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MIHICTEPCTBO OCBITU I HAYKW YKPAIHU
HAKA3

25.06.2018 M. Kuis N2 676

3apeecTpoBaHO B MiHicTepcTBi 10OCTMLIT YKpaiHK
11 BepecHs 2018 p. 3a N2 1028/32480

[Mpo 3aTBepaXxeHHd IHCTpYKUIl 3 AiIOBOACTBA
Yy 3aKjajax 3arajbHoOl cepeaHbOl OCBITH
BignosiaHO A0 nyHKTY 8 [MonoxeHHs npo MiHiCTepCcTBO OCBITU | HayKu
YKpaiHun, 3aTBepaXeHoro rnoctaHoBo KabiHeTy MiHicTpiB YKpaiHun Big 16
XOBTHS 2014 poky N2 630, nyHkTy 369 nnaHy npioputeTHUX AN Ypaay Ha
2018 pik, 3aTBepaXeHoro posnopsamxeHHaM KabiHeTy MiHicTpiB YKpaiHu Big
28 6epe3Ha 2018 poky N2 244-p,

HAKA3Y1O:

1. 3aTBepanTtn IHCTpyKUitO 3 AiNOBOACTBA Y 3akKfnajax 3aranbHOl cepeaHboil
OCBIiTU, LLO AOAAETLCAH.

2. [OupekTopaTy QAOWKIiNbHOI Ta wWwkKinbHOi ocBiT (Ocmonoscbkmn A. O.)
3abe3neuynTn B YCTAHOBNEHOMY MOpPSAAKY MNOAAHHA UbOro Hakaly Ha
Aep>XXaBHY peecTpauito Ao MiHicTepcTBa OCTULIT YKpaiHW.

3. Llen Haka3 Habupa€e YMHHOCTI 3 AHA NOro odiuinHoro ony6iKyBaHHS.

4. KOHTPO/Ib 3@ BUKOHAHHAM LbOro Hakasy MoKMacTU Ha 3acTyrnHuka MiHicTpa
Xo63esq M. K.

MiHicTp J1. M. 'puHeBNY
NOroAXEHO:

Fonosa [lep>xaBHOI CNy>b6um
cneuiasibHOro 3B'A3Ky Ta
3axucTy iHcopmMauii YkpaiHm J1. O. EBAOYEHKO

Mepwun 3actynHnk Fonoeu
Oep>xaBHOI apXiBHOI Cny»6wu
YKpaiHu I. M. Kicinb
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3ATBEPOXXEHO
Haka3 MiHicTepcTBa OCBITU i HayKu YKpaiHu
25 yepBHsa 2018 poky N° 676

3apeecTpoBaHoO
B MiHiCcTepcCTBi OCTUUITl YKpaiHU
11 BepecHsa 2018 p. 3a N2 1028/32480

IHCTPYKLIA
3 AiN0BOACTBA V 3aKNadaX 3arajsbHOI cepeaHbol
OCBITU

I. 3arasbHi Nos10>KkeHHsA

1. Ua IHCTpyKUia BCTaAHOBMKE 3arasbHi BUMOrM WOAO AOKYMEHTYBaHHA
ynpaBniHCbKOi iHdoOpMauii Ta opradisaudii poboTm 3 AOKYMEHTamMu Yy
AepXaBHUX i KOMYHanbHMUX 3akKniagax 3arajlibHoi cepefHboi OcCBiTM (gani -
3aKnaam).

2. [loTpyMaHHA BMMOr WOAO TMOpPSAKY BedeHHSI [OOKYMEHTYBaHHS,
BCTAHOB/IEHUX Ui€t0 IHCTpPYKLUi€D, € 060B'A3KOBMM ANA 3aKiagiB.

3. 3aknagum OopraHi3oBylTb [AiN0OBOACTBO BiAMNOBIAHO A0 IHCTPYKUil, $Ka
pO3p0bAAETbCA Ha OCHOBI Ui€l IHCTpyKUil Ta 3aTBEPAXYETLCA KepiBHMKOM
3aksaay.

4. OpraHizaudia pginoBoactBa i KOHTPOJIb 3@ CBOEYACHMM poO3rna4oM Ta
NPOXOAXXEHHSAM AOKYMEHTIB Y 3aKknaji 34iMCHIOTLCA BignoBiganbHOK 0C060t0
(BianosiganbHMMM ocobamMn), daka (sKi) npu3HavaeTbcs (NpU3HAYaKOTbLCA)
KepiBHMKOM 3aksiaay.

5. CTBOpEHHS eNeKTPOHHUX AOKYMEHTIB 34iNCHIOETLCA BiANOBIAHO A0 3aKOHIB
YkpaiHn "Tpo eneKTpOoHHI AOKYMEHTU Ta eNeKTPOHHUIN aokyMeHToobir", "Mpo
eneKTPoOHHUN undposuin nignmuc", Hakaly MiHicTepcTBa tOCTULIT YKpaiHM Big
11 nuctonaga 2014 poky N 1886/5 "lNpo 3atBepaxeHHs Mopsaky poboTtm 3
eNeKTPOHHUMU AOKYMEeHTaMM y AiNOBOACTBI Ta IX MiAFOTOBKM A0 NepefaBaHHA
Ha apxiBHe 36epiraHHsa", 3apeecTpoBaHoro B MiHicTepcTBi toCcTUUIi YKpaiHu 11
nucrtonaga 2014 poky 3a N 1421/26198.

3aknagn MOXYyTb CTBOpHOBaTUM [OKYMeHTM Tumyacosoro (Ao 10 pokis
BKJIIOYHO) CTpOKy 36epiraHHa uwe B eNneKTPoHHIn ¢dopMi 3a YyMOBM
HassBHOCTI BIiAMNOBIAHOIO TeXHiYHOro 3abe3neyvyeHHs 3 ypaxyBaHHAM BUMOr
3aKOHO4aBCTBA YKpaiHW Ta ui€l IHCTpyKUil.
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6. lMNMopsagok opraHizauii ainoBoacTBa 3a 3BEPHEHHSMU FpoMajsiH, 3anmMTamm
Ha Ny6nivyHy iHdOpMaUilo BM3HAYAETbCA 3aKoHaMM YKpaiHu "lpo 3BepHEHHS
rpomaasiH", "Mpo goctyn go ny6nivHoi iHdpopmauii".

7. Y 3aknaai AinoBOACTBO 3AIMCHIOETbCHA [AepXaBHOK MOBOK. [JOKYMEHTHU
CKNajalTbCa  AEpXaBHOK  MOBOK, KpiM  Bunagkie, nepeabavyeHmnx
3aKOHOA4AaBCTBOM MPO MOBU B YKpaiHi.

[JOKyMeHTH, 4Ki HaAcunalwTbCa iHO3eMHUMM ajpecaTtaM, OQOpPMIIITLCA
YKpaiHCbKOK MoBOt, abo MOBOK JAepxaBu-agpecaTta, abo ogHielo 3 MoOB
MI>)KHApPOAHOro CnifIKyBaHHS.

8. Ctpoku 36epiraHHa [OOKYMEHTIB, WO CTBOPKOIOTLCA Mig 4Yac AiSaAbHOCTI
3aKnagy, BU3Ha4dyalTbCA Haka3oM MiHicTepcTBa OCTULIT YKpalHU Big 12 KBIiTHA
2012 poky N° 578/5 "lNpo 3aTBepa)xeHHs lNepeniky TMNOBUX AOKYMEHTIB, LU0
CTBOPKOKOTHLCA Mif Yac AiaNbHOCTI AepXaBHUX OpraHiB Ta OpraHiB MicueBoOro
CaMOBpPSAAYBaHHA, iHWWX YCTaHOB, MIANPMEMCTB Ta oOpradisauin, i3
3a3Ha4YeHHAM  CTpokiB  36epiraHHA  [OOKYMeHTiB", 3apeecTpoBaHuM Yy
MiHicTepcTBi tocTuuii YkpaiHm 17 kBiTHA 2012 poky 3a N 571/20884 (3i
3MiHaMn).

I1. 3aranbHi BUMOrn 4O CTBOPEHHS, OpbOpM/I€HHS
Ta AOKYMEHTyBaHHS yrnpaBJliHCbKOI iHgpopMayii
1. [lokyMeHTyBaHHS ynpasiHCbKOI iHdOpMauii 3aknagy nossira€ y CTBOpPEHHI
AOKYMEHTIB, WO CNpsAMOBaHi Ha BUPILLEHHA YNpPaB/iHCbKUX pilleHb.

2. Ha3Ba BuAay AokyMeHTa (Hakas, NpoTOKOJ, AOMNOBiAHA 3anMcKa TOWO) Ma€E
BignosigaTn Ha3BaM, nepeabayeHum po3ainom 3 [depxkaBHoro knacudikatopa
ynpasfiHCbKOT  AgokyMeHTauii [AK 010-98, 3artBepaXXeHOro HakasoMm
[lep>xaBHOro KoMiTeTty YKpaiHM no CcTraHgapTtu3auii, ™MeTposorii Ta
ceptudikauii Big 31 rpyaHs 1998 poky N2 1024_(3i 3MiHaMn).

