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BIHHUILIBKA MICBKA PAJIA
JEIIAPTAMEHT OCBITU
KOMYHAJIbHUM 3AKJIAJL «xBIHHULIbKHWM JIILEN Ne 23»
(K3 «BJI Ne 23»)

Kox € IPTIOY 20090689
HAKA3
30.08.2023 M. BiHHUIIA Ne 311

IIpo 3aTBepa:kenHst IncTpykuii 3
JOKYMEHTYBaHHS yIPABJIiHCbKOI
iHdopmauii Ta opranizauii po6orn
3 IOKYMEHTAaMH Yy JiJIOBOACTBI

K3 «BJI Ne 23»

BinnosinHo 1o nocranoB Kabinety MinictpiB Ykpaiau Bix 17 ciuns 2018 poky Ne 55 «/lesiki
MUTAHHS JIOKYMEHTYBaHHS YNPAaBIIHCBKOI AisUIBHOCTI», yacTUHU 4 ctaTTi 38 3akoHy YKpaiHu
«[Ipo moBHY 3aranbHy CEpelHIO OCBITY», HA BUKOHAHHS Haka3iB MiHICTEpCTBa OCBITH 1 HayKd
Vkpainu Bixg 25 uepBns 2018 poky Ne 676 «IIpo 3atBepmxenHs [HcTpykuii 3 AiIOBOACTBA IS
3aKJIafiB 3arajbHOI cepenHboi ocBiTH» Ta Bin 08 cepmast 2022 poky Ne 707 «IIpo 3aTBepKeHHS
[HCTpyKIiT 3 BeACHHS A1JIOBOI JOKYMEHTAIl11 y 3aKJIa/1aX 3araibHOi CEpeIHbOT OCBITH B €IEKTPOHHIN
(dbopmi», Haka3iB Jlep)KaBHOTO MiANPUEMCTBA «YKpPAaiHCHKUI HAYKOBO-IOCIIIHUN 1 HaBYAJILHUN
LeHTp npobnem crangapTusamii, ceprudikamii Tta skoct» (A «YxkpHAHL») Big
01 munast 2020 poxy Ne 144 «/lepxaBHa yHiikoBaHa cHcTeMa IOKyMEHTalil. YHijikoBaHa
cucTeMa opraHizaliifHO-po3nopsauoi JokyMeHTalii. Bumoru 1o odopMieHHs JOKYMEHTIB» Ta
MinicTepcTBa pPO3BUTKY €KOHOMIKH, TOPTiBII Ta CIIBCHKOTO TOCIIOAApCTBa YKpaiHH Bif
12 6epesns 2021 poky Ne 526 «Ilpo 3arBepmxkeHHs HauioHanbHOro Kiacugikaropa HK 010:2021
Ta CKacyBaHHsA HamioHanbHOTO Kiacudikaropa K 010-98», 3rigHO 3 MPOTOKOJIOM 3acigaHHS
EKCIEePTHOI KOMiCii KOMyHaJIbHOTO 3akiany «Binaunbkuii mineit Ne 23» Bix 30 rpyans 2022 poky
Ne 3 mono cxBaneHHst [HCTpyKIIi 3 TOKyMEHTYBaHHS yNpaBIlHCHKOI 1HPOpMAIi B Maneposiil Ta
€JIGKTPOHHIH (opMax y AUIOBOJCTBI 3aKialy, IPOTOKOJIOM 3aCiIaHHs NearoriyHoi pajau 3akiany
Bi 30 cepmust 2023 poky Ne 1, 3 MeTor0 IMpUBEIEHHS AUIOBOJCTBA 3aKIaay y BIAMOBIIHICTH 10
HOPMAaTHUBHO BU3HAYEHMX BUMOT 1 CTaHAAPTIB MIOJ0 OpraHizamii IiloBOACTBa y cdepi 3araibHoi
CepelHbOI OCBITH, BCTAaHOBJCHHS €IMHAX BUMOT MIOAO JOKYMEHTYBaHHS YIPaBIiHCHKOI
iHpopMallii B eNeKTPOHHIH 1 manepoBiit popmMax Ta NOCUIIEHHS NMEPCOHAJIBHOI BiANOBIJAIBHOCTI
MPaIiBHUKIB 3aKJIaJy 32 HAICKHY OpPTraHi3aIlito poOOTH 3 JOKYMEHTAMH,

HAKA3YIO:

1. 3atBepautu IHCTPYKINiIO 3 JTOKYMEHTYBaHHS YIpaBIiHCBKOi iH(MopMallii Ta opranizarii
po0OTH 3 TOKYyMEHTaMH y J1JI0BOACTBI KOMYHAIIBHOTO 3akiany «Binaumbkui mimend Ne 23y (mami —
[HCTpYKIIis) 3rigHO 3 ToAaTKOM | Ta OiaHKM 3aKjaaay 3rigHO 3 JoJaTKamMu 2-4 y HOBIM pefakiiii.

2. 3aCTYIHHMKY AUPEKTOpa 3 HAaBYAIBbHO-BUXOBHOI poboTH Jlroamuii Kupuienko:

1) o3HaiOMUTH MPALIBHUKIB 3aKJIady 31 3MicTOM [HCTpyKIIii
1o 01 Bepecus 2023 poky;

2) 3abe3neuyBaTH BIIPOBAHKEHHS [HCTPYKIT y MPAKTHKY POOOTH 3aKJIaay



MHOCTIHHO.

3. Yuutento Gionorii, BiAMOBiaTpHOMY 3a caiT 3akiany, Cepriro [ToxBamoky po3micTUTH
[HCTpyKIito Ha BeOcaifTi 3akmany
1o 15 Bepecus 2023 poky.

4. YBectu [nctpykuiro B 1iro 3 01 Bepecus 2023 poky.

5. KoHTposb 32 BUKOHAHHSAM HaKa3y 3aJIMIIAK0 3a CO00I0.

Jupexrop Haranis BOI'AP

2 Thoamuna Kupusenko

3 Haka30M O3HaHOMIIEHI:

Jronmuna BOHZIAPYYK
« » 2023

Banentuna JJEMBYK
« _»_ 2023

Jlapuca IBOPUYYK
« » 2023

Terstna JIOKIMYYK
« » 2023

Jlrommuina KUPUJIEHKO
« _» 2023

Terana KOI'VT
« » 2023

Taicis KOPOJIILIbKA
« » 2023

Haranis MOBYAHIOK
« » 2023

[Omnis ITAJIBKEBUY
« » 2023

Cepriit [IOXBAJIFOK
« _» 2023

Onena CTATKEBUY
« » 2023

Jlecs OXUMEILD
«_» 2023



Honatok 1
1o Haka3zy K3 «BJI Ne 23
30 cepnast 2023 poxy Ne

IHCTPYKUIA

3 JOKYMEHTYBAaHHs YNPaBJIiHCbKOI iH(opMmanii Ta opranizanii podoTu 3 JOKyMeHTAMH y
AUIOBOJACTBI KOMYHAJBHOIO0 3aKjaay « BiHHunbKUi Jgineit Ne 23»

I. 3BAT'AJIBHI ITOJIO’KEHHA

1.1. Tactpykmiss 3 nimoBogactBa 'y K3 «BJI No 23» (mami — [HcTpyKuis) po3poOieHa
BIIMOBITHO 710 BUMOT 3akoHy Ykpainu «IIpo moBHY 3aranbpHy cepeaHio ocBiTy», «IIpo 3axuct
MEPCOHANBHUX JaHuX»; mocrtaHoB KaGinery MinictpiB Ykpainu: Bin 08 cepmust 2007 poky
Ne 1004 «IIpo mpoBeneHHs €KCIEepTHU3H IIHHOCTI JOKyMeHTiB» Ta Bim 24 BepecHs 2008 poky
Ne 858 «IIpo 3arBepmxenns Knacudikaropa 3BepHEeHb TPOMa/ISIH»; Haka3iB MiHICTEpCTBa OCBITH
1 Hayku Ykpainu Bijg 25 uepBHs 2018 poky Ne 676 «IIpo 3aTBepmkeHHs [HCTpyKITii 3 A110BOICTBA
y 3aKJ1aJ1ax 3araiabHoi cepeiHboi ocBiTH» Ta Bij 08 cepmas 2022 poky Ne 707 «IIpo 3aTBepaKeHHS
[HCTpYyKINI 3 BeaeHHsA MAIOBOI JOKYMEHTAIlll y 3akjiajax 3arajbHOl CEepeaHbOI OCBITH B
eJNIeKTpoHHIN (opMmi», Haka3iB MinictepcTBa roctuiii Ykpainu: Big 18 yepBus 2015 poky
Ne 1000/5 «IIpo 3arBepmkenHs IlpaBun opranizainii ATOBOJACTBA Ta apXiBHOro 30epiraHHs
JIOKYMEHTIB y JIep>KaBHUX OpraHax, OpraHax MiCIIEBOrO CaMOBPSAYBaHHS, HA MiAMPUEMCTBAX, B
yCTaHOBax 1 opranizamisax», Bix 19 yepBus 2013 poky Ne 1227/5 «IIpo 3aTtBepmxeHHss TumoBoro
TIOJIOXKEHHS PO EKCIIEPTHY KOMICII0 Jep>KaBHOTO OpraHy, OpraHy MiCIIEBOIO CaMOBPsITyBaHHS,
JIEP>KaBHOTO 1 KOMYHAJILHOTO MMiAMPUEMCTBA, YCTAHOBU Ta opraHizaiii», Bia 12 kBiTHs 2012 poky
Ne 578/5 «Ilpo 3arBepmxenHs Ilepenmiky THMOBHX TOKYMEHTIB, IO CTBOPIOIOTBCS IIiJ| Yac
TiSTIBHOCTI OpraHiB JepXKaBHOI BIaJAM Ta MICIEBOTO CAaMOBPSAYBaHHS, IHIIUX YCTaHOB,
MIJOPUEMCTB Ta OpraHizauliid, 13 3a3HaYEHHSIM CTPOKIB 30epiraHHs JOKYMEHTIB» Ta BiJ
05 Oepesns 2012 poxy Ne 368/5 «IIpo 3aTBep/keHHs Bumor no HamucaHHS HaliMEHYBaHHS
IOPUANYHOT 0co0M, i1 BIIOKPEMIJICHOTO MiAPO3Iiay, TPOMAJICHKOTO (OPMYBAHHS, IO HE MAae
CTaTyCcy IOpHAWYHOI 0coOH, KpiM opranizamii mpodcriikuy; Hakazy MiHICTepCTBAa PO3BUTKY
€KOHOMIKH, TOPTiBIIi Ta CIIBCBKOTO TocmoaapcTBa Ykpainu Bin 12 Gepesns 2021 poky Ne 526
«IIpo 3aTBepKeHHs HalioHanbHOTO Kiacugikaropa HK 010:2021 ta ckacyBaHHS HalllOHAJIBHOTO
kinacudikaropa K 010-98»; nakazy JlepxkaBHOTo manpueMcTBa «YKpaiHCHKUNA HAyKOBO-
JOCTITHUIM 1 HaBUalbHUU IIEHTp mpoliieM cTaHmaprtuzauii, ceprudikamii Ta sxocti» (11
«YxpHIHI») Bix 01 mumas 2020 poky Ne 144 «/lepxaBHa yHi(iKOBaHA CHCTEMa JOKYMEHTAITIi.
VHidikoBaHa cucTeMa oOpraHizauiifHO-po3nopsauoi aokyMmeHTauii. Bumoru no odopmieHHS
JIOKYMEHTIBY.

1.2. l1s IHCTpyKIIis BCTAHOBIIOE €IWHI BUMOTH MIOAO JAOKYMEHTYBAHHS YIPaBIIHCHKOI
iH(popmalii Ta opraHizaiii poOOTH 3 €JIEKTPOHHUMH Ta HanepoBuMu AokymeHTamu y K3 «BJI Ne
23» (mami — 3aKjan), a TAaKOXK 3pa3Ky Ta MepetiK JTOKYMEHTIB, 110 000B’I3KOBO CTBOPIOIOTHCS ij1
4ac AiSUTBHOCTI 3aKJIay 13 3a3HAYCHHSIM CTPOKIB 30epiraHHs.

1.3. JlorpumanHss BHMOT 1 pEeKOMEHAalid 00 JOKYMEHTYBAaHHS YIpPaBIIiHCHKOT
iHopmanii Ta opranizamii poOOTH 3 JTOKYMEHTaMH, BCTAaHOBJIICHHX IIi€l0 [HCTpyKIli€w, €
000B’3KOBUM JIJIS1 BCiX MpAIiBHUKIB 3aKkiany. [IpamiBHUKY 3aKkjiaay NpH NPUAHATTI HA poOOTY
TOBHHHI OyTH O3HalOMJICHI 3 BUMOTramMu [HCTpyKIIii Ta BAKOHYBATH iX.

1.4. llepxaBuuil Harnsa (KOHTPOJb) 3a BUKOHAHHSIM BUMOT wi€i [HCTpyKIii 3milicHIOE
JlepkaBHa cimyk0a sIKOCTI OCBITH YKpaiHu Ta ii TepuTOpiajabHI OpraHu, SKUM ITiIMOPSIKOBAHUN
3aKJa.

1.5. BignoBiganpHICT, 3a SKICTh MIATOTOBKM Ta OG(OPMIICHHS Ha HAJICKHOMY pIiBHI
JIOKYMEHTIB, a TAKOX 32 30epeXKEHICTh CIIy’)KOOBUX JOKYMEHTIB Ta iHpOpMallii, SKy BOHU MICTSTb,
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(YHKIIOHYBaHHS CUCTEMH 3aXUCTY TIOKyMEHTALIHHOTo (JOH/Y BiJl HE3aKOHHOT'O AOCTYIY, BTpaTy
1 HECaHKIIIOHOBAaHE 3HMIICHHS JIOKYMEHTIB, MOPYIICHHS MPAaBHJ KOPUCTYBaHHS JOKYMEHTaMHU
Hece KepiBHUK 3aKyany.

16.Y 3akmami JiIOBOJACTBO 3AIMCHIOETHCSA JCP)KAaBHOIO MOBOIO, KpIM BHUIAJKIB,
nepeadaveHnx 3aKOHOJABCTBOM PO MOBH B YKpaiHi. JloKyMeHTH, SIKi HaJCHJIAI0THCS IHO3EMHUM
aapecatam, ohOpMITIOIOTHCS YKPaiHCHKOIO MOBOIO, 200 MOBOIO JiepKaBU-aapecaTa, ado OJIHIEIO 3
MOB M1)KHApPOJIHOTO CILIKYBaHHS.

1.7. Opranizariisi IUTOBOJACTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IIISIOM Ta MPOXOKEHHIM
JIOKYMEHTIB y 3aKjajli 3A1MCHIOIOTECS BIMOBIIATBHOI0 0C00010 (0co0amu), sIKi MPU3HAYAIOTHCS
KepiBHUKOM 3akiany. OO0OB’S3KH Takux 0Ci0 OOOB’SI3KOBO 3a3HAYAIOTHCSA B iXHIX IMOCAJOBHUX
THCTPYKIIISX.

1.8. Opranizariisi IiJI0OBOJICTBA OKPEMHUX HAMPSIMKIB AISUTBHOCTI 3aKJIaly TIOKJIAIa€ThCsl Ha
M0CaJIOBUX OCi0 BIAMOBIAHO /10 iX (YHKIIOHATBHUX 000B’ 3KiB.

1.9. ®ynkmii BeAeHHS apxiBy 3aKiaay IOKIAMAOThCS Ha MPU3HAYCHY KEPIBHUKOM
BIZIMOBIAJIEHY 0CO0Y, y MOCaI0Bii iHCTPYKILIi sIKOT 3a3HAYAIOTHCS BiIOBITHI paBa, 000B’A3KK
Ta BignmoBiganpHICTh. KepiBHUK 3akimamy CIIJIBHO 31 CBOIM 3aCHOBHHKOM (3aCHOBHHKAMH)
3000B’s13aH1 3a0e3meunTH apxiBHE 30epiraHHA JOKYMEHTIB HEOOXiJIHUM MPHUMILICHHAM Ta
0oO0JIaTHAHHSIM.

1.10. 3akmag MOKe CTBOPIOBATH JOKYMEHTH TUMYAcOBOTO (710 10 pOKiB BKIIOYHO) CTPOKY
30epiraHHs JUIIE B EJICKTPOHHIM (opMi 3a YMOBHM HAsBHOCTI BiJMOBIJHOTO TEXHIYHOTO
3a0e3neveHHs 3 ypaXyBaHHIM BUMOT 3aKOHOAABCTBAa YKpaiHu Ta 1iel [HeTpyKii.

1. JOKYMEHTYBAHHS YIIPABJIIHCBKOI IH®OPMAIIIT
1. 3aranbHi BUMOIM 10 CTBOPEHHS YIIPABJIIHCHKUX JOKYMEHTIB

1.1. JloxymeHTyBaHHsI ~ympaBiiHCbKOi iH(MoOpMalii 3akiagy TMOJsIraE€ y CTBOPCHHI
JIOKYMEHTIB, 110 CIIPSIMOBAHI Ha BUPIIICHHS YIPaBIIHCHKUX pilieHb. CTBOPIOBaHI YIIPaBIIHCHKI
JIOKYMEHTH TOBHUHHI BiJIMOBiAaTH MIPAaBOBOMY CTATyCy 3aKIafy.

1.2.TlpaBo Ha CTBOpPEHHS, WIANHCAHHS, TIIOTO/DKCHHS, 3aTBEP/DKCHHS JOKYMCHTIB
BH3HAYAIOThCS aKTaMH 3aKoHOAaBcTBa, CTaTyroM 3aKiaay, ITOJIOKEHHSIMH 1 IIOCaJOBHMH
THCTPYKLISIMU.

1.3. Ha3zBu BuAiB JOKyMEHTIB (HaKa3, MPOTOKOJ, JOMOBIJHA 3alMCKa TOIIO) MAaloTh
BI/IMOBIIaTH Ha3BaM, TepeadadyeHuM Haka3oM MiHICTepCTBa PO3BUTKY €KOHOMIKH, TOPTIBJIi Ta
ClIbCHKOTO rocmogapcTBa Ykpainu Bim 12 Gepesns 2021 poxky Ne 526 «IIpo 3arBepmkeHHs
HanioHanpHOro Kiacudikaropa HK 010:2021 ta ckacyBaHHS HanioHanbHOro kiacudikaropa K
010-98» (0o0amox 1).

1.4. OpranizaniitHo-po3mopsiTua JOKyMEHTAIllsl 3aKIaay TOIUIIE€ThCS Ha:

1) opzanizauinny (Cratyt, KonektuHuii norosip, [lpaBuia BTP, nonoxeHHs, mopsiaku,
periaMeHTH, IMOCaI0B1 IHCTPYKIIii, IITaTHI PO3MUCH, JOTOBOPH TOIIO);

2) po3nopsaduy (Hakasn),

3) ingpopmauiiino-ananimuuny (aKtv, IOBIJAKH, 3asBH, JOINOBIIHI Ta MOSCHIOBAJIbHI
3aIUCKH, IPOTOKOJIH, CIIY>KOOBI JINCTH TOILO).

1.5. OpopmieHHs PEKBI3UTIB OPraHi3alliiHO-PO3MOPSAAY0i JOKYMEHTAIl Ta MOPSIOK iX
po3TalryBaHHs MalOTh BIJOBIAaTH HaKa3y Jlep:kaBHOTO MiANPUEMCTBA «YKpaiHChKHI HAyKOBO-
JMOCHIIHMA 1 HaBYAJbHUW IIEHTp NpoOiieM craHmaptu3aili, ceptudikamii Ta skocti» (1
«YxpH/HL») Bix 01 mumas 2020 poky Ne 144 «/lepxaBHa yHiikoBaHa cMcTeMa JOKYMEHTALli.
VHiikoBaHa cucTeMa OpraHizaliiHO-pO3MOPSAA40i JOKyMeHTalii. Bumorun no odopmiieHHS
nokymentiBy (nani — JICTY) (0odamox 2).



1.6. Bumorn 110 oOQOpMIEHHS JOKYMEHTIB, IO BHUIOTOBISIOTBCS 33 JOIOMOTOIO
KOMIT FOTEPHOT TeXHIKH, HaBEJICHO B dodamky 3 1o 1iei [HeTpyKIii.

Oprani3amiiHo-po3nopsI4i JTOKYMEHTH BHUTOTOBIISIOTH 3a JIOIMIOMOI'OI0 aBTOMATH30BaHHMX
Ta/ab0 IPyKyBaJIbHUX 3aC001B.

Oxpemi BHYTpILIHI JOKYMEHTH (3asBH, IMOSICHIOBAJIbHI Ta [OIMOBIJHI 3aIMCKH TOIIO),
aBTOpaMH SIKMX € TO0CaJoBl Ta 1HIII (Pi3U4HI O0cOoOHU, AOMYCTUMO O(GOPMIIIOBATH PYKOIHCHUM
CIOCOOOM.

1.7. Haka3swm 3akmamy Moke OyTH BIAMIHEHO (3MIHEHO, IOTTOBHEHO ) JIMIIIC HOBUMH HaKa3aMH.
Oprasxi3ariiifHi Ta po3nopsa4i JOKYMEHTH 3aKiIaly JTOBOJSTHCS A0 BUKOHABIIB Y BHUIJIAI KO
ab0 BUTHTIB.

1.8. Xin oOroBopeHHsI MUTaHb 1 pillIeHb, 110 MPUIAMAIOTHCSA Ha 3aCiJaHHAX KOJIET1aJIbHHUX
opraniB (paaax, 300pax, Hapajax) 3aKiany, GikcyeTbcss y mpoTokoi. [IpoTokonu ckiramarThCs
Ha TiCTaBi 3aMuCiB, 3pOOJIEHUX Ii]] Yac 3aCiTaHHs, Ta TIOKYMEHTIB, MiTOTOBIEHUX JI0 3aCiIaHHs
(TeKcTiB Ta TE3 JOMOBINEH 1 BUCTYMIB, JOBIOK, MPOEKTIB PIllIEHb, MOPSAKY JEHHOTO, CIUCKY
3ampOIICHUX TOIMIO).

2. BraHKH 10OKyMEHTIiB

2.1. Oprani3zaiiifHo-po3nopsAadi TOKYMEHTH O(QOPMIIIOIOTECS Ha ONaHKax 3akjany, II0
BUTOTOBIIIOTHCS 3T11HO 3 BuMoramu JICTY Ta i€l [HcTpyKkiii.

bnaHkyu BHUTOTOBISIOTHCS APYKAPCHKUM CIIOCOOOM a0o0 3a JIONMOMOTOK KOMIT FOTepPHOL
TEXHIKH Ha Ianepi BUCOKOI sIKOCTI (hapOaMu HACUYEHHUX KOJBOPIB.

Jnist BUTOTOBJIEHHS OJTaHKa pO3pOOIISEThCS HOTO MakeT y mMaciuTtabi 1:1, Ha SKOMY MarOTh
OyTH HaHECEHI MOCTIHHI PEeKBI3UTH OJlaHKa, HEOOXITHI BIAMITKH Il TIEPEMIHHUX PEKBI3HTIB, a
TaKO’K 3a3HAYEHI PO3MipH 30H PO3TALTyBaHHS PEKBI3HTIB.

2.2. 3pa3ku OJaHKIB 3aTBEPKYIOThCS HAKa30M 3aKJIay.

2.3. Y 3aKyazax MOXYTh BUKOPHCTOBYBATHUCS TaKi OJIaHKU JTOKYMEHTIB:

1) 3aranbHuil GIaHK A1 CTBOPEHHS PI3HHUX BHIIB JOKYMEHTIB (0€3 3a3HaueHHS y OJIaHKY
Ha3BU BUY JIOKYMEHTA) (0odamoxk 4);

2) O1aHK IUCTa (000amok 5);

3) O6naHk Haka3zy (0odamok 6).

2.4. He Ha Omankax o(OpMITIOIOTHCS AEAKI BHYTPIIIHI JOKYMEHTH (3asBU MpPAaIliBHUKIB,
JOTIOB1H1 3aMKUCKH, TOBIJIKH TOIIIO).
3. HeuaTkn

3.1. TTocamoBi ocobm 3akiaay MiAMHCYIOTh JOKYMEHTH Y MEKax CBOIX ITOBHOBaXCHbD,
BH3HAYCHUX 3aKOHOJABCTBOM YKpaiHu, CTaTyToM 3akiaay, I[OCaJOBUMH 1HCTPYKIIISIMH,
HakKa3aMH Mpo po3Mo/ia 000B’A3KIB MIXK KEPIBHUITBOM 3aKJIa]ly TOLLO.

BinOutkom neyaTky (3a HASBHOCTI ) 3aCBIIYYETHCS ITIIIMHC TI0CAI0BOT 0COOM Ha JOKYMEHTaX
13 IUTaHb OpraHizaliiHoi Ta (1HAHCOBO-TOCIOAAPCHKOI AISUIBHOCTI 3a MEPEIiIKOM TI0KYMEHTIB, Ha
SKUX MIAIUC TMOCaJ0BOT OCOOM 3acBITUYETHCS BIIOUTKOM IEYATKU 3aKJIaay, HAaBEICHUM Y
dooamky 1 1i€i [HCTpyKITii.

BinOuTok meyaTKM CTaBUTbCA TakK, MO0 BiH OXOIUIIOBAaB OCTaHHI KuTbKa JIiTEp
HallMEHYBaHHsI 1MOCaad 0coOH, siKa MiJnmucana JOKYMEHT, ajieé He MiIIMUC T0CcaJ0Boi 0coOu, abo
MIPOCTABISAETHCA HA OKPEMO BUIIJICHOMY JUIsl LIBOTO Micli 3 BiAMITKOIO «M. IL».

3.2. Y 3aknajai 3aCTOCOBYIOTHCS IITAMITA 3 MOBHUM HAalMEHYBaHHSM 3aKJIaly Ta 1HITUMU
pekBi3uTamMu OJaHKa.

3.3. Haka3om kepiBHHKA 3aKJIaJly BU3HAYAIOTHCS MTOPSIIOK BUKOPHUCTAHHS, MiCIIe 30epiraHHs
MeYaTKU 3aKJaay 1 mocazoBi 0coOH, BiAMOBIAaIbHI 3a i1 30epiraHHs, a TaK0X MEPEiK MOCaT0BUX
0Ci10, MIMUCH SKUX CKPITUTIOIOTHCS TIEYaTKOKO 3aKIay.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03
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3.4. O6miKk yciX Me4yaToK Ta MITaMIiB, 10 3aCTOCOBYIOTBCS y 3aKiajli, BEJEThCS Y )KypHai
3a (opmoro, HaBeIeHOK Y dodamKy 8 1o miei [HeTpykIii. Bugada meyatok, mraMIliB MocaJ0BUM
0co0aM 31ICHIOETHCS i MiIHUC Y BiIOBITHOMY *KYpPHAI.

3.5. Ilewatku 30epiraroTbes y ceiidax, mo HaAIHHO 3aMUKAIOTHCS 1 ONIEYaTYIOThCS.

3.6. [lepeBipka HAsABHOCTI MEYATOK 1 MITaMIIB 3AIHCHIOETBCS IOPOKY KOMIiCi€lo,
MPU3HAYCHOI0 HaKa30M KEPiBHUKA 3aKJIay, Ta O()OPMITIOETHCS] aKTOM.

4. laTyBaHHS YNPaBJiHCbKHX IOKYMEHTIB

4.1. JlaToro JOKYMEHTAa € BiJMOBITHO JaTa HOTO MiAMUCAHHS, 3aTBEP/KCHHS, MPUWHSTTS,
peecTpaitii abo ckiaaeHHs (U aKTiB), 3aCiJaHHs KOJeTiaJIbHOT0 OpraHy (Uit MpoToKoiB). JlaTy
opopmitsaroTh BianmoBiaHO 10 ACTY 4163-2003 mmudpoBum a0 cI10BECHO-IIUPPOBUM CTIOCOOOM.

Jlata mianucaHHs, 3aTBEpUKEHHS, NPUHHATTA abo peecTpaiii JOKyMEeHTa O(QOPMIIOIOTh
nudpoBum cmocobom. EnemMeHTH naTH HaBOAATH apaOChKUMU IUpamMu B OJUH PIIAOK Yy
MOCITITOBHOCTI: YHUCIIO, MICSIIb, PIK.

01.09.2021

Jlaty 1o3BoseHO 0(hOpMITIOBATH y TIOCHIIOBHOCTI: PiK, MiCSIIb, YHACIIO.

2021.09.01

Y HOpPMaTHBHO-TIPABOBHX aKTaX 1 (hiIHAHCOBUX JOKYMEHTAaX 3aCTOCOBYIOTH CIIOBECHO-
nudpoBuii crocid opopMITIOBaHHS AaTH, HATPUKIIA;

01 eepecna 2021 poxy

CnoBo «pik» MOKHA BXKHBATH Y CKOPOUEHOMY BapiaHTi:

01 sepecns 2021 p.

JlaTy mianuWcaHHS TPOCTABISIOTH y JIBIA BEepXHIA dYacTHHI JOKYMEHTa TMOpsT i3
peecTpamiiHuM iHIEKCOM Ha CIeHialbHO BIJBEJEHOMY MicClli Ha OJlaHKy. SIKIIO JOKYMEHT
CKJIICHUI He Ha OJaHKy, Oro JaTy MPOCTABISIIOTh HIKYE MiIMUCY JIBOPYY.

JlaTa criiIbHOTO JIOKYMEHTA JIBOX 200 OUTBIIOT KUTBKOCTI YCTAHOB — €JTUHA 1 BiJTIOBi1a€ aTi
MI3HIMIOTO MiANUCY. Y pI3HUX PEKBI3UTaX OJAHOTO JOKYMEHTa JaTa Moxe OyTH opopMIieHa SIK
CJIOBECHO-IIM(POBUM CIIOCOOOM, TaK 1 IIUPPOBUM.

VY CHiTbHUX JOKYMEHTaX, MiATOTOBJICHUX BiJ iMEHI JBOX 1 OuIbIIe IOPUIUYHHX OCiO,
3a3HAavaroTh OJIHY JaTy, IO BiATIOBIAA€ AaTi MPOCTABICHHS OCTAaHHBOTO ITi IIIHCY.

JlaTy moxymeHTa Ha OJIaHKY MTPOCTABIISIIOTH Y CIEIiaIbHO BiABEICHOMY MICIII.

VY BHYTpIIIHIX CITY>KOOBHUX JOKYMEHTax (3asBax, JOMOBIAHMX 1 MOSICHIOBAJIbHUX 3aITUCKaX
TOI110), 0hOpMIIEHUX HE Ha OJaHKY, ATy MPOCTABISAIOTH JIIBOPYY BiJl 0COOMCTOTO MMiIMTUCY aBTOpa
JOKYMEHTA.

VY pasi 3actocyBanHs iH()OpMaLITHUX (aBTOMAaTU30BaHUX) CHCTEM OpraHi3allii AiTI0BOJCTBA
JIOTTYCTUMO TIPOCTABIIATH JIaTy peecTpallii TOKyMEHTa y CKJIazl mTpux-koay abo QR-kony, mo
CTBOPIOETHCS 3aC00aMH 11i€i CUCTEMH, 3TiAHO 3 TocTaHoBor0 KabineTy MiHicTpiB YkpaiHu.

[ Tpux-KOA MPOCTABIAIOTH Y LEHTP1 HUYKHBOTO MOJISI HEPILOT CTOPIHKU JOKyMeHTa, QR-koz
(21 MM X 21 MM) — y HIDKHBOMY JIIBOMY KYTi I€pIIO CTOPIHKU JTOKYMEHTA.

4.2.Yci peKkBI3UTH Ha JOKYMEHTi, MOB’si3aHI 3 HOTO MPOXO/PKCHHSIM 1 BUKOHAHHSIM,
JaTyIOThCs 1 MANUCYIOThCA. JaTa JOKyMEHTa MpOCTaBIAETHCS MOCATOBOI0 0CO00I0, sKa HOro
Bi3yE€, MOTOIXKY€E a00 3aTBEpKye. JlaTa 3a3Ha4a€THCS HUKYIE IMIAMKCY JIIBOPYY.

4.3. Ilix yac peectparii JOKyMEHTa HOro J1aTa HMpOCTABISETbCSA y JIiBIH BEPXHIM YacTHHI
JIOKYMEHTa Ha CIICIIaJIbHO BIJIBEICHOMY MicIli Ha OJlaHKy. Y JOKYMEHTaX, CKJIaJICHMX HE Ha
OJlaHKY (3asBU MPAIiBHUKIB, JOMOBIHI 3alIMCKH, JOBIIKH TOIMIO), 1aTa TPOCTABISETHCS ABTOPOM
JOKYMEHTa HIDKYE TTIIHNCY.

4.4. Ha noxyMeHTi, BUIaHOMY ABOMA a00 OiNIblIe yCTaHOBaMH, 3a3HAYAETHCS OHA J1aTa, IKa
BIJINOBIJIa€ AaTi OCTAHHBOTO ITiIITHCY.

5. IlorogkeHHst ynpaBJdiHCBKHX JOKYMEHTIB


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

5.1. V pa3i BUHUKHEHHS OTpeOu y MPOBEIeHH1 OLIIHKM TOLUTBHOCTI CTBOPEHHS IOKYMEHTA,
Horo oOIpyHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOJABCTBY 3/1MCHIOETHCS TOTOKEHHS MPOEKTY
JOKYMEHTA.

5.2. TloromxeHHs MOKe 3/IIMCHIOBATUCH SIK Y 3aKJIaJ(1 ITOCAIOBUMHU 0COOaMHU, SIK1 BIITTOB1THO
10 1X KOMIETEHIi BHUPINIYIOTh NHMTAaHHS, NOPYIIEHI B MPOEKTI JOKYMEHTa (BHYTpIIIHE
MOTO/KEHHS), Tak 1 3a 11 MeXaMu IHIIMMM 3alHTEPECOBAHMMHU YCTAaHOBAaMHU (30BHILIHE
TTOTOJIKCHHS ).

5.3. BuyTpimHe moOromkeHHss OQOPMISIOTh NUISIXOM TPOCTaBIISIHHS — BI3W, SIKa
oopmisiersess BignosinHo g0 JACTY. I'pud mHOromkeHHS pO3MIIMIYIOTh HUXKYE PEKBI3UTY
«[Tigmucy.

3acmynnuk oupexkmopa 3 HBP

Hionuc Baacue im’sa IIPI3BUHIIE

05.11.2021

SIKIO JTOKYMEHT TIOroJDKYe I10cajioBa 0co0a CTOPOHHBOI IOPUAMYHOI OCOOH, M0
MOBHOBa)XEHb SIKOI1 HAJIC)KUThH TOTOJKCHHS MMHUTaHb, HABEIEHUX y IOMY JOKYMEHTI, TO TpH(]
NoTo/KeHHST  (CXBaJieHHs) ckiagaetbess 31 cimoBa I[IOI'OJIDKVYIO, HaliMeHyBaHHS mocaau
(HaliMeHyYBaHHS IOPUIUYHOT OCOOH € CKJIQJIOBOIO YACTHHOIO HAliMEHYBaHHS 110CAJIN ), 0COOUCTOTO
M1JIITKCY, BIACHOTO IMEHI, MPi3BUIIA OCOOM Ta JIaTH MOTOIKEHHS.

IIOTI'O/I’KYIO

Jlupexmop zimuasii Ne 2

Iionuc Baacne im’a IIPI3BUII[E

01.09.2021

SIKIIO TOKYMEHT TOTOKYIOTh (CXBAJIOIOTh) 1HIIMNM JOKYMEHTOM (JIUCTOM, IPOTOKOJIOM,
aKTOM TOINO), TO Tpud MOropkeHHs (cxBajeHHs) ckiagaerbes 31 crmoBa [IOI'OJ/KEHO
(CXBAJIEHO), Ha3Bu BUAY NMOTO)KYBaJIbHOIO JOKYMEHTAa B HA3UBHOMY BIJAMIHKY, HOT0 AaTH 1
HOMeEpa.

IIOI'O/I’KEHO

IIpomoxon 3acioannsn

neoazoziunoi paou 3axknaoy
30.08.2021 N2 1

CXBAJIEHO
IIpomoxon 3acioannsn
excnepmHuoi Komicii 3axnaoy
30.08.2021 N2 1
5.4. Bi3u mpoCTaBIsAIOTECS Ha MPUMIPHUKAX JOKYMEHTIB, IO 3aJIMINAOTBCSA Yy 3aKJIaji.
[IpoexTH po3NOPsATINX TOKYMEHTIB Bi3yIOTHCS HAa MEPIIOMY MPUMIPHHKY.
3acmynnuxk oupekmopa 3 HBP
Ilionuc Baacne im’a IIPI3BUII[E
18.09.2021

3acmynnuk oupexmopa 3 HBP
Iionuc Bnacue im’a IIPI3BUIIE
3ayeayiceHHA | nPONO3UUIl 000aOMbCs
18.09.2021

5.5. Ilepenik mocamoBux OcCi0, sIKI MOBHMHHI 3aBi3yBaTH JIOKYMEHT Yy 3aKjaji, BU3Hauyae
MPaLiBHUK, SIKUI CTBOPIOE TOKYMEHT, BUXOJSUU 3 HOTO 3MICTY.

5.6. BHyTpilIHE TOTOHKEHHS MPOEKTY TOKYMEHTA 3aJI€KHO Bl HOT'O 3MICTY IPOBOIUTHCS B
TaKii MOCIIZOBHOCTI: MPALliBHUKOM, SKHH MIiATOTYBaB JOKYMEHT, KEPIBHUKOM CTPYKTYpPHOTO
HipO3A1Ty, B IKOMY HOTO CTBOPEHO, IMTOCATOBUMHU 0CO0aMH, SIKi 3a3HAYECHI y MMPOEKTI TOKYMEHTA
SIK BUKOHABIII, (DIHAHCOBUM ITiIPO3/IJIOM 200 TOJIOBHUM OyXTanTepoM (SKIIO MPOEKT TOKYMEHTA


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

CTOCY€eThCs (P iHAHCOBHX MUTAHB), 3ACTYITHUKOM KepiBHHUKA 3aKJIaly, SIKAH BiJIMOBIAA€E 32 MUTAHHS,
110 MICTSTHCS B MMPOEKTI JOKYMEHTA.

5.7. 3a 3MICT JOKyMEHTa, SIKUM BI3y€ThCS KUIbKOMa 0co0aMM, Taki 0coOM BiJIOBIIAIOThH
3r1AHO 3 KOMIIETEHIIIEIO.

5.8. Slkmo y mporueci Bi3yBaHHA [0 TMPOEKTY JOKYMEHTa BHECEHO CYTTEBI 3MiHH, BiH
MiJIATa€e TOOMPAIIOBAHHIO, TIEPEIPYKYBAHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

5.9. 3oBHilIHE TOTO/KEHHSI TMPOEKTIB JOKYMEHTIB MOXe OyTh OQGOpPMIICHO apKylleM
MOTO/KeHHS, TPU(OM TOTOPKEHHS, JIOBIIKOIO PO MOTOMKEHHS, JIUCTOM IOTOKEHHS abo
MIPEICTABICHHAM HPOTOKOJY OOrOBOPEHHS IMPOEKTY JOKYMEHTa Ha 3acillaHHl KOJIeTiaJlbHOTO
Oprasy.

5.10. ApkymI MOTOKEHHS CKIIAAA€THCS Y Pasi, AKIIO 3MICT JOKYMEHTA CTOCYEThCS OiIbIle
HDK TPhOX YCTAaHOB (3aKJajiB), MPO IO POOMTHCS BIAMITKA Y JOKYMEHTI Ha Micui rpuda
MOTOJIXKEHHS1, HAIPUKIIAA: «APKYuL R0200HCEHHA 000AEMbCA) .

5.11. Apkymr noromkeHHsT 0pOPMIISETHCS 32 TAKO (HOPMOFO:
APKYII IIOTO/’KEHHA
Ha3zea npoekmy 0oKymenma

Haszea nocaou Hionuc Bnacne in’a IIPI3BUIIIE

Mama

[Tignuc mocagoBoi 0coOU CKPITUTIOETHCS MEYATKOIO 3aKIaay (3a HassBHOCTI).

5.12. Koxna 3 ycTaHOB (3aKJajiB), SKii HaIICITAHO MPOEKT AOKYMEHTAa Ha ITOTO/DKCHHS,
MOXKE HaJaBaTH OKPEMHUH apKyll TIOTrOo/KeHHs, a0o apKyll IMOTOJKEHHS IepelaeThCs
3alHTEpECOBAHMM YCTaHOBaM (3aKjajaM) y TIOCHIJIOBHOCTi, BHM3HAY€HIH YCTaHOBOIO
(3akIaoM) — aBTOPOM TPOEKTY AOKYMEHTa. ApKyIn a0o apKyll MOTOHKeHHS 30epiraroThCs
pa3oM 3 JOKYMEHTOM, SIKUAH OyII0 TTOTOIKEHO.

5.13. 30BHIITHE TOTO/HKEHHS y pa3i MOTPeOH, BUZHAYCHOI 3aKOHOJABCTBOM, 31HCHIOETHCS
y Takii MoCIiI0BHOCTI:

1) 3 ycTaHOBaMH OJIHAKOBOT'O PiBHSI Ta IHIIMMH YCTAHOBAMHU;

2) i3 TPOMaICBKMMHU OpTaHi3allisiMH;

3) 3 opranamu, siKi 3/1iHCHIOIOTh IepPXKaBHUI KOHTPOJIb Y TIEBHiH cepi;

4) 3 ycTaHOBAaMH BHIIIOTO PiBHI.

6. 3aTBep/:KeHHs yNIPABJIIHCBKUX JOKYMEHTIB

6.1. 3aTBep/KEHHST YIPABIIHCHKUX JOKYMEHTIB 3IIMCHIOETHCA OCOOHMCTO KEPIBHHKOM
3aKyiaay abo Haka3oM (B OKpEMHX BHIIaJKaX MPOTOKOJIOM) 3aKiIajy i3 3a3HAUCHHSIM Ha JOKYMEHTI
rpuda 3aTBepKEHHS, 0(OPMIICHOTO BiIMTOBITHUM YHHOM.

6.2. HakazoMm 3akiamy 3aTBEPIKYIOThCS TIOJOXKEHHS TMIPO CTPYKTYpPHI MiIPO3JILIH,
IHCTPYKIU1i, MpaBuia, MOPSAKK Ta 1HII JOKYMEHTH HOPMATHUBHO-TIPABOBOrO a00 HOPMATHBHOTO
XapakTepy.

VY pasi 3aTBepIKEHHS TOKyMEHTa PIIIEHHAM KOJIET1aJIbHOTO OpraHy Ipu¢ 3aTBepIKCHHS
ckinanaerbest 31 cnoBa 3ATBEP/DKEHO (6e3 nmamok), Ha3BW, JaTH 1 HOMepa JOKyMEHTa Y
Ha3MBHOMY Bi/IMiHKY.

3ATBEP/[’KEHO

Ilpomoxkon 3acioanns nedazo2iunoi paou

K3 «BJI No 23»

25.12.2021 Ne 5



6.3. KepiBHMKOM 3aKkiagy OCOOMCTO 3aTBEpPIKYIOTHCS JOKYMEHTH, IO HE MOTPeOYIOTh
J0JTATKOBUX BKa31BOK, 3aBJlaHb I1I0JI0 IX yNPOBaJKE€HHS a00 BUKOHAHHS (TIOJIOKEHHS (CTaTyTH)
3aKiany, MPOTOKOIH, aKTH, IJIaHH, 3BITH, KOIITOPUCH, IITATHI PO3IKCH, MOCANOBI THCTPYKIII,
MporpamMu, HOpPMaTHUBH TOIIIO).

3ATBEP/’KYIO

Hupexkmop

Iionuc Baacne im’a IIPI3BUIIE

01.09.2021

6.4. Ilepenik BUAIB JOKYMEHTIB, 1[0 MalOTh OYTH 3aTBEP/KEHI 3 MPOCTABISHHAM rpuda
3aTBEpKCHHS, BU3HAYA€E 3aKJIa]l Ha MiJICTaBi 3aKOHOIaBCTBA 3 YHECEHHAM B [HCTpYKIIifO.

7. IlinnucaHHsA yNpaBIiHCBKUX JOKYMEHTIB

7.1. TlocamoBi 0coOM MiAMUCYIOTHh TOKYMEHTH Y MEKaX CBOiX IMMOBHOBa)KE€Hb, BU3HAUCHUX Y
CTaTyTi 3aKJIajly, MOJOXKEHHAX PO CTPYKTYPHI MiAPO3A1IH, TOCATOBUX IHCTPYKIIISIX, HaKa3i Mpo
pOo3MoAi 000B’I3KIB MK KEPIBHUKOM Ta HOTO 3aCTYITHUKAMU TOIIO. Y 3a3HAYEHUX JOKYMEHTax
BU3HAYAETHCS TAKOXK MOPSAOK MiANMUCAHHA JOKYMEHTIB IHIIMMH 0CcO0aMu B pasi BiICYTHOCTI
KEepIBHUKA 3aKJIaay Ta TOCAJTOBHUX OCI0, SIKi YITOBHOBa)KEHI X MiAMHACYBaTH.

7.2. Tlignuc cKIagaeTbes 3 Ha3BHM MOCAIU OCOOH, sSIKa MIAMKUCYE TOKYMEHT (TIOBHOT — SIKIIO
JOKYMEHT HaJpyKOBaHW He Ha OJaHKY, CKOpPOUYEHOI —Ha JOKYMEHTI, HaJIpyKOBaHOMY Ha
0JIaHKY), BIIACHOTO iMeHi 1 mpi3Buima. J103BoysseThest B pekBi3UTI «Ili{ucy» TICHsl HA3BH TIOCATU
0co0M 3a3HaYaTH BYCHE 3BAHHS, HAYKOBUHN CTYIIIHb.

