IncTpykuis 3 aijioBoacCTBA
B IBano-®pankiscbkomy 33CO I-1II cryneniB imeni IBana
dpanka
IBaHo-®paHKIBCHKOI CEJTMIIHOI Paau

I. 3arajabHi MoJ10KeHHS

1. L IHCTpyKIliss BCTAaHOBJIOE 3arajbHi BHMOTH IIOJO JOKYMEHTYBaHHS YIPaBIiHCHKOI
iHdopmartii Ta opranizarii poOOTH 3 TOKYMEHTaMH Y 3aKJ1aJii OCBITH.

2. JloTpumaHHS BHUMOI' IIOAO TOPSIKY BEICHHS JOKYMEHTYBAaHHs, BCTAaHOBJICHHX III€IO
[HCTpYKITi€EIO, € 000B’I3KOBUM JJIS 3aKJIay.

3. Opranizaiist 3 AUTOBOACTBA 1 KOHTPOJb 32 CBOE€YACHUM PO3IIISAOM Ta MPOXOIKECHHIM
JIOKYMEHTIB Yy 3aKj1ajii 3[iHCHIOIOTHCS BiAMOBIAAIBHOIO 0CO000 (BIAMOBIAAIBHUMHU 0CO0aMH), sKa
(s1x1) mpu3HAYaETHCS (MIPU3HAYAIOTHCS ) KEPIBHUKOM 3aKIamy.

4. CTBOpEHHS €NEKTPOHHUX JOKYMEHTIB 3/11HCHIOEThCA BIAMOBIIHO 10 3akoHiB Ykpainu «IIpo
€JIEKTPOHHI JIOKYMEHTH Ta €IEKTPOHHUI JIOKYMEHT0001r, «[Ipo enekTpOHHUN UbPOBUH ITIIITHACY,
Haka3zy MinictepcrBa toctunii Ykpainum Big 11 nuctomama 2014 poxy Ne  1886/5 «Ilpo
3arBepakeHHs [lopsaaky poOOTH 3 elIeKTPOHHUMH JOKYMEHTAaMU y JUIOBOJACTBI Ta iX MIATOTOBKH JI0
repeaBaHHs Ha apxiBHE 30epiraHHs», 3apeecTpoBaHoro B MiHicTepcTBi toctumii Ykpainu 11
muctonazna 2014 poxy 3a Ne 1421/26198.

3akjaz MOXKE CTBOPIOBATH JOKYMEHTH THUM4acoBoro (10 10 pokiB BKJIIOYHO) CTPOKY
30epiraHHs JMIIE B EJIEKTPOHHIN ¢opmi 3a YMOBH HAsSBHOCTI BIAMOBIIHOTO TEXHIYHOTO
3a0e3neueHHs 3 ypaXyBaHHSIM BUMOT 3aKOHOAABCTBA YKpaiHu Ta miei [HeTpykii.

5. Iopsanok opranizamii AIOBOACTBA 3a 3BEPHEHHSIMM TPOMAsSH, 3alUTaMU Ha MyOIiuHY
iH(popMalLlil0 BHU3HA4YaeThesl 3akoHaMu Ykpainu «lIpo 3BepHeHHs rpomMajsiny, «IIpo goctynm a0
nyoai9HoI 1HQopMarIiiy.

6. Y 3akmaai MiJIOBOJCTBO 3IMCHIOETHCSA JCPKABHOK MOBOIO. J[OKYMEHTH CKIIaIaloThCs
JIep’KaBHOIO MOBOIO, KPIM BUITAJIKiB, TIepe10aueHNX 3aKOHOJaBCTBOM PO MOBU B YKpaiHi.

JlokyMeHTH, SIKi HaJICUJIAI0ThCS 1HO3EMHUM ajjpecaTam, 0(hopMITIOIOTHCS YKPATHCHKOK MOBOIO,
ab0 MOBOIO JiepKaBU-aipecaTa, ado O/IHI€I0 3 MOB MIXKHAPOJAHOTO CIIKYBaHHS.

7. Crpoku 30epiraHHsi JOKYMEHTIB, IO CTBOPIOIOTBCA MiJ dYac MAiSUIBHOCTI 3aKiany,
BHU3Haual0Thcsd HakazoM MiHictepcTBa tocTullli Ykpainu Big 12 kBiTHS 2012 poky Ne 578/5 «IIpo
3aTBep/UKeHHs [lepeniky TUMOBHX JTOKYMEHTIB, III0 CTBOPIOIOTHCS MiJ Yac AiSIBHOCTI JEp)KaBHUX
OpraHiB Ta OpraHiB MICLEBOTO CAMOBPSAYBAaHHS, 1HIIMX YCTaHOB, MIANPUEMCTB Ta OpraHi3alii, i3
3a3HaYEHHSAM CTPOKIB 30epiraHHs TOKyMEHTIB», 3apeecTpoBaHUM Y MiHicTepcTBi IocTULlil YKpaiHu
17 xBiTHs 2012 poky 3a Ne 571/20884 (31 3miHamn).

I1. 3aranbHi BUMOTH 10 CTBOPEHHS, 0(OPMJIEHHS TA JOKYMEHTYBAHHS
YIPaBJiHCHKOI iH(opmanii

1. JlokyMeHTyBaHHs yIpaBIiHCHKOI iH(OpMAIIil 3aKiIay HOJSIrae y CTBOPEHH1 JOKYMEHTIB, 110
CIPSIMOBAaH1 Ha BUPIIIEHHS YIPABIIHCHKUX PIIIEHb.

2. Ha3pa Buay mokymeHTa (Haka3, MPOTOKOJI, JIOMOBiJHA 3alMCKa TOILIO) MAa€ BIAMOBIIaTH
Ha3BaM, nependaueHuM posainoM 3 Jlep:kaBHoro kinacudikaTopa ynpasiiHCbKoi gokymeHTamii JIK
010-98, 3aTBepmkeHOro HakazoMm Jlep:kaBHOro KOMITETy YKpaiHU MO CTaHAapTH3allii, MeTpoJorii
ta ceprudikauii Big 31 rpyaus 1998 poky Ne 1024 (31 3minamu).

OdopMieHHsT pEeKBI3UTIB  OpraHi3alifHO-pO3NOPSAAUOT  JOKyMEHTalii Ta MOpSAIOK iX
po3TairyBaHHs MarOTh BianoBinatu HarlioHansHOMY cTaHnapty Ykpainu «JlepxkaBHa yHidikoBaHa
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cucTeMa JIoKkyMeHTanii. YHiikoBaHa CUCTeMa OpraHi3alliifHo-po3nopsa4uoi JokyMeHTalii. Bumoru
10 ocdopmmoBannsa jokyMeHTiB. JICTY 4163-2003», 3arBepakeHOMYy Haka3oM JlepikaBHOTO
KOMITETY YKpaiHH 3 MUTaHb TEXHIYHOTO PETYJIOBAHHS Ta CMIOKUBYOI momiTuku Bif 07 kBitHs 2003
poky Ne 55 (mamni - ICTVY).

3. OpraHizamiitHo-po3mopsdi JOKYMEHTH O()OpMITIOIOTHCS Ha OJaHKaX, [0 BUTOTOBISIOTHCS
srigao 3 Bumoramu JACTYVY Tta miei [HcTpykuii.

V 3aknaai MOXKYTh BUKOPUCTOBYBATHCS TaKi OJTAaHKU JJOKYMEHTIB:

3arajibHUM OJIaHK JJIs1 CTBOPEHHS Pi3HUX BUIIB TOKYMEHTIB (0€3 3a3HaueHHs y OJIaHKy Ha3BH
BUJly JOKYMEHTA);

OJIaHK JIUCTAa;
OJIaHK HaKaszy.

