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IHCTPYKLIA
3 ginosoacTtea KoCcTAHTUHIBCLKOrO fliLeto «EpyanTs

I. BATAJIbHI MONOXXEHHA

1.1. IHcTpyKuia 3 pginoBoactBa Yy KOCTAHTMHIBCbKOMY niuel «EpyauTt» po3pobneHa
BIAMOBIAHO A0 BMMOr 3aKOHY YKpaiHu «[po MOBHY 3arajibHy cepefHio OCBiTY», «[1p0 3BEpHEHHS
rpomagsH», «Mpo AocTyn Ao ny6niyHol iHgopmauii», «IMpo 3axuCT NepCcoHaNbHUX AaHUX»;
noctaHoB KabiHeTy MiHicTpiB YkpaiHu: Big 08 cepriHa 2007 poky Ne 1004 «[po npoBefeHHs
eKCNnepTM3N LIHHOCTI [O0KYMeHTiB», Bif 14 kBiTHA 1997 poky Ne348 «[lpo 3aTBepmpKeHHs
IHCTPYKLiT 3 AiNOBOACTBA 3@ 3BEPHEHHAMU TPOMafAH B OpraHax AepXxaBHOT Bfagu i MiCLEeBoro
camoBpsAfyBaHHSA, 00'€HAaHHAX TPOMafAH, Ha MigNPUEMCTBAX, B YCTaHOBAX, OpraHisauisax
He3a/1IeXXKHO Bif (POpM BnacHOCTI, B 3acobax MacoBoOi iH¢opmauii» Ta Bif 24 BepecHs 2008 poky
Ne 858 «[po 3aTBepkeHHs KnacugikaTopa 3BepHeHb rpomMafsaH»; Hakasy MiHicTepcTBa OCBITH |
Hayku YKpaiHu Bif 25 yepBHs 2018 poky Ne 676 «[Mpo 3aTBepmKeHHs IHCTPYKLIT 3 AinoBoacTea y
3aKnafgax 3arasibHOl  CcepefHbOl  OCBITWM», HakasiB MiHIiCcTepcTBa tOCTULIT  YKpalHWU:  Bij
18 yepBHa 2015 poky Neo 1000/5 «[Npo 3aTBepmkeHHA [lpaBua opraHisauil ginosoactea Ta
apXxiBHOro 36epiraHHs JOKYMEHTIB Y lepXKaBHMX OpraHax, opraHax MiCLLeBOro camoBpsayBaHHs, Ha
nignpuemcTeax, B YycTaHOBax 1 opraHisauiax», Big 19 yepBHsA 2013 poky Ne 1227/5 «[1po
3aTBepiKeHHA TWMNOBOro MOMOXEHHA NP0 EKCNepTHY KOMICIKO [epXaBHOro opraHy, opraHy
MICLLEBOTO CamOBPALYBaHHSA, [epXaBHOro 1 KOMYHa/lbHOro nMiAMPUEMCTBa, YCTaHOBM Ta
opraHisauii» Ta Bif 12 kBiTHA 2012 poky Ne578/5 «[po 3aTBepmkeHHs [lepeniky TUMOBUX
[IOKYMEHTIB, LU0 CTBOPKOKOTLCA Mif 4Yac AiANbHOCTI opraHiB AepXaBHOT Bfagy Ta MICLEBOro
caMoBpsAlyBaHHs, [HLWMX YCTaHOB, MIANPUEMCTB Ta oOpraHisauii, i3 3a3HayYeHHAM CTPOKiB
36epiraHHsa AOKYMEHTIB»; Haka3y [epXXaBHOro KOMITETY YKpaiHu Mo cTaHAapTu3auii, MeTponorii
Ta cepTudikauii Big 31 rpyaHsa 1998 poky Ne 1024 «[ep)XaBHWIn Knacugikatop YnpaBniHCLKOI
pokymeHTauil. AK 010-98»; Hakasy [epXaBHOro KOMITETY YKpaiHW 3 NuUTaHb TEXHIYHOTO
PerynoBaHHA Ta CnoXuByoi nonituku Bif 07 kBiTHA 2003 poky Ne 55 «[lep)aBHa YHihikoBaHa
cucTemMa oKyMeHTauil. YHithikoBaHa c1cTeMa opraHisaliitHo-po3nopsaayoil JoKyMeHTauii. Bumoru
[0 oghopmstoBaHHA foKyMeHTIB. ACTY 4163-2003».

12. Ua IHCTpyKLif BCTaHOBMKE €4VHI BUMOIM LWWOAO AOKYMEHTYBaHHS YMNpPaBNniHCbKOI
iH(hopmavii Ta opraHisayii poboTu 3 4oKyMeHTaMmn Yy KOCTAHTUHIBCbKOMY fliLel «EpyanT», a Takox
3pa3Ku Ta nepenik JOKYMEHTIB, L0 060B’A3KOBO CTBOPHOOTLCA Mif Yac AisNbHOCTI 3aknagy i3
3a3Ha4YeHHAM CTPOKIB 36epiraHHs.

13 [JloTpMaHHA BUMOr | peKkoMeHfauin WoA0 AOKYMEHTYBaHHS  YMpaB/iHCbKOT
iHhopMmauii Ta opraHizayii po6oTM 3 [OKYMeHTamu, BCTAHOBMIEHWX Li€t0 [HCTPYKUiED, €
060B’A3KOBMM 18 BCiX MpayiBHUKIB 3aknagy. MpauiBHWUKK 3aknagy npyv NpUAHATTI Ha po6oTy
MOBWHHI BYTN 03HAOMEHI 3 BUMOraMu IHCTPYKLiT Ta BUKOHYBATH iX.

14. NlepXaBHWil Harnsg (KOHTPO/b) 3a BMKOHAHHAM BUMOT L€l HCTPYKUIT 34IACHIOE
[JepxxaBHa cny>k6a AKOCTI OCBITU YKpaiHW Ta Ti TepuTopiasibHi opraHn, SKMMm NignopsagKkoBaHWiA



3aKnag.

15. BignoBiganbHIiCTb 3a SAKICTb MIArOTOBKA Ta OMOPM/IEHHS HA Ha/leXXHOMY pIBHI
[IOKYMEHTIB, a TaKOX 3a 30epeXKeHICTb CMY>XXO60BMX AOKYMEHTIB Ta iH(opMaLii, IKY BOHU MICTATb,
(hYHKLiOHYBaHHS CUCTEMU 3aXMCTY AOKYMEHTALinHOIO (hOHAY Bif HE3AKOHHOr0 AOCTyny, BTpaTy i
HeCaHKL,iOHOBaHe 3HULLEHHSA LOKYMEHTIB, MOPYLUEHHSA NpaBu/i KOPUCTYBaHHA AOKYMEHTaMWn Hece
KepiBHWK 3aK/agy.

16.Y 3aknafi [AiN0OBOACTBO 34IMCHIOETLCA  [EPXXaBHOK  MOBOK, KpiM  BUMAAKIB,
nepef6avyeHNX 3aKOHOLABCTBOM MPO MOBY B YKpaiHi. [JOKYMEHTW, AKi HafCUIaTbCA IHO3EMHUM
afipecaram, O(hOPM/IIOKOTLCA YKPAIHCbKOKD MOBOK, abo MOBOK AepXaBu-agpecara, abo OfHier0 3
MOB MIXXHapOAHOr0 CMi/IKyBaHHS.

1.7. OpraHi3auif AiN0BOACTBA | KOHTPO/b 3a CBOEYACHMM PO3MA40M Ta MPOXOLXKEHHAM
[NOKYMEHTIB Y 3aKnafi 3A4iMCHIOITLCS BiAMOBifaIbHOK 0C060K0 (0cob6amu), AKi NpU3HaYatoThCA
KepiBHMKOM 3aknagy. O60B’A3KM TakMx 0Ci6 000B’A3KOBO 3a3HA4atOTbCA B IXHIX MOCAL0BUX
IHCTPYKLUIAX.

1.8. OpraHi3auia 4inoBoACTBa OKPeMUX HanpsMKIB AiS/IbHOCTI 3aKnady NOKMafaeTbCA Ha
nocagosux ocib BignoBigHO A0 iX yHKLiOHa/IbHUX 060B’A3KIB.

19. dyHKUIT BefeHHA apXxiBy 3aknafy MOKNAJATbCA HA MNPU3HAYeHy KepiBHUKOM
BiZANOBiAa/IbHY 0CO0Y, Y MOCaAO0BIN IHCTPYKLIT AKOT 3a3Ha4atoTbCA BiAnoBiAgHI Npasa, 060B’A3KM Ta
BiANOBIJaNbHICTb. KepiBHMK 3aKnafy CnifibHO 3i CBOIM 3aCHOBHMKOM (3aCHOBHMKaMK) 3060B’d3aHi
3abe3neynTI apxiBHe 36epiraHHs LOKYMEHTIB HEOOXIAHUM NPUMILLEHHAM Ta 06/1a4HAHHAM.

1.10. 3aknag MoXke CTBOPHOBATW JOKYMEHTM TMM4YacoBoro (A0 10 pokiB BK/IHOYHO) CTPOKY
36epiraHHA fiMWe B eNeKTPOHHIA (opMi 3a YMOBM HAsABHOCTI BifMOBIAHOMO TEXHIYHOro
3a6e3reyeHHs 3 ypaxyBaHHSIM BUMOTI 3aKOHOAABCTBa YKpaiHu Ta L€l IHCTPpYKUiT.

1.11. MNopagok opraHisauii 4iIOBOACTBA 32 3BEPHEHHAMW FPOMaAH (posgin 7) Ta 3anuTamu
Ha ny6niyHy iHopMaLilo (gosaTok 1) BM3HAYAETbCA 3akOHaMWM YKpaiHM «[po 3BepPHEHHS
rpomagsaH», «lpo foctyn Ao nyo6nivyHoi iHopmauii», «[po 3axXUCT MepCoOHaIbHUX AaHuX», a
TakoXX noctaHoBaMyn KabiHeTy MiHicTpiB YkpaiHu Bif 14 kBiTHA 1997 poky Ne 348 «[po
3aTBepMKeHHsA IHCTPYKLUIT 3 AiI0BOACTBA 3@ 3BePHEHHAMY rPOMafsAH B OpraHax AepXkaBHOi Bnaau i
MICLLeBOro  caMOBpsiAyBaHHSA, O06'¢HaHHAX TpoMafsH, Ha nignpuemcTeax, B YCTaHOBaX,
opraHisauisx HesaleXHo Bif (opM BnacHOCTI, B 3acobax MacoBOi iH(opMmaui’» Ta Bij
24 BepecHs 2008 poky Ne 858 «[po 3aTBepikeHHA KnacuikaTopa 3BepHEHb FPOMaaH».

Il. JOKYMEHTYBAHHSA YMPAB/TIHCbKOT IHOOPMALLIT
1. 3aranbHi BUMOru 40 CTBOPEHHSA YNpaBniHCbKUX LJOKYMEHTIB

1.1. JokyMeHTyBaHHA ynpaBniHCbKOT IH(opMauii  3aKnagy nonsarae Yy  CTBOPEHHI
[OOKYMEHTIB, L0 CMPAMOBaHI Ha BUpILLEeHHS YNpaBiiHCLKUX pilleHb. CTBOPHOBaHI YnpaBiHCHKI
[LOKYMEHTUM NOBWHHI BIAMOBIAATM NPaBOBOMY CTaTyCy 3aKnagy.

12.MMpaBO Ha CTBOPEHHHA, MNIAMUCAHHSA, MOrOMKEHHS, 3aTBEPKEHHA  [OKYMEHTIB
BM3HAYalOTbCA aKTaMu 3akoHoAascTBa, CTaTyToM 3aknafy, MOMIOKEHHAMU |1 NOCafoBUMU
IHCTPYKUiAMM.

13. Ha3Bn BUAIB [OKYMeHTIB (Haka3, MPOTOKO/, [AOMOBifHA 3anMcka TOLL0) MaroTb
BignoBigaTM HasBam, nNepefdadeHUM po3ginom 3 [epkaBHOro Knacudikatopa ynpasiiHCLKOI
fokymeHTauii  [OK 010-98, 3aTBep[KeHOro Hakasom [lep)kaBHOro KOMITETY YKpaiHM no
cTaHAapTu3auii, metposiorii Ta ceptudikayii Big 31 rpygHa 1998 poky Ne 1024 (31 3miHamu)
(popaToK 1).

1.4. OpraHi3auiiHo-po3nopsiaya AOKYMeHTaLis 3aKknagy noainseTbcs Ha:

opraHisauinHy (Ctatyt, KonektusHuin porosip, lNMpasuna BTP, MNONOXeHHS, MOPAAKM,
pernameHTW, Nocafosi IHCTPYKLUIi, LWTaTHI PO3NMCK, LOrOBOPU TOLLO);

po3snopsaady (Hakasw);

iH(hopMmaLinHo-aHaNniTUYHY (aKTW, AO0BiAKW, 3asBW, AOMOBIAHI Ta MOSCHIOBa/IbHI 3ammMCKW,
NPOTOKONMN, CNY>XO0BI NNCTW TOLLO).

1.5. OhopmneHHsa PeKBi3UTIB OpraHi3aliiiHO-po3NopsAAY0l AOKYMEHTaLil Ta nopsgok 1X
pO3TallyBaHHA MatOTb BiAnoBigatn HauioHanbHOMY CTaHZapTy YKpaiHu «[epxxaBHa yHigikoBaHa
cucTemMa AoKyMeHTalil. YHihikoBaHa cucTeMa opraHisaliinHo-po3nopsaayoil JoKyMeHTauii. Bumoru
[0 otopmntoBaHHA AokymeHTiB. OCTY 4163:2020», 3aTBepKeHOMY Haka3oM [lep>kaBHOro
KOMITETY YKpaiHW 3 NUTaHb TEXHIYHOIO PerynoBaHHA Ta CnoXmsyol nonitvkm Big 01.07.2020 Ne
144 (popaTok 2).
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1.6. Bumorn no odopmieHHs [TOKYMEHTIB, IO BHUIOTOBISIFOTECS 34 JIOTIOMOTORO
KOMIT FOTEPHOI TEXHIKH, HAaBEACHO Y dodamky 3 1o 1iei [HcTpykiii.

1.7. Haka3u 3aknany Moxe OyTH BIIMIHEHO (3MiHEHO, JOTIOBHEHO) JIMINE HOBUMH HAKa3aMHU.
Oprasni3zariiiHi Ta po3nopsayl JOKYMEHTH 3aKJIaay AOBOIATHCS 10 BUKOHABLIB y BUTJISIII KOMii abo
BUTSITIB.

1.8. Xig oOroBOopeHHsI MUTAaHb 1 pillleHb, 110 MPUHAMAIOTHCS HA 3aCiAaHHSIX KOJIErialbHUX
opraHiB (panax, 30opax, Hapaaax) 3akaany, PiKCyeTbes y MPoTokoyi. [IpoTokonu CKianarThCs Ha
MiCTaBl 3amuCiB, 3pOOJEHUX I 4Yac 3acifaHHs, Ta JOKYMEHTIB, MiATOTOBJIEHUX OO 3aCiJaHHs
(TeKcTiB Ta Te3 MOMNOBiAEH 1 BUCTYMIB, JOBINOK, NMPOEKTIB PILIEHb, MOPSIAKY AEHHOTO, CITUCKY
3aMPOIICHHUX TOMIO).

2. b1aHKH J0KYMeHTIB

2.1. Oprani3auiiHO-pO3NOPsiAYl  TOKyMEHTH O(GOpPMITIOIOTECS Ha OJlaHKaxX 3akjiagy, Mo
BUTOTOBJISIFOTHCS 3ri1HO 3 BuMoramu JICTY Ta miei [ncTpykiii.

BrnaHky BUTOTOBIAIOTBHCS APYKAPCHKUM CrHocoOOM abo 3a JOMOMOrOK KOMIT FOTEPHOI
TEXHIKH Ha Tarepl BUCOKOI SIKOCTI (papOaMu HACHUEHUX KOJIbOPIB.

Jlns BUTOTOBJIEHHS OJlaHKa po3polisieThesi Hioro makeT y MacmTabi 1:1, Ha sIKOMy MarOTh
OyTH HaHeceHI TOCTIHHI peKBi3UTH OjaHKa, HEOOXIMHI BIAMITKH IJIsI IEPEMIHHHUX PEKBI3HTIB, a
TaKO’K 3a3Hau€Hl PO3MIPHU 30H PO3TAIIlyBaHHS PEKBI3UTIB.

2.2. 3pa3ku OJIaHKIB 3aTBEPIKYIOTHCS HAKA30M 3aKJIany.

2.3. VY 3akianax MOKyTb BUKOPHCTOBYBATHUCS TaKl OJIAHKU JTOKYMEHTIB!

3arajbHUN ONaHK JJs1 CTBOPEHHsI PI3HUX BHAIB JOKyMeHTIB (0e3 3a3Ha4yeHHS y OJaHKy
Ha3BU BUNYy JOKYMEHTA) (000amox 4);

6naHk ucTa (0odamok 35),

OnaHK HaKa3y (000amox 6).

2.4.He na OnaHkax O(pOPMIIIOIOTBCS AEsAKI BHYTPIIIHI AOKYMEHTH (3asiBH TpalliBHHUKIB,
JOTIOBITHI 3aMUCKH, JOBIIKH TOLIO).

3. IleuaTkn

3.1. ITocamoBi ocobu 3akyiany MiANHCYIOTh JOKYMEHTH y MEKaxX CBOiX MOBHOBA)KEHb,
BHU3HAYECHUX 3aKOHOJABCTBOM YKpaiHu, CTaTyToM 3akiafay, MOCaJOBUMH 1HCTPYKLISIMHU, HAKa3aMHU
PO PO3MOALT 00OB’SI3KIB MIJK K€PIBHULITBOM 3aKJIay TOLIO.

BinbutkoMm neuaTku (3a HasBHOCTI ) 3aCBIAYYETHCS IMiAITUC IMOCATOBOI 0COOM Ha TOKYMEHTaX
13 TIMTaHb OpraHi3aliifHol Ta (PiHAHCOBO-TOCIIONAPCHKOI AISUTBHOCTI 3a MEPENiKOM TOKYMEHTIB, Ha
SIKUX TIAMUC TMOCaoBOi OCOOM 3acBiAYyeTbCS BIAOMTKOM IMEYATKU 3aKJaay, HaBEACHUM
0ooamxky 7 uiei [HcTpyKii.

BinOutok Tme4YaTKW CTaBUTHCS Tak, MO0 BiH OXOIUIOBAB OCTAaHHI KUJIbKA JHTEp
HaliMEHYBaHHS MOCaaAW OCOOW, sika MiAmucaia JOKYMEHT, aje He MiANuC MocaaoBoi ocodu, abo
MPOCTABJISIETHCS HA OKPEMO BUALICHOMY JUJISI IbOTO MicHi 3 BIAMITKOIO «M. T1».

3.2.V 3akiani 3aCTOCOBYIOTHCSl INITAMIIM 3 IMOBHUM HAMMEHYBAaHHSIM 3aKJany Ta IHIIUMH
peKBi3uTaMH OJaHKa.

3.3. Haka3om kepiBHUKA 3aKJIay BUSHAYAIOTHCS MOPSIIOK BUKOPUCTAHHS, MicCIe 30epiraHHs
MEeYaTKu 3aKIaay 1 mocaaoBi 0coOM, BIAMOBINANBHI 32 1i 30epiraHHs, a TaKOXK MEPeiK MOCaTOBHX
0c10, MiANICH SIKUX CKPITUTOIOTBCS TIEUATKOO 3aKJIaay.

3.4. O0mik yciX MEYaTOK Ta LITAMINB, IO 3aCTOCOBYIOTBCS Y 3aKJaji, BEAEThCS Y JKypHal
3a (OPMOIO, HABEACHOIO Yy dodamkKy 8 no uiel [HcTpykiii. Bumaua mevarok, mraMimiB MOCagOBUM
ocobam 31 ICHIOETHCS T MiIMUC Y BiAMIOBITHOMY JKYPHAJI.

3.5. IleuaTku 30epiraroThes y cetiax, 1o HaliHHO 3aMUKAIOTHCS 1 ONIEYaTyHOThCA.

3.6. IlepeBipka HasIBHOCTI TMEUaTOK 1 INTAMIIB 3AIMCHIOETBCS IIOPOKY KOMICIERO,
NPU3HAYCHOK HAKa30M KepiBHHKA 3aKJIaAy, Ta OPOPMITFOETHCS aKTOM.

4. laTyBaHHA yIIPABJIHCBKHX JOKYMEHTIB

4.1. laTor0 MOKyMeHTa € BIAMOBIAHO JaTa HOro MiAMHCAHHS, 3aTBEPIIKEHHS, MPUHHSITTS,
peectpauii abo ckiageHHs (U1 aKTiB), 3aCiIaHHs KOJEriajJbHOro oprany (ans mporokonis). [lary
opopmistroTs BianosinHo 10 ACTY 4163-2003 mudposum abo cioBecHO-IN(GPOBUM CIIOCOOOM.

Jlata minnucaHHS, 3aTBEPAKEHHs, NMPHHUHATTA abo peectpamii JOKyMEHTa OQOPMITIOIOTH
mupposum crnocodom. EnemenTn natu HaBoasTh apaObChkumMu 1udpaMud B OOUH PSOOK Y
MOCJI JOBHOCTI: YHCJIO, MiCSILIb, PIK.

01.09.2021

Jlaty n03BoJIeHO O(OPMITIOBATH Y TIOCII TOBHOCTI . PiK, MiCSLlb, YUCIIO.
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Y HOPMAaTHBHO-NIPABOBUX AaKTax 1 (PIHAHCOBHUX IOKYMEHTaX 3aCTOCOBYIOTH CJIOBECHO-
udpoBuii crocid opOpMITFOBAHHS 1aTH, HATIPUKIIAL

01 eepecnua 2021 poky

C10BO «pik» MOXKHA BXKHBATH Y CKOPOUEHOMY BapiaHTi:

01 eepecnua 2021 p.

Jlaty mianucaHHS TPOCTABISIFOTH Yy JIBIM BEpXHIW YAaCTMHI JOKYMEHTa TMOpS 13
peecTpaliiHUM 1HAEKCOM Ha CIeUiajJbHO BIJBEACHOMY MicLi Ha OnaHKy. KO MOKYMEHT
CKJIa[IeHUI He Ha OJaHKy, HOTo ATy MPOCTABISIFOTh HUXKYE TTi AITUCY JIIBOPYY.

JlaTa CHiJIbHOTO OKyMeHTa ABOX ab0 OiJbINOi KIIBKOCTI YCTAHOB — €MHA 1 BiJIMIOBIAE ATl
TMI3HIIIOTO MiAMUCY.

42.VYci pexkBI3UTH Ha JOKYMEHTI, IOB’s3aHI 3 HMOro MPOXOMKEHHSM 1 BUKOHAHHSM,
JIAaTyIOThCA 1 MAMHUCYIOTHCA. JlaTa TOKyMEHTa POCTABISIETHCS TIOCAIOBOI0 0COOOI0, sIKa HOTO Bi3YE,
norokye abo 3aTBepkye. JlaTa 3a3HaUaeThCS HIDKYE MIAMNCY JIiBOPYH.

43.Ilig yac peectpamii AOKyMeHTa HOro nara MpPOCTABISIETHCS Y JBIH BEPXHIA 4acTHHI
JOKYMEHTA Ha CTeNiaibHO BiIBEIEHOMY Miclli Ha OJlaHKy. Y TOKyMEHTaX, CKJIaJIcHUX He Ha OJIaHKy
(3asBM TpALIBHUKIB, [OMOBIAHI 3alMCKH, MAOBIAKKA TOINO), JaTa IMPOCTABISETHCS ABTOPOM
IOKyMEHTa HIDKYE T AUCY.

4.4, Ha nokymeHTi, BUAaHOMY 1BOMa ab0 Oijibllle YCTAHOBAMH, 3a3HAYAETHCS OJTHA /1aTa, SIKa
BIJITIOBIAa€ AaTI OCTAHHBOTO M ATIHCY.

5. IloroasxeHHs1 ynpaBJdiHCbKHX JOKYMEHTIB

5.1. YV pa3i BUHHKHEHHs TOTPeOU y MPOBECHH] OLIHKH JOLIJIBHOCTI CTBOPEHHS TOKYMEHTA,
fioro OOrpyHTOBAaHOCTI Ta BIATOBIAHOCTI 3aKOHOJABCTBY 3A1MCHIOETBCS TOTOIKEHHS MPOEKTY
IOKYMEHTA.

5.2. TloromsxeHHsT MOKe 3111 MCHIOBATHCH SIK Y 3aKJIaJ(l MOCaTIOBUMHU 0COOaMH, SIKi BIATIOBI THO
o0 iX KOMIIETeHLii BHUPIIIYIOTh TMHUTAHHS, TNOPYLIEHI B TMPOEKTI OOKYMeHTa (BHYTpILIHE
MOrO/UKEHHS), Tak 1 3a I MeXaMH IHIIMMH 3aiHTePECOBAaHMMH YCTaHOBAMHU (30BHIIIHE
TIOTOJIJKEHHST).

5.3. BHyTpiuIHe MOrokeHHsT OQpOPMIISFOTh LUITXOM MPOCTABJISTHHS BI3H, KA OQOPMIIIETHCS
BignosigHo 1o ACTY 4163-2003. I'pud moromkeHHs po3MIINYIOTh HIDKYe pekBizuty «lligmucy.
Bin ckianmaerscs 31 cnoBa [IOI'OJDKEHO (6e3 mamok), Ha3BM Tocamu OCOOH, sIKa TOTOIKYE
JOKyMEHT (pa3oM 3 Ha3BOK Oprasizamii), ocOOMCTOro manwcy, iHimamy(-iB) i mpi3BUINa, OaTH
MIOTOJI’KEHHSI.

HOI'O/I’ZKEHO

Jupexmop

Kocmanumuniecvkozo niyero « Epyoum»
Ceimnana HEJTIITA

01.09.2021

SIKIIO TOKYMEHT MOTOKYIOTh JIICTOM, IMPOTOKOJIOM, aKTOM TOILIO, TO T'pU} TOTOIKEHHS
o(hOpMITIOFOTE TaK:

HOI'O/I’ZKEHO

Ilpomoxkon 3acioanns

neoazoziunoi paou

30.08.2021 Ne 1

5.4. Bi3u NpoOCTaBISIOTHCS HA MPUMIPHUKAX OKYMEHTIB, INO 3AJMIIAIOTBCA Y 3aKJIal.
ITpoexTH pO3NOPSITUNX TOKYMEHTIB Bi3yIOThCS HA MEPIIOMY NMPUMIPHUKY.

5.5. Tlepenik mocanoBux oci0, sKi TMOBHUHHI 3aBi3yBaTH MOKYMEHT Y 3aKjafi, BH3HA4ae
NpPALiBHUK, SIKUI CTBOPIOE TOKYMEHT, BUXOMASIUHU 3 HOTO 3MICTY.

5.7. 3a 3MiICT NOKyME€HTa, SIKUH Bi3YEThCS KIJIbKOMAa OCOOaMH, Taki OCOOM BIIIOBINAKOTH
3TiAHO 3 KOMIIETEHLIEO.

5.8. ko y mpoueci Bi3yBaHHS 1O IPOEKTY AOKYMEHTAa BHECEHO CYTTEBI 3MiHH, BIH
TiJIATa€e TOOTPALFOBAHHIO, IEPEIPYKYBAaHHIO 1 TOBTOPHOMY Bi3YBaHHIO.

5.9. 30BHIIIHE TIOTOMKEHHSI MPOEKTIB JTOKYMEHTIB MOke OyTH O(QOpMIIEHO apKylem
MOTOJKEHHS, T'PpU(OM TOTOIKECHHS, IOBIIKOK TMPO TOTOKEHHS, JINCTOM TIOTO/KeHHsS abo
NPEACTABICHHAM TNPOTOKOJNY OOTOBOPEHHSI NPOEKTY JOKYMEHTAa HAa 3aCiIaHHI KOJIET1aJIbHOTO

OpTraHy.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

5.10. ApKyI NMOTOIKEHHS CKJIAJAEThCS Y pasi, SKIIO 3MICT TOKYMEHTa CTOCYEThCS OlJblie
HI’K TPbOX YCTaHOB (3aKJajiB), TPO IO POOUTHCS BIAMITKA Yy JOKYMEHTI Ha Micui rpuda
MIOTOJI’KEHHS1, HATIPHUKJIAL: «APKyut no2o0scenna 000aempcsy .

5.11. Apky1 noromkeHHs1 0popMIISIETHCS 38 TAKOK (HOPMOIO:

APKYI I1OI' O/I’KEHHA
Ha3zea npoexmy 0okymenma
Haszea nocaou Hionuc Iniyianu (iniyian imeni), npizeunie
Jlama

[Tigmuc mocanoBoi 0coOM CKPITUTFOETHCS MEYATKOK 3aKIaay (3a HasiBHOCTI).

5.12. KoskHa 3 ycTaHOB (3aKyajiB), sSIKiii HAAICIAHO TMPOEKT JOKYMEHTA HAa IMMOTOMKEHHS,
MOXKE€ HagaBaTH OKPeMUH apKyll TIOTO/UKEHHS, a00 apKyll [IOTOKEHHS IepeNaeThes
3alHTEPECOBAHUM yCTaHOBaM (3aKjiaJiaM) y TOCHIIOBHOCTI, BU3HAUEHIN YCTAHOBOI (3aKJIafoM) —
aBTOPOM TIPOEKTY JOKyMEHTa. Apkym a0 apKymi TNOrofkKeHHs 30epiratoTbCsi pasoM 3
JOKYMEHTOM, SIKHI1 OYyJIO MOTOIKEHO.

6. 3aTBepaKeHHs1 yIIPABJIHCHKHUX JOKYMEHTIB

6.1. 3aTBepKEHHS] YIPABIIHCHKUX JOKYMEHTIB 3HIHCHIOETBCS OCOOUCTO KEPiBHUKOM
3akjany ado Haka3oM (B OKPEeMHX BUIAJKAaX MPOTOKOJIOM) 3aKJIAAy 13 3a3HAYEHHSIM Ha TOKYMEHTI
rpuda 3aTBepIKeHHs, 0QOPMIICHOTO BiIIOBI THUM YHHOM.

6.2. Hakazom 3akyiaay 3aTBEePIKYIOTBCS TMOJIOKEHHS TPO CTPYKTYPHI  MiAPO3ILIH,
IHCTPYyKIL{i, TpaBwia, MOPSAKH Ta 1HII JOKYMEHTH HOPMATHBHO-IIPABOBOrO a00 HOPMATHUBHOIO
XapakTepy.

VY pasi 3aTBepIKEHHs AOKYMEHTa PILICHHSM KOJIET1aIbHOTO OpraHy rpud 3aTBepIKEHHS
cknamaerbess 31 cnosa 3ATBEPJIDKEHO (6e3 nmamok), Ha3Bu, AaTH 1 HOMeEpa IOKYMEHTa Y
HA3UBHOMY BiJIMiHKY.

3ATBEP/’KEHO

Ilpomoxkon 3acioanns nedazoziunoi paou

Kocmanumuniecvkozo niyero « Epyoum»

25.12.2021 Ne 5

6.3. KepiBHUKOM 3aKiiagy OCOOHCTO 3aTBEPIIKYIOTHCS ITOKYMEHTH, IO HE MOTPeOVIOTh
JIOJATKOBUX BKAa31BOK, 3aBIaHb LIOMO iX YMPOBAKEHHS a00 BHKOHAHHS (MOJIOKEHHS (CTaTyTH)
3aKiany, MPOTOKOJH, aKTH, IUIAHH, 3BITH, KOIITOPHCH, INTATHI PO3IMHUCH, MOCAJOBI 1HCTPYKIYI,
pOrpaMu, HOPMATHUBH TOILO).

3ATBEP/’KYIO

Jupexmop

Kocmanumuniecokozo niyero « Epyoum»

Ceimuana HEJIITIA

01.09.2021

7. IlinmucaHHs yNpaBJaiHCHKHX JOKYMEHTIB

7.1. ITocamoBi 0coOuM MiANMCYIOTh JOKYMEHTH Y MEXaxX CBOIX IMOBHOBAXXKCHb, BU3HAUEHUX Y
CTaTyTi 3aKJaay, MOJOXKEHHSAX MPO CTPYKTYPHI MIAPO3ALIH, MOCAAOBUX 1HCTPYKLISX, HAKa3l Mpo
posnoain 000B’s3KIB Mi’K KEPIBHUKOM Ta HOTO 3aCTYNMHHKAMH TOIIO. Y 3a3HAYCHUX JTOKYMEHTax
BHU3HAYAETHCSI TAKOXK MOPSAOK MiANMUCAHHS AOKYMEHTIB IHIIMMH Oco0aMu B pa3i BIICYTHOCTI
KepiBHHKA 3aKJIaAy Ta MOCAIOBUX OC10, sIKI YIOBHOBAXKEHI iX I IMHUCYBATH.

7.2. Ilinnuc CKIAmAEThCs 3 HA3BH MOCAIU OCOOH, sIKa MAMUCYE TOKYMEHT (TIOBHOI — SIKIIO
IOKYMEHT HaAPYKOBaHUI He Ha OJIaHKy, CKOPOYEHOI — Ha JOKYMEHTI, HAIPYKOBAHOMY Ha OJIaHKY),
ocobucToro manucy, iHimans (iHimana iMeHi) 1 npizsuma. Jlo3BonseTscst B peksizuTi «Iliamicy»
TiCJIs HA3BHU MOCAIN OCOOH 3a3HAYATH BUEHE 3BAHHS, HAYKOBHI CTYIIHb.

1. lupexmop IHionuc Ceimaana HEJIIITA

7.3.1lpu CTBOpEHHI MAOKYMEHTIB MIANHCYETbCS OAWH NPUMIPHUK JOKYMEHTA, SIKHH €
OpUTiHAJOM. BHHSTOK CTaHOBJATH [€AKI BUAHM JOKYMEHTIB (HANPHUKIAJ aKTH, JOTOBOPH, SIKi
CTBOPIOIOTHCS B KIJTBKOX MPUMIPHUKAX, KOXKEH 3 SIKUX Ma€ CUJTy OPUTIHATY).

7.4.V pa3i HaACUIaHHS JOKYMEHTa OQHOYACHO KIJIbKOM 3aKjiafaM (yCTaHOBaM) OJJHAKOBOTO
a00 BUIIOrO PiBHS KEPIBHUK 3aKJIay IMAMHUCYE BCl HOrO MPUMIPHUKH.

7.5. IBa abo Oinplne MAMUCIB MPOCTABISIOTH, SKIIO 3a 3MICT JOKYMEHTAa BIAMOBIIAIOTH
kiybka oci6. [lpu npoMy MiATHCH MOCATOBUX OCIO PO3MIIIYIOTHCS OIUH i OJHUM BIIMOBIAHO J0
i ATIOPSIAKOBAHOCTI OCi0.

Jlupexmop IHionuc Csimaana HEJIIITA



Knacuuii kepisnux IHionuc Bixmopia HA3APEHKO
7.6. CriinibHI TOKYMEHTH KIJIBKOX 3aKJIQAIB MiAMUCYIOTHCS KEPIBHUKAMHU OJHAKOBHUX IMOCAN
WX 3aKNafiB. IXHI MiANHCH PO3MIILYIOTHCS Ha OHOMY PiBHi i CKDIMIFOIOThCS eYaTKaMHU 3aKJIajiB.
Jupexmop Jupexmop
Iionuc Iniyian(u), npizeunye Ceimaana HEJIIITA

7.7. JJOKyMEHTH KOJeTiaJlbHUX OpraHiB (pilI€HHs, MOCTAHOBM) MIJAIMHUCYE TOJIOBA
KOJIeriaJbHOrO oprany. IIpoTOKOJ MmiAMUCYIOTh TOJOBYIOYHI Ha 3aCiTaHHI KOJIETIaIbHOTO OpraHy 1
CeKpeTap.

T'onoea nedazoziunoi paou Iionuc Ceimaana HEJTIIIA

Cexpemap neodazoziunoi paou IHionuc JTrwomuna KOBAJTEHKO

7.8. JIOKyMeHTH, CKJIaJIeH] KOMICIErO, MiAMUCYOTh FOJIOBA KOMICIT 1 BCI YJIEHU KOMICIi.

7.9. IOKyMeHTH, IO MiJISITal0Th 3aTBEPIKEHHIO (1HCTPYKIIIi, TIOJIOKEHHS, MPaBUia TOIIO),
i ATHCYE TT0CaioBa 0coda, BIANOBIaibHA 32 iX MATOTOBKY.

7.10. Y pasi BIACYTHOCTI KepiBHHKa 3aKjiajy, Ha3Ba IMOCATH, MPi3BHUILE, iHiiamKu (1HiLiaT
iMeHi) sIKOi 3a3HAYEHO Ha MPOEKTI TOKYMEHTA, HOro miAmucye ocoda, sika BUKOHYE ii 0OOB’SI3KH,
a0o 11 3acTynmHUK. Y TakoMy pasi 00OB’3KOBO 3a3HAYAIOTHCS (PakTHUUHA Mocaja, 1Himianu (1Hian
iMeHi), Tpi3BUILE 0co0H, sIKa MAnHucaia AOKyMeHT. [Ipy boMy BUIPaBIIEHHS BHOCSATH PYKOITUCHUM
ab0 MaITMHOMMCHUM CIIOCOOOM, SIKIIO TOKYMEHT HEMOXKJIHMBO mNepeapykyBaTH. He momyckaeTbces
i1 9ac MiANMHCAHHS JTOKYMEHTa CTaBUTH MPUAMEHHUK «3a» 4H MpaBoOiuHY MOXWIY PUCKY Mepen
HA3BOIO TOCAIH.

JlomaBaHHS 1O HAa3BH IOCaOM KEPIBHMKA 3aKkjiagy abo CaMOCTIHHOIO CTPYKTYPHOTO
miApo3 Ly ciiB « Bukonyrouuit 0606’a3xu» abo «B.o.» 301CHIOETHCS Ha T ICTaBl HAKA3Yy.

7.11. @akcuminbHE BIATBOPEHHS MIANMUCY TOCAJOBOI OCOOM Ha  OpraHi3awiiHO-
posnopsiaunx, piHAHCOBHX, OYXraaTepChKUX JOKYMEHTAaX 3a JOMOMOTOK MeXaHIuHOro abo 1HIIOro
KOIIOBAHHS HE JOMyCKAETHCS.

8. 3arajibHi BUMOIH 10 TEKCTY YNPaBJiHCbKHX I0KYMEHTIB

8.1. TekcT ynpaBiiHCHKOrO JOKYMEHTA IMOBHHEH OyTH YITKHUM, KOHKPETHHM, JIAKOHIYHHM,
iHpOpMAaTHBHUM Ta BiANOBiAATH OpdorpadivuHuM, JEKCHUYHUM, MOPQOJIOTIYHUM, CHHTAKCHYHHM,
CTHJIICTHYHHUM, TYHKTYaLliHHIM HOpMaM.

8.2. TekcT nOOKyMEHTa NOBHHEH CTOCYBaTHCS TOTO IHTaHHs, sike C(OpMyIbOBaHE B
3arOJIOBKY A0 TEKCTy, YITKO BiAOOpa)kaTv MPUYMHY N METy CTBOPEHHSI JOKYMEHTA, PO3KPHBATU
CYTb KOHKPETHOI CIIpaBH, MICTUTH apryMEHTOBaHI TOKa31, BHCHOBKH, MPOMO3HILI].

8.3. Ilin yac ckiagaHHs JOKYMEHTIB BKHBAETHCSA IIJOBUH CTHIIb, JJISI SIKOTO XapaKTePHUN
HEUTpaNbHUI TOH BHUKJIAAEHHs, MO30aBieHUi OOpa3HOCTI, €MONIMHOCTI Ta 1HAWMBIIyaJbHHUX
ABTOPCHKHX PHUC.

8.4. Tekct mokyMeHTa O(POPMIISIFOTh Y BHIJISIII CYLIJIBHOTO 3B’ SI3HOTO TEKCTy, ab0 aHKeTH
9y a0, ab0 IUITXOM MOETHAHHS [UX (OPM.

CyuinpHuii 3B’ I3HUNA TEKCT, SIK MPABUJIO, CKJIATAETHCS 3 IBOX YaCTUH. Y mepiiid (BCTYIHI)
YaCTHHI 3a3HAYAOTBCS MiACTaBa, OOTPYHTYBaHHS abO MeTa CKJIAJaHHA JOKYMEHTa, Yy IpYyrii
(3akJrOuYHIN) YAaCTHMHI — BUCHOBKH, TIPOTO3ULIi, pIIIEHHS, NPOXaHHsA. B oOkpeMux BHUmagkax
JOKYMEHT MO)K€ TMICHsl BCTYIHOI YaCTHHH MICTUTH MOTHBYBaJbHY 4YacCTHHY, B SKiH
OOTPYHTOBYETBCSI TTO3ULST 3aKITATY.

8.5. YV TekcTi HOKyMEHTa, IMiArOTOBJICHOTO BIATIOBIHO 0 HOKYMEHTIB 1HIIUX YCTAaHOB abo
paHile BUIAHUX JOKYMEHTIB, 3a3HAYAIOTHCS HOTO PEKBI3UTH Y TaKii MMOCIHIIOBHOCTI: Ha3Ba BUAY
IOKyMEHTa, HalMEHYBaHHs YCTaHOBH —aBTOPa JOKYMEHTa, JaTa, peeCTpauiiHuil HOMep,
3ar0JIOBOK 10 TEKCTY.

Ipuxnao
Haxaz Minicmepcmea ocgimu i nayku Yxpainu 6i0 25 uepenn 2018 poxy Ne 676 «lIpo
3ameepoxcennsn Incmpykuii' 3 0ii0600cmea y 3aK1a0ax 3a2a16HOV cepeOHboi oceimuy

8.6. TekcTH CKJIAOHUX 1 BEJUKUX 33 OOCSTOM JOKYMEHTIB (TIOJIOXKEHHs, TPaBHIIa,
IHCTPYKI{i, OrJIsiAM, 3BITU TOIIO) MOAUIIOTHCS HA PO3ALIH, MAPO3MIIHM, MyHKTH, ITiIIMYHKTH.
[IyHKTH B TEKCTI HYMEPYIOTBhCS apaOCBKUMH mH(pamMu 3 KPANKOK, a MiAMYyHKTH — apabChbKUMHU
udpa MH 3 TY3KKOHO.

Po3ainu HyMepyrOThCS pUMCBKUMH LIU(pamMu, a TAaKOXK B OKPEMHUX BUIAIKAX BOHH MOXYThb
MOMIJIATHCS HA TJIaBH.



8.7. ®opma aHKETH BUKOPUCTOBYETBCA y Pasl BUKJIAJEHHA y LUPPOBOMY abO CIOBECHOMY
Burisial iHpopmanii mpo oguH 00 €KT 3a meBHUM oOcsiroM o3Hak. IlocTiiiHOO iH(pOpMali€e B
aHKEeTI € y3arajbHEHI O3HAKH, 34 SIKUMH IPOBOIMTHCS ONMUC O0’€KTa, a 3MIHHOK — KOHKPETHI
XapaKTEPUCTUKH.

8.8. TabnuyHa ¢opMa TOKyMEHTa BUKOPUCTOBYETHCS V pa3i BUKJIANCHHS y IuppoBoMy abo
CJIOBECHOMY BUTJIsiA1 iH(GOpMAIi PO KiJibka 00’ €KTIB 3a PSAOM O3HAK.

3aronoBku rpad TaONMLI MHITYTBCS 3 BEJUKOI JITEPH, IA3arojIOBKH —3 MaJioi JITEpH,
SKIIO BOHM CTAHOBJIITH OJIHE WLiJI€ 13 3arojIOBKOM, 1 3 BEJMKOI — SIKIIO MiJ3aroJOBOK Mae
camMocTiiiHe 3HaueHHs1. Kpamnku B KiHIIl 3ar0JIOBKIB 1 MiA3arojioBKiB rpad He CTaBNISATHCS. 3ar0JOBKU
1 mig3arojoBku rpad Ta psaakiB Tabauni TMOBMHHI OyTH BHKJIAZAEHI IMEHHUKOM Y HA3MBHOMY
BIIMIHKY OJHWUHHU. Y 3arojioBKax 1 MiA3arojoBkax psakiB i rpad TabiWIll BXKUBAIOTHCS JIHINE
3araJbHONPUHHSTI YMOBHI TO3HAYEHHSI | CKOPOUEHHSI.

Ne 3/n 1115 Haszesa 3axnady oceimu Ilocaoa Cmaone, p.

1 2 3 4 5| 6

I'padu Tabmuwi, siki PO3MIIIYIOTBCS HAa KUIBKOX CTOpIHKAaX, HyMepyroTbcs. Ha nmpyriit Ta
HACTYTHUX CTOPIHKaX TaOJHLI 3a3HAYAIOThCS HOMEPH rpad, a TAKOXK Y BEPXHbOMY MPABOMY KyTI —

cnosa «IIpomosxkeHHs nogaTKay.
Ilpoooercenns dooamka

1 2 3 4 5 6

8.9. V 3akyazi TeKCT HaKa3y BUKJIaAaeThes Bia nepumoi ocodu — HAKA3VIO.

Y CHiJIbBHUX PO3MOPATYHX JOKYMEHTaX BHUKOPHCTOBYETbCS (popMa BHKIANy TEKCTY BiA
nepiroi ocodu MHOkUHU — HAKA3YEMO.

Y mpoTokosax 3aCTOCOBYEThCS (hopMa BUKJALY TEKCTY BII TPETbOi OCOOM MHOKHHH 3a
CXEMOI0:

CIIYXAJIH — BUCTYIIHIIH — BUPITHTH (YXBAJIWJIHA, [IOCTAHOBHJIN).