1. lupexmop K3 «BJI No 23y IHionuc Bnacue im’a IIPI3BHIIE

2. lupexmop Iionuc Bnacue im’a IIPI3BUHIIE

7.3.Tlpu cTBOpeHHI JOKYMEHTIB MIANUCYETHCS OAMH TPUMIPHUK ITOKYMEHTa, SKAH €
OpUTriHAIOM. BHHATOK CTaHOBIATH AEsKI BUAM TOKYMEHTIB (HAIpUKJIad aKTH, JAOTOBOPH, SKi
CTBOPIOIOTHCS B KUTBKOX MIPUMIPHUKAX, KOXKECH 3 IKMX Ma€ CUJTy OpPUTIHATY).

7.4.V pa3i HajcuIaHHS TOKYMEHTa OJTHOYACHO KIJIBKOM 3aKJa/iaM (YCTaHOBaM) OJHAKOBOTO
a00 BUIIOTO PiBHS KEPIBHUK 3aKiIaly MIJIUCYE BCl HOr0 MPUMIPHUKH.

7.5. JIa aGo Oiyple MiAMUCIB MPOCTABISIOTH, SKIIO 3a 3MICT JOKYMEHTA BiATOBIAAIOTH
KispKa oci6. [Ipu iboMy MiAMUCH TOCAI0BUX 0CI0 PO3MILIYIOTHCS OJIMH i OJTHUM BiITIOBITHO 110
HAMOPSIKOBAHOCTI OCiO.

Jupexmop Hionuc Bnacne in’a IIPI3BUIIE

Knacnuit kepienuk Iionuc Bnaacne im’a IIPI3BHIIE

7.6. CiiibHI IOKyMEHTH KiJTBKOX 3aKJIIIB MiAMHUCYIOTHCS KEPIBHUKAMHU OJHAKOBUX TTOCATT
UX 3aKIagiB. IXHI Miamucu PO3MIIIYIOTBCS HA OJHOMY PIiBHI 1 CKPIIUIIOIOTHCSA IeYaTKaMU
3aKJIaIiB.

Jupexmop K3 «BJI Ne 23) Jupexkmop K3 «BJINe _ »

Hionuc Bnacue im’sa IIPI3BUHIIE Hionuc Baacue im’a IIPI3BUIIE

7.7. JIOKyMEHTH KOJIETIaJbHUX OpraHiB (pILIEHHS, [OCTAaHOBM) MIJIUCYE TOJOBa
KoJieriaibHOro opray. [IpoTokos miAnuCcyoTh roJI0BYIOUYMA Ha 3aci/laHHI KOJIET1aJIbHOTO OpraHy
1 cexperap.

T'onosa nedazoziunoi paou Iionuc Bnacne im’a IIPI3BUHIIE

Cexpemap neoazoziunoi paou IHionuc Bnacne in’a IIPI3BUIIE

7.8. JlokyMeHTH, CKJIaJieH1 KOMICI€T0, MiIMUCYIOTh TOJI0BAa KOMICIi 1 BC1 YWIeHU KOMICII.

7.9. lokyMeHTH, IO TiJISATaloTh 3aTBEPDKEHHIO (IHCTPYKIIiT, TTOJIOKEHHS, IPaBUJIa TOIIO),
MiMUCYE MOCaaoBa 0co0a, BIAMOBIJaIbHA 32 iX MiITOTOBKY.

7.10. V pasi BiICYTHOCTI KepiBHUKA 3aKjajay, Ha3Ba TMOCAH, MMPI3BHINE, BIACHE IM s SKOi
3a3HAYEHO Ha TMPOEKTI JTIOKYMEHTa, WOTO Migmucye ocoba, sika BUKOHYe ii 000B’s3kH, abo ii
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3aCTYIHUK. Y TakoMy pa3i 000B’I3KOBO 3a3HAYAIOTHCS (paKTHYHA [TOCaja, BIAaCcHE 1M 51, IPi3BUILE
ocobm, ska mignucana JoKyMeHT. llpu 1bomMy BHMpaBIEHHS BHOCATh PYKOIMHCHHM abo
MAIIMHOIIMCHUM CIIOCOOOM, SIKIIIO JOKYMEHT HEMOKIIMBO MepeapyKyBaTH. He nomyckaerses mif
Yac MiANUCAHHA JOKYMEHTa CTaBUTH NPUHMEHHUK «3a» 4M IPaBOOIYHY MOXUILY PUCKY INepen
Ha3BOIO M1OCA/IH.

3acmynHuk oupekmopa IHionuc Bnaacue im’a IIPI3BHIIE

JlonaBaHHs [0 Ha3BU MOCAaJM KEpiBHUKA 3aKjiaay abo CaMOCTIHHOTO CTPYKTYypHOTO
MiIPO3iTY CITiB «Bukonyouuii 0606°a3ku» abo «B.o.» 3111CHIOETbCS HA I11/ICTaBl HaKa3y.

7.11. ®akcuminibHe BIATBOPEHHS MIANHCY IOCAaJ0BOi 0co0M Ha oOprasizauiiHo-
po3nopsaunx, (GiHAHCOBUX, OYXTalITEPChKUX TOKYMEHTaX 3a JIOMOMOTOI MeEXaHIYHOro abo
HIIIOTO KOIIOBaHHS HE JOMYCKAETHCA.

7.12. Pe3oumrortis — 11e 3pO0JICHHI OCaZoBOI0 0CO000 HAIMMC HAa JOKYMEHTI, IO MICTUTh
CTHUCIIUN 3MICT IPUMHATOTO HEIO PIlICHHS 11010 BUKOHAHHSI IOKYMEHTA.

Pe3omoriiss MakcMaIbHO MOKE CKJIQIATHUCS 3 TAKUX CJIEMEHTIB: Mpi3BuUIIe(-a), BIacHe(-1)
iM’si(-eHa) BHUKOHABIS (-iB) Yy JaBaJbHOMY BiAMIHKY, 3MICT JOPYYEHHS, CTPOK BHUKOHAHHSA,
0COOMCTHH MINMKUC KePIBHUKA, JaTa.

Ilpizeuuie Bnacne im’s

Ilpowty niozomyeamu npo€ckm 002080py

npo nocmauanus zazy 0o 25.05.2019

Ocobducmuii nionuc

ama

S0 Jopy4YeHHs HaJlaHO KIIBKOM MOCaJOBUM 0CO0aM, TOJIOBHUM BHKOHABIIEM JJOKYMEHTA
€ 0co0a, 3a3HaueHa B PE30JIIOLIi MePIIo0.

Ha nokymeHnTax i3 CTpoKaMu BHUKOHAHHS, II0 HE MOTPEOYIOTH NOMATKOBUX BKAa3iBOK, y
PEe30ITIoNIiT 3a3Ha4al0Th BUKOHABIIS, TTiITKUC aBTOpA PE30ITONii 1 1aTy.

Pe3omrornito mpocTaBnsitoTh PYKOMUCHO O€3MOCepeHh0 HAa TOKYMEHTI HUXKYE PEKBI3UTY
«AnpecaT» mapajiebHO O OCHOBHOTO TEKCTYy a00 Ha BUIBHOMY BiJl TEKCTY MICII y BEpXHii
YaCTHHI TMEpIIOro apKylla 3 JHIBOBOTO OOKy, aje HE Ha MOJi JOKYMEHTa, MPU3HAYCHOMY st
MIIIABAHHA.

SIkio Ha JOKYMEHTI HEMae BIIBHOTO MICIS JUIA PE30JIIOIii ab0o JOKYMEHT ITiIArae
MMOBEPHEHHI0, a00 11€ eIEKTPOHHUMN JJOKYMEHT, TO PE30JIIOLII0 O(OPMITIOIOTH HA OKPEMOMY apKyIIIi
abo creriaibHOMY OJIaHKY, Ha IKOMY 3a3Ha4aroTh JIaTy.

Jo Bx. Ne 123/01-10 Bix 02.11.2021.

8. 3arajbHi BUMOIH 10 TEKCTY YNPABJIIHCbKHX JOKYMEHTIB

8.1. TekcT ynpaBiIiHCHKOTO TOKyMEHTA IOBHHEH OYTH YiTKHM, KOHKPETHHM, JJAKOHIYHHM,
iH(OpMaTUBHUM Ta BiAMOBIAATH opdorpadiyHuM, TeKCUYHUM, MOP(OIOTTYHUM, CHHTAKCHYHUM,
CTHJIICTUYHUM, MYHKTYalIHHUM HOpMaM.

8.2. TekcT MOKyMEHTa IMOBHHEH CTOCYBAaTHUCA TOTO IHTaHHS, sKe C(HOPMYIbLOBAaHE B
3aroJIOBKY JI0 TEKCTY, 4iTKO BiJ0OpakaTH MPUYHUHY i METY CTBOPEHHS JOKYMEHTa, PO3KPHUBATH
CYTh KOHKPETHOI CIIpaBH, MICTUTH apryMEHTOBAaHI JOKa31, BUCHOBKH, IIPOMO3HUILI].

8.3. [ix yac ckiIajaHHs JIOKYMEHTIB BKUBAETHCS JIIJIOBHH CTHIIb, JIJIS SIKOTO XapaKTECPHHMA
HEUTpanbHUI TOH BUKIAJCHHS, MO30aBICHUN OOpPa3HOCTI, €MOIIHHOCTI Ta 1HAMBIAYaJIbHUX
ABTOPCHKHX PHC.

8.4. Texct nokyMeHTa OQOPMIISIOTH Y BUIJISIII CYLIJIBHOTO 3B SI3HOTO TEKCTY, a00 aHKETH
gy TabuIIl, a00 MIITXOM MOEAHAHHS ITUX (GopM.

CyuinpHuid 3B’SI3HUH TEKCT JOKYMEHTa MICTHTh TI'pPaMaTHYHO 1 JIOTIYHO Y3TO/KEHY
iHopMalio mpo yNpaBIiHCHKI Al 1 BUKOPUCTOBYETHCS IIiJ] Yac CKJIQJaHHS OpraHizaiiiHo-
PO3MOPSATINX TOKYMEHTIB.
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CyuinpHui 3B’ I3HUH TEKCT, SIK MPAaBUJIO, CKIAJAEThCS 3 IBOX YACTUH. Y MepiIiil (BCTYIHIH)
YaCTHHI 3a3HAYalOThCS MiJCTaBa, OOIPYHTYBaHHsS ab0 MeTa CKJIaJaHHS JOKYMEHTa, Y JIpYriil
(3aKITIOYHIN) YacTUHI — BUCHOBKM, MPOMO3UINi, pIlIEHHS, MPOXaHHA. B OKpeMuxX BHITaIKax
JOKYMEHT MOX€ TMicls BCTYIHOI YacCTUHM MICTUTM MOTUBYBAJIbHY 4YacTUHY, B SKIH
OOIPYHTOBYETHCS TTO3ULIIS 3aKIATY.

8.5. Y TekcTi TOKyMEHTa, MirOTOBIICHOTO BiJIIOBITHO 0 IOKYMEHTIB 1HIIUX YCTaHOB a00
paHile BUJIaHUX JOKYMEHTIB, 3a3Ha4al0ThCsS HOTO PEKBI3UTH Y TaKii MOCIIOBHOCTI: Ha3Ba BUAY
JIOKYMEHTa, HallMEHYBaHHS YCTaHOBHM — aBTOpa JOKYMEHTa, JaTa, pPEECTpaIiiHuid HOMED,
3aroJIOBOK J0 TEKCTY.

Ilpuknao

Haka3 Minicmepcmea oceéimu i nayku Ykpainu 6io 25 uepens 2018 poxy

No 676 «Ilpo 3ameeporxcenna Incmpykuii 3 0inoeoocmea y 3axknadax 3azanibHoi
cepeonvoi oceimuy

8.6. Texctn ckIagHUX 1 BEIUKHX 3a OOCSATOM JOKYMEHTIB (TIOJIOKCHHS, TIpaBHIIA,
IHCTPYKIIi, OTJISIU, 3BITH TOINO) MOIUISIOTHCS HA PO3MITIH, MiAPO3MIIN, MyHKTH, IiIMTyHKTH.
[TyHKTH B TEKCTI HYMEPYIOThCSA apaOCHKUMH ITUdpaMu 3 KPamKoro, a MiAMyHKTH — apaOChKUMH
nudpamu 3 TyKKOH0.

Po3inu HyMepyroThCsl pUMCHKUMU I (pamMu, a TAKOXK B OKPEMUX BHIIAJIKaX BOHH MOXKYTh
MOJUISITACS Ha TJIaBU.

8.7. dopma aHKETH BUKOPHCTOBYETHCS y pa3i BUKIAJICHHA y ITU(GPOBOMY ab0O CIIOBECHOMY
BUTTISAL iH(OpMAaILi Tpo OJUH 00’ €KT 3a MeBHUM 00csirom o3Hak. IlocTiliHoIO iH(OpMaIieo B
aHKET] € y3araJlbHeHI O3HAaKH, 32 SKHMHU TPOBOJMTHCS OMUC 00’€KTa, a 3MIHHOK — KOHKPETHI
XapaKTePUCTHKH.

8.8. Tabnuuna popMa TOKyMEHTa BUKOPHCTOBYETHCS Y pa3i BUKIAACHHS y upoBoMy abo
CJIOBECHOMY BUTJISAII iH(OpMAIIii PO KiJIbka 00’ €KTIB 32 PSIOM O3HAK.

3aronoBku rpad TaOIUII MHUIIYTHCS 3 BEIHKOI JIITEPH, MiA3aroJIOBKH —3 Majoi JITepH,
SKIIO BOHU CTAHOBJISITH OJIHE IIJIE 13 3aroJOBKOM, 1 3 BEJHMKOI — SKIIO ITiJ[3ar0JIOBOK Mae
caMoCTiiiHe 3HaveHHs. Kpamku B KiHIII 3arojlOBKIB 1 IiJ3aroJIOBKiB rpad) HE CTaBIATHCH.
3aroJOBKH 1 MiA3arojIoBKU Tpad Ta PAOKiB TAONWI MOBHHHI OyTH BUKJIANEHI IMEHHHKOM Y
Ha3MBHOMY BiJIMIHKY OJTHMHH. Y 3arojIOBKax 1 IM13aroj0BKax PsAKIB i Tpad TaOJIHIN BXKUBAIOTHCS
JIMILIE 3araJlbHONPUMHATI YMOBHI TO3HAYEHHS 1 CKOPOUYECHHS.

N 111k Haszea 3axknady oceimu Ilocaoa Cmarc, p.
3/n

1 2 3 4 5 6

I'padu Tabnuii, SKi pO3MINIYIOTECS HA KUTBKOX CTOpiHKaX, HyMepyroThcs. Ha npyriii ta
HAaCTYHUX CTOpiHKaX TaOJUIll 3a3HAYAIOTHCS HOMEpHU Tpad, a TaKOX Y BEPXHHOMY IMPABOMY
KyTi —cnioBa «IIpoIOBKEHHS JO1aTKa.

IIpooosxncennsn dooamka

1 2 3 4 5 6

8.9. V 3akumazi TekcT Haka3y BUKJIAJAeThes Big nepmoi ocoou — HAKA3YIO.

VY CHiabHUX PO3MOPSIYMX JOKYMEHTaX BHKOPUCTOBYETHCS (hOpMa BHKIANy TEKCTY Bif
nepuioi ocoou MHOkHUHU — HAKA3YEMO.

VY npoTokomax 3aCTOCOBYETHCS (popMa BHKIAIY TEKCTY BiJ TPEThOi 0COOM MHOXHMHH 32
CXEMOIO:

CIIYXAJIH — BUCTYIIHJIH — BUPIIIIHIIH (YXBAJIUJIH, IIOCTAHOBHIIH).

Y nucTyBaHHI 3aCTOCOBYETHCS (OpMa BHKIANY TEKCTY BiJ MEPIIOi O0COOM MHOXHHH
(BBaXKaeMO, HAJICMJIAEMO, MPOCHMO, MPOMOHYEMO) a0 BiJ TpeThoi ocoOm omHMHU («3arnad
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3azanvHoi cepeOnboi oceimu He 3anepeuye», «3aKna 3a2anbHoi cepeonboi oceimu 66axcac 3a
HeooxioHe»).

VY I0OKyMeHTax, CKIaJeHUX IMOCaJ0BOI0 OCOOOI0 1 aapecoBaHMX KEpIBHUKY 3akiaay abo
CTPYKTYPHOTO TiPO3ALTY (IOMOBITHA 3aMHMCKa, MTOSICHIOBAJIbHA 3aITMCKa, 3a5Ba), 3aCTOCOBYETHCS
(opma BHUKIIQAY TEKCTY BiJl EPIIOi 0COOM OJHUHU (IIPOMOHYIO, BBAXKAI0, POILLY).

9. Oco0J1MBI BUMOI'H 10 CKJIAJAHHS 1eIKMX BUIB JOKYMEHTIB
Haka3s

9.1. Haka3 — po3nopsiunii  TOKYMEHT, SIKHH BHJa€ KEPIBHUK 3aKjiajJy Ha IpaBax
€IMHOHAYAJIBLHOCTI Ta B Me)KaX CBOEI KOMIIETEHIIII, 000B’I3KOBHUI IJI1 BUKOHAHHS II1IJIETIHMH.
Haka3u 3aknagy miamucyrOThCS KEPIBHMKOM 3aKiiajay, a 3a WOTro BiJICYTHOCTI — 0C000I0, sKa
BHUKOHYE HOTO 000B’SI3KH, Ta PEECTPYIOTHCS B JKypHAIAX PEECTpaIlii HaKa3iB.

[TinroToBKYy Haka3zy MOXeE IHIIIIOBATH KEPIBHHUK 3akKiiany a0o Oyab-SKHA CTPYKTYpHUU
TiAPO3 L.

S0 1HIMIATOPOM MIATOTOBKHM HaKa3y € CTPYKTYPHHUH MiIPO3/ii, TO HEOOXIAHICTh HOTO
BUJIAHHS TIOBMHHA OyTH OOIpyHTOBaHa B JOMNOBiMHIM 3ammcui. PimeHHs KepiBHHMKA 3aKiamy
BUPAXKAETHCS PE3OITIOLIETO.

9.2. Byab-sKkuit HaKka3, 3a BUHATKOM CIUTBHOTO, O(OPMITIOIOTE Ha OJIAHKY HaKasy 3akiamy.

9.3. 3micT HaKazy KOPOTKO BHKIIAJIA€THCS B 3ar0JIOBKY, KU MOYMHAETHCS 3 MPUHMEHHUKA
«[Ipo» 1 ckIamaeThCs 3a JOMOMOTOO BIIIIECTIBHOTO iMeHHUKA («IIpo 3ameepoicenns...», «Ilpo
66edenHA...», «Illpo npuitnammsa na pooomy...») ado imeHuuka («Ilpo niocymku...», «Ilpo
Kaoposi NUmManHs...»).

9.4. CtpykTypa TEKCTy Haka3zy, K MIPaBUJIO, CKIAJA€ThCS 3 JABOX YaCTUH — KOHCTATYIOYOi
(mpeamOyH) 1 po3MOPSIAUOI.

VY KOHCTaTyrouiil 4acTHHI 3a3HAyalOThCs MiJCTaBa, OOIPYHTYBaHHS a00 MeTa BHUJAHHS
Haka3y. 3a3HadyeHa YaCTHHA MOXKE MOYMHATUCS 31 cliB «Ha euxonauua», «3 memoio» TOIIO.
SIKIIO0 AOKYMEHT BUAAETHCSA HA MIACTaBi iHIIOTO PO3MOPSIYOr0 JOKYMEHTa, Y KOHCTATYIOUii
YaCcTHHI 3a3HAYAIOTHCS Ha3Ba BUAY IIbOTO JOKYMEHTA, Or0 aBTOp, JaTa, HOMEP Ta 3arojOBOK.
Kparka B KiHIIi KOHCTaTyl0401 YaCTUHH HE CTABHUTHCS.

KoncraTyroya gacTiHa MOKe OYyTH OMYyIICHA, SKIIO PO3IMOpsIYa YacTHHA HE MOTpedye
oOIpyHTYBaHHS, HANPHUKJIAJ] Y HaKa3ax 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIany).

9.5. Posmopsiiua yacTHHA HaKa3y MOYNHAETHCS JTIECTIOBOM, SIKE JIPYKYETHCS 3 HOBOTO PsIKa
BEITUKHUMU JIiTepamMu 0e3 BIACTYITY Bif JIIBOTO TOJIS 1 JIATIOK, MICJIS YOT'O CTAaBUTHCS ABOKpAIKA.

9.6. Po3mopsimya yacTWHA TOIUIAEThCS HA MTYHKTH 1 WIAMYHKTH, SKi HYMEPYIOTHCS
apabcekuMu nudpamMu. Y KOKHOMY MYHKTI NMOBHHHI OyTH 3a3HadyeHi BUKOHABI (CTPYKTYpHI
MIIPO3J1IM a00 KOHKPETHI MOCaqoBl O0COOM), KOHKPETHI 3aBJaHHS (JOPYYEHHsS) 1 CTPOKH iX
BUKOHaHHS. BUKOHaBII MOXXyTh OyTH Ha3BaHI TaKOXK y3arajbHEHO, HANPUKIA[: «I1€JaroriyHiuM
IIpalLliBHUKaM 3aKkiagy». IIpu 1boMy He 3aCTOCOBY€EThCSI HAIIMCAHHS HEKOHKPETHHUX JI0PYUYEHb, SKI
MICTSITh CJIO0BA: KIPUCKOPUTHY, IOJIMIIUTHY, «AKTUBI3yBaTU», «3BEPHYTHU YBary» TOIIO.

9.7. V Hakazax 3 KaJpOBHX ITUTaHb (0COOOBOTO CKIIATy) pO3MOpPsI9a YaCTHHA TTIOYNHAETHCS,
AK TIpaBWIO, 3 giecioBa y dopmi indinitusa: «JIPHHHATH», «IIPU3HAYHTH),
«IIEPEBECTH», «3BUIBHUHTH», « BUIPA/IHTH)), «HAIATH», «OI'OJTIOCHTH) To11I0.
Jlani 3a3Ha4yar0TbCs BEIMKHMHU JITEpaMH MpPi3BUILE MPALiBHUKA, HA SKOTO MOLIUPIOETHCS s
Haka3sy, 1 MaJIMMH — HOT0 iM’s1 Ta IO 0ATHKOBI.

@opMyIIOBaHHS IYHKTIB MOBUHHI OyTH YITKUMH, KOHKPETHHMHM, BIANOBIAATH HOpPMaM
Konekcy 3akoniB mpo npaitto Ykpainu (K3nll) abo iHmmmm npaBoBUM aKkTaM.

VY pa3i npuiiManHs a00 3BUTPHEHHS MPAIliBHUKA 3a3HAYAIOTHCS MMOBHA J1aTa (YUCII0, MICSIIb,
piK) (aKTHYHOTO BUXOJY IMpalliBHUKA Ha poOOTY (IPUMUHEHHS TPYAOBHX BITHOCHH), PO3MIipH
HOro 1ocajj0BOTO OKJIa Ty BiAMOBIIHO /10 IITATHOTO PO3NHUCY, HAIOABOK Ta JIOTLIAT.


https://zakon.rada.gov.ua/laws/show/ru/322-08
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Y KO’)XKHOMY MTyHKTI HaKa3y 3 KaJIpOBHX MUTaHb (0COOOBOTO CKIJIA/ly) 3a3HAYAETHCS MiJICTaBa
11010 oro BUAaHHS (3asBa MpalliBHUKA, KOHTPAKT, JIOMOBIIHA 3aMKCKa, PIIIEHHS aTeCTaliiiHol
KOMICii TOIIO).

Haka3u 3 kanapoBux nutanb (0COO0BOTO CKIIay) ODOPMITIOIOTH y BUTIISA1 1HAMBITyaIbHUX
(cTOCYIOTBCSI OZTHOTO TMIPAIiBHUKA) 1 3BECHHUX (CTOCYIOTHCS KUIBKOX MPAIiBHUKIB).

VY 3BeleHHX Haka3ax 10 PO3MOPSAIIOi YaCTHHH BKJIIOYAIOTHCS ITYHKTH, IO MiCTATh
iH(popMallito, y Takii MOCIiAOBHOCTI: MIPUUHATTS Ha pOOOTY (CiIy’k0Yy), HepeBEACHHS, 3BIIbHECHHS.
VYV Mexax mux MyHKTIB MiANyHKTAaMH 3a3HA4yaloTh MPI3BHUINA MpaIiBHUKIB 3a andasitom. [Ipu
LOMY JO0 OJIHOTO 3BEJIEHOT0 PO3MOPSAUOTO JOKYMEHTa HE MOXYTh BKIIOYATHCS IYHKTH 3
iH(popmarti€ero, sKa 3riHO 13 3aKOHOJAaBCTBOM Ma€ Pi3HI CTPOKHU 30epiraHHs.

9.8. Micns mignucaHHs HaKa3y 3MiHU IO HHOT'O BHOCSATHCS JIUIIE NUISIXOM BUJAHHS HOBOTO
Haka3y IMpo BHECEHHSI 3MiH.

SIKmo Haka3oM BiIMIHSETBbCSA TONEpE/HIA Haka3, y pO3NOpsAIYid YacTHHI 3a3HAYAETHCS
MTYHKT, SIKUI [TOBUHEH TIOYMHATHCS 31 CIIiB: « Buznamu maxum, wio 6mpamue YuHHICMb, ...)».

9.9. OcranHill MyHKT HaKa3y y pa3i HOTpeOM MOKE MICTUTH PIllICHHS MPO MOKJIAJACHHS Ha
CTPYKTYPHHUH TiApO3ai1 a00 mocaoBy 0co0y (YHKIIHM 3 KOHTPOJIIO 32 BUKOHAHHSM HakKasy.

9.10. Haka3 HaOupae YMHHOCTI 3 MOMEHTY HOTO MiAMMCaHHA 1 peecTpailii, SIKIIO B TEKCTI HE
BCTaHOBJICHO 1HII CTPOKH.

9.11. 3 Haka3oM 3 KaJPOBUX MHTaHb (0COOOBOTO CKJIAAy) OOOB’SI3KOBO O3HAHOMITIOIOTH
3TraJlaHuX Y HbOMY 0cCi0, sIKi Ha MepIIoMy MPUMIpHUKY JTOKYMEHTA YHM Ha CIeEIliaJbHOMY OJIaHKY
MPOCTABJISAIOTH CBOI IMiIMKCH 13 3a3HAYCHHSIM JIaTH O3HAHOMIICHHS.

9.12. Hakaszu HyMepyroThCs B OPSAAKY X BUIAHHS B MEXaX KaJICHIAPHOTO POKY.

9.13. ¥V 3aknazi CTBOPIOIOTHCS TaKi BUIU HaKa3iB:

1) Haka3u 3 OCHOBHOT JisUTLHOCTI 3aKiany — Ne 2;

2) HaKa3M 3 aJIMIHICTPaTUBHO-TOCIIOJAPChKUX MUTaHb 3akiany — Ne 2-ar;

3) Haka3u 3 KaJ[pOBHX MUTAHb 3aKJIaJy TPUBAJIOTO CTPOKY 30epiranHs — Ne 2-k/Tp;

4) Haka3¥ 3 KaJIPOBUX MMUTAHb 3aKJIaJy THMYACOBOT'O CTPOKY 30epiranns — Ne 2-k/Tm;
5) Haka3u 3 pyXy yYHIB/BUXOBaHIB 3aKianay — Ne 2-y.

IIporoxo.

9.14. TIpoTOKOI — TOKYMEHT, y SIKOMY (iKCYeThCS TIepedir BeJCHHS 3aciaHb, yXBAJICHHS
pillIeHb JOpaAuYMMU Ta KOJET1aTbHUMH OpraHaMu, KOMICIsIMU TOIIO.

[IpoTokonu 3acigaHb MENAroriyHUX paj, IHIIUX JOpajuuX Ta KOJIETialbHUX OpraHiB
CKIIQIAl0ThCsl B CTUCTIN popmi. Y mpoTOKOIIi, CKIIaJeHOMY B cTUCTIN (hopmi, HIKCYIOThCS JUIIe
MPUMHATI pileHHs 0e3 aeTanizauii nepediry o0roBopeHHs MUTaHHS.

VY pa3i nmotpebu 3a pillieHHSM 3araidbHUX 300piB (KOH(EpeHIii) KOJEKTUBY MPOTOKOIU
3arajbHUX 300piB (KOH(EPEHIIii) KOJIEKTUBY MOXKYTh CKJIAZaTHCS Y MOBHINA (opmi.

9.15. Hymeparist mpOTOKOJIB 3aCilaHb NearoriyHoi paay BeIeThCsl Y MeXKaxX HaBYaJIbHOTO
POKY, MPOTOKOJIIB BUOOPHUX OPraHiB — y MEKax iX TOBHOBA)KCHb.

Hymepaiis mpoTOKOJIIB BEIEThCS OKPEMO 33 KOXKHOIO TPYIOI0 IPOTOKOJIIB 3aciaHb
BIIMIOBITHOTO KOJIET1aIbHOTO OpraHy.

9.16. /laToro pOTOKOIY € JaTa MPOBEACHHS 3aCiJaHHs.

3arojoBOK J0 TEKCTy MPOTOKOJIY Mae€ BigoOpakaTh BHUJ 3acimaHHs (Hapama, 300pH,
KoH(epeH11is Touo) abo KoJeriaabHol AisUIbHOCTI (KoMicid, pana, 300pH, podoya rpymna Tomo) i
BKITIOYATH Ha3BY BUAY IOKyMEHTA.

TeKCT MPOTOKOIIY CKJIQAA€THCS 31 BCTYITHOT Ta OCHOBHOT YaCTHH.

Y BCTymHIH YacTHHI TPOTOKOJIY 3a3HAYAIOTHCS MPI3BHUINA Ta BJIACHE IM’s TOJOBH abo
TOJIOBYIOUOTO Ha 3aciJlaHHi, 300paxX TOIIO0, CEKPEeTapsl, 3alPOIICHIX, a TAKOXK MPUCYTHIX 0OCI0.
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VY pasi nmotpedu 3a pilIeHHSIM BIAMNOBIIHOTO OPraHy y CIHCKY MPHUCYTHIX 3a3HAYAIOTHCS
MOoCca/ix 3arpoleHnX ocid Ta HalMeHyBaHHs YCTaHOB. SIKIIIO KUIBKICTh MPUCYTHIX MepeBUIye 15
0ci0, 3a3Ha4Ya€THCS 1X 3arajgbHa KUIbKICTh 3 MOCHJIAHHSM Ha CIHCOK, 1110 JOJAETHCS 10 IPOTOKOITY.

9.17. BctynHa yacTWHA MICTHTH TMOPSIAOK JCHHHM: MEpeiK pO3MITHYTUX Ha 3aciJaHHI
nuTaHb. [lopsioK AeHHMIA TOIa€THCS HAMPUKIHII BCTYITHOT YaCTHHHU.

CnoBa «llopsimox neHHUI» OPYKYIOTHCA BiJ MEXI JIBOTO TOJSI, MICIS HUX CTaBUTHCS
nBokpanka. Ko)kHe MUTaHHS HYMEPYEThCS apaOChKuMu mHudpamu i APYKYeTbes 3 ad3alry.
®opMyBaHHS MUTaHb y MOPSAJIKY IEHHOMY IOYMHAETHCS 3 MpuitMeHHuKa «[1poy.

9.18. OcHoBHa 4YacTHHA MPOTOKONY CKIATAEThCS 3 PO3MALUIIB, SKI MAalOTh BiIMOBIAATH
MMyHKTaM MOPSIKY AeHHOTO. Po3/1iin HyMepyroThes apabchbkuMu 1udpaMu i OyayroThCs 3a TaKOO
CXEMOIO:

115t ctucioi popmu npotokomiB: «CAYXAJTH - YXBAJITHTH»;

1t ToBHOT (popmu nipoTtokoniB: «CJIYXAJIH - BUCTYIIHJIH - YXBA/THUITH ».

[Ticns cinoBa «CJIYXAJIM» 3 HOBOro psika 3a3HAYalOThCS TPI3BHINE Ta BIAcHE iM’s
KO>KHOT'O JIOTIOBi1aya.

VY noBHi# ¢hopmi npotokoury micis cinoBa «BUCTYITNIIN» ¢ikcyroThCcst BUCTYIH THX OCi0,
AKI B3SJM y4acTh B OOTOBOPEHHI JOMOBiAlI (NMUTaHHA TOPSAAKY JEHHOTo). Bucrynu
0(OPMITIOIOTHCS B IPOTOKOJII 13 3a3HAYCHHSM T10Ca/I, MPI3BHUII] Ta BJIACHUX IMEH, IMEH JIOMOBI1aviB
y Ha3UBHOMY BiJIMiHKY, BUKJIQJICHHSIM 3MICTY BHCTYIY a00 MUTaHHSA, BIAMOBI/I Ha HHOTO.

9.19. TekcTHu BUCTYIIB y MPOTOKOJII BUKJIAAIOTHCS Bl TPETHOI 0COOM OJTHUHHU.

Texkcr abo Te3u MOMOBiMI, OPOPMIICHI SK OKpPeMi JOKYMEHTH, JIO TEKCTY MPOTOKOIY HE
BKIItoUaroThes. [licnsa BimomocTel Mpo I0MOBiTada CTAaBUTHCS THpe 1 3a3HavaeTbesi «Texcm
00n06i0i 000acmuvbCs 00 NPOMOKOIY).

[Ticnst cnoBa «Y XBAJIMJIN» dikcyeTbest mpuiiHATE PillIEHHS 3 00TOBOPIOBAHOTO MUTAHHS
MOPSZIKY JIEHHOTO, SIKE Ma€ BKIFOYATH CKJIAJOBIi, IO BiJNOBIAIOTh HA TaKl MUTAHHS: KOMY, IO
3pOOUTH 1 B IKHI CTPOK.

Y pa3i SKIO TPUAMAETHCS PIMIEHHS PO CXBAJICHHS, IOTO/KEHHS, 3aTBEPIKCHHS
JIOKYMEHTA, SIKHH OOrOoBOPIOBABCS Ha 3acCifiaHHI, IEH TOKYMEHT JOJAEThCS 10 MPOTOKOINY. 3a
HAsSBHOCTI 1HIIIMX JJOKYMEHTIB, IO PO3IJISAIAINCS Ha 3acigaHHi Ta (hakT 0OTOBOPEHHS SIKUX OYyII0
3a(hiKCOBAHO B TEKCTi MPOTOKOIY, BOHU HYMEPYIOThCS apaOChbKkuMu nudpamu. Y BiIMOBIIHHX
ITYHKTaX MPOTOKOJTY MPOCTABIISIOTHCS MOCHIAHHS Ha IIi TOJIATKH.

[TpoTokon MiAMUCYe TONOBYHOUYMN HA 3acilaHHI KOJETialbHOro (JOpagdoro) opraHy Ta
cekperap (3a HasBHOCTI). [IpoToKOI 3acigaHk KOMICIH MiAMUCYIOTh YC1 WIEHHU KOMICI].

JIuern

9.20. JIuctu CKIAMAIOTHCS 3 METOI OOMiHY iH(OpMAIE€I0 MK 3aKiIaJoM Ta OpraHaMu
JIepKaBHOT BJIaJy, OpraHaMU MiICLIEBOTO CaMOBPSAYBaHHs, iX IOCAJOBHUMU 1 CIIy>KOOBUMHU
ocobamy, 3aKiajjlaMd, YCTaHOBaMH, OpraHi3alisiMM Ta IHIIUMHU (QI3UYHUMH 1 IOPUAUYHUMU
oco0amu.

9.21. biiaHku HCTa MAatOTh TaKi PEKBI3UTH:

1) HaliMmeHyBaHHsI 3aCHOBHHKa (3aCHOBHHKIB) 3akiany (Hampukiaa, BiHHUIBKA MichKa
pazna);

2) MOBHE HalMEHYBaHHSI 3aKJIaJTy BIIMOBIIHO JI0 YCTAHOBYUX JOKYMCHTIB;

3) nmoBiaKoBI JaHi mpo 3akiaja (MOIITOBAa aapeca, HOMEPH TeiedoHiB, GaKciB, paXyHKIB y
0aHKy, aApecy eJIeKTPOHHOI MOLITH TOIIO).

9.22. PexBi3uTH JHUCTA: IaTa, peECTpaIliiHui 1HIEKC, IIOCUJIAaHHS Ha PEECTPAIIHUN 1HIACKC
1 1aTy TOKYMEHTa, Ha KU HAJAEThCs BIAMOBIAL (32 MOTpeOH), aapecaT, 3aroJIOBOK 10 TEKCTY,
TEKCT, BIIMITKA IMPO HASIBHICTh JOJATKIB (32 MOTPeOH ), MAMUC, BIAMITKA PO BUKOHABIIS.

9.23. [latoro nucta € jpata WOro MiANMCAHHA, sKa Mae 30iraTtucs i3 JaTor peecTparii
BUX1THOT KOPECTIOH ICHITIT.
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9.24. TexcT nMcTa BUKIANAETHCA BiX mepuioi ocoOM MHOXXHMHM 3 BUKOPUCTAHHSM CIIiB:
«NPOCUMO NOGIOOMUMU...», «PO3’ACHIOEMO, WLO...». 3a3BUYAll y JHMCTI HOPYLIYETHCS OJHE
MTUTAHHS.

AKT

9.25. AKT — JOKYMEHT, CKJIaJICHUH IpyMoro 0ci0 It 3aCBiIYCHHS BCTAHOBJICHHX (DaKTiB 00
noAi. AKTH 0(OPMITIOIOTBCS 3a pe3yibTaTaMu PeBi3ii (PIHAHCOBO-TOCTIONAPCHKOI HiSITLHOCTI,
i yac npuiiMaHHs-TIepeaBaHHs CIpaB, CIIMCAaHHA MaifHa TOLIO.

9.26. JlaToro aKTa € gaTa HOTo CKJIaJACHHSI.

9.27. TekCT aKTa CKJIAJAEThCs 31 BCTYIHOI Ta KOHCTATYIOUYOi YaCTHH.

YV BCTyMHI#M 4aCTHHI 3a3HAYAIOTHCS MIJICTaBH IS CKJIaJIaHHS aKTa Ta Ha3UBaIOTHCS O0COOH,
SIK1 CKJIQJIA aKT 200 OyJM MPHUCYTHI MPHU I[LOMY.

VY KOHCTaTyrOUili 4acTHWHI BUKJIAIAIOTHCS CYTh, 3aBIaHHsS, XapakTep BHKOHAHOI PoOOTH,
BCTaHOBJICHI (h)aKTH, MPOMO3HuIlii Ta BUCHOBKH. KOoHCTaTyroua yacTiHa MOXe OOPMITFOBATUCS Y
BUTIIAA] TaOJIAIL.

VY KiHII TEKCTy aKTa 3aluCylOTbCsA MJaHi MpO KUIBKICTh MPHUMIPHHKIB akTa Ta iX
MICIE3HAXOJKCHHSI.

9.28. AKT mignHCYIOTh yci 0cO0H, sKi Opanu ydacTh y Horo ckiananHi. Ocoba, sika mMae
3ayBa)XCHHS JI0 3MICTY aKTa, MiAMUCY€E HOTO 1 BUKIIAIAa€ CBOIO JYMKY Ha OKPEMOMY apKyIIli, sIKHH
JOAAETHCS 10 AKTa.

9.29.V pa3i 3MiHM KepiBHMKA 3akKjiagy a0o BIIMOBIIAIbHOI 0OCOOM, TpPUAMaHHS-
TepeaBaHHs IOKYMEHTIB 1 CTIpaB 3IMCHIOETHCS 3a TUMOBUMH (DOpMaMH akTiB, HABEJCHUMH B
dooamkax 9-11.

10. 3acBiqueHHs1 KOMiil Ta BUTHATIB €JIyK00BHX JOKYMEHTIB

10.1. 3akmag Mae TpaBoO 3acBigUyBaTH KOIIii JIOKYMEHTIB, IO CTBOPIOIOTHCS y HHOMY, 32
BHHATKOM KOITIH JIOKYMEHTIB, SIKi BIJIMTOBIJIHO JO 3aKOHOJABCTBA MOTPEOYIOTH 3aCBITYCHHS B
HOTapiaTbHOMY TOPSJIKY.

10.2. Komii MOKYMEHTIB IHIIUX YCTAaHOB MOXYTh BHUTOTOBJISITHCS 1 3aCBiI4yBaTHCS
3aKJ1aJIOM Y TAKUX BHITAKAX:

1) Ha BUMOT'Y CY/IOBUX Ta 1HIIKX MPABOOXOPOHHUX OpPTaHiB;

2) 1S BHYTPINIHBOTO BHKOPHUCTaHHS Y 3akiami (MiJg Yac BHPIIMIEHHS IHUTaHb 00
MPUIMaHHS TPOMAJISTH Ha pOOOTY, HABUAHHS, 3aCBIAUEHHS 1X TPYAOBUX, KUTIOBUX Ta IHIIHX MPaB
y B3a€MOBIJTHOCHHAX 3 YCTaHOBOMW). Hampukiasn, 3akias Mo)Ke BUTOTOBUTH 1 3aCBITUYUTH KOTIIIO
JUTUIOMA TIpalliBHUKA, SKa MOTIM OyJie miAmuTa 10 oro 0co00BOi CIIpaBH.

10.3. J103BONSIETHCS BUTOTOBIISATH KOIIIIO 13 3aCBIAYEHOI KOIIi JOKYMEHTA, SKIIO OPUTiHAI
BIJICYTHIi 200 H10ro OTpUMaTH HEMOKIIKBO.

10.4. Komii JOKYMEHTIB BUTOTOBJISIOTHCS 1 BHUAAIOTHCS HA BHMOTY IHIMUX YCTaHOB a0o
TpOMajJsiH 3 JI03BOJYy KEpiBHHKa 3aKiaay, MOTO 3acTyMHHUKIB a00 KepiBHHKAa CTPYKTYPHOTO
i IPO3IiTy 3aKIany.

10.5. Komnist moxymeHTa OBUHHA BiJIIOBIIaTH OPUTiHATY, TOOTO MOBHICTIO BiATBOPIOBATH
iH(opMariro opuriHaty 1 BCi HOTO 30BHIIIHI O3HAKH a00 1X YaCTUHY.

10.6. He nomyckaeTbcsi BUTOTOBIATH KOIMii JOKYMEHTIB 3 HEpO30ipIMBUM TEKCTOM,
MiTYMCTKAMH, TIPUIMCAMH Ta iHITMMU HEOOYMOBJICHUMH BUIIPABICHHAMHU.

10.7. Konist HaOyBae MOPUAWYHOI CHJIM JIMNIE B pasi ii 3aCBiAYEHHS B YCTAHOBJICHOMY
MOPSKY.

Harmuc nipo 3acBiTueHHs KOTii CKIIAIa€ThCS 31 CIiB «32i0H0 3 0puzinaniomy», Ha3BH MOCAIH,
0COOMCTOTO MIAMUCY OCOOM, sIKa 3acBiAYy€ KOMIik0, i BIACHOrO IMEHI Ta TMpIi3BHINA, JaTH
3aCBITUEHHS KOMIil.
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Hamuc mpo 3acBigueHHs KOMil CKPIIUTIOEThCSI BIAOMTKOM TeYaTKu 3akiaanay abo medaTku
«Jlms xomiiiy.

VY Bumajkax, BU3HAYECHUX 3aKOHOJABCTBOM, KOITii JOKYMEHTIB 3aCBIAYYIOTHCS BiJJOMTKOM
MeYaTKH 3aKJIamy.

Ha nunpoBomMy 001l y BepXHBOMY NPaBOMY KyTi MEpLIOrO apKylla JOKYMEHTa
MPOCTaBIAETHCS BiAMITKA «Komisy.

10.8. Cropinku Komii JOKYMEHTIB (3a BHHATKOM THX, II0 MalThb OJMH apKYyIl)
HYMEPYIOTBCS 1 BiIMITKAa TIPO 3aCBITUEHHS KOMIii MOXE JOTOBHIOBATHCS BIIMITKOKO «Bchboro B
Komii apk.». 3a pileHHsAM 3akiany abo Ha BUMOT'Y YCTAHOBH, SKili HalaeTbCs KOs
JIOKYMEHTA, JIOMYCKAETHCS 3aCBIIUyBATH KOTIii JOKYMEHTIB TTOAPKYIITHO.

10.9. ApxiBHi KoIIii Ta BUTSATH 3aCBITUYIOTHCS BIIOBIIHO 710 dodamkie 12, 13.

10.10. 3anmexHo Bif ciocO0y BUTOTOBIICHHS KOTIii MOAUIAIOTH Ha (haKCUMIIBHI 1 BIJIBHI:

1) bakcuminbHI  KOIIi BHUTOTOBISIIOTBCS 332  JIOMIOMOTOK  3aCO0IB  KOTMIFOBaJIbHO-
PO3MHOXYBAJIBHOI TEXHIKH, y TOMY YHCII OaratoyHKIIOHAJLHUX MPUCTPOIB, IO TOYHO
BIITBOPIOIOTh yCi 30BHIIIHI O3HAKH, XYIOXHI OCOOIMBOCTI O(QOPMIIEHHS pEKBI3HTIB, iX
po3TanryBaHHs (BKJIOYAIOYH IMAMKC Ta IeYaTKy) a0 YacTHHY iX;

2) 0COOMCTHH MiIKC TTOCa0BOI 0cO0H, SKa MiJIKucaia OPUTiHAT TOKYMEHTa, MOXe OyTH
BIJICYTHIM Yy pa3i HaJICWJIaHHS KOITH 1HIIMM yCTaHOBaM a0o SKIIO KOIisS BHXIJTHOTO JOKyMEHTa
3IIUIIAETHCS Y JUTOBOJICTBI 3aKJIa Yy,

3) Ha KOMiAX BUXITHOIO JOKYMEHTA, IO 3aJHIIAIOTHCA y MIJOBOACTBI 3aKiany, TEKCTH
0JIaHKIB MOXKYTh HE BiJITBOPIOBATHCS, a 3a3HAYATHCS MAIOTh JIMIIE JIaTa MiAMHUCAHHS JOKYMEHTA
Ta HOro peecTpaliiiHuii iHAeKe, ocaaa 0co0u, sika 3aCBiqumiIa KOIito, ii 0COOMCTHH MiAIKC, 1aTa
3aCBIIUYEHHS Ta BiIOUTOK IEYATKHU CITY>KOH JTUTOBOJICTBA, HAIPUKIIAT:

Mama, inoekc

Texcm 0oxymenma

Pexsizum «llionucy (6e3 ocooucmozo nionucy)

32iono 3 opuzinanom

3acmynnuxk oupekmopa 3 HBP

Iionuc, énacue im’sa, npizeuuie

Jlama

Ha xomisix BUX1THUX JOKYMEHTIB, IO 3aJIMIIAIOTHCS B ILJIOBOJICTBI 3aKjIaly, IOBHHHI OyTH
Bi3M MOCAZ0BUX 0Ci0, 3 IKUMU BOHM IOTOJ>KEHI, Ta Bi3H BUKOHABIIIB.