Bumoru 10 oopmIIeHHS JOKYMEHTIB, IO BHUTOTOBJISIFOTHCS 3a JOIMOMOTOK) KOMIT FOTEPHOI
TEXHIKH, HaBeIeHO B 10AaTKy | mo uiei [Herpykmii.

4. TlocamoBi 0coOM MiIIMUCYIOTh JTOKYMEHTH B MEXaX CBOiX ITOBHOBa)XCHb, BHU3HAUCHUX
3aKOHOJABCTBOM YKpaiHH, CTATyTOM 3aKjajly, MOCaJOBUMH 1HCTPYKIIISIMU, HAKa30M PO PO3MOALT
000B’sI3KIB MK KEpIBHMKOM 3aKJIay Ta HOro 3aCTyMHUKAMU TOMIO.

BinbutkomM medaTku 3akiaay (3a HAsSBHOCTI) 3acBIUYIOTH IMIANUC MOCATOBOI 0coOM Ha
JOKYMEHTaxX 13 NMUTaHb OpraHi3amiiHoi Ta (iHAHCOBO-TOCTOAAPCHKOI MISUTBHOCTI 33 MEpPEeTiKoM
JOKYMEHTIB, Ha SKUX MIAMHC IOCAaJ0BOI OCOOM 3acBIAUYEThCA BIIOMTKOM IMEYaTKU 3aKiIamy,
HaBEJCHUM Y J0AaTKy 2 110 i€l [HeTpykiii.

Bin6uTok meyaTKu CTaBUTHCS Tak, 100 BiH OXOIUIIOBAB OCTaHHI KiJbKa JITep HallMeHyBaHHS
rmocajii 0co0u, sIKa MiAnrcana JOKYMEHT, alie He ITiIITUC MTOCcaI0BOi 0co0M, a00 TIPOCTABIISIETHCS HA
OKpEeMO BUAIIEHOMY ISl ITLOTO MicIi 3 BiIMiTKOIO «M. I1.».

5. 3akjax MoKe 3acBiAUyBAaTH KOMii JIMIE THX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS B HHOMY, a
TaKOXX y BUIAJIKax, epedadeHnx B ab3alli Apyromy bOro myHKTY.

VY pasi miIroToBKM JTOKYMEHTIB JJIsl HaJlaHHs CyJ0BUM OpraHam, IiJi 4ac BUPILICHHS NMUTaHb
OO0 TPUAHATTSA TPOMAJsIH HAa POOOTYy, HaBUAHHS, 3aCBIMYEHHS iX TPYAOBUX Ta IHIIUX MpaB y
B3a€MOBIJIHOCHHAX 13 3aKJIaZiOM, a TaKoX MiJ 4ac (opMyBaHHS OCOOOBHMX CIpaB MpaIliBHUKIB
3aKJ1aJ] MOXE BUTOTOBJISITH KOMIi JTOKYMEHTIB, BUJAHUX IHIIMMU yCTaHOBaMH (KOmii JOKYMEHTIB
PO OCBITY TOIIIO).

Binmitka «Komiss» mpocTaBiseTbcs Ha JIMIBOBOMY OOl y BEpXHbOMY IMPAaBOMY KYTKY
MEePUIOro apKyllla JOKyMEHTa.

Konii Haka3iB, IHIIMX JOKYMEHTIB 3acBiauye (3acBIIUYIOTh) BiANOBiAaIbHA o0co0a
(BiamoBinanbpHI 0coOM) 32 OpraHi3alliio ATOBOJICTBA Y 3aKIIaIi.

6. Y pa3i morpebu TIPOBEACHHS OI[IHKA JIOIIJIBHOCTI CTBOPEHHS JOKYMEHTa, WOTO
OOTPYHTOBAHOCTI Ta BIJIMOBITHOCTI 3aKOHO/IABCTBY 3/IIMCHIOETHCS MTOTOKEHHS JOKYMEHTA.

[loromkeHHsT JTOKYMEHTIB MOXeE 3IIHCHIOBATHCh TOCAJAOBUMH 0OCO0aMHM 3aKiaay, sKi
BINIOBITHO 7O iX KOMIIETeHIIi BHpIIIYIOTh MNHUTAHHS, MOPYLIEHI B JOKYMEHTI (BHYTpIIIHE
MOTOJKEHHS ), @ TAKOXK 3a1HTEPECOBAHUMH YCTAaHOBAMH (30BHIILITHE MTOTOHKEHHS).

[ToromxeHHsT TOKYMEHTIB 31MCHIOETHCS BIAMOBIIHO 0 BUMOT Haka3y MiHICTepCTBa FOCTHIIIT
Vkpainn Big 18 uepBHs 2015 poky Ne 1000/5 «IIpo 3arBepmxkenHs IlpaBun opranizauii
JIIOBOJICTBA Ta apXiBHOIO 30epiraHHs JIOKYMEHTIB y JE€p>KaBHHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBpSJIyBaHHS, Ha TMIANPUEMCTBAX, B YCTAHOBAaX 1 OpraHi3alisix», 3apeecTPOBAHOIO Yy
Minicrepersi roctuiii Ykpainu 22 yepBHsa 2015 poxy 3a Ne 736/27181 (naini - [IpaBuna opranizanii
JIIIOBO/ICTBA Ta apXiBHOTO 30€epiraHHsl IOKyMEHTIB).
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I'pud moromxeHHsT po3MimyoTh HUX4Ye pekBi3uTy «lligmucy. BiH ckimamaeThcs 31 ciioBa
I[NOT'O/IXKEHO (6e3 mamok), Ha3BH TOCaau oOcCOOW, siKa TMOTO/KYE JOKYMEHT (pa3oMm 3
HallMEHyBaHHSAM 3aKJany), MANUCY, 1Hiniany(iB) 1 Ipi3BHUILA, JATH TOTOHKEHHS.

Ilpuknao:

I[MTOT'OIXXEHO
Hupextop33CO

[Tinmuc IHimian(u), npizBuIie
05.02.2025

7. 3aTBep/pKEHHS YHPABIIHCHKUX JTOKYMEHTIB 3IHCHIOETBCS OCOOMCTO KEPIBHUKOM 3aKJary
BIJITIOBITHO 71O HOTO MOBHOBA)XXEHH a00 PO3MOPSAYUM JOKYMEHTOM 3aKJIaay 13 3a3HAYCHHSM Ha
JTOKYMEHTI TpHuda 3aTBepIKeHHS, 0()OPMIICHOTO BiIMOBITHUM YHHOM.

[Topsimok 3aTBep/UKEHHS JOKYMEHTIB 3IMCHIOETHCS BiANOBimHO 0 [IpaBun opranizarii
JIJIOBOJICTBA Ta apXiBHOIr'O 30€piraHHs JIOKYMEHTIB.

I'pud 3arBepmrxenns ckinagaerbes 31 cnmoBa 3ATBEP/KVYIO (6e3 namok), Ha3Bu mocaiw,
mianucy, iHimiany(iB) i mpi3BuIla ocodu, sika 3aTBepAuIIa JOKYMEHT, TaTH 3aTBEPIKEHHS.

Ilpuknao:

3ATBEPJIKYIO

[upexrop 33CO

[Tianuc Ininian(u), npi3Bume
07.03.2025

VY pasi 3aTBep/pKEHHS JIOKyMEHTa PIMICHHSIM KOJETiaJbHOro Oprany rpud 3aTBepmKeHHs
ckianaetscsi 31 cnoBa 3ATBEPJIDKEHO (Ge3 namok), Ha3Bu, JaTh 1 HOMepa IOKYMEHTa Yy
HA3MBHOMY BiJIMIHKY.

