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L. 3BATAJIbHI NOJIOYKEHHS

10 [HCTpY KISt  BCTAHOBIOE 3araibHi  BUMOTM MO0 JOKYMEHTYBaHHs
YNpaBJiHCbKOT indopmauii Ta opranizauii poGorn 3 JAOKyMeHTamu y bosiHCcbKOMY
ninero Nel Bosinebkof cinbebkoi paau YepuiBenpkoro paiony YepHiBelbkoi 00acTi.

2. JIOTpUMaHHS BHMOT 100 MOPSAKY BEACHHS JIOKYMEHTYBaHHSI, BCTAHOBJICHUX
uicto Iucrpyxkuieio, € 0608’ 13k0BUM s BCix NpaiiBHUKIB 3aKJ1a/ly OCBITH.

3. Opranizauielo AinoBoACTBA i KOHTPOJIB 3a CBOEYACHHM pO3risiioM Ta
NPOXO/KECHHAIM 1OKYMeEHTIB y bBosincekomy ninei Nel 3niiicHioe BignoBimanbHa
0c00010, fIKY NpHU3HAYAE IMPEKTOP 3aKIALY OCBITH.

4. CTBOpPEHHS €IEKTPOHHMX JIOKYMEHTIB 3JiHCHIOCTHCS BIAMOBIAHO 10 3aKOHIB
Yipainu «IIpo enekTpoHHi J10KYMEHTH Ta eNeKTpOHHMH JOKyMEHTOO00Ir», Hakasy
Minicrepersa 1octuiii Ykpaiuu Big 11 nucromapa 2014 poxy Ne 1886/5 «IIpo
3aTBepUKeHHs [Topsaky poGOTH 3 €l1eKTPOHHUMU JOKYMEHTAMH Yy JiJOBOJACTBI Ta iX
MATOTOBKM 10 TEPEAaBaHHS Ha apxiBHe 30epiraHHs», 3apeecTPOBAHOrO B
Minicrepcrsi roctunii Ykpainu 11 smcronama 2014 poky 3a Ne 1421/26198 (i3
3MiHAMM BHECCHMMHM 3riJHO 3 Haka3om MinicrepcTBa roctuiii Ne4527/5 Bix
14.10.2022), wnaka3y MinicrepcTBa ocBit i Haykn Vkpainu Bin 08.08.2022
Ne 707 «I1po 3arBepmkenns [HCTPyKLiT 3 BENCHHS Ii0BOT JOKyMEHTALLT y 3aKIaaax
3arajibHOT CEPEIHBOT OCBITH B €JIEKTPOHHIH GopMmi», 3apeectpoBanoro B MinicTepcTsi
toctuuii Ykpainu 09 sepechs 2022 p. 3a Ne 1029/38365.

Bosinchkuid ineit Nel mMoxe cTBOpIOBaTH JOKyMEHTH THM4acoBoro (1o 10 pokis
BKJIFOYHO) CTPOKY 30epiraHHsi JMILIE€ B €JIEKTPOHHIH (opMi 3a yMOBHM HasBHOCTI
BI/IMOBIIHOTO TEXHIYHOrO 3a0e3NEYEHHS 3 YpaxyBaHHSIM BHMOI 3aKOHOIABCTBA
Ykpainu ta uiel [HeTpyKuii.

5. Tlopstox oprasizauii JiJIOBOJACTBA 32 3BEPHEHHSMH IPOMaJsiH, 3allMTaMH Ha
nyoniuny  inopmanio  BusHauyaerbes  3akonamu  Ykpaiuu «[Ipo  3BepHeHHS
rpoMaisiny, «l1po pocryn no ny6aiunoi inpopmanii».

6. Y BosHcbkomy sinei Nel  aioBOJACTBO 3/iHCHIOETBCS JIEPIKABHOIO MOBOIO.
JIOKYMEHTH CKJIaJIaloThCsl JICPKABHOIO MOBOIO, KpiM BUMAJKIB, repeadaueHux
3aKOHO/IaBCTBOM PO MOBH B YKpaiHi.