Y JucTyBaHHI 3aCTOCOBYETBHCS (hOpMa BHUKJIANy TEKCTY BIA MepIioi 0coOM MHOKUHU
(BBO)KAEMO, HAJCWIIAEMO, MPOCHUMO, TPOMOHYEMO) abo BiA TpeTboi OcoOM OmHMHHU («3axial
3a2a/1bH0i cepeOnboi oceimu He 3anepedyer, «3AK1A0 3a2A1bHOT cepPeOHbOi 0ceimuU 86AIICAE 3a
HeobxiOHey).

Y nmokymeHTax, CKIAQJACHHUX MOCAJAOBOK OCOOOI 1 aapecoBaHUX KepIBHUKY 3akjany abo
CTPYKTYPHOTO MiAPO3ALTy (IOMOBIAHA 3aMKCKa, MOSICHIOBAJbHA 3aITUCKA, 3as1Ba), 3aCTOCOBYETHCS
¢dopMa BHUKIJIaAy TEKCTY BiJ MepIuoi 0ocOOM OMHUHU (IIPOTOHYIO, BBAXKAIO, TIPOILY).

9. Oco6.1uBI BUMOI'H 10 CKJIAJAHHS JeSIKUX BUIIB J0OKYMEHTIB
Hakas

9.1. Haka3 — po3mopsiauuii  TOKYMEHT, SIKMH BHUJA€ KEPIBHUK 3aKJaay Ha [paBax
€IMHOHAYAJIBHOCTI Ta B MEXaX CBOEi KOMIIETEHLI, 0OOB’SI3KOBHI [JI1 BUKOHAHHSI ITiJIETJIUMHU.
Hakasu 3aknmagy miANUACYIOTBCS KEPIBHUKOM 3akjany, a 3a HOro BiACYTHOCTI — 0co000, sKa
BUKOHY€E HOro 000B’SI3KH, Ta PEECTPYIOTHCS B )KypHAJaX peecTpaLii HakasiB.

[TinroToBKY Haka3dy MOXe IHIOIIOBATH KEPIBHUK 3aKiany abo Oyap-siKMH CTPYKTYpHHH
T APO3ALIT.

SKIIo 1HIIIATOPOM MIATOTOBKHM HAKa3ly € CTPYKTYPHHH MiIPO3ILI, TO HEOOXINHICTH HOTro
BU/IaHHS TOBMHHA OyTH OOIPYHTOBaHa B JOMOBIAHINA 3amucii. PilmeHHs KepiBHUKA 3aKJany
BUPAXKAETHCS PE3OITFOLIETO.

9.2. Byap-sikuii HaKa3, 3a BUHSTKOM CITIJIBHOTO, O(OPMITIOIOTh Ha OJTAHKY HaKa3y 3aKJaay.

9.3. 3MicT HaKa3y KOPOTKO BUKJIAJAETHCS Y 3aroJIOBKY, SIKHH MOYHMHAETHCS 3 MPUAMEHHHKA
«IIpo» 1 ckIamaeTbes 3a AOMOMOTOK BiAmiecHiBHOrO iMeHHUKa («llpo 3ameeposicenna...», «Ilpo
6eedennsn...», «llpo npuiinammsa na pobéomy...») abo imennuka («llpo niocymku...», «Ilpo
Kaopoei NUMAHHA...»).

9.4. CTpyKkTypa TEKCTy Haka3sy, sIK MPaBHJIO, CKJIANAETbCS 3 JBOX YACTHH — KOHCTATYIOUOI
(mpeaMOyJIH) 1 PO3TOPSIAUOL .

Y KOHCTaTyroou4ill 4YacTHHI 3a3HAYAIOTbCS MiACTaBa, OOIPYHTyBaHHS ab00 MeTa BHIAHHS
Hakaly. 3a3HaueHa YaCTUHA MOKe MOYMHATHUCS 31 cliB «Ha euxonanns», «3 memoro» tomo. SAxiio
IOKYMEHT BHIAETBCS Ha MIACTaBl 1HIIOIO PO3MOPSIIYOrO MOKYMEHTA, Y KOHCTATYIOUild YacTHHI




3a3HAYAIOTHCS Ha3Ba BHUAY LIbOTO JOKYMEHTA, HOro aBTOp, Aara, HOMEp Ta 3arojoBok. Kpamka B
KIHIl KOHCTaTYIO4Y0i YaCTHHHU HE CTABUTHCSI.

KoHcrarytoua dactiHa MOKe OyTH OIyILIeHA, SKIIO PO3MOpsiAYa 4YacTHHA He moTpedye
OOTpyHTYBaHHs, HANPHUKJIA] Y HAKa3aX 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIANY).

9.5. Po3nopsiiua 4acTUHA Haka3y MOYUHAETHCS IIECIOBOM, SIKE IPYKY€ETHCS 3 HOBOTO PsiAKa
BEJIMKMMU JIiTepaMu 0€3 BIACTYIy BiJ JIBOTO MOJIS 1 JIATIOK, MICJISt YOO CTABUTHCS ABOKPATIKA.

9.6. Posnopsinya 4acTMHA TOAUISETbCS HA MYHKTH 1 MIANYHKTH, SIKI HYMEpPYHOTbCS
apabcekumu mudpamu. Y KOKHOMY NYHKTI IMOBHHHI OyTH 3a3Hau€Hi BHUKOHABII (CTPYKTYpHI
miapo3aian abo KOHKPETHI MOCafoBi 0coOM), KOHKPETHI 3aBAaHHS (JOPYYEHHS) 1 CTPOKH iX
BUKOHaHHS. BUKOHaBLI MOXyTh OyTH Ha3BaHI TaKOXK y3arajbHEHO, HANPUKIAI «II€Aarori4YHUM
npariBHUKAM 3akiany». [Ipy LbOMy HE 3aCTOCOBYETBHCS HANMMCAHHA HEKOHKPETHHUX JOPYYeHb, 5K
MICTSITh CJIOBA: KIIPUCKOPUTHY, KIIOJIIIIATHY, KaKTUBI3YBAaTH», «3BEPHYTH yBary» TOLIO.

9.7. V Haka3zax 3 KapOBHUX MUTaHb (0COOOBOrO CKJIAAY) pO3MOpPsIYA YACTHHA TOYNHAETHCS,
AK nOpasuno, 3 giecnosa y opmi indinitusa: «[IPHHHATH», «I[IPH3HAYHTH),
W(IIEPEBECTH», «3BIUIbHUTH», «BUIPA/IHTH», «HAJATH», «OI'OJJOCHTH» Tomo.
Jlani 3a3HauvarOTHCSl BENMKMMHM JITEpaMH NPI3BHUINE MpPALIBHUKA, HA SIKOTO TOLIMPIOETHCA [is
HaKasy, | MATUMU — HOTO 1M’ sI Ta TIO OATHKOBI.

@DopMyINIIOBaHHS MyHKTIB MOBHHHI OYTH YITKUMH, KOHKPETHHMH, BIJAIOBIIATH HOPMam
Konexcy 3akoniB npo npatro Yipainu (K3nll) abo iHIMM mpaBoBUM akTaM.

VY pasi npuiiMaHHs a00 3BIJIPHEHHS MPAIiBHUKA 3a3HAYAIOTHCS TOBHA AaTa (YHCIIO, MiCALp,
piK) paKTHYHOTO BUXOAY MpaLliBHUKA Ha poOOTY (IPUMMHEHHS TPYAOBUX BIHOCHH), pO3MipH HOro
II0CaI0BOT0 OKJIAAy BiATIOBIHO A0 IITATHOTO PO3MHCY, HAA0ABOK Ta AOIIAT.

VY KO)KHOMY MYHKTI Haka3y 3 KapOBHX MUTaHb (0COOOBOTO CKJIAAy) 3a3HAYAETHCS MMiICTaBA
moxo Horo BHAaHHsA (3asBa MpaLliBHUKA, KOHTPAKT, IOIMOBIJHA 3allMCKa, PILICHHS aTecTaliifHOl
KOMICIi TOIIO).

Haxkasu 3 kagpoBux nmutab (0COOOBOTO CKIIaay) OOPMITIOIOTh Y BUTJISAL 1HAUBITYaJIbHIX
(CTOCYIOTBCSI OTHOTO MPAaLiBHUKA) 1 3BEIEHUX (CTOCYIOTBCS KIJIBKOX MPALIiBHUKIB).

Y 3BemeHHMX Hakazax [0 pPO3MOPANYOl YACTUHU BKJIIOYAIOTBCS IYHKTH, IO MICTSTh
iH(popMaLlio, y TaKil MOCHIJOBHOCTI: MPUHUHATTS Ha poOoTy (Ciyk0y), mepeBeIeHHs, 3BIIIbHEHHS.
VY Meskax LMX MyHKTIiB MiANYHKTAMH 3a3Ha4ar0Th MPi3BUIIA NMPauiBHUKIB 3a ajdasitom. [Ipu npomy
70 OJTHOTO 3BEACHOrO PO3MOPSAYOro JOKYMEHTA HE MOXYTh BKIIFOUATHCS MyHKTH 3 1HQOPMALYELO,
sIKa 3T1JHO 13 3aKOHOAABCTBOM Ma€ Pi3HI CTPOKH 30epiraHHs.

9.8. Ilicns mianmucaHHA Hakasly 3MIHHM A0 HbOTO BHOCSITHCS JIMIIE IUIIXOM BHAAHHS HOBOTO
HaKa3y Mpo BHECEHHS 3MiH.

Ko Haka3oM BIAMIHSETBCS TOMEPEHIM Hakas, y pPO3MOPSAYIA YaCTHHI 3a3HAYAETHCS
NYHKT, SIKUI MTOBUHEH TIOYMHATHUCS 31 CIB: « BUHamu makum, uio 6mpamue YUHHIiCMb, ... ».

9.9. OcTaHHI# NMyHKT Haka3y y pasi moTpeOu MOKe MICTUTH PILICHHS MPO MOKJIAaJCHHS Ha
CTPYKTYPHUH TAPO3ALT a00 MocamoBy 0co0y (GyHKIIINH 3 KOHTPOJIO 32 BUKOHAHHSM HaKa3y.

9.10. Haka3 HaOupae YMHHOCTI 3 MOMEHTY HOTO MiAMUCAHHS 1 PEeECTpallii, KO B TEKCTI HE
BCTAHOBJICHO 1HIII CTPOKH.

9.11. 3 Haka30oM 3 KaapoOBHX NHUTaHb (OCOOOBOrO CKJIaAy) OOOB’S3KOBO O3HAMOMITIOIOTH
3raflaHuX y HbOMY OcCi0, SIki Ha MepIIoOMy NMPUMIPHUKY JTOKYMEHTa 4YHM Ha CrewiajbHOMY OJIaHKY
MPOCTABJISIFOT CBOI MiIMUCH 13 3a3HAYEHHSIM 1aTU O3HAHOMIICHHSI.

9.12. Haka3u HyMepyIOThCs B IOPSAKY iX BUNAHHS B MEXKaX KaJeHIapHOIO POKY.

9.13. V 3aknazi CTBOPIOKOTHCS TaKl BUAU HAKA31B:

HAKa3H 3 OCHOBHOI AiSUTBHOCTI 3akiany — Ne 2-0;

HAKa3! 3 aIMIHICTPATHBHO-TOCIIONAPCHKIX MMUTaHb 3aKiany — Ne 2-r;

HAKa3!1 3 KQJIPOBUX MMUTAHb 3aKJIAAy TPUBAJIOTO CTPOKY 30epiranus — Ne 2-k/Tp;

HAKa3!" 3 KaJIPOBUX MMUTAHb 3aKJIaAy THMYACOBOTO CTPOKY 30epiranns — Ne 2-k/TM;

HAKa3!1 3 PyXy y4YHiB/BUXOBAHLIB 3aKjiagy — Ne 2-y.

IIporoxoa

9.14. TIpOTOKOJ — TOKYMEHT, y sIKOMY (piKCyeThcsi mepedir BeneHHs 3acilaHb, YXBaJCHHS
plIIEHb TOPAAYUMH Ta KOJIETiaIbHUMH OpraHaMH, KOMICIsIMHU TOIIO.

[IpoTokonm 3acimaHb NEJArOTIYHMX paj, IHIIHMX JOPAamdhX Ta KOJETiaJlbHUX OpraHiB
CKJIAAIOThCSI B CTHCIIA (opMi. Y MPOTOKOJI, CKJIQAEHOMYy B CTHCHIH (opMi, (PIKCYIOTBCS JIHIIE
NPUNHATI pineHHs 0e3 aeranizanii nepediry oOroBOpeHHs MUTaHHS.


https://zakon.rada.gov.ua/laws/show/ru/322-08

VY past morpebu 3a pimeHHsIM 3arajbHUX 300piB (KOH(pEpeHii) KONEKTUBY MPOTOKOIU
3arajbHUX 300piB (KOH(pEpeHLil) KOJEKTHBY MOXKYTh CKIIAIaTUCS y TOBHIH (opmi.

9.15. Hymepariist mpOTOKOJIB 3aCiJaHb MEAAaroriyHoi pagy BENEThCS y MeXax HaBUaJIbHOTO
POKY, IPOTOKOJIIB BUOOPHHUX OPTaHiB — y MeXaX iX OBHOBAKEHb.

Hywmepanist mpoTOKONIB BEAETbCS OKPEMO 3a KOXKHOK TPYIOK MPOTOKOJIB 3aciiaHb
BiIMTOBIHOT'O KOJIET1aIBHOTO OPTaHy.

9.16. JlaToro MpOTOKOJTY € aTa MPOBEASHHS 3aCiTaHHSI.

3aroiioBOK MO TEKCTy MPOTOKONYy Mae BimoOpaxartu BuA 3acimaHHs (Hapanma, 300pw,
KoH(pepeHmis: Tomo) ado KoJieriabHOI AisUTbHOCTI (KOMicisi, pana, 30opu, poboya rpyma Tomo) i
BKJIFOYATH Ha3BY BUY JTOKYMEHTA.

TekcT MpOTOKOIy CKIIANAETHCS 31 BCTYITHOI Ta OCHOBHOI YaCTHH.

Y BCTYmHIH 4YacTHWHI MPOTOKONY 3a3HAYAIOThCS TIPI3BHINAG Ta I1HIMIAMUM ToNoBH abo
TOJIOBYIOYOTO Ha 3aCijaHH1, 300pax TOILIO, CEKpeTapsi, 3aMpoOIIeHIX, a TAKOXK MPUCYTHIX OCI0.

VY pasi notpebu 3a pILICHHSM BiANOBIZHOTO OPTraHy y CHHCKY NPUCYTHIX 3a3HAYAIOTHCS
NOCaay 3ampoLIeHuX ocid Ta HaliMEeHYBaHHs yCTAHOB. SKINO KUIBKICTh MPHUCYTHIX NepeBHInye 15
0c10, 3a3HAYAETHCS 1X 3arajibHa KUJIbKICTb 3 MIOCHJIAHHSIM Ha CIHMCOK, 110 TONAETHCS A0 MPOTOKOIY.

9.17. BctrynHa 4YacTMHAa MICTUTBh TOPSIIOK IEHHHHA. TMEpeNik PO3IJSTHYTHX Ha 3acilaHHI
nutaHb. [lopsAnok NeHHMI TOAAeThCS HAIPUKIHII BCTYITHOI YaCTHHHL.

CrnoBa «IlopsAmok NmeHHWI» HNPYKYIOThCS BIJ MEXKI JIBOTO MOJS, TICHS HHUX CTaBUTHCS
nBokpanka. KoskHe mmTaHHS HyMmepyeThcst apabcbkuMu udpaMu 1 APyKyeTbes 3 adsary.
DopMyBaHHsI IUTAHb Y MOPSAKY JE€HHOMY NOYMHAETHCA 3 npuiiMeHHuKa «IIpo».

9.18. OcHOBHAa 4YacTMHA MPOTOKOJY CKJIAJAEThCS 3 PO3AUIB, SKI MaKOTh BiJIOBIIATH
MYHKTaM TMOPSAAKY AEHHOTo. Po3ainm HyMepyroThesl apabchkuMu Iudpamu 1 OyAyIOTECS 32 TAKOKO
CXEMOI0:

st cruciol popmu nipotokois: «CTYXAIH - YXBAJIH/TH »;

n1st moBHOI popmu nporokoniB: « CIIVXAJIH - BUCTYITHIIH - YXBAJTHIIH ».

IMicns cnoBa «CJIVXAJIM» 3 HOBOTO psiika 3a3HAYAIOTHCS TPI3BUINE Ta 1HIMAMM (1HIIAT
1MeHI1) KOYKHOTO JTOTIOBiAaya.

Y nosHii popmi nporokomy micist cinoBa «BUCTYITNIINY dikcyroThes BUCTYIH THX OCI0,
SIKI B3sUTH y4acThb B OOrOBOPEHHI AOMOBII (TUTAHHS MOPSAKY JE€HHOTro). Buctynu odopMITIOroThCs
B MPOTOKONI 13 3a3HAYEHHSM TOCai, MPI3BUIN Ta iHimamBp (iHiiany), iMEH IOMOBIIAYIB VY
HA3WBHOMY BiIMiHKY, BUKJIAJIEHHIM 3MICTy BUCTYITy a0O MHUTaHHSI, BIAMOBII HA HHOTO.

9.19. TekcTu BHCTYIIIB y HpOTOKO.]'Ii BUKJIAJIAIOTHCS BIJT TPETHOI OCOOM OIHUHH.

Texkct abo Te3m momnosini, odpopMieH! SIK OKpeMi JOKYMEHTH, IO TEKCTy MPOTOKONY HE
BKJIFOUAtOThCS. llicns BimomocTel mMpo JAOmOBiada CTaBUTBCS TUpPe 1 3a3Ha4daeTbcsi «Tekcm
00n06i0i 000aAEMbCA 00 NPOMOKOIY) .

IMicnsa cnosa «YXBAJIMJIN» dikcyeTbesi pUHHSTE PilIEHHS 3 OOTOBOPIOBAHOTO MTUTAHHS
MOPSIZIKY NIEHHOTO, SIKE€ Mae BKJIIOYATH CKJIAIOBI, IO BIATIOBIAAIOTH HA Taki MUTAHHS. KOMY, IO
3poOUTH 1 B IKHH CTPOK.

Y pa3i KO NpPUAMAETBCS PIMIEHHS TNPO CXBAJICHHS, IOTOMKEHHS, 3aTBEPIYKEHHS
JOKYMEHTa, SIKMii OOTOBOPIOBABCS HAa 3aCiaHHI, LeH JOKYMEHT JOAA€ThCA O MPOTOKOIY. 3a
HAsIBHOCTI 1HINUX JOKYMEHTIB, IO PO3TJISAAINCA Ha 3acifaHHI Ta (pakT OOrOBOpPEHHs sIKUX OyJio
3a(piKCOBAHO B TEKCTI MPOTOKOJNY, BOHH HYMEPYIOThCS apabcbkumu mudpamu. Y BiAMOBIIHUX
MYHKTaX MPOTOKOJY MPOCTABJISIFOTHCS TIOCHIIAHHS Ha 11l TONATKH.

[IpoTokoa mMiAMUCYE TOJNIOBYIOUHMIA HA 3aciJaHHI KOJIETIaJbHOTO (IOpaa4oro) OpraHy Ta
cekpeTap (3a HasiBHOCTI). [IpoTOKOIM 3aciiaHb KOMICIH M AMUCYIOTh YCI YJICHH KOMICIi,

JIucrtn

9.20. JIucti CKIAOAOTBCS 3 METOK OOMiHY i1H(OPMAIIEID MiK 3aKJIaJOM Ta OpraHaMH
Jep>KaBHOI BJIaIH, OPraHAMHK MiCLIEBOTO CAaMOBPSITYBAHHS, iX MOCATOBUMHU 1 CITyKO00BUMHU 0cobaMH,
3aKJIajaMH, YCTAHOBAMH, OPTaHi3alisiMU Ta IHIIUMH (PI3UIHUMU 1 FOPUAUIHIMHU 0CO0aMHU.

9.21. bnaHku IMCTa MAIOTh TaKl PEKBI3UTH:

HallMEHYBaHHS 3aCHOBHHKa (3aCHOBHHKIB) 3akyany (Hampukian, bimomepkiBcbka MichKa
pana);

NOBHE HaIMEHYBaHHS 3aKJIay BIAMOBIHO 10 YCTAHOBYUX JOKYMEHTIB;

JOBIAKOBI JaHI Tpo 3akjajn (momToBa anapeca, HOMepu TenedoHiB, (PakciB, paxyHKIB y
OaHKy, apecy eJIeKTPOHHOI MOIITH TOIIO).



9.22. PexBI3UTH JIUCTA: 1aTa, PEECTPALITHUN 1HAEKC, MOCHUJIAHHS Ha PeeCTpaLliiHUMA 1HAEKC 1
JaTy MOKYMEHTa, Ha sSKUH HAJaeTbCs BIANOBINB (3a mMOTpeOu), aapecar, 3arojioBOK JO TEKCTY,
TEKCT, BIIMITKa PO HAsIBHICTh JOAATKIB (32 MOTPeOu), MAMUC, BIAMITKA PO BUKOHABIIS.

9.23. JlaToro JUCTa € nmara WOro MIANUCAHHS, sika Mae 30iraTmcs 13 OaTOK peecTparil
BUX1JTHOi KOPECTIOHASHII]].

9.24. TekcT nUCTa BUKJIAOAETHCS BIA MEPIIOi OCOOM MHOXXUHH 3 BHKOPHUCTAHHSIM CIIiB:
«HPOCUMO NOGIOOMUMM...», «PO3’ACHIOEMO, WO...». 3a3BUYAll Yy JHCTI TMOPYIIYETHCS OXHE
MTUTAHHS.

AKT

9.25. AKT — IOKYMEHT, CKJIaJIEHUH IPYyIO0 0C10 IS 3aCBIAUEHHS BCTAHOBIEHHUX (hakTiB abo
nofiin. AKTH O(OPMITFOIOTBCS 32 Pe3yJibTaTaMU PeBi3ii (piHAHCOBO-TOCMONAPCHKOI AISTTBHOCTI, i
Yac npuiiMaHHs-TIepeIaBaHHs CIPaB, CIIMCAHHS MaiiHa TOLIO.

9.26. JlaToro aKTa € gaTa WOro CKJIAAEHHs.

9.27. TeKCT aKTa CKIANAEThCS 31 BCTYNMHOI Ta KOHCTATYIOUOI YaCTHH.

VY BCTYyNHIN YaCTHHI 3a3HAYAIOTHCS MIACTABU IS CKJIAIAHHA aKTa Ta HA3MBAKOTHCS OCOOH,
SIK1 CKJ1aJi akT abo Oyiiu MPUCYTHI MPHU IIbOMY.

Y KOHCTaTyroOuill YacTHHI BUKJIANAIOTHCS CyTh, 3aBAAHHS, XapakTep BHKOHAHOI pobOTH,
BCTaHOBJICHI (akTH, mporo3uiii Ta BUCHOBKU. KoHcTaryroua dacThHa MOXe O(QOPMITIOBATUCS Y
BUTIISIAL TaOITUL.

Y KiHOI TEeKCTy akTa 3aluCyloTbCA JaHl NpPO KIJIBKICTP NPUMIPHHMKIB aKTa Ta ix
MiCLIE3HAX OJ[’KEHHSI.

9.28. AKT MAMHUCYIOTH yci 0cobu, siki Opanu y4acTp y HOro CKIaJaHHi.

Ocoba, sika Mae 3ayBaXK€HHS 1O 3MICTYy aKTa, MiANMUCYe HOro i BUKJIAZA€ CBOIO IYMKY Ha
OKPEMOMY apKyIIi, IKHHA JOAAETHCS IO AKTa.

929.¥V pa3i 3MiHM KepiBHMKa 3akyiany ado BIAMOBINAJIBHOI OCOOM, NPUIMAHHS-
nepenaBaHHs TOKYMEHTIB 1 CrpaB 3AIHCHIOETHCS 32 TUMNOBHMH (OpMaMH aKTiB, HABEACHUMH B
oooamxkax 9-11,

10. 3acBigueHHs KOMiH TA BUTSATIB CJIy’K00BHX JOKYMEHTIB

10.1. 3aknan Mae mpaBO 3aCBIMYYBATH KOIIl JOKYMEHTIB, IO CTBOPIOIOTHCS Y HBOMY, 3a
BUHSITKOM KOMIM JOKYMEHTIB, $IKi BIAMOBIIHO IO 3aKOHONABCTBA MOTPEOYIOTH 3aCBIMYCHHS B
HOTapiaJbHOMY MOPSIIKY.

10.2. Komii AOKYMEHTIB 1HIINX YCTAHOB MOXKYyTh BUTOTOBJISITHCS 1 3aCBIUyBATHCS 3aKJIAI0M
y TaKUX BHUINAAKAX:

Ha BIUMOTY CyJOBHX Ta IHIIUX MPABOOXOPOHHUX OPTaHiB;

IUT BHYTPIIIHBOTO BUKOPHUCTAHHS Yy 3aKiazi (I yac BUPILISHHS MUTaHb MO0 MPUIMaHHS
rpoMansiH Ha poOOTy, HaBUaHHS, 3aCBIJYEHHS iX TPYIAOBHUX, JKUTJIIOBUX Ta IHIIMX TpaB y
B3a€MOBIJTHOCHHAX 3 YCTaHOBOKW). Hampwukman, 3akjiaag MOXe BUTOTOBHTU 1 3aCBIAYUTH KOO
IUTUIOMa TPaLliBHUKA, SIKa MOTIM Oyie miALIITa 10 Horo ocoboBoi CripaBy.

10.3. JI03BOJISIETBCS BUTOTOBJISATH KOIEO 13 3aCBIAYEHOI KOMIi TOKYMEHTA, SIKINO OpPUT1HAN
BiZCYTHIH 200 HIOro OTpUMaTH HEMOJKIIUBO.

10.4. Komii AOKYMEHTIB BHUTOTOBJISIFOTBCSI 1 BHIAIOTBCS HA BHUMOTY I1HIIUX YCTaHOB a0o
rpOMajsiH 3 JO3BOJNY KepIBHUKA 3aKjany, HOro 3aCTyNMHHKIB a00 KepiBHUKA CTPYKTYPHOTO
MAPO3ILTY 3aKJIady.

10.5. Komist mOKyMeHTa MOBHMHHA BiIOBIIaTH OpUTiHANY, TOOTO MOBHICTIO BIATBOPIOBATH
iH(pOpMaLiF0 OPHUriHAY 1 BC1 HOTO 30BHILTHI 03HAKU a0 X YaCTHHY.

10.6. He nmomycKaeTbCs BHUIOTOBJISITH KOII JOKYMEHTIB 3 HEPO3DIPIMBHM TEKCTOM,
i TYUCTKAMH, IPUITUCAMH Ta 1HIIUMH HEOOYMOBJICHUMH BHITPABJICHHIMH.

10.7. Koniss HaOyBae FOPHAWYHOI CHJIM JIMIIE B pasl ii 3aCBIAYEHHS B YCTAHOBIECHOMY
TIOPSIZIKY .

Hamuc npo 3acBigueHHs] KOmii CKIATAEThCA 31 CiB «32i0H0 3 OpUZiHa/loM», Ha3BU TIOCAIH,
0coOHCTOro MIAMUCY 0COOH, siKa 3acBIIUye KON, 11 1HImiamB (1HIaly iMEHl) Ta MPi3BUIIA, 1aTH
3aCBITYEHHS KOMi.

Hanmc mpo 3acBigueHHs! KOIi1 CKPIIITFOETHCS BIAOUTKOM MEYATKU 3aKIIay .

VY BHUMagkax, BU3HAYEHUX 3aKOHOIABCTBOM, KOIII JOKYMEHTIB 3aCBIAYYIOTHCS BlIIOUTKOM
MEYaTKH 3aKJIany.

Ha smunpoBomy Oomi y BEpXHPOMY MpPaBOMY KyTi MEPIIOrO apKylla JOKyMEHTa
MPOCTABJISIETCS BiaMiTKA «Kormisy.



10.8. CTopiakm KoImii JOKYMEHTIB (3a BHHIATKOM THX, L0 MAalOThb OAWH apKyIl)
HYMEPYIOThCS 1 BIAMITKA PO 3aCBITYSHHS KOI1 MOKe JOMOBHIOBATHCS BIIMITKOK «BChOro B KoMl

apk.». 3a pilIeHHSM 3akjany ado Ha BUMOIY YCTaHOBH, SIKIH HalA€ThCs KOMisl TOKYMEHTA,
TOITyCKA€ETHCS 3aCBIIUyBATH KOIi1 JOKYMEHTIB MTOAPKYIIHO.

10.9. ApxiBHi KOMi1 Ta BUTSITU 3aCBIAYYIOTHCS BIATIOBITHO 110 dodamkie 12, 13.

10.10. Butsar 31 ciay00BOro MOKyMEHTa BUTOTOBJISIETBCS, SIKINO HEMae HEOOXiTHOCTI
BUTOTOBJISITH KOMiI0. BUTAT 0opMIItOeTECS Ha 3araibHOMY OJIAaHKY 3aKJIany 13 JOTPUMAHHSIM TaKHX
BUMOT

y Ha3Bl BUAY JOKYMEHTA 3a3HAYAETHCA. «GUMAZ 3 HAKA3YY, «(GUMAZ 3 NPOMOKOJLY »;

BIATBOPIOETHCS TIOBHICTIO BCTYITHA YaCTHHA (SIKIIO BOHA €) CIy>kKO0BOr0 JOKYMEHTA,

3 OCHOBHOI YaCTHHH TEKCTYy [OKYMEHTa BHIIUCYETbCS TOH MyHKT, 1HQOpMALis SKOTO
HEOOXI1aHA;

BIATBOPIOETHCS pekBi3uT «Ilimmucy (6e3 ocoducToro mamucy);

MPOCTABJISIFOTBCS BIAMITKA PO 3aCBIAYEHHS KOTii Ta BIAOUTOK Me4YaTKH (32 HEOOX1THOCTI ).

Butsarun 3 mpoTOKONB 3acBigUye CEKpeTap, SIKMH CKJIafgae MPOTOKONM 1 3IIHCHIOE iX
30epiraHHsi, 3 HaKa3iB — MOCAIOBa 0cO0a, sSIKa BIAMOBLAAE 32 iX 30epiraHHsl.

10.11. OcobnuBuM BUAOM KOmii JOKyMEHTa € OyOJiKaT — MOBTOPHO O(OpMIIEHUIH
Cy>kOOBUH JOKYMEHT [JIsl BUKOPUCTAHHS 3aMICTh BTPAUEHOI'O YW IOIIKOIKEHOTO OPHUIiHATY
(nuruioma, CBIIOLTBA, TPYIOBOI KHIKKH TOILO), IO MAE TAKy CaMy IOPHUINYHY CUTY.

JlyOmikaT BHUTOTOBISIETBCS Ha TaKOMy caMoMy OJIaHKy, LIO W OpWIiHAJA, Ta MICTUTh
iHopmatiro, aHamoriyHy iHpopMallii B opuriHai. Ha HbOMy MPOCTaBISIOTHCS BIIOUTOK MEYATKU
3aKiafy 1 MANHCH MOCaAOBUX OcCiO, sKi MAarOTh MPaBO MIAMHCY LUX JOKYMEHTIB Ha MOMEHT
opopmnenns nyOnikara. Ha myOmikaTi MpOCTaBISIETBCS y NPABOMY BEPXHBOMY KyTi BiIMITKA
«/lyobnikamy.

1. OPTAHIBALIA JOKYMEHTOOBITY TA BAKOHAHHSA JOKYMEHTIB
1. Bumoru moao oprasizauii 10KyMeHT000iry Ta BU3HAUYEHHsI Horo o0csry

1.1. Ocoba, BimmoBimajbHA 3a OPraHI3aLi0 ALIOBOACTBA Y 3aKjanal 3MIHCHIOE TNEPBUHHE
OTPAIFOBAHHS JOKYMEHTIB, IO HAMIAIUIA N[O 3aKJiaay, iX TOMepPedHId PO3rJsil, PeecTpaLiio,
nepenady KepiBHHULTBY Ha pO3TJLiA, Iepenady BUKOHABISIM. Ilicias BHUKOHAHHS JTOKYMEHTH
TOJy4at0ThCS 10 CIIPAB.

1.2. JlokyMeHTH He3aJexkHO Bix crocoly ¢ikcawii Ta BiATBOpeHHs iH(popMamii MarTh
MPOXOIUTH Ta OMPALbOBYBATHUCS Yy 3aKJajl HAa €IUHUX OpTaHi3alliiHUX Ta NPABOBUX 3acanax
oprasi3anii JOKyMeHTOO0OITy.

1.3. ITinpaxyHOK KIJIBKOCTI JOKYMEHTIB Yy 3aKJaal 3OIHCHIOETBCS 32 PpeecTpaLiiHUMHU
(bopMamu BXiTHHUX, BHYTPILIHIX, BUXITHAX JOKYMEHTIB y MICLISIX iX peecTparii.

2. llpuiimaHHs, NepBUHHE ONPALIOBAHHS JOKYMEHTIB Ta iX nonepeaHiil po3risia

2.1. Yci oOKyMeHTH, 10 HaIXOsTh A0 3aKJIaay, MPUHMAIOThCS OCOOOK0, Bl AMOBIAABHOO 32
T1JIOBOACTBO Y 3aKJIal.

2.2. Y pasi HaOXOMKEHHsI TOKYMEHTIB y CKaHOBaHI# Gopmi ixX iHpOopMaLiO PO3APYKOBYIOTh
Ha manepi 13 MPOCTABJICHHSIM Ha BEPXHbOMY ITOJI JOKYMEHTa Hanmucy « OTpUMaHO B €JIEKTPOHHIH
bopmi».

2.3. @akT HAIXOMKEHHS MOKYMEHTa 10 3aKiangy OOOB’S3KOBO (DIKCYEThCS IMIISIXOM
NPOCTABJICHHS HA BXIJHUX AOKYMEHTaX BIAMITKM NP0 HOTrO HAIXOMKEHHS [0 3aKjiajy, siKa
MPOCTABJISIETHCS BiJ PyKH ab0 32 JOMOMOTrOK0 LITaMIIA, ABTOMATHYHOTO HyMEpaTopa Ha JINLbOBOMY
NoJii y MPaBOMYy KyTi HIDKHBOTO TOJISI MEPIIOrO apKylla OpUriHaly OOKyMeHTa. EnemeHTamMu
3a3HAYEHOrO PEKBI3UTY € CKOpOUEHEe HaiMEHYBaHHS 3aKJIaly — ONepKyBada JIOKYMEHTA,
peecTpauiiHui iHAeKc, narta (y pasi noTpedu — roarHa 1 XBIJIMHH) HAIXOKEHHS JOKYMEHTA.

2.4. IlepBuHHE OMpAIfOBaHHS JAOKYMEHTIB nependaydae mepeBipKy NMPaBUIBHOCTI JOCTaBKU
KOpecnoHAeHIi Ta ii LI CHOCTI.

JlokyMeHTH, HaJiCJIaHl He 33 aAPeCOr0, MOBEPTAOTHCS BIAMPABHUKOBI 0€3 iX PO3TJIsiay.

Po3kpuBaroThCst BC1 KOHBEPTH, 32 BUHSITKOM THX, IO MatOTh Harmuc «OcobucToy.

2.5.Y pa3i BUSBJICHHS BIICYTHOCTI HOJATKIB, 3a3HAYEHHUX Y JOKYMEHTI, a00 OKpeMHX
apKylliB, a TaKOX IMOMHJIOK B O(QOpPMIIEHHI JOKYMEHTA, IO YHEMOXKJIHMBIIIOE HOro BUKOHAHHS
(BIACYTHICTB MIAMUCY, BIAOWUTKA MeUaTKy, rpuda 3aTBEPAKEHHS TOLIO), TOKYMEHT HE PEECTPYEThCS
1 BIAMPABHUKOBI HAJCHJIAETHCS MTUCHMOBHIA 3aITUT a00 HOMY MOBIIOMIISIETECS TIPO e TeNe(HOHOM.
ITpu ubOMy Ha JOKYMEHT! pOOUTBCS BIIOBIIHA BIAMITKA 13 3a3HAYEHHSIM JAaTH 3aMUTy (PO3MOBHU



teneoHoM), mocanu Ta mpi3BHIA ocodu, SKi 3po0NEeHO 3amWT, MIANUCY, PO3IMU(ppPYBAHHS
miaAnucy ocodu, sika 3A1HCHIIA 3aITUT.

VY pasi BiACYyTHOCTI 200 HEIJIICHOCTI BKJIAJEHB, MOIIKOIKEHHSI KOHBEPTA, YIIaKyBaHHSI, IO
NPU3BEJIO OO0 HEMOXJIMBOCTI TMPOYMTAHHS TEKCTY [OKYMEHTa, CKJIAHA€eTbCsl aKT y JABOX
npuMipaukax. OOWH TPUMIPHUK aKTa HAJCHUJIAETBCS BIANPABHHUKOBI, 1HIINH — 30epiraeTscs y
3aKnal.

2.6. AnpecHi SApJMKN PEKOMEHAIOBAHMX KOHBEPTIB 1 MAKETIB 30epiratoThCs 1 JOAAIOTHCS 10
IOKYMEHTIB, a TaKOXX KOHBEPTH, KOJU JIMINE 32 KOHBEPTOM MOJKHA BCTAaHOBUTH aJpPECy
BiINMPaBHUKA, YaC BIATIPABJICHHs Ta ONEP’KaHHS AOKYMEHTA, a00 KOJHM B KOHBEPTI BIACYTHI OKpeMmi
IOKyMEHTH, ab0 BCTAHOBJIEHO HEBIJIMOBIIHICTH HOMEPIB JOKYMEHTIB HOMeEpaMm, 3a3Ha4eHHM Ha
KOHBEPTI.

2.7. JIOKyMEHTH MiAral0Th NONMEPEIHbOMY PO3TIIIAY Y 3aKiaal y AeHb 1X HaIXOMKEHHS
a00 B mepinii HAaCTyMHUN pOOOUMIA IEHb Y pa3l HAAXOIKEHHS X MiCJIs 3aKiHYE€HHs poO0UOoro IH,
y BHUXIJIHI Ta CBSITKOBI HEpOoOOUi JTHI.

JIopydeHHs yCTaHOB BHILOTO PiBHsI, TEJIErpamMu, Tele(OHOrPaMH PO3IIIAAI0THECS HETaiHO.

2.8. MeToro nomnepeHbOro PO3riisily JOKYMEHTIB €

BHOKPEMJICHHS TaKHX, L0 NOTPeOy0Th 000B’I3KOBOTO PO3TIISIY KEPIBHUKOM 3aKJaay, HOTo
3aCTyNMHUKaMHU a00 CTPYKTYPHHMH i IPO3 1AM,

BIAOIp MOKYMEHTIB, IO HE MISATA0Th PEECTPALlll, a TAKOXK TaKUX, IO MEPEeNarOTbCs IS
peecTpaLii CTPYKTYPHHUM ITi APO31JIaM.

2.9. O00B’SI3KOBOMY ~ PO3MJISIAY KEPIBHUKOM 3aKJaAy MiIJISTalOTh 3aKOHH Y KpaiHH,
nocraHoBu BepxoBHoi Pagu Ykpainu, aktu ta nopyuenns llpesunenra Ykpaiam, aktu KaGinery
MiuictpiB Ykpainu, nopyueHHs Ilpem’ep-minicTpa VKpaiHu, HEHTPAIbHUX 1 MICIEBHX OpPTraHiB
BHUKOHABYOI BJaqy (Haji — aKTH OPTaHiB JepKaBHOI BIAAH Ta IOPYYEHHs BUINHUX MOCAAOBUX 0OCI0),
a TaKOXK 3amUTH 1 3BEPHEHHS HAPOJHHUX [ENyTaTiB YKpaiHM Ta [eNyTaTiB MICHEBHUX paf,
Kopecnionaenniss BepxoBnoi Pamm VYkpaiam, Angminicrpamii Ilpesmnmenta VYkpainu, Kabinery
MiuictpiB Vkpainu (manii —3amuTH, 3BEPHEHHs, a TaKOX KopecmoHaeHLiss BepxoBnoi Pamm
VYkpaian, Agminicrpanii Ilpesunenra Ykpainu, Kabinery MinicTpiB Ykpaiau), KOpeCIIOHIEHLIS,
110 HAIXOJHUTH BiJl YCTAHOB BHILOTO PiBHS, PIIIEHHS OPraHiB MiCIIEBOI'O CAMOBPSIIYBaHHS, a TAKOXK
HAMBKJIMBILI JAOKYMEHTH, sIKI MICTSTh 1HQOPMALIIO 3 OCHOBHHX IMUTAaHb MISUIBHOCTI 3aKjiaay i
noTpeOyIOTh BUPIIIEHHS O€3MOCePEaHBO KePIBHUKOM.

[HIII JOKYMEHTH TepeNarOThbCsl 3aCTYIMMHHKAM KepiBHUKA ab0 CTPYKTYPHHUM MiIPO3ALIaM
(BUKOHABLIIM) BIZTOBITHO A0 1X (PYHKLIOHAJIBHUX O0OB’ SI3KiB.

2.10.Ilim 9ac mMONEPEeNHBOrO PO3IIIAAY MAOKYMEHTIB BPAaXOBYIOTHCS IMOBHOBAXKEHHS
CyO’eKTIB pO3MIISIAYy KOPECMOHIEHLIi, mependadeHi y craryTi 3akjiany (MOJOXKEHHSIX PO
CTPYKTYPHI TiAPO3MALIH), HAKa3aX MPO PO3MOAia OOOB’SI3KIB MiK KEPIBHUKOM 3aKjIaay Ta WOTO
3aCTyIMHUKAMH, TMOCAJOBUX 1HCTPYKLISIX, a TaKOXK KJIAcU(piKaTOp MUTAHb [iSIBHOCTI 3aKJany,
HOMEHKJIATypa CTIPaB, CXeMH NMPOXOKEHHS TOKYMEHTIB.

3. PeecTpallist AOKyMeHTIB

3.1. JIokyMeHTH B 3aKJaJl PEECTPYIOTHCS LEHTPAI30BAHO HE3AJEKHO Bif CHOCO0y iX
CTBOPEHHsI, OIEP>KaHHS YU BIATBOPEHHs. Y 3aKkjagi MOXE 3aCTOCOBYBATHCS aBTOMATH30BaHA
dbopma peecTparlii TOKYMEHTIB 3 BAKOPUCTAHHIM CHeMiaIbHUX KOMIT FOTEPHHUX MPOrpam.

CayxOoBuii HOKYMEHT, OTPUMaHHH 3akiagoM ab0o CTBOPEHUH HUM, Y TOMY YHCII IS
BHYTpPIIIHBOIO KOPUCTYBAHHS, BBAXKAETbCS BHECEHUM MO JIOKYMEHTauiiHOro (hOoHAY 3akiany 3
MOMEHTY HOTO peecTparii.

3.2. Peectpatiist JOKyYMEHTIB MPOBOIUTBCS 3 METOK 3a0e3MedeHHs iX 00Ky, KOHTPOIO 32
BUKOHAHHSIM 1 OMNEPAaTUBHHM BHUKOPHUCTAHHSAM HAsIBHOI B JOKyMeHTax iH(opmauii i mojsrae y
BEJICHHI 3amuCy OOJIKOBUX JAaHUX MPO JOKYMEHT 3a BCTAHOBJICHOK 3aKJIAIOM pPeeCTparliiiHOK
dbopmoro, kUM (PIKCyeThCsl (PaKT CTBOPEHHS], BiANpPaBIeHHs ab0 OnepskaHHS JOKYMEHTA, IIISTXOM
NPOCTABJICHHS Ha HbOMY PEECTPALIHHOrO 1HAEKCY 3 MOAAJbIIUM 3aMUCOM Yy 3a3Ha4eHuX (popmax
HEeOOX1JHHUX BIIOMOCTEH MPO TOKYMEHT.

Peectparii miansraroTh BXiJHI, BUXIJHI Ta BHYTPIIIHI JOKYMEHTH (IOBIAKH, IOMOBIIHI
3aMUCKH, 3as1BH, POTOKOJIH 3aCiJaHb MEAArOriYHUX Paj, KOMICIH TOIIO).

ITix yac peectpauii JOKyMEHTIB y 3aKJia/il HEOOXITHO JOTPUMYBATHUCS TAKHX BHMOT':

JOKYMEHTH PEECTPYIOTHCS HE3aJIeKHO BiJI CITOCOOY 1X TOCTaBKH, TIepeadl Yi CTBOPEHHSI,



JOKYMEHTH PEECTPYIOThCS JIMIEe OAWH pa3 (BXiAHI — Y AeHb HaIXOMKeHHs abo He Mi3HiIe
HACTYIHOTO poOOYoro AHs (SIKIIO AOKYMEHT HaAlMIIoB y HepoOOouMid 4ac), CTBOPIOBAaHI —y JEHb
MiATUCaHHs a00 3aTBEPIKESHHS),

y pasi mepenadi 3apeecTPOBAHOTO MOKYMEHTAa 3 ONHOTO CTPYKTYPHOTO MIAPO3ALTY IO
1HIIIOrO HOBUH peecTpaui iHUH 1HAEKC Ha TOKYMEHTI He IPOCTABIISIETHCS,

JOKYMEHTH PEECTPYIOTBCS 3a TPYNaMu 3ajie’KHO BiJ HAa3BU BUAY, aBTOpa 1 3MICTY
TOKYMEHTIB.