OdopMneHHs peKBi3UTIB  OpraHizauiMHO-po3nopsgvoi  AOKYMeHTauii  Ta
nopsaaoK iX po3TallyBaHHA MaloTb Bignosigatv HauioHanbHOMY CTaHAApTy
YkpaiHn "[epxxaBHa VYHidikoBaHa cucteMa [OKyMeHTauii. YHidikoBaHa
cucrtema opradizauinHo-po3nopsaa4voi AOKyMeHTauil. Bumoru ho
odopmnoBaHHA AokyMeHTiB. ACTY 4163-2003", 3aTtBepAXXeHOMY HaKa30M
[lep>XxaBHOro KoOMIiTeTy YKpalHM 3 MNUTaHb TEXHIYHOro peryaiBaHHA Ta
cnoxmuB4yoi nonitnkun Big 07 kBiTHA 2003 poky N2 55 (gani - 4CTY).

3. OpraHizauiHo-po3nopsiadi AOKYMeHTU odOopMAKKTbCS Ha 6GnaHkax, wo
BUIrOTOBNAIOTLCSA 3rigHo 3 BuMorammn ACTY Ta uiel IHCTpyKUuil.



Y 3aKknagi MoXyTb BUKOPMUCTOBYBATUCS TaKi 61aHKN AOKYMEHTIB:

e 3arasibHM 6nMaHK ANns CTBOPEHHS Ppi3HUMX BUAIB AOKYMeHTiB (6e3
3a3HayeHHs y 61aHKy Ha3BU BUAY AOKYMEHTA);

e OnaHK nucTa;

e OnaHk Haka3sy.

Bumorn po odopMiieHHS AOKYMEHTIB, WO BWIOTOBAAKTbLCA 3a AOMOMOror
KOMMN'IOTEPHOI TEXHIKMN, HaBeAeHO B foaaTKy 1 Ao ui€i IHCcTpykKuii.

4. lMocagosi ocobu nNiANUCYOTb AOKYMEHTUM B MeXaX CBOiX MOBHOBAXEHb,
BM3HAUYEHUX 3aKOHOAABCTBOM YKpaiHW, CTaTyTOM 3aknajy, nocagoBumu
IHCTPYKUIiSIMMN, HaKa3oM Npo po3noainl 060B'A3KiB MiXX KepiBHUMKOM 3akKnaay Ta
NOro 3acTynHMKamMu ToLo.

BinbutkoM neuyaTtkn 3aknagy (3a HasiBHOCTI) 3acBig4yyroTb NiANMC NOCaAA0BOI
0cobu Ha fOKYMeHTax i3 MUTaHb OpraHi3auinHoi Ta PiHaHCOBO-rocrnoAapCbKOoi
AiSNIbHOCTI 3a nepenikoM [AOKYMEHTIB, Ha SKUX Mignuc nocagoBoi ocobwu
3acCBigYYETbCA BiAOUTKOM nedaTKu 3aknagy, HaBedeHUM y aoaaTtky 2 A0 ui€i
IHCTpyKUil.

Binbutok neyaTkn CcTaBUTbCA Tak, WO6 BiH OXONKOBAB OCTAHHI KinbKa nitep
HaWMeHyBaHHA nocaanm ocobu, gKa nignucana AOKYMEHT, ajsie He nianuc
nocagoBoi 0cobu, abo NpoCTaBNSETbCS Ha OKPEMO BUAINIEHOMY ANS LbOro
Micui 3 BigmiTkowo "M. T1.".

5. 3aknag Moxe 3acsigyyBaTu KOMii MWwe TUX AOKYMEHTIB, WO CTBOPHOKOTHLCA
B HbOMY, @ TakoX Yy Bunagkax, nepegbavyeHnx B absaui ApyroMy uUbOro
NYHKTY.

Y pa3si nigrotoBKkM AOKYMEHTIB A/ HaAAHHA CyAOBMM oOpraHam, nig 4yac
BUPIWEHHA nNUTaHb LWOAO0 MPUNHATTA rpoMaasaH Ha poboTy, HaB4YaHHA,
3acCBiAYEeHHSA X TPYAOBUX Ta iHWMX NMpaB y B3aEMOBIAHOCMHAX i3 3aKsaaoM, a
TakKoX nMig 4ac ¢opMyBaHHA 0CO60OBMX cCnpaB MNpauiBHWUKIB 3aknag Moxe
BUFOTOBNATU  KOMii [AOKYMEHTIB, BMAAHUX I[HWKWMKM YycTaHoBaMu (Konii
AOKYMEHTIB NpO OCBITY TOLLO).

BigmiTka "Konia" npoctaBnsgeTbcst Ha NnMLboBOMY 60U Y BEpXHbOMY MpaBoMy
KYTKY NepLoro apkywa AOKyMeHTa.

Konii HakasiB, iHWWX AOKYMeHTiB 3acsigvye (3acBigyyltoTb) BianosiganbHa
ocoba (BignosiganbHi 0cobwn) 3a opraHisauito 4inoBoACTBA Y 3aKnaai.



6. Y pa3si noTtpebu npoBeaeHHS OUIHKWM AOUINbHOCTI CTBOPEHHS AOKYMEHTA,
Moro o6rpyHTOBAHOCTIi Ta BiANOBIAHOCTI 3aKOHOAABCTBY 3A4iMCHIOETLCSH
NOroAXXeHHsA AOKYMEHTA.

MorogXeHHs AOKYMEHTIB MOXe 3A4IMCHIOBATUCb NocagoBuMm  ocobamu
3akaay, SKi BiANOBIAHO A0 X KOMMETeHUil BUPIWYTb NMUTAHHA, NOPYLUEHi B
AOKYMEeHTi (BHYTPILWWHE NOroAXXeHHs ), a TaKoX 3aiHTepecoBaHMMM yCTaHOBaMu
(30BHILUHE NOroAXXeHHs).

lMorog)XeHHs1 [OOKYMEHTIB 3A4IMCHIOETLCA BiANOBIAHO A0 BUMMOr Hakasy
MiHicTepcTBa tocTuuii YkpaiHn Big 18 uyepBHa 2015 poky N2 1000/5 "lMpo
3aTBepAXeHHs [lpaBun opraHisadii AginoBoacTtBa Ta apxiBHOro 36epiraHHs
AOKYMEHTIB Yy AepXaBHUX OpraHax, opraHax MiCLUeBOro camoBpsAyBaHHA, Ha
nianpueMcTBax, B YCTaHOBax | oOpraHisauisax", 3apeecTpoBaHOro vy
MiHicTepcTBi tocTUUil YkpaiHu 22 yepBHa 2015 poky 3a N2 736/27181 (mani -
MpaBuna opraHisauii AinosoacTBa Ta apXiBHOro 36epiraHHA AOKYMEHTIB).

Mpnd NorogXXeHHA po3MillytOTb HMX4e pekBisnTy "Mignuc". BiH cknagaeTbca
3i cnosa MNMOIOAXEHO (6e3 nanok), Ha3BuM nocagn ocobu, siKa MOroaXye
AOKYMeHT (pa3oM 3 HaMMeHyBaHHAM 3aknagy), nianucy, iHidiany(iB) i
npi3snLla, AaTn NMOroAXeHHS.

Mpuknaa:

MOroa>XeHo
AnpekTop rimHasii N2 5
Mianunc Ixivian(un),
npissule

05.02.2018

7. 3aTBepAXXeHHHA YNpaB/liHCbKUX OOKYMEHTIB 3A4IMCHIOETbCA 0COBMUCTO
KepiBHMKOM 3aksagy BiAMOBIAHO A0 MOro MNOBHOBaXeHb abo po3nopanvum
AOKYMEHTOM 3aksagy i3 3a3HadyeHHAM Ha AOKYMeHTi rpuda 3aTBepaXKeHHS,
oopMnIeHoro BiaAMNOBIAHUM YNHOM.

MopsaoK 3aTBepAXXeHHs OOKYMEHTIB 3A4IMCHIOETLCA BianosigHO no [lpasBwn
opradizaduii AiI0BOACTBa Ta apXiBHOro 36epiraHHA AOKYMEHTIB.

Mpnd 3aTBepaXXeHHs cknagaeTbcss 3i cnoBa 3ATBEPOXYIO (6e3 nanok),
Ha3BWM nocagn, nianucy, iHidiany(iB) i npisBuwa ocobu, ska 3aTBepauna
AOKYMEHT, AaTu 3aTBepaXKeHHS.

Mpuknaa:



3ATBEPOXKYIO
AnpekTop riMmHasii N2 5
Mignuc IHiuian(n),
npissuiie

07.03.2018

Y pa3i 3aTBepAXeHHS [LOKYMeHTa pilleHHAM KonerianbHoro opraHy rpud
3aTBEepAXeHHs cknagaetbcs 3i cnosa 3ATBEPAXXEHO (6e3 nanok), HasBswy,
AaTun i HoMepa AOKYMEHTa Y Ha3nuBHOMY BigMIiHKY.

