MIHICTEPCTBO OCBITH 1 HAYKH YKPATHN
HAKA3
Ne 676 Bin 25 uepBus 2018 poky

3apeecTpoBaHO
B MiHicTepcTBi tocTulii YKpainu
11 Bepecns 2018 p. 3a Ne 1028/32480

IIpo 3aTBepakenns IHcTpyKiii 3 KitoBOACTBA
y 3aKJIa/1ax 3arajibHoi cepeHbOol 0CBITH

BinnoBigHo no nynkry 8 IlonoxeHHs mpo MiHICTEpCTBO OCBITH 1 HAYKH Y KpaiHW,
3aTBepaKeHoro nmocranoBoro Kadinery MinictpiB Ykpainu Bin 16 xoBtHs 2014
poky Ne 630, mynkty 369 rutany npiopuTeTHUX A1l Ypsiay Ha 2018 pik,
3aTBepKeHOro po3nopskeHHsaM Kabinery MinictpiB Ykpainu Bin 28 6epesns 2018
poky Ne 244-p, HAKA3VIO:

1. 3arBepauTu [HCTpPYKIIIO 3 IJIOBOACTBA y 3aKjIa/1ax 3arajbHOi CepeaHbOl
OCBITH, 1110 JIOJTA€THCH.

2. Jlupextopary IOMIKUIBHOT Ta MKiIBHOI 0cBiTH (OcMonoBchkuit A. O.)
3a0€3MEeUNUTH B YCTAHOBIICHOMY MOPSAKY MOJAHHS L[bOTO HaKa3y Ha JEpKaBHY
peecTpaiiito 10 MiHicTepcTBa IOCTHULIT Y KpaiHU.

3. lleii Haka3 HaOMpae YMHHOCTI 3 THS Horo oiriitHOTrO OImy0IiKyBaHHSI.

4. KoHTpomb 32 BUKOHAHHSM I[bOTO HaKa3y MOKJIACTH Ha 3aCTYITHUKA MIHICTpa
Xo03es I1. K.

MiHictp JI. M. I'puneBnu

I[MOTI'OJI’KEHO:

I'onosa [lepxxaBHoi ciyx0u

CHEIlaTbHOTO0 3B’ 513Ky Ta

3aXHCTy 1HpOopMarli YKpainu JI. O. €BnoveHko

[Tepmmii 3actynauk ['omoBu
Jlep>kaBHOI apXiBHOT clTy>k0u YKpaiHu I. M. Kicinb

3ATBEP/IDKEHO
Haka3 MinictepcTBa OCBITH 1 HAyKH Y KpaiHH
25 yepBHs 2018 poky Ne 676

3apeecTpOBaHO
B MinicTepcTi rocTullii Ykpainu

11 Bepecns 2018 p. 3a Ne 1028/32480

IncTpykuis 3 AUI0BOACTBA Y 3aKJIA/1aX 3arajibHOI CepPeAHbOI OCBITH



1.3arajabHi moJ1oKeHHs

1. Ilsa [HcTpyKIlisl BCTAHOBIIIOE 3arajibHi BUMOTH 11010 JOKYMEHTYBaHHS
yIpaBIiHCHKOI 1H(GOpMAIlii Ta oprasizailii poooTH 3 TOKyMEHTaMu y
JIep>KaBHUX 1 KOMyHAJIBHUX 3aKJIa/Iax 3arajibHOi CepeIHbOI OCBITH (asi —
3aKJIaan).

2. JloTpumaHHS BUMOT MO0 MOPSJIKY BEJACHHS JOKYMEHTYBAHHS, BCTAHOBIICHUX
niero [HCTpyKii€ro, € 000B’A3KOBUM JIJIS 3aKJIa/I1B.

3. 3aknaau OpraHizoBYIOTH IIJIOBOJICTBO BIMOBIAHO 0 IHCTPYKIIii, KA
PO3POOIAETHCS HA OCHOBI 11i€T [HCTPYKIIIT Ta 3aTBEPIKYETHCS KEPIBHUKOM
3aKiamy.

4. OpraHnizaiis JUIOBOJCTBA 1 KOHTPOJb 32 CBOEYACHUM PO3TJISIIOM Ta
MIPOXOJKEHHSAM JOKYMEHTIB Y 3aKja/i 3A1MCHIOIOTHCS BiIOBIIAIBHOIO
0c00010 (BIAMOBITAIBHUMH 0CO0aMH), siKa (SIK1) MPU3HAYAETHCS
(MpU3HAYAIOTHCS) KEPIBHUKOM 3aKjIaay.

5. CTBOpEHHS €IEeKTPOHHUX JOKYMEHTIB 31HCHIOETHCS BIATIOBIHO /10 3aKOHIB
VYkpainu “IIpo enekTpoHHI TOKYMEHTH Ta €IeKTPOHHUM JTOKYMEHTO00IT”,
“IIpo enexTpoHHuii nudpoBui miaNUC”, Hakazy MiHicTepcTBa OCTHULIIT
VYkpainu Big 11 nucromana 2014 poxy Ne 1886/5 “IIpo 3aTBepakeHHs
[Topsinky poOOTH 3 €IEKTPOHHUMHU JOKYMEHTAMH Y I1JIOBOJICTBI Ta iX
MTOTOBKHU JI0 TIepeIaBaHHs Ha apxiBHE 30epiraHHs’”’, 3apeecTPOBAHOTO B
Minictepctsi toctuiii Ykpainu 11 nmucronama 2014 poky 3a Ne 1421/26198.

3aknaau MOXKYTb CTBOPIOBATH JJOKYMEHTH TUMUYAcOBOrO (210 10 poKiB BKIIFOUHO)
CTPOKY 30€epiraHss JIMIIE B €JIEKTPOHHIN (hOpM1 32 yMOBH HASIBHOCTI BIATIOBIAHOTO
TEXHIYHOT'0 3a0€3MEeUEHHS 3 YpaXyBaHHSIM BUMOT 3aKOHOJABCTBA YKpaiHU Ta L€l
[HCcTpyKLii.

6. ITlopsimok oprasizaiiii 1iJI0BOACTBA 3a 3BEPHEHHSIMU I'POMAJIsH, 3alIUTAMU Ha
nyOiuny iH(popMalio BU3HaYaeThesl 3akoHamu Ykpainu “IIpo 3BepHeHHs
rpomansn”, “Ilpo noctyn no my6aigHoi iHbopMarii”.

7. 'Y 3akiaji AUI0BOJICTBO 31HCHIOETHCS JIEpKaBHOIO MOBOIO. JlIokyMeHTH
CKJIQ/IAl0ThCS JIEPIKABHOIO MOBOIO, KPIM BHUIAJIKIB, Iepe10aueHnx
3aKOHOZIABCTBOM PO MOBHU B YKpaiHI.

JIokyMeHTH, SIK1 HaJICHJIalOThCS IHO3EMHUM ajpecaTaM, 0pOpMITIOIOThCS
YKpaiHCHKOI0 MOBOIO, 200 MOBOIO JiepKaBU-a/ipecaTa, ado OJHIEI0 3 MOB
MDKHAPOIHOTO CTUIKyBaHHSI.

8. Ctpoku 30epiraHfs JTOKYMEHTIB, III0 CTBOPIOIOTHCS IIiJT Yac AisSIBbHOCTI
3aKjaay, BU3HAYal0ThCsl Haka3oM MiHicTepcTBa rocTulli YKpainu Big 12
kBiTHS 2012 poxy Ne 578/5 “IIpo 3aTBepmxenns [lepeniky TUnmoBux
JIOKYMEHTIB, 1110 CTBOPIOIOTHCS MiJ] Yac TISITLHOCTI JIEp>KaBHUX OpraHiB Ta
OpraHiB MICIIEBOT'O CAMOBPSIyBaHHS, 1HIIUX YCTAHOB, MiMPUEMCTB Ta
oprasizariiii, 13 3a3Ha4eHHsAM CTPOKIB 30epiraHHs JOKYMEHTIB”,
3apeecTpoBaHUM y MiHicTepcTBi roctullli Ykpainu 17 kBiTHs 2012 poky 3a
Neo 571/20884 (31 3miHaMm).



I1.3arajabHi BUMOTH /10 CTBOPEHHS, 0(DOPMJIEHHS Ta JOKYMEHTYBAHHSA
ynpasJiHcbKoil iHgopmauii

1. JloxymeHTyBaHHS yNpaBIiHCHKOI 1HPOpMaLli 3aKIaay MOJArae y CTBOPEHHI
JIOKYMEHTIB, 1110 CIIPSIMOBAHI HAa BUPIIIEHHS YIPABIIHCHKUX PIILICHb.

2. Ha3ma Buay mokymeHTa (Hakas, IpOTOKOJ, JOTOBIIHA 3aKCKa TOIIO) Ma€e
BIIMOBIAaTH Ha3BaM, niependadeHuM posaiiom 3 JlepkaBHoro kiaacudikaropa
ynpasiiHcbKoi nokymenTanii JIK 010-98, 3aTBepkeHoro Hakazom
Jlep>kaBHOTO KOMITETY YKpaiHu MO CTaHAapTHU3allii, METpOJIorii Ta
ceprudikaii Big 31 rpynus 1998 poxy Ne 1024 (31 3miHaMn).