Ipuxnao:

3ATBEP/PKEHO
[TpoTokon 3acimaHHs
nenaroriydoi paau 33CO
06.05.2018 Ne 40

II1. Oco6s1uBi BUMOTH /10 CKJIAJAHHS JeSIKMX BU/IiB JOKYMEHTIB

1. Haka3 - po3mopsiuuii [OKyMEHT, SKUH BHJA€ KEpIBHUK 3aKjiajly Ha IpaBax
€IMHOHAYAJBHOCTI Ta B MeXKaX CBOEI KOMIETEHIil, 0OOB’SI3KOBUI 111 BUKOHAHHS MiJIETIHUMH.
Haka3u BuAaOThCSl 3 OCHOBHOI AISUIBHOCTI, aMIHICTPaTUBHO-TOCIOJAPChKUX, KaIpPOBUX MHUTAHb
3aKJIay, a TAKOXK PyXY YUHIB.

Haka3u 3 OCHOBHOI NisZIBHOCTI, aJMIHICTPAaTUBHO-TOCIOJAPCHKUX, KaJIPOBUX IMUTaHb, PyXy
YUYHIB/BUXOBAHIIIB MiMUCYIOThCSI KEPIBHUKOM 3aKiajy, a 3a HOro BiJICYTHOCTI - 0co0OM0, sKa
BUKOHYE HOT0 000B’SI3KH, Ta PEECTPYIOTHCS B JKypHAJIaX peecTpallii HaKa3iB.

[Ticns HiIlHI/ICB.HHSI Haka3zy 3MIHH A0 HBOT'O BHOCATHCS JIMIIC HNUISIXOM BHIAHHA HOBOT'O HAKA3y
IIpO BHCCCHHA 3MiH.

Haxka3z odopmitoeTbest Ha Gi1aHKY Hakazy 3aKiafy.

3MICT HaKa3y CTUCIIO BUKIIAAAETHCS B 3arOJIOBKY, SIKUH MOYMHAETHCSA 3 TpuiiMeHHnKa «I[Ipo» Ta
CKJIQJIA€EThCSl  3a JOMOMOTOr  BijmiecmiBHOTO imeHHuKa («[Ipo 3arBepmkeHHs...», «llpo
CTBOpPEHHS...») a00 iMeHHHKa («[Ipo miacyMKH...»).
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Texcr Hakazy 3 OCHOBHOI MISUTBHOCTI, aJMIHICTPAaTUBHO-TOCIIOAAPCHKUX THUTaHb Ta PyXY
YYHIB/BUXOBAHIIIB CKJIAJAETHCS 3 IBOX YACTHUH - KOHCTATYIOYOi (ITpeamMOysn) 1 po3mopsiIdoi.

Y KOHCTaTyIOYiil YacTHHI 3a3HAYAE€ThCS IMiJICTaBa, OOTPYHTYBaHHS a00 METa BUJIAHHS HaKasy.
Posnopsimua vactnHa Hakaly modmHaeThes 13 ciaoBa «HAKA3YIO», sike npykyeTbcs 3 HOBOTO
psiKa BETMKUMH JliTepamMu Oe3 BIACTYIY BiJ JIBOTO TOJS 1 JIANOK, MICJIsS YOTO CTaBUTHCS
JIBOKpAIKa.

SKmo Haka3 BUAAETHCS HA IMIJICTaBI IHIIOTO PO3MOPSIAYOTO JOKYMEHTA, Y KOHCTaTYyHOUid
YaCTHHI 3a3HAYAIOTHCS Ha3Ba BUJIY IIbOTO JJOKYMEHTA, HOT0 aBTOp, J1aTa, HOMEp Ta 3ar0JIOBOK.

Haxkasu HyMepyroThCsl B MOPSAIKY iX BHIAHHS B MEXaX KaJCHIApPHOTO POKY; HaKa3H 3 OCHOBHOL
JISUTBHOCTI, PyXY YYHIB/BHXOBAHIIIB, aIMiHICTPATUBHO-TOCIIOAPCHKHUX, KaPOBUX NMHUTAaHb MAalOTh
OKpeMy MOPSIKOBY HyMepallito. 3 METOI PO3PI3HEHHS TPyl HaKa3iB JI0 PEECTPALIHOTO 1HIEKCY
Haka3zy depes fedic 10AaeThCs JIITepHA BIAMITKA, HATPUKIIAI:

HaKa3u 3 aJIMIHICTPATHBHO-TOCTIOIAPCHKHUX MUTaHb - Ne 2-T;
HaKa3!W 3 KaJAPOBHX MUTAHb - No 2-K;

HaKa3d 3 KaJpOBUX MHUTAaHb THMYAcoOBOro 30epiraHHs (Ipo HaJaHHS HIOPIYHUX OCHOBHHX
BIJIMTYCTOK Ta BiJIIYCTOK Y 3B’S3KYy 3 HABYaHHSM MpAI[iBHUKIB) - Ne 2-T;

HAaKa3!W 3 pyXy Y4HiB/BUXOBaHIIB - Ne 2-y.

2. ITpoTOKOI - TOKYMEHT, y SIKOMY (DIKCYEThCS IMepedir BeICHHS 3acijaHb, yXBaJCHHS PIIICHb
JOpaTIvMH Ta KOJIET1aIbHUMH OpraHaMH, KOMICIsIMH TOIIO.

[IpoTokonu 3acigaHp MEAArOTiYHUX paj, IHIIUX JOpaayuX Ta KOJETiaIbHUX OpraHiB
CKJIQIal0ThCsl B CTHCIINA dopMi. Y TPOTOKOII, CKIAJEHOMY B CTUCHIH (hopmi, (IKCYIOThCS JIHIIE
MPUHHATI pilieHHs 6e3 Aeranizaiii nepediry o0roBOpeHHs MUTaHHS.

VY pa3i norpebu 3a pimieHHSIM 3arajdbHUX 300piB (KOH(MEpEeHIlii) KOJEKTHUBY IMPOTOKOIH
3arajbHMX 300piB (KOH(EpeHIii) KOJIEKTUBY MOXYTb CKJIaJaTUCs y MOBHIN (opMi.

Hywmepariiss mpoTokoJiiB 3acijlaHb MEJaroridyHoi pagu BEAETbCS B MeXaX HAaBYAJIbHOTO POKY,
MIPOTOKOJIIB BUOOPHUX OPraHiB - Y MEXax IX OBHOBAKEHb.

Hywmepariis mpoTOKOMiB BEAETbCSI OKPEMO 3a KOKHOI TpPYIHOI TPOTOKOJIB 3acilaHb
BIJIMOBIHOTO KOJIETiaTbHOTO OpTraHy.

3. JaToro mpOTOKOJY € JaTa MPOBEJACHHS 3aCiTaHHS.

3aroioBOK J0 TEKCTy TMPOTOKOIY Mae BigoOpaxkaT BUJA 3aciaHHa (Hapama, 300pH,
KOH(]epeHIIisi Tomo) abo KoJeTiaabHOl AISUIBHOCTI (KOoMicis, pana, 30opu, poboya rpyma ToIo) i
BKJIFOYATHU HA3BY BUAY JOKYMCHTA.

Texkct IMPOTOKOJIY CKIIAAA€THCA 31 BCTYHHOI Ta OCHOBHOI YaCTHH.

VY BCTymHIA YacTHHI MPOTOKOJY 3a3HA4yalOThCsl Mpi3BUIIA Ta IHIIAdM TOJOBH abo
TOJIOBYIOYOTO Ha 3acijaHHi, 300pax TOIIo, CEKpeTapsi, 3aIPOIIEHUX, a TAKOXK MPUCYTHIX OC10.

VY pa3i norpeOu 3a pillIEHHSM BIAMOBIIHOTO OpPraHy y CIHUCKY MPHUCYTHIX 3a3HAYaroThCs
Mocajy 3arpolIeHuX ocid Ta HaliMEeHYBaHHS yCTaHOB. SIKIIO KUIBKICTh MPHUCYTHIX MepeBHIlye 15
0ci0, 3a3HavaeThCs 1X 3arajbHa KUTbKICTh 3 MOCHJIAHHSM Ha CIIUCOK, 110 I0JIA€EThCS A0 MPOTOKOITY.

