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Mpo 3aTBepaXeHHs IHCTPYKUIl 3 ginoBoACTBa y 3aKnagax 3arasnibHol
cepenHbOI OCBITH
Haka3 MOH Ne 676 Big 25.06.2018 poky
MIHICTEPCTBO OCBITW | HAYKM YKPAIHMN
HAKA3
Ne 676 Big 25 yepBHsa 2018 poky

3apeecTpoBaHoO
B MiHicTepcTsi tocTuLii YkpaiHn
11 BepecHsa 2018 p. 3a Ne 1028/32480

Mpo 3aTBepaxeHHA IHCTPYKLUIT 3 AinoBoAcTBa
y 3aknagax 3arasibHoi cepeAHbOi OCBITH

BignosigHo fo nyHkTy 8 MonoxeHHs npo MiHiCTepCTBO OCBITH | HAykKn YkpaiHu, 3aTBEpOKEHOro NOCTaHOBO
KabiHeTy MiHicTpiB YkpaiHu Big 16 xxoBTHA 2014 poky Ne 630, nyHkTy 369 nnaHy npiopuTeTHUX aini Ypsgy Ha 2018
piK, 3aTBepaKeHoro po3nopsimkeHHsaM KabiHeTy MiHicTpiB YkpaiHu Big 28 6epesHsi 2018 poky Ne 244-p, HAKABYHO:

1. 3aTBepanTK IHCTPYKLIiO 3 AINOBOACTBA Y 3aknagax 3aranbHoi cepeaHbOoi OCBITH, O A0AAETLCS.

2. unpekTopaTy OOLWKiNbHOI Ta WwkinbHoi ociTn (Ocmonosckkuit A. O.) 3a6e3neunt B yCTaHOBIEHOMY NOPSAKY
nodaHHs UbOro Hakasy Ha AepKaBHy peecTpauito 4o MiHictepcTtsa tocTuuii YkpaiHu.

3. Llen Haka3 Habupae YMHHOCTI 3 AHSA MOro odilinHoro onyonikyBaHHS.
4. KoHTpOrb 3a BUKOHAHHSIM LibOr0 Hakasy NoKracTy Ha 3acTynHuka miHictpa Xobses IM. K.
Minictp J1. M. TpuHeBu4

MOro4»KEHO:

lonoea [epxxaBHoi crnyxou

cnewianbHOro 3B'A3Ky Ta

3axucTy iHdopmaLii Ykpainm J1. O. €BOoyeHko

Mepwnii 3acTynHuk Monosu
[epxxaBHoi apxiBHOI crnyx6u YkpaiHu I. M. Kicinb

3ATBEPOXEHO
Haka3s MiHicTepcTBa 0CBIiTH | Haykn YkpaiHu
25 yepBHs 2018 poky Ne 676

3apeecTpoBaHoO
B MinicTepcTsi tocTuii YkpaiHu
11 BepecHsa 2018 p. 3a Ne 1028/32480

IHCTpYKUifA 3 ginoBoacTBa y 3aKknagax 3aranbHOi cepeAHbOoil OCBITH
|. 3aranbHi NONOXeHHA

1. Lis IHCTpyKUist BCTAHOBMIOE 3aranbHi BUMOTY LLOA0 AOKYMEHTYBaHHSA ynpaBniHCLKOT iHdhopMauii Ta opraHisauii
pob0oTn 3 JOKYMEHTaMM y AepXKaBHUX | KOMyHarnbHUX 3aknagax 3aranbHoi cepefHboi OCBiTY (Aani - 3aknaam).

2. [loTprMaHHsi BUMOT LLOAO0 NOPSIAKY BEAEHHSI JOKYMEHTYBaHHS, BCTAHOBMEHUX Uieto [HCTpyKUieto, € 060B'A3k0BMM
ONSA 3aknagis.

3. 3aknagm opraHi3oByOTb 4iNOBOACTBO BiAMNoOBIAHO A0 iHCTPYKLIT, ika po3pobnsaeTbCa Ha OCHOBI Liel IHCTpyKUii Ta
3aTBEPOXKYETHCA KEPIBHUKOM 3aknagy.

4. OpraHi3auis AinoBoACTBa i KOHTPOSb 3@ CBOEYACHUM PO3INAA0M Ta NPOXOAXKEHHAM JOKYMEHTIB y 3aknagi
30iMCHIOTLCA BignoBigansHo ocoboto (BignosigansHMMM ocobamu), sika (ki) npuaHadYaeTbes (MpUsHayaTbes)
KepiBHMKOM 3aknagy.

5. CTBOpPEHHS €NeKTPOHHUX AOKYMEHTIB 34INCHI0ETLCA BiANOBIAHO A0 3akoHiB YkpaiHu "MNpo enekTpoHHI 4OKYMEHTH
Ta eneKkTPOHHWI JOoKyMeHToobir", "MNpo enekTpoHHMIM umMdposuin nignuc”, Hakady MiHicTepcTBa toCcTuLii YkpaiHu Big
11 nuctonaga 2014 poky Ne 1886/5 "lNpo 3aTBepmxeHHs MNopsaaky poboTu 3 eNeKTPOHHUMK LOKYMEHTaMM y
[inoBoACTBi Ta iX NiAroToBKW A0 NepefaBaHHsi Ha apxiBHe 30epiraHHsA", 3apeecTpoBaHoro B MiHicTepcTBi tocTuuii
Ykpainun 11 nuctonaga 2014 poky 3a Ne 1421/26198.
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3aknaam MoXyTb CTBOPHOBATM JOKYMEHTM TuMyacoBoro (4o 10 pokiB BKIMHOYHO) CTPOKY 36epiraHHsA nuwwe B
€NEKTPOHHIN hopMi 3@ yMOBU HAsSIBHOCTI BiNOBIAHOIO TEXHIYHOIO 3abe3neyeHHs 3 ypaxyBaHHSM BUMOT
3akoHogaBcTBa YKpaiHu Ta uiei IHCTpyKLii.

6. Mopsinok opraHisauii 4inoBoACTBa 3a 3BEpPHEHHSIMW rpoOMasiH, 3anutamu Ha nyonivHy iHpopmaLilo BU3Ha4YaeTbCA
3akoHamu Ykpainm "Mpo 3BepHeHHs rpomagsaH”, "Mpo goctyn oo ny6nivHoi iHdopmauii”.

7.Y 3aknapgi 4inoBoACTBO 34iMCHIOETLCS AepKaBHOK MOBO. [IOKyMEHTU CKNnagatTbCA AepPXKaBHOK MOBO, KpiM
BMNagKiB, nepenbavyeHnx 3akoHO4aBCTBOM MPO MOBU B YKpaiHi.

[oKkyMeHTK, siki HagcMnalTbCs iIHO3EMHUM agpecatam, 0OhOPMITHIOTLCS YKPaiHCbKOK MOBOK, abo MOBOIO AepKaBu-
agpecara, abo ofHieto 3 MOB MiXKHApOAHOrO CNifKyBaHHS.

8. CTpoku 36epiraHHst JOKYMEHTIB, LLIO CTBOPIOKOTLCS Mif Yac AisnbHOCTI 3aknagy, BU3HayalTbCs Hakasom
MinicTepcTBa toctuuii Ykpainu Big 12 kBiTHA 2012 poky Ne 578/5 "lMpo 3aTBepaxeHHs Mepeniky TMnoBux
[OKYMEHTIB, L0 CTBOPIOKOTHLCA Mif Yac AiSnNbHOCTI AepXXaBHUX OpraHiB Ta OpraHiB MiCLIEBOro caMoBpsiAyBaHHS,
iHLLUMX yCTaHOB, NIANPUEMCTB Ta OpraHisaduii, i3 3a3Ha4eHHsIM CTPOKIB 36epiraHHs JOKYMEHTIB", 3apeeCcTpoBaHUM y
MinictepcTsi tocTuuii Ykpainm 17 keiTHA 2012 poky 3a Ne 571/20884 (3i 3amiHamum).

Il. 3aranbHi BUMOru 40 CTBOPEHHs, 0(POPMIIeHHS Ta AOKYMEHTYBaHHA ynpaBniHCbKoi iHthopmauii

1. lokymeHTyBaHHS ynpasniHCbKOI iHpopMalLlii 3aknagy nonsrae y CTBOPEHHI JOKYMEHTIB, LLO CNPsSAMOBaHi Ha
BUPILUEHHS YNPaBniHCbKNX PilLieHb.

2. Ha3ea Buay AokymMeHTa (Haka3s, NpoTOKOS, AOMNOBiAHA 3anucka TOLo) Mae BianoBigaTi Ha3saM, nepeabadeHnmM
po3ginom 3 [lepxaBHoro knacudgikatopa ynpasniHcbkoi gokymeHTauii AK 010-98, 3aTBepa)KeHOro Hakasom
[ep>xxaBHoro komiTeTy YkpaiHu no ctaHgapTusauii, metpornorii Ta cepTudikadii Big 31 rpyaHsa 1998 poky Ne 1024 (3i
3MiHamu).