OdopMIieHHs PeKBI3UTIB OpPraHizamiiHO-pO3NOP U0l JOKYMEHTAII1 Ta MOPSIOK 1X
pO3TallyBaHHs MatOTh BiJnoBigaTu HairionansHoMy ctanaapty Ykpainu “JlepxaBHa
yHi(IKOBaHa cucTeMa JOKyMeHTallii. YHiikoBaHa cucTeMa OpraHi3amiiHo-
posmnopsaa4oi 1okyMeHTari. Bumorn no opopmimtoBanns gokymenTis. JJICTY 4163-
20037, 3aTBepKEHOMY Haka3oM JlepaaBHOrO KOMITETY YKpaiHH 3 MUTaHb
TEXHIYHOTO PETYJIIOBaHHA Ta CrokuB4YOi oniTuku Bij 07 kBiTHS 2003 poky Ne 55
(mam — ICTY).

3. OpranizaniiHo-po3nopsayi JT0KyMeHTH OQOPMIIIOIOTHCS Ha OJIaHKaX, 1110
BUTOTOBJISIOTHCS 3riHO 3 BuMoramu JICTY Tta miei [acTpykmii.

V 3aknaai MOXKyTh BUKOPUCTOBYBATHUCS TaKl OJJAHKU TOKYMEHTIB:

e 3arajbHUM OJAHK JAJISi CTBOPEHHS PI3HUX BUIIB TOKYMEHTIB (0€3 3a3Ha4YeHHS y
0JIaHKy Ha3BU BUAY JOKYMEHTA);

o OJaHK JHUCTa;

o 0OJlaHK Hakazy.

Bumorn 10 opopMIIeHHs JOKYMEHTIB, 1110 BUTOTOBJISIOTHCS 32 JOTTIOMOT OO
KOMIT IOT€pPHOI TeXHIKH, HaBeIeHO B JoAaTKy 1 1o miei [HcTpykmii.

4. TlocanoBi 0COOM MiAMUCYIOTh IOKYMEHTH B MEXaX CBOiX OBHOBA)KEHb,
BHU3HAUYEHUX 3aKOHOAABCTBOM Y KpaiHU, CTATYyTOM 3aKJIay, OCaJ0BUMHU
THCTPYKIIISIMU, HAKa30M PO PO3MO/ILJT 000B’SI3KIB MI>K KEPIBHUKOM 3aKJ1aly Ta
MOro 3aCTYIHUKAaMH TOLIO.

BigOutkoMm medyaTku 3akiany (3a HaSBHOCTI) 3aCBIUYIOTh MIAMKC MOCAA0BOI 0COOH
Ha JJOKYMEHTax 13 MMTaHb OpraHi3amiiHoi Ta (PiHAHCOBO-TOCIOIAPCHKOI TISILHOCTI 32
NepeslikoM JJOKYMEHTIB, Ha SKUX TiAMKIC ITOCa0BOI 0COOH 3aCBIAUYETHCS BIIOUTKOM
TIEYaTKH 3aKJIajly, HABEICHUM Y ToAaTKy 2 10 i€l [HecTpykiii.

BinbuTok meyaTku cTaBUTHCS Tak, 00 BiH OXOIUTFOBAB OCTaHHI KUTbKa JITEP
HaliMEHyBaHHS TTOCaIU 0CO0H, sIKa MiAnucaia JOKyMEHT, alie He MiAMKUC MOCagoBoi
0coOm, a00 MPOCTABISAETHCSA HA OKPEMO BUIIJICHOMY JJIS IIOTO MICII 3 BIAMITKOIO
“M H 2



5. 3akiaj MOXKe 3aCBIIUyBaTH KOIIii JIMIIE TUX TOKYMEHTIB, III0 CTBOPIOIOTHCS B
HHOMY, & TAKOXK y BUTIAJIKAX, MTepeadadeHnX B a03alli Jpyromy mboro myHKTY.

VY pasi miaroToBKU JOKYMEHTIB JJI HAJJaHHS CYJIOBUM OpraHaM, Iij 4ac BUPIIICHHS
MUTaHb MO0 MPUNHATTS IPOMAISH Ha poOOTY, HABUAHHS, 3aCBIYEHHS 1X TPYJIOBUX
Ta 1HIIUX MPaB y B3a€MOBIJTHOCHHAX 13 3aKJIaJI0M, a TAKOX I1]1 Yac (pOpMyBaHHS
0COOOBHX CITpaB MPAIIBHUKIB 3aKJIa]] MO’KE€ BUTOTOBJISITH KOIIi JJOKYyMEHTIB, BUIAHUX
IHITUMU yCTaHOBaMU (KOTIii JJOKyMEHTIB TIPO OCBITY TOIIIO).

BiamiTka “Komig” npocTaBiisieTbest Ha TUIBOBOMY OOLll Y BEPXHBOMY NPABOMY KYTKY
NEPIIOro apKyla JOKYMEHTA.

Komii Haka3iB, 1HIIUX TOKYMEHTIB 3aCBiIuye€ (3aCB1AUYyIOTh) BIAMOBIAaIbHA 0CO0a
(B1amIOBIIaNIbHI OCOOM) 3a OpraHi3alliio AIOBOJCTBA Y 3aKJIa/l.

6. V pa3i norpebu MpOBEACHHS OIIHKH JOIIILHOCTI CTBOPEHHS JOKYMEHTA, HOTro
OOTPYHTOBAHOCTI Ta BiJIIOBIAHOCTI 3aKOHOAABCTBY 3/1HCHIOETHCS MIOTOKEHHS
JTIOKYMEHTA.

[ToromkeHHs TOKYMEHTIB MOXKE 3/IICHIOBATHCH TTOCAJOBUMH OCOOAMHM 3aKJIay, sKi
BIJITTOBITHO /IO X KOMITETEHIIli BUPIIITYIOTh MTUTAHHS, IOPYIIIEHI B TOKYMEHTI1
(BHYTpIIITHE MOTOJKEHHS ), a TAKOX 3a1HTEPECOBAHUMH YCTaHOBAMHU (30BHIIIIHE
MIOTOJIPKCHHS ).

[ToromkeHHs TOKYMEHTIB 31MCHIOETHCS BIATIOBIAHO /10 BUMOT Haka3zy MiHicTepcTBa
toctuiii Ykpainu Bif 18 uepBusa 2015 poxy Ne 1000/5 “IIpo 3aTBepmkenns [IpaBun
oprasizaiii I1JIOBOJICTBA Ta apXiBHOT'O 30€piraHHs JOKYMEHTIB Y JepKaBHHUX
opraHax, opraHax MiCIIEBOT0 CaMOBPsITyBaHHS, Ha MANMPUEMCTBAX, B YCTAHOBAX 1
oprasizaiisx”, 3apeecTpoBaHoro y Minictepctsi rocTuilii Ykpainu 22 yepsus 2015
poky 3a Ne 736/27181 (mami — [IpaBuia opraHizariii AUIOBOICTBA Ta apXiBHOTO
30epiraHHs TOKYMEHTIB).

I'pud noromxenns po3mimyroTs Hibkue pekBizuty “Ilignuc”. Bin ckinamaerbes 3i
cinosa [IOI'ODKEHO (0e3 namok), Ha3BU 1ocaau 0coOu, sIKa MOTOAKYE JOKYMEHT
(pa3oM 3 HaliMEHYBaHHSM 3aKJIaay), IANUCY, 1HIHIany(1B) 1 Mpi3BUIIA, JaTH
MOTOJI>KEHHS.

[Tpukman:

[HOT'OAKEHO

Hupextop rimuazii Ne 5
[Mignuc Iximan(u), npi3Buiie
05.02.2018

7. 3aTBepIKEHHS YIPaBIIHCHKUX IOKYMEHTIB 311 CHIOETHCS 0COOUCTO
KEPIBHUKOM 3aKJIajay BiAMOBITHO 0 HOro MOBHOBAa)KEHb 200 pO3MOPSIINM



JOKYMEHTOM 3aKJIaJly i3 3a3HAYCHHSAM Ha JIOKyMEHTI Iprda 3aTBepKEeHHS,
o opMIICHOTO BiAMOBITHIM YHHOM.

[Topsimok 3aTBepHKEHHS JOKYMEHTIB 3/IIMCHIOETHCS BIAMOBIIHO A0 [IpaBmn
oprasizailii 1IJIOBOJICTBA Ta apXiBHOT'O 30epiraHHs JOKYMEHTIB.

I'pud 3aTBepmxenns ckinanaernes 31 ciaoBa SATBEPJDKVIO (6e3 nanok), Ha3Bu
nocaju, Mianucy, iHimiany(iB) 1 mpi3BUIIA 0cCOOH, sSIKa 3aTBEpAMIIa JOKYMEHT, JaTu
3aTBEPAKECHHSI.

[Tpuknan:

3ATBEP/IKYIO

Jupextop rimuHazii Ne 5
[Tignuc IHinian(u), npi3Buiie
07.03.2018

V pa3si 3aTBepKEHHS TOKYMEHTA PIIIEHHAM KOJIErialbHOro Ooprany rpud
3aTBepKeHHs ckianaeThes 31 ciaoBa SATBEPJIPKEHO (6e3 nanok), Ha3Bu, natu i
HOMeEpa JIOKyMEHTa y Ha3UBHOMY B1JIMIHKY.