JIOKyMEHTH, $IKi HAJCMJIAIOTHCS iHO3EMHMM  ajapecataM, O(QOPMIIOIOTHCS
yKpaiHChKOIO MOBOI0, ab0 MOBOIW JiepxaBH-ajipecara, abo OaHIEl0 3  MOB
Mi’KHAPOAHOrO CIIKYBaHHS.

7. Ctpoku 30epiraHHsi JOKYMEHTIB, 110 CTBOPIOIOTBCS MiJ| 4ac AisuibHOCTI
Bosinckkoro Jineio Nel, Bu3HauaioThes nakazom Minicrepersa toctunii Ykpainu sin
12 kBitHg 2012 poxy Ne 578/5 «Ilpo 3arBepvkenus llepeniky THIOBHX JOKYMEHTIB,
110 CTBOPIOKOTHCS I1ijl 4ac AisIbHOCTI JICPKABHMX OpraniB Ta Opramis MicleBoro



CaMOBPSyBaHHS, IHIMUX YCTaHOB, MIAMPUEMCTB Ta OpraHizaiii, i3 3a3HaYCHHSIM
CTPOKIB 30epiranHs JOKYMEHTIBY», 3apeecTpOBaHUM Yy MiHICTEpPCTBI FOCTHIIT YKpaiHu
17 xBitHa 2012 poky 3a Ne 571/20884 (31 3minamu).

I1. BATAJIBHI BUMOI' 10 CTBOPEHHSA, O®OPMJIEHHS TA
JOKYMEHTYBAHHSI YIIPABJIIHCBKOI IH®OPMAIIII

1. JlokymMeHTyBaHHsS yHOpaBIIHCHbKOI 1H(OpMAalii 3akiagy OCBITH TOJIATAE Y
CTBOPEHHI JIOKYMEHTIB, 110 CIIPSIMOBAaH1 Ha BUPIIICHHS YIPABIIHCHKUX PIlICHb.

2. Ha3Ba Buay nokymeHTa (Hakas, MPOTOKOJ, JTOMOBIAHA 3alMUCKa TOIO) Mae
BIJIMOBiAaTH Ha3BaM, nepeadadenum Haronansaum kinacudikaropom HK 010:2021,
3aTBEPKEHUM Haka3oM MIiHICTEpCTBA PO3BUTKY €KOHOMIKH, TOPTIBII Ta CLIBCHKOTO
rocnonapctBa Ykpainu Big 12.03.2021 poky Ne 526.

OdopmiieHHsS PEKBI3UTIB OpraHi3amiitHO-pO3MOPAIY0i JOKYMEHTAIlli Ta TOPSI0K
iX po3TairyBaHHS MalOTh BiJIIOBIIaTH BUMOTaM JIOKYMEHTaIlli « YHi(ikoBaHA cHcTeMa
oprasizamiifHo-po3nopsAI4oi JoKyMeHTaiii. Bumorun m0 odopmiieHHsS TOKyMEHTIB.
JCTY 4163:2020», 3atBepmxeHoMy HakazoM MinekoHomiku Bix 15.04.2020 Ne720
(mam - JICTY).

3. OpranizaiiiHo-po3nopsaa4i JOKYMEHTH O(OpMIIOIOThCS Ha OnaHKax, 10
BUTOTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY ra miei [HcTpyxkitii.

V 3akiajil OCBITH MOXKYTh BUKOPUCTOBYBATHUCS TaKl OJJAHKHU TOKYMEHTIB:

3arajbHUM OJIAaHK JUIsl CTBOPEHHS PI3HUX BUJIB JOKyMEHTIB (0€3 3a3HaYeHHS Y
OJIaHKy Ha3BH BUJY JIOKYMEHTA);

OnaHK JicTa (1oaarok 1);

OnaHK Haka3y (0/1aTOK 2).