OdopMreHHs pekBi3nTiB OpraHisauinHo-po3nopaaYoi AoKyMeHTaLii Ta NopaaokK iX po3TallyBaHHS MaloTb
Bignosigatn HauioHanbHOMy cTaHgapTy Ykpainum "[epxaBHa yHichikoBaHa cmctema AOKyMeHTauii. YHicikoBaHa
cucTema opraHi3auiiHo-po3nopsayoi AokyMeHTauii. Bumorn oo odopmntoBaHHsa gokymeHTis. CTY 4163-2003",
3aTBepOKEHOMY Hakasom [lep>xaBHOro KOMITeTy YKpaiHM 3 NUTaHb TEXHIYHOIO perynioBaHHS Ta CNOXMBYOI NONITUKN
Big 07 kBiTHs1 2003 poky Ne 55 (gani - ACTY).

3. OpraHisauifnHo-po3nopaayi 4OKYMEHTN 0hopMIOTLCA Ha BriaHkax, WO BUFOTOBMAIOTLCS 3riAHO 3 BUMOramm
OCTY Ta uiei IHcTpyKuii.

Y 3aknagi MoXyTb BUKOPUCTOBYBATMCS Taki GriaHkn [OKYMEHTIB:

3aranbHui 6naHk aAnst CTBOPEHHS PisHMX BMAIB AOKYMEHTIB (6e3 3a3HaveHHs y brnaHky Ha3su Buay
[OKYMeHTa);

OnaHk nucra;

OGnaHk Hakasy.

Bumorn 0o ogpopmMneHHst 4OKYMEHTIB, LLO BUTOTOBIISIIOTLCS 3@ JOMOMOrOK KOMM'IOTEPHOI TEXHIKM, HABEAEHO B
popatky 1 4o uiei IHCTpyKuii.

4. Mocapgosi ocobu NigNMCyTb JOKYMEHTU B MEXax CBOiX NMOBHOBaXEHb, BU3HAYEHMX 3aKOHOA4ABCTBOM YKpaiHu,
CTaTyTOM 3aknagy, NocafoBMMM iIHCTPYKLISIMU, HaKa3oM Npo po3nogin 000B'A3KIB Midk KEpiBHMKOM 3aknagy Ta moro
3aCTynHMKamm TOLLO.

BinbuTkom nevatkm 3aknagy (3a HasiBHOCTI) 3acBig4vytoTb NiANUC NOcagoBOi 0CObM Ha AOKYMEHTaXx i3 NMTaHb
opraHisauiviHoi Ta iHaHCOBO-rocnogapChKol AisANbHOCTI 3a NepenikoM AOKYMEHTIB, Ha AKX NignMc NocagoBoi
ocobu 3acBigvyeTbCA BiAOUTKOM NeyaTkv 3aknaay, HaBeAeHUM y AoAaTKy 2 A0 uiei IHCTpyKuii.

Binbutok nevaTkn cTaBUTLCA Tak, OO BiH OXONMIOBAB OCTaHHI Kinbka niTep HalnMeHyBaHHA nocagm ocobu, ska
nignucana AOKyMEHT, ane He nianuc nocagoBoi 0cobu, abo NPOCTaBMAETLCA HA OKPEMO BUAINEHOMY ANS LbOro
Mmicui 3 BigmiTkoto "M. .".

5. 3aknag moxe 3acBigvyBaTu KOMii NnLLe TUX JOKYMEHTIB, L0 CTBOPIOIOTLCS B HBOMY, @ TaKOoX y BUNagkax,
nepenbaveHux B absaui Apyromy LibOro rMyHKTY.

Y pasi nigrotoBkn AOKYMEHTIB ANS HadaHHSA CygoBMM opraHaMm, Nid Yac BUPILLEHHS NUTaHb WOAO NPUAHATTS
rpoMagsH Ha poboTy, HaB4YaHHS, 3acBiQ4YeHHS iX TPYAOBKX Ta iHLWMX NPaB y B3aEMOBIOHOCKHAX i3 3aKknagoMm, a
TaKoX Mg Yac hopMyBaHHSA 0COBOBUX CrpaB NpaLuiBHUKIB 3aKnaa MOXe BUrOTOBNATY KOMii AOKYMEHTIB, BUAAHUX
iHLWMMKM ycTaHoBamMu (konii OKYMEHTIB NPO OCBITY TOLLO).

BiamiTka "Konis" npoctaBnseTbca Ha NMLBbOBOMY 60Li Y BEPXHLOMY NpaBoMy KyTKy NEPLLOro apKylua AOKYMeHTa.

Konii HakasiB, iHLLUMX JOKYMEHTIB 3acBigyvye (3acBigyytoTb) BignosigansHa ocoba (BignosiganbHi ocobu) 3a
opraHi3auito ginoBoacTBa y 3aknagi.

6. Y pasi notpebun npoBeAeHHsI OUHKN A0LiNbHOCTI CTBOPEHHSI JOKYMEHTA, oro obrpyHTOBaHOCTI Ta BiANOBIAHOCTI
3aKOHOAABCTBY 34INCHIOETLCS! MOTOMXKEHHSI JOKYMEHTA.

[MoromKeHHs 4OKYMEHTIB MOXe 34ifCHIOBaTUChL NOcaAoBUMK ocobamMm 3aknagy, siki BignoBigHo 4o iX koMneTeHuil
BUPILLUYIOTb NUTAHHS, NOPYLUEHi B OKYMEHTi (BHYTPILLHE NOTOMPKEHHS), @ TAKOX 3aiHTepecoBaHMMW yCTaHOBaMm
(30BHILLHE NOrOAXEHHS).



MorogxeHHs JOKYMEHTIB 34iNCHIOETLCA BiANOBIAHO A0 BUMOT Hakady MiHicTepcTsa tocTuuii YkpaiHm Big 18 yepBHs
2015 poky Ne 1000/5 "lMpo 3aTBepaeHHsi MpaBun opraHisadii 4iNnoBoAcTBa Ta apxiBHOro 36epiraHHA JOKYMEHTIB Y
JepXaBHUX opraHax, opraHax MiCLLeBOro caMOBpsilyBaHHs, Ha MiANPMEMCTBaX, B yCTaHOBAX i opraHisauisx”,
3apeecTpoBaHoro y MinictepcTsi tocTuii Ykpainu 22 yepBHsi 2015 poky 3a Ne 736/27181 (aani - Npaeuna
opraHisadii ginoBogcTtea Ta apxiBHOro 36epiraHHA JOKYMEHTIB).

Ipnd norogXeHHs po3miLLytoTb HukYe peksiauTy "lMignuc”. BiH cknagaeTbea 3i cnosa NMOMOOXXEHO (6e3 nanok),
Ha3BW Nocagm ocobu, sika NorogXye OKYMEHT (pa3oM 3 HanMeHyBaHHSM 3aknagy), nignucy, iHigiany(is) i npissuLua,
AT NOTOXEHHS.

Mpuknaga:

MOroMmXEHO

OupekTop rimHasii Ne 5
Mignuc IHiuian(un), npissuwe
05.02.2018

7. 3aTBEPKEHHS YNIPABMIHCHKMUX OOKYMEHTIB 34iNCHIOETLCSt 0COBUCTO KEPIBHUKOM 3aknaay BiAnoBiaHO A0 Woro
NOBHOBaxeHb abo po3nopsiAYMM AOKYMEHTOM 3aknagy i3 3a3HauyeHHsIM Ha IOKYMEHTI rpudda 3aTBepaKEHHS,
0OPMITIEHOIO BiAMOBIAHUM YMHOM.

Mopsinok 3aTBepAXEeHHS JOKYMEHTIB 34iIMCHI0ETLCA BignoBiaHo Ao Mpasun opraHisadii AinoBogcTea Ta apxiBHOro
36epiraHHsa JOKYMEHTIB.

Mpnd 3aTBepmXEHHS cknagaeTbes 3i cnosa SATBEPIDKYHO (6e3 nanok), Ha3Bu nocagw, nignucy, iHidiany(is) i
npi3sua ocobu, sika 3aTBepanna OOKYMEHT, 4aTh 3aTBEPOXKEHHS.

Mpuknaga:

SATBEPOXYIO

OupekTop rimHasii Ne 5
Mignwuc Iiuian(n), npissuiie
07.03.2018

Y pasi 3aTBepOKeHHS] JOKYMEHTa pilleHHsIM KorerianbHOro opraHy rpud 3aTBepaXeHHs CKknagaeTbes 3i cnosa
SATBEPOXXEHO (6e3 nanok), Ha3eu, AaTu i HoMepa AOKYMEHTa Yy Ha3MBHOMY BiAMIHKY.