DakcuMUIBHI KOIIi, 10 MICTATh (aKCUMIJIbHE BIITBOPEHHS MIAMKCY MOCAI0BOI 0COOM 1
MPU3HAYCHI JIUIIE JJI1 BHYTPIIIHHOTO KOPUCTYBAHHS Y 3aKJIaj(i (HAIIPHUKIIA] KOIIii HaKa3iB, IJIAHIB,
TIOJIOXKEHB TOIIIO), HE MOTPEOYIOTH 10JATKOBOTO 3aCBITUCHHS;

5) BUIBHI KOMIT BUTOTOBJISIFOTBCS IIUIIXOM MEPEIPYKYBaHHS a00 NEPEMUCYBaHHS OpUTIHATY
JOKYMEHTa, M0 TMOBHICTIO BIATBOPIOIOTH HOro iHQoOpMmarliito, ajige He abCOMIOTHO TOYHO
BIATBOPIOIOTH HOT0 30BHIIIHI 03HAKH (IIPUQPT, PEKBI3UTH OJIaHKa, MiIUC, IEYATKy TOLIO).

10.11. Butar 31 cinyxO00BOTO JOKYMEHTa BUTOTOBIISIETHCA, SIKIIO HEMae HEOOXITHOCTI
BUTOTOBJIATH KOmMito. BuTiar odopmiroerbess Ha 3aranbHOMY OJaHKY 3aKiany i3 JOTPUMaHHAM
TaKUX BUMOT:

1) y Ha3Bi BUy TOKYMEHTA 3a3HAYAETBCS: «BUMAL 3 HAKA3ZYY», (GUMAZ 3 RPOMOKOJIYY;

2) BiATBOPIOETHCS MMOBHICTIO BCTYITHA YaCTHHA (SKIIO BOHA €) CIY»KO00BOI0 JJOKYMEHTa;

3) 3 OCHOBHOI YaCTHHHW TEKCTY IOKYMEHTa BHITUCYETHCS TOW NMYHKT, iH(pOpMAIS SIKOTO
Heo0XigHa;

4) BiaTBOpIOETHCS pekBi3UT «Iliamucy» (6€3 0COOUCTOro MiaIKCYy);

5) IpoCTaBIsIOTECS  BiAMITKA IIPO  3acCBiMYCHHS KOImii Ta BiZOMTOK medyaTtku (3a
HEOOXI1THOCTI).

Butaru 13 mpoTOKOJIIB 3acBiguye CEKpeTap, SKWW CKJIaJa€ TPOTOKOJM 1 3MIMCHIOE iX
30epiraHHs, 3 HaKa3iB — MocagoBa 0coba, sKa BiIMOBIIA€ 3a iX 30epiraHHs.
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10.12. OcobnuBUM BHIOM KOMii JIOKYMEHTa € JayOiikaT — MOBTOPHO O(OpMIIeHUN
CIY’)KOOBUH JTOKYMEHT JUISi BUKOPHUCTaHHS 3aMiCTh BTPAUEHOT'O YH TONIKO/HKEHOTO OpHUTiHATY
(numuioma, CBIIOITBA, TPYAOBOI KHIXKKH TOIIO), 110 MA€E TaKy caMy IOpUIUYHY CHILY.

JyOnmikaT BHUTOTOBISIETHCS HAa TaKOMY camMoMy OJIaHKy, IO ¥ OpHTiHAJ, Ta MICTUTH
iHpopMarito, anajoriuny iHpopmauii B opurinani. Ha HboMy mpocTaBiastOTECS BIIOUTOK ME€YATKU
3aKagay 1 MAMUCH TOCAIOBUX OCI0, sIKI MAarOTh MPaBO MIANMUCY ITUX JTOKYMEHTIB HA MOMEHT
oopmrnenns mybmikata. Ha myGmikaTi mpoCTaBIsS€TbCA y MPAaBOMY BEPXHbOMY KyTi BiMiTKa
«/Ayonikamy.

III. OPTAHIBAIIA JOKYMEHTOOBIT'Y TA BUKOHAHHA JOKYMEHTIB
1. Bumoru oo oprasizanii 10KyMeHT000iry Ta BU3HAYCHHS HOro o0csAry

1.1. Ocoba, BiamoBigampHA 3a OpraHizaiilo JUJIOBOJCTBA y 3aKjajai 3AIHCHIOE TIEPBUHHE
OIPAIfOBaHHS JOKYMEHTIB, IO HAMIMIUIM 10 3aKjiaay, X MOMEpeaHii po3riiii, peecTparliro,
nepenady KEepIiBHHIITBY HA PO3IJISL, Tepenady BHKOHABISM. [licisi BUKOHAHHS JOKYMCHTH
JIOJTy4aroThCs 10 CIPaB.

1.2. JIOKyMeHTH HE3aJIe)KHO BiJl crocoOy ¢ikcamii Ta BiATBOpeHHsS iHpopMaIlii MarTh
MIPOXOJUTH Ta OMPAllbOBYBATUCS y 3aKjiajJli HA €IUHUX OpraHi3aliifHUX Ta MPaBOBUX 3acajax
oprasizariii JOKyMeHTOO0O0Iry.

1.3. [ligpaxyHOK KUTBKOCTI JOKYMEHTIB Yy 3aKiafl 3HIHCHIOETbCS 32 pPEeCTpaliiHUMU
(hopMaMu BX1AHHMX, BHYTPIIIHIX, BUX1JHUX JOKYMEHTIB y MICLSX IX peecTpariii.

2. IIpnitMaHHs1, NepBUHHE ONPALIOBAHHSA TOKYMEHTIB Ta iX NMonepeaHii po3riasi

2.1. Yci 1oKyMeHTH, 10 HAIXOAATh 0 3aKJIaTy, MPUHMAIOTECS 0CO00I0, BiATIOBIIATHHOIO
3a IIJIOBOJACTBO y 3aKJIA/II.

2.2. 'Y pa3i HaAXO/KEHHS JOKYMEHTIB y CKaHOBaHi# hopmi iX iHpopmaIliro po3ApyKoBYIOTh
Ha Marepi i3 MpOCTaBICHHAM Ha BEpXHHOMY MOJ1 TOKyMeHTa Haanucy «OTpUMaHo B €NEKTPOHHIN
dhopmi».

2.3. ®akT HAIXO/KEHHS JOKYMEHTAa J0 3aKjiaay OOOB’SI3KOBO (DIKCYETHCS IUISIXOM
MPOCTABJICHHS HA BXIJHUX JOKYMEHTAaX BIIMITKA TPO HOT0 HAIXO/KEHHS JO 3aKiamy, sKa
MIPOCTABISEThCS BiA PyKH abo 3a JOMOMOTOI0 IITaMIla, aBTOMAaTUYHOTO HyMepaTopa Ha
JUIFOBOMY TIOJI Yy MPaBOMY KYTi HFMDKHBOTO IOJISI TIEPIIOTO apKylla OPHUTiHATY JOKYMEHTA.
EnementamMu 3a3HA4€HOTO pPEKBI3UTY € CKOpOUEHE HalMEHYBAaHHS 3aKIady — OJepKyBaua
JIOKYMEHTa, peecTpaliiiHuil iHaeKc, Aata (y pasi noTpedu — roarHa 1 XBUJIMHM) HAaJIXOKEHHS
JIOKYMEHTA.

2.4. TlepBuHHE OIPAIIOBaHHS JOKYMEHTIB Tepei0adae mepeBipKy MPpaBUIBLHOCTI JOCTaBKU
KOpECTOHACHIII1 Ta ii HiTICHOCTI.

JloxymeHTH, Ha/1iCJIaH1 HE 3a aipecor0, TOBEPTAIOTHCS BIIMPABHUKOBI 0€3 X pO3TIIsIy.

Po3kpuBaroThcs BCi KOHBEPTH, 32 BUHATKOM THX, 110 MatoTh Hankc «OcoOucToy.

2.5.V pa3i BUSABJEHHS BIJICYTHOCTI JOAATKIB, 3a3HAYEHUX Y JOKYMEHTi, a0 OKpeMHX
apKyIliB, a TAKOX MOMMJIOK B O()OPMIJICHHI JIOKYMEHTA, 110 YHEMOXIIUBIIOE HOr0 BUKOHAHHS
(BIACYTHICTh MIANMHCY, BIAOWTKA Te4aTKu, rpuda 3aTBEP/DKEHHS TOINO), JIOKYMEHT HE
peecTpyeThes 1 BIANPAaBHUKOBI HA/ICHIIAE€THCA MHUCHMOBHM 3aUT a00 HOMY HOBITOMIISIETHCS PO
e tenedorom. [Ipu mboMy Ha TOKYMEHT1 pOOHWTHCS BIiANOBIIHA BIAMITKA 13 3a3HAYCHHAM JIaTH
3anuTy (po3MoBH TeiaeOHOM), MOCaaM Ta MPI3BHIIA O0CcOOH, SIKiM 3po0JEHO 3amHT, MIAMUCY,
po3mudpyBaHHS MIAMHACY OCOOH, sIKa 3M1MCHUIIA 3aITHT.

VY pa3i BiicyTHOCTI 200 HEILTICHOCTI BKJIa/IeHb, TIOITKOKEHHS KOHBEPTA, YIAKyBaHHS, 110
NPU3BEIIO JI0 HEMOXXJIMBOCTI TPOYUTAHHS TEKCTYy JOKYMEHTA, CKIAQJA€ThCsl aKT y JBOX
npuMipaukax. OfWH NMPUMIPHUK aKTa HAJICHIIAETHCSA BIAMPABHUKOBI, 1HIIMN — 30epira€Tecs y
3aKJIaal.
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2.6. AnlpecHi ApIUKH PEKOMEHI0OBAaHUX KOHBEPTIB 1 MAKETiB 30€piratoThCs 1 101aI0ThCS 10
JOKYMEHTIB, a TaKO)X KOHBEPTH, KOJH JIMIIE 32 KOHBEPTOM MOKHAa BCTAaHOBUTH aJIpecy
BiJITPaBHUKA, YacC BiJIMIPABJICHHS Ta OJIepP>KaHHS IOKYMEHTa, a00 KOJIM B KOHBEPTI BiJICYTHI OKpeMi
JIOKYMEHTH, 200 BCTAaHOBJICHO HEBIJIMOBIIHICTH HOMEPIB IOKYMEHTIB HOMEpaM, 3a3HAaYCHUM Ha
KOHBEpTI.

2.7. JIOKyMeHTH TiIJIATaI0Th MOMEPEIHFOMY PO3TIISAY Y 3aKJIadl ¥ JeHb X HAJIXO/HKCHHS
a0o B nepuuii HacTynmHUi pobounit IeHb y pa3i HAJIXOJKEHHS 1X MiCIIs 3aKiHYeHH poO0YOoro JHS,
y BUXI1JIHI Ta CBITKOBI HEp0oOOU1 JHI.

JlopydeHHs YCTaHOB BHILIOTO PiBHSI, TEJIErpaMHu, Tele(OHOTPaMU PO3TIIAAI0THCS HeTaiHo.

2.8. MeToro nomnepeHporo PO3TIsay JOKYMEHTIB €:

1) BUOKpEMJICHHSI TaKUX, 10 MOTPEOYIOTh 00O0B’I3KOBOTO PO3IIISY KEPIBHUKOM 3aKiIafy,
HOT0 3aCTYITHUKaMH 200 CTPYKTYPHUMH IT1APO3/iIaMHu;

2) Bi10Ip JOKYMEHTIB, 10 HE MISATA0Th PEECTPAIlil, @ TAKOK TAKUX, IO EPEIAIOTHCS IS
peecTparlii CTpyKTYPHHUM MiApO3/IiJIaM.

2.9. O00B’SI3KOBOMY pO3MJISILy KEPIBHUKOM 3aKiaay MiJUISTaloTh 3aKOHU YKpaiHw,
noctaHoBu BepxoBHoi Pagu Ykpainu, aktu Ta nopydenns IIpesunenrta Ykpainu, aktu KaOinery
MinictpiB Ykpainu, nopydenns [Ipem’ep-minictpa YKpaiHu, HEHTpaIbHUX 1 MICLIEBUX OpPTaHiB
BUKOHABYOI BJIa/IM (J1aJ1i — aKTH OPraHiB JAeP>KaBHOI BJIa/IM Ta JOPYUYEHHS BUIIMX TIOCAI0BUX OCI0),
a TaKOXX 3alMTH 1 3BEPHEHHS HAPOJHUX JEMyTaTiB YKpaiHM Ta JEmyTaTiB MICIEBHUX paf,
kopecnouaeHIliss BepxoBuoi Pamu VYkpainu, Aaminictpamnii Ilpesuaenta Ykpainu, Kabinety
MinictpiB Ykpainu (mani —3anuTd, 3BEpHEHHS, a TaKoX KopecmonjaeHuiss Bepxosnoi Paam
VYkpaian, Anminictpaiii [Ipesuaenta Ykpainu, Kabinety MinicTpiB YKpainu), KOpEeCIIOHISHITIS,
0 HAJIXOAUTh BiJ YCTAaHOB BWIIOTO DiBHS, PIMICHHS OPraHiB MICIIEBOTO CaMOBPSAYBaHHS, a
TaKOX HAWBaXUIMBIII JIOKYMEHTH, SIKI MICTATh 1H(GOpPMAIliI0 3 OCHOBHHMX NHUTaHb JiSUIBHOCTI
3aKIay i MOTpeOyIOTh BUPIIICHHS 0€31M0CePeTHRO KEPIBHUKOM.

[HIII MTOKYMEHTH MepenaroThCs 3aCTYMHUKAM KepiBHHKA a00 CTPYKTYpHHUM MiApO3ijiaM
(BUKOHABIISIM) BIATIOBIHO 10 iX ()YHKII1IOHAJIBHUX O0OB’SI3KIB.

2.10. Ilimx 4Yac mOMEPEeIHBOrO PO3TIAAY JTOKYMEHTIB BPaxOBYHOTHCS IOBHOBAXXCHHS
Cy0’€KTIB pO3MIISIYy KOPECHOHJEHIT, mepeadadeHi y craryTi 3akiany (MOJOKEHHSX Ipo
CTPYKTYpPHI IMiAPO3/iaHu), HaKa3axX MpoO PO3IMOALT 000B’S3KIB MK KEPIBHUKOM 3aKJaay Ta HOro
3aCTYMHUKaMH, MOCAJOBUX 1HCTPYKLISAX, @ TaKOX Kiacu(ikaTop MHUTaHb JISUIBHOCTI 3aKiaiy,
HOMEHKJIaTypa CIPaB, CXEMH MPOXOXKEHHS TOKYMEHTIB.

3. PeecTpanisi 10KkyMeHTiB

3.1. JlokyMeHTH B 3aKjajii PEECTPYIOThCS IIEHTPATi30BAaHO HE3aJEKHO BiJ CHOCOOY iX
CTBOPCHHSI, OJICp)KaHHA YM BIATBOpEHHS. Y 3aKiiaZli MOXE 3aCTOCOBYBATHCS aBTOMAaTH30BaHA
(dopma peecTpallii JOKYMEHTIB 3 BAKOPUCTAHHAM CIIELiaIbHUX KOMIT FOTEPHUX MTPOTrpaMm.

Cnyx00BUH JTOKYMEHT, OTPUMaHUN 3aKjaaJoM a00 CTBOPEHUM HUM, Yy TOMY YHCII IS
BHYTPIIIHBOI'O KOPHCTYBAHHS, BBAXKAETHCS BHECEHUM JI0 JIOKyMEHTaLIHHOTO (OHIY 3aKiamy 3
MOMEHTY HOT0 peecTparii.

3.2. Peectpariist JOKyMEHTIB POBOJAUTHCS 3 METOIO 3a0e3MeUeHHS iX 00Ky, KOHTPOJIIO 32
BUKOHAHHSM 1 OTNIEPAaTUBHUM BUKOPUCTAaHHSIM HAsBHOI B JOKyMEHTaX iH(opmarii 1 momisrae y
BEJICHHI 3aMCy OOJIKOBUX JAaHHUX MPO JOKYMEHT 32 BCTAHOBIJICHOIO 3aKJIaJIOM PEECTPALIHOO
dhopmoro, sikuM (ikcyeTbes pakT CTBOPEHHS, BIAMPABICHHS a00 OIepyKaHHS JOKYMEHTA, IIUISIXOM
MIPOCTABJICHHS HA HBOMY PEECTPALIHHOTO 1HACKCY 3 MOJAJIBIINM 3aIIMCOM y 3a3HaYeHHUX (opmax
HEOOX1THUX BiJIOMOCTEH NP0 JOKYMEHT.

Peectpamii migysraroTe BXigHI, BUXIJHI Ta BHYTPIIIHI JOKYMEHTH (IOBIAKH, JTOMOBIIHI
3aIUCKH, 3a51BH, IPOTOKOJIH 3aCilaHb MEJaroriyHuX paj, KOMICii TOIIo).

[Tix yac peecTparii TOKyMEHTIB y 3aKi1a/i HEOOX1HO TOTPUMYBATHUCS TAKUX BUMOT

1) TOKYMEHTH PEECTPYIOTHCS HE3AIEIKHO BiJl CIIOCOOY 1X TOCTABKH, IIEpeadi 4d CTBOPEHHS;
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2) TOKYMEHTH PEECTPYIOThCS JIHMINE OAMH pa3 (BXiAHI —y J€Hb HAJXOKEHHs abo He
Mi3HINIE HACTYIMHOTO pPOo00YOoro mHA (SKIIO JOKYMEHT HAJIIMIIOB y HepoOouuit dac),
CTBOPIOBAHI — y JICHb MiAMMCAHHS a00 3aTBEPKCHHS);

3) y pasi mepemaui 3apeecTpOBAHOrO JOKYMEHTA 3 OJHOIO CTPYKTYPHOIO IMiIPO3ILTY 10
1HIIIOrO HOBHM peecTpallifHuii 1HAEKC Ha TOKYMEHTI HE MPOCTaBIISIE€THCS;

4) TOKYMEHTH PEECTPYIOTHCS 3a TPyIlaMH 3alie)KHO BiJ Ha3BM BHIy, aBTOpa 1 3MiCTy
JTIOKYMEHTIB.

OKpeMO peeCTPYIOThCA:

6XIOHI 0OKyMenmu;

GUXIOHI OOKyMeHmu;

HaKazu 3 0CHOBHOI JiAIbHOCMI 3aKNA0Y;

HaKazu 3 AOMIHICMPAMUBHO-20CNO0APCLKUX RUMAHb 3AK1A0Y;

HaKa3u 3 KAOpoBUX NUMAHb 3aK1A0Y MUMYACOB020 CHIPOKY 30epizanns;

HAaKa3u 3 KAOPOBUX NUMAHb 3aK1a0y MPUBAN020 CMPOKY 30epicanns;

Haxazu 3 pyxy y4Hie/6UxX06anyie 3axKnaoy;

GHYMPIWHI 00OKyMeHmu (npomokonu, 008i0Ku, 00n08iOHi, NOACHIO8ANbHI 3ANUCKU, 348U
npayieHuKie mouio);

PiuleHHA Ko1e2ianbHux opeanie;

oyxzanmepcovKi 00Kymenmu;

366PHEHHA 2POMAOAH, Y MOMY YUCTL OambKié a00 3aKOHHUX NPEOCMABHUKIG YUHIG;

3anumu Ha nyoaiuny ingopmauiro.

3.3. JIOKyMeHTH, SKi HaJXOATh JIO 3aKJIa1y, PEECTPYIOThCS Y )KypHaJI peecTpalii BXiTHUX
JOKYMEHTIB, Ti, IO BIIMPAaBISAIOTECS, —y JKypHaJi peecTpalii BUXITHHUX JOKYMEHTIB,
BHYTPIIIIHI — y XypHaJIi peecTpallii BHYTPIIIHIX JOKYMEHTIB, HaKa3H — y JKypHaJIaX peecTpartii
HakasiB. 3BEpHEHHS 'POMaJISH Ta 3alUTU Ha MyOJIIYHY 1H(OpPMaLIiIO0 — y BIANOBIIHUX KypHaJIax.

He mipnsiratoTs peecTpaliii JOKYMEHTH, 3a3Ha4eHi y 0odamkKy 14 i€l [HcTpykiii.

3.4.Tlin gac peectpamii JTOKYMEHTa HAIA€ThCS YMOBHE IMdpoBe (IiTepHO-TIHPPOBE)
MO3HAYEHHS — peECTpalliiHuid 1HJIeKc. EjgeMeHTaMu peecTpamiifHOro 1HACKCY € TOPSIKOBUI
HOMEp JIOKyMEHTa Yy MeXaxX TpYIH JOKYMEHTIB, IO PEECTPYIOTHCS, SKHH JIOTIOBHIOETHCS
1HIEeKCaMH, IO 3aCTOCOBYIOTHCSA VY 3aKkjaji, 30KpeMa iHAEKCaMH 3a HOMEHKJIATypoOIO CIIpasB,
CTPYKTYPHOTO MiAPO3JLTY TOIIO.

Jlist BXiTHUX TOKYMEHTIB PEeCTpalliiHUN 1HAEKC CKIAJA€ThCs 3 MOPSIAKOBOrO HOMEpa Ta
IHIEKCY 3a HOMEHKJIATypOIO ChpaB a0o0 IHIIOTO 1HAEKCY, IO 3aCTOCOBYETHCSA Yy 3aKJal,
Hanpuknan: 123/01-12, ne 123 - mopsaakosuii Homep, 01-12 - inaexc cnpaBu 3a HOMEHKIATYPOIO.

VYV BUXIZHOTO JOKYMEHTa pEECTpalliifHMI 1HJIEKC MOXE PO3MILIYBaTUCh y 3BOPOTHII
MOCITITOBHOCTI — 1HAEKC 32 HOMEHKJIATYporo cripaB (y pasi moTpebu MoxKe 3a3HA4YaTHUCA TaKOX
IHITUH 1HJEKC, 10 3aCTOCOBYETHCS y 3aKJIajll) Ta MOPSAKOBUN HOMep, Hanpukian: 02-10/457, ne
02-10 - inaexc cupaBu 32 HOMEHKJIATYPOIO, 457 - TOPSAKOBUI HOMED.

PeecTpaniiinuii iHAeKC po3NOPSAIUYUX JOKYMEHTIB Ta IEIKUX BHYTPILIHIX TOKYMEHTIB (aKTH,
MIPOTOKOJIU, IOTOBOPH TOLI0) CKJIAAAETHCS 3 MOPAIKOBOIO HOMEpPA y MEKaxX POKY.

3 METOI0 PO3PI3HEHHS I'PYI HaKa31B 3 KaJIPOBUX MUTaHb (0COOOBOTO CKIIATy) KOKHOTO BUAY
70 TOPSAKOBOTO HOMEpa MOXE [JOJaBaTUCS JITEpHUH 1HAEKC. Micue po3TalryBaHHS
peeCTpaIiiHOro 1HACKCY Ha TOKYMEHTI 3aJIKUTh B1Jl BUIY OJIaHKa Ta BUAY JOKYMEHTA.

VY BHYTpIIIHIX CIIY’)K00BUX TOKYMEHTax (3asBax, JOIMOBIIHUX 1 MOSICHIOBAJIBHUX 3alUCKaX
TOI10), 0hOPMIICHHX HE Ha OJIAHKY, ATy MPOCTABIIAIOTH JIIBOPYY BiJ] 0COOMCTOrO ITiIMKUCY aBTOpa
JOKYMEHTA.

V pa3si 3actocyBanHs iH(pOpMaIIfHUX (aBTOMaTH30BaHMX ) CUCTEM OpTaHi3allii 1IJI0BOICTBA
JIOITYCTUMO TPOCTABIIATH JaTy peecTpaiii JOKyMeHTa y ckiafi mTpux-koay abo QR-koay, mo
CTBOPIOETHLCS 3aC00aMH 11i€1 cUCTEMH, 3TiHO 3 TocTaHoBOK Kabinety MiHicTpiB YKpaiHu.

HITpux-KOA MPOCTABIAIOTh Y IIEHTP1 HIXKHBOTO TOJIS MEPIO] CTOPIHKH T0KyMeHTa, QR-kox
(21 MM %X 21 MM) — y HIDKHBOMY JIIBOMY KYTi MEPIIOi CTOPIHKH JIOKYMEHTA.
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3.5. ¥V 3aknazi 3acTOCOBYEThCS KypHaiIbHa hopma peectpaiiii (10 600 JOKYMEHTIB Ha PIK).
[IpumipHi Gopmu >XKypHaliB HaBeleHl Yy dodamkax 15-17. ®opMy peecTpauiifHOro >KypHaity
HaKa3iB 3aKJIaAy HaBeJCHO Y 0odamky 18.

3.6. Y pa3i BusBieHHs (aKTIB HACUILCTBA YIIOBHOBAXKEHA IMOCAI0BA 0co0a 3akiany Gikcye
HeoOXigHy iH(opMalliio B )KypHali peectpaiii (akTiB BUSABICHHS (3BEPHEHHS) NMPO BUMHEHHS
JIOMAIITHHOTO HACHJIBCTBA Ta HACHJIBCTBA 32 O3HAKOIO CTaTI (3aKJIaly OCBITH) 32 (POPMOIO 3TiTHO 3
oooamkom 19.

4. Opranizauisi nepegayi 10KyMeHTIB Ta IX BUKOHAHHS

4.1. 3apeecTpoBaHi JOKyMEHTH NEPEIAIOThCS Ha PO3TJIIs KEPIBHULITBA 3aKIaay B JCHB iX
HaJIXOJKEHHS 200 HACTYITHOTO pOO0YOTO JTHA y pa3l HAJAXOKCHHSI JOKYMEHTIB Y HEpOOOUHnii Jac.
Tenerpamu, TenegoHOrpaMu Ta iHII TEPMiHOBI JOKYMEHTH IEPEIAI0THCS HETaiHO.

4.2. JIOKyMEHTH, PO3TIITHYTI KEPIBHUIITBOM 3aKJIaIy, IIOBEPTAIOTHCS 3 PE3OJIOIEI0 1010
iX BHMKOHAHHS BIJNOBIJANBHIA 0CO01 3a OpraHizamilo AiJTOBOJICTBA 3aKiady, sKa 3IIHCHIOE
nepeaady J0KYMEHTIB Ha BUKOHAHHS.

JIOKyMEHT, BUKOHAaHHS $IKOTO JOPYY4EHO KUTBKOM o0co0aM, Moke OyTH mepenaHuii
BUKOHABIISIM Y TTOPSAKY BU3HAUCHHS 1X Y PE30JTIOIiT a00 OTHOYACHO Y BUTJISII KOITii 3 TIepeaayueto
OpHTiHATY TOJIOBHOMY BHKOHABIIIO, BA3HAYEHOMY B PE30JIIOLi1T TIEPIINM.

4.3. ®akT mepenayi JOKYMEHTIB BHKOHABISIM  (PIKCYETBCSA MIISAXOM TPOCTABICHHS
BIZITIOBITHOT BIIMITKY B peecTpalliifHiil hopmi i3 3a3HaUeHHAM iHpOpMaIlii Tpo BUKOHABIIIB, SIKUM
nepeIaHo OPHTiHA TOKYMEHTA Ta WOTO KOITii.

4.4.3a BUKOHAHHS JOKYMEHTa BIJIIOBIAIOTh OCOOM, 3a3HAYCHI y HaKa3i, Pe30JIOIii
KepiBHHKA 3aKJIay, Ta NPaLliBHUKH, SKUM 0€3M0CepeTHbO T0PYyUYEeHO BUKOHAHHS.

["ooBHMIA BUKOHABEIh OPraHi30Bye POOOTY CITIBBHKOHABIIIB, 30KpEMa BHU3HAYA€ CTPOKU
MOJIAaHHSI HUMU MPOIO3UIIIH, HOPSII0K MiIrOTOBKH, TIOTOPKEHHS IPOEKTY JOKYMEHTA.

CriBBHKOHABIII BiJNOBIJAIOTh 32 MiATOTOBKY Ha HAJIEKHOMY PiBHI Ta CBO€YACHE MOJAHHS
TOJOBHOMY BHUKOHABLIO MPONO3MLIA. Y pa3i HECBOEYACHOTO TMOAAHHSA MPOMO3ULIN
CHIBBUKOHABIISIMHU T'OJIOBHUH BUKOHABEIh IHPOPMYE IPO 11€ KePiBHHUKA, IKUI Ha/1aB JTOPYUCHHS.

4.5. BukoHaHHS JOKyMEHTa Tmepen0Oadae 30upaHHS Ta OIpalloBaHHA HEOOXiqHOT
iHpopmarii, MATOTOBKY IPOEKTY BIAIMOBiMI Ha JOKYMEHT YW HOBOTO JOKYMEHTa, HOTO
oopMIIeHHs, y3roJKEeHHS, IOJaHH Ul MiANUCaHHs (3aTBEPIKECHHS) KEPIBHUKOBI 3aKiIany, y
NEeSKUX BUINAAKaX — CTPYKTYPHOTO MIAPO3JUTY, a TakoX Yy pas3l HoTpeOu — MiATOTOBKY ISt
NIEpEeCUIIaHHs aapecary.

4.6. [lpamiBHUK, BIANOBIMaNbHUI 32 BUKOHAHHS JIOKYMEHTa, y pa3l BIAIYCTKH,
BIJIpSIIPKEHHS, 3BUIBHEHHSI 3000B’s3aHUI TMepeaTH 1HIIOMY MpalliBHUKOBI 32 MOTOKEHHSIM 31
CBOIM Oe3mnocepe/IHIM KepIBHUKOM yCl HEBUKOHAH1 JIOKYMEHTH.

5. Opranizanisi KOHTPOJIIO 32 BUKOHAHHAM JI0KYMEHTIB

5.1. KoHTponhb 3a BHKOHAHHSIM JIOKYMCHTIB 3JIHCHIOETBCS 3 METOK 3a0e3MeUYCHHS
CBOEYACHOTO Ta HAJIG)KHOTO iX BUKOHAHHSI.

OO0O0B’SI3KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aBJaHb, NepeA0adeHHX B aKTaX OpraHiB
JIepKaBHOT BIIQJM Ta MOPYYCHHSX BHUIIMX IMOCATOBHX OCi0, Ha/JaHHS BIINOBIJCH Ha 3amuTH,
3BEpHEHHS, a TAKOX Ha KopecnoHeHmito Bepxosuoi Paau Ykpainu, Anminictpanii [lpesnaenra
Vkpaian, Ka6inery MinicTpiB Ykpainu, Haka3u Ta HOPYYCHHS KEPIBHHUIITBA 3aKJIay, PillICHHS
KOJIETialIbHOTO OpraHy 3aKJiajy, 3aliTH Ha MyOIiuHy iH(QopMaIriro.

5.2. Oprani3aniro KOHTPOJIIO 32 BUKOHAHHSM BHU3HAYCHHMX 3aBJIaHb 3aCTYITHUK KEpiBHHUKA
3aKJ1a]ly BiIMTOBIIHO J0 PO3MOILTY 000B’sI3KIB.

besnocepenHiii  KOHTPOJIb 3a BHUKOHAHHSAM JIOKYMCHTIB TIOKJIAAEThCs Ha 0Co0y,
BIZIMIOBiJaJIbHY 3@ OpPraHi3allilo A1IOBOACTBA y 3aKIIaIi.
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VY CTpPYKTYpHHMX Migpo3finax Oe3nocepeaHiii KOHTPOJIb 3a BHUKOHAHHAM JIOKYMEHTIB
3I1MCHIOE 0c00a, BIAIOBITaILHA 33 IIJIOBOACTBO.

5.3. TumoBi CTPOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMATHBHO-TIPABOBHUMH
aKTaMH, a IHAMBIAyaabHI — HAKa30M 3aKjaay abo pe3osToIiero KepiBHUKA 3aKIaay (CTPYKTYpPHOTO
MiPO3ILTY).

5.4. CTpoku BUKOHAHHS BHYTPILIHIX TOKYMEHTIB OOUMCIIOIOTHCA Yy KaJeHAApHUX THSX,
MIOYMHAIOYY 3 JIaTH MiNUCAaHHS (peecTpallii), a BXITHUX — 3 JaTH HAJIXODKEHHS (peecTpariii).

SKImo ocTaHHIN JeHb CTPOKY BHKOHAHHS JTOKYMEHTA TPUITAJa€ Ha HEPOOOUHMH JCHB,
OCTaHHIM JHEM CTPOKY BHUKOHAHHS JOKYMEHTa BBAaXKA€ThCS MEPIIUH pOOOYM JEHb Micis
HepoOOYOro THS.

5.5. JIokyMeHT, B SIKOMY HE 3a3HAUY€HO CTPOK BUKOHAHHS, NOBUHEH OYTH BUKOHAHUU HE
mizHime HiXx 3a 30 KaJleHIapHUX JHIB 3 MOMEHTY HOTO peecTpallii y 3aKiaii, 10 SKOro HaIHIIOB
JTIOKYMEHT.

3aB/1aHHS, BU3HAUCHE Y CITY’)KOOBOMY JIOKYMEHTI, BAKOHYETHCS Y BCTAHOBJICHUH CTPOK.

Sxmo 3aBmaHHS MOTPeOye TEPMIHOBOTO BHKOHAHHS, OOOB’S3KOBO 3a3HAYAETHCS
KOHKPETHHH KIHIICBUI CTPOK BUKOHAHHS.

5.6. CiiBBUKOHABIII 3000B’s13aH1 TOJaBaTH MPOIO3HIIIi TOJIOBHOMY BUKOHABITIO MPOTATOM
MEPIIOi IOJIOBUHU CTPOKY, BiJIBEJICHOTO /U BUKOHAHHS JIOPYUYCHHS, 3aBJJaHHS.

5.7. InpuBimyanbHUN CTPOK BHUKOHAHHS JOKYMEHTa MOXe OyTH 3MIHCHHH JuIle 3a
BKa31BKOIO MOCAJI0BOI 0COOM, sika MOTO BCTAHOBUJIA, a Y pasil il BIACYTHOCTI — MOCaI0BO1 0CO0H,
sKa 11 3amimae.

VY pa3i noTpebu CTpOK BUKOHAHHS JOKYMEHTa MOKe OyTH IPOJOBKEHO 332 OOIPYHTOBAHUM
MIPOXaHHIM BUKOHABIIS, K€ TOJAEThCS HE TMI3HINIE HDK 32 TpU poOOYMX AHI 0 3aKiHYCHHS
BCTAQHOBJICHOTO CTPOKY, a IIOJO0 JIOKYMEHTa, B SKOMY HE 3a3HAYCHO CTPOK, — IO 3aKiHYCHHS
TPUILATUACHHOTO CTPOKY BiJl JaTH MOTO peecTpartii.

V pasi 3MiHM CTPOKIB BUKOHAHHS IIPOCTABIISIOTHCSI HOBUHM CTPOK, AaTa 1 mianuc. BiamnosigHi
3MIHU BHOCSATBCS JI0 PEECTPALliHUX TOKYMEHTIB.

5.8. B3aTTS JOKyMEHTa Ha KOHTPOJb 3JIHCHIOETHCS HA IMIJCTaBi PE30JIIONii KepiBHUKA
3aKiany abo HOro 3aCTYMHUKIB.

BinmiTka po KOHTPOJIh O3HAYAE, 0 JOKYMEHT Y3ITO Ha KOHTPOJIb I 3a0€31eYeHHs HOTO
BUKOHAHHS B YCTAHOBJICHUN TEPMiH.

BinMiTKy mpo KOHTpOJIb MO3HAYal0Th BEIUKOIO JiTeporo «K» um cinoBom «KoHTpob»
(pykonucHO ab0 3 BUKOPHCTAHHSIM IITaMIIa) Ha JIBOMY IOJIi MEPIIOro apKylla JOKYMEHTa Ha
PIBHI 3aroJIoBKa JI0 TEKCTY.

5.9. Ilicnst BUKOHAHHS TOKYMEHT 3HIMA€ETHCS 3 KOHTPONIO. 3HATH JTOKYMEHT 3 KOHTPOJIIO
MOXe€ TUTBKH KEpIBHUK 3aKiaJy, HOTO 3aCTYIHHKH, SIKi BCTAHOBWJIM KOHTPOJBHHUH CTPOK Yy
Pe30ITIOTII1.

BukoHaHi TOKYMEHTH MOJAIOTHCS HA MIANMUC KEPIBHULTBA HE MEHII K 3a OIUH JICHb 10
3aKiHUEHHSI CTPOKY 1X BHKOHAHHS 3 METOIO 3QJIMIICHHS MEBHOTO Yacy Ha iX JOOIpAaIIOBaHHA 32
pILIEHHSM KEPiBHUIITBA.

5.10. [ndpopmanis mTpo pe3ynbTaTH BHUKOHAHHA B3STHX Ha KOHTPOJb JIOKYMEHTIB
y3araJbHIOETHCSI CTAHOM Ha TIEpIIe YUCIO KOXKHOTO MICSIIS 1 TIOJAETHCS KEPIBHUITBY 3aKJIANy Yy
BUTJISAJII 3BEJICHb IPO BUKOHAHHSI IOKYMEHTIB 32 BU3HAYCHOIO Y 3aKiaii Gopmoro.

6. Ilopsanoxk onpanBaHHs Ta HAACUJIAHHSA BUXIJITHUX JOKYMEHTIB

6.1. BuxigHi JOKYMEHTH HAJCHIIAIOTBCS aJipecaTaM 3 BUKOPHCTAHHSIM 3ac00iB IMOIITOBOTO
3B’SI3KY, €JIEKTPO3B’SA3KY, a TAKOXK JIOCTABJISIOTHCS Kyp €PChKOIO, (helIb’ ErepChKOI0 CIIYKOaMH.

OnpamroBaHHS JOKYMEHTIB ISl BIJMIPABJICHHS TIOIITOBUM 3B’SI3KOM  3IiHCHIOETHCS
BIJIMOBIIAJILHOIO 0COOOF0 3aKiaay BiamoBiaHO 10 [IpaBui HamaHHS MOCIYT TOIITOBOTO 3B’ S3KY,


https://zakon.rada.gov.ua/laws/show/ru/270-2009-%D0%BF#n11
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3aTBep KeHUX nmoctaHoBoro Kabinety MinictpiB Ykpainu Bix 05 6epesnsa 2009 poxy Ne 270 (i3
3MiHAMH).

6.2. BuxigHi JIOKYMEHTH OIPallbOBYIOTHCS 1 HAJICHJIAIOTBCS Y JE€Hb 1X HAJIXOJDKEHHS BiJl
BHKOHABIIIB a00 HE Mi3HilIe HACTyMHOro pobodoro mHs. He momyckaerbcs HajmcumaHHs abo
nepeaayda JJOKyMEeHTIB 0e3 X BUX1IHOI peecTpartii.

6.3. JlIokyMeHTH, 10 HAJCHUIAIOTHCA OJHOYACHO OJHOMY i TOMY CaMOMY aJpecaToBi,
BKJIQIal0THCS B O/IMH KOHBEPT (yrnakyBaHHs). Ha KoHBepTi 3a3HavaeThCs ajpeca, 3a HeOOX1THOCTI
MIPOCTABIISIIOTHCS PEECTPAIlifHI 1HAEKCH BC1X IOKYMEHTIB, SIK1 MICTATBCS Y KOHBEPTI.

JIOKyMEHTH, 110 JOCTaBIAIOTHCS (elib’ €repehKOIo Cy)0010, IepeaatoThCs aipecaram mij
MIIMTAC Y BIATIOBIAHIN KHM3I.

IV. CUCTEMATHU3ALIA TA 3BEPI'AHHA JOKYMEHTIB Y AIJIOBOJACTBI
1. CkiaiaHHS HOMEHKJIATYpH CIIPaB

1.1. HomenknaTypa crpaB HpU3HA4Y€HA JUI BCTAHOBJICHHSA Y 3aKJali €IHHOTO TOPSIKY
(dbopMyBaHHS crOpaB He3alexXHO Big Qopmu Hociga iHMopmarii, 3a0e3nedeHHs iX OOMIKY,
OTIEPATUBHOTO MOIIYKY JJOKYMEHTIB 32 iX 3MICTOM 1 BUJIOM, BU3HAYEHHS CTPOKIB 30€piraHHs CripaB
1 € OCHOBOIO JIJI51 CKJIa/IaHHS OIMCIB CIIPaB MOCTIMHOTO Ta TpuBasioro (monay 10 pokiB) 30epiranus,
a TakoX AJis 00JIKy cripaB TUMUYacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHsl.

1.2. HomeHnkiaTypa crpaB 3akiiaay (3BeZieHa HOMEHKIIATypa) CKJIa1a€ThCs BIATOBITAIBHOIO
0co0o1o0 (ocobamn).

1.3. Ilix yac ckiajaHHS HOMEHKJIATYpU CIpaB 3aKiaJy BUKOPUCTOBYETbCS CTPYKTYPHUI
a60 (yHKIIOHAJIBHUM NPUHIMM i1 TOOYAOBH.

CTpyKTypHHIA IPUHIUIT BUKOPUCTOBYETHCS B Pa3i YITKO BCTAHOBIICHOI CTPYKTYPH 3aKiIay.
Pozninamu B Takiii HOMEHKJIATYp1 CIIpaB € HAHMEHYBAaHHS CTPYKTYPHUX MiAPO3ALTIB.

VY pasi po3noaiy OCHOBHUX (DYHKIIIH (HampsMiB TisSUIbHOCTI) y 6€3CTPYKTYpHOMY 3aKiiaji
MDXK 11 IpaliBHUKaMU BUKOPHUCTOBYETHCS (DYHKIIOHATIBHUN MPUHLUI MOOYI0BH HOMEHKIATYpU
cipas. Po3ainu 1 mipo3 i HOMEHKIIATypH CIIpaB 3aKiajy, MoOy10BaHOI 32 TAKMM MPUHILIUIIOM,
B1J100paxaroTh ii PyHKIIT Ta HAMPSAMU TISTIBHOCTI 1 PO3MIIIYIOTHCSI Y HOMEHKJIATYp1 3a CTYHEHIMHU
X BayKJIMBOCTI (OpraHizailis poOOTH, INIaHyBaHHsI, (JiHAHCYBAHHS, IPOTHO3YBAaHHS TOIIIO).

VY pa3i BUpOOHUYOI MOTPEOM MOXKIMBE TOETHAHHS CTPYKTYPHOTO Ta (DYHKIIIOHAJIBHOTO
MIPUHIIUITIB MOOYA0BH HOMEHKJIATYPHU CITPAB.

1.4.Tlix yac po3poOJIeHHs HOMEHKJIATypH CIpaB 3aKiIajJy BUKOPHUCTOBYIOTHCS CTaTyT
3aKyady, TMOJIOKEHHS Hpo i CTPYKTYpHI MiAPO3MINM; IITaTHI PO3MMCH; THIOBI ab0 MpUMIipHIi
HOMEHKJIATYpH CIIpaB; HOMEHKJATypH Ta OIKUCH CIIpaB 3a MHUHYJI POKH; KilacudikaTopu
JIOKYMEHTIB 1 KOPECIIOHJICHTIB; PeeCTPalliifHO-00IKOBI Ta KOHTPOJIbHI KapTOTEKH; THIIOBHH Ta
rajgy3eBl TEepeliku BHUAIB JOKYMEHTIB 13 3a3HAYCHHSIM CTPOKIB iX 30epiraHHs, a TaKOX
ypaxoBYIOTHCS 3aBIAaHHS 3aKJIay HAa HACTYITHUH PiK.

1.5. HomeHkiatypa cmpaB CTPYKTYpHOTO MiApo3nily (OKpeMoi IocamoBoi 0coOu)
po3po0isieThesi HE Mmi3HimE 15 nucTomaza MOTOYHOTO POKY, MiAMHUCYETHCS KEPiBHUKOM
CTPYKTYPHOTO MiApo3auTy (ITOCaZoBOK OCO00I0) Ta BI3YEThCS IOCAIOBOIO OCO00I0 3aKiamy,
BIJITIOB1TAJIEHOIO 32 apXiB.

1.6. Y HoMmeHKmaTypi cmpaB mepeadadaloThCs 3arojOBKM CHpaB Uil TPYyITyBaHHS
JIOKYMEHTIB, 1110 BiIOMBAIOTh yCi JOKYMEHTOBAHI JUISHKH 1 MUTaHHS JISIIBHOCTI 3aKiIafy.

