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I. 3arajapHi mooKeHHs

1. I1s [HCTpYKIIist BCTAHOBIIOE 3arajibHi BUMOTH I110/I0 JOKYMEHTYBaHHS YIPaBIIHCHKOT
iHpopmanii Ta opraHizamii poOOTH 3 JHOKyMeHTaMu Yy [anuubkoMy KoOJIEKI IMEHI
B’siuecnaBa YopHoBona (aii — KOJIEIK).

2. JloTpuMaHHs BUMOT IIOAO MOPSAAKY BEIECHHS JOKYMEHTYBaHHS, BCTAHOBIIEHUX LI1€I0
[HCTpYKILI€IO, € 000B’I3KOBUM JIS1 KOJIEITKY.

3. Konemxk opranizoBye AUIOBOJCTBO BiAMOBITHO 0 1HCTPYKIIi, IKa PO3POOIIETHCSA HA
OCHOBI THNOBOI [HCTpyKIii, 3apeecTpoBanoi MiHictepcTBoM toctuuii Ykpainu 11.09.2018
p. Ne1028/3248, 3aTBepAKE€HOT KEPIBHUKOM KOJIEIKY.

4. Opranizariiisi JUTOBOJICTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3TIISAIOM Ta MPOXOKEHHIM
JOKYMEHTIB Yy KOJII)KI 3AIMCHIOIOTHCA BIAMOBIAAIBHOIO 0CO000, sIKa MPU3HAYAETHCS
KEpIBHUKOM KOJICIIXKY.

5. CTBOpEHHS €JIEKTPOHHUX JOKYMEHTIB 3IIHCHIOETHCS BIAMOBIAHO A0 3aKOHIB
Vkpaiau «[Ipo  elnexKTpoHHI JOKYMEHTH Ta  EJEKTPOHHUH  JAOKyMeHTo0O0iry, «IIpo
CICKTPOHHUN 1MdpoBHiA mianucy, Hakazy MiHicTepcTBa roctumii Ykpainm Big 11
muctonaga 2014 poxy Ne 1886/5 «IIpo 3arBepmxkenHs lopsaky poOOTH 3 €N1E€KTPOHHUMHU
JOKYMEHTaMH y JIJIOBOJCTBI Ta iX MIATOTOBKH JO TEpelaBaHHsS Ha apXiBHE 30epiraHHs»,
3apeecTpoBaHoro B MinictepcTBi tocTuiii Ykpainu 11 nucromama 2014 poky 3a Ne
1421/26198.

Konemxx Moxe cTBOproBaTH JAOKYMEHTH TUMYacoBOro (10 10 pokiB BKIIIOUHO) CTPOKY
30epiraHHs JMIle B €JIEKTPOHHIM (opMi 3a yMOBHM HAsBHOCTI BIANOBIJHOTO TEXHIYHOIO
3a0e3neueHHs 3 ypaxyBaHHSIM BUMOT 3aKOHOJIaBCTBA YKpaiHu Ta 1€l [HCTpyKITii.

6. Ilopsamox opranizaimii [IITOBOACTBA 3a 3BEPHEHHSMU TPOMASH, 3almUTaMUd Ha
myomiuHy — iHQOpMaIlif0o  BU3HAYAE€Thc  3akoHamMu  YKpainum «IIpo  3BepHEHHS
rpoMaasgny, «[Ipo goctyn g0 myoaivHol iHbOpMAaIi».

7. Y Komemki AUIOBOACTBO 3A1MCHIOETBCS JEp’KaBHOI MOBOKO. JokymeHTH
CKJIaJalOThCS JIEP’)KaBHOIO MOBOIO, KpiM BHIIJKiB, NepeadadyeHuX 3aKOHOJABCTBOM IIPO
MOBH B YKpaiHi.

JIOKyMeHTH, SIKi HaJCHJIAIOTHCS iIHO3EMHHM ajipecataM, 0()OPMITIOIOTECS YKPaiHCHKOIO
MOBOI0, 200 MOBOIO JIep>KaBH-ajpecaTa, ab0 OJHIEI0 3 MOB MIXKHAPOIHOTO CITITKYBaHHS.

8. Ctpoku 30epiraHHsi JTOKYMEHTIB, III0 CTBOPIOIOTHCS Tij Yac AISTILHOCTI KOJICIIXKY,
BU3HAYAIOTHhCSI Haka3oM MiHictepcTBa toctuilii Ykpainu Big 12 kBiTHS 2012 poxy Ne
578/5 «Ilpo 3arBepmxenHs [lepemiky THIIOBHUX IOKYMEHTIB, IO CTBOPIOIOTHCS ITiJ] 4ac
JISUTBHOCTI IGpKABHUX OPraHiB Ta OpPraHiB MICIIEBOTO CaMOBPSAYBaHHS, IHIIUX YCTaHOB,
MIAMPUEMCTB Ta OpraHizailiid, 13 3a3HA4YCHHSIM CTPOKIB 30€piraHHs JOKYMEHTIBY,
3apeecTpoBanuM y MinicTepceTsi toctunii Ykpainu 17 kBiTHs 2012 poky 3a Ne 571/20884
(31 3MiHaMH).

I1. 3arajnbHi BUMOTH 10 CTBOPEHHS, 0OPMJIEHHSI TA JIOKYMEHTYBAHHSA YIIPaBJIIHCHKOI
iHgopmamii
1. JlokyMeHTyBaHHS yOpaBIiHCBKOI 1H(OpMaIli KOJeMKy TOJsIraE€ y CTBOPEHHI
JIOKYMEHTIB, 110 CIIPSIMOBaHI Ha BUPIIICHHS yIPABIIHCHKHUX PIllICHb.
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2. HaszBa Bumy AokyMmMeHTa (Haka3, MPOTOKOJ, JOMOBiJHA 3amKcKa TOIIO) Mae
BIJIMIOBIIaTU  Ha3BaM,  mepeadadyeHuM po3aiiom 3 JlepkaBHOro  KjiacudikaTtopa
ynpasiiHckkoi pokymenTarii JIK 010-98, 3aTBepmkeHoro HakazoMm [lep>kaBHOTO KOMITETY
VYkpainu 1o cranaapTu3zaiii, MeTposiorii Ta ceprudikanii Bix 31 rpyansa 1998 poky Ne 1024
(31 3MiHAMN).

OdopmieHHST PEKBI3UTIB OpPraHi3allifHO-PO3MOPSAAY0i JOKYMEHTAIlli Ta MOPSAIOK IX
po3TalryBaHHS MarTh BiAnoBigaTu HaiioHanbHOMy craHjmapty Ykpainu «JlepskaBHa
yHI(DIKOBaHA cHCTeMa AOKYMeHTalli. YHidgikoBaHAa CHUCTEMa OpraHi3alliiHO-pO3IOPA YOl
nokyMmenrtamii. Bwumorm  gmo  odopmimroBanHs  pokymeHTiB. JICTY  4163-2003»,
3aTBEp/UKEHOMY Haka3oM Jlep»aBHOTO KOMITeTy VYKpaiHM 3 TMHTaHb TEXHIYHOTO
peryntoBaHHs Ta crnokuBuoi nomituky Bix 07 kBiTHA 2003 poky Ne 55 (nam - ACTY).

3. OprasizaiiiHo-po3nopsaadi JOKYMEHTH OQOpMIIOIOThCS Ha OJaHKax, Mo
BUTOTOBJISIIOTHCS 3riaHO 3 BuMoramu JACTY Tta miel [HeTpykiii.

V 3akiazii MOKYTh BUKOPUCTOBYBATHUCS TaKl OJaHKU TOKYMEHTIB:

OJaHK JIMCTA;

0JIaHK HaKas3y.

Bumorn 10 odopmiieHHS [OKYMEHTIB, IO BHUTOTOBIISIIOTBCA 3a JONOMOTOIO
KOMIT FOTEPHOI TEXHIKH, HABEJIEHO B 104aTKy | 10 miel [HCTpyKiii.

4. IlocagoBi ocoOu MAMUCYIOTh JOKYMEHTH B MEXaX CBOIX MOBHOBA)KEHb, BU3HAYECHUX
3aKOHOJABCTBOM YKpainu, CTaTyToM KOJEIKY, OCATOBUMHU IHCTPYKITISIMU, HaKa30M IIPO
PO3MOALT 000B’I3KIB MiXK KEPIBHIKOM 3aKjIaay Ta HOTO 3aCTYIMTHHKAMH TOIIIO.