Mpuknag;

3ATBEPOXXEHO
MpoTokon 3acigaHHsA
negaroriyHoi paam
rimHasii Ne 5
06.05.2018 Ne 40

lll. OcobnuBi BUMOrn fO ckNagaHHA AesKUX BUAIB AOKYMEHTIB

1. Hakas - po3nopsgumin JOKYMEHT, KU BUAA€E KePIBHUK 3aknagy Ha npaBax €aUHOHaYarbHOCTI Ta B MeXax CBOET
KOMMeTeHLiT, 060B'A3K0BUIA ANs BUKOHAHHSA nignernumn. Hakasy BuaaTbCa 3 OCHOBHOT OisiNbHOCTI,
aAMIHICTPaTUBHO-TOCNOAAPCLKMX, KaOPOBUX NMUTaHb 3aKnany, a TakoX pPyXy YYHIB.

Hakasu 3 0CHOBHOI [isiNIbHOCTIi, aAMiHICTPaTUBHO-rOCNO4APChKMX, KaAPOBUX NMUTaHb, PyXY YYHIB/BUXOBaHLB
nignucyTbea KePIBHUKOM 3aknagy, a 3a Moro BifCYTHOCTI - 000010, sika BUKOHYE MOro 0OO0B'sI3KM, Ta PEECTPYHOTLCS
B XXypHanax peecTpalii HakasiB.

Micnsa nignucaHHs Hakasy 3MiHU 40 HbOTO BHOCATLCS JMLUE LUISIXOM BUAAHHS HOBOMO HaKasy Mpo BHECEHHS 3MiH.
Hakas odpopmiioeTbes Ha GnaHKy Hakasy 3aknagy.

3MiCT Haka3y CTMCNO BMKINAAaETbCs B 3arofioBKy, KM NOYNMHAETLCA 3 NpuiMeHHuKa "lMNpo" Ta cknagaeTbes 3a
ponomoroto BigaiecnisHoro imeHHuka ("Mpo 3atBepaxeHHs...", "lMpo cTBopeHHs...") abo imeHHuka ("Tpo
niacymku...").

TeKCT Haka3y 3 OCHOBHOI AiNbHOCTI, aAMiHICTPaTUBHO-TOCNOAAPCLKUX MUTaHb Ta PyXy YYHIB/BUXOBAHLLB
CKNaJaeTbCs 3 ABOX YACTUH - KOHCTaTYyk4Ooi (Mpeambynu) i po3nopsigyoi.

Y KOHCTaTyloMil YacTWHI 3a3Ha4YaEeTbCs nigcTasa, obrpyHTyBaHHA abo meTa BuaaHHs Hakasy. Po3nopsgyva yactuHa
Hakazy nouynHaeTbces i3 cnosa "HAKA3YIO", sike OpyKyeTbCSt 3 HOBOTO psiika Benukumu nitepamu 6e3 Bigctyny Big
niBoro nNons i nanok, Nicns 4Yoro CTaBUTLCS ABOKpanka.

AKLWIo HaKa3 BUAAETbCA Ha MiACTaBi iHLWOro po3nopsayvoro AOKYMEHTa, Y KOHCTaTYHouil YacTUHI 3a3HavaloTbCa HasBa
BMAY LbOro AOKYMeHTa, Moro aBTop, Aarta, HOMep Ta 3arofioBOK.

Hakasu HymepyloTbCs B NOPSAKY X BUOAHHS B MEXaxX KaneH4apHOro poKy; Hakas3u 3 OCHOBHOI AiSiNbHOCTI, PyXy
YUHIB/BMXOBaHLB, agMiHICTPaTUBHO-rOCNogapChbkuX, KaApOBMX NMTaHb MaloTb OKpemMy NopsakoBy Hymepadio. 3
METOI0 PO3PIi3HEHHS rPyN HakasiB 40 peecTpauinHoro iHaeKcy Haka3y Yyepes aedic JOAaETLCA NiTepHa BigMiTKa,
Hanpwuknag:

Hakasu 3 aIMiHICTPaTMBHO-TOCNO4APCLKMX NUTaHb - Ne 2-r;

Hakasu 3 KaapoBUxX NuTaHb — Ne 2-k;



Haka3su Npo HaJaHHS LLOPIYHNX OCHOBHUX BiAMNYCTOK Ta BiAMYCTOK y 3B'A3KY 3 HABYaHHAM npauiBHuUKiB - Ne
2-B;

Hakasu 3 pyxy y4HiB/BuxoBaHUiB — Ne 2-y.
2. MpoTokon - JOKYMEHT, y sskomy hikcyeTbcst nepebir BeaeHHs 3acigaHb, yXxBaneHHs pileHb JopagyvMm Ta
KoneriansHUMKW opraHamm, KOMiCisiMU TOLLO.

MpoTokonu 3acigaHb negaroriyHMx pag, iHWKUX Aopagynx Ta KonerianbHUX opraHiB cknagatoTbes B cTuchin dopmi. Y
NPOTOKONi, CKNnageHomy B CTUCHIN hopMi, (IKCYHOTbCS NULLEe NPUAHATI pilleHHs 6e3 aeTanisauii nepebiry
06roBOPEHHS MUTaHHSI.

Y pasi noTpebu 3a pilleHHsAM 3aranbHUX 360piB (KOHGEPEHLIT) KONEKTUBY NPOTOKONN 3aranbHUX 360piB
(koHbepeHLii) KonekTUBY MOXYTb CKMagaTUCs Y NOBHIN opMi.

Hymepalisi npoTokoniB 3acigaHb negaroriyHoi paau Be4eTbCsl B MeXax HaB4anbHOro poKy, NPOTOKOMIB BUOGOPHUX
OpraHiB - y Mexax iX MOBHOBaX€eHb.

Hymepaluisi npoToKoniB BeAeTbCA OKPEMO 3a KOXHOK FPyrnoo NPOTOKONIB 3acifaHb BiAMOBIAHOMO KonerianbHOro
opraty.

3. [laToto npoToKony € AaTta NPoBeAeHHs 3acifaHHs.

3aronoBok 40 TEKCTY NPOTOKONY Mae BigobpaxaTtu BuA 3acigaHHs (Hapaga, 36opu, koHdepeHList Towo) abo
KonerianeHoi AisnbHOCTI (koMicis, pada, 36opu, poboya rpyna ToLo) i BKIOYaTK Ha3By BUAY AOKYMEHTa.

TeKCT NpOTOKONY CKNaaaeTbCs 3i BCTYNHOI Ta OCHOBHOT YaCTWH.

Y BCTYNHI YaCTMHI MPOTOKONY 3a3HavaloTbCsl NPi3BuMLLA Ta iHiLiany ronosn abo ronoByYOro Ha 3acigaHHi, 36opax
TOLLO, CekpeTaps, 3anpoLLUEHNX, a TakoxX NPUCYTHIX OCib.

Y pasi noTpebu 3a pilleHHsM BigNoBIgHOrO OpraHy y CNMCKY NPUCYTHIX 3a3HavaloTbCs NOcaam 3anpoLueHmx ocib Ta
HaiMeHyBaHHS YCTaHOB. AKLLO KinbKiCTb NPUCYTHIX NnepeBuLlye 15 ocib, 3a3HavaeTbes ix 3aranbHa KinbKicTb 3
NOCUNAaHHAM Ha CNUCOK, WO A0AAETLCSA 4O NPOTOKONY.

4. BcTynHa YacTuMHa MiCTUTb NOPSAOK AEHHWI: Nepenik po3rmsaHyTUX Ha 3acigaHHi nuTaHb. Mopsaok AeHHWI
NOAAETLCA HANPUKiIHLI BCTYMHOT YaCTUHW.

Cnoga "lMopsigok AeHHUIA" ApYKYOTLCA Big MeXi NiBOro nors, nicns HUX cTaBuTbcs ABokpanka. KoxxHe nuTaHHA
HyMepyeTbCst apabcbkumu Lnudppamu i ApyKyeTbes 3 ab3auy. PopmyBaHHSA NUTaHb Y NOPSAKY AEHHOMY NOYMHAETLCS
3 npunmeHHuka "MNpo".

5. OcHOBHa YacTuHa NPOTOKOMY CKNaAaeTbCs 3 po3ainis, siki MaloTb BiANOBIAATY MYHKTaM NOPSAKY AEHHOTO.
Posginu HymepytoTbcsa apabcbkumn Lmdgpamm i ByayroTbCcs 3a TaKOK CXEMOIO:

ans ctucnoi oopmu npotokonis: "CIYXANU - YXBANUNAN',
Aans nosHoi popmu npotokonis: "CITYXAIIN - BUCTYTIUIIN - YXBATTUITN".

Micnsa cnosa "CITYXAIN" 3 HOBOro psigka 3a3HavyaloTbCA NpisBuLLe Ta iHiLianu (iHiyian imeHi) KoXkHoro gonoeigava.