1.7. Jlo HOMEHKJIATypH CIIPaB BKJIIOYAIOTHCS, SK IMPABUIIO, OPUTIHAIHM TOKYMEHTIB. 3a
pimennsm EK 3akmany A0 HOMEHKIATypH CHpaB MOXYTh BKJIIIOYATHCS KO THPa)KOBaHUX
JOKYMEHTIB, II[0 HAKOMHYYIOTbCS B CTPYKTYPHHX IMiIpo3aidax (po3mopsadi JTOKYMEHTH,
MOJIOKEHHS PO CTPYKTYPHI MiIPO3 /1IN, IIOCAI0B] IHCTPYKIIT TOIIIO).
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1.8. Jlo HOMEHKJIaTypH CIIpaB HE BKJIIOYAIOTHCS JIPYKOBaHI BUJAHHS, TOBIIHUKU (Y TOMY
yucii TenedoHH1), Or0JeTeHl, pedepaTuBHI XKypHaJH, eKcrpec-iHhopmaris.

1.9. Homenknatypa crpaB 3akianay (3BeleHa) CKIamaeThes 3a yHipikoBaHOWO (opmoto,
HaBeJICHOK Y 0odamky 20.

1.10. Homenknartypy crpas 3akyiagy o(OpMIIIOIOTH TakK, sIK BA3HAUEHO JaJli.

['pacba 1 micTuTh iHPOpPMAILIiFO PO 1HAEKC TOKYMEHTA, KU Bi1oOpaXkae HOMEp PO3ILITY Ta
MOPSAKOBUN HOMED JOKYMEHTA Y PO3ALIL.

V¥ rpadi 2 3a3HaUa€THCS Ha3Ba 3arojIoBKa cpaBH. He 103BOISETHCS BYKMBAHHS B 3ar0JIOBKaX
CIIpaB HEKOHKpETHUX (opMmymioBaHb («Marepianm», «3arajibHE JUCTYBAaHHS», «BXiTHA
KOPECTIOHCHITIS», «BUXITHA KOPECTIOHICHIIIS», «(iHAHCOBA JTOKYMEHTAIlIS» TOIIO), a TaKOX
BCTaBHUX CIIiB 1 CKJIQJITHUX CHHTAKCUYHUX 3BOPOTIB.

3aroJI0BOK CIpaBH CKIIAJAETHCS 3 €JIEMEHTIB, IO PO3MINIYIOTHCSA Y TaKiil MOCIIiIOBHOCTI:
Ha3Ba BUAY CIIpaBU (JIUCTYyBaHHS, )KypHaJ, KHUATA TOIIO) YU BUIY JOKYMEHTIB y CIIpaBi (HaKa3w,
MIPOTOKOJIU, aKTH TOIIO); aBTOP JOKYMEHTIB (HaiMEHYBaHHS 3aKJIaly, CTPYKTYPHOTO IiIPO3ILTY);
KopecToHAeHT a00 asipecaT (HalilMeHyBaHHSI yCTAaHOBH, JI0 SIKOT apecoBaHi a0 BiJl IKOi HAIIATILTN
JIOKYMEHTH); CTUCIIUI 3MICT JJOKYMEHTIB CIIpaBH (ITUTaHHS, 3 SKOTO (POPMYETHCS CIipaBa); Ha3Ba
perioHy (TepuTopii), 3 SKUM IOB’SI3aHUN 3MICT JOKYMEHTa; nata (mepiof), A0 SKOI HalIeXaTb
JIOKYMEHTH CIIPAaBH; BKa31BKM HA HASBHICTh KO JOKYMEHTIB y crpaBi (y pa3i moTpeon).

Sxmo cmpaBa CKIAMAEThCS 3 PI3HUX 32 BHJAMH JOKYMEHTIB, IIOB’SI3aHUX OJHHUM
KOHKPETHHM MHUTAHHAM Ta TOCIIIOBHICTIO BEACHHS J1IOBOACTBA (CY0BI, CJIi/T4i, 0COOOBI TOIIIO),
BXKHMBAIOTh TEPMIH «CIIpaBa», Hampukian: «Ocoboea cnpasa Ileanuenka Bonooumupa
Mukonaiioguuay.

VY 3arojoBkax cmpaB, IO MICTATh JOKYMEHTH 3 OJHOIO TUTaHHS, HE IIOB’sI3aHi
MOCIIJOBHICTIO BEJEHHS MPOLEIYp MIIOBOACTBA, BKHBAETHCA TEPMIH «IOKYMEHTH», a MICHS
HBOTO B JYXKaX 3a3HAYalOThCS OCHOBHI BHIW JTOKYMEHTIB CIPaBH, HAMpukKiad: «/Joxymenmu
(nnanu-zpaghiku, ankemu, 006i0OKU MOuy0) NPO NPOBEOCHHA 027140y CMAHY 0i10600CcmEa ma
apxienoi cnpasu y 3aKknadi». TepMiH «TOKyMEHTH» BXKHUBAETHCS TAKOXK Y 3aT0JIOBKAX CIIPaB, 110
MICTATh JOKYMEHTHU — IOJATKH 710 OYyAb-IKOTO HOPMAaTHBHO-IIPABOBOTO aKTa 200 HaKa3y 3aKiamy.
VY Takomy pasi BHIOBMM CKJIaJ JOKYMEHTIB HE 3a3HAu4al0Th, HaNpukKiIan: «JloKyMeHTH a0
MIPOTOKOJIIB 3aCiIaHb MEAAroriyHoOl paju 3aKiIagy».

Y 3aronoBkax ChpaB, NPU3HAYCHUX [UIS TPYIYBaHHA JOKYMEHTIB OJHOTO BHUY,
3a3HAYAIOTHCS BUJ JOKYMEHTA Y MHOKHHI Ta aBTOP IOKyMEHTIB, Hanpukiaa: «Haka3u 3 oCHOBHOT
TISITBHOCTI 3aKJIaIy».

VY 3arojoBkax CIpaB, [0 MICTATh JUCTYBaHHs, 3a3HAYAIOTHCS KOPECTIOHICHT 1 CTHCIUIN
3MICT JIOKYMEHTIB, Hamnpukian: «/Iucmyeannsa 3 ynpaeninuam (8i00inom) oceimu npo

».

VY 3arosoBkax cmpas, IO MICTATh JIMCTYBaHHS 3 KOPECIOHAECHTAMH, OJHOPITHUMH 3a
XapaKTepOM JisSTIbHOCTI, TaKi KOPECTIOHIEHTH HE MEPeNiuyloThCs, a 3a3HAYA€ThCA X y3araJibHEHe
HallMEHYBaHHS, HaTPUKIIAI; «/lucmyeanns i3 3ACHOBHUKOM 3 numans

».

VY 3aronoBkax cmpaB, MO0 MICTITh JUCTYBaHHS 3 PI3HUMH KOPECIIOHJAEHTAMH, TaKl
KOPECIIOHJICHTH HE 3a3HA4YaroThCs, HANPUKIAJT: «JIMCTyBaHHS MpO OpraHizaiiio MiJABUIICHHS
(haxoBoi kBasiikaii megaroriyHuX MPaIiBHUKIB 3aKJIATY».

VY 3arosioBkax crpaB, IO MICTATh IUIAHOBO-3BITHY JIOKYMEHTAIII0, 3a3HAYAETHCS MEPioA
(Mmicsamb, KBapTaj, MiBpivds, pik), B SKOMY IUIAHYETHCS CTBOPEHHS JIOKYMEHTIB, abo mepion iX
(hakTUYHOTO BUKOHAHHS, HANpUKIaL: «Piunuit nnan pooomu 3axnady na 2022/2023 u.p.».

[lin wac po3MilIeHHsS 3arojiOBKIB CHpaB y HOMEHKIATYpi BPaxOBYIOTHCS BaXKJIMBICTh
JIOKYMEHTIB, BKIIFOUEHUX JI0 CIIPaBH, X B3a€MO3B’s30K. Ha modaTky po3MIIIyIOThCS 3ar0JIOBKU
CITpaB 11010 JOKYMEHTIB, SIK1 HaAIMIILIN B/l OPTaHiB BUIIOTO PiBHSA, Jajli — 00 OpraHi3amiiHo-
PO3MOPSAIIOT TOKYMEHTALT 3aKiIaLy, JIMCTYBAaHHS TOLIO. Y KOXKHIHM 3 IUX TPYII JOKYMEHTH TaKOX
PO3MIIIYIOTHCS 3 ypaXyBaHHSIM BaXKIMBOCTI Ta CTPOKIB 30epiraHHsl.
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BkasiBky Ha HasgBHICTb KOMNiM JOKYMEHTIB Yy CIpaBi pO3TAalIOBYIOTh MICJs 3arojioBKa,
Hanpuknan: «Hakazu 3 ocnoenoi dianvrnocmi 3axknady 3a 2022 pik (konii)».

I'padha 3 HOMEHKIATYpH 3aMOBHIOETHCS HAMPHUKIHIN KaJeHAApHOTO POKY, KOJH BijoMma
KUTBKICTBh C(HOPMOBAHUX TOMIB, YACTUH CIIPABH.

VY rpadi 4 HOMEHKJIATYpU 3a3HAYAIOThCS CTPOKMU 30epiraHHs CIIpaB, HOMEPH CTaTel 3a
TUNOBUMHM (TaJly3€BUMHU) NeEpeslikaMH JOKYMEHTIB 13 3a3HAueHHSIM CTpPOKIB iX 30epiraHus,
TUIMOBUMH 1 IPUMIPHUMHU HOMEHKJIATypaMH CIIPaB.

JlomycKa€eThCs OCHIIaHHS Ha PsiJl CTaTel MEPENTiKy JOKYMEHTIB 13 3a3HaUYE€HHSAM CTPOKIB iX
30epiranns (y TOMY YHCII Pi3HUX MEPENTIKiB, SKIIO 3aCTOCOBYIOTHCS THUIOBUH 1 ramy3eBuil). [Ipu
IbOMY CTPOK 30€piraHHs 3a3Ha4a€ThCsl BIIMOBITHO IO CTATTI, 1[0 BCTAHOBIIOE HAMOUTBIITUN CTPOK
30epiranHs.

Jns  1OKyMeHTIB, He TepedadyeHuX MII0YMMH TIepeslikaMu, CTPOKH 30epiraHHs
BHU3HAUYAIOTHCA Ha TijcTaBi ix BuBYeHHs EK 3akmnany.

Hns crpaB, chOpMOBaHUX 13 THPAKOBAHUX KOMIN JTOKYMEHTIB, BCTAHOBITFOETHCS CTPOK
30epiranss «Jloku He MuHe oTpeday» He3aIekKHO Bijl CTPOKY 30€epiraHHs OpUTriHAJIIB TOKYMEHTIB
(y TomMy 4uchi 1 Ui TOKYMEHTIB MOCTIHHOTO CTPOKY 30epiraHHs) 0e3 IMOCHJIaHHS Ha CTAaTTHO
BIZITIOBITHOTO TIEpeITiKy JOKYMEHTIB 13 3a3HaUY€HHSIM CTPOKIB iX 30epiraHHsl.

Ctpok 30epiranns cmpaBu «Jlis cay>KO0OBOTO KOPUCTYBaHHS» HE BCTAHOBIIOETHCS, a Y
BIZIMOBIIHIH rpadi HOMEHKIATYpH CIIPaB MPOCTaBIAEThCA Mo3Hauka «EK» (excrepTHa KoMicis).

Y rpadi 5 «lIpumiTka» poOJIATHCS MO3HAYKH TPO TMEPEXiTHI CIpaBH; MPO CIpPaBH, IO
BEyThCS B EJICKTPOHHIN (opMi; MPO MOCATOBUX OCIO, BIAMOBITATBHUX 32 (DOPMYBaHHS CIIPAB;
Mpo mepeady cipas J0 apXiBy 3aKJIay UM 1HIIUX YCTaHOB AJIS iX MPOJIOBKEHHS TOIIIO.

1.11. Homenknatypa cmopaB 3akiaay MiIOUCYeEThCs 0C00010, BIAMOBINATBHOIO 32
opraHizarlito JUIOBOJCTBA Y 3aKJIai, BI3YETHCS TIOCAI0BOIO 0CO00I0, BIATOBITAIBHOIO 32 apXiB, Ta
cxBamoeThea EK 3akimany.

1.12. HomeHnkiaTypa crpaB 3akiaay Mijsarae MOTOKCHHIO 3 BIAMOBIIHUM JEpPKaBHUM
apxiBoM (mns 3aknanis, ski popmyrore HA®) abo cxBajieHHIO OpraHOM BHIIOTO PiBHS (s
3aKkiafiB, ski He GpopmyroTe HA®) onuH pa3 Ha I’sATh POKIB @00 HEBIAKIAAHO B pa3i iICTOTHUX
3MiH Yy BJIACHOCTI MaifHa, CTPYKTypi, QYHKIISX Ta XapakTepi poOOTH 3aKiaay, BTPATH YHHHOCTI
TUTIOBHM (TaJly3€BUM) MIEPETiKOM JTIOKYMEHTIB 13 3a3HaUY€HHSIM CTPOKIB iX 30epiraHHs.

1.13. Tloromkena EIIK BigmoBiHOTO Jep>KaBHOTO apXiBy HOMEHKJIATypa CIIpaB
3aTBEPKYETHCSI KEPIBHUKOM 3aKJIay.

1.14. HomenknaTypa copaB 3akjagy CKJIAJaeTbCs y YOTHPbOX NpumipHukax. [lepmmit
(HeoTOpKaHHUI) IPUMIPHUK 3BEJICHOT HOMEHKIIATypH CIIpaB 30epiraeTbes y BIAMOBIIANBHOI 32
JIIJIOBOICTBO OCOOM, APYTUi — BUKOPUCTOBYETHCS SIK pOOOUMIA, TPETil — MepeaeThCs 10 apXiBYy
3aKkyafy A 3MIHCHEHHS KOHTPONIO 3a (DOPMYBAaHHSIM CIpaB, YETBEPTUN — HAJICHIAETHCSA 10
BIJIITOBIAHOI AepKaBHOI apX1BHO1 YCTaHOBH, apXiBHOTO BIAJILITY MIChKOI paau ab0 opraHy BHUILOTO
piBHSL.

1.15. Homenkiatypa crpaB CTPYKTYPHOTO MIiAPO3AUTY 3aKjiagy CKIATA€ThCA y JBOX
npuMipHukax. OJUH MPUMIPHUK HOMEHKIJIATYpH MEpeJaeThcsl BIAMOBIAAIBHIN 32 OpraHizaiiro
IIJIOBOJZICTBA OCOOI.

1.16. IIpoTsiroMm poKy CTPYKTYpHI MiIpo3autu (mocanoBi 0coOH) 3a0e3MeuyloTh BEACHHS
HOMEHKJIATyp CIpaB, 30KpeMa 3a HEOOXIJHOCTI BHOCATH JI0 HHUX 3a IIOTO/DKEHHSM 3
BIJIMOBIJAILHUMHU 3a AUIOBOJCTBO Ta apXiB 0coOaMH HOBI CIpaBd, HE MependadeHi YUHHOIO
HOMEHKJIaTypOIO CITpaB, 3aCTOCOBYIOUH IIPH IIOMY PE3epBHI HOMEPH HAMPUKIHIII HOMEHKJIATYPH.

1.17. Hanpukinii poKy HOMEHKJIATypa CIpaB 3akiaay OOOB’SI3KOBO 3aKPHBAETHCS
MiJICYMKOBUM 3aIllMCOM, IO TMiAMUCYye 0co0a, BIAMOBiIadbHA 3a JUIOBOACTBO 3akmany. Ilpo
(aKkTHUHY HAasIBHICTB 3aBEJIEHUX 32 PiK CIIPaB MOBIJOMIISIETHCS 11OCA0Ba 0c00a, BIAMOBIAabHA 32
apxiB.
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1.18. Iloromkena 3 EINIK BiamoBinHoro nepxasHoro apxiBy (EK oprany Buiioro piBH:)
HOMEHKJIATypa CIIpaB 3aKJaJy HANPHUKIHII KOKHOTO POKY YTOUYHIOETHCS, MEPEIPYKOBYETHCS,
3aTBEPKYETHCS KEPIBHUKOM 3aKJIa/ly Ta BBOJUTHCSA B /1it0 3 01 CiuHsS HOBOTO POKY.

2. ®opMyBaHHH CIIPaB

2.1. ITix yac opmyBaHHS CIIpaB CJIi JOTPUMYBATHCS TaKWUX 3arajbHUX IMPABHII:

1) BMilyBaTH y CIpaBu TUTBKU BHKOHAHI JOKYMEHTH BIAIMOBIJIHO JIO 3arojiOBKiB CIIpaB y
HOMEHKJIATYDI;

2) rpyIlyBaTH y CIpaBH JOKYMEHTH, BUKOHAHI MPOTIrOM OJHOTO KAJICHIAPHOIO POKY, 3a
BUHSATKOM TMEpPEeXiHUX CIpaB Ta CYAOBHX CHpaB (BEAYyThCA MPOTATOM KUTBKOX POKIB 10 iX
3aBepIIeHHs), 0c000BUX crpaB ((HOpMYIOTBCS MPOTATOM MeEPioxy poOOTH ocobu y 3akiaii),
JIOKYMEHTIB 3aKJajy, 10 XapaKTEePU3YIOTh OCBITHIH mporiec ((GOpMyOThCs 32 HaBUAIbHUH PIK);

3) BMillyBaTH y CHOpaBH JIMIIC OpUTiHAIM abo y pas3i iX BiACYTHOCTI 3acBigueHi B
YCTaHOBJICHOMY TMOPSIIKY KOMil JOKYMEHTIB;

4) He TOMyCKaTH BKJIFOYCHHS JI0 CIIPaB YOPHOBUX, OCOOMCTUX JOKYMEHTIB, PO3MHOKEHUX
KOI{ Ta TOKYMEHTIB, IO MiJISATal0Th MOBEPHEHHIO;

5) 1o crpaBu BKJIOYATH JOKYMEHTH TUIBKH 3 OJHOTO MUTAHHS a00 IPYNH CIIOPiTHEHHX
MUTaHb, [0 CTAHOBIIATH €IMHUNA TEMATHUYHUN KOMILIEKC;

6) okpeMO TpylyBaTH y CHpaBd JOKYMEHTH MOCTiHOTrO, TpuBanoro (moHax 10 pokiB),
TUMYACOBOTO 30epiraHHs;

7) 3a 00csATOM CITpaBa MOCTIHHOTO Ta TpuBaioro (moxan 10 pokiB) 30epiraHHs He MOBUHHA
nepeBuiryBaTtu 250 apkymiiB (He Oinbiue 40 MM 3aBTOBILIKH).

2.2. JIOKyMEHTH TPYITYIOTECS Y CIIPAaBH B XPOHOJIOTTYHOMY Ta/a00 JIOTIYHOMY MOPSIKY.

2.3. [lonoxxeHHs, paBwiia, IHCTPYKIIi1 TOIIO, 3aTBEPXKEHI HaKa3aMH, TPYITYIOThCS Pa3oM i3
3a3HAYEHUMHU JOKYMEHTaMU. SIKII0 BOHM 3aTBEP/KEH1 K CaMOCTIHHI JOKYMEHTH, X (OPMYIOTh
B OKpEeMi CIpaBH 3a BUJAMH 1 XPOHOJIOTIETO.

2.4. Haka3u 3 OCHOBHOI JTisSUTBHOCTI 3aKJIaJTy, 3 aIMiHICTPATHBHO-TOCIIOIAPCHKUX TTHTaHb, 3
KaJpOBUX NHTaHb 3aKiaJy (TUMYACOBOTO 1 TPHUBAJOrO CTPOKIB 30epiraHHs), Haka3u 3 pyxy
YUHIB/BUXOBAHIIB I'PYIYIOTHCS Y Pi3HI CIIPaBH.

Haxkasu 3 kagpoBux nutaHb (0COO0BOTO CKJIaly) IpYNyIOThCS BIAMOBIIHO 10 iX BUIIB Ta
CTpOKiB 30epiranss. He mo3BossieThes TpymyBaTH pa3oM Hakasu TpuBajoro (75 pokiB) Ta
TUMYacoBOro (5 pokiB) 30epiranHs. JOIIBHO MpU BEJIMKHUX 00OcCATax JTOKYMEHTIB HakKasH 3
KaIpOBUX MHUTaHb (0OCOOOBOTO CKJIAay), IO CTOCYIOTHCS PI3HUX HAMPSAMIB JISUIBHOCTI 3aKJIaqy
(mpuiiMaHHs Ha poOOTY, 3BUTbHEHHS, IPEMiIOBaHHS, BIAPSIXKEHHS, BIITYCTKH TOIO), TPYIyBaTH
B OKpeMi chpaBW. SIKIIO pPI3HMX BHJIB HAKa3iB 3 KaJpOBUX MHUTaHb (0COOOBOTO CKIIATY)
CTBOPIOETHCS HE3HAYHA KUTBKICTB, X JI03BOJISIETHCS TPYITYBATH 32 CTPOKAMH iX 30epiraHHs: B OJHY
CIIpaBy - HaKa3u TPUBAJIOTO CTPOKY 30€piraHHs, B 1HIIY - TAMYACOBOT'O CTPOKY 30€piraHHs.

2.5. JIokyMeHTH 3aciJlaHb KOJIETiaIbHUX OPTaHiB IPYMYIOThCS y 1Bl CIIpaBH:

1) mpOTOKOIH i JOKYMEHTH 10 HUX (IOMOBIIi, JOBIAKH, POEKTH PIIlIEHD TOIIIO);

2) TOKYMEHTH 3 oprasizaiii 3acigaHp (MOPSAOK ICHHHMA, MaKeT PO3MIIICHHS, CIHCOK
3aIPOIICHUX TOIIO).

2.6. IlpoTokonu 3aciiaHb KOJIETiaIbHUX OPTaHiB IPYMYIOTHCS Y CIIPaBH B XPOHOJIOT1HHOMY
NopsIIKy 1 32 HoMepaMu. JIOKyMEeHTH 10 3acijaHb 3a3HaYeHUX OpPTraHiB CHCTEMAaTH3YIOTHCS 3a
JaTaMd Ta HOMEpaMH TPOTOKONIB, a B MEXax TIPyNU JOKYMEHTIB, IO CTOCYIOTHCS OIHOTO
MIPOTOKOITY, — 32 TIOPSJIKOM JICHHUM 3aCiJaHHS.

2.7. JlopydeHHsI YCTaHOB BHUIIOTO DIiBHA 1 JOKYMEHTH, MOB’s3aHiI 3 1X BHKOHAHHSM,
TPYNYIOTBCS y CIIpaBU 3a HampsMaMd IiSIBHOCTI 3akiamay abo 3a aBTOpaMHu iHIIIaTMBHHUX
JIOKYMEHTIB. JIOKYMEHTH y HEBENHKiHd KIUIbKOCTI TPYIYIOThCS B OJHY CIpaBy. Y cIpasi
JIOKYMEHTH CUCTEMaTU3YIOThCS 3a JaTaMU 10PYUYEHb.
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2.8. 3aTBep/KEHI IUIaHU, 3BITH, KOLITOPUCH, TUTYJIbHI CIIUCKU TPYMYIOThCA Y CIpPaBU
OKPEMO BiJ] IPOEKTIB ITUX JTOKYMEHTIB.

2.9. JluctyBaHHS TPYNyeTbCs 3a 3MICTOM Ta KOPECHOHIEHTCHKOK O3HAKOK i
CHUCTEMATHU3Y€EThCSA B XPOHOJOTIYHOMY TIOPSANIKY: JTOKYMEHT-BIATIOBIAL PO3MINIYEThCA 3a
AOKYMCHTOM-3AaIIUTOM.

2.10. B oco6oBHX crpaBax, mo (HOpMYIOTECS BITPOJOBXK YChOTO Yacy pOOOTH MpaIliBHUKA Y
3aKyafi, JOKYMEHTH TPYIYIOTBCS B XPOHOJOTIYHOMY TMOPAAKY B Mipy IX HaIXOJKECHHS
(momoBHEHHS) (3asBa MO NMPUHMaHHA Ha POOOTY, MUCHMOBUN TPYAOBHH JOTOBIp (KOHTPAKT),
Komii abo BUTATH 3 HakasiB MpO MpUiIMaHHA Ha poOOTy, 0COOOBHI JHCTOK 3 OOJIKY KaJpiB,
JIOTIOBHEHHST 10 OCOOOBOTO JIUCTKA 3 OOJIIKY KajpiB, aBTOoOiorpadis, KOImis macmopra, KOTis
00IKOBOT KapTKM IUIaTHUKAa MOAATKIB (KpiM (i3muHuX o0cib, sAKi uepe3 CBOI pemiriiHi
MEepEKOHAHHS BIIMOBJISIIOTHCS BiJl NPUHAHATTS PEECTPAIIMHOIO HOMeEpa OOJIIKOBOI KapTKH
TUTATHUKA MOJIATKIB Ta MOBiAOMUIIN MPO L€ BiAMOBITHUI KOHTPOIIOIOYUN OpraH 1 MatoTh BIAMITKY
y MacmhopTi), KOMisi BIMCHKOBOTO KBUTKa (y pa3i HAasSBHOCTI), KOIIi JIOKYMEHTIB PO OCBITY,
HAayKOBWI CTYMiHb, BUEHE 3BaHHs, 3asABH MPO IMEPEBEJACHHS Ha IHOIY poboTy (Tocany),
CYMICHHIITBO, 3MiHY OiorpadiyHuX TaHHUX, KOMii a00 BUTITH 3 HAKa31B PO MEPEBEACHHS Ha 1HIITY
poboty (mocany), CyMICHHIITBO, KOMil JTOKyMEHTIB, IO € MiJCTaBaMu JAJs HAJaHHS TUIbT (32
HAasIBHOCTI), KOIIii JOKYMEHTIB PO BHECEHHSI 3MiH 70 00JIIKOBHX JOKYMEHTIB Y 3B’SI3KY 31 3MiHOIO
OiorpadiuHux naHux (Tpi3BHIINA, iIMEHi, MO OATHKOBI), XapaKTEPUCTHKH, KOMii JOKYMEHTIB TpPO
MiIBHUINCHHS KBaii(ikamii, cTaXyBaHHS, 3a0XOUYCHHS (HAaroOpOKCHHs, IPEMIIOBAHHS),
JOKYMEHTH 3 aTecTallii, 3asBa MpoO 3BIJIbHEHHS 3 poOOTH, KOImii abo BUTATHM 3 HaKa3iB Mpo
3BIJIbHEHHS 3 pOOOTH.

J1o 0co60Bo1 cripaBu 000B’SI3KOBO CKIIQAAETHCSI BHYTPILITHIA OMHUC, SIKUM PO3MIIIYEThCS HA
MOYaTKy CIIpPaBH.

BimomocTi ipo CTATHEHHS, 3a0XOYCHHSI, BAKOHAHHSI 000B’SI3KiB THMYacOBO BiJICYTHBOTO
MpaliBHUKA, 3aMIilIEHHS BAKaHTHOI MOCAJN BHOCSTHCS IO JOTIOBHEHHS O OCOOOBOTO JTUCTKA 3
00JIIKy KaJpiB.

2.11. 3BepHeHHS TPOMAJASH 3 MUTaHb POOOTH 3aKJIaqy Ta BCi JOKYMEHTH 3 iX pO3TJIsAy i
BHKOHAHHS TPYITYIOTHCSI OKPEMO BiJl 3BEPHEHD TPOMAJISIH 3 0COOMCTHX MUTaHb. KOKHE 3BEpHEHHS
1 JOKYMEHTH 3 HOro pO3MIIsily CKIQJalTh y CIpaBi caMoCTiiHy rpymy. [IoBTOpHI 3BepHEHHS i
JOKYMEHTH 3 1X PO3TJISAAy CUCTEMATH3YIOTh Y CIIPaBH Pa3oM 3 MOTICPEIHIMHU.

2.12. MetoanuHe KEpiBHUITBO 1 KOHTPOJIb 3a (POPMYBAHHSAM CIIpaB y 3akimagi Ta ii
CTPYKTYPHUX MIApO3Jijgax 3AIHCHIOIOTBECS 0co0amMH, BIANOBIAAJPHUMH 32 OpraHi3aliio
JIJIOBOJICTBA Ta apXiB.

3. 30epiranHsi J0OKyMeHTIB y IiJIOBOACTBI

3.1. JIokyMeHTH 3 MOMEHTY CTBOPEHHS YU HAJAXO/KEHHS 1 10 IepeaBaHHs Ha 30epiranHs
B apxiB 3aKiaay 30epiraroThCs 3a MicieM (popMyBaHHS CIpaB BIAMOBIAHO 10 HOMEHKJIATYpPH
CIIpaB.

3.2. BinnosinaneHi ocobu 3000B’s13aH1 3a0€31MeunTH 30epiraHHs JOKYMEHTIB 1 CTIpaB.

3.3. ns 30epiranns crpaB y JUIOBOJCTBI BUKOPUCTOBYIOTh KApTOHHI TEKH 13 KJIaaHAMU
abo0 3aB’s3KaMH, KapTOHHI a00 IUIACTMACOBI MIBUAKO3IIMBadi. Y poOOYMX KIMHATax CIpaBH
MOBMHHI 30epiraTch y BEPTUKAJIbHOMY IIOJIOKEHHI Yy mmadax, M0 3akpuBaroThes. Jns
IIJIBUIIICHHS. OIMEPaTUBHOCTI PO3IIYKY JTOKYMEHTIB CIpPaBU PO3MIIIYIOThCS BIJAMOBIIHO IO
HOMEHKJIaTypu cipaB. Ha KopiHISX 0OKIaAMHOK CIIPaB 3a3HAYAIOTHCS 1HACKCH Ta 3arOJIOBKH 32
HOMEHKJIATYPOIO CIIPAB.

3.4. MarnitHi cTpiukun Ta nudposi Hocii iHpopmamii 3 QoHOrpamamm 3acigaHb
KOJIET1aJIbHOTO OpTaHy 30epiraroThes B Horo cekperaps. Ha crpiurti 1 kopoO1ti poOUThCS BiAMITKA
Mpo AaTy 3acigaHHs i 9ac 3amucy. Cekperap KOJIeTiallbHOTO OpraHy BiJMOBIAA€E 3a iX 30epiraHHs.
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3.5. Bugaua cnpaB y TMMuYacoBe KOPHCTYBaHHS MpalliBHUKaM 3akKjany 3A1HCHIOEThCS 3
MMUCHMOBOTO JI03BOJTY KEepiBHHKA 3akiaay. Ha BugaHy cripaBy CKIIAQJAa€ThCsl KapTKa-3aMiHHHK. Y
KapTIli 3a3HAYal0ThCsl HANMEHYBaHHS CTPYKTYPHOTO IMiIpO3JALUTYy, 1HIEKC CHpaBH, 3aroJIOBOK
crpaBH, JaTa ii Bujadi, ocooa, sSiKiii cripaBy BUJAHO, 1aTa i1 MOBEPHEHHS, IMIIMUCH 0Ci0, K1 BTN
Ta IIPUIHAIM CIIPABY.

[TocanoBa ocoba, sika BHAajda Ta NpUNHATA CIpaBy, 3000B’s3aHa 3IIHCHUTH NEPEBIPKY
HasIBHOCTI JIOKyMEHTIB Y CIIPaBi.

He no3BonsieThcsi BUIAaBaTH y THMYAcOBE KOPUCTYBAHHS MpalliBHUKAM 3aKjIaay OKpemi
JIOKYMEHTH 31 CTIpaB.

3.6. HaganHs cnpaB y THMYacoBe KOPHCTYBAaHHS 3IIHCHIOETHCS HE OUIBII SK HA OJUH
MICSIIb.

3.7. BunydeHHsT OpUTIHATIB JOKYMEHTIB (CIpaB) JOIYCKA€ThCA 3 J03BOJIY KEpIBHHKA
3aknany.

3.8. YV pasi BTpatu JTOKYMEHTIB 1 CIpaB, IO YUCIATHCSA 32 HOMEHKJIATYPOIO, CKIIAIa€ThCs
BIJITIOBITHUIA aKT (dodamok 21).

V. EKCIIEPTHU3A IIHHOCTI AOKYMEHTIB
1. HopMaTuBHO-MeTOAMYHI 3aCaH €KCIEePTU3M HiIHHOCTI IOKYMEHTIB

1.1. EkcniepTH3a IiHHOCTI JIOKYMEHTIB ITPOBOIUTHCS BiAMIOBIIHO 0 3aKOHO/IaBCTBA y chepi
apXiBHOI CHpaBH Ta JUIOBOJCTBA, THIIOBUX Ta Tally3€BUX IMEPENiKIB BHUIIB JOKYMEHTIB 13
HOPMAaTHUBHO BCTAHOBJICHHMMH CTpPOKaMH iX 30epiraHHs, 3aTBEPDKCHUX BIAMOBIAHO 10
3aKOHOJABCTBA, TUIIOBUX 1 IPUMIPHUX HOMEHKJIATYP CIIpaB, IHIIUX HOPMAaTUBHO-TIPABOBUX aKTIB
3 MUTaHb €KCIIEPTU3H LIHHOCTI.

1.2. Inst opraHnizamii Ta TPOBEICHHS EKCIEPTH3M I[IHHOCTI JOKYMEHTIB y 3aKiaji
CTBOPIOETHCS MocTiiHO Aitoua EK, 110 1it0Th BINOBITHO 0 MOJIOKEHHS PO HEl, po3pobiIeHoro
Ha TmijacTaBl THIOBOTO TOJIOKEHHS TMPO EKCMEPTHY KOMICIIO JIEpKABHOTO OpraHy, OpraHy
MICIIEBOI'O CAMOBPSIyBaHHS, JI€P>KaBHOIO 1 KOMYHAJIbHOTO MiJNPUEMCTBA, YCTaHOBH Ta
opraHizailii, 3aTBepKCHOTO Haka3oM MiHictepcTBa roctuilii Ykpaiau Bix 19 uepsus 2013 poxy
Ne 1227/5, 3apeectpoBanoro y MinictepctBi foctuuii Ykpainu 25 uepBHs 2013 poky 3a
Ne 1062/23594 (i3 3miHamu).

Cknax EK Ta monmosxeHHs po Hel 3aTBEpDKYIOThCS HaKa30M KepiBHUKA 3aKiany. [ 0oBoio
EK nmpu3HauaeThCst OJIMH 13 3aCTYIMHUKIB KEPIBHUKA 3aKJIaay, CeKpeTapeM — oco0a, BiANOBIaIbHA
3a JJOKYMEHTH, 110 MiAJATaioTh 30epiraHHIo Ta MEepPeJaHHIO B apXiB.

Jo cxiany EK 3aknany 3a iX 3roJjoro MOXXyTh BXOAMTH MPEICTABHUKH apXiBHUX YCTAHOB,
OpraHy BHILIOTO PiBHA (BiJMOBIIHOIO OpraHy YIpPaBIiHHS OCBITOI), METOAMYHHMX LEHTPIB,
npodeCiiHUX CIIJIOK, X 00’ €THAHb.

1.3. V cBoiit aismpHOCTI EK 3akiangy kepyeTbcst NPUHIUIAMU 1 KPUTEPISIMH €KCHEPTH3U
IIHHOCTI JIOKYMEHTIB, YCTaHOBJICHMMH [lOpsiIKOM yTBOpEHHS Ta isUIBHOCTI KOMICiH 3
MIPOBEICHHS KCIIEPTHU3H IIIHHOCTI JOKYMEHTIB, 3aTBEpPKEHUM MocTaHoBOI0 KabineTy MiHicTpiB
VYkpaiau Big 08 cepmas 2007 poxy Ne 1004 (i3 3MiHaM#).

1.4. EK 3axnany npuiimae pimeHHs mpo:

1) cxBanenns i moganus n0 EIIK mepskasaoro apxiBy (EK apxiBHOro Bimmiay paiOHHOI,
paiionnux y mictax Kuesi i CeBacTomoni nep)kKaBHHX aJMiHICTpamiid, MICbKOI paj) MPOEKTIB
TaKUX JJOKYMEHTIB: OMUCIB CTIPaB 3 KaJ[POBUX IMUTAaHb (0COOOBOTO CKJIaNy), aKTIB MTPO BHITYUCHHS
JUTSI 3HUIIEHHS JOKYMEHTIB, He BHeceHuX 10 HAD;

2) CXBaJICHHS: IHCTPYKIIii 3 AiIOBOJACTBA; HOMEHKIATYPH CIIpaB; IOJOKEHHS PO CIYKOU
TITOBOACTBA, apxXiBHI miapo3ninu ta EK; onuciB cpas TpuBanoro (monan 10 pokiB) 30epiranHs;
aKTiB MPO HEBUNPABHI TOMIKOKEHHS CIHpaB (IOKyMeHTIB) TpuBasioro (monam 10 pokiB)
30epiraHHd Ta 3 KaJpOBUX NHUTaHb (0COOOBOro CKIaAy); HOMEHKJIATYp CIpaB, OMUCIB CIpaB


https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/1004-2007-%D0%BF
https://zakon.rada.gov.ua/laws/show/ru/1004-2007-%D0%BF
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TpuBajioro (monaa 10 pokiB) 30epiranHs 3akiaay, 0 HajleXaTh 10 cepH yrnpaBlliHHS 3aKIaTy
Ta y AISUTBHOCTI SIKUX HE YTBOPIOIOTHCA JOKyMeHTH HAD.

1.5. EK oaHOYacHO po3risiia€e OMUCH CIpPaB Ta aKTH MPO BWIIYYEHHS JJIS 3HUIIEHHS
JIOKYMEHTIB, He BHeceHUX 10 HAD, a TakoX akTu mMpo BUIYYeHHS JHOKyMeHTiB 3 HA®D pazom 3
aKTaMHM [IPO HEBUITPABHI MOLIKOKEHHS cripaB (JokyMeHTiB) HA®D (3a iX HasiBHOCTI).

1.6. BHecenns nmokymeHTiB 3aknajniB 10 HA® s3nilicHoeThes Ha mincTaei pimennas EINK
JIEP>KaBHOTO apXiBYy PO CXBaJICHHS OMUCIB CTPaB MOCTIMHOTO 30epiraHHs Ta Horo 3aTBepaKEeHHS
KEpIBHUKOM 3aKjaiy.

2. llopsioK NpOBeAeHHS eKCIEePTU3H HIHHOCTI JOKYMEHTIiB

2.1. ExciepTH3a MiHHOCTI IOKyMEHTIB Y 3aKJIa/ii IPOBOIUTHCS:

1) y moTrouyHOMY MiTOBOACTBI — IiJ Yac CKJIaJaHHS HOMEHKIATYp crpas, (OpMyBaHHS
JIOKYMEHTIB y CIIPaBH 1 MEPEBipsSHHS MPAaBUIBHOCTI BiIHECEHHS JOKYMEHTIB IO BiJITOBIIHUX
CIIpaB, MiATOTOBKH CIIPaB JI0 NIepelaBaHHs Ha apXiBHE 30epiraHHs;

2) B apxiBi 3akjaay — y MpoIeci MpUiiMaHHs CIpaB J0 apXiBy Ta MiJATOTOBKH CIpaB Ha
nocrtiitHe 30epiraHHs.

2.2. OpranizaiiifHy Ta METOAMYHY IOTIOMOTY Yy NPOBEJCHHI €KCHEePTU3U ILIHHOCTI HaJae
EIIK nepxasHoro apxiBy (EK apxiBHOro Bimminy paiioHHOi, pailoHHuX y Mmictax Kwuesi i1
CeBacronodi AepKaBHUX aJMIHICTpaLii, MICbKOI pajan).

2.3. Ilin yac mpoBeJeHHS €KCIEePTH3U I[IHHOCTI JOKYMEHTIB Y iJTOBOJACTBI BHUPI3HSAIOTH
YOTHPH TPYIH CIPAB:

1) mocriiiHoro 30epiraHHs;

2) tpusasioro (moHay 10 pokiB) 30epiraHHs;

3) TumuacoBoro 30epiranus (10 10 pokiB BKIIFOYHO);

4) Ti, IO TiUISATAI0Th 3HUICHHIO Y 3B’S3KY 13 3aKiHYEHHSIM CTPOKIB iX 30epiraHHs.

Bin0ip 3a3HaueHUX TPym JAOKYMEHTIB 3IiHCHIOETHCS Ha MiJCTaBI HOMEHKIATYpH CIIPaB
3aKi1ay, a TAKOXK TUIIOBUX Ta rajdy3eBHX MEPesiKiB JOKYMEHTIB 31 CTPOKaMHU 30€piraHHs IIIIXOM
Neperyisaay KOXKHOro apkyma crnpaBd. OJHOYACHO MEPEeBIPAIOTHCSA SKICTh 1 MOBHOTA YHMHHOI
HOMEHKJIATYpU CIpaB, MPAaBWIbHICTh BHU3HAUYEHHS CTPOKIB 30epiraHHs CIpaB, nepeadadeHux
HOMEHKJIATYpPOIO, TOTPUMAaHHS BCTAHOBJIEHUX MPaBUI O)OPMIICHHS JOKYMEHTIB Ta (hOpMyBaHHS
CIIpaB.

2.4. Ctpok 30epiraHHs TOKyMEHTIB 004HCITIOeThCs 3 01 CigHS pOKY, HACTYITHOTO 32 POKOM
3aKiHUeHHs cripaBu. Hampukiaa, oduucieHHs CTpoKy 30epiraHHs cmpas, 3aBepiieHux y 2021
poui, mounHaetbes 3 01 ciuns 2022 poky.

2.5. 3a00poHsA€ETbCA BIIOIp MOKYMEHTIB JUIA TOJAIBIIOTO 30epiranHs abo 3HUIICHHS Ha
MiICTaBi 3ar0J0BKIB CIIPaB B ONMUCY a00 HOMEHKJIATYpi CIIpaB.

2.6. CripaBu 3 no3Haukoro «EITK», y SKux eKcrepTh3010 MIHHOCTI BCTAHOBJICHA HASBHICTH
JOKYMEHTIB TOCTIHHOTO 30epiranHs, miasarawTs nepedopMyBaHHIO. JJOKYMEHTH MOCTIHHOTO
30epiraHHs, BWJIYYCHI 13 3a3HAuYE€HHUX CHpaB, OO ’€IHYIOThCS B CAaMOCTIHHI crmpaBud abo
NPUEAHYIOTBCA 10 1HIIMX OAHOPIZHUX crpaB. OmnpaBieHHS 3HOBY C(HOPMOBAHUX CIIpaB
3MIHUCHIOETHCS TUTBKH ITICIISI 3aBEPIICHHS €KCIIEPTU3H IIIHHOCTI IOKYMEHTIB.

2.7.Ilix yac MpoBeNeHHs EKCIEePTU3U IIHHOCTI JTOKYMEHTIB y NiJIOBOJCTBI BHUSBISIOTHCS
nyONeTHI TOKYMEHTH, TOKYMEHTH, [0 HE CTOCYIOThCS CIIPaBU, YEPHETKH, HEO(HOPMIICH] KOTTii,
MeTaJIeBl CKPIMJICHHS, 110 Mi/UIATal0Th BUIYYEHHIO 31 CIpaB MOCTIHHOTO Ta TpuBasioro (moxnaz 10
POKiB) 30epiranHsi.

2.8. 3a pe3ynbpTraTaMH €KCIIEPTU3U I[IHHOCTI TOKYMEHTIB TOTYIOTBCS CIpPaBU MOCTIHHOTO 1
TpuBajoro (moHas 10 pokiB) 30epiraHHs 10 IepeaaBaHHs 10 apXiBy 3aKjIaay, 30Kpema:
1) 3nificHIOETBCSE OOPMIICHHS CIIPAB BiAMOBITHO 10 BUMOT
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2) Ha miicTaBl HOMEHKJIATYp CIpaB (OPMYIOTHCS MEPENTiKH (CIIMUCKH) CIIPAB, MIO i UISATal0Th
3HMILEHHIO Yy 3B’SI3KY 13 3aKIHYEHHSIM CTPOKIB iX 30epiraHHs, A BKJIIOYEHHS /0 aKTa Ipo
BIJTYYEHHS JJIs1 3HUILEHHS JOKYMEHTIB, He BHeceHHX 10 HAD.

2.9. Y pa3si BCTaHOBJICHHS B MPOIECI SKCIEPTU3H I[IHHOCTI (PaKTiB HECTadi JOKYMEHTIB i
CIpaB, M0 BHECEHI JI0 HOMEHKJIATYypH, BiAMOBIAAILHUMHU 0OCOOAMH 3aKIaay 3[IHCHIOEThCS iX
po3myK. Y pa3l HEraTHBHOTO PE3yJbTaTy PO3IIYKY KEPIBHHK 3aKJIaay CTBOPIOE KOMICIO 3i
CITy’)k00BOTO pPO3CIiAyBaHHs, MpHU3HAYAa€ CIYy>)KOOBE pO3CHiAyBaHHS 1 BHUIA€ HaKa3 IMpo
MPUTSATHEHHS J0 BiJMOBIIATBLHOCTI 0C10, BAHHHMX y BTpaTi JTOKYMEHTIB abo crpaB. JloBigka mpo
NPUYMHM BIJICYTHOCTI JIOKYMEHTIB a0o0 cIpaB, MiJANMUCaHa 4WIEHAMH KOMicii Ta KepiBHHKOM
BIIMOBITHOTO CTPYKTYPHOTO TAPO3ALTY, TIEPEIAETHCS 10 apXiBY 3aKIIaTy.

Ha migcraBi 10BiAKM apxXiB CKJIaa€e akT PO HECTauyy CIpaB (JIOKYMEHTIB) Y CTPYKTYpHHUX
migpo3aiiax 3a Gopmow (dodamok 21), skuii mianucye ocoba, BiANMOBiJalIbHA 3a apXiB, Bi3ye
BiJIMOBiJaJIbHA 32 OPTaHi3alliio AIIOBOJICTBA 0C00A Ta 3aTBEP/IKYE KEPIBHUK 3aKIIATy.