BinOuTtkom meyaTku KonemKy (3a HassBHOCTI) 3aCBIAUYIOTH MiMUC MTOCAI0BOT 0COOU Ha
JOKYMEHTax 13 NUTaHb OprasizauiiHoi Ta (IHAHCOBO-TOCIOAAPCHKOI JiSIIBHOCTI 3a
MepeTikoM JIOKYMEHTIB, Ha SKMX MIAMUC MOCag0BOI 0COOM 3aCBIAUYETHCS BiIOMTKOM
MEeYaTKU 3aKJajy, HaBeJICHUM Yy J0/1aTKy 2 1o i€l [HeTpykiii.

BigOutok mneuyaTku CTaBUThCS Tak, 00 BIH OXOIUIIOBaB OCTaHHI KIJbKa JITEP
HallMEHYBaHHS TOCaJu 0COOM, siKa MiAnucana JOKYMEHT, ajie He MANUC MocajoBoi ocoou,
a00 MPOCTABJIAETHCS HA OKPEMO BHJIICHOMY JUIS IIbOTO MICIIi 3 BIAMITKOO «M.IL».

5. Konemxk Moxke 3acBiuyBaTH KOMIi JUIIE TUX JOKYMEHTIB, IO CTBOPIOIOTHCS B
HbOMY, a TAKOXX Y BUMAJKaX, MepeadadyeHux B a03alll IpyroMy IbOT0 MyHKTY.

VY pasi miAroToBKH AOKYMEHTIB JUISi HAJaHHS CYJOBHM OpraHaM, ITiJi 4ac BUPIIICHHS
MUTaHb IIOJ0 MPUHHATTSA T'POMaISH Ha poOOTY, HABYAHHS, 3aCBITUYCHHS iX TPYIOBUX Ta
IHIIMX TPaB Y B3a€MOBIJTHOCHHAX 13 3aKJia/JoM, a TaKOX Mia 4yac (opMyBaHHS 0COOOBHX
CIpaB TPAIiBHUKIB KOJIEUK MOXKE BUTOTOBISITH KOMii JOKYMEHTIB, BUIAHUX IHIIUMU
ycTaHoBaMmH (KOIIii JOKYMEHTIB IPO OCBITY TOIIIO).

Binmitka «Komis» npocTaBlise€TbCs Ha JUILOBOMY 001l Y BEpXHHOMY IIPABOMY KYTKY
MIEPIIIOTO apKyIa JOKYMEHTA.

Komii HakaziB, iHIMHMX JOKYMEHTIB 3aCBIIYYIOTh BiAMOBIJAIbHI O0COOM KOJEIKY B
MeXKax 1X KOMIIETEHII.

6. Y pasi morpeOu TpPOBENEHHS OIIHKH JONUILHOCTI CTBOPEHHS JOKyMEHTa, HOTro
OOTPYHTOBAHOCTI Ta BiJIIMTOBITHOCTI 3aKOHOJJABCTBY 3/IHCHIOETHCS TTOTOPKCHHS JOKYMEHTA.

[ToromxeHHs NOKYMEHTIB MOE 3/1MCHIOBATHUCH MOCAAOBHUMH OCO0AMH 3akiany, sKi
BIJNIOBITHO /0 iX KOMMETEHILi BUPINIYIOTh MUTAHHS, NOPYIICH]I B TOKYMEHTI (BHYTpIIIHE
MIOTOJIKEHHS ), @ TAKOXK 3a1HTEPECOBAaHIUMH YCTAHOBAMH (30BHILTHE MTOTOHKEHHS).

[ToromkeHHs TOKYMEHTIB 3I1MCHIOETHCS BIAMOBIIHO J0 BHUMOT Hakazy MiHICTepCTBa
foctuii Ykpainun Bim 18 uyepBus 2015 poky Nel00O/5 «IIpo 3arBepmxenns IIpaBui
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opraHizamii IiTOBOACTBAa Ta apXiBHOTO 30€piraHHs IOKYMEHTIB y JE€p)KaBHUX OpraHax,
OopraHax MiCIIeBOTO CaMOBPSAYBaHHS, Ha MiJIPUEMCTBAX, B YCTAHOBax 1 OPraHi3alisix»,
3apeecTpoBaHoro y MiHicTepcTBi toctuilii Ykpainu 22 yepBHs 2015 poky 3a Ne 736/27181
(mami - [TpaBuna oprauizaiii JiJI0BOJICTBA Ta apX1IBHOTO 30€piraHHs JOKYMEHTIB).

I'pud noromxeHHs po3MillylOTh HUX4Ye pekBizuty «lligmucy». Bin ckimagaerbes 3i
ciosa [IOI'OJIDKEHO (6e3 namok), Ha3BU MOCaau 0CO0H, siKa TIOTO/KYE JOKYMEHT (pa3oMm 3
HallMEHYBaHHAM 3aKJajly), NIANUCY, 1HIIamy(1B) 1 MPI3BUILA, JATH TOTOIKEHHS.

IIpuknao:

I[TOT'O>KEHO

Jlnpexrop ["amuipKoro KomemxKy
iMeHi B’siuecnaBa YopHoBoua
[Tinrmuc [Himanm, npi3BuUIe
05.02.2018

7. 3aTBep/KEHHS YNPaBIIHCHKUX TOKYMEHTIB 3/IMCHIOETHCS OCOOMCTO KEPIBHUKOM
KOJICKY BIAMOBIAHO JI0 HOr0 MOBHOBaXKEHb a00 PO3MOPSIYMM JOKYMEHTOM 3aKiany i3
3a3HaYeHHSM Ha JJOKyMEHTI rprda 3aTBepKeHHS, 0)OPMIICHOTO BiITOBITHUM YHHOM.

[Topsimok 3aTBEpAKEHHST TOKYMEHTIB 311MCHIOETHCS B1IMOBIAHO 10 [IpaBui opranizaiii
JIIJIOBOJICTBA Ta apXIBHOI'O 30epiraHHs JOKYMEHTIB.

I'pud 3arBepmxenns ckinagaerbest 31 cnoBa 3ATBEPJDKYIO (6e3 mamok), Ha3zBu
nmocajy, MiANUCY, iHImany(iB) 1 Tpi3BHINA OCOOHM, SKa 3aTBepAuiIa JOKYMEHT, IaTh
3aTBEPHKCHHSI.

Ilpuknao:

3ATBEPJIXKVYIO
["anuupbKOTOo KOJEeIKY
iMeHi B’siueciiaBa YopHoBona
[Tiqnmuc [nimian(u), npizBuiie
07.03.2018
Y pa3i 3arBep/uKEHHS JOKYMEHTa pIIIEHHSM KOJIETiaJbHOTO Oprany rpud
3aTtBep/uKeHHs ckianaeThes 31 cnoBa 3ATBEPJ[PKEHO (6e3 namnok), Ha3Bu, JaTH 1 HOMEpa
JIOKYMEHTa Y HA3UBHOMY B1IMIHKY.
IIpuknao:

3ATBEPJIDKEHO
[TpoTokou 3acinanHs
MearoriyHol pau KOJICIKY

06.05.2018 Ne 40

II1. Oco0uBi BUMOTH 10 CKJIAJAAHHS JesIKMX BU/IIB IOKYMEHTIB

1. Haka3z - po3nopsaumii JIOKYMEHT, SIKHA BHUJA€ KEPIBHUK KOJICDKY Ha IpaBax
€IMHOHAYAJBbHOCTI Ta B MEXKax CBO€I KOMIIETEHINI, OOOB’SI3KOBHUM JUII BHUKOHAHHS
mijprernuMu. Hakasu BUIQIOTBCS 3 OCHOBHOI JisSUTBHOCTI, aIMiHICTPATUBHO-TOCTIOIAPCHKHUX,
KaJIPOBHMX MTUTaHb 3aKJIaTy, a TAKOXK PyXy CTYICHTIB.

Hakas3u 3 OCHOBHO1 MisUTBHOCTI, aJIMiHICTPATUBHO-TOCTIOJIAPCHKUX, KAJPOBUX IMUTAHb,
PYXY CTYIEHTIB MIAMHCYIOTHCS KEPIBHUKOM KOJIEJDKY, a 32 HOT0 BiZCYTHOCTI - 0CO00I0, fKa
BUKOHY€ HOTO 000B’SI3KH, Ta PEECTPYIOTHCA B )KypHaIaxX peecTpallii Haka3iB.

[Ticna mianucaHHs HakKa3y 3MIHM 0 HbOTO BHOCSATHCS JIMIIE IUISIXOM BUIAHHS HOBOTO
HakKa3y PO BHECECHHS 3MiH.

