o 10 pokis
BKJIFOUHO) 30€epiraHHs.

3. CknaganHs Ta oOQOpPMIEHHS HOMEHKJIATypu CHpaB 31ACHIOETHCS
BIIMOBIAHO 710 BUMOT rjaBu 1 po3ainy IV IlpaBun opranizaiii IUJIOBOJACTBA Ta
apX1BHOTO 30€piraHHs.

4. HomeHkiaTypa CrpaB 3aKjiagy po3poOJISIETHCS BiJIMOBIIAIBLHOI OCO0O0I0
(BiAMOBIAIBHUMHE 0CO0aMHM) 3a OpraHizaimiro JUIOBOACTBA Yy 3akKiaml 13
3a;TydeHHsIM (axiBIliB CTPYKTYPHHX M1IPO3ALTIB 3aKiaay (3a iX HasBHOCTI).

5. HomenkmnaTypa crpaB yXBalllOETbCS €KCIEepTHOIO Kowmicieto (mami - EK)
3aKj1ay, sika CTBOPIOETHCS BIIMOBIIHO JI0 3aKOHOJIAaBCTBA.

6. KepiBHUK HOBOCTBOPEHOTO 3aKjaay 3000B’S3aHUN HE MI3HINIE OIHOTO
POKY 3 TMOYaTKy MisIbHOCTI mojatu cxBasieHy EK 3akmamy HOMEHKIaTypy crpaB
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Ha PpO3MNIAJ eKCIepTHO-TepeBipHid kowmicii (mami - EIIK) BixmosigHOTO
nepkaBHoro apxiBy, EK apxiBHOTO Bijiily palOHHOI AepkaBHOI aaMiHICTparli
abo MichKOI paau, y 30HI KOMIUICKTYBaHHS SIKOTO TepeOyBae 3akiai, s
MIPOBEJICHHS C€KCIIEPTU3H IIHHOCTI IOKYMEHTIB 3 METOIO iX MOKIIMBOTO BiJIHECEHHS
1o xepen opmyBanHs HartionansHoro apxiBHoro ¢ouay (nami - HA®D).

7. 3aknman, M0 HAJICXKUTH M0 pkepen dopmyBanHs HAD, y momaibimomy
MIOTOJKY€E CBOIO HOMEHKIIaTypy cripaB 3 EIIK BiamoBigHOTO AepKaBHOTO apXiBy.

8. 3aknaj, y JisUTbHOCTI SIKOTO HE YTBOPIOIOThCA JoKyMeHTH HA®, moromxye
HOMEHKaTypy crpas 3 EK oprany ynpaBiiHHS OCBITOIO.

9. Homenkmatypa crmpaB 3akiaay MiIATA€ TOTOHKEHHIO 3 BiAMOBITHUM
JIep’KaBHUM apXxiBOM a00 OpraHOM YIMpPaBIiHHS OCBITOIO OJWH pa3 Ha I SITh POKIB
a00 HEBIAKIAIHO B pa3i ICTOTHUX 3MiH Yy (OpMi BIACHOCTI, CTPYKTYpi, PYHKIIISX
Ta XapakTepi poOOTH.

10. TToromxeny EIIK BimmoBimHoro nepskaBHoro apxiBy abo EK oprany
YIPaBJIIHHS OCBITOI0 HOMEHKJIATYPY CIIPaB 3aTBEPXKY€E KEPIBHUK 3aKIIATY.

11. HampukiHii poky HOMEHKIATypa CHpaB 3aKpUBAETHCA IiJCYMKOBUM
3aMKrCcOM IPO KaTeropii Ta KIJIbKICTh CIpPaB, 3aBEACHUX Y BIMOBITHOMY POIIi.

12. Homenkiarypa crpaB mopoky (He mizHime 20 rpynHs) YTOUHIOEThCS,
3aTBEP/IKYETHCSI KEPIBHUKOM 3aKJIay Ta BBOAUTHCS B Ait0 3 01 ClUHS HACTYITHOTO

POKY.