[Tpukman:

3ATBEP/IDKEHO
[TpoTokon 3acimaHHs
MeIarorivyHol paau
rimaasii Ne 5
06.05.2018 Ne 40

II1. Oco6,1uBi BUMOTH /10 CKJIAJAHHSA JeIKNUX BUIIB TOKYMEHTIB

1. Haka3 — po3nopsauuii JTOKyMEHT, SIKUil BU1a€ KEPIBHUK 3aKJIay Ha MpaBax
€JIMHOHAYAJILHOCTI Ta B MEXKaX CBO€ET KOMITIETEHIIIT, 000B’ I3KOBUH IS
BUKOHAHHS ImiyiernuMu. Hakasn BUIarOThECS 3 OCHOBHOI JISIIIBHOCTI,
aJMiHICTPaTUBHO-TOCTIOAAPCHKUX, KQAPOBUX MUTAHD 3aKJIay, a TAKOXK PyXy
YUHIB.

Haka3zu 3 0CHOBHOI JisJTIBHOCTI, a/IMIHICTPATUBHO-TOCIIOIAPCHKUX, KaIPOBUX MTUTAHb,
PYXy Y4YHIB/BUXOBaHIIIB MiAMUCYIOTHCS KEPIBHUKOM 3aKjIaay, a 3a HOro BIICYTHOCTI —
0c00010, sIKa BUKOHY€ H0oro 000B’sI3KH, Ta PEECTPYIOTHCS B JKypHaIaxX peecTpauii
HaKas3iB.

ITicns HiI[HI/IcaHHH Hakasy 3MIHH J0 HbOI'O BHOCATHCA JIMIIC IIIVIAXOM BHAAHHA HOBOI'O
HaKka3y IIpO BHCCCHH:A 3MiH.

Hakaz oopmimtoeTsest Ha O1aHKY HaKa3y 3aKkiamy.



3MICT HaKa3y CTUCIIO BUKJIAJIA€THCS B 3aTr0OJIOBKY, SIKMM MMOYMHAETHCS 3 TPUMMEHHHUKA
“IIpo” Ta ckIagaeThCs 3a JOMOMOror0 BijaiecniBHoro imenauka (“Ilpo
3atBepKeHHs...”, “IIpo cTBopeHHs...”") abo imenHuka (“IIpo migcymku...”).

TekcT Haka3y 3 OCHOBHOI J1sUIBHOCTI, aAMIHICTPAaTUBHO-TOCTIOAAPCHKUX MUTAHb T
PYXy YUHIB/BUXOBAHIIIB CKJIaJA€ThCS 3 IBOX YaCTUH — KOHCTaTYyI04Oi (mpeamMOyn) 1
pO3MOPSAIUOL.

VY KOHCTaTyrO4iil YaCTHHI 3a3HAYAETHCS MMiJICTaBa, OOTPYHTYBaHHS a00 MeTa BUAAHHS
Hakazy. Po3nopsiiua yactuHa Haka3y nmounHaeTbes i3 cnoba “HAKA3VYIHO”, sike
JIPYKY€ETbCS 3 HOBOTO PsijIKa BEIMKUMH JIiTepaMu 0€3 BiICTYITy Bif JIIBOTO MOJIA 1
JIaTIOK, MICJI YOTO CTABUTHCS ABOKPAIKA.

Sk110 HaKa3 BUIA€THCA HA MIACTaBl 1HIIOTO PO3MOPSATIOTO JOKYMEHTA, Y
KOHCTATYIOYiil YaCTHHI 3a3HAYAIOTHCS Ha3Ba BUY IILOTO JOKYMEHTa, HOTO aBTop,
JaTa, HOMEp Ta 3arojOBOK.

Haka3zu Hymepy1oTbcsl B MOPSAKY iX BUJIAHHS B MEKax KaJeHIapHOTO POKY; HAKa3! 3
OCHOBHOI JISUTbHOCTI, PyXY Y4HIB/BUXOBAHIIIB, aIMIHICTPATUBHO-TOCIIOJIAPCHKHUX,
KaJIpOBUX MUTaHb MAIOTh OKPEMY MOPSAKOBY HyMepallito. 3 METOI0 pO3PI3HEHHS IPyIl
HaKa3iB JI0 PEECTPAIIIMHOTO 1HJIEKCY Haka3y depes nedic 710/1aeThCs ITEpHA BIAMITKA,
HaANIPUKJIIA;

e HaKasW 3 aAMIHICTPATUBHO-TOCHIOJAPCHKUX MUTaHb — No 2-T;

e HAKa3W 3 KaJ[poBUX NUTaHb — No 2-K;

e HAKa3W NpO HAJAHHS IIOPIYHUX OCHOBHHUX BIJIMYCTOK Ta BIAIYCTOK Yy 3B’SI3KY 3
HABYAHHSM IpalliBHUKIB — Ne 2-B;

e HAKa3W 3 PyXY YYHIB/BUXOBaHIB — Ne 2-y.

2. TIpoToKos — TOKYMEHT, Y IKOMY (hIKCY€ThCS Mepedir BeIeHHs 3aci1aHb,
yXBaJICHHS PIIIEHb TOPAAYMMHU Ta KOJIETiaJbHUMHU OpraHaMu, KOMICiSIMH TOIIIO.

[IpoTokomnu 3aciganp MeAaroriyHUX paj, IHIIUX JOPAAUUX Ta KOJIErialbHUX OPTaHiB
CKJIQJIAI0ThCA B CTUCTIN (hopmi. Y MPOTOKOI, CKIIaJIEHOMY B CTUCTIN (opmi,
(bIKCYIOTHCS JIMIIIE IPUUAHATI PIICHHS O0€3 JeTaizali mepediry o0roBopeHHs
MUTaHHS.

V pa3i notpebu 3a pileHHIM 3arajibHUX 300piB (KOH(epeHIIiT) KOJEKTUBY MPOTOKOIU
3aragbHUX 300piB (KOH(pEpeHIIil) KOJIEKTUBY MOXYTh CKJIQJaTUCS Y TIOBHIHN (GopMi.

Hywmepaiiist npoTokosiB 3acijiaHb EAaroriyHoi pajau BEACThCS B MekKaxX HaBYAIbHOTO
POKY, IPOTOKOJI1B BUOOPHUX OPTaHIB — Y MEXKax X MOBHOBAXKEHb.

Hywmepaitist mpoTokosiiB BEIEThCS OKPEMO 32 KOKHOIO TPYIIO0 MMPOTOKOJIB 3aCi1aHb
BiJITOBITHOTO KOJICT1aIFHOTO OpTaHy.

3. JlaToro MpoTOKOIY € JaTa MPOBEIACHHS 3aCiJaHHs.



3aroj0BOK 10 TEKCTY MPOTOKOIY Ma€e BioOpa)kaTu BUJ 3acilaHHs (Hapana, 300pH,
KoH(epeHITis ToIo) ado KoJerianbHOI MisTBHOCTI (KOMicis, paaa, 300pu, pododa
rpyma TOMIO) i BKIIOYATH HAa3BY BUAY JTOKYMEHTA.

TekcT MPOTOKOITY CKIAAAETHCS 31 BCTYITHOI Ta OCHOBHOI YaCTHH.

VY BCTymHIM 4acTHHI MPOTOKOIY 3a3HAYAIOTHCS MPI3BUINA Ta 1HIIIATH TOJIOBH a00
roJIOBYIOYOI0 Ha 3acifiaHHi, 300pax TOIlOo, CEeKpeTaps, 3alpPOLICHUX, a TAKOX
IPUCYTHIX 0Ci0.

VY pa3i notpedu 3a pillIeHHAM BIANOBIIHOTO OPraHy y CIHUCKY MPUCYTHIX
3a3HAYalOTHCA MMOCAAM 3aANPOIICHUX OC10 Ta HAWMEHYBaHHS YCTaHOB. SIKIIO KUIBKICTh
NPUCYTHIX MepeBuIye 15 oci0, 3a3HavaeThed iX 3arajibHa KUIbKICTh 3 OCHUJIaHHSIM Ha
CIHMCOK, 1110 101A€ThCS A0 IPOTOKOIY.

4. BcrynHa 4yacTUHA MICTUTh MOPSIOK IEHHUI: EPEITiK pO3TIISIHYTUX Ha
3acianHi nutanb. [lopsaok qeHHMI MO1a€ThCsl HAMPUKIHII BCTYITHOT YaCTHUHH.

Crnoga “Tlopsimok AeHHHI IPYKYIOTHCS BiJl MEXKI1 JIIBOTO TOJISI, MICJISI HUX CTAaBUTHCS
nBokpanka. KoxkHe nutaHHs HymepyeTbest apaOCbKUMU LU(pamMu 1 IpyKYeThCS 3
a63arry. ®opMyBaHHS IUTAaHb Y MOPSIKY AEHHOMY MOYMHAETHCA 3 MPUIMEHHHUKA
[13 29

[Ipo”.

5. OcHOBHa YacTHHA NMPOTOKOIY CKIIAJIAETHCS 3 PO3ALIIB, SIKI MAIOTh BIANOBIIaTH
MyHKTaM NOpSAIKY AeHHOro. Po3nimm HyMepyroThes apadChbKuMu udpamu 1
OyAyIOTbCA 32 TAKOK CXEMOIO:

o s ctucaoi popmu mpotokoiis: “CIIYXAJIN — YXBAJINIIN,
o st moBHOT hopmu npotokoiB: “CJIIYXAJIN — BUCTVIINIIA —
YXBAJIWJIN™.

[Tics cnoBa “CJIYXAJIN” 3 HOBOTO psijika 3a3HAYAFOTHCS TPI3BUINE TA 1HIIIATN
(1HiI1a1 iIMEH1) KOKHOTO JIOTOBigaya.