Haka3z odopminroeTbest Ha O1aHKY HakKa3y 3aKiafy.
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3MiCT HaKa3y CTHUCJIO BUKIAIAETHCS B 3arOJIOBKY, SIKWW MMOYHMHAETHCS 3 MPUHMEHHUKA
«[Ipo» Ta ckiamaeThCs 3a JONOMOTOIO BijieciiBHOro iMeHHUKA («[Ipo 3aTBepKEeHHS...»,
«IIpo cTBOpeHH...») a60 iMmeHHUKa («[Ipo miaACyMKH...»).

TexcT Haka3zy 3 OCHOBHOI JISUIBHOCTI, aAMIHICTPATUBHO-TOCHOJAPCHKUX NUTaHb Ta
PYXY CTYZIEHTIB CKJIAJJA€ThCA 3 IBOX YACTHH - KOHCTATYI0UO1 (MpeamMOyin) 1 po3mopsiadoi.

VY KOHCTaTyrOUild 4acTWHI 3a3HAYAETHCS MiJCTaBa, OOTPYHTYBaHHS a00 MeTa BHIaHHS
Haka3zy. Posmopsgua dactuHa Hakady mnouuHaeTbes 13 cioBa «HAKA3VIO», ske
JIPYKYETHCS 3 HOBOTO psAJKa BEJIMKUMU JliTepaMu Oe3 BIJCTYILY BiJ JIBOTO IOJS 1 JIATOK,
TICJIS YOTO CTaBUTHCS JTBOKPAITKA.

SIKmio Haka3 BHIAEThCS Ha IMIJACTaBl IHIIOTO PO3MOPSAYOTO JOKYMEHTa, Y
KOHCTaTyIOUlil 4aCTHHI 3a3HAYarOThCsl Ha3Ba BUAY I[bOTO JOKYMEHTa, MOro aBTOp, JAara,
HOMEp Ta 3aroJIOBOK.

Hakasu HyMepyrThCsS B MOPSIKY X BHIAHHS B MEXax KaJICHIAPHOTO POKY; HaKa3W 3
OCHOBHOI JISUIbHOCTI, PyXy CTYAEHTIB, aAAMIHICTPATUBHO-TOCIOAAPCHKUX, KaIPOBUX MMUTAaHb
MalOTh OKpEeMY TMOPAAKOBY HyMepamilo. 3 METOI pPO3pI3HEHHS Tpyn HakasiB [0
peecTpariiHoro 1HIeKCY HaKaszy yepe3 Aedic T0AaeThCs JITEPHA BIIMITKA!

- 01/01 — Haka3u i3 OCHOBHOI IisZILHOCTI 1O KOJICIKY;

- 01/01-r — Hakasu i3 agMiHICTPATHUBHO-TOCIIOAPCHKUX ITUTAHb,

- 02/01 — Haka3u i3 OCHOBHOI AiSJIGHOCTI IO TIMHA3IT;

- 02/01-y — Haka3u 3 pyxy yuHiB T'iMHa3ii,

- 03/01 — nakasu Bigainy I1TO;

- 01-B — Haka3u npo BIAPSTKEHHS,

- 01-H — Haka3u 3 pyXy CTYy/ICHTIB;

- 01-x Haka3u mo Kajgpax TPUBAJIOro 30epiraHHs;

- 01-x/B — HaKka3u mpo HaIaHHSA BiMyCTOK MpPAaIliBHUKAM 3aKJIaay.

2. IIpoTOKOA - TOKYMEHT, Y IKOMY (iKCYEThCSI NepeOir BeACHHS 3acijaHb, YXBaJICHHS
pillIeHb TOpaTIMMH Ta KOJET1aIbHUMU OpraHaMu, KOMICISIMU TOIIIO.

[Iporokonu 3acigaHb MEAArOTIYHUX pajl, THIIMX TOPaTYNX Ta KOJETiallbHUX OpraHiB
CKJIaIaI0ThCsl B CTUCTIN popmi. Y mpOTOKOJI, CKIAJEHOMY B CTHCIINA QopMmi, (IKCYIOThCS
JUIIIE IPUIHSATI pimieHHs 0e3 AeTanizailii nepediry o0roBopeHHs MUTaHHS.

VY pa3i motpebu 3a pilIeHHSIM 3araabHUX 300piB (KOH(EpEeHIlii) KOJIEKTUBY MPOTOKOIIN
3arajabHUX 300piB (KOH(EpeHLii) KOJIEKTUBY MOXKYTh CKJIaJJaTUCS y MOBHIN (opMi.

Hywmepartist mpoTOKOIIB 3acifaHb MeIaroriqyHol paay BEISThCS B MEKaxX HAaBUAIBHOTO
POKY, MPOTOKOJIIB BUOOPHUX OPraHiB - y MeXKax X MOBHOBAXEHb.

Hywmepartist mpoTOKOMIIB BEAETHCS OKPEMO 3a KOXKHOIO TPYIOI0 MPOTOKOJIB 3aciTaHb
B1JIMIOBITHOTO KOJIET1aJIbHOTO OPTaHy.

3. JlaToro MpOTOKOMY € 1aTa MPOBEICHHS 3aCiTaHHS.

3aroJoBOK /0 TEKCTY MPOTOKOJY Ma€ BimoOpakaTw BHJ 3acimaHHs (Hapana, 300pw,
KoH(]epeHIris Tomo) abo KoJeriaabHOI MIsNIBHOCTI (KOMicis, pana, 300pu, poboua rpyma
TOIIIO) 1 BKJIFOYATH Ha3BY BUY JTOKYMEHTA.

TekcT MpOTOKOY CKIaIa€ThCs 31 BCTYITHOI Ta OCHOBHOT YaCTHH.

Y BCTymHIN YacTHHI TPOTOKOJY 3a3HAYAIOThCS MpPI3BUINA Ta IHINIAJA TOJOBH abo
TOJIOBYIOYOTO Ha 3acifaHHi, 300pax TOIIO, CEKpeTaps, 3alpOoIlIeHUX, a TAaKOX MPHCYTHIX
oci0.

VY paszi motpedu 3a pillIeHHSM BiMOBITHOTO OPTaHy Y CIIUCKY MPUCYTHIX 3a3HAYAIOTHCS
Mmocaju 3alpoIleHnX Oci0 Ta HaWMEHYBaHHsS YCTaHOB. SIKIIO KITBKICTh MPHUCYTHIX



nepeBuirye 15 oci0, 3a3HavaeThCs IX 3arajbHa KUTBKICTH 3 MOCHJIAHHSIM Ha CIHUCOK, IO
JOJA€THCS 10 POTOKOITY.

4. BerynHa 4yacTMHA MICTUTh MOPSANOK JEHHUW: NEPENiK pO3IVISIHYTUX Ha 3aciaHHI
nuTaHb. [lopsaoK NeHHUI TOAA€ThCA HATPUKIHII BCTYITHOI YACTUHMU.

CnoBa «Ilopsnok neHHUID» IpYKYHOTBCS BIJ MEXI1 JIIBOIO IOJISA, MICIAS HUX CTABUTHCS
nBokpanka. KokHe nutaHHd HymepyeTbes apaOChKUMH LudpamMu 1 APYKyeTbes 3 ad3aily.
@opMyBaHHS NUTAaHb Y NOPSANKY IEHHOMY IIOYMHAETHCS 3 MpUMEHHUKA «[Ipoy.

5. OcHOBHa YacTHHA MPOTOKOJY CKJIQJAETHCSA 3 PO3MLIIB, SKI MAOTh BIAMOBIIATH
MyHKTaM MOPSAKY JeHHOro. Po3ninnm HymepyroThes apabCcbkuMu Ludpamu 1 OyayroTbes 3a
TaKOI0 CXEMOIO:

s ctucioi popmu nmpotokoniB: «CIITYXAJIN - YXBAJINJIN »;

11 1oBHOT opmu ipoTokoiiB: «CIIYXAJIN - BUCTYITIUIIN - YXBAJIAJIN».

[Ticna cnoBa «CJIYXAJIM» 3 HOBOro psika 3a3HA4YalOThCSl TMPI3BUILE Ta I1HIMIAIH
(1HiIia;m iMeHi) KOJKHOTO JIOMOBiaya.

VY nosHi#t ¢popmi nporokoy micas cinoBa « BUCTYIIUIINY ¢ikcyroThCsl BUCTYNH THUX
oci0, fKl B3sUIM y4acTb B OOrOBOpPEHHI JOMOBIJl (MUTaHHS NOPAIAKY AeHHoro). Bucrynu
0(OpMITIOIOTHCSI B TIPOTOKOJ1 13 3a3HAYCHHSAM T0Ca/1, IPI3BUII Ta 1HIIIaIB (1HIIIamy), IMEH
JIOTIOB1AaYiB Yy HA3MBHOMY BIJIMIHKY, BUKJIAICHHSIM 3MICTy BUCTYITy 200 MUTaHHS, BiAMOBII
Ha HBOTO.