Bumorun no odopmiieHHS TOKyMEHTIB, IO BUTOTOBISAIOTHCS 3a JOIIOMOTOIO
KOMII' FOTEPHOT TEXHIKH, HaBEACHO B JOAATKY 3 110 i€l [HcTpyKITii.

4. TlocamoBi 0coOM MIAMKHCYIOTh JTOKYMEHTH B MEXKax CBOIX TOBHOBAKCHb,
BU3HAUEHUX 3aKOHOMABCTBOM YKpaiHW, CTATyTOM, IIOCAJIOBUMH I1HCTPYKIIiSIMH,
HAaKa30M IpO pO3I0/I1J1 000B’A3KIB MK TUPEKTOPOM Ta HOT0 3aCTYITHUKAMU TOLIO.

BigOuTtkoM medarku 3akiiaay OCBITHU 3aCBIIUYIOTH MIJMKUC MOCAJA0BOI 0COOM Ha
JOKYMEHTAaxX 13 MUTaHb OpraHi3amiiiHoi Ta ()IHAHCOBO-TOCMONAPCHKOI ISJIBHOCTI 32
NepeTikoM JOKYMEHTIB, Ha SIKMX MIJMUC TOCaI0BOI 0COOU 3aCBITUYETHCS BIJOMTKOM
NeYaTKy, HABEJICHUM Y JIOAATKy 2 A0 Mi€l [HCTpyKIi.

BiaOuTok medarku CTaBUTHCS Tak, 100 BIH OXOIUIIOBAB OCTaHHI KUIbKa JITEP
HallMEHyBaHHs TOCaJu 0COOM, sKa MiAmucana JOKyMEHT, aje He MiAMUC MoCcaaoBOi
ocobu, ab0 MPOCTABIAETHCS HAa OKPEMO BHJIUICHOMY JJISI IIbOTO MICIl 3 BIMITKOIO
«M. IL».

5. 3akiam OCBITH MOXKE 3acBiYyBaTH KOIMI JIMIIE THX JOKYMEHTIB, IO
CTBOPIOIOTHCSA B HHOMY, a TAKOXK y BHIAJIKaX, MepeadoadyeHux B ab3alli IpyroMmy mboro
TyHKTY.

Y pa3l mIATOTOBKMA JOKYMEHTIB [UIsl HaJaHHS CyJAOBUM OpraHam, MiJ 4ac
BUPIIIICHHS MATAHD IIOI0 TPUHHSITTS TPOMAJISTH HAa POOOTY, HABYAHHS, 3aCBITUCHHS iX
TPYZIOBUX Ta IHIIMX IMPaB Y B3a€MOBIIHOCHHAX 13 3aKJaJ0OM OCBITH, a TAKOX II1J1 4ac
dbopmyBaHHsI 0COOOBUX CITpaB MPALIBHUKIB 3aKJIay OCBITU MOXE BUTOTOBJISTH KOTIIi
JIOKYMEHTIB, BUJAHUX 1HITUMH YCTaHOBaMU (KOMIii JOKYMEHTIB MPO OCBITY TOIIIO).


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03
https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n201
https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n218

Bigmitka «Komis» mpocTaBiseThes Ha JIMIILOBOMY OOIIl Y BEpXHBOMY ITPAaBOMY
KyTKY TEpIIOTo apKyIla JOKyMEHTA.

Komii Haka3iB, IHIIMX JOKyMEHTIB 3acBiAuye BiAMOBiJaJbHa ocoba  3a
OpraHi3aliio AJIOBOJCTBA Y 3aKial OCBITH.

6. YV pasi notpebu NpoBEACHHS OLIHKU JOIIJILHOCTI CTBOPEHHS JIOKYMEHTA,
HOro OOrPYHTOBAHOCTI Ta BIJMOBITHOCTI 3aKOHOMABCTBY 3/1ACHIOETHCS TTOTOJKEHHS
JTIOKYMEHTA.