VY noBHi# ¢opmi npotokony micis ciaoBa “BUCTYIINUIIN ¢ikcyroTbCst BUCTYITH THX
0ci0, sIK1 B3sUTM y4acTh B 0OTOBOPEHHI JOMOBi/II (MUTAaHHS MOPSIKY JSHHOTO).
Buctynu opopMITIor0TECS B IPOTOKOJTI 13 3a3HAYEHHSM I1OCa/I, IPI3BUIIL Ta 1HII1aJIIB
(iHiiany), iMEH IONOB1AAYiB Y HA3UBHOMY BIJIMIHKY, BUKJIQJCHHSIM 3MICTY BUCTYITY
a00 NMUTaHHSA, BIJMOBII HA HHOTO.

6. TexcTu BUCTYMIB y MPOTOKOJI BUKIIAJAIOTHCS Bi TPETHOI OCOOM OJTHUHHU.

Teker abo Te3m 10MoBiai, 0hOpMIIEH] K OKpeMi JOKYMEHTH, IO TEKCTY IMIPOTOKOIY He
BKJIFOYArOThCS. [Ticist BiTOMOCTEH Mpo TOMOoBijaya CTaBUTHCS THPE 1 3a3HAYAETHCS
“TeKCT MOMOoBIJIl TOAAETHCS O MPOTOKOTY .



[Ticns cnoBa “YXBAJINJIN” dikcyeThcst mpuitHATE PillIeHHs 3 00rOBOPIOBAHOTO
MUTAHHS TOPSAIKY ACHHOTO, SIKE Ma€ BKJIIOUATH CKJIa/I0BI, 10 BIAMOBIAI0ThH HA TaKi
MUTAHHS: KOMY, 110 3pOOUTH 1 B IKHI CTPOK.

V pa3si AKi1o npuiMaeTbest pilIeHHs MPO CXBAJICHHS, TOTOXKEHHS, 3aTBEPI>KEHHS
JIOKYMEHTA, SIKUi1 0OrOBOPIOBABCS HA 3aCiJJaHH1, [Iel TOKYMEHT H0AAEThCS 10
MIPOTOKOJTY. 3a HABHOCTI 1HITUX JOKYMEHTIB, IO PO3TIISAANINCS Ha 3acijaHH] Ta QakT
00roBopeHHs SKUX OyI0 3aiKCOBAHO B TEKCTI MPOTOKOIY, BOHU HYMEPYIOThCS
apabcbkuMu 1 pamMu (HaMpUKIIA, T0AaTOK 1, 1ogaTok 2). Y BiAMOBIIHUX MyHKTaX
IPOTOKOJIY IPOCTABJISIOTHCS MOCUIIAHHS Ha 111 JOJATKH.

[TpoTokoun manucye roJIOByIOUYHi Ha 3aciIaHHI KOJIET1aJIbHOTO (JIOpaJuoro) opraHy
Ta cekperap (3a HasiBHOCTI). [IpoToKOII 3acijaHb KOMICIH MIAMUCYIOTh yC1 WICHU
KOMICIi.

7. Jluctu cKIIagaroThes 3 METOI0 0OMIHY 1H(GOPMAIIIEI0 MK 3aKIIa0M Ta
OpraHaMu JepKaBHOI BJIaJIM, OpraHaMHU MICIICBOI'O CAMOBPSITyBaHHS, iX
MI0CaIOBUMHU 1 CITY’)KOOBUMH 0c00aMU, 3aKiIajaMu, YCTaHOBAMH, OpTaHi3allisIMH
Ta IHIMUMHU (I3UYHUMH 1 OPUTUIHIMH 0COOaMH.

brianku nucra MaroTh Taki peKBI3UTH:

e HaliMEHyBaHHS 3aCHOBHHKA (3aCHOBHUKIB) 3akiaay (Hanpukiaa, Onaechka
MiCbKa pajia);

o TIOBHE HallMeHyBaHHS 3aKJIay BiJIIOBIIHO /10 YCTAHOBYHX JIOKYMEHTIB;

e JIOBIIKOBI JIaHi Mpo 3akJiaj (MOMITOBA aJpeca, HOMepHU TeneoHiB, (akKcis,
paxyHKIB y OaHKY, aipecy €JeKTPOHHOI MOIITH TOIIIO).

PexBizuTamu nucra €: gara, peecTpaliiHuil 1HIEKC, TOCUJIAHHS Ha PeecTpaliiHui
1HJIEKC 1 JaTy JOKYMEHTa, Ha KW Ha/laeThCs BIAMOBIb (3a MOTpedu), aapecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIIMITKA MPO HASIBHICTH JOJATKIB (3a MOTpeOu), miAmuc,
BiJIMITKa PO BUKOHABIIS.

JlaToro nucTa € 1ara Horo miANUCaHHs, gKa Mae 301raTucs 13 AaTOI0 peecTparli
BUX1HOI KOPECTIOHIEHII].

TekcT nucTa BUKIAAA€THCS BT MEPIIOi 0COOM MHOKUHU 3 BUKOPUCTAHHSIM CIIIB:
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“IpPOCHUMO MOBIIOMHUTH...”, “p0O3’ICHIOEMO, 1II0..." .
3a3BUyail y JUCTI NOPYIIYETHCS OJJHE TUTAHHSI.

8. AKT — IOKYMEHT, CKJIaJCHHI IPYIIOr0 OCi0 JIJisi 3aCB1TUEHHS BCTAHOBJICHUX
dakTiB abo moiid. AKTH 0OPMITIOIOTHCSA 3a PE3yJIbTaTaMH peBi3iid (hiHAHCOBO-
TOCTIOAAPCHKOT MISUTBHOCTI, i/ Yac MpUiMaHHsI-TIepeJaBaHHs CIIPaB, CIIUCAHHS
MalHa TOIIO.

JlaToro akTa € jara Horo CKJiajeHHs.



TekcT akTa ckllagaeThes 31 BCTYMHOT Ta KOHCTATYIOUYO01 YAaCTHH.

VY BCTynHIN 4acTHHI 3a3HAYAIOTHCS MIJICTABU JIsl CKJIa/IaHHS aKTa Ta Ha3UBaIOThCS
0co0H, SIK1 CKJIaJU akT ad0 OyJIM MPUCYTHI IPU LIbOMY.

VY KOHCTaTyr04iil 4YacTHHI BUKJIAIal0ThCS CYTh, 3aBIaHH, XapaKTep BUKOHAHOI
poOOTH, BCTaHOBIIEHI (DaKTH, MPOMO3UIIiT Ta BUCHOBKU. KOHCTaTyr04a yacTHHA MOXeE
o opMITIOBATHCS Y BUTJISIAL TaOIHIT.

VY KiHIIl TEKCTY aKTa 3alIUCYIOThCA AaHl MPO KIIbKICTh MPUMIPHUKIB aKTa Ta iX
MICLIE3HAXO/I)KEHHSI.

AKT MAMHUCYIOTh YCi 0COOH, SIK1 Opalii y4acTh y WOTO CKIIaJaHHi.

Oco0a, sika Ma€ 3ayBaKeHHs 710 3MICTYy aKTa, MiJIUCYE HOTO0 1 BUKJIAIa€ CBOIO TyMKY
Ha OKPEMOMY apKyIli, KU T0AA€ThCS 10 aKTa.

IV. PeecTpanist A0KyMeHTIB

1. JlokyMeHTH B 3aKJajii peECTPYIOThCS IIEHTPATI30BAaHO HE3AIEKHO BiJl CIOCOOY
iX CTBOPEHHS, OJIEpKAHHS UM BIATBOPEHHS. Y 3aKJaJll MOXKE 3aCTOCOBYBATHUCS
aBTOMaTU30BaHa (hopma peecTpallii JOKYMEHTIB 3 BUKOPUCTAHHIM
CrieliaTbHIX KOMIT FOTEPHUX MPOTpaM.

2. Peectparis JOKyMeHTIB 301HCHIOETHCS BiAMOBiAHO 110 [TpaBmi opranizarii
JIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB.

3. Peectparrisi JOKyMEHTIB MPOBOUTHCS 3 METOIO 3a0€3MEYCHHS 1X 00JIIKY,
KOHTPOJTIO 32 BUKOHAHHSM 1 ONlepaTUBHUM BUKOPHUCTaHHAM iH(pOpMalii Ta
MOJISATAE Y BEJICHH] 3aMMUCy OOJIIKOBUX JaHUX PO JOKYMEHT, IKUM (DIKCY€EThCS
¢dakT CTBOPEHHsI, BIAMPABICHHS 200 OTpUMaHHS JTOKYMEHTA IUIIXOM
IPOCTABJIEHHS! HA HBOMY PEECTPALIIITHOTO 1HAEKCY 13 3aMKMCOM Y BiOBIIHUX
KypHanax (6a3zax aBTOMaTH30BAHUX CUCTEM) peecTpallii HeoOXiJHIX
BIJTOMOCTEH MPO JOKYMEHT.

4. Peectpartii miusratloTh BXiJiHI, BUXIiTHI Ta BHYTPIITHI JOKYMEHTH (JIOB1JIKH,
JIOTIOBI/IHI 3aIIUCKH, 3asiBU, MPOTOKOJIU 3aCi/laHb MEAAroriuyHux paji, KoMicii
TOIIIO).