6. TexcTy BUCTYMIB y MPOTOKOJI BUKJIAJIAIOTHCS BiJ TPETHOT 0COOUM OTHUHH.

Texcr abo Te3uW JTOMOBIII, OPOPMIICHI K OKpeMi IOKYMEHTH, IO TeKCTYy IMPOTOKOJY HE
BKJTIOYaroThes. [licast BimoMocTel Mpo AOMOBiIadya CTaBUThHCS THUPE 1 3a3HadaeThbes «TeKcT
JIOTIOB1/1 TOJAETHCA IO IPOTOKOIY».

[Ticns cnoBa «YXBAJIMJIN» ¢ikcyeTbesi MpUAHATE PIMICHHS 3 OOTOBOPIOBAHOTO
MATAaHHS TOPSAJKY JEHHOTO, SIKE Ma€ BKIIOYATH CKJIQJ0Bl, IO BIJMOBIIalOTh Ha Taki
MUTAHHS: KOMY, 110 3pOOUTH 1 B SIKUH CTPOK.

VY pas3i SKI0 NpUMAETHCS PILIEHHS MPO CXBAJICHHS, MOTOJKEHHS, 3aTBEPHKCHHS
JIOKyMEHTA, KU 0OTOBOPIOBABCS Ha 3aciflaHHI, e JOKYMEHT JOJA€THCS O MPOTOKOMY.
3a HasgABHOCTI IHIIMX JOKYMEHTIB, IO PO3IJISIAANUCS Ha 3acijaHHl Ta QakT oOroBOpEeHHS
KX Oyrno 3adiKCOBAaHO B TEKCTI MPOTOKOJY, BOHHM HYMEPYIOThCS apaOChkuMu udpamu
(HampuKIIa, 101aTOK 1, 101aTOK 2). Y BIAMOBIAHUX IMYHKTaX MPOTOKOIY MPOCTABISIOTHCS
MOCUJIAHHS Ha 111 TOJATKH.

[IpoTokon mignucye roja0BYIOUMH Ha 3aCiJaHHI KOJET1aJIbHOTO (JI0paadoro) opraHy Ta
cekperap (3a HasIBHOCTI).

7. Jlucth CcKIIalaroThCs 3 METOK OOMiHY 1H(OpPMAIIIEID MK KOJICIKEM Ta OpraHamMHu
JiepKaBHOI B, OpraHaMHi MICIIEBOTO CaMOBPSIYBaHHS, X MOCAAOBUMH 1 CIYy>KOOBHUMHU
ocobamu, 3aKjalaMd, YCTAaHOBAMM, OPTaHI3allisIMA Ta IHIIMMU (DI3SUYHUMH 1 IOPUIUIHUMU
oco0aMmu.

brnanku aucTa MarOTh TaKi PEKBI3UTH:

HallMEHyBaHHS 3aCHOBHUKA KOJIEIKY;

MMOBHE HATMEHYBaHHSI 3aKJIay BiMOBITHO JJO YCTAHOBUMX JIOKYMEHTIB;

JOBIJIKOBI JlaH1 MPO KOJIEK (MOIITOBA ajpeca, HoMepu TenedoHiB, GakciB, paxyHKIB y
0aHKy, aJpecy eIIEKTPOHHOI IOIITH TOIIIO).

PekBisutu nucra: para, peectpaiiHuil 1HIEKC, ajpecar, 3arojioBOK J0 TEKCTY, TEKCT,
BIJIMITKa IIPO HASsIBHICTH IOAATKIB (32 MOTPeOH), MiAMUC, BIAMITKA ITPO BUKOHABIIS.
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JlaToro nucTta € ngara HOro miAmMcaHHs, sfKa Mae 30iratucs i3 JaTol peecTparii
BUX1JTHOT KOPECTIOH ICHIII1.

Tekcr nucTa BHUKIANAETHCSA BiX MEpHmIoi 0COOM MHOXHHU 3 BHUKOPHUCTAHHSM CIIiB:
«IIPOCHMO TMOBIIOMHTH...», «PO3’ICHIOEMO, TIIO...».

3a3BHUYail y JIUCTI MOPYIITYETHCS OJTHE TUTAHHS.

8. AKT - JOKYMEHT, CKJIaJCHUI Tpynorw OcCi0 I 3aCBIIUEHHS] BCTAHOBJICHUX (DaKTiB
abo moxiii. Axtu 0GOPMIIIOIOTBCS 3a pe3ysbTaTaMu PEBi3iil (PiHaHCOBO-rOCHOAAPCHKOL
JISUTBHOCTI, i Yac NpUiMaHHs-TIepeaBaHHs CIPaB, CIIMCAaHHS MaiHa TOIIO.

JlaToro akTa € gara Moro CKJIaacHHS.

TekcT akTa CKIaAaeThes 31 BCTYIHOT Ta KOHCTATYHOYO1 YaCTHH.

VY BCTynHIM YacTHHI 3a3HAYAIOTHCS MIJACTaBU JJIS CKJIAJIaHHS aKTa Ta Ha3WBAIOTHCS
0co0Hu, K1 CKJIaIM akT abo OyJIu MPHUCYTHI IPH [IBOMY.

VY KOHCTaTyro4iil 4aCTHHI BUKJIAAAIOTHCS CYTh, 3aBJIaHHS, XapaKTep BUKOHAHOI poOOTH,
BCTAHOBJIEHI (paKTH, TMPOMO3MIIi Ta BHCHOBKM. KoHCTaTyroua 4YacTMHa MOXKeE
0(OpMITIOBATHCS Y BUTJISAII TAOJIHIII.

VY KiHII TEKCTy aKTa 3alUCyIOThCA JaHl MpO KUIbKICTh MPUMIPHHUKIB aKTa Ta ix
MICLIE3HAXOKEHHS.

AKT NIANUCYIOTh yci 0co0H, sIKI Opajii yyacTh y HOTO CKJIaJaHHI.

Oco0a, sika Mae 3ayBa)K€HHS JI0 3MICTY aKTa, MiAMICYe HOro 1 BUKJIAJAa€ CBOIO TyMKY Ha
OKpPEMOMY apKylIl, SIKUW JOJAETHCS 10 aKTa.

IV. PeecTpanis 10KyMeHTIB
1. JIoKyMEHTH B KOJEDKI pEECTPYIOThCS ILEHTPATi30BaHO HE3aJeKHO BiJI CITOCO0Y iX
CTBOPEHHSI, OJICP’KAHHSI YU BiITBOPCHHSL.

2. Peectparis JOKyMEHTIB 3IIMCHIOETBCS BiamoBimHO o [IpaBwin opranizarii
JIIJIOBOJICTBA Ta apXIBHOI'0O 30epiraHHs JOKYMEHTIB.

3. PeecTpaitisi TOKyMEHTIB MPOBOJUTHLCS 3 METOIO 3a0e3MedeHHs iX 00Ky, KOHTPOIIO
32 BUKOHAHHSIM 1 OMEPAaTUBHUM BUKOPHCTAHHSM 1H(OpMAIlii Ta MOJSATae y BEJACHHI 3amHCy
OOJIIKOBUX JAaHUX MPO JOKYMEHT, AKUM (IKCYeTbCA (PAKT CTBOPEHHS, BiJINpaBieHHS abo
OTPUMAaHHS JOKYMEHTa MUITXOM TPOCTABICHHS Ha HBOMY PEECTPAIIMHOTO IHIEKCY i3
3alMCOM Yy BIMOBIAHUX JKypHAJIax peecTparii HeoOX1JHUX BiIOMOCTEH PO TOKYMEHT.

4. Peectpamii mijsararoTh BXiAHI, BHUXIAHI Ta BHYTPIIIHI JOKYMEHTH (JOBIAKH,
JIOTIOBITH1 3aIUCKH, 3a5BU, IPOTOKOJIM 3aCiJlaHb MEAAroTiYHUX pajl, KOMiCiil TOIIO).

5. JIOKyMEHTH PEeECTPYIOThCS JIMIIE OJUH pa3: BXIJHI - y JCHb HAJIXO/DKCHHS a00 He
Mi3HINIE HACTYITHOTO pPO0O0YOro MAHS, SIKIIO0 JOKYMEHT HaIidImIoB y HepoOouuil dac,
CTBOPIOBAHI - y JICHb MiAMUCaHHS a00 3aTBEPIKEHHS.

6. JIOKyMEHTH, SKi HaAXOIATh JO KOJICDKY, PEECTPYIOThCS B IKYpPHaJII BXiTHOI
KOPECMOH/IEHIII1, Ti, IO BiANPABISIOTHCS, - y KypHAIl BUXIIHUX JOKYMEHTIB, HaKa3H - y
KypHajlaX peecTparii Hakas3iB.