2.10. B apxiBi 3akiaqy eKCEepTU3y MIHHOCTI JOKYMEHTIB MPOBOSTH:

1) mij yac cKiIagaHHs 3BEACHUX OIHKCIB CIIPaB;

2) y pa3i HaJAXOKEHHS TOKYMEHTIB Y HEYIOPSIKOBAHOMY CTaHi;

3) y pa3i 3aKiHYEHHS CTPOKIB THMYACOBOT'0 30€piraHHs apXiBHUX JOKYMEHTIB;

4) nepen nepeIaBaHHIM CIIpaB Ha MOCTiiHe 30epiraHHs 10 BiAMOBIAHOI AepKaBHOT apXiBHOT
YCTaHOBH, apXiBHOTO BiILTY MiCBKOT paj;

5) 3 METOIO BUSIBIIEHHS YHIKAIBHUX HJOKyMEHTIB HAD.

2.11. ExcriepTr3a MiHHOCTI IOKyMEHTIB B apXiBi 3aKJIaay 3AIHCHIOETHCS ITiJT METOUIHUM
KEPIBHUIITBOM BIJIMTOBITHUX JIEP)KABHUX apXIBHUX YCTAHOB, apXiBHUX BIIAUTIB MICIEBHUX pal, y
30HI KOMIUICKTYBaHHS SKHX TIepeOyBa€e 3aKiia.

2.12. Exkcneptr3a LIHHOCTI JOKYMEHTIB B apXiBi 3akjady ITiJl 4ac CKJIaJIaHHS 3BEICHUX
OIIMCIB CTIpaB Tependavae aHami3 CKIaay TOKyMEHTaIlli 3aKIIaay, 30KpeMa:

1) yTouHIO€THCS, JI€ BiAKIAAa0THCA AyOJETHI JOKYMEHTH, IO IiJIAraloTh 3HHIICHHIO. 3a
HEOOXITHOCTI B apXiBi 3aKiagy MOXYTh 3aJHIIATACS Ha 30epiraHHs TyOJIETHI NPUMIpHUKH
JOKYMEHTIB, IO IiJJIATAlOTh TOCTIMHOMY 30€piraHHIO B JIepXKaBHIM apXiBHIH YCTaHOBI,
apxiBHOMY BIiJIUII MICHEBOI paau. AHANI3YEThCS TaKOXK XapakTep MOBTOPEHHS iH(popMmarii B
IHITUX JOKYMEHTaX: BU, opMa 1 MOBHOTA MOBTOPIOBAHOCTI. BuilyueHHs 1yOIeTHUX JOKYMEHTIB
Ta JOKYMEHTIB 3 TIOBTOPIOBAHOIO 1H(GOPMAIIEIO 3IIHCHIOETHCS JIUINE MICHA 3BIPSHHSA 3
JIOKYMEHTaMH, 110 3aJIMIIAI0THCS Ha MOCTiiiHe 30epiraHHs;

2) 3MIHCHIOEThCS TIEpeBipKa MpPaBWILHOCTI (OPMYBaHHS cCIpaB Ta iX OGOPMIICHHS
BIJIMOBIAHO A0 apXiBHUX BUMOT. Y pa3i BUSBICHHS MOPYIIEHb apXiB Mae MpPaBO BUMAratu
nepegpopMyBaHHs CIIPaB;

3) Ha mizcTaBi onKCiB cripaB 0co0a, BIAMOBIAabHA 32 apXiB 3aKJIa/ 1y CKJIa1a€ 3BEICHI OMTUCH
CIpaB 3aKyaxy MocTiiHOro 30epiranHs, Tpuajioro (moHaa 10 pokiB) 30epiraHHs, 3 KaJpOBUX
MUTaHb.

2.13. ExcriepTr3a IMIHHOCTI JOKYMEHTIB B apXiBi 3aKjIaay MPOBOJUTHCSA IMIOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs sKuX 3akiHuuBcsa. [lpu npomy
MIEePErJISIal0ThCS OMKCH CTPaB 3 KaJIpOBHUX MUTaHb, TpuBajoro (moxayn 10 poki) 30epiranus, y
TOMY YKCJI1 BIATIOBI/IHI OTIMCH CITPaB 3aKJIa/IiB-TIONEPEIHUKIB Ta JIKB1IOBAHUX 3aKJIAiB.

2.14. Y pa3i He0OX1THOCTI MPOBOJIUTHCS YAOCKOHAICHHS a00 TIepepOoOICHHS OIHCIB.

2.15. IlepepobiieHHs ONUCIB 3AIHCHIOETHCS y TAKMX BUITAIKAX:

1) 3HayHa yaCTHHA 3ar0JIOBKIB OMHUCY HE Bi0Opakae 3MiCTy CIIpaBH;

2) OMKCH MICTSITh CyMapHe ONMUCaHHs CIPaB, IPYIOBY HyMEPALiIO CIIPAaB;

3) 3HAYHYy YACTHHY JOKYMEHTIB (DOHIY BHIIYUYEHO, BTPAYCHO, MIEPEJAHO [0 IHIIOI apXiBHOI
YCTaHOBH, MMPUETHAHO /10 1HIIOTO (QOHIY;
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4) mopylIeHO OCHOBHI TPHHIUIIA CUCTEMAaTH3allil 3arojiOBKiB CIpaB B OIUCY, IO
YHEMOXKIIUBITIOE TIOLITYK 1H(pOpMaIIii;

5) 3HauHO 301IBIIUBCS 00CAT (POH/IY 32 PAXyHOK HOBUX HAJIXOJ[KCHb.

ExcnepTrsa miHHOCTI JOKYMEHTIB 3aKJIajly Ta YAOCKOHAJICHHS a00 mepepoOJIeHHS OMKCIB
3IHCHIOIOTHCA 3a PILLICHHSM AP KaBHOI apXiBHOI YCTaHOBH, apXiBHOT'O BiAJILITY MiCLIEBOI pajiu.

2.16. Y KiHII KOXHOTO TNPHUMIpPHHKa OMHUCY Oco0a, BIAMOBiJambHA 3a apXiB 3aKiamy,
MIPOCTABIISE MIMHUC IOA0 NPUIHATTS CIpaB 3 000B’I3KOBUM 3a3HAUYEHHSAM KUIBKOCTI (LI(pamHu i
CJIOBaMM) TIEpEIaHUX CIIPaB 1 3a3Havac Jary.

2.17. Tlicns mpuiHATTS cnpaB MocTiiHOrO Ta TpuBanoro (monan 10 pokiB) 30epiranHs, 3
Ka/IpOBUX MHUTaHb 0c00a, BIAMOBIAaNbHA 32 apXiB 3aKJajy, Ha MiJCTaBl OMHUCIB CIIPaB, 3a SKUMH
3IHCHEHO NPUHHATTS JTOKYMEHTIB, 32 BCTAHOBJICHOIO ()OPMOIO TOTYE PidHI PO3ALIN 3BEICHUX
OTIMCIB CITPaB:

1) mocriitHoro 30epiranus (y 3akiaii, mo € mrepenom popmysanHs HAD);

2) tpuBaioro (ronasa 10 pokiB) 30epiraHus;

3) 3 KaJAPOBHX MHUTaHb.

Oco00t0, BIMOBITATFHOI 3a apXiB, CKIAJAEThCS aKT MPO BHIYYCHHS JUIS 3HUIICHHS
JIOKYMEHTIB, He BHeCeHHX 10 HAD.

2.18. 3BeneHuii Onuc CIpaB MOCTIHHOTO 30epiraHHs CKIIaIa€ThCs Y YOTUPHOX MTPUMIpHUKAX.
[Micnsa cxBanennst EIIK nepxaBHOTO apxiBy Ta 3aTBEpIKEHHsS KEPIBHUKOM 3aKJaly OIMH HOTO
MIPUMIPHUK HAIIPABISIETHCS JEPKaBHIN apXiBHIN YCTaHOBI UM apXiBHOMY BiIILTY MICIIEBOI pajiu,
y 30HI KOMIUICKTYBaHHS SIKOTO TmepeOyBae 3akiaj, IpYruidi TPUMIPHUK 30epiraerbesi K
HEJIOTOPKAHHH 0c00010, BIIITOBITAJIBHOO 3a apxiB 3aKyany, TpETIH,
YETBEPTUH — BUKOPUCTOBYIOTHCS Y 3aKJIafi ISl MOTOYHOTO MONIYKY CTIpaB 1 y pasi ix mepenanHs
Ha ToCTiliHe 30epiraHHs HaJAXOIATh 0 BIAMOBIIHOT apXiBHOI YCTaHOBH.

2.19. 3Benennii omuc TpuBasoro (moHam 10 pokiB) 30epiraHHs CKIATAETHCS y TPHOX
npuMipHUKax. Jlo HbOTO BKIIIOYAIOTHCSA TaKOXK CIIPaBH, SIKI 32 HOMEHKIJIATypOIO CIPaB MalOTh
CTpOK 30epiranns «mo jikBigamii 3axmamgy». [licis cxBanenns EK 3axmany npumipHuKH ommcy
HampaBiAlOThesl Ha cxBajgeHHs EK oprany ympasninHs ocBiToro. Ilicnsi moBepHEHHs BCix
NPUMIPHHUKIB OMUCY HOrO 3aTBEpIKye KEepiBHUK 3akmany. llepmmii NpUMIpHUK OIMUCY
30epiraeTbCsl B 3aKiaji SIK HEAOTOPKAHWUH, IPYrud - € poOOYUM 1 BHKOPHCTOBYETHCS IS
MMOTOYHOTO TOIIYKY CHpaB, TPETi MOXe HaJICWIATHCSA IUIS KOHTPOIIIO BiIMOBITHOMY OpTraHy
YIIPaBIIiHHS OCBITOIO.

2.20. Onmc cripaB 3 KaJJpOBHUX MUTAHb CKIIATAETHCS Y 3aKIa i, SKHIA:
1) € mxepenom popmyBanHs HAD - y TpbOX mpuUMIpHHKaX;
2) He € mkepenoM popmyBanHs HAD - y 1BOX MpUMipHUKAaX.

2.21. 3aronoBKU CIIpaB OMHUCY 3 KAAPOBUX MUTAaHb CHUCTEMATHU3YIOTHCA 32 HOMIHATHHOIO
03HAKOIO (TpYIMyBaHHS B OAHY CIPaBYy AOKYMEHTIB OJTHOTO BHY) Y TaKiil OCI1OBHOCTI:

1) Haka3u 3 KaJPOBUX MUTaHb 3aKJIaYy;

2) HaKa3M 3 pyXy Y4YHIB/BHXOBAHIIIB 3aKJIa1y;

3) 00iKOBI JOKYMEHTH;

4) civckM y4uHiB/BUXOBaHIIiB (ayihaBiTHA KHUTa YUHIB/BUXOBAHIIB);

5) KypHanu peectpalii Haka3iB 3 KaJ[POBUX MUTAHb;

6) 0co0OBi cIipaBH MpPAIliBHUKIB;

7) KOHTPAKTH, TPYIOBI JJOTOBOPH;

8) OyxranTepchbKi JOKyMeHTH (0COO0BI paXyHKH i3 3ap0oOiTHOT IJ1aTH, B pasi iX BiACYTHOCTI
- PO3paxyHKOBI BiJIOMOCTI 13 3apIlIaTH);

9) noxymenTH mpo Tapudikariro (tTapudikariiiHi BiToMOCTi (CIIHUCKH));

10) M1OKyMEHTH MPO MPOBEIACHHS JICPKAaBHOI aTeCTallil;
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11) xHuru 00Ky 1 BUJIa4i CBiIOITB Ta JIOAATKIB 10 CBIIOITB PO 6a30BY 3arajibHy CEPEIHIO
OCBITY; aTecTaTiB Ta JIOJATKIB O aTeCTaTiB MpO MOBHY 3arajbHy CEPEJHIO OCBITY, 30J0THX
MeJajel «3a BUCOKI JIOCATHEHHS y HaBUaHHI» Ta CpIOHUX Meaaliel «3a JIOCATHEHHS y HaBYaHHI»;

12) TOKyMEHTH MPO HEIIACHI BUMAIAKHU (aKTH, TPOTOKOJIH, BACHOBKH, KypHAIIH ),

13) sxypHanu peecTpariii oci0, MOTePIiIMX BiJl HEIACHUX BHUIIAIKIB;

14) sxypHanu o0JIiKy pyXy TPYIOBHX KHHUKOK Ta BKJIAJOK JI0 HUX;

15) sxypHan peectparii Haka3iB 3 pyXy y4HIB/BUXOBaHIIIB;

16) He3aTpeOyBaHi OCOOMCTI TOKYMEHTH MPAIiBHUKIB (TPY/I0BI KHIKKH).

2.22. Oco00Bi crpaBH BHOCATBCS JIO ONHCY 3a POKOM 3BUIBHEHHS TMpalliBHUKA 1
CHUCTEMAaTHU3YIOThCS 3a MPI3BUIIIAMH 3BUTBHEHUX MPAIlIBHUKIB B aJIaBITHOMY MOPSIAKY.

2.23. 3BesieHl OMUCH CHpaB TMOCTiiiHOTO, TpuBanoro (monan 10 pokiB) 30epiraHHs, 3
KaJpOBHX MUTaHb TA aKT ITPO BIIYYEHHS /IS 3HUIICHHS TOKYMEHTIB, He BHeceHHX 10 HAD (mani
- aKT PO BUJIYYEHHS JJIsl 3HUIIEHHS TOKYMEHTIB), po3risaaoTbes EK 3akmany ogHovacHo.

2.24. 3aknan, mo € prepenom ¢popmyBanas HAD, onvcu cripaB MOCTIHHOTO 30epiraHHs Ta
3 KaJIPOBHX MHUTAHb Pa30M 3 aKTaMU TPO BHITYYSHHS JIJISl 3HUIICHHS JOKYMEHTIB ITiCJISI CXBAJICHHS
ix EK 3akmany momae na posrmsia EIIK BiamoBigqHOTO AEp:KaBHOTO apXiBy.

2.25. 3aknan, mo He € mpxepenoM GopmyBaHHs HA®D, ommcu crpaB 3 KaApOBHX MUTAHb
pa3oM 3 aKTaMH NpO BHIIYYCHHS JUIS 3HMIICHHS JOKYMEHTIB mmicys cxsajeHHs ix EK 3axmamy
nonae Ha posrysig EK apxiBHoro Bimminy paiioHHOT aep)kaBHOI ammiHicTpamii abo apXiBHOTO
BiIIITy MichKO1 panu. Onucu cripaB TpuBaoro (moHasn 10 pokiB) 30epiraHHs Mmicis CXBaJeHHS
EK 3aknany nogatotsest Ha po3risigy EK oprany ynpaBiiHHS OCBITORO.

2.26. IToromxeHi (cXBaJieH1 ) aKTH PO BIUTYYCHHS JIJIsl 3HUIIEHHS JOKYMEHTIB, HE BHECCHHUX
10 HA®, 3aTBepIKyt0ThCS KEPIBHUKOM 3aKiany.

2.27. Tlicns 3aTBep/KEHHS aKTa MPO BHIIYYCHHS I 3HUIICHHS JOKYMEHTIB 3aKjaj] Mae
MPABO 3HHUIUTH IOKYMEHTH.

2.28. KepiBHuk 3akiamy 3000B’s3aHUN 3a0€3MEUUTH 30CPEKECHHS IOKYMEHTIB, a y pasi
BKJTIOYCHHS 3aKJIa1y JI0 CIIHCKY IOpUINYHUX 0ci0 - mxepen popmyBanas HAD micns 3akiHUeHHS
BCTAHOBJICHUX T'PAaHMYHHUX CTPOKIB iX 30epiraHHs B LIbOMY 3aKjali - 3a0€3MeUnTH NepeJaHHs
JOKYMEHTIB i TIOCTIHHOTO 30epiraHHs 10 BIIIOBITHOI JEp)KaBHOI apXiBHOI YCTaHOBH YH
apxiBHOT'O BIJJILTY MICBKOI pajiy.

3. CkiagaHHA aKTiB PO BUJIyYeHHS /ISl 3SHUILIEHHSI IOKYMEHTIB,
He BHeceHnx 10 HA®, Ta 3HMINECHHS IOKYMEHTIB

3.1. Ha miacraBi mMOmaHWX CTPYKTYPHUMH IMiAPO3IIIaMH aKTiB TPO BWIYYSHHS IS
3HUIICHHS JIOKyMEHTiB, He BHeceHMX 10 HA®D, mo miansraiTh 3HUILEHHIO y 3B’S3KY 13
3aKIHYEHHSIM CTPOKIB iX 30epiraHHs, Ta MPOBEIEHOI €KCIEPTU3H LIHHOCTI JOKYMEHTIB B apXiBl
3aKJIaAy CKJIQAA€THCS aKT PO BUIYUYECHHS ISl 3HUIIEHHS TJOKYMEHTIB, He BHeceHHuX 10 HAD.

AKT 0pOpMITIOETBCS Y BUTJISA/II TAOJIHII, 1110 MICTUTH rpadu, epeadadeHi 3B€JICHUM aKTOM
PO BHJIYYECHHS JJI 3HUIIEHHS TOKYMEHTIB, He BHeceHHX 10 HA®D. AKT mignucye KepiBHUK
3aKJamy.

3.2. AKT npo BIITy4eHHS JUIs 3HUIIEHHS JOKYMEHTIB, He BHeceHuX 10 HA®, cknanaeTbes y
JBOX NpPUMIpHHUKax, SK HpPaBWJIO, Ha CIpPaBH BChOrO 3akiaay. Has3Bu OJHOPIOHMX cHpas,
BiJ1IOpaHUX JT0 3HUIIEHHS, BHOCSATHLCS B aKT 1] 3arajbHUM 3ar0JIOBKOM 13 3a3HAYCHHSAM KUTBKOCTI
CIIpaB, YKIIOUCHHX /10 KOKHOI IPpyNu. AKTH PO BUIYYEHHS JOKYMEHTIB JUIS 3HHUILCHHS MAIOTh
BaJIOBY HyMepallito, mounHarouu 3 Ne 1.

CrnpaBu BKJIIOYAIOTHCS B aKT PO BHJTYYECHHS JJISl 3HUIIEHHS JOKYMEHTIB, HE BHECEHHX 0
HA®, sxmo nepenbaueHuii it HUX CTPOK 30epiranHs 3akiHuuBcs 10 01 ciuHs poKy, B SIKOMY
CKJIaJieHo akT. Hampukian, cripaBu 3 TPUPIYHUM CTPOKOM 30epiranss, 3akindeHi y 2016 porii,
MOJKYTh BKIIIOYATUCS B aKT, 110 Oyne ckianenuit He panime 01 ciuns 2020 poky, 3 I’ ITUPIYHAM
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cTpokoM 30epiranus — He panime 01 ciuag 2022 poky, 3 ypaxyBaHHSM NPUMITOK, 3a3HaYEHUX Y
BI/IMOBITHHUX TI€PETiKax JOKYMEHTIB 31 CTpOKaMu 30epiraHHs.

3.3. Baknaau monatoth cxBajeHi EK 3akmagy akTu mpo BWIYYEHHS Ui 3HUIICHHS
JIOKYMEHTIB, HE BHeCeHUX 10 HAD, pa3zom 3 onucamu cripaB 3 KaipoBuX mutanb Ha po3rsia EITK
(EK) nepxaBHoi apxiBHOi ycraHoBu, EK apxiBHOro Bifaily MicueBoi paiu, Yy 30HI
KOMIUIEKTYBaHHS SKOi repedyBae 3akia.

3.4. Y pasi BHECEHHs 10 aKTa PO BHIIYYSHHS JUIsl 3HUILEHHS JOKYMEHTIB, HE BHECEHUX 10
HA®, nepBunHOi hiHAHCOBOT Ta OyXTaNTEPCHhKOT TOKYMEHTAIIIT 3aKJIaTy J0/1a€ 10 HHOTO JIOBIIKY
PO MPOBECHHS MEPEBIPKU OpraHaMH J0XO0/iB 1 300piB a00 peBi3ii UM AepxKaBHOTO (PiHAHCOBOTO
ayAWTy 3 TUTaHb JOTPUMaHHSA IIOJaTKOBOTO, MHUTHOTO Ta IHIIOTO 3aKOHOJABCTBA (KPiM
JIEeP>KaBHOTO (PIHAHCOBOTO ayaUTy OKPEMHX TOCTOJApChKHUX OIepalliil) opraHaMu JepKaBHOTO
(hiHAaHCOBOT'O KOHTPOJTIO.

VY noBiAlll TakoX 3a3HAYAIOTHCS BIJOMOCTI MPO HasiBHICTH a00 BiACYTHICTH (piHAHCOBHX
oriepalrlii, o BIAMOBITHO O BUMOT 3aKOHOJ/IaBCTBA I IIATAl0Th (DiHAHCOBOMY MOHITOPHHTY, 32
3a3HauyeHi B aKTi POKHU; CTIOPiB (CYNEpeyoK ), MOPYIIECHHS KPUMiHAIBHUX CIIPaB, BIAKPUTTS CyIaMH
NPOBAHKEHb y cTIpaBax. J{oBijIka MiAMUCYETHCS KEPIBHUKOM 3aKJIay Ta CKPIIUTIOETHCS EYaTKOO
(32 HasBHOCTI).

3.5. IToromxkeHi (cXBaJieHi) aKTH TIPO BIUTYYCHHS ISl 3HHUINCHHS JJOKYMEHTIB, HE BHECCHUX
1o HA®, 3arBep/KyIOThCS KEPIBHHKOM 3aKJaay, MICJIS YOTO 3aKJIaJl Mae MpaBO 3HUIIUTH
JOKYMEHTH.

3.6. CripaBw, BiniOpaHi A5 3HUIIEHHS, TIEPEIAIOTHCS OpraHi3allisiM i3 3aroTiBiIi BTOPUHHOI
CHPOBMHH 32 HAKJIAJHUMH, Y IKHX 3a3HAYAETHCS Bara MaKkylaTypH, IO Nepeaana il epepoOKH.
Jlata 3ma4i JOKYMEHTIB, iX Bara Ta HOMEp HAaKJIaJHOI BKa3yIOTbCS B aKTaxX NP0 BHIIYYEHHS
JTOKYMEHTIB JJIS1 3HUIIICHHS.

3.7. SIkmo B aKT MpO BWIYYEHHS JUIS 3HUINEHHS JOKYMEHTIB, He BHeceHHX 10 HAD,
BKJIFOYCHO JOKYMEHTH 3 TpudoM «Jls ciayKOOBOro KOPHUCTYBaHHS» Ta IHIIUMH TpubaMH
00MEXEHOr0 JOCTYMy, IO 3aCTOCOBYIOTHCA Yy 3aKjiaji, Il JTOKYMEHTH 3HUIIYIOTHCS IUISIXOM
MoApiOHEHHS A0 CTaHy, IO BUKIIFOYA€ MOKJIUBICTD 1X MPOYUTaHHS Ta BigHOBICHHS. [Ipu 1iboMmy
B KiHIII aKTa JTOJATKOBO POOUTHCS 3aIKC PO 3HHUIIEHHS BiIMOBITHUX TOKYMEHTIB 13 3a3HAYCHHIM
Mpi3BUI Ta BIacHux iMeH wieHiB EK 3aknany, Hanpukman:

Cnpasu Ne 25 JICK, Ne 30 /ICK, Ne 80 /ICK 3numieno wnaxom noopioHeHHA.

Ynenu EK:

(énacue im’a, npizeuuie)

(61acne im’a, npizeuwe)

(enacne im’a, npizeuwe)

Jama

VI. KOMIVIEKTYBAHHS APXIBY
1. lxepesia KOMIJIEKTYBAHHS Ta CKJIA/I JOKYMEHTIB apXiBy

1.1. JIokymMeHTH 3 pi3HUMHU BHJIaMH MaTepiaJlbHUX HOCIiB iH(popMallii MOBUHHI 30epiraTucs
B apXiBi 3aKJIaly OKPEMO.

1.2. ApxiB ynpaBlIiHCHKO1 JOKYMEHTAaIlii 30epirae:

1) 3akiH4YeHI y IOTOYHOMY JiJIOBOJCTBI JJOKYMEHTH MOCTIHHOTO Ta TpHBajoro (moxnax 10
POKiB) 30epiraHHs, CTBOPEHi y 3aKjaii;

2) MTOKYMEHTH 3 KapOBUX MUTaHb (0COOOBOTO CKJIAAy) MPAIliBHUKIB 3aKIIa1y;

3) IOKyMEHTH 3aKJIaiB-IIOIEePEIHNKIB,

4) TOKYMEHTH 0COOOBOTO TOXO/KCHHS MpAIliBHUKIB 3akiany (y4HiB/BUXOBAHIIIB), SKi
BiJIirpaJIA TEBHY POJIb B iCTOPIi PO3BUTKY Ti€i YW 1HIIOI CEpH KUTTEMISIILHOCTI KpaiHu abo ii
OKPEMOT'0 PETiOHY, 1110 HaIWIIUIN Ha Mi/ICTaBl 3asiBU 1X BJIACHUKA;
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5) npykoBaHi BHJaHHS, 1[0 JOMOBHIOIOTH apXiBHI JOKYMEHTH, HEOOXIJHI A HayKOBO-
METOJINYHOI Ta 1H(hOpMaLifHO-TOBIAKOBOI pOOOTH apXiBy;
6) 10BigKOBHI Ta OOJIIKOBHH amapaT /10 apXiBHUX JTOKYMEHTIB.

2. Bumoru 10 opopmiieHHS CIIpaB, IO MiVISITal0Th apXiBHOMY 30epiraHHIo

2.1. CrpaBu 3akiany miuiaraloTb OOPMIICHHIO IMiJT 9ac iX 3aBEeJCHHS Y A1IOBOJICTBI Ta Mij
yac MiArOTOBKH 1X Ha apXiBHE 30epiraHHs.

2.2. OdopmiieHHsT cHpaB 3AIMCHIOETbCS (YHKIIOHATBHUMHU 0co0aMu (IIpalliBHUKaMHU
CTPYKTYPHHUX MIPO3ALTIB) ITiJT METOJUYHIM KEPIBHUIITBOM OC10, BIIMMOBITAJIbHUX 32 J1JIOBOJICTBO
Ta apXiB 3aKJIAaYy.

2.3. 3anmexHo BiJ CTPOKIB 30epiraHHS JOKYMEHTIB 3JIMCHIOETHCA TMOBHE ab00 YacTKOBE
(cporiene) ohopMIIEHHS CTIpaB.

JIokyMeHTH THMYacoBOTro 30epiraHHs, c(OpMOBaHI y CHpaBH, 30€piraroThCsi y TeKax
(mamkax) 13 3aB’A3KaMH, IIBUAKO3IINBAYAX, HE MiIMINBAIOTECS 1 HE HYMEPYIOThCS (32 BUHATKOM
TEPBUHHOI OYyXTaJITepChKOi JOKyMeHTallli Ta JAOKyMeHTIB 3 rpudom «Jlns ciyxboBoro
KOPUCTYBaHHS» Ta IHITUMH TpHPaMu 0OMEKEHOTO TOCTYITY), YTOUHEHHS €JIeMEHTIB 0pOpPMIICHHS
OOKJIaJJUHKU HE MPOBOIUTHCS.

Odopmiienns crpa nocTiitHoro 1 TpuBasioro (moHan 10 pokiB) 30epiraHHs, y TOMY YHCIi
CIipaB 3 KaJpoOBHX MHHUTaHb (0COOOBOTO CKJay), Mepeadavyac CUCTEMATH3AII0 JTOKYMEHTIB Y
CrpaBi, HyMepalilo apKylnB y CHpaBi, ckiagaHHs (y pasi moTpedu) BHYTPIIIHBOTO OIHCY
JIOKYMEHTIB CIIPAaBH, HAIBHICTh 3aCB1IUYBaJILHOTO HAMKCY CIPABH MPO KUIBKICTh apKYIIiB 1 PO
0c0o0IMBOCTI (i3UYHOTO CTaHy Ta (GOPMYBaHHS CIpPaBH, MiAIIMBaHHS a00 ONpPABIEHHS CIIPABH,
o opMIICHHS OOKJIaAUHKH (TUTYJIBHOTO apKyIlia) CIIPaBH.

2.4. Cuctematu3allisi JOKYMEHTIB y cIHpaBi meperadadae po3MIIlEHHS JTOKYMEHTIB 3a
XPOHOJIOTI€I0 HAAXOIKEHHS a00 CTBOPEHHS (BiJl CIYHA 110 TPYACHbD).

2.5. Hymepariisi apKyIIiB CrpaB 3IIiHCHIOETBCS 3 METOIO0 3a0e3neueHHs 30epeXeHoCTi Ta
3aKpIMICHHS] TOPSIAKY PO3TAIllyBaHHS TOKYMEHTIB, YKIIOUEHUX y CIpaBy. YCi apKyIl CIpaBu
HYMEpPYIOTh apaOChKUMH ITU(PpPaMU BaJOBOIO HYMEPAIi€l0 B MMPABOMY BEPXHBOMY KYTi MPOCTUM
M’SKUM OJIBIEM a00 MEXaHIYHMM HYMEpaTopoM. APpKYIIl 3acBiA4yBajJbHOTO HAMKCY Ta
BHYTPIIIHBOTO ONMUCY HYMEPYIOTHCS OKpEeMO. 3aCTOCYBaHHS YOpHHJIA, MACTH ab0 KOJBOPOBHX
OJIIBLIIB JIJI1 HyMepallii apKyIlliB CIIpaBH, apKyIIiB 3aCBiI4yBaJbHOTO HAMKCY T4 BHYTPIITHHOTO
onucy 3a00pPOHSETHCA.

ApKy11i crpas, 10 CKJIaIal0THCS 3 JEKIIBKOX TOMIB 200 YaCTHH, HyMEPYIOThCS B KOKHOMY
TOMI (4acTHHI) OKPEMO.

®ororpadii, KpecieHHs, AiarpaMu Ta iHIII ITIOCTPATUBHI TOKYMEHTH, IO € OKPEeMHMH
apKyliamu B CIIpaBl, HyMEpYIOTbCSI Ha 3BOPOTHOMY OOLli B JTIBOMY BEPXHbOMY KYTI.

Apkymn dpopMmarty, 611b1I0OT0, HIXK opMaT A4, MiIIUBAETHCS 3 OTHOTO OOKY 1 HyMEPY€EThCS
SK OJIMH apKylll y IPpaBOMY BEPXHbOMY KYTI, a MOTIM (QasIbLII0€ThCs Ha popmaT A4.

ApKyII 3 HarilyXxo HakJICEHMMHU JOKyMeHTaMu (dororpadisiMu, BHpi3KaMu, BUIHCKaAMH
TOIIIO) HYMEPYETHCA SK OJWH apKyml. SIKIO 10 JOKyMEHTa IMIiIKJICEHI OJHUM OOKOM 1HII
JIOKYMEHTH (BUPI3KH, BCTABKU IO TEKCTY, NEPEKIaan TOIO), TO KOKEH JOKYMEHT HyMepYy€eThCs
OKpPEMO.

[TiamuTi y cipaBu KOHBEPTH 3 YKJIAJACHHAMHU HYMEPYIOTHCS BaJIOBOIO HyMEPaIli€lo apKyIliB
CIIPaBH, IIPU LIOMY CIIOYATKy HYMEPYEThHCSI KOHBEPT, a MOTIM KOKHE BKJIAJICHHS! B KOHBEPTI.

[ligmuTi y crnpaBu AOKYMEHTH 3 BIIACHOIO HYMEpALI€I apKylliB 30epiraioTh TaKy
HyMEpaIlito, SKII0 BOHA BiJIOBIIa€ MOCIIIOBHOCTI PO3TAIyBaHHS apKYIIIiB y CIIPaBi.

VY pasi HasBHOCTI 0araThbOX MOMMJIOK Yy HyMepalii apKyllB CIpaBd B AUIOBOJCTBI
3MIHCHIOETHCA X TIepeHyMepallis, IiJl 9ac sIKOi cTapl HOMEPU 3aKPECITIOIOTHCS OJIHIEI0 CKICHOIO
PHUCKOIO 1 IOPSI/I CTABUTHCS. HOBUI HOMEP apKyIla.

Y pa3i HasgBHOCTI OKpEMHX IOMWJIOK Yy HyMepallii apKylIliB CIpaBU JOMYCKAEThCS
3aCTOCYBaHHS JITEPHUX HOMEpiB apkymiB (135-a, 135-6 Tommo).
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2.6. BHyTpimHii onuc JOKYMEHTIB CKIAIA€ThCS 10 JESKUX KaTeropild CIpas, IO MICTATh
YHIKaJIbHI JOKYMEHTabHI MaM’ITKU, JOKyMEHTH 3 rpudom «Jlis ciayx00BOro KOpucTyBaHHS,
0Cc00O0Bi, CyTOBO-CJIiI4i CIIPaBH, CIIPABH, HA3BH SIKUX HE TIOBHICTIO PO3KPUBAIOTH iX 3MICT TOIMIO.

BHyTpimmHI#i onuc CKIIagaeThcs Ha OKPEMOMY apKylii 3a (OpMOI0, 1[0 MICTUTh B1JIOMOCTI
PO MOPSJIKOBI HOMEPU JOKYMEHTIB CIpPaBH, iX 1HAEKCH, AAaTH, 3aTOJIOBKM Ta HOMEPH apKyIIiB
CIIPaBH, Ha TKUX PO3TAIIOBAHUH KOKEH JOKYMEHT.

J10 BHYTPILIHBOT'O OIMUCY CKIIAIA€THCA MiJCYMKOBUHN 3aITUC, Y SKOMY HABOJSATHCS HUppamu
Ta CJIOBaMH KIJIbKICTh JIOKYMEHTIB, 1[0 BKJIIOUEHI 0 OMUCY, Ta KUTBKICTh apKYIIiB BHYTPIIITHHOTO
onucy. BHyTpimHii onuc miaAnucyeThes Horo ykianadeM. SKIIo crpaBy onpasiieHo abo MiImUTO
MoTNepeTHO 0€3 BHYTPINIHBOTO OMHUCY, TO HOTO OJIAHK MMiJKJICIOETHCS 10 BHYTPIIIHBOTO OOKY
JUIHOBOT OOKIIQAMHKY CIIPABH.

3MiHU CKJIaay JOKYMEHTIB CIIPaBH (BKJIFOYEHHS JTOAATKOBUX JIOKYMEHTIB, X BUKIIOUCHHSI,
3aMiHa OpHTiHAJIIB KOMisIMH TOUIO) BimoOpaxkaroTbes B Tpadi «[IpuMiTKH» 13 MOCHIIaHHSAM Ha
BIIMOBITHI JOKYMEHTH (HaKa3W, aKTH TOMIO) 1 JI0 BHYTPIIIHBOTO OIMHUCY CKJIAIA€ThCS HOBUH
IiJICYMKOBHI 3aITHC.

2.7. 3acBiguyBajJbHUN HAMKMC CIPaBU CKJIATAETHCS 3 METOI OOJIIKY KITBKOCTI apKyIIiB Y
crpasi Ta (ikcaii ocodbIMBOCTEH iX HyMeparii.

3acBiTuyBaJIbHUA HANUC CKJIAJA€THCA HA OKPEMOMY apKyIlli, MO0 BMIIIYEThCS B KiHIII
CHpaBH, Y JPYKOBAaHUX MPUMIPHHUKAX cripaB (0OJIKOBI KYypHaIH, 3BITH TOIIO) - HA 3BOPOTHOMY
0011l OCTAaHHBOT'O YUCTOTO APKYIIIA.

VY 3acBiguyBaJIbHOMY HAINMCi 3a3HAYAIOTHCA LU(PPaMU 1 JITepaMH KUIbKICTh apKyIliB Y
CITpaBi Ta OKPEMO Uepe3 3HaK «+» (TUTH0C) KUTBKICTh apKYIIiB BHYTPIIIHBOTO OMHUCY, SIKIO BiH €.

VY 3acBimuyBalIbHOMY HANUCi 3aCTEPIrarOTbCs TakKi OCOOIMBOCTI Hymepamii JOKyMEHTIB
CIIPaBH:

1) HasIBHICTB JITEPHUX Ta MPOIYIICHUX HOMEPIB apKYyIIIiB,;

2) HOMEPH apKYyIIIiB 3 HaKIeeHUMH (hoTorpadisMu, KpEeCIEHHIMHE, BUPi3KaMH TOIIO;

3) HoMepH BeIMKO(POpMATHUX apKYIIIiB;

4) HOMepH KOHBEPTIB 3 YKJIaACHHIMH 1 KiIbKICTh apPKYIIIB YKJIaCHb.

3acBiAuyBaIbHUN HAMUC MIAMUCYEThCS 0CO00I0, KA MOTO CKJIayiia. YCi HACTYITHI 3MiHH B
CKJIaJl Ta CTaHi crpaBu (MOIIKO/KCHHS apKyIliB, 3aMiHa JOKYMEHTIB KOISIMHU, MPUETHAHHS
HOBHUX JOKYMEHTIB TOILO) 3a3HA4alOThCs y 3aCB1IUYBaJbHOMY HAIMCl 13 MOCWJIAHHSIMH Ha
BiJIMOBIAHUI BUIPABIOBYBAIbHHI JOKYMEHT (HaKas3, akT).

VY pasi 3HayHOrO 00CATY MEepeHyMeparlii apKyIlIiB y crpaBi B KiHIN 1i CKIATaETHCS HOBHUI
3acBimuyBanbHui Hanuc. CTapuii 3aCBiTUyBaIbHIM HAMKMC 3aKPECIIOETHCS 1 30epiraeThbes y Crpasi
MOCTIHHO.

2.8. OnpaBiieHHS CIpaB 3IIHCHIOETBCS 3 METOK 30€peKeHHs iX (I3MYHOTO CTaHy.
JIOKyMEHTH, 110 MICTATHCA Y CIIpaBi, MiAIIMBAIOTh HA YOTUPH MPOKOJIU CHELIaJIbHUMHU CYpOBUMU
HUTKaMu abo nparBoro. CrpaBu mocTiitHoro, TpuBanoro (monaa 10 pokiB) 30epiraHHs Ta 3
KaJIpOBUX MHUTaHb (0COOOBOTO CKIIAAY) OMPAaBISAIOTHCA y TBEpLY OOKIAIMHKY 3 KapToHy. [Ipu
LOMY METaJIeBl CKPIMJICHHS (CKPINKH, IIMWIBKNA) BUITyYarOThCs 3 JOKYMEHTIB.

I[Tix yac onpaBieHHs ab0 MiAMIKMBAHHS JOKYMEHTIB CIIPAaBH HE JI03BOJIAETHCS TOPKATHCS X
TEKCTY. SIKIIO TEKCT TOKYMEHTIB HaJpyKOBAaHO HAJITO OJIM3BKO /0 iX JIBOrO Kparo, TO MOTPiOHO
HapOCTHUTH KOPIHII JIOKYMEHTIB IarepoM Ti€i caMoi SKOCTI, 0 i HOC1i TEKCTY JIOKYMEHTIB.

VY pa3i HagBHOCTI y crpaBi He3aTpeOyBaHHX OCOOUCTHX JOKYMEHTIB (TPYIOBHX KHUXKOK,
MOCBITY€Hb, TUIUIOMIB, aTECTATIB, CBIJIOITB TOIIO) Il JOKYMEHTH BKJIaJIal0ThCSI B KOHBEPT, SIKUN
MiIIUBAETHCA A0 CHpaBH. SIKMIO TaKUX JOKYMEHTIB 3HAa4Ha KiTbKICTh, BOHM BHIIyYalOThCS 31
CIIPaBH 1 Ha HUX YKJIAJIA€ThCSI OKPEMUN OIIKC.

2.9. [lepen mepegaBaHHAM CIIPAB 0 apXiBY 3aKJIaly B TEKCT HA 1X OOKIaAMHKAX (TUTYIHHUX
apKyIllax) BHOCATHCSA HEOOXIiJIHI YTOYHEHHS, IEPEBIPSIETHCS BIAMOBITHICTH 3aroJIOBKIB CIIpaB Ha
OOKJasMHKaX (TUTYJIBHUX JHUCTaX) 3MICTy MiIIIMTUX JOKYMEHTIB (3MICT JOKYMEHTIB CIpaBU
BIJIOOPAKAETBCA y 3arojOBKY YIiTKO, CTHUCIIO, Yy3arajibHeHO, 0€3 BTpaTH KOHKPETHUX
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XapaKTePUCTHK 00’ €KTa OMUCYBaHH:). Y pa3i HOTpeOH 10 3ar0JI0BKa CIIPaBU BHOCATHCS JOJATKOBI
B1JIOMOCTI (IIPOCTABIISIOTHCSI HOMEPH HaKa31B, IPOTOKOJIIB, BUIU 1 (GOPMH 3BITHOCTI, BKa31BKH Ha
HAasBHICTh KOITM JOKYMEHTIB y CHpaBi). 3aroJioBOK CIpaBH Ha OOKJIAJMHII Ma€ BiJIOBIJIaTH
3ar0JIOBKY B OIHCI CTIPaB CTPYKTYPHOTO MiAPO3ILTY.

Ha oOxmagunkax cnpaB (TUTYJABHHMX apKyllax) HpPOCTaBISAIOTbCS JaTH JOKYMEHTIB,
YMIIIEHUX Y KOKHY CIIpaBy. SIKIIO clipaBa CKJIAAa€ThCs 3 KUIBKOX TOMIB (YaCTHH), TO HA KOXKHOMY
3 HUX MPOCTABIISAIOTHCS KpaiHi JaTH JOKYMEHTIB (II0YaTKy Ta 3aKiHYEHHS CIpaB).

VY pa3i 3a3HaYeHHS TOYHUX KaJICHIAPHUX JaT 3a3HAYAIOTHCS YUCII0, MICAIb 1 pik. Yucio 1
piKk mo3HayarThcs apaOChKUMHU IMppamu, Ha3zBa MICSIS MUIIETHCS CIOBOM. SIKIIO y crpaBy
BKJIFOUEHO JOKYMEHTH (IOAATKH TOIIO), JATH SKUX BUXOJATDH 3a KpaiHi JaTH CHpaBU, TO HUKYE
JIaTH CIPaBU 3 HOBOTO psijika POOUTHCS NPO L€ 3amuc «Y CHpaBi € JTOKYMEHTH 32 POKHY.
JlaTu MOKYTh HE 3a3HAa4aTHCS Ha OOKJIAJAWHIN (THUTYJIRHOMY apKyIli) CIpaB, IO MICTATh pivHi
TUTAHH Ta 3BITH, OCKLUIBKU BOHHU BiOOpaXkeHI y 3aroJIoBKax CIpas.

Ha oOkmaguHkax crpaB (TUTYJIBHHX apKylllax) 3a3HAYalOTh KUTBKICTh apKyIIIB y CITpaBi
BIJIIIOBIJTHO /IO 3aCBiI4yBaJIbHOTO Hamucy (0e3 BpaxyBaHHS apKylliB BHYTPIIIHBOTO OIMHUCY Ta
3aCBITYyBAJILHOTO HAITHCY).

Ha oOGknanuHIi cripaBy B IpaBOMY BEpPXHBOMY KYTi Ta HIKHBOMY JIIBOMY KYTi 3a3HAYA€THCS
apxiBHUH mmMdp crnpaBu (3a TMOTOKEHHSIM 3 apXiBOM 3aKJIay HOMEPH 3BEJCHOTO OIUCY 1
apxiBHOTO (DOHIY, HOMEp CIpaBH 3a 3BEJACHHM OIMCOM IPOCTABISIOTHCS B apXiBi IMicCIs
3aTBEp/DKCHHS 3BEJCHOr0 OMUCY crpaB). [l mpocTaBieHHS apxiBHOro mmdpy Moxe
3aCTOCOBYBATHCS LITAMII.

VY pa3i 3MiHM HaliMeHyBaHHs 3aknany (il CTPYKTYpPHOTO MiAPO3/iay) MPOTATOM Iepiofy,
SIKUN OXOIUTIOIOTH JOKYMEHTH CIIpaBH, a0o0 TiJ dYac mepemadi crnpaBd 10 1HIIOI YCTaHOBU
(CTpYKTYpHOTO MiApPO31iJy) Ha OOKIQJAMHIN CHpaBH (TUTYJIBHOMY JIMCTi) 3a3HAYA€THCS HOBE
HallMEHYBaHHS 3aKJIaay (CTPYKTYPHOTO ITiIPO3/IiTY), a TTOTepeTHE OEPETHCS B TyKKH.

Hamucn Ha oOKnIagMHKAx CIpaB MOCTIMHOTO Ta TpuBanoro (rmoHaa 10 pokiB) 30epiraHHs
POOIIATHCS YiTKO YOPHUM CBITJIIOCTIMKMM YOPHUIIOM 200 MacTorlo.

VY pa3i BMIlIEHHA Yy CIOpaBy HaJIEXKHUM YHHOM OGOPMIICHOTO THUTYJIBHOTO apKylla,
BUTOTOBJICHOTO JPYKapChKUM CIOCcOOOM, Ha OOKJIQAWMHII CIIPAaBH 3a3HAYAIOTHCS JIMIIE HOMEPHU
apxiBHOTO (OHIYy, OmMUCy 1 crpaBu. 3a0OpOHSETHCS HAKICIOBAHHS THUTYJIBHOTO apKylla Ha
OOKJIaJIUHKY CIIPABH.

3. CknaganHs Ta 0pOPMJICHHS ONUCIB CIIpaB

3.1. 3axmagn 3000B’s13aHI ONMUCYBAaTH JAOKYMEHTH IMOCTIHHOTO Ta TpuBasioro (moHam 10
POKiB) 30epiranHss, 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIAAY) Yepe3 PiK MiCsl 3aBEPILICHHS CIIPaB y
IIJTOBOJCTBI.

3.2. Ha cnpaBu tumuacoBoro (mo 10 pokiB) 30epiraHHs ONMMCH HE CKIIAAIOThCSA. Y pasi
JIKB1JaLlii ¥ peopraxizalii 3akjaaay Takl OIUCH CKJIalal0Thes 000B’I3KOBO.