5. JIOKYMEHTHU peecTpyIOThCA JIUIIIE OJUH Pa3: BXiJIHI — y IEHb HAAXOIKEHHS a00
HE Mi3HIIIe HACTYIHOT0 POOOYOro AHS, SIKIIO JOKYMEHT HAIIUIIOB Yy
HEpOOOUYHNi Yac, CTBOPIOBAHI — y JIEHb MIAMMUCAHHS a00 3aTBEPI>KEHHSI.

6. JloxkyMeHTH, sSIKi HAIXOJATh 10 3aKJIaay, PEECTPYIOTHCS B )KypHaIl BX1IHOT
KOPECTIOHEHII11, Ti, 10 BIAMPABIISIOTHCSA, — Y )KYPHAIl BUX1THUX JOKYMEHTIB,
BHYTPIIIIHI — Y )ypHaJi BHyTPIIIHIX TOKYMEHTIB, HAKa3u — y )KypHaIax
peecTpailii HakasiB.

[lepenik JOKYMEHTIB, 1110 HE MIJJISITAI0Th PeeCTpalii CrieniaaibHO MPU3HAYEHOO IS
OO 0CO0010, HaBEJIEHO Y A0JATKY 3 110 i€l [HCTpyKIii.



dopMy peecTpariitHoOro )KypHaily Haka3iB KepiBHHUKaA 3aKJIaay HaBeJIEHO Y J0/aTKy 4
1o i€l [acTpykiii.

[IpumipHi hopMu peecTpaliftHUX KypHAIIB BX1JHUX, BUX1JHUX, BHYTPIIIHIX
JIOKYMEHTIB HaBEJICHO y noaaTkax 5 — 7 mo IlpaBun opraHizartiii 1i7I0BOJACTBA Ta
apXiBHOro 30epiraHHs JOKYMEHTIB.

7.

JIOKyMEHTH PEECTPYIOTHCS 3a TPyIHaMH 3aJIeKHO BiJl HA3BH BUIY, aBTOpa Ta
3micTy. OKpeMO peecTpYyIOThCS:

BX1JIHI IOKYMCHTH,

HaKa3# 3 OCHOBHOI JIISJIBHOCTI;

HAKa3M 3 PyXy Y4HIB/BUXOBAHIIIB;

HaKa3| 3 aAMIHICTPaTUBHO-TOCTIOAAPCHKUX MMUTAHb;

HaKa3| 3 KaJIpOBUX MUTaHb TPUBAJIOTO 30€piraHHs;

HaKa3M 3 KaJ[pOBUX MUTaHb THMYACOBOT'O CTPOKY 30€piraHHs;
BHYTPIIIIHI JJOKYMEHTH (IIPOTOKOJIH, TOBIJIKH, TOTIOB1/IHI, TOSICHIOBAJIbHI
3aMKCKH, 3as5BH MPAIIBHUKIB TOIIO);

OyXranTepchbKi JOKYMEHTH;

3BEPHEHHSI TPOMA/JISH, Y TOMY YHCIIi 0aThKiB a00 3aKOHHUX MPEACTaBHUKIB
YYHIB,;

3aMnmuTy Ha myoJiyHy iHpOopMaIliio.

JIoKyMeHTH, 110 TIepeatoThCs eIEKTPOHHOIO MOIITOK0 Yy CKaHOBaH1i Gopmi 6e3
€JIEKTPOHHOTO IU(PPOBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO BiJ] 1HIIIMX
JIOKYMEHTIB 13 3a3HaU€HHSIM €JIEKTPOHHOI aipecy BiANIpaBHUKA Ta ajpecara.
[Tix gac peecTparii T0KyMeHTa HAIA€ThCSI YMOBHE TIO3HAYCHHS —
peectpartiitauii ingexc. CKIaJ0B1 YaCTUHU PEECTPALIHHOTO 1HICKCY
JOKyMeHTa (KpiM 3BepHEHb IPOMAJISIH) BITOKPEMITIOIOTHCS OJTHA Bl OHOT
PaBOOIYHOIO TTOXHIIOK PUCKOIO.

10. [ly1st BXiZHUX JOKYMEHTIB peECTpAIliiHUMN 1HIEKC CKIAAAETHCS 3 TTOPSAKOBOTO

HOMEpa Ta 1HAeKCy cripaBu, Hanpukiaa 89/02-04, ne 89 — nopsakoBuit HOMEp
JIOKyMEHTa y Mexax poky, 02-04 — injexc crpaBu 32 HOMEHKJIATYPOIO CIPaB.

11.V BUXIJHOTO Ta BHYTPIUIHHOTO (32 BUHATKOM HaKa3iB, MPOTOKOIIB) JOKYMEHTA

peecTpaliitHuii iHAEKC CKIaIAa€EThCS 13 1HIEKCY CIpaBy 32 HOMEHKIIATYPOIO
CIIpaB Ta MOPSAKOBOTr0 HoMepa, Hanpukian 02-04/176, ae 02-04 — innekc
CTpaBH 32 HOMEHKJIATYPOIO cripaB, 176 — MopsaKoBHiA HOMEp JOKYMEHTA Y
MEKaX POKY.

V. Cky1ajaHHs HOMEHKJIaTypH CIpaB

Homenknatypa cripaB — 000B’I3KOBUIA JIs1 3aKJIay CUCTEMATU30BAHUIMA
nepestik Ha3B (3arojIoBKiB) CIpaB, 10 (POPMYIOTHCS 13 3a3HAUYEHHSIM CTPOKIB
30epiraHHs CIpas.

HowmeHnkiatypa cripaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJIa/1 €JMHOTO
nopsAKy (opMyBaHHS cripaB, 3a0e3MeueHHs X 001Ky, ONEpaTUBHOTO MOIIYKY
JIOKYMEHTIB 3a 1X 3MICTOM 1 BU/IOM, BU3HAUYEHHS CTPOKiB 30epiraHHs Crpas i €



OCHOBOIO JIJIsl CKJIa/IaHHSI OIKCIB CIIPaB MOCTiMHOTO Ta TpuBajoro (moHam 10
POKiB) 30epiraHHs, a TaKoX JJI 00JIiKy cripaB TuM4acoBoro (10 10 pokis
BKJIFOYHO) 30€epiraHHs.

Cxutaganss Ta opopMIIEHHSI HOMEHKJIATYPH CIIpaB 31HCHIOETHCS BIAMOBIIHO
1o BuMor rnasu 1 pozainy [V IlpaBun opranizaimii gi10BOICTBA Ta apXiBHOTO
30epiraHHs.

Homenknatypa cripaB 3akiany po3poOJsieThCsl BIMOBIIATBHOIO 0CO00I0
(BiAMOBIIAIBHUMH O0COOAaMHU) 3a OpraHi3alliio AUTOBOJICTBA Y 3aKJIaIl 13
3aJIy4eHHAM (axiBIliB CTPYKTYPHUX MIAPO3IUTIB 3aKiIaay (3a IX HASBHOCTI).
HomMmenknaTypa cripaB yXBallFOEThCS KCIIEPTHOIO KoMmiciero (maim — EK)
3aKJaay, sika CTBOPIOETHCS BIMIOBITHO IO 3aKOHO/1aBCTBA.

KepiBHUK HOBOCTBOPEHOT 0 3aKjaay 3000B’s3aHUM HE MI3HIILIE OJHOTO POKY 3
NOYaTKy JisTbHOCTI ofaT cxBayieny EK 3aknamy HOMEHKIIaTypy cripaB Ha
pO3IIIsA eKcriepTHO-TepeBipHii komicii (nani — EITK) BigmoBigHOTO
nep>xkapHoro apxiBy, EK apxiBHOro Bijainy paifoHHOI fep:kaBHOI aaMiHiCTpallii
a00 MICBKOT pajiy, y 30HI KOMIUIEKTYBaHHS SIKOTO repedyBae 3aKia, s
NPOBEICHHS €KCIIEPTHU3U IIIHHOCTI JIOKYMEHTIB 3 METOIO X MOXKIIUBOTO
BiJTHECEHHs 70 Jukepen ¢hopMyBaHHs HarionanbHOro apxiBHoro GoHmy (Iaii —
HAD).

3akmaj, U0 HaJeKUTh 110 Jxepen popmyBanHs HAD, y nogansiiomy
MOTOJIKY€E CBOIO HOMEHKIIatypy crpas 3 EIIK BignoBigHOro Aep:xaBHOTO
apxiBy.

3axiaj, y DisUTbHOCTI SIKOTO HE YTBOPIOKOTHCS MOKyMeHTH HA®D, moromxye
HOMEHKJaTypy crnpas 3 EK oprany ynpasiiiHHSI OCBITOIO.

HomenknaTypa cripaB 3akiiay miajasrae moroJKeHHIO 3 BIAMOBITHUM
JIepKaBHUM apXiBOM a00 OpraHOM YIIPaBJIIHHS OCBITOIO OAMH pa3 Ha I SITh
POKIB a00 HEBIAKIAAHO B pa3i ICTOTHUX 3MiH Y (hOpMi BIaCHOCTI, CTPYKTYPI,
GYHKITIAX Ta XapakTepl poOOTH.

10.IToromxeny EIIK BinmosigHoro nep:kaBHoro apxiBy abo EK oprany

yIPaBJIiHHS OCBITOI0 HOMEHKJIATYPY CIPaB 3aTBEP/DKYE KEPIBHUK 3aKIIay.