[Tepenik AOKyMEHTIB, IO HE MiAJATAIOTH PEECTpallii CHEIiaJbHO MPU3HAYCHOK IS
IIOTO 0CO0010, HaBEJIEHO Yy A01aTKy 3 1o mi€ei [HcTpykiii.

dopmy peecTpalliiHOro *KypHalTy Haka3iB KEpiBHHKA KOJIE/DKY HABEACHO Y JAOIATKY
4 no uiei [ncTpykiii.
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[TpumipHi opmMu peecTpalliiHUX KYpPHAIIB BXIAHUX, BUXITHUX, BEAYTHCS BiIMOBITHO
1o [IpaBwi opranizaiiii A1JIOBOJCTBA Ta apXiBHOTO 30epiraHHs TOKYMEHTIB.

7. JJOKyMEHTH PEECTPYIOTHCS 3a TPYNMaMH 3aJ€KHO Bl Ha3BH BUAY, aBTOpa Ta 3MICTY.
OKpeMo peecTpyIOThCS:

BX1JTHI JJOKYMEHTH;

HaKa3# 3 OCHOBHOI JISTTEHOCTI,

HaKa3M 3 pyXy CTYJEHTIB/y4HIB;

HaKa3| 3 aIMiHICTPATUBHO-TOCIIOJIAPCHKUX MMUTAHb;

HaKa3| 3 KaJpOBUX MUTAHb TPUBAJIOr0 30epiraHHs;

HaKa3M 3 KaJpOBUX MUTaHb THMYACOBOI'0 CTPOKY 30€piraHHS;

BHYTPIIIHI JOKYMEHTH (IIPOTOKOJIM, JOBIJKH, JIOMOBIJHI, MOSICHIOBAJIbHI 3aIlMCKH,
3asBHU MPalliBHUKIB TOIIIO);

OyXraJlTepChKi JOKYMEHTH;

3BEpPHEHHS I'POMAJISH, Y TOMY YHUCII 0aTbKiB a00 3aKOHHUX MpPEICTaBHHUKIB CTYJEHTIB
Ta YYHIB,;

3alUTH Ha MyOaigHy 1HGOpMAaIlito.

8. JlokymMeHTH, II0 MEepelaloThCs EIEKTPOHHOIO MOIITOK y CKaHOBaHiN dopmi 0e3
€JIEKTPOHHOTO MU(POBOTO MIAMUCY, PEECTPYIOTHCS B *KypHAJl BXiTHOI JOKYMEHTAITIi.

9. Ilix wac peecTpaiii BUXITHOTO JOKYMEHTa HAJA€ThCA YMOBHE TIO3HAYCHHS -
peectpaniinuii iHgexc. CKIIagoBI YaCTUHU PEECTPAIIHHOTO I1HAEGKCY TOKyMEHTa (KpiM
3BEpHEHb I'POMAJISTH) BIJOKPEMITIOIOTHCS OJTHA BiJ] OJTHOT MPABOOIYHOIO MOXUIIOK PUCKOIO.

10. Jlma BXIOHUX JOKYMEHTIB PEECTPALIMHUN 1HIEKC CKIIAIA€ThCsl 3 TMOPSIKOBOTO
HOMeEpa.

V. CkiaaHHSI HOMEHKJIATYPH CIIPaB
1. HomenknaTtypa cripaB - 000B’I3KOBUH IS 3aKJIay CUCTEMaTH30BaHUM MepesIiK Ha3B
(3aroJioBKiB) cIipaB, 1110 GOPMYIOTHCS 13 3a3HAYCHHSAM CTPOKIB 30€piraHHs CIIPaB.

2. HomenknaTypa crpaB CTBOPIOETHCS 3 METOH) BCTAHOBJICHHS B KOJICIKI €JUHOTO
nopsAKy (OpMyBaHHS CIIpaB, 3a0e3medeHHs iX 00Ky, ONepaTHBHOTO MOUTYKY JOKYMEHTIB
3a 1X 3MICTOM 1 BUJOM, BU3HAUEHHS CTPOKIB 30€epiraHHs CIIpaB 1 € OCHOBOIO JJIsl CKJIaJJaHHS
OIKCIB CIIpaB MOCTIHOrO Ta TpuBajioro (moHaj 10 pokiB) 30epiranHs, a TakoX AJid OO0dIKY
crpaB TUMUYAcoBOro (10 10 pokiB BKIIOYHO) 30epiranHsi.

3. CknaganHa Ta o(QOpMIJICHHS HOMEHKJIATypU CIIpaB 3AIHCHIOETHCS BIJMOBIIHO J0
BuUMoT riaBu 1posniny IV [IpaBun opranizamnii aioBoCTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHKiaTypa chpaB 3akjiaay po3poOJsSeThCs BiMMOBIJAIBHUMH OCO0aMH 3a
oprasizariito IiJI0BOACTBA Y KOJEIKi (y MekaxX X KOMIETEHIIIT).

5. Homenkatypa crpaB yXBalFOEThCS €KCTIEPTHOIO KoMiciero (naii - EK) konemxy, sika
CTBOPIOETHCS BiJIMOBITHO 10 3aKOHO/IaBCTBA.

6. KepiBHUK KonemKy 3000B’s3aHUI HE MI3HINIE OJHOTO POKY 3 MOYATKY MiSIIBHOCTI
nogatu cxBajeHy EK 3akimamy HOMEHKIATypy crpaB Ha pO3TJISA €KCIEPTHO-TIEPEBipHIN
koMmicii (mami - EIIK) BigmoBimHoro paepskaBHoro apxiBy, EK apxiBHOro Bigminy
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TepHONiNBCHKOT MICHKOT pajiil JIsl MPOBEACHHS €KCIIEPTU3U IIIHHOCTI JOKYMEHTIB 3 METOIO
iX MOXJIMBOTO BiIHECEHHS 70 JKepen ¢popmyBaHHs HamioHansHOTro apxiBHOTO hoHAY (Haumi
- HAD).

7. 3aknan, 1m0 HaISXKUTHh A0 Jxepen GopmyBanHs HAD, y moganbiioMy MOTOIKYE
CBOIO HOMEHKJIaTypy cripa 3 EITK BiAmoBigHOTO ep:kaBHOTO apXiBYy.

8. 3akman, y JISUIBHOCTI SIKOTO HE YTBOPIOIOThCS JAoKyMeHTH HA®, moromxye
HOMeHKJIaTypy crpas 3 EK oprany ynpasiiHHS OCBITOIO.

9. Homenkiatypa crpaB KOJICIKY MIJIATAE TMOTO/KEHHIO 3 BIAMOBIAHUM JI€pKaBHUM
apxiBoM a00 OpraHoM YTPaBIIiHHS OCBITOIO OJWH pa3 Ha I’STh POKIB a00 HEBIAKIAIHO B
pasi ICTOTHHX 3MiH y OpMi BIIACHOCTI, CTPYKTYP1, PYHKIIISIX Ta XapakTepi poOoTH.

10. Tloromxeny EIIK BignmosigHoro aep;kaBHoro apxiBy abo EK oprany ynpasiiHHA
OCBITOI0 HOMEHKJIATYpY CIIpaB 3aTBEPIKYE KEPIBHUK 3aKIIany.

11. HanpukiHii poKy HOMEHKJATypa CIpPaB 3aKpUBAETHCA IM1JICYMKOBUM 3alHCOM IPO
KaTeropii Ta KUIbKICTh CIPaB, 3aBEJICHUX Y BIAMOBITHOMY POIIL.

12. HowmenknaTypa cmpaB mmopoky (He mi3Hime 20 TpyaHS) YTOYHIOETHCS,
3aTBEP/KYETHCS KEPIBHUKOM 3aKJIay Ta BBOAUTHCA B 110 3 01 CiuHSA HACTYIHOIO POKY.

VI. ®opmyBaHHs cripaB, 30epiraHHsi JOKyYMEHTIB
1. ®opmyBaHHS crpaB - IPyNyBaHHS BUKOHAHUX JIOKYMEHTIB y CIPaBH BIAMOBIIHO JI0
HOMEHKJIaTYpH CIIpPaB.

2. @opmyBaHHS CIOpaB 3aKjiaay 3A1MCHIOETbCS 3 JOTPUMaHHSIM BHUMOT [IpaBui
oprasi3zailii JJIOBOJCTBA Ta apXiBHOT'O 30epiraHHs JIOKYMEHTIB.