Y noBHi popmi npotokony nicnsa cnosa "BUCTYTUIIN" dhikcytoTbes BUCTYNM TUX OCIB, SKi B3snu yyacTb B
0o6roBopeHHi 4oNoBiAi (MMTaHHA NopaaKy AeHHOro). Buctynu oopmniooTbCa B MPOTOKONI i3 3a3Ha4YeHHAM nocag,
npi3BuLL, Ta iHidianis (iHiuiany), imeH gonoBigaYviB y Ha3VBHOMY BigMiHKY, BUKAAEHHSAM 3MiCTy BUCTYNy abo
NUTaHHS, BiANOBIAI HA HBOrO.

6. TekcTu BUCTYMIB y NPOTOKOMi BUKIaAaTbCs Bif TPETHOI 0COGU OOHUHM.

Tekct abo Te3un gonosigi, opopMNeHi K OKpeMi JOKYMEHTM, 40 TEKCTY NPOTOKONY He BKMtovatoTbes. MNicns
BiZJOMOCTEN Npo AonoBigaya CTaBUTbCA TUPE i 3a3HadaeTbes "TekcT fonoBidi JoaaeTbCs 4O NpoToKony".

IMicns cnosa "YXBAJIUITN" dikcyeTbCA NPUAHATE pilleHHs1 3 0BroBoproBaHOro NUTaHHA NOPAAKY AEHHOrO, ke Mae
BKIOYaTK CKNafoBi, WO BigNOBiAa0Th Ha Taki MUTAHHA: KOMY, LLO 3pOBUTY i B IKUIA CTPOK.

Y pasi AKLO NPUAMAETLCS PiLLIEHHSA MPO CXBANEHHS, NMOTOMKEHHS, 3aTBEPAXKEHHSI JOKYMEHTA, siKniA 06roBoproBaBcst
Ha 3acifaHHi, e JOKYMEHT AoOaeThCsa A0 NPOTOKOy. 3a HAasABHOCTI iHLIMX OKYMEHTIB, L0 po3rnsganvcs Ha
3acigaHHi Ta hakT 0broBopeHHs siknx Oyno 3aghikcoBaHO B TEKCTi MPOTOKOSY, BOHU HYMEpYoTbCs apabebkuMm
undppamu (Hanpuknag, gogatok 1, gogatok 2). Y BignoBigHUX MyHKTaX NPOTOKOMY MNPOCTaBMAAOTLCA NOCUIIAHHA Ha
Ui AogaTku.

[MpoTokon nmianucye ronoByrYNIA Ha 3acifaHHi konerianbHOro (4opaaYoro) opraHy Ta cekpeTap (3a HasiBHOCTI).
MpoTokon 3acigaHb KOMICIN NiANMUCYIOTh YCi YNEHN KOMICIT.

7. JIluctn cknagatoTbes 3 MeToto 06MiHY iHbopMaLlielo Mix 3aknagoM Ta opraHaMu OepXaBHOI BNaauW, opraHamm
MiCLIeBOro camoBpsilyBaHHsi, ix nocagoBumMu i cnyx6oBrnmun ocobamu, 3aknagamm, yctaHoBamu, opraHisauisimMm ta
iHLWMMK Di3UYHUMN | OPUAMYHUMK 0coBaMu.

BnaHku nucta matoTb Taki pekBi3nTu:
HaliMeHyBaHHS1 3acCHOBHMKA (3aCHOBHWKIB) 3aknaay (Hanpwuknag, Ogecbka Micbka paga);

NoBHEe HalMeHyBaHHS 3aKnagy BiAnoBigHO A0 YCTaHOBYNX JOKYMEHTIB;



[OOBIAKOBI AaHi Npo 3aknag (nowToBa agpeca, Homepu TenedoHiB, dakciB, paxyHkiB y 6aHKy, agpecy
€IIEKTPOHHOI MOLUTK TOLLO).

Pekgi3ntamu nucta e: gata, peectpauifiHui iHOeKC, MOCUNaHHA Ha peecTpauinHni iHOEeKC | AaTy AOKYMeHTa, Ha
SIKUA HagaeTbCA BiANOBIAb (3a NoTpebu), agpecar, 3aronoBokK 40 TEKCTY, TEKCT, BiAMITKa NPO HAsBHICTb AoAaTkiB (3a
notpe6bu), nignuc, BiamiTka Npo BUKOHABLA.

[aTtoto nucTa € gata 1Moro nignucaHHs, sika Mmae 3biraTucs i3 AaTol peecTpadii BUXigHOI KOpeCnoHAEHLji.

TeKCT nucTa BUKNaaaeTbCs Bif NepLloi 0coby MHOXMHN 3 BUKOPUCTAHHSIM CrliB: "NpocMMOo nosigoMuTw...",
"po3'sacHioeEMO, LWo...".

3a3Buyan y nucTi NOpyLLIYETLCA OOHE NMUTAHHS.

8. AKT - JOKYMEHT, CKrageHuin rpynoto ocib ans 3acBigyeHHs BCTaHOBNEHUX (hakTiB abo nogin. AKtu
0hOpMITIOIOTLCA 3a pesyrnbrataMu pPeBisin (hiHaHCOBO-roCNo4apPChKOI AiNbHOCTI, Mig Yac NpuiMaHHsA-nepeaaBaHHs
cnpas., CNMCaHHSA MaiHa TOLLO.

[aTtoto aKkTa € AaTa Noro cknageHHs.
TeKkcT aKkTa cknagaeTbCs 3i BCTYMHOI Ta KOHCTaTYOYOI YaCTWH.

Y BCTYMHiil YaCcTWHI 3a3HaYaloTbCs NIACTABM ANS CKMafaHHs akTa Ta HasnBatloTbea 0cobu, ki cknanu akT abo Gynu
MPUCYTHI NP LLOMY.

Y KOHCTaTytoMil YaCTWHI BUKNaAatTbCs CyTb, 3aBAaHHS, XapakTep BUKOHaHOi poboTn, BCTaHOBMEHI dhakTy,
npono3uii Ta BUCHOBKM. KOoHCTaTytoua YacTuHa Moxe oopmnioBatucs y Burnsaai tabnuui.

Y KiHLi TEKCTY aKTa 3anMcyTbCs AaHi NPO KiNbKiCTb MPUMIPHUKIB akTa Ta iX MiCLLIE3HaXOOXKEHHS.
AKT nignucytoTb yci ocobu, ki 6panu y4acTb y Oro cknagaHHi.

Ocob6a, sika Mae 3ayBakeHHs [0 3MICTY aKTa, Nignucye Moro i BUKNagae CBOK AYMKY Ha OKPEMOMY apKyLUi, SKUA
[o[aeTbesa A0 akTa.

IV. PeecTpauis AOKYyMeEHTIB

1. [JoKyMeHTM B 3aKnagi peecTpyoTbCs LIeHTPanizaoBaHO HE3anexHo Bif, Crocoby iX CTBOPEHHS, O4ePXXaHHS YK
BiATBOPEHHS. Y 3aknafi Moxe 3aCTOCOBYBaTMUCH aBTOMaTM3oBaHa popmMa peecTtpauii JOKYMEHTIB 3 BUKOPUCTAHHAM
creujianbHNX KOMM'HOTEPHUX Nporpam.

2. PeecTpauisi OKYMEHTIB 34iMCHI0ETBCA BignoBigHo Ao Mpasun opraHisadii 4inoBoacTBa Ta apxiBHOro 36epiraHHs
[OOKYMEHTIB.

3. PeecTpalis AOKYMEHTIB MPOBOAMTLCA 3 METO 3abe3neyeHHs ix 06niky, KOHTPOSO 3a BUKOHAHHSIM | onepaTuBHUM
BMKOPUCTaHHSAM iHhopMalLlii Ta nonsrae y BeAeHHi 3anmcy obnikoBMx gaHuX Npo AOKYMEHT, SKUM (iKCyeTbCa bakT
CTBOpPEHHS, BignpasneHHs1 abo OTPMMaHHSA JOKYMEHTA LUSIXOM NPOCTaBMEHHst HA HbOMY PeecTpaLiHOro iHaekey i3
3anncoM Y BiANoBiAHUX XypHanax (6asax aBToOMaTU30BaHWX CUCTEM) peecTpalii HeobxigHKX BiZoMocTel nNpo
[OOKYMEHT.

4. PeecTpaii nignsaratoTb BXigHi, BUXiAHI Ta BHYTPILLHI JOKYMEHTM (OOBIAKM, AONOBIAHI 3annCKu, 3asiB1, MPOTOKONN
3acigaHb negaroriyHnx pag, KoMmiciv Towo).