Mpuknaa:

3ATBEPOXXEHO
lMpoToKkon 3acigaHHA
negaroriyHol paau
rimHasii N° 5
06.05.2018 N 40

III. Ocob6s1mBi BUMOrn o CkjagaHHs AesIKnuxX BugiB
AOKYMEHTIB

1. Haka3z — po3nopsgunin OOKYMEHT, SKMW BWAAE KepiBHMK 3aknagdy Ha
npaBax €AMHOHA4YaNbHOCTI Ta B MeXax CBOEI KOMMneTeHUuii, 060B'a3koBU angd
BUKOHAHHA nignernmmn. Haka3nm BuaakwTbCAa 3  OCHOBHOI  AiA/1IbHOCTI,
aAMiHICTPaTUBHO-rOCNOAAPCbKUX, KAaApPOBUX MUTaHb 3aKnagy, a TakoX pyxy
YUYHiB.

Haka3n 3 OCHOBHOI AigNbHOCTI, aAMiHICTPAaTUBHO-roCNOAAPCbKUX, KaapOBUX
NMUTaHb, PYXy Y4HIB/BMXOBaHLUIB NiANUCYIOTbCA KEpiBHWKOM 3aknagy, a 3a
MOro BiACYTHOCTI - 0C06010, SiIKka BUKOHYE MOro oboB'sA3KM, Ta PEECTPYIOTbLCS B
XXYpHanax peectpauii HakasiB.

Micna nignncaHHa Hakasy 3MiHM 40 HbOIMO BHOCATLCA NULLE LWISXOM BUAAHHS
HOBOIMO HakKa3y NMpPoO BHECEHHS 3MiH.

Haka3 oopmMntoeTbca Ha 6n1aHKy Hakasy 3akiagy.

3MiCT Hakasly CTUCNO BUKIAAAETbCA B 3arosioBKy, SAKUN MOYMHAETbCA 3
npunMmeHHunka "Mpo" Ta cknagaeTbCsa 3a A0OMNOMOroK BiAAIECNIBHONO iMEHHUKA
("Mpo 3aTBepaxeHH4...", "lNpo cTBOpeHHsA...") abo imeHHuka ("lMpo
nigcymkun...").



TeKCT Hakazly 3 OCHOBHOI AigNbHOCTI, aAMIiHICTPaTUBHO-roCcno4apCbKnx
NMMTaHb Ta PpPyXYy Y4HIB/BMXOBaHLUIB CKIafAa€TbCd 3 [ABOX YacCTUH -
KOHCTaTytou4oi (Npeambynun) i po3nopsigyoi.

Y KOHCTaTYUi 4YacTUHI 3a3Ha4vYa€ETbCa niacrtaBa, obrpyHTyBaHHsa abo MeTa
BUAAHHA Hakasly. Po3nopsgya 4acTMHa Haka3ly MNOYMHAETLCA i3 C/l0Ba
"HAKA3YIO", dKke ApYKYeETbCA 3 HOBOro psAaka BelnkuMu nitepamm 6e3
BIACTYNY BiA4 NiBOro Nosis i slanok, Nicng 4oro CTaBUTbCA ABOKparnka.

AKWO Hakas BWAAETbCA Ha MiACTaBi iHWOro po3nopsayoro AOKYMEeHTa, Y
KOHCTaTYO4ilAi YacCTMHi 3a3HauyaloTbCA Has3Ba BMAY LbOro AOKYMEHTa, MOro
aBToOp, AaTa, HOMep Ta 3aros0BOK.

Haka3sn HyMepylTbCA B NOPSAAKY X BUAAHHA B MeXax KaneHAapHOro poky;
Haka3n 3 OCHOBHOI AiANbHOCTI, pPyXy YYHiB/BMXOBaAHLUIB, aAMiHICTpaTUBHO-
rocrnoAapCbKnx, KagpoBUX MUTaHb MaltTb OKPEMYy MOpAAKOBY HyMepauitio. 3
METOI PO3pi3HEHHA rpyn HakasiB A0 pPeeCTpauinHOro iHAeKCy Hakasy 4depes
nedic AJodaEeTbCAa NniTepHa BiAMITKa, Hanpuknaa:

e HaAKa3u 3 aAMiHICTpaTUBHO-rocnogapcbknx nutaHb — N9 2-r;

e HakKasu 3 KagpoBux nutaHb — N? 2-k;

e HAKa3u Npo HagaHHSA WOPIYHUX OCHOBHUX BIAMYCTOK Ta BiANYCTOK Yy
3B'A3KY 3 HAaBYaHHAM npauiBHuKiB — N2 2-B;

e Hakasu 3 pyxy y4HiB/BuxosaHuis — N° 2-y.

2. lpoToKON — [OKYMeHT, Yy AKOMYy ikCcyeTbcs nepebir BeneHHs 3acifaHb,
YXBaNeHHS pilleHb AopadynMMK Ta KoneriaibHUMMU opraHaMu, KOMiCiisMu TOLLO.

lMpoTOoKONM 3acidaHb nefaroriyHMx pag, iHWUX Aopagdmx Ta KoserianbHuUX
OpraHiB CKfiagatTbCsd B CTUCNIN OpMi. Y NpOTOKONi, CKNageHOMY B CTUCNIN
dopmi, @ikcyoTbCa nuwe npuUUHATI piweHHa 6e3 peTtanisaudii nepebiry
06roBOpeHHs NUTAHHA.

Y pasi notpebu 3a pilleHHsaM 3aranbHuX 360piB (KOHdepeHLuil) KonekTuey
NPOTOKONM 3arasibHMX 360piB (KOHMEepeHLii) KoNeKTUBY MOXYTb CKaagaTucA
Yy NOBHiN (OpMi.

HyMepauisa npoTokoniB 3acigaHb negaroriyHoi pagun BedeTbCsa B MeXaX
HaB4yanbHOro0 pPoOKYy, MpOTOKOMIB BUMOOPHUX OpraHiB — y Mexax IiX
NMOBHOBAXEHb.

HyMepauisa npoToKoNiB BeAeTbCss OKPeMO 3a KOXHOK rpynok MNpoTOKONiB
3acigaHb BiAMOBIAHOMO KoONeriasibHOro opraHy.



3. [laToto NpOTOKOJy € AaTa NpoBeAEHHS 3acigaHHS.

3aronoBOK A0 TEKCTy NMpOTOKONYy Mae€ Bigobpaxkatu BuA 3acigaHHa (Hapaja,
360pun, KoHdepeHuis Towo) abo konerianbHOI AisnbHOCTI (KOMicis, paaa,
36opun, poboya rpyna TOLWO) i BKAOYATU Ha3BY BMAY AOKYMEHTA.

TeKCT NpOTOKOJY CKMAAA€ETLCSA 3i BCTYMHOI Ta OCHOBHOI YaCTUH.

Y BCTYNHIN 4YaCTUHI NMPOTOKOY 3a3HayaloTbCs MNpi3BuULLA Ta iHiLiann ronosu
abo ronoByl4Oro Ha 3acigaHHi, 36opax TOWO, cekpeTapsi, 3arnpolleHnx, a
TaKOX MPUCYTHiX OcCib.

Y pa3i notpebu 3a piweHHAM BiAMNOBIAHOrO OpraHy Yy CMAUCKY MPUCYTHIX
3a3HayaloTbCA nocagu 3anpolweHnx ocib Ta HaMMeHyBaHHSA YCTaHOB. SAKLWO
KiNIbKiCTb NPUCYTHIX nepeBullye 15 ocib, 3a3HayaeTbCs iX 3arasbHa KifbKiCTb
3 NMOCUIAHHAM Ha CMUCOK, WO A0AAETLCA A0 MPOTOKONY.

4. BcTynHa 4acTuUHa MIiCTUTb MNOPSAAOK LAEHHWUW: nepeniik po3rfsiHyTUX Ha
3acigaHHi NuTaHb. MNopAnoOK AEHHUW NOAAETLCA HaNpPUKiIHLUI BCTYMNHOT YaCTUHW.

CnoBa "lopsaok AeHHUN" APYKYOTbCA Bif, MexXi NMiBOro nons, nicns Hux
CTaBUTbCS ABOKpanka. KoXXHe NUTaHHSA HyMepyeTbCs apabCbkuMn undpamm i
APYKYETbCS 3 ab3auy. PopMyBaHHS NMUTaHb Yy NMOPSAKY AEHHOMY MOYUHAETLCS
3 NpunMeHHuka "lMpo".

5. OcHoBHa YyacTMHa nMpPOTOKONY CKNAJAETbCA 3 pO34iNniB, 4Ki MakTb
BiANOBIAATW MYHKTaM MNOpPAAKY AEHHOro. Po3ginm HyMmepyrTbCca apabCbKumu
undpamm i 6yayoTbCs 3a TaKOK CXEMOIO:

e ansa ctucnoi dgopmun npotokonis: "CITYXAJIU — YXBATUINY;
e ana noBHOi dopmm npotokonie: "CJIYXAJZIM — BUCTYMNMUIIN —
YXBATNIN".

Micna cnosa "CJTYXAJIN" 3 HOBOro psaKa 3a3HadaloTbCsa Npi3Buwe Ta iHiuianu
(iHiuian iMeHi) KOXXHOro gonosigava.