3. Haka3zu 3 OCHOBHOI [iSBHOCTI KOJIEJIKY, aAMIHICTPAaTUBHO-TOCIOJAPCHKHX,
KaJIpOBHUX MHUTaHb Ta PyXy CTYACHTIB/Y4HIB I'PYIYIOThCS B Pi3HI CIIPaBU Y XPOHOJOTIYHOMY
MOPSIAKY BIJAMOBIIHO J0 iX BUJIIB Ta CTPOKIB 30epiraHHs.

4. JIokyMeHTH, 3aTBEpJKEHI HaKa30M KEPiBHHUKA KOJEKY, € JOJaTKaMU 10 HHOTO 1
TPYIYIOTHCS Pa30M 13 UM PO3MOPSTINM JOKYMEHTOM.

5. JluctyBaHHS TPYNyeTbCs 3a 3MICTOM 1 KOPECIOHIEGHTCHKOIO O3HAKOK Ta
CUCTEMATH3YETbCS B XPOHOJOTIYHOMY MOPSIIKY: JOKYMEHT-BIJIIMOBIAb PO3MILIYEThCA 32
JOKYMEHTOM-3aIIUTOM.

6. AndapiTHa KHUTA YYHIB/CTYJIEHTIB, KHUTH OOJIIKY Ta BHJa4i CBIJOITB 1 JOJATKIB J0
CBIJIONTB Mpo 0a30By 3arajbHy CEpEIHIO OCBITY, aT€CTaTiB Ta JOJATKIB 0 aTeCTaTiB IMpo
MOBHY 3arajibHy CEpeIHIO OCBITY, 30JI0TUX Meaaliel «3a BUCOKI JOCSITHEHHS Y HAaBYaHHI» Ta
CpiOHMX Menaneil «3a [OCATHEHHS Yy HaBYaHHI» NPOIIHYPOBYIOTHCSA, a CTOPIHKHU
HyMepYyIOThcsa. Ha ocTaHHIN CTOpPIHIN KypHay/KHUTU POOUTHCSA 3amUC PO KUIBKICTh
CTOPIHOK Y JKypHaJi/KHU31, IO MIAMUCYEe KepiBHUK 3akmamy. lliamuc kepiBHHKA
CKPITUTFOETHCS TIEYATKOIO 3aKIaay (3a HAIBHOCTI).
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7. Y pasi motpebu 3a pilIEeHHSIM MEJaroriyHoi pajn y 3aKiaji MOXKYTb CTBOPIOBATUCS
Ta BECTHUCS 1HILI KypHAIX (KYpHAJI IPAKTUYHOTO TICUXO0JIOTa, COLIaTBHOTO MEAarora ToIo).

VII. ExkcnepTusa niHHOCTI 10KyMeHTiB. Ilopsizok miaAroToBKu crpas 10
nepeaaHHs AJisl ApXiBHOI0 30epiranus
1. ExcniepTr3a HiHHOCTI IOKYMEHTIB Ta MOPSAIOK MiATOTOBKH CIIPaB JI0 MEpPEeAaHHs IS
apxiBHOTrO 30epiraHHsi 31MCHIOIOThCS Ha mifcTasl [IpaBui oprasizamii AUIOBOACTBA Ta
apXiBHOTO 30epiraHHs JOKYMEHTIB.
CremianbHi BUMOTH JO0 €KCIIEPTHU3U IIHHOCTI JOKYMEHTIB Ta TMOPSAIKY ITiATOTOBKH
CIIpaB JI0 MepeaanHs JIJIs apXiBHOTO 30epiraHHs 3akiaay rnepeadadeHi 1miero [HCTpyKITiero.

2. J1ns oprai3anii Ta IpOBEJAEHHS €KCIIEPTU3U LIHHOCTI JOKYMEHTIB, 1110 YTBOPHINCA Y
TJIOBOJICTBI 3aKiaay, Ta IOJAaHHS pe3yJdbTaTiB EKCIEPTHU3M IIIHHOCTI JOKYMEHTIB Ha
posrisin EIIK nepxkaBnoro apxiBy (EK apxiBHOro Bigainy micekoi paau) yrBoproeTrbest EK
3akiany. CtBopenss EK ta opranizaiiist il poOOTH 3/11HCHIOIOTHCS BIJMIOBIIHO 0 MIOCTAHOBU
Kabinery MinictpiB VYkpainu Big 08 cepmusi 2007 poky Nel004 «IIpo mpoBeneHHS
EKCIIePTH3U IIHHOCTI JOKYMEHTIB» Ta Hakasy MiHicTepcTBa foctuilii Ykpainu Bim 19
yepBHs 2013 poky Ne 1227/5 «Ilpo 3aTBepaxkeHHS THIOBOrO MOJIOXKEHHS MPO €KCIEPTHY
KOMICIIO JIep’)KaBHOTO OpraHy, OpraHy MICHEBOTO CaMOBpSAIYyBaHHS, JE€pP>KaBHOTO 1
KOMYHAJILHOT'O TIIPUEMCTBA, YCTAHOBH Ta OpraHizarlii», 3apeecTpoBaHoro B MiHiCTepCTBi
toctuulli Ykpainu 25 yepBast 2013 poky 3a Ne 1062/23594.

Cximang EK Ta monoskeHHs mpo Hei 3aTBEPIKYIOTbCS HAKa30M KEpIBHUKA 3akjamy.
I'onoBoro EK npu3HadaeTscst OMH 13 3aCTYIMHUKIB KEPIBHUKA 3aKIJIaly, CEKpeTapeM - ocoda,
BIJIMOBIJJAJIbHA 32 IOKYMEHTH, IO IMiAJISTaI0Th 30€piraHHio Ta IEPeIaHHIO B apXiB.

Ho cxknany EK 3akmany 3a iX 3rolor0 MOXYTb BXOJUTH TPEACTABHUKH apXiBHHUX
YCTaHOB, OpraHy BHUIIOTO PiBHs (BIAMOBIIHOTO OpraHy YIpaBIiHHS OCBITOO), METOIUYHUX
HEHTPIB, MPOGECIHHMX CIIIOK, iX 00’ €THAHB.

3. CnopaBu mocTiiiHOTO Ta TpuBanoro (monaa 10 pokiB) 30epiraHHs MepeaarOThCs Ha
30epiranHs 0co0i, BIAMOBIZaJBHINA 3a apXiB, 3a ONMUCaMH, IO CKJIAJAIOTHCI OcCo0aMH,
BiJIMOBIJAIBHUMH 32 (POPMYBAHHS CIIPAB 3 BIMOBIAHOTO HAIIPSIMY.

[TpuiHATTS KOXKHOI CIIpaBH 3A1MCHIOETHCS Y MPHUCYTHOCTI MpalliBHUKA, SIKUW Tepeae
JTOKYMECHTH.

4. V KiHLI KOXXHOTO NPUMIPHUKA OMUCY oco0a, BIAMNOBIJajbHA 3a apXiB 3aKiajny,
MPOCTaBJsie€ MIAMNUC IIOAO MPUHHATTSA cHpaB 3 OOOB’A3KOBUM 3a3HAYEHHSM KIUIBKOCTI
(undpamu i c10BaMu) mepeiaHuX CIpaB 1 3a3HAYAE JATY.

5. Ilicas mpuMHATTS crpaB MOCTIHHOrO Ta TpuBajoro (moHaa 10 pokiB) 30epiraHHs, 3
KaJ[pOBHX MHUTaHb 0co0a, BIAMOBiIaIbHA 3a apXiB 3aKjiaay, Ha MiJCTaBl OMUCIB CHpaB, 3a
SKUMHM 311ICHEHO MPUMHATTS TOKYMEHTIB, 32 BCTAHOBJICHOIO ()OPMOIO TOTY€E PIUHI PO3ILIH
3BEJICHUX OIHCIB CIIPAB:

nocTiitHoro 30epiranss (y 3akiai, mo € jpkeperaoM popmysanas HAD);

tpuBasuoro (monaxa 10 pokiB) 30epiraHHs;

3 KaJpOBUX MTUTaHb.

Oco6o0t0, BIANOBIAAIBHOIO 32 apXiB, CKIAJAETbCA aKT MPO BUIYYEHHS Ui 3HUILEHHS
JIOKYMEHTIB, He BHeceHHX 10 HAD.