OKpeMo peeCTPyrOThCS

6XIOHI OOKYMeHmU,;

GUXIOHI OOKYMeHmU;

HAKA3U 3 OCHOGHOT OiAIbHOCHI 3AK/1A0Y;

HAKA3U 3 AOMIHICIPAMUEHO-20CHOOAPCHKUX NUMAHD 3AK1A0Y;

HAKA3U 3 KAOPOBUX RUMAHDB 3AK1A0Y MUMYACOBO20 CIMPOKY 30epizanns;

HAKA3U 3 KAOPOBUX RUMAHD 3AK1A0Y MPUBAILO20 CHPOKY 30epizannsl;

HAKA3U 3 pyXy YUHI6/6UX0GAHUIE 3AK1A0Y;

SHYMPIWHI OOKyMeHmU (NPOMOKO/IU, 006IOKU, OONROGIOHI, NOACHIOBALbHI 3ANUCKU, 3A5A6U
npauieHUKIE MouL0);

PilleHHA Ko1ecia/lbHUX Op2anie;

oyxzanimepcoKi OOKymenmu;

36EPHEHHS 2POMAOAH, Y MOMY YUC/IL HAMbKIG A0 3AKOHHUX NPEOCHIAGHUKIE YUHIE,

3anumu Ha nyoaiuHy ingopmauir.

3.3. JIoKkyMeHTH, SIKi HaIXOISATh 1O 3aKJany, PeECTPYIOThCS Y JKypHANI peecTpanii BXiTHUX
JOKYMEHTIB, Ti, IO BIAMPABJISIOTECS, — Y JKypHaJl pPeecTparii BUXiOHUX JOKYMEHTIB, BHYTpPIIIHI —
y OKypHaJll peecTpamii BHYTPIIIHIX JOKYMEHTIB, HaKa3h —y JKypHajax peecTpamii HakasiB.
3BepHEHHsI POMaJISTH Ta 3aMUTH Ha MyOniuHy 1H(pOpMaLio — y BIAOBI JHUX JKypHAJIaX.

He mimmsiraroTs peectpanii JOKYMEHTH, 3a3HaueHi y 0odamky 14 1iei [HeTpykuii.

3.4 Tlin wac peectpamii AOKYMEHTY HAaJIaeTbcss yMOBHe nwmdpose (JTepHO-IIUPPOBE)
NO3HAYEHHS — peecTpauiiHuil iHnekc. ExeMenTamMu peectpauiiHOro 1HIEKCY € TOPSIAKOBUH HOMED
JOKYMEHTa y MeKaxX IpPylH JOKYMEHTIB, IO PEECTPYIOTHCS, SIKUH JTOMOBHIOETBCS 1HAEKCAMH, IO
3aCTOCOBYIOTBCS y 3aKJajl, 30KpeMa I1HAEKCAMH 3a HOMEHKJIATYPOK CIIPaB, CTPYKTYPHOTO
M APO3/ITY TOMIO.

Jlns BXiTHUX OKYMEHTIB PEECTpaliiHUN 1HOEKC CKJIANAEThCS 3 MOPSAKOBOTO HOMEpa Ta
1HIEKCY 32 HOMEHKJIATyPOIO CIIpaB a0o 1HIIOTO 1HAEKCY, IO 3aCTOCOBYETHCS Y 3aKJIa/ll, HATPUKIIAL!
123/01-12, ne 123 - nopsinkoswuii Homep, 01-12 - iHAEKC CTIpaBU 32 HOMEHKJIATYPOIO.

Y BHXIZHOTO JOKYMEHTa pEeCTpaLifHMIA 1HIEKC MOXE PO3MIIIYBATUCH y 3BOPOTHIHN
MOCJITIOBHOCTI — 1HIEKC 332 HOMEHKJIATYpor cmpaB (y pasi morpedu Moxe 3a3Ha4vaTHCs TaKOXK
{HIIMH 1HOEKC, IO 3aCTOCOBYETHCS Y 3aKiaji) Ta MOPSAAKOBHI HoMep, Hampukian: 02-10/457, ne
02-10 - iHOEKC CTIpaBy 3a HOMEHKJIATYPOIO, 457 - MOPSAKOBUN HOMED.

PeecTpaniiiHuii iHAEKC PO3MOPAIINX TOKYMEHTIB Ta ACSIKUX BHYTPIIIHIX JOKYMEHTIB (aKTH,
MPOTOKOJIH, JOTOBOPH TOIIO) CKJIAAAETHCS 3 TIOPSIKOBOIO HOMEPA Y MEKaX POKY.

3 MeTOr0 PO3pi3HEHHS IPYI HAKa3iB 3 KaJIPOBUX MUTaHb (OCOOOBOTO CKJIAAY) KOXKHOTO BUIY
0 TOPSOKOBOTO HOMEpa MOXKE JOJABaTHCS JITepHUH 1HAEKC. Micue po3TalryBaHHS
peecTparifHOro 1HAEKCY Ha JOKYMEHTI 3aJIeKUTh Bl BUAY OJlaHKA Ta BUAY TOKYMEHTA.

3.5. Y 3aknazi 3aCTOCOBYEThCS sKypHaabHA Popma peectpauii (1o 600 mTOKyMeHTIB Ha PIK).
IMpumipui Qopmu >XKypHaNB HaBeneHi y oOodamkax 135-17. Dopmy peecTpamiifHOrO >KypHAIy
HAKa3iB 3aKJIaly HABEACHO Y 0o0amKy 18.

3.6. Y pasi BusiBieHHs (paKTiB HACHIIBCTBA YIIOBHOBA)KEHA MOCAIOBa 0coba 3akiany (pikcye
HeoOXinHy i1HpopMawlio B XypHadl peectpauii (akTiB BHUABIEHHA (3BEPHEHHS) MPO BUMHEHHS
JOMAIITHBOTO HACHJIBCTBA T4 HACWMJIBCTBA 32 O3HAKOIO CTaTi (3aKjaay OCBITH) 3a (OPMOFO 3T1THO 3
oooamkom 19.

4. Opramnizauisi nepegaydi 10KyMeHTIB Ta IX BUKOHAHHS

4.1. 3apeecTpoBaHi TOKYMEHTH MEPENAIOTHCS HA PO3IJISII KepPIBHULTBA 3aKJany B IEHb 1X
HAJIXOKEHHST 400 HACTYITHOrO poOoUOoro AHA y pasi HaIXOMKEHHsI JOKYMEHTIB Y HepoOOUHii Hac.
Tenerpamu, TenepoHOrpaMu Ta iHII TEPMIHOBI JOKYMEHTH MEPENAIOTHCS HETAHO.

4.2, JIokyMeHTH, PO3TJISIHYTI KePIBHULITBOM 3aKJIaJTy, TOBEPTAIOTHCS 3 PE3OJIIOLIEI0 MO0 iX
BUKOHAHHS BIMOBIAaNbHIM 0c0O0l 3a OpraHi3amiio ALIOBOACTBA 3aKjany, sika 3A1MCHIOE mepeaady
JOKYMEHTIB Ha BUKOHAHHSI.



JIOKyMEHT, BHKOHAHHsS SKOTO JOpPy4YeHO KIJbKOM ocobaM, Moxe OyTu mnepemaHuit
BUKOHABIISIM Y TIOPSIAKY BH3HAUEHHS 1X y PE30IIOLIl a00 OMHOYACHO y BUIIISIAL KOMIH 3 Epeaayero
OpUTiHAJY FOJIOBHOMY BUKOHABLIFO, BU3HAYEHOMY B PE3OJIOLIT IEPIIHUM.

43. @akT mepemayi OKYMEHTIB BHKOHABLSIM (DIKCYETbCS MIISIXOM  INPOCTABJICHHS
BIZINOBITHOI BIAMITKH B peecTpawiiiHiil GopMi 13 3a3Ha4eHHSAM 1HPOpMaLii MPO BUKOHABLIB, SIKUM
nepeaaHo OpHUriHal JOKYMEHTa Ta HOro KOorii.

4.4.3a BUKOHaHHSA JOKYMEHTAa BIAMOBIAAIOTH OCOOW, 3a3HAuU€HI y Hakasl, Pe3OJFOLi
KepiBHHKA 3aKJIaay, Ta IPaLli BHUKH, IKHM 0€3M0CePEeaHbO TOPYUEHO BUKOHAHHSI.

I'onoBHUIT BUKOHABELb OPraHi30Bye POOOTY CIMiBBHKOHABLIB, 30KpeMa BHU3HAYA€ CTPOKHU
NOJaHHSI HUMH MPOTO3HII i, TOPSIIOK M ATOTOBKH, TIOTO/IKEHHSI MPOEKTY JOKYMEHTA.

CriBBMKOHABIIl BiAMOBIAAOTH 3a MIATOTOBKY HA HAJIEKHOMY PiBHI Ta CBOE€YACHE IMONAHHS
TOJOBHOMY  BHMKOHABIFO NPOMO3ULIHA. Y  pa3l HECBOEYACHOIO TMOJAHHA  MPOIO3MLIN
CITiBBUKOHABIISIMU T'OJIOBHHI BUKOHABELIb 1HPOPMYE MPO 1€ KepiBHUKA, AKUI HAaB JOPYICHHS.

4.5. BukoHaHHA JOKyMeHTa mnependavae 30MpaHHS Ta OIPALOBAHHSA  HEOOXigHOL
iHpopMalli, MATOTOBKY TMPOEKTY BIAMOBIAI Ha IOKYMEHT YHM HOBOIO JOKYMEHTa, HOro
oopMITeHHS, Y3TOMKEHHS, TONAHHS IS IMiAMUCAHHS (3aTBEPAKCHHS) KEPIBHUKOBI 3aKjany, Y
OEeSKUX BHUIMAJKaX — CTPYKTYPHOrO MiAPO3AUTYy, a TaKoX Yy pasl NoTpeOu — mAroTOBKY IS
NepeCUIIaHHs afpecary.

4.6. IlpauiBHUK, BIANOBINAJBPHUA 32 BHUKOHAHHS JOKYMEHTa, Y pasl BIAMYCTKH,
BIAPSAIKEHHS, 3BUJIBHEHHS 3000B’s3aHMN TNEepenaTH 1HIIOMY MPALiBHUKOBI 32 TOTOMKEHHIM 3i
CBOiM Oe3mocepeIHi M KepiBHUKOM YCl HEBUKOHAHI TOKYMEHTH.

S. Opranizaniss KOHTPOJIIO 32 BUKOHAHHAM J0KYMEHTIB

5.1. KoHTponb 3a BUKOHAHHSIM JOKYMEHTIB 3IIACHIOETBCS 3 METO 3a0e3medueHHs
CBOEYACHOT0O Ta HAJIEXKHOI'O 1X BUKOHAHHS.

OOGOB’SI3KOBO  KOHTPOJIFOETHCS BUKOHAHHS 3aBAaHb, MependaveHnx B aKTax OpraHiB
JepsKaBHOI BJIaTM Ta JOPYYEHHSX BUINUX TMOCAAOBUX OCiO, HalaHHS BIAMOBIAEH HAa 3aIUTH,
3BEPHEHHS], a TAKOXX Ha KopecnoHaeHnito BepxoBHoi Panmu Ykpainn, Anminictpawii Ilpesunenta
VYkpaian, Kabinery MinicTpiB YKpaiHH, Haka3u Ta JOPYYCHHS KEPIBHULTBA 3aKJIany, PlIIEHHS
KOJIeT1aJIbHOTO OpraHy 3akjiaay, 3amuTH Ha myOIiyHy 1HOPMALIitO.

5.2. Oprasizaiio KOHTPOJIO 3a BUKOHAHHSM BHU3HAYEHUX 3aBIAaHb 3aCTYITHUK KEpPiBHUKA
3aKJIa1y BIAMOBITHO IO PO3MOIITY O0OB’ SI3KIB.

besnocepenHiii KOHTPONb 3a BHUKOHAHHSAM JOKYMEHTIB TMOKJQJAEThCS Ha 0Co0y,
BiZINOBI JAJIbHY 3@ OPTaHi3aLiio A1JIOBOACTBA Y 3aKJIal.

Y cTpykTypHUX miapo3diiax Oe3mocepenHili KOHTPOJb 3a BHUKOHAHHSIM JTOKYMEHTIB
3AiticHI0e 0co0a, BiAMOBIalbHA 3a IIJIOBOICTBO.

5.3. TumoBi CTPOKM BHMKOHAHHS JOKYMEHTIB BCTAHOBIOIOTHCS HOPMAaTHBHO-IIPABOBUMH
aKTaMH, a 1HAWBIAyaJIbHI — HAKA30M 3aKyaay abo Pe3OJIIOIIEr0 KepiBHUKA 3aKjIany (CTPYKTYpPHOTO
T APO3ILTY).

5.4. CTpOKM BHKOHAHHsS BHYTPILIHIX JOKYMEHTIB OOUMCIIOIOTBCA Y KaJIEHAAPHUX IHSX,
MOYMHAIOYH 3 IaTH MANMUCAHHS (peecTparlii), a BXIJHUX — 3 AaTH HAAXOMKEHHS (peecTpartii).

SAxmo ocTaHHIN MeHb CTPOKY BUKOHAHHS OKyMEHTAa MpUMNanae Ha HepoOOYHil JeHb,
OCTaHHIM JIHEM CTPOKYy BHKOHAHHS JOKYMEHTa BBAXKAETbCSA MEPUINA pOOOYMI IeHb MiCIs
HepoOOUOoro IHSL.

5.5. JIOKyMeHT, B SIKOMy HE€ 3a3Ha4€HO CTPOK BHKOHAHHS, MOBHHEH OyTH BHUKOHAHUI HE
mi3Hime Hixk 3a 30 KaJeHJapHUX HIB 3 MOMEHTY HOro peecTparlii y 3akjiajii, 0 SKOro HaIlHIIoB
TOKYMEHT.

3aBnaHHs, BU3HAYCHE Y CIIy’)KOOBOMY TIOKYMEHTI, BUKOHYETBCS Y BCTAHOBJICHHH CTPOK.

Axmo 3aBmaHHS TOTpeOye TEPMIHOBOTO BHKOHAHHS, OOOB’SI3KOBO — 3a3HAYAETHCS
KOHKPETHHH KiHLIEBUI CTPOK BUKOHAHHSI.

5.6. CiBBUKOHABLI 3000B’s3aHI MOJABATH MPOMO3UIi T'OJOBHOMY BHUKOHABIIO MPOTITOM
NepIIoi TOJOBUHH CTPOKY, BiIBEICHOTO AJISi BUKOHAHHS TOPYYESHHS, 3aBJaHHS.

5.7. InguBinyampHUM CTPOK BHMKOHAHHS JIOKyMEHTa MOKe OyTH 3MIHEHWH JHmme 3a
BKa31BKOIO TIOCaA0BOI 0COOH, sika HOTro BCTAHOBMJIA, & Y pasi il BIACYTHOCTI — MOCAIOBOI 0codu, sika
ii 3amimae.

VY pasi notpebu CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTH MPOAOBKEHO 32 OOIPYHTOBAHUM
MPOXAaHHSIM BUKOHABILI, K€ TOMAETHCS HE TI3HIIME HikK 3a TPU PoOOYMX MHI OO 3aKiHUYEHHS



BCTAHOBJICHOTO CTPOKY, @ INOJO JOKYMEHTa, B SIKOMy HE€ 3a3Hau€HO CTPOK, — IO 3aKiHYEeHHs
TPUIALSITHIAEHHOTO CTPOKY BIJ AaTH HOTO peecTparii.

VY pasi 3MiHU CTPOKIB BUKOHAHHSI TIPOCTABIISIOTHCS HOBUM CTPOK, nata i manmuc. BiamosiaHi
3MiHH BHOCSATBHCS 10 PEECTPALI HHUX JOKYMEHTIB.

5.8. B3ATTs MOKyMeHTa Ha KOHTPOJb 3MAIMCHIOETBCA HA TMIACTaBl pe3oiouii KepiBHHUKA
3aKiany abo HOro 3aCTyITHHUKIB.

5.9. Tlicnst BUKOHAHHSI TOKYMEHT 3HIMA€ETHCS 3 KOHTPOJIO. 3HSITH JOKYMEHT 3 KOHTPOIIO
MOJKE TIJIbKM KEpIBHHUK 3aKkjany, HOro 3aCTyNHHUKH, SIKI BCTAHOBWJIM KOHTPOJBHHUHA CTPOK Y
PE30ITIOTIii.

BukoHaHI JOKYMEHTH MOMAAIOTHCS HA MIANMUC KEPiBHUITBA HE MEHII K 32 OJWUH ACHb JI0
3aKIHYEHHsS] CTPOKY IX BHKOHAHHS 3 METOK) 3JIMIIEHHS MEBHOTO Yacy Ha IX JOOMPALFOBAHHS 32
pIIIEHHSM KepiBHULTBA.

5.10. Inpopmaniss mpo pe3yapbTaTH BUKOHAHHSA B3ATUX HA KOHTPOJIb JOKYMEHTIB
y3arajibHIOETbCS CTAHOM Ha IEPINe YUCIO KOJKHOTO MICALS 1 MOJAETHCS KEPIBHULTBY 3aKIany y
BUTJISA/II 3B€JICHDb MPO BUKOHAHHS IOKYMEHTIB 32 BUSHAYEHOIO Y 3aKi1ai (OpMOIO.

6. ITopsinox onpaunoBaHHA Ta HAACUJIAHHS BUXIAHHX AOKYMEHTIB

6.1. BuximHi JOKYMEHTH HAACHJIAIOTBCS aapecaraM 3 BUKOPHUCTAHHSAM 3aCO0IB MOIITOBOTO
3B’5I3Ky, €JIEKTPO3B’ sI3KY, a TAKOXK JTOCTABJISIFOTHCS KYP €PCHKOIO, (Pesibll’ ErepChKOK0 CITysKOaMu.

OmnpairoBaHHsl JOKYMEHTIB Uil BIANPABIEHHS TIIOIITOBHM 3B SI3KOM  3M1HCHIOETHCS
BiZINOBI JAJILHOIO 0COOOI0 3akjany BiAnoBigHO 1o IlpaBui HamaHHS MOCKIYT MOMITOBOTO 3B SI3KY,
3aTBepakeHNX nocraHoBow Kabinery MinicTpiB Ykpainm Bin 05 Gepesns 2009 poky Ne 270 (i3
3MIHAMH).

6.2. BuxigHi JOKYMEHTH OMPAlbOBYIOTHCS 1 HAICUJIAIOTBCS Y NI€Hb X HAIAXOMKEHHS B
BUKOHABIIIB 200 HE Mi3HIIIe HACTyTHOrO POOOYOro JIHS.

He nomnyckaetbest HancuIanHas ado mepenava JOKYMEHTIB 0e3 1X BUXIIHOI peecTparti.

6.3. JIOKyMeHTH, IO HAICWIAOTBCS ONHOYACHO OJHOMY 1 TOMY CaMOMy aJpecaToBl,
BKJIAJAIOTLCSI B ONMH KOHBepT (ymakyBaHHs1). Ha KOHBEpTI 3a3HAYaEThCS ampeca, 3a HeOOX1THOCTI
MPOCTABJISIFOTHCS PEECTPALIiliHI 1HAEKCH BCIX TOKYMEHTIB, SIKI MICTSTBCS Y KOHBEPTI.

JIOKYyMEHTH, IO OCTABJISIOTHCS (DeJTba €repChKOI0 CITY:KO00, TIePealoThCsl ampecaTaM Il
MIAITUC Y BIAMOBIAHI A KHU3I.

IV. CUCTEMATU3ANLIA TA 3BEPI'AHHA JOKYMEHTIB Y ILVIOBOACTBI
1. CknagaHHs HOMEHKJIATYPH CIIPaB

1.1. Homenkiatypa cnpaB NpU3HA4YeHA JJIsl BCTAHOBJICHHS Yy 3aKjalli €QUHOTO TMOPSIKY
¢dbopMyBaHHS crnpaB He3aJexxHO Big Qopmm Hocis iHpopmamii, 3abe3nedeHHs iX OOJiKy,
OTEePATUBHOTO MOINYKY MOKYMEHTIB 3a 1X 3MiCTOM 1 BHJIOM, BU3HAYEHHS CTPOKIB 30epiraHHs CripaB
1 € OCHOBOIO JIJIs CKJIaJJaHHsA OIMHCIB CIIPaB MOCTIHHOrO Ta TpuBasioro (monaxn 10 poki) 30epiranHs,
a TakoX 111 OO0JIKY cripaB TUM4acoBoro (10 10 pokiB BKIIOYHO) 30epiraHHsL.

1.2. HomenkaTtypa crpaB 3akjiaay (3BE€I€Ha HOMEHKJIATypa) CKIIAJAEThCS BiMOBIAAIBHOIO
ocobor (ocobamu).

1.3. ITix 9ac ckyaaHHs HOMEHKJIATYPH CIIPaB 3aKJIaly BUKOPUCTOBYETBCS CTPYKTYpHUH abo
(b yHKU1OHAJIBHUH MPUHLMUT ii TOOYIOBH.

CTpyKTypHHII TPUHLHIT BUKOPUCTOBYETHCS B Pasl YITKO BCTAHOBJIEHOI CTPYKTYPH 3aKJIaay.
Pozninamu B Takiit HOMEHKJIATYpPi CIIpaB € HAHMEHYBAaHHS CTPYKTYPHHUX ITiAPO3ALIIB.

VY pasi po3noaily OCHOBHUX (DYHKLIH (HAmpsMiB IiSUTBHOCTI) Y O€3CTPYKTYPHOMY 3aKiaii
MK 1 TpaliBHUKAMH BHKOPHUCTOBYETHCS (PYHKILIOHAJBHUN TPUHLHUN MOOYJOBH HOMEHKJIATypH
crpas. Po3niau 1 mapo3aian HOMEHKJIATYpH CTIpaB 3akjany, moOyJOBaHOI 3a TaKUM MPHUHIIUIIOM,
BinoOpakaroTh ii PYHKIIi Ta HANPSIMH AISUTBHOCTI 1 PO3MIIIYIOTHCS Y HOMEHKJIATYPl 38 CTYNEHIMHU
iX BaKJIMBOCTI (OpraHizauis poOOTH, TUIaHyBaHHS, (PiHAHCYBAHHS, MPOTHO3yBaHHS TOLIO).

VY pasi BUpOOHMYOI MOTPeOM MOXKIIUBE TOEIHAHHS CTPYKTYPHOrO Ta (DYHKIIOHAJIBHOTO
MPUHLIUTIIB MTOOYIOBU HOMEHKJIATYPHU CIIPAB.

1.4.1lix 4vac po3poOseHHS HOMEHKJIATYpH CIIPaB 3aKJaay BUKOPUCTOBYIOTBCS CTATyT
3aKiany, TMOJIOKEHHA MPO ii CTPYKTYpHI MIAPO3MIIM, INTATHI PO3MHCH; THUIOBI abo mpuMIpHI
HOMEHKJIATypU CIIpPaB, HOMEHKJIATYpH Ta ONHCH CIpPaB 3a MHUHYJ pOKH, Kiacupikatopu
JOKYMEHTIB 1 KOPECIIOH/ICHTIB, PeeCTpamiifHO-00IKOBI Ta KOHTPOJIbHI KapTOTEKH, TUIIOBUI Ta
rajy3eBl Mepesiku BHIIB JOKYMEHTIB 13 3a3HAUYEHHSIM CTPOKIB iX 30epiraHHs, a TaKoX
yYPaxoOBYIOTbCS 3aBJAHHS 3aKJIaay Ha HACTYITHUH PIK.


https://zakon.rada.gov.ua/laws/show/ru/270-2009-%D0%BF%23n11

1.5. HomeHkinatypa cmopaB CTPYKTYpHOro miapo3ainy (okpemoi mocamoBoi ocodn)
po3po0isieThCst He mMi3HImNE 15 JmMcTomaza MOTOYHOTO POKY, MIANHCYETHCS —KepiBHUKOM
CTPYKTYPHOTO MipO3aiay (IOCazoBO0 OCO0OK) Ta BI3YETHCS IOCAIOBOK OCOOOI 3aKiany,
BiITIOB1AAJILHOKO 32 apXiB.

1.6. Y HoOMeHkyaTypi cmpaB mependadaroTbCsl 3arojOBKU CIpaB Uil TPYIyBaHHS
JOKYMEHTIB, IO BIIOMBAIOTh yCl JOKYMEHTOBAHI JIIISTHKH 1 MUTAHHS IISTIBHOCTI 3aKJIaay.

1.7. o HOMEHKJNATypH CIIpaB BKJIIOYAIOTBECS, SK MPABHJIO, OPHIIHAJIM OKYMEHTIB. 3a
pimenHsM EK 3akmagy 10 HOMEHKIATYpPH CHPaB MOXKYTh BKJIFOUATHCS KOMIi THPAKOBAHUX
IOKYMEHTIB, IO HAKOMUYYIOTbCS B CTPYKTYPHHX MiApo3aiiax (po3mopsadi  TOKYMEHTH,
MIOJIOXKEHHS PO CTPYKTYPHI M APO3ILIH, TOCAIOBI IHCTPYKII TOIIO).

1.8. Jlo HOMEHKJIAaTypH CIIPaB HE BKJIOYAIOTHCS IPYKOBaHI BUIAHHS, JAOBIAHHUKH (Y TOMY
yrcyi TenedonHi), OroseTeHi, pedepaTuBHI KypHAIH, eKCIipec-iHpopMariis.

1.9. Homenkiatypa copaB 3akjany (3BelleHA) CKIANAcTbcs 3a YHI(DIKOBAHOW (POpPMOIO,
HaBENICHOW y 000amkKy 20.

1.10. HomenknaTypy crpas 3akiany opOpMITFOIOTE TaK, SIK BU3HAYEHO Jai.

I'pada 1 micTuth 1HGOpPMALIIO PO 1HAEKC TOKYMEHTA, SIKUH BigoOpakae HOMep pO3Iijy Ta
MOPSIAKOBUH HOMEP TOKYMEHTA y PO3.ILII.

Y rpadi 2 3a3HavyaeThCA Ha3Ba 3arojioBKa chpaBu. He JO3BOJNSIETHCS BXKUBAHHS B
3aroJIOBKax CIpaB HEKOHKPETHHX (POPMYIIFOBaHb («MaTepiany, «3arajbHe JIMCTYBAHHI», «BXIIHA
KOPECTIOHACHIIST», «BUXIAHA KOPECHOHACHLIS», «(PiHAHCOBA MOKYMEHTaWis» TOLIO), & TAaKOX
BCTABHUX CJIIB 1 CKJIQITHUX CUHTAKCHYHUX 3BOPOTIB.

3aroyioBOK CHpaBU CKJANAETLCS 3 €JIEMEHTIB, IO PO3MIIIYIOTBCA Y TaKii MOCIIJOBHOCTI:
Ha3Ba BHUAY CIpaBU (JMCTYBAHHS, *KYPHAJ, KHUra TOLIO) YM BHAY IOKYMEHTIB y crmpasi (Hakasy,
MPOTOKOJTH, aKTH TOIIO), aBTOP JNOKYMEHTIB (HailMEHYBaHHSI 3aKJiaay, CTPYKTYPHOTO MiAPO3ILTY ),
KopecrnoHAeHT ado aapecaT (HaliMeHyBaHHS YCTAHOBH, 0 SIKOi apecoBaHi abo BiJ sIKOI HamiHIILTH
JOKYMEHTH); CTHCIHI 3MICT JOKYMEHTIB cnpaBu (IHUTaHH:, 3 SIKOTO (POPMYETHCS CIpaBa), Ha3Ba
perioHy (TepuTopii), 3 SIKUM TIOB SI3aHUH 3MICT NOKYMEHTa, naTta (mepioja), OO SKOi HaleXkKaTh
TOKYMEHTH CIIPaBH;, BKa31BKH HA HASIBHICTb KOMIH JOKYMEHTIB y cripasi (y pa3i motpedn).

Skmo chopaBa CKIAAaeTbCsl 3 PI3HUX 32 BUIAMH JOKYMEHTIB, IIOB SI3aHUX OJHUM
KOHKPETHHM THUTAHHSM Ta TIOCJIIOBHICTIO BEICHHS MIJIOBOACTBA (CyMOBI, CJia4i, OCOOOBI TOIIO),
BXKHMBAOTb TEPMIH «crmpaBay, Hampukian. «QOcobosea cnpasa Ileanuenxka Bonooumupa
Mukonaiiosuuar.

Y 3aroioBkax chpae, LIO MICTSATh IOKYMEHTH 3 OJHOrO IUTAHHS, HE IIOB’sI3aHi
MOCJTI TOBHICTEO BEJIEHHS MPOLEAYP ALIOBOMCTBA, BXKUBAETHCS TEPMIH «JOKYMEHTUY, a MICJIsl HOTO
B JIy’)KKaX 3a3HAYAIOTHCS OCHOBHI BHIW JOKYMEHTIB CIPaBH, HaNpHKIaA: «/JoKymenmu (niaunu-
epaiku, ankemu, 006iOKU MOUL0) NPO NPOBEOEHHA 0210y CMAHY OL106OOCMEA MA APXi6HOY
cnpasu y 3ak1adiy. TepMiH «TOKYMEHTH» BXKHBAETHCS TAKOXK Y 3aroJIOBKax CHpaB, IO MICTATH
IOKYMEHTHU — AOAATKH 10 OyAb-IKOrO HOPMATHBHO-TIPABOBOTO akTa ad0 Hakasy 3akjany. Y TakoMy
pasi BUIOBHH CKJIaJ JOKYMEHTIB HE 3a3HAYAOTh, HANPUKJIAL: «JJOKyMEHTH 10 IPOTOKOJI B 3aC1AaHb
MearoriYHOl Paay 3aKIany».

Y 3arojoBkax ChpaB, NPU3HAYEHUX Ui TPyNyBaHHA JOKYMEHTIB OXHOTO BHAY,
3a3HAYAKOTHCS BUI JOKYMEHTA Y MHOKHHI Ta aBTOpP JOKYMEHTIB, Hanpukian: «Hakasu 3 ocHOBHOI
TISLTBHOCTI 3aKJIAIy».

VY 3arojioBkax CIpaB, L0 MICTATh JHUCTYBaHHS, 3a3HAYAIOTBCA KOPECIIOHIEHT 1 CTHCIHUI
3MICT JOKYMEHTI B, HAIIPUKJIAA: «/Iucmysanns 3 ynpasiinuam (6i00iiom) oceimu npo »

Y 3aromoBkax CHpaB, IO MICTSATh JIMCTYBaHHS 3 KOPECIOHIEHTAMH, ONHOPITHHUMH 32
XapaKkTEePOM JisUIbHOCTI, TaKi KOPECTIOHACHTH HE MEPESiuyrOThCs, a 3a3HAYAETHCS 1X y3arajbHeHe
HaIMEHyBaHHS, HANPUKIAL, «/IUCMYBARNA i3 3ACHOCGHUKOM 3 RUMIAHD M

Y 3arojoBkax CHpaB, IO MICTITh JUCTYBaHHA 3 PI3HUMH KOPECIIOHAEHTAMH, TakKi
KOPECIIOHACHTH HE 3a3HAYAIOTHCS, HANPHUKIAN. «JIMCTyBaHHS MNPO OpPTaHi3alli0 IiIBUIIECHHS
¢axoBoi kBasiikawil NegaroriyHNIX MpaLiBHAKIB 3aKIaTY.

VY 3aronoBkax crpas, IO MICTSTh IUIAHOBO-3BITHY JOKYMEHTAINIO, 3a3HAYAETHCS MEPion
(Micsib, KBapTas, MiBpivYsi, piK), B SKOMY IUIAHYEThCS CTBOPEHHS NOKYMEHTIB, abo mepiox ix
(aKTUYHOTO BUKOHAHHS, HAPUKNIAL: «Piunuil nian pobomu 3axiady na 2021/2022 n.p.».

Ilin 9ac pO3MIIIEHHS 3aroJIOBKIB CIPaB Y HOMEHKIATypl BPaxOBYIOTBCS BaXJIHUBICTh
IOKYMEHTIB, BKJIFOUEHHX OO CIIPaBH, iX B3a€MO3B’s130K. Ha modaTky po3MIIIyIOTBCS 3arojOBKU
CIIpaB IIOAO JOKYMEHTIB, sIKi HAaIIWIUIA BiJl OPraHiB BUINOTO PiBHS, Aaji — MIOAO OpraHi3aLiifHO-




po3mopsAa4ol TOKYMEHTallli 3aKiany, JJUCTYBaHHA TOWO. Y KOXHIH 3 IUX TPYI TOKYMEHTH TaKOX
PO3MIIIYIOTHCS 3 YPaXyBaHHIM BaKIMBOCTI Ta CTPOKIB 30€piraHHsl.

BkasiBky Ha HasBHICTH KOIH JOKYMEHTIB Yy CIpaBi PO3TALIOBYIOTH ICIHS 3arojoOBKa,
Hanpukian: «Hakazu 3 ocnoenoi disnvnocmi 3axnady 3a 2020 pix (konii)».

I'pada 3 HOMEHKJIATYpH 3alOBHIOETHCS HAMPUKIHLI KaJEHIAPHOTO POKY, KOJH BiaOMa
KUJTBKICTh C(HOPMOBAHHMX TOMIB, YaCTHH CITPABH.

VY rpadi 4 HOMEHKIATypu 3a3HAYAIOTHCS CTPOKM 30€piraHHs CIpaB, HOMEPH CTaTed 3a
TUMOBUMH (TaJly3€BHMHU) TEpesikaMH JOKYMEHTIB 13 3a3HAU€HHSAM CTPOKIB iX 30epiraHHs,
TUITOBUMH 1 PUMIPHUMH HOMEHKJIATYPAMH CITPAB.

JlomycKaeThCst MOCUIIAHHS Ha Psil CTaTel MepesiKy HJOKYMEHTIB 13 3a3Ha4eHHSIM CTPOKIB iX
30epiranHs (y TOMy 4YHCHI PI3HUX NEPENiKiB, SIKIIO 3aCTOCOBYIOTBHCS THIOBHH 1 ramyseswuii). Ilpu
I[LOMY CTPOK 30epiraHHs 3a3HAYA€ThCS BIATIOBITHO O CTATTI, IO BCTAHOBJIIOE HAWOLIBIIUI CTPOK
30epiraHHsi.

Jnsd  [MOKyMeHTIB, He mependaveHnx [IIOYMMH TepelikaMH, CTPOKH —30epiraHHs
BU3HAYAIOTHCS Ha MijcTasl ix BuBueHHs EK 3akmany.

Jnsa cnpas, chOpPMOBAaHMX 13 THPAKOBAHUX KOIIH JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranHs «J{oku He MUHE MOTpeday HEe3aIeKHO Bl CTPOKY 30epiraHHs OpUTiHAJIB JOKYMEHTIB (Y
TOMY YHCHI 1 AN AOKYMEHTIB MOCTIHHOrO CTPOKy 30epiraHHsi) Oe3 MOCHJIaHHA Ha CTATTIO
BiJINIOBI THOT'O TIEPEJTiKy JOKYMEHTIB 13 3a3HAUYEHHIM CTPOKIB iX 30epiraHHs.

Ctpok 30epiranns cnpaBu «J{mst ciaykKO0OBOro KOPUCTYBAaHHS» HE BCTAHOBIIOETHCSA, & Y
BiZNOBITHI# rpadi HOMEHKJIATYPH CIIPaB MPOCTaBIAEThCs No3Hauka «EK» (ekcriepTHa komicis).

Y rpagi 5 «IIpumiTka» poONATbCA TMO3HAYKH MPO TEPEeXigHI CIPaBH; MPO CIPaBH, IO
BEAYTHCS B €JIEKTPOHHIH popmi; mpo mocanoBux ocid, BiANOBIJaIbHUX 32 (OpMyBaHHS CIIpaB; MPO
nepeaady CrpaB 10 apXiBYy 3aKJIay YU 1HIIUX YCTAHOB AJIS X MPOAOBKEHHS TOLIO.

1.11. HomenknaTypa cmpaB 3akjiajy IIANHCYETbCS OCOOOK,  BIANOBIJANBHOK 34
OpraHi3alio AiJIOBOCTBA Y 3aKJal, Bi3yeThCs MOCATOBOK OCOOOK0, BIATIOBIIAIBHO 33 apXiB, Ta
cxBamoeThesa EK 3aknany.

1.12. HomeHknaTypa CHpaB 3akJaAy [MiJAra€ TOTOMKEHHIO 3 BiJMOBIIHUM JEP>KaBHUM
apxiBoM (mia 3akmaziB, siki GopmyoTe HA®) abo CXBaJ€HHIO OpPraHOM BHINOrO PiBHA (st
3aKiaziB, siki He popmyroTe HA®) onmH pa3 Ha ATk poKiB 200 HEBIAKJIAAHO B pa3l iICTOTHUX 3MIH
y BJIACHOCTI MaiiHa, CTPYKTYpI, PYHKLISAX Ta XapakTrepi poOOTH 3aKiany, BTPATH YHHHOCTI THIIOBUM
(ranmyszeBuM) MepeslikoM JOKYMEHTIB 13 3a3HAYE€HHSIM CTPOKIB iX 30epiraHHs.

1.13. Tloromkena EITK  BiANOBIMHOTO AEpPKaBHOTO apxiBy HOMEHKJIATypa CIpaB
3aTBEPKYETHCS KEPIBHUKOM 3aKJIaay.

1.14. HomeHknaTypa CHpaB 3akjafgy CKJIAJAeTbCsl Y YOTHUPbOX HpuMipHUKax. Ilepramii
(HenOTOpKAaHHUI) MPUMIPHHUK 3BEIECHOI HOMEHKIIATYPU CIpaB 30epiracTbCs y BiAIMOBINAJIBHOI 3a
IJIOBOJICTBO OCOOM, APYIHil — BHKOPUCTOBYETHCS SIK POOOUHUH, TPETii — mepenaeTsesi 10 apXiBy
3aKiany sl 3A1MCHEHHS KOHTPONEO 32 (POPMyBaHHSAM CIpaB, HUETBEPTHI — HAICHIIAETBHCA IO
BIZINOBITHOI AepyKaBHOI apXiBHOI yCTAHOBH, apXiBHOT'O BiAALITYy MICBKOi paau abo opraHy BHUILOTO
PIBHSL.

1.15. HomeHknaTtypa cmopaB CTPYKTYPHOTO MiAPO3IIY 3aKJIaAy CKJIAJAEThCsl y OBOX
npuMipaukax. OAMH TPUMIPHUK HOMEHKJIATYPH TEPeNaeThcsl BIAMOBINAJIBHIA 3a OpraHi3aliio
I1JI0BOACTBA 0CO01.

1.16. IlpoTsiroM pOKy CTPYKTYpHI miapo3aum (TocaaoBl ocoOu) 3a0e3meuyroTh BeIEHHS
HOMEHKJIATyp CHpaB, 30KpeMa 3a HEeOOXIZHOCTI BHOCATh OO HUX 32 TIOTOIKEHHSM 3
BIJIMOBIAAJIbLHUMHU 32 JIJIOBOACTBO Ta apxiB Oco0amMu HOBI CHpaBH, He MependadeHi YHHHOKO
HOMEHKJIATypOIO CIIPaB, 3aCTOCOBYIOYH MTPH LIbOMY PE3EPBHI HOMEPH HATPUKIHLI HOMEHKJIATYPH.

1.17. HampukiHLi pOKYy HOMEHKJATypa CIHpaB 3akjaay OOOB’SI3KOBO 3aKPHUBAETHCS
MACYMKOBUM 3aIMCOM, IO MAMHCYye ocoba, BIAMOBINAlbHA 3a MAIIOBOACTBO 3akiany. lIpo
(bakTHYHY HasBHICTb 3aBEJIEHHX 3a PIK CIIPaB MOBIIOMIISIETHCS MMOCAOBa 0c00a, BiANOBIJANIbHA 32
apxis.

1.18. IToromxena 3 EINIK BignosigHOro nepskasHoro apxiy (EK oprany Bummoro piBHs)
HOMEHKJIATypa CIHpaB 3akjany HAMPHUKIHII KOXKHOTO POKY YTOYHIOETHCS, NEPEAPYKOBYETHCS,
3aTBEPKYETHCA KEPIBHUKOM 3aKJIaAy Ta BBOIUTHCS B if0 3 01 CiYHSI HOBOTO POKY.

2. ®opMyBaHH CIIPaB
2.1. Ilix yac popMyBaHHS CIIpaB CJIiA TOTPUMYBATUCS TAKUX 3arajIbHAX MPABUI:



BMIIIYBAaTH Yy CHPaBH TiJbKHM BUKOHAHI JOKYMEHTH BIANOBIAHO OO 3arojOBKIB CIIPaB y
HOMEHKJIATYpi;

IPYIyBaTH y CHpaBH JOKYMEHTH, BHKOHAHI MPOTATOM OIHOTO KAJIEHAAPHOTO POKY, 32
BUHSTKOM TNEPEXiJHUX CIpPaB Ta CYIOBUX CHpaB (BEXyTbCsS MPOTATOM KUIBKOX POKIB 10 iX
3aBepIIEHHs), 0CcO00OBUX crpaB ((OPMYIOTECS MPOTATOM TMepioAy podotm ocodu y 3akyami),
JOKYMEHTIB 3aKJIaly, IO XapaKTePU3YIOTh OCBITHIN npouec (GOpMyrOThCs 32 HABYAJIBHUH PiK);

BMIIIYBaTH Yy CHOpaBd Jnmie opuriHanu abo y pasi iX BIACYTHOCTI 3acBim4eHl B
YCTaHOBJIEHOMY TOPSIZIKY KOMIi TOKYMEHTIB,

HE JOMyCKAaTH BKJIOYEHHS [0 CIPaB YOPHOBUX, OCOOUCTHX JTOKYMEHTIB, PO3MHOXKEHUX
KOMi# Ta TOKYMEHTIB, IO MiJISITA0Th TTOBEPHEHHIO,

IO CIpaBH BKJIFOYATH AOKYMEHTH TIJIBKH 3 OOHOTO IHUTAHHA a0 TPyHH CIOpPIIHEHHX
MUTaHb, IO CTAHOBJIATH €UHUN TEMATUIHUN KOMILIEKC,

OKpEeMO TpPyIyBaTH y CIHPaBHd AOKYMEHTH MOCTIHHOTrO, TpuBaioro (monan 10 pokis),
THMYaCOBOTO 30epiraHHs;

3a obcsAroM cmpasa mocTiiHOro Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs He MOBHHHA
nepesuiyBatu 250 apkymiB (He Oibiie 40 MM 3aBTOBIIKH).

2.2. JIOKyMEHTH IPyNYIOTHCS Y CIIPABH B XPOHOJIOTIYHOMY Ta/ab0 JIOTIYHOMY TMOPSIIKY.

2.3. IlonosxeHHs1, MpaBmiia, IHCTPYKIIi TOIIO, 3aTBEPIKEHI HAKAa3aMH, IPYMyIOTECS Pa3oM 13
3a3HAYEHUMH JOKYMEHTaMH. SIKIIO BOHHU 3aTBEPIIKEH] SIK CAMOCTIHHI JOKYMEHTH, X (GOpPMYIOTH B
OKpeMi CTIIpaBH 3a BHIAMH | XPOHOJIOTIERO.

2.4. Haka3u 3 OCHOBHOI AlsUIBHOCTI 3aKJIaay, 3 aJAMiHICTPaTUBHO-TOCIIONAPCHKUX MUTAHb, 3
KaIpOBUX NHUTaHb 3aKjany (THMYAacOBOrO 1 TPHBAJIOrO CTPOKIB 30epiraHHs), Hakasu 3 pPyxy
YUHIB/BUXOBAHLIB TPYMYIOTHCS Y Pi3HI CIIPABH.

Haxkasu 3 xappoBux nutadb (0COOOBOTO CKJIany) PYIYIOTBCS BIAMOBIAHO A0 iX BHAIB Ta
cTpokiB 30epiranHs. He mo3BoisieTbCsi TpymyBaTH pa3oM Hakasu Tpusasoro (75 pokiB) Ta
tuM4acoBoro (5 pokiB) 30epiranHsa. JIOWIBHO TpHW BEJUKHX OOCATaX TOKYMEHTIB Haka3u 3
KaIpOBUX NHTaHb (OCOOOBOTO CKJIAAy), IO CTOCYIOTBCS PI3HUX HANPSMIB IisUTBHOCTI 3aKiIamy
(npuitmManHs Ha poOOTY, 3BIJIBHEHHS, MTPEMIFOBAHHS, BIPAKEHHS, BIANYCTKH TOLIO), TPYITyBaTH B
OKpeMi crpaBu. KO Pi3HUX BHIIB HAKa31B 3 KaJPOBUX MUTaHb (0COOOBOTO CKIIAAY) CTBOPIOETHCS
HE3HaUHa KiJBbKICTh, X JO3BOJIIETHCS TPYIyBaTH 32 CTPOKAMHU iX 30epiraHHs: B ONHY CIPaBy -
HAKa3U TPUBAJIOTO CTPOKY 30epiraHHsl, B 1HINY - TAMYACOBOTO CTPOKY 30epiraHHs.

2.5. JIOKyMeHTH 3aCi/iaHb KOJIET1aJbHIX OPraHiB IPYIYIOTHCS Y 1Bl CIIPABU:

MPOTOKOJIN 1 TOKYMEHTH 10 HUX (JOMOBI/1L, AOBIAKH, MPOEKTHU PiLIEHb TOIIO);

IOKYMEHTH 3 Oprasizauii 3aciganb (MOpSAOOK HEHHUH, MaKeT pO3MILIEHHS, CIUCOK
3aMPOIISHHUX TOMIO).

2.6. IlpoTokonu 3acigaHb KOJETIATBHUX OPraHiB TPYNYIOTECS Y CIIPaBU B XPOHOJIOTIYHOMY
nopsiiKy 1 3a HOMepamu. JIOKyMEHTH 1O 3aciiaHb 3a3HAYEHHX OpPraHiB CHCTEMATH3YIOThCS 3a
JaTaMd Ta HOMEpPaMH MPOTOKOJIB, a B MeXaxX TIPyHmd JOKYMEHTIB, IO CTOCYIOTBCS OITHOTO
MPOTOKOJTY, — 32 MOPSIAKOM ACHHUM 3aCi TaHHSI.

