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3apeecTpoBaHo B MiHicTepcTBI
HCTULIT YKpaiHN

11 BepecHsa 2018 p.

3a Ne 1028/32480

IHCTPYKUIA
3 Ai/10BOACTBA Y 3aKnajax 3arasibHoi cepefHbOi OCBITU

I. 3aranbHi NOM0XEHHS

1 g IHCTpYKLiA BCTAHOBMIOE 3arasibHi BUMOIM WOAO LOKYMEHTYBaHHA YMpaBiHCLKOI iH(opMaLlii Ta opraHisauil
po60TY 3 JOKYMEHTAMM Y JePXKaBHUX | KOMYHa/IbHMX 3aK/afax 3arasibHoi CepeAHbOT OCBITU (Aaui - 3aKagn).

2. [JoTpuMaHHs BUMOT OO0 MOPAAKY BeeHHA JOKYMEHTYBaHHS, BCTAHOB/IEHMX Liiet0 IHCTPYKL e, € 060B’A3KOBUM
ANsa 3aKnagi..

3. 3aKknagn opraHi3oBYHOTb [1i0BOACTBO BiANOBIAHO [0 iHCTPYKLIT, iKa PO3PO6ASETLCA Ha OCHOBI LT IHCTPYKLUIT Ta
3aTBEPLKYETLCA KEPIBHUKOM 3aKagy.

4. OpraHizauia AinoBoAcTBa i KOHTPO/b 3a CBOEYAaCHUM PO3rNSAAOM Ta MPOXOMKEHHAM AOKYMEHTIB Y 3aknagi
3[IANCHIOTLCA BiAMNOBIAANbHOK 0C060K (BigNOBiganbHUMKM 0co6amn), fka (AKi) nNpu3HavaeTbCs (MPU3HAYAKOTHCSA)
KepiBHMKOM 3aK/agy.

5. CTBOpEHHS! eNeKTPOHHMX AOKYMEHTIB 3[IACHIOETLCS BIAMOBIAHO A0 3aKOHIB YKpaiHu «[1po  eneKTPOHHI
[OOKYMEHTW Ta eNIeKTPOHHUIA JOKYMEHTO06ir», «[1po eneKTPOHHWUIA LMMPOBMIA Nignuc», Hakaly MiHicTepcTBa HOCTULT
Ykpainu Big 11 nuctonaga 2014 poky Ne 1886/5 «[IMpo 3aTBepieHHs [NopsaaKy poboTu 3 eNeKTPOHHUMY JOKYMEHTaMN Y
[INOBOACTBI Ta X MIATOTOBKM [0 MNepefaBaHHA Ha apxiBHe 306epiraHHsA», 3apeecTpoBaHOro B MIiHICTEPCTBI HOCTULIT
Ykpainn 11 nuctonaga 2014 poky 3a Ne 1421/26198. %

3aKknagy MOXyYTb CTBOPHOBATU [AOKYMEHTM TuUM4acoBoro (A0 10 poKiB BK/IKOYHO) CTPOKY 306€epiraHHs nuile B
eNEKTPOHHIM hopMi 3a YMOBW HasBHOCTI BifNOBIAHOIO TEXHIYHOIO 3a0e3MeYeHHs 3 ypaxyBaHHAM BUMOI 3aKOHOJaBCTBa
YKpaiHu Ta wiel IHCTpyKuUi.

6. MNopagok opraHisauii 4inoBoACTBa 3a 3BEPHEHHAMM FPOMasH, 3anMTaMn Ha Ny6iyHy iHPOpMaL|it0 BU3HAYAETHCS
3aKkoHaMKn YKpaiHum «[1po 3BepHEHHS rpomMafsH». «[po goctyn Ao ny6aivHoT iHopMaLlii».

7. Y 3aKknafi Ain0BOACTBO 3AIMCHIOETLCS AEPXXaBHOK MOBOH. [JOKYMEHTU CKMafatoThbCA [LepXKaBHOK MOBO, KpiM
BMNaKiB, nepesbayeHnx 3akOHOLABCTBOM MPO MOBM B YKpaiHi.

[lOKyMeHTW, AIKi HaACUNarTbCA IHO3EMHMM aapecaTaM, OPOPMIIIOITLCA YKPATHCbKOK MOBO, ab0 MOBOIO AepXKaBu-
afpecara, abo OAHIE 3 MOB Mi>KHApPOZLHOIO CMi/IKyBaHHS.

8. CTpoKn 36epiraHHs AOKYMEHTIB, LU0 CTBOPHOIOTLCA Mif 4ac [AisSNbHOCTI 3aKnagy, BU3HAYatOTbCS HaKa3oMm
MiHicTepcTBa rOCTULIT YKpaiHu Bif 12 kBiTHA 2012 poky Ne 578/5 «[Npo 3atBepiXeHHs lMepesiiky TUMOBUX LOKYMEHTIB,
LLLO CTBOPHOKOTLCA Mif Yac AIANbHOCTI JepXXaBHWUX OpraHiB Ta OpraHiB MICLEBOro caMoBpsiAyBaHHS, iHLUMX YCTaHOB,
NigNPUEMCTB Ta OpraHisauiil, i3 3a3HaYeHHAM CTPOKIB 30epiraHHs [OKYMEHTIB», 3apeecTpoBaHUM Yy MiHicTepcTBi
tocTuLiT YKpainn 17 kBiTHA 2012 poky 3a Ne 571/20884 (3i 3miHamu).

I1. 3arasibHi BUMOrn A0 CTBOPEHHSA, 0(DOPM/IEHHSA Ta AOKYMEHTYBaHHSA yrnpaBAiHCbLKOT iHhopMaLlii

1. JJoKyMeHTyBaHHS YNpaB/iHCbKOI iH(hopMaLii 3aKknady nonfdra€ y CTBOPEHHI AOKYMEHTIB, LIO CrpsiMOBaHI Ha
BUPILLEHHSA YNPaBiHCbKNX PiLLEHb.

2. Hassa Buay [doKymeHTa (Haka3, MpPOTOKOA, [AOMNOBigHA 3anucKa TOLWO) Mae BiAgnoBigaTM HasBam,
nepepb6ayeHum posginom 3 [epXaBHOro knacugikaropa ynpasniHCbKOT fokymeHTauii AK 010-98, 3aTBepxeHOro
Haka3oM [lep>kaBHOro KOMITETY YKpaiHu Mo cTaHAapTu3auii, meTposnorii Ta ceptudikauil Big 31 rpyaHs 1998 poky Ne
1024 (3i 3miHamu).

OdhopMneHHst pekBi3WTIB  OpraHisaliiiHO-po3nopsaY0l  AOKYMeHTalUil Ta MopsAaoK 1X po3TallyBaHHS MatOTb
BignosigaTy HauioHansHOMY CTaHAapTy YKpaiHu «[epxaBHa YHiikoBaHa cucTeMa [OKyMeHTauil. YHiikoBaHa
cucTeMa opraHisayiiiHo-po3nopsagyol [OKyMeHTauii. Bumory fo odopmitoBaHHA AokymeHTiB. ACTY 4163-2003»,



aTBepKeHOMY Haka3oMm [lep)XaBHOro KOMITeTy YKpaiHM 3 MUTaHb TEXHIYHOro PerysnitoBaHHA Ta CroXMBYOI NOMITUKN
Big 07 kBiTHA 2003 poky Ne 55 (gani - ACTY).

3. OpraHi3aliiHo-po3nopsaadi  AOKYMEHTU OGOPM/IIOKTLCA Ha 6naHKax, Lo BMIrOTOBAAKOTHCA 3rigHO 3
Bumoramu ACTY Ta ujiel IHCTpyKLUIT.

Y 3aKknafii MOXYTb BUKOPUCTOBYBATUCA TaKi 6/1aHKN [OKYMEHTIB:

3arasbHWiA 6MaHK A1 CTBOPEHHS Pi3HMX BUAIB JOKYMEHTIB (6e3 3a3HaueHHs Y 6/1aHKy Ha3BW BUAY AOKYMEHTA);
6naHK NnCTa;

GnaHK Hakasy.

Brvmorn o oopMIEHHS! AOKYMEHTIB, IO BWUFOTOBASAKOTLCA 3a [JOMOMOrOK) KOMM’HOTEPHO!T TEXHIKW, HaBefeHO
B A0AaTKY 10 ui€l IHCTpyKLUi.

4. Mocaaosi 0co6M NigNUCYIOTb AOKYMEHTN B MeXaX CBOIX MOBHOBaXKEHb, BM3HAYEHUX 3aKOHOJABCTBOM YKpaiHu,
CTaTyTOM 3aKnafy, nocafgoBUMK IHCTPYKLiSIMM, HaKa3oM MPO PO3Mofin 060B’A3KIB MiXK KepiBHMKOM 3aknagy Ta ioro
3aCTyMHMKaMK TOLLO.