Y nosBHin dopMi npoTtokony nicna cnosa "BUCTYMUIIN" ¢ikcytoTbCa BUCTYNU
TUX 0Ci6, fKi B3sgaM ydyacTb B 06roBopeHHi gonosiai (NUTaHHS nopsaky
AeHHoro). Buctynu odopMalTbCA B MNPOTOKOMI i3 3a3HavyeHHaAM nocag,
npiszsuw, Ta iHiuianie (iHiyiany), iMeH gonosigadiB y Ha3MBHOMY BiAMIiHKY,
BUKIAAEHHAM 3MiCTy BUCTYNY abo NMTaHHS, BiANOBIAI HA HbOTrO.

6. TeKCTn BUCTYMIB Y NPOTOKOJiI BMKNAAAKTLCS Bi4 TPEeTbOi 0CO6U OAHUHMN.



Tekct abo Te3n ponosigi, oPopMNeHi K OKpeMi AOKYMEHTU, A0 TEeKCTy
NPOTOKONY He BK4YakTbcs. [licns BigOMOCTeNn Npo AOMnoBigada CTaBUTbCS
TUpe i 3a3HavaeTbca "TekCT Aonosidi A0AaETbLCA A0 NpOoToKoNy".

Micna cnosa "YXBAJTUIIN" dikcy€eTbCA NpUNHATE pilleHHs 3 06roBoprOBaHOMO
NMUTAHHSA NOPSAKY AEHHOro, sike Mae€e BK/OYaTW CKAAZ4OBI, WO BiANOBIiAAKOTHL
Ha Taki NUTaHHA: KOMY, WO 3pobuUTH i B SKUN CTPOK.

Y pasi AKWo npuMMaeTbCsa pilleHHA TMpO  CXBaJieHHs, MNOro4KeHH4,
3aTBEpPAKEHHS AOKYMeHTa, SKM 06roBopoBaBCs Ha 3acifaHHi, uen AOKYMeHT
AOJAETLCA A0 NMPOTOKONY. 3@ HASABHOCTI iHWMX AOKYMEHTIB, WO po3rnsaanucs
Ha 3acigaHHi Ta ¢dakT o06roBopeHHs sKuUX 6yno 3adikcoBaHO B TEKCTi
NPOTOKONY, BOHU HYMepylTbCa apabcbkumu undpammn (Hanpukniag, AoAaTOK
1, popmatok 2). Y BIiANOBIAHMX MNYHKTax MPOTOKOSY MNpPOCTaBASATbCA
MOCUNAHHA Ha Ui A0AATKMU.

MpoTokoN MiANUCYE ronoBYKOYMM Ha 3acifaHHi KonerianbHoro (A4opajyoro)
opraHy Ta cekpeTap (3a HasaBHOCTI). NpOTOKON 3acigaHb KOMICi NiANUCYIOTb
yCi UNneHn KOoMicil.

7. Jluctn cknapaloTbCa 3 MeTo OOMiHy iHgopMauielo MiXK 3aknagoM Ta
opraHamMm JAep)aBHOI BJlaAM, OpraHamMm MiICLEBOro camMoBpAAYyBaHHSA, IX
nocagosumu i cnyx6osnmm ocobamm, 3aknagamMmmn, yctTaHoBamm, opraHizauismm
Ta IHWWUMWN PIBUYHUMM | OPUANYHUMK O0cobaMu.

BnaHku nucra MatoTb Taki pekBi3uTKn:

e HaMMeHyBaHHS 3aCHOBHMKA (3aCHOBHMKIB) 3aknagy (Hanpuknag,
Opecbka Micbka papa);

e OBHe HaMMeHyBaHHS 3akiaay BiANOBIAHO A0 YCTAHOBYMX AOKYMEHTIB;

e [O0BiIAKOBI AaHi npo 3aknag (nowToBa agpeca, HoMepu TenedoHis,
dakciB, paxyHkiB y 6aHKy, agpecy eneKkTpOHHOI NOWTU TOLWO).

PekBisutamMn nucta €: p[aTta, PpeecTpauimHM iHAEeKC, MNOCUNaHHA Ha
peeCTpauinHUin iHAeKC i AaTy AOKYMeHTa, Ha KWW Hada€TbCsa Bianosiab (3a
notpebu), agpecart, 3arosioBOK A0 TeKCTYy, TEeKCT, BigMiTKa Npo HAasABHICTb
AoaaTkis (3a noTpebu), nianmuc, BiAMITKA Npo BUKOHaBUA.

JJaToro nucta € paTta WMoro nianucaHHsa, saKka Mae 36iratuca i3 aaTtoro
peecTpaLii BUXiAHOI KopeCcnoHAeHL,l.

TekCT nncTa BUKIALAETLCA Big neploi 0cobn MHOXWMHU 3 BUKOPUCTAHHAM
cnis: "npocmumo nosigoMuTKn...", "po3'acHOEMO, Wo...".



3a3BKWYyall Yy NUCTi NOPYLIYETbCS OAHE MUTAHHS.

8. AKT — AOKYMEeHT, CKiliaAeHun rpynoto ocib ans 3acsBigyeHHS BCTAHOBIEHMX
dakTiB abo noaini. AKTM 0popMNIOIOTLCS 3a pe3ysibTaTaMu peBisin piHaHCOBO-
rocrnofapcbkoi  AiSNbHOCTI, Nig 4ac npuUMMaHHA-NepenaBaHHs  Cripas,
CMMCaHHA ManHa ToLoO.

[aTolo akTa € gaTta Moro CKiafeHHs.
TeKCT aKTa CKIafaETbCA 3i BCTYMHOI Ta KOHCTATYHO4YOl YaCTuH.

Y BCTYNHIM 4aCTUHI 3a3HavalTbCA MigCTaBuM ANa CKAa4aHHA akTa Ta
Ha3MBalTbCa 0Ccobu, sKi cknann akT abo 6ynn NpMCyTHI Npyn UbOMY.

Y KOHCTaTYlui 4YaCTUHI BUKNa[alTbCs CYyTb, 3aBAaHHS, XapakTep BMKOHAHOI
po60TKN, BCTaHOB/EHI haKTn, Npono3uuii Ta BUCHOBKW. KOHCTaTyro4a 4YacTMHa
MoXxe o(opMIIOBATUCA Y BUrNa4i Tabnuui.

Y KiHUi TEKCTY aKTa 3anucyloTbCa AaHi MPO KiNbKiCTb NPUMIPHUKIB aKTa Ta iX
MiCLLe3HaXOoXKEeHHS.

AKT nianucytoTb yCi ocobun, aKki 6pann yyacTb y MOro CKiagaHHi.

Ocoba, sika Ma€ 3ayBaXeHHs A0 3MICTy aKTa, NiAnMCcye Moro i BUKIaAa€e CBO
AYMKY Ha OKPEMOMY apKylLli, SKUA AOAA€ETbCS A0 aKTa.

IV. PeecTpayiss AOKYMEeHTIB

1. [JoKkyMeHTM B 3aKnagi peecTpyrTbCA LUEHTpani3oBaHO He3aNneXxHo Big
cnocoby 1iX CTBOPEHHS, OAepXXaHHS YW BIATBOPEHHA. Y 3aknadi Moxe
3aCTOCOBYBATUCA  aBToMaTu3oBaHa ¢dopMa peecTpauii  AOKYMEHTIB 3
BUKOPUCTaAHHAM creuiasibHMX KOMM'toTEPHUX Nporpam.

2. PeecTpauia AOKyMeHTIB 34INCHIOETbCS BiAMoOBIiAHO A0 [paBwun opradisauii
AinoBoacTtBa Ta apxiBHOro 36epiraHHS 4OKYMEHTIB.

3. PeecTpauis AOKyMeHTIB nMpoBOAUTbLCS 3 MeTOK 3abe3nedyeHHs iX 061iky,
KOHTPO/IIO 3@ BUKOHAHHSAM | OnMepaTUBHUM BUKOPUCTAHHAM iHdoOpMauii Ta
nonsra€ y BefAeHHi 3annucy obnikoBmx AaHMX rMpo AOKYMEHT, SKUM (iKCYETbCH
dakT CTBOpeHHs, BignpaBneHHa abo OTpMMaHHA [OKYyMeHTa LWASXOM
NPOCTaBNEHHS Ha HbOMY PEECTpAUIMHONO iHAEKCY i3 3annucoM Yy BignoBiaHUX
XypHanax (6azax aBTOMATM30BaAHWUX CUCTEM) peecTpauii HeobXigHnx
BiAOMOCTEN NMpO AOKYMEHT.



4. PeecTpauii nignaratoTb BXigHI, BUXiAHI Ta BHYTPIWHI AOKYMeHTU (AO0BIAKM,
AONOBIAHI 3anuUCKK, 3asiBM, NMPOTOKONM 3acigaHb NeaaroriyHux pag, KoMicCin
TOLLO).