2.7. Jlopy4eHHs yCTaHOB BHUIIOTO pIBHA 1 JOKYMEHTH, TOB’sI3aHI 3 X BUKOHAHHSIM,
TPYNyIOTBCA Y CHOpaBU 3a HaNpsiMaMd JisUTbHOCTI 3akiany abo 3a aBTOpaMH 1HIMIATHBHHUX
IOKyMeHTiB. JIOKYMEHTH y HEBEJUKIH KIJIbKOCTI TPYMYIOTBCS B OJHY CIIPpaBy. Y CIpaBi JOKYMEHTH
CHUCTEMAaTHU3YIOTBCS 32 TaTAMH JOPYYEHb.

2.8. 3aTBep/oKeHl IUIAHM, 3BITH, KOLITOPUCH, THUTYJIbHI CIHCKH TPYNYIOTBCS Yy CIPaBU
OKpPEMO BiJ IPOEKTIB LIUX JOKYMEHTIB.

2.9.JIuctyBaHHs TPYIYeETbCS 3a 3MICTOM Ta KOPECIOHACHTCHKOK  O3HAKOK 1
CHUCTEMATH3YETbCSI B  XPOHOJIOTIYHOMY TMOPSIAKY: IOKYMEHT-BIAIOBIAb PO3MIIIYETHCS 32
TOKYMEHTOM-3aITHTOM.

2.10. B ocoboBux crpasax, mo (GOpMYIOTHCS BIPOJOBK YChOrO 4acy poOOTH NpalliBHUKA Y
3aKiafi, JOKYMEHTH TPYNYIOTBCS B XPOHOJOTIYHOMY TMOPSIAKY B MIPy iX HaIXOMKEHHS
(monoBHEHHsT) (3as1Ba MPO MPHUIMaHHS Ha poOOTY, MUCBMOBUN TPYIOBUI TOTOBIP (KOHTPAKT), KOMIi
ab0 BUTATH 3 HaKa3iB PO NpUAMAaHHSA Ha poOOTYy, 0OCOOOBHI JTUCTOK 3 OONIKY KaapiB, JTONOBHEHHS
10 0co0OBOro JHCTKa 3 00Ky Kaapi, aBTobiorpadis, KOmisl macrnopra, Komist 0OJIKOBOI KapTKU
IUTATHUKA TOAATKIB (KpiM (i3MYHHUX 0Ci0, sIKl Yepe3 CBOi peiriifHi MepeKOHAHHS BlIMOBIISIOTHCS
BiJl IPUHHSATTS peeCTpaLiifHOro HoMepa oOJIIKOBOI KapTKHU IUIATHUKA MOJATKIB Ta MOBIOMIIIN PO
1€ BIJIMOBIIHUH KOHTPOJIOIOYHIA OpPraH i MarOTh BIAMITKY Yy MacCIOPTi), KOMis BIHCHKOBOTO KBUTKA
(Y pa3i HasgBHOCTI), KOIIil JTOKYMEHTIB MpPO OCBITY, HAYKOBHUH CTYyIMiHb, BUEHE 3BAHHS, 3aSBU PO



nepeBeficHHsT Ha iHmy poboTy (mocany), CyMICHHLOTBO, 3MiHy OlorpadiyHMX naHuWX, Komii ado
BUTSITY 3 HAKa31B MPO MEPEBEACHHS Ha 1HIIY poboTy (1mocany), CyMiCHHLTBO, KOIii JOKYMEHTIB, IO
€ TIACTaBaMHU JJIs1 HAJAHHS MUIbr (32 HAsIBHOCTI), KOMil MOKYMEHTIB INPO BHECEHHS 3MIH [0
OOJIKOBHX JOKYMEHTIB y 3B’ 513Ky 31 3MiHOIO OilorpadiyHux maHux (Tpi3BHINA, iIMEHI, IO OaTHKOBI),
XapaKTEPUCTUKH, KOMil TOKYMEHTIB MPO TiJBHUIICHHS KBamiQikaiii, CTaKyBaHHS, 3a0XOYECHHS
(HaropoKeHHs, MPEMIIOBaHHs), TOKYMEHTH 3 aTecTallll, 3as8a Mpo 3BUIBHEHHS 3 podoTH, Komii abo
BUTSITY 3 HAKa31B MO 3BIJIBHEHHS 3 poOOTH.

Jlo ocoboBoi cripaBu 0O0OB’SI3KOBO CKJIAAETHCS BHYTPIIIHINA OMUC, SIKUH PO3MIINY€ETHCS HA
MOYaTKy CIIPaBHU.

BinmomMocTi mpo CTATHEHHS, 3a0XOYEeHHs, BUKOHAHHS OOOB’SI3KiB TUMYAacOBO BIJCYTHHOTO
NpaLiBHUKA, 3aMIIIEHHS BAKAHTHOI MOCAIN BHOCSTBCS O JOMOBHEHHS 1O OCOOOBOIO JIMCTKA 3
00Ky KanapiB.

2.11. 3BepHEHHS TPOMAJSH 3 NMHUTaHb POOOTH 3aKiany Ta BCl JTOKYMEHTH 3 iX po3rysigy 1
BUKOHAHHS IPYMYIOTHCS OKPEMO BiJl 3B€pPHEHb IPOMAJISIH 3 0OCOOMCTUX nHUTaHb. KOkHE 3BepHEHHS 1
IOKYMEHTH 3 HOro po3msAy CKIAJAI0Th Y CIpaBl caMocTiiiHy rpymy. [loBTOpHI 3BepHEHHS i
OOKYMEHTH 3 {X PO3IIIsIAy CHCTEMATH3YIOTh Y CIIPaBH Pa3oM 3 MOMEPEIHI MU,

2.12. MeronuuHe KEpiBHULITBO 1 KOHTPONb 3a (POPMYBaHHSIM CHpaB y 3akiaal Ta i
CTPYKTYPHUX MiAPO3ALIAX 31 HCHIOIOTHCS 0cO0aMU, BIATIOBIIATPHIMHE 32 OPTaHI3aliio 1JIOBOJCTBA
Ta apXiB.

3. 30epiraHHsi AOKYMeHTIB y JLJ10BOACTBI

3.1. JIOKyMeHTH 3 MOMEHTY CTBOPEHHSI UM HAIXOMKEHHs 1 10 TIepeiaBaHHsI Ha 30epiraHHs B
apxiB 3akiany 30epiraroTbes 3a MicieM (JOpMyBaHHS CIIPaB BiATIOBIAHO 10 HOMEHKJIATYPHU CIIPaB.

3.2. BignosiganbHi ocoOu 30008 s13aH1 3a0e3neunTn 30epiranHs JOKYMEHTIB 1 CIIPasB.

3.3. s 30epiraHHs cnpaB y ALJIOBOACTBI BUKOPUCTOBYIOTH KAPTOHHI TEKH 13 KJIAlIaHAMHU
abo 3ap’si3kaMu, KapTOHHI a00 TMIaCTMacoBl IIBUAKO3IIMBAdi. Y poOOYMX KIMHATaxX CIPaBU
MOBHHHI 30€piraTuch y BEPTHKAJIbHOMY TOJOXKEHH] y madax, 1o 3aKpuBar0Thes. s miaBUIEeHHS
OTEPATUBHOCTI PO3LIYKY AJOKYMEHTIB CIIPaBH PO3MIINYIOTHCS BiIMOBITHO 10 HOMEHKJIATYPH CIIPAB.
Ha xopiHIsIX 0OOKJIAIMHOK CITPaB 3a3HAYAOTHCS 1HASKCH Ta 3ar0JIOBKH 32 HOMEHKJIATYPOO CIIPAB.

3.4. Maruitai cTtpiukn Ta nmposi Hocii iHPopmamii 3 QoHOrpamaMu 3aciiaHb
KOJIET1aJIbHOT'O OpraHy 30epiraroTbcsl B Horo cekperaps. Ha crpiumi 1 kopoOii poOUThCs BiaMITKa
po Aaty 3acimanHs 1 4ac 3anucy. Cekperap KoJeriaJbHOro OpraHy BiATIOBIAE 3a X 30epiraHHs.

3.5.Bupaua crnpaB y TUM4YacOBe KOPUCTYBAHHS IpPaliBHUKAM 3aKJIaAy 3O1HCHIOETBCS 3
MUCHMOBOTO JIO3BOJIy KepiBHMKA 3akiany. Ha Bumany crnpaBy CKIanaeTbCsl KapTKa-3aMiHHHK. Y
KapTLi 3a3Ha4Yar0ThCsl HAWMEHYBaHHA CTPYKTYPHOTO MIAPO3ALITY, 1HAEKC CIIPaBH, 3arojIOBOK
crnpaBy, fata ii Bumayi, ocoba, sIKiil cripaBy BUIAHO, aTa ii MOBEPHEHHS, MANMUCH OC10, sIKI BUAAIN
Ta NPUIHSIIN CIIPABY.

IlocanoBa ocoba, sika BuAajna Ta NPUHHsAIA CHpaBy, 3000B’s3aHa 3MIHCHUTH TEPEBIPKY
HAsIBHOCTI TOKYMEHTIB y CIIPaBi.

He no3BomsieThCst BHIABaTH y THUMYAacOBE KOPUCTYBAHHs MpPALliBHUKAM 3aKJIaay OKpeMmi
TOKYMEHTH 31 CTIpaB.

3.6. HamanHs cnpaB y TUMYacOBEe KOPHCTYBAaHHS 3IIHCHIOETBCS He OLbIn SK HAa OOUH
MiCSILIb.

3.7. BunyueHHs1 OpWTiHAJIB JOKYMEHTIB (CIIpaB) JOMyCKAE€TbCS 3 JIO3BOJY KepiBHUKA
3aknany.

3.8. YV pasi BTpaTH MOKYMEHTIB 1 CIpaB, IO YUCISTHCS 32 HOMEHKJIATYPOK), CKJIANAa€ThCs
BIITIOBIAHUM aKT (Dodamok 21).

V. KOMIVIEKTYBAHHSA APXIBY
1. 'xepeJia KOMILIEKTYBAHHSA Ta CKJaJ JOKYMEHTIB apXiBy

1.1. JlIokyMeHTH 3 Pi3HUMH BUIAAMH MaTepialbHUX HOCIiB iH(pOpMali MOBHHHI 30epiraTucs
B apxiBi 3aKJIay OKPEMO.

1.2. ApxiB ynpaBiiHCBKOI JOKyMEHTAL1 30epirae:

3aKiHYEHI Yy IMOTOYHOMY AIJIOBOACTBI JOKYMEHTH MOCTIHHOro Ta TpuBajoro (moHan 10
pOKiB) 30epiraHHs, CTBOPEHI y 3aKiai;

JOKYMEHTH 3 KaAPOBHX MHUTaHb (0COO0BOrO CKJIay) MpaLiBHHUKIB 3aKJIany;

TOKYMEHTH 3aKJIaJliB-TIONePEAHHKIB,



JOKYMEHTH OCOOOBOrO TIOXOKEHHsI MpauliBHUKIB 3akniany (y4HIB/BUXOBAHLIB), $Ki
BiZirpaJii MEBHY POJb B iCTOPil PO3BUTKY Ti€l UM 1HIIOI chEepH KUTTEMISIBHOCTI KpaiHu abo ii
OKpPEMOTO PETioHY, 110 Ha i HIIJIN Ha TMiICTaBl 3as1BH X BIIACHHKA;

IPYKOBaHI BHIAHHS, IO OMNOBHIOIOTH ApXiBHI JOKYMEHTH, HEOOXiTHI JUIsi HayKOBO-
METOANYHOI Ta iH(OpMaLiiTHO-TOBIIKOBOI pOOOTH apXiBy;

JOBIIKOBHIA Ta OOJTIKOBUH amapar 10 apXiBHUX TOKYMEHTIB.

2. Bumoru 10 o(popMiIeHHSI CIIpaB, 0 NiAJISITAI0Th ApXiBHOMY 30epiraHHio

2.1. CrpaBu 3akyiaqy miajisiraroTh OPOPMIICHHIO Mif Yac 1X 3aBeICHHS Y J1JOBOACTBI Ta IiJ
9ac M ArOTOBKY iX Ha apxiBHE 30epiraHHs.

2.2. OdopmiieHHs1 crpaB 3AIACHIOETBCA (PYHKUIOHATBHUMH ocobaMu  (IpaLliBHUKAMHU
CTPYKTYPHUX MiAPO3ALNIB) i METOAUYHUM KEPiBHUIITBOM OCI0, BIIMOBIJATBHUX 33 A1JIOBOACTBO
Ta apXiB 3aKJIAmY.

2.3. 3anexxHO BiJ CTpOKIB 30epiraHHs OKYMEHTIB 3M1HCHIOETBCS MOBHE a00 YaCTKOBE
(cporene) ohOpMIIEHHS CIIPaB.

JIOKyMeHTH TUMYacoBOro 30epiraHHs, cpOpPMOBaHI y CHpaBH, 30epiraloThCsl y TeKax
(mamkax) 13 3aB’si3KaMH, LIBUIKO3LINBAYaX, HE MiJLIUBAIOTHCA 1 HE HYMEPYIOTBCS (32 BHHSATKOM
NEePBUHHOI OyXrajrepcbkoi HOKyMeHTalii Ta [dOKyMeHTIB 3 rpudom «Jlms  ciyxxboBoro
KOPUCTYBaHHs» Ta 1HIIUMH rpudaMu OOMEKEHOrO IOCTYIY), YTOYHEHHS €JIeMEHTIB O(OpPMIICHHS
OOKJIaIMHKU HE MPOBOIUTHCS.

Odopmnenns cnpas nocTiitHOro 1 TpuBasoro (rmonan 10 pokiB) 30epiranHs, y TOMy 4YHCII
CIIpaB 3 KaJpOBUX MHUTaHb (0COOOBOIO CKJIaNy), Mependadyae CUCTEMATH3AIIEO TOKYMEHTIB y CIIPaBi,
HyMepaLilo apKyliB y copasi, ckianaHsa (y pasi moTpedH) BHYTPIIIHBOTO OMUCY TOKYMEHTIB
CIPaBH, HAsIBHICTb 3aCBIIUYBAJIBHOTO HANKCY CIPAaBH MPO KiJBKICTh apKyIIiB 1 PO OCOOIMBOCTI
¢iznuHOro craHy Ta (OPMyBaHHsS CIpaBH, MAIIUBAHHA adO ONpaBleHHs CHpaBH, OPOPMIICHHS
OOKJIaIMHKHU (TUTYJIBHOTO apKyIla) CIPaBH.

2.4. Cucremarmsanisi TOKYMEHTIB y cmpaBl mnependadae pO3MIINEHHS AOKYMEHTIB 3a
XPOHOJIOT1 €10 HAAXOMKEeHHsT 00 CTBOPEHHSI (B1J CIYHS TIO TPYAEHB).

2.5. Hymepauist apKymiiB CIpaB 3O1HCHIOETBCS 3 METOH 3a0e3rneueHHs 30epeKeHOCT Ta
3aKpIIUICHHS TOPSIAKY PO3TAINYBAaHHS JOKYMEHTIB, YKIIOYEHHX y CIpaBy. YCl apKylll CIpaBd
HYMEpPYIOTh apabCbKMMHU L(paMi BaJIOBOIO HYMEPALI€K B MPABOMY BEPXHBOMY KyTi MPOCTUM
M’SIKUM OJiBIeM a00 MeXaHIYHMM HyMepaTopoM. ApKyIni 3acBiAYyBajbHOIO HAIHCYy Ta
BHYTpPIIIHBOIO OMNKCY HYMEPYIOTBCS OKpPEMO. 3aCTOCYBaHHsS HYOPHWJIA, NMAcTH ab0 KOJIbOPOBUX
OJIBLIB JUIsI HyMepalii apKylliB CIpaBH, apKyLIiB 3aCBIIYyBAJbHOIO HAMUCY Ta BHYTPIIIHBOTO
OMHUCY 3a00POHSAETHCS.

ApKymni crpas, IO CKJIAMAIOThCA 3 ASKIJIBKOX TOMIB a00 YaCTUH, HYMEPYIOThCS B KOKHOMY
TOMI (Y4aCTHHI) OKPEMO.

dotorpadii, KpecaeHHs, miarpaMH Ta iHII UIFOCTPATHBHI JOKYMEHTH, IO € OKPEMHUMH
apKyllaMU B CIIPaBl, HYMEPYIOTHCS Ha 3BOPOTHOMY OOLIl B JIiBOMY BEPXHBOMY KYTi.

Apkym ¢opmary, Oinbioro, Hixk popmar A4, MiAMIMBAETHCS 3 OTHOTO OOKY 1 HYMEPYEThCS
SIK OIVH apKyIl Y MPaBOMY BEPXHBOMY KyTi, a MOTIM (asbLIOeThCs Ha popmat A4.

ApKyIIl 3 Hariyxo HakJeeHUMH HOKyMeHTaMHu ((PortorpadisimMu, BUpI3KaAMH, BHIMCKAMHU
TOIIO) HYMEPYETbCSA SIK ONMH apKkyml. SKmo 10 AOKyMEHTa MiAKJICEHI OJHUM OOKOM 1HIII
JOKYMEHTU (BHPI3KH, BCTABKH JIO TEKCTY, MEPEKJAIHN TOLIO), TO KOXEH JOKYMEHT HYMEpPYeTbCS
OKpPEMO.

[TigmuTi y cripaBu KOHBEPTH 3 YKJIAIEHHSIMH HYMEPYIOTbCS BAJIOBOKO HYMEPALI €0 apKyIIiB
CIIPaBH, MPH LIbOMY CIIOYATKY HYMEPYEThCSI KOHBEPT, a MOTIM KOJKHE BKJIAZICHHS B KOHBEPTI.

[MigmwTi y cropaBd JOKYMEHTH 3 BJIACHOKO HYMEpAILIE€H apKymiB 30epirarTb Taky
HYMepallito, SKIIO BOHA BIAOBIIA€ TOCIIOBHOCTI PO3TAIyBaHHS apKYIIIB Y CIIPaBi.

Y pa3l HasgBHOCTI 0OaraThbOX MOMWJIOK Yy HyMepalii apKylliB CIpaBd B ALJIOBOACTBI
3MIACHIOETBCA iX TepeHyMepalisi, MiJ 4ac KOl CTapi HOMEPH 3aKPECHIOIOTHCS ONHIEID CKICHOI
PHICKOIO 1 IOPSIZT CTABUTHCSI HOBUI HOMEpP apKylIla.

Y pasi HasBHOCTI OKPEMHUX TIOMIJIOK Yy HyMepalil apKylliB CIpPaBU OOIYCKAE€THCS
3aCTOCYBaHHS JITEPHUX HOMepiB apkymiB (135-a, 135-6 Tomo).

2.6. BHyTpiluHiii OMHUC TOKYMEHTIB CKJIAAAEThCS IO JESIKUX KaTeropidl crpas, IO MiCTATb
VHIKQJIbHI JOKYMEHTaJbHI NaM SITKH, NOKYMEHTH 3 rpudom «lns ciayk00BOro KOPHCTYBaHHSY,
0c000BI, CyTIOBO-CJIiI 14l CIIPABH, CIIPABH, HA3BH SIKUX HE IMOBHICTIO PO3KPUBAIOTH iX 3MICT TOLIO.



BHyTpimHIf ONMUC CKIaNA€eThCs HA OKPEMOMY apKylli 3a (pOPMOIO, IO MICTHTH BIIOMOCTI
PO TIOPSIIKOBI HOMEPH TOKYMEHTIB CIPaBH, iX 1HAEKCH, OAaTH, 3aroJIOBKM Ta HOMEPU apKyIliB
CIPaBH, Ha SIKUX PO3TALIOBAHUH KOKEH JTOKYMEHT.

J10 BHYTPILIHBOTO ONHCY CKJIANAETHCS MMiICYMKOBUH 3aIUC, Y SIKOMY HaBOISATBCS L(ppaMu
Ta CJIOBAMH KUJIBKICTh JTOKYMEHTIB, IO BKJFOYEHI A0 OMHUCY, Ta KIJIBKICTh apKyILliB BHYTPILIHBOTO
onucy. BHyTpimHIf onvc miaAnUCyeThes HOro yknamadem. JKIo CrpaBy OMPaBICHO a0 MiAIUTO
nonepenHbo 0e3 BHYTPIIIHBOTO ONUCY, TO HOro ONaHK MiAKICIOETHCS MO BHYTPILIHBOTO OOKY
JULIBOBOI OOKJIATUHKU CIIPABH.

3MIHM CKJIay TOKYMEHTIB CTIpaBH (BKIIOYEHHS JOJATKOBUX TOKYMEHTIB, 1X BUKJFOYEHHS,
3aMiHa OpPHWIiHAJIB KOMisIMU TOLIO) BimoOpakaroTecsi B rpadi «IIpumiTku» 13 MOCHIAHHIM Ha
BIANOBIHI JOKYMEHTH (HaKas3W, aKTH TOLIO) 1 O BHYTPILIHBOTO OMNHCY CKJIAAA€ThCS HOBHH
T ICYMKOBUH 3aITHC.

2.7. 3acBiiuyBaJIbHUN HAMWC CIPABU CKJIATAETHCS 3 METOK OOJIKY KIJIBKOCTI apKylliB Y
crnpasi Ta (ikcauii ocodmuBoCcTeH 1X HyMeparii.

3acBiqUyBAIbHUN HAMHUC CKJIAJAETbCS HAa OKPEMOMY AapKylli, IO BMILIYETBCS B KIHIU
CIpaBH, Y IPYKOBAHHUX MPUMIPHHUKAX cIpaB (00JIIKOBI )KypHaIH, 3BITH TOIIO) - HA 3BOPOTHOMY 0011
OCTaHHBOT'O YHUCTOTO aPKYIIA.

VY 3acBiAuyBaJbHOMY HANMCl 3a3HAYAIOTHCA LU(paMu 1 JITepaMH KUIbKICTb apKyLIiB Y
CIpaBi Ta OKPEMO UYepe3 3HaK «+» (IUTF0C) KIJIbKICTh apKYIIiB BHYTPIIIHBOTO OIMUCY, SIKIIO BiH €.

VY 3acBig4yBaJbHOMY HamNHCl 3aCTEPITalOThCS Taki OCOONMBOCTI HyMepalii JOKYMEHTIB
CIIpaBH:

HAsIBHICTb JIITEPHUX Ta MPOMYIIEHUX HOMEPIB apKyIIiB;

HOMEPH apKyIlIiB 3 HaKJIeeHUMU (poTorpadisiMu, KPECIEHHSIMH, BUPI3KaMH TOLIO;

HOMEPH BEJIMKO(POPMATHUX APKYIIIB,

HOMEPH KOHBEPTIB 3 YKJIAJECHHSIMH 1 KUJIBKICTh apKYLIIB YKIIaIEHb.

3acBiA4yBaJIbHUN HAMKC MiAMUCYETHCS 0COOOK0, sika Horo ckyana. Yc¢i HACTYIHI 3MIHH B
CKJIaJi Ta CTaHl CrpaBy (TIOMIKOAKEHHs apKyIIiB, 3aMiHa JOKYMEHTIB KOMIsIMH, IPUETHAHHS HOBUX
JOKYMEHTIB TOIIO) 3a3HAYAIOThCA Y 3aCBIAYYBAJILHOMY HAIUCI 13 TOCHMJIAHHSIMH HA BIATIOBITHUN
BUIPABIOBYBAJIbHUI TOKYMEHT (HaKa3, aKT).

VY pasi 3HagHOrO 00CATY MEepeHyMepanii apKywiB y Chpasl B KiHII i CKJIATAETbCS HOBHI
3acBiuyBajbHUi Hamuc. CTapuil 3acBiUyBaJbHUN HAIMUC 3aKPECITIOETHCS 1 30€piraeTecsi y Crpasi
MOCTIFHO.

2.8. OnpaBneHHss cHpaB 3OIHCHIOETBCS 3 METOW 30epekeHHs iX (PI3UUHOro CTaHy.
JIOKyMEHTH, IO MICTATBCS Y CIpaBi, MiAIIHUBAIOTE HA YOTUPU MPOKOJH CHEHIATbHAMHA CYPOBUMHU
HuTKamu abo napatsoro. Crpasu moctifiHoro, tpusajoro (moHan 10 pokiB) 30epiraHHs Ta 3
KaIpOBUX NHTaHb (OCOOOBOTO CKJIaly) OMPABISIOTHCS Yy TBEPAY OOKIaguMHKY 3 KapToHy. [lpm
LIBOMY METaJIEBl CKPIIICHHS (CKPIMKH, IIMWIBKN) BHJIYYatOThCS 3 JOKYMEHTIB.

ITig yac ompaBneHHs adO MAIINBAHHSA JOKYMEHTIB CIIPaBH HE JO3BOJIIETHCS TOPKATUCS X
TEKCTy. SKIIO TEKCT AOKYMEHTIB HaIPYKOBAHO HAATO ONM3BKO MO IX JIIBOrO Kparo, TO MOTPIOHO
HApOCTUTH KOPIHLI JOKYMEHTIB MarepoM Ti€i caMoi SIKOCTI, IO W HOCIT TEKCTy JOKYMEHTIB.

VY pasi HasBHOCTI y crpaBi He3aTpeOyBaHUX OCOOHUCTHX JAOKYMEHTIB (TPYyAOBHX KHUKOK,
MOCBITY€Hb, AWIJIOMIB, aT€CTaTiB, CBIAOLTB TOIIO) Lii JOKYMEHTH BKJIAAIOTBCA B KOHBEPT, SIKUI
MIAIIUBAETBCSA OO ChpaBu. SKIMO TaKuX MOKYMEHTIB 3HA4YHA KUJIbKICTh, BOHHU BIJIyYAKOTbCS 3i
CIPaBH 1 Ha HUX YKJIAAETHCS OKPEMUH OIHC.

2.9. Ilepen nmepenaBaHHSIM CIIPaB O apXiBY 3aKJIAAy B TEKCT Ha 1X OOKIaAUHKAX (TUTYIBHUX
apKyliax) BHOCSTBbCS HEOOXIJHI yTOUHEHHS, MEePeBiPs€ThCS BIATIOBIAHICTD 3arOJIOBKIB CIIpaB Ha
OOKJIaIMHKaX (TUTYJBHUX JIUCTAaX) 3MICTy MIAIIUTHX TOKYMEHTIB (3MICT JOKYMEHTIB CIpPaBU
BiJOOpa’KaeThCs Y 3aroJIOBKY YiTKO, CTHCIIO, y3arajJbHEHO, 0€3 BTPAaTH KOHKPETHUX XapaKTePUCTHK
o0’exta omucyBaHHs). Y pasi moTpeOu M0 3arojioBKa CIPaBU BHOCSTHCS JONATKOBI BIIOMOCTI
(TIpOCTaBIAOTECA HOMEPH Haka3iB, MPOTOKOJIB, BUAM 1 (POPMH 3BITHOCTI, BKA31BKH Ha HASIBHICTb
KOMiH JOKYMEHTIB y CIpaBi). 3arojiOBOK CIpaBy Ha OOKJIQAWHIN Mae BIATOBINATH 3aroJIOBKY B
OIHUCI CTIPaB CTPYKTYPHOTO M APO3ALITY.

Ha oOxmaguHkax cnpaB (TUTYJIBHHX apKyllax) IMPOCTaBISIIOTBCS HaTH JTOKYMEHTIB,
YMIIIEHUX y KOXKHY CTpaBy. SKIIO cripaBa CKIANAEThCS 3 KIJIBKOX TOMIB (YaCTHH), TO HA KOXKHOMY
3 HUX MPOCTABIISIOTHCS KPaiiHl 1aTH JOKYMEHTIB (IIOYaTKy Ta 3aKiHYEHHS CIIPaB).

VY pasi 3a3HaU€HHsS] TOYHUX KAJEHAAPHHUX JaT 3a3HAYAIOTHCS YHCIIO, MicsIpb 1 pik. HYucno 1
pIK TO3HAYArOThCS apabCbKMMU LU(pPaMu, Ha3Ba MICSI MHIIETHCS CIOBOM. SKIO Yy crpaBy



BKJIFOYEHO JOKYMEHTH (JIOATKH TOIIO), AaTH SAKUX BHXOISATH 3a KpailHI JaTH CIpPaBH, TO HUXKYE
JaTH CIIPABU 3 HOBOTO PsiIKa POOHUTHCS MO Lie 3armuc «Y CIpaBi € JOKYMEHTH 32 pokm». Jatu
MOJKYTh HE 3a3HAUaTHCs Ha OOKJAAMHLI (THUTYJbHOMY apKylll) CTpaB, IO MICTATH PiuHI IUIAHU Ta
3BITH, OCKLJIbKM BOHU BiIOOPaKEH] Y 3ar0JIOBKAX CIPaB.

Ha oOknanuHkax crnpaB (TUTYJIBHHMX apKyllax) 3a3HAYarOTh KiJBbKICTH apKYLIB Yy CIpasi
BINOBITHO 1O 3acBiAYyBajibHOro Hammcy (0e3 BpaxyBaHHS apKyIliB BHYTPIIIHBOTO OIUCY Ta
3aCBIT4yBaJBHOTO HAITUCY).

Ha oOknmamuHil cmnpaBd B NpaBOMY BEPXHBOMY KyTi Ta HW)KHBOMY JIBOMY KyTi
3a3HAYAETHCS apXiBHUHA MHQP CrpaBH (3a MOTOMKEHHSM 3 apXiBOM 3aKJaay HOMEPH 3BEIEHOTO
OMHUCY 1 apxiBHOro (OHAY, HOMEp CIPaBH 3a 3BEACHUM OIMHMCOM MPOCTABISIOTHCS B apxXiBi IMiCI
3aTBEP/KEHHsSI 3BENEHOr0 Omucy cmpaB). /[as mpocraBieHHs apxiBHOro mupy Moxe
3aCTOCOBYBATHUCS IITAMIL

VY pasi 3MiHM HaiiMeHyBaHHs 3akjany (i CTPyKTYPHOTO MiAPO3ALNY) MPOTATOM IEPiOAy,
SAKUA OXOIUTIOIOTh JOKYMEHTH CIpaBH, a0o0 Tix uac mepenadi CIpaBU [0 1HIIOl yCTAaHOBU
(CTpYKTYypHOrO TiAPO3ITYy) Ha OOKIAIUHIN CHpaBH (THTYJBHOMY JIUCTI) 3a3HAYAETHCS HOBE
HalMEHyBaHHS 3aKJany (CTPYKTYPHOTO MiAPO3ALITY), a IoNepeHe OepeThest B TYIKKH.

Hanmcu Ha oOxnagwHKax crpaB MOCTIHHOrO Ta TpuBasoro (monHax 10 pokiB) 30epiraHHs
POOIATHCS YITKO YOPHHUM CBITIIOCTIMKMM YOPHUIIOM 200 MacTor.

Y pasi BMilIeHHS Yy CIHpPaBy HAJIEKHUM YHHOM OGOPMIIEHOTO THUTYJIBHOTO apKylla,
BUTOTOBJICHOTO JIPYKApPChKHM CIOCOOOM, Ha OOKJIAIWHII CIPaBH 3a3HAYAIOTHCS JIMIIE HOMEPHU
apxiBHoro (oHIy, Omucy 1 cmpaBu. 3a0OpPOHSETHCS HAKJICIOBAHHS THUTYJBHOIO apKylla Ha
OOKJIaINHKY CIIPaBH.

3. Ckuagannsa Ta o) OpMIIeHHS OMUCIB CTIpPaB

3.1. 3aknagm 3000B’s13aHI OMHMCYBAaTH AOKYMEHTH MOCTiIHHOrO Ta Tpusajoro (moHax 10
pokiB) 30epiraHHs, 3 KaApOBUX NMUTaHb (OCOOOBOTO CKJIAMy) Yepe3 piK MiCJs 3aBEePIICHHS CIIPaB y
I1JIOBOJCTBI.

3.2. Ha cnpaBu tuM4acoBoro (mo 10 pokiB) 30epiraHHs ONMUCH HE CKJIANArOThCS. Y pasi
JKBiAaMii 9¥ peopraHizaii 3aKiaay Takli OIHCH CKIATar0ThCst 000B’ A3KOBO.

3.3. Onumcu cnpaB 3aKjany CKJIAAAITHCS IOPOKY MOCAAOBOI OCOOO0, BIMOBIAAIBLHOK 32
I1JIOBOACTBO Y 3aKJIaJli 332 METOIMYHOI JOIOMOTH apXiBY 3aKjamy.

3.4 Homep ommcy crnpaB 3akjaay MOBUHEH CKJIAmaTHUCS 3 LU(PPOBOrO TMO3HAYEHHS 34
HOMEHKJIATypOI0 CIpaB 3 JOAABAHHSM IIOYATKOBOi JITEPU HA3BU KaTeropii AOKYMEHTIB, INO
BKJIFOYAIOTBCSL 10 OMHUCY, Ta YOTHPHOX LUGP POKY, B SKOMY pO3MOYATO CIPABH, BKIIOUEHI 0
ormucy. Hampukian, omucu cmnpas mocTiiiHoro, tpusanoro (monan 10 poki) 30epiraHHs Ta 3
KaJpOBUX NUTaHb (OCOOOBOrO CKJIaAy) CTPYKTYPHOro miapo3ainy Ne 5 mo oOJKOBYIOTBCS 3a
HOMEHKJIaTyporo crpas 1 posmouati y 2020 pomi, Oynyts matu Taki Homepu: S IT - 2014; 5 T -
2014; 5K -2014 a6o 5 OC -2014.

3.5. ITix yac ckamaHHs OMHUCIB CIIPAB CJIiJ JOTPUMYBATHCS TAKUX BUMOT:

CTPaBU KOXKHOTO POKY CKJIAJAIOTh PiYHUN PO3ALI OIUCY CIIPAB,

MOPSIIOK HyMepallii CripaB B OMHCY - BAJIOBUH 3a KIJIbKA POKIB;

3aroJIOBKH CIPaB BHOCSTH O OMHUCY BIATIOBIAHO AO MPHUHHATOI CXEMH CHCTEMAaTH3aLlii, sIK
MPaBWJIO, HA OCHOBI HOMEHKJIATYpH CIpaB (3a HEeOOXITHOCTI 3arOJIOBKH CIPAB PENarylOThCs Ta
YTOYHIOIOTHCA),

KOXKHY CIIPaBy BHOCSITb O OIMHUCY MiJl CAMOCTIHHUM MOPSIKOBUM HOMEPOM (SIKIIO CIIpaBa
CKJIAJIAEThCS 3 KIJIBKOX TOMIB, KOJKEH TOM OTPHUMYE OKPEMHUH HOMED, SIKIIO CIpaBa CKJIATAETHCS 3
KIJIBKOX YaCTHH OJJHOTO JOKYMEHTA, TO KOXKHA YaCTHHA OTPUMYE OKPEMHUH HOMED),

y pa3i BHECEHHS IO OMUCY MiAPSA KUIBKOX CIPaB 3 OJHAKOBUM 3aroJIOBKOM TIOBHICTIO
HABOJATH JIIIE 3ar0JIOBOK MEPIIO] CIIpaBy, a BCl 1HII OXHOPIAHI CIIPABH MO3HAYAOTH CJIOBAMH «TE
came», OTHAK PEIITy BIJIOMOCTEH MPO CIIPaBU 3a3HAYAIOTh MOBHICTIO (HA KOXKHOMY HOBOMY apKy I
OIHCY 3aroJIOBOK BiATBOPIOIOTH MOBHICTIO),

rpadu OMUCY 3aMOBHIOIOTH BIATIOBIIHO JO BIIOMOCTEH, BUHECEHUX Ha OOKJIaJHHKY
(TMTYJBHMIA apKYII) CTIPaBH,

rpada omucy «IIpuMiTka» BHUKOPHCTOBYETBCA IS BIAMITOK MPO OCOOIMBOCTI (PI3UYHOTO
CTaHy CHpaB, MPO Iepeaady CHpaB IHIIMM CTPYKTYPHHM IMiAPO3IiJaM, NMPO HAsSBHICTb KOTIH
JOKYMEHTIB y CIIpaBi.

3.6. st posmoniyly CHpaB BIAMOBIIHO A0 CXeMHU CHCTeMaTu3ailli mependadeHo Taki
npaBuJIa;



CIPaBU BIHOCATBHCS O TOTO POKY, B SIKOMY iX 3alpOBaIMJIU B J1JOBOACTBI ab0 B SIKOMY
BOHU HaIHILTN 10 3aKJIaAy s TPOAOBKECHHS,

IUTAHY, 3BITH, KOIITOPUCH W TOKYMEHTH 10 HUX BIJHOCSITBCS IO TOTO POKY, Ha sIKUH abo 3a
SIKMH 1X CKJIAZEHO, HE3aJIEXKHO B JATH 1X CKJIAJaHHS;

NEePCIEeKTHBHI TUIAHU BIJHOCATH 1O TOYATKOBOIO POKY iX nii, a 3BITH 3a IIl POKH - JI0
OCTaHHBOTO POKY 3BITHOTO IEPIOAY.

3.7. Onmicu cpaB BeIyThCS MPOTATOM KIJIBKOX POKIB 3 BUKOPHCTAHHSIM €IMHOI HACKPiI3HOI
HyMepauii. CripaBu KOKHOTO POKY CTAHOBJISITH PIYHUH PO3/ILIT OIHUCY.

3.8. V KiHIl OMUCY 3aMOBHIOETHCS MiICYMKOBUH 3aITUC 13 3a3HAYEHHAM K1JIbKOCTI (1rdppamu
1 cioBaMmu) crpaB, IO OOJIKOBYIOTBCS 3a OIKCOM, MEPIIOr0 i OCTAHHBOIO HOMEPIB CIpaB 3a
OIHCOM, & TAKOJK OOYMOBIIFOIOTBCSI OCOOIMBOCTI HyMepauii crpaB B onuci (JITEpHI Ta MPOMYIIEHi
HOMEpH CTIPaB).

3.9V piuHui pO3dia OMHCY CIpPaB BHOCSTHCS TAKOXK CIPABH, HE 3aBEPIICHI MPOTSITOM
KaJICHOAPHOTO POKy. Y TaKWX BUIMAJAKAX Yy KiHII PIYHUX PO3ALIIB OMUCY KOXKHOTO HACTYITHOTO
POKY, MPOTSATOM SIKOT'O CTIPaBH MPOIOBXKYBAJIMCS B IIJIOBOJICTBI, 3a3HA4AEThCs: «JJokyMeHTH 3a Liei
PIK IMB. TAKOX y PO3MLII 32 piK, Ne ». I'padm 4, 5 popmu onucy He 3aMOBHIOIOTHCA.

3.10. Onuc cnpaB 3akjiaay MIAMUCYEThCS YKJIagadeM 13 3a3HAYEHHSIM HOro MOCaH,
TIOTO/IIKYETHCS 3 0COOOK0, BIIMOBIJATBHOIO 32 JIJIOBOJICTBO 1 3aTBEPXKYETHCS] KEPIBHUKOM 3aKJIAy.

3.11. Omuc crpas 3akyiafy CKJIQNAETHCS Y ABOX NMPHUMIPHHUKAX, OIMH 3 SIKHUX IEPEIaeThCs
pa3oM 3i ClpaBaMu IO apXiBy 3aKjaay, a IHIIWH 3aJUIIAETbCS K KOHTPOJBHUN NMPHUMIPHHUK Y
CTPYKTYPHOMY ITiIPO3ILIII.

3.12. Ha ocHOBI OmuCiB crpaB apxiB 3akKjany T'OTYE 3BEIEHI OMHCH CIpaB MOCTIHHOIO Ta
TpuBasioro (moHan 10 pokiB) 30epiraHus, 3 KaAPOBUX MUTAaHb (OCOOOBOTO CKIIANY).

4, llepenaBaHHs CIpaB 10 apXiBYy 3aKJaay

4.1. Cnpasu noctifiHoro ta tpusajoro (moHax 10 pokis) 30epiranss, 3 KaJpOBUX NMHUTaHb
(ocoboBoOro ckjiaay) depes IBa POKH MiCIsA 3aBEPIISHHS X BEACHHS B AUIOBOJCTBI MEPEAAIOTHCS 10
apxiBy 3aKJIaay B YIOPSIKOBAHOMY CTaHl JUIsl MOJAJBIIOTO 30epiraHHs Ta KOPUCTYBAHHS.

Cmpasu noctiiiHoro ta tpusasoro (moHan 10 pokiB) 30epiraHHs mepenarThCs A0 apXiBY
3aKJIaly 3a OMUCAMU.

4.2. Cnpasu tumuacoBoro (mo 10 pokiB BKIOYHO) 30epiraHHs MOXYThb NMEPeIaBaTHCS 1O
apxiBy 3aKJIaay 3a PIIIEHHSIM HOTO KepiBHUKA 32 YMOBH HAasiBHOCT! B HbOMY BLJIBHUX TUIOIL.

Cnpasu TumyacoBoro (1o 10 pokiB BKITIOYHO) 30epiraHHs MepenaroThCs IO apXiBy 3aKIany
3a HOMEHKJIATYPOIO CIpaB a0o, Ha PO3CY[ 3aKJaay, 3a 3[4aBAJIbHIMH OINHMCAMHU JOBUIBHOI (pOpMH,
HOMEPHU SIKHX MarOTh NMO3HAUKy « TM».

4.3 IlepenaBaHHs CIpaB MO apXiBy 3akjiany 3iHCHIOETHCS 3a TpadikoM, MOTOMKEHUM 3
(b yHKIIOHAIBHUMH 0CO0aMU 1 3aTBEPIYKEHIM KEePiBHUKOM 3aKJIaay.

4.4. SIxmo okpemi CIpaBH HEOOXIOHO 3aJHLINTH JJII MOTOYHOI poOOTH, apxiB 3aKiamy
oopmisie BUady CrpaB y THMYACOBE KOPUCTYBAHHSI.

4.5 TlinrotoBKa chpaB Ui TEpeNaHHsS 1O apxXiBy 3aKiajy BKJIOUAE MEPEBIPKY
NpaBWIBHOCTI (OPMYBAHHS JOKYMEHTIB Y CIpPaBH, BIATOBIAHICTb 3aroJIOBKIB CHpPaB 3MICTY
BMIIIIEHUX JI0 CIIPaB JTOKYMEHTIB, OQOPMIICHHSI JOKYMEHTIB KOXXHOI cripaBH, 0OpMIICHHS CIIPaB Ta
BiZINOBITHICTh CIIPAaB HOMEHKJIATYPI, 3aTBEPIKEHI i KeP1BHIKOM 3aKJIany.

Y pasi BuUsBICHHS He#onikiB y ¢QopmyBaHHI Ta O(OpMIEHHI CHpaB BiAIOBIJANbHI
npaiiBHUKH 30008’ s13aHl 1X YCYHYTH.

4.6. [lpuiiMaHHS-TIepeaBaHHS KOJKHOI CIIPAaBH 3]11MCHIOETHCS MPALi BHUKOM apXiBy 3aKJIady
y TPUCYTHOCTI TNpauiBHUKA 3aKjany, SKHH mepenae ymnopsakoBani Ta opopmiteHi crpasu. [lpu
I[bOMY B KO’KHOMY MPHMIPHHKY OIUCY CIIPaB POOJIATHCS MO3HAYKH MPO NPUHHATTA Ti€i abo 1HIIOl
cnpaBu. Y KIHII KOKHOTO NMPHUMIPHUKA OMUCY CIpaB POOIsAThCA HU(pamMHu Ta CIOBAMH NMO3HAYKHU
npo (pakTUYHY KUIBKICTH CIpaB, IO MEepenaHi 10 apxiBy 3akjady, HOMEPH CIpaB, IO BiACYTHI,
IaTy TpUAMaHHA-TIEPEAAaBaHHS CIPaB 1 CTABIATHCS MIAMUCH OCIO, sIKi 3MaBalM Ta MpUAMAIH
CIIpaBH.

5. I'paHH4YHI CTPOKH THMYACOBOr0 30epiraHHs JOKYMEHTIB B apxiBi 3akjaay

5.1. YCTaHOBIIOKOTBCS TaKi TPAHUYHI CTPOKH TUMUYACOBOTO 30€piraHHs JOKyMEHTIB B apXiBi
3aKyany:

s nokymeHTtiB BepxoBnoi Pagn Ykpainu, Anminictpauii Ilpesunenra Ykpainu, Kadinery
Minictpis Ykpainu, Koncturyuitinoro Cyny Ykpainu, Bepxosroro Cyay, Bummoro cyny 3 nmurasb
IHTeNeKTyalnbHOI BJACHOCTI, Bwumoro aHTukopymuiiHoro cyny, l'eHepanbHOI NpPOKypatypu



VYkpaian, LlearpanpHoi Bubopuoi komicii Ykpainu, Paxynkosoi nanatu Ykpaiau, HanionansHOro
Oanky YKpaiHW, MIHICTEPCTB, 1HIIMX LEHTPAJIbHUX OPTraHiB BHUKOHABYOI BIAaIU Ta IEP’KaABHUX
oprasiB 1 6e3mocepeHbO MANOPAIKOBAHHUX iM OpraHizamiii - 15 pokis;

s nokyMeHtiB BepxoHoi Pamu Asronomnoi PecnyOmikm Kpum 1 Pagum minicTpiB
AptoHoMHOI Pecriybmiku Kpum, obnacHux, Kuiscbkoi Ta CeBacTONMONBCHKOI MICBKHUX paj i
JepsKaBHUX aIMiHICTpallidi Ta Oe3mocepeqHbO MiAMOPSAKOBAHUX 1M OpraHi3amii, amessiiiHIX
CYHiB, $IKI YTBOPIOIOTBCS B amNeNSILIHHMX OKpyrax, anejsiiifHuX aJAMIHICTPATHBHHUX CYIIB,
aneNsiHHIX ~ TOCHOAAPCHKUX  CYAIB, OKPYXXHHX  aJMIHICTPAaTUBHHX  CYAIB, OKPYKHHX
rOCIOAAPChKUX ~ CYAIB, PEriOHAJBHUX TPOKYpaTyp, BIMCBKOBHUX TPOKYpaTyp peEriOHIB,
TEPUTOPIANbHUX OpPTraHiB LEHTPAIbHUX OPTaHiB BUKOHABYOI BIaau - 10 poKis;

I TOKYMEHTIB paiiOHHMX, palioHHuMX y wmictax Kwuesi ta CeBacronomi aepykaBHUX
aAMIHICTpaLlil, OpraHiB MICIIEBOIO CAMOBPAAYBaHHS Ta O€3MOCepenHbO MiANOPSAKOBAHUX 1M
Oprasizauiii, OKpy>KHUX CY/IB, SIKI YTBOPIOIOTECS B OTHOMY a00 JEKIJIbKOX paliOHaxX 4u paioHax y
MmicTax, abo y wicti, abo y paiioHi (paiioHax) 1 wmicTi (MicTax), TEpUTOPIAIBHUX OpTaHiB
LIEHTPAJIbHUX OpPTaHiB BHKOHABYOI BJAHM, & TAKOX CUIBCbKOTOCHOAAPCHKUX MIANPUEMCTB - 5
POKiB;

IUIA 3aIHCIB aKTIB LHUBLIBHOTO CTaHy, 3alHCiB HOTAaplajbHUX [l 1 CYHOBUX CIIPas,
IOKYMEHTIB 3 KaJpOBUX NHTaHb (0COOOBOro CKJaay), TOCHMOJAPCHKUX KHHUT, JOKYMEHTIB 3
NpUBaTH3ALI] JKUTIOBOTO (POHAY - 75 pOKiB.