Bigoutkom nevatku 3aknagy (3a HasiBHOCTI) 3acBigvyt0Tb MNiANUC MocagoBOi 0CO6M Ha AOKYMEHTaX i3 MWTaHb
opraHisauiinHoi Ta (iHaHCOBO-rOCNOAAPCLKOI AiSNbHOCTI 3a NEpenikom A0KYMEHTIB, Ha AKMX Mignuc nocagoBoi ocobu
3acBigvyeTbCs BiAOMTKOM NeyaTKy 3aKnagy, HaBefeHUM y AoaaTKy 2 A0 L€l IHCTpyKLUi.

Binbutok nevaTky CTaBUTbCS TaK, LLIOO BiH OXONKOBAB OCTaHHI Kinbka NiTep HaliMeHyBaHHS nocagm ocobw, sika
nignucana AOKyMEHT, ane He MignuMc nocagoBoi 0cobun, abo NMPOCTABASETLCS HA OKPEMO BUAINEHOMY ANs LbOro Micli 3
BIAMITKOI «M. I.».

5. 3aknag Moxe 3acBiguyBaTu KOMiT SMLIe TUX AOKYMEHTIB, LU0 CTBOPKOKTLCS B HbOMY, a TaKOX Y BMMafKax,
nepefgb6ayeHnx B ab3alli Apyromy LibOro NyHKTY.

Y pasi NiAroToBKM AOKYMEHTIB AN HafaHHA Cy[dOBUM OpraHam, Mif 4ac BMPILLEHHS NUTaHb LWOAO NPUAHATTA
rpoMafsaH Ha poboTy, HaBYaHHSA, 3acBifUEHHS X TPYAOBMX Ta IHLWMX NpaB Y B3aEMOBILHOCKUHAX i3 3aKNafoM, a TakoxX nif
yac (opmyBaHHS OCOG0BMX CMpaB NpaLiBHWKIB 3aKnafg MOXe BUFOTOBASTW KOMiT AOKYMEHTIB, BWAAHUX iHLUMMM
ycTaHoBaMm (KOMii JOKYMEHTIB NPO OCBITY TOLLO).

BigmiTka «Konis» npocTasifeTbCca Ha NMMLb0BOMY 60U Y BEPXHBOMY NPaBoMy KYTKY MEPLUOro apKyLua JOKYMEHTa.

Konii HakasiB, iHWMX AOKYMEHTIB 3acBifuye (3acBiguytoTb) BignosiganbHa ocoba (BignoBiganbHi 0cobu) 3a
opraHisauito AifoBoACTBa Y 3aKnagi.

6. Y pasi noTpebu NPOBeAEHHS OLLIHKW JOLiNIbHOCTI CTBOPEHHS JOKYMEHTa, Moro o6rpyHTOBaHOCTI Ta BignoBiAHOCTI
3aKOHOAABCTBY 3AINCHIOETLCA MOrOMAXKEHHS AOKYMEHTA.

MorompkeHHs AOKYMEHTIB MOXe 3Ai/iCHIOBaTUCL MOCaA0BMMI 0co6aMu 3aknagdy, SKi BIAMOBIAHO A0 X KOMMETeHLi
BUPILWYIOTb MWUTAHHA, MOPYLUEHI B AOKYMEHTI (BHYTPILIHE MOrOKEHHs), a Tak0X 3aiHTepecoBaHUMMK YCTaHOBamui
(30BHILLHE MOrOMKEHHS).

MoromxeHHs AOKYMEHTIB 3AiACHIOETLCS BiANOBIAHO [0 BUMOI Hakasy MiHicTepcTBa HOCTULIT YKpaiHu Bif 18 yepBHs
2015 poky Ne 1000/5 «[Mpo 3aTBeppkeHHs MpaBun opradisawii AinoBoAcTBa Ta apXiBHOro 36epiraHHs AOKYMEHTIB Yy
JepXXaBHUX OpraHax, opraHax MiCLeBOro CamoBpAfyBaHHS, Ha MIANPWEMCTBAX, B YCTaHOBaxX | oOpraHizauisx»,
3apeecTpoBaHoro y MiHictepcTsi oCTMLIT YKpaiHn 22 yepsHA 2015 poky 3a Ne 736/27181 (pani - MpaBuna opraHisauii
[linoBo/CTBaA Ta apXiBHOro 36epiraHHs JOKYMEHTIB).

Fpud noromkeHHs Po3MILLYOTb HWKYe PekBiauTy «llignuc». BiH cknamaeTbes 3i cnosa NMOMOOKEHO (6e3
nanok), HasBu nocagu 0cobu, sika NOropkye LOKYMeHT (pasoM 3 HaliMeHyBaHHAM 3aknagy), mignwucy, iHiuiany(is) i
npi3BuMLLA, AATN NOTOAXKEHHS.

Mpuknag:

MOoroaXeHo

OunpekTop rimHasii Ne 5
Mignwuc IHiuian(n), npissuLie
05.02.2018

7. 3aTBEpPMKEHHS YNPaBAiHCbKMX LOKYMEHTIB 34iiCHIOETLCA OCOOUCTO KEPIBHMKOM 3aKnagy BiAnoBigHO A0 #Oro
MOBHOB&XXEHb ab0 pOo3MopPAAYMM  AOKYMEHTOM 3aKiagy i3 3a3HayeHHsAM Ha AOKYMEHTI rpuda 3aTBepiKeHHS,
0(hOPMIEHOTO BiNOBIAHUM YMHOM.

MopsaoK 3aTBEPIKEHHS [OKYMEHTIB 3MiCHIOETLCA BiAMOBIAHO A0 MpaBun opraHisauii 4inoBojcTa Ta apXiBHOMO
36epiraHHs LOKYMEHTIB.
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pud 3aTBEpMKEHHA CKMagaeTbes 3i cnosa SATBEPXKYHO (6e3 nanok), Ha3su nocaaw, nianucy, iHidiany(is) i
npi3BuLLa 0cobn, fKa 3aTBepAnIa AOKYMEHT, ATV 3aTBEPIKEHHS.

Mpuknag:

3ATBEP)KYIO

OupekTop rimHasii Ne 5
Mignuc IHigian(n), npissuile
07.03.2018

Y pasi 3aTBepKEHHSI AOKYMEHTa PILLUEHHAM KOMeriabHOro opraHy rpud 3aTtBepykeHHs CKNafaeTbea 3i Cnosa
3ATBEPO)XEHO (6e3 nanok), Ha3swu, fatu | HOMepa AOKYMeHTa Yy Ha3MBHOMY BiMiHKY.

Mpuknag:

3ATBEPO)KEHO

MpoTokon 3acifaHHsA
regaroriyHoi pagm rimHasii Ne 5
06.05.2018 Ne 40

I11. OcobnmBi BUMOIM 0 CKNajaHHSA LeAKUX BULIB JOKYMEHTIB

1. Haka3 - po3nopsgunin JOKYMeHT, AKWUI1 BUAAE KEPIBHUK 3aKafly Ha npaBax €AWHOHAYa/IbHOCTI Ta B MeXax CBOE|
KOMMETEHLUii, 060B’A3KOBMIA AN BUKOHAaHHA Nigiernmmun. Hakasu B1aatoTbCA 3 OCHOBHOI AisIbHOCTI, afMiHICTpaTUBHO-
rocrnofapcbkux, KagpoBux NMTaHb 3aKknagy, a TakoX PyXy YUHIB.

Haka3n 3 OCHOBHOI [isNbHOCTI, agMIHICTPaTUMBHO-rOCMOAAPCbKMX, KaApoBMX MWUTaHb, PYXY Y4HIB/BMXOBaHLIB
NigNnCyI0TbCA KepiBHUKOM 3aKnafy, a 3a Moro BiACYTHOCTI - 0COBO0H0, sika BUKOHYE MOro 060B’A3KM, Ta PEECTPYIOTLCS B
YKypHasax peectpawii Haka3is.

Micns NignMcaHHA Hakasy 3MiHW 40 HbOTO BHOCSTBCS SIMLLE LLSIXOM BU/aHHS HOBOTO HaKasy Mpo BHECEHHS 3MiH.
Haka3 ohopMntoeTbCs Ha 61aHKy Hakasy 3aKnagy.

3MICT Haka3y CTUC/MO BUK/ALAETLCA B 3ar0fIOBKY, SKUIA MOYMHAETHCA 3 NPUAMEHHMKa «po» Ta CKIagaeTbes 3a
[OMOMOrot  BiAAIECNIBHOrO iMeHHMKA («[po  3aTBEPMKEHHS...», «[Ip0 CTBOPEHHS...») abo iMeHHMKa («[1po
MiACYMKMN...»).