3.3. Omucu cripaB 3akiaay CKIaAal0ThCs MOPOKY MOCaT0BOI0 0C000I0, BiMOBIIATBHOIO 32
JIJIOBOJICTBO y 3aKJIaJli 332 METOAUYHOI TOTIOMOTH apXiBY 3aKJay.

3.4. Homep ommcy cmpaB 3akjajay MOBHHEH CKJIaJaTHCS 3 IU(POBOro MO3HAYECHHS 32
HOMEHKJIATYpOIO CIIpaB 3 JOJaBaHHSM ITOYaTKOBOI JIITEPU HA3BH KaTeropii JOKYMEHTIB, IO
BKJIIOYAIOTBCS JI0 OIMHUCY, Ta YOTHPHOX LU(P POKY, B SIKOMY PO3IOYATO CIIPaBH, BKIIOUYEHI 710
onucy. Hampukian, omucu crpaB mocTidHOTO, TpuBajoro (monan 10 pokiB) 30epiransHs Ta 3
KaJIpOBUX MUTaHb (0COOOBOr0 CKIaay) CTPYKTYpHOro mifpo3niay Ne 5, mo oOmiKOBYIOThCS 3a
HOMEHKJIaTypolo crmpaB 1 po3nodari y 2020 pori, Oyayrs matu Taki Homepu: 5 I1 - 2014; 5 T -
2014; 5K -2014 a6o 5 OC - 2014.

3.5. Ilig yac ckimamanHs ONMUCIB CIIPAB CIIiJ JOTPUMYBATUCS TAKHMX BHMOT:
1) cripaBu KOKHOTO POKY CKJIAZAI0Th PIYHUI PO3JILI OIKCY CIIPAB;
2) MOPSIIOK HyMepallii CITpaB B OINKCY - BAJIOBHIA 3a KiJIbKa POKIB;
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3) 3aroJIoBKH CIipaB BHOCSTH JIO OMUCY BiJIOBITHO JIO MPUHHATOT CXEMH CUCTEMAaTH3AIli1, SIK
MPaBUJI0, HA OCHOBI HOMEHKJIATYPH CIpaB (3a HEOOXITHOCTI 3arojIOBKH CIPAB PENaryrOThCs Ta
YTOUYHIOIOTHCS );

4) KOKHY CIIPaBy BHOCSITh JIO OIHKCY ITi/T CAMOCTIHHUM MOPSAKOBUM HOMEPOM (SKIIO CITpaBa
CKJIQIA€THCS 3 KUTBKOX TOMiB, KOKEH TOM OTPUMYE OKPEMHII HOMED, SKIIO CIIpaBa CKJIAIA€ThCS 3
KUTPKOX YaCTHH OJTHOTO JJOKYMEHTA, TO KOXXHA YaCTHHA OTPUMYE OKPEMHN HOMED);

5) y pa3i BHECEHHs 10 ONHUCY MiAPSJ] KUIBKOX CIIPaB 3 OJJHAKOBUM 3ar0JIOBKOM ITOBHICTIO
HaBOJISATH JIMIIIE 3ar0JIOBOK TEPIIOi CIIPaBH, & BCI 1HII OJHOPIIHI CIIPAaBH MMO3HAYAIOTH CJIOBAMU
«T€ caMe», OJIHAK PElITY BIJOMOCTEH MPO CIpaBH 3a3HAYAIOTh MOBHICTIO (HA KO)KHOMY HOBOMY
ApKYIII OMUCY 3aroJIOBOK BiATBOPIOIOTH TOBHICTIO);

6) rpadu ommcCy 3aMOBHIOIOTH BiJMOBIIHO J0 BIOMOCTEH, BUHECCHHUX Ha OOKIIAUHKY
(TUTYTBHUHN apKyIII) CIIpaBH;

7) rpaga omucy «IIpumiTka» BUKOPHCTOBYETHCS AJISl BIIMITOK PO OCOOIMBOCTI (hi3UYHOTO
CTaHy CIpaB, Mpo Tepenady COpaB IHIMUM CTPYKTYPHHUM MiApO3/aiJIaM, PO HasSBHICTH KOMIH
JOKYMEHTIB y CIIPaBi.

3.6. Jlnsg po3moniay chpaB BIAMOBIIHO JI0 CXEMH CHCTeMaTH3allli mependadeHo Taki
MpaBwWIIa:

1) cripaBH BiTHOCSATBCS 10 TOTO POKY, B IKOMY TX 3alIpOBaJM/IH B IIJOBOJICTBI a00 B SIKOMY
BOHH HAJIATIUIN 10 3aKJIQIy JUIsL TPOJOBKEHHS;

2) TIaHH, 3BiTH, KOIITOPHUCH i TOKYMEHTH 0 HUX BITHOCATHCS 10 TOTO POKY, Ha KUl a0
3a AKUi iX CKJIaJIeHO, HEe3aJIC)KHO BIJI JaTH 1X CKJIaJaHHs;

3) HmepCHeKTHBHI IUIAaHW BiIHOCATH O MMOYATKOBOIO POKY iX [ii, a 3BiTH 3a IIi POKH - JI0
OCTaHHBOT'O POKY 3BITHOTO MEPIOAY.

3.7. Onucu cripaB BEAYTHCS MPOTATOM KUTBKOX POKIB 3 BUKOPUCTAHHAM €JMHOTI HACKPI3HOT
Hymepartii. CripaBu KO’KHOTO POKY CTAHOBJIATH PIYHUAN PO3JILJ OIHUCY.

3.8. Y KiHIIl ONTUCY 3aMTOBHIOETHCS M1JICYMKOBUHN 3aIHUC 13 3a3HAUEHHSIM KIIBKOCTI (I pamu
1 cloBaMHM) cripaB, IO OOJIIKOBYIOTHCSI 32 OMHCOM, IEPIIOTO i OCTAHHBROTO HOMEPIB CIIPaB 3a
OTIMCOM, a TaKOK 00YMOBITIOIOTHCS OCOOJIMBOCTI HyMepaIlii CipaB B OMKCi (JIITEPHI Ta IPOITYIICH]
HOMEPH CTIPaB).

3.9. YV piuHMii po3AiN OMHCY CHpaB BHOCATHCS TAKOX CIPaBH, HE 3aBEpIICHI MPOTATOM
KaJIEHJApHOr0 pOoKy. Y TaKMX BHIMAJKaX y KiHII PIYHUX PO3JLIIB OMHCY KOXKHOI'O HACTYITHOI'O
POKY, IIPOTATOM SIKOT'O CIIpaBH MPOAOBXKYBAIUCS B JIIJIOBOJCTBI, 3a3HaUa€eThes: «J{OKyMEHTH 3a
el piK AMB. TaKOX Yy PO3AUIL 3a pik, Ne ». I'padu 4, 5 dopmu onucy He
3aIOBHIOKOTHCS.

3.10. Onuc cmpaB 3akimaay WIANMHCYETHCS YKJIAmadeM 13 3a3HAYSHHSIM HOTO TOCaJIH,
MOTO/IKYETHCA 3 0CO0O0, BIJIMOBIAANLHOI 3a MIJIOBOACTBO 1 3aTBEPIKYETHCS KEPIBHUKOM
3aKiany.

3.11. Omnuc cnpaB 3akiIaay CKIAAE€ThCS Y ABOX NMPUMIPHUKAX, OJUH 3 SKHX IepelacTbCs
pa3oM 31 crpaBaMH JI0 apXiBY 3aKjajy, a IHIMUN 3aJIHMIIAE€THCS K KOHTPOJBbHUMA MPUMIPHUK Y
CTPYKTYPHOMY ITiIPO3/iIi.

3.12. Ha ocHOBI OMuMCiB CIipaB apxiB 3aKjiaay I'OTYE 3BEJCHI OMHUCHU CIIpaB MOCTIHHOTO Ta
TpuBazioro (nmonan 10 pokiB) 30epiraHss, 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIALY).

4. IlepenaBaHHsI cIpaB 10 apXiBy 3aKJanxy

4.1. CrpaBu noctiiiHOTO Ta TpuBanoro (monan 10 pokiB) 30epiranus, 3 KaJpoBUX MUTAHb
(ocoboBOTO CKIIay) Uuepe3 JABa POKH IMICIIs 3aBEPIICHHS X BEJACHHS B JA1JIOBOJICTBI MEPEIAtOTHCS
JI0 apXiBYy 3aKJIaay B YIOPSIKOBAHOMY CTaHi ISl OJAIbIIOr0 30epiraHHs Ta KOPUCTYBaHHS.

Cnpau noctiiftHOro Ta TpuBaioro (moHaa 10 pokiB) 30epiraHHs MEPEIarOThCS 10 apXiBY
3aKJIaay 3a OMHCAMHU.
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4.2. CnpaBu TumMuacoBoro (10 10 pokiB BKJIFOYHO) 30epiraHHS MOXYTh MepeaaBaTUCS 10
apxiBy 3aKjajay 3a pIlIEHHSIM HOro KepiBHUKA 32 YMOBH HAasiBHOCTI B HbOMY BUIBHMX IUIOMI.

Cnpasu TrmuacoBoro (10 10 pokiB BKIIOYHO) 30epiranHs NepeaaroThCs A0 apXiBy 3aKIaay
3a HOMEHKJIATYpOIO CIIpaB a00, Ha PO3CY/ 3aKJIay, 3a 3/1aBaIbHUMHU OMKMCaMH JOBLIBHOI (JOpMH,
HOMEPHU SIKUX MaOTh M03HA4UKy «TM».

4.3. TlepenaBaHHsl cripaB 10 apXiBY 3aKIaay 3IIHCHIOETHCS 32 TpadikoM, TMOTOKECHUM 3
(G yHKILIOHATBHUMU 0C00aMHU 1 3aTBEPXKEHUM KEPIBHUKOM 3aKJIany.

4.4, SIkmo okpemi CIpaBU HEOOXITHO 3aJUINUTH JJII MOTOYHOI POOOTH, apXiB 3aKiaay
odopmIIsie BUavy CIpaB y THMYACOBE KOPUCTYBAHHS.

4.5. TligroToBKa cmpaB I MEpelaHHs 10 apXiBy 3akjajy BKJIIOYAE TEPEBIPKY
MPaBUIBHOCTI (POPMYBaHHS JTOKYMEHTIB y CIpaBH, BIAMOBIAHICTH 3arojIOBKIB CIIPaB 3MICTY
BMIIIEHUX JIO CIIpaB IOKYMEHTIB, 0(DOPMIICHHS JOKYMEHTIB KOXKHOI CIipaBH, 0(hDOPMIICHHS CIIpaB
Ta BiJAMOBIIHICTH CIIPaB HOMEHKJIATYp1, 3aTBEPKEH1H KepIBHUKOM 3aKJIady.

VY pa3i BusBICHHS HEAOJNIKIB y (opMyBaHHI Ta OGOpPMIICHHI CIpaB BiAMOBIIANbHI
MIpaIiBHUKK 3000B’s13aHi iX YCYHYTH.

4.6. IpuitmaHHSA-TIepeJaBaHHS KOXHOI CIIpaBH 3/11HCHIOETHCS MPaIliBHUKOM apXiBY 3aKJIay
y TMIPUCYTHOCTI TNpaliBHUKA 3aKiIaay, SIKHH nepeaae ynopsakoBaHi Ta odopmiieHi crnpasu. [lpu
IIOMY B KO)KHOMY TIPUMIPHUKY OTIHCY CITPaB POOJISATHCS TO3HAYKH PO MPUUHATTS Ti€l a00 1HIIOT
cipaBu. Y KiHIII KOKHOTO IPUMipHUKA OTHCY CIIpaB poOISAThCS HU(ppaMU Ta CIOBaMU TTO3HAYKU
npo (pakTUYHY KUIBKICTH CITpaB, 110 TIEPEIaHi 10 apXiBy 3akKjajy, HOMEPH CIIpaB, IO BiJICYTHI,
JaTy TpUHMaHHSA-TIEpelaBaHHs CIpaB 1 CTaBIATHCS MIAMHCH 0Ci0, AKi 3AaBajyM Ta MpUMaiu
CTIpaBH.

5. I'panu4Hi cTPOKM TUMYacOBOro 30epiraHHsi JOKYMeHTIB B apXiBi 3akjany

5.1. YcTaHOBIIOIOTHCS TaKi TPaHUYHI CTPOKH THMYACOBOTO 30€piraHHs JOKYMEHTIB B apXiBi
3aKnany:

1) nns moxymentiB BepxoBHoi Pamu Vkpainu, Anminictparii Ilpesuaenra Ykpaiuwu,
Kab6inery MinictpiB Ykpaiau, Koncrurymiitnoro Cyny Ykpainu, Bepxosaoro Cynay, Bumioro
Cyay 3 MUTaHb IHTENEKTyalbHOI BIACHOCTi, Buiioro antukopymmiiHoro cyay, ['eHepaibHOl
npokyparypu Ykpainu, LleatpansHoi BuOop4oi komicii Ykpainu, PaxyHkoBoi manatu YkpaiHu,
HarmionansHoro 6anky YkpaiHu, MiHICTEPCTB, 1HIIHUX [IEHTPATFHUX OPTaHiB BHKOHABYOT BIIAH Ta
Jiep>KaBHUX OpraHiB 1 6e3MmocepeIHbO MIANOPSIKOBAHUX M OpraHizaiiii - 15 pokis;

2) nnst nokymeHTiB BepxoBHoi Pamu ABtroHomHOi PecnyOmiku Kpum 1 Pagu minHicTpiB
ABroHoMHO1 PecnyOniku Kpum, oGnacuux, KuiBcbkoi Ta CeBacTomonbChbkoi MICBKUX paj 1
Jep>KaBHUX aJMiHICTpalliid Ta 6e3mocepeHbO MiANOPSAKOBAHUX 1M OpraHi3amii, anensmiiHnx
CyIiB, SIKI YTBOPIOIOTbCSI B ameNALIMHUX OKpyrax, anesiiiHuX aJMIHICTPaTUBHUX CYIB,
aneNAifHNX TOCHMONApPChbKUX CYNiB, OKPYKHUX aJMIHICTPATUBHUX CYIiB, OKPYKHUX
rOCIOAAPCHKUX  CYHIB, PETIOHAJIbHUX MpPOKYypaTyp, BIWCBKOBHUX MPOKypaTyp pETrioHIB,
TEPUTOPiaJIbHUX OPraHiB IEHTPAJbHUX OPraHiB BUKOHABYOI Bi1aau - 10 pokiB;

3) ans TOKYMEHTIB pallOHHHX, paiioHHHX y Mictax Kuesi ta CeBacTomoii Jep:KaBHHX
aZMIHICTpaIliid, OpraHiB MICIEBOTO CaMOBPSIyBaHHS Ta O€3MOCEPEAHBO IMiAMOPSIKOBAHUX 1M
opraHizariiii, OKpy>KHHUX CY/IIB, 5Kl yTBOPIOIOTECS B OJTHOMY a00 JIEKIJIbKOX pailoHaX 4M palioHax
y MicTax, abo y micTi, abo y paioHi (paifoHax) 1 micTi (MicTax), TEpUTOpiaJIbHUX OpraHiB
LIEHTPAJIbHUX OPraHiB BUKOHABYOI BJIAJH, & TAKOXK CUIBCHKOTOCIOAAPCHKUX MIAMPUEMCTB - S
POKIB;

4) nns 3amMciB aKTiB IUBLUIBHOTO CTaHy, 3allMCiB HOTApiaJbHUX i 1 CyJOBHX CITPaB,
JOKYMEHTIB 3 KaJpOBHX MUTaHb (0COOOBOTO CKJIAAY), TOCIONAPCHKUX KHUT, TOKYMEHTIB 3
MpUBATU3AIlT KUTIOBOTO (POHTY - 75 POKIB.

5.2. Ctpoku 30epiraHHs 00 KOHKPETHMX JOKYMEHTIB MOXYThb OyTH 3MiHEHi 3a
MOTO/KEHHSIM 3 BiJITOBITHOIO JICPYKABHOKO apXiBHOI YCTAHOBOIO, apXiBHMM BIJJIJIOM MiCBKOL



38

panu. [IpogoBxkeHHs CTPOKIB 30epiraHHs JOKYMEHTIB B apXiBi 3aKjialy 1OMYCKAEThCA 3a OTpeOH
KOPHUCTYBaHHS JJOKYMEHTaMH 31 CIIy>KOOBOIO METOI0, Y pa3i HEMOXKJIMBOCTI MPUHHATH JTOKYMEHTHU
Ha 30epiranHs J10 JepKaBHOT apXiBHOT YCTaHOBH, apXiBHOT'O BiILTy MiCLIEBOI pajiH.

5.3. [Ticas 3akiHUEHHS T'PAaHUYHUX CTPOKIB 30epiraHHs JOKYMEHTH, BimHeceHi g0 HAD,
NepealoThes Ha MOCTiiHe 30epiranHs 10 BiJINOBITHOTO MICIIEBOTO apXiBY.

VIL. OPTAHIBAIIIA JIIOBOJICTBA B EJJEKTPOHHIN ®OPMI

1. 3arajanHi HoJo:KeHHs

1.1. B enextpoHHiii (opMi 3AIHCHIOETHCS BEACHHS JOKYMEHTIB 3aKiaay, 10 BHU3HAYEHI
nyHKkToM | Haka3zy MiHicTepcTBa OCBITH 1 Haykd, MOJOJI Ta CHOPTY VYKpaiHH BiJ
10 tpaBus 2011 poxy Ne 423 «IIpo 3aTBepIKEHHS €IMHUX 3pa3KiB OOOB’S3KOBOi 1710BOI
JTOKYMEHTAITli y 3araJIbHOOCBITHIX HaBUAJbHUX 3aKJIaJlaX yCIX THMIB 1 (JOpPM BIACHOCTI», a TAKOXK
IHIINX JJOKYMEHTIB, 1110 MOKYTh CTBOPIOBATHCH y MIPOIIEC JiSUIBHOCTI 3aKJay.

1.2. Ha miacTaBi 1aHuX JiI0BOi TOKYMEHTAII] 3aKJIaTy, 0 BHOCATHCS Ta OOpOOJIAIOTHCS B
OIC, cTBOpIOIOTECS Ta/a00 BEAYTHCS y €IEKTPOHHIN (hopMi:

1) kimacuHwmii s)xypHan misa [-IV knacis;

2) knacuuit xxypHan st V-XI (XII) knacis;

3) )kypHanu 3100yBadiB OCBITH, $Ki 3100yBalOTh 3arajibHy CEPEIHIO OCBITY 3a
IHIUBIAYaIBHOIO (hOPMOIO;

4) >)xypHaJI peecTpallii HakasiB pyxy 3/100yBaviB OCBITH;

5) Haka3u KepiBHUKA 3 KAJPOBUX MMUTaHb 0COOOBOTO CKJIaly THMYACOBOTO 30epiranus (Ipo
BIZIPSI/DKCHHS, CTATHEHHS, HAJ[aHHS [IOPIYHUX OTUTaYyBaHUX BIJITYCTOK Ta BIAMYCTOK Y 3B’SI3KY 3
HaBYaHHSIM);

6) piuHMIi TIIaH poOOTH 3aKJIaly OCBITH;

7) po3kJiag HaBYAIbHUX 3aHSITh;

8) cBiAOLTBA AOCATHEHB 37100yBayiB OCBITH TOIIIO.

1.3. Mani, sxi 30uparotbess B OIC 11 BeAGHHS [iJIOBOI JOKYMEHTAIli 3akiaay B
€JIEKTPOHHIN (opMi, mHepemaroTbCs OO LEHTPaJbHOI 0a3uW JaHMX MPOrpaMHO-arapaTHOro
KOMIUIEKCY «ABTOMAaTHU30BaHHN 1HQOPMALIHHUI KOMIUIEKC OCBITHBOTO MEHEIDKMEHTY» Ta
OTIPalbOBYIOTHCS /1JIs1 3aII0OBHEHHS CTATUCTUYHUX 3BITIB.

1.4. Tlepenik ganux, mo o0poosroThcs B OIC my1s BeAeHHS A1JI0BOT TOKYMEHTAITIT 3aKIady,
HaBE/ICHO B 0odamkKy 22 no 1iei [HeTpykiii.

1.5. Tlenaroriuna pana 3akiiaay ocBiTé BukopuctoBye OIC, mo BKiIr0Yae mporpaMHi MOIyIi
JUTSL BEIGHHS JIUIOBOT TIOKYMEHTallii 3aKIaly OCBIiTH B enekTpoHHil ¢opmi. Taka OIC moxe Oyt
MiIKIIOYeHa 0  HeHTpasbHOi  0a3W  JaHUX  [POrpaMHO-arapaTHOrO  KOMIUIEKCY
«ABTOMATH30BaHUil 1H(GOPMALIMHUNA KOMILJIEKC OCBITHROTO MEHEIKMEHTy» (nmami - LIBJ]
AIKOM) BianoBigHO 10 mpolenypu, BusHaueHoi [loojkeHHSM Mpo IporpamMHo-anapaTHUN
KOMIUIEKC «ABTOMAaTH30BaHUM iH(GOpMAIifHUH KOMIUIEKC OCBITHBOTO MEHEIKMEHTY»,
3aTBEpKeHUM 1octaHoBoro Kabinety MinictpiB Ykpainu Big 02 rpynns 2021 poky Ne 1255.

1.6. lupexrop 3akiary BU3HAUAE BIIMOBIaIbHY 0c00y 3a aaminicTpyBanus OIC. OOpobka
iHpopmanii B OIC 3miiicHIOETBCS 3 HOTpUMaHHSAM BHMOr 3akoHIB Ykpainu «IIpo 3axuct
iHpopmarii B iHpopMaliifHO-KOMYHIKaLIHHUX cucTeMax» 1 «IIpo 3axucT nepcoHaNbHUX JaHUX.

I1. Oco0siuBOCTI BeIeHHSI eJIEKTPOHHOI'0 KJIACHOI' 0 Ky PHAJIY

2.1. EnexTpoHHUI KIaCHUI )KypHAI € JOKYMEHTOM JILUIOBOI IOKYMEHTAaIlii 3aKJIaay OCBITH,
10 BEJIETHCS B €ICKTPOHHIN (OPMI Ta BAKOPUCTOBYETHCS JISL:

1) 30epiraHHs JaHUX PO HABYAIBHI JIOCATHEHHS 3/100yBaviB OCBITH;

2) apToMartu3aillii 00J1iKy Ta KOHTPOJIIO OCBITHBOTO MPOIIECY;
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3) onepkaHHs, OOpoOkM Ta 30epiraHHs NaHWUX AN aBTOMATHU3AIlll BEACHHS JiJIOBOi
JOKYMEHTAIl1 3aKJIaJly OCBITH B €JIEKTPOHHIN dopMi;

4) omepaTHUBHOTO AOCTYyIy 10 iH(OpMalii yyaCHUKaMU OCBITHBOTO IPOIIECY MPO PiBEHBb
HaBYAJIbHUX JIOCATHEHD 13 PI3HUX MPEIMETIB, BIIBIyBaHICTh 1 JOMAIIIHI 3aBIaHHS;

5) 3abe3neueHHs] MOMJIMBOCTI JUCTAHIIHHOTO MPSIMOTO Ta ONEPATUBHOIO iH(OPMYBaHHSI
YYaCHHKIB OCBITHBOTO TIPOIIECY.

2.2. Indopmartist 10 eJEKTPOHHOTO KIACHOTO KYpHATy BHOCUTBCS YKPaiHCHKOIO MOBOIO, 32
BHHITKOM JIaHUX, IO TOTPEOYIOTh BHKOPHCTAHHS JITEp JATHHCHKOI a0ETKH Ta CIeliaJIbHUX
CHUMBOJIIB (CTOCOBHO HaBYaHHS iIHO3EMHUM MOBaM, Cepisi JOKYMEHTa, aJpeca eJIeKTPOHHOI OIITH
TOIIIO).

2.3. YV pa3i notpebH, eNeKTpOHHHI KJIACHUHU >KypHasl Ta IHIN JOKYMEHTH T€HEepYyIOThCS
3acobamu OIC y (popmi eneKTpOHHOTO JOKYMEHTA MIJISXOM BHBAaHTAXKCHHs JaHUX y dopMarax
pdf, csv, xIsx abo iHImoMy 3unTyBaHOMY pOopMaTi Ha BUOIp 0COOH, sika 3p0OUIa 10 CUCTEMH 3aIUT
1010 BUBAHTAKCHHSI.

2.4.Tlicnst  3aBepIIEHHS HABYAJIBHOTO pPOKY Ta BHECEHHS BIAMOBIIHUX 3alMCIB Y
CJIEKTPOHHUI KJIACHUH JKypHAJ, TUPEKTOp 3aKiIaay OCBITH a00 YIMOBHOBa)K€Ha HUM 0C00a
HaKJIaJ1a€ eJIEKTPOHHHM IMiIMTHUC, 10 06a3yeThesl Ha KBali(hiKOBaHOMY CepTH(]IKaTI elIeKTPOHHOTO
T JITTHCY.

II1. Bumoru 10 30epiranus aiJioBOi 10KyMeHTAallil 3aKJ1ay 0CBITH
B OCBiTHIll iHdopManiiiHiil cucremi

3.1. 36epiranHs AiIOBO1 JoKyMeHTawii 3aknaay BUkio9aHo B OIC MoxiuBe 3a 1OTpUMaHHS
HaCTYITHUX BUMOT':

1) indopmarrisi, MO MICTUTBCS B JIOBIM JOKYMEHTAIlil 3aKjaay OCBITH, MOBUHHA OYyTH
JOCTYITHOIO JUIsl i1 MOJaNbIIOr0 BHKOPHUCTAHHS BIAMOBIIHO A0 HaJaHUX IIpaB JOCTYyNy Ta
BCTaHOBJICHOTO TIOPSIIIKY;

2) maHi Ta JOKyMEHTH, I[[0 MalOTh OYTH 3BEJICHI, 3reHEPOBaHi Ta I IMHUCaHi CTAHOM Ha IIEBHY
nary, nepen 30epexxeHHsiM Ta Bianpaskoro B LB/ AIKOM (y pasi motpeOu), HiAMUCyIOTHCS
BIJIMTOBIIAJILHOIO 0CO0O0I0, IO HaKJaJa€ eJICKTPOHHHWM IMAMHC aBTOpa, MO0 0a3yeThCs Ha
KBaJTi(hiKoBaHOMY CepTH(IKaTI eTEKTPOHHOTO ITi IHCY.

3.2. Marepianu, 3aBaHTaxkeHi kopuctyBauamu B OIC (momaimiHe 3aBAaHHS, BiJleo-
Martepiajid, TeCTH, HaBYaJbHI MaTepiaiu, AOBIJIHUKH TOILO), MOXKYTh 30epiraTucs B apXiBHHX
0a3ax JaHMX MPOTArOM TEPMiHYy, BHU3HAUEHOTO B CHUCTEMI, 13 YypaxyBaHHSAM YHHHOTO
3akoHomaBcTBa. Brnacauk OIC 3a6esneuye miciie 11 30epiraHHs JaHUX A1JIOBOT JOKYMEHTAIil
3aKJIaJy OCBITH B €JIEKTPOHHIN GopMmi.
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Jonatok 1
1o [HcTpyKIii 3 AiTOBOACTBA 3aKiIamLy
(myskt 1.3 po3ainy II)

YHI®IKOBAHA CUCTEMA
OPTAHIBALIMHO-PO3MOPATUOI JOKYMEHTAILI 3AKJIATY

JlokymMeHTalis 3 opraizanii Ta NPUNMHEHHS AiJIbHOCTI OPUIUYHOI 0CO0N
CratyT
[IpoTokon 3aranbHUX 300piB (KOH(EpEeHIii) KOJEKTUBY 3aKIany
[TonoxeHHs Mpo KoJeTiabHUI OpTaH, KOMICio
CrpykTypa i IITaTHA YUCETbHICTD
[TonoxeHHs Mpo KoJierianbHUHi Opran
KonexTuBHmii 10TOBIp
[IpaBuna BHYTPIIIHLOTO TPYIOBOTO PO3MOPSAKY
IHCTpYyKIIis 3 NiOBOACTBA
Howmenknatypa cripas
ITocagoBa IHCTPYKIIiS TpaliBHAKA
Po6oua iHCTpyKIIis MpalliBHAKA
JlopyJeHHS KepiBHUX OPTaHiB BHILOTO PiBHSA
[Inan pobotu 3akmamy
[Tman poOOTH KOJIETiaTbHOTO OpTaHy
[Tman poboTH mpamiBHAKA
[TomoxxeHHs Ipo opraHi3alliro MPOBeIESHHS 3aX0y
Haxka3s 3 0CHOBHOT TisTIBHOCTI
CrinpHMI HaKa3 3 OCHOBHOI JIISUTPHOCTI TBOX 3aKJIA/IiB
Hakas3 3 amMiHICTpaTHBHO-TOCTIOIAPCHKUX TIUTAHb
IIpoTokom 3aciganHs KOJIETiaIbHOTO OpPTaHy, KOMICil, KOMITETY, po00d0i rpymn
[IpoToKom 3aralTbHUX 300piB TPYIOBOTO KOJIEKTHBY
[IpoToxon Hapaau Ipu AUPEKTOPOBI
JoroBip rocriorapchKuit
JloToBip IIMBLIHHO-TIPABOBUI
JlomoBiiHa 3anmucKa
ITosicHIOBaJIbHA 3amKCcKa
JloBigka ciry)k00BOT0 XapaKTepy

Josinka 6iorpadigHoro xapakrepy
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AKT mepeBipKu

JoBinka nepeBipku

[Ipumnuc oprany aep:kaBHOTO HarsiAy (KOHTPOIIO)

IlepenaBanbHM akT (PO3MOAUTLYHI OaTaHC)

AKT JiKBifamiifHO1 KoMmicii (JTikBigaTopa) 3aKnamy
[IpuiimanbHO-31aBaNBHUM aKT, CKIaICHUH Y pa3i 3MiHU KepiBHUKA 3aKJaLy

[IpuiimanbHO-31aBaNbHUM  aKT, CKJIAACHUH y pasi 3MiHM MOCagoBOi BiANOBiAaldbHOI (MaTepianbHO
BIJINIOB1aIBHOT) 0COOH

AKT Tpo BWITy4YeHHs 715l 3HUIICHHS JOKYMEHTIB, He BHECEHHX 10 HalioHaIpHOTO apXiBHOTO QOHIY

AKT TIpO 3HHIICHHS 3iICOBaHUX OJIaHKIB I[IHHUX TMarepiB, OJaHKIB IOKYMEHTIB CyBOPOi 3BIiTHOCTI,
CITy’k00BHX ITOCBITUYCHb 3BIIbHECHUX IMPAIliBHUKIB; IIEYATOK 1 MITaMIIIB

3BiT Ipo poOOTY 3aKiaxy
3BiT ITpo PoOOTY KOJIETiaTbHOTO OPTaHy
3BiT 1Tpo PoOOTY IpaIiBHUKA
AHaiTHIHA TOBiIKA TTPO PoOOTY
AHaNITHYHA AOTIOBIAb PO POOOTY
AHATITHIHAH OTJISAI TIPO POOOTY
Ciry>x00BHii JTHCT
JlokymeHTaNis 3 KepyBaHHS MEePCOHATIOM
3asBa mpariBHUKA
3asBa rpoMajTHUHA
ITonanns
Haka3 kanpoBux nmurans (0c000BOTO CKIIATY)
Haka3 mipo npuitHaTTs Ha poboTy
Haxka3 npo nepeBeieHHs palliBHAKA B MEXax 3aKiIajy
Haxkaz nmpo cymicHUIITBO
Hakas3 mpo 3BiIbHEHHS 3 pOoOOTH
Hakas3 mpo arecTariiro kaapisB
Haxka3 npo npucBoeHHs KBamiikallifHUX KaTeropii, mejarorivyHux 3BaHb
Haxka3 npo 3a0xo4eHHs (HaropoJKeHHs, TPEMIFOBaHHS)
Haxka3 npo BcTaHOBIICHHS Ha/I0ABOK 1 IOTIIAT
Haka3 mpo HagaHHs BiAITyCTKH
Haxka3 nipo BigpsimkeHHs

Haxa3s npo oroJiomieHHs: Aoranu
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Haka3 npo npunuHeHHs TpyA0BOTO JOTOBOPY (KOHTPAKTY)
TpynoBuii norosip (KOHTPAKT)
TunoBuii OroBip Npo MOBHY iHAWBIAyaIbHY MaTepiaibHy BiIMOBiJAIBHICTD
TumnoBwit TOroBip MPO KOJCKTUBHY MaTepiaabHy BiAOBIIAIbHICT
Oco6oBa KapTKa IpaliBHUKA
Oco60Buii TMCTOK 3 00MIKY KaJIpiB
[IpoToxon 3acinanHs arecTaliiHoi (TapudikalliitHoi) koMicii
I'padix BiamycTok
Knura o611iky OJIaHKIB TPYAOBUX KHIDKOK 1 BKJIAIUIIIB J0 HUX
Knura o61iky pyxy TpyIOBUX KHI)KOK 1 BKJIQIHIIIB J0 HUX
AKT Ha criicaHHs OJIaHKIB TPYJOBUX KHMKOK 200 BKIIQIHIIIB 10 HUX
Astobiorpadis
XapakTepucTuka
YHI®IKOBAHA CUCTEMA INEPBUHHO-OBJIKOBOI JJIOKYMEHTAIIII
JoxymenTanis 3 00J1iky pe3y/ibTaTiB iHBeHTapu3amii
[HBeHTapH3aIliifHAN OTIMC OCHOBHHX 3aC00iB
[HBeHTapHM3aIIHIHT APIIUK
[HBeHTapHM3aIiiHUI OMHC TOBAPHO-MaTepiaTbHUX IIHHOCTCH
[HBeHTapHU3aITitHII OIHC TOBAPHO-MaTePiaIbHUX IIHHOCTEH, IPUHHATHX Ha BiIMOBITAIbHE 30epiraHHs
AKT iHBeHTapH3aIlil He3aBepIIeHNX PEMOHTIB OCHOBHHUX 3ac00iB
3BipsUIbHA BIIOMICTh PE3YJIBTATIB iIHBEHTapH3aIlil OCHOBHHX 3aC00iB
3BipsUTbHA BIIOMICTh PE3YNIBTATIB iIHBEHTApH3AaIlii TOBApPHO-MaTePiaIbHUX IIIHHOCTEH
IaBeHTapH3aIiitnuii onmrc HEOOOPOTHUX aKTHBIB
[aBeHTapU3aIifHAN OTIVIC 3amaciB
[HBeHTapU3aNiitHUif onMC MaTepiaNbHUX MIHHOCTEH, MPUIHATHX HA BIANOBIJAIbHE 30epiranas
3BipsIbHA BIIOMICTE PE3YJIBTATIB iHBEHTapH3aIlii HEOOOPOTHUX aKTUBIB
3BipsUIbHA BIIOMICTE PE3YJILTATIB iIHBEHTapHU3aIlii 3aaciB

AKT iHBeHTapm3arli ae0iTOpchkoi ab0o KPeaUTOPChKOi 3a00proBaHOCTI, CTPOK IMO30BHOI TaBHOCTI SKOi
MUHYB 1 SIKa TUIAHYETHCS 10 CITUCAHHS

AKT iHBeHTapu3allii po3paxyHKiB MO0 BiAIIKOAYBAaHHS MaTepialbHUX 30UTKIB
[IpoToxon iHBeHTapHU3aIifHOT KOMicii

JoxkymeHTanist 3 00J1iKy Ta CHHCAHHSI OCHOBHHX 32c00iB
AKT npuiiMaHHA-TIepenadi (BHYTPIITHHOTO MEPEMIIIEHH) OCHOBHUX 3ac00iB

AKT npuiiMaHHA-31a41 BIIPEMOHTOBAHUX, PEKOHCTPYHOBAHMX Ta MOJIEPHIZ0BaHUX 00’ €KTIB
9
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AKT CIIUCaHHSI OCHOBHHX 3ac00iB
AKT Ha CIIMCaHHs aBTOTPAHCIIOPTHUX 3aCO01B
[HBeHTapHa KapTKa 00Ky OCHOBHHX 3ac00iB
Ormmc iHBEHTapHUX KapTOK IO 00Ky OCHOBHHX 3aC00iB
KapTtka 00Ky pyXy OCHOBHHX 3ac00iB
[HBeHTapHMI CIMCOK OCHOBHHX 3ac00iB
AKT BBEJICHHSI B €KCILTyaTalliF0 OCHOBHHX 3aC00iB
AKT npuiiMaHHS-TIepe1adi OCHOBHUX 3aC00iB
AKT BHYTPIIITHBOT'O TIEPEMIIIICHHS OCHOBHUX 3aC00iB
AKT mepenadi Ha peMOHT, PEKOHCTPYKITiIO Ta MOJIEPHI3aIliF0 OCHOBHUX 3ac00iB
AKT npuiiMaHHs BiIpEMOHTOBAHUX, PEKOHCTPYHOBAaHUX Ta MOJICPHI30BaHUX OCHOBHHX 3aC001B
AKT CIIHCaHHS OCHOBHHX 3ac00iB (4acTKOBOT JIiKBiTaIii)
AKT CIIICaHHS TPy OCHOBHHX 3ac00iB
AKT CIICaHHS TPAHCTIOPTHHX 3aCO0iB
AKT CIIHCaHHS BIUTYYCHHUX JOKYMEHTIB 3 0i0J1i0TeuHOTO (hOHTY
IaBeHTapHa KapTKa 00Ky 00’ €KTa OCHOBHUX 3aC00iB
IHBeHTapHA KapTKa rPYIOBOTO 00JIiIKY OCHOBHHX 3aC00iB
IHBeHTapHa KapTka 00Ky OararopidHUX HacaIKeHb
Po3paxyHok aMmopTH3aIlii OCHOBHHX 3ac00iB (KpiM iHIINX HEOOOPOTHUX MaTepialIbHUX aKTHBIB)
Pozpaxyrok amopTH3ailii iHIIMX HEOOOPOTHHUX MaTepiabHUX aKTHBIB
AKT TepeoIiHKA OCHOBHHX 3aC001B

JoxyMeHTauist 3 00J1iKy MAJOIiIHHUX TA MBUIAKO3HOIIYBAHUX NMpPeIMeTiB
BigoMicTh momoBHEHHS (BHITYYECHHS ) TOCTIHHOTO 3amacy iHCTPYMEHTIB (IIPUCTPOiB)
KapTka 001Ky MaJTOIIIHHMX Ta IIBUAKO3HOITYBAHUX IMPEAMETIB
3aMOBJIeHHS Ha PEMOHT a00 3aTOYyBaHHs IHCTPYMEHTIB (IIPUCTPOIB)
AKT BHOYTTS MQJIOITIHHUX Ta MIBUIKO3HONTYBAHUX TIPEIMETIB
AKT Ha CIIMCaHHS IHCTPYMEHTIB (IPUCTPOiB) Ta OOMIH iX Ha MPUAATHI
Oco60Ba kapTKa 00JIIKY CIEIOAATY, CIIEIB3YTTS Ta 3aI001KHUX IIPUCTPOIB
BimomicTh 0071iKy BUadi (TIOBEPHEHHST) CIEIIOAATY, CIICIB3YTTS Ta 3amo01KHUX MTPUCTPOIB
AKT Ha CTIMCaHHS MaJIOLIHHUX Ta MIBUAKO3HOIIYBAHUX MIPEIMETIB

JoxymeHnTauisi 3 00,1iKy CHPOBHHM Ta MaTepiaJjiB

Kypnan peectpaiiii JoBipeHOCTEH

[TpuGyTKOBHII OpAED
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AKT npo npuiiMaHHs MaTepialiB

AKT-BHMOTra Ha 3aMiHY (J0/aTKOBHH BiAITyCK) MaTepianiB

Haxnagna-BuMora Ha BiAmyck (BHYTPIIIHE IIepeMIllIeHHs) MaTepiatiB

Peectp npuiiMaHHS-31a41 JOKYMEHTIB

Binomicte 001iKy 3amuIKiB MaTepialiB Ha CKiIafi

AKT npo npuHMaHHs yCTaTKyBaHHS

AKT npuiiMaHHS-TIepeiadi yCTaTKyBaHHSA A0 MOHTaXY

MarepianbHU# SIPIUK

AKT TIpo BUSIBJIEHI AeEeKTH yCTaTKyBaHHS

CurHanpHa JTOBiIKa PO BIAXMICHHS (PaKTHYHOTO 3aIMIIKY MaTepialliB BiJl YCTaHOBJIICHHX HOPM 3aracy

MarepianbHui 3BIT

IaBeHTapU3aniitHuii onvc

AKT TIpo BUTpaTy AaBaJbHUIIPKIX MaTepialiB

KapTtka 00Ky ycTaTKyBaHHS I yCTaHOBIICHHS
YHI®IKOBAHA CUCTEMA ®IHAHCOBOI JJIOKYMEHTAIII{
JdokyMeHTaNisA, IKY 32CTOCOBYIOThH y POLIeCi BUKOHAHHSA OKIKETY

Komrropuc

[IITarauit po3mnuc

TunoBuii MITAaTHUI PO3MUC

3BeeHUI KOITOPHC

JloBizKa mpo 3MiHH IO KOIITOPHUCY

VYHI®IKOBAHA CUCTEMA JOKYMEHTAIIII I3 ITPAIIL, COIIAJIbHAX TUTAHB I
COIUAJIBHOI'O 3AXUCTY HACEJIEHHS

JlokyMeHTallis i3 COIaTbHOTO 3aXUCTY OCI0 3 IHBAJIIIHICTIO

3BIT PO 3alHATICTH 1 MpaleBIAITYBaHHs 0Ci0 3 iHBaIiIHICTIO

3asBa no [lopsaxky Bumadi JOBIAKH PO YUCETBHICTD MPALIOI0YHX OCi0 3 iHBATIIHICTIO
Crcok nparoryux ocid 3 iHBaIAHICTIO

JokymeHTauis i3 npaneBiamTyBaHHs

Iadopmartis mpo KiMBKICTh MpaIeBIAITOBAHNX TPOMAJSH Cy0’€KTaMH TOCHOJAPIOBaHHA, SKi HAJIAl0Th
MIOCITYTH 3 MOCEPETHUIITBA Y MTPALICBIAITYBaHH]

Indopmariis npo BakaHcii

Iadopmartis mpo 3amnaHoBaHEe MacoBE BUBIJIBHEHHS MpPAliBHUKIB Y 3B’A3Ky 13 3MiHAMH B OpraHizaiii
BHPOOHMIITBA 1 Iparti

[adopmartis po 3alHATICTH 1 MpareBIAIITYBAaHHS TPOMAJISH, [0 MAFOTh JIOAATKOBI TapaHTii y CIPHUSHHI
npareBIalTyBaHHIO
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YHI®PIKOBAHA CUCTEMA BYXTAJITEPChKO-OBJIKOBOI JIOKYMEHTAIIII
JokymenTauis 3 00J1iKy BUKOPUCTaHHs poOOYOTo yacy Ta po3paxyHKiB i3 IpamiBHUKAMH
Tabenb 00Ky BUKOpUCTAHHSA POOOYOro yacy
JloBigka mmpo 3apo0iTHY IIaTy
JloBizka mpo n1oxoan

JIucrox Hepaue3aaTHo CTi
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JonaTtok 2
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIamy
(myskT 1.5 po3ainy II)

BUMOI'

10 0(popMIIEHHS PEKBIi3UTIB OpraHizaniifHO-poO3NOPAAYO0l JOKYMEHTAIIl

Ha3Ba

Bumorn

Ckian
PEKBI3UTIB
JIOKYMECHTIB

1 — 300paxxenns Jlep:xaBHoro ['epba Ykpainu, ['epdba ABroHOMHOT PecriyOumiku Kpum
2 — 300pakeHHsT eMOJIEMH FOPUAMYHOT 0COOM a00 TOPrOBEILHOI MapKH JIjIsl TOBapiB 1
MOCJIYT)

3 — HallMeHyBaHHS IOPUIMYHOI 0COOM BHIIIOTO PiBHS

4 — HaliMeHyBaHHS IOPHIUYHOI 0cOOU

5 — HalilMeHyBaHHS CTPYKTYPHOT'O MiIPO3/LTY FOPUANIHOT OCOOH

6 — TOBIIKOBI J1aH1 PO FOPUIUIHY 0CO0Y

7 — ko1 hopMH TOKYMEHTA

8 — KOJT IOpUINYIHOT 0cOOH

O — Ha3Ba BUJYy IOKYMCHTA

10 — nara mokymeHTa

11 — peecTpaniiiHui iHIEKC JOKYMEHTA

12 — nocunaHHs Ha peeCcTpaIliiHU 1HACKC 1 aTy JOKYMEHTa, Ha SIKA Jal0Th BiIIOBI b
13 — micrie ckiagaHHs TOKyMEHTa

14 — rpud oOMeKEeHHS JOCTYITY 10 TOKyMEHTa

15 — appecar

16 — rpu 3aTBepIKEHHS JOKYMEHTA

17 — pe3omrorist

18 — BigMiTKa PO KOHTPOIIb

19 — 3aroio0BOK 10 TEKCTY JOKYMEHTA

20 — TeKCT TOKYMEHTA

21 — BiAMITKA PO HASIBHICTH JOJATKIB

22 — mianme

23 — BiZOUTOK IT€4aTKH

24 — Bi3a JOKyMCHTA

25 — rpud moroHKeHHS (CXBaJICHHS ) TOKYMEHTA

26 — BigMIiTKa PO 3aCBIAYCHHS KOl IOKyMEHTa

27 — BIAOMOCTI ITPO BUKOHABIIA JOKYMEHTA

28 — BiAMITKA PO 03HAMOMJICHHS 3 JOKYMEHTOM

29 — BigMITKA PO BUKOHAHHS JOKYMEHTA

30 — BigMiTKa PO HAAXOMKCHHS JOKYMEHTA 10 IOPUAUIHOL 0COOU

31 — 3ammc mpo AepiKaBHY PEECTPALIITO

32 — BigMiTKa PO HASBHICTH MPUMIPHHUKA 3 IMAEPOBUM (CICKTPOHHHUM ) HOCIEM
iH(opMarrii

300pakeHHs
JlepxaBHOTO
I'epba Ykpainu

Jo3BosieHo po3MintyBaTh 300paxkeHHs JlepkaBHoro repba YkpaiHu Ha OjaHKax
JIOKYMEHTIB OpTraHiB MICIIEBOTO CAMOBPSIIyBaHHS, a TAKOK HA OJaHKAaX JTOKYMEHTIB
IHIIMX HOPUIMYHUX O0Ci0, I SKUX OPraHM MiCHEeBOr0 CAMOBPSAAYBAHHA €
OpraHaMu BHIIIOTO PiBHS.