4. BerynHa 4yacTWHA MICTHTh MOPSAJOK JEHHHM: MEpesik po3rJIsTHYTHX Ha 3aciJiaHHI MUTaHb.
[Topsox neHHU MOJAETHCSI HATPUKIHII BCTYITHOT YaCTHHHU.

CnoBa «Ilopsimok JEHHUWI» APYKYIOTHCS BIJ MEXI JIIBOTO TIOJS, IMICIS HUX CTaBUTHCS
nBokpanka. KokHe mNUTaHHS HyMepyeTbes apabcbkuMmMu IudpamMu 1 JAPyKyeThes 3 abzary.
®opMyBaHHs IUTaHb Y TOPSIIKY JEHHOMY MMOYUHAETHCS 3 MpUMeHHHKA «IIpo».



5. OCHOBHA YacTHWHA MPOTOKOJIY CKJIAJAETHCSA 3 PO3JALUIIB, SIKI MAlOTh BIAMOBIIATH ITYHKTaM
MOPSIAKY IEHHOTO. POo3 11 HyMepyroThest apaOChKUMU IudpaMu 1 OyIyIOThCS 3a TAKOIO CXEMOTO:

st ctuciioi popmu npotokomiB: «CIIY XAJINA - YXBAJINIIN »,
st moBHOT popmu mpotokoiis: «CIIYXAJIN - BUCTYIIUIIN - YXBAJINIIN».

[Ticna cnoBa «CJIIVXAJIM» 3 HOBOTO pslika 3a3HA4YarOThCs MpPI3BHUINE Ta iHIMiamM (1Himiaa
IMEH1) KO)KHOTO JIOTIOBi/1a4a.

VY noBHii ¢opmi npotokoay micist ciioBa «BUCTYITUIIN» dhikcyroThest BUCTYIH THX OCI0, SIKI
B3sUTM y4acTh B OOTOBOPEHHI JOMOBiAI (MUTaHHS MOPSAKY JIEHHOTO0). Buctynu odopmiioroTbes B
MPOTOKOJII 13 3a3HAYCHHSM I10Ca, IPI3BHII Ta iHIIIaB (1HIiaTy), IMEH JOTOBIa4iB y HA3UBHOMY
BIIMIHKY, BUKJIQZICHHSIM 3MICTy BUCTYITY 00 ITUTaHHSI, BIAMOBIAl HA HHOTO.

6. TekcTH BUCTYIIB y MPOTOKOJII BUKJIAIAFOTHCS B/l TPETHOT 0COOM OJTHUHHU.

Texcr abo Te3u mo0moBimi, opOpMIIEHI SK OKpeMi JOKYMEHTH, 0 TEKCTy IPOTOKOIYy He
BKJIFOUar0oThCs. [1icist BimoMOCTel Mpo JOIMOBija4a CTaBUTHCS THPE 1 3a3HaYa€ThCs « TeKCT JOToBIi
JOJTAETHCSI IO MIPOTOKOITYY.

[Ticns cnoBa «YXBAJIMJIN» dikcyeTbecss MpUiHATE pillIeHHS 3 OOTOBOPIOBAHOTO MHTAHHS
MOPSZIKY JIEHHOTO, SIKE Ma€ BKIFOYATH CKJIAJOBI, IO BiAMOBIJAIOTh HA TaKi IMHUTAaHHS: KOMY, IO
3pOOUTH 1 B IKUH CTPOK.

VY pasi SKIio mpuiMaeThCsl PIICHHS PO CXBAJICHHS, MOTO/KEHHS, 3aTBEPKCHHS JIOKYMCHTA,
KU 0OrOBOPIOBABCS Ha 3aCifaHHI, el JOKYMEHT JI0a€ThCS J0 MPOTOKOIY. 3a HAsBHOCTI 1HIIIUX
JOKYMEHTIB, IO PO3TISAANNCA Ha 3aciaHHi Ta (akT OOroBOPEHHS SKUX Oyno 3adikcoBaHO B
TEKCTi MPOTOKOJIY, BOHH HYMEPYIOThCs apabchKkuMu nudpamu (HampuKiIal, J0AaToK 1, 101aToK 2).
VY BIANOBIAHUX MYHKTaX MPOTOKOJY MPOCTABISIOTHCS MOCHIIAHHS HA 111 IOJAaTKH.

[Iporokon miAmucye TroMOBYIOUMH Ha 3acilaHHI KoJeriaibHoro (JAOpagdoro) opraHy Ta
cekperap (3a HasgBHOCTI1). [IpoToko 3acinanb KOMICii TIAMUCYIOTh yC1 YIEHU KOMICII.

7. Jluctu ckIagaroThCsA 3 METOI0 OOMIHY 1H(OPMAIIIEI0 MIXK 3aKJIaJIOM Ta OpraHaMu JIepKaBHOT
BJaJ{, OpraHaMH MICIIEBOTO CaMOBpSJIyBaHHA, iX MOCAaZOBUMH 1 CIy)XKOOBUMH oOcoOaMH,
3aKJIa/laMH, YCTaHOBaMM, OpPraHi3allisiMy Ta iHIIUMH (PI3UUHUMHU 1 FOPUITYHUMHI 0COOaMH.

bnanku a1rcTa MaroTh Taki PEKBI3UTH:
HallMEHYBaHHsI 3aCHOBHUKA (3aCHOBHUKIB) 3akiany (Hanpukian, Onecbka MichbKa pania);
MOBHE HallMEeHyBaHHs 3aKJIa/ly BiJIIOBIIHO JI0 YCTAaHOBYMX JIOKYMEHTIB;

JIOB1JIKOBI1 JJaH1 Mpo 3akiaj (IOIITOBa ajgpeca, HOMEpH TelaeoHiB, (akciB, paXyHKIB y OaHKY,
aJpecy €JIEKTPOHHOI MOIITH TOIIIO).

PexBi3uTu nucra: nara, peecTpamiiiHui 1HAEKC, MMOCWIAHHS Ha PEECTpaIliiHuN 1HACKC 1 JaTy
JIOKYMEHTa, Ha SKUH HaJaeTbcs BIAMOBIAL (32 MOTpeOu), ajapecar, 3arojioBOK 0 TEKCTY, TEKCT,
BIJIMITKa MPO HasIBHICTb J0AATKIB (3a MOTPeOH ), MiIMUC, BIAMITKA PO BUKOHABIIS.

JlaToro nucra € mata WOTO MiAMUCAHHS, sIka Mae 30iraTtucs 13 JaTOK PEeECTparlii BUXIIHOI
KOPECTIOH/ICHIIII.

Teker nucTa BUKIAAAETHCS Bif MEpIIoi 0COOM MHOXWHHU 3 BUKOPHUCTAHHSM CIIIB: «ITPOCHMO
MOBIJIOMHUTH...», «PO3’ICHIOEMO, III0...».

3a3BryYail y JIMCTI NOPYIIY€EThCSA OJIHE TUTAHHS.

8. AKT - JOKyMEHT, CKJIaJIeHHIl Ipymnoro oci0 s 3acBiAYEHHS BCTAHOBJIEHHMX (akTiB abo
noJiid. AKTH 0(OPMITIOIOTBCS 3@ pe3yJbTaTaMu peBi3ii (P iHaHCOBO-TOCMONAPCHKOT iSIIbHOCTI, i
yac npuiiMaHHs-TIepeaBaHHs CIpaB, CIUCAaHHS MaifHa TOIIO.
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Jlatoro akTa € jara Horo CKyiaJeHHs.
Texkcr akTa cki1aaeThes 31 BCTYMHOI Ta KOHCTATYI0401 YaCTHH.