5. JOKyMEHTV PEECTPYIOTLCA NULLIE OAMH pa3: BXiAHi - y AeHb HaAXOMKEHHst ab0o He ni3Hile HacTynHoro pobovoro
[OHS, SIKLWO JIOKYMEHT HadiLLoB y Hepobouuii Yac, CTBOPIOBaHI - Y AeHb NianncaHHs abo 3aTBEPXKEHHS.

6. [JokyMeHTH, SKi HagxoasaTb 4O 3aKnaay, PEECTPYOTLCS B XXypHani BXiOHOT kKopecnoHaeH Ui, Ti, LWo
BiANPaBNsAOTLCSA, - Y XXypHani BUXiAHWX AOKYMEHTIB, BHYTPILUHI - Y XXypHari BHYTPILLUHIX JOKYMEHTIB, Hakasu - y
XypHanax peecTpauii HakasiB.

Mepenik AOKYMEHTIB, L0 He MianaratoTb peecTpauii cneuianbHO NPU3HaAYeHo Ans Lboro ocoboto, HaBedeHo y
popatky 3 Ao uiei IHCTpyKuii.

dopmy peecTpaLiiHOro XypHany HakasiB kepiBHUKa 3aknagy HaBedeHo y goaatky 4 o uiei IHCTpykuii.

[MpumipHi bopmu peecTpaLinHnX XXypHariB BXiAHUX, BUXiAHUX, BHYTPILIHIX AOKYMEHTIB HaBedeHo y gogartkax 5 - 7
o NpaBwn opraHisauii ginoeBoAcTBa Ta apXiBHOro 36epiraHHs JOKYMEHTIB.

7. lokyMeHTUN peecTpyloTbCs 3a rpynamm 3anexHo Bif Ha3su BMAY, aBTopa Ta 3MicTy. OKpeMO peeCcTpyoTbCS:
BXifHi JOKYMEHTH;
HaKasun 3 OCHOBHOI AiiNbHOCTI;
HaKasu 3 pyxy y4HiB/BMXOBaHLIB;
HaKasu 3 agMiHICTPaTUBHO-TOCNOAAPCHKMX MUTaHb;
HakKasu 3 KagpoBUX NUTaHb TpMBaNoro 3bepiraHHs;
HaKasu 3 KagpoBUX NUTaHb TMMYaCOBOIO CTPOKY 36epiraHHs;

BHYTPILLHI JOKYMEHTM (MPOTOKONW, AOBIAKN, LONOBIAHI, MOSCHIOBANbHI 3annckK, 3asiB1 NpauiBHUKIB TOLLO);



Byxrantepcbki JOKYMEHTH;
3BEPHEHHSI rPOMaAsH, Y TOMY YMchi 6aTbkiB ab0 3aKOHHWUX NPEeACTaBHUKIB YYHIB;

3anuTu Ha NybniyHy iHopmallito.

8. [lokyMeHTH, Lo nepeaalnTbCs eNekTPOHHOI MOLUTOK Y CKaHOBaHI (hopMi 6e3 enekTpoHHOro LmMdpPOBOro
nianucy, peecTpyoTbCs OKPEMO Bif iHLINX JOKYMEHTIB i3 3a3Ha4YeHHAM enekTPOHHOI agpecu BianpaBHuKa Ta
apgpecara.

9. Nig Yac peecTpauii 4JOKyMeHTa HagaeTbC YMOBHE NO3HAYEHHS - peecTpauiiHui iHaekc. CknagoBsi YacTUHU
peecTpauinHoro iHgeKkcy AoKymMeHTa (KpiM 3BepHeHb rpoMagsiH) BiJOKPEMIIIOITLCA 0AHa Bi4 04HOI NpaBobivyHO
MOXWMIO0 PUCKOIO.

10. [ing BXiOHWX AOKYMEHTIB peecTpaLlinHui iHOEeKC CKNaaaeTbCs 3 NOpAAKOBOro HoOMepa Ta iHAEeKCy crpasu,
Hanpuknag 89/02-04, oe 89 - nopsiAkoBUii HOMep JOKYMeHTa y Mexax poky, 02-04 - ingekc cnpasu 3a
HOMEHKNaTypOlo Crpas.

11. Y BUXiQHOrO Ta BHYTPILIHLOIO (32 BUHATKOM HakasiB, NPOTOKOIiB) JOKYMEHTa peecTpaLinHui iHaekc
cKrnagaeTbes i3 iHAEKCy cnpaBu 3a HOMEHKNaTypoto crnpae Ta NopsiAKOBOro Homepa, Hanpuknag 02-04/176, ge 02-
04 - iHgeKc cnpaBy 3a HOMEHKNaTYpoto cnpas., 176 - NopsiAKOBUIA HOMEP OKYMEHTA Y MexXaXx Poky.

V. CknagaHHA HOMeHKnaTypu cnpas

1. HomeHknaTypa cnpas - 060B'A3k0BUIA A5 3aKknady cMcTeMaTnsoBaHui nepenik Ha3B (3arofoBkis) cnpas, Lo
opMyIOTBCS i3 3a3HAYEHHSAM CTPOKIB 30epiraHHs crnpas.

2. HomeHknaTypa cnpas CTBOPHOETLCA 3 METOIO BCTAHOBIIEHHS B 3aKnadi €AMHOro nopsiaky (hopMyBaHHS crnipas,
3abesneveHHs ix 0brniky, onepaTMBHOIO MOLLYKY AOKYMEHTIB 3a iX 3MiCTOM i BUAOM, BU3HA4YeHHSI CTPOKiB 36epiraHHs
crpaB i € OCHOBOI ANS CKNaAaHHsi OMUCiB crpaB NOCTiMHOro Ta Tpusanoro (noHag 10 pokiB) 36epiraHHs, a Takox
Ans obniky cnpas TMM4YacoBoro (A0 10 pokisB BKMOYHO) 36epiraHHs.

3. CknagaHHsa Ta 0OpMIEHHS HOMEHKIaTypu CnpaBs 34iMCHIETLCA BiANOBIAHO A0 BUMOT rnasu 1 posainy IV
MpaBun opraxisadii AinoBoacTea Ta apxiBHOro 36epiraHHs.

4. HomeHknatypa cnpaB 3aknagy po3pobnseTbcs BignoigansHow ocoboto (BignosigansHMu ocobammn) 3a
opraHisadito 4inoBoACTBa y 3aknagi i3 3anyvyeHHaAM daxiBuiB CTPYKTYPHMX Nigpo3ainis 3aknaagy (3a ix HasgBHOCTI).

5. HomeHknatypa cnpas yxBantoeTbCsl eKCnepTHO KoMicieto (gani - EK) 3aknagy, sika CTBOpHOETLCA BigNOBIAHO A0
3aKOHOAABCTBA.

6. KepiBHVK HOBOCTBOPEHOTO 3aknaay 3060B'A3aHWi He Mi3Hille 0AHOro POoKY 3 NoYaTKy AiSnbHOCTI NogaTh cxeaneHy
EK 3aknagy HomeHknaTypy cnpaB Ha po3rnsg ekcnepTHO-NepeBipHin KoMicii (aani - EMK) BignosigHoro aepxxasHOro
apxiBy, EK apxiBHOro Bigainy pamoHHOI AepxaBHOi agMiHicTpaLii abo MicbKoi paau, y 30Hi KOMNNEKTYBaHHS SIKOro
nepebyBae 3aknag, 4N NPoBeAEHHS eKCNepTM3n LLiHHOCTI IOKYMEHTIB 3 METOH X MOXIMBOrO BiJHECEHHS A0
oxepen chopMyBaHHS HauioHanbHoro apxisHoro cpoHay (oani - HA®).

7. 3aknag, Wwo HanexuTb Ao mxepen opmysaHHa HAD, y noganbLLIOMYy NMOrof)Kye CBOKO HOMEHKNaTypy cnpas 3
ElMK BignosigHoro gepxasHOro apxisy.

8. 3aknag, y AisnbHOCTI AKOro He yTBOPHTbLCA AoKyMeHTH HA®, noroaxye HoMeHknatypy cnpae 3 EK oprany
yrpaBniHHS OCBITOHO.

9. HomeHknaTtypa cnpaB 3aknagy nignsrae norogXKeHHo 3 BiAnoBiaHUM Aep>kaBHUM apxiBoMm abo opraHom
ynpageniHHA OCBITOK OAWH pa3 Ha N'ATb POKiB ab0 HeBiAKNagHO B pasi iCTOTHUX 3MiH Yy hOpMi BMACHOCTI, CTPYKTYPI,
yHKUiAX Ta xapakTepi poboTu.

10. Morogxeny ENMK BignosigHoro gepxxasHoro apxisy abo EK opraHy ynpasniHHsi OCBiTOIO HOMEHKNATYpy crpas
3aTBepAXKye KePIBHUK 3aknagy.