3o00paxxennst I'epba AproHomHoi Pecmy6Onmiku Kpum po3minryroTe Ha OnaHkax
JIOKyMEHTIB IOpuAuYHuX oci0 ABToHOMHOI PecnyOmiku Kpum nume paszom i3
300paxeHHsiM JlepxkaBHOro repba Ykpainu 3riiHo i3 3akoHOM YKpaiHu

300paskeHHS
eMOJIeMu

300pakeHHs] eMOJieMH Ha OJIaHKY JJOKYMEHTa HE BIATBOPIOIOTH, SIKIIO Ha OJAHKY €
300pakeHHs TepOiB.

He moxHa 3aMiHIOBATH HaliMEHYBaHHS IOPUIUYHOI OCOOU 300paKEHHAM eMOJIeMU,
HaBiTh fKIIO HaMMEHYBaHHS ITOBHICTIO BIATBOPEHO B 300pakeHHI. Llel peKBi3UT
BHKOPHCTOBYIOTB JIMIIIEC Pa30M i3 HAWMEHYBAaHHIM FOPHIMYHOT OCOOH.




48

Po3smipu 300pakeHHs emOJeMH HE OOMEXKYIOThCA. PekoMeHmoBaHa BHCOTa
300pakeHHsI — He OuTbIma Hix 17 MM.
300pakeHHs] eMOJIEMH PEECTPYIOTh B YCTAHOBJICHOMY 3aKOHOJIABCTBOM TOPSIIKY.

Kon opranizariii

[Tpocrasmnsitors 3a €JIPTIOY micnst pekBI3UTY JOBIKOBI AaHi PO OpraHi3aIiio

Hazsa

HaiimenyBaHHSI FOpUINYHOI OCOOM BHILOTO PiBHS 3a3HAYalOTh CKOPOUYEHO. SIKIO

FOPUINYHOT Hemae o(iliifHOro CKOPOYEHHS IIbOTO HAWMEHYBAHHsI, TO HOT0 3a3HAYAI0Th MTOBHICTIO.
0CO0M BHILOTO HaiimeHnyBaHHs 10pUIMYHOI OCOOM BHIIIOTO PiBHS PO3MIIYIOTH BUILE HAWMECHYBaHHS
piBHS IOPUJIMYHOT 0COOM — aBTOpa JOKYMEHTa

Ha3zgsa 3akmnany
OCBITH

HasBa 3akmamy oOCBiTH — aBTOpa JIOKyMEHTa Ma€ BIAMOBIAATH TOBHOMY
HallMEHYBaHHIO, 3a3HAYCHOMY Yy CTaTyTi (ToJ0KeHH1). Hrk4e moBHOTo HaitMeHyBaHHS
(OKpeMuM PSIKOM y IIEHTpi) PO3MINIYIOTH CKOpPOYEHE HaMEHYBAHHS FOPHUIMIHOT
ocobm, skmo Horo odimiiHo 3adikcoBaHo y craryTi (mosiokeHHi). CkopodeHe
HaliMeHyBaHHS 3a3HAYAIOTh y IYKKaX a00 0e3 HUX.

VY pa3i oopMIICHHS JTOKYMEHTIB, MiJrOTOBICHUX KUJIBKOMA IOPUIUIHUMH 0COOaMHU,
iXHEe HaWMEHYBAaHHSA PO3MIIIYIOTh Ha OAHOMY DiBHI, a Ha3By BHUIY JOKyMEHTa —
nocepenuni. JIiBOpyd 3a3Ha4yarOTh JaTy JOKYMEHTa, MPaBOpyd — PEECTpariiiiHui
IHACKC TOKYMEHTA. Y IIbOMY pa3i 300pakeHHs repOiB, eMOJIeM) HE BiITBOPIOIOTh

Hazsa
CTPYKTYPHOTO
MiAPO3ILTY
3aKJIaay OCBITH

HaiimeHyBaHHsST ~ CTPYKTypHOTO  TIIpO3IiTy  IOPHAMYHOI  0COOHM,  30Kpema
BIZIOKPEMJICHOTO CTPYKTYPHOTO MiPO3ILTy, 3a3HAYAIOTh y Pasi, SIKIIO CTPYKTYpHHIA
MiIPO3JILT € aBTOPOM JOKYMEHTA, 1 PO3MIIIYIOTh HH)KYE HaWMEHYBaHHS FOPHIUYHOL
0co0M.

Bumoru 1o HanmucaHHsl HAWMEHYBaHHS CTPYKTYPHOTO MIPO3AUTY FOPUIMYHOI 0OCOOH,
30KpeMa BIIOKPEMJICHOTO MiAPO3/ALTY, YCTaHOBIIEHI Haka3oM MiHicTepcTBa FOCTHUIIT
Ykpainu

JloBigkoBi  JaHi

JIOBIAKOBI JJaHI IIPO 3aKJ1aJl MIiCTATh:

mpo 3aKJIaj | @ TIONITOBY ajpecy;
OCBITH ® HoMepu TenedoHiB, (pakciB, TEIEKCIB;
® paxyHKiB y OaHKY;
® aJipecy eICKTPOHHOI MOIITH, BEOCAUTY TOIIO).
[X po3MilIyIoTh HIKYE HAa3BH 33Ky OCBITH 200 CTPYKTYPHOTO ITiPO3IiITY
Hasga Buny 3a3HavyaroTh Ha OJIAHKY KOHKPETHOTO BULY TOKYMEHTA 1 3arajiskHOMY OJIaHKY ITiJ] 4ac
JIOKyMEHTA opOpMIICHHS PI3HUX BHJIB JIOKYMEHTIB, OKpiM JHcTiB. Bka3ywTb TiIbKH B

rapaHTiiiHuXx.

Ha3sa Bumy nmokymeHTa (Haka3, pillIEHHS, MPOTOKOJ, aKT, JOBiJIKa, JOIOBiJIHA
3anmcka Tomo) apykyerbes BEJIMKMMU JIITEPAMUM Ta Mae BiamoBimate Ha3Bi,
3aikcoBaHiii y mepeniky yHipikoBaHMX (GOpPM MTOKYMEHTIB, 3alpOBa/KEHUX B
IOpUANYHIN 0co0i. Takuit mepesnik Mae MiICTUTH Ha3BH yHi(iKoBaHUX (POPM JOKYMEHTIB
srigHo 3 JIKY/] Ta Ha3Bu iHIIMX TOKYMEHTIB, IO BIAMOBIZAIOTH OpraHi3aliiHo-
MIPaBOBOMY CTaTyCy IOPUIUYHOT 0COOH, 3aKPIMJIEHOMY B TIOJIOKEHHI (CTaTyTI).

Ha3By BuIy nOKyMeHTa Ha MO3MO0BXKHIX OJIaHKaX PO3MILIYIOTh MOCEPEIuHI, a Ha
KyTOBHUX — y JIIBOMY BE€PXHbOMY KyTi MiJl pekBi3uTtoMm «HaliMeHyBaHHS IOPHIWYHOI
ocobm» abo «HaliMeHyBaHHS CTPYKTYPHOTO MIIPO3AUTY FOPUANYHOT 0OCOOU»

[arta mokymeHnTa

Ile, BinmoBiAHO, AaTa HOTO MMiIITUCAHHS, 3aTBEPKCHHS, PUHHATTS, peecTparii abo
ckianeHns. KpiMm Toro, 1aTyroTh yci c1y00Bi BIIMITKH, MPOCTaBJICH] HAa JOKYMEHTI, a
came: Bi3y, pe30JIIoLilo, BiAMITKY PO 3aCBiAUeHHS KOIIil JOKYMEeHTA, Bi/AMITKY Npo
HAJAXO/JKEHHSI JOKYMEHTAa /0 IOPUIMYHOI 0c00M, BiAMITKY NP0 BUKOHAHHS
AOKYMEHTA, BiIMITKY PO 03HAHOMJIEHHS 3 IOKYMEHTOM.

Jaty opopmittoroTh uppoBUM 200 CIOBECHO-ITU(POBUM CITOCOOOM:

02.11.2021

2021.11.02

02 nucmonaoa 2021 poxy
02 nucmonaoa 2021 p.

VY pi3HHX peKBI3UTaX OJHOTO JOKYMEHTa Jara Moxe OyTH oopMIIeHa SIK CIIOBECHO-
nU(GPOBUM CcITOCOOOM, TaK i IIUGPOBUM.
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VY cnuTbHHX JTOKYMEHTAX, IMATOTOBJICHUX BiJl IMEHI JBOX 1 OUTBIIEC FOPUIUIHUX OCIO,
3a3HAv4al0Th OJIHY JIATy, 1110 BIAMOBIZA€E qaTi MPOCTABICHHS OCTAHHBOTO MIAMHCY.

JlaTy moKyMeHTa Ha OJJaHKY IMPOCTAaBIISIOTh Y CIEIiaIbHO BIIBEICHOMY MICIIi.

VY BHYTpIIHIX CITYyKOOBHX JOKyMEHTax (3asBax, JOMOBIIHUX 1 MOSCHIOBAIBHUX
3almmucKax ToIo), oOpMJIEHHX He HAa OJIaHKY, JaTy NPOCTaBISIOTH JIBOPYY BiI
0COOMCTOTO MIAMKICY aBTOPa JOKYMEHTA.

VY pa3i 3acrocyBaHHA iH(POpPMALIHHUX (AaBTOMATH30BAaHMX) CHUCTEM Oprafizamii
JITOBOJICTBA JTOITYCTHUMO TPOCTABIIATH JIaTy PEECTpallii JOKYMEHTa y CKJIai IITPUX-
Koxy a6o QR-Komy, 110 CTBOPIOETHCS 3aCO0aMM IIi€i CHCTEMH, 3TiAHO 3 MMOCTAHOBOIO
Kab6inety MinicTpiB Ykpainu.

HITpux-koa NpPoCTaBJISAIOTL y LEHTPI HHUKHHLOIO MOJIA MeEPHIoi CTOPIHKHU
nokymeHTa, QR-kox (21 MM X 21 MM) — Y HUSKHBOMY JIiBOMY KYTi epIIoi CTOPiHKH

AOKYMeHTA
LA [a]

Peectpauiitnuit
THACKC
JIOKYMEHTa

PeecTpaniiinuii iHAEKC TOKYMEHTa CKJIAQJA€ThCS 3 TOPSAKOBOIO HOMEpa IOTo
JOKYMEHTa B MEXaxX TIpyHH JOKYMEHTIB, IO PEECTPYIOThb, SIKHH OTOBHIOETHCS
IHIeKCaMu, 10 3aCTOCOBYIOTH B IOpPUAMYHIM 0co0i, 30Kpema iHIEKCOM 3a
HOMEHKJIATYpOIO CIIPaB, CTPYKTYPHOTO MiAPO3/ILTY, KOPECIIOHICHTIB, TOCAI0BUX 0Ci0,
SKI pO3TJIAAAI0Th a00 IMIMUCYIOTh JTOKYMEHT, BUKOHABIIIB, MUTaHb JISJIBHOCTI SKUX
CTOCY€EThCSI JOKYMEHT.

CKJIaioBl YaCTHHU PEECTPAIIfHOTO I1HACKCY BIJOKPEMJIIOIOTH OJHA BIJ OIHOI
NPaBOOIYHOIO TIOXUIIOK PUCKOIO.

123/01-10, ne 123 — nopsAKOBHUil BXiTHUH HOMEp JIOKYMEHTa Y Mekax poky, 01-
10 — iHaeKc crpaBu 32 HOMEHKJIATYPOIO CIIpaB

321/01/01-10, ne 321 — mopsiAKOBHI BXIIHHI HOMEp JOKYMEHTa Y MEXax POKY,
01 — nomep cTpykrypHoro miaposaiay, 01-10 — ingekc crnpaBu 3a HOMEHKJIATYpPOIO
crnpaB

01-10/456, oe 01-10—iagexc cmpaBH 3a  HOMEHKJIATYpPOIO
456 — mopsAAKOBUI BUXITHMI HOMEp JOKYMEHTA Y MeXaX POKY

VY cnibHOMY JOKYMEHTI, HiITOTOBICHOMY BiJl iMEH1 ABOX 1 OUTbIIIE FOPUANIHHX OCIO,
peecTpaliiiHuii iHAEKC Ma€ MICTHTH IHACKCH, MPUCBOEHI JOKYMEHTY KOXHOIO 3 IIHX
IOPUIMYHUX 0Ci0, sIKI TMPOCTABISAIOTh Yepe3 NpaBOOIYHY TIOXWIIY PHUCKY B Tii
MOCTITIOBHOCTI, y SIKil JOKyMEHT MiJITHCAaHO HOro aBTOpamHu.

987/321/654

Micue po3TairyBaHHs PEECTPAIIfHOTO iHAEKCY Ha TOKYMEHTI 3aJIe)KHUTh BiJ| BHIY

OnaHKa Ta BHIY JOKYMEHTA

CHpas,

ITocunanus Ha

[Tocunanus Ha peecTpaIliiftHui iHAEKC 1 1aTy JOKYMEHTa Ma€ MICTHTH PeECTpaIliiHIi

peecTpariitHuit 1H/IEKC Ta JaTy TOTro JOKYMEHTa, Ha SIKUH 1al0Th BiIIOBI/Ib.
IHCKC 1 1aTy [Tocunanns Ha peecTpalliiHUN THIASKC 1 JaTy JOKyMEHTa PO3MIIIYIOTh HIKYe abo Ha
JIOKyMEHTAa PiBHI PEECTPAIIHOTO 1HIEKCY Y CHEIiadbHO BiIBEIEHOMY MicCIli Ha OJIaHKY.

6i0 02.11.2021 Ne23/01-13

Ha Ne 6i0

AFO

6i0 02.11.2021 Ne23/01-13 Ha No 8i0
Micue Micuie ckiaeHHs JOKyMEHTA 3a3Ha4ar0Th Ha BCIX IOKYMEHTaX, OKPiM JIMCTIB.
CKJIaJieHHs 200 Micue ckiafeHHs JOKyMEHTa PO3MIIYIOTh Ha PiBHI a00 HIKYE peKBi3uTIB «Jlara
BUJIAHHS JTOKyMeHTa» 4i «PeecTpariitHuii iHIEKC TOKYMEHTay.
JIOKyMEHTa Micue ckiaieHHs JOKyMEHTa Ma€ BIAMOBIIaTH HaliMEHYBaHHIO HACEIEHOTO ITyHKTY

3rigHo 3 JIK 014.
Kuis
cmm I'ocmomenwv Kuiscokoi oonacmi
c-uie Cmenoge @acmiecvkozo paiiony Kuiscvkoi oonacmi
c. bepeziexa Makapiecvkozo paiiony Kuiscokoi ooracmi
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VY pasi 3a3HaueHHS B LBOMY pEKBI3UTI ctonumi «KuiB» CKOpPOYEHHS «M.» He
3aCTOCOBYIOTb.

Anpecar

AnpecataMu JOKYMEHTa MOXYTh OyTH oprasizailii, iXHi CTPYKTYpHI MiIpO3ILIH,
mocasioBi ocoOu Ta rpomMaasHu. Y pasi aJpecyBaHHS JOKyMEHTa oprasizaiii abo ii
CTPYKTYPHOMY TiApO3aiJIOBI O6€3 3a3HaueHHs M0ca0BOT 0COOM iXHI HA3BHU MOJAIOThH Y
HA3MBHOMY BiJIMIHKY.

Jlenapmamenm oceimu i Hayku
Kuiecvkoi oonacnoi oeprrcasnoi aominicmpauii

VY HaliMeHyBaHHI ajpecaTa JOMyCTUMO 3a3HAYaTH CKOPOYCHE HAWMEHYBaHHS

IOPUINIHOT 0co0U
JIOH KO/IA

VY pazi agpecyBaHHs JOKyMEHTa KEPIBHHUKOBI YCTaHOBHU a00 HOT0 3aCTYITHUKORBI Ha3Ba

YCTaHOBH BXOJMTH JI0 CKJIAJy Ha3BH MOCA/IU aJipecaTa.
Jlupexmopy /lenapmamenmy oceimu i HayKu
Kuiscoroi oonacnoi oeprcasnoi aominicmpauii
Bnaacne in’a IIPI3BHIIE

SIKII0 TOKYMEHT HAJICHIIAI0Th TIOCAJIOBI 0C00i, Ha3By YCTaHOBH 3a3HAYAIOTh Y
Ha3WBHOMY BIJIMiHKY, a TIOcajy 1 MPI3BHUINE ajpecaTa - y JaBaIbHOMY.

JHenapmamenm oceimu i nayku

Kuiscoxoi oonacnoi oeprcasnoi aominicmpauii
Biooin oowkinbnoi, 3azanvnoi cepeonvoi

ma no3awiKineHol oceimu

Hauanvnuky 6iooiny

Bnacne in’a IIPI3BUIIE

S0 JOKYMEHT aJpecyloTh 0aratbOM OJHOPIIHMM OpratizaiisiM, ajapecara
3a3HaYar0Th y3araJibHEHO.

Kepisnuxam 3aknadis 3azanvhoi cepeonvoi oceimu

JIOKyMEHT He TIOBUHEH MICTHTHU OUIbIIEe YOTUPHOX ajapecatiB. CI0BO «KOMish» Tepes
3a3HAYCHHSM ajpecara HE CTaBIATh. 3a HASBHOCTI OUIBIIOI KUIBKOCTI aapecaTiB
CKJIQJIAI0Th CIHMCOK JUIS PO3CWJIAHHS, a HA KO)KHOMY JOKYMEHTI 3a3HA4aloTh TLIBKH
OJIHOTO aJipecara.

o pekBi3uty «Apnpecat» BXOIuTh momToBa aapeca. [lopsmok i dopma 3amucy
BIZIOMOCTEH PO TMOILITOBY aapecy yCTAaHOBU MaroTh BianoBinatu [IpaBuinaM HagaHHS
MOCITYT TOLITOBOTO 3B'SA3KY.

Jlenapmamenm oceimu i HayKu

Kuiecvkoi odonacnoi oeprcasnoi aominicmpayii
ey11. Xpewamuk, 6,

Mm. Kuie, 01001

SIKII0 JOKYMEHT HA/ICKIIAIOTh (Di3U4Hii 0c001, TO y HA3UBHOMY BiIMiHKY 3a3Ha4al0Th
NPI3BHIIE Ta BIACHE M s, aipecara, BYJIUI0, HOMEp OyIUHKY 1 KBAPTHPH, HACCIICHHIA
MYHKT, paiioH, 001acTh, MOIMTOBUH 1HJIEKC.

Ilempy leanuenxy

eyn. Cadoea, 0y0. 7, k6. 24,
M. Y3un,

Binouepxiecokuii p-n, 09161

'pud
3aTBEPIKEHHS
JTOKyYMEHTa

3aTBEpMKCHHS YIPaBIIHCHKMX JOKYMCHTIB 3JIMCHIOETHCA OCOOHMCTO KEPIBHUKOM
3aKj1aay BIIITOBIIHO IO HOTO MTOBHOBAXKEHD 200 PO3MOPSAAUYNM JOKYMEHTOM 3aKjany i3
3a3HaYCHHSM Ha JIOKYMEHTI Tpuda 3aTBEPHKCHHS, 0)OPMIICHOTO BiATIOBITHUM YHHOM.
3ATBEP/’KYIO
Hupexmop zimnaszii Ne 5
Hionuc Bnacue im’a IIPI3BUHIIE
07.03.2021
Y pasi 3aTBepKCHHS JOKYMEHTA pINICHHSM KOJIETIANbHOIO Oprany TIpud
3aTBepKeHHs cKianaeThes 31 cioBa 3ATBEPJIDKEHO (6e3 nmamok), Ha3BH, JaTv i
HOMEpa JIOKYMEHTa Y Ha3UBHOMY BiIMIHKY.
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3ATBEP/I’KEHO
IIpomoxon 3acioanna nedazoziunoi paou
2imnazii No 5
06.05.2018 Ne 40
Iepenik BUIAIB TOKYMEHTIB, IIT0 MalOTh OyTH 3aTBEP/KEHI 3 IPOCTABIISTHHAM rprda
3aTBEpKECHHS, BU3HAYAE 3aKJI/l OCBITH Ha ITi/ICTaBl 3aKOHOJIABCTBA Ta 3 YHECEHHSIM
B IHCTPYKIIIIO 3 JTIJIOBOJICTBA

Pesomronis

Pesomrortist — 1ie 3po0ieHnii MocagoBO0 0COO0I0 HAMKUC HA JTOKYMEHTI, 110 MICTHTb
CTHCTIUI 3MICT MMPUHHATOr0 HEIO PIllICHHS 11010 BUKOHAHHS JIOKYMEHTA.

Pesomroriiss MakcCMMallbHO MOXKE CKJIaJaTHCS 3 TaKUX €JIEMEHTIB: Mpi3Buie(-a),
BiacHe(-1) iM’si(-eHa) BUKOHaBLS (-1B) y J1aBaJIbHOMY BIAMIHKY, 3MICT JOPYYEHHS,
CTPOK BUKOHAHHS, OCOOMCTHIA MIAMKIC KePIBHUKA, JaTa.

Ilpizeuuie Bnacue im’s

Ilpowy niozomyeamu npoexkm 002080py
npo nocmauanns 2azy 0o 25.05.2019
Ocobucmuii nionuc

MMama

Slkimo JgopydeHHS HaJaHO KUTBKOM ITOCQJIOBHM 0OcCO0aM, TOJOBHHUM BHKOHABIIEM
JIOKyMEHTa € 0co0a, 3a3HaueHa B Pe30JIIOIIi] MEePIIOKO.

Ha noxymeHTax i3 cTpoKkaMy BUKOHAHHS, 110 HE MOTPEOYIOTh JOJATKOBUX BKa3iBOK,
y pe30JIIoIIii 3a3Ha4at0Th BUKOHABIIA, MIAMKC aBTOpa PE30JIIOLIT 1 1aTy .

Pesomroriito  mMpoCTaBISIFOTE PYKOMUCHO Oe3mocepelHb0 Ha JOKYMEHTI HIDKYE
PEKBI3UTY «ApecaTy mapaieiabHO 0 OCHOBHOTO TEKCTY a00 Ha BUTBHOMY Bifl TEKCTY
MICIIl y BEpXHIM 4YacTWHI MEpIIOro apKylla 3 JIMIBOBOro OOKy, ajie He Ha MOl
JOKYMCHTA, IIPU3HAYCHOMY JJIA HiI[HII/IBaHHﬂ.

Slkimo Ha JOKYMEHTI HeMa€e BIILHOTO MICIS JIJIS pe30JIIolii a00 JOKYMEHT Mijisarae
MIOBEPHEHHIO, a00 1€ EJNeKTPOHHUM JOKYMEHT, TO DPE30JOLi0 O(GOpMIIOIOTh Ha
OKpEMOMY apKyIIi ado CrenialbHOMY OJIaHKY, Ha IKOMY 3a3Ha4aloTh JIaTy.

Mo ex. Ne 123/01-10 6io 02.11.2021

Binmirtka mpo
KOHTPOJIb

BigmiTka mpo KOHTPOJb O3HA4ae, MO0 JAOKYMEHT Y3SITO Ha KOHTPOJIb IS
3a0e3neUYeHHs 10r0 BUKOHAHHS B YCTAHOBIICHUN TEPMiH.

BiamiTKy nmpo KOHTPOJIb MO3HAYAIOTh BETUKOIO JIiTepoto «K» uu ciioBoM «KOHTpOIIBY
(pyxomucHO a00 3 BHKOPHCTAaHHSAM INTamIla) Ha JIIBOMY IOJi IIEPIIOrO apKylla
JIOKYMEHTA Ha PiBHI 3ar0JIOBKA JIO TEKCTY.

3aroy0BoOK 110
TEKCTYy
JIOKyMEHTa

3arooBOK A0 TEKCTy JOKYMEHTa MAa€ MICTHTH CTHUCIHH BHUKIAJ OCHOBHOTO
CMUCJIOBOTO aCIIEKTY 3MICTY JOKYMEHTA.
3aroyioBOK /10 TEKCTY JIOKyMEHTa Ma€ OyTH KOPOTKHM, IPaMaTUYHO Y3TOJ’KEHUM 13
HA3BOIO JIOKYMEHTA, TOYHO IMepelaBaTh 3MICT TEKCTy Ta BIAMOBILAATH Ha 3alMUTaHHS
«TIpo 1O0?», IOT0?», KKOTO?».
Hakas3 (npo wi0?) npo naoannsa gionycmku
Jucm (npo w0?) npo opzanizauyiro Kongpepenuyii
IIpomoxon (wo20?) 3acioanns amecmauiiinoi komicii
Iocaoosa incmpykuia (k020?) 201061020 cneyianicma

Texkct
JIOKyMEHTA

Mictuth iHpOpMarIiro, 3apaau GpikCyBaHHS SKOi OYJI0 CTBOPEHO JOKYMEHT.

Opranizamnii 31IHCHIOIOTh IIOBOJACTBO, BEAYTh JOKYMCHTAII0 1 JIUCTYBAaHHS
YKpaiHChKOI MOBOIO. TeKCT JOKyMEHTa OBUHEH OYTH BUKJIaICHHI CTHCIIO, IPAaMOTHO,
3p03yMiJio, O€3 MOBTOPIB Ta BXKWUBAHHS CIIIB 1 3BOPOTIB, SIKIi HE HECYTh CMHUCIIOBOTO
HaBaHTAXCHHS.

TexcT 0popMITIOIOTE Y BUTIIA/I CYLUILHOTO CKIIATHOTO TEKCTY, aHKETH, TaOJIHIli a00
MOETHAHHS X (OPM. SIKIIO YaCTHHH TEKCTY MalOTh Pi3Hi CMHCJIOBI aCIIEKTH 200 TEKCT
JOKYMEHTAa MICTHTh JOEKiIbKa pilllcHb, BHCHOBKIB TOINO, HOro Tpeda po3OHTH Ha
PO3IIIM, HiAPO3ILIH, MYHKTH, IMiANYHKTH, SKi HYMEpPYIOTh apaOChbKUMH LHHU(PpaMH i
JIPYKYIOTh 3 a03arry.

JI1s giTKO1 opraHizalii TeKCT MOAUISIOTh Ha ABI CMUCJIOBI YaCTHUHU:
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° OTIHMC TIPUYHH, (DaKTiB, TIOJIIH, IO CTAJH IMIICTABOIO IS CKIIa/IaHHs IOKYMEHTA;

° BUCHOBKH, TIPOTIO3UILii, TPOXaHHS, PO3MOPSIXKEHHS, PIIICHHS, peKOMEH/IaIlil.

VY TekcTi TOKyMeHTa, MiATOTOBICHOTO BiAMIOBIIHO /IO JOKYMEHTIB 1HIIIMX YCTaHOB 200
paHilie BUJaHUX JOKYMEHTIB, iX PEKBI3UTH 3a3HA4YalOTh Y TaKiid IMOCIIIJOBHOCTI: Ha3Ba
BUJy JOKYMEHTa, Ha3Ba YCTAaHOBH (aBTOpa JOKYMEHTA), laTa, PEECTpaliiHui 1HIEKC,
3ar0JIOBOK JI0 TEKCTY

BinmiTtka mipo
HasABHICTH
IOJATKIB

Po3mimyroTh mig TekcToM JOKyMeHTa. [loaTku 1o JOKYMEHTIB MOXKYTh OYTH TPhOX
BU/IIB:

® J[0/IaTKU-TOKYMEHTH (IHCTPYKIii, MpaBWia TOIIO), IO 3aTBEPDKYIOTHCA abo
BBOJATHCS B JIII0 PO3MOPSIYMMHU JOKyMEeHTaMH. Ha HUX MOXYTh MpPOCTaBIATH Tpud
3aTBEPKEHHS;

e jonatku (rpadikd, cXeMH, TaONHIl, CHUCKKA TOINO), MO TMOSICHIOITH abo
JTIOTIOBHIOIOTH 3MICT OCHOBHOTO JJOKYMEHTa (Haka3y, IUIaHy, 3BiTy, IHCTPYKIIii TOIIO).
Ix odopMmIoOTs Ha cTaHIAPTHHX apKymiaX. Y BEepXHHOMY MPaBOMY KyTi HEpIIOro
apKyllIa 3a3Ha4yaioTh CIO0BO «JlomaToky». SIKIIO MONATKIB KUTbKA, HA HUX 3a3HAYAIOTh
nopsakoBi Homepu. 3Hak Ne riepes 1(POBUM MMO3HAUEHHAM HE CTaBIISATh;

® JI0IaTKH, 110 € CAMOCTIHHUMH JOKYMEHTaMH 0e3 3a3Ha4eHHS aJpecHOi YaCTHHHU i
Ha/ICUJIAIOTHCS 13 CYNPOBITHUM JIUCTOM;

[Ipo HasgBHICTH MTOMATKIB 10 JOKYMEHTA 3a3HAYAIOTH MICJIS TEKCTY JOKYMEHTa Tepe
mianucoM. SIKIIO JOKYMEHT Ma€ JIOJaTKH, MOBHY Ha3BY SIKUX HABOAATH Y TEKCTI,
BIZIMITKY PO HAasIBHICTb JOAATKIB OPOPMIIIOIOTH TaK:

Hooamok: na 7 apk. y 2 npum.

SIKIIO TOKYMEHT Mae€ JIOJIaTKH, MOBHY Ha3BY SKUX Yy TEKCTI HE HABOASATH, Ili Ha3BH
HEOOXIIHO MOAATH MICHs TEKCTy 13 3a3HAUY€HHSM KUIBKOCTI apKYIIB Yy KOKHOMY
JOJIATKY Ta KUIBKOCTI 1X NMPUMIPHUKIB.

MHooamxku:

1. Jlosioka npo euxonanus niany pemonmuux podim 3a I keapman 2000 p. na
5 apk. 6 1 npum.

2. I'paghix pemonmnuux pooim na Il keapman 2000 p. na 2 apx. ¢ 1 npum.

SAxmo 10 JOKyMeHTa JAOAAI0Th IHIIMK JOKYMEHT 3 JOAAaTKaMH, BIIMITKY PO
HasIBHICTb J10/1aTKIB O()OPMIIIOIOTH TaK:

Jooamoxk: Bucnosok cayscou oxoponu npaui 6io 14.09.2018 Ne 8 i 0ooamoxk 0o
Hb020, 6cb020 Ha 25 apk. y 2 npum.

3a BeIMKO1 KUTBKOCTI JJOJJaTKIB Ha HUX CKJIaal0Th OIKUC, @ B CAMOMY JOKYMEHTI IMICIIS
TEKCTY 3a3HAa4al0Th!

Jlooamok: 6ionoeiono 0o onucy na 3 apk.

SKmo 107aTOK HAJACWIAIOTh HE 3a BCIMA 3a3HAYCHUMH B JIOKYMEHTI ajpecamu,
BIIMITKY TPO HasIBHICTb JOKYMEHTa O(OPMIIIOIOTh TaK:

Jlooamok: na 5 apk. y 2 npum., na neputy aopecy

VY nopatkax JOBIIKOBOTO xapakrTepy (rpadiku, cxemHu, TaOjiuil, CIUCKH, (pOpMHU
TOILIO) JI0 OCHOBHOI'O JIOKYMEHTA, 3aTBEPIKEHOI'O PpO3MOPSIYMM JIOKYMEHTOM,
BIAMITKY pOOJISITh y BEPXHbOMY IIPAaBOMY KyT1 IIE€PILOro apKyllla 10/1aTKa.

ooamok 3
00 Incmpykuii 3 dinosoocmea
(nynxm 1.6 po3oiny 11)

VY po3nopsauoMy JOKYMEHTI BIAMITKY PO HAasBHICTh JOJaTKa O(OPMIIOIOTH
Oe3nocepelHbO B TEKCTI JIOKYMEHTa CIIOBaMM: «IO JOJAETHCA», «(AOAAETHCS)»,
«3T1THO 3 JOJaTKOM 1», «BIAMOBIMHO J0 AodaTkKa 2» abo0 <«JIWB. JOJATOK 3». A Ha
camMOMy JOJAATKy JI0 PO3HOPSIYOro JOKYMEHTa Y BEPXHbOMY IPaBOMY KyTi IEpIIOTrO
apKyIla MpoCTaBIAIOTh BIAMITKY 3 TIOCUJIAHHSIM Ha IIel IOKYMEHT, HOro 1aty i Homep.

Hooamok 1
00 nakazy K3 «BJI Ne 23)
20 nucmonaoa 2022 poky Ne 321

SKmo 10 po3nopsauoro AOKyMEHTa € OJUH J0JaTOK, TO MOro He HyMepyroTb. 3a
HAsIBHOCTI KUIBKOX JIOJIATKIB 3a3HAYAIOTh iXHI MOpPsIKOBI HoMepH. 3Hak «Ne» mepen
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G POBUMH TTO3HAYCHHSIMHU HE CTaBJIATh. Ha qpyroMy Ta HacTYIMHHX apKyIax J0/aTKa
poOsITh BimMITKY «IIpo10BXKEeHHS T0AaTKaY.

VYci mogaTku 10 JOKYMEHTIB Bi3y€e NpalliBHUK, SIKUIl CTBOPHB JOKYMEHT, Ta KEPIBHUK
CTPYKTYPHOTO TIPO3ILTY IOPHIAMIHOI OCOOH, Y IKOMY HOT'O CTBOPEHO

ITinmuc

CxnamaeTbcss 3 Ha3BM IMOCAM OCOOM, SIKa MIANMUCYE ITOKYMEHT (IOBHOI, SKIIO
JIOKyMEHT HaJIpyKOBAaHO HE Ha OJaHKy, CKOPOYEHOI — Ha JIOKYMEHTI, HaJIpyKOBAHOMY
Ha OJ1aHKy), 0COOMCTOTO MiIUCY, BIACHOTO IMEHI 1 Pi3BUIIIA.

1. I'onoea /lepscasnozo komimenty

cmamucmuxu Yxpainu  Iionuc Bnacue in’a IIPI3BHIIE

2. I'onosa Hionuc Bnacue in’a IIPI3BHIIE

PekBi3UT po3MilIyIOTh M TEKCTOM JOKyMEHTa abo Mij BIIMITKOIO NMPO HAsBHICTb
JIOJIaTKIB.

S0 MOKYMEHT HiAMUCYIOTh KuUlbKa (AB1 abo Ouibine) oci®, To iXHI MIAMHCH
PO3TAIIOBYIOTh OJIMH M1l OAHUM BIJIIOBIIHO JI0 MiJIOPSAKOBAHOCTI MOCA0BUX OCI0.

Hupexmop IHionuc Bnaacne in’a IIPI3BUHIIE
Tonosnuit 6yxeanmep  Ilionuc Bnaacne in’a IIPI3BUHIIE

SIKimo JIOKyMEHT MiANKMCYIOTh KiTbKa 0OCi0 OJHAKOBHX TIOCaJl, TO IXHI MiIAIMHCH

PO3TAIIOBYIOTh HAa OJTHOMY PiBHI.
3acmynuux  Minicmpa  wcmuyii  3acmynnux  Minicmpa  ¢inancie
Ykpainu Ykpainu
Iionuc Baacne im’a IIPI3BHIIE IHionuc Baacne in’a IIPI3BUHIIE

JIOKyMEHTH KOJeTiaJIbHUX OpraHiB MiJMUCYIOTh T'OJIOBAa KOJIETiaJbHOTO OpraHy i
CeKpeTap.
Tonosa IHionuc Bnacne in’a IIPI3BUHIIE
Cexpemap  Ilionuc Bnacne in’a IIPI3BUIIE
V pasi BiICyTHOCTI IOCa10BO1 0COOH, MIMUC SKOT 3a3HAYEHO B JOKYMEHTI, TOKYMEHT
mianucye ocoba, sika BHKOHYE ii 000B'sI3kM, a00 ii 3acTymHUK. Y IIbOMY BHUIAJIKY
00OB'SI3KOBO 3a3HAUYAIOTh MMOCAAY 1 Tpi3BUIIE OCOOHM, SKa MiANHcana JTOKyMEHT
(BUIIpaBIIEHHS BHOCSATH PYKONHCHUM a00 MAIIMHOMMCHHM CIIOCOOOM), HAIlpUKIIAJ:
"BukonyBau 000B's13kiB", "3acTymHuK".
[lignucyBaTH AOKYMEHT i3 NMPUAMEHHHKOM
PHCKY IiepeJ Ha3BOIO [TOCA/IN HE JI03BOJICHO
3acmynHuk oupexmopa Hionuc Bnacue im’a IIPI3BUHIIE

n

32" a00 CTAaBHTH IPaBOOIYHY MOXHUITY

['pud
IIOT'OI’KCHHA
JIOKyMEHTa

Poamimmyrots Himkde pekpizuty "Ilignuc". Bin ckimamaerses 3i ciosa IIOT'OJDKEHO
(6e3 mamok), Ha3BH TOCaau OCOOM, SKa TOTOJKYE IOKYMEHT (pa3oM 3 Ha3BOIO
oprasxizaiiii), 0COOMCTOro MiANUCY, BIACHOTO IMEHI 1 MPi3BUIIA, TATH TOTOHKEHHS.

HHOIO/I’KYIO

3acmynnuk oupexkmopa 3 HBP
Hionuc Baacue im’a, IIPI3BUIIE
05.02.2021

SKII0 JOKYMEHT NOTO/UKYIOTH JIMCTOM, IPOTOKOJIOM, aKTOM TOIO, TO TpH

MOTOKEHHS 0(OPMITIOIOTH TaK:
IIOI'O/’KEHO
Ilpomoxon 3acioanna nedazoziunoi paou 3axknady
23.01.2021 Ne 2

Bi3u noxymenTa

Bizoro opopMITIOIOTh BHYTPILIHE MOTOPKEHHS JOKYMeHTa. Bi3a ckianaeTbes 3 Ha3BH
1ocaau, 0COOMCTOTO MIJMNKCY, BIACHOTO IMEHI 1 Pi3BHIIa OCOOH, SIKa Bi3y€ JTOKYMEHT,
JIaTH Bi3yBaHHS. Bi3y po3MIlIyrOTh HIKYE PEKBI3UTY 23, K HA JIMIIBOBOMY, TaK 1 Ha
3BOPOTHOMY OOIIi OCTAHHBOT'O aPKyIla JOKYMEHTA.

3acmynnuk oupexmopa 3 HBP
Iionuc Baacne im’a, IIPI3BUHIIE
18.09.2021
Bi3y cTaBnsiTh Ha MPUMIPHUKAX JTOKYMEHTIB, SIKi 3aJIMIIAIOTh B OpraHi3arii
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Binourtox BinbuTtkoMm medaTku opraHizallii 3aCBiIUyOTh Ha JOKYMEHTI MIIMHAC BiMOBITATEHOT
IeYaTKU ocoomu.
BinOuToK meyaTku CTaBIATH TakK, MO0 BiH OXOIUTIOBAB OCTaHHI KiIbKA JIITEp Ha3BH
mocaayd 0ocoOM, sika IMiamucaia JOKYMEHT, ajle He IMiJIUC TocazoBoi ocobu, abo
MPOCTABJISIIOTH HA OKPEMO BUAUICHOMY JIJIS IIHOT'O MICIT 3 BigMiTKOIO «M. TL.».
[lepenik MOKYMEHTIB, Ha SKi CTaBJATh BiAOWTOK IE€YAaTKH, BH3HAYAE 3aKiajd Ha
MiICTaBi HOPMATHBHO-TIPABOBHX aKTiB. MOro MoiaroTh B iHCTPYKIIi 3 AT0BOACTBA
[pi3Bume 3a3HayvaoTh Ha JIHMIOBOMY OOIll B HMKHBOMY JIIBOMY KYTi OCTaHHBOT'O apKyllla
BHKOHABI[S JIOKYMEHTa
1 Homep ioro Maninenxo Inna 123 45 67
TeseoHy Maninenxo 123 45 67

Maninenxo Inna 123 45 67, 765 43 2

Maninenxo Inna 123 45 67
Mameiiiuyk Cepziii 765 43 21

BinmiTtka mipo
O3HaWOMIICHHA 3

3 Haxkazom o3HAUOMIACHUIL:
Ocobucmuii nionuc Bnacne im’a IIPI3BUHIIE

JIOKYMEHTOM Mama
3 nOCao06010 IHCMPYKUIEI) 03HATOMIIEHA:
Ocobucmuii nionuc Bnacne im’a IIPI3BUHIIE
JMama
Bumoru no s npyKyBaHHS TEKCTIB JOKYMEHTIB MOTPIOHO BUKOPUCTOBYBATH rapHiTypy Times
o opMIICHHS New Roman ta mpudt posmipom 12—14 npykapChbKux MyHKTIB.
JIOKyMEHTIB JlommyCcTMO BHKOPUCTOBYBATH MIPUGPT po3MipoMm 8-12 npykapChKHX IYHKTIB IS

JIPYKyBaHHSI PEKBI3UTIB «J{OBIAKOBI MaHi mpo opuanyHy ocoly», «Koa opuandHoi
0cobm», «BimoMocTi mpo BUKOHABIL JOKYMEHTA», BUHOCOK, MOSICHIOBAIBHUX HAIUCIB
JIO OKPEMHX €JIEMEHTIB TEKCTY JOKYMEHTa TOIIIO.

Hna npykyBaHHs pekBi3uTy «Ha3Ba BHIy JOKyMEHTa» MOXHa BHUKOPHCTOBYBATH
po3pimxeHuit mpudT po3mipoM 14-6 npyKapChbKUX MyHKTIB.

s npykyBaHHS pekBi3nuTiB «HaliMeHyBaHHS 1OpUIUYHOI 0coOM», «HaliMmenyBaHHS
CTPYKTYpHOTO TIAPO3AUTy IOpUAWYHOI ocoOm», «Ha3zBa Bumy gokymeHTay Ta
«3aroJoBOK 10 TEKCTy JOKYMEHTa» JOMYyCTHUMO BHKOPHUCTOBYBATH HAIiBXKUPHUN
npsMuil mpudT.

TexkcT mOKyMeHTIB Ha apkymiax mamepy (opmary A4 peKOMEHIOBAHO IPYKyBaTh
yepe3 1-1,5 MDKpsAAKOBUX iHTEpBay, a popmary AS — yepe3 | MDKPSIKOBUIL iHTEpBaJl.
[Tin uyac odopmiieHHS [OKYMEHTIB, 3a MOTpeOH, MOKHA 3aCTOCOBYBATHU IHIIL
MDKPSIIKOBI IHTEpBaJIH.

PekBizuTu noKymMeHTa (KpiM TEKCTY), 1110 CKJIAAAI0ThCs 3 KUTbKOX pAIKiB («/loBinKoBi
JlaHl MPO IOPUIUYHY OCO0Yy», «3arojoBOK 10 TEKCTy JOKyMeHTa», «BiamiTka mpo
HAsIBHICTB JI0AATKIBY), IPYKYIOTh Yepe3 | MIKPSIAKOBHM 1HTEpBAJL.

CxyaoBi 4acTHHU PEKBI3UTIB «Axpecaty, «['pud 3aTBepmKeHHS TOKYMEHTa,
«I"pud moromxeHHs (CXBaJCHHS ) TOKYMEHTa) BIIOKPEMIIIOIOTH OJIMH BiJl OJTHOTO Yepe3
1,5 MiXpsAKOBUH IHTEPBAIL.

PekBi3uTu 10KyMeHTa BIOKPEMIIIOIOTH OJIMH BiJl OAHOTO yepe3 1,5—3 MUKpSIKOBUX
IHTEepBaJH.

PexBizutu «HaliMenyBaHHsS OpUAMYHOI OCOOM BHUIIOTO piBHs», «HaliMeHnyBaHHs
IOpUANYHOT 0co0M», «Ha3Ba BUIY TOKyMEHTa» IPYKYIOTh BEIMKUMHU JIITEpaMU.

PosumdpyBanns mianucy B pekBi3uTI «Iliqmucy IpykyloTh Ha PiBHI OCTaHHBOTO
psifiKa HaliMEeHyBaHHS TOCAIU.

MakcumanbHa JOBXKUHA psiika 6araTopsAKOBUX PEKBI3UTIB (OKPiM pekBI3UTY « TekcT
JIOKyMEHTa») — 73 MM (28 1pyKOBaHHUX 3HAKIB).

SIKIIO 3arojioBOK J0 TEKCTy JOKyMeHTa mnepesuirye 150 npykoBanux 3nakiB (5
pSAIKIB), HOro JO3BOJICHO MPOJOBKYBAaTH A0 MEXi mpaBoro mois. Kpanky B KiHIi
3arojIoBKa He CTaBJISITh.
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ITin gac odopmiieHHS TOKYMEHTIB MOTPIOHO JTOTPUMYBATHCS TAaKUX BIICTYITB BiJl
MEXK1 JIBOTO OIS JOKYMEHTA!
10 mm — 0na ad3auie y mexcmi;
90 mm — ona pekeizumy «Adpecamy»;

100 mm—ona  pexsizumie  «I pugh

3ameeporcennuna O0okymenma»n ma «Ipug

00MmednceHHs 0ocmyny 00 00KyMeHmay;
125 mm —ona pozuwiughpysannsn
nionucy 6 pekeizumi «Ilionucy.