5.2. Ctpokn 30epiranHs MIOAO KOHKPETHUX JOKYMEHTIB MOXYyThb OyTH 3MiHEHI 3a
MOTOJKEHHSIM 3 BIJTIOBITHOIO JEPKaBHOK AapPXiBHOK YCTAHOBOK), aPXiBHUM BIAIJIOM MiCBKOI
panu. I[IpogoBxkeHHsI CTPOKIB 30epiraHHs TOKYMEHTIB B apXiBl 3aKJady AOMYCKAETHCS 3a MOTpedu
KOPUCTYBaHHS TOKYMEHTaMH 31 CITy>)KOOBOKO METOI0, Y pa3l HEMOXIIMBOCTI MPUHHATH TOKYMEHTH
Ha 30epiraHHs 10 AepKaBHOI apXiBHOI YCTAHOBH, apXiBHOI'O BiJALITY MiCIEBOI pay.

5.3. Tlicnst 3aKiHYEHHs] TPAHUYHUX CTPOKIB 30epiraHHs NOKyMeHTH, BigHeceHi no HAD,
nepenarThesl Ha MOCTiiiHe 30epiraHHs O BIATIOBIAHOTO MiCLIEBOTO apXiBYy.

VI. OPTAHIBAIIA AIJIOBOACTBA 3A 3BEPHEHHSIMHU I'POMA/ISTH
1. 3aranbHi NoJ0KeHHs

1.1. 'pomanstHn  YkpaiHM MAarOTh NPaBO 3BEPHYTHUCS [0 3aKJaliB 13 3ayBaKEHHSIMH,
CKapramu Ta MPOMO3UIISMHU, IO CTOCYIOTBHCS IX CTATYTHOI AISUTBHOCTI, 3asBOK a00 KJIOTIOTAHHSIM
IIO/I0 peasizamnii CBOiX MpaB 1 3aKOHHUX 1HTEPECIB Ta CKapTrok0 MPO iX MOPYIIEHHS.

Ocobwu, skl He € TpOMaAsTHAMHI Y KPaiHU 1 3aKOHHO 3HAXOIAThCA Ha 11 TEPUTOPIi, MAIOTh TaKe
K TIPAaBO HA TIOAAHHS 3BEPHEHHs, K 1 TPOMAASIHM YKpaiHW, SKIO 1HIIE HE mnependadueHo
MI>KHAPOAHUMH JTOTOBOPAMHL.

1.2. ITix 3BEpHEHHSIMH TPOMAJSH CJiJ PO3YMITH BHKJIQJCHI B MUCHbMOBIH abo ycHiil gopmi
NPOMO3HULIT (3ayBakeHH:T), 3as1BH (KJIIOMOTAHHS) 1 CKapTH.

IIpono3uuisi  (3ayBaXeHHs1) — 3BEPHEHHS TPOMAJsiH, J€ BHCIOBIIOIOTBCS — IOPaja,
peKOMeHalis MO0 MiSTTbHOCTI 3aKJIaay.

3asBa (KJIOMIOTAHHs) — 3BEPHEHHSI TPOMASH 13 TPOXAHHSIM MPO CHPUSHHA peaizawii
3akpimieHnx KOHCTUTYLIEIO Ta YHHHUM 3aKOHOJABCTBOM iX IPaB Ta 1HTEpPECiB a0O MOBIJOMIICHHS
Npo TMOpPYIIEHHS YWHHOTO 3aKOHONABCTBA YW HEHONIKM B [iSJIBHOCTI 3aKjiaay, a TaKoX
BUCJIOBJICHHSI TYMKH IMOJO MOJIMIIEHHS WOro AisuibHOCTI. KIlOmoTaHHS — MUChMOBE 3BEPHEHHS 3
MPOXAHHIM MPO BU3HAHHS 32 OCOOOI0 BIATIOBIAHOTO CTATYCY, MPaB Yu CBOOO TOLIO.

Ckapra — 3BepHEHHsT 3 BHMOTOK TIPO TIOHOBJIEHHSI TMpPaB 1 3aXUCT 3aKOHHUX IHTEPECIB
IPOMAIsTH, MOPYLICHUX JisiMU (O€3A1sITbHICTIO), PIIIEHHSIMH 3aKJIaiB UM iX MOCATOBUX OCI0.

1.3. o pitens, niii (0e3aisIbHOCTI), sIKi MOXKYTh OyTH OCKap>keHi, HaJexXaTb Takl y chepi
yIPaBIIHCHKOI isLTBHOCTI, BHACIOK SIKHX:

MOPYIICHO IpaBa 1 3aKOHHI 1HTEPeCH YU CBOOOAH IPOMAISTHIUHA (TPYITH IPOMAISH);

CTBOPEHO MEPEIIKOAN I 31 HCHEHHSI TPOMAISTHUHOM HOTO TpaB 1 3aKOHHUX 1HTEPECIB UM
cBoOOI;

HE3aKOHHO TMOKJIAJeHO Ha TPOMAJIsIHMHA sIKi-HeOynb OOOB'sI3kM a00 HOro HE3aKOHHO
NPUTSTHYTO JIO BiTOBIAJTBHOCTI.

1.4. 3BepHeHHsT MOXKe OyTH MOAAHO OKpeMOor 0cobor0 (1HaMBiMyasibHE) a00 TPymor ocid
(KONEeKTHBHE).

1.5. 3BepHeHHSI MOKe OyTH YCHUM YU ITUCbMOBUM.



Y CHE 3BepHEHHSI BUKJIAAEThCS TPOMAITHUHOM Ha 0COOMCTOMY MpUiioMi abo 3a JOMOMOT OO
3aco01B Tee(OHHOTO 3B’ SI3KY Ta 3aAMUCYETHCS (PEECTPYETHCS ) TIOCAAOBOK OCOOOK0.

[TuceMoOBe 3BEpPHEHHS HAACUIIAETHCS MOLITOK a00 NMEePeNacThCss TPOMAATHUHOM 10 3aKJIaay
0cOOHMCTO YM yepe3 YNMOBHOBAXXEHY HUM OCOOy, MOBHOBaXKEHHs AKOI OQOpMIIeHI BiAMOBIIHO OO
3aKOHO/IABCTBA.

1.6. Y 3BepHeHHI Mae OyTH 3a3HAYEHO MPI3BUINE, 1M’si, IO OATHKOBI, MiCLIe MPOKUBAHHSI
IPOMaJsTHIHA, BUKJIAJACHO CYTh MOPYLICHOTO NMUTAHHSA, 3aYBAKEHHS, MPOMO3HULI1, 3asBH Y1 CKAPIH,
NPOXaHHs 4Yd BUMOTH. [TMChbMOBE 3BEpPHEHHS IOBUHHO OYTH ITiAMMCAHO 3assBHUKOM (3asIBHUKAMH) 13
3a3HAYEHHIM JaTH. Y 3BEpHEHHI TaKOXX MOXKe OyTH 3a3HA4YEHO €JIEKTPOHHY MOLITOBY aapecy, Ha
SAKY 3a$BHUKY MO>ke OyTH HaJliCJIaHO BIMOBI b, 200 BIIOMOCTI PO 1HIII 3aCO0H 3B 3Ky 3 HAM.

3BepHeHHs, odopmiiere 0e3 MOTPUMAHHS 3a3HAYEHUX BUMOT, MOBEPTAETLCS 3asBHUKY 3
BiJITIOBIAHAUMH PO3’ICHEHHSIMH HE TI3HIII SIK 4epe3 AECSTh IHIB BiJl THA WOTO HAIXOMKEHHS, KPiM
BUNAJIKIB, NepeadaueHnx MyHKTOM 8 [IbOTO TOAATKY.

1.7. I'poMasiHI MarOTh MPABO 3BEPTATUCS [0 3aKJIaAIB YKPaiHCHKOK MOBOIO.

1.8. 3BepHeHHst, O(QOPMJICHI HAJEKHUM YHHOM 1 MOJAaHI Yy BCTAHOBIEHOMY MOPSIIKY,
M1 JISral0Th 0OOB'SI3KOBOMY MPUHHSITTIO Ta PO3TIISIAY.

3a00pOHAETBCA BIAMOBA B MPUHHATTI Ta PO3TILiI 3BEPHEHHS 3 MOCHJIAHHAM HA MOJITHYHI
MOTJISIAN, TAPTIHHY HAJEKHICTb, CTaTh, BIK, BIPOCHOBIAHHS, HAIIOHAJBHICTH TPOMAISHUHA,
HE3HaHHSI MOBH 3BEPHEHHSI.

SIKII0 mUTaHHS, MOPYLIEHI B OJEPXKAHOMY 3aKJIAZIOM 3BEPHEHHI, HE BXOISATh IO HOro
NOBHOBa)X€Hb, BOHO B TEePMIH He Ouiblle N'ATH [HIB TNEPECHJIAETBCS HUM 32 HAJIEKHICTIO
BiZINIOBITHOMY OpraHy 4Yd MOCanoBifi 0cobi, PO IO MOBIIOMISIETECA TPOMAASHUHY, SKHHA MOAAB
3BEpHEHHs. Y pasl SKIO 3BEPHEHHA HE MICTUTh JaHUX, HEOOXIMHUX Uil TPUHHATTS
OOTpyHTOBAHOTO PILICHHS 3aKJIaOM, BOHO B TOH JX€ TEPMIH IOBEPTAETHCS TPOMAISHHUHY 3
BiITTOBIATHUMH PO3'SICHEHHSIMH.

3a00pOHAETHCA HANPABISITH CKapTy MPOMAJSTH U PO3MIISIAY THM OpraHaM a0o mocagoBUM
ocobam, 11ii UM piEeHHS IKUX OCKap>KYIOThCS.

1.9. IlucbMoBe 3BepHeHHs Oe3 3a3HAYEHHs MICHS TPOKUBAHHS, HE MIAIUCAHE aBTOPOM
(aBTOpaMm), a TAKOXK TakKe, 3 SIKOrO HEMOMJIMBO BCTAHOBHTH aBTOPCTBO, BH3HAETHCS AHOHIMHHM i
PO3TIISIAY HE MiJIsITaE.

He posrmsigaroTbesi 3akyiaioM MOBTOPHI 3BEPHEHHS BiJ OAHOTO 1 TOTO K I'POMAIsTHMHA 3
OJHOTO 1 TOTO X MHUTAHHS, SKIIO MepIle BUPILIEHO MO CYTI, Ta 3BEPHEHHS 0OC10, BUSHAHUX CYIOM
HEMi€3aTHUMH.

Pimennas mpo MPUNMUHEHHS PO3TIISIY TAKOTO 3BEPHEHHS NMPHUIIMae KePIBHUK 3aKiany, Mpo
110 TIOBIIOMJISIETBCST OCO0I, sIKa TIOJ1aia 3BEPHEHHSI.

1.10. 3ab0poHsIETHCS TIEpeCcyiIyBaHHS TPOMAJISIH 1 WIEHIB iX CiMel 3a MOJaHHS 3BEPHEHHS
710 3aKJIaJliB 32 KPUTUKY Y 3BEPHEHHI iX AisUTBHOCTI Ta PilE€Hb.

Hixto He mMoke OyTH NMPUMYIIEHHI A0 MOAAHHS BJACHOTO YH INANUCAHHSA KOJEKTHBHOIO
3BEpHEHHs a00 y4acTi B aKLisX HA MATPUMKY 3BEPHEHb 1HIINX 0C10 UM OpraHizamii.

1.11. He momyckaeTbcsi pO3TOJIOMEHHST OfePiKaHUX 13 3BEPHEHb BiIOMOCTEH Tpo ocoducTte
JKUTTS TPOMAJsTH Oe3 1X 3roau Ta iHIoi 1HpopMalli, SKIIO Ie MOPYIIye MpaBa i 3aKOHHI 1HTEpeCH
rpomansiH. He momyckaeTbesi 3'iCyBaHHS AaHMX NMPO 0co0y TpOMANsSHUHA, $IKI HE CTOCYOTBCS
3BepHEHHs. Ha mpoxaHHsS TrpoMajsHUHA, BUCJOBJIEHE B yCHIi (opMmi abo 3a3HaueHE B TEKCTI
3BEPHEHHSI, He MiJJIArae PO3roJIOMICHHIO HOro Mpi3BHILE, MiCLie TPOKUBAHHS Ta POOOTH.

Ils 3a00poHa He MOIIMPIOETHCS HA BHUMAJKU TOBIAOMIICHHS 1H(pOpMamii, MO MICTHTBCS Y
3BEpHEHHI, 0co0aM, sIKi MatOTh BiTHOLIEHHS 10 BHPIIICHHS CIIPABH.

1.12. izt 3akony «IIpo 3BepHEHHS rPOMASTH» HE MOIIUPIOETHCS HA TOPSIOK PO3IIISIAY 3asB
1 ckapr rpoMajsH, BCTAHOBJEHHH KPUMiHAJIBHUM NPOLECYaJbHUM, LUBIIBHO-TPOLECYATbHUM,
TPYAOBHUM 3aKOHOIABCTBOM, 3aKOHONIABCTBOM IPO 3aXHCT €KOHOMIYHOI KOHKYPEHIi, 3aKOHaMH
VYkpainu «IIpo cynmoyctpiit 1 cratyc cynaiey Ta «[Ipo moctym no cynoBux pimeHby», Kogexcom
aIMIHICTPATUBHOTO CyNOYMHCTBA YKpaiHu, 3akoHamu Ykpainu «IIpo 3acamu 3amoOiraHHs i
npoTHAil Kopymuii», «[Ipo BUKOHaBUYE MPOBAKEHHS.

1.13. JIinoBOACTBO LIOAO 3BEPHEHb MPOMAISTH BENETHCS y MOPSIIKY, SIKHH BCTAHOBIIOETHCS
miero [HCTpyKITErO.

1.14. 3aknamgu 3000B'sI3aHI PO3MVITHYTH TPOMO3MUIHi (3ayBaKeHHs) Ta IOBIAOMHUTH
IPOMAISTHIHA TIPO PE3YJIBTATH PO3TIY.


https://zakon.rada.gov.ua/laws/show/2453-17
https://zakon.rada.gov.ua/laws/show/3262-15
https://zakon.rada.gov.ua/laws/show/2747-15
https://zakon.rada.gov.ua/laws/show/2747-15
https://zakon.rada.gov.ua/laws/show/3206-17
https://zakon.rada.gov.ua/laws/show/3206-17
https://zakon.rada.gov.ua/laws/show/1404-19

1.15. 3aknanu 3000B's13aHI O0'€KTHMBHO 1 BYACHO pO3MISINATH 3BEPHEHHS, IEPEBIPATH
BUKJIaleHI B HHUX (paKkTd, NpUiiMaTH pIIIeHHS BIAMNOBIAHO 1O YHHHOTO 3aKOHOJABCTBA 1
3abe3nevyBaTH IX BUKOHAHHS, TIOBIJOMJISITU TPOMASTH MPO HACIIIKH PO3TIIAY 3as1B (KJIOTIOTaHb).

Binmnosinb 3a pesynprataMu po3rsiy 3asB (KJIOMOTaHb) B OOOB'SI3KOBOMY IMOPSIAKY NAETHCS
TUM 3aKJIQIOM, SIKHH OTPUMAaB LIl 3asiBH 1 10 KOMITETEHIIIi SIKOTO BXOINUTh BUPILICHHS MOPYLICHUX Y
3as1Bax (KJIOMOTAHHSAX) ITUTAHb, 32 I AITHUCOM KepiBHUKA ab0 0cobH, sika BUKOHYE HOro 00O0B'sI3KH.

PimmenHss mpo BIAMOBY B 3a/JOBOJIEHHI BHMOT, BHKIJIQJACHUX Y 3asBi (KJIOMOTaHHI),
TOBOMTHLCS IO BiAOMa rPOMAasHUHA Y MUCBMOBIH (opmi 3 mocuiIaHHsAM Ha 3akoH Ykpainu «lIpo
3BEPHEHHs] TPOMAJISIH» 1 BHKIQJCHHSM MOTHBIB BIIMOBH, & TAaKOX 13 PO3'SICHEHHSM MOPSAKY
OCKap>KEHHS PUIHSTOTO PIIICHHS.

1.16. Cxapra Ha Oii 4u pilICHHS 3aKJany MOJAETHCS Y TOPSIIKY MiJIETJIOCT] BULIOMY OpPTaHy
VOpPaBIiHHSA OCBITOKO Ta/ab0 3aCHOBHHMKY 3aKjiany, IO He Tmo30aBisge TrpoMaisiHUHA TIpaBa
3BEPHYTHUCS 10 CYAY BIAMOBIAHO 0 YMHHOTO 3aKOHOMABCTBA, & y Pa3l BiACYTHOCTI TAKOT'O OPTaHy
ab0 He3ronu rpoMaIsTHUHA 13 TPUIHATHAM 32 CKapror PilIeHHsIM — Oe31ocepeHbO 10 CYay.

1.17. Ilpono3unii (3ayBakeHHs), 3asBU (KJOMOTaHHs) Ta ckapru [epoiB PansHcpkoro
Corozy, T'epoiB Comiamicruanoi Ipami, oci® 3 iHBaJIIHICTIO BHACHIAOK BIHHH PO3TIISAAIOTHCS
KepiBHUKAMH 3aKJIaJliB OCOOHCTO.

1.18. I'poMasiHUH MOKe MOJATH CKapry ocodmcro ado Hepe3 YIOBHOBAXKEHY Ha L€ 1HIIY
oco0y. Ckapra B iHTepecax HEMOBHOJITHIX 0C10 MOMAETHCS iX 3aKOHHUMH MPEICTABHIUKAMU.

Jlo ckapru noar0ThCs AOKYMEHTH, HEOOXIHI It PO3MIISIAY CKaprH, siKi MCJs i po3risiny
MOBEPTAIOTHCS TPOMAISTHUHY.

1.19. Cxapra Ha pilneHHs 3akyiaay Moke OyTH IMomaHa OO OpPraHy YIPaBIiHHS OCBITOO
BUILOTO PiBHS Ta/ad0 3aCHOBHHUKY 3aKJaly MPOTATOM OZHOTO POKY 3 MOMEHTY HOro NMpUHHSTTS,
aje He TMi3HIIIE OJHOTO MICALS 3 Yacy O3HAHOMIICHHS TI'POMAASIHMHA 3 MPHHHSTHM PiLICHHSM.
Ckapru, nogasi 3 MOPYLIEHHSM 3a3HAYEHOTO TEPMiHY, HE PO3IJISAIOTHCSL.

[Iponymennii 3 MOBAXKHOI NPUYMHU TEPMiH MOKE€ OyTH TOHOBJIEHHH OPraHOM YU
II0CaI0BOK0 0CO00I0, IO PO3IIIAAE CKAPTY.

Piennst BUIIOTO OpraHy yIpasJiiHHs OCBITOK Ta/ad0 3aCHOBHHKA 3aKJIaAy, SKHH pO3risiaaB
CKapry, B pasl HE3roAu 3 HHUM TIPOMaJsHUHa MOXe OyTH OCKapK€HO [0 CyAy B TEpMiH,
nependayeHnii 3aKOHOABCTBOM Y KpaiHH.

1.20. I'pomMansiHuH, KW 3BEPHYBCS 13 3a5BOI0 Y CKAPTO0 10 3aKJIaay, MA€ MPaBo:

0COOMCTO BUKJIACTH apryMeHTH Oco0i, IO MepeBipsiia 3asBy YU CKapry, Ta OpaTtu ydacTb y
nepeBipIl MOAHOI CKApTy YU 3as1BY,

3HAMOMHTHUCS 3 MaTepiaiaMH NIEPEBi PKH,

MOJaBaTH TOATKOBI Marepiaiyu ado0 HAMOJSATATH Ha iX 3alUTi 3aKJIQJAOM, SIKHH PO3rIsifae
3as1By YU CKapry;

OyTH MPUCYTHIM NPU PO3TIISAL 3asIBU YU CKAPTH;

KOPUCTYBATHCA MOCIyraMu ocolu, sika 31 HICHIOE MPaBO3aXUCHY (PYHKIIO, O(OPMUBIIH 1€
YIIOBHOBAKEHHSI Y BCTAHOBJICHOMY 3aKOHOM TIOPSIZIKY;

OJIep>KaTH MUCbMOBY BIATIOBIAb MPO PE3YJIBTATH PO3TILY 3asBU YH CKaPTH,

BHUCJIOBJIFOBATH YCHO 20O MUCHMOBO BHUMOTY IIOAO AOTPUMAHHS TAEMHHLI PO3TISINY 3asiBU
YH CKapTHy,;

BUMAraTH BIJIIKOAYBaHHA 30UTKIB, SKIIO BOHU CTaJId pE3YJbTATOM MOPYLICHb
BCTAHOBJICHOT'O MOPSIZIKY PO3IJISIAY 3BEPHEHb.

1.21. 3aknanu y Mekax CBOiX ITOBHOBaYKEHb 3000B's13aHi:

00'eKTHBHO, BCEOIUHO 1 BYACHO MEPEBIPSATH 3asiBH YK CKAPTH;

y pasl NpUHAHATTSA pIIICHHS NpPO OOMEXEHHsS [IOCTYIy TPOMaJsHUHA O BiAOBITHOL
iH(popMaLli PU PO3TJIISIAL 3asIBU UM CKAPTH CKIACTU PO L€ MOTHBOBAHY BiMOBY;

HA MPOXaHHS TPOMAJISTHUHA 3aIpOLIyBaTH HOrO Ha 3aCiHaHHS 3aKJany, IO PO3TJsIIae HOro
3as1By YU CKapry;

cKkacoByBaTH a00 3MIHIOBATH OCKAapKyBaHl pIIIEHHS Y BHIAAKaX, MependadyeHnx
3aKOHOIABCTBOM YKpaiHH, SIKIIO BOHHM HE BIATIOBIAAIOTH 3aKOHY a00 1HIIMM HOPMATUBHHM aKTaM,
HEBIAKJIATHO BXXKUBATH 3aXO[iB 10 NMPHUITMHEHHS] HEMPABOMIPHHUX i, BUSBISITH, YCYBaTH MPUYUHH
Ta YMOBH, SIKI CIIPUSUTH TIOPYIICHHSIM,

3a0e3nevyBaTH TIOHOBIICHHSI OPYLISHUX MPAaB, PeajbHEe BUKOHAHHS MPHUHHATUX Y 3B'A3KY 3
3as1BOIO UM CKaproro PilleHb,



MUCHMOBO TOBIIOMJIITH TPOMAASTHIHA PO PE3yJIbTaTH MEPEBIPKU 3asBU UM CKAPTH 1 CYTh
NPUHHSATOTO PiLICHHS,

BXKMBATH 3aXO/1B OO0 BIIIKOAYBAHHS Y BCTAHOBJIEHOMY 3aKOHOM IOPSIAKY MaTepiajbHIX
30MTKIB, KO iX OyJNO 3aBAaHO TPOMAASIHUHY B PE3yJbTaTi MOPYLIEHHS HOro MpaB Y 3aKOHHUX
iHTepeciB, BUPILIYBATH MUTAHHS MPO BIANOBIAANBHICTE OCIO, 3 BHHHM SIKMX OyJIO IOIMYLIEHO
MOPYILICHHS,

y pasl BH3HAHHA 3asiBH UM CKaprd HEOOIPYHTOBAHOIO, PO3'SICHUTH MOPSIOK OCKApPKEHHS
NPUNHSTOTO HEO PilleHHS,

He JonyckaTy 0e3miACTaBHOI epeiadl po3risiay 3asB UM CKapr 1HIIUM OpraHaM;

0CcOOMCTO OpPraHi30BYBATH Ta NMEPEBIPSITH CTAH PO3IJISAAY 3asB YU CKapr IPOMAJIsH, BXKUBATH
3aXO/iB O YCYHEHHs MPHUYMH, IIO {X MOPOIKYIOTh, CHCTEMATHYHO aHANI3yBaTH Ta 1HPOpPMyBaTH
IPOMAZCBHKICTB PO Xif i€l podoTH yepe3 po3MiiueHHs iHpopMaLii Ha CaiTi 3aKiay.

1.22. 3BepHEHHS PO3TISINAIOTECS 1 BUPILIYIOTBCA Y TEPMiH HE OiJibllle OIHOTO MICSIS Bif
IHS X HAOXOIKCHHSI, a Ti, sKIi HE MOTPeOyIOTh NOAATKOBOI'O BUBYEHHS, — HEBIIKJIAIHO, ajie He
MI3HIIIE MSTHAILUATYA JHIB BiJ THS iX OTpUMaHHs. SIKIO B MiCSYHUN TEPMiH BHPIIINTH MOPYIIEH] Y
3BEPHEHH! NMHUTAHHS HEMOJMJINBO, KEPIBHUK 3aKJIajy BCTAHOBIIOE HEOOXITHHWHA TEPMiH sl HOro
PO3IIIsIAy, PO IO MOBIIOMIIIETECA 0CcO01, sika mojana 3BepHeHHs. [Ipu nboMy 3araibHUI TEpMiH
BUPILICHHS MUTaHb, IOPYIIEHUX Y 3BEPHEHH], HE MOJKE IMEePEBHUILYBATH COPOKA IT'ATH JIHIB.

Ha olrpyHTOoBaHy NHCEMOBY BUMOTY IPOMAaJSTHUHA TEPMiH PO3IIISAY MOXe OyTH CKOPOUYEHO
BiJl BCTAHOBJIEHOTO LI€0 CTATTEIO TEPMIHY.

3BepHEHHsI TPOMAJISIH, SIKI MalOTh BCTAHOBJICHI 3aKOHOAABCTBOM IJIBIH, PO3IJINAIOTHCS Y
NEePIIOYEPTOBOMY MOPSIAKY.

1.23. 3aknanu po3risiia0Th 3BEPHEHHS T'POMaJIsiH, He CTATYIOUH IIATH.

1.24. KepiBHuKH 3akiaiB 3000B's13aHI IPOBOAUTH OCOOUCTHIA PUHOM TPOMAISH.

[IpuiioM TPOBOAMTHCS PETYJSIPHO Yy BCTaHOBIEHI OHI Ta roguHu. ['padiku mpuiiomy
JIOBOMSATBCS O BiIOMa I'POMAIsH uepe3 po3MimeHHs iHpopMalii Ha caifti 3akiany. llopsimok
NpUHOMY TPOMAJISIH Y 3aKJIa/li BU3HAYAETHCS HOTO KePiBHIUKOM.

Yci 3BepHEHHS TpOMaassH Ha OCOOMCTOMY MPHHOMI PEECTPYIOThCA. SKIMO BHpiIUTH
MOPYIIEHI B YCHOMY 3BEPHEHHI NMUTAaHHS O€3M0oCcepeIHbO Ha OCOOMCTOMY MPUHOMI HEMOJKJIHBO,
BOHO PO3IIINAETHCS Y TOMY 3K MOPSAKY, IO W MUCHbMOBE 3BepHEHHs. [Ipo pe3ynbTatu po3risimy
IPOMAJSTHIHY ITOBIIOMJIIETBCS TUCBMOBO 200 YCHO, 3a Oa’KaHHAM IPOMaJSTHIHA.

1.25. Ocobu, BuHHI y mopywmeHH 3akoHy YkpaiHu «IIpo 3BepHEHHs rpoMansiH», HECYTh
LUBUIbHY, aAMIHICTPaTUBHY a00 KpHUMIHAJbHY BiJIOBIJANBHICTh, MependadeHy 3aKOHOAABCTBOM
VYkpainu.

1.26. Y pasi 3a10BOJICHHSI CKapry 3akian abo mocanosa 0coda, siki MPUHHSIN HENMPABOMIpHE
pilIEHHs OO 3BEPHEHHS TPOMAJSHHWHA, BIAINIKOAOBYIOTH MOMY 3aBIaHi MaTepiajibHi 30HTKH,
NOB'sA3aHl 3 MOJAHHAM 1 PO3IJIIOM CKapry, OOTPYHTOBaHI BUTPATH, TIOHECEH] Y 3B'SI3Ky 3 BHUI3IOM
IUTSl PO3TJISITY CKapr Ha BUMOTY BiJIITOBITHOTO OpraHy, 1 BTpayeHHi 3a mei yac 3apobiTok. Cropu
PO CTATHEHHS BUTPAT PO3TIIIAIOTHECS B CYAOBOMY HOPSIZIKY.

I'pomansHHY Ha HOro BHMOTY 1 B INOPSIAKY, BCTAHOBJICHOMY YHMHHUM 3aKOHOJABCTBOM,
MOKYTb OYTH BiIIKOAOBaHI MOpasibHI 30UTKH, 3aBAaHI HETPABOMIPHUMH HisIMH a00 piLICHHSIMH
3aKiIay uYd IOcamoBoi ocoOM mpu po3rsigl ckapru. Po3mip BiOIIKOAYBaHHS MOpPAJbHUX
(HeMaliHOBHX ) 30MTKIB Y TPOLIOBOMY BHPa3i BUZHAYAETHCS CYIOM.

1.27. IlonaHHsT TPOMaASTHUHOM 3BEPHEHHS, SIKE MICTUTh HakJen 1 00pa3u, MUCKPEIUTAIIIO
3aKiany Ta HOro mocafoBUX OCIO, 3aKIMKU A0 PO3MATIOBAHHS HALOHAJIBHOI, PACOBOI, PEJiriiHOl
BOPOJKHEUl Ta IHMMX [iH, TArTHE 3a COOOK BIANOBIAAJNBHICTH, NependaueHy YHHHUM
3aKOHO/IABCTBOM.

1.28. Burpartu, 3po0ieHi 3akJ1aioM y 3B'S3KY 3 TIEPEBIPKOIO 3BEPHEHb, K MICTSATh 3aBIIOMO
HETpaBAMBI BIIOMOCTI, MOXKYTb OyTH CTATHYTI 3 TPOMAISTHAHA 32 PIIICHHAM CYAY.

2. Opranizauisi AiJI0BOACTBA 32 3Be pHEHHSIMU I'POMA/ISIH

1. IiIOBOACTBO 32 MPOMO3ULISIME (3ayBakKeHHSIMH), 3asiBAMH (KJIOIIOTAHHSAMH) 1 CKapramu
IpOMaIsiH B 3aKJIa il 311HCHIOETBCS HA 3aCafax, BUSHAUEHUX HaKka3oM MiHICTEPCTBA OCBITH 1 HAYKH
VYkpaiau Big 25 yepsHs 2018 poky Ne 676 «Ilpo 3aTtBepmkeHHs [HCTpyKWii 3 AiIOBOACTBA ISt
3aKJIa/IiB 3arajbHOI CEPEIHBOI OCBITHY.



IMopsimox BemeHHsI AIJOBOACTBA 32 3BEPHEHHSIMU TPOMAISH, SIKI MICTSITh BIJOMOCTI, IIO
CTAHOBJIATH JepkaBHy a00 1HINY TAEMHHIIO, sIKA OXOPOHAETHCS 3aKOHOM, BH3HAYAETHCS
CrerialbHIMH HOPMAaTHBHO-TIPABOBUMH AKTAMH.

Ocobwucra BIANMOBIJANBHICTD 33 CTaH IIJIOBOJCTBA 33 3BEPHEHHAMHU IPOMAJISH MOKJIATAETHCS
Ha KepiBHUKA 3aKJIay.

2. Yci npomno3unii, 3asBH i CKaprH, 1o HaIIAIITH, TOBUHHI PUHAMATHCS Ta peecTpyBatucs y
IeHb iX HaIXOIDKEHHS, a Ti, IO HAmiHIIM y HepoOOUUi eHb Ta Yac, — HACTYIMHOIO MIiCHIs HbOTO
poboYOro NHA Ha peecTpaLliHHO-KOHTPOIBHUX KapTKax.

KypnanbHa popma peecTpaiii IPOMO3HILIMA, 3asiB 1 CKapr Ta 00Ky OCOOHCTOrO MPHIiOMY
TPOMAJSTH JIOMYCKAEThCS 3 PIYHUM OOCSATOM HaaxomkeHHs no 600 mpomno3wuiiii, 3asB Ta cKapr i
TAKOIO JK KIJTBKICTIO 3B€PHEHb IPOMAJISTH Ha OCOOUCTOMY MPUHOMI.

ITucepMOBI Ta yCHI MPOMO3MULIi, 3asBU 1 CKapTH, NMOAAHI HA OCOOMCTOMY NPUHOMI, TaKOXK
PEECTPYIOTBCS HA PEECTPAL HHO-KOHTPOJIBbHHUX KapTKax.

PeecTpartiiiiHO-KOHTpOJIbHA KapTKa MPOMO3UIIH, 3asB 1 CKapr, KapTka oOJiKy ocoOHCTOro
NpUHOMY IPOMAJISH BEAYTHCS 3T1AHO 3 BKa31BKAMH IO iX 3aIIOBHEHHSL.

3. Y pasi xoiu 3a pe3yJbTaTaMH PO3TJIsiy MPOMO3UIIH, 3asiB 1 CKapr JArOThCS MUCHMOBI Ta
yCHI BIAMOBIAI POOUTHCS BIATIOBIAHUN 3aUC Y PEECTPAITHO-KOHTPONBHUX (opMax Ta y
IOKyMEHTaxX CIpaBd Ha BITBHOMY BIJl TEKCTYy MICLI OCTaHHBOrO apkyma (KpiM Micus,
NPU3HAYEHOT'O [T MiAIHUBKN) a00 B OKpeMill JOBIaLi.

[HmeKC MUCHMOBOI BiZMOBIAL CKJIAAETHCS 3 PEECTPALITHOTO 1HIAEKCY Ta HOMepa CIpaBH (3a
HOMEHKJIATypPOI)), IO SIKOi MiIIUBAETHCS MPOTO3HUIIis, 3asiBa abo ckapra pa3oM 3 JOKYMEHTaMHu
IIOAI0 iX BUPILICHHS.

4. BignosiganbHi ocodu, siKi BEIyTh A1JIOBOACTBO 32 3BEPHEHHSIMH IPOMAJISTH, IIOPOKY do 15
CciyHA TOTYIOTb U1 KEepiBHUKA 3aKjiajy MaTepiaju [l aHamizy i y3arajpHEHHS y ¢opmi
AQHAJTITHYHUX JOBIIOK. AHAITUYHI TOBIAKYA MOTOYHOTO XapaKTePy CKJIANAI0ThC B Mipy OTPeOH.

5. 3aknan 30epirae npono3uiii, 3asiBY 1 CKapTy AJI1 HAJAHHSI TOBIIOK 1 BUKOPUCTAHHS 1X B
1HIMX misiX. BigmosiganbHICTh 32 30€pekeHHs] JOKYMEHTIB 3a MPOMO3ULIsIMH, 3asBaMH 1 CKapraMu
MOKJTATAEThCSl HA KEPIBHUKA 3aKJany, IHIIMX IMOCaNOBHX OCi® opranizamiii BIAMOBIAHO MO iX
(b yHKIIOHAJIBHUX O0OB'S3KIB.

Tepmin 30epiraHHA MOKYMEHTIB 3a MPOMO3HLISIMHU, 3asBaMU 1 CKapraMl BH3HAYA€THCS
3aTBEP/KEHOI0 B 3aKJaJi HOMEHKJIATYPOIO, IO YTBOPIOETHCS Yy MpoLeci WOro misutbHOCTI. Sk
NPaBUJIO, BCTAHOBJIOETHCS I'STUPIYHMNA TepMiH 30epiraHHs NPOIO3ULIHA, 3asB 1 CKapr Ta
TOKYMEHTIB, TIOB'SI3aHUX 3 iX PO3TJIISIIOM 1 BUPILICHHSIM.

6. CripaBu, O MIIJSTAlOTh NOCTIHHOMY, a TakoXX TuMyacoBoMy (moHan 10 pokiB)
30epiraHHI0, TMePeAaoThCs 10 apXiBY 3aKjaay 4Yepes3 JABa POKU MICHsI 3aBEPIICHHS I1JIOBOJICTBA 32
HumMu. CripaBy, IO MiJISITAI0Th TUMYAacOBOMY 30epiranHio (10 10 pokiB BKIIFOYHO), TePEAAFOTHCS
10 apxiBy 3a PILICHHAM KEPIBHHUKA 3aKJIaYy.

MMicas 3aKiHYCHHS BCTaHOBJIEHUX
CTPOKiB 30epiraHHs 3BepPHEHHSI TPOMASTH Ta TOKYMEHTH LIOJ0 iX PO3TIISAY MiJIATAITh 3HUIICHHIO
y TOPSAKY, BCTAHOBJICHOMY MiH IOCTOM.

3. lIpo3opicTb Ta iHGopManiliHA BIAKPUTICTH 3aK/I1a1y OCBITH

3.1. 3akmam 3000B’si3aHUI ONPWIIOJHIOBATH Ha CBOeMy BeOcaliti (y pasi ioro
BICYTHOCTI — Ha BeOCalTi 3aCHOBHHKA 3akjany) 1HGQOPMAII NPO CBOK [iSUTBHICTH 3TiTHO
nepeiky, Bu3HaueHoro crarrero 30 3akony Ykpaiau «IIpo ocBiTy»:

CTaTyT 3aKJIANy;

JIEH3110 Ha MPOBAKEHHS OCBITHBOI HiSIJIbHOCTI,

CTPYKTYPY Ta OpPTaHU YIPaBIiHHSA 3aKJIaay,

KaJpOBHHA CKJIaJ 3aKJIaay 3T1THO 3 JILIEH31 HHUMH YMOBaMU,;

OCBITHI TPOrpamy, IO PEaji3yIOThCS B 3aKiaji, Ta MEPENiK OCBITHIX KOMITOHEHTIB, IO
nependayveHi BiMOBITHO OCBITHBOIO MPOTPAMOIQ;

TePUTOPIr0 OOCTYrOByBaHHS, 3aKPITLICHY 3a 3aKJIaJJOM 3aCHOBHUKOM,

JIeH30BaHUHI 00T Ta PaKTHIHY KIJIBKICTB OC10, sIKI HABUAIOTHCS Y 3aKJIal,

MOBY (MOBH) OCBITHBOTO TIPOLIECY;

HAsIBHICTh BAaKAHTHHX I10CAJ], MOPSIOK 1 YMOBU IPOBEICHHS KOHKYPCY Ha iX 3amilueHHs (y
pasi fioro npoBeaeHHs);

MaTepiaNibHO-TEXHIYHE 3a0e3NeUeHHs 3akiaay (3riAHO 3 JILIEeH31 HHIMH YMOBaMN),



pe3yJIbTaTH MOHITOPHHTY SIKOCTI OCBITH,

PIYHUI 3BIT PO AISUTBHICTH 3aKIIANY;

IpaBuja NpUIOMy 10 3aKjIany,

YMOBH JOCTYITHOCTI 3aKJIay JJisi HABYaHHS OCi0 3 0COOMMBUMU OCBITHIMH MOTpedamu;

nepeniK JOJATKOBHUX OCBITHIX Ta 1HIIHX MOCIYT, iX BaPTICTh, MOPSIIOK HAJAHHS Ta OIUIATH;

NpaBuJiIa MOBEAIHKY 3100yBayva OCBITH B 3aKJIal;

TUTAH 3aXO/1B, CIIPSIMOBAHUX HA 3aMO0IraHHs Ta MPOTUAIIO OyiHTY (IIbKYBAHHIO) B 3aKJIai,

MOPSIIOK TOZAHHS Ta Po3nAAy (3 JAOTPUMAaHHAM KOH(IIEHIIHHOCTI) 3asB MPO BHIAAKHU
OyniHry (UbKYBaHHS) B 3aKJIal;

NOPSIIOK  pearyBaHHA Ha [OBeNeHI BUMagku OymiHry (UbKyBaHHS) B 3akjaal Ta
BiNIOBI JAJIbHICTH 0C10, MPUUETHHUX 10 OyiHrY (IIbKYBaHHSI);

pe3yJbTaTH IHCTUTYLITHOTO ayIuTY;

pe3yJIbTaTH rPOMAJICHKOI aKpenuTallll 3aKIaay,

iHmy iHopMamis, IO ONPWIIOAHIOETBCS 32 pIMIEHHAM 3aknaay abo Ha BHUMOTY
3aKOHO/IABCTBA.

3.2 3aknan, y pasi OTpUMaHHA MyOJiYHMX KOINTIB, 3000B’SI3aHUI ONPWIIIOIHIOBATH
KOIITOpPHUC 1 (pIHAHCOBUI 3BIT MPO HAAXOIMKEHHS Ta BUKOPHUCTAHHS BCIX OTPUMAHHMX KOIUTIB,
iHpopMaILI0 TPO Tepenik ToBapiB, poOIT 1 MOCIYr, OTPUMAHUX sIK OyaroaiiiHa Aomomora, i3
3a3HAYEHHSIM 1X BapTOCTI, a TAKOXK MPO KOIUTH, OTPHUMAaHI 3 1HIIUX KEpes, He 3a00pOHEHHUX
3aKOHOJIABCTBOM.

3.3. Indopmawisi Ta JOKYMEHTH, SIKIIO BOHM HE BIHECEHI A0 Kareropii iHpopmarii 3
OOMEXEHHUM JOCTYIIOM, PO3MIIIYIOTBCS I BIIKPUTOIO JOCTYNYy HE Mi3HIIIE HIK Yepe3 AeCAThb
pobounx IHIB 3 AHS iX 3aTBEPIKEHHS UM BHECEHHS 3MIH 0 HHUX, SIKIIO 1HIIE HE BHU3HAYECHO
3aKOHOM.

VII. EKCITEPTU3A HIHHOCTI JOKYMEHTIB

Ilopsinok miAroToBKH CHIpaB 10 NepeAaHHs AJs1 apXiBHOro 30epiraHHs
I. ExcriepTr3a LiHHOCTI JOKYMEHTIB Ta MOPSIOK IMATOTOBKH CIIPAaB O MEpenaHHs I apXiBHOTO
30epiranHs 311 HCHIOIOThCA Ha miacrtasi [Ipasmi opranizamii AiIOBOACTBA Ta apXiBHOTO 30epiraHHs
nokyMeHTiB. CriermianbHi BUMOTH 0 €KCIEePTU3U LIHHOCTI TOKYMEHTIB Ta MOPSAKY MiATOTOBKH
CIIpaB A0 MepeAaHHs JIsl apXiBHOTO 30epiraHHs 3aKkjany nepeadadeHi miero [HCTPYKINE.
2. Jlns opranizawii Ta MPOBENEHHS €KCIIEPTHU3U LIHHOCTI JOKYMEHTIB, IO YTBOPWINCS Y A1JIOBOA-
CTBI 3aKJIaNy, Ta MONAHHS PEe3YJIbTATIB €KCIIEPTU3U IIHHOCTI MOKyMeHTIB Ha po3rsia EITK apxisHoro
BLILTY MenmTononscekol paiioHHOI AepskaBHOL anmiHicTparyi, yrBoproeTbest EK 3akmany. Cteopenns EK
Ta oprasizauis ii poOOTH 3IHCHIOIOTHCS BIANOBIAHO 10 noctanoBu Kabinety MinicTpiB Ykpainu Big
08 cepmust 2007 poky Ne 1004 «IIpo mpoBeneHHs eKCHepTH3W LIHHOCTI JOKYMEHTIB» Ta Hakasy
MisnictepcTBa roctuiii Yipaiau Bin 19 uepsast 2013 poky Nel227/5 «IIpo 3areepmkenHst Tumosoro
MOJIOXKEHHSI PO €KCIIEPTHY KOMICIIO AEP)KaBHOIO OpraHy, OpraHy MiCIIEBOTO CAMOBPSIIyBaHHS,
JEepKaBHOTO 1 KOMYHAJIBHOTO TANPUEMCTBA, YCTAHOBH Ta OpraHi3alli», 3apeecTpOBAHOTO B
MisnictepeTsi roctuwii Yipainu 25 uepsHst 2013 poky 3a Ne 1062/23594.
Cxnan EK Ta monoxeHHs1 po Hei 3aTBEPIKYIOThCS HaKa30M KepiBHHUKA 3akiany. I omosoro EK
NPU3HAYAETHCS OMH 13 3aCTYITHHUKIB KEPIBHUKA 3aKJIaay, CeKperapeM — oco0da, BiMOBigabHA 32
JOKYMEHTH, IO MiJISIraloTh 30€piraHHIo Ta NEPENaHHIO B apXiB.
Ho ckmany EK 3akmagy 3a iX 3rOfOK0 MOXYTh BXOAHMTH NPEACTABHUKH apPXiBHOTO BIIILITY
MemTononbChkoi  padOHHOI EpKaBHOI  afMIHICTpamii, BIAMIIYy OCBITH, MOJIONI Ta CIHOPTY
KocTssHTHHIBCBKOI CIIIBCBHKOI pamy, npodeci tHUX CHiJIOK, X 00'eqHaHb.
3. Cnpasu noctiitHoro ta Tpusasoro (moHan 10 poki) 30epiraHHs mepenarThest Ha 30epiraHHs
oco0l, BIAMOBIZAJIBHIN 3a apXiB, 3a OMHCAMH, IO CKJIANAIOTHCS 0COOaMU, BIATIOBINAJLHUMH 3a
¢dbopMyBaHHSI CHpaB 3 BIAMOBIAHOTO HampsiMy. IIpUAHATTS KOXKHOI CIHpaBH 3IIHCHIOETBCT Y
NPUCYTHOCTI MPAaLiBHUKA, SIKUH TIepPeAae JOKYMEHTH.
4.V KiHII KOXXHOTO NpUMIpHHKA Oomucy ocoda, BIAMOBiAaNbHA 3a apXiB 3aKjaay, MPOCTABISE
HIANUC IIOAO NPUHHATTS CIpaB 3 OOOB'SI3KOBHM 3a3HAUEHHSIM KUIBKOCTI (mudpamu 1 ClIOBaAMH)
MepeTaHuX CIIPaB 1 3a3HAYAE JaTy.
5. Tlicnst mpUAHATTS crpaB MOCTIHHOrO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3 KagpOBUX
nuTaHb 0coba, BINIMOBINANIBbHA 32 apXiB 3aKJajy, Ha MiJCTaBl OMKCIB CIPaB, 3a SKUMH 31HCHEHO
NPUNHSTTSA JOKYMEHTIB, 32 BCTAHOBJIEHOIO (DOPMOIO FOTYE PIvYHI PO3ILIH 3BEIEHUX OITUCIB CIIPAB:
* mocTiiiHOrOo 30€epiranus (y 3akiazni, mo € mrepenoM popmysanus HAD),



 tpuasoro (nmonan 10 pokis) 306epiraHHs,

* 3 KQJAPOBHUX ITUTAHb.