11. HanpwukiHUi poKy HOMeHKNaTypa cnpas 3akpMBa€ETbCA MiACYMKOBMM 3anncoM Mpo KaTeropii Ta KinbKicTb crpas,
3aBefeHuX y BiANOBiAHOMY poOLii.

12. HomeHknatypa cnpas LWopoky (He nisHie 20 rpyaHsi) YTOYHIOETLCS, 3aTBEPAKYETLCS KEPIBHMKOM 3aknagy Ta
BBOAUTLCS B Aito 3 01 CivHA HACTYyMHOro poky.

VI. ®opmyBaHHA cnpaB, 36epiraHHA OKYMEHTIB
1. dopMyBaHHs cnpas - rpynyBaHHS BUKOHAHMX AOKYMEHTIB y CNpaBu BiAMOBIAHO 4O HOMEHKNaTypu cnpas.

2. dopMyBaHHS cnpas 3aknaay 34iNCHIETLCA 3 AOTPUMaHHAM BuMor lNMpaBun opraHisadii AinoBoacTea Ta apxiBHOro
36epiraHHsa AOKYMEHTIB.

3. Hakaan 3 ocHOBHOI AisnbHOCTI 3aknagy, agMiHiCTpaTUBHO-TOCNOAAPCHKMX, KaAPOBMX NUTaHb Ta PyXy Y4HiB/
BMXOBaHLB rpynyoTbCA B Pi3Hi CNpaBu y XpOHOMOMYHOMY MOpAAKY BignoBIiAHO 40 iX BUAIB Ta CTPOKIB 36epiraHHs.

4. [IoKyMeHTM, 3aTBEpAKEHI HAaKa3oM KepiBHUKA 3aknagy, € AoAaTkamu 40 HbOrO i FpYMyHTLCA PasoM i3 LM
pO3MOPSAOUMM OOKYMEHTOM.

5. JluctyBaHHs rpynyeTbcs 3a 3MiCTOM i KOPECMOHAEHTCHKOK O3HAKOK Ta CUCTEMATU3YETHCH B XPOHOIOTYHOMY
NOPSIAKY: AOKYMEHT-BIANOBIAb PO3MILLYETLCS 32 AOKYMEHTOM-3aMnnTOM.



6. AnchasiTHa kHUra y4HiB/BUXOBaHLIB, XKypHanNu rpyny nogoBXeHOro AHs, 0bniky nponyLeHux i 3aMiHeHNX ypokiB,
KHWMM 06MiKy Ta BUAadi CBiAOUTB i 4oAaTKiB 40 CBIigoUTB Npo 6a30By 3aranbHy cepeaHto OCBIiTY, atecTaTiB Ta
[ofaTkiB o aTtecTaTiB Npo NOBHY 3aranbHy CepeaHto OCBITY, 30M10TUX MeAanen "3a BUCOKi JOCATHEHHS Y HaBYaHHiI"
Ta cpibHMX Menanen "3a JOCArHEHHS Y HaBYaHHI" NPOLUHYPOBYHOTLCS, @ CTOPIHKN HyMepyoTbes. Ha ocTaHHin
CTOpIHLi XXypHany/KHUMM pobuTbCst 3annc Npo KinbKiCTb CTOPIHOK Y XXYpHani/kHW3I, Lo NiANMCYe KePIBHWK 3aknaay.
Mianuc kepiBHMKA CKPINMIOETLCA NeYaTKo 3aknaay (3a HasiBHOCTI).

7. Y pasi notTpebu 3a pilleHHAM NeaaroriyHol pagm y 3aknagi MoXyTb CTBOPIHOBATUCS Ta BECTUCS iHLLI XypHanu
(’KypHan npakTU4YHOro ncuxorora, colianbHoro negarora ToLo).

VII.LEkcnepTu3a WiHHOCTI AOKYMEHTIB.
Mopsanok NiarotoBKM cnpae Ao nepeaaHHsA ANA apXiBHOro 36epiraHHA

1. EkcnepTu3aa UiHHOCTI JOKYMEHTIB Ta NopsiAokK MiAroToBKM cnpae Ao nepefaaHHs Ans apxiBHOro 36epiraHHs
3aiNcHI0TLCS Ha nigcTasi MpaBun opranisauii AinoBogcTea Ta apxiBHOTo 36epiraHHs JOKYMEHTIB.

CneujanbHi BUMOrM 4O €KCNepTM3n LiHHOCTI AOKYMEHTIB Ta NOPAAKY NiAroToBKM Cnpae A0 NepefaHHs Anst apxiBHOro
30epiraHHs 3aknagy nepenbayeHi uieto IHCTpyKuieto

2. [ins opraHi3auii Ta NnpoBegeHHSA eKCnepTu3mn LiiHHOCTI AOKYMEHTIB, LLIO YTBOPMIUCA Y AiNOBOACTBI 3aknaay, Ta
nofaHHsA pe3ynbTaTiB eKCnepTuam LiHHOCTI AOKYMeHTIB Ha po3rnag ENMK gepxasHoro apxiBy (EK apxisHoro Bigainy
palnoHHOI AepxaBHOi agMiHicTpauii abo micbkoi pagn) yteoptoeTbest EK 3aknany. CtBopeHHst EK Ta opranisauis i
po6oTK 3aiicHI0TLCA BignoBiaHO Ao noctaHoBw KabiHeTy MiHicTpis YkpaiHu Big 08 cepniHsi 2007 poky Ne 1004
"lMpo npoBeaeHHA ekcnepTuan LHHOCTI AOKYMeHTIB" Ta Haka3dy MiHicTepcTBa tocTuuii Ykpainum Big 19 yepsHa 2013
poky Ne 1227/5 "lNpo 3aTBepOXeHHs1 TMMOBOro NOMOXEHHSI PO eKCNepTHY KOMICilo AepXXaBHOro OpraHy, opraHy
MiCLIeBOrO CamOBPSiAyBaHHS, AeP>XaBHOrO i KOMyHanbHOro Ni4NPMEMCTBA, YCTaHOBM Ta opraHisauii”,
3apeecTpoBaHoro B MiHictepcTsi tocTuuii Ykpainm 25 yepHa 2013 poky 3a Ne 1062/23594.

Cknag EK Ta nonoxeHHs Npo Hei 3aTBepaXXyloTbCa Haka3oM kepiBHUKa 3aknagy. fonosoto EK npusHavyaeTbcs ogunH
i3 3aCTynHWKIB KepiBHUKA 3aknagy, cekpetapeM - ocoba, BiagnoBiaanbHa 3a LOKYMEHTH, WO NiansraTb 36epiraHHIo
Ta nepefaHHIo B apxiB.

[o cknagy EK 3aknagy 3a ix 3rogoto MoXyTb BXOAUTU NMPEACTABHUKN apXiBHWUX YCTAHOB, OpraHy BULLOTO PiBHS
(BignoBigHOro opraHy ynpaemniHHSA OCBITOK), METOANYHUX LIEHTPIB, MPOMECINHMX CNIMNoK, iX 06'eaHaHb.

3. Cnpasu nocrTiriHoro Ta Tpusanoro (noHag 10 pokiB) 36epiraHHsA nepeaatoTbea Ha 36epiraHHs 0cobi,
BignoBiganbHin 3a apxie, 3a onucamu, WO CKNagalTbcst ocobamu, BignoBigansHUMy 3a (GOpMyBaHHSA Cnpas 3
BiZANOBIQHOrO HaNPsAMYy.

MpUAHATTA KOXKHOI CNpaBu 34IMCHIOETLCS Y NPUCYTHOCTI NpaLiBHUKA, KA Nepefae JOKYMEHTMU.

4. Y KiHUi KOXXHOrO NpMMipHMKa onucy ocoba, BignoBiganbHa 3a apxie 3aknagy, NPoCcTaBsie NiANUC WOAO0 NPUAHATTS
cnpae 3 060B'A3KOBUM 3a3HAYEHHSM KinbKocTi (Uudbpamu i cnoBamun) nepedaHnx cnpas i 3a3Haqae gary.

5. Micna npuAHATTA cnpaB NOCTiIMHOIO Ta Tpueanoro (noHag 10 pokiB) 36epiraHHs, 3 KagpoBUX NMTaHb 0coba,
BignoBiganbHa 3a apxiB 3aknagy, Ha niacTasi onuUCiB cnpas, 3a AKUMK 34iINCHEHO NPUAHATTS OKYMEHTIB, 3a
BCTaHOBEHOK hOPMOIO FOTYE PidHi PO34inu 3BeAEeHNX OMNUCIB Cnpas:

nocTiiHoro 36epiraHHst (y 3aknagi, Wwo € gxepenomMm popmMmysaHHs HAD);
TpmBanoro (noHag 10 poki) 36epiraHHs;

3 KagpoBuUX NUTaHb.

Ocoboto, BignosigansHoto 3a apxiB, CKNnagaeTbCA aKT Npo BUIMyYEHHA ONA 3HULLEHHA ,ClOKyMeHTiB, He BHECeHux o
HAO®.