VY BCTYNHIN YacTHHI 3a3HAYAIOTHCS MIJCTABH IS CKJIQIaHHS aKTa Ta Ha3UBAIOTHCS 0COOH, SIKi
CKJIaJIK aKT 2060 OyJu MPUCYTHI MIPH LBOMY.

VY KOHCTaTylo4ili YacTHHI BUKJIAJAalOThCS CYTh, 3aBJaHHs, XapaKTep BHKOHAHOI pPOOOTH,
BCTaHOBJIEHI (DaKkTH, MPOIO3uIlii Ta BUCHOBKH. KOHCTaTylo4a yacThHa MOXE O(QOPMITIOBATHCS Y
BUTJISAL TaOHIII.

VY KiHII TEeKCTy aKTa 3amuCylOThCsl JaHi Npo KUIBKICTh TPUMIPHUKIB akTa Ta ix
MICIIe3HaX OJIKECHHSI.

AKT TiAMUCYIOTH yci 0co0u, sKi Opaii y4acTb y HOTO CKJIaJaHHI.

Ocoba, ska Mae 3ayBaXCHHS JI0 3MICTY akKTa, HiANUCYe HOro 1 BUKJIANAE CBOIO JYMKY Ha
OKpPEMOMY apKyIlIi, SIKUi JOA€ThCS JI0 aKTa.

IV. PeecTpauisi 10KyMeHTIB

1. JlokymMeHTH B 3aKiiaJli PEECTPYIOTHCS IIEHTPAIi30BAHO HE3aJIekKHO BiJ crmocoly ix
CTBOPEHHSI, OJICpXKAaHHS YW BIATBOPEHHS. Y 3aKiaJii MOKE 3aCTOCOBYBATHCS aBTOMAaTH30BaHA
(dbopMa peecTpallii JOKyMEHTIB 3 BUKOPUCTAHHSM CICIIAIbHAX KOMIT FOTEPHHUX TIPOTpaMm.

2. Peectpariisi JOKYMEHTIB 3/1MCHIOEThCS BiAMOBIIHO 10 IIpaBui opraHizaiii J1iTOBOJICTBA Ta
apxiBHOrO 30epiraHus JOKYMEHTIB.

3. PeecTparlis JOKYMEHTIB MPOBOIUTHCS 3 METOI0 3a0e3NedyeHHs iX OOJiKy, KOHTPOIIO 3a
BUKOHAHHSM 1 ONEPaTUBHUM BUKOPUCTAHHSM iH(OpMAIIi] Ta MOJITae y BeIeHH] 3arucy 00JIKOBUX
JaHUX TMPO JOKYMEHT, SKUM (IKCyeThcsl (DaKT CTBOpPEHHsS, BiANpaBieHHA ab0 OTpUMaHHs
JOKYMEHTA IUISIXOM MPOCTABICHHS HA HBOMY PEECTPAIIIHOTO 1HIEKCY i3 3allMCOM Y BIIOBITHHX
KypHasiax (0a3ax aBTOMaTU30BaHUX CHCTEM) peecTpariii HEOOXiTHUX BIJIOMOCTEH TIPO JIOKYMEHT.

4. Peectpauii miajisArarTh BXiJHI, BHUXITHI Ta BHYTPIIIHI JOKYMEHTH ([IOBIAKH, JOTOBIJIHI
3aMMCKH, 3as1BU, MPOTOKOJIN 3aCiJaHb MeIarOriYHUX pajl, KOMICii TOIIO).

5. JIOKyMeHTH peecTpyrOThCs JIUIIEe OJAWH pa3: BXiJHI - Y JI€Hb HAJAXOKEeHHs abo He Mi3Hille
HACTYIHOTO po00Yoro AHs, SKIIO JOKYMEHT HaJAlWIIOB y HepoOOuYMid 4Yac, CTBOPIOBaHI - y JEHb
MiIMMCaHHs a00 3aTBEPHKCHHS.

6. JlokyMeHTH, SIKI HAAXOATh J0 3aKJIaly, peeCTPYIOTCS B )KypHal BXiJHOI KOPECIIOH/IEHII],
Ti, 1[0 BIJIPABIAIOTHCS,- Y KypHalIl BUXIJHUX JOKYMEHTIB, BHYTPIIIHI - Y JKypHall BHYTPILIHIX
JIOKYMEHTIB, HaKa3H! - y )KypHaJlaX peecTpalii Haka3iB.

[lepenik AOKYMEHTIB, 110 HE HIJIATAIOTh pPEECTpalii CleliaJbHO MPU3HAYEHOI AJIS 1bOrO
0c00010, HaBeJIEHO Y AoaaTKy 3 n1o 1€l [HeTpykiii.

dopMy peecTpaliitHOro KypHaly Haka3iB KepiBHUKA 3aKjaJy HABEACHO Y I0AATKy 4 110 i€l
[HCTpyKIIi.

[Tpumipni ¢opMHu peecTpalliiHUX >XYpHAJIIB BXIJHMX, BUXIJHHUX, BHYTPIIIHIX JOKYMEHTIB
HaBelIeHO Yy gonmatkax 5-7 no IlpaBun opranizamii JUIOBOJACTBa Ta apXiBHOTO 30epiraHHs
JTIOKYMEHTIB.

7. JIokyMeHTH peeCTPYIOThCS 3a TPYIaMH 3aJI€KHO Bl HA3BU BUJY, aBTOpa Ta 3micTy. OkpeMo
PEECTPYIOTHCS:

BXIJIHI TOKYMEHTH;
HaKa3H 3 OCHOBHOI IISIILHOCTI;

HaKa3!u 3 pyxy YYHiB/BUXOBAHIIIB;
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HaKa3| 3 a/IMiHICTPATUBHO-TOCTIOIAPCHKUX MTUTAHb;
HaKa3MW 3 KaJAPOBHUX MUTAaHb TPUBAJIOTO 30epiraHHs;
HaKa3| 3 KaJPOBUX MMMTaHb THMYACOBOI'O CTPOKY 30epiraHHs;;

BHYTpIITHI JOKyMEHTH (TIPOTOKOJHM, IOBIJKH, JIOTIOBi/HI, IMOSCHIOBAJIbHI 3allMCKH, 3asBU
MPAIiBHUKIB TOIIIO);

OyXTaJnTepchKi TOKYMEHTH;
3BEPHEHHS TPOMAJISH, Y TOMY YUCI1 0aThKiB 200 3aKOHHHUX MPECTAaBHUKIB YUHIB;
3alUTH Ha MyOJiuny iH(opMaIiito.

8. JlokyMeHTH, IO TIEPEeNalOThCsA EJIEKTPOHHOK IIOMITOK Yy CKaHOBaHii dopmi 0e3
€JIIEKTPOHHOTO MU(PPOBOTO MIAMKCY, PEECTPYIOTHCS OKPEMO BiJl IHITUX JTOKYMEHTIB 13 3a3HAYCHHSIM
€JIEKTPOHHOI a/Ipec BiJIpaBHHUKA Ta aJipecarta.

9. Ilix vac peectpamii JOKyMEHTa HaJa€TbCs YMOBHE MO3HAUEHHS - PEECTPAIifHUN 1HIEKC.
CxilajoBi YacTUHU  pEECTPAIiHHOrO 1HAEGKCY JOKyMEeHTa (KpiM 3BEpHEHb TIPOMAJISH)
B1JIOKPEMJTIOIOTHCS OJTHA BiJl OJTHOT IMPaBOOIYHOIO TTOXUIIOK PHCKOIO.

10. JInst BXigHUX JOKYMEHTIB PEECTpalliiHUIA 1HIEKC CKJIAZA€ThCS 3 MOPSAKOBOTO HOMEpA Ta
iHAeKkcy cnpasu, Hanpukiaazn 89/02-04, ne 89 - nmopsakoBUii HOMEp TOKYMEHTa y Mexax poky, 02-
04 - ingexc cupaBH 32 HOMEHKJIATYPOIO CIIPaB.