TekCcT Hakasy 3 OCHOBHOI [ififIbHOCTI, aAMIHICTPaTUBHO-TOCMOAAPCLKMX MUTaHb Ta PYXY YYHIB/BMXOBaHLIB
CKaAaETbCA 3 ABOX YACTUH - KOHCTATYHUOT (npeambynin) i po3nopaguor.

Y KOHCTaTYHMI YaCTUHI 3a3HaYacTbCA MifcTaBa, 0OIPYHTYBaHHA abo MeTa BMAAHHSA Hakaly. Po3snopsigua YacTuHa
Haka3y nouvHaeTbeq i3 cnosa «<HAKA3YHO», fke ApYKYETbCA 3 HOBOrO psAKa BENVKUMW niTepamu 6e3 BIACTYMy Bif
NiBOro nons i nanok, Nicas 4oro CTaBUTLCA ABOKparika.

AKWO Haka3 BMAAETHCA Ha MiACTaBi iHLLIOrO PO3MOpPsSAYOro JOKYMEHTA, Y KOHCTaTYHMi YacTMHI 3a3HavyaroTbCs
Ha3Ba BMAY LibOro JOKyMeHTa, 0ro aBTop, Aara, HOMep Ta 3aro/ioBoK.

Haka3n HymepyloTbCsl B NOPSAAKY TX BUAAHHA B MeXax Ka/leH4apHOro pokKy; Hakasn 3 OCHOBHOI AisIbHOCTI, pyXy
YUYHiB/BMXOBaHLiB, aAMiHICTPaTUBHO-rOCMOLaPCLKNX, KaAPOBUX MUTaHb MatoTb OKPEMY MOPSAKOBY HymepaLito. 3 MeTo
PO3PI3HEHHS Py HakasiB [0 peecTpauiiiHOro IHAeKCy Hakasy vepes fedic Lo4aeTbCs NiTepHa BiAMITKA, HanpuKiag:

Haka3u 3 afAMiHICTPaTMBHO-roCrnoAapCbKnX NuTaHb - No 2-r;

Hakasu 3 KagpoBux nNuTaHb - Ne 2-K;

Haka3u Mpo HafaHHS WOPiYHMX OCHOBHUX BiAMYCTOK Ta BifMYCTOK Y 3B’A3KY 3 HABYAHHAM MpayiBHMKIB - Ne 2-B;
HakKasu 3 pyxy YUHiB/BMXOBaHLB - No 2-y.

2. TpoTOKON - AOKYMEHT, Y SKOMY (DiKCYETbCS Mepebir BefeHHs 3acigaHb, YXBa/eHHS pillieHb JopagyvMu Ta
KOMEeria/ibHUMM opraHamu, KOMiCisimy TOLLO.

MpoToKonK 3acifaHb NeaarorivyHMX pag, iHILIWMX AopaaYmX Ta KOMeriafbHNUX OpraHiB CKNafalTbCs B CTUCAINA opMi.
Y npoToKoni, CKNafeHoMy B CTUCAIA opMi, (IKCYHOTbCS NuLIe NPUIAHATI pilleHHs 6e3 aeTanisauii nepebiry'
06roBOPEHHS NMUTAHHS.

Y pasi notpebyn 3a pilleHHAM 3araibHuUX 300piB  (KOH(EepeHLIT) KONMeKTMBY MPOTOKOAM 3arajibHUX 360piB
(KOHhepeHLiT) KONEKTMBY MOXYTb CKNaAaTUCs y MOBHI (opMi.

Hywmepauisi npoTokoniB 3acifjaHb neaaroriyHol paay BeeTbCs B MEXaX HaBYa/IbHOrO POKY, MPOTOKO/IB BUOOPHUX
OpraHiB - y MeXax X NOBHOBaXEHb.



Hymepauisi NpoToKONIB BeAETbCSA OKPEMO 3a KOXKHOK Tpyrow0 MPOTOKO/IB 3acigaHb BignoBigHOro KonerianbHe-r:
opraHy.

3. [laToto npoToKon}' € aaTa NPoBeAeHHs 3acigaHHs.

3aronoBoK A0 TeKCT} NPOTOKOMY Mae BigobpakaTu BWA 3acifaHHs (Hapada, 360pW, KOHQepeHLis TO: 30C
KonerianbHOT AisnbHOCTI (KoMmicis, paga, 36opu, poboya rpyna TowWo) i BKKOYATU Ha3By BUAY JOKYMEHTA.

TeKCT NPOTOKO/Y CKNafAaeTbCs 3i BCTYNHOT Ta OCHOBHOT YaCTUH.

Y BCTYMHIil YaCTUHI NPOTOKONY 3a3Ha4ar0TbCs NPIi3BMLLA Ta iHILiaM ronoBKM abo ronoByHYOro Ha 3acijaHHi 3:
TOLLO, CeKpeTaps, 3arnpoLLUeHNX, a TaKoX MNPUCYTHIX OcCio.

Y pasi noTpebu 3a piLLEHHAM BiNOBIAHONO OpraHy y CMMCKY NPUCYTHIX 3a3HavyaloThCs Nocaaun 3arnpoLleHnX
HaliMeHyBaHHS yCTaHOB. HKLLIO KifbKICTb NPUCYTHIX nepesBuilye 15 0cib, 3a3Ha4yaeTbCs X 3arasibHa KifbKiCTb
MOCW/IAHHAM Ha CMUCOK, L0 J0AAETLCA [0 NMPOTOKONY.

4. BCTyMHa 4acTMHa MICTUTb MOPAJOK AEHHWIA: Mepenik Po3rnsHyTUX Ha 3acifiaHHi nuTaHb. Mopafok AeHHUK
NoAaeTbCs HaNPUKIHLI BCTYMHOT YaCTUHN.

CnoBa «[MopsgoK AeHHWIA» APYKYHOTbCS Bif MEXi MIBOr0 NOAs, MiCAs HUX CTaBUTbCS ABOKpanka. KoXKHe nuTaHHi
HYMepyeTbCA apabCcbKMu undpamu i ApyKyeTbea 3 absauy. @opMyBaHHA NUTaHb Y MOPSALKY AEHHOMY MOUUHAETLCS :
MPUIAMeHHNKa «[1po».

5. OCcHOBHa 4acTMHa MPOTOKO/Y CKMNaAaeTbCs 3 PO3AiNiB, AKi MalOTb BifnoBigaTy MyHKTam MOPAAKY [eHHeTe.
Po3ginn HymepytoTbCa apabCbkumuy Lydpamu i 6yLyoTbCsa 3a TaKOK CXEMOHO:

Ans ctucnoi hopmun npoTtokonis: «CJTYXANN - YXBANMNTN»;
A4 noBHOT hopmum npoTokonis: «CITYXANN - BUCTYTNIN - Y XBATNTN».

Micna cnoea «C/NYXAJIN» 3 HOBOro psjKa 3a3HauvatoTbCs npissule Ta iHidianm (iHiLiwi iMeHi) KOXHOro
Jonosijava.

Y nosHii dopmi npotokony nicns cnosa «BUCTYTIAIN» dikcyroTbCA BUCTYNM TUX OCIO, AKi B3N yyacTb B
06roBopeHHi fonosifi (MUTaHHA MOPAAKY [EeHHOro). BucTynu o(opmtTLCA B MPOTOKO/I i3 3a3HAYeHHAM Hocax
npi3suLy, Ta iHiyianis (iHiuiany), iMeH gonosifadvis y Ha3VBHOMY BigMiHKY, BUKIAAEHHAM 3MICTy BUCTYNYy abo nuTaHHS,
BIAMNOBIAi HAa HLOTO.

6. TeKCcTU BACTYMIB Y NPOTOKONI BUKMAAAKTLCSA Bif TPETHOT 0COOU OAHMHM.

TekcT abo Te3n AoNoBifi, OOpPM/EHI SK OKpemi [JOKYMEHTW, 0O TEKCTYy MPOTOKONY He BK/4YaloTbes. [licns
BiLOMOCTeI Mpo AONoBifaYa CTaBUTLCA TUPE | 3a3HaYaeTbCA «TEKCT A0MNOBIAI AO4AETHCA A0 MPOTOKOMY».

Micna cnosa «YXBAJIN/TN» (hikcyeTbCa NPUMHATE PiLLeHHA 3 06roBOPHOBAHOIO MUTaHHSA MOPALKY LEHHOro, ke
Ma€ BK/KOYaTW CKMafoBi, WO BiAMNoBifat0Th Ha TaKi MUTaHHS: KOMY, L0 3p06UTK i B IKWIA CTPOK.