VI. ®opmyBaHHs cipaB, 30epiraHHst JOKYMEHTIB

1. ®opmyBaHHs chpaB - TpyINyBaHHS BHKOHAHHMX JOKYMEHTIB Yy CIpPaBH
BIJIMOBIHO /10 HOMEHKJIATYPH CIIPaB.

2. ®dopMyBaHHS CIIpaB 3aKJIaay 3A1MCHIOETHCS 3 TOTPUMAHHSAM BUMOT [IpaBui
opraHizailii IIOBOJCTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Hakasu 3 0OCHOBHOT JisSTTLHOCTI 3aKJIaly, aAMIHICTPAaTUBHO-TOCIIOTAPCHKUX,
KaJIpOBUX IMHUTAaHb Ta PYyXy YYHIB/BUXOBAHIIIB TPYMYIOThCS B PI3HI CIpPaBH Yy
XPOHOJIOTTYHOMY TOPSAJIKY BIJIMOBITHO JI0 X BUJIIB Ta CTPOKIB 30€piraHHs.

4. JIoKyMeHTH, 3aTBEp/KEHI HaKa3oM KepIBHMKa 3aKkjiaay, € JoAaTKaMH [0
HBOTO 1 TPYIYIOTHCS PA30M 13 UM PO3MOPSTINM JTOKYMEHTOM.

5. JluctyBaHHS TPYNYETHCS 3a 3MICTOM 1 KOPECHOHJEHTCHKOIO O3HAKOIO Ta
CUCTEMATU3YEThCS B XPOHOJOTIYHOMY  TOPSAAKY:  JOKYMEHT-BIJIIOBIb
PO3MINIYETHCS 32 IOKYyMEHTOM-3aIIUTOM.

6. AndaBiTHa KHUTA y4YHIB/BUXOBAHUIB, KypHAJIU TPYNH MOJOBXKEHOTO JHS,
OOJIIKy MPONYIIEHUX 1 3aMIHEHUX YPOKIB, KHUTH OOJIIKY Ta BHAA4l CBIJOLTB 1
JTOAATKIB JI0 CBIJONTB MNpo 0a30BY 3arajbHy CEpPEIHI0 OCBITY, aTeCTaTiB Ta
JOJIATKIB IO aTeCTaTiB MPO MOBHY 3arajlbHy CEPEIHIO OCBITY, 30J0THUX MeJanen
«3a BHUCOKI JIOCSATHEHHS y HaBYaHHI» Ta CpiOHMX Menanell «3a JOCATHEHHS y
HaBYaHHI» MPOILIHYPOBYIOTbCA, @ CTOPIHKM HyMepyroThcs. Ha octanHii cTopiHIIl
KYpHAITy/KHUTH POOUTHCS 3alKC PO KUIBKICTh CTOPIHOK Y >KYpHAJII/KHU31, IO
MIMUCY€E KePIBHUK 3akiady. [lianuc kepiBHUKA CKPITUTFOETHCS MEYATKOK 3aKIaay
(3a HAsIBHOCT1).

7. Y pa3i nmorpebu 3a pIIICHHSIM MNEAAroriyHOi pagu y 3aKiagi MOXYTh
CTBOPIOBATUCSA Ta BECTHUCS IHINI XypHanu (KypHaJl MPAKTHYHOTO TCHXOJIOTa,
COITIaJILHOTO IIeJIarora TOIIO).
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VII. EkcniepTiza HiHHOCTi JOKYMEHTIB.
ITopsaoK MiATOTOBKHU CHPAB /10 NePeAaHHs sl APXIiBHOI0 30epiraHHs

1. Excrneptu3a MIHHOCTI JOKYMEHTIB Ta MOPSJOK MIATOTOBKH CHpaB 0
nepeaHHs Il apXiBHOTo 30epiraHHs 31MCHIOIOThCA Ha TijacTaBi [IpaBun
opraizalii JIJIOBOJCTBA Ta apXiBHOI'O 30€pIiraHHs JIOKYMEHTIB.