11. V BuXigHOr0 Ta BHYTPIIIHBOTO (32 BHUHSATKOM Haka3iB, IPOTOKOIIB) JIOKYMEHTa
peecTpalifHui 1HAEKC CKIAJAEThCs 13 IHAEKCY CIPaBH 32 HOMEHKJIATYPOIO CIPaB Ta IMOPSIKOBOTO
Homepa, Hampukiuan 02-04/176, ne 02-04 - iHmekc cmpaBu 3a HOMEHKIATyporo cmpas, 176 -
MOPSIKOBUH HOMED JOKYMEHTA Y MEKaX POKY.

V. CkiagaHHy HOMEHKJIATYPH CIIPaB

1. Homenkmarypa crnpaB - 0OOB’S3KOBHM JIsi 3aKjaJy CHUCTEMAaTH30BAHHI TMeEpeiK Ha3B
(3aroJyioBKiB) CripaB, 110 (GOPMYIOTHCS 13 3a3HaYEHHSIM CTPOKIB 30€piraHHs CIIpaB.

2. HomeHknatypa cripaB CTBOPIOETBHCSI 3 METOIO BCTAHOBJIEHHS B 3aKJIafl €IMHOTO MOPSAIKY
(dbopMyBaHHS crpaB, 3a0e3MeYeHHsl iX 00Ky, OTIEpaTUBHOIO IMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1
BUJIOM, BHU3HAUEHHS CTPOKIB 30€piraHHs cClpaB 1 € OCHOBOIO JUIsl CKJIQJaHHS OIUCIB CIpaB
nocTifHoro Ta TpuBanoro (moxazg 10 pokiB) 30epiraHHs, a TaKoX JUIsl 00JIIKY CIpaB TUMYacOBOTO
(o 10 poxiB BKJIFOUHO) 30€piraHHs.

3. CknamanHs Ta oOGQOpMIEHHS HOMEHKIATypu CHpaB 3/A1MCHIOETbCS BIJIMOBIAHO 10
BuMor miaeu 1 po3auny IV [pasun opranizaiiii J10B0OICTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHKkI1aTypa crpaB 3akjiaay po3poOIise€ThCs BIAMOBITATBHOI 0C000I0 (BiAMOBITAIBHUMU
ocobaMM) 3a oOprasizalilo JIUIOBOACTBA Yy 3aKjiajal 13 3ajJlydeHHsSM (axiBLIB CTPYKTYPHUX
MIPO3IUTIB 3aKJIady (3a IX HasgsBHOCTI).

5. HomenknaTtypa copaB yXBaJIO€ThCsl eKcrepTHoro komiciero (mami - EK) 3akmany, ska
CTBOPIOETHCS BIIMOBITHO 10 3aKOHO/IaBCTRBA.

6. KepiBHUK HOBOCTBOPEHOTO 3aKjiajay 3000B’A3aHUI HE MI3HIIIE OJHOTO POKY 3 MOYaTKy
nisutbHOCTI nosiaT cxBasieHy EK 3akiany HOMEHKIATypy cipaB Ha o3Il €KCIEPTHO-NIEpEeBipHIl
koMmicii (mami - EIIK) BimmoBigHoro aep:kaBHoro apxiBy, EK apxiBHoro Biaainy paioHHOI
Jiep>KaBHOT afMiHICTpallii a0o MiCbKOI pajiu, y 30HI KOMIUIEKTYBAaHHS SIKOTO nepedyBae 3aKkial, s
MPOBEACHHS €KCIEPTH3W IIIHHOCTI JOKYMEHTIB 3 METOI0 1X MOXKJIMBOTO BITHECEHHS 10 JDKEpen
¢dbopmyBanHs HationansHoro apxiBHoro ¢pouay (nam - HA®D).

7. 3axyaj, 1O HAJEXUTh A0 jKkepen GopmyBaHHI HA®D, y momanmbiiomMy HOro/pKye CBOIO
HoMeHKJarypy cnpas 3 EIIK BianoBigHOTO JIepKaBHOTO apXiBy.
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8. 3aknan, y IisUTBHOCTI SIKOTO HE YTBOPIOIOTHCS NOKyMeHTH HA®D, moromkye HOMEHKIATYPY
cipas 3 EK oprany ynpaiiHHS OCBITOIO.

9. HomeHkItaTypa cripaB 3aKiajy MiJUIsirae MOrO/HKCHHIO 3 BIAMOBITHUM JIEP)KaBHUM apXiBOM
a00 OpraHOM YIIpaBJIiHHS OCBITOIO OJIMH Pa3 Ha IT’ATh POKIB a00 HEBIJIKIIATHO B pa3i ICTOTHUX 3MiH
y ¢opMi BJIaCHOCTI, CTPYKTYPi, QYHKIIISIX Ta XapakTepi poOOTH.

10. IToromkeny EIIK BiamosigHOTro nepskaBHOro apxiBy abo EK oprany ympaBiiHHS OCBITOIO
HOMEHKJIATYPY CIIPaB 3aTBEPUKYE KEPIBHUK 3aKIIaNy.

11. HampukiHmi poKy HOMEHKJAaTypa CIpaB 3aKpHBAETHCS IJICYMKOBUM 3alHICOM IIPO
KaTeropii Ta KUTBKICTh CTIPaB, 3aBEJICHUX Y BIAMOBITHOMY POIIi.

12. Homenkmarypa cripaB mopoky (He misHime 20 TpyaHs) YTOYHIOETBCS, 3aTBEPIKYETHCS
KEePIBHUKOM 3aKJIa/ly Ta BBOIUTHCS B Jit0 3 01 CIYHS HACTYITHOTO POKY.

VI. ®opmyBaHHS cnipaB, 30epiraHHsi JOKYMEHTIB

1. ®opmyBaHHS cHpaB - IPyNyBaHHS BHMKOHAHMX JOKYMEHTIB Y CIpaBH BIANOBIAHO [0
HOMEHKJIaTypH CIIpaB.

2. ®opMyBaHHS CIpaB 3aKJIany 3IIACHIOETHCS 3 JOTPUMAaHHSIM BHUMOT [IpaBui opranizamii
IUJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JJOKYMEHTIB.

3. Haka3u 3 OCHOBHOI [isSUTBHOCTI 3aKiangy, aAMiHICTPAaTUBHO-TOCHOJAPCHKUX, KaJPOBUX
MUTaHb Ta PyXy YYHIB/BUXOBAHIIB TPYNYIOTHCS B PIi3HI CIpPaBU Y XPOHOJOTIYHOMY MOPSAIKY
BIJIMMOB1THO JI0 iX BUIIB Ta CTPOKIB 30€epiraHHs;.

4. JlokyMeHTH, 3aTBEp/DKCHI HaKa3oM KepiBHHMKA 3aKkjiaay, € JoJaTKaMH JO HBOTO i
TPYIYIOTBCS Pa30M i3 UM PO3IIOPSTIUM JOKYMEHTOM.

5. JIucTyBaHHS TPYyIy€ETHCS 32 3MICTOM 1 KOPECTIOHIEHTCHKOI0 O3HAKOIO Ta CHCTEMAaTHU3YEThCS
B XPOHOJIOTIYHOMY TOPSIIKY: TOKYMEHT-BIIMOBI/Ib PO3MILIYETHCS 32 TOKYMEHTOM-3aITUTOM.