Oco0ot0, BIAMOBIAAJBHOKD 32 apXiB, CKJIAAAETBCS AKT MPO BUJIYUYCHHS ISl 3HUILEHHS JOKY-
MEHTIB, He BHeceHUX 10 HAD.

6. 3BeeHHIl OMHC CHpaB MOCTIHHOrO 30€piraHHs CKJIAQNAEThCA y YOTHUPbOX NpumipHukax. Ilicms
cxpaseHHss EIIK apxiBroro Bimmuty MenmTONONBCHKOl paliOHHOI JEpKaBHOI aaMIHICTpaiyi.  Ta
3aTBEPKEHHS KEPIBHUKOM 3aKJIafy OIMH HOro MPUMIPHHUK HAMPABISETHCS apXiBHOMY BiIAiiy
MemiTononbchbkoi pafioHHOI Aep KaBHOI aaMIHICTpallii, y 30HI KOMIUIEKTYBaHHS SIKOTO nepedyBae
3aKJian, OPYruil MpUMIpPHUK 30epiraeThCsi sk HEAOTOPKaHM OCOOOK0, BIATIOBINAIBHOK 3a apXiB
3aKjajny, TPETii, YeTBEPTUH BUKOPHUCTOBYIOTBCS Y 3aKJIaAl st MOTOYHOrO MOIIYKY CIIpaB 1y pasi 1x
nepenaHHs Ha TOCTiHHe 30epiraHHs HAIXONATh O apXiBHOTO BLAALTY METONONBCHKOl PaifOHHOL
Tep>KABHOI aIMIHICTpALIil,

7.3Benennit onuc Tpusasoro (moHax 10 pokiB) 30epiraHHS CKIAAAETHCSA Y TPHOX MPUMipPHUKAX.
J10 HBOTO BKJIFOHAIOTBCA TAKOX CIIPABH, SIKI 32 HOMEHKJIATYPO CIIPaB MAaOTh CTPOK 30epiraHHs
«mo mikBimamii 3akmany». Ilicas cxsanenns EK 3akiany mpumipHHKH OIMUCY HAIMPaBISTIOTBCS HA
cxpaseHHss EK apxiBaoro Bimmiily MeTONONECHKOI paifoHHOI neprkaBHOI anmiHicTparii. Ilicns
MOBEPHEHHS BCIX MPUMIPHHKIB ONMUCY HOTO 3aTBEPIKye KepiBHUK 3akyany. Ilepmuii mpumipHHUK
onucy 30epiraeTbes B 3aKiall sIK HEAOTOPKAHUH, APYyruil — € poOOUYNM 1 BUKOPUCTOBYETHCS IS
MOTOYHOI'O MOIIYKY CIpaB, TPEeTIl MOXe HaJCHIATUCS IJIsl KOHTPOJIO BiJIOBIIHOMY OpraHy
yIPaBJIi HHS OCBITOH.

8.0mnmc cnpaB 3 KaAPOBUX NMUTAHb CKJIANAETHCS Y 3aKIal, IKAH € mkepesnoM Gopmysanast HAD -y
TPBOX PUMIPHUKAX;

9. 3aroioBKM CHpaB OMUCY 3 KAAPOBHX IHTAHb CHCTEMATH3YIOTBCS 32 HOMIHAIBHOK O3HAKOKO
(TpyriyBaHHS B OZHY CIIPaBy JOKYMEHTIB OJJHOTO BUAY) Y TaKii MOCHIJOBHOCTI:

* HakasW KepiBHHUKA 3aKJIa/ly 3 KaJJPOBUX ITUTAHB,

* HaKasW KepiBHHUKA 3aKJIa/ly 3 PyXY Y4HIB,

* OOJNKOBI TOKYMEHTH;

* CNHUCKH y4HIB (an(aBiTHA KHATA YYHIB);

* JKypHAJIU PeECTpaLii HaKa3iB 3 KaIPOBHX MUTAaHb TPHUBAJIOTO T4 TUMYACOBOTO 30epiraHHS;

* 0co0OBI CripaBH MpaLiBHUKIB,

* KOHTPAaKTH, TPYAOBI IOTOBOPH;

+ OyxranTepchki TOKYMEHTH (0COOOBI paxyHKH 13 3apoOiTHOI IUIaTH, B pasl iX BIACYTHOCTI -
PO3paxyHKOBI

* BIIOMOCTI 13 3apIUIaTH),

* JOKYMEHTH Ipo Tapudikariro (Tapudikauiiiai BiZOMOCTI (CITUCKH));

* JOKYMEHTH IPO MPOBEACHHS AeP>KaBHOI arecTarii,

* KHUTH OONIKYy 1 BWAadl CBIJOUTB Ta JOAATKIB JO CBIAOUTB TNPO 0a30By 3arajibHy CEpPenHIo
OCBITY; aTeCTaTIB Ta JONATKIB JO aTECTAaTIB MPO MOBHY 3arajbHy CEPEHIO OCBITY, 30JI0TUX Menaieh «3a
BHCOKI JOCSITHEHHS1 Y HABYaHHI» Ta CPIOHNX Mezasei «3a NOCATHEHHsI y HaBYaHHI»,

* JOKYMEHTH PO HEIIACHI BUTIAJKHU (AKTH, IPOTOKOJIHN, BUCHOBKH, KYPHAIN),

* JKypHaJIU peecTpaii ocid, MoTepmiINX BiT HEIACHUX BUITA/IKIB;

* KypHaiU OOJIKY PyXy TPYIOBHUX KHIJKOK Ta BKJIAJIOK 10 HUX;

* JKypHAJI peecTpaLii HakasiB 3 PyXy yUHIB;

* He3aTpeOyBaHi 0OCOOMCTI TOKYMEHTH TPl BHUKIB (TPYIOBI KHIDKKH).

10 . Oco0oBi cripaBU TPaLiBHUKIB BHOCSITBCS IO OIUCY 33 POKOM 3BUIbHEHHS MPALIBHUKA 1 CHCTEMATH-
3YEOTBCS 32 MPI3BHUIIIAMH 3BIJIbHEHHUX MPALIBHHUKIB B aJI(paBITHOMY NOPSAKY.

11. 3BeneHi onwmcu crpaB nocTiiiHOTO, TpuBajioro (monax 10 pokiB) 30epiraHHs, 3 KaapOBUX MMUTAHb T
aKT MO BIJIYYEHHS JJIsI 3HULIECHHS JOKYMEHTIB, He BHeCeHHX 10 HA®D (mam — axT mpo BHIIyUEHHS
IUTS1 3HUIIEHHST JOKYMEHTIB), po3rsinaroThest EK 3akinany omHo4yacHo.

12 3aknan € mxepesom Gpopmysansss HAD, omicu cripaB mocTiHHOTo 30epiraHHs Ta 3 KaJpOBHUX MMUTAHb
Pa3oM 3 aKTaMH MpO BIUTYYECHHS JUIs 3HUIIEHHS JOKYMEHTIB micisi cxpanennsi X EK 3akiany momae Ha
posrsin EIK apxiBaOro Bimry MemiTononbChKoi paiOHHOL AeprKaBHOL aaMIHICTpALI.

13. TloromkeHi (CxBaJieHI) aKTH TPO BIJIYYEHHS U1 3HHIICHHS IOKYMEHTIB, HE BHECEHHX [0
HA®, 3aTBepIKYIOTECS KEPiBHUKOM 3aKJIay.

14. Tlicnst 3aTBEepIPKEHHS] aKTy NPO BWIYYEHHS JUIA 3HUILICHHA MOKYMEHTIB 3aKjaJl Mae TPaBo
3HUIIUTH JOKYMEHTH.



15. KepiBHuk 3akiay 3000B's13aHMI 3a0e3meunTy 30epeskeHHsT JOKYMEHTIB, & OCKUITBKU 3aKJ1a/1 BKITFOUSHHI
10 CITUCKY FOpUINYHUX 0cl0 — mkepen Gopmysanas HA®D, micist 3aKiHYeHHST BCTAHOBJICHUX TPAHHYHUIX
CTpPOKIB X 30€piraHHs B LIHOMY 3aKJiajll — 3a0e3MeUnTH NMepeaaHHs JOKYMEHTIB JUTS MOCTIHHOrO 30epiraHHst
710 apXiBHOTO BLAALTY MeNiTONONbChKOI PAfOHHOL Iep>KaBHOI aIMIHICTpALIi.



Honatox 1
1o IHCTpyKLii 3 AiJI0BOACTBA 3aKIaay
(nynkT 11 posginy 1)

IHOOPMAILIA
npo NOPAAOK 3ilicCHeHHs TA 3a0e3NeYeHHs MPABA TPOMAASAH YKpaiHu
Ha A0CTyN A0 myO0JaivHol iH(opmaiii , 10 3HAXOAUTHCS Y BOJIOAIHHI 3aKJIa1IB

1. I[lybnmiyna iadopmarisi 3akiaay — ue BigoOpakeHa Ta 3aJOKYMEHTOBaHA OyIb-KUMH
3acobamu Ta Ha Oynb-fIKMX HOCISIX iH(popmaumis, mo Oyna oTpuMaHa a0O CTBOpPEHa B IpPOLEC
BUKOHAHHS 3aKJAZOM CBOIX OOOB'SI3KiB, mependadeHNx YHHHUM 3aKOHOIABCTBOM, alo0 sika
3HAXOJUTBCA Y BOJIOJIHHI 3aKJany.

2. 3aknanu € posnopsaHuKaMu 1H(OpMaIii, sKi HE3aJIeKHO Bil HOPMATHUBHO-TIPABOBOTO
aKTa, Ha MiJCTaBl SIKOTO BOHHU AIOTh, IIPH BUPIIIEHHI MUTAHb MIOAO AOCTYIY 10 iHpOpManii MarTh
KepyBaTHcs 3akoHoM Ykpaiau «IIpo moctyn no myGmivHOI iHpopMaii» (gan — 3aKOHOM).

3. 3aKOH He MOIIMPIOETHCS HAa BIAHOCHHHM IIOAO OTPHMAaHHS iHopMalii 3aKiIagamMu IMpH
3M1CHEHHI HUMM CBOIX (YHKLIH, a TaKOXX Ha BIJHOCHHH y cdepl 3BEpHEHb TPOMAsSH, sKI
PETYIFOIOTHCS CIIELiaIbHUM 3aKOHOM.

4. Noctyn no myOmivHOl iH(opMalii 3aKiaaiB 311 HICHIOETHCS HA IPUHIIUTIAX

1) mpo30pocCTi Ta BIAKPUTOCTI AlSUTBHOCTI 3aKJIaiB;

2) BIIBHOTO OTPUMAHHSI, TIOIINPEHHS Ta OyAb-SKOTO 1HIIOTrO BUKOPUCTAHHS 1H(popManii, 1o
Oysa HagaHa abo ONIPWITIOIHEHA 3aKJIaIOM, KpiM 0OMEKeHb, BCTAHOBJICHUX 3aKOHOM,

3) pIBHOTIPaBHOCTI, HE3QJIEXKHO BiA O3HAK pacH, MOJITUYHHUX, PENIrifHUX Ta 1HIIUX
MEPEeKOHaHb, CTaTi, ETHIYHOTO Ta COLIAJbHOrO TIIOXOMKEHHS, MAaHOBOTO CTaHy, MICHs
NPO’KUBAHHS, MOBHHX a00 1HIIINX O3HAK.

5. Hoctyn no ingopmarii 3akianiB 3a0€3Meuy€eThCs MIJISTXOM:

1) cucteMaTHYHOrO Ta OMEPATUBHOTO ONPHWJIFOAHEHHS iHpopmamii: B  odimiHHIX
IPYKOBaHUX BUIAHHAX, Ha odiliiiHuX BeO-caiitax B Mepexi IHTepHeT, Ha iHpOpMaLi HHUX CTEHIAX;
OYAb-SIKUM 1HIIIUM CITOCOOOM;

2) HanaHHs 1HpOpMAaLIi 3a 3anUTaMU Ha 1HPOpPMaLito.

6. lndopmariero 3akiaany 3 oOMekeHUM NOCTynoMm €. 1) koHdinmeHuiiiHa iHdopmaris;, 2)
TaeMHa iHpopMarys; 3) cirykOoBa 1HpopMarisL.

7. OOMekeHHs 1ocTyIy 10 iHpopMaLii 31 HCHIOETHCS BUKIFOUHO IS

1) OXOpOHU 3710pPOB'st YHACHUKIB OCBITHBOTO TPOLIECY, ISl 3aXHCTY iX pemyTauii abo 1HIINX
npas, JJIs 3an00iraHHs PO3TONIONISHHIO 1H(popMallii, ogepkaHoi KOH(I IeHII HHO;

2) HepO3TOJIOIIEHHs 1HpOopMarli, sKa MOXKE 3aBAAaTH 1CTOTHOI IIKOAM 1HTEpPECaM yUaCHHKAM
OCBITHBOTO MPOLIECY.

8. Inpopmariist 3 OOMEKEHIM JOCTYIIOM Ma€ HATaBATHUCS 3aKJAOM, SIKLIO BiH IMPAaBOMIPHO
OTIPIITIOAHMB 1i paHiLIe.

9. Indopmariiss 3 oOMEKEHUM JOCTYIIOM Ma€ HAJAABATHCS 3aKJIaJIOM, SIKIIO HEMAE 3aKOHHHIX
miIcTaB st OOMEXKeHHs Y AOCTYII 10 Takol 1Hpopmaii, siki ICHyBaJId paHiLIe.

10. He moxe Oytu oOmexkeHO mocTym 0 iHpopMamii nmpo po3NOpsKeHHs OOKETHUMHU
KOIUTaMH, BOJIOZIHHS, KOPUCTYBAHHS YHM PO3MOPSIKEHHS JEPKABHUM, KOMYHAJIbHUM MaiHOM, Y
TOMY YHCJI A0 KOMH BIATOBIAHMX IOKYMEHTIB, YMOBH OTPHUMAaHHS IIMX KOIITIB YU MaiHa,
Npi3BHUILA, IMEHA, 10 0aTHKOBI (Pi3UYHMUX OCI0 Ta HAMMEHYBaHHS FOPUINYHUX OC10, sIKl OTPUMAJH LU
KOIITH 200 MaifHO.

11. O6MeskeHHIO AOCTYIy MiaJsirae iHpOpMaIls, a He TOKyMeHT. SKIIO TOKYMEHT MiCTUTh
iHpopmatiro 3 0OMeKEHUM JOCTYIOM, ISl O3HAHOMIIEHHST HATAEThCsI 1HOPMALis, TOCTYI 0 SIKOi
HEOOMEKEHUH.

12. Kondinenuiiina ingopmaryst — iHpopmawis, JOCTYI 10 KOl oOMmexeHo (izuuHOo abo
IOPUANYHOK 0COOOI0, KPIM 3aKJIa/iiB, TA KA MOXKE TOIIUPIOBATHCS Y BU3HAYEHOMY HUMH TOPSIIKY
3a iXHIM Oa’kaHHSM BIJMOBITHO [0 Nepea0aueHuX HUIMH YMOB.

3akmany, siki BOJIOAIOTh KOH(IASHIIHHOW 1HPOPMaLi €0, MOKYTh MOIIUPIOBATH ii JIMIIE 3a
3rofo OcCi0, siki oOMexuiu AOCTyn Ao 1H(opMalii, a 3a BIACYTHOCTI Takoi 3rOAd — JIMIIE B
1HTepecax HalllOHAJbHOI Oe3MeKU, EKOHOMIYHOTO TOOPOOYTY Ta MpaB JIIOIUHU.

13. Taemua iHpopmariist — iHpOpMAaLlisi, PO3TOJNOIICHHS SIKOi MOXKE 3aBIaTH INKOAH 0COo0i,
CYCHIJIBCTBY 1 Aeprasi. TaeMHOI BH3HA€THCsS 1HGOpPMALls, SKa MICTUTh IEpKaBHY, Npodeciiiny,



0aHKIBCHKY TAEMHHIIO, TAEMHHIO JOCYAOBOTO PO3CITINyBaHHS Ta IHINY mependadeHy 3aKOHOM
TAEMHHLIO.

14. JTo cny>x00B0i MOKe HayeXaTu Taka iHpopMarys:

1) mo MICTUTBCA B JOKyMEHTAaX 3aKJadiB, $KI CTAHOBJIATH BHYTPIIIHIO CITY:KOOBY
KOPECTIOHCHIII O, OTIOBIIHI 3aIUCKH, PEKOMEHIALI, SIKIIIO BOHH TOB'sI3aH1 3 PO3POOKOI0 HAIPSIMY
TiSUTBHOCTI 3aKyiaay abo 3MiHCHEHHSAM KOHTPOJIbHUX, HATJISIOBUX (DYHKLIH Jep:KaBHIMU OpTaHAMH,
NPOLIECOM MPHUHHATTS PILICHb 1 MEPEnyTh MyOIIYHOMY OOrOBOPEHHIO Ta/a00 MPUIHSTTIO PlIIEHB;

2) 310paHa B mpolec OnepaTHBHO-PO3IIYKOBOI, KOHTPPO3BIAYBAJIBHOI MisITIBHOCTI, Y cdepi
00OpOHU KpaiHH, SIKY HE BIITHECEHO JI0 IeP’KaBHOI TAEMHHULII.

JlokyMeHTaMm, MO MICTATh 1HPOPMALiO, sKa CTAHOBUTH CIY:KOOBY iH(pOpMALIIO,
MPUCBOIOETHCS TPUP «IUTsT CITyKOOBOT'O KOPUCTYBAHHSI.

Ilepenik BimOMOCTEH, IO CTAHOBJATH CIIYKOOBY 1HQOpMALIIO, SIKHH CKJIAZA€ThCsS
Iep>)KaBHUMH OpPraHaMH, OpraHaMH MICIIEBOIO CaMOBPSIIYBAaHHS, IHIIUMH CyO'€KTaMH BIIaJHUX
NIOBHOB&)XE€Hb, Y TOMY 4YHCIII Ha BHKOHAHHS JEJIETOBAHHX IIOBHOBA)XXEHb, HE MOXe OyTH
O0OMEKEeHUM y TOCTYTIL.

15. KoskHuli y4aCHUK OCBITHBOT'O MIPOLIECY MA€E TPABO:

1) 3HaTn y nepion 30mpanHs iHGOpMALi, aje 10 MoYaTKy ii BUKOPHCTAHHSA, SIKI BIJOMOCTI
PO HBOTO Ta 3 SKOK METON 30HMparOThCA, SIK, KUM 1 3 SKOK METOK BOHU BHUKOPHUCTOBYIOTBHCH,
NepeaaoThCsl Y MOLIHPIOIOTHCS, KPIM BUITAIKIB, BCTAHOBJIEHUX 3aKOHOM,

2) noctyny o iH(popMaLii mpo HbOTO, sIKa 30UpaeThes Ta 30epiraeTbes;

3) BUMaraTy BUIIPABJICHHS] HETOYHOI, HETIOBHO1, 3acTapijioi iHpopmarli mpo cede, 3SHUIIECHHS
iHpopMmaryi rpo cede, 30UpaHHs, BUKOPUCTAHHA YU 30€piraHHs KOl 311 HCHIOETHCS 3 IOPYIIEHHIM
BUMOT 3aKOHY,

4) Ha O3HAHOMIIEHHS 3a pIIIEHHAM Cyay 3 i1HQOpMaIierd TPo IHIUX OCi0, SKIO Le
HEeOoOX1HO A peanizanii Ta 3aXUCTy MPaB Ta 3aKOHHHX 1HTEPECIB;

5) Ha BiAIIKOAYBAaHHSA MIKOAW Y pa3i pO3KPUTTA 1HPopMaLii Mpo o 0coly 3 MOPYLICHHIM
BHUMOT, BU3HAYEHHUX 3aKOHOM.

16. O6¢sr inpopmanii mpo ocody, mo 30HpaeThCs, 30epiracTbCsi 1 BUKOPUCTOBYETHCS
3aKJIaIOM, Ma€e OyTH MaKCUMaJbHO OOMEKEHUM 1 BUKOPUCTOBYBATUCS JIMIIE 3 METOK Ta Y CHOCIO,
BU3HAYECHUIN 3aKOHOM.

17. 3aknagu, siKi BOJOAIFOTH 1H(POPMAIIE MPO YYACHUKIB OCBITHBOTO TMPOIIECY,
3000B's13aHi:

1) HamaBaTH iM Oe3mepeInkomaHO 1 Oe3KOITOBHO iH(pOPMALIO, sIKA iX CTOCYETHCA, KpiM
BUMAJKIB, epeadavYeHux 3aKOHOM,

2) BUKOPUCTOBYBATH {i JIUIIIE 3 METOIO Ta Y CMOCIO, BU3HAYEHHUH 3aKOHOM,;

3) B)KMBATH 3aXO[iB IIOAO YHEMOXKJIUBJICHHS HECAHKLIOHOBAHOTO JOCTYIY OO HEi 1HIINX
ocio;

4) BUNIPABISITU HETOYHY Ta 3acTapuity iHpopMaliro nmpo ocid camMocTiifHO abo Ha BUMOTY
0c10, IKHX BOHA CTOCY€ETHCS.

18. 36epiranns iHpopMatii mpo ocody He TOBUHHO TPHUBATH AOBLIE, HIXK L€ HEOOXITHO IS
TOCSITHEHHST METH, 3a]J1s1 sIKOi 1151 1H(opMarist 30upaacs.

19. BinmoBa oco0i B moctymi 10 1HGOpMAaLii Mpo Hel, NPUXOBYBAHHs, HE3AKOHHE 30UpaHHS,
BUKOPHUCTAHHS, 30€piraHHs 4u NOMUPEHHS 1HpOopMaIlli MOXKYTb OyTH OCKap KEeHi.

20. ITy6niuna iHpopmauis y popmi BIAKPUTUX JAHUX — 1€ MyOsiuHa iHpopmaris y dopmari,
IO JA03BOJISIE 11 aBTOMATHU30BaHE OOPOOJIEHHS eIeKTPOHHUMH 3aco0aMHu, BITbHUHN Ta Oe30TuiaTHUN
IOCTYI 10 Hei, a TaKOX i1 MOJajbIle BUKOPUCTAHHA. 3akiagu 3000B’s3aHI HagaBaTH MyOJiuHY
iHpopMariro y GopMi BIIKPUTHX TaHUX HA 3aIUT, OMPUIIIOIHIOBATH 1 PETYJIAPHO OHOBJIFOBATH ii Ha
cBoix BeO-caiirax. IlyOmiuHa iH(opmawliss y ¢opMmi BIOAKPUTUX HAHUX € JO3BOJCHOK s i
MOJANBLIOTO BIJIBHOTO BUKOPUCTAHHS Ta MOIIHUPEHHS.

21. bynp-ixa ocoba  MOXe  BIIBHO  KOMIIOBaTH, MyONiKyBaTH, MOIIMPIOBATH,
BUKOPUCTOBYBATH, Y TOMY YHCJ B KOMEPUIHHUX LIJISIX, Y TMOEAHAHHI 3 1HIIOK 1H(popManieo abo
IIJITXOM BKJIFOYEHHS 1O CKJIAAy BJIACHOTO MPOAYKTY, MyOiiuHy iH(popMamito y ¢opmi BIIKPUTHX
IaHHUX 3 00OB’ I3KOBUM IOCHJIAHHSM Ha JKEPEJIO OTPUMAHHS Takoi 1Hpopmarii.

22 Ilybpmiuna iHdopmamis, IO MICTHUTh NEpPCOHaNbHI AaHi  (ismyHOi  ocodw,
OTIPIUTIOIHIOETHCS Ta HANAETBCA HA 3amHT y (GOpPMI BIAKPUTHX AAHUX Y pasl IOIEpKaHHS ONHIEl 3
TAKUX YMOB:



1) nepconanpHi naHi 3HEOCOOJIEHI Ta 3axHINeHI BIAMOBIAHO a0 3akony Ykpaiam «IIpo
3aXUCT NMEPCOHAIBHHUX TAHUXY,

2) ¢izmuni ocodu (cyd’€KTH AAaHMX), MEPCOHANBbHI AaHI SKHX MICTIATBCA B 1Hpopmauii y
(dbopmi BIIKPUTHX AAHWX, HAZAJH CBOKO 3TOAY HA MOIIUPEHHS TAKUX JAHUX BIATOBIIHO 10 3aKOHY
Ykpainu «IIpo 3aXxucT nepcoHaIbHUX JAHUXY,

3) HamaHHS YM ONPHITIOIHEHHS Takoi iHpopMmalyi nependaueHo 3aKOHOM,

4) oOMeskeHHs1 OCTyIy A0 Takol iHdopmatii (BiAHECeHHs i 10 iHpopMaIli 3 OOMEKEHUM
I0CTyTIOM) 3a00POHEHO 3aKOHOM.

23. TlocamoBi Ta cay:x00BI 0COOM He MAIATAIOTh FOPUANYHIA  BiAMOBIAANBHOCTI,
HE3BAXKAIOUM HAa TMOPYLIEHHS CBOIX OOOB'3KIB, 3a pO3rOJOMIeHHS iH(popmamii mpo
MPaBOIOpyIIeHHsT ab0 BIIOMOCTEH, IO CTOCYIOTHCS CEPHO3HOI 3arpo3u 370pOB'I0 4M Oesrer
rpOMazsiH, NOBKULIO, SKIIO oco0a TpH IpOMYy KepyBajacs NOOpHMMM HaMipaMHd Ta MaJja
OOTrpyHTOBaHE TEPEKOHAHHs, WO i1H(OpPMAILUS € [OCTOBIPHOK, a TaKOXX MICTUTh [OKa3u
NPaBONOPYIIEHHS 200 CTOCYETHCS ICTOTHOL 3arPO3H 3I0POB'I0 UM Oe3merl rpoMassiH, JOBKLILIIO.

24. Cyb'ektamu BiTHOCHH y cepi nqoctyny ao nydsivnoi iHpopmarii €:

1) 3armuryBaui iHpopmaii — pizudHi, OpUAUIHI 0codu, ob'eqHaHHS rpoMaasiH Oe3 cTaTycy
IOpUANYIHOI 0cOOH, KpiM Cy0'€KTIB BIaJHUX TOBHOBAJKEHD;

2) pO3NOPSIAHUKY 1HPOpMALIT;

3) cTpykTypHUil migposnin ado BiAMOBINadbHA 0coba 3 MHUTaHb AOCTYNY OO MyOivHOI
iH(popMarii po3NOPSIIHUKIB iHpOpMarii.

25. 3axnanu 3000B's13aH1

1) ompumonHtoBat  1HGQOpMaLito, mnependaueny crarrero 30 3akoHy Ykpaiam «lIpo
OCBITYY;

2) cucTeMaTUYHO BECTH OOJIK TOKYMEHTIB, IO 3HAXOAATHCS B iIXHPOMY BOJIOJIIHHI,

3) BecTu 00K 3aMUTIB Ha 1H(POPMATLIiTO;

4) BU3HAYATH CIeLiaibHl MicLs [Js1 poOOTH 3aMUTyBaviB 3 JOKYMEHTAMH YH 1X KOMISIMH, &
TAKOXXK HAJaBaTH IMPaBO 3alUTyBadyaM pPOOWTH BUIHCKH 3 HHUX, (oTorpadyBaTH, KOIIOBATH,
CKaHYBAaTH iX, 3aIMCyBaTH Ha Oyab-sKi HOCII iH(popManii TowIo;

5) MaTu crnemiajibHI CTPYKTYpHI MiApo3Aiam a0o MpH3HA4YaTH BiANOBIAANBHUX OCIO 1uis
3a0e3mevyeHHs JOCTYIy 3aNUTyBaviB A0 iHpopManii Ta ONpUIIOIHEHHS 1HQOopMaLi,

6) HamaBaTH Ta ONPHIIIOIHIOBATH IOCTOBIPHY, TOYHY Ta MOBHY 1H(pOpMaLito, a TAKOX y pasi
notpedu MepeBipsATH NPABUIBHICTP Ta OO0 €KTHBHICTH HamaHOi 1H(oOpMaIii 1 OHOBIOBATU
OTIPUJIFOIHEHY 1H(pOopMaIIito.

3aknanu (GOPMYIOTH BIAKPHUTI Ta 3arajibHOJOCTYITHI pecypcH 3 1H(POPMAIIEI TPO CBOKO
TiSIIBHICTD Ta ONPWIIOAHIOITE Taky iHpopmamipo. Joctym mo Takoi iHpopmamii ocid 3
MOPYIICHHSIM 30py Moxe 3abe3meduyBaTHCS B PI3HHX (opMax Ta 3 ypaxyBaHHSIM MOXIIUBOCTEH
3aKJIay OCBITH.

26. 3akimanu, MO MArOTh JIIEH3II0 Ha MPOBAJKEHHS OCBITHBOI MisSUTBHOCTI, 3000B’si3aHi
3abe3nedyBaTH Ha CBOiX BeDO-cailitax (y pasi iX BIICYTHOCTI — Ha BeO-caliTax CBOIX 3aCHOBHHKIB)
BIJKPHUTHUH IOCTYI A0 Takoi iHpopMallii Ta TOKYMEHTIB:

1) cTatyT 3aknany;

2) niueH3ii Ha MPOBAJKEHHS OCBITHBOI AISITBHOCTI,

3) cTpyKTypa Ta OpraHy yIpaBJiHHS 3aKJIaay,

4) KkaapoBHil CKJIAJ 3aKJIaay 3T1THO 3 JIILIEH31 HHUMHU YMOBaMU,

5) ocBITHI TporpaMu, MO Peai3ylThCS y 3aKjaji, Ta MEePeNiK OCBITHIX KOMIIOHEHTIB, LIO
nependadveHi BiMOBITHOK OCBITHBOIO MPOTPAMOIQ;

6) Teputopist 00CIyrOBYBaHHS, 3aKpIIJIeHa 32 3aKJIa0M HOro 3aCHOBHUKOM,

7) niueH30BaHUN 00CST Ta (PaKTUYHA KITBKICTh OC10, sIKl HABUAOTBCS Y 3aKJIai,

8) MoBa (MOBH) OCBITHBOTO IIPOLIECY;

9) HasiBHICTb BAaKAHTHHX I10CAJ, TIOPSIOK 1 YMOBH NMPOBEACHHS KOHKYPCY Ha iX 3aMiIIEHHS
(Y pasi fioro npoBeneHHs),

10) marepianpHO-TexHIYHE 3a0e3nedeHHs 3aKaay (3riAHO 3 JIIeH31 HHUMU YMOBaMH);

11) HasiBHICTP TYPTOXKUTKIB Ta BUIBHUX MICIb y HHX, PO3MIp IUIATH 32 MPOKUBAHHS (32
HasIBHOCTI ),

12) pe3yapTaTi MOHITOPHUHTY SIKOCTI OCBITH,

13) piuHuU# 3BIT NPO AlSUIbHICTH 3aKJIANY;

14) npasuia npuiiomMy 10 3aKiany,
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15) yMOBH OCTYIHOCTI 3aKjIany AJisl HaB4aHHs 0c10 3 0COOIMBUME OCBITHIMU NOTPeOaMH;

16) po3mip miaTH 32 HaB4YaHHS 3100yBaviB OCBITH (32 HasIBHOCTI);

17) mepenik IONATKOBUX OCBITHIX Ta IHIIUX MOCHYT, iX BapTICTh, MOPSAOK HAaJaHHA Ta
OIJIaTH,;

18) mpasusa moBeniHKH 3700yBava OCBITH y 3aKJIai,

19) mnaH 3axofiB, COPSMOBAHUX HAa 3amoOIraHHs Ta MPOTHAIKD OyNiHTY (UBKYBaHHIO) Y
3aKiani;

20) mopsinOK MOJAHHS Ta PO3MJAAY (3 HOTPUMAaHHAM KOH(]IIEHIIHOCTI) 3as1B PO BUMAAKH
OyniHry (UbKYyBaHHS) y 3aKJIaal;

21) mopsinOK pearyBaHHS Ha JOBEIEHI BHUMAAKK OymiHry (LbKYBaHHsS) Yy 3akjiaal Ta
BiNIOBI JAJIbHICTH 0C10, MPUUETHHUX 10 OyiHrY (IIbKYBaHHSI);

22)iHma iHpopMalls, IO ONPIIIOAHIOETBCS 3a pIIIEHHSIM 3akjany abo Ha BHMOTY
3aKOHO/IABCTBA.

3akjanu, o OTPUMYIOTh MyOJiYHI KOIITH, Ta X 3aCHOBHUKH 3000B’s3aHI OMPUITIOHIOBATH
Ha CBOIX BeD-caliTax KOWTOpHC 1 (pIHAHCOBHI 3BIT NMPO HAIXOMKEHHS Ta BHUKOPHCTAHHS BCIX
OTPUMAaHHUX KOLITIB, IHPOPMALIO TPO Mepestik TOBapiB, poOIT 1 MOCHYT, OTPUMAHUX sK OyaroxiifHa
JOTIOMOTa, 13 3a3HAYEHHSIM iX BapTOCTI, & TAKOXK MPO KOINTH, OTPUMAaHI 3 IHIIMX JKepeN, He
3a00pPOHEHNX 3aKOHOAABCTBOM.

Indopmarist Ta TOKyMEHTH PO HAAXOMKEHHS MyOIIYHUX KOWITIB, SIKIIIO BOHU HE BITHECEHI
no kareropii iHopMarii 3 0OOMEKEHUM HOCTYIOM, PO3MIIIYIOTBCS IJIsl BIAKPUTOIO AOCTYIY He
Mi3HILIE HI)K Yepe3 AeCATh poOOYMX IHIB 3 AHS 1X 3aTBEPIKCHHS Y BHECEHHSI 3MiH 1O HHX, SIKIIO
1HIIIe HE BU3HAYEHO 3aKOHOM.

Ilepenik nmonmatkoBoi iH(opMamii, 0OOB’SI3KOBOI AJIsSI ONPHJIIOJAHEHHS 3aKJIaAaMH, MOXKeE
BHU3HAYATHUCS CIIELIAIbHUMH 3aKOHAMH.

27. Indpopmanis, nependadena MyHKTOM 20, miaysrae o0OB'SI3KOBOMY OINPIUIIOAHEHHIO Ha
BeO-caliTi 3akyaAy HEBIAKIAAHO, ajie HEe Mi3HIme M'STH PoOOYMX IHIB 3 IHS 3aTBEPAKEHHS
nokymeHTa. Taka iHpopMaIlist OMPUITIOHIOETHCS 13 3a3HAYCHHSAM JaTH ONPHJTIOHEHHS TOKYMEHTA 1
naTu

28. HeBiakjIaqHOMY ONPWIIOJAHEHHIO mijjisirae Oyab-sika iH(popmaiiss mnpo dakt, o
3arpOXKYIOTh JKUTTIO, 3A0POB'T0 Ta/abo MaifHy 0cif, 1 Mpo 3aX0nu, sIKi 3aCTOCOBYIOTHCS Y 3B'SI3KY 3
M.

29. KepiBHUK 3akjany BIATIOBiZae 3a 3a0e3MedeHHs MisJbHOCTI BIATOBIOANBHOI OCOOHM 3
MUTaHb JOCTYMy 10 nyOmuHOi iHpopMamii 3akiangy, BiAMOBAAJIBHUX 34 ONPAIOBAHHS,
CHUCTEMATH3AIllI0, aHA3 Ta KOHTPOJb INONO 3aJ0BOJICHHS 3alUTy Ha 1H(POPMAII0, HAAaHHS
KOHCYJIbTALlH 1 9ac O(pOPMIICHHS 3aIHTy, a TAKOXK 32 ONPHIFOAHEHHS 1HpopManii, nependadeHoi
I[IM 3aKOHOM.

3anuT, 1m0 MPOWIIOB PEECTPALIId B YCTAHOBJICHOMY 3aKJIAIOM MOPSKY, OOpOOIsIeThCs
BiIMOBIAAJILHUMHU 0COOAMHU 3 MUTAHb TOCTYIY A0 MyOiYHOI 1H(pOpMALIii.

30. IlapnamMeHTCHKUI KOHTPOJIb 33 TOTPUMAHHSAM TpaBa JIFOAMHU HA JOCTYM A0 iHpopmamii
3MIACHIOETBCA YTOBHOBakeHNMM BepxoBHoi Pamu VkpaiHu 3 mnpaB JIOOUHHM, TUMYaCOBHMHU
ciiqunMu Komicisimu BepxoBroi Panu Ykpainu, HaponIHUMH JemyTaTaMu Y KpaiHH.

31. I'pomancekuii KOHTPOJBL 3a 3a0e3MEeUeHHSM 3aKjaJaMd  JOCTymy JA0 myOsidHOi
iHpopmarii  3OIACHIOETBCS  AemyTaTamMHl MICHEBUX  paid, TPOMAIACBKUMU  OpraHi3aiisiMHy,
IPOMAZICBKIMH PagaMH, rpoOMasiHAaMH OCOOMCTO HUISIXOM MPOBEACHHS BiAIMOBIIHUX IPOMAICHKUX
CJIyXaHb, TPOMAJICBKOi €KCIIEPTHU3H TOLIO.

32. lep:kaBHUH KOHTPOJb 3a 3a0€3MEYeHHSM 3aKjafaMd JAOCTymy nA0 iHdopmaii
3MIHCHIOETHCS BIIMOBIAHO 10 3aKOHY.

33. Jlns 3abe3nevyeHHs 30epeKeHHs] Ta JOCTYIy A0 myOJiuHOi 1HpOpMAaILil JOKYMEHTH, IO
3HAXOIATHCS Y 3aKJIafax, MUITralTh 000B'SI3KOBIH peecTpalii B cucTtemi OOJIKYy 3aKkjiany, B T. 9. y
HOMEHKJIaTypi.

34. 3anuT Ha iHQOpMAILIiIO — 1€ TPOXAaHHS OCOOU 10 3aKJIaay HaxaTu myoaiuHy 1HGopMaIIiio,
IO 3HAXOAUTBCSA y HOro BOJIOAIHHI. 3aMUTyBay Ma€e MPaBO 3BEPHYTHCS 10 3aKJIAAy 13 3aITUTOM Ha
1H(pOpMALIO HE3aJIEXKHO BIJl TOTO, CTOCYETHCS Lisl 1H(OpMALIisl HOrO OCOOMCTO UM Hi, O€3 MOSCHEHHS
NPUYMHU TIOAAHHS 3aITUTY.

35. 3anut Ha iHpoOpMaLiO MOXKe OYTH 1HAMBITyaTbHUM 200 KOJEKTUBHUM. 3aIlIUTH MOXYThb
NOJABATHCA B YCHIH, MUCBMOBIH uM iHIIIH (opmi (momToro, gakcoM, TenehOHOM, eNeKTPOHHOK
NoTor) Ha BUOIp 3anurysaya. [IMCbMOBHI 3aMTUT MOJAETHCS Y NOBUIBHIHA hopMi.



36. 3anuT Ha iHOPMALIIO MAa€ MiCTHTH:

1) im'st (HaliMeHyBaHHs) 3aNMTyBaya, MOIITOBY aapecy abo aapecy eJeKTPOHHOI MOIUTH, a
TaKOXX HOMep 3aco0y 3B'SI3Ky, SKIIO TaKUH €;

2) 3aranpHuil onuc 1H(poOpMamii abo BUA, HA3BYy, PEKBI3UTH YM 3MICT JOKYMEHTA, IIOAO
SIKOT'O 3pO0JIEHO 3aITUT, SIKINO 3aIUTYyBady L€ BiJOMO;

3) mianumc 1 aaTy 3a yMOBH TOAAHHS 3aIMUTY B MUCBMOBIH GopMmi.

37.Y pasi KO 3 TOBAYKHUX NMPUYHH (1HBaJIIHICTh, 0OMEkeH! (i3UIHI MOXKIIMBOCTI TOLIO)
ocoba He MOKE MOJATH MHCbMOBHH 3aMHUT, HOro Mae opOPMHUTH BIAIMOBINAJIbHA 0CO0a 3 MUTAHb
noctyny no myOnivyHOi 1HGopMamii, 0OOB'SI3KOBO 3a3HAYMBINM B 3aMUTI CBOE 1M'sl, KOHTAKTHUH
TenedoH, Ta HagaTH KOO 3anuTy 0co01, sika HOoro moaana.

38. 3akian Mae HaJaTH BIAMOBIAb HA 3aITUT Ha 1HGOPMALIIO HE Mi3HIIIE M'ATH POOOYHX JTHIB
3 IHSl OTPUMAHHS 3aIHTY.

39.V pasi axmo 3anuT Ha iHQOpMaIII CTOCYEThes 1HGOpMaii, HeOOXiTHOI I 3aXUCTY
JKHUTTS] 91 CBOOON 0COOH, OO CTaHY AOBKLILIS, SIKOCTI XapUOBHUX MPOIYKTIB 1 MPEAMETIiB MOOYTY,
aBapii, katactpod, HeOEe3NMeUHNX MPHUPOAHUX SBUIN Ta 1HIIMX HAI3BHYAMHMX MOAIH, IO CTAIHCS
ab0 MOXYTb CTATUCH 1 3arPOXKYIOTh Oe3meni TPOMaJIsiH, BIMOBIAL Mae OyTH HaJaHa He mi3Hilne 48
TOAVH 3 JHA OTPUMAaHHA 3anuTy. KIIOMOTaHHS MpO TEPMIHOBE OMPALIOBAHHS 3aMUTy Mae OyTH
OOTPYHTOBAHUM.

40.V pasi SKIIO 3alUT CTOCYEThCS HAJAHHS BEJUKOro obcsry iHdopmarii adbo nmotpelye
nouyky iH(popmarii cepen 3Ha4HOI KUTBKOCT! aHUX, 3aKJIaJl MOXKE MPOMOBXKUTH CTPOK PO3TIISIY
3anuty 10 20 pobounx nHIB 3 OOIPYHTYBaHHSAM TaKOrO MPONOBXKEHHs. IIpo MPOIOBXKEHHS CTPOKY
3aKia] TOBIJOMIISIE 3amUTyBada y MUCBbMOBIH (opmi He mi3HiIIE M'SITH pOOOYMX IHIB 3 IIHS
OTPUMAaHHS 3aIUTY.

41. Indopmanist Ha 3aUT HATAETHCS OE3KOLITOBHO. Y pasi, SKIIO 3aI0BOJICHHS 3aMUTy Ha
iHpopMalio mependavac BHUIOTOBJICHHS KOMIM AOKyMEHTIB oOcsirom Oinmbm sik 10 CTOPIHOK,
3anuTyBay 3000B's3aHMUN BIAIIKOAYBATH (PAaKTUYHI BUTPATH HA KOMIFOBAHHS Ta JPYK.

Po3Mip pakTHUHIX BUTpPAT BU3HAYAETHCS BIAMOBIAHUM 3aKJIAJIOM Ha KOMIOBAHHS Ta IPYK Y
MeKaX TpPAaHMYHUX HOPM, BCTAHOBJIEHMX mocTtaHOBOK Kabinery MiHicTpiB VYkpaiHu Bif
13 numas 2011 poky Ne 740 «IIpo 3aTBepakeHHsI TPAHUYHUX HOPM BHTPAT HAa KOMIIOBaHHSA abo
OPYK TOKYMEHTIB, IO HAAIOTHCS 3 3aMUTOM Ha iH(pOpMALio». Y pasi sIKIIO 3aKJjia] He BCTAHOBUB
PO3MIpY MJIATH 32 KOMIFOBAHHS a00 IpyK, iHOpMALlisi HAAAETCS OE3KOIITOBHO.

IIpn HanmanHi ocobi iHopmauii mpo cede Ta iH(OpMAaLii, IO CTAHOBUTH CYCIIJIBHUIN
1HTepec, MmarTa 3a KOMIOBaHHS Ta APYK HE CTATYETHCS.