CrnemiaapHi BUMOTH JIO €KCIEPTU3W I[IHHOCTI JIOKYMEHTIB Ta TOPSJKY
MIATOTOBKH CIIPaB JI0 TIEPEAaHHS JUIsl apXiBHOTO 30epiraHHs 3akiaay nependadeHi
mieto [HCTpyKITi€To.

2. Jlns opranizamii Ta MPOBENEHHS EKCHEPTHU3M I[IHHOCTI JOKYMEHTIB, IIO
YTBOPUITUCS Y IUTOBOJICTBI 3aKJIaTy, Ta MOAaHHS PE3yJIbTATIB €KCIIEPTU3U IIHHOCTI
nokymentiB Ha posran EIK nepxkasnoro apxiBy (EK apxiBHoOro Bimmimy
palioHHOI Jep>KaBHOI agMiHIcTpallli abo MicbKoi paan) yrBoproetbea EK 3aknany.
CrBopenns EK Ta opranizartiis ii po60TH 311HCHIOIOTECS BIATIOBITHO 10 MOCTAHOBH
Kabinery MinictpiB VYkpainu Bim 08 cepmnas 2007 poky Ne 1004 «IIpo

MIPOBEJICHHS €KCIEPTU3HU IIIHHOCTI JTOKYMEHTIBY» Ta Haka3zy MiHICTepCcTBa FOCTHINT
Vkpainu Big 19 uwepBua 2013 poxy Ne 1227/5 «Ilpo 3arBepmxenHs TumoBoro
MOJIOKEHHSI TIPO EKCIIEPTHY KOMICII0 JIep>KaBHOTO OpraHy, OpraHy MiCIIEBOTO
CaMOBPSIyBaHHS, JIEPKABHOTO 1 KOMYHAJIBHOTO MIiAMPUEMCTBA, YCTAaHOBU Ta
oprasizaiii», 3apeecTpoBaHoro B MinictepcTBi toctullli Ykpainu 25 dyepBus 2013
poky 3a Ne 1062/23594.

Cxman EK Ta mosio)keHHs Mpo HEi 3aTBEpUKYIOThCS HAKAa30M KEpiBHHKA
3aknany. ['omoBoro EK mpusHadaeTbess OMH 13 3aCTYNHUKIB KEPIBHUKA 3aKjany,
CeKpeTapeM - 0coba, BIJIMOBIAJIbHA 32 IOKYMEHTH, 1110 MiJIAraloTh 30€pIiraHHIo Ta
NEPEIAHHIO B apXIB.

Ho cknany EK 3akmamy 3a iX 3roior0 MOXYTh BXOJIWTH NPEACTABHUKHU
apXiBHUX YCTaHOB, OpPTraHy BHUIIOTO PiBHS (BIAMOBIAHOTO OpTaHy YIPaBIIiHHS
OCBITOI0), METOJUYHHX IIEHTPIB, TPODECIMHUX CIIIIOK, IX 00’ €THaHb.

3. CmpaBu mocriiiHoro Ta TpuBajgoro (moHam 10 pokiB) 30epiraHHs
nepeIarThesl Ha 30epiraHHs 0co0l, BIAMOBINANBHIN 3a apXiB, 3a OMUCaMHU, IO
CKJIJal0ThCsd 0co0amMu, BIMOBINAILHUMU 32 (POPMyBaHHS CHpaB 3 BiAMOBITHOTO
HaIpsMy.

[TpuitHATTS KOXKHOT CIIpaBU 3IIHCHIOETHCS y MPUCYTHOCTI MpalliBHUKA, SKUH
nepesae TOKyMEHTH.

4. YV KIHII KOXXHOTO TPUMIpPHMKA ONUCy oco0a, BIAMNOBIAAbHA 3a apxiB
3aKJiaqy, TMPOCTaBIs€ TMIAMKUC IIOAO0 NPHHHATTA COpaB 3 OOOB’SI3KOBUM
3a3HAYEHHSIM KUIbKOCTI (IM(dpamMu 1 cI0BaMM) MepeaHuX CIpaB 1 3a3HAYAE J1aTy.

5. Ilicns mpuiiHATTA cnpaB MoCTiiHOro Ta TpuBasoro (moHag 10 pokiB)
30epiranHs, 3 KaJpoBUX MHUTaHb 0co0a, BIJANMOBIAAJIbHA 3a apXiB 3akjiaay, Ha
MiJCTaBl OMUCIB CIIpaB, 3a SKUMU 3IIHCHEHO WPUUHATTS JOKYMEHTIB, 3a
BCTAHOBJICHOIO (DOPMOIO TOTY€E PIYHI PO3/IIHN 3BEICHUX OIMKCIB CIIPAB:

MOCTItHOTO 30epiranus (y 3aKiai, mo € prepesnoM GopmyBanHs HAD);

TpuBasoro (monaz 10 pokiB) 30epiranus;

3 KaJIpOBUX MMHUTAHb.

Oco0oto0, BIAMOBIAAIBHOIO 3a apxXiB, CKIAJAETHCS aKT MPO BWIIYYCHHS IS
3HMINECHHS IOKYMEHTIB, HEe BHeceHux 10 HAD.
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6. 3BeIeHUN OMHC CIpaB MOCTIMHOTO 30€piraHHs CKJIAJA€THCS y YOTHPHOX
npumipaukax. Ilicns cxBanennss EIIK nepikaBHOro apxiBy Ta 3aTBEpKEHHS
KEpIBHUKOM 3aKJIaay OJWH MOTro MPUMIPHUK HAMPABISETHCSA JCP)KaBHIA apXiBHIN
YCTAHOB1 YW apXiBHOMY BIJJILTy MICBKOI pajid, y 30HI KOMIUICKTYBaHHS SIKOTO
nepedyBae 3akjaj, APYruidl MPUMIPHUK 30€piraeTbes sIK HEIOTOPKaHUN 0Cco0010,
BIJIMOBIJIAJILHOIO 32 apXiB 3aKiajy, TPETId, YETBEPTU - BUKOPUCTOBYIOTHCA Y
3aKiaal Juisi MOTOYHOTO TOIIYKY CHOpaB 1 y pasl iX NepellaHHd Ha TOCTiiHe
30epiranHs HaAXOAATh A0 BiAMOBIAHOI apXiBHOT YCTaHOBH.

7. 3Benenuit onuc Tpusanoro (monan 10 pokiB) 30epiraHHs CKIAJA€ThCA Y
TPhOX TMpuMipHUKAaX. Jl0o HBOrO BKIIOYAIOTHCS TaKOX CIpaBH, SKI 3a
HOMEHKJIATypOIO CIpaB MAalOTh CTPOK 30epiraHHs «I0 JiKBijarii 3aknamgy». [licis
cxBasienHs: EK 3aknany mpuMipHUKK OMUCY HampaBlsiioTbes Ha cxBayieHHs EK
OpraHy ympaBlliHHS OCBITO. Iliciiss mOBEpHEHHS BCIX MPUMIPHUKIB OIMHUCY HOTO
3aTBEPJIKY€E KEPIBHUK 3akiady. [lepimii mpuMipHUK Onucy 30epiraeTbes B 3aKIIal
K HEJIOTOpPKAaHUH, APYruid - € poOOYMM 1 BUKOPUCTOBYETHCS AJIi IOTOYHOTO
HOIIYKY CIpaB, TPETIM MOXE HaJACUIATHCS AJI1 KOHTPOJIIO BIIMOBIAHOMY OpraHy
YIPAaBIIHHS OCBITOIO.

8. Onuc cripaB 3 KaJpOBUX MUTaHb CKIAJA€THCA Y 3aKIA/1, SIKUM:

€ ;kepenoM popmyBaHHS HAD - y TpbOX NpuMipHHKAX;

He € ;pxepenoM popmyBaHHs HAD - y ABoX nmpuMipHUKax.

9. 3arosioBkM cCrmpaB ONMCY 3 KaJApOBUX IHTaHb CHUCTEMATU3YIOTBCSA 34
HOMIHAJIBHOIO O3HAKOIO (TPYIYBAaHHS B OJHY CIPaBy JOKYMEHTIB OJHOTO BHUIY) Y
TaKiil HOCI1JOBHOCTI:

HaKa3W KepiBHUKA 3aKJIaay 3 KaApOBUX MMUTAHb;

HaKa3u KepIBHMKA 3aKJIaJly 3 pyXy YUHIB/BUXOBAHIIIB;

OOJIIKOB1 IOKYMEHTH;

CIIUCKH YYHIB/BHUXOBaHIIIB (aj(haBiTHA KHUTA YYHIB/BUXOBAHIIIB);

YKYypHAJIU peecTpallii Haka3iB 3 KaJpOBHUX MMUTAHb;

0COOOBI CTIpaBM MpalliBHUKIB,;

KOHTPaKTH, TPYAOB1 IOTOBOPH;

OyXxranTepchki TOKyMEHTH (0COOOBI paxyHKH 13 3apoO0iTHOI TUIaTH, B pasl ix
BIJICYTHOCTI - PO3PaXyHKOBI B1JIOMOCTI 13 3apIljiaTH);

JIOKyMEHTH Tpo Tapudikairiro (Tapudikaiiiifai BiIoMOCTI (CITUCKHN));

JTOKYMEHTH PO NPOBEJICHHA JEp>KaBHOI aTecTallii,

KHUTH OOJIKY 1 BHMJadl CBIOLTB Ta JOJATKIB 1O CBIJONTB Mpo 0a30BYy
3arajibHy CEepeAHI0 OCBITY; aTecTaTiB Ta JOJATKIB JIO aTecTaTiB Mpo TOBHY
3arajbHy CEpEeIHIO OCBITY, 30JIOTUX MeJanei «3a BUCOKI TOCATHEHHS Y HABYAHHI»
Ta cpiOHUX Menanel «3a TOCATHEHHS y HaBYaHHD»;

JOKYMEHTH PO HEIIACHI BUNAAKU (aKTU, TPOTOKOJIH, BUCHOBKH, )KYPHAIIH );

KypHaJIU peecTpartii ocid, MOTepmiInX BiJl HEMIACHUX BHUITAJIKIB;

KypHaIU 00JIKY pyXy TPYJIOBUX KHIKOK Ta BKJIAJIOK JIO HUX;

KypHAaJI peecTpallii Haka3iB 3 pyXy Y4HIB/BUXOBAHLIIB;

He3aTpeOyBaHi 0COOUCTI JOKYMEHTH MPAIIBHUKIB (TPYIOBI KHIKKH).

10. Oco6oBi cripaBU BHOCSITBCS JI0 OMHUCY 32 POKOM 3BUILHEHHS MpalliBHUKA 1
CHUCTEMATU3YIOThCSI 3a TPI3BUIAMH 3BUIBHEHUX IMPAIliBHUKIB B ajdaBiTHOMY
HOPSAIKY.



11. 3Bexeni ommcu cmnpaB MOCTIHHOTO, TpuBaigoro (moHaxa 10 pokis)
30epiranHs, 3 KaJpoBUX MHUTaHb Ta aKT MpPO BWIYYEHHS HJsi 3HUIICHHS
JIOKyMEHTIB, He BHeceHux 10 HA®D (mam - akT mpo BUIYyYEHHS JJISl 3HUILECHHS
JIOKyMEHTIB), posrisiaatoTbesa EK 3aknany ogHouacHo.

12. 3aknan, mo € mxepenom ¢opmyBanHs HAD, onucu crnpaB mocTiiHOTO
30epira”Hs Ta 3 KaJpoOBUX MUTAaHb PA30M 3 aKTaMU MPO BUIYUYEHHS JJIs 3HUIICHHS
noKyMeHTIB miciisi cxBaieHHs ix EK 3akmany nonae na posrisig ETIK BiamosigHoro
JIEP’KaBHOTO apXiBYy.

13. 3aknan, mo He € mKrepenoM GopmyBanHs HAD, onwcu cnipaB 3 KaapoOBHX
NUTaHb PAa30M 3 aKTaMH NP0 BUIYYEHHS JUIS 3HUIICHHS JOKYMEHTIB MiCIs
cxBanienHs ix EK 3aknmamy momae na posrimsan EK apxiBHoro Bimminy pailoHHOT
JiepKaBHOI aaMiHicTpalii abo apxiBHOTO BIIAUTy MichKOi paau. Ommcu crpas
TpuBajuoro (nonan 10 pokiB) 30epiranss nicis cxBaineHHs: EK 3akmany nmomaroTecs
Ha po3rian EK oprany ynpasiiHHS OCBITOO.

14. TloromxeHi (CXBaJieH1) aKTH MPO BHJIYYSHHS JJIsi 3HUILIEHHS JOKYMEHTIB,
He BHeceHHX 10 HA®D, 3aTBepKyIOThCSl KEPIBHUKOM 3aKJIafdy.

15. Ilicna 3aTBep/KEHHS aKTa MPO BHJIYYEHHS JUIS 3HUILEHHS JOKYMEHTIB
3aKJ1aJ] Ma€ MpaBo 3HULUTH TOKYMEHTH.

16. KepiBHuK 3akiamy 3000B’si3aHMM 3a0€3M€UUTH 30€pEKEHHS JOKYMEHTIB,
a y pasl BKJIIOYEHHS 3aKJIaJy A0 CHUCKY IOPUIAMYHUX OCiO - mxepen (opMyBaHHS
HA® micins 3akiHU€HHs] BCTAHOBJIEHUX TPAHUYHUX CTPOKIB 1X 30€piraHHs B LIbOMY
3aKajl - 3a0e3MEeUUTH TMEepPe/laHHs JTOKYMEHTIB [l MOCTIMHOrO 30€piraHHs N0
BIJIIIOBIJTHOT IEPKABHO1 apX1BHOI YCTAHOBH UM apX1BHOT'O BIJALTY PailOHHOI pajiH.



Jonmatok |
10 IacTpykmmii 3 JIIJIOBOJCTBA)
y 3aKiiajgax 3arajlibHOi  CEepEeaHBO]
OCBITH

(myHkT 3 pozaury II)

BUMOI'
10 0()OpMJIEHHA JOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32 10II0MOI 010
KOMII’FOTEPHOI TeXHIKHU

1. Jlns ApyKyBaHHS TEKCTIB CIy)KOOBHX JIOKYMEHTIB BHKOPUCTOBYETHCS
rapaitypa Times New Roman, mpudt - posmipom 12-14 npykapchbKux MyHKTIB.
J103BONISIETHCST BUKOPUCTOBYBATH IIpUPT po3Mipom 8-12 npykapChbKUX IYHKTIB
JUIsL IpYKyBaHHS pekB3UTY «[Ipi3Buile BUKOHAaBISI 1 HOMEp Horo TtenedoHy»,
BUHOCOK, MOSICHIOBAJIbHUX HAMKCIB JI0 OKPEMUX €JIEMEHTIB TEKCTY JIOKyMEHTa a0o
HOTO PEKBI3UTIB TOIIO.

[lim wac JApyKyBaHHS  3arojIOBKiB  JIO3BOJISIETHCS ~ BUKOPHUCTOBYBATHU
HaMiBXUpHUM mpudt (mpsimuit abo Kypcus).

2. Tekct mokymentiB Ha mamepi dopmary A4 (210 x 297 wmimiMerpiB)
PEKOMEHJI0BaHO APYyKyBaTH 4epe3 1-1,5 mikpsinkoBoro iHTepBaiy, a popmary A5
(210 x 148 mimimeTpiB) - yepe3 1 MIKpSAKOBUIN 1IHTEPBAI.

JIOKyMeHTH MOBUHHI MAaTH TakKi MoJjs (MUJIIMETPIB):

30 - niBe;

10 - mpage;

20 - BepXHE Ta HIKHE.

PekBi3uTu nMoKymMeHTa (KpiM TEKCTY), Kl CKJIQJar0ThCA 3 KUIBKOX PSIIKIB,
JIPYKYIOTbCS 4epe3 1 MiKpsiakoBuid iHTepBas. CKiIaJ0Bl YaCTUHHM PEKBI3UTIB
«Anpecat», «I'pud 3atBepmkeHHs», «['pud mMOTrOmKEHHSI» BITOKPEMITIOIOTHCS
OJIMH BiJl OTHOTO 4yepe3 1,5 MIKpsSIAKOBOTO 1HTEpBAIY.

PekBi3UTH JOKYMEHTa BIJOKPEMIIIOIOTHCS OJIMH BiJ OJHOro uepe3 1,5-3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buay 1oKyMeHTa APYKYETHCS BETUKUMHU JIITEPAMHU.

4. PosmmmdpyBaHHs mianucy B pekBi3uTl «Ilianuc» IOpyKyeTbcs Ha piBHI
OCTaHHBOTO PsIKa HA3BU MOCAIH.

5. He poOutbcsi BiACTYNm BIJ MEXI1 JIBOro mMOJig g PEKBI3UTIB «Jlarta
JIOKYMEHTa», «3arojloBOK J0 TEKCTy JIOKyMeHTa», «Tekct» (6e3 ab3alliB),
«BigMiTKa TIpOo HASIBHICTH JOAaTKiB», «[Ipi3Buille BHUKOHaBISI 1 HOMEp MOTro
tenedoHy», HalMeHyBaHHS Tocanau y peksizurax «lligmucy Ta «I'pud
MOTO/KCHHS», HAMHUCY «3T1IHO 3 opuriHamom», a Takox ciiB «CJIIYXAJINy,
«BUCTVYIININ», «YXBAJINJIN», «<HAKA3VYIO».

6. 3a HasSBHOCTI KITbKOX TpuGIB 3aTBEPKCHHS 1 TIOTOJKEHHS BOHU
PO3MIIIYIOTHCSA Ha OAHOMY PIBHI BEpTUKAIbHUMH psiakamu. [lepmmii rpud - Big
MEXI1 JTIBOTO TOJIsI, APYTHiA - yepe3 104 MuTiMeTpu BiJl MEX1 JIBOTO TOJIS.

7. Ilig gac oopMieHHST JOKYMEHTIB Ha JBOX 1 OUTbIIE CTOPIHKAxX Apyra Ta
HACTYIIHI CTOPIHKM MaloTh OyTu mnpoHymepoBani. Ilepma cropiHka He
HYMEPYEThCS.



8. TekcTn TOKYMEHTIB MOCTIMHOTO 30epiraHHs IPYKYIOTbCA Ha OJHOMY OOIll
apkyma. JIokyMeHTH 13 CTpOKOM 30epiraHHs J0 5 pOKIB MOXXHa JPyKyBaTH Ha
JUIILOBOMY 1 3BOPOTHOMY OOIIl apKyIIia.



Jonmatok 2
10 IacTpykmmii 3 JIIJIOBOJCTBA
y 3aKiiajgax 3aralibHOi  CEepeaHBO]
OCBITH
(myHkT 4 po3ainy II)

MHEPEJIIK
NOKYMEHTIB, Ha AKHX MiMUC MOCAT0BOI 0CO0M 3aCBiTUY€THCH BiTOUTKOM
NMeYaTKM 3aKJIaTy

1. Akt (BUKOHAHHS POOIT, CIUCAHH MaTepiaibHUX I[IHHOCTEH, (DIHAHCOBUX
NePEeBIPOK, BUITYUEHHS JOKYMEHTIB JUIsl 3HUIIICHHS, IEpeJaBaHHs CIIPaB TOIIIO).

2. JloBigku (MpO BUKOPUCTAHHS OIOJKETHUX AaCUTHYBaHb Ha 3apOOITHY
1aTy, HapaxoBaHy 13 3ap0oOITHOI MJIATH TOIIO).

3. JloroBopu (mpo MarepiagbHy BIANOBIIAIBHICTh, HAYKOBO-TEXHIYHE
CHiBPOOITHUIITBO, MIJPSIAN, OPEHIY TPUMIIIEHb, BAKOHAHHS POOIT TOIIIO).

4. JlokyMeHTH (JIOBIJIKM, TOCBIJYEHHSI TOINO), IO 3acBIIYYIOTh IIpaBa
IpPOMAJIsH 1 IOPUAUYHUX OCi0.

5. lopyueHHsI Ha oJiepKaHHS TOBapHO-MaTepiabHUX I[IHHOCTEH.

6. 3aBnaHHA (Ha NMPOEKTYBAaHHA OO0 €KTIB, TEXHIYHUX CIOpYJ, KamiTajibHe
OyZ1BHUILITBO, TEXHIYHI TOLIO).

7. 3pa3ku BIOZOWTKIB MEYATOK 1 MIAMMCIB MPALIBHUKIB, SIKI MAalOTh IPaBO
3MIICHIOBATH (DIHAHCOBO-TOCTIOAAPCHKI OMEPallii.

8. Komropuc BuTpar (Ha KaJbKYJSIiI0O 3a JOrOBOPOM, Ha KaIliTaJlbHE
OyIiBHUIITBO TOIIIO).

9. JIuctu rapanTiiiti (Ha BUKOHAHHS poOIT, HaJaHHS TIOCIYT TOIIIO).

10. Onucu cnpas mocriiHOro, TpuBanoro (moHaa 10 pokiB) 30epiraHHs, 3
KaJIpPOBUX MMUTAHb.

11. taTHi po3nucwu.

12. TpyaoBi KHUKKH.



Jonmatok 3
10 IacTpykmmii 3 JIIJIOBOJCTBA
y 3aKiiajgax 3arajibHOi  CEpEeaHBO]
OCBITH
(myHKT 6 po3ainy 1V)

MHEPEJIIK
JOKYMEHTIB, 1110 He MiJIfAraloTh peecTpauii cneniaJJbHO NPU3HAYEHOIO IS
ILOI'0 0c00010
1. I'padiku, HapsiaK, 3asIBKU, PO3HAPSAKY.
2. 3BeneHHs Ta iHpopMaIlis, HaaICIaHl 10 BiOMa.
3. HaBuanbH1 11aHu, OCBITHI nporpamMu (Korii).
4. PexnaMH1 OBIJJOMJICHHSI, IIJIAKaTH, TPOTrpaMu HapaJl, KoH(EPEHII1H TOIIIO.
5. Hopmu BuTpat marepiasis.
6. BiTanbHi TMCTH 1 3aMPOIICHHS.
7. ApykoBaHi BUAaHHS (KHUTH, )KypHAJIU, OIOJIETEH]).
8. MicsyH1, KBapTajbH1, HIBPIYHI 3BITH.
9. ®opmMU CTaTUCTUYHOI 3BITHOCTI.
10. Jorosopwu.

Jomaroxk 4
mo  IHCTpykmii 3 JIJTOBOACTBA
y 3aKiiajgax 3arajlibHOi  CEepeaHbO]
OCBITH

(myHKT 6 po3auty 1V)

PEECTPAIIMHUM )KYPHAJ
HAKa3iB KepiBHMKA 3aKJIa1y

Peectparii Har 3aroJ0BOK [Ipi3Bu [IpizBuie, IIpn
WHUM  1HJEKC[a HaKa3y [HaKazy 1€, 1HIaTn[iHIIaIHn MITKH
(HOMED) MpalliBHUKA, [B1IMOBIAAIHHOT
HaKazy Ha SIKOT0[0COOH

MMOKJIAJICHU |(B1TTOB1TAJIBHUX
KOHTPOJIb 32/0C10)

BUKOHAHHS
HaKazy

1 2 3 4 3) 6