5. JOKYMEHTN PEECTPYIOTbCS NMLIE OAMH pa3: BXiAHi - Y AeHb HAAXOOKEHHS
abo He ni3Hile HacTynHoro pob6o4oro AHS, SKWO AOKYMEHT HaAdiliwoB Yy
Hepob6ounii Yac, CTBOPIOBaHI — Yy AeHb NiANNCaHHSA abo 3aTBEpAKEHHS.

6. [JOKyMeHTH, AKi HaaAXo4ATb A0 3aKlady, PEECTPYHOTbCA B XYypHasi BXigHOI
KopecrnoHAeHUil, Ti, Wwo BiANPaBAdaOTbCA, — Y XYpHani BUXiAHUX LOKYMEHTIB,
BHYTPIWHI — Yy >XXypHani BHYTPIWHIX AOKYMEHTIB, HakKa3u — Yy >XypHanax
peecTpauii HakasiB.

[Mepenik AOKYMEHTIB, WO He MianaratTb peecTpauil cneuiasibHO NMPU3HAYeHOoto
ANa uboro ocobot, HaBefeHo y aoaaTky 3 A0 ui€i IHCTpyKuil.

dopMy peecTpauiMHOro >ypHasny HakasiB KepiBHWKa 3aknajy HaBedeHo Yy
Aonatky 4 Ao uiei IHcTpyKuil.

MpuMipHi dopMKM peecTpauiMHUX XYPHaniB BXiAHUX, BUXIAHWUX, BHYTPIiLIHIX
AOKYMEHTIB HaBeAeHOo y AodaTkax 5-7 go lNpaswun opraxisauii ginosoacrtsa Ta
apxiBHoro 36epiraHHa LOKYMEHTIB.

7. [JOKyMeHTN peeCTpyOTbCA 3a rpynamMmu 3asexHo Bi4 Ha3Bu BMAY, aBTopa Ta
3MicTy. OKpeMO peecTpyroTbCA:

e BXiQHI LOKYMEHTH;

e HaKasW 3 OCHOBHOI AiA/IbHOCTI;

e HaKasu 3 pyxy Yy4HiB/BMXOBaAHLIB;

e HaAKa3u 3 aAMIHICTPATUBHO-roCNoAapCbKNUX NUTaHb;

e HaKasu 3 KaapoBUX NUTaHb TpuBanoro 36epiraHHs;

e HaKasu 3 KaapoBUX NMUTaHb TMUMYACOBOIO CTPOKY 36epiraHHs;

e BHYTPIWHI AOKYMeHTU (NpOTOKOAM, AOBIAKW, AOMNOBIAHI, MOSICHIOBAsIbHI
3anunucKun, 3asBu NpauiBHUKIB TOLWO);

e OyXxrantepcbKi LJOKYMEHTU;

e 3BEpHEeHHs rpomMagsiH, Yy TOMy u4ucni 6aTtekiB abo 3aKOHHUX
npeacTaBHUKIB Y4HIB;

e 3anumTn Ha NybniyHy iHpopmauito.

8. [IOKyMeHTH, Wo nepenaroTbCss €NeKTPOHHOK MOLWTOK Y CKaHOBaHin dopmi
6e3 enekTpoHHOro uUMpPOBOro MNIANUCY, PEECTPYIOTbCA OKPEMO Bif iHWMNX
AOKYMEHTIB i3 3a3Ha4YeHHSAM eNleKTPOHHOI agpecu BignpaBHUKaA Ta agpecaTa.



9. Tling 4yac peecTpauii AOKyYyMeHTa HAMAAETbCS YMOBHE TMO3HAYeHHsa -
peecTpauinHmMin  iHaekc. CkniagoBi  4YaCTMHWM  peECTpauiMHOro  iHAeKcy
AOKyMeHTa (KpiM 3BepHEeHb rpoMajsiH) BiAOKPEM/IIOITbLCA OAHa Bi4 OAHOI
NpaBobiYHOI MOXUIOK PUCKOLO.

10. [na BXiAHWX [OOKYMEHTIB peecTpauiMHMM [HOEKC CKIaJa€ETbcs 3
nopsaAKOBOro HoMmepa Ta iHAeKcy crnpasun, Hanpuknag 89/02-04, ne 89 -
nopsaKoBMM HOMep AOKYMeHTa y Mexax poky, 02-04 - iHoekc cnpasBu 3a
HOMEHK/1aTypoto Crpas.

11. Y BuxigHOro Ta BHYTPIWHbLOro (3a BMHATKOM HaKasiB, MNpPOTOKOJIB)
AOKYMEHTa peecTpauinHMmM iHOEKC CKNada€eTbCa i3 iHAeKCcy crnpaBu 3a
HOMEHK/IaTypoK Ccrnpas Ta NMopsaKkoBoro Homepa, Hanpuknag 02-04/176, pe
02-04 - iHaeKC cnpaBu 3a HOMeHKNaTypor crpas, 176 - NOpaaKOBUA HOMeEp
AOKYMEHTa y Mexax poKy.

V. CknagaHHs1 HOMEHKaTypu crnpas

1. HoMmeHknaTtypa cnpaB — 000B'S3KOBUW AN 3akjiagy CUCTEMATU30BaHUM
nepenik Ha3e (3arosioBKiB) crpas, WO (QOPMYIOTbCH i3 3a3HAYEHHSM CTPOKIB
36epiraHHa cnpas.

2. HoMeHknaTypa crnpaB CTBOPIHETbCA 3 METOK BCTAHOBJIEHHS B 3akKnagi
€AMHOro nopsaky ¢opMyBaHHs cnpaB, 3abe3neyeHHsa iX  06niky,
OMepaTMBHOMO MOLWYKY [AOKYMEHTIB 3a iX 3MICTOM i BWAOM, BWU3HAYEHHA
CTpoOKiB 36epiraHHA cnpaB i € OCHOBOK ANSA CKAaAaHHS OMNUCIB cnpas
NocTinHoro Ta Tpmeanoro (noHaa 10 pokiB) 36epiraHHs, a TakoX Ans obiky
cnpas TMM4yacoBoro (Ao 10 pokiB BKIKOYHO) 36epiraHHA.

3. CknagaHHa Ta OQOpPMIEHHS HOMEHKNATypu cnpaB 3A4iNCHIOETLCS
BignoBigHO A0 BuMoOr rnasu 1 po3ainy IV lNpaBwun opraHisauii ginosoactea Ta
apxiBHoro 36epiraHHs.

4. HoMeHKknaTypa crnpas 3akfagy po3pobnseTbcsa BianosigasnbHOK 0co60t0
(BianosiganbHMMM ocobaMn) 3a opradisauito Ainosoacrtea Yy 3aknagi i3
3any4dyeHHaM daxiBUiB CTPYKTYPHUX Niapo34inie 3aknagy (3a iX HasgBHOCTI).

5. HoMeHKknaTypa cnpaB YyXBaJIlOETbCS €KCrepTHOK KowMiciewo (gani — EK)
3aKnajy, AKa CTBOPHOETLCA BiANOBIAHO A0 3aKOHOAABCTBA.

6. KepiBHMK HOBOCTBOPEHOro 3aksagy 3060B'A3aHMIA He Mi3Hile 04HOro poKy
3 NOYaTKYy AiANbHOCTI noaatun cxeaneHy EK 3aknagy HOMeHKNaTypy cnpas Ha
po3rnsa4 eKkcnepTHo-nepesipHiM  KoMicii  (mani - EMNK) BignosigHoro
AepxasHoro apxiBy, EK apxiBHoro Biaainy panoHHOI Aep>aBHOI agMiHicTpauii



abo MicbkOi paau, y 30HI KOMMJEKTYBaHHA sikoro nepebysae 3aknaa, Ans
npoBeAeHHS eKCnepTu3n LUiHHOCTI AOKYMEHTIB 3 METOoK IX MOX/IMUBOIro
BiAHEeCeHHSA 00 aAxepen dhopMyBaHHS HauioHanbHOro apxisHoro doHay (aani
- HAD).

7. 3aknapj, Wo HanexuTb Ao axepen ¢dopMmyBaHHAa HA®, y nopanbliomy
MOroAXye CBOKO HOMeHKkNnaTtypy cnpaB 3 EINK BignosigHOro aep>aBHOro
apxisy.

8. 3aknag, y LiNIbHOCTI SIKOro He YyTBOPKTbLCA AOKYMeHTU HAD, noroaxye
HOMeHKNaTypy cnpas. 3 EK opraHy ynpaBfiiHHA OCBITOHO.

9. HoMeHknaTypa cnpaB 3aknagy niandrae noroaXeHHw 3 BiAMNOBigAHUM
Aep>XaBHUM apxiBoM abo opraHOM ynpas/iiHHA OCBITOK OAMH pa3 Ha N'ATb
pokiB abo HeBigKNaAHO B pasi iICTOTHMX 3MiH Yy (OpMi BNacCHOCTI, CTPYKTYPpi,
dyHKUIAX Ta xapakTepi poboTu.

10. MoroaxeHy EMK BianosigHOro paepxaBHoOro apxisy abo EK oprany
ynpaBfiHHA OCBITOK HOMEHKNATYpPy Crpas 3aTBEPAXYE KEPIBHUK 3aKnagy.