42. 3aknan Ma€e mpaBo BIIMOBHTH B 3a/I0BOJICHHI 3aITUTY Y TAKUX BUIAJKAX:

1) 3aknman HE BOJOAie 1 He 3000B's3aHUI BIAMOBIAHO 10 HOro KOMIETeHLil, nependadeHol
3aKOHOJIABCTBOM, BOJIOITH 1HPOPMAIIERD, MO0 SIKOi 3pOOJICHO 3aITHT;

2) indpopmaliist, IO 3aNUTYETHCS, HAIEKHUTb A0 KaTteropii iHpopmamii 3 0OMekeHUM
IOCTYIIOM;

3) ocoba, sika mopana 3amuT Ha 1H(POPMAIIO, HE OIUIATHIA mependadeHi MyHKTOM 41
(bakTU4HI BUTPATH, MOB'A3aH] 3 KOMIOBAHHIM a00 IPYKOM,;

4) He TOTPUMAHO BUMOT JI0 3aNHTY Ha 1H(QOpMaLiito, mependaueHnx MyHKTOM 36.

43. Bianosinp 3akjaay mpo Te, WO iHpopmaris Moke OyTH omepikaHa 3amHUTyBaueM 13
3arajJbHONOCTYIIHUX JKepes, abo BIAMOBIAb HE IO CYTI 3alUTy BBAXKAETHCS HEMPABOMIPHOIO
BIIMOBOIO B HaJlaHHI 1H(pOpMAIIii.

44 3aknan, sSIKUE HE BOJIOJIE 3aNMUTYBAHOKW 1H(OpMAIIE, aje SKOMy 3a cTarycoMm abo
XapaKTepOM HisSTBHOCTI BiIOMO abo Mae OyTH BIIOMO, XTO HEIO BOJIOJIE, 3000B'sI3aHUN HATIPABUTH
el 3amuT HAJIEe)KHOMY pO3MOPSAOHHUKY iHpopMmamii 3 ONHOYACHUM TMOBIJOMJICHHSM TIPO L
3anuTyBayda. Y TaKOMY pasl BIIUIK CTPOKY PO3MNISALY 3alHUTy HAa 1HPOPMALiO MOYWHAETHCS 3 JTHS
OTPUMAHHS 3aITUTY HAJIEKHIM PO3IIOPSTHUKOM.

45.V BiAMOBI B 33JI0BOJICHHI 3aMMUTY Ha iHpOpMaLito Mae OyTH 3a3HAYEHO!

1) mpi3Buie, imM'si, mo OAaTHKOBI Ta MOcamy OCOOW, BIAMOBINATBHOI 3a PO3TISIA 3AMUTY Y
3aKmani;

2) naTy BIAMOBH,

3) MOTHBOBaHY MiACTABY BiIMOBH;

4) mopsiIOK OCKAP>KEHHS BiJIMOBH,

5) miamnmc.

BinMoBa B 3a710BOJIEHHI 3aNUTy Ha 1HPOPMALIIFO HATAETHCS B MUCHMOBIH (opMmi.



46. BigcTpouka y 3aJ0BOJICHHI 3amUTy Ha 1HPOPMALIIO IOMYyCKAETHCS y pasi, SIKIIO
3anuTyBaHa iHpopMalis He Moke OyTH HaJaHa Uil O3HAMOMIIEHHsI B mependadeHi CTPOKH y pasi
HacTaHHSI OOcTaBMH HemepeOOpHOi Ccuiv. PimeHHs npo BIACTPOUKY MOBOAUTHECS 1O BigOMa
3amMUTyBa4a y MUCbMOBIH (OpPMI 3 PO3'ICHEHHSAM MOPSAKY OCKAPKEHHSI IPUHHATOrO PlIIEHHS.

47.Y piuieHHl mpo BiACTPOUKY B 3aI0BOJICHH] 3aMUTY Ha 1HpopMaLio Mae OyTH 3a3HAYECHO:

1) mpi3Buie, imM'si, mo OaTbKOBI Ta Mocany OCOOW, BIATIOBINAIBHOI 32 PO3TIISLA 3AMUTY Y
3aKiani;

2) naty HajcuiIaHHs a0 BPYUYEHHS MTOBIIOMJICHHS TIPO BiZICTPOUKY;,

3) npuunHY, y 3BSI3KYy 3 SKHUMH 3amuT Ha 1HQOpMaLilo He Moke OyTH 3aJ0OBOJICHHH Y
BCTAHOBJIEHUH CTPOK;

4) cTpoK, y sKuit Oyae 3aJOBOJICHO 3aTHT;

5) miamuc.

48. Pitnennst, aii 4u Oe3MisSUIBHICTh 3aKJIAAIB MOXYTb OyTH OCKapKeHI O 3aCHOBHHUKA
3aKJIaly, BUIOTO OPraHy yIPaBIIiHHSI OCBITOI a0 Cyay.

49. 3anuTyBay Ma€ NPaBO OCKAPXKUTHU!

1) BIZIMOBY B 3aJIOBOJICHHI 3aMUTY Ha 1HPOPMALIIIO;

2) BIACTPOYKY 3aJJOBOJICHHS 3aNUTy Ha 1H(POPMALIIO;

3) HeHa/TaHHS BiIOBI/l HA 3aMUT Ha 1H(POPMALIiTO;

4) HamaHHS HEOCTOBIPHOI 200 HEMOBHOI 1H(QOpPMALIi;

5) HecBoeuacHe HamaHHs 1H(GOpMAIi,

6) HEBUKOHAHHS 3aKJjazaMi OOOB'A3KY OIPIIIOAHIOBATH 1HQOpPMALII HAa BIACHOMY BeO-
CaiTi;

7) iHI pimeHHs, Aii i Oe3isIbHICTD 3aKJIa/iB, 10 MOPYIINIA 3aKOHHI MpaBa Ta iHTepecu
3amnMTyBayva.

50. OckapskeHHs pilieHb, ik i 0e3isTbHOCTI 3aKIaiB 0 Cyy 31 HCHIOETHCS BIATIOBI THO
no Konekcy aMiHICTPaTUBHOTO CYIOYMHCTBA Y KPAiHH.

51. BianoBiganbHICTh 32 MOPYIIEHHS] 3aKOHOAABCTBA NPO JAOCTYI A0 MyOiuHOi 1Hpopmanii
HECyTh 0COOM, BUHHI Y BUNHEHH] TAKUX MOPYIICHb!

1) HeHaTaHHSA BiTOBIAl HA 3aITHT,

2) HeHanaHHA 1HQOpMALli Ha 3aITUT;

3) OGe3miacTaBHA BIIMOBA Y 33JJOBOJICHHI 3aMUTY Ha 1HPOPMALIIO;

4) HeonpwrOAHEHHS 1H(pOopMaii;

5) maganas a0 ONMPUIFOIHEHHS HEAOCTOBIPHOI, HETOYHOI a00 HenoBHOI 1H(OpMALi,

6) HecBOeUacHe HalaHHs 1H(popmarii;

7) HeoOrpyHTOBaHe BiiHECEHHs iHpopMaii 10 iHpopMmalii 3 0OMEKEHUM TOCTYIIOM,;

8) He3MICHEHHS peecTpaLii TOKYMEHTIB;

9) HaBMHCHE PUXOBYBaHHsI a00 3HUIIEHHS 1HpOpMaLii Y1 JOKYMEHTIB.

52. Ocobu, Ha AyMKY SIKMX iXHI MpaBa Ta 3aKOHHI 1HTEPECH MOPYIIEHI 3aKJaJaMH, MalTh
NPaBO Ha BIAIIKOAYBAHHS MaTePiabHOI Ta MOPAJIBHOI IIKOAH B MOPSIZIKY, BU3HAYEHOMY 3aKOHOM.

Jupextop Cesitnana HEJIITTA
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Honatoxk 2
1o [HCTpyKIi 3 A1JIOBOACTBA 3aKJIaLy
(nynkT 1.5 po3ainy II)
BUMOI'K
10 ohopMIIEHHSI PEKBI3HTIB OPraHi3amiiiHO-pO3HOPAAYI0T JOKYMEHTALIT

Ha3sea

Bumoru

Ckiaa peKBI3UTIB
JOKYMCHTIB

01 - 300paxenns Jepxkasuoro I'epba Ykpainu

02 - 300paxeHHs eMOICMH OpraHi3arii

03 - 300paxxeHHs HArOPOX

04 - ko opranizari

05 - xox popMu moxymeHTa

06 - Ha3Ba opraHizauii BUIIOTO PiBHSI

07 - Ha3ea opranizauii

08 - Ha3Ba CTPYKTYPHOTO MiAPO3A1ITY OpraHizauii

09 - 1OBIAKOBI JaHI IIPO OPraHi3aLII0

10 - HazBa BUIY TOKYMECHTA

11 - mara goxymeHTA

12 - peectpauiiiHuii iIHOCKC JOKYMEHTA

13 - mocuaHHs Ha PEECTPALIHHMN 1HACKC 1 ATy TOKYMEHTA, HA SIKHUI JAF0Th BIAMOBIAb
14 - micue cknaacHHs a00 BUAAHHS JOKYMCHTA

15 - rpud oOMekeHHS AOCTYITY A0 JOKYMEHTA

16 - agpecar

17 - rpud 3aTBEpAKEHHS JOKYMEHTA

18 - pezomrorist

19 - 3aromoBOK A0 TCKCTY JOKYMECHTA

20 - BiAMiTKa PO KOHTPOIb

21 - TekeT AOKYMEHTA

22 - BIAMITKA PO HASBHICTh AOJATKIB

23 - manuc

24 - rpud moro KEHHI AOKYMCHTA

25 - Bi3H AOKYMCHTA

26 - BIIOUTOK MEYATKHA

27 - BiAMITKA PO 3aCBIAYCHHS KOTIIi

28 - mpi3BUIIEC BUKOHABIY 1 HOMEp Horo Teaechony

29 - BiAMITKA PO BUKOHAHHA JOKYMCHTA 1 HAPABJICHHS HOTO 10 CIPaBH
30 - BiAMITKA NPO HASBHICTh AOKYMCHTA B CICKTPOHHIN dopmi
31 - BiAMITKA PO HAAXOKEHHS JOKYMEHTA JO OpraHi3ari
32 - 3anuc Opo ASPKABHY PEECTPALIO

3o0paskeHHS
HeprxaBHOTO
I'epba Ykpainn

3o0pakenns [epxasuoro ['epba VYkpainu po3mimyrorh Ha ONaHKaX JOKYMEHTIB
BignosiaHo 10 [loctanosu BPY "Ilpo Hdepkasuuii rep6 Yxpainu" (2137-12):

Ha ONaHKax i3 KYMO60I0 po3mauLoeanicmio PeKBI3UTIB — HA BEPXHbOMY Oepe3si O/1aHKa Hax
CCPEANHOIO PSAKIB 3 HA3BOKO OPraHi3alli;

Ha ONIaHKax 13 n030062/CHHOI0 PO3MAULOEAHICHI0 — Y LICHTP1 BEPXHBOTO Oepera.

Posmip 300paxkenns: Bucora - 17 My, mmpuna - 12 MM

Ko opramnizarni

Ipocrassrors 3a €APITIOY micas pexBi3uTy A0BIIKOBI AaHI mpo oprauizaiiio (09)

Hazga opramnizamii
BHUILOTO PiBHS

3a3Ha4yaTe CKOPOUYCHO, 32 BIACYTHOCTI O(ImIHHO 3apeecTpOBaHOrO CKOPOUCHHS —
MOBHICTIO

Hazga zaknany
OCBITH

HazBa 3akmany OCBiTH — aBTOpa JOKYMCHTA MOBHHHA BIANOBIJATH HA3Bl, 3a3HAYUCHIN Y
Horo ycraHoBuMX nokyMeHTaxX. CKOpOUCHY Ha3BY 3a3HAYAIOTh TOH1, KOMH ii ogiliiHO
3aikcoBano y craryTi (ojioxenHl). CKOPOUYCHY Ha3BY MOJAIOTh Y AyKKax (abo O¢3 HUX)
HIKUC TIOBHOI, OKPEMHM PSIIKOM Y LICHTPI

Hazga HazBy imi, cTpykTypHOro MAPO3ALTY 3aKIaay 3a3HAYAIOTh TOMAI, KOJHM BOHH aBTOPH
CTPYKTYPHOT'O JOKYMEHTA, 1 pO3MIIIYIOTE HIDKYE peksizuTy 07

M APO3 LTy

3aKJIagy OCBITH

Hosinkosi  gani | JoBiAKOBI JaHi PO 3aK/ax MICTSITh:

po 3aKNaJd | @ MOIITOBY aapecy;

OCBiTH e HOMepu TeaedoHiB, (PaKCiB, TEICKCIB;

® paxyHKiB y OaHKY;
aApeCy CNCKTPOHHOI MOINTH, BEO-CalTy TOIIO).

IX po3MinTyrOTh HIKYE HA3BM 3aKTaAY OCBITH a0 CTPYKTYPHOTO TMiAPO3ALTY



http://zakon.rada.gov.ua/rada/show/2137-12

Hazga Bugy
JOKYMEHTa

Mae Biamosizatu mepermiky ¢opm, fAKki BHKOPHCTOBVIOTH y 3akmanxi. [lepemik wmicTuth
Ha3BH VHidikoBaHuX (opM mokymeHTiB 3rizHo 3 JIK 010 ta Ha3BuM iHIIMX JOKYMEHTIB, 1O
BIAMOBIJAIOTh OPraHi3aiiHO-MPAaBOBOMY CTATyCy 3aKjaany. 3a3HAYAOTh BCIUKHUMH
JiTepamu. Y THCTI Ha3BY BUAY JOKYMCHTA HC 3a3HAYAIOTh

Hara moxymenTa

Lle nmara mianwcaHHs, 3aTBEPMXKCHHS, NPUHHATTA abo peecTpamii JOKYMEHTA, SKY
odopmmrorTe nudppoBuM crocodoMm. EnemMeHTr natu HaBOAATH apaOChbKUMH HuppaMH B
OJIWH PSOK Y TOCIJOBHOCTI: YHCIO, MICALIb, PIK.

04.01.2019

Hary 103BoneHO 0hOPMITIOBATH Y MOCIIA0BHOCTI, PiK, Micsib, uuc/ao. [ pukman
2019.01.04

Y HOpPMAaTHUBHO-IIPABOBUX akTaxX 1 (PIHAHCOBHX JOKYMCHTAX 3aCTOCOBYIOTh CIIOBECHO-
nudposuii crnoci6é 0OPMITIOBAHHS AATH, HAPHKIIA!
04 ciuna 2019 poxy.

C10BO «pik» MOKHA BXKHBATH V CKOPOUCHOMY BapiaHTI:
04 ciuna 2019 p.

Hary mignucaHHS NPOCTABILIIOTh y JiBIH BEpXHIM YacTWHI JOKYMEHTA mopsn i3
peecTpalifHuM 1HACKCOM HA CICIIAIBHO BIABSACHOMY MICI Ha OgaHKy. AKINO JOKYMEHT
CKI1aJcHUH He Ha OIaHKy, HOro JaTy MPOCTABISIOTh HIKYIC HiAIHCY TIBOPYY.

Hara cmoinpHOrO JOKyMeHTA ABOX ab0 OUTbIIOi  KIIBKOCTI OpraHizaiiii — €quHa 1
BIMOBIIAE JATI MI3HIIMIOTO i ITHCY

Peecrparniiaumii
THACKC
JOKYMEHTa

CkaamTh 3 WOro MOPSIKOBOTO HOMEPA, SKHM MOXKHA MOTOBHIOBATU 32 PIMICHHIM
3aKNaay 1HACKCOM CIPABH 33 HOMCHKJIATYPOKO CHpaB, 1H(POPMALIE MPO KOPECIOHACHTA,
BHKOHABII TOIO. MICI¢ pO3TAIIOBAHOCTI [[BOTO PEKBI3UTY 3A/ICIKUTH BiJ OaHKA Ta BUAY
JOKYMCHTA.

SIkio AOKYMEHT MIATOTYBAIM ABI YW OUIBINE OPraHizaiii, TO PCECTPAIlHUN 1HACKC
CKIQMAKTh 13 PCECTPALHHUX IHACKCIB KOKHOI 3 IHUX OpraHizaiii, sSKi MpOCTABISMIOTH
YePE3 MOXUIY PUCKY 3T1THO 3 MOCIOBHICTIO MAMKUCIB ABTOPIB JOKYMEHTA.

Jnsa BXIZHUX TOKYMCHTIB peeCTpaliiHUN 1HACKC CKIAAAEThCA 3 MOPSAKOBOTO HOMEPA Ta
1HAeKCY cnpasu, Hanpukiaan 89/02-04, ne 89 - mopgaakoBHI HOMEpP AOKYMEHTA y MEXKaxX
poky, 02-04 - inaeKC crpaBu 3a HOMEHK/IATYPOIO CIIPaB.

Y BuUXIZHOTO Ta BHYTPIMIHKOrO (32 BHHATKOM HAaKa3iB, NPOTOKOMIB) JOKYMCHTA
PCeECTpaLiHUN 1HACKC CKIANAEThCA 13 1HACKCY COPAaBH 32 HOMCHKIATYPOIO CIPAaB Ta
MOPSAKOBOTO HOMEpa, Hampukiaang 02-04/176, nme 02-04 - imgekc copasu  3a

Ilocunmannga Ha

HOMEHKIIATYPOIO crpas, 176 - mopsaakoBHi HOMEp TOKYMEHTA Y MEKaxX POKY
Mictuth peecTpauiiHui iHACKC 1 JaTy TOTO JOKYMCHTA, HA AKUH JaroTh BiAnosiap. Llei

peecTpaiiiHui PEKBI3UT PO3TAIIOBYIOTh HIDKYE ab0 HA PIBHI PCECTPAIIIHHOTO IHACKCY HA CHCLIATBHO
IHACKC 1 Jary BIABEACHOMY MICI[l Ha OJIAHKY
JOKYMCHTA

Micue ckIaaeHus
a0o BUOAHHS

Micre ckinageHas a00 BUAAHHS JOKYMEHTA 3a3HAYAOTH HA BCIX JOKYMCEHTAX KPIM JIHCTIB,
Vv SKUX LI BiJOMOCTI BH3HAUAIOThH i3 PEKBI3UTY «JlOBIIKOBI JaHI Mpo OpraHizaumiio», i

JOKYMCHTA po3mitnyioTe Ha piBHi abo wHmwk4e peksizurie 11, 12 —«Jlata gokymeHTay,
«PeecTpaiinuii 1HACKC AOKYMCHTA». PEKBI3UT HE 3a3HAMAIOTH, SIKIIO BIJOMOCTI MPO
reorpadiuHe MiCIC3HAXOMKEHHS BXOAATh A0 HA3BH 3aK/1a1y OCBITH

Axpecar AJzpecatamMu JOKYMEHTA MOKYTh OyTH OpraHizauii, iXHi CTPYKTYPHI MiAPO3ALTH, HOCaI0BI

ocobn Ta rpoMansHU. Y pasi agpecyBaHHA AOKYMEHTa opraizauii abo ii cTpykTypHOMY
mApo3aimoBl O3 3a3HAMCHHS MOCAAOBOI OCOOM iXHI HA3BH MHOJAXOTh Y HA3UBHOMY
BIZIMIHKY.

Jenapmanmenm oceimu i Hayku

Kuigcoroi obnacnoi oepacasnoi aominicmpayil

VY pasi agpecyBaHHsS JOKYMCHTA KCPIBHHKOBI YCTAHOBU a00 HWOrQ 3aCTYMHHUKOBI HA3Ba
VCTAHOBHU BXOIWTH 0 CKIaIy HA3BH MOCATU aapecara.

Jupexmopy lenapmamenmy oceimu i HOyKu

Kuigcoroi obnacnoi deparcasroi aominicmpayil

Tpiseuwye, iniyian(u)

SIKIo MOKYMEHT HAACHIAKTh MOCATOBIH 0C00l, HA3BYy YCTAHOBH 3a3HAYAOTh Y
HA3UBHOMY BIIMIHKY, @ MOCaAY 1 MPI3BHIIC aIpecara - V AaBATIbHOMY.




Jlenapmanenm oceimu i nayru

Kuiscvroi obnacnoi oepacagroi aominicmpayii
Biooin dowrinvrol, 3a2anvroi cepedHbol

ma no3auiKIinLHOT oceimu

Hauanenuxy 6iooiny

Ipiseuwye, iniyian(u)

SIKIO AOKYMEHT aApecyroTh 0araTbOM OJHOPIIHUM OPTraHI3allisM, aapecara 3a3HAYATh
y3aranabHEHO.
Kepienuram saxnadie 3acanvroi cepedHvol oceimu

JIOKyMEHT HC TOBHHCH MICTUTH Olmpmie 4OTHpPBOX aipecartiB. ClOBO «KoOMis» mMepen
3a3HAUCHHSIM aJpecara HE CTaB/ITh. 3a HASIBHOCTI OIIBIIOI  KUIBKOCTI apecaTiB
CKIaJalTh CIUCOK A PO3CHIAHHS, & HA KOXKHOMY JOOKYMCHTI 3a3HAYarOTh TLIBKU
OJHOTO ajpecara.

Ho pexsizuty «Agpecar» Bxoaute mnomToBa aipeca. [lopsmok 1 ¢dopma 3ammcy
BIJOMOCTEH MO MOIITOBY alpecy VYCTAHOBH MaroTh Biamosizatu [IpaBmnam HagaHHA
MOCIYT HOIITOBOTO 3BSI3KY.

Jenapmanenm oceimu i Hayxu

Kuiscvroi obnacnoi oepacasroi aominicmpayil

sya. Xpewamux, 6,

m. Kuie, 01001

Aximo mOKYMEHT HaACHIa0Th (Pi3H4HIA 0CO0i, TO YV HA3HBHOMY BIAMIHKY 3a3HAYAIOTh
mpizeumie, iM'sa, mo GarekoBl (abo iHiINaAM) ajgpecara, BYIHLIO, HOMEp OYIWHKY 1
KBapTHPH, HACCICHUN NYHKT, PaioH, 001acTh, MOITOBUH 1HACKC.

Ieanuenro [lempo Cenmenoguu

eyn. Cadosa, 6y0. 7, k6. 24,

M. V3un,

binoyepriscokuil p-u, 09161

Ipud
3aTBECPUKCHHA
JOKYMCHTA

3aTBepPKCHHS VIPABITI HCbKHX JOKYMEHTIB 3A1HCHIOETECH OCOOUCTO KEPIBHUKOM 3aKIaay
BIAMOBIAHO [0 HOrO0 TMOBHOBAXKCHb ab0 pO3MOPSAYMM JOKYMECHTOM 3aKIaay 13
3a3HAYCHHIM Ha JOKYMCEHTI rpuda 3aTeepaKeHHs, 0OPMICHOTO BiANOBIIHUM YHHOM.
3ATBEPJIPKYVIO

Jupexmop cimnazii N 5

Hionuc Iniyian(u), npizeuuge

07.03.2018

VY pasi 3aTBepKCHHS JOKYMEHTA PILICHHSAM KOJICTIaIbHOTO OpraHy TpU(] 3aTBEpAKCHHS
ckaanaerbes 31 ciosa 3ATBEPIDKEHO (Ge3 nanok), Ha3eu, gaTi 1 HOMEpa JOKYMEHTA Y
HA3UBHOMY BIIMIHKY.

3ATBEP/DKEHO

Ilpomoxon sacioannsa nedazoiunol paou

cimuasii N 5

06.05.2018 N 40

3aroia0BoK 10
TEKCTY
JOKYMEHTA

Mae MiCTUTH KOPOTKHI BHKJIAX 3MICTY JOKYMEHTA 1 OYTH MAKCUMAaIbHO CTHCITHM.
3arol0BOK BIAMOBIAAE HA 3AUTAHHS PO IO 7, KOro?

Ilig uwac ¢opMymrOBaHHS 3arojJOBKAa MOXKHA BHUKOPHUCTOBYBATH CKOPOYCHHS CHIB 1
CIOBOCIIONYYCHb BIANOBIAHO J0 mnpasuia opdorpadii Ta DYHKTYALIHHUX HOPM
VKPaiHChKOi MOBH, BUMOT CTaHJAPTIB.

Kpanky B kiHIU 3arojoBka HE CTaBisTh. SIKio 3arofoBok mepesuinye 150 apykoBaHuX
3HaKIB (5 PsAAKIB), HOTO TO3BONICHO MPOIOBKHUTH [0 MEKI IIPaBOro oGepera.

be3 3aronoBka MOXxHA CKJIAAATH KOPOTKI JOKYMEHTH Ha Onankax ¢opmary AS, 30kpema
CYIIPOBiHI JIUCTH, TeJerpamu, TenedoHorpamu

Texer 1oKyMEHTA

Micrurs iHhopManito, 3apaan GiKCYBaHHA AKO1 OYI0 CTBOPEHO AOKYMEHT.

Opranizami  34iHCHIOIOTh  AIJIOBOACTBO, BEAYTh  JOKYMCHTAIIK 1  JUCTYBaHHS
VKPaiHCBKOIO MOBOK. TEKCT TOKYMEHTa MOBHHECH OYTH BHUKIAICHUU CTHCIO, TPAMOTHO,
3po3yMiI0, OC3 MOBTOPIB Ta BXKHBAHHSA CJIB 1 3BOPOTIB, SIKI HE HECYTh CMHCIOBOTO
HABAHTAKCHHS.

Texkcr oopMIIOIOTh V BHIVIAAI CYLINBHOTO CKIAJHOTO TEKCTY, AHKETH, TaOmumi aGo
MOEAHAHHS THX (GopM. SIKIIo YacTHHU TEKCTY MAaKOTh Pi3HI CMHUCIOBI acEKTH ab0 TEKCT




JOKYMEHTA MICTHTb ACKLIbKA PIIICHb, BUCHOBKIB TOIIO, HOTro Tpeda po30uTH HA PO3ALTH,
MAPO3AINN, MYHKTH, MiAMYHKTH, SKI HYMEPYIOTh apaOChKUMH LU(ppaMH 1 JPYKYIOTh 3
abzarry.

Jnst qiTkoi oprasizaiii TSKCT HOAUIAIOTE HA Bl CMUCJIOB YaCTHHU:

e omnwuc npuyuH, (HAKTIB, MOAIH, IO CTATH MCTABOK IS CKIAAAHHS TOKYMCHTA,

® BUCHOBKH, NPOTO3HULIi, TPOXaHHS, PO3NOPIKEHHS, PILICHHS, PEKOMCHIAL.

VY TeKCTI AOKYMCHTA, MATOTOBJICHOTO BIAMOBIAHO A0 JOKYMCHTIB 1HINHX YCTaHOB abo
paHille BUAAHUX JOKYMCHTIB, iX PEKBI3UTH 3a3HAYAIOTH Y TaKid MOCTIJOBHOCTI: Ha3Ba
BHAY JOKYMCHTA, Ha3Ba YCTAHOBU (aBTOpa NOKYMCHTA), HaTa, PCECTpALlidHMU 1HICKC,
3aroJI0BOK OO TEKCTY

Bigmitka npo Posmimyrote mig Texkctom JokymeHta. Jlogarku A0 AOKYMEHTIB MOXKYTh OyTH TPbOX

HAABHICTD BUIIB:

JOJaTKIB ® JONATKU-TOKYMEHTH (IHCTPYKI[i, MpaBWia TOINO), IO 3aTBEPAKYIOThCS  abo
BBOJSTHCS B K0 posmopsgunMu AoKymeHTamu. Ha HHX MOXyTh mpocTtaBisté rpud
3aTBEPIKCHHS,
e noxarku (rpadiku, CXeMH, TabJHI, CIIUCKU TOIIO), IO MOSCHIOKTE a00 JOMOBHIOThH
3MICT OCHOBHOTO JTOKYMEHTA (Hakasy, IUIaHy, 3BITy, IHCTPYKIii Tomo). Ix oopmiroroTh
HA CTAHAAPTHHUX apKymax. ¥ BEPXHbOMY IMPABOMY KyTi MEPIIOTO apKyIla 3a3HAYAIOTH
cnoBo «Jlomaroxy. SIKIIO AOAATKIB KUIbKA, HA HUX 3a3HAYAIOTH MOPIIKOBI HOMEPU. JHAK
Ne mepen 1udpoBUM MO3HAMCHHSIM HE CTABJISTH,
® JOJNATKH, IO € CAMOCTIHHUMHU JOKYMCHTaMH O€3 3a3HAYCHHS AAPSCHOI YACTHUHH 1
HAJICUIAIOTHCS 13 CYNPOBIIHUM JTHCTOM;
Ilpo HasBHICTP MOAATKIB 10 AOKYMCHTA 3a3HAYANOTH MMCTS TEKCTY JOKYMCHTA MEPEH
mMATUCOM. SIKIO JOKYMEHT Ma€e AOJATKH, MOBHY HA3BY SIKUX HABOISATh Y TCKCTI, BIAMITKY
PO HASBHICTh JOJATKIB O(OPMITIOIOTE TaK:
Jlooamox: na 7 apx. y 2 npum.
SIKIo JOKYMEHT Mae JOJATKH, MOBHY HA3BY SKHX V TCKCTI HEC HABOAATH, Il HA3BH
HEOoOXI1THO MOJATH MICI TEKCTY 13 3a3HAYCHHIM KUTBKOCTI apKyIIiB Y KOKHOMY JOJATKY
Ta KUTBKOCTI X PUMIPHHUKIB.
Jlooamxiu:
1. Jlosioxa npo euxonanna naany pemonmuux podim 3a I xeapman 2000 p. na 5 apx. 6 1
npuMm.
2. I'paghix pemonmuux po6im na Il keapman 2000 p. na 2 apk. ¢ 1 npum.
Skimo 10 AOKYMEHTa AOJArOTh 1HINMH JOKYMEHT 3 JOJATKAMH, BIAMITKY MPO HASBHICTH
JOJATKIB 0(OPMITIOOTh TaK:
Jlooamox: Bucnoeox ciyaxcou oxoponu npayi 6io 14.09.2018 Ne 8 i dooamox 0o Hboz0,
8Cb020 Ha 25 apk. Yy 2 npum.
3a BEMMKOI KIJIBKOCTI JOJATKIB HA HUX CKIAJAIOTh OMHC, a B CAMOMY JOKYMCHTI MiC/Is
TEKCTY 3a3HAYAIOTH!
Jlooamox: 6ionogiono oo onucy va 3 apx.
Sk A0aToOK HAACHJIAKOTH HE 34 BCIMA 3a3HAUYCHUMH B JOKYMCHTI aapecamMu, BIAMITKY
PO HASABHICTh JOKYMEHTA O(QOPMITIOIOTE TaK:
Jlooamox: na 5 apk. y 2 npum., Ha neputy aopecy

ITiamuc CKIIagaeThCs 3 HA3BH MOCAAM OCOOH, SIKA MIAMHUCYE MOKYMEHT (IIOBHOI, SIKIINO JOKYMCHT

HAIPYKOBAHO HE Ha ONaHKy, CKOPOYCHOI — HA JOKYMCHTI, HAAPYKOBAHOMY Ha OIAHKY),
0CcOOHCTOro MiANKCY, 1HImiany(-iB) 1 npi3BHIIA.

1. I'onoea Jleporcagrnozo xomimemy

cmamucmuxy Yrpainu Hionuc Iniyian(u), npizeuuge

2. I'onosa Hionuc Iniyian(u), npizeuuge

PekBizuT po3MIIIyIOTh M TCKCTOM JOKYMEHTA a00 MmiJ BIAMITKOK MPO HASBHICTH
JOJATKIB.

Skio JOKyMEHT MANHCYIOTh Kijgbka (aBI abo Oimbine) ocid, TO iXHI MJMHCH
PO3TAIIOBYIOTh OJUH IMiJ OJHHM BIAMOBIAHO A0 MHiJNOPSIKOBAHOCTI MOCATOBHX OCIO.
Jupexmop Hionuc Iniyian(u), npizeuuge

T'onoenuii 6yxeanmep Hionuc Iniyian(u), npizeuuge

SKIo MOKYMEHT MIAMUCYIOTh KiJbKa OCI0 OMHAKOBUX TOCAA, TO IXHI MIAMHCH
PO3TAIIOBYIOTh HA OJHOMY PiBHI.




3acmynnux Minicmpa ocmuyii Yepainu 3acmynnux Minicmpa ¢hinancie Yrpainu
Hionuc Iniyian(u), npizeutye Hionuc Iniyian(u), npizeuuge

JIOKyYMEHTH KOJIeTIaIbHUX OPTaHIB MiMHUCYIOTh OJ0BA KOJICT1AIbHOIO OPraHy 1 CeKpeTap.
T'onosa ouperyii Hionuc Iniyian(u), npizeuuge
Cexpemap oupexyii Hionuc Iniyian(u), npizeuue

VY pasi BIACYTHOCTI MOCAm0BOI OCOOM, MAMUC SKOI 3a3HAYCHO B MOKYMCHTI, JOKYMCHT
miamucye ocoba, ska BUKOHYE ii 00oB'a3ku, abo ii 3acTymHHMK. Y HBOMY BHIOAAKY
000B'I3KOBO  3a3HAYANOTh IMMOCAAy 1 MNOPI3BHING OCOOM, sKa MMANKUCANA JOKYMCHT
(BUIPABICHHS BHOCATh PYKONHCHMM a00 MAIIHHONUCHUM CIIOCOOOM), HAMPUKIAL
"Bukonysau 060B'13kiB", "3acTynHHK" .

ITigmucyBaTy JOKYMEHT 13 MPUAMEHHUKOM 32" a0 CTaBUTH MPABOOIKHY MOXHITY PHUCKY
mepes Ha3BO MOCaaU HE JO3BOJCHO

Ipud
MOTOJKCHHS
JOKYMCHTA

Posmimyrots Hikue pexsizuty "[lianuc”. Bin cknagaerscs 31 ciosa [TOT'OJPKEHO (6e3
JamnoK), HA3BH MOCagu 0coOH, sKa MOTOKYE AOKYMEHT (pa3oM 3 HA3BOIO Oprasizarii),
0COOHCTOTO MiAMUCY, 1HIMI ATy (-1B) 1 MPI3BUIIA, AATH MOTOJKCHHS.

HOI'CJPKEHO

Sacmynuux Minicmpa oboponu Yxpainu

Hionuc Iniyian(u), npizeuue

05.02.2001

Ko AOKYMEHT MOTOMKYIOTh JTHCTOM, MPOTOKOJIOM, aKTOM TOIIO, TO IpUd MOT0IKECHHS
0ohOPMITIOIOTh TaK:

HOI'OJPDKEHO

Ilpomoxon sacioanns Ilpaeninna

Hayionanvrozo 6anxy Yrpainu

23.01.2001 N 2

Bizu moxymenra

Bizoro odopMmooTe BHYTpIIIHE MOTOMKEHHS AOKYMEHTA. Biza ckmamaerbcs 3 HA3BH
MOCaau, OCOOUCTOrO MIAMKCY, IHIMIATIB 1 MPI3BUINA OCOOH, KA BI3yE TOKYMEHT, AATH
3aBi3yBaHHA. Bi3y poO3MIIIVIOTE HIDKYE PEKBI3UTY 23, AK HA JIMIBOBOMY, Tak 1 Ha
3BOPOTHOMY OOIIl OCTAHHBOTO APKYIIA JOKYMCHTA.

Hauanenux opuouunozo 6iooiny

Hionuc Iniyian(u), npizeuuge

18.09.2001

Bi3gy craBnare Ha NpUMIPHHUKAX JOKYMEHTIB, SIKi 3aJIMIIAKOTh B OpraHizauii

Bia0urox BigOurkoMm meuarku oprasizaiii 3acBIAYYIOTH HAa JOKYMEHTI MIIMHC BIANOBIAAIBHOT
MCYATKH ocoOmu.
BinOurok mevarku CTaBAThH TAK, MO0 BiH OXOILTFOBAB OCTaHHI KUTbKA JITCP HA3BU MOCAAH
oco0m, sKa MmAnucania JOKYMEHT, aji¢ He MiAMUC MOCaqoBoi 0co0u, a0 MPOCTABIIAIOTH HA
OKPEMO BUALICHOMY TSl LHOTO MiCIl 3 BIAMITKOO «M. Iy,
Iepenik mOKYMEHTIB, Ha SKi CTABIATh BIJOUTOK MECYATKH, BU3HAYAE 3aKIA] HA IMiACTABL
HOPMATHBHO-TPABOBUX AKTIB. Horo MOJAKOTH B IHCTPYKIII 3 J1TOBOACTBA
IpizBuine 3a3HAuaKOTh HA JMIBOBOMY OOl B HIKHBOMY JIBOMY KyTI OCTAHHBOTO apKyIna
BUKOHABIII JOKYMEHTA
1 HOMEP HOTO
teachony
Bumornu o Jna ApykyBaHHSI TEKCTIB CIYKOOBHUX JOKYMCHTIB BHKOPHUCTOBYETBCA TapHiTypa Times
odopMICHH New Roman, mpudr - posmipom 12-14 npykapchkux OyHKTIB.
JOKYMCHTIB Ho3BonseTbess BUKOPUCTOBYBAaTH wWpHPT po3Mipom 8-12 ApykapchKUX NVHKTIB IS

apykyBaHHS pekBisuty "[lpizBuimme BukoHaBLY 1 HOMep Horo tenedoHy", BHHOCOK,
MOSICHIOBATBHHUX HAMMCIB O OKPEMHX CIEMCHTIB TCKCTY JOKYMEHTa a00 HOro pPeKBi3HTIB
TOMIO.

Ilig wac ApyKyBaHHS 3aroJIOBKIB JO3BOJISETHCS BHKOPHUCTOBYBATH HAMIBXHPHHHA MPUGT
(mpstmuii abo Kypcus).

Texkcr pokymentiB Ha mnamepi Qopmary A4 (210x297 wmimiMeTpiB) PEKOMEHIOBAHO
apykysatd uepes 1-1,5 miskpaakosoro iHtepsaiy, a popmary A5 (210x148 minimeTpis) -
yepe3 1 MDKPSIIKOBUH iHTEPBAT.

JIoOKyMEHTH MOBHHHI MATH TaKI MOJIs (MUTIMETPIB):

30 - mge;

10 - mpage;

20 - BEpXHE Ta HIDKHE.




PekBizutu moxkyMeHTa (KpIM TEKCTY), SIKI CKIQJAIOTHCS 3 KUIBKOX PSAKIB, APYKYHOTHCS
yepez | Mikpaakosuii iHTepBan. CkiaagoBi uyacTuHH peksisutis "Agpecar”, "I'pud
satBepmkeHHA", "['pud moromkeHHS" BIXOKPEMIIOIOTBCI OAWH Bix ogHOro uepes 1,5
MIKPSIIKOBOTO IHTCPBATY.

PekBizuTi A0KYMCHTA BIIOKPEMITIOIOTBCS OJWH BiJ OXHOTO depes 1,5-3 MIKpPIIKOBUX
THTCPBAIH.

Hazga Buny 10kyMeHTa APYKYETBCA BETUKHMH TITCPAMH.

Posmmdpysanna mignucy B pekeizuri "[lignuc” aApykyeTbes Ha piBHI OCTAHHBOTO PAKA
HA3BU MOCAM.

He pobGutbca Biactym Bix Mexl niBoro mons s peksizutiB "/lata mokymenra",
"3aronoBok a0 Tekcty mokymenra'', "Texer" (Oez abzaimis), "BigmiTka mpo HasSBHICTH
noparkie”, "llpizeuine BUKOHABLE 1 HOMep Horo TenedoHy", HAMMEHYBAaHHS MOCATH V
pexsizuTax "Iliamuc" ta "I'pud noromxenns", Hamucy "3rigiHO 3 OpUriHAIOM", & TaKOK
cnig "CJIYXAJIN", "BUCTYITWJIN", "YXBAJIMJIN", "HAKA3VY1O".

3a HagBHOCTI KIIbKOX TIpH(]IB 3aTBEPIKCHHA 1 MOTOKCHHS BOHH PO3MIIIYIOTHCSA HA
OJHOMY PiBHI BEpTHUKATEHUMH paakavu. [lepmuii rpud - Big Mexki AiBOTO MO, APYTHH -
yepe3 104 mMimiMeTpH BiA MEXKI TiBOTO MO

Ilig vac odopmicHHS AOKYMCHTIB Ha OBOX 1 OUMbIIE CTOpPIHKAX Apyra Ta HACTYIIHI
CTOPIHKM MaroTh OyTH npoHyMepoBaHi. [lepiua cropinka He HyMEpYEThCA.

TekcTH MOKYMEHTIB MOCTIMHOTO 30CpiraHHs APYKYHOThCS HA OXHOMY OOIl apKyIia.
HokymeHTH 13 cTpokoM 30epiranHf A0 5 POKIB MOXKHA JAPYKYBATH Ha JHLBOBOMY 1
3BOPOTHOMY 0011 apKyIna

Jupexrop

Csitnana HEJIITTA




Honatox 3
no [HcTpyKLii 3 A1IOBOACTBA 3aKJIay
(nyHKT 1.6 po3ainy II)

BUMOI'H
10 opopMIIeHHSI JOKYMEHTIB, 10 BUTOTOBJISIIOTHCS 32 T0MOMOI0K) KOMIT IOTEPHOI TEXHIKH

1. JIast apyKyBaHHSI TEKCTIB CIY>KOOBHX JOKYMEHTIB BUKOPHCTOBYETBCS TapHiTypa Times
New Roman, mwpudr - posmipom 12-14 npykapcbkux myHKTIB. [[03BOJSIETBCS BHKOPHCTOBYBATH
mpudT po3mipoM 8-12 npykapChKUX MyHKTIB U APYKyBaHHs pekBi3uTy «lIpi3Buine BUKOHABIA i
HOMep Horo TeneOHy», BHUHOCOK, TOSICHIOBAJIBHHMX HAIHUCIB O OKPEMHX EJIEMEHTIB TEKCTY
nokyMeHTra abo HOro peKBi3uTIB TOLIO.

ITin wac ApyKyBaHHS 3aroJIOBKIB JO3BOJISIETHCS BUKOPHUCTOBYBATH HAIIBXHPHUA MIPUPT
(npsimuii 00 KypcuB).

2. Tekct noxymenTiB Ha mamepi gopmary A4 (210 x 297 mijgiMeTpiB) PEKOMEHAOBAHO
apykyBatu yepe3 1-1,5 mixkpsakoBoro iHTepsaiy, a popmary AS (210 x 148 minmimeTpis) - yepes 1
MIKPSIAKOBHHA 1HTEPBAL

JIOKYMEHTH MOBHHHI MaTH TaKi MOJIs (MiJTiMETPIB):

30 - niBe;

10 - npase,

20 - BepXHE Ta HUXKHE.

Peksi3uTtn nokyMeHTa (KpiM TEKCTY), SIKI CKJIQIAIOTHCS 3 KIJIBKOX PSAKIB, IPYKYIOTHCS Yepe3
1 mikpsinkoBui iHTepBajd. CKJIAQAOBI YaCTUHHU PEKBI3UTIB «Axapecat», «I'pud 3aTBEpIKEeHH:,
«["pud moromKkeHHs» BIAOKPEMITIOIOTHCS OJIUH BiJl OMHOTO uepe3 1,5 MIKpsIIKOBOTO iHTEpBay.

PekBi3uTH MOKyMEHTa BINOKPEMIIFOIOTBCS OJMH BI OAHOTO d4epe3 1,5-3 MIXKPSAKOBHX
1HTEepBaJIH.

3. Ha3Ba BuIy OOKyMEHTA IPYKY€ETHCS BEIMKHMU JIITEPAMU.

4. Posmmdpysanns mignucy B peksizuti «lliammcy npykyeTbes Ha piBHI OCTAHHBOTO PSIAKA
Ha3BU TMOCAIH.

5. He poOutbcs BIACTYN BiJ MeXI JIBOrO MOJSA JJIsl PEKBI3UTIB «Jlata AOKyMeHTay,
«3aroioBOK 10 TEKCTy MOKyMeHTa», « Tekct» (6e3 ab3awiB), «BigMiTka mpo HasIBHICTH AOAATKIBY,
«IIpi3BuIe BUKOHABLS 1 HOMEP HOro TeiedoHy», HaliMEeHyBaHHS mocaau y peksizutax «Iliamme»
ta «'pud mnoromxkeHHs», Hamucy «3rigHO 3 OpuriHaioM», a Takoxk ciiB «CIIYXAJIN»,
«BUCTVYIIMJIN», «YXBAJINJIN», <kHAKA3VYIO».

6. 3a HasgBHOCTI KUIBKOX TPU(]IB 3aTBEPIKECHHS 1 MOTOJKEHHS BOHH PO3MIIIYIOTBCS HA
OHOMY piBHI BEPTUKAJbHUMHU psiikamu. llepmmii rpud - Big MeXi JIBOTO MOJS, APYTHH - 4epe3
104 miyimMeTpH BiJ MEKI JIiBOTO IOJISL.

7. Ilin yac odopMiIeHHS NOKYMEHTIB Ha ABOX 1 OlIbIIe CTOpIHKAaX Apyra Ta HACTYIHI
CTOPIHKH MaroTh OyTH poHyMepoBadi. Ilepina cTopiHKa HE HyMepy€eThCs.

8. TekcTu MOKYMEHTIB TOCTIMHOTO 30epiraHHs NPYKYIOThCS HAa OMHOMY OOIl apKyma.
JIOKyMEHTH 13 CTPOKOM 30epiraHHs 0 5 POKIB MOXKHA IPYKYBaTH HA JIMIIbOBOMY 1 3BOPOTHOMY
oot apkyma.