6. 3BegeHun onnc cnpae NOCTIMHOTO 30epiraHHsA CKkrnagaeTbcsa Y YOTUPbOX NpuMipHMKaXx. MNicns cxeaneHnHs EMK
Jep>XaBHOro apxiBy Ta 3aTBEPAXEHHSA KEPIBHUKOM 3aknagy OAuH NOro NPUMIPHUK HanpaBnsaeTbCa AepXaBHin
apXiBHi yCTaHOBI Y apxiBHOMY BiAAiNy MiCbKOT paau, y 30Hi KOMMNIEKTYBaHHSA sIKOro nepebyBae 3aknag, apyrun
NPUMIpHUK 30epiraeTbcst sk HeJOTOPKaHWI 0CO0O010, BiMNOBigaNbHO 3a apxiB 3aknagy, TPETIN, YETBEPTUN -
BMKOPUCTOBYIOTLCS Y 3aknagi Ansi NOTOYHOTro NOLUYKY CnpaB i y pasi ix nepegaHHsa Ha NocTiHe 36epiraHHA
HagxoadATb A0 BiANOBIAHOT apXiBHOI YCTaHOBM.

7. 3BegeHui onvc Tpmeanoro (noHag 10 pokiB) 36epiraHHs ckNaaaeTbCs y TPbOX NpUMipHUMKax. [1o Hboro
BKITIOYAIOTBCS TakoX CNpaBu, AKi 3@ HOMEHKNATYPOLO CrpaB MakoTb CTPOK 36epiraHHs "Ao niksigauii 3aknagy”. Micnsa
cxBaneHHs EK 3aknagy npymipHuKM onucy HanpaensioTbest Ha cxBaneHHs EK oprany ynpasniHHs ocgiToto. [icns
NOBEPHEHHS BCiX MPUMIPHUKIB ONUCY MOr0 3aTBEPAXKYE KepiBHWUK 3aknaay. [Nepumn npumipHuk onucy 36epiraetbcs B
3aKknagi ik HegoTOPKaHW, OPYrMn - € pOOOYMM i BUKOPUCTOBYETLCA A5 MOTOYHOIO MOLLUYKY CripaB, TPETii MOXe
HaacvnaTucs AN KOHTPOIO BiANOBIAHOMY OpraHy ynpaemniHHSA OCBITOH.

8. Onuc cnpaB 3 KagpoBUX NMUTaHb CKNAAaETbCA Y 3aknagi, SKun:
€ pxepenom opmyBaHHa HAD - y TpbOX MPUMIPHMKAX;

He € mxepenom opmysaHHs HAD - y ABOX NpUMipHUKaX.

9. 3aronoBku crnpas onucy 3 kKaapoBMX NUTaHb CUCTEMATM3YIOTLCS 3@ HOMIHANBHOK 03HAKOI (FPyMnyBaHHs B OAHY
crnpaBy JOKYMEHTIB O4HOro BUAy) y Takin NOCMigOBHOCTI:



Haka3wu KepiBHVKa 3aknagy 3 KagpoBuX NUTaHb;

Hakasun KepiBHMKa 3aknagy 3 pyxy YYHiB/BUXOBaHLIB;

00OniKOBI JOKYMEHTH;

CMUCKM y4YHiB/BUXOBaHLiB (andasiTHa kHWUra y4HiB/BMXOBaHLIB);
KypHanu peecTpadii HakasiB 3 KagpoBUX NUTaHb;

0coboBi crnpaBu NpauiBHYKIB;

KOHTpaKTW, TPyAOBi 4OrOBOPY;

OyxranTepcbki AOKyMeHTH (0coB0BI paxyHKM i3 3apobiTHOT nnaTtu, B pasi ix BiACYTHOCTI - pO3paxyHKOBI
BiOMOCTi i3 3apnnatu);

OOKYMEHTM Npo Tapudikadito (TapudikauiviHi BigomocTi (cnuckn));
OOKYMEHTM NpOo NpPOBeAEHHS AepXKaBHOI aTecTalulil;

KHUrM 06niky | BUAadi ceigouTB Ta godaTkiB 40 CBiAOLTB Npo 6a30By 3aranbHy cepeaHio OCBITY; aTecTaTiB
Ta AoAaTkiB 4O aTecTaTiB Npo NOBHY 3aranbHy CepeHIo OCBITY, 30N0TMX Meaarnen "3a BUCOKI AOCATHEHHS
y HaBYaHHI" Ta cpibHMX Meganen "3a 4OCATHEHHS Y HaBYaHHI";

OOKYMEHTM NpO HeLacHi BUNaaku (akTu, NPOTOKOMMW, BUCHOBKM, XypHanw);

XypHanu peectpauii oci6, noTepninux Big HELLACHWUX BUMNAAKIB;

XypHanu obniky pyxy Tpy4oBUX KHUXOK Ta BKNaAoOK A0 HUX;

XypHan peecTpauii HakasiB 3 pyxy y4HiB/BUXOBaHLB;

HesaTpebyBaHi 0COBUCTI JOKYMEHTU NpaLUiBHUKIB (TPYAOBI KHUXKN).
10. OcoboBi cnpaBm y4HIB BHOCATBHCSA 40 ONUCY 3a POKOM 3BiNIbHEHHS NpaLiBHUKA | CUCTEMATU3YIOTLCS 3a
npi3BuLLamMn 3BiNbHEHUX NpaLUiBHUKIB B andasiTHOMY MOPSAKY.

11. 3BegeHi onvcy cnpae nocTinHoro, Tpuanoro (noHag 10 pokiB) 36epiraHHsA, 3 KaAPOBUX NUTaHb Ta akT NPo
BUNYYEHHS AN 3HULLEHHS JOKYMEHTIB, He BHeceHnx Ao HA® (gani - akT npo BUNyYeHHs Anst 3HULLEHHS
[OKyMeHTIiB), posrnsigatoTbes EK 3aknagy ogHovacHo.

12. 3aknag, wo € mxepenom popmysaHHa HAD, onvcu cnpas nocTiiHoro 36epiraHHA Ta 3 KagpoBUX NUTaHb Pa3oM
3 aKTamu Npo BUIYYEHHs AN 3HULWEHHS OOKYMEHTIB nicns cxBaneHHs ix EK 3aknagy nogae Ha posrnsg ENMK
BiMNOBIQHOIO Aiep>KaBHOroO apxiBy.

13. 3aknag, wo He € mkepenom gopmyBaHHa HA®, onvcm cnpas 3 KagpoBUX MMTaHb Pa3oM 3 akTamu Npo
BUNYyYEHHS NS 3HULLIEHHSA AOKYMEHTIB nicnsa cxBaneHHs ix EK 3aknagy nogae Ha posrnaa EK apxisHoro Bigainy
paioHHOT AepXkaBHOi agMiHicTpauii abo apxiBHoro Biaainy micbkoi pagu. Onucu cnpae Tpusanoro (noHag 10 pokis)
36epiraHHs nicna cxsaneHHs EK saknagy nogatotbes Ha po3rnsg EK opraHy ynpaeniHHS OCBiTOlO.

14. MNorogxeHi (cxBaneHi) akTu NPo BUIYyYEHHsT AN 3HULWEHHS [OKYMEHTIB, He BHeceHux Ao HAD, 3aTBepaxyoTbCs
KepiBHUKOM 3aknagy.

15. Micns 3aTBepAKeHHA aKTa npo BUNy4YeHHA ONnA 3HULLEHHA D,OKyMeHTiB 3aKnag Mae npaBo 3HULLNTU OOKYMEHTHU.

16. KepiBHuk 3aknapy 30608B'a3aHnin 3abe3neunti 36epexxeHHs JOKYMEHTIB, a y pasi BKIYeHHs 3aknagy A0 CrnCKy
ropuanYHUX ocib - pxepen chopmyBaHHS HA® nicnsi 3akiH4eHHS BCTAHOBNEHMX FPaHNYHMX CTPOKIB iX 306epiraHHs B
LbOMY 3aknagi - 3abe3neuntu nepefaHHa AOKYMEHTIB Ansi NOCTIMHOro 36epiraHHsA 40 BiANOBIAHOI AepXKaBHOI
apXxiBHOT YCTaHOBW YK apxiBHOTO BiAAiNy MiCcbkoi pagu.