Y pasi SKWO NPUAMAETLCA PILLEHHS MPO CXBAIEHHS, NOrOMKEHHS, 3aTBEPIYKEHHS JOKYMEHTa, KU1 06roBoproBaBCs
Ha 3acifiaHHi, Leli JOKYMEHT A0AAETLCA 0 NPOTOKOAY. 3a HAasBHOCTI iHLIMX AOKYMEHTIB, WO PO3rNsfaIncs Ha 3acifaHHi
Ta (hakT 0OroBOpPeHHs AKUX Oyno 3aikcoBaHO B TEKCTI MPOTOKOMY, BOHW HYMEPYHOTbCS apabCbKumy Ludpamm
(Hanpuknag, gogaTtok 1. goaatok 2). Y BiAnoBigHMX MyHKTaxX NPOTOKOMY MNPOCTaBNAKTLCA MOCUIAHHA Ha LI AOAATKMN.

MpoTOKON NIANUCYE FONOBYHOYMIA Ha 3acigaHHi KonerianbHOro (4opag4voro) opraHy Ta cekpeTap (3a HasiBHOCTI).
MpoToKonN 3acifiaHb KOMICIi NiANMCYOTh YCi YNeHN KOMICIT.

7. JInctn cKnagatoTbCs 3 METOK 0OMiHY iH(opMaLlietd MidX 3aKNafomM Ta opraHamu [epXkaBHOI Bnaau, opraHamu
MiCLLeBOro camMOBpsfyBaHHA, X MocafoBUMM i CNy>X60BMMK OcobamMu, 3aKnagamu, yctaHoBaMW, OpraHisauisMu Ta
[HLWMW PI3UYHUMK | OPUAUYHUMIA 0cO6aMW.

BnaHkn nncTa MaroTb Taki PEKBI3UTH:
HaliMeHyBaHHS 3aCHOBHIKa (3aCHOBHWKIB) 3aknagy (Hanpuknag, Oaecbka MiCbKa paaa);
MOBHE HaliMeHyBaHHS 3aKnagy BifNOBIAHO A0 YCTAHOBYMX AOKYMEHTIB;

[lOBiKOBI faHi npo 3aknag (nowwToBa agpeca, HOMepW TenledioHiB, (hakciB, paxyHKIiB y 6aHKy, agpecy eNneKTPOHHOI
MOLUTK TOLLIO).

PekBi3WTV nncTa: Aata, PeecTpauinHMin IHAEKC, NOCUNAHHA Ha PeecTpauiiHniA iHAEKC i AaTy AOKYMEHTa, Ha AKWiA
HagaeTbCca BiAMOBIAL (3a NOTPe6M), adpecar, 3arofoBOK [0 TEKCTy7 TeKCT, BiAMITKa NpPO HasBHICTb AoaaTkiB (3a
notpe6u), Nignmc, BigMITKa Npo BUKOHaBLA.

[atoto nucTa € gata oro nignucaHHs, sika Mae 36iraTucs i3 1aToro peecTpaiii BUXigHOT KOPeCnoHAeHLii.



TeKkCT nucta BUKALAETLCA Bif MepLIol 0COBU MHOXWMHW 3 BUMKOPUCTAHHAM CMiB: «MPOCUMO MOBIJOMUTHU...»,
«PO3’ACHIOEMO, LLO...».

3a3Buyaii y MCTi NOPYLLYETLCS OfHE NMUTaHHS.

8. AKT - [OKYMEHT, CKMafeHWin rpynot0 oci6 Ana 3acBiguyeHHs BCTaHOBMeHMX (hakTiB abo nogii. AKTu
0(hOPM/IOKOTHLCA 3a pesynbTaTamu PeBisiil (hiHaHCOBO-rocnogapcbKoi AiANbHOCTI, Mif Yac NpPWIAMaHHA-NepeaaBaHHA
CnpaB, CNMNCaHHS MaiHa TOLLO.

[aTolo akTa € faTta oro ckiafeHHs.
TeKCT aKTa CKNafaeTbes 3i BCTYMHOI Ta KOHCTaTYHUOI YacTUH.

Y BCTYMHIlA YaCTMHI 3a3Ha4at0TbCs NiACTaBN ANS CKNaaHHS aKkTa Ta Ha3MBaKOTbCA 0CO0OM, SKi CKnanm akT abo 6ynu
MPUCYTHI NPU LUOMY.

Y KOHCTaTYHMii 4YaCTMHI BMKNAAAOTbCS CYTb, 3aBfAaHHS, XapakKTep BWKOHAHOI Po00TW, BCTAHOBMEHI (haKTw,
npono3muii Ta BUCHOBKM. KOHCTaTyoua YacTHa MOXe 0(hopMIOBaTMCA Y BUTNAAI Tabnnu,.

Y KiHUi TEKCTY aKTa 3arnucyrTbCs faHi NPO KifIbKICTb MPUMIPHUKIB aKTa Ta X MiCLe3HaXOIKEHHS.
AKT nignucytoTb yci 0cobu, sKi 6pasim yyacTb y 0ro CKiafaHHi.

Oco0a, fika MaE 3ayBaXXEHHS [0 3MICTy aKTa, MiAnunCye Moro i BUKNagae CBOK AYMKY Ha OKPEMOMY apKyLui, SKWiA
[OAAEThCA [0 aKTa.

IV. PeecTpauist JOKYMEHTIB

1 JJoOKyMeHTW B 3aKfafi PEECTPYIOTbCS LEHTPani3oBaHO He3aneXKHo Bif CMOcOOYy TX CTBOPEHHS, OfEepPXXaHHS um
BIATBOPEHHSA. Y 3aKnafi MOXe 3acTOCOBYBATWUCA aBTOMaTM3oBaHa (opma peecTpauii AOKYMEHTIB 3 BUKOPUCTaHHAM
cneuiasibHUX KOMN KOTEPHUX NPOrpam.

2. PeecTpallis JOKYMEHTIB 34iiCHIOETbCA BigNOBIAHO A0 MpaBun opraHisayii 4inoBoACTBa Ta apXiBHOro 36epiraHHA
[IOKYMEHTIB.

3. PeecTpauia [LOKYMeHTIB NpOBOAUTLCA 3 MeETOK 3abe3neyeHHs X 00Ky, KOHTPO/IO 32 BWKOHaHHAM i
OMepaTMBHUM BUKOPUCTAHHAM iH(OpMaLii Ta nonsrae y BefAeHHi 3anucy O6MIKOBUX AaHUX MPO AOKYMEHT, SKUM
(hikCcyeTbCA (haKT CTBOPEHHS, BiAMpaBfeHHs ab0 OTPMMaHHA [OKYMeHTa LUNAXOM MPOCTaBeHHS Ha HbOMY
peecTpauiiHoOro iHAeKCy i3 3anncoMm Y BignoBigHMX XXypHanax (6a3ax aBTOMaTU30BaHUX CUCTEM) peecTpaii He0OXiAHNX
BiJOMOCTel MPOo LOKYMEHT. %

4. PeecTpauii nignaratoTb BXifHi, BUXiHI Ta BHYTPILLHI JOKYMeHTU (LOBiAKW, AONOBIAHI 3aNNCKK, 3a5BK1, NPOTOKONN
3acifaHb nefarorivyHmx pag, KoMicii ToLlo).

5. [JOKYMEHTN PEECTPYIOTHLCA NINLLE OAMH pa3: BXifHi - Y AeHb HaaXomKeHHS abo He MNi3Hille HacTynHOro pobo4oro
[IHS, KO AOKYMEHT HailiLLOB Y HEPOOOUMIA Yac, CTBOPOBaHI - Y IeHb NifNNUCaHHSA ab0 3aTBEPIPKEHHSI.

6. [OKyMeHTW, fKi HagXo4ATb [0 3aKnagy, PEeECTPYOTbCA B OKypHani BXifHOT KOpecrnoHgeHuii, Ti, WO
BIAMPABNAOTLCA,- Y XYPHaNi BUXIAHUX [LOKYMEHTIB, BHYTPILIHI - Y >XYpHani BHYTPILWHIX JOKYMEHTIB, Hakasu - Y
YKypHanax peecTpaLii HakasiB.

Mepenik [OKYMEHTIB, L0 He NignAratoTb peecTpauii creuiaibHO MPU3HaYeHol Ana Lboro 0coboro, HaBefeHo
y fofatky 3 fo Wiel IHCTpyKLUT.
dopMy peecTpaLiiiHOro XypHany HakasiB KepiBHVKa 3aKnagy HaBefeHo Y AodaTky 4 Ao uiei IHCTpyKuil.