6. AndaBiTHa KHMra Y4YHIB/BUXOBAHIIB, >KypHaJM TIPYyNU T[OJOBXKEHOTO JHA, OOJIKY
MPOMYIIEHUX 1 3aMIHEHUX YPOKiB, KHUTH OOJIKY Ta BUJA4l CBIJIONTB 1 JIOAATKIB JI0 CBIJIOITB PO
0a30By 3arajbHy CEpelHIO OCBITYy, aTeCcTaTiB Ta JAOAATKIB JI0 aTecTaTiB MpO IMOBHY 3arajlbHy
CEpEeHIO OCBITY, 30JI0TUX MeJanel «3a BUCOKI JOCATHEHHS Yy HaBYaHHI» Ta cpiOHUX Medanei «3a
JIOCSITHEHHS Y HaBYaHHI» MPOIIHYPOBYIOTHCS, a CTOPIHKM HyMmepyloTbcsa. Ha octanHiit cTOpiHLi
KYpHaJTy/KHUTH POOUTHCS 3aMUC MPO KUIBKICTh CTOPIHOK Yy JKYpHaJIl/KHU31, 1110 MIJIUCY€E KEPIBHUK
3axnany. [Tignuc kepiBHUKA CKPIIUTIOETHCS TIEYAaTKOIO 3aKiIajy (3a HasiBHOCTI).

7. Y pa3i notpebu 3a pillIEHHSM MENaroriyHoi paju y 3akiaJl MOXXYThb CTBOPIOBAaTHCS Ta
BECTHUCS 1HII KypHaIU (’KypHaJl MPaKTUYHOTO IICUXO0JI0Ta, COL[IaIbHOTO IIe/1arora TOIIO).

VII. Excniepru3a niHHocTi 1o0KyMeHTiB. Ilopsaok miAroroBku cnpas a0
nepeaaHHs IJs1 apXiBHOTO 30epiraHHs

1. Excrepth3a MIHHOCTI JOKYMEHTIB Ta TOPSAIOK MiATOTOBKHU CIpaB M0 MEpeNaHHs s
apxiBHOTO 30epiraHHs 371HMCHIOIOTHCS Ha TijcTasi [IpaBui oprasizailii AUIOBOACTBA Ta apXiBHOTO
30epiradds JOKYMEHTIB.

CrenianbHi BUMOTH J0 €KCIEPTU3H I[IHHOCTI JTOKYMEHTIB Ta MOPSIKY MiATOTOBKH CIpPaB J0
nepeaHHs A apXiBHOTO 30epiraHHs 3aKkyiaay nependaueHi nieto [HCTpyKIiero.

2. Jlnst opraHizamii Ta TPOBEACHHS EKCHEPTU3M IIHHOCTI JOKYMEHTIB, IO YTBOPHIIUCA Y
JIOBOJICTBI 3aKJIajly, Ta TOJAaHHS Pe3yNbTaTiB €KCIEePTU3M LIHHOCTI JOKyMeHTIB Ha po3risia EITK
nep:xaBHoro apxiBy (EK apxiBHoro Bijiny pailoHHOI JepxaBHOI agmiHicTpauii a0o MiCbKOi paju)
yrBoproeThest EK 3akmany. CtBopenns EK Ta opranizauis ii poOOTH 31HCHIOIOTHCS BIIIOBIIHO 110
nocraHoBu KabGinery MinictpiB Ykpainu Bin 08 cepmus 2007 poxy Ne 1004 «IIpo mpoBeneHHs
eKCIIepPTU3H LIHHOCTI JOKYMEHTIB» Ta Haka3y MiHictepcTBa roctullii Ykpainu Bij 19 uepBus 2013
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poxy Ne 1227/5 «IIpo 3atBepkeHHs THIIOBOTO MOJOKEHHS MPO €KCIEPTHY KOMICIIO JeP’KaBHOTO
OpraHy, OpraHy MiCIIEBOTO CaMOBpPSAYBaHHs, JEPKAaBHOTO 1 KOMYHAJbHOTO IiIPUEMCTBA,
YCTAaHOBHU Ta OpraHizaiii», 3apeectpoBaHoro B MiHicTepcTBi toctuiii Ykpainm 25 yepHs 2013
poky 3a Ne 1062/23594.

Crutan EK Ta monoxeHHs mpo Hel 3aTBEPIKYIOThCS HaKa30M KepiBHHKA 3akinany. ['omoBoro EK
MIPU3HAYAETHCSA OJIMH 13 3aCTYITHUKIB KEpIBHHKA 3aKJIaay, CEKpeTapeM - ocoba, BIAMOBigadbHA 3a
JIOKYMEHTH, 1110 TJUISITal0Th 30€piraHHIO Ta TIEPEIaHHIO B apXiB.

Jo ckmany EK 3akmagy 3a iX 3rofjor0 MOXYTb BXOJHMTH IPEICTaBHUKH APXiBHUX YCTAaHOB,
OpraHy BHIIOTO piBHS (BIANOBITHOTO OpraHy YIPaBIiHHA OCBITOK), METOJUYHUX LEHTPIB,
npodeciifHuX CIIOK, IX 00’ €JHAHb.

3. CmpaBu moctiiHOro Ta TpuBasoro (moHaa 10 pokiB) 30epiraHHs MepenaroThCs Ha
30epiranHs 0co0i, BIAMOBIJANBHIM 3a apxiB, 3a OMHCaMH, MO0 CKJIANAIOThCI 0CO0aMH,
BiJINIOBiJAJILHUMH 3a (DOPMYBaHHS CIPaB 3 BIAMOBIAHOTO HAIIPSIMY.

[TpuiHATTS KOXHOI CHpaBW 3IIHCHIOETBCS y TPUCYTHOCTI MpALliBHUKA, SKHHA Tepenae
JTOKYMEHTH.

4. Y xiHII KOXHOT0 MPUMIPHUKA OMKCY 0co0a, BIAMOBIAaNbHA 32 apXiB 3aKiady, MPOCTAaBIIsE
MIANMKAC MO0 MPUHHATTSA CHpaB 3 000B’SI3KOBUM 3a3HAYEHHSIM KUTBKOCTI (HMppaMu i CIOBaMH)
MepelaHuX CIIpaB 1 3a3Havae aary.

5. Ilicns mpuiHATTA copaB mHoCTiiHOTO Ta TpuBajoro (moHax 10 pokiB) 30epiraHHs, 3
KaJIpOBUX MHUTaHb 0c00a, BIAMOBIIANbHA 32 apXiB 3aKjajay, Ha IiJICTaBl OMMUCIB CIpPaB, 32 SKHUMHU
3MIACHEHO MPHUHHATTS JOKYMEHTIB, 32 BCTAHOBIICHOIO (DOPMOIO TOTye piuHI pPO3AUIH 3BEIECHUX
OIIHCIB CIIPAB:

noctifHoro 36epiranus (y 3akiajii, mo € mpKrepeaoM GopmyBanus HAD);
TpuBajoro (nmonasn 10 pokiB) 30epiraHHs;
3 KQJIPOBUX MTUTAHb.

Oco0or0, BIAMOBIIATBHOIO 32 apxiB, CKIAAA€ThCA aKT MPO BWIYYEHHS ISl 3HUIICHHS
JOKYMEHTIB, He BHeceHUx 10 HAD.

6. 3BeleHMI OMHUC CIpaB IMOCTIHHOrO 30epiraHHs CKJIAJAETbCs y YOTHPHOX MPUMIPHUKAX.
[Ticns cxBanenns EIIK nepxaBHOro apxiBy Ta 3aTBEp/UKEHHSI KEPIBHUKOM 3aKjaay OJIUH HOTO
NPUMIPHUK HAIpaBIAETbCS JEpXKaBHIM apXiBHIA yCTaHOBI YM apXiBHOMY BIJUIUTY MICBKOI paau, y
30HI KOMIUIEKTYBaHHsS $IKOro MepedyBae 3akiaj, JIpyrMd NpUMIPpHUK 30epiraerbcs —sK
HEJIOTOpKaHUH  0co000,  BIAMOBIJANBHOI 32 apXiB  3akjlaay, TpeTid, dYerBepTuil -
BUKOPHUCTOBYIOTBCS Yy 3aKJIaJll JUIsl MOTOYHOTO MOILIYKY CIpaB 1y pa3l iX mepelaHHs Ha IMOCTIiHEe
30epiraHHs HaJAXOASTh 0 BIJIMOBIAHOI apX1BHOI YCTAaHOBH.