11. HampukiHIli pOKY HOMEHKJIATypa CIPaB 3aKPUBAETHCS MIJICYMKOBUM 3aIIACOM

PO KaTeropii Ta KUIbKICTh CIPaB, 3aBEACHUX Y BIAMOBILAHOMY POIIL.

12.Homenkmarypa crpaB mopoky (He mizHimie 20 Tpy/iHs) YTOUHIOEThCS,

3aTBEPIKYETHCS KEPIBHUKOM 3aKJIady Ta BBOAUTHCSA B it0 3 01 ciuns
HACTYITHOT'O POKY.

VI. ®opmyBaHHs cipaB, 30epiraHHs JOKyYMEHTIB

dopMyBaHHS CIPaB — TPYIyBaHHS BUKOHAHUX JIOKYMEHTIB Y CTIpaBU
BIJIMIOB1THO /10 HOMEHKJIATyPH CTIPAB.

dopMyBaHHS CITpaB 3aKJIay 3A1MCHIOEThCS 3 TOTPUMaHHIM BUMor [IpaBuin
oprasizaiii I1JIOBOJICTBA Ta apXiBHOT'O 30epiraHHs JOKYMEHTIB.

Haka3zu 3 ocHOBHOI IIsSTBHOCTI 3aKJIay, aaMiHICTPATUBHO-TOCTIOAPCHKHUX,
KaJIpOBUX MUTaHb Ta PYXY YUHIB/BUXOBAHIIIB IPYIYIOTHCS B Pi3HI CIIPABH y
XPOHOJIOTIYHOMY MOPSIAKY BIAMOBIIHO J0 iX BUAIB Ta CTPOKIB 30€piraHHs.
JIokyMeHTH, 3aTBepAKEeH1 HaKa30M KepiBHUKA 3aKJIafdy, € J0JaTKaMu 10 HbOTrO
1 TPYIYIOTHCS Pa30M 13 UM PO3MOPSTIUM JOKYMEHTOM.



5. JlucTyBaHHS rpyMy€eTHCS 3a 3MICTOM 1 KOPECTIOHIEHTCHKOIO 03HAKOIO Ta
CHUCTEMATHU3YETHCS B XPOHOJIOTIYHOMY TMOPSIIKY: IOKYMEHT-BIIMOBIIb
PO3MILIYETHCS 32 JOKYMEHTOM-3aITUTOM.

6. AndapiTHa KHUTA Y4HIB/BUXOBAHIIIB, )KypHAJIHU IPYIH MOJAOBXKEHOT'O JTHS,
00Ky MPOITYIIEHUX 1 3aMIHEHUX YPOKiB, KHUTH OOJIIKY Ta BUa4i CBIJIOLTB 1
JOJIaTKIB JO CB1IOLTB PO 0a30BY 3arajibHy CEPEIHIO OCBITY, AT€CTATIB T
JOJIaTKIB J0 aTECTaTIB MPO MOBHY 3arajibHy CEPEIHIO OCBITY, 30J0TUX MeAaen
“3a BUCOKI JIOCATHEHHS y HaBUaHHI Ta CPIOHUX MeAayen “3a NOCATHEHHS Y
HaBYaHH1” MPOITHYPOBYIOTHCS, @ CTOPIHKH HyMepyroThcs. Ha ocTanHii
CTOpIHIII XyPHATy/KHUTH POOUTHCS 3aIMUC PO KUIBKICTh CTOPIHOK Y
KYypHaJII/KHU31, 1110 MINUCYEe KepIBHUK 3akiaaay. [lianuc kepiBHUKA
CKPITITIOETHCA MEYATKOIO 3aKJIaay (3a HasIBHOCT).

7. Y pa3i norpeOu 3a pillIeHHSIM MeJaroriyHoi pajau y 3akiaai MOXXyTh
CTBOPIOBATUCSA Ta BECTUCS 1HIII )KypHAIU (KypHaJ MPaKTUYHOIO TICKXOJIOTa,
COLIIaJILHOrO Te/1arora TOIlo).

VII.LEkcnepTu3a HiHHOCTI JOKYMEHTIB.
IHopsinok miArOTOBKHU CIPaB 10 NepeJaHHs A5 apXiBHOI0 30epiraHHs

1. EkcnepTu3a MiHHOCTI JIOKyMEHTIB Ta MOPSIOK ITiATOTOBKH CIIPaB 10
nepelaHHs JIsl apXiBHOTO 30epiranHs 341MCHIOIOTHCS Ha miacTasi [Ipasun
oprasizaiii 1JIOBOJICTBA Ta apXiBHOT'O 30€epiraHHs JOKYMEHTIB.

CrientiasibHI BUMOTH 10 €KCIIEPTU3HU IIIHHOCTI JOKYMEHTIB Ta MOPSIKY MiATOTOBKH
CIIpaB JI0 TIepeaHHs sl apXIBHOTO 30epiraHHs 3akiiaay rnependadyeHi mMieto
[HCTpYKIIi€TO

2. Jlnst opranizarii Ta mpoBeNEHHS €KCIIEPTU3H IIHHOCTI JJOKYMEHTIB, 1110
YTBOPWJIUCS Y J1JIOBOJICTBI 3aKjIaay, Ta MOJAaHHS pe3yIbTaTiB €KCIEPTU3H
IIHHOCTI TokyMeHTiB Ha po3riisia EIIK nepskasroro apxiBy (EK apxiBHOTO
BIJIUTY pallOHHOI JIep>KaBHOI aIMiHICTpallii a00 MICbKOi paJii) YTBOPIOETHCS
EK 3aknamy. CtBopennst EK Ta opranizaiiis ii poOOTH 311HCHIOIOTHCS
BiZIMOBITHO /10 mocTaHoBU KaGinety MinicTpiB Ykpainu Big 08 cepmus 2007
poxy Ne 1004 “TIpo mpoBefeHHs €KCIIePTH3H IIIHHOCTI JOKYMEHTIB’ Ta HaKa3y
MinictepcTBa roctuiii Ykpainu Big 19 uepsus 2013 poxy Ne 1227/5 “IIpo
3aTBepAKeHHs! TUIIOBOTO MOJIOKEHHS PO EKCIEPTHY KOMICIIO JIeP>KaBHOTO
Oprany, opraHy MiCIIEBOTO CaMOBPSITyBaHHSI, IEP>KaBHOTO 1 KOMYHAJILHOTO
HiANPUEMCTBA, YCTAHOBU Ta OpraHi3aiiii’, 3apeecTpoBaHoro B MiHicTepcTBi
roctuiii Yipaiau 25 yepBust 2013 poky 3a Ne 1062/23594.

Crutan EK Ta monosxeHHsI Mpo Hel 3aTBEP/IKYIOTHCSI HAKA30M KEpiBHHUKA 3aKIIay.
I'onoBoro EK npu3HavdaeThbest OUH 13 3aCTYITHUKIB KEpPIBHUKA 3aKIIaIy, CEKpeTapeM —
oco0a, BIATOBITaJIbHA 332 TOKYMEHTH, IO MiJIATal0Th 30€piraHHIO Ta MepeaaHHIO B
apxiB.



Jlo cknany EK 3axmany 3a iX 3rofior0 MOXYTh BXOJIUTH MPEICTABHUKH apXiBHUX
YCTaHOB, OpraHy BHIIOTO PiBHSA (BiAMOBITHOTO OPTaHy yMPaBIiHHS OCBITOIO),
METOJIMYHUX LIEHTPIB, MPO(DECIMHNX CIIIOK, X 00’ € JHAHb.

3. Cmnpasu noctiiiHoro Ta TpuBasoro (moHaa 10 pokis) 30epiraHHs epeaaroThCs

Ha 30epiranHs 0co0i, BIIMOBIIAIbHIN 32 apXiB, 3a OMKUCAMHU, 110 CKJIATAI0THCS
ocobamu, BIMOBIAAIBHUMHU 32 (POPMYBaAHHS CIIPaB 3 BAMOBITHOTO HANPSIMY.

[TpuiHATTA KOXKHOI CIIpaBU 3[IHCHIOETHCS Y IPUCYTHOCTI MpaIliBHUKA, IKUH TIepeaae
JOKYMEHTH.

4. 'V KiHIIl KOXKHOT'O IPUMIPHHUKA OMKCY 0c00a, BIAMOBIAAIbHA 32 apXiB 3aKjiIauy,

MPOCTABJISIE TiAMKC MO0 MPUIHATTS CIPaB 3 000B’I3KOBUM 3a3HAUYCHHSIM
KUTbKOCTI (1IMpamMu 1 CI0BaMH) MEPEIaHNX CIIPAB 1 3a3HaYa€ Jary.

[Ticns npuitHATTS cripaB mocTiiHOrO Ta TpuBaioro (moxaxa 10 pokis)
30epiraHHs, 3 KaJpoBHX MUTaHb 0c00a, BIAIOBIaJIbHA 3a apXiB 3aKJIaay, Ha
MiJICTaBl OMKCIB CIPaB, 3a SKUMH 3TIMCHEHO TPUHHATTS JOKYMEHTIB, 3a
BCTAHOBJICHOIO ()OPMOIO TOTYE PIYHI PO3J1IN 3BEICHUX OIKCIB CIIPAB:

nocTitHoro 36epiranus (y 3akiajii, mo € mpxepenoM popmysanas HAD);
TpuBasoro (monana 10 pokis) 30epiranHs;
3 KQJIPOBHX THTAHb.