6. 3BeneHUN OMUC COpaB IMOCTIMHOrO 30epiraHHs CKIAJAETbCSl Yy UYOTHPHOX
npumipnukax. Ilicng cxanennst EIIK nepskaBHOro apxiBy Ta 3aTBEpIKEHHS KEPIBHUKOM
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3aKJIaAy OJIWH MOro MPHUMIPHUK HANpPaBISEThCS JEp)KaBHIA apxiBHIA yCTaHOBI UM
apXiBHOMY BIJJIUTY MICHKOT pajid, Y 30HI KOMIUIEKTYBaHHS SIKOTO Mepe0yBae 3aKiaj, Ipyrui
IPUMIPHUK 30epiraeThCsl K HEIOTOPKaHWUN 0COOO0, BIAMOBITAJBHOIO 3a apXiB 3aKjiamy,
TPETIi, YETBEPTUN - BUKOPUCTOBYIOTHCS Y 3aKJIaJll Ul IOTOYHOTO MOILIYKY CIIpaB 1y pasi ix
nepeiaHHs Ha MOCTiHHE 30epiraHHst HAAXOASATh 0 BIAMOBIIHOT apXiBHOI YCTaHOBH.

7. 3Benenuit omuc TpuBaimoro (moHan 10 pokiB) 30epiraHHs CKIAZAETHCA Y TPHOX
npuMipHuKax. o HBOTO BKIIOYAIOTHCS TAKOX CIpPaBH, SKI 32 HOMEHKIIATYypOIO CIIPaB
MalTh CTPOK 30epiranHs «mo JikBimamii 3akmamy». llicas cxBanenns EK 3aknamy
NPUMIPHUKH OMKCY HamNpaBisitoThesl Ha cxBalieHHs: EK oprany ynpasininns ocsitoro. ITicis
MOBEPHEHHS BCIX NPUMIPHUKIB OMHCY HOTO 3aTBEep/Kye KepiBHUK 3akiamy. [lepmmii
NPUMIPHUK ONUCYy 30epiraeTbcs B 3aKial sSK HEIOTOPKAHUW, JNPYrUd - € podboduMm 1
BUKOPHCTOBYETHCSI I TOTOYHOTO TMONIYKY CHpaB, TPETId MOXKe HaJICHUIATUCS IS
KOHTPOJTIO BiJIMTOBITHOMY OpTraHy YIIPaBJIiHHS OCBITO¥O.

8. Omnuc cnpaB 3 KaJpOBUX MUTAHb CKJIAJIA€THCS Y 3aKIaIl, SIKHA:
€ mxepenom GopmyBaHHss HA® - y TphoX MpUMIpHHUKAX;
He € xepenom GopmyBanHs HA® - y 1BOX nmpuMipHUKaXx.

9. 3aroyioBKH CIIpaB OMKCY CUCTEMATU3YIOThCS 32 HOMIHAJIBHOIO 03HAKOO (TpyIyBaHHSA
B OJIHY CIIPaBYy JOKYMEHTIB OJTHOTO BHY) y TaKii MOCTIOBHOCTI:

HaKa3W KepiBHUKA 3aKJIaay 3 KaJPOBHUX MHUTAHb;

HaKa3u KepIBHUKA 3aKjIaay 3 PyXy YUHIB/CTYJIEHTIB;

00JIIKOB1 JOKYMEHTH;

CIHMCKH YYHIB/CTY/ICHTIB (ayihaBiTHA KHUTA YYHIB/CTYICHTIB);

KYpHAJIM peecTpallli Haka31B 3 KaApOBUX MMUTAHb;

0Cc00O0BI CIIpaBHU MpaIliBHUKIB;

KOHTPAKTH, TPYJI0B1 JOTOBOPH;

OyxranTepcbki JOKYMEHTH (0cOOOBI paxyHKM 13 3apo0iTHOI miaTud, B pas3l ix
BIJICYTHOCTI - pO3paxyHKOBI B1JIOMOCTI 13 3apIliaTy);

JOKYMEHTH TIpo Tapudikaiiro (TapudikaiiiitHi BiJOMOCTI (CIIHCKH));

JIOKYMEHTH TIPO MPOBEICHHS JIEP>KaBHOI aTecTallii;

KHUTH OOJIIKY 1 BUJa4l CBIAOLUTB Ta JOJATKIB O CBIJONTB MpO 0a30By 3arajibHy
CEpEeJIHIO OCBITY; aTeCTaTIB Ta JOJATKIB /IO aT€CTATIB PO MOBHY 3arajibHy CEPEIHIO OCBITY,
30JI0THX Medanell «3a BHCOKI JOCSTHEHHS y HaBUaHHI» Ta cpiOHuMX Menaneid «3a
JOCSTHEHHS y HABYaHHI»;

JOKYMEHTH PO HEIIACH] BUMAIKK (aKTH, TPOTOKOJIH, BUCHOBKH, KYPHAIIH);

KYpHAJIM peecTparlii ocid, MOTEePIIUX BiJl HEIACHUX BUIIA/IKIB;

KYpHAIHU 00JIIKY pyXy TPYIOBHX KHHKOK Ta BKJIAI0K J0 HHX;

KypHaI peecTpallli Haka3iB 3 pyxXy YUYHIB/CTY/ICHTIB,;

He3aTpeOyBaHi 0COOHMCTI JOKYMEHTH MPAILiBHUKIB (TPYI0B1 KHIKKH).

10. Ocob6oBi crnpaBu BHOCATHCA JO OMNKHCY 3a POKOM 3BUIBHEHHS MpalliBHUKA 1
CUCTEMAaTH3YIOThCS 3a MPI3BUILAMU 3BUIBHEHHUX MPALIBHUKIB B alihaBITHOMY MOPSAKY.

11. 3Bemeni omucu cmpaB mocTiiiHOTO, TpuBanoro (monan 10 pokiB) 30epiranHs, 3
KaJpOBUX MMUTaHb Ta aKT PO BIIIYYEHHS IS 3HUIICHHS JOKYMEHTIB, He BHeceHHX 10 HAD
(ram - aKkT IOpo BWIYYEHHs JUIsl 3HMILEHHS JOKYMEHTIB), posrisnatorees EK 3akmany
OJIHOYACHO.



12. 3aknan, mo € mxepenom hopmyBanass HA®D, onmcu cipaB mocTiitHOro 30epiraHHs
Ta 3 KaJpOBUX MUTaHb PAa30M 3 aKTaMHU MPO BUIYYCHHS JUIS 3HHUINEHHS JOKYMEHTIB ITiCIIs
cxBanenHs ix EK 3akmany momae va posrisin EITK BiAmoBiqHOTO AepKaBHOTO apXiBy.

13. 3aknan, mo He € mxepenom dopmyBanHss HAD, onucu crpaB 3 KaJpoOBUX MUTAHb
pa3oM 3 akTaMu MpO BUJIYYEHHS ISl 3HUILIEHHS JOKyMEHTIB micisi cxBajeHHs ix EK
3aknany nojae Ha po3risia EK apxiBHOro Biaaury mickkoi paau. OnucH crpaB TPUBAJIOTO
(monan 10 pokiB) 30epiranns micns cxBasieHHss EK 3akmany mopatorbest Ha posrsiag EK
OopraHy yIpaBJliHHS OCBITOIO.

14. TloromxeHi (cxBajeHl) aKTH MPO BIIYYEHHS [JIs 3HUIICHHS JTOKYMEHTIB, HE
BHeceHUX 10 HA®, 3aTBepKyIOThCSl KEPIBHUKOM 3aKiany.

15. Ilicns 3aTBep/KEHHS aKTa MPO BUIYUYECHHS JJIA 3HUIICHHS JOKYMEHTIB 3aKjiaj Mae
MPaBO 3HUILHUTH JOKYMEHTH.

16. KepiBHHK 3akiany 3000B’s3aHHI 3a0€3MEYUTH 30€PEKCHHS TOKYMEHTIB, a y pasi
BKJIFOUEHHS 3aKJIaly 0 CHUCKY HOpUANYHHX oci0 - mxepen dopmyBanns HAD micus
3aKIHYEHHSI BCTAaHOBJIGHHX TpPAaHMYHMX CTPOKIB iX 30epiraHHd B IbOMY 3aKjiaal -
3a0€3MeYuTH TepefaHHs JOKYMEHTIB JUIs TIOCTIHHOTO 30epiraHHs 70 BIAMOBITHOT
JIep’KaBHO1 apXiBHOI YCTAHOBU YM apXiBHOTO BIJJILTY MICHKOT pajiu.



Jonaroxk 1
no [HeTpykIii 3 AiIOBOICTBA
y I'anmunibkomy kosemki imeHi B’ siuecnaBa YopHoBoa

BUMOI'N
10 0()OpMJIeHHSI JOKYMEHTIB, III0 BUTOTOBJISIIOTHCS 32 J0MIOMOI010
KOMII’FOTEPHOI TeXHIKH

1. Ans apyKyBaHHS TEKCTIB CIYyKOOBUX JTOKYMEHTIB BUKOPHCTOBYEThCA rapHiTypa Times New
Roman, mpudt - posmipom 12-14 npykapchkux myHKTIB. J[03BOJIIETBCSI BAKOPUCTOBYBATH IIPUPT
po3mipom 8-12 npykapchbKUX MYHKTIB JJIs IpyKyBaHHSA pekBi3uTy «lIpi3Buiie BUKOHABLSA 1 HOMEp
foro TenedoHy», BUHOCOK, MOSICHIOBAJIBHUX HAIMKCIB /10 OKPEMHUX EJIEMEHTIB TEKCTy JAOKYMEHTa
a00 Horo peKBi3UTIB TOIIO.