7. 3Benenuit omuc TpuBasoro (moHan 10 pokiB) 30epiraHHS CKIAJAETBCS Y TPbOX
npuUMipHHKax. J[0 HbOTO BKITFOYAIOTHCS TAKOXK CIPABH, SIKi 332 HOMEHKJIATYPOIO CIIPaB MAIOTh CTPOK
30epiranHg «1o JikBigamii 3akmamy». Ilicms cxBanmenns EK 3akiagy npuMmipHUKH —ONUCY
HampaBlAlOTbCsl Ha cxBaneHHd EK oprany ympasminHs ocBiToro. Ilicis mnoBepHeHHS Bcix
MPUMIPHUKIB ONUCY HOTO 3aTBEPIKY€E KepiBHUK 3akiyany. Ilepimunii mpuMipHUK OmUCy 30epiraerbes
B 3aKJaJli SIK HEJOTOPKAHWH, APYTHH - € POOOYNM 1 BHKOPHCTOBYETHCS JJISI MIOTOYHOTO IMOIITYKY
CIpaB, TPETIA MOKE HAJACUIIATUCS 711 KOHTPOJIIO BiJIMOBIAHOMY OpraHy YIpaBJiHHS OCBITOIO.

8. Omnuc crpaB 3 KaIpOBUX NMUTaHb CKIANAEThCA Y 3aKIa/ll, IKUH:
€ ;okepenoM ¢popmyBanHs HA®D - y TppOX NMpUMipHHUKAX;
He € xepenoM popmyBanHs HA® - y 1BoX mpuUMipHUKaX.

9. 3aroyI0BKH CIpaB OMUCY 3 KAJPOBUX MUTAaHb CUCTEMATH3YIOTHCS 32 HOMIHAJIBHOIO O3HAKOIO
(rpymyBaHHS B O/IHY CIIPaBY JIOKYMEHTIB OJJHOTO BHJly) Y TaKiil MOCIiJOBHOCTI:


https://zakon.rada.gov.ua/laws/show/z1062-13

HaKa3W KepiBHMUKA 3aKJIAy 3 KaJPOBUX MUTAHb;

HaKa3W KepiBHUKA 3aKJIaay 3 pyXy YYHIB/BUXOBAHIIIB;

00JIIKOB1 JIOKYMEHTH;

CIIMCKM YYHIB/BUXOBAHIIB (yipaBiTHA KHUTA YYHIB/BUXOBAHIIIB);
KYPHAJIH peecTpallii Haka3iB 3 KaApOBHUX MHUTAHb;

0c00O0BI cIipaBH MPaLliBHUKIB,

KOHTPaKTH, TPYIOBI IOTOBOPH;

OyXxranTepchKi JOKyYMEHTH (0COOOBiI paxyHKH i3 3apo0iTHOI miaTtd, B pasi iX BIACYTHOCTI -
PO3PaxyHKOBI BIJIOMOCTI 13 3apIljIaTH);

JOKYMEHTH TIpo Tapudikarlito (Tapudikariiiiai BiJIoMOCTi (CIIHCKN));
JOKYMEHTH TIPO MTPOBEICHHS JIePKaBHOI aTecTallii;

KHUTY OOJiKy 1 BHUJadi CBIAOUTB Ta JOJATKIB JO CBIJOLTB MpO 0a30BY 3arajibHy CEPEIHIO
OCBITYy; aTecTaTiB Ta JOJATKIB JIO aTeCTaTiB NMpO TOBHY 3arajbHy CEPEIHIO OCBITY, 30JIOTHX
Meaneil «3a BUCOKI JIOCSTHEHHS Yy HaBYaHHI» Ta CPIOHUX Menaielt «3a JOCITHEHHS Y HaBYaHHI»;

JOKYMEHTH TIPO HEIIACHI BUTIAJIKH (aKTH, IPOTOKOJIN, BHCHOBKH, KYPHAIIH );
KypHAIIU peecTpallii 0cid, MOTepHiINX BiJ HEIIACHUX BUIAJIKIB;

KypHaIH 00JIKY PyXy TPYJOBHUX KHIKOK Ta BKJIQJIOK JIO HUX;

KYpHaJI peecTpalii Haka3iB 3 pyXy Y4HiB/BUXOBAaHIIIB;

He3aTpeOyBaHi 0COOUCTI JOKYMEHTH MPaLliBHUKIB (TPYI0BI KHUKKH).

10. Oco0oBi cmpaBu BHOCATBCS JIO ONKCY 3a POKOM 3BUIBHEHHS TpaIliBHUKA 1
CUCTEMAaTH3YIOThCA 3a MMPI3BUILAMU 3BUILHEHUX IPAIlIBHUKIB B aJI(aBITHOMY HOPSAKY.

11. 3BeneHi onucu crpaB MOCTIHHOTO, TpuBajoro (monaa 10 pokiB) 30epiranHs, 3 KaapOBUX
MUTaHb Ta aKT MPO BUIYYECHHS ISl 3HUILEHHS IOKYMEHTIB, He BHeceHuX 10 HA® (mami - akT mpo
BUJTYYEHHS JIJIs1 3HUIICHHS JOKYMEHTIB), po3risaaatoTbes EK 3akimany onHodacHo.

12. 3aknan, mo € mxepenom ¢opmyBanHs HA®D, onucu cnpaB noctiiiHoro 30epiraHHs Ta 3
KaJpOBUX NMUTaHb PAa30M 3 aKTaMU MPO BUIYUYEHHS JUISl 3HUIIEHHS JOKYMEHTIB MiCIs CXBaJEHHS iX
EK 3aknany nonae Ha po3risa EINK BianoBiAHOTO JepKaBHOTO apXiBy.

13. 3aknan, mo He € xepenoM GopmyBaHHs HA®D, onvcu crpas 3 KaJpoBUX MUTaHb PAa30M 3
aKTaMH TPO BWIIYYEHHS /IS 3HUINEHHS JOKYMEHTIB Ticis cxBajeHHs ix EK 3axmamy momae Ha
posrisin EK apxiBHOro Bifaity pailOHHOT Aep>kaBHOI aJMiHICTparii ab0 apXiBHOTO BTy MiCBhKOi
paau. Onucu copas Tpusanoro (moHan 10 poki) 30epiranHs micias cxBajeHHs EK 3akmany
nonatotbest Ha po3risia EK oprany ynpaBiiHHS OCBITOIO.

14. TlorokeHi (cxBaJieH1) aKTH MPO BUWIIYYEHHS Ul 3HUILEHHS TOKYMEHTIB, HE BHECEHUX 10
HA®, 3aTBep/KyIOThCS KEPIBHUKOM 3aKJIay.

15. Iicns 3aTBCPIPKCHHA aKTa PO BUIIYYCHHS IJId 3HUIICHHSA ,Z[OKyMCHTiB 3aKJIaJi Ma€ IMmpaBo
SHUIIHUTH JOKYMCHTHU.

16. KepiBHuk 3akiany 3000B’s3aHuil 3a0e3neynTH 30€epekeHHs JOKYMEHTIB, a Yy pasi
BKJIOYEHHS 3aKJIajy JI0 CIIUCKY IOPUAWYHMX 0cid - pkepen ¢popmyBaHHs HAD micns 3akiHYeHHs
BCTAQHOBJIEHUX TPAHUYHUX CTPOKIB iX 30epiraHHs B LBOMY 3aKjaJl - 3a0€3MeYUTH IepeaHHs
JOKYMEHTIB JUIsl TOCTiIHHOro 30epiraHHs A0 BIJMOBIIHOI JAep:kaBHOI apXiBHOI YCTaHOBH YHU
apXxiBHOTO BIJJILTY MICBKOI pajiy.



I'en