[ToromkeHHsT JOKYMEHTIB MOXE 31HCHIOBATHCH MTOCATOBUMHU 0CO0aMHM 3aKiIaay
OCBITH, SIKI BIAMOBITHO JO iX KOMIIETEHIII BHUPINIYIOTh MUTAHHS, MOPYIICHI B
JIOKYMEHTI (BHYTpIIITHE TIOTO)KCHHS), a TaKoX 3alHTEPECOBAaHUMM YCTaHOBAMU
(30BHIIIIHE TTOTOMKCHHS).

[ToromkeHHs: JOKYMEHTIB 3[IACHIOETHCS BIJMOBITHO JO BHMOT Hakazy
MinictepctBa toctuilii Yikpainu Big 18 dyepBHs 2015 poxy Ne 1000/5 «IIpo
3arBep/pkeHHsT [IpaBui  opraHizaiii  JUTOBOACTBA Ta apXiBHOTO 30epiraHHs
JOKYMEHTIB Y JepKaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBpSIyBaHHS, Ha
MiANPUEMCTBAX, B yCTaHOBaX 1 OpraHizalifx», 3apeecTpoBaHoro y MiHicTepcTBi
roctuili Ykpainu 22 yepBHs 2015 poky 3a Ne 736/27181 (nani - [IpaBuna opranizaiii
JJIOBOJICTBA Ta apX1BHOTO 30€piraHHs JOKYMEHTIB).

['pud moromkeHHs1 po3MILLYIOTh HIbKYE peKBI3UTY «lliamucy. Bin cknamaerbes
31 cnoa [IOI'OIPKEHO (6e3 namnok), Ha3BH MOcaau 0COOHU, Ka MOTO/KYE JOKYMEHT
(pazoM 3 HaliMEHYBaHHSIM 3aKianay), MIANUCY, 1HIMiany(iB) 1 MpI3BUINA, JaTH
MOTOJIKEHHSI.

Ilpuxnao:
I[NHOT'OIXEHO
Hupextop bostHchkoro mitero Nel
[Tigmuc Im’s TTPI3BUILE
04.11.2023

7. 3aTBepIKEHHS YMPABIIHCHKUX JOKYMEHTIB 3JIMCHIOETHCS OCOOUCTO
TUPEKTOPOM  BIAMOBITHO IO WOTO TMOBHOBAXECHH a00 PO3MOPSIYNM JTOKYMEHTOM
3aKiaay 13 3a3HAYEHHSM Ha JOKyMEHTI Tpuda 3arBepKeHHs, O(OPMIIEHOrO
BIIITOBITHUM YHHOM.

[Topsimok 3aTBepMKEHHS JOKYMEHTIB 3AIMCHIOEThCS BiANMOBiAHO 10 [IpaBuin
oprasizailii IUIOBOJICTBA Ta apXIBHOTO 30epiraHHs JOKYMEHTIB.

I'pud 3arBepmxenHs ckiamaerbesi 31 cnoBa 3ATBEPJDKYHO (06e3 namok),
Ha3BW TMOCAJU, MIANUCY, 1HIIAMy(iB) 1 Mpi3BHIIA 0COOU, sIKa 3aTBEPAMIIA JTOKYMEHT,
JIaTH 3aTBEPKCHHS.

Ipuknao:
3ATBEP/IKYIO
Hupextop bostHchkoro mitero Nel
[Tigmuc Im’s ITPI3BUILE
07.09.2023

VY pa3i 3arBepUKeHHS JOKYMEHTA pPIMIEHHSM KOJIETIAJBbHOIO OpraHy rpud
3arBepKeHHs ckianaetrbes 31 cnmoBa 3ATBEP/IDKEHO (Ge3 namok), Ha3Bu, Aatd i
HOMEpa JOKYMEHTA y HA3UBHOMY BIJIMIHKY.