Oco06or10, BiIMOBITATHHOIO 3a apXiB, CKIATAETHCS aKT PO BUITYUEHHS JJI 3HUIICHHS
JIOKYMEHTIB, He BHeceHnX 10 HAD.

6. 3BeneHuil omucC CrpaB MOCTIHHOTO 30€piraHHs CKIIAIA€ThCSA Y YOTUPHOX

npumipaukax. [licnsa cxBanenns EIIK gep»xaBHOro apxiBy Ta 3aTBEpKEHHS
KEPIBHUKOM 3aKJIay OJWH MOT0 MPUMIPHUK HAMIPABIISETHCS IEp KaBHIN
apXiBHIM YCTaHOBI YM apXiBHOMY BIJILTY MICBKOI paJiu, y 30H1
KOMIUIEKTYBaHHS SIKOTO IepedyBae 3aKkia, Ipyruii IpUMIpHUK 30€piraeThCs
SK HEIOTOPKaHU 0CO00I0, BiJIMOBITATHHOIO 32 apXiB 3aKJay, TPETii,
YEeTBEPTUI — BUKOPUCTOBYIOTHCS Y 3aKJIa/11 IS IOTOYHOT'O TIOIIYKY CIpaB 1y
pasi iX mepeaaHHs Ha MOCTiHE 30epiraHHs HaaXoAATh 0 BIIMOBITHOT apXiBHOT
YCTaHOBH.

3Benenuii onuc TpuBaioro (moxaa 10 pokiB) 30epiraHHs CKIAIA€ThCS Y TPhOX
npuMipHuKax. /1o HbOro BKIIIOUAIOTHCS TAKOXK CIIPABH, SIKi 32 HOMEHKJIATYPOIO
CIIpaB MarOTh CTPOK 30epiranus “mo mikBigari 3akmany”. [licas cxBanenns EK
3aKjaay IpUMIPHUKY OINKCY HAMpaBlsAOThCs Ha cxBasieHHsa EK oprany
yhpaBiliHHS OCBITOO. [1iciis moBepHEHHS BCIX MPUMIPHUKIB OMUCY HOTO
3aTBEPIKY€E KEPIBHUK 3aknany. [lepimuit mpuMipHUK ONuUCy 30€piraeThcs B
3aKjal sIK HeIOTOPKaHUH, IPYTruid — € pOOOYUM 1 BUKOPUCTOBYETHCS JIJIs
MOTOYHOTO MOIIYKY CIIpaB, TPETii MOXe HaJICUIIATUCS 1JIs1 KOHTPOITIO
BIJIMOBITHOMY OpTraHy YIIPaBIiHHS OCBITOIO.

8. Omnwuc crpaB 3 KaApOBUX MUTaHb CKJIATAETHCS Y 3aKiall, IKUMA:

€ mxepenom ¢popmyBanHa HA®D — y Tppox nmpuMipHHKaX;



o He € mxepenom ¢popmyBanHst HAD — y 1BOX mpuUMipHHUKaX.

9. 3aroyoBKH CIIpaB OMUCY 3 KaIPOBHUX MUTAaHb CUCTEMATU3YIOTHCS 32
HOMIHAQJIBHOIO 03HAKOIO (TPYIyBaHHS B OAHY CIIpaBy JIOKYMEHTIB OHOIO
BUJTY) Y TaKii MOCIIiIOBHOCTI:

e Haka3u KepiBHUKA 3aKJIay 3 KaJ[pOBUX MMUTAHb;

e Haka3W KepiBHUKA 3aKJIady 3 PyXy YUHiB/BHXOBAHIIIB,;

e 0OJIKOBI IOKYMEHTH;

e CHHCKH YYHIB/BUXOBaHIIB (ayipaBiTHA KHUTA YUHIB/BUXOBAHIIB);

e KypHaJM peecTpallii Haka3iB 3 KaJpPOBHX MHUTAHb;

e 0COOOBI CrIpaBU MPAIliBHUKIB;

e KOHTPAKTH, TPYAOBI IOTOBOPH;

o OyxranrepchbKi JOKyMEHTH (0COOO0B1 paXyHKH 13 3apO0iTHOI IJIaTH, B pasl ix
BIJICYTHOCTI — pO3paxyHKOBI1 BIJOMOCTI 13 3apIliaTH);

e JOKYMEHTH Mpo Tapudikaiiito (TapudikaiiitHi BIIOMOCTI (CITUCKH));

e JIOKYMEHTH IPO MPOBEACHHSA JIep>KaBHOI aTecTallii,

e KHWTHY OOJIKY 1 BUJa4l CBIJOILTB Ta JOJATKIB J0 CBIONTB PO 0a30BY 3arajibHy
CEpEeIHIO OCBITY; aTeCTaTiB Ta JOJATKIB JI0 aT€CTATIB MPO MOBHY 3arajibHy
CEpEeIHIO OCBITY, 30JIOTUX MeJajei “3a BUCOKI TOCATHEHHs Y HaBUaHH1" Ta
cpiOHMX Meaanel “3a TOCATHEHHS y HaBYaHHI”,

e JIOKYMEHTH IO HEIIACHI BUNAJKH (aKTH, TPOTOKOJIH, BUCHOBKH, KypHAIIH);

e KYpHaJIM peecTpallii 0ci0, HOTEPHUINX BlJ HEIIACHUX BUIAJKIB;

e KYpHaJIH OOJIIKY pyXy TPYAOBUX KHUXKOK Ta BKJIaJIOK /10 HUX;

e KYypHaJ PEECTpallii HaKa31B 3 PyXy yUHIB/BUXOBAHIIIB;

o He3aTpeOyBaHI 0OCOOUCTI JOKYMEHTH MPalIBHUKIB (TPYI0BI KHIKKH).

10.Oco00B1 cripaBu y4HIB BHOCSTHCS /10 OIUCY 32 POKOM 3BUIbHEHHS MpalliBHUKA
1 CUCTEMAaTU3YIOThCS 32 PI13BUIIIAMU 3BUIBHEHUX MPALIBHUKIB B al1(aBITHOMY
HOPSKY.

11.3BeneHi onuMcH crpaB MOCTIHHOTO, TpuBasoro (moHas 10 pokiB) 30epiranHs, 3
KaJpOBUX MMUTAHb Ta aKT PO BUIYUYCHHS IS 3HUILEHHS IOKyMEHTIB, HE
BHeceHnX 10 HA®D (maini — akt npo BUIIYYSHHS JIsl 3HUIEHHS IOKYMEHTIB),
posrasaaroThes EK 3akmany onHoudacHo.

12.3aknan, mo € mxepenom GopmyBanns HAD, onvicu cripaB mocTiitHOTO
30epiraHHs Ta 3 KaIPOBHUX MHUTAHb PA30M 3 aKTaMH PO BUITYYCHHS IS
3HUIICHHS JOKYMEHTIB micis cxBajeHHs iX EK 3aknamy momae Ha po3risn
EIIK BiAMOB1AHOTO AEP>KABHOTO apXiBy.

13.3akunan, mo He € mxepenom GopmyBanHs HAD, onucu cripaB 3 KaApOBUX
NUTaHb Pa30M 3 aKTaMH MPO BUIYUYEHHS JIsl 3HUILEHHS IOKYMEHTIB MiCIs
cxBasienHs ix EK 3aknamy monae na posrisg EK apxiBHoro Binaiiny pailoHHO1
JIep>KaBHOI aMiHICTpallii a00 apXiBHOTO BTy MIChbKOT paau. OTIHCH CTIpaB
TpuBasoro (moraxa 10 pokiB) 30epiranns micis cxBaieHHs EK 3akmamy
nojaroTbes Ha po3riisig EK oprany ynpaBiiHHS OCBITORO.

14 .TloromxeHi (cxXBaJjieH1) aKTH PO BUITYYEHHS /ISl 3HULIEHHS TOKYMEHTIB, HE
BHeceHnX 10 HA®D, 3aTBepIKyIOThCSI KEPIBHUKOM 3aKIIafy.



15.1Ticns 3aTBEpIKEHHS aKTa PO BUIYUYCHHS I 3HUILEHHS TOKYMEHTIB 3aKiajl
Ma€ MpaBo 3HUIIUTH TOKYMEHTH.

16.KepiBHuk 3akiany 3000B’s13aHMi 3a0e3eunTH 30€peKEeHHS JTOKYMEHTIB, a y
pa3i BKIIFOUEHHS 3aKJIa/1y JI0 CIIUCKY IOPUINYHHUX OC10 — mxepen hopMyBaHHS
HA® micns 3akiHU€HHS] BCTAHOBJICHUX TPAHUYHUX CTPOKIB 1X 30epiraHHs B
IBOMY 3aKjal — 3a0€3MeUnTH NepelaHHs JOKYMEHTIB ISl IOCTIHHOTO
30epiraHHs 10 BIAMOBIIHOL Iep>KaBHOI apXIBHOI YCTAHOBH YU apXiBHOT'O
BIIJIUTY MICBHKOT pajIy.

['enepanbauil IUpEKTOp
JTUPEKTOpaTy MOMIKITEHOT
Ta MIKIJTLHOT OCBITH A. O. OcMONTOBCHKHIA

Honatoxk 1

10 [HCTpyKIIii 3 11710BOJCTBA

y 3aKja/iax 3arajbHoi CepeqHbOi OCBITH
(mynkt 3 posaury II)

BUMOI'N
10 0(popMJIEeHHS JOKYMEHTIB, 1110 BUTOTOBJISIOTHCS 32 JIONIOMOT 010
KOMII’IOTEPHOI TeXHIKH

1. Jns npykyBaHHS TEKCTIB CIIy>KOOBHX JIOKYMEHTIB BUKOPUCTOBYETHCS
rapHiTypa Times New Roman, mipudt — posmipom 12 — 14 npykapcbkux
MyHKTIB. Jl03BONIAE€THCSI BAKOPUCTOBYBATH MIPUPT po3mipom 8 — 12
JIPYKapChKUX MyHKTIB AJIs1 APYKYBaHHA pekBi3uty “IIpi3Buiiie BUKOHABIIS 1
HOMep ioro TenedoHy”, BAHOCOK, MOSICHIOBAJIbHUX HAIMCIB 10 OKPEMUX
€JIEMEHTIB TEKCTYy TJOKyMeHTa ab0 oro peKkBi3UTIB TOIIIO.

[Tix gac ApyKyBaHHS 3ar0JIOBKIB JTO3BOJISIETHCSI BUKOPHUCTOBYBATH HAITIBYKUPHUH
mpudt (mpsimMuit ab0 KypcHB).

2. Tekct nokymenTiB Ha marepi popmary A4 (210 x 297 minimerpiB)
PEKOMEHIOBaHO APyKyBaTh yepe3 1 — 1,5 MbKpsaKoBOro iHTEpBaiy, a
dopmarty AS (210 x 148 mimimeTpiB) — depe3 1 MIKPSAKOBUI 1HTEpBAJL.

JIoKyMeHTH TTOBHHHI MaTH TaKl MoJIsl (MUTIMETPIB):

o 30— mBe;
o 10— npase;
o 20 — BepxHE Ta HIXKHE.

PexBi3uTu nokymMeHTa (KpiM TEKCTY), K1 CKJIaIal0ThCs 3 KUTBKOX PSJIKIB, APYKYIOThCS
yepe3 1 MikpsakoBuit iHTepBai. CKiIa0B1l YaCTUHU PEKBI3UTIB “Axapecatr”’, “I'pud
3atBepkeHHs”, “I'pud moromxeHHs” BIAOKPEMITIOIOTHCS OAMH BiJl OJHOro yepes 1,5
MDKPSIKOBOTO 1HTEpPBAIY.



PexBi3zuT noKyMeHTa BiJOKPEMITIOIOTHCS OJIMH Bia ogHOro yepe3 1,5 — 3
MDKPSIKOBUX 1HTEPBAJIH.

3.
4.

Ha3Ba Buny 1oKymMeHTa IPYKY€eThCS BEIMKUMU JIITEPAMH.

PosmudpyBanns nianucy B pekBizuti “Ilianuc” npykyeTbcs Ha piBHI
OCTAHHBOT'O PSIJKA HA3BU MOCAIH.

He pobuthcs BiacTyn BiJ Mexi JIIBOTO TOJIS JUTsl peKBI3UTIB “JlaTa
JTOKyMeHTa”, “3aroioBOK /10 TEKCTy nokymeHTa”, “Tekct” (0e3 ab3ariB),
“BinmiTka po HasBHICTH n0AaTKiB”, “IIpi3BHIlle BUKOHABIIS 1 HOMEP HOTO
TenedoHy”, HaliMeHyBaHHS Tocaau y pekBizutax “Iligmuc” ta “I'pud
MOTO/PKEHHS ™, HAMUCY “3rigHo 3 opuriHagom”, a Takox ciiB “CJIY XAJIN”,
“BUCTYIINIIN”, “YXBAJIMJIN”, “HAKA3VYIO”.

3a HasIBHOCTI KUIbKOX rpU(iB 3aTBEPIKEHHS 1 TOTOJKEHHSI BOHU
PO3MIIILYIOTHCS HA OAHOMY PiBHI BepTUKAJIbHUMU psiakaMu. [leprmii rpud —
B1Jl MEX1 JIIBOTO MOJISI, Ipyruit — uepe3 104 mutiMeTpu BiJl MeXi JIIBOTO MOJIS.
[1in yac oopmIleHHSI JOKYMEHTIB Ha JBOX 1 OlJIbllIe CTOPIHKAX Apyra Ta
HACTYTIHI CTOPIHKU MalOTh OyTH npoHyMepoBaHi. [lepina cTopinka He
HYMEPYETHCSI.

TekcTu JOKYMEHTIB MOCTIMHOTO 30epiraHHs APYKYIOThCSI Ha OTHOMY OoI1l
apkymia. JIokyMeHTH 13 CTpOKOM 30€epiranHs A0 5 poKiB MOXHa IpyKyBaTH Ha
JIUITLOBOMY 1 3BOPOTHOMY OOIIl apKy1iia.

Honatoxk 2

1o [HCTpyKIIii 3 IIJTIOBOICTBA

y 3aKJIaJiax 3arajibHOI CEpeaHbOI OCBITH
(myHkT 4 po3aury II)

HEPEJIIK

AOKYMEHTIB, HA AKMX IiJANKC MOCaT0BOI 0CO0H 3aCBIA1Y€ETHCH BIiIOUTKOM

o O

NMEYaTKHU 3aRKJIany

AKTH (BUKOHAHHS pOOIT, CIIMCAHHS MaTepiadbHUX LIHHOCTEH, (PIHAHCOBUX
NEPEBIPOK, BIIIYYECHHS JOKYMEHTIB JUIsl 3HUIIICHHS], IEpeAaBaHHs CIIpaB TOIIO).
JloBiaku (TIpO BUKOPUCTaHHS OIOPKETHUX ACUTHYBaHb Ha 3apo0iTHY IUIATY,
HapaxyBaHHS 13 3apOOITHOI IJIATH TOLIO).

JloroBopu (Tipo MaTepialibHy BiAMOBIJATbHICTh, HAYKOBO-TEXHIUHE
CHiBpOOITHHUIITBO, MIAPSIINA, OPEHAY MPUMIIIEHb, BUKOHAHHS POOIT TOIIIO).
JlokymeHTH (OB1AKH, TOCBIAYEHHS TOIIIO), 10 3aCBIAYYIOThH IpaBa TPOMAJISH 1
IOPUIUIHHX 0Ci0.

JlopydeHHs Ha oJiep>KaHHsI TOBApHO-MaTepiabHUX IIIHHOCTEH.

3aBnaHHs (Ha MPOEKTYBaHHS 00’ €KTIB, TEXHIYHUX CIOPY/I, KaliTalbHE
OyIIBHUIITBO, TEXHIYHI TOIIIO).

3pa3ku BiIOUTKIB MEYATOK 1 MiIMUCIB MPAIiBHUKIB, SKi MalOTh TIPaBO
3/1icCHIOBAaTH (DIHAHCOBO-TOCIOIAPCHKI Oreparii.

Komrropuc BuTpar (Ha KaJbKYJIALIIO 3@ JOrOBOPOM, Ha KamiTaJlbHE
OyIIBHHUIITBO TOIIIO).

JlucTtu rapanTiiiHi (Ha BAKOHaHHS pOOIT, HATaHHS MOCIYT TOIIO).



10.Omnucu cnpaB noctiiiHoro, TpuBasioro (mouasn 10 pokis) 36epiranus, 3
KaJpOBHX IMUTAHb.

11.1IIrarHi po3nucy.

12. TpynoBi KHIKKH.

Jonatok 3
1o [HCTpyKIIii 3 11710BOACTBA
y 3aKJiafiax 3arajibHOi CepeHbOI OCBITH

(myHKT 6 po3niny IV)
IEPEJIIK
AOKYMEHTIB, 1110 He Mi/IAIral0Th peecTpauii crneniajibHO NPU3HAYEHOI0 /151 IHOI0
0c00010

I'padiku, Hapsiu, 3as8BKH, PO3HAPSAKH.

3BeeHHs Ta iHQopMaIllis, HaJaiciaaHl 10 BigoMa.

HapuanbHi 11aHu, OCBITHI Mporpamu (KOITii).

Pexnamui moBiioMIIeHHS, TUIAKaTH, MPOTrPaMu Hapal, KOH(PEPEHIIii TOIIO.
Hopwmu BuTpart matepiasiis.

BiranpHi ucTy 1 3anpoiieHHs..

JlpykoBaHi BUIaHHS (KHUTH, KYpPHAIU, OIOJIETEH1).

MicsuHi, KBapTajibH1, TIBPIYHI 3BITH.

. ®opMU CTAaTUCTUYHOI 3BITHOCTI.

10. JloroBopm.

CoNoakrwNE

Jonatok 4
1o [HCTpyKii 3 AIOBOACTBA Y
3aKJIa/1ax 3arajgbHOi CepPeIHbOI OCBITH

(myHKT 6 po3niny IV)

PeecTpaniiiHuii )KypHaI HAKa3iB KePIBHUKA 3aKJIaay

[Ipi3Buire,

1”1 anm [Ipi3Buie,
Peecrpariiinuii npariBHUKA, 1HIaIHA
THJIEKC ara Ha K0T B1IMOB1AQIBHOL :

a . 3aroj0BOK HakKa3y ., VATTOBIA [TpumiTku

(HOMED) Hakazy MOKJIaJIEHU 0co0u
HaKa3zy KOHTPOJIb 32 (BiJIMOBIATBHUX

BHKOHAHHSA OCi0)

HaKazy

1 2 3 4 5 6