11. HanpwukiHui poKy HOMeHKNnaTypa Crnpas 3aKpMUBAETbLCA MNiACYMKOBUM
3anmMcoM Npo KaTeropil Ta KiNbKiCTb Crnpas, 3aBeAeHUX Y BiAMOBIAHOMY poL,i.

12. HomeHknaTypa cnpaB wWopoky (He ni3Hiwe 20 rpyaHA) YTOYHIOETbCH,
3aTBEPAXYETbLCA KEpiBHWMKOM 3aknaay Ta BBoauTtbca B Aito 3 01 ciyHga
HacCTyMnHOro poky.

VI. dopMyBaHHs cnpaB, 36epiraHHs JOKYMEHTIB

1. ®opMmyBaHHA crnpaB — TrpynyBaHHSA BUKOHAHWUX [OOKYMEHTIB Yy CrnpasBu
BiAMNOBIAHO A0 HOMEHKNAaTypwu Cnpas.

2. DopMyBaHHS CcrpaB 3aKnaay 34INCHIOETbCA 3 AOTPUMaHHAM BUMOr lpaBun
opraHisauii ginosoactea Ta apXxiBHOro 36epiraHHa AOKYMEHTIB.

3. Haka3u 3 OCHOBHOI AiSNIbHOCTI 3aknajy, aAMiHiCTpaTUBHO-rOCNoAapCbKuX,
KaApOBUX MUTaHb Ta PyXy Y4YHiB/BMXOBaAHLUIB FpynylTbCS B Pi3Hi cnpasu y
XPOHONOMYHOMY NOPSAKY BiANOBIAHO A0 iX BMAIB Ta CTPOKIB 36epiraHHs.

4. [IoKyMeHTn, 3aTBepa)XeHi Haka3oM KepiBHMKA 3aKniaay, € AodaTKaMu Ao
HbOIO i FPYNYKTbLCA Pa3oM i3 UMM po3NopsaaYUM LJOKYMEHTOM.

5. JlnctyBaHHA rpynyeTbCca 3a 3MICTOM i KOPECNOHAEHTCbKOK O03HAKOoK Ta
CUCTEMATU3YETbCA B XPOHOJNOMYHOMY  MNOpPAAKY:  OOKYMEHT-BiANOBIAb
PO3MilLYETLCA 38 AOKYMEHTOM-3aMNnTOM.



6. AndasiTHa KHUra y4HiB/BMXOBaHLIB, XXypHanau rpynu NOAOBXEHOro AHS,
06niky nponyLweHnx i 3aMiHEHNX YPOKiB, KHUIM 06NiKy Ta BmMaadi CeigouTs i
aogaTkie Ao ceigouts npo 6a30BYy 3arajsbHy CepefH0 OCBIiTy, aTtecTaTiB Ta
A0AATKIiB A0 aTecTtaTiB NpoO MOBHY 3arajbHy CepeaHto OCBITY, 30/10TUX
Meganen "3a BUCOKI OOCANHEHHS Yy HaB4YaHHI" Ta cpibHux Mepanen "3a
AOCATHEHHS Yy HaB4YaHHI" MPOLWHYPOBYIOTbCSA, @ CTOPiIHKW HyMepylTbcda. Ha
OCTaHHIN CTOpPiHUi XYypHany/KHUrM pobuTbCs 3anmc Npo KiNbKiCTb CTOPIHOK Y
XYpHani/KHU3i, Wo nianucye KepiBHUK 3aknagy. [lignuc KepiBHMKa
CKPINIIOETLCA MneyaTKow 3aknagy (3a HassBHOCTI).

7. Y pa3i notpebu 3a piweHHAM nefaroriyHoi paan y 3aknaai MoXyTb
CTBOPOBATUCA Ta BECTUCA iHWI XypHanu (OKypHan NpakTUYHOro ncmMxosora,
couianbHOro negarora ToLwo).

VII. EkcnepTtn3a 4iHHOCTIi JOKYMEHTIB.
lNMopsgok nigroroBkM crnpas A0 nepegaHHsa 4715 apXiBHOro
36epiraHHs

1. EkcnepTv3a UIHHOCTI AOKYMEHTIB Ta MopsAoK NiAroTOBKWM cnpaB Ao
nepegaHHs Ans apxiBHoro 36epiraHHS 34IMCHIOLTbCSA Ha niactasi [MpaBun
opraHisauii ginosoacTea Ta apXxiBHOro 36epiraHHa AOKYMEHTIB.

CneuianbHi BMMOrM [0 €eKCNepTu3M LIHHOCTI [OKYMEHTIB Ta Mopsaaky
niaoroToBKM CnpaB A0 nepedaHHs AN apxiBHoro 36epiraHHa 3aknaay
nepeabayveHi Uieto IHCTpPYKUIELO.

2. [Ans opraHisauil Ta npoBeaeHHs eKCrnepTu3M UiHHOCTI AOKYMEHTIB, Lo
yTBOPUIUCA Yy AINOBOACTBI 3aknajy, Ta MOAAHHA pe3y/ibTaTiB eKCnepTusun
LiHHOCTI AoKyMeHTiB Ha po3rnsag EMNK pgepxasHoro apxiBsy (EK apxiBHoro
BiA4iNy panvoHHOI AepXXaBHOI aaMiHicTpauii abo MiCbKoi paau) yTBOPHETLCSH
EK 3aknagy. CteBopeHHa EK Ta opradizaudia ii poboTn 34iMCHIOKOTLCA
BianoBiaAHO Ao noctaHoBu KabiHeTy MiHicTpiB YkpaiHu Biga 08 cepnHs 2007
poky N2 1004 "lpo npoBeAeHHS eKcnepTu3mn LiHHOCTI AOKYMEHTIB" Ta Hakasy
MiHicTepcTBa tocTuuii YkpaiHu Bia 19 uepBHs 2013 poky N2 1227/5 "Mpo
3aTBepaXXeHHS TMNoBOro MOJIOXXEHHSA MPO eKCnepTHY KOMICIl0 Aep>XaBHOro
OpraHy, OpraHy MiCUeBOro CamMoOBpSAYBaHHSA, AEepXaBHOro i KOMYHasibHOro
NiANpPUEMCTBA, YCTaHOBM Ta opradisauii", 3apeecTtpoBaHoro B MiHicTepcTBi
toCcTuLii Ykpainu 25 yepBHsa 2013 poky 3a N2 1062/23594.

Cknag EK Ta nonoxeHHa npo Hel 3aTBepAXYyKTbCA HaKa3oM KepiBHMKA
3aknagy. lonosoio EK npu3HA4ya€eTbCca OAMH i3 3acCTYNHUKIB KepiBHUKA
3aknagy, cekpetapeM - ocoba, BignosiganbHa 3a AOKYMEHTMU, WO NignsratoTb
36epiraHHIO Ta NepeaaHHIo B apxXiB.



Ao cknagy EK 3aknagy 3a iX 3rogokd MOXYTb BXOAUTU NpeacCTaBHUKU
apXiBHMX YCTaHOB, OpraHy BMLOro piBHSA (BiANOBIAHOrO OpraHy ynpasiHHS
OCBITOK), METOANYHUX LLEHTPIB, NpodecinHMUX cninok, ix o6'€eqHaHb.

3. CnpaBu nocTitHoro Ta Tpueanoro (noHaa 10 pokiB) 36epiraHHs
nepeaarTbca Ha 36epiraHHSa 0cobi, BianoBiAanbHIN 3@ apXiB, 3a onnucammn, Wo
cknagarTbca ocobamu, BignosigasbHMMKM 3@ (HOPMYyBaHHA cnpaB 3
BiAMOBIAHOIO HanpsMmy.

MPUNHATTA KOXHOI CnpaBu 3A4IMCHIOETLCA Y MPUCYTHOCTI MpauiBHUKA, SKUN
nepenac LOKYMEHTH.

4. Y KiHUi KOXHOro npuMmipHuka onucy ocoba, BianosiganbHa 3a apxiB
3aknagy, npocTaBnd€e nianMC wWoAO0 MNPUUHATTA crnpaB 3 060B'A3KOBUM
3a3HavYeHHAM KinbkocTi (undpamm i cnoBaMn) nepenaHuUx CripaB i 3a3Hadvae
naTty.

5. licnga nNpurHATTA cnpaB NoCTiMHOro Ta TpuBasnoro (noHag 10 pokis)
36epiraHH4, 3 KagpoBux NUTaHb ocoba, BianosifanbHa 3a apxiB 3aknaay, Ha
nigcTtasi OMNUCIiB crpas, 3a SKUMU 3A4IMCHEHO TMPUUHATTS [OOKYMEHTIB, 3a
BCTAHOBJIEHOK (POPMOIO MOTYE PivHi po34inn 3BefeHnX ONuciB Cripas:

e OCTiNHOro 36epiraHHsa (y 3aknagi, wo € axepenoMm dopmysaHHA HAD);
e TpuBanoro (noHapg 10 pokiB) 36epiraHHs;
e 3 KagpOBUX MUTaHb.