Jupextop Critnana HEJIITTA



Jopatok 4
A0 IHCTPyKUiT 3 4iN0OBOACTBA 3aKnagy
(nyHkT 2.3 po3gainy 1)

YKPATHA
KOCTAHTUHIBCbKWA NILEN "EPYANT"
KOCTAHTUHIBCHKOT CI/IbCbKOT PAAN
ME/TITONONbCbKOIO PAMOHY 3AMOPI3bKOT OBJTIACTI
72365, npoB. MapkoBuit 2/1, c. KOCTAHTMHIBKA, MeniTononbCbKnin p-H, T. 8(0619) 44-13-43
E-mail: koosh2.erudit@gmail.com

Bif 20 No

(ab3ay 1,25)

(6e3 ab3auy) (12,5)
OwnpekTop CsitTnaHa HENIMA

FOnis CEPIE€EBA 44-13-43
(im A. npi3BuLLe BUKOHaBLSA)

JnpekTop CsitnaHa HENIMA


mailto:koosh2.erudit@gmail.com

Jopnatok 5
[0 IHCTPYKUIT 3 A1/10BOACTBA 3aKnafy

(nyHKT 2.3 po3gainy 1)

YKPATHA
KOCTAHTUHIBCbKWA NILEN "EPYANT"
KOCTAHTUHIBCLKOT CI/IbCbKOT PAAN
MEJTITOMNO/NIbCbKOIO PAMOHY 3AMOPI3bKOT OBJTIACTI
72365, npoB. Mapkosuin 2/1, c. KoCTAHTUHIBKA, MeniTononbCbKnin p-H, 7. 8(0619) 44-13-43
E-mail: koosh2.erudit@gmail.com

Bin 20 N
Ha N Bif 20 Bigain ocsitv mMonogi Ta cnopTy

(ab3ay 1,25)

(6e3 ab3auy) (12,5)
Csitnana HENIMA

OunpekTtop

FOnis CEPIE€EBA 44-13-43
(im 5. npi3BuLLe BUKOHABLS)

[vpekTop CsitnaHa HEJITIA


mailto:koosh2.erudit@gmail.com

Jopnatok 6
A0 IHCTPyKUiT 3 AinoBOACTBA 3aKnady
(nyHkT 2.3 po3gainy 1)

BIAA11 OCBITY, MOJIOJI TA CMOPTY
KOCTAHTUHIBCHKOT CIIbCbKOT PAM
KOCTAHTWUHIBCbKUA NILEN «EPYAUT»
KOCTAHTWHIBCbHKOT CI/IbCbKOT PALM
ME/IITOMNONbCbKOIO PANOHY
3AMOPI3bKOT OBNACTI

HAKA3
20 p. c.KocTAHTMHIBKA Ne
Mpo
(ab3ay 1,25)
HAKA3YHO:
1
(6e3 ab3aLy) (12,5)
[vpekTop CsitnaHa HENIMA

[vpekTop CsitnaHa HEJITIA



Honatox 7
no [HcTpyKLii 3 A1IOBOACTBA 3aKJIay
(nynkT 3.1 po3ainy II)

HEPEJIIK
AOKYMEHTIB, HA SIKHX NiJNKC 0CAA0BOI 0CO0H 3aCBiIYY€ThCSI BiAOUTKOM NMe4YaTKH
3aKJIanxy
1. Axtu (BUKOHaHHs POOIT, CIUCAHHS MaTeplaibHUX IIHHOCTEH, (PIHAHCOBHX MEPEBipPOK,
BIUTYYEHHS TOKYMEHTI B JUUIsI 3HULIECHHS, TIEPeIaBaHHsI CIIPAB TOLIO).
2. Nosiaku (Ipo BUKOPHUCTAHHS OIOJKETHUX aCHUTHYBAaHb Ha 3apOO0ITHY IUIATY, HAPaXOBAHY
13 3ap0o0ITHOI TIATH TOLIO).
3. Horoopu (mpo MaTepiajibHy BIIMOBIAANbHICTh, HAYKOBO-TEXHIUHE CITiBPOOITHUIITBO,
HiAPSAN, OPEHIY MPUMIIIEeHb, BAKOHAHHS POOIT TOIIO).
4. JlokymeHTH (IOBIOKM, MOCBIAYEHHS TOINO), [IO 3aCBIAYYIOTh TMpaBa TPOMAJISH 1
IOPUANYIHHX OCi0.
5. Jlopy4eHHs1 Ha oiep KaHHS TOBAPHO-MaTeplaJbHUX LIHHOCTEH.
6. 3aBoaHHs (Ha TPOEKTYBaHHA OO €KTIB, TEXHIYHUX CIOPYH, KamiTanbHe OyIiBHHUITBO,
TEXHIYHI TOIIO).
7. 3pa3ku BIAOWTKIB MEYaTOK 1 MiAMUCIB MPALiBHUKIB, SKI MAalOTh NPaBO 3IIHCHIOBATH
(hb1HaHCOBO-TOCIIOAAPCHKI OMepalrtii.
8. Komrropuc Butpar (Ha KagbKyJISLIIO 32 JOTOBOPOM, Ha KalliTalbHe OyAiBHULITBO TOIIO).
9. JIucTy rapaHTiiiHi (Ha BUKOHaHHS pOOIT, HAZAHHS MOCIYT TOLIO).

10. Omnnucu cripas noctifiHOTO, TpUBasoro (moHan 10 pokiB) 30epiraHHsl, 3 KAAPOBUX MUTAHb.
11. IItaTHI po3mUCH.

12. TpynoBi KHIKKH.

Jupextop Critnana HEJIITTA



Honatox 8
no [HcTpyKLii 3 A1TIOBOACTBA 3aKJIay
(nyHKT 3.4 po3ainy 1)

KYPHAJI
00J1iKy Me4yaTok Ta ITAMIIB, 10 32CTOCOBYIOTHCS B YCTAHOBI*
Ne | Bigbutok Komy Bunano Hata [IpumiTka
3/l | MeYaTOK 1 |gajimMeHyBaHHs| Mpi3BHUILE TA naTa i MOBEPHEHH: 1 | (BiAMITKA PO
WITaMIiB | f1igposniny, B iHimanm posmuicka | PO3MMCKA PO | 3HHILIEHHS)
SIKOMY BiINIOBI JAJIbHOI npo NpUiMaHHs
30epiraroThcs ocobu OTPUMaHHS
NEYaTKH 1
IITAMIIH
1 2 3 4 5 6 7
Hupexrop Ceitnana HEJIITTA




Honatox 9

no IHcTpykwii 3 IiTOBOACTBA 3aKIamy
(myHKT 9.29 po3niny 1)

KocranruniBcbkuid gineit «Epyanr»
KocTaHTHHIBCBKOI CLIBCHKOI pagu
MeniTonoabcbKOro paiiony
3anopi3bKkoi odJacTi

AKT
Npo npuiiMaHHsI-NepeJaBAHHS JOKYMEHTIB i crpaB
miJx 4ac 3MiHH KepiBHUKA

(Ha3Ba 3aKyIamy OCBITH)

¢. Koctanuruuiska

BiamosinHO 10 Hakasy BiA Ne
(imimiama (imimiam iMeHi), mpisBuime) IEepenas, a MPUHHSB Y
TOKYMEHTH YIPaBIi HCbKOI AiSUIbHOCTI:
Ne Ne 1 Ha3Ba mOKyMeEHTY Kinbkictb [TpumiTku
3/m TPUMIPHHUKIB
1 2 3 4
PazoM npuitHaTO IOKYMEHTIB (umdpamu i crosamm), Y
MPUMIPHUKAX (umppavu i cnoBamm).
CTaH TOKyMEHTIB
(3arajpHa XapakTEpPUCTHUKA CTAHY)
Ilepenas
(Tigrmc) (iHimiamm (iHimianx
iMEHi), TIPi3BHIIE)
IIpuitnss
(Tigrmc) (iHimiamm (imimianx
iMEHi), TIPi3BHIIE)
20 POKy
Jupextop Critnana HEJIITTA



Honatox 11
1o [HCTpyKIi 3 A1JIOBOACTBA 3aKJIaTy

(myHKT 9.29 pozniny 1)
KocrsinTunisebkuii gineit «Epyaur» 3ATBEP/IKYIO
KocTaHTHHIBCBKOI CLIBCHKOT paan AupexTop
MeniTonoabcbKOro paiiony KoctsinTHHIBCBKOTO J1iLIeI0
3anopizbkoi obaacTi «Epyaut»
Ceitnana HEJIIIIA
20 p.

AKT

NPo NPUIIMAHHS-TIePeJABAHHS CIIPAB
miJa yac 3MiHH 000U, BIAMOBIAAIBHOI 32 apxiB

BinmoBigHO MO Hakasy Bif

¢. KocrsaaTuHiBCbKa

No

(imimiamy (iHimian iMeHi), mpi3BuIne) IEPenaB, a (iHimiamm (iHiOiam
iMeHi), pi3BHINE) PUIHSB Y MPUCYTHOCTI KOMICI1, SIka CTBOPEHA HA MiJCTaBl 3a3HAYEHOTO HAaKaszy, y

CKJIall TOJIOBU

(imimiamu (imimian imeni), mpisBume) 1 YJIEHIB KOMICIi

(irimiamm (iHimiamm

iMeHi), npi3Brma) TOKYMEHTH apXiBy Ta JOBIAKOBUH amapart A0 HUX:

Ne Ne 1 Ha3Ba onucy KinpkicT KinbkicTs cipaB [TpumiTku
3/m IPUMI PHUKIB
OTUCY
1 2 3 4 5

Pazom npuiitHsaTo

CripaB (umppamu i CroBaMm),

OIHUCIB Y

CTtaH NOKYMEHTIB i OIHUCIB

NPHUMipPHHUKAX. (uudpamu i croBamm).

(3aranbHa XapakTEPUCTHUKA CTAHY).

Bonnouac nepenarotecs

(BUAH TOBIIKOBOTO amapary, Horo 00CATH, CTaH)

Ta
(Ha3BH IEYATOK 1 MTAMITIB APXIBY, iX KUIBKICTB)
Cran npuMiIeHb apxiBy
(3aranbHa XapakTepPUCTUKA CTAHY).
HasBHiCTB 1 cTan 00JagHAHHA Ta 1HBEHTAPIO apXiBy
(3aranbHa XapakTePUCTHUKA CTAHY).
Ilepenas

iMeH1), Mpi3BUILE)

IIpuiinss

(iHiIian iMeHi ), MPI3BUIIE)

T"onoBa xomicii

(iHiIian iMeHi ), MPI3BUIIE)

(migmuc) (imimiamu  (1Himan
(miamuc) (1Himiamu
(miamuc) (1Himiamu




Ynenu komicii

(mizmuc) (1Himiamu
(iHiIian iMeHi ), MPI3BUIIE)

(mizmuc) (iHimanu
(iHiIiax iMeHi ), MPI3BUILE)

(minmuc) (inimianu

(iHiIian iMeHi ), MPI3BUILE)
20 POKY

Jupextop Cesitnana HEJIITTA



Homatok 12
1o [HCTpyKIT 3 A1JIOBOACTBA 3aKJIaLy

(myHKT 9.29 pozniny 1)
3ATBEPIKYIO 3ATBEPIKYIO
(mocana kepiBHMKA yYCTAHOBH, WO mEpeIAc (mocaza  kepiBHmKa  ycraHmoBm, WO  OpHMac

JOKYMEHTH)

JOKYMEHTH)

(miammc) (imimiam (imimian imMeni), mpizBame)

20 poky
MLII. (3a HasiBHOCTI)

(mwiammc) (imimiaym (imimian imMeni), mpizeume)

20 poky
MLII. (3a HasiBHOCTI)

AKT
Npo npuiiMaHHs-NepeJaBAHHS CIPaB
(10KyMeHTIB) Bi O4HI€T YCTAHOBH 0 iHIIOY

No c¢. KoctsanTuHiBKa
IMigcrasa: (3mict
piICHHS, MOBHA HAa’Ba (oHAY, KW mepPemaeTsCs abo 3 AKOTO BIJIVUCHO CHPAaBH I NCPCIABAHHA)
(HaiMCHYBaHHA

YCTaHOBH, SIKa nepesae CIIpaBu (IOKYMEHTH)) rnepenana, a
(HaiiMeHyBaHHs

YCTaHOBH, fKA TPHHMAE COpaBu (JOKyMeHTH)) NPUAHsUIA (CpaBU (IOKYMEHTH) 3a3HA4€HOro (OHAY,
00JIIKOBI OKYMEHTH Ta AOBIAKOBHI anmapaT 10 HbOTO:

Ne Howmep 1 Ha3Ba
3/m OTHCY

KinpkicT
MIPUMI PHUKIB
OIIHCY

KinpkicTh cripaB

[IpumiTkn

1 2

3 4

Howmepu BincyTHiX cripas

Ycboro nmpuiHATO

CIpaB

(mudpamu i cmoBaMm).

[lepenaBaHHs 3MIHCHUB:
Ilocama ocobum, mo mepenae NOKyMEHTH
20 poky

[TpuiiMaHHs 3711 ICHUB!
ITocana ocoOwu, o npuiiMae TOKYMEHTH
20 poky

Jupexrop

Csitnana HEJIITTA




Jopatok 12
[0 IHCTPYKUIT 3 41N10BOACTBA 3aKnafy
(nyHkT 10.9 posginy 1)

YKPATHA
KOCTAHTUHIBCbKWI NILEN "EPYQNT"
KOCTAHTUMHIBCbLKOI CI/IbCbKOT PAAV
ME/TIITOMNO/NIbCbKOIO PANOHY 3AMOPI3bKOT OB/IACTI
72365, npoB. Mapkosuin 2/1, c. KOCTAHTUHIBKA, MeniTononbCbKuin p-H, 7. 8(0619) 44-13-43
E-mail: koosh2.erudit@gmail.com

APXIBHA KOTI4
16.09.2020 Ne 45

HAKA3
c. KocTaHTUHIBKA No
Mpo npuitHATTA AnekceeHko B.C.
MPUNHATIA:

AJIEKCEEHKO BaneHtnHy CrtenaHiBHY Ha nocagy NpPakTUYHOro mncuxosnora 3
01 BepecHs 20 poKy 3 MNocafoBMM OK/MafoM 3rifHo 3i LUTATHUM PO3MNMCOM.

MigcTaea: 3adBa AnekceeHko B.C. Big 25 cepnHs 2020poky.
[vpekTop CsiTnaHa HEJNITIA
Migcraea: . 3333, on. 2-oc, cnp. 53, apk. 45.

3rigHo 3 opuriHasioMm

BignosiganbHWi 3a BefeHHA (mignwmc) FO. B. OcHau
apxisy

M.IM.

[vpekTop CsitnaHa HENITIA


mailto:koosh2.erudit@gmail.com

Jopatok 13
[0 IHCTPYKUIT 3 41N10BOACTBA 3aKnafy
(nyHkT 10.9 posginy 1)

3PA30OK

YKPATHA
KOCTAHTUHIBCbKWA NILEN "EPYANT"
KOCTAHTUHIBCHKOT CI/IbCbKOT PAAN
ME/TITONONIbCbKOIO PAMOHY 3AMOPI3bKOT OBJTIACTI
72365, npoB. MapkoBuit 2/1, c. KOCTAHTMHIBKA, MeniTononbCbKUin p-H, T. 8(0619) 44-13-43
E-mail: koosh2.erudit@gmail.com

APXIBHUI BUTAlI
16.09.2020 Ne 45

HAKA3

¢. KocTaHTMHIBKa Ne

Mpo BHECEHHS 3MiH A0 TPYAOBUX KHUXOK

HAKA3YIHO:

2. BHeCT 3MiHM [0 TPYyAoBOI KHWXKM Ta 0coboi kapTku M-2 AJIEKCEEHKO BaneHTUHM
CrenaHiBHM Npo 3MiHY Ha3BWM MOCaan 3 «YUuTe/lb MOYATKOBUX KMaciB» Ha «Y4uTeslb MOYaTKOBUX
KnaciB 3aKnagy 3ara/ibHOT cepeHbOi OCBITH.

MigcraBu: Haka3 YynpasniHHA OCBITM 1 Hayku BinouepkiBCcbKOi  MICbKOI paau  Bif
02 ciuHa 20 poky.

Migcrasa: ¢. 1111, on. 1-oc, cnp. 13, apk. 21.

3rigHo 3 opuriHasiom

BignosiganbHWiA 3a BefjeHHS (mignwuc) FO. B. OcHau
apxiBy

M.IN.

[vpekTop CsitnaHa HEJITIA


mailto:koosh2.erudit@gmail.com

Honatox 14
no [HcTpyKLii 3 A1JIOBOACTBA 3aKJIay
(myHKT 3.3 po3ainy 1)

HEPEJIIK
AOKYMEHTIB, 1110 He MiVIAralTh peecTpauii crnenialbHO NPU3HAYEHOIO IS LILOT0 0C00010
1. I'padiku, HapsAaH, 3asIBKH, PO3HAPSIIKH.
2. 3BeaenHHs Ta iHGopMaLlis, HAAICIAHI 10 BiIOMA.
3. HaBuanbHi 1iaHu, OCBITHI ITporpam (Korii).
4. PexyiaMHi MOBIJOMJICHHSI, TIJIAKATH, MPOTPAMHK Hapas, KOH(PEPEeHLiH TOwIO.
5. Hopmu BUTpaT MaTepiaiis.
6. BiTanmbHI IUCTH 1 3aNTPOIICHHS.
7. ApykoBani BUgaHHA (KHUTH, KypHAJIH, OIOJIETEHI ).
8. MicsauHi, KBapTaJIbHI, MiBPIYHI 3BITH.
9. ®opMu CTATUCTUYHOI 3BITHOCTI.
10. dorosopu.

Jupextop Critnana HEJIITTA



Honatku 15-18
no [HCcTpyKLii 3 A1IOBOACTBA 3aKJIay
(myHKT 3.5 po3ainy I1I)

KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB
Hata KopecnonaeHr, Koporkmii Pesomomis, IMigruc BigmiTka
HAOXOMKEHHS JlaTa Ta 1HaeKc 3MICT BIAMNOBIJAJIbHUI | 0CO0OH, sika mnpo
Ta 1HIEKC OJZIeP>KaHOTO BUKOHABELIb oTpuMaja | BUKOHAHHS
TOKyMEHTa TOKyMEHTa JOKYMEHT | MOKYMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpauii BUXiTHHUX I0KYMEHTIB
Hata Ta Kopecnonaent Koportkuii 3micT [IpizBuina, iHimiaIHN ITpumiTka
1HIIEKC ocobu, sika miamnucana
TOKyMEHTa IOKYMEHT, Ta
BUKOHABIISI
TOKYMEHTa
1 2 3 4 5
KYPHAJI
peecTpauii BHyTpilIHIX J0KYMeHTIB
Hata ta ingekc | KopoTkuii 3micT Pesomnroris abo [Migmuc ocodu, | BiamiTka mpo
TOKYMEHTa BiINOBI JATbHU T sKa OTpuMasa BUKOHAHHS
BHUKOHABEIlb IOKYMEHT, faTa| JOOKyMeHTa
OTPUMAHHS
1 2 4 5
PECCTPAIIMHUU KYPHAJI
HAaKa3iB KepiBHUKA 3aKJa1y
Peectpan Hara 3aroJoBOK HakKazy [pizBuIn [Ipi3BuILe, ITpumi
1AHU 1HIEeKC HaKazy e, 1HiIaau iHimamu TKH
(HOMED) MpaiiBHUKA, Ha| BIAMOBIATBHOI
HaKaszy SIKOT'O ocobu
NOKJIAIeHUH  [(B1ATIOBI TATBHUX
KOHTPOJIb 32 oci0)
BUKOHAHHS
Hakasy
1 2 3 4 5 6
Hupexrop Ceitnana HEJIITTA







KYPHAJI

Honatoxk 21
1o [HCTpyKIi 3 AiIOBOACTBRA 3Ky
(mysKT 3.6 po3ainy 1)

peectpauii ¢paxTiB BUSIBJICHHS (3BePHEHHS1) PO BYHHEHHS JOMAIIHbOI0 HACHJIBCTBA,

HACHWJIBCTBA 32 03HAKOIO CTATi Ta OyJIiHry

(3axnao oceimu)

Tlopsn
KOBHUH
HOMEp

[pizBuie, iM’s1,
1o GaTbKOB1
MOCTPaKAATOL
ocobu Ta/abo ii
3aKOHHOTO
MPEACTABHUKA,
cepis Ta HoMep
nacropTa abo
PCKBI3UTH 1HIIOTO
JOKYMCHTA, IO
MOCBIIYYE OCOOY
(3a HAIBHOCTI),
BIK MOCTPaXAANIO]
ocobu, mara
3BCPHCHHS,
aapeca
MPOYKUBAHH,
KOHTAKTHI JaHl

Kareropia
TOCTPAXKT
anoi
ocobu
(mopocna,
JIUTHHA,
HEeIle31aT
Ha,
0OMEIKCHO
Jle3marHa
ocoba 3
IHBAJII IH1
CTIO)

Bun
HACUJIBCTBA

JOMAIIHE/3
a 03HAKOIO
cTati/OyniH
r, (izuuHe,
CCKCYaJTbHE
;
IICUXOJIOTIY
He abo
CKOHOMIYHE
(xopoTKui
3MICT
3asIBH)

IpizBuine
, IMs1, TIO
0aTbKOBI
KPUBIHHK
a, cTarh,
BIK,
CTYIIiHD
CIIOPIAHE
HHS,
aapeca
MPOYKUBAH
H3l,
KOHTAKTHI
naHi (3a
HAsSBHOCTI

)

IoBimomie
HHS,
OTpUMAaHE
Hamonans
HOIO
IO EF0
(mara, gac,
HallMEHYBa
HHSA
MAPO3 ALY,
MPI3BHIIC,
IM 51, TIO
0aTbKOBI
nocagoBoi
ocoOu, sKa
MPHUHHATA
MOBLIOMIIEH
HL)

IMoBigomieH
HSI, OTPUMAHE
Cyx0010 y
crpasax
miTe (nara,
qac,
MPI3BHILIC,
IM$1, TIO
0aTbKOBI
noCagoBoi
oco0u, sKa
MPHUHHATA
MOBIIOMJIEHH

1)

IoBixomMncHHS,
OTPUMAHE
YIIOBHOBAKECHOK)
0CO00F0 MPOTUAIT
JOMAITHBOMY
HACHITbCTBY,
HACHJIBCTBY 32
O3HAKOIO CTaTI,
OymiHry (aara, gac,
HallMCHYBaHHS
oprasy, Npi3BHILE,
M1, IO OaTBKOBI
OCaz0BOi 0COOH,
sIKa TIPHUMHSLIIA
MOB1TOMJICHHS)

IMoTpeba B
HaJaHHI
MEIUIHOL
JOTIOMOTH
(Ta/Hi,
BOKHTI
3aX01H,
Jara i
HOMEP
HAMPaBJICHH
H:
HallMEHYBaH
HS 3aK1a1y,
YCTaHOBH)

3axomau,
B2KHTI 10
MOCTPaXKIa
101 ocodu,
y pasi
3aTyUCHHS
J0 ix
peasmizarii

3axoau,
BJKUTI 10
KPUBIHHK
a, y pasi
3aIyYCHH

o710 ix
peasmizaii

IpizBuinge,
IM 51, TIO
0aTbKOBI

YIOBHOBAX

€HOI 0co0H,

SIKa BHECIIA

B1IOMOCTI

po

BUSBICHHS

daxty

HACHUJIbCTBA

abo
3BCPHCHHS
po

BUUHCHHS

HACHUJIBCTBA




Honmatox 20
1o IHCTpyKLii 3 AiJIOBOACTBA 3aKIaay
(nyskT 1.9 po3ainy 1IV)

KocrsaTuHiBCbkHH sineit « Epyaur 3ATBEPJUKVYIO
KoCTAHTHHIBCBKOI CLIBCBKOI paan HupexTop
MeniTononbChbKOro paiony KocrsiaTHHIBCBKOTO Ninero «EpyauT
3anopi3bkoi obnacTi Ceitnana HEJIITTA
20 p.
HOMEHKIJIATYPA CITPAB
BiX Ne
Ha piK
[Tanexc 3aroyioBOK cCrpaBu (TOMY, KinpkicTp Ctpok 30epiranns | [IpumiTka
CIIpaBU YaCTHUHH) crpas (TOMIB, | cripaBH (TOMY,
YaCTHH) YaCTUHU | HOMEPH
cTaTei 3a
nepesi KoM
1 2 3 4 5
BingnosinanbHuii 3a
BEJICHHS J11JIOBOJICTBA
(migmuc) (irimianmy (iHIiaM iIMeHi),
NPi3BUILE)
20 POKy
BinnosinaapHMI 32 BEIEHHS apXiBY
(minmuc) (imimiany (iHiian iMeHt),
NPi3BHILE)
CXBAJIEHO INOI'OPKEHO

IIporokon 3acinanns EK 3aknany

No

[TincymkoBuii 3ammc mpo Kareropii Ta KiIbKICTb CIIPaB, CKJIAACHUX Y

[IpoTokon 3acinaHHs
EIIK nepsxaBHoro apxiBy, EK apxiBHOro
Bigniny abo EK oprany Buimoro piBHs

No

polIl B 3aKJai:

3a cTpokamu 30epiraHHs

Pasom

Y Tomy yucni

3 Bl AMITKOFO
«EITK»

TaKHX, 10
MePEXoasiTh

Tlocritinoro




Tpusanoro (moxan 10 pokis)

Tumdacosoro (1o 10 pokiB BKJIFOYHO)

Yeworo

BinnosinanpHuii 3a BeaeHHs OiJIOBOACTBA

(minmuc)
20 POKy
[TincyMKOBI BIZOMOCTI TIEpEAaHO B apXiB YCTAHOBH.
BinnosinaapHMIA 32 BEIEHHS apXiBY (mimmc)

20 POKy

Jupexrop

(imimiany (1HiLiam IMeHi)
NP13BHILE)

(iminiany (1HiLiam IMeHi)
NPi3BHILLE)

Csitnana HEJIITTA



Honatoxk 21
1o IHCTpyKLii 3 AiJIOBOACTBA 3aKIaay
(nyHKT 3.8 po3ainy IV)

AKT
No

(Micue CKamaHHs)

IIpo HecTauy cnpaB (10KyMeHTIB)
Y CTPYKTYPHHX miapo3aiiax

Y  pesynbrati BCTAHOBJICHO
BIZICYTHICTh CIIpaB (JOKYMEHTIB), IO BHECEHI 0 HOMEHKJATypH. 3aXOAu INOAO iX PO3IIYKY
MO3UTHUBHUX PE3YJIbTATIB HE AaJH, Y 3B 513Ky 3 UMM BBAKAEMO 32 JOLIJIBHE 3HATU 3 OOJIKY CIIpaBH
(mOKyMeHTH), 3a3Ha4EH] HIDKYE:

Ne Ne cripaBu 3a 3aroyoBok Hata KinpkicTh MoskuBi

3/m | HOMEeHKIaTyporo (ado crpaBu CrpaBu apKyIIiB y NPUYHHA
HOMEPH apKyIiB (moxymeHTa) | (mOKyMeHTa) cripaBi BIICYTHOCTI

TOKYMEHTA) (moxyMmeHTI) CIIpaBU
(noxymeHTa)
1 2 | 3 4 5 6 7
Pazom CIpas, TOKYMEHTIB.
(umppamu 1 cnoBamm) (umppamu 1 cnoBamm)

3MICT HEBUSIBJICHUX CIpaB (MOKYMEHTIB) MO)ke OyTH YacTKOBO BIITBOPEHO TAKUMH CIIPaBaMHU
(moxymeHTaMn):

(HOMepHu cripaB, apKyIIiB, 1X 3ar0JIOBKH)

BinnosinaapHMIA 32 BEIEHHS apXiBY (iHimanm (1Hiax iMeHi ), TIPi3BUIIE)
20 POKy

BinnosinaapHMIA 32 I1TOBOACTBO (iHimianm (1Hiax iMeHi ), TPI3BUIIE)
20 POKy

Jupextop Critnana HEJIITTA



Honatok 22
1o [HCTpyKLii 3 AiJIOBOACTBA 3aKIaay
(nyHKT 2.2 po3ainy VI)

PEECTPALIMHO-KOHTPOJIbHA KAPTKA

(JInpoBuii Oik)

0203005 Peectpamiiino- BiamiTka mpo KOHTPOJIb
KOHTPOJIbHA KapTKa
KopecnonneHT (3asiBHUK) Micue npoKUBaHHS, Bupn 3BepHeHHs:
eJICKTPOHHA )
MPOTIO3UIIiS, 3asBa, CKapra
aapeca, HOMED
TenedoHy
Kareropis 3asBHNKa IanuBinyansHe,
KOJIEKTHBHE, aHOHIMHE
CouiajnbHA#A CTaH 3asiBHUKA O3Haka HAIXOMKEHHS |
NEepPBUHHE
MOBTOPHE
Hata Hata Peectpamiiiamii| 3Bigku Hata Ianexc ®dopma
MiAMUCAHHS | HAIXOIKEHHS 1HIIEKC HA/TICJIAHO | HaZll CIIAHHSI | JOKYMEHTA | HAXOIKEeHHS
/HancunaHHA/ | 3BEPHEHHS
3BEPHEHHH,
nara
HAIXOKEHHS
I3BIHKA
IMonepenni 3BepHeHHs No BT 20 p.
Ne BiO 20 p.
OCHOBHI MMUTAHHS 3MiCT mUTaHHS IHgexc nuTaHHS

JlomaTKoBI MUTAHHS

Pesomronist




ABTOp 1 IaTa PE30JIFOLIT

CTpok BUKOHaHHS BukoHnaHo 3a
IIHIB

(3BopoTHuii 6ik)

Xin BUKOHAHHSA

Jarta nepenadi Ha BukoHnasenb 3anucu npo NpoOBKEHHs KoHnTponpHi
BUKOHAHHS CTPOKY BUKOHAHHSI, TONEPEIHIO BiIMITKH
BiZITIOBI Ib TOIIO

IlepesipeHo Ha micIi 20 p. mpawiBHUKOM

Jara, peecTpauiiHui iHAEKC JOKYMEHTa PO BUKOHAHHS

Komy Hanicnano

PesynpTatu posrasany
3BEPHEHHSA

3 KOHTPOJIIO 3HSB

Crpasa Tom Apky1iiB

Jupextop Critnana HEJIITTA



Homatoxk 23

no IHcTpykwii 3 AiI0BOACTBA 3aKIIany
(nyHKT 2.2 po3ainy VI)

KYPHAJI
peecTpanii 3BepHEHb T'POMA/ISTH

TTopsako Hara Hara | Ilpisume, | 3Bigku Bun OcHOBHI Ta 3mict Bimmitka | Bimmitka | Homep
. ) HAAXO| 1M 4, MO [HAJICTAHO, 3BCPHCHHA, JTOTATKOBL PC30IFOLII, mpo mpo CIIPaBH
BUH |MAMHCAHHA | yeopng | Garpkosi, | mara, dopma Ta MHTAHHA ii aBTOp Ta | mepemauy [BUKOHAHHS, 32
HOMCD | ocnmanms/ T2 Mice iHgeKC, O3HAKA nara, HA  |pe3yNbTaTH| HOMCHK
peECTp\'fl MPOYKUBAHHS| B3ATTS HA [HAJXOHKECHHS ko poTKHHliHTERCH BHKOHABCLIb,BUKOHAHHS| PO3TJIIAY, [TATYPOR)
3BEPHEHHS | LlikHmii (eIeKTPOHHA| KOHTPOJIb anicT CTPOK 3HATTA 3
iHICKC | azapeca, BHKOHAHHSA KOHTPOJIFO
HOMED
Tene()oHy),
KaTeropis,
COIIaTbHAH
CTaH
S3AIBHHKA
1 2 3 4 5 6 7 7a 8 9 10 11

Jupextop Cesitnana HEJIITTA



Honatoxk 24
1o [HCTpyKIi 3 A1JIOBOACTBA 3aKJIaLy

(myHKT 2.2 po3ainy VI)
KAPTKA (JKYPHAJT)
00J1iKy 0CO0OMCTOrO NpuiioMy rpoMajasiH
Ne| Jara Xto  |[pizBuine, im's,| ITlopymeHi nuTaHHs Komy Hacningku
3/n| mpuiioMmy | mpuiiMae | 1o OATHKOBI, JIOPYYEHO PO3IIIANY,
anapeca 4u KOpOTKMH | iHzmexcu |POSTIUUL 3MICT| iHIEKC, nata
Micue pobotw, sMicT NOPYYEHHS, | OAep KaHHS
KaTeropist TePMiH BIAIOBII Bif
(couiampHMIA BUKOHAHHS BUKOHABLIS
CTaH)
rpoMajsiHUHA
1 2 3 4 5 S5a 6 7
Hupexrop Ceitnana HEJIITTA




Honatox 25
1o [HCTpyKLii 3 AiJIOBOACTBA 3aKIaay
(nyHKT 2.2 po3ainy VI)

BKA3IBKH

1010 3aMIOBHEHHSI PeECTPaLliiHO-KOHTPOJIbHOI KAPTKH, JKYPHAJIY peecTpallii 3BepHeHb
rPOMA/siH i KapTKHU 00J1iKy oco0uCTOro npuiiomy rpomaasia*

PEECTPANIMHO-KOHTPOJIbHA KAPTKA

(JIuposwuii Gik)

Enemenru

TlosicHeHHs 10 3aIOBHEHHS

KopecnonneHT (3asBHUK)

Mpi3BHIIE, 1M 51, IO OATHKOBI aBTOPA, JJIsl KOJIEKTUBHUX 3BEPHEHD
- 3ammUC “KOJIEKTUBHHIA 1 3a3HAYAETHCS MPI3BHUILE OTHOTO 3
aBTOPIB

JaTa mianucaHHs /HaacuiaHHs/
Ta HAJAXOMKEHHS 3BePHEHHS

JaTa MiAMUCAHHS 3asBHIKOM MMMCbMOBOTO 3BepHEHHS a00
HAJICUJIAHHS €JIEKTPOHHOTO 3B€PHEHHS, HAIXOAKEHHS YCHOTO
3BEPHEHHS

Micre npoXHBaHHS,
€JICKTPOHHA IOIITA

azpeca, 3a3Ha4€Ha y 3BEPHEHHI, €JIEKTPOHHA I1OIITa, HOMEP
TenedoHy 3asBHUKA

Bun 3BepHeHHs

MPOMO3HLIs (3ayBaKeHHs ), 3asiBa (KJIOMOTaHHS), CKapra

Kareropist 1 conianpauii cTaH
3asIBHUKA

JaHl PO 3asBHUKA BiAMOBIAHO A0 Knacudikaropa 3BepHEHb
IPOMAaJIsIH, 3aTBEPKEHOr0 noctaHoBor Kabinery MiHicTpiB
Ykpaiau Big 24 BepecHs 2008 p. Ne 858**

O3Haka HAOXOMKEHHS

NEPBHUHHE YU MOBTOPHE 3BCPHCHHA

JaTta Hagx o KeHHS

YHUCJIO, MiCSIIb, PIK HATXOMKEHHS

Peectpariitauii iHnekc

MOYaTKOBA JIITEPa Mpi3BUILA aBTOPA (IS KOJIEKTUBHUX 3BEPHEHD,
AHOHIMHUX 3BE€PHEHb (0e3 M AnMCy) - BIATIOBIAHO
npocTtasisieTbes BigmiTka “KO”, “BIT”) Ta nopsinkoBuii Homep
3BEPHEHHS

3BiAKU HATICIAHO

HallMEeHyBaHHs OpTaHi3amii, 1o Hajlcala KOPECIIOHIEHIIFO

JlaTta HagpcunaHHs

JaTa CYNmpOBIAHOTO JIUCTA OpraHi3aiii, o nepeciaia 3BepHEHHS

IHnexc nokymeHnra

1HIEKC CyNpOBITHOTO JIMCTa OpraHi3alii, o nepeciana
3BEPHEHHA

DopMa HaIXOIKEHHS

TMOLITOI0, 3 BUKOPUCTAHHIM [HTEpHETY, 3aC001B €JIeKTPOHHOTO
3B’s13Ky (€JIEKTPOHHE 3BEPHEHHST), 32 TOTIOMOT Ok 3aCO01B
TeneoHHOro 3B’ 513Ky, Ha OCOOUCTOMY IPUHOMI, uepes3
YIOBHOBaKEHY 0CO0Y TOIIO

IonepenHi 3BepHEHHS

JaTH 1 peecTparliiiii 1HAEKCH NOTIEPEIHIX 3BEPHEHD

(OCHOBHI Ta TOOATKOBI NUTAHHS

BUKJIAAETLCS CTUCIINMI 3MICT MUTAHb TA IX 1HAEKCH BIAIOBIIHO
no Knacudikaropa 3BepHEHb TPOMaIsiH, 3aTBEPIKEHOTO
noctaHoBoro Kabinety MinicTpiB Ykpainu Big 24 Bepecus 2008
p. No 858%*



https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF
https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF
https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF

Pesomronist

NEPEHOCUTBCA 3 TOKYMEHTa a00 KapTKu (KypHaJy) 00Ky
0coOUCTOro MPUHOMY IPOMAaJISTH

ABTOp 1 HaTa pe3omoii

nocaja, Mpi3BHINE Ta 1HIIIATN MOCAA0BOI 0COOH, naTa Pe3ooii

CTpok BUKOHAHHS

3a3HAYAETHCS BIATIOBIAHO 10 PE30JIOLIT 200 CTPOKIB BUKOHAHHS,
BCTAHOBJICHHUX 3aKOHOAaBCTBOM

BinmMiTkn po KOHTPOITb

3a3HavaeThes ¢1oBo “Konrponw” (miTepa “K”) y mpaBomy KyTi
KapTKH: Y JiBIH yacTuHI rpadu - mpo KOHTPOJb OpraHi3arii, mo
nepeciaja 1 KOHTPOJIIOE€ BUKOHAHHS, Y TIPaBii - PO BIACHHUN
KOHTPOJIb

Buxounano 3a THIB

3a3HAYAETHCS (PAKTHUHUI CTPOK BUKOHAHHS

Kox PKK (0203005) 3a3HAYAETHCS Y JIIBOMY BEPXHBOMY KyTI JMIBOBOTO OOKY KapTKH
3a JlepxaBHUM KJIacu(iKaTOPOM YIIPABIIHCHKOI JOKYMEHTALI1
(3BopoTHuUii Oik)
Xin BUKOHAHHSA
Enementu IlosicueHHs1 1O 3aNIOBHEHHS

JlaTa nepenayi Ha BUKOHAHHSI

3a3Ha4YacThbCA JaTa BPYUYCHHA JOKYMECHTA 663nocepengo
BHKOHABLIIO

Bukonaseupb

npi3BUIIE, 1HILI AN Ta HOMep TenedoHy Oe3rnocepe THLOrO
BUKOHABLIS (Tpady 3aMOBHIOIOTHCS MICHI KOXKHOTO MEPEeMIi LICHHS
TOKYMEHTA)

3anucu Nnpo MpoJOBKEHHS
CTPOKY BUKOHAHHSI, IIONIEPETHIO
BiAMOBI AL

HOBUH CTPOK BUKOHAHHS, TIOCA/1A 1 IPI3BHIIE KePiBHUKA, SIKHI
MIPUIAHSB PIIICHHS MPO HOTO 3MiHY; apecart, 1aTa, 1HIeKC,
KOPOTKHI 3MICT IONePeAHbOI BIAMOBIAI 00 MUTaHHS

KoHTposbHI BiAMITKH

BiI[MiTKI/I Mpo HaraayBaHHA, CTaH BUKOHAHHSA TOLIO

IlepesipeHo

JaTa nepeBipKy, Mpi3BUILE Ta 1HIL[IaJId OCOOH, 110 POBOAIIIA
NePEBiPKY, PE3yJIbTaTH NEPEBI PKU

Hata, peectpaliiiHuil 1HIEKC
AOKYMEHTA PO BUKOHAHHA

marta i peectpaui iHUH 1HAEKC TOKYMEHTA, B SIKOMY MiCTUTbCS
OCTaTOYHE PIIIEHHS

Kowmy HanpicnaHo

3a3HAYAOTHCS BCl AIPECaTH, SIKUM HaiCJIaHO JOKYMEHT 3
OCTaTOYHHUM PiLICHHSIM

Pesynbrat po3risiny 3B€pHEHHs

KOPOTKH BUKJIa] NIPUHHIATHUX PIIIEHb 3 YCIX MOPYLUICHUX IMUTAHb

Bupimeno

3a3HAYAETHCS XaPAKTEP BIAIMOBI/I HA MPOIO3HIIIO, 3asBY, CKAPTy
- IO3UTHBHO, BIJIMOBJICHO Y 3aI0BOJIEHHI, TIOBEPHYTO
BIZIMIOBITHO 10 3aKOHY, 3aJUIIEHO 0e3 PO3Tiisiay, HaaiCcllaHo 3a
HAJIEKHI CTIO

3 KOHTPOJIFO 3HSIB

1ocaja, Mpi3BHILE Ta 1HIII AU KepiBHUKA a00 1HIIO! TOCa10BOI
ocodu, sika MPUIHAJIA PIIIEHHS MPO 3HATTS 3 KOHTPOITO
3BEPHEHHS, Ta MiMUC Bl MOBIAJBHOTO 32 3111 ICHEHHS
KOHTPOJIIO




Cmpasa..., TOM..., apKyIIiB... 1HIEKC CIIPaBU 32 HOMEHKJIATYPOIO, HOMEP TOMY
(POCTABIAIOTHCS MICJIS NPUAHSTTS PIIIEHHS PO OCTATOUHE
BUKOHAHHS 3BEPHEHHS1)

Pexomenoyemucs 3acmocosysamu kapmxu popmamom A3 (148 x 210 minimempia).

Jupextop Cesitnana HEJIITTA




Honatok 26
1o IHCTpyKLii 3 AiJIOBOACTBA 3aKIaay
(nynkT 2.11 posniny VI)

KnacudikaTop 3BepHeHb rpoMaisiH

I Xapaxmepucmuxa 36epuenns

1. 3a popMor0 HATXOMKEHHST

1.1. TTomrroro (eMeKTPOHHOK MOIITOO)
1.1-1. 3a nomomororo 3aco0iB Tene(OHHOrO 3B’ A3KY

1.2.
1.3.
1.4.
L.5.
1.6.

2.1
22
23.
2.4.
2.5.

3.1.
3.2.
3.3.

4.1.
42.

5.1.
5.2.
5.3.

6.1.
6.2.
6.3.
6.4.
6.5.

7.1.
7.2.
7.3.
7.4.
7.5.
7.6.

Ha ocobucromy nputiomi

Uepes ynoBHOBaXXeHY 0CO0Y

Yepes opraHu Biaau

Uepes 3acobu MacoBoi 1HGOpMarii
Bin iHImMX oprasiB, yCTaHOB, OpraHi3aryi

Ilepeunne
IlosTOpHE
HyGnerne
Heonnopasose
Macose

IIpono3uuis (3ayBakeHHs)
3astBa (KJIOMIOTaHHST)
Ckapra

Yonosiua
Kinoua

IHnuBinyanbHe
Konextushe
AHOHIMHE

Tenerpama
Jluct

Ycue
Enexrponne
Ierwuiis

YyacHUK BifiHU
JluTrHa BIHH

2. 3a 03HAKOIO HAIXOIKEHHS

3. 3a Bumamu

4. 3a cTaTTIO aBTOPiB 3BEPHEHD

5. 3a cy0'ekTom

6. 3a TUnom

7. 3a KaTeropisiMu aBTOPIB 3BEPHEHb

Ocoba 3 1HBaJI THICTIO BHACITOK J{pyroi cBITOBOI BiHHK
Ocoba 3 1HBaJII THICTIO BHACIIIOK BIfHU

YuacHuK OOHOBHX i
Berepan nparu

7.6-1. Betepan BilicbkoBOi ciykOu™
7.7. Ocoba 3 iaBamiHicTIO | TpymIR
7.8. Ocoba 3 imBamianicTO 1l rpymnm
7.9. Ocoba 3 iaBamianicTo 11 rpymu
7.10. JlutuHa 3 1HBAJIAHICTIO



7.11. OguHoKa MaTu
7.12. Matu-repoins
7.13. BaraToniTHa cimM'st
7.14. Ocoba, mo norepmiya Bix YopHOOMIBECHKOI KaTacTpodu
7.15. Yyacuuk mikBiganii HacaiakiB aBapii Ha YopHoOmnbchkiit AEC
7.16. I'epoit Ykpainu
7.17. I'epoit Pagsaucekoro Corozy
7.18. I'epoit Cowanictaunoi par
7.19. AutuHa
7.20. Inmi kareropii

8. 3a coLianbHUM CTAHOM aBTOPIB 3BEPHEHb
8.1. Ilencionep (kpim ocib, Bu3HayeHux y manyHkTi 8.1-1 uporo Knacudikaropa)
8.1-1. IlencioHep 3 uncia BIHCHKOBOCITY KOOBIIB
8.2. PobiTHHK
8.3. CensiHuH
8.4. IlpaniBHuK Or0KETHOI chepu
8.5. lepsxaBHuii ciy:x00BeLb
8.6. BificpkoBocy:x00BeUb
8.7. Ilinipuemenp
8.8. be3polbiTHuii
8.9. YueHsb, CTyIeHT
8.10. Cny»xuTenb peniriliHoi opraHizarii
8.11. Ocoba, 1m0 mo3basieHa BOJI;, 0co0a, BOJIS IKOI OOMeKeHa
8.11-1. XKypnamnicr
8.12. Tnmmi

9. 3a pe3ynbTaTamMu pO3rysiAy

9.1. BupimeHo NO3UTUBHO
9.2. BigMOBNIeHO y 3a10BOJICHH]
9.3. laHO po3'siCHEHHS
9.4. 3BepHeHHsI, IO MOBEPHYTO aBTOPOBI BIAMOBIIHO 0 ctatei 51 7 3akony Ykpainu "Ipo
3BepHeHHs rpomansn” ( 393/96-BP )
9.5. 3BepHEHH, 110 MEPECHIIAETHCS 3a HAJIEKHICTIO BIANOBITHO 10 cTaTTi 7 3akoHy Ykpainu "IIpo
3BepHeHHs rpomansn” ( 393/96-BP )
9.6. 3BepHEHHs, 110 HE TIAJSITaE PO3IIINY BiANOBI HO A0 cratedt 8 1 17 3akony Ykpainu "IIpo
3BEpPHEHHs rpoMasiH"

Jupextop Cesitnana HEJIITTA