[lin wac npyKyBaHHS 3arojIOBKiB JO3BOJSETHCS BHKOPHCTOBYBATH HAIIBKUPHUN MIPUPT
(npsiMuii a60 KypcuB).

2. Tekcr moxymeHTiB Ha mamepi dopmaty A4 (210 x 297 MinmimMeTpiB) peKOMEHIIOBAHO
npykyBaTH yepe3 1-1,5 mixkpsankoBoro intepBaiy, a popmary AS (210 x 148 minimerpiB) - uepes 1
MDKPSAKOBHIA iHTEPBAJL.

JIOKyMEHTH TIOBHHHI MaTH TaKi MO (MUTIMETPIB):

30 - mige;

10 - npasge;

20 - BepXHE Ta HUXKHE.

PekBizutu 1oxkymeHTa (KpiM TEKCTY), K1 CKIaal0ThCsl 3 KUIBKOX PSIIKIB, APYKYIOThCS depes 1

MDKpsAKOBUH 1HTepBai. CKIIaJOBl YaCTUHU PEKBI3UTIB «Aapecar», «I'pud 3aTBepmxeHHs», «[ pud
TOTOIKEHHS» BIJOKPEMITIOIOTHCSI OJIUH BiJl OTHOTO 4Yepe3 1,5 MIKpSIIKOBOTO 1HTEpBAITY.

PekBi3UTH JOKyMEHTa BIJJOKPEMIIIOIOTBCA OJUH Bif ojxHOro yepe3 1,5-3 MIKpSAKOBHUX
IHTEpBaJIH.

3. Ha3Ba Buly TOKyMEHTa JPYKYEThCSI BETUKUMHU JITEpaMHU.

4. Po3mm¢pyBaHHa mianucy B pekBi3uTi «lliamuc» ApykyeTbcs Ha piBHI OCTAHHBOTO psijKa
Ha3BH MTOCA/IN.

5. He poOuThCst BIACTYI BiJ MEXI1 JIIBOTO TOJIS JJIsl peKBI3UTIB «JlaTta mokyMeHTay, «3arojJoBOK
70 TeKCTy JOKyMeHTa», «Tekcr» (0e3 abzamiB), «BigmiTka mpo HasBHICTh MoJaTKiBy, «[IpizBuiie
BUKOHaBLISI 1 HOMep Horo TenedoHy», HaliMeHyBaHHS nocaau y peksizutax «llinnuc» ta «'pud
MOTO/KEHHS», HamUCy «3TiHO 3 opuriHagom», a Takox ciiB «CIIYXAJINy», «BUCTYIIUIIN»,
«YXBAJINJINY, <cHAKA3YIO».

6. 3a HasIBHOCTI KUIBKOX Ipr(iB 3aTBEPKEHHS 1 IOTOPKEHHS BOHU PO3MIILYIOThCS HA OJHOMY
piBHI BepTUKaIbHUMHU pankamu. llepmmii rpud - Bim mexi jiBoro mouss, Apyrui - depes 104
MUTIMETpPHU BiJ] MEXI JIIBOTO MOJIS.

7. Iix yac ohopMIIeHHSI JOKYMEHTIB Ha JABOX 1 OijbIlIe CTOPIHKAX Apyra Ta HACTYIHI CTOPIHKU
MarTh OyTH TpoHyMepoBaHi. [lepira cropiHka He HyMEepYEThCSI.

8. TekcTH IOKYMEHTIB MOCTIHHOro 30epiraHHs APYKYIOTBCS Ha OAHOMY OOIll apkyia.
JIOKyMEeHTH 13 CTpOKOM 30epiraHHs A0 5 POKIB MOKHa JIPYKyBaTH Ha JIMIIBOBOMY 1 3BOPOTHOMY
6o11i apKyma.




Jonarok 2

no [HeTpykii 3 AiToBOICTBA

y lanuipkomy kosemki iMmeHi B’siuecinaBa
YopuoBona (myHKT 4 po3ainy II)

INEPEJIIK
JOKYMEHTIB, HA AKMX HiNUC MOCAI0BOI 0CO0M 3aCBiIUY€ETHCHA BiIONTKOM
Nne4YaTKu 3aKJIaay

1. Aktu (BUKOHaHHS pOOIT, CIMCAaHHA MaTepialbHUX IIHHOCTEH, (pIHAHCOBUX IEPEBIPOK,
BUJTyYSHHS JIOKYMEHTIB JIJIsl 3HUIICHHSI, IEPEIaBaHHs CIIPAB TOIIIO).

2. JloBigku (Mpo BUKOPHUCTaHHS OFO/DKETHUX acUTHYBaHb Ha 3apoOITHY IUIaTy, HapaxoOBaHY 13
3ap0o0iTHOT IJIATH TOIIIO).

3. HoroBopu (mpo MaTepiadbHy BIANMOBIJAIBHICTh, HAYKOBO-TEXHIYHE CITIBPOOITHHUIITBO,
MiAPSIIA, OPEHY PUMIIICHb, BAKOHAHHS POOIT TOIIIO).

4. JlokymMeHTH (AOBIJKH, TTOCBIAUYEHHS TOIIO), IO 3aCBITIYIOTh IpaBa TPOMAJISH 1 IOPHINIHUX
oci0.

5. Jlopy4eHHs Ha o/iep KaHHs TOBapHO-MaTepiadbHUX I[IHHOCTEH.

6. 3aBmaHHs (Ha TPOEKTYBaHHS OO0 €KTIB, TEXHIYHHX CIOPYH, KalliTalbHE OYAiBHHUIITBO,
TEXHIYHI TOIIIO).

7. 3pa3ku BIIOMTKIB ME4yaTOK 1 MIAMMCIB MpPaliBHUKIB, sKi MariOTh MPaBO 3JIHCHIOBATH
(hiHaHCOBO-TOCTIOAPCHKI OTeparlii.

8. Komrropuc BuTpaT (Ha KaJbKyJALII0 32 IOTOBOPOM, Ha KamiTajabHe OyIBHUITBO TOIIO).
9. JIucTtu rapaHTiiiHi (Ha BUKOHAHHS pOOIT, HaJJaHHS OCIYT TOLIO).

10. Onucu cripaB noctifiHOTO, TprBasioro (moxaja 10 pokiB) 30epiraHHs, 3 KaJpOBUX MUTAHb.
11. HlTaTHi po3nucu.

12. TpynoBi KHUXKKH.

Jomarok 3

no [HeTpykIii 3 AiIoBOACTBA

y l'anunpkomy xonemxi iMeH1 B’ ssuecnaBa
YopuoBona (myHKT 6 po3zainy V)

INEPEJIIK
JOKYMEHTIB, 1[0 He MiIJIIral0Th peecTpauii cneniaJibHO NPU3HAYEHOI0
IJIS IbOT0 0CO00010

1. I'pacdbixu, Hapsian, 3a1BKU, PO3HAPSIKH.

2. 3BeneHHs Ta iHpOpMaIlis, HaaicIaHi 10 BigoMa.

3. HaBuanbHi 11anu, OCBiTHI porpamu (Kortii).

4. PexnaMHi IOB1IOMJICHHS, TJIAKaTH, IPOTpaMy Hapaj, KOH(PEPEHIIii ToIO.
5. Hopmu BuTpat marepiaiis.

6. BiTanpHi MCTH 1 3aTIPOIIICHHS.



7. pykoBaHi BUJaHHs (KHUTH, )KypHaJIU, OI0JIETEH]).

8. MicsiuHi, KBapTaJbHi, MIBPiuHi 3BITH.

9. ®opMH CTaTHCTHYHOI 3BITHOCTI.

10. Jorosopwu.

Honatox 4

1o [HCTpyKITii 3 1UTOBOACTBA
y [NanunpkoMy konemki imeHi B’ ssuecnaa
YopHoBoua (myHKT 6 po3ainy [V)

PEECTPALIAHUM )KYPHAJI

HaKa3iB KepiBHUKA 3aKJIa1y

Ne 3/m| Peecrpariiiinuii iHaEKC Koportkwii 3micT Komy nepenano
(HOMEp) Ta mara Haka3y JTOKYMEHT
1 2 3

4