Ocoboto, BigNOBIAaNbHOK 3a apxiB, CKNafa€TbCA aKT MNPO BWIYYEHHSA AN
3HULLEHHS AOKYMEHTIB, HEe BHeceHunx Ao HAO.

6. 3BefeHn onuc cnpas MOCTIMHOrO 36epiraHHA CKNAAAETbCA Y YOTUPbOX
npuMmipHukax. llicna cxeaneHHa EMNK pgep>xaBHOro apxiBy Ta 3aTBepaXXeHHS
KEepiBHWKOM 3aknagy OAMH WOro nMpUMIpHUK HaNpaBASETbCA AepXXaBHil
apXiBHiM  yCTaHOBi 4M apxiBHOMY BigAiny MiCbKOi pagu, Yy  30Hi
KOMNNEKTYBaHHSA sikoro nepebyBae 3aknag, Apyrun NpuMipHUK 36epiraeTbca
AK HeAoTOpKaHWM ocoboto, BiANOBIAANBbHOK 3@ apxiB 3aknagy, TpeTiu,
YyeTBepTMM - BUKOPUCTOBYIOTLCA Y 3aKnagi A/ NOTOYHOro NOLWyKy CrpaB iy
pasi iX nepefaHHa Ha nMoOCTiMHe 36epiraHHA HaaxoAsaTb A0 BiANOBIAHOI
apXxiBHOT YCTaHOBMW.

7. 3BegeHnn onuc Tpueanoro (noHag 10 pokiB) 36epiraHHS CKIAZaETbCA Yy
TPbOX MpPUMIpHMKaX. [0 HbOro BK/AKYAKTLCA TaKOX CrpaBu, SKi 3a
HOMEHK/IATypol CrnpaB MakwTb CTpokK 3b6epiraHHs "o nikeigauii 3aknaay".
Micna cxBaneHHa EK 3aknagy nMNpUMIpHUKM OMNUCY HAMNpasagalTbCA Ha



cxBaneHHAa EK opraHy ynpaBfiHHA oOCBiTOW. [licna nNOBEepHEeHHS BCiX
NPUMIPHUKIB ONMUCY NOro 3aTBEPAXYE KepiBHUK 3aknaay. Nepwnin npuMipHuK
onucy 36epiraeTbCa B 3aknaai 9K HeAOTOpKaHWW, ApPYrMn - € poboumMm i
BUKOPUCTOBYETLCA AJ19 NOTOYHOrO MOLWYKY Cnpas, TpeTih MoXe HaacuiaTucA
ONS KOHTPOJ10 BiANOBIAHOMY OpraHy ynpas/liiHHA OCBITOLO.

8. Onuc Crnpas 3 KaApoBUX NMUTaHb CKIAAAETbCA Y 3aKnagi, AKUN:

e € axepenom popMmyBaHHS HAD — y TpbOX NMpUMipHUKaX;
e He € pxepenom opmyBaHHs HA® — y ABOX NpUMipHUKaX.

9. 3aronoBkM cnpaB OMNUCY 3 KaaApOBUX MNUTaHb CUCTEMATU3YIOTbCA 3a
HOMiHaNbHOI O3Hakok (rpynyBaHHS B OAHY CrpaBy AOKYMEHTIB OAHOro
BMAY) Y TaKin NocnigoBHOCTI:

e HaKa3u KepiBHMKa 3aKiaay 3 KaapOBUX MUTaHb;

e HaKas3W KepiBHMKa 3aKiafy 3 pyXy YYHiB/BMXOBAHLIB;

e 06NiKOBiI JOKYMEHTMH;

e CMNUCKKM YYHiB/BUXOBaHLUiB (andasiTHa KHUra y4yHiB/BMXOBAHUIB);

e KYpHanu peecTpauii HakasiB 3 KagpOBUX MUTaHb;

e 0c060Bi cnpaBu npauiBHUKIB;

e KOHTpPaKTW, TpyAOBi AOroBOpU;

e Oyxrantepcbki AOKyMeHTW (0coboBi paxyHKW i3 3apobiTHOi nnaTtun, B
pasi iX BiACYTHOCTI - po3paxyHKOBi BiAOMOCTI i3 3apnnaTtu);

e [OKYMeHTU Npo Tapudikauito (TapudikauinHi BiAOMOCTi (CMUCKN));

e [IOKYMEHTM NMpoO NpoBeAeHHA AepXaBHOi atecTauil;

e KHUIM 06NiKYy i BMAadi ceigouTs Ta AoAaTKiB A0 cBigouts npo 6asoBy
3arasnbHy cepefHIO OCBITY; aTecTaTiB Ta AoAaTKiB A0 aTecTtaTiB npo
NOBHY 3arajibHy CcepeaHto OcCBiTy, 30N10TUX Mepasnen "3a BUCOKI
AOCArHEHHSA Y HaB4yaHHI" Ta cpibHUX Mepanen "3a [AOCATHEHHA Y
HaB4YaHHI";

e [OKYMEHTUM npoO HewacHi Bunagkn (akTn, nNpoTOKO/N, BUCHOBKM,
XYpHanu);

e XXYpHanu peecTpauii ocib, noTepninnx Big HeWaCHNUX BUNAAKiB;

e XypHanu obniky pyxy TpyAOBUX KHMXOK Ta BKIAAOK A0 HUX;

e KYpHan peecTpauii HakasiB 3 pyxy Y4HiB/BUXOBAHLUIB;

e He3zaTpebyBaHi 0COOUCTI AOKYMEHTU NpaLuiBHUKIB (TPYAOBI KHUXKN).

10. OcoboBi cnpaBu Y4HIB BHOCATbCA A0 OMUCY 3@ POKOM 3BiSIbHEHHS
npauiBHMKa i CUCTEMaTMU3YIOTbCA 3a MNpi3BULLAMU 3BiSIbHEHUX MNPALiBHUKIB B
andgasiTHOMY NOpPsAKY.



11. 3BegeHi onucu cnpaB nNoOCTiNHOro, TpumBanoro (noHag 10 pokis)
36epiraHHsa, 3 KaApPOBUX MUTaHb Ta akT MPO BUAYYEHHS ANS 3HULLEHHS
AOKYMeHTIB, He BHeceHunx Ao HA® (gani — akT nNpo BUIYYEHHS A9 3HULLEHHS
AOKYMeHTIB), po3rnagartbca EK 3aknagy ogHo4acHo.

12. 3aknaan, wo € pgxepenom ¢opMmyBaHHs HA®, onucu crnpaB MNOCTIMHOIMO
36epiraHHa Ta 3 KaApoOBWMX NUTaHb Pa3OM 3 akKTaMW NpPO BUJIYYEHHS AN
3HULWEHHS AOKYMEeHTIB nicng cxBaneHHsa iX EK 3aknaay nogae Ha po3rngg
ElNK BignosigHOro Aep>xaBHOro apxiey.

13. 3aknag, wo He € axepenoM ¢popMmyBaHHs HAD®, onnucm cnpas 3 KagpoBux
NMMTaHb pa3oM 3 aKTaMW MNpPO BWIYYEHHS A8 3HULLEHHA AOKYMEHTIB nicns
cxBaneHHsa ix EK 3aknagy nopae Ha po3rnag EK apxiBHoro sigainy pamoHHOI
Aep>XaBHOI aaMiHicTpauii abo apxiBHOro Bigainy micbkoi paau. Onucu cnpas
TpuBanoro (noHaa 10 pokiB) 36epiraHHa nicna cxBaneHHa EK 3aknagy
nogatoTbca Ha po3rnag EK opraHy ynpasriHHS OCBITOMO.

14. MoroaxeHi (cxBasneHi) akTu Npo BUIYYEHHS ON1S 3HULWEHHS OOKYMEHTIB,
He BHeceHunx Ao HA®, 3aTBepaXyOTbCHA KEPIBHUKOM 3aKnajy.

15. llicna 3aTBepAXeHHSA aKTa Npo BWIYYEHHSA A8 3HUWEHHSA OOKYMEHTIB
3aKnaj Ma€E NnpaBo 3HULWMNTU LOKYMEHTH.

16. KepiBHMK 3aknagy 3060B'a3aHun 3abesneuntn 36epexeHHs AOKYMEHTIB,
a Yy pasi BKJ/YEHHS 3aknagy 40 CrUCKY KpUANYHUX 0Ci6 - pxepen
dopmyBaHHA HA® nicng 3akiH4eHHSA BCTAHOBNEHUX FPaAHUYHUX CTPOKIB iX
36epiraHHa B UbOMY 3aknaai - 3abe3neunTyn nepefaHHsd AOKYMEHTIB AN
nocTinHoro 36epiraHHs A0 BiANOBIAHOI AepXXaBHOiI apXiBHOI YCTaHOBU 4K
apxiBHOrO BigAiny MiCbKoi pagu.

FeHepanbHU goUpeKTop
AVPEKTOopaTy AOLWIKINIbHOI
Ta WKiNbHOI OCBITH A. O. OCMON1I0BCbKUA



Hdoaarok 1

Ao IHCTpyKUii 3 ginoBoACTBa y 3aKknagax 3araJlbHoi cepegHboOI
OoCBIiTH

(nyHKT 3 po3giny II)

BUMOI'N
Ao ocpoOpMJIEHHA AOKYMEHTIB, L0 BUIrOTOBJISAIOTbCA 3a
AOMNMOMOror0 KOMM'IOTEPHOI TEXHIKM

1. Ona ApyKyBaHHSA TeKCTiB CnyX60BUX [AOKYMEHTIB BWKOPUCTOBYETLCS
rapHitypa Times New Roman, wpudT — po3MipoMm 12-14 apyKapCbKux
NyHKTIB. [O3BONSAETbCA  BUKOPUCTOBYBATM  WpU@dT  po3Mipom  8-12
APYKAPCbKUX NYHKTIB ANA APYKYBaHHSA pekBisuTy "lpi3Bulle BMKOHaBLSA |
HOMep Knoro TesniedoHy", BMHOCOK, MNOSACHIOBA/IbHMUX HAMWUCiB 4O OKpeMux
€/1IEMEHTIB TEeKCTY AOKYMeHTa abo Moro peksi3nTiB TOLWO.

Mg 4yac AOpyKyBaHHA  3arofioBKiB  [J03BONISETbCA  BUMKOPUCTOBYBATU
HaniBXUpHUN WpUPT (NpssmMun abo Kypcus).

2. TekcT pokyMmeHTiB Ha nanepi ¢dopmaty A4 (210 x 297 wMinimeTpis)
peKkoMeHAoBaHO JApyKyBaTu 4epe3 1-1,5 Mixpaakosoro iHTepsany, a
dopmaTty A5 (210x148 miniMmeTpiB) — yepe3 1 MiXXpAAKOBUIM iHTepBan.

[JOKyMeHTU NOBWHHI MaTu Taki nonga (MinimeTpis):

e 30 — niBe;
e 10 — npase;
e 20 — BEpXHE Ta HUXHE.

PekBi3nTn AokyMmeHTa (KpiM TeKkCTy), SKi CKIafakTbCHad 3 KibKOX pPSAAKIB,
APYKYOTbCA 4epe3 1 Mixpsaakosun iHTepsan. CknafoBi YaCTUHU PEKBI3UTIB
"Apgpecat", "l'pud 3atBepaxeHHsA", "pud noroaxeHHA" BIAOKPEMAOKOTLCA
OAVH Big oaHOro yepes 1,5 MiXKpsaAKOBOro iHTepBany.

PekBi3uTM [OKyYMeHTa BIiAOKPEM/IIOITLCA OAMH Big oaHoro 4epes 1,5-3
MIDXPAOKOBUX iIHTEepBanu.

3. Ha3Ba BMAy AOKYMEHTa APYKYETbCA BEIMKUMU NiTEpaMU.

4. Po3wudpyBaHHa nignucy B peksi3unTi "Mignuc" ApYyKYETbCS Ha PpiBHi
OCTaHHbOIro psaKa Ha3Bu Nocaau.

5. He pobutbcsa sBiactyn Big Mexi niBoro nons ans peksisuTie "[aTa
AoKyMeHTa", "3aronoBok A0 TeKCTy aokymeHTta", "Tekct" (6e3 ab63auis),
"BigMiTKa npo HasiBHiCTb agoaatkis", "lpi3Bulie BMKOHABUSA i HOMep MOro



TenedoHy", HaWMeHyBaHHS nocaan y peksizntax "Mignuc" Ta "Tpud
noroaxeHHs", Hanucy "3rigHo 3 opwuriHanoM", a Takox cnis "CJITIYXANIN",
"BUCTYNUNN", "YXBANUNN", "HAKA3YIO".

6. 3a HaSABHOCTI KiIbKOX rpudiB 3aTBepaXXeHHS | MNOroAXeHHS BOHMU
PO3MilLYIOTbCA HA OAHOMY piBHIi BepTUKanibHUMU paakamu. lNepwun rpud —
Bif4, MeXi niBoro nons, Apyrun — yepes 104 miniMeTpu Big Mexi NiBoro nons.

7. Mig yac odopMneHHs AOKYMEHTIB Ha ABOX i binbwe CTopiHKax gpyra Ta
HaACTynHi CTOpPiHKM MakTb OyTKM npoHyMepoBaHi. [lepwa CTopiHKa He
HYMEpYETbCA.

8. TekCTn AOKYMEHTIB NOCTiNHOro 36epiraHHa APYKYHOTbCA Ha oAHOMY 6oui
apkywa. [JJokyMeHTHn i3 CTpOoKOM 36epiraHHA A0 5 poKiB MOXHa ApyKyBaTu Ha
NMUbOBOMY | 3BOPOTHOMY 6oUi apKkyLua.

Hdoaarok 2

Ao IHCTpyKLUii 3 ginoBoACTBa y 3aKnagax 3araJlbHoi cepegHboOI
oCBIiTH

(nyHKT 4 po3pginy 11)

NMEPENIK
AOKYMEHTIB, Ha AKMX NiANMC nocapoBoi ocobu
3acBiAYYETbCA Bia6GMTKOM nevyaTku 3aknaany
1. AKTN (BMKOHaHHS pob6iT, CNMCaHHA MaTepiasibHUX LiHHOCTen, (PiHaHCOBUX
nepeBipoK, BWYYEHHSI AOKYMEHTIB ANs 3HUWEHHS, nepeAaBaHHs crpas
TOLWO).

2. [loBigkn (Npo BUKOPUCTAHHSA BIOAXETHUX acUrHyBaHb Ha 3apobiTHy nnaTy,
HapaxyBaHHS i3 3apobiTHOI NaTh Towo).

3. [dorosopu (Npo MaTepianbHy BigNOBiAaNbHICTb, HAYKOBO-TEXHiIYHE
cniBpobiTHUUTBO, NiAPSAMN, OpeHAY MpUMiLleHb, BUKOHaHHSA pobiT Towo).

4. [okyMeHTM ([OBiAKWM, NOCBIAYEHHS TOLWO), WO 3acBiA4YylOTb Mpasa
rpoMaasiH i LpNANYHUX OCib.

5. [lopy4yeHHs Ha oAep>XaHHA TOBapHO-MaTepiasibHUX LiiIHHOCTEMN.

6. 3aBaaHHA (Ha npoeKkTyBaHHS 06'eKTiB, TEXHIYHUX cnopya, KanitanbHe
6yaiBHMUTBO, TEXHIYHI TOLWO).



7. 3pa3kun BiabuTKiB nevyaTok i niagnuMciB NpauiBHWUKIB, SAKi MalTb MpaBo
34incHoBaTK iHAHCOBO-rocnoAapchbKi onepadii.

8. KowTopuc BuTpaT (Ha KanbKynsUilo 3a [0OroBOpoOM, Ha KaniTasibHe
6yAiBHULTBO TOLWO).

9. Jluctn rapaHTirHi (Ha BUKOHaHHSA pobiT, HagaHHA NOCNyr Towo).

10. Onucm cnpaeB nocTinHoro, Tpmueanoro (noHag 10 pokiB) 36epiraHHsa, 3
KagpoBMX NUTaHb.

11. WTaTHi po3nucu.

12. TpynoBi KHUXKMN.

Adogarok 3

Ao IHCTpyKUii 3 gizIoBOACTBaA y 3aksiagax 3arasibHoi cepegHboI
ocCBIiTH

(nyHKT 6 po3giny IV)

NEPEJIK
AOKYMEHTIB, L0 He nignsararoTb peecrpaudii cneyianbHoO
npu3Ha4YeHo ANS Uboro ocob6oto

1. 'padikn, Hapaaun, 3assBKN, PO3HAPSAAKMW.

2. 3BefeHHs Ta iHdopMauia, HagicnaHi 4o Bigoma.

3. HaBuanbHi nnaHu, ocBiTHI NnporpamMu (Konii).

4. PeknaMHi NoBigOMNEHHSA, NjakaTu, NporpaMn Hapaz, KoHdepeHLin Towo.
5. Hopmu BuTpaT MaTepianis.

6. BiTanbHi NUCTU | 3anpoLUeHHS.

7. ApyKoBaHi BUAaHHSA (KHUIKY, XXypHanu, boneTeHi).

8. Micau4Hi, KBapTasibHi, NiBPiYHI 3BITK.

9. ®opMU CTAaTUCTUYHOT 3BITHOCTI.

10. Jorosopw.



Hdoaarok 4
Ao IHCTpyKuyii 3 ginoBoAacTBa y
3aKnapgax 3araJibHoi cepegHbOI OCBIiTH

(nyHKT 6 po3giny IV)
PeecTpauliMHMA )XypHaa HakKasiB KepiBHUKa 3aknaay
PeectpauinHu | Odata | 3aronoso | [lpi3BuLle, MpisBue, MpuMiTK
M iHOekc Hakas3 | K Hakasy iHiLianu iHiLianu n
(Homep) y npauiBHMka | BignoBigasbHOI
Haka3sy , Ha AKOro ocobu
noknageHn | (BignosiganbHu
N KOHTPOSb X 0cCi6)
3a
BMKOHAHHSA
Haka3sy
1 2 3 4 5 6