Ilpuknao:


https://zakon.rada.gov.ua/laws/show/ru/z0736-15
https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n15
https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n15

3ATBEP/I’KEHO

ITpoTokou 3acilaHHs TIeAaroriaHol
pamu bosiHCBKOTO mitero Nel
06.09.2023 Ne 40

3ATBEPIDXEHO
Haxa3 bostacbkoro mirero Nel
06.09.2023 Ne 10-0

ITII. OCOBJINBI BUMOI'M 10 CKJIAJTAHHA
JAEAKNX BUAIB TOKYMEHTIB

3aroJioBOK /10 TEKCTY JJOKyYMEHTa Ma€ MICTUTH CTUCIUNA BUKJIA] OCHOBHOTO
CMHCJIOBOTO aCIIeKTy 3MICTy JOKYMEHTA. 3aroJioBOK J0 TEKCTY JOKYMEHTa Ma€ OyTH
KOPOTKUM, TPaMaTHYHO y3TO/PKCHHUM 13 HA3BOKO JIOKyMEHTa, TOYHO TEPEIaBaTh 3MiCT
TEKCTY Ta BIAMOBIAATH HA 3alUTAHHS «IIPO LI0?7», «UOT0?», «KOT0?».

Ilpuknaou

1. Haka3 (npo wo?) npo HajaHHs BiIITyCTKU

2. Jluct (npo wo?) npo oprauizaiiito KOHGEpeHIIil

3. IIpoTokona (voeo?) 3acilaHHs aTeCTaliiHOT KOMiciT

4. ITocamoBa IHCTPYKITiS (Ko20?) TOIOBHOTO CTIEIlialicTa

3arooBOK A0 TEKCTy AOKYMEHTa O(OPMITIOIOTH Y CICIMIaIbHO BiABEICHOMY
MiCITi Ha OJTaHKY.

Tekct noKymMeHTa Mae MICTUTH 1H(GOpMalilo, 3apaau (PIKCYyBaHHS SKOI HOro
OyJI0O CTBOPEHO, 1 CTOCYEThCSl TOTO MHUTaHHSA, sike CHOPMYIHLOBAHE B 3arojiOBKY J0
TEKCTy AOKyMeHTa. [Hdopmarlito B TEKCTI JTOKyMEHTa MOTPiOHO IMOAaBaTU CTHUCIIO,
IPaMOTHO, 3p03yMUIO Ta 00’ €KTUBHO. TEKCT JOKYMEHTa HE MOXKE MICTUTHU MOBTOPIB, a
TaKOX CJIIB 1 3BOPOTIB, 1[0 HE HECYTh 3MICTOBOTO HABAHTAKCHHS.

Tekct noxkymeHTa OQOPMIIIOIOTH Y BHUIVISIAI CYUIIBHOTO 3B’S3HOTO TEKCTY,
aHKeTH, TaOIuIll a00 13 MOETHAHHIM ITUX (HOPM.

JIOKyMEHTHU CKJIaJIaloTh JIEP>KaBHOIO MOBOIO, KPIM BHUIIAJIKIB, Mepea0adeHUX
3aKOHOJIaBCTBOM TIPO MOBU B YKpaiHL. TeKCTH JOKYMEHTIB, $KI HaJCHUIAIOTh
3apyObKHUM ajpecaraMm, 3a IONEPEAHBOI JOMOBIICHICTIO, MOXKHA CKJIaJaTH
YKpaiHCHKOIO MOBOIO, MOBOIO KpaiHU-aJipecara Y OJHIEI0 3 MOB MIKHAPOIHOTO
crinkyBaHHS. JloKyMeHTH, aapecoBaHi [epKaBHUM OpraHaM, CKIAIaloTh JIHIIE
YKPaIHCBKO MOBOIO.

BiaMiTKy npo HasBHICTh JAOAATKIB, TOBHY Ha3BY SIKMX HABOJSATH MEPEBAKHO B
TEKCTI CyNPOBIJTHOTO JIUCTA, OPