[Ipo 3arBepmxeHHs [HCTPyKIIii 3 11JIOBOJICTBA Y 3aKJIa/laX 3arajibHO1
CEepEeHBO1 OCBITH

Haxa3z MOH Ne 676 ¢io 25.06.2018 poky

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

3apeecTpoBaHO
B MiHicTepcTBi tocTuIlii YKpainu
11 Bepecns 2018 p. 3a Ne 1028/32480
IIpo 3aTBepa:kenHs IncTpykuii 3 niioBoaCTBA
Y 3aKJ1aJaX 3araJIbHOI cepeHbOI 0CBITH
Binnosigno no nysakry 8 IlonoxenHs npo MiHicTepCcTBO OCBITH 1 HAyKH YKpaiHH, 3aTBEPIKEHOIO
nocraHoBoro KaGinery MinictpiB Ykpainu Bix 16 xoBtHa 2014 poky No 630, myHkTy 369 muany
npioputeTHuX Oil Ypsgy Ha 2018 pik, 3aTBepmkeHoro posnopsypkeHHsM KaGinery MinicTpiB
Vkpainu Bix 28 Gepesns 2018 poky Ne 244-p, HAKA3VIO:
1. 3arBepautu [HCTPYKIIifO 3 AUTOBOJCTBA Y 3aKJIaax 3arajibHOI CepeHbOT OCBITH, IO TOJIAETHCS.

2. JlupexropaTy MAOMIKLIBHOI Ta mKiUIBHOI ocBiTH (OcmonoBeekmii A. O.) 3abe3nmeunTH B
YCTAQHOBJIEHOMY TOPSAIKY IOJAHHS IbOIO Haka3dy Ha JepXaBHY peecTpauilo a0 MiHicTepcTBa
focTunii YKpainu.

3. lleit Haka3 HaOWMpae YMHHOCTI 3 THS HOTo OQIIIHHOTO OMy0JIiKyBaHHS.

4. KoHTpOJIb 32 BUKOHAHHSM 1IbOTO HaKa3y MOKJIACTH Ha 3acTynHuKa MiHicTpa Xo63es I1. K.

Minictp JI. M. I'puneBuu

I[NOI'O’KEHO:

I'onosa JepxaBHOi CITyKOH
CHeNiaJbHOTO 3B'AI3KY Ta
3axucTy iHpopMalii Ykpainu JI. O. €BaoyeHko
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JepxaBHO1 apXiBHOI CITy>kOM YKpaiHu I. M. Kicimp

3ATBEPJ’KEHO

Haka3 MinictepcTBa OCBITH 1 HayKH Y KpaiHu
25 yepus 2018 poky Ne 676

3apeecTpoBaHO
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11 Bepecus 2018 p. 3a Ne 1028/32480
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IHcTpykuis 3 AVI0BOACTBA Yy 3aKJIa/1aX 3arajbHOI CepeHbOI 0CBITH
I. 3aranbHi MoJ10:KeHHA
1. Is THCTpYKIIisSt BCTAHOBIIIOE 3arajibHi BUMOTH IIIOJI0 TOKYMEHTYBAHHS YIPaBIIHCHKOI iH(OpMaIIii
Ta opraHizarii poOOTH 3 TOKyMEHTaMH y JIepKaBHUX 1 KOMyHAJIbHUX 3aKJIaJax 3arajibHOI CepeTHbOT
OCBITH (Hauti - 3aKJIaan).

2. JloTpuMaHHs BUMOT II[OJI0 MOPAAKY BEACHHS JOKYMEHTYBaHHS, BCTAHOBJICHUX II€I0 [HCTPyKIIi€to,
€ 000B'I3KOBAM /1S 3aKJIa/I1B.

3. 3akiaaM OpraHi3oBYIOTH JUIOBOJICTBO BiIIOBIIHO J0 IHCTPYKIIii, SKa pO3pOOJIIETHCS HAa OCHOBI
i€l [HCTpyKLii Ta 3aTBEPIKYETHCS KEPIBHUKOM 3aKJIay.

4. Opranizaiiisi AUTOBOJCTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3TJISIOM Ta MPOXOIKEHHSAM JOKYMEHTIB y
3aKiai  3OIHCHIOIOTHCS  BIAMOBITAIBHOI 0c000r0 (BIAMOBIAAJLHUMH oOco0amu), ska (sKi)
MPU3HAYAETHCS (MPU3HAYAIOTHCS ) KEPIBHUKOM 3aKJIay.

5. CTBOpeHHs €JIEeKTPOHHUX JOKYMEHTIB 3JIHCHIOETHCS BIAMOBIAHO a0 3akoHiB Ykpainu "IIpo
CJICKTPOHHI JIOKyMEHTH Ta €JIEKTPOHHUH JokyMeHTooOIr", "[Ipo enexkrponnuii mudposuit miamuc",
Haka3y MinictepctBa roctuuii Ykpainu Big 11 mucronana 2014 poky Ne 1886/5 "Ilpo 3arBepaxkeHHs
[Topsinky poOOTH 3 €N1EKTPOHHUMH JTOKYMEHTaMHU y TIJIOBOACTBI Ta iX MiATOTOBKH 0 TepeaaBaHHs
Ha apxiBHe 30epiraHHs", 3apeectpoBaHoro B MiHicTepcTBi roctuiii Ykpainu 11 muctomamga 2014
poky 3a Ne 1421/26198.

3akimaau MOXKYTh CTBOPIOBATH JIOKYMEHTH TUMYacoBOTO (710 10 pOKiB BKJIFOUHO) CTPOKY 30epiraHHs
JUIIe B CIEKTPOHHIA (opMi 3a yMOBM HASBHOCTI BIATOBIIHOTO TEXHIYHOTO 3a0€3MCUYCHHS 3
ypaxyBaHHSIM BUMOT 3aKOHOJIaBCTBa YKpaiHU Ta i€l [HCTpyKIIii.

6. Ilopsmok oprasizamii [AiTOBOACTBA 32 3BEPHEHHSMH TPOMAJISH, 3alUTaMd Ha MyOJiYHY
iHpopmanito BU3HauaeTbess 3akoHamu Ykpainum "IIpo 3Bepuenns rpomaass", "IIpo moctym 1o
nyOmiunoi iHpopmarrii".

7. Y 3akyaji AUTOBOJCTBO 3IIMCHIOETHCS ACPHKABHOIO MOBOIO. JIOKYMEHTH CKIIAIAIOThCS ISPKaBHOIO
MOBOIO, KpIM BUTIQJIKIB, TIepe0aYCHUX 3aKOHOIaBCTBOM PO MOBH B Y KpaiHi.

JloKkyMeHTH, sIKi HaJCWIIAIOThCS 1HO3EMHHM ajpecaTaM, 0(GOpMITIOIOTECS YKPATHCHKOIO MOBOIO, a00
MOBOIO JIepKaBU-ajpecara, a0 OJHIEI0 3 MOB MIKHAPOJHOTO CIIJIKYBaHHS.

8. Ctpoxu 30epiraHHsi JOKYMEHTIB, II0 CTBOPIOIOTHCS IIiJ Yac MisITBHOCTI 3aKiIary, BU3HAYAIOTHCS
Haka3oM MiHictepcTBa tocTullii Ykpainu Bix 12 kBiTHs 2012 poky Ne 578/5 "IIpo 3aTBepmxeHHs
[lepeniky TUNOBHX JOKYMEHTIB, IO CTBOPIOIOTBHCS MiA 4ac AISUIBHOCTI JAEpKaBHUX OpraHiB Ta
OpTraHiB MICIIEBOTO CAMOBPSIIyBaHHS, 1HIINX YCTaHOB, HMIAMPUEMCTB Ta OpraHi3alil, 13 3a3HAYCHHAM
CTpPOKIB 30epiranHs JOKyMeHTIB", 3apeecTpoBaHUM y MiHicTepcTBi octullli Ykpainu 17 kBiTHs 2012
poky 3a Ne 571/20884 (31 3miHamm).

I1. 3arajgbHi BUMOTH 10 CTBOPEHHS, 0()OPMJIEHHSI TA TOKYMEHTYBAHHS YNPaBJiHCHKOI
iHpopmanii
1. JlokyMeHTyBaHHsI yNpaBIiHCHKOI iH(OpMalii 3akiaay MoJsra€ y CTBOPEHHI JOKYMEHTIB, IO
CIpsSIMOBaH1 Ha BUPILICHHS YIPABIIHCHKUX PIlICHb.



2. Ha3Ba Buay mokyMmeHTa (Hakas, MPOTOKOJI, JIOTOBIHA 3allMCKa TOIIO) MAa€ BiAMOBIIATH Ha3BaM,
nependaueHuM posaiioM 3 JlepxaBHoro kiacudikatopa ympasmiHcbkoi noxkymenranii JJK 010-98,
3aTBEpP/DKEHOTO Haka3oM JlepkaBHOTO KomiTeTy YKpaiHM MO CTaHAapTH3allii, MeTpoJorii Ta
ceprudikamii Big 31 rpyaus 1998 poky Ne 1024 (31 3minamu).

OdopMieHHsT peKBI3UTIB OPraHi3alliifHO-PO3MOPAII0T TOKYMEHTAIlli Ta MOPSIOK iX pO3TallyBaHHS
MaloTh BignoBimaté HamionaneHOMY cTanmapty VYkpaiam '"JlepkaBHa yHi(ikoBaHa cHCTeMa
MOKyMeHTarlii. YHi(ikoBaHa cHcTeMa OpraHizamiiHO-po3mopsauoi JoKyMeHTarlii. Bumoru mo
opopmmoBanHs gokymeHTiB. JICTY 4163-2003", 3atBepakeHoMy Haka3oM [lepikaBHOTO KOMITETY
VYkpaiHnu 3 TUTaHb TEXHIYHOTO PETYIIOBaHHS Ta CroskuBYoi rmostituku Bix 07 kBiTHS 2003 poky Ne 55
(mami - ICTY).

3. OpranizamiifHO-po3nopsAadl TOKYMEHTH O(OPMITIOIOTHCS Ha OJIaHKaX, 110 BUTOTOBIISIOTHCS 3T1THO
3 Bumoramu JICTVY ta miei Inctpykuii.

V 3akiazi MOKyTb BUKOPUCTOBYBATHUCS TaKi OJIAHKU TOKYMEHTIB:

e 3araybHMi OJAHK U CTBOPEHHS DI3HUX BHUIIB JOKYMEHTIB (0e3 3a3Ha4yeHHs y OJaHKy Ha3BU
BU/1Y IOKYMEHTA);

e (OJIAHK JINCTA;
e (JlaHK HakKazy.

Bumoru 10 opopmieHHsI JOKYMEHTIB, 110 BUTOTOBIISIFOTHCS 32 TOTIOMOTOI0 KOMIT'TOTEPHOI TEXHIKH,
HaBeICHO B 1oAaTKy 1 1o miel [HcTpykiii.

4. TlocamoBi o0coOM WIAMHUCYIOTH JTOKYMEHTH B MEXKax CBOiX ITOBHOBa)KEHb, BH3HAYCHUX
3aKOHOJABCTBOM YKpaiHH, CTaTyTOM 3aKiajy, NOCAAOBUMH 1HCTPYKLISIMH, HAKa30M IPO PO3IOJILI
000B'sI3KIB M)XK KEPIBHUKOM 3aKJIaJly Ta HOro 3aCTYIHUKAMH TOILIO.

Binbutkom nedaTku 3akiaay (3a HasBHOCTI) 3aCBIAYYIOTH ITiJIIKHC MOCAJ0BOI OCOOM HA JOKYMEHTaX
13 MUTaHb OpraHi3amiifHoi Ta (HiHAHCOBO-TOCIOAPCHKOT JISUTBHOCTI 3a MEPETiKOM JIOKYMEHTIB, Ha
SKHUX ITiITUC TT0CAI0BOI OCOOM 3aCBITUYETHCS BIIOMTKOM TI€UATKH 3aKJIaay, HABEIEHUM Yy JIOJATKY 2
1o i€l [HeTpykKiii.

Bigbutok nedaTku CTaBUTHCS Tak, I00 BiH OXOIUTIOBAB OCTaHHI KiJibKa JIiTep HallMeHyBaHHS TTOCAIN
ocobu, fiKa mianucana JOKYMEHT, ajle He MiAMUC MocagoBoi 0codu, abo MPOCTABISAETHCS HA OKPEMO
BUIICHOMY JJIs IbOTO MicIi 3 BiamiTkoro "M. I1.".

5. 3aknan MOXe 3aCBiAYyBaTH KOMIil JIUIIE TUX JOKYMEHTIB, III0 CTBOPIOIOTHCS B HHOMY, a TAKOXK Y
BUIIAJIKaX, nepeadadyeHnx B ad3ali Apyromy LbOTO IIyHKTY.

VY pasi miAroToBKU JOKYMEHTIB AJI HaJaHHS CyJOBUM OpraHam, Iij yac BUPILICHHS MUTaHb 11010
NPUUHATTS TPOMAASH Ha poOOTy, HaBYaHHs, 3acCBIMYEHHS iX TPYAOBHX Ta IHIIMX TMpaB y
B3a€MOBITHOCHHAX 13 3aKJIaJIOM, a TaKOX ITiJT 9ac GOpMyBaHHS OCOOOBHX CITPaB MPAIliBHUKIB 3aKJIa
MO’K€ BUTOTOBJISITH KOMii JOKYMEHTIB, BUIAHUX 1HIIMMHU YCTaHOBAMHU (KOIi JOKYMEHTIB MPO OCBITY
TOIIIO).

Bigmitka "Komis" mpocTaBisieThCsi Ha JIMIBOBOMY OOLll y BEPXHbOMY NPAaBOMY KYTKY MEpPIIOTO
apKylIa JOKyMEeHTA.



Komii nHakasiB, IHIIMX AOKYMEHTIB 3acBiquye (3acCBIIUYIOTh) BiAMOBiJaibHAa 0coOa (BiAMOBIAAIbHI
0c0o0M) 3a OpraHi3aIlito AUTOBOJICTBA Y 3aKJIaIi.

6. Y pasi motpedu MpoOBEICHHSI OIIHKU JOIIIBHOCTI CTBOPEHHS JOKYMEHTa, HOTO OOTPYHTOBAHOCTI
Ta BIJIIOBITHOCTI 3aKOHO/IaBCTBY 3IIMCHIOETHCS TTOTOKCHHS TOKYMEHTA.

[ToromkeHHsI TOKyMEHTIB MOXKE 3[IIHCHIOBATUCH TIOCAJ0OBUMHU 0C00aMH 3aKJaay, siKi BIIIOBIAHO 10
iX KOMITETEeHII1 BUPINIYIOTh MHUTAHHS, MOPYIIEHI B JOKYMEHTI (BHYTPIIIHE IMOTOKEHHS), a TaKOXK
3aiHTEPECOBAaHNMH YCTAaHOBAMH (30BHIIITHE TTOTOKCHHS ).

[ToromkeHHsT MOKYMEHTIB 3IIHCHIOETHCS BIAMOBIAHO 10 BHMOT Haka3dy MiHicTepcTBa FOCTHINIT
Vkpainu Big 18 uepsus 2015 poxy Ne 1000/5 "IIpo 3aTBepmxenss [IpaBun opranizaiii Ai10BOICTBA
Ta apXxiBHOTO 30epiraHHs JOKYMEHTIB y JAepKaBHHX OpraHax, OpraHax MiCLIEBOTO CaMOBPSITyBaHHS,
Ha TIANPUEMCTBAX, B YCTAHOBAX 1 OpraHizamisx", 3apeecTpoBaHoro y MiHicTepcTBi rocTuIlii YKpaiHu
22 ygepBHsa 2015 poky 3a Ne 736/27181 (mami - IlpaBmiia opranizalii JiTOBOJCTBAa Ta apXiBHOTO
30epiraHHs JOKYMEHTIB).

I'pud moromkeHHss po3MinyloTh Hmwk4Ye pekBisuty "[limmuc". Bin ckimagaeTtbes 31 cioBa
[IOI'O/XKEHO (6e3 mamok), Ha3BU TOcaaud OCOOHM, fKa TMOTOMKYE HOKYMEHT (pa3oM 3
HallMEHYBaHHSM 3aKJIafy), MimUCy, iHimiany(iB) i Ipi3BUIIA, JaTH TOTOKCHHS.

ITpuxmnan:

[NOI'OIXKEHO

Hupexrop rimuaszii Ne 5

[Mignmuc Taimian(n), npizBuiie

05.02.2018

7. 3aTBepIUKECHHS YNPABIIHCHKUX JOKYMEHTIB 3JIHCHIOETHCS OCOOMCTO KEPIBHHKOM 3aKIJIaay

BIZIMOBIAHO O HOro MOBHOBaXKEHb a00 PO3MOPSIYMM JOKYMEHTOM 3aKiady i3 3a3HAYCHHSM Ha
JIOKYMEHTI TpHrda 3aTBEPHKCHHS, 0OPMIICHOTO BIAMOBITHIUM YUHOM.

[Topsiiok 3aTBepKEHHS JOKYMEHTIB 3IHCHIOETHCS BiAMOBITHO 10 [IpaBui oprasizariii AiJI0BOJCTBA
Ta apXiBHOTO 30€piraHHs JOKYMCHTIB.

I'pud 3atBepmxenns cknanaerbes 3i cnoBa SATBEPKYIO (06e3 namok), Ha3BU mocaay, MiJmucy,
iHimiamy(iB) 1 mpi3BHIa 0COOH, sIKA 3aTBEPANIA TOKYMEHT, IaTH 3aTBEPKCHHS.

Ilpuknan:

3ATBEPJIXKXVYIO

JupexTop rimuasii Ne 5

[Mignuc Inimian(u), npizsuiie

07.03.2018

VY pa3i 3aTBep/KCHHS JIOKYMEHTa pIIICHHSAM KOJIETIaIbHOTO Opra"y rpu¢ 3aTBEepIKeHHS

ckiagaerses 31 cnosa SATBEPJDKEHO (6e3 nanok), Ha3Bu, 1aTH 1 HOMEpa JJOKyMEHTa Y Ha3UBHOMY
BIJIMIHKY.

IIpuknan:

3ATBEPI’KEHO
[TpoTokon 3acimanHs



Ne1arori4Hol paau

rimHasii Ne 5

06.05.2018 Ne 40

II. OcodauBi BUMOTH 10 CKJIAIaHHS JeIKUX BUIB JOKYMEHTIB

1. Haka3 - po3nopsiquuii TOKyMEHT, KMl BU/Ia€ KEPIBHUK 3aKJIaJy Ha MpaBax €IMHOHAYAIBHOCTI Ta

B MEXKax CBO€I KOMIETeHIIIl, 0OOB'SI3KOBMH I BHKOHAHHSA IijyieriuMu. Hakasu BHIarOThCH 3

OCHOBHOI JisUTBHOCTI, aIMiHICTPaTHUBHO-TOCIIOAAPCHKUX, KAJAPOBUX MUTaHb 3aKJIATy, a TAKOX PyXy
YYHIB.

Haka3m 3 OCHOBHOI [isSUTBHOCTI, aJMiHICTPATHBHO-TOCTIOJAPCHKHUX, KAaIpOBUX WHUTaHb, PYyXy
YYHIB/BUXOBAHI[IB ITiIMUCYIOThCS KEPIBHUKOM 3aKiamy, a 3a HOro BiJICYTHOCTI - 0CO0O0, sKa
BHUKOHY€E HOTO 000B'SI3KH, Ta PEECTPYIOTHCS B )KypHAJIaX PeecTpailii Hakasis.

[Ticnst mianmucaHHs HaKa3y 3MiHM 10 HHOT'O BHOCSITHCS JIMIIE IIJISIXOM BUIAHHS HOBOTO Hakaszy Ipo
BHECEHHS 3MIH.

Haxka3 odopminroeTbest Ha 6aHKY HaKa3y 3aKiiafy.

3MICT HAKa3y CTHUCJIIO BHUKJIAJAETHCS B 3arOJOBKY, KW IMOYMHAETHCA 3 npuiMeHHuka "IIpo" Ta
y it Y, p p

CKJIQ/IA€THCS 3a OTMOMOror0 BijieciiBHoro imennuka ("Ilpo 3arBepmxkenss...", "IIpo ctBopenHs...")

a6o imenHuka ("IIpo miacymku...").

Tekct Haka3y 3 OCHOBHOI MiSUIBHOCTI, aJMIHICTPAaTUBHO-TOCIIOJAPCHKUX IHUTaHb Ta pyXy
YUHIB/BUXOBAHLIIB CKJIQIA€ThCS 3 ABOX YAaCTUH - KOHCTaTyr0uoi (IpeaMOyIH) 1 po3nopsiauoi.

VY KoOHCTaTyrouili YacTHWHI 3a3HAYa€ThCA IMIACTaBa, OOIPYHTYBaHHA a00 MeTa BHUJIAHHS Hakasy.
Po3nopsimua yactuHa Hakaszy mounHaeThes 13 cinoBa "HAKA3VYIO", ske npyKyeTbes 3 HOBOTO psiiKa
BEJIMKMMU JIiTepaMu 0e3 BiICTYIy Bif JIIBOIO MOJI 1 JIAIOK, ITICJIS YOTO CTABUTHCS ABOKPAIIKA.

Skmo Haka3 BHIAETHCS HA MIACTaBl IHIIOTO PO3MOPSIYOrO AOKYMEHTa, Y KOHCTATYyIOUild YacTHHI
3a3HAYAI0THCS HA3Ba BHIY IILOTO JIOKYMEHTA, HOTO aBTOP, JlaTa, HOMEP Ta 3aroJIOBOK.

Haxa3u HymepyrloThCsl B MOPSIAKY iX BHAAHHS B MeXaxX KaJeHIAapHOTO POKY; HaKa3u 3 OCHOBHOI
JISUTBHOCTI, PYXy Y4YHIB/BUXOBaHIIIB, aJMIHICTPaTHBHO-TOCHOAAPCHKUX, KaAPOBUX NHUTaHb MAarOTh
OKpeMy HOpPSJIKOBY HyMepaliio. 3 METOI PO3pi3HEHHS TPyl Hakas3iB A0 PEeCTPaLiHOro iHIEKCY
Haka3zy 4epe3 1e(ic T0a€ThCs JIiTepHa BIIMITKA, HAPUKIIA;

HaKa3y 3 aAMIHICTPaTUBHO-TOCTIOAAPCHKHUX MUTAHb - No 2-T;
e HakKa3W 3 KaJpOBUX NUTaHb — Ne 2-K;

e HAKa3W MPO HAJAHHA MIOPIYHMX OCHOBHUX BIAIYCTOK Ta BIMIMYCTOK Yy 3B'SI3Ky 3 HaBYAHHSIM
MpaliBHUKIB - No 2-B;

e HakKasW 3 pyXy Y4HiB/BUXOBaHIIB — Ne 2-y.

2. Ilporokon - NOKyMEHT, y SIKOMY (iKCyeTbcs mepeOir BeleHHS 3acifjaHb, YXBaJCHHs pILICHb
JOpaJI4vMU Ta KOJIETiaJbHUMH OpraHaMH, KOMICIsIMH TOIIO.

[Iporokonu 3aciiaHp MeNaroriuHux pajl, IHIIMX JA0PaTYuX Ta KOJEriaJbHUX OpPraHiB CKIaJaloThCs B
cTUCIiN dopMi. Y IPOTOKOII, CKIaAEHOMY B CTUCHIH (HOpMi, PIKCYIOTHCS JUILIE TPUNHHATI PIILICHHS
0e3 aeranizanii nepediry 0OroBopeHHs MuTaHHS.



VY pasi notpebu 3a pilIeHHAM 3arajibHUX 300piB (KOH(epeHIil) KOJIEKTUBY MPOTOKOIM 3arajllbHUX
300piB (KoH(pEpeHIlii) KOJIEKTHBY MOXYTh CKIIQAATHCS y TTOBHIHM Gopmi.

Hywmepariiss mpoToKoiB 3aciaHb TENaroriqHoi pajd BEJACThCS B MEXKaX HABUAIBHOTO POKY,
MIPOTOKOJIIB BUOOPHHX OPTaHiB - y MEXKaxX X MOBHOBAKEHb.

Hywmepartisi mpoTOKOIIIB BEAETHCA OKPEMO 3a KOXKHOIO TPYIIOIO MPOTOKOJIIB 3aCiIaHb BiAOBIIHOTO
KOJIET1aJIBHOTO OpraHy.

3. JlaToro mpOTOKOITY € aTa MPOBEICHHS 3aCiIaHHSI.

3aroyioBOK 10 TEKCTy MPOTOKOJIy Mae BigoOpakaTu BHJ 3aciiaHHsA (Hapada, 300pu, KoHpepeHIis
TOI0) a00 KOJEerianbHOI AIsUIbHOCTI (KOoMicis, pana, 300pu, podoya rpymna TOIIo) 1 BKIOYaTH Ha3BY
BUJIy IOKYMEHTA.

Tekct IMPOTOKOJIY CKIIaJa€TbCA 31 BCTYHHOI Ta OCHOBHO1 YaCTHH.

VY BCTyIHIN 9acTHHI MPOTOKOJY 3a3HAYAIOTHCS MPI3BUINA Ta 1HIIIAJIA TOJIOBUA a00 TOJIOBYIOYOTO Ha
3acijaHHi, 300pax TOIIo, CeKpeTapsi, 3alPOILICHHX, a TAKOXK MPUCYTHIX 0ciO.

VY pasi moTpeOu 3a pilIEHHSM BiIMOBIJIHOTO OpPraHy y CIHCKY NMPHUCYTHIX 3a3HAYarOTHCS MOCATU
3anpoimreHux ocid Ta HaWMEHYBaHHS yCTaHOB. SIKINO KiJTBKICTh TMPUCYTHIX MepeBuinye 15 ocil,
3a3HAYAETHCS X 3arajbHa KUTBKICTh 3 TIOCHIAHHSIM Ha CITUCOK, IO JOJAETHCS 0 MPOTOKOIY.

4. BcTynHa yacTHHA MICTHTB MOPSAAOK JICHHUI: epesik po3MISHYTHX Ha 3acifjaHHi nuTaHb. I[lopsanok
JICHHUH MOIA€ThCS HANPUKIHII BCTYITHOI YaCTUHH.

Crnosa "[lopsimok neHHHMI" APYKYIOTBCS BiJl MEXI1 JIBOTO TMOJISA, MICJIA HUX CTaBUTHCS JIBOKpAIKa.
KoxkHe nuTaHHs HyMepyeThCs apaOChbKUMH HUPPaMU 1 IpyKyeThes 3 ab3aiy. @opMyBaHHS TUTAaHb Y
MOPSIIKY JISCHHOMY TTOYMHAETHCS 3 TpuitMeHHuka "I1po".

5. OcHOBHA YacTHHA MPOTOKOJIY CKJIAJAE€ThCS 3 PO3ALIIB, sIKI MAIOTh BIANOBIATH MYHKTaM MOPSIKY
JeHHOTro. Po311iian HyMepyroThest apaOChbKUMHU I(pamu 1 Oy1yr0ThCs 32 TAKOIO CXEMOIO:

e nys ctucnoi popmu nporokomis: "CIIYXAJIN - YXBAJIUIIN";
e g noBHOI popmu npoTokodiB: "CIIYXAJIN - BUCTYIINIIA - YXBAJIMIIN".

[Ticns cmoBa "CJIYXAJIN" 3 HOBOTO psijika 3a3HAYAIOTHCS TMPI3BHINE Ta iHIMiamu (iHimiam imMeHi)
KOYKHOTO JIOIIOBiaya.

VY nosHiit popmi mporokoiy micis cioBa "BUCTYITMJIN" dikcyroTbest BUCTYIH THX OCI0, K1 B3SITH
y4acTh B OOTrOBOpEHHI1 JOMNOBiAI (MUTAaHHS NOPAAKY JAeHHOro). Buctynu odopmiooTbes B
MPOTOKOJI 13 3a3HAYEHHAM MOcaj, MPI3BUI Ta iHiianiB (iHiiany), IMEH JOMOBIa4iB y HA3UBHOMY
BIIMIHKY, BUKJIAJICHHSIM 3MICTYy BUCTYITy a00 MUTaHHS, BIAMOBIAL Ha HBOTO.

6. TexcT BUCTYMIB Y IPOTOKOJII BUKJIAIAIOTHCS BiJl TPETHOI OCOOM OJTHUHH.

Texct abo Te3m momoBimi, odopmieHi sIK OKpeMi JOKYMEHTH, IO TEKCTy IPOTOKOIy He
BKIIOYaroThes. [licas BiomMocTel po J0MOoBiaya CTaBUTHCS THPE 1 3a3HadaeThes "TeKCT momoBimi
JIOTAE€THCS JIO MPOTOKOIY".



[Ticns cnoa "YXBAJIMJIN" ¢dikcyeTbes npuitHiATE pillIeHHS 3 00rOBOPIOBAHOTO MUTAHHS MOPAIKY
JIEHHOT'O, SIKe Ma€ BKJIIOYATH CKJIAJOBIi, IO BIAMOBIAAIOTh HA TaKi MUTAHHS: KOMY, IO 3pOOUTH 1 B
SIKUM CTPOK.

V pasi SKIo NpuiMaEeThes PillIeHHS PO CXBAJECHHSA, MOTOKEHHS, 3aTBEP/DKCHHS TIOKYMEHTA, KU
0o0roBOprOBaBCS Ha 3acilaHHi, LW JOKYMEHT IOJA€TbCi 10 NPOTOKOMY. 3a HAsBHOCTI I1HIIUX
JIOKYMEHTIB, III0 pO3TJIAIAINCS Ha 3aciaHHi Ta (hakT 0OTOBOpEHHS SKHUX 0yi0 3adikKCOBAaHO B TEKCTI
MIPOTOKOJY, BOHH HYMEPYIOThCA apaOChKuMu Iudpamu (Hampukian, nomaTok 1, momatok 2). Y
BIJIMOBIAHUX ITyHKTaX MPOTOKOIY MPOCTABISIOTHCS OCUIIAHHS HA 111 JOJATKH.

[TpoToKoJ miamUCye TOJOBYIOUMI Ha 3aciJaHHI KOJETiaJbHOTO (I0Opaadoro) Oprany Ta cekperap (3a
HasBHOCTI). [IpoTOKOI 3aciianh KOMICIH MiMUCYIOTh yCi YWICHH KOMICII.

7. Jlucth CKIAmarThCS 3 METOK OOMiHY iH(OpMAIi€l0 MK 3aKJIaJIoM Ta OpraHaMH JIepKaBHOL
BJIJIM, OPraHaM¥ MiCLIEBOTO CAMOBPSIIyBaHHS, X MOCAIOBHMHU 1 CIIyKOOBUMH 0CO0aMHU, 3aKIIaIaMH,
yCTaHOBaMHU, OpraHi3allissMy Ta IHIMUMHU QI3UIHAMH 1 FOPUINIHAMHA 0COOaMH.

bnanku nucta MaroTh Taki PEKBI3UTH:

e HallMEeHYBaHHS 3aCHOBHHKA (3aCHOBHUKIB) 3akiany (Hanpukiaa, Onecbka Micbka paaa);
e TIOBHE HallMEHYBaHHS 3aKJIa/y BiJIOBIHO 10 YCTAHOBYUX JOKYMEHTIB;

e JIOBIAKOBI JlaHi Npo 3akiaj (MOIITOBa ajapeca, HOMepH TenedoHiB, (akciB, paxyHKIB y OaHKY,
aJipecy eJICKTPOHHOI ITOIITH TOLIO).

PekBizutamu nucTa €: gara, peecTpalliiHUi 1HIEKC, TIOCWIIAHHSA Ha PEECTpAIliiHUMA 1HICKC 1 naTy
JIOKYMEHTa, Ha SKU HAaJaeThCs BIAMOBIAL (3a MOTpedM), ampecar, 3arojioBOK IO TEKCTY, TEKCT,
BIZIMITKa IIPO HAsBHICTH JOJATKIB (3a MOTpeOH), MiIMNC, BIIMITKA PO BUKOHABLIS.

Jaroro nmcra € jgara Moro miANuCaHHA, sKa Mae 30iraTucs 13 JaToOK peecTparii BHXIiIHOI
KOPECTIOH ICHII1.

TexcT nmcTa BHUKIANAETHCS BiJ MEpmioi 0coOM MHOXKHHMA 3 BHKOPHUCTAHHSAM CIiB: '"TPOCHMO
MOBIIOMUTH...", ""p0O3'ACHIOEMO, 1110...".

3a3BHuail y IMCTI HOPYIIYETHCS OJJHE TUTAHHS.

8. AKT - MOKYMEHT, CKJIQJICHUH Tpymoro OcCi0 Ui 3aCBiAYCHHS BCTAHOBIICHHX (aKTiB ab0 MOMIMH.
AKTH O(hOPMIIOIOTBCS 3a pe3ysibTaTaMu pPeBi3iil (hIHAHCOBO-TOCMONAPCHKOI MISIBHOCTI, MiJ Yac
npuiiMaHHA-TIepelaBaHHsl CIIPaB, CIIUCaHHs MaiiHa TOIIO.

JlaToro akTa € jata Horo CKjaaicHHS.
TekcT akTa CKIaaeThes 31 BCTYIMHOT Ta KOHCTATYHO40i YaCTHH.

VY BCTyNHIM 4YacTHHI 3a3HAYalOThCs MIJACTABU JUIA CKIAJaHHSA aKTa Ta HA3UBAIOTHCSA 0OCOOH, SKi
CKJIaJM aKT abo OyiM MPUCYTHI MPH LILOMY.

Y KOHCTaTyIO4iil YacTHHI BUKIIAJAIOTHCS CYTh, 3aBJIJaHHS, XapaKTep BUKOHAHOT POOOTH, BCTAHOBIIEHI
daxTu, mpormo3uilii Ta BUCHOBKH. KOHCTaTyr04a yacTiHa MOKe OOPMITIOBATHCS y BUTJISII TaOITHUIII.



VY KiHIII TEKCTY aKTa 3alMCYIOThCS JaHi MPo KUTBKICTh MPUMIPHUKIB aKTa Ta X MiCII€3HAXO0KCHHSI.
AKT NiIOUCYIOTh yci 0cO0H, K1 Opasii y4acTh y MOTO CKJIa/IaHHI.

Oco0a, sxa Mae 3ayBa)X€HHsI /IO 3MICTy aKTa, MiJMUCY€E MOTO 1 BUKJIAJA€ CBOIO JYMKY Ha OKPEMOMY
apKYIIi, SIKAH JOJAETHCS IO aKTa.

IV. PeecTpanist 1o0KymMeHTIB
1. JIokyMEeHTH B 3aKJIaJli pEECTPYIOThCS IICHTPANTi30BaHO HE3JICKHO BiJI CIOCO0Y iX CTBOpPCHHS,
OJICpXKaHHS YW BIATBOPEHHS. Y 3aKjajli MOXKE 3aCTOCOBYBATHCSI aBTOMaTH30BaHa (opmMa peectparii
JIOKYMEHTIB 3 BUKOPUCTAHHIM CIEIliaIbHUX KOMIT'TOTEPHUX MTPOTpam.

2. Peectpanis nOKyMEHTIB 3IiHCHIOEThCS BiAmoBigHO 10 [IpaBun opranizamii AiIOBOJICTBA Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB.

3. Peectpamis OKyMEHTIB NpPOBOAMTHCS 3 METOI0 3a0e3NedeHHs iX OOJIKy, KOHTPOIIO 3a
BUKOHAHHSM 1 OIIEpaTMBHUM BUKOPHCTAaHHSIM iH(popMauii Ta mosiArae y BeACHHI 3amKCy OOIIKOBUX
JAHUX IPO JOKYMEHT, IKUM (iKcyeThcs (akT CTBOPEHHS, BiIpaBlIeHHs a00 OTPHUMaHHS JOKyMEHTa
HIJISXOM IIPOCTABJICHHS Ha HBOMY PEECTPALIHOTO IHAEKCY 13 3allMCOM Yy BIAMOBIIHMUX XKYypHajax
(6a3ax aBTOMAaTH30BAHUX CUCTEM) PEECTpaLlil HEOOXIIHUX B1IOMOCTEH PO JOKYMEHT.

4. Peectpamii miisiratoTh BXiJIHI, BUXIIHI Ta BHYTPIIIHI JOKYMEHTH (IOBIJIKH, TOTIOBITHI 3aITUCKH,
3as1BH, MPOTOKOJIM 3aCiJ]aHb MeJaroriyHuX paJi, KOMICii TOIIO).

5. JIOKyMEHTH PEECTPYIOThCS JIMINE OJMH pa3: BXiJHI - Yy JICHb HAJXOJDKCHHs a0o He TMi3HiIe
HACTYITHOTO pOOOYOro AHS, SIKIIO JOKYMEHT HAIIMIIOB y HEPOOOYMH 4Yac, CTBOPIOBaHI - y JEHb
MiMUCaHHs a00 3aTBEPIKCHHS.

6. JlokyMeHTH, AKi HaIXOIATh A0 3aKJaly, peECTPYIOThCS B )KypHai BXiJHOT KOPECIIOHEHIIi1, Ti, 1110
BIJINIPABIIAIOTECS, - Y JKypHaJl BHUXIJHMX JOKYMEHTIB, BHYTPIIIHI - Yy >KypHaJi BHYTPILIHIX
JIOKYMEHTIB, HAKa3H - Y )KypHajaX peecTpallii Hakas3iB.

[Tepernik JOKYMEHTIB, 110 HE MiJISATAIOTh PEECTpAIlii CICIIaIbHO MPU3HAYCHOIO JIJIS IIbOTO 0C00010,
HaBEACHO y A0AaTKy 3 1o miei [HeTpykiii.

dopMy peecTpaliifHOro >KypHaly Haka3iB KEpiBHUMKa 3aKjiaqy HaBEACHO Yy JoAatky 4 mo el
[HCcTpykmii.

[pumipHi popMu peecTpauiiHUX KypHaIIB BXIAHUX, BUXIJHUX, BHYTPILIHIX JOKYMEHTIB HaBEJACHO
y nonatkax 5 - 7 no IlpaBuit opranizariii 1ijI0BOJCTBA Ta apXiBHOTO 30€piraHHs JTOKYMEHTIB.

7. JIOKyMEHTH PEECTPYIOTHCS 3a TPyNaMU 3aJIeKHO BiJ Ha3BU BUIY, aBTOpa Ta 3micTy. OKpemo
pEECTPYIOTHCA:

e  BXIiJHI JOKyMEHTH;

e HaKa3W 3 OCHOBHOI JISUTbHOCTI;

e HAaKa3W 3 pyXy Y4YHIB/BHXOBAHIIIB;

e  HaKa3W 3 aIMIHICTPATUBHO-TOCIIOAAPCHKUX IMTUTAHb;

e  HaKa3W 3 KQJIPOBUX NMUTAHb TPUBAJIOTO 30€pITaHHS;



¢ HaKa3W 3 KaJJpOBUX IIMUTaHb TUMYACOBOT'O CTPOKY 36Cpil"aHH$[;

e BHYTpPIIIHI JOKYMEHTH (MPOTOKOJHW, JOBIJAKH, JAOIOBIJHI, IOSCHIOBAIBbHI 3aIllMCKH, 3asBH
MIPAIiBHUKIB TOIIO);

e  OyxrajaTepchKi JOKYMEHTH;
e 3BEpHEHHS TPOMAJISH, Y TOMY YHCIi OaThKiB 200 3aKOHHHX TPECTABHHUKIB YUHIB;
e 3amuTH Ha MyOJiYHYy 1H(POPMAILIO.

8. JIokyMeHTH, IO MEepPEeNaroThCs EICKTPOHHOIO TOIMTOK Yy CKaHOBaHIA ¢opMmi 0e3 eIeKTPOHHOTO
U pPOBOro MiJIMUCY, PEECTPYIOTHCS OKPEMO BiJl IHIIUX JOKYMEHTIB 13 3a3HaYEHHSIM €JIEKTPOHHOL
aJipecu BiANpaBHUKA Ta aJpecara.

9. Ilix yac peecTpalii JOKyMEHTa HaJJaeThCsl yMOBHE TIO3HAUCHHS - peecTpaliinuii innexc. Ckianosi
YAaCTUHM PEECTPALIHOIO IHAEKCY HOKyMEHTa (KpIM 3BEpHEHb IPOMajisiH) BIIOKPEMIIIOIOTHCS OHA
BiJl OJTHOT TPaBOOIYHOIO TOXHUIIOK PHCKOIO.

10. [ns BX1THUX JOKYMEHTIB peecTpaliiH1i 1HAEKC CKIIAA€eThCs 3 HOPSIKOBOIO HOMEpa Ta 1HIEKCYy
cnpasu, Hanpukiaza 89/02-04, ne 89 - nmopsaKoBuil HOMEp JOKyMEHTa y Mexax poky, 02-04 - innexc
CIIpaBH 32 HOMEHKJIATYPOIO CIIPaB.

11. ¥V BUXiZHOTO Ta BHYTPILIHBOTO (32 BUHATKOM Haka3iB, IPOTOKOJIB) JOKYMEHTa peecTpaliiiHui
IHIEKC CKJIQJA€TbCsl 13 I1HJAGKCY CIPaBH 3a HOMEHKIJIATYpOI CIpaB Ta IOPSIKOBOIO HOMEpa,
Hanpukian 02-04/176, ne 02-04 - iHAEKC cnpaBH 3a HOMEHKJIATYpOIO cIipaB, 176 - MOpSIKOBUit
HOMEp JOKYMEHTa Y MeXax POKY.

V. CkjaaHHSA HOMEHKJIATYPH CIIPaB
1. Homenknarypa cnpaB - 000B'SI3KOBHH IS 3aKJIay CHCTEMATU30BaHHIA MEPEiK Ha3B (3ar0JIOBKIB)
crpas, o (GOPMYIOThCS 13 3a3HAYCHHSAM CTPOKIB 30€piraHHs Crpas.

2. HomeHknaTtypa copaB CTBOPIOETHCS 3 METOI BCTAaHOBJICHHS B 3aKJajl €IWHOTO MOPSAKY
dbopMyBaHHS CrpaB, 3a0e3MeueHHs X 00Ky, ONEpPaTUBHOTO TOIIYKY JOKYMEHTIB 3a 1X 3MICTOM 1
BUJIOM, BHU3HAUEHHsS CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOIO JJs CKJIAJaHHS OIMCIB CIpaB
MOCTIHHOTO Ta TpuBajioro (mouas 10 pokiB) 30epiraHHsl, a TAKOX JJIs 00JIIKY CIIpaB THMYACOBOTO (J10
10 poxkiB BKJIFOUHO) 30epiraHHsl.

3. CxnanmanHs Ta oOopMIIECHHS HOMEHKJIATYpH CIPaB 3I1HCHIOETHCS BIAMOBIIHO 1O BUMOT TJaBu |
posainy IV IlpaBun opranizarii giIOBOICTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHknaTypa cHpaB 3akjiaay po3poOISIETECS BiAMOBITAIEHOI 0CO000 (BiAMOBITATEHUMHI
ocobamM) 3a Oprasizalliro AUIOBOJICTBA y 3aKJal 13 3aJlydeHHsIM (paxiBLiB CTPYKTYPHHUX MIIPO3ILTIB
3aKaiy (3a iX HasBHOCTI).

5. Homenkiatypa cripaB yXBaJllO€ThCS €KCIIEpTHOIO KoMmiciero (maii - EK) 3akmamy, ska CTBOPIOETHCS
BiJITOBI/THO JT0 3aKOHOIaBCTBA.

6. KepiBHHK HOBOCTBOpPEHOTO 3aKjIay 3000B's13aHAN HE MMi3HIIIE OJHOTO POKY 3 MOYATKY MisUTEHOCTI
nonatu cxBajeHy EK 3akiamxy HOMEHKIATypy CpaB Ha pO3IIIS]] €KCIIEPTHO-TIEPEBIPHIH KoMicii (xami
- EIIK) BigmoBigHoro naepxkaBHoro apxiBy, EK apxiBHOro Bigauty pailoHHOI Jepx»aBHOL
aaMiHicTparii abo MiChKOI paJiv, y 30HI KOMIIEKTYBaHHS SIKOTO Tiepe0yBae 3aKia, s MPOBEICHHS



EKCIEePTH3U I[IHHOCTI JIOKyMEHTIB 3 METOK iX MOXKIIMBOTO BiTHECEHHS 10 JUKepenl (GopMyBaHHS
HarmionansHoro apxiBHoro GoHay (mami - HAD).

7. 3akman, MO HAIKHTh A0 Kepen ¢opmyBanHs HA®D, y momanpmioMy TOTOIDKYE CBOIO
HOMEHKJIaTypy cripaB 3 EIIK BiamoBigHOTO nepKaBHOTO apXiBy.

8. 3axuyaz, y AisUTBHOCTI SIKOTO HE YTBOPIOIOTHCS HOKyMeHTH HA®, moromxye HOMEHKIIATYpy CIIpaB
3 EK oprany ynpasiiHHS OCBITOO.

9. HoMeHnknaTypa cnpaB 3akjaay MiJUISrae MOroJKEHHIO 3 BIANOBIIHUM JIep>KaBHUM apXiBoM abo
OpraHOM YIPaBIIiHHS OCBITOK OJWH pa3 Ha M'SATh POKIB a00 HEBIAKJIATHO B pa3i iCTOTHHX 3MiH y
(dbopMi BIaCHOCTI, CTPYKTYypi, GYHKIIISIX Ta XapakTepi poOOTH.

10. IMoromxeny EIIK BigmoBimHoro aep:kaBHOro apxiBy abo EK oprany ymnpaBiiHHS OCBITOO
HOMEHKJIATYpPY CIIPaB 3aTBEPJUKY€E KEPiBHUK 3aKIay.

11. HanpukiHii poKy HOMEHKJIATypa CIIPaB 3aKpUBAETHCS MiJICYMKOBUM 3allCOM IIPO KaTeropii ta
KUTBKICTB CIIPaB, 3aBEJICHUX y BiJIMOBIIHOMY POIIi.

12. Homenknatypa cmpaB HOpoKy (He mi3Hime 20 rpyaHs) YTOYHIOETHCS, 3aTBEPIDKYETHCS
KEpIBHUKOM 3aKJIay Ta BBOAUTHCS B 110 3 01 CIUHSA HACTYITHOTO POKY.

VI. ®opmyBaHHH crIpaB, 30epiraHHs J0KYMEHTIB
1. ®opmyBaHHS chopaB - TIpyIyBaHHS BHMKOHAaHMX JOKYMEHTIB Yy CIpaBH BIANOBIAHO 10
HOMEHKJIATypH CIIPaB.

2. dopmyBaHHS CIpaB 3aKiagy 3AIMCHIOETBCA 3 JOTpUMaHHAM Bumor [IpaBun oprasnizarii
JIIIIOBOJICTBA Ta apXiBHOTO 30€piraHHs IOKYMEHTIB.

3. Haka3u 3 OCHOBHO{ JiSUIBHOCTI 3aKjajy, aJAMiHICTPAaTUBHO-TOCIOJAPChKUX, KAAPOBUX MUTaHb Ta
PYXY Y4HIB/BUXOBAHI[IB I'PYIYIOThCS B Pi3HI CIIPaBU Y XPOHOJIOTTYHOMY MOPSAKY BIAMOBIIHO 10 iX
BUJIIB Ta CTPOKIB 30epiraHHs.

4. JIoKyMeHTH, 3aTBEp/KEHI HAKa30M KEpIBHUKA 3aKJIaay, € JOJaTKaMH O HbOTO 1 IPYMyIOThCS
Pa3oM i3 UM PO3MOPAAUNM JOKYMEHTOM.

5. JIuctyBaHHS TPYIyETHCS 32 3MICTOM 1 KOPECTIOHJIEHTCHKOIO O3HAKOI0 Ta CHUCTEMATH3YETHCS B
XPOHOJIOTIYHOMY MOPSAJKY: JTOKYMEHT-BINOBI/Ib PO3MIILYETHCS 32 JJOKYMEHTOM-3aIIUTOM.

6. AndaBiTHa KHUra y4HIB/BUXOBAHIIIB, )KypHAJIU I'PYNH MOAOBKEHOIO JHS, O0JIKY MPOMYIIEHUX 1
3aMiHEHHMX YpOKIB, KHUTH OOJIIKYy Ta BHAA4i CBIJOUTB 1 JOAATKIB 0 CBIOLUTB NMPO 0a30BY 3arajibHy
CEepEeIHIO OCBITY, aTECTATIB Ta J0AATKIB IO aTECTATIB MPO MOBHY 3arajbHy CEPEIHIO OCBITY, 30J0THX
Meznaned "3a BUCOKI JOCSATHEHHS y HaB4aHHI" Ta cpiOHuMX Menaned "3a NOCSTHEHHS y HaBYaHHi"
NPOIIHYPOBYIOThCSA, @ CTOPIHKM HyMepyroTbcs. Ha octaHHIN CTOpiHII >KypHady/KHUTH POOHUTHCS
3aIrc PO KUTBKICTh CTOPIHOK Y JKYpHAIi/KHH3I, 1110 MAMKUCYE KepiBHUK 3akiamy. [lianmmuc kepiBHUKA
CKPITUTIOETHCS TIEYaTKOIO 3aKJIay (3a HasiBHOCTI).

7. Y pasi moTpeOu 3a pilmleHHSIM TeIaroriqYHol paand y 3aKiajii MOXKYTh CTBOPIOBATHCS Ta BECTHCS
1HIII )KypHAIU (OKYypHAJ MPaKTHYHOTO IICUXO0JIOTa, COLIaIbHOTO Tearora Tomlo).

VIL.EkcnepTu3a WiHHOCTI JOKYMEHTIB.



IMopsinok miArOTOBKM cHpasB /10 NepeJaHHs AJs apXiBHOro 30epiranus
1. ExcniepTusa MiHHOCTI AOKYMEHTIB Ta MOPSIOK MIATOTOBKHU CIpPaB A0 MEpeNaHHs JUisl apXiBHOTO
30epiraHHs 3MIMCHIOIOTHCS Ha TijactaBi [IpaBui opranizariii AUTOBOJICTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB.

CroernianbHi BUMOTH J0 €KCIEPTH3W IIHHOCTI JOKYMEHTIB Ta TOPSAIKY ITiJATOTOBKH CIIpaB 0
TepeAaHHs I apXiBHOTO 30epiranHs 3aKjiaay nependadeHi miero [HCTpyKITieto

2. [Ins opranizauii Ta MpOBEACHHS €KCIEPTU3U LIHHOCTI IOKYMEHTIB, 10 YTBOPHIIUCS Y 1IJIOBOJCTBI
3aKiany, Ta TOJaHHs Pe3yJIbTaTiB eKCIIePTH3HU IIHHOCTI JoKyMeHTiB Ha po3risia EINK mepskaBHOTO
apxiBy (EK apxiBHOrO BijIisTy pallOHHOI Jep>KaBHOI aaMiHicTpaii a00 MiChKOI pajii) yTBOPIOETHCS
EK 3akmany. CtBopennss EK Ta opranizamis ii poOOTH 311iCHIOIOTHCS BIAMOBIAHO A0 MOCTaHOBH
Ka6inery MinictpiB Ykpainu Big 08 ceprnus 2007 poky Ne 1004 "IIpo mpoBeneHHs eKclepTU3d
IIHHOCTI JTOKyMEHTIB" Ta Haka3dy MiHictepcTBa tocTullii Ykpainu Big 19 uepHs 2013 poky Ne
1227/5 "Ilpo 3aTBepMkeHHS THIIOBOTO MOJOKEHHS MPO €KCIEPTHY KOMICiI0 AEep)KaBHOTO OpraHy,
OpraHy MICIICBOIO CaMOBPSIIyBaHHS, IEPKABHOTO 1 KOMYHaJbHOTO IIiIPUEMCTBA, YCTAHOBH Ta
oprasizanii", 3apeectpoBaHoro B MiHictepcTBi toctuilii Ykpainu 25 uepBHs 2013 poky 3a Ne
1062/23594.

Cknan EK ta momokeHHs mpo Hel 3aTBEp/DKYIOThCS HAKa3oM KepiBHUKa 3akiany. [omosoro EK
NPU3HAYAETHCS OJUH 13 3aCTYIMHHKIB KEpiBHUKA 3aKJIaay, CEKpeTapeM - oco0a, BiamoBijaabHa 3a
JOKYMEHTH, 110 I1UIraloTh 30€piraHHIo Ta NepeJaHHIO B apXiB.

o cxnany EK 3akmany 3a iX 3rofjor0 MOXXyTb BXOJIUTH INPEICTABHUKH apXiBHUX YCTAHOB, OpraHy
BUIIOTO PIiBHA (BiJMOBIJIHOTO OpraHy YIPaBJIiHHSA OCBITOI), METOJWYHHX IEHTPIB, MpodeciitHux
CIIIJIOK, TX 00'eqHAHb.

3. CnpaBu mocriiiHoro ta tpuBaioro (moHan 10 pokiB) 30epiraHHs mepenarOTbcs Ha 30epiraHHs
0c00i1, BIAMOBITAJIbHIA 3a apXiB, 3a ONUCaMH, MO CKJIAJAIOThCA 0COOaMH, BIANOBINAIBPHHUMH 32
(dbopMyBaHHS CITpaB 3 BiAMOBITHOTO HAIIPSIMY.

[TpuiHATTS KOKHOI CIIpaBH 3/11HCHIOETHCS Y IPUCYTHOCTI MPALIIBHUKA, SIKMH IIepeIae JOKYMEHTH.

4.V KiHIi KOKHOT'O IPUMIPHUKA OMHUCY 0c00a, BIAMOBIJaIbHA 3a apXiB 3aKJIAay, IPOCTABIISE MiIHC
II0JI0 MPUIHATTS cHpaB 3 00OB'SI3KOBUM 3a3HAYEHHAM KUTBKOCTI (Lu(pamu 1 cloBaMM) MEpeJaHux
CHpaB 1 3a3HavaE Jary.

5. Iicnst mpUHSATTA crpaB MOCTiHOTO Ta TpuBajioro (moHan 10 pokiB) 30epiraHHs, 3 KaJpOBHX
nuTaHb oco0a, BIAMOBIAAbHA 32 apXiB 3akKjaay, Ha MIJCTaBl OMMCIB CIpaB, 3a SAKUMH 3/1HCHEHO
NPUAHATTS JOKYMEHTIB, 382 BCTAHOBJIEHOIO ()OPMOIO FOTY€E PiUHI PO3ALIN 3BEJICHUX OIHUCIB CIPAB:

e mocTiiHOro 30epiranns (y 3akiuaji, o € axepeaom popmyBanHs HAD);
e TpuBasoro (mouasn 10 pokiB) 30epiraHus;
e 3 KaJIpOBHX IHUTaHb.

Oco0070, BIAMOBITAIEHOIO 32 apXiB, CKIAIAETHCS AKT MPO BUIYYCHHS JUIsl 3HUIICHHS JOKYMEHTIB, HE
BHeceHux 10 HAD.



6. 3BefeHMII ONMUC CHpaB MOCTIHHOrO 30€piraHHs CKIAJAETbCS Y YOTUPHOX MpuMipHuKax. Ilicis
cxBasienHsi EIIK nepaBHOro apxiBy Ta 3aTBEpKEHHS KEPIBHUKOM 3aKJIaay OJWH MOr0 MPUMipPHUK
HATIPaBIISIETHCS JIEP’KaBHIA apXiBHIA YCTaHOBI YW apXiBHOMY BTy MICBKOI paju, y 30HI
KOMIUICKTYBaHHS SIKOTO TepeOyBae 3akiaa, APYTHid MPUMIPHUK 30€piraeThCs sSK HEIOTOPKaHWH
0c00010, BIAMOBIJAIBHOIO 32 apXiB 3aKJady, TPETiid, YeTBEPTUIl - BUKOPUCTOBYIOTHCS Y 3aKJIai JUIst
MMOTOYHOTO TOIIYKY CITpaB 1 y pa3i ix mepegaHHs Ha MOCTiliHE 30epiranHs HAAXOAATh A0 BiAMOBIAHOT
apXiBHOT YCTaHOBHU.

7. 3Benenuii onuc Tpusanoro (monaa 10 pokiB) 30epiraHHs CKJIAAAE€THCSA Y TPHOX MpuMipHHKaX. [{o
HBOT'O BKJIFOYAIOTHCS TAKOXK CIPaBH, SKi 32 HOMEHKJIATYPOIO CIpaB MalOTh CTPOK 30epiraHHs "mo
mikBimamii 3akmany". Ilicns cxBanenns EK 3akmamy mpuMipHUKH ONHCY HANpaBISIFOTHCS Ha
cxBasienHs: EK oprany ynpasninus ocBitoro. Iliciasi moBepHEHHS BCiX MPHUMIPHUKIB OMHUCY HOTO
3aTBEp/UKYye KepiBHMK 3akiany. Ilepmmii mnpuMipHMK omnucy 30epiraeTbcs B 3aKiail sk
HEJIOTOPKaHUH, APYruil - € poOOYNM 1 BUKOPUCTOBYETHCS JJISI MOTOYHOTO MOUIYKY CHpaB, TPETid
MOYKE HaJCUIATUCS U KOHTPOJIIO BiJIMIOBITHOMY OpraHy yIpaBIIiHHS OCBITOIO.

8. Onwmc crpaB 3 KaApOBUX MUTAHb CKIIATAETHCS Y 3aKIaIl, SIKUH:

e € mxepenoM GopmyBaHHd HAD - y Tppox npuMipHUKax;
e He € mxepenoM popmyBanHs HAD - y 1BOX NpuUMipHHUKaXx.

9. 3arojoBKM CHpaB OMUCY 3 KaJpPOBUX IUTAHb CUCTEMATH3YIOThCS 3a HOMIHAJIBHOIO O3HAKOIO
(rpymyBaHHS B OJHY CIIpaBy JOKYMEHTIB OHOTO BHY) Y TaKiil MOCiIOBHOCTI:

e HaKa3W KepiBHHKA 3aKJIaay 3 KaJ[pOBUX MHUTaHb;

e Haka3W KepiBHHKA 3aKJIaJdy 3 pyXY YUHIB/BUXOBAHIIB;

e OOJIKOBI JOKYMCHTH;

e CIIMCKM Y4YHIB/BUXOBaHIIIB (anaBiTHa KHUTA YIHIB/BUXOBAHIIIB);
e JKypHaJIM peecTpalii HaKa3iB 3 KaJPOBUX MTUTAHB;

e 0co0OBI CIIpaBH MpaIliBHUKIB,;

e  KOHTPAKTH, TPYAOBI JOTOBOPH;

e OyxranTtepchki JOKyMeHTH (0cOOOBI paxyHKH 13 3apoOiTHOI IuUIaTH, B pa3l iX BIACYTHOCTI -
PO3paxyHKOBI BIJOMOCTI 13 3apIliaTH);

e JIOKyYMeHTH mpo Tapudikarito (TapudikaiiifHi BiJoMOCTi (CITUCKN));
e JIOKYMEHTH IIPO MPOBEJCHHS JIep’KaBHOT aTecTallii;

e KHHTH OOJIKY 1 BU/Iadi CBIJIOITB Ta JTOJIATKIB IO CBIJOITB PO 0a30BY 3arajbHy CEPEIHIO OCBITY;
aTecTaTiB Ta JOAATKIB IO aT€CTaTiB MPO MOBHY 3arajibHy CEpeIHIO OCBITY, 30J0TUX Meaaneit "3a
BHCOKI JIOCATHEHHS y HaBUaHHI" Ta cpiOHMX Meaanel "3a qOoCsTHeHHs y HaBYaHH1";

e JIOKYMEHTH IIPO HENIACHI BUTIAAKH (aKTH, IPOTOKOJIH, BUCHOBKH, KyPHAJIH);
e KYpHAJIM peecTpalii 0ci0, MOTEPHiINX BiJl HEMTACHUX BUIAJIKIB;

e KypHaJU OOJIKY pyXy TPYJIOBHX KHHKOK Ta BKJIAJIOK J0 HHX;



e OKypHaJ peecTpallii Haka3iB 3 pyXy YUHIB/BUXOBaHIIIB;
e He3arpeOyBaHi 0COOMCTI TOKYMEHTHU MPALlIBHUKIB (TPYIOBI1 KHIKKH).

10. Oco06oBi cmpaBu Yy4YHIB BHOCATHCS JIO OINKCY 3a POKOM 3BUILHEHHS TIpalliBHUKA 1
CUCTEMAaTHU3YIOTHCS 32 MPI3BUIIIAMH 3BUIBHEHUX IPAIliBHHUKIB B aI()aBITHOMY MOPSIIKY.

11. 3BexeHi onucu crpas nocTiiiHOTO, TpUBaioro (monasn 10 pokiB) 30epiraHHs, 3 KaapOBUX MTUTAHb
Ta aKT MPO BUIIYYCHHS JJIs 3HUILCHHS IOKYMEHTIB, He BHeceHHX 10 HAD (maii - akT nmpo BHITyYCHHS
JUTs1 3HHIIEHHS JOKYMEHTIB), po3rsaarotecst EK 3aknany oqHodacHo.

12. 3aknan, mo € mrepenom popmyBaras HAD, onmcu cripaB nocTiiHOro 30€piraHHs Ta 3 KaJpoBUX
NHUTaHb Pa30M 3 aKTaMH PO BUITYYESHHS JUIS 3HUILEHHS JOKYMEHTIB micis cxBaieHHs ix EK zakmany
nojae Ha po3rian EIIK BianoBiaHOro nepaBHOTO apxiBy.

13. 3aknan, mo He € mxepenoMm ¢opmyBaHHd HA®, ommcu cmpaB 3 KaApoBHUX NHUTaHb Pa3oM 3
aKTaMu PO BWJIYYEHHS JUIsS 3HUINEHHS NOKyMeHTiB micis cxsajeHHs ix EK 3akmamy momae Ha
po3risan EK apxiBHOTO Bimmiry pailoHHOT Jiep>kaBHOT aaMiHicTpallii a0 apXiBHOTO BTy MiChKOT
pamu. Omucu crnpaB TpuBasioro (moHax 10 pokiB) 30epiranns micias cxBaineHHs EK 3akmamy
nojaroThes Ha posrisag EK oprany ynpaBniHHS OCBITOIO.

14. TToromxkeHi (cXBajieHi) aKTH PO BUIYYCHHS JIJIS 3HUIICHHS JTOKYMEHTIB, He BHeceHHX 10 HAD,
3aTBEP/DKYIOTHCSI KEPIBHUKOM 3aKyIay.

15. Iicas 3aTBCPIKCHHA aKTa PO BWIYUYCHHA JIA 3HHUIICHHSA I[OKYMGHTiB 3aKjiaa Ma€ IIpaBo
SHUIIUTU JOKYMCHTH.

16. KepiBHuk 3axyiagy 3000B'a3aHuil 3a0e3neuuTH 30€peKeHHs JOKYMEHTIB, a Y pa3i BKIIOYEHHS
3aKJIagy 70 CIHMCKY FOPUIUYHUX 0cib - kepen GopmyBanHs HAD micns 3akiHUCHHS BCTAHOBICHUX
IPaHUYHHUX CTPOKIB iX 30epiraHHs B I[bOMY 3aKjaji - 3a0e3NeYuTH MEepelaHHs JOKYMEHTIB JUIS
HOCTIHOTO 30€epiraHHs 710 BiANOBIAHOI IepKaBHOT apXiBHOI YCTAaHOBU YM apXiBHOTO BiAILTY MiCBKOT
panu.

I'enepanbuuit JIAPEKTOP
JUPEKTOpaTy JOUIK1TBHOT
Ta WKIJILHOI OCBITH A. O. OcMO0I0BCHKHIT

Jomatox 1

no [HCcTpyKIii 3 AiToBOICTBA
y 3aKJIaJiax 3arajibHOi CEPEeIHbOI OCBITH
(mynkt 3 po3ainy II)
BUMOI'U
10 oopMIIeHHS TOKYMEHTIB, 1110 BUTOTOBJISAIOTHCS 32 IOMIOMOT0I0 KOMIT'FOTEPHOI TeXHIKHU
1. Jlnsg apykyBaHHS TEKCTIB CIYKOOBHX JTOKYMEHTIB BUKOPHCTOBYEThCs rapHiTypa Times New
Roman, mpudt - pozmipom 12 - 14 apykapcbkux MmyHKTiB. [|03BOISI€THCSI BUKOPUCTOBYBATH IIPHPT
po3mipom 8 - 12 npykapChKHX MYHKTIB A7l JpyKyBaHHS pekBi3uTy "[Ipi3Buine BUKOHABII 1 HOMED
fioro tenedoHy", BUHOCOK, MOSCHIOBAJILHUX HAIKCIB O OKPEMHX E€JIEMEHTIB TEKCTY JJOKyYMEHTa a0o
HOT0 peKBi3UTIB TOLIO.

[Tin wac ApyKyBaHHS 3aroJIOBKIB JTO3BOJISETHCS BUKOPHUCTOBYBATH HAMIBXKHPHUN MPUPT (TIPSIMHIA
abo0 KypcuB).



2. Tekct noxkymentiB Ha manepi gopmary A4 (210 x 297 miniMeTpiB) peKOMEHIOBAHO JIPYKyBaTH
yepes | - 1,5 mikpsakoBoro iHTepBanmy, a ¢opmary AS (210 x 148 wmimimerpiB) - uepe3 1
MIKPSJIKOBUHN 1HTEpBa.

JIOKyMEHTH IOBUHHI MaTH TaKi MoJis (MUTIMETPIB):
e 30 - miBe;

e 10 - mpage;

e 20 - BepXHE Ta HIXKHE.

PekBizutu mokymeHTa (KpiM TEKCTY), SIKI CKIQJalOThCs 3 KUIBKOX PSIIKIB, APYKYIOThCsS depes |
MiDKpsiaKoBui iHTepBan. CkiamoBi yacTuHH pekBi3uTiB "Anpecat”, "['pud 3arBepmkenns”, "I'pud
MOTOJKEHHS" BITOKPEMITIOIOTHCSI OJTMH BiJ OJHOTO uepe3 1,5 MIXKpPSIIKOBOTO iHTEpBAIYy.

PexBi3uTH 1OKYMEHTa BIZJOKPEMIIIOIOTHCS OJJMH BiJl OZHOTO uepes3 1,5 - 3 MIKPSIKOBUX IHTEPBAJIH.
3. Ha3Ba Buy TOKyMEHTa JPYKYEThCS BEIUKUMU JIITEpPaMH.

4. Pozmmdpysanns nianucy B peksizuti "Ilianuc" npykyeTbcs Ha piBHI OCTaHHBOI'O PsJIKAa Ha3BU
Hocay.

5. He poGutbcs BIACTYN Bif MEXi JIIBOroO MoJs A pekBi3uTiB "JlaTa nokymenra", "3arosioBok 1o
Tekcty nokymenrta", "Tekct" (6e3 ab3amiB), "Biamitka mpo HasBHICTH nonxatkis", "IIpizBuiie
BHUKOHABIIS 1 HOMep Horo TenedoHy", HaiiMeHyBaHHS mocamu y peksizurax "[ligmuc" Ta "I'pud
norokeHHs ", Hanucy "3rimHo 3 opwuriHanom", a takox ciiB "CIIYXAJIN", "BUCTYIINIIN",
"VXBAJIMJIN", "HAKA3VY1O".

6. 3a HasIBHOCTI KUJIbKOX TPH(]IB 3aTBEPXKEHHS 1 IOTOPKEHHS BOHH PO3MILIYIOTHCS HA OJTHOMY PiBHI
BepTUKAIbHUMU psiakaMu. [lepmuii rpug - Bix Mexi 1iBOTO 1ouis, Apyruit - yepes 104 minimMeTpu Bij
MEX1 JTIBOTO TTOJIS.

7. Ilix yac odopmiIeHHS TOKYMEHTIB Ha JBOX 1 OUIbIle CTOpIHKaxX Jpyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH IPOHyMepoBaHi. [lepia cTopiHKa HE HyMEpYyeThCS.

8. TekcTH JOKYMEHTIB MOCTIHHOTO 30epiraHHs ApyKYyIOThCS Ha OAHOMY 0ol apkya. JJokyMeHTH i3
CTPOKOM 30€epiraHHs 10 5 poKiB MOKHA JIPYKYBaTH Ha JUI[bOBOMY 1 3BOPOTHOMY OOIIl apKyIlia.

Honatok 2

1o [HcTpykuii 3 Al10BOICTBA

y 3aKJIaJIax 3arajibHOI CepeaHbOT OCBITH

(myHkT 4 po3ainy II)
HEPEJIIK

JOKYMEHTIB, Ha IKHUX MiNHUC MOCAT0BOI 0CO0U 3aCBII1Y€ETHCA BiIOMTKOM MEeYATKH 3aKJIATy

1. Axtu (BUKOHaHHS pOOIT, CIIMCAaHHS MaTepiaJbHUX IIHHOCTEH, (PiHAHCOBUX MEPEBIPOK, BUITYYEHHS

JOKYMEHTIB /IS 3HUIICHHS, IepelaBaHHs CIPaB TOILO).

2. JloBimku (TIpo BUKOpPWCTaHHsS OIO/DKETHUX AaCHTHYBaHb Ha 3apoOiTHY TUIaTy, HapaxyBaHHS i3
3apo0iTHOT IJIATH TOIIIO).



3. HdoroBopu (Impo MaTepiajibHy BiANOBIAAIBHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHUIITBO, MiAPSIH,
OpeH/Iy IPUMIIICHb, BAKOHAHHS pOOIT TOIIO).

4. JloxkyMeHTH (JIOBiJIKH, ITOCBITYEHHS TOIIIO), 110 3aCBiTYyIOTh MpaBa rPOMAJISH i FOPUINIHUX OCi0.
5. Jlopy4eHHs Ha oJiep>KaHHS TOBaPHO-MaTepiabHUX IIIHHOCTEH.

6. 3aBgaHHs (Ha MPOEKTYBaHHS OO0'€KTIB, TEXHIYHUX CIOPYH, KamiTaJbHE OYIIBHUIITBO, TEXHIYHI
TOIIIO).

7. 3pa3ku BIIOWTKIB MEYATOK 1 MiANMKCIB MPAIiBHUKIB, SIKI MAIOTh MPABO 3AiHCHIOBATH (PiHAHCOBO-
TOCITOIapChKIi OTepartii.

8. Komropuc BuTpar (Ha KalbKyJIALio 3a JOrOBOPOM, Ha KaliTajabHe OyAIBHUILITBO TOIIO).
9. JIuctu rapaHTiiiHi (Ha BAKOHAHHS POOIT, HAJaHHS MOCIYT TOIIIO).

10. Onmcu cnpas noctiiHoro, TpuBasioro (moxaxa 10 pokis) 36epiranHs, 3 KaJpoBUX MUTaHb.
11. IlITaTHi po3nucy.

12. TpyoB1 KHMXKKH.

Jomatok 3
1o [HCTpyKIii 3 AlIOBOICTBA
y 3aKJIaJiax 3arajibHOi CepeaHbOT OCBITH
(myHKT 6 po3niny IV)
MEPEJIIK
JOKYMEHTIB, [0 He NMiJISIraloTh peecTpanii cneniajbHO MPU3HAYEHOIO /1JIsl IHOT0 0C00010
1. I'padiku, HapsaH, 3asBKU, POSHAPSIIKH.

2. 3BeneHHs Ta iH(popMalis, HaIiclaHi 10 BiIoMa.

3. HaBuasnpHi TU1aHu, OCBITHI mporpamu (Komii).

4. PexyiaMHi TTOBIIOMJICHHS, TUIAKaTH, TIPOTPaMH Hapal, KOHPEPEHIIii TOIIO.
5. Hopmu BuTpat marepiaiis.

6. BiTanpHi 1UCTH 1 3apOIICHHS.

7. ApykoBaHi BUJaHHs (KHUTH, )KypHaJIU, OIOJIETEH]).

8. Mics4Hi, KBapTaibHi, MBPi4Hi 3BITH.

9. ®opMH CTATUCTUYHOT 3BITHOCTI.

10. Horosopu.



Peecrpariitnuii
iHAeKC (HOMEp)
Hakazy
1

Facebook

PeecTpaniiinmii ;)kypHas1 Haka3iB KepiBHHKA 3aKJIa1y

JlaTa Hakazy

3arosoBoK Hakazy

Honatok 4

1o [HcTpykuii 3 AlIOBOICTBA Y
3aKJIajiax 3arajgbHOI CEPeaHbOI OCBITH

[IpizBuiue,
iHimamm
MpaliBHAUKA, Ha
SIKOT'O TTOKJIaJCHIH
KOHTPOJIb 3a
BHUKOHAHHS HaKa3y

4

(myHKT 6 po3niny IV)

[IpizBue,
1HIITI TN
BIMOBITAIILHOL
ocobu
(BIAMOBIAAIBHUX
0ci0)
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[TpumiTku