MpUMIpHI (hopmK peecTpaLiiHUX XypHaiB BXILHWX, BUXIAHUX, BHYTPILLHIX JOKYMEHTIB HaBefeHO Yy fofaTkax 5-
7 0o MpaBwn opraHisadii AiNoBOACTBA Ta apXiBHOrO 30epiraHHs JOKYMEHTIB.

7. LOKyMeHTM peecTpyoTbCA 3a rpynamm 3a/1eXKHo Bif, Ha3BW BuAy, aBTopa Ta 3micTy. OKpeMo peecTpyroTbCs:
BXiJHi AOKYMEHTMW;

Hakasu 3 OCHOBHOT AiANbHOCTI;

HaKasW 3 pyxy Y4YHiB/B1UX0BaHL,iB;

Hakasu 3 agMiHICTPaTUBHO-TOCMOAAPCLKMX MUTaHb;

Hakasu 3 KafpoBuX NTaHb TPUBASIOTO 30epiraHHs;

HakKasu 3 KafpoBUX M1UTaHb TMMYacOBOIr0 CTPOKY 36epiraHHs;

BHYTPILLHI AOKYMeHTM (NPOTOKOMW, A0BIAKW, AOMOBIAHI, NOACHIOBa/IbHI 3aNUCKX, 3adBK MpawiBHUKIB TOLLO);

OyXxrantepcbKi JOKYMEHTH;



3BEPHEHHS TPOMafsH, Y TOMY YncAi 6aTbKiB a60 3aKOHHUX NPeACTaBHMKIB YUHIB;
3anuTn Ha nNy6niyHy iHhopmauito.

8. [loKyMeHTW, IO NepeaatoTbCA €/IEKTPOHHOK MOLUTOK Yy CKaHOBaHin (opmi 6e3 eneKTPOHHOro LMppoBoro
nianucy, PeecTpyroTbCA OKPEMO Bif IHLLIMX AOKYMEHTIB i3 3a3Ha4YeHHsAM eNeKTPOHHOT afpecu BignpaBHMKa Ta ajpecara.

9. Mig vac peecTpauii AOKyYMeHTa HafaETbCs YMOBHe MO3HAYEHHS - peecTpauiiHuin iHgekc. CKnafoBi YaCcTUHK
peecTpauiiHoro iHaekcy AokymeHTa (KpiM 3BepHeHb rpoMajsH) BiZOKPEMIOOTLCA OfHA Bif OAHOI NpaBO6iYHO
MOXWU/IOK PUCKOIO.

10. Ans BXigHWX [OKYMEHTIB peecTpauiiHniA IHAEKC CKnafaeTbCA 3 MOpsAKOBOrO Homepa Ta iHAEKCY cnpasu,
Hanpuknag 89/02-04, ne 89 - nopsaaKoBuiAi HOMeP JOKYMeHTa Y Mexax poky, 02-04 - iHAeKC cnpaBu 3a HOMEHK/IAaTYPOoto
cripas.

11. Y BUMXIQHOrO Ta BHYTPIWHLOMO (3a BMHATKOM HakasiB, MPOTOKO/MIB) [OKYMeHTa peecTpauiiHnii iHaeKc
CKMaJaeThes i3 iHAEKCY CrnpaBy 3a HOMEHK/IATYPOK Cnpas Ta NOpAAKOBOro HoMepa, Hanpuknag 02-04/176, pe 02-04 -
iHAEKC cnpaBy 3a HOMEHKATYpoto cnpas, 176 - NOpsAKOBUIA HOMEP AOKYMEHTa 'y MeXax poKy.

V. CknafilaHHA HOMeHKNaTypw cnpas

1. HomeHknaTypa cnpas - 060B’A3KOBWIA 41151 3aKnafy CUCTeMaTWM30BaHWIA nepenik Ha3p (3arofioBKiB) crpas, L0
(hopMyIOTbCA i3 3a3HAYEHHAM CTPOKIB 36epiraHHs Crpas.

2. HomeHknaTypa cnpaB CTBOPKETLCA 3 METOH BCTAHOB/IEHHS B 3aK/agi €4MHOr0 Mopsgky (hopmyBaHHSA Cnpas,
3abe3neyeHHs X 06MiKy, OnepaTUBHOIO MOLWYKY AOKYMEHTIB 3a TX 3MICTOM i BMAOM, BM3HAYEHHS CTPOKIB 36epiraHHs
CrpaBs i € OCHOBOK A5 CK/IafjaHHA OMNWCIB Crpas NOCTINHOro Ta Tpusasioro (noHag 10 pokiB) 36epiraHHs, a Takox A/is
06/1iky cnpas TMyacoBoro (4o 10 pokiB BKNHOYHO) 36epiraHHs.

3. CknagaHHA Ta 0(hOopM/eHHs HOMEHKNMATypW CcrpaB 3MIACHIOETbCA BiANOBIAHO A0 BwMoOr rnasu 1po3sginy 1V
MpaBun opraHisauii 4iNOBOACTBa Ta apXiBHOro 36epiraHHs.

4. HomeHknaTypa cnpaB 3aknagy po3po6nisieTbCa BIAMOBIA/IbLHOK 0C060t0 (BignosigasbHUMKU ocobamu) 3a
OpraHi3aLito Ji/I0BOACTBA Y 3aK/afi i3 3a/lyYeHHAM (haxiBLiB CTPYKTYPHUX NiAPO34inis 3aknagy (3a ix HasBHOCTI).

5. HoMeHKnaTypa crpas yXBa/IlOETLCA eKCNEPTHOK KOMicieto (fani - EK) 3aknagy, ska CTBOPHOETLCA BiAMOBILHO 40
3aKOHO[AaBCTBa.

6. KepiBHMK HOBOCTBOPEHOr0 3aK/iagy 3000B’A3aHWA He Mi3Hille OJHOr0 POKY 3 MOYaTKy AisNbHOCTI MoAaTw
cxsasieHy EK 3aknafly HOMeHKNaTypy CrpaB Ha po3rnsg ekcrnepTHO-MepeBipHiA Komicii (gani - EMK) BignosigHoro
JepxaBHoro apxisy, EK apxiBHOro Bigginy paioHHOT Aep)kaBHOT agMiHicTpayii abo MICbKOi pagn, Yy 30Hi
KOMM/EKTYBaHHA AKOro nepebysae 3aknag, 415 MPOBELEHHS eKCMepTU3N LiHHOCTI OKYMEHTIB 3 METOK TX MOXX/IMBOro
BiJHECEHHSA [0 [Xepen (hopMyBaHHA HauioHansHOro apxisHoro qoHay (aani - HA®).

7. 3aKknag, WO HaneXxutb 00 mkepen gopmyBaHHA HA®, y noganbiomy norofxye CBOK HOMEHK/ATYpy cnpaB 3
ENMK BignoBigHOro fep>xaBHOro apxisy.

8. 3aknag, y AiANbHOCTI KO0 He YTBOPHOKTLCA AOKYMeHTU HA®, noromxye HoMeHknatypy crpas 3 EK oprany
YMNpaBs/iHHA OCBITOHO.

9. HomeHknaTypa cnpae 3aknagy nignarae NOrofpkKeHHK 3 BifNOBiAHWM [AepXKaBHWM apxiBoM abo opraHoM
ynpaeiHHS OCBITOK OAWMH pa3 Ha M’ATb POKIB ab0 HEBIAKMAAHO B pa3i iCTOTHUX 3MiH y (hOpMi BNacHOCTI, CTPYKTYpI,
(hYHKLiAX Ta xapakTepi poboTu.

10. MoromxeHy ENMK BianosigHoro fepxxasHoro apxisy abo EK opraHy ynpasniHHS OCBITOH0 HOMEHK/ATypy Cripas
3aTBepKYE KepiBHUK 3aKagy.

11. HanpuKiHLi poKy HOMEHK/aTypa Crnpas 3aKpuBaETLCA NiACYMKOBMM 3arMcoM MPo KaTeropil Ta KiflbKiCTb Crpas,
3aBefleHNX Yy BiAMoBigHOMY POL.

12. HomeHKnaTypa cnpaB LOPOKY (He Mi3Hiwe 20 rpyaHsa) YTOUHIOETLCA, 3aTBEPMKYETLCS KEPIBHUKOM 3aKnamy Ta
BBOAUTLCSA B Ait0 3 01 CiUHA HACTYNHOrO POKY.

V1. ®opmyBaHHSA crpas, 36epiraHHA JOKYMEHTIB
1. dopmyBaHHSA cnpas - rpynyBaHHS BUKOHAHWX [JOKYMEHTIB Y Cnpasu BiANOBIAHO 40 HOMEHK/IATYpW Cripas.

2. dopmyBaHHA cnpas 3aKnagy 34iMCHIOETLCA 3 AOTPUMaHHAM BUMOT MpaBun opraHisayii 4in0BOACTBA Ta apXiBHOMO
36epiraHHs JOKYMEHTIB.

3. Haka3n 3 OCHOBHOI [isAflbHOCTI 3aknagy, afMIHICTPaTUBHO-TOCNOAAPCbKMX, KafpoBMX MUTaHb Ta PyXy
YYHIB/BMXOBaHL|iB TPYNyKTLCA B Pi3Hi CNpaBM Yy XPOHOMOTiYHOMY MOPSAAKY BIAMOBIAHO O TX BWAIB Ta CTPOKIB
36epiraHHs.



4. [IoKyMeHTW, 3aTBepKEHi Haka3OM KepiBHMKA 3aknagy, € foAaTKamu [0 HbOro i rpynytoTbCA pasoM i3 LM
03MnopALYNM LOKYMEHTOM.

5. JInCTyBaHHA TPynyeTbCs 3a 3MICTOM | KOPECMOHAEHTCbKOK O3HAKOK Ta CUCTEMATM3YETbCSH B XPOHO/OrYHOMY
nopsaKy: AOKYMEHT-BIAMNOBIAb PO3MILLYETLCA 3a JOKYMEHTOM-3aMNNTOM.

6. AnasiTHa KHUra Y4HIB/BMXOBaHLB, XYpPHa/M TPYMu MOLOBXEHOro AHA, 06Ky MPOMyLeHnX i 3amMiHeHUX
YPOKiB, KHUMM 06NiKy Ta BuAadi CBifOUTB i foAaTKiB 4O CBifOLTB NMpo 6a30BY 3arajibHy CepefHI0 OCBiTY, aTecTaTiB Ta
[OAAaTKIB [0 aTecTatiB Mpo MOBHY 3ara/ibHy CepefiHI0 OCBITY, 30/10TUX Mefasieil «3a BUCOKiI JOCATHEHHSA Y HaBYaHHI» Ta
CPiGHMX Mepaneli «3a AOCATHEHHS Y HaBYaHHI» MPOLLHYPOBYHOTLCS, a CTOPIHKA HYMEPYThCA. Ha OCTaHHI cTOpiHLUi
YKYPHany/KHUIM poobuTbCS 3anmnc NPO KiNbKiCTb CTOPIHOK Y XKypHani/kKHK3i, WO nianucye KepiBHUK 3aknagy. Mlianuc
KepiBHVKa CKPIMN/IFETLCA MeYaTKO 3aKknagy (3a HasBHOCTI).

7. Y pasi notpebu 3a pilleHHsM MeAarorivyHoi paay y 3aknafi MOXyTb CTBOPHOBATUCS Ta BECTMCA iHLLI YKypHanm
(>KypHan NpakTMYHOro NCcK1xosora, couiasbHoro rneaarora Towo).

VII. EKcnepTur3a LiHHOCTI JOKYMeHTIB. NopALoK MigroToBKM CripaBs L0 NepefaHHA 418 apXiBHOro 36epiraHHA

1. Ekcneptusa LiHHOCTI AOKYMEHTIB Ta MOPALOK MIATOTOBKM CMpaB O MNepefaHHA Ans apXiBHOTO 36epiraHHs
3AiCHIOITLCA Ha NiacTasi MpaBwn opraHisauii 4iN0BOACTBA Ta apXiBHOMO 36epiraHHA AOKYMEHTIB.

CneuiasibHi BUMOrM [0 €KCrepTusn LiHHOCTI JOKYMEHTIB Ta MOpsAAKY MiArOTOBKW CnpaB A0 nepefaHHsA Af1s
apxiBHOro 36epiraHHa 3aknagy rnepegbaveHi Lieto IHCTPYKLi€EtO.

2. Ona opraHisauii Ta NpoBeAeHHA eKCNepTn3n LiIHHOCTI AOKYMEHTIB, WO YTBOPUIXCS Y AiNOBOACTBI 3aKnagy, Ta
MOJAaHHA pe3ynbTaTiB eKCcrnepTu3n LiHHOCTI JOKYMeHTIB Ha po3rnsag ENMK gepxasHoro apxiBy (EK apxisHoro sigginy
paiioHHOI fep>kaBHOI agMiHicTpauii abo micbKol pagum) ytBoproeTbes EK 3aknagy. CteopeHHs EK Ta opraHisauis 1i
po60TU 3A4INCHIOTLCS BIANOBIAHO A0 nocTaHoBM KabiHeTy MiHicTpiB YkpaiHu Big 08 cepnHa 2007 poky Ne 1004 «[1po
MPOBeLEeHHS eKCNepTU3N LiIHHOCTI JOKYMEHTIB» Ta Hakady MiHicTepcTsa toCcTuLiT YKpaiHu Bif 19 uepBHa 2013 poky Ne
1227/5 «Mpo 3aTBepgkeHHA TUNOBOrO MOJIOXKEHHS MPO eKCNepTHY KOMICIK0 [epXKaBHOro opraHy, opraHy MicLeBOro
CaMOBpPAJYBaHHA, [EpPXXaBHOro | KOMYHa/lbHOrO MiAMpPUMEMCTBA, YCTaHOBM Ta OpradisaLii», 3apeecTpoBaHOro B
MiHicTepcTsi toCcTULIT YKpaiHu 25 yepBHA 2013 poky 3a Ne 1062/23594.

Cknag, EK Ta nonoeHHs Npo Hel 3aTBEPAPKYHOTLCA HaKa3oM KepiBHMKa 3aknagy. 010800 EK npusHavaeTbea ogmH
I3 3aCTYMNHVKIB KepiBHMKa 3aKnafy, CeKpeTapeM - 0c06a, BifnosifasibHa 3a AOKYMEHTH, L0 NiAnaraTb 36epiraHHIo Ta
nepefaHHIO B apXiB.

[o cknag} EK 3aknagy 3a 1X 3roord MOXYTb BXOAUTW NPEACTaBHUKN apXiBHWUX YCTaHOB, OpraHy BUMLLOIO PiBHSA
(BignoBigHOrO opraHy ynpasniHHA OCBITOK), METOANYHUX LIEHTPIB, NPOgeCinHMX cninok, ix 06’eAHaHb.

3. CnpaBu nocTiiHoro Ta TpuBanoro (moHag 10 pokiB) 36epiraHHs nepefatoTbCAd Ha 36epiraHHA 0coOi,
BiANOBIAa/IbHIA 3a apXiB, 3a onucamu, WO CKIajatoTbca ocobamu, BignosifanbHUMKM 3a (POPMyBaHHS CrpaB 3
BIAMNOBIAHOr0 Hanpamy.

MPUIAHATTS KOXKHOT CNpaBm 34iACHIOETLCS Y MPUCYTHOCTI NpaLiBHIKA, AKWIA Nepefae AOKYMEHTH.

4. Y KiHUi KOXHOro npuMipHMKa OnmMcy 0coba, BiAgnoBiganbHa 3a apXiB 3aknady, NPOCTaBAsE MiAMMC LIOA0
NPUIAHATTA CrnpaB 3 060B’A3KOBMM 3a3Ha4YeHHSAM KifbKOCTi (Lmdpamu i cnoBamn) nepefaHnx cnpas i 3a3Havae gary.

5. Micna nNpuiAHATTA cnpaB NOCTiNHOrO Ta TpuBanoro (moHag 10 pokiB) 36epiraHHs, 3 KaJpoBMX NUTaHb 0CO0a,
BiAMOBiJanbHa 3a apxiB 3aknagy, Ha NiAcTaBi OMMCIB cCnpaB, 3a SKAMW 3AIACHEHO MNPUIAHATTS [OKYMEHTIB, 3a
BCTAHOBNEHOK (JOPMOIO FOTYE PiYHI po3/inv 3BefeHNX ONUCIB Crpas:

nocTiliHOro 36epiraHHs (y 3aknagi, Wwo € pkepenom gopmysaHHs HAD);
TpuBanoro (noHag 10 pokis) 36epiraHHs;
3 KapOBUX MUTaHb.

Oco6oto, BianoBifasIbHON 3a apxiB, CKNALAETLCA aKT NPO BUNYUYEHHS A1 3HULLEHHSA AOKYMEHTIB, HE BHECEHUX [0
HA®.

6. 3BefleHUiA onuc crnpas NOCTINHOIO 36epiraHHs CKNaQaeTbCa y YOTMPbOX MpuMipHMKax. IMicns cxeaneHHs EMK
[epXaBHOro apxiBy Ta 3aTBEPKEHHS KepPiBHMKOM 3aKnaZy OAWH MOro NpuMIpHWUK HanpaBiseTbCs AepXKaBHil apXiBHiii
YCTaHOBI YM apXiBHOMY BiAfiny MiCbKOI pagu, Y 30Hi KOMMNEKTYBaHHA AKOro nepebysae 3aknaf, ApYrui nNpumipHUK
36epiraeTbca AK HeOTOPKaHWn 0co6O0I0, BiANOBIAANLHOK 3a apxiB 3aknagy, TPeTil, YeTBEPTUIA - BUKOPUCTOBYHOTLCS Y
3aKnagi 4ns NOTOYHOrO MOLWYKY CnpaB iy pasi iX nepefaHHs Ha MOCTiViHe 36epiraHHs HaAXoAATb 4O BignoBigHOI
apXiBHOT YCTaHOBM.

7. 3BegeHuin onuc TpuBanoro (moHag 10 pokiB) 36epiraHHs CKNagaeTbcs Y TPbOX MPUMIpHMKaxX. [10 HbOro
BK/IIOHAIOTLCS TaKOX CrpaBu, SIKi 3a HOMEHKATYpO CrpaB MaroTb CTPOK 30epiraHHa «ao MikBigauii 3aknagy». icns
cxsaneHHs EK 3aknagy npuMipHUKW ONWUCY HampasnsoTbCA Ha cxBasieHHs EK opraHy ynpasniHHA ocsiToro. [licns



BEPHEHHS BCiX NPUMIPHMKIB ONWCY MOro 3aTBepKye KepiBHUK 3aknafy. Meplunii NpUMIipHUK onucy 36epiraetbes B
aknagi AK HefOTOpKaHWMA, ApYruid - € pobouMM i BUKOPUCTOBYETLCS [AJ18 MOTOYHOrO MOLUYKY CrpaB, TPeTi Moxe
HafilcuNaTnea Ansa KOHTPOO BiANOBiAHOMY opraHy ynpae/iHHS OCBITOHO.

8. Onuc cnpas 3 KagpoBMX NUTaHb CKNafaeTbCs y 3aKnagi, SKuii:
€ Kepenom gopmyBaHHA HAD -y TpbOX NPUMIPHUKAX;
He € MXepenom (opmysaHHA HAD -y BOX NPUMIPHUKaX.

9. 3arofioBKM Crpas OMNUCY 3 KafpOoBMX MUTaHb CUCTEMATU3YHOTLCA 38 HOMIHAIbHOK 03HAKOK (FpymnyBaHHA B OAHY
crpaBy AOKYMEHTIB OHOr0 BMAY) Y Takiil mocnigoBHOCTI:

Hakasu KepiBHUKa 3aKnajy 3 KafjpoBUX MUTaHb;

HaKasW KepiBHMKaA 3aKnagy 3 pyXy Y4HiB/BUXOBaHLB;

006/1iKOBI JOKYMEHTY;

CMMCKY YYHIB/BUXOBaHLiB (a/1paBiTHa KHWra y4HiB/BUXOBaHLiB);
XYPHa/IM peecTpauii HakasiB 3 KafpoBMX MUTaHb;

0c0060Bi cnpasu NpaLiBHYKIB;

KOHTpaKTW, TPYL0BI JOroBOpU;

OyXxrantepcbKi JOKYMeHTU (0COB0BI paxyHKM i3 3apobiTHOT niaTK, B pasi X BiACYTHOCTI - PO3paxyHKOBI BiOMOCTI i3
3apnnaru);

[IOKYyMeHTU Npo Tapudikauito (TapndikaLiiiHi BigoMOCTi (CNNCKK));
[OOKYMEHTU MPO NPOBEAEHHSA [AepXKaBHOT aTecTallii;

KHUrM 06NiKy i BMgadi cBifoUTB Ta A0JAaTKiB A0 CBiAOUTB Mpo 6a30BY 3araibHy CepefHH0 OCBITY; aTecTaTiB Ta
[OAATKIB 40 aTecTaTiB MpO NOBHY 3arafbHy CEpeAHH0 OCBITY, 30/10TUX Mefanel «3a BUCOKI JOCArHEHHS Y HaBYaHHI» Ta
CpibHUX Mefanein «3a JOCATHEHHS Y HaBYaHHI»; "

[LOKYMEHTW MPO HeLlacHi BUNagKu (akTu, NPOTOKO/W, BUCHOBKW, XXYpHaNn);
YXypHanu peecTpaLlii ocib, noTepninmx Bif, HELLLACHWUX BUNA/KIB;

XXYpHa 06/1iKy pyxy TPYLOBUX KHUXKOK Ta BKNaA0K AOHHNX;

XXYPpHan peecTpaLii Hakasis 3 pyxy YUHiB/B1XOBaHL,iB;

He3aTpebyBaHi 0COOUCTI AOKYMEHTU NPaLiBHUKIB (TPYLOBI KHMKKM).

10. Oco60Bi crnpaBy BHOCATLCS A0 OMNUCY 3a POKOM 3BiSIbHEHHA MpaLiBHUKA | CUCTEMATU3YIOTLCS 3a NPi3BULLaMM
3BifIbHEHWX MpaLiBHUKIB B andasiTHOMY NOpsaKy.

11. 3BefeHi onucu cnpas NOCTiHOrO, TpmBanoro (noHag 10 pokiB) 36epiraHHs, 3 KagpoBMX MUTaHb Ta akT Npo
BUTYYEHHS AN18 3HULLEHHA [AO0KYMEHTIB, He BHeceHUX A0 HAD (gani - akT npo BUAYYEHHS ANS 3HULLEHHSA NOKYMEHTIB),
posrnagatotees EK 3aknagy ogHovacHo.

12. 3aknag, Wo € mkepenom (opmysaHHa HAD, onucy cnpaB NOCTINHOMO 36epiraHHsA Ta 3 KagpoBMX NMUTaHb PasoMm 3
aKTamy MNpo BWIYYEHHA [NS 3HULLEHHA [OKYMEHTIB nicna cxsBaneHHs ix EK 3aknagy nogae Ha posrnsg ENMK
BiZJNOBIZHOI0 JEP>KaBHOMO apXisy.

13. 3aknag, wWo He € mkepenom gopmysaHHA HAD, onucu crnpas 3 KafpoBMX NUTaHb Pa3oM 3 akTamMu npo
BU/TYYEHHS ANA 3HULLEHHA [OKYMEHTIB nicna cxsaneHHa X EK 3aknagy nogae Ha po3rnsag EK apxiBHoro Bigginy
panoHHOI AepXKaBHOT afMiHicTpauii abo apxiBHOro BiA4iNy Micbkoi pagu. Onucu crnpas Tpueanoro (noHag 10 pokis)
36epiraHHs nicns cxsaneHHa EK 3aknagy nogatotbes Ha posrnsag EK opraHy ynpasniHHA OCBITOH.

14. TloromkeHi (CxBaneHi) aKkTU MpO BWIYYEHHS [NA 3HULEHHS [OKYMEHTIB, He BHeceHUx fno HA®,
3aTBEPXKYIOTHCA KEPIBHUKOM 3aK/1afy.

15. Micns 3aTBepAPKEHHS aKTa NP0 BUYYEHHS 1S 3HULLLEHHS JOKYMEHTIB 3aKnaz Mae NpaBo 3HULLMTY JOKYMEHTH.

16. KepiBHVK 3aKnagy 3060B’A3aHWi 3a6e3neUnTi 36epeXkeHHs LOKYMEHTIB, a'y pasi BK/IOUEHHS 3aKnagy 40 CrnCKY
OpUANYHUX 0Cib - mxkepen opmyBaHHA HA® nicna 3akiHYeHHS BCTAHOB/IEHWX FPaHUYHUX CTPOKIB X 36epiraHHs B
LbOMY 3aKnagi - 3a6e3ne4nTn nepegaHHs AOKYMEHTIB A/t MOCTINHOMO 36epiraHHa Ao Bi4NOBIAHOT AepXXaBHOI apXiBHOT
YCTaHOBM Y1 apXiBHOMO BiAAiNy mMicbKoT pagu.



MeHepasIbHUIA AMPEKTOP
OVpeKToparty AOLKI/IbHOT
Ta WKINbHOT 0CBITU A.O. OCMO0/10BCbKMWA

Jopatok 1

[0 IHCTPYKUIT 3 AinoBoacTea

Yy 3aKfagax 3arajibHoi cepeHbOT OCBITU
(nyHKT 3 posainy 1)

BUMOTIH
[0 0(hOPM/IEHHS IOKYMEHTIB, LU0 BUFOTOB/ISOTHLCS 32 J0NMOMOr0 KOMM HOTEPHOT TEXHIKM

1 [nsa ApyKyBaHHSI TEKCTIB CNy>60BMX [AOKYMEHTIB BUKOPUCTOBYETLCS rapHitypa Times New Roman, wpudr -
po3mipom 12-14 apyKapcbKUX MYHKTIB. [J03BONSETHCA BUKOPMUCTOBYBATU LUPUGT Po3Mipom 8-12 ApyKapCbKMX MYHKTIB
NS APYKYBaHHS PeKBi3nTy «[1pi3BuLLe BMKOHaBLS | HOMEP 1oro TenetoHy», BUHOCOK, MOSICHIOBa/bHUX HamWCIiB [0
OKPEeMUX eNIeMEHTIB TEKCTY JOKyMeHTa abo Moro pekBisnTiB TOLLLO.

Mig yac ApyKyBaHHS 3aro/oBKiB A03BONSETLCSA BUKOPUCTOBYBATW HaMIBXUPHUIA WpUGT (Npsmuii abo KypcuBs).

2. TeKCT [OKYMeHTIB Ha nariepi qopmary A4 (210 x 297 MifnimMeTpiB) peKOMeHA0BaHO ApykysaTu 4yepe3 1-1,5
MiDXKpSLKOBOrO iHTepBany, a opmaty A5 (210 x 148 minimeTpiB) - uepe3 1 MKpSLAKOBUIA iHTepBas.

LJOKYMEHTUN NOBUHHI MaTK Taki nons (MinimeTpiB):
30 - niBe;

10 - npase;

20 - BepXHE Ta HMKHE.

PekBIi3UTU [OKyMeHTa (KpiM TeKCTy), fKi CKNafarTbCA 3 KiNbKOX PAAKIB, APYKYKOTbCA uepe3 1 MiXKpAaKosuit
iHTepBasl. CKNagoBi YaCTUHW PEKBI3UTIB «Afpecar», «[pud 3aTBepKeHHs», «[pud NOromKeHHs » BiJOKPEMSIHOHOTLCA
OJVH Bif, 0fHOro yepes 1,5 MiXKpPALKOBOro iHTepBasy.

PekBi3nTK AOKYMEHTA BiJJOKPEMNIOKOTLCSA OAUH Bif 0AHOro Yepes 1,5-3 MiKPSAKOBUX iHTepBasIN.
3. HasBa BvAy JOKYMeHTa APYKYETLCA BEIMKUMU NiTEpaMu.
4. Po3wndpysaHHa nignucy B pekBisnTi «Iignuc» ApyKyroTbCs Ha PiBHI OCTAHHLOrO psAAKa Ha3BW nocagu.

5. He pobuTbcs BigcTyn Bif MeXi NiBOro nons Ansa peksisuTiB «J[lata AOKYMeHTa», «3arofoBoK [0 TeKCTy
[NOKyMeHTa», «TekcT» (6e3 ab3auiB), «BigMiTKa Npo HasBHICTb AoAaTKiB», «[pi3BMLLE BUKOHaBLUA i HOMep KOro
TenehoHy», HaliMeHyBaHHS nocagun y pekBisutax «Ilignuc» Ta «pud NorogkeHHs», Hanucy «3rigHo 3 OpUriHanoM», a
TakoX cniB «CNYXAMN», «BUCTYMNTN», «YXBANNN», «<HAKAIYHO».

6. 3a HaABHOCTI KifIbKOX rpuiB 3aTBEPYKEHHS | NOrOMKEeHHS BOHU PO3MILLYHOTHCS HA OLHOMY PiBHi BEPTUKAIbHUMM
psakamun. Meplumnin rpud - Big MeXi NiBoro nons, Apyruii - yepes 104 minimeTpu Big MeXi NiBoro nons.

7. Mig vac ohopMneHHs OOKYMEHTIB Ha ABOX i Oifblle CTOPiHKax Apyra Ta HaCTynHi CTOPiHKA MaloTb OyTu
NPOoHyMepoBaHi. lNMepLua CTOpiHKA He HYMEPYETLCS.

8. TeKCT! [LOKYMEHTIB MOCTINHOIO 36epiraHHA APYKYKTbCA Ha OAHOMY 6oui apkyla. [JOKyMeHTW i3 CTPOKOM
36epiraHHs [0 5 poKiB MOXKHa APYKyBaTW Ha NMLLOBOMY i 3BOPOTHOMY 6OLL apKyLLa.

Jopatok 2

Lo IHCTpYyKUIi 3 AinoBoacTBa

Yy 3aKagax 3ara/ibHol cepefiHbOT OCBITU
(nyHKT 4 posginy 1)

MEPENIK
JIOKYMEHTIB, Ha AK1X Mignnc NocaaoBoi 0cobm 3acBig4vyeTbCS BiJOMTKOM nedaTKm 3aknamy

1 AKTW (BUKOHAHHA pOo6IT, CMCaHHA MaTepia/ibHUX LiHHOCTEN, (PiHaHCOBKX NePEeBiPOK, BUTyYEHHS JOKYMEHTIB /15
3HULLEHHSA, NepeaBaHHs Crpas TOLUO).

2. [loBiAKM (NP0 BMKOPUCTaHHS OHOMKETHMX aCUrHyBaHb Ha 3apobiTHY MnaTy, HapaxoBaHy i3 3apo6iTHOI mnatu
TOoL).

3. [Horosopu (Mpo MaTepiasibHy BiAMNOBIfaNbHICTb, HAYKOBO-TEXHIYHE CMIBPOOITHALTBO, MiApPsaM, OpeHay
NPUMILLEeHb, BUKOHaHHS pooGiT TOLLO).



4. lokyMeHTM ([0BiKK, MOCBIAYEHHS TOLLO), WO 3aCBigYyHOTb NpaBa rPOMasH i OpUANYHMX OCib.
5. lopy4YeHHs Ha 0fiep>KaHHS TOBapHO-MaTepiaibHUX LliHHOCTENA.
6. 3aBAaHHs (Ha NPOEKTYBaHHS 06 €KTIB, TEXHIUHMX CMOPY/A, KaniTllibHe 6YAiBHULITBO, TEXHIYHI TOLLO).

7. 3paskn BigbGWUTKIB ne4yatok i MiAnMCiB MpauiBHMKIB, AKi MalOTb MpaBO 3fiACHIOBATM (DiHAHCOBO-roCnoAapChKi
onepaui,

8. Kowropuc BUTpaT (Ha KanbKyNALito 3a JOrOBOPOM, Ha KaniTasibHe 6yAiBHULTBO TOLLO).
9. JIncTu rapaHTiliHi (Ha BUKOHaHHS PobiT, HaflaHHs NoC/yT TOLLD).
10. Onucu cnpas NOCTiHOTO, TpuBasoro (noHag, 10 pokiB) 36epiraHHs, 3 KagpoBMUX NUTaHb.
11. WTaTHi po3nucy.
12. TpynoBi KHVKKMN.

Jogatok 3

Lo IHCTPYKUIT 3 AinoBoAcTBa

Yy 3aKnafax 3arasibHoi cepefHbOl OCBITU
(NyHKT 6 po3giny 1V)

MEPENIK
JIOKYMEHTIB, L0 He MignaratoTb peecTpaLii cnewjiaibHO NPU3HAYEHO0 /151 LIbOro 0C060H0
1 padikn, Hapaau, 3asBKW, PO3HAPAAKN.
2. 3BefleHHA Ta iH(opMaLlia, HagicnaHi Jo Bigoma.
3. HaBuanbHi niaHwn, ocBiTHI nporpamu (kKorit).
4. PeknamHi NoBiAOM/EHHS, NiakaTh, Nporpamy Hapa, KOHMEePEHLLil TOLLO.
5. Hopmu ButpaT mMatepianis.
6. BiTaslbHi IUCTY | 3aMPOLLIEHHS.
7. [pykoBaHi BUAAHHSA (KHUTW, XXypHanu, GONETEHI).
8. MicsAuHi, KBapTasibHi, MiBPIYHI 3BITY. %
9. ®opMKM CTATUCTUYHOT 3BITHOCTI.

10. florosopw.

Jopatok 4

Lo IHCTPYKUIT 3 AinoBoacTBa

Yy 3aK/1afax 3arasbHoi cepeHbOT OCBiTU
(nyHKT 6 posginy 1V)

PEECTPALIIVHNI )XYPHAJ
HaKasiB KepiBHMKa 3aKagy

PeecTpauiinnii  [laTa Hakasy 3arofioBoK Hakasy Mpi3suule, iHilianu MpisBuLLe, MpyMiTKK
iHOeKc (Homep) npawiBHUKa, Ha iHilianm
Hakasy SKOro NOKMafeHWin  BigNoOBiAanbLHOT
KOHTPO/Ib 3a ocobm
BMKOHAaHHSA Hakasy (BifnoBsifasibHUX
0cib)

1 2 3 4 5 6