[eHepanbHU aMpekTop
AvpekTopaTy AOLWKINbHOT

Ta WKIiNbHOT OCBITK A. O. OcmonoBCbkui
[opatok 1
o IHcTpykuii 3 ginoBoacTea
y 3aKnagax 3aranbHoi cepegHbOoi OCBITH
(nyHkT 3 posginy II)
BMOI'A

A0 ochopMneHHs AOKYMEHTIB, L0 BUrOTOBNAIOTLCS 32 JOMOMOrol KOMM'IOTePHOI TEXHIKM

1. Onsa ApyKyBaHHS TEKCTIB CNy>X00BUX JOKYMEHTIB BUKOPUCTOBYETLCS rapHiTypa Times New Roman, wpudrt -
po3mipom 12 - 14 apykapCbKkux NyHKTIB. [103BONAETHCA BUKOPUCTOBYBATH LLIPUGT po3mipom 8 - 12 ApykapCbKmx
NYHKTIB ANS ApYKYBaHHSA pekBi3anTy "MNpi3BuLLe BUKOHaBLS i HOMep Moro TenedoHy", BUHOCOK, MOSCHIOBAIbHUX
HamnuciB 4O OKPEMMX ENEMEHTIB TEKCTY JOKYMEHTa abo Moro pekBianTiB TOLLO.

MMig yac ApyKyBaHHSA 3aronoBkiB [03BONSETLCA BUKOPUCTOBYBATH HaMIBXUPHWUIA LWIpUKT (Npsmuii abo KypcumB).

2. TekcT ookymeHTiB Ha nanepi popmaty A4 (210 x 297 minimeTpiB) pekomeHgoBaHo ApykyBaTtun yepes 1 - 1,5
MiXpsiAKoBOro iHTepBany, a popmaty A5 (210 x 148 minimeTpiB) - Yepes 1 MiXpsaaKoBUIA iHTepBan.

[loKyMEeHTM NOBWHHI MaTu Taki nons (MinimeTpis):



30 - nise;
10 - npase;
20 - BEpXHE Ta HMXKHE.
PekBianTn gokyMeHTa (KpiM TEKCTY), siKi CKNnagatoTbCs 3 KiNbKOX PAAKiB, APYKYHOTLCS Yepe3 1 MiKpsaKoBuWIA iHTepBar.

KnagoBi YaCTUHU PEKBI3UTIB ", " TBEPAKEHHS", 1 norogxeHHSA" BiAOKPEMMNIOTLCA OAUH Bif
Cknagosi yac EeKBi3 "Appecat"”, "Tj 3aTBe e "' oroaxe " BiQOKPEMNIOITLCS O
ofHoro yepes 1,5 MiXpsAKOBOro iHTepBany.

PekBi3anTn JOKyMeHTa BiAOKpeMnoTLCA OA4MH Big oaHoro vyepe3 1,5 - 3 mMixpagkoBux iHTepBanu.
3. Hasea Buay AoKyMeHTa APYKYETbCA BENUKUMW NiTepaMu.
4. Po3wwndpysaHHs nignucy B peksinTi "Mignuc" opykyeTbcst Ha piBHI OCTAHHBOMO psiika Ha3BW Nocaau.

5. He pobuTtbcs BiacTyn Big Mexi niBoro nons ans pekeisauTis "[aTta gokymeHTa", "3aronoBok 4O TEKCTY AOKyMeHTa",
"TekcT" (6e3 ab3auis), "BigmiTka npo HasiBHICTb goaaTkis", "Mpi3BuLLe BUKOHABLS | HOMep 1Moro TenedoHy",
HaviMeHyBaHHs nocaaw y peksisuTax "Mignnc" ta "Mpud norogmxeHHA", Hanucy "3rigHo 3 opuriHanom", a TakoXx cnis
"CNYXANU", "BUCTYNUIIN", "YXBANWUITN", "HAKA3YHO".

6. 3a HasABHOCTI KinbkoX rpudpiB 3aTBEPAYKEHHS | NOrOAXKEHHSI BOHWM PO3MILLYIOTLCA HA OQHOMY PiBHI BEPTUKANbHUMU
psakamu. Mepmn rpud - Big Mexi niBoro nons, gpyrun - yepes 104 minimetpu Big Mexi niBoro nonsi.

7. Mig yac oopMneHHs 4OKYMEHTIB Ha ABOX i Binblue CTopiHKax Apyra Ta HacTyMHi CTOPiHKM MatkoTb ByTu
nNpoHymepoBaHi. NepLua cTopiHka He HyMepyeTbCS.

8. TeKkCTM JOKYMEHTIB MOCTINHOrO 36epiraHHsA ApYKyOTbCA Ha oaHOMY Goui apkyLia. [JoKyMeHTH i3 CTPOKOM
36epiraHHsa 40 5 pokiB MOXKHa ApyKyBaTh Ha NMLBOBOMY i 3BOPOTHOMY GOLIi apKyLua.

Hopatok 2

0o IHCTpyKuUii 3 ginoBoacTea

y 3aKknagax 3aranbHoi cepegHboi OCBITU
(nyHKT 4 poaainy II)

NEPENIK
AOKYMEHTIB, Ha SIKMX NianMc nocafoBoi 0cobuM 3acBifYYETLCA BiAGUTKOM neyaTku 3aknagy

1. AKT1 (BMKOHaHHS poBiT, cCNMcaHHA MaTepianbHUX LWiHHOCTEN, iHaHCOBUX NEPEBIPOK, BUMYYEHHSA AOKYMEHTIB A4S
3HULLEHHS, NepefaBaHHsi Cnpas ToLLO).

2. [loBiaku (Npo BUKOPUCTaHHSA BIOOXKETHUX acUrHyBaHb Ha 3apobiTHY NnaTy, HapaxyBaHHs i3 3apobiTHOI nNnaTn
TOLLO).

3. Joroeopwu (Npo maTtepianbHy BigNOBIAANBHICTb, HAYKOBO-TEXHIYHE CMIBPOBITHULTBO, NiAPAAN, OpeHay NPUMILLEHDb,
BWKOHaHHs pobiT TOLLO).

4. [lokyMeHTM (OOoBiAKM, MOCBIAYEHHS TOLLO), L0 3acBiavyoTh NpaBa rpoMagsH i opuanyHmx ocio.
5. [lopy4eHHs Ha ogepXXaHHSA ToBapHO-MaTepianbHWX LiHHOCTEN.
6. 3aBgaHHS (Ha NPoeKTyBaHHSA 06'eKTIB, TEXHIYHMX cropyA, KaniTanbHe OyaiBHULITBO, TEXHIYHI TOLLO).

7. 3pa3ku BiAOWTKIB NeyaTok i NignuciB NpauiBHUKIB, SKi MaloTb NPaBO 34iNCHIOBaTK (hiHAHCOBO-rOCNOAaPChKi
onepauii.

8. Kowtopuc BuTpaT (Ha kanbKynsuito 3a JOroBOpoM, Ha KanitaneHe 6yaiBHULITBO TOLLO).
9. Jluctu rapaHTiviHi (Ha BUKOHAHHA pobiT, HaJaHHS NOCyr TOLLO).

10. Onmncu cnpaB nocTirHoro, Tpusanoro (noHag 10 pokiB) 36epiraHHs, 3 KagpPOBUX NUTaHb.
11. WTaTHi posnucu.

12. Tpy£oBi KHUXKM.

Lopatok 3

o IHcTpykuii 3 ginoBoacTea

y 3aKnagax 3aranbHoi cepegHbOi OCBITH
(nyHKT 6 po3ainy V)

NEPENIK
AOKYMEHTIB, L0 He NiansaralTb peecTpauii cnewianbHO NpPU3Ha4YeHolo AN Liboro ocoboro

1. Mpadpikn, Hapsawn, 3a8BKuN, PO3HAPAOKN.

2. 3BefeHHs Ta iHdopMmauis, Hagicnari go Bigoma.

3. HaByanbHi nnaHu, oceiTHI nporpamu (Konii).

4. PeknamHi NoBigoMneHHs, nnakartu, nporpamMmv Hapag, KOH(EepeHLin ToLLo.

5. Hopmu Butpat marepianis.



6. BiTanbHi NnUCTK i 3anpoLUeHHS.

7. QpykoBaHi BUAAHHSA (KHWUMK, XXypHanu, 6roneTeHi).
8. MicsauHi, kBapTanbHi, NiBpiYHi 3BiTK.

9. ®opMu CTaTUCTUYHOI 3BITHOCTI.

10. Jorosopwu.

Dopatok 4

0o IHcTpykuii 3 ginosBoacTea y
3aknagax 3aranbHoi cepeaHbOoi OCBITH
(nyHKT 6 posainy V)

PeecTpauinHui )xypHan HakasiB KepiBHMKa 3aknagy

MpisBuLe,
. iHiUiann

PeecTtpauinHui .
npauiBHuka, Ha

iHoekc (Homep) [ata Hakasy 3aronoBok Hakasy .
SIKOTO MOKMNaAeHni
Hakasy
KOHTpOb 3a
BUKOHAHHS Haka3sy
1 2 3 4

3a matepianamu: Ocgita.ua
[ata ny6nikauii: 01.10.2018

MpisBuwe,
iHiLiann
BianoBiganbHol
ocobu
(BignosiganbHMX
ocib)
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