He po0asTe BiACTYI Big MEXi JIBOro IOJsA JJIA PEKBI3UTIB «Jlata mOKyMeHTay,
«3aroJIoBOK J0 TEKCTY JOKyMeHTa», « TekcT qokymeHTay (0e3 ab3amiB), «BigMmiTka mpo
HasBHICTbL JoIaTKiB», «Biza mokymeHTa», «['pud mMmOromkeHHs (CXBaJCHHS)
JOKyMEeHTa», «BigmiTka mpo 3acBiMYCHHSA KOmil JOKyMeHTay», «BimomocTi mpo
BHKOHABI JTOKYMEHTa», «BigMiTka Mpo O3HAMOMJICHHS 3 JTOKYMEHTOMY», «BimMiTka
PO BUKOHAHHS JOKYMEHTA», HAWMEHYBaHHs 1MOCaau B pekBi3UTI «llimmucy», a Takox
cniB  «CIIYXAJIN», «BUCTYIIWIN», «BUPILIWINY», «YXBAJINIINy,
«HAKA3VY1IO», «30b0B’I3VIO».

VY pa3i HagBHOCTI KiNbKOX TpH(IB 3aTBEPKCHHSA 1 ITOTOKCHHS (CXBaJICHHS)
JIOKYMEHTA MHepIui rpud APYKYIOTh 0€3 BIICTYIY BiJ MEXIi JIIBOTO IO, APYTHH —
gepe3 100 MM BiJ MeXi JTIBOTO HOJIS.

SKm0 B TEKCTI TOKyMEHTa € MOCWIAHHS Ha JOJATKH a00 Ha JOKYMEHT, IO CTaB
MIJCTaBOIO JJIS HOro MiArOTOBKH (BUAaHH:), cioBa «JlogaTok» i «IlizcTaBa» ApyKyIOTh
03 BIZICTYITY BiJl MEXKi JIIBOTO ITOJISL, @ TEKCT JI0 HUX — 4epe3 | MDKPSIKOBUH IHTEpBAJl.

ITix yac odopMileHHS JOKYMEHTIB Ha JIBOX 1 OUIbIIE CTOpIHKAX JApyra Ta HACTYIHI
CTOPIHKH MarTh OyTH IPOHYMEPOBaHI.

HoMmepu cTOpIHOK CTaBIATh IOCEPEIHMHI BEPXHBHOI'O IIOJIS apKylla apaOChbKUMU
nudpaMu 03 3a3HAUYCHHS CJIOBA «CTOPIHKA» Ta PO3IUIOBUX 3HaKiB. Ilepiny cTOpiHKY
HE HYMEPYIOTb.

CTOpiHKH JOKYMEHTA 1 KOKHOTO 3 IOAATKIB MalOTh OKPEMY HyMepailiio.

TexcT DOKYMEHTIB IOCTiliHOro Ta TpuBajoro (moHanm 10 pokiB) 30epiraHHs
JIPYKYIOTh Ha ogHOMY OoIli apkyia. JJOkKyMeHTH THM4YacoBOoro crpoky (mo 10 poki
BKIIFOYHO) 30epiraHHsl MOXKHa IPYKYBaTH HA JUITLOBOMY i 3BOPOTHOMY OOIIi apKyIia
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HonaTtok 3
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIamy
(myskT 1.6 po3ainy II)

BUMOI'
10 oopMIIeHHS JOKYMEHTIB, III0 BUTOTOBJISIIOTHCS 32 JJ0MOMOIr0I0 KOMIT’I0TEPHOI TEXHIKHU

1. JIns npykyBaHHS TEKCTIB JOKYMEHTIB MOTPIOHO BUKOPUCTOBYBATH rapHiTypy Times New
Roman ta mpudt pozmipom 12—14 npykapchKux MyHKTIB.

2. JlomycTUMO BUKOPUCTOBYBaTH IpUPT po3mipoM 8-12 ApykapChKMX MYHKTIB IS
JIPYKyBaHHS PEKBIi3UTIB «JlOBiIKOBI AaHi Mpo IOPUIWYHY 0coOy», «KoI ropuandHoi ocoduy,
«BimoMOCTI TIpO BHKOHABIS JOKYMEHTa», BHHOCOK, TOSCHIOBAIBHUX HAMHCIB J0 OKPEMHX
€JIEMEHTIB TEKCTY JIOKYMEHTA TOILO.

3. [lns npykyBaHHA pekBi3uTy «Ha3Ba Buay [OOKyMEHTa» MO>HA BHKOPHCTOBYBAaTH
po3pimkenuii mpudt po3mipom 14-6 ApyKapChKUX MYyHKTIB.

Hns apykyBaHHs pekBi3uTiB «HalimeHnyBaHHS ropuaudHoi ocobOmy», «HaitmeHnyBaHHSA
CTPYKTYPHOTO MiIpO3aiTy IOpUANYHOi ocoOm», «Ha3Ba Buay AOKymMeHTa» Ta «3arojoBOK J0
TEKCTY TIOKyMEHTa» TOMYCTUMO BUKOPHCTOBYBATH HAIIBXUPHUHA MPAMUNA MIPUPT.

4. TexcT TOKyMEHTIB Ha apKymiax namnepy ¢opmary A4 peKOMEHIO0BAHO APYKYBaTH depe3
1-1,5 mixkpsakoBux iHTepBanu, a popmaty A5 — depe3 1 MikpsakoBuid iHTepBai. Ilim dvac
o OpMIICHHS JOKYMEHTIB, 3a IOTPeOH, MOKHA 3aCTOCOBYBATH 1HII MIKPSTKOBI IHTEPBAJIH.

5. PexBi3uTu mokyMeHTa (KpiM TEKCTY), IO CKIIAIAIOThCS 3 KUIBKOX psnKiB («JloBiaKoBi
JaHl TIPO IOPUIUYHY 0CO0Yy», «3aroioBOK 10 TEKCTY JNOKyMEeHTa», «BiaMmiTka mpo HasBHICTH
JOATKIBY), IPYKYIOTh Yepe3 1 MiKPSAIKOBHIA 1HTEPBAJL.

CkaioBi 4acTHHH PEKBI3UTIB «Anpecaty, «['pud 3aTBepmkeHHs nokymeHTa», «I'pud
MOTO/IKEHHS (CXBaJIEHHS ) JOKYMEHTa» B1IOKPEMITIOIOTE OJIMH BiJl OJJHOTO uepe3 1,5 MikpsIKoBU
iHTEpBaJL

PekBi3uTu AOKyMeHTa BIJOKPEMIIOIOTh OJUH BiJ OJHOrO 4depe3 1,5—3 MIKPSAKOBHX
IHTEepBaIH.

PexBizutn «HaliMeHyBaHHS FOPHAMYHOI OCOOM BHIIOTO piBHA», «HaliMeHyBaHHSA
IOpUINYHOT 0co0n», «Ha3Ba BUAYy JOKyMEHTa» IPYKYIOTh BEJTUKUMH JIITEPaMHU.

PosumdpyBannsa mignucy B pekBi3uTi «Iligmucy» ApyKyrOTh Ha PiBHI OCTAaHHBOTO PSAKA
HallMEHYBaHHS MTOCAJIH.

6. MakcumanbHa MOBXKHMHA Psiika 0araTopsIKOBUX PEKBI3UTIB (OKpiM pekBizuty «TekcT
JTOKyMeHTa») — 73 MM (28 apyKoBaHUX 3HAKIB).

SIK110 3aroJoBOK /10 TEKCTY AOKyMeHTa mepeBuinye 150 npykoBaHHX 3HaKiB (5 pSAKiB),
HOTO 03BOJICHO MPOJIOBKYBATH A0 MEXI MpaBoro mosisi. Kpanky B KiHIIl 3ar0JI0BKA HE CTABIIATH.

7. ITig yac opopMiIeHHS JOKYMEHTIB MOTPIOHO TOTPUMYBATUCSA TaKUX BIJCTYIIIB BiJl MEXi
JIBOTO TOJISI IOKYMEHTA:

10 MM — n7st aG3a11iB y TEKCTi;

90 MM — 117151 PEKBI3UTY «AdpecaTy;

100 MM—uans pekBi3uTiB «I'pud 3arBepmkeHHs IoKyMeHTa» Ta «I'pud oOMexeHHs
JOCTYIy J0 JTOKYMEHTa;

125 MM — 1t po3mudpyBaHHs TiANUCY B PekBi3uTi «llixmucy.

8. He poOnare BimcTym Bim Mexi JIBOTO TMOJsA JIs PEKBI3HMTIB «Jlata mOKyMeHTay,
«3aroy0BOK 10 TEKCTY JOKYMeHTa», «TekcT mokymeHTay (0e3 ab3aiiB), «BiamiTKa Mpo HasIBHICTh
nonatkiBy, «Biza mokymeHTta», «['pud moromkeHHs (CXBaJieHHs) JOKyMEHTa», «BiamiTka mpo
3aCBITUYEHHS Komii JOKyMeHTa», «BigoMocTi mpo BHKOHABIS JOKyMEHTa», «Biamitka mpo
O3HAMOMIICHHS 3 JIOKyMEHTOMY, «BiMiTKa PO BUKOHAHHS JIOKyMEHTa», HAWMEHYBaHHS TOCaIN



57

B pekBizuTi «lligmuc», a Ttakox cmiB «CJIIYXAJIN», «BUCTYIIWINy», «BUPIINIIN,
«YXBAJINJIN», «<HAKA3YIO», «30BOB’A3VYIO».

9. V pa3i HasBHOCTI KiJIbKOX TpU}iB 3aTBEPXKCHHS 1 MOTOIKEHHS (CXBaJICHHS) TOKyMEHTa
nepmuil rpud IpyKyrTh 6€3 BIICTYIY BiJ MEXI JIIBOTO MOJs, Apyruil — vyepe3 100 MM Bix Mexi
J1BOTO TOJIS.

10. SIkmo B TEKCTI JIOKyMEHTa € IOCHJIaHHS Ha JIOJaTKH a00 Ha JOKYMEHT, IO CTaB
MiJICTaBOKO Ui MOTO MiAroToBKH (BumaHHs), cinoBa «Jomatok» i «IligmcTaBa» ApykyrooTh 0€3
BIICTYIy Bijl ME&XI JIIBOTO TOJISA, @ TEKCT J0 HUX — 4epe3 | MKPSIKOBHI iHTEpBaI.

11. Ilix yac odopmiieHHS TOKYMEHTIB Ha JBOX 1 OLjbllle CTOpiHKaxX Apyra Ta HACTYIHI
CTOPIHKH MarOTh OyTH MPOHYMEPOBaHi.

12. Homepu CTOpiHOK CTaBISATh NOCEPEIUHI BEPXHBHOTO TMOJS apKyma apaOChKUMHU
nudpamu 0e3 3a3HAUYCHHS CJIOBa «CTOpPIHKa» Ta PO3IIOBHX 3HaKiB. llepmry cTOpiHKY He

HYMEPYIOTb.
CTOpiHKH TIOKYMEHTA 1 KOXKHOTO 3 JJOJIaTKIB MalOTh OKPEMY HyMEpaIlito.

13. TekcTr MOKYMEHTIB MOCTIHHOTO Ta TpuBasoro (moHaa 10 pokiB) 30epiranHs IpyKyIOTh
Ha 0JTHOMY Oot1i apkymia. JJokyMeHTH THMYacoBOro CTpoKy (10 10 pokiB BKITIOYHO) 30epiraHHs
MOJKHA IPYKYBaTH Ha JUIOBOMY i1 3BOPOTHOMY OOIli apKyIia.
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Honarok 4
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIamy
(myskT 2.3 po3ainy II)

&

=4

BIHHUIIbKA MICHKA PAJTA
JEITAPTAMEHT OCBITU
KOMYHAJIbHUM 3AKJIAJL «x BIHHUIbKHAM JIIEXA Ne 23»

(K3 «BJI Ne 23»)
Byi1. Kocmonasris, 32, M. Binnwuis, 21021, ten. (0432) 56-13-14, 56-00-05, E-mail: nvk23vn@gmail.com, €IPTIOY 20090689

BiX 20 No

(ab3ay 1,0)

(be3 abzayy) (12,5)
Hupexrop Haranis BOI'AP

FOxumens Jlecs (0432) 51-13-14
(npizsuwe, im’s 6UKOHABYS)
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Honmarok 5
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIamy
(myskT 2.3 po3ainy II)

&

BIHHUIIbKA MICBKA PAJIA
g[EHAPTAMEHT OCBITHU . _
KOMYHAJIbBHUU 3AKJIAJl « BIHHUIIBKHWHU JIIIIEU Ne 23»
(K3 «BJI Ne 23»)
Byi. Kocmonasris, 32, M. Binauus, 21021, ten. (0432) 56-13-14, 56-00-05, E-mail: nvk23vn@gmail.com, €JIPTIOY 20090689
BiJ 20 Ne | -
Ha Ne Bil 20 JlemapraMeHT OCBIiTH
BinHnubKkoi MicbKOI paau
(ab3ay 1,0)
(be3 abzayy) (12,5)

Jupektop Haranis BOI'AP
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Honarok 6
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIamy
(myskT 2.3 po3ainy II)

&

BIHHUIIbKA MICBKA PAIA
JAEITAPTAMEHT OCBITU
KOMYHAJIbHUM 3AKJIAJI «xBIHHUIIBKUWHA JITIEHR Ne 23»
(K3 «BJI Ne 23»)
Kox € IPTIOY 20090689
HAKA3
01.02.2023 M. Binauns No
IIpo ...
(ab3ay 1,0)

HAKA3YIO:

1.

1)
(bes abzayy) (12,5)
Hupekrop Haranis BOI'AP

OJTropmuna Kupunenko

3 Haka30M O3HaHOMJIECHI:

Bipa JIITBIHUYK
«_» 2023
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&

P4

BIHHUIIBKA MICBKA PAJIA
JIETTAPTAMEHT OCBITU
KOMYHAJIbHUM 3AKJIAJL «BIHHULIbKUM JIILEA Ne 23»
(K3 «BJI Ne 23»)
Kox €JIPTIOY 20090689

HAKA3
01.02.2023 M. Binauns Ne  -x/1p

IIpo BiAKpHUTTA rocnpo3paxyHKoBoOL
rpynu «/1oJioHbKa» Ta NpU3HAYeHHSA
kepiBHuKOM rpynu Bipu JITBIHYYK
y 2022/2023 nHaBYaJbHOMY pPoIli

(ab3ay 1,0)

HAKA3YIO:

1. OpranizyBatu rocrpo3paxyHKoBy rpymy «Jlomonbka» aist gitedt 5-6 pokiB y 2022/2023
HaBYaJILHOMY potli 3 pexumoM podotu 3 09.00 1o 11.00 mocybotu Ha nepiox 3 01 mrotoro 2023
poky 1o 31 tpaBHs 2023 poky.

2. Tlpuznauntu 3 01 mororo 2023 poxy mo 31 tpaBHs 2023 poKy KEpiBHUKOM TpYIH
«Jdononskay JIITBIHYYK Bipy IleTpiBHYy 3 TH)KHEBUM HaBaHTAXCHHAM 2 TOJMHH Ha THKIICHb.

10. 3aTBepauTH PEXXHUM Ta PO3KIIAJ 3aHITH TOCIPO3PAXYHKOBOI Tpynu «J[ooHBKa» 3T1IHO 3
mogaTkoM 1.
11. Crmcok miTedt 1oaaeThest 3riAHO 3 TOAATKOM 2 10 HaKa3zy.

14. KoHTponmb 3a BHKOHAaHHSM JaHOTO Haka3y IMOKJIACTH Ha 3acTylHUKA JTUPEKTOopa 3
HaBYaIbHO-BUXOBHOI pobotn KMPMJIEHKO Jlrogmuny ['puropiBHy Ta TOJOBHOTO OyxranTepa
KOPOJIILBKY Taicito MukosnaiBhy.

[Tincrara: 3asBa Bipu JIITBIHYVYK Bix 01.02.2023, 3apeectpoBana 3a Ne 319,

(be3 ab3ayy) (12,5)
Jupexrop Haranis BOI'AP

OiTroamuna Kupunenko

3 Haka30M O3HaHOMIIEHI:

Taicist KOPOJIILIbKA
« _» 2023

Bipa JIITBIHUYK
« _» 2023

Honatok 1
1o Hakazy K3 «BJI Ne 23y
01 mrororo 2023 poky Ne
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Honatok 7
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIIaLy
(mynkr 3.1 pozainy II)

IEPEJIIK
AOKYMEHTIB, HAa SIKHX IiINKC M0CaJ0BOI 0CO0M 3aCBiIUY€THCS BiAOMTKOM NMEYATKHU 3aKJIaay

1. Aktn (BUKOHaHHS pOOIT, CIHMCAHHA MaTepiallbHUX I[iHHOCTEH, (HiHAHCOBHX IMEPEBIPOK,
BIJTYYCHHS JIOKYMEHTIB JIJIsl 3HUILCHHS, TIepeIaBaHHs CIIPaB TOIIIO).

2. JloBinku (PO BUKOPUCTaHHS OIOPKETHUX aCUTHYBaHb Ha 3apo0iTHY MIIATy, HApaXOBaHY 13
3apo0iTHOT TUIATH TOIIIO).

3. HoroBopu (mmpo MaTepiajibHy BiJIOBIJANbHICTh, HAyYKOBO-TEXHIYHE CITIBPOOITHHUIITBO,
MiIPSAIN, OPEHIY TPUMIIIIEHb, BUKOHAHHS POOIT TOIIO).

4. lTokyMeHTH (JOB1IKH, TOCBITUYEHHS TOIIO), 1[0 3aCBIIYYIOTH IIpaBa rPOMAISH 1 FOPUIUIHUX
oci0.

5. Jlopy4yeHHS Ha OfiepKaHHS TOBapHO-MaTepiadbHUX LIHHOCTEH.

6. 3aBmaHHa (Ha TPOEKTYBAaHHSA OO0 €KTIB, TEXHIUYHUX CIIOPYH, KammiTaJbHE OYIiBHHIITBO,
TEXHIYHI TOIIO).

7.3pa3ku BIJOWTKIB TEYATOK 1 IMJMHUCIB TPAIliBHUKIB, SKI MarOTh IPaBO 3JIMCHIOBATH
(hiHaHCOBO-TOCITOIAPCHKI Orepartii.

8. Komrropuc BuTpar (Ha KanbKymsIiio 32 JOTOBOPOM, Ha KarliTajabHe OyIiBHUIITBO TOIIO).
9. JlucTu rapaHTiiiHi (Ha BUKOHAHHS pOOIT, HAJaHHS MOCTYT TOIIO).

10. Onucu cnpas noctiitHoro, Tpusajioro (monasn 10 pokis) 36epiranHs, 3 KaJApOBUX MMUTaHb.
11. [IratHi po3nucH.

12. TpynoBi KHUKKH.
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HonaTtok 8
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIIaLy
(mynkt 3.4 po3ainy II)

KYPHAJI

Ne | Binburok Komy Bunano Jata [TpumiTka
3/l | NCYAaTOK I | HajiMeHyBaHHS | Npi3BUINE Ta nara i MOBEpPHEHHS 1 | (BiAMITKa MPO
WTAMIIB | migposdiny, B | BIacHe iM’s posnmcka | PO3INCKA PO |  3HUILCHHS)
SAKOMY BiJIIIOBIJAJIbHOL po NpUAMaHHs
30epiraroTbes ocobu OTpUMaHHS
MEeYaTKH i
IITaMITH
1 2 3 4 5 6 7
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Honatok 9
1o [HCTpyKIIiT 3 J1TOBOICTBA 3aKIaLy
(myHKT 9.29 posainy II)

KOMYHAJIbHUM 3AKJAJ] «BIHHUIIbKUM JIIIEA Ne 23»
(K3 «BJI Ne 23»)

AKT
PO NpUiMaHHA-TIepeJaBAHHA JOKYMEHTIB i clipaB
i1 Yac 3MiHM KepiBHUKA

(Ha3Ba 3aKaxy OCBITH)

Ne M. Binauns
BinnosigHo no Hakazy Big 26.08.2019 Ne (Bnacre
iM’s TIPI3BUIIE) mnepenas, a NPUUHAB y JOKYMEHTH

YTIPaBIIHCHKOI JisIBHOCTI:

No Ne 1 Ha3Ba mOKyMEHTY Kinbkictsb [TpumiTku

3/m MPUMIPHHUKIB

1 2 3 4
Pazom mpuiinaro JIOKYMEHTIB (uudpamu i ciosamu), Y

MPUMIPHUKAX (uudpamu i ciosamu).
CrtaH TIOKyMEHTIB

(3arajpHa XapaKTEpUCTHKA CTaHY)

[Tepenas miammc Bnacue im’s ITIPI3BUILIE

[Tpuitass nignuc Bracue im’s [IPI3BUILE

20 poky

Honatox 10
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1o [HCTpyKIIii 3 T1TOBOACTBA 3aKJIaTy

(myskT 9.29 posniny II)
KOMYHAJII)HI\/’II‘/'I 3AKJIAL 3ATBEPIKYIO
«BIHHUIbKHUU JIILHEN Ne 23»
JupexTop
Harauia BOT'AP
27.12.2022

AKT
Npo NpUuiiMaHHsA-TIepeJaBAHHS CIIPAB
i1 Yac 3MiHM 0cO0H, BiINOBIZAJbLHOI 32 apXiB

Ne M. Binauns
Binnosinxo no Hakasy Big 27.12.2022 Ne (Bnacue
im’s ITPI3BUIIE) Iepeaas, a (Bnacne im’s [TPI3BULLIE) IpUIHSAB

y TMPHUCYTHOCTI KOMIcCli, sIka CTBOpEHa Ha MiJACTaBl 3a3HAYEHOTO Haka3zy, y CKIaJl TOJIOBU
(Bnacre im’s TIPI3BUIIIE) 1 WICHIB KOMICIi
(Bnacue im’s [TIPI3BULLE) TOKYyMEHTH apXiBY Ta JOBIAKOBHI amapaT 10 HUX:

Ne Ne i Ha3Ba omnucy KinbkicTh KinbkicTs cripas [pumitku
3/m MIPUMIPHUKIB
OIHCy
1 2 3 4 5
Pazom mnpuitHsiTo cupaB (uudpamu i croBamu),
OIHCIB Y MPUMIpHHUKAX. (mudpamu i ciosamy).

CtaH TOKYMEHTIB 1 OITUCIB

(3arasibHa XapakTepHCTHKA CTaHY).

Boanouac nepenaroTbest

(BUAM TOBIIKOBOTO amapaTty, HOTO 0OCATH, CTaH)

Ta
(Ha3BU MMEYATOK 1 MITAMIIB apXiBY, iX KUTBKICTh)
CrtaH npuMiIIeHb apXxiBy
(3arayipHa XapakTepHCTHKA CTaHY).
HasiBHICTB 1 cTaH o0agHaHHS Ta IHBEHTAPIO apXiBy
(3arasibHa XapakTepHCTHKA CTaHY).
[lepenas nianue Bnacue im’s ITPI3BUILE
PEa

[Ipuitass nignuc Bnacue im’s [IPI3BUILE
INomoBa xomicii nianuc Bnacue im’s TIPI3BUIIE

Ynrenn komicii
20 POKY

Honatok 11
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1o [HCTpyKIIii 3 T1TOBOACTBA 3aKJIaTy

(myHkT 9.29 posainy II)
3ATBEPIXYIO 3ATBEPIXKYIO
nmocaga KepiBHHKAa YCTaHOBH, 10 Tepexac nocaga  KepiBHHKa CTAHOBH, 1IN0 NpHiiMae
( p y p ( p y p
JIOKYMEHTH) JIOKYMEHTH)
(mignmmc) (Baacue im’s1 [IPI3BULIE) (migmmc) (Baacue im’s1 [IPI3BULIE)

20__ poky
MLIL. (32 HasIBHOCT!)

MLIL. (32 HasIBHOCT!)

AKT

20__ poky

Npo NpuiiMaHHsA-NepeJaBaHHs CIIPaB
(1oKyMeHTIB) Bi/l OHi€l yCTAHOBH /10 iHIIOL
Ne M. Binnuns

ITincrasa:
SAKAHA TIepeIacThCs abo 3 SIKOTO

(3micT pimlenns, noBHa HaszBa (OHIY,
BUJIY4CHO CrpaBu ULt nepeiaBaHHs)

(HaliMeHyBaHHsI YCTaHOBH, sIka Iepejiae

crpaBy (JokyMeHTH)) II€peaaia, a
(maiiMenyBaHHS ycTaHOBH, ska MpHiiMae cripaBm (1oKymeHTH)) TIPUITHsIIA (CTIPaBH (JJOKYMEHTH) 3a3HAYCHOTO
¢doHy, 00JIIKOBI JOKYMEHTH Ta JOBIJIKOBHI anapaT 10 HbOTO:

No Howmep i Ha3Ba Kinpkictb KinpkicTh cripaB [TpumiTku
3/m OIUCY MPUMIPHHKIB
OIUCY
1 2 3 4 5
Howmepu BincyTHIX cipaB .
Ycboro npuiHATO CIlpaB

(tmdpamu i cmoBamn).

[epenaBanHs 31IICHUB:
ITocama ocobwm, mo mepenae TOKYMEHTH
20 poky

[puiimaHHs 311HCHUB:
ITocaga ocobu, 110 npuiiMae TOKyMEHTH
20 poky

Bnacue im’s [TPI3BUILE

Bnacue im’st IIPI3BUIIE

Honarok 12




67

1o [HCTpyKLii 3 TiTOBOJCTBA 3aKIamLy
(mynkT 10.9 posniny II)

3PA30K

&

BIHHUILIbKA MICBKA PAJJA
JNEITAPTAMEHT OCBITU
KOMYHAJIbHUM 3AKJIAJL «<BIHHUIIbKHWHA JITIEHA Ne 23»
(K3 «BJI Ne 23»)
By KocmonaBris, 32, M. Binnuis, 21021, e (0432) 56-13-14, 56-00-05, E-mail: nvk23vn@gmail.com, €EAPTIOY 20090689
APXIBHA KOIIIs
16.09.2020 Ne 45
HAKA3
31.08.2018 M. Binaums Ne 148-x/tp
IIpo npuiiHATTA
Banenruan AJIEKCECHKO
[IPUMHATU:

AJIEKCE€EHKO Banentuny CrenaHiBHYy Ha 1ocaly MpPakTUYHOTO ICHXOJIOra 3
01 Bepecust 2018 poky 3 mocaI0BUM OKJIAI0M 3TiHO 31 IITATHUM PO3MUCOM Yy po3Mipi 4525 rpuBeHb.

[Tincrara: 3asBa Banentuan Asnekceenko. Big 25 cepras 2018 poky, 3apeectpoBaHa 3a Ne .

Jupexrop Haranis BOI'AP
[Mincrasa: ¢. 3333, om. 2-oc, crp. 53, apk. 45.

3riZiHO 3 OpPHUTiHAIOM

BiamoBigansHui 32 BEICHHS (miammc) Jlecs OXMMEILLb
apxiBy

M.IL

Honatox 13
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1o [HCTpyKLii 3 TiTOBOJCTBA 3aKIamLy
(mynkT 10.9 posniny II)

3PA30K

&

P4

BIHHUILIBKA MICBKA PAJTA
E[EHAPTAMEHT OCBITHU _ _
KOMYHAJIbBHUU 3AKJIAJl «BIHHUIIBKHUU JIIIIEU Ne 23»
(K3 «BJI Ne 23»)
Byi. KocmonaBriB, 32, M. Binuums, 21021, ten. (0432) 56-13-14, 56-00-05, E-mail: nvk23vn@gmail.com, €JIPTIOY 20090689

APXIBHUH BUTAT

16.09.2020 Ne 45

HAKA3
31.08.2018 M. Binaunis Ne 148-x/1p

IIpo BHeceHHsI 3MiH 10 TPYAOBHX KHUKOK
HAKA3YIO:

2. BHecTu 3MiHH 10 TpyAOBOI KHMXKKHM Ta 0oco0o0i kaptku [1-2 AJIEKCECHKO Banentunun
CrenaHiBHU NpO 3MiHY Ha3BU MOCaIU 3 «YUHUTEIh MOYATKOBUX KIIACIBY» HA «YUUTENIb MOYATKOBUX
KJIaCiB 3aKJay 3arajibHOi CepeHbOT OCBITH.

[TincTaBu: Haka3 [lenapramenTy ocBiTH BinHuibkoi Micbkoi paau Bix 02 ciuns 2019 poky.
[Mincrasa: ¢. 1111, om. 1-oc, crp. 13, apk. 21.

3riZiHO 3 OpPHUTiHAIOM

BinmnoBigansHui 32 BEICHHS (Tmiamuc) Jleca IOXMIMEILIb
apxiBy

M.IL

Honatok 14
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1o [HCTpyKuii 3 A1JI0BOACTBA 3aKIaLy
(mynkrt 3.3 po3auty 1)

HEPEJIIK
AOKYMEHTIB, 10 He MiVIATal0Th peecTpauil crneniaJbHO NPH3HAYEHOI0 VI IIOT0 0C00010

. I'pacixu, Hapsau, 3aBKU, pO3HAPSIIKH.

. 3BeAeHHs Ta iH(oOpMaIllis, HaAiCTaHi 10 BioMa.

. HaBuanbHi manu, ocBiTHI TporpamMu (Komii).

. PexsiaMHi TOB1IOMJICHHS, TIJIAaKATH, POTPAMH HapaJl, KOHPEPEHIIii TOIIO.

. Hopmu BuTpaT matepiaiis.
. ApykoBaHni BugaHHs (KHUTH, )KypHaJIH, OFOJICTEHI).

. MicsiaHi, KBapTaibHi, MBPIYHI 3BITH.

1
2
3
4
5
6. BiTanpHi TUCTH 1 3aTIPOILIECHHS.
7
8
9. ®opMH CTaTHCTHYHOI 3BITHOCTI.
1

0. Horosopu.

Honatku 15-18
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1o [HCTpyKIIii 3 T1TOBOACTBA 3aKJIaTy

(mynkrt 3.5 po3auty III)

KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB
Jlara KopecnonaeHr, KopoTtkuii Pe3omromis, ITignuc Bigmitka
HAIXOKEHHSI JiaTa Ta 1HIeKe 3MICT BIAIOBIZANBHUN | 0COOH, KA po
Ta 1HIEKC 0JICPKAHOTO BHUKOHABEIb OTpUMaJia | BUKOHAHHS
JOKyMEHTa JOKyMEHTa JIOKYMEHT | IOKyMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpanii BUXiTHUX JOKYMEHTIiB
Hara ta Kopecnonnent KopoTkwuii 3mict [1pi3Buiia, BIacHe [pumiTka
1HIIEKC 1M’ oco0OH, siKa
JIOKyMEHTa minucana JOKyMEHT,
Ta BUKOHABIIS
JIOKyMEHTa
1 2 3 4 5
KYPHAJI
peecTpanii BHYTPIlLHIX JOKYMEHTIB
Hata ta ingexc | KopoTkuii 3mict Pesoumroris abo [Tignmuc ocobu, | Binmitka mpo
JOKyMEHTa BIATIOBITAIBHUN sIKa OTpUMasia BUKOHAHHS
BHUKOHABEIb JOKYMEHT, JlaTa| JOKyMEHTa
OTpUMaHHS
1 2 3 4 5
PEECTPAIHIMHUU ) KYPHAJI
HAaKa3iB KepiBHUKA 3aKjIa1y
Peectpauiiinuii|/lata Haka3y| 3arojloBOK HaKa3y [1pi3Bue, [Ipi3Bue, [Tpumitku
1HIEKC BJIaCHE IM’4, BJIACHE 1M’
(HOMED) Ha SKOI0 BIJIMOBIIAJTEHOT
HaKazy MOKJIaIeHUH ocobu
KOHTPOJIb 32 |(BIAMOBIJATBHUX
BHKOHAHHS 0ci0)
Hakazy
1 2 3 4 5 6
«K»




KYPHAJI

Jonarok 19
1o [HeTpykuii 3 AiT0BOACTBA 3aKiamLy
(myHkT 3.6 pozainy III)

peecTpaiii (pakTiB BUSIBJIEHHSI (3BEPHEHHS) PO BUMHEHHS JJIOMAIIHBOI0 HACHJILCTBA,
HACWJIBCTBA 32 03HAKOIO CTATI Ta OyJIiHrY

(3axnao oceimu)

Ilopsan
KOBHI
HOMEp

[pizBumie, im’s,
Mo 6aTHEKOBI
MOCTpaXXAAJIO1
ocobu Ta/abo ii
3aKOHHOTO
MpeICTaBHUKA,
cepisi Ta HOMep
macropra abo
PEKBI3UTH HILOTO
JOKYMEHTA, 110
MTOCBITIyE 0CO0y
(3a HasABHOCTI),
BiK IMOCTpaXKTaIo1
ocobwu, mara
3BEPHEHHS,
aapeca
MIPOXKMBAHHS,
KOHTAaKTHI JaHi

Kareropis
MOCTPasK
ajoi
ocobu
(mopocia,
JIUTHHA,
Hefie3aaT
Ha,
00OMeKeH
0
Jie3gaTHa
ocoba 3
1HBaJIIIH1
CTIO)

Bun
HaCHIILCTBA

JIOMAIIIHE/3
a 03HAKOIO
cTati/0ynin
r, Qi3uune,
CeKCyasIbHE
,
IICHXOJIOT1Y
He abo
E€KOHOMIYH
e
(xOpoTKMiA
3MICT
3a51BH)

[MpizBume
, IM’s1, 10
0aTLKOBI
KPHUBIHUK
a, CTaTh,
BIK,
CTYIMiHb
CropiiHe
HHS,
aipeca
MIPOXKHBA
HHJ,
KOHTAaKTHI
naHi (3a
HasIBHOCTI

)

TToBimomie
HHS,
OTpUMaHe
Harmionans
HOIO
TOJTIII €10
(mara, vac,
HaliMeHyBa
HHS
miapo3mainy,
TIPi3BHIIIE,
iM’s, 110
0aThKOBI
MOCaI0BO1
ocobu, siKa
NpUKHsIIIa
MOBIIOMITE
HHS)

IToBinoMiieH IToBimomiieHH,
HS, OTpUMaHe
OoTpHMaHe YIIOBHOBaYKEHOIO
CITy0010 y 0C0000 TTPOTH T
cripaBax JIOMAITHHOMY

nitelt (nara, HaCWJIBCTBY,
gac, HACHUJIbCTBY 32
TIPi3BHIIIE, 03HAKOIO CTarTi,
iM’4, TI0 OymiHry (mara, yac,
0aTbKOBI HallMeHyBaHHS
OCaI0BO1 oprany, Tpi3BHIIE,
ocobu, siKa iM’s, IO 0ATHKOBI
MpuiHsIa MocaioBoi ocodw,
MOBiJOMJICHH sKa IPUHHSIIA
s1) MTOBITOMIICHHST )

[Totpeba B
HaJlaHHI
MEIUYHOT
JOTIOMOTH
(Tax/Hi,
BXKHUTI
3ax0/y,
JaTta i
HOMeEp
HaIpaBJICHH
A,
HallMEHYBaH
HS 3aKJIany,
YCTaHOBH)

3axoau,
BXXUTI 0O
ocTpaXkiaa
J101 ocoOH,
y pasi
3aTy4YCHHS
JI0 iX
peamizartii

3axoju,
BXXUTI 10
KPUBIHUK

a, y pasi
3ay4eHH

s 710 1X
peadizarii

[IpizBue,
IM’s1, 10
0aTLKOBI

YIIOBHOBAX

eHoi oco0u,

sIKa BHECJIa

BIJIOMOCT1

po

BUSIBIICHHS

¢bakrty

HACHJIbCTBA

ado
3BEpHEHHS
po

BUMHEHHS

HACHJIbCTBA




KomyHnanbsHuii 3aKaan
«Binnnnbknii jgimed Ne 23»
HOMEHKJIATYPA CIIPAB
Big 12.12.2022 Ne

Ha 2023 pik
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Honatok 20

1o [HCTpyKIii 3 AiT0BOACTBA 3aKIIaLy

(myskT 1.9 po3ainy IV)

3ATBEP/IKYIO
JupexTop

Haranis BOT'AP
12.12.2022

Innexc cripaBu | 3aroja0BOK clipaBy (TOMY, KinpkicTh Crpok 36epiranns | [Ipumitka
YaCTHHHU) cripaB (TOMIB, | cripaBu (TOMY,
YaCTHH) YaCTUHH 1 HOMEPH
cTaTey 3a
nepenikoM
1 2 3 4 5

BinmosizansHa 3a QIIIOBOACTBO
12 rpynns 2022 poky
BinmnosizganbHa 3a BeJIleHHS apXiBy

CXBAJIEHO
[Tpotokon 3acimannst EK 3axmany
Big 12.12.2022 poky Ne 2

Jronmuna Kupunenko

Jlecq FOxumenn

[HOT'OAXXEHO
[IpoTokon 3acimanas

Ne/1aroriyHoi pajau 3aKiany
Bix 12.12.2022 poxy Ne

[lincymMKoBHMii 3amuc Mpo KaTeropii Ta KUIbKICTH CIIPasB,
3aBegeHuX y 2022 porii B 3aKJa/1i OCBITH

3a cTpokamu 30epiraHHs

Pazom

VY Tomy uucni

TaKuX, 110
MePEXOIsTh

3 BIZIMITKOKO
«ETIK»

ITocriitHOrO

Tpusanoro (monazn 10 pokis)

Tumuacosoro (1o 10 pokis
BKJTFOYHO)

Ycernoro

BinmoBigansHuil 32 BEAEHHS I1JI0BOICTBA
20 poky

(mmigmuc)

[TincyMKOBi BiIOMOCTI IepeiaHo B apXiB YCTAHOBH.

BinmosiganepHui 3a BeJIeHHS apXiBy

20 poky

(miamuc)
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Honatoxk 21
1o [HCTpyKIii 3 AiT0BOACTBA 3aKIIaLy
(myskT 3.8 po3ainy V)

AKT
No

(micre ckitaaHHs)

IIpo HecTauy cipaB (10KyMeHTIB)
y CTPYKTYPHHUX Hiapo3aijiax

Y  pesynbrarti BCTAHOBJICHO
BIJICYTHICTh CMpaB (JOKYMEHTIB), IO BHECEHI 10 HOMEHKJIATYpU. 3aXOdu MIOJN0 iX PO3MUIYKY
MMO3UTUBHUX PE3YJIBTATIB HE JaJIH, y 3B’ SI3KY 3 UMM BBAYKAEMO 3a JOIIILHE 3HATH 3 O0JIIKY CIIpaBU
(moxymeHTH), 3a3HAaYCHI HIDKYE:

Ne No cripaBu 3a 3aroJ0BoK Jata KinbkicTb MosknuBi
3/ | HOMEHKIATYporo (2o CIPaBH CIpaBU apKyIliB y IPUYUHU
HOMEPH apKyIIIiB (mokymMeHTa) | (IOKyMEHTA) cripaBi BIJICYTHOCTI
JIOKYMEHTA) (ToxymeHTi) CIIPaBH
(mokyMeHTa)
1 2 | 3 4 5 6 7
Pazom CIIpaB, JIOKYMEHTIB.
(unpamu i cmoBamm) (undpamu i cmoBamn)

3MiCT HEBHSBIEHHX CIpaB (JIOKYMEHTIB) MOXK€ OYyTH YacTKOBO BiJITBOPEHO TAKHMMM CIpaBaMHU
(IoKyMeHTaMH):

(HOMepH cripaB, apKyIIiB, iX 3aT0JIOBKH)

BinnosiganbHuii 3a BeIeHHS apXiBy
20 poky

BinmosigansHui 3a JiJI0BOJACTBO
20 POKY
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HonaTtok 22
1o [HCTPyKIIiT 3 J1TOBOICTBA 3aKIIa Ty
(mynkt 1.4 pozainy VII)

IEPEJIIK
JAHHUX, 1110 00pOOIAIOTHCA B eJIeKTPOHHIN oCcBiTHIH iH(opManiliniii cuctemi 115 BegeHHS
AiJI0BOI JOKYMeHTAalil 3aK/J1a/1y 3arajJibHOI cepe/IHbOI OCBITH B eJICKTPOHHIH ¢opmi

1. Tlepenik maHWX, IO BHOCATHCS Ta OOpPOOJIIOTHCS B E€JICKTPOHHIN OCBITHIM 1H(pOpMAIiiHIN
CUCTEMI:

1) IlepconanbHi gaHi y4Hs:

a) Ipi3BHILE, iM 51, IO 0ATHKOBI (3a HASIBHOCTI);

0) naTa HapOKECHHSI;

B) CTaTh;

') PeKBI3UTH TOKYMEHTA, 1110 TTOCBII9y€e 0CO0Y;

I) 3aKiaj 3arajbHOi CEepeaHhOi OCBITH Ta KIJac, A0 SKOTO 3apaxOBaHWl yueHb (nara
3apaxyBaHHS/BlIpaXyBaHHS Ta I11JICTaBa);

1) IIBroBa Kateropis (110 CTOCYEThCSI OTPUMAHHS COIIaIbHOT TOIOMOTH 200 MiJIbT).

[HI11 1aH1 CTOCOBHO YYHSI:

a) BIIBIIyBaHHS Ta MPOITYCKHU 3aHSATH;

0) o1iHIOBaHHs (IIOTOYHE, TEMAaTUYHE, MIJICYMKOBE, aTecTalliiHe);
B) TEMH YPOKIB.

2) [lepconanbHi 1aH1 OaTbKIB:
a) Mpi3BHILE, 1M s, 10 0ATHKOBI (32 HASIBHOCTI);
0) KoHTaKTHa 1HpOpMaILlis.

3) [lepconasnbHi qaHi CIiBPOOITHHUKA 3aKIIaay OCBITH:
a) Mpi3BHILE, 1M s, 10 0ATHKOBI (32 HAsIBHOCTI);

0) nata HapOPKEHHS,;

B) CTaTh;

I') JOKYMEHTH IIPO OCBITY.

4) Tamni gaHi CTOCOBHO CITIBPOOITHUKA:

a) mocaja;

0) HaAyKOBHI CTYIIIHB (32 HasIBHOCTI);

B) BUCHE 3BaHHS (32 HASIBHOCTI);

r) kBasi(ikamiifHa KaTeropis, eaaroriayiae 3BaHHs (32 HasIBHOCTI);
T') MUJIBroBa KaTeropis (3a HasBHOCTI);

1) Ha3Ba 3aKJIaay OCBITH, Y SKOMY 3I00YB OCBITY;

€) OCBITa, CTICHIANBHICTh, KBATI(PIKAITis;

€) Ha3Ba HaBYAJbHUX JUCITUILTIH, 110 BUKJIAJAIOThCS (32 HAIBHOCTI).

5) Jani npo ocBiTHI{ npouec:

a) HaBYAJIBHHM PIK;

0) Meperka KIIacis;

B) Ipo(TBHICTH (32 HASBHOCTI);

I') OLIHIOBAaHHS pE3yJbTaTiB HaBUaHHS: | cemecTp, 2 ceMmecTp, piyHa, JAep)KaBHA IiICYyMKOBA
aTecTallis, MpaKkTHKa, IMJICYMKOBI, cepeHiii Oan arecrara;

I') KOHTHHT'CHT YYHIB Ha TOYaTOK CEMECTpy/Ha KiHellb ceMecTpy (POKY), YChOTo 32 PiK;
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1) TaONULIA PyXy YUHiB.

2. Iarepdeiicu enekTpoHHOT OCBITHROI iHPOpPMaLIHHOT cucTeMH 3a0e31medyroTh 30ip Ta/abo 00poOKy
HAaCTYIHUX HAOOpIB JaHUX JJIS TAKUX BUJIIB JOKYMEHTIB JiJOBOI JOKYMEHTAIIIl 3aKIaiB 3arajabHol
CEpEeIHBbOI OCBITU B €JIEKTPOHHIN popmi:

2) XypHanu yuHiB, sKi 3700yBalOTh 3arajibHy CEpPEeIHIO OCBITY 32 1HAMBIIyaIbHOIO (OPMOIO:
a) HaBYAJIBHHM PIK;

0) mpi3BuIIE, iM 51, IO OATHKOBI (32 HASIBHOCTI) Y4HS;

B) PiK HaBYaHHSI;

') TepMiH HaBYaHHS;

T) mijcTaBa opraHizaiii Takoi hopmu;

1) Ha3Ba MPEAMETY BUBUCHHS, HABYAIBHOT TUCIIUTUTIHH;
€) KUJTbKICTh HaBYaJIbHUX TOJIUH,

€) MPI3BHIIE, 1M’ 5, TT0 OATHKOBI (32 HASIBHOCTI) YUHUTEIIS;
) JaTa IPOBEICHHS 3aHSITTS;

3) 3MICT HaBYAJIBHOTO MaTepiaiy;

1) KUTBKICTh TOJIMH Ha BUKJIAJl MaTepiany.

3) BigomocTi 31 cBijonTBa JIOCSTHEHb a00 CBIONTBO PO 3100yTTs 0a30BOi cepeaHboi abo
podiaIbHOT CEPEeTHbOT OCBITH yUHS:

a) pe3y/bTaTH HaBYaHHsA 3a | cemecTp;

0) pe3yJIbTaTH HaBYaHHS 32 2 CEMECTD;

B) pe3yJbTAaTH PIYHOTO OI[iHIOBAHHS,

T') OIlIHKA 332 HABYAJIbHY MPAKTHKY;

T') pe3yJIbTaTH JIePKABHOI ITiJICYMKOBOI aTecTarlii (B pa3i HasIBHOCTI);

1) pe3yJabTaTH MiJCYyMKOBOTO OI[iIHIOBaHHS.

4) O6nik BUXOBHOI poOOTH:
a) HOMep 1 JaTa 3axo1y;

0) Ha3Ba 3ax0/y Ta TeMa.

5) CBigouTBa mpo 3700yTTs MOYaTKOBOT OCBITH.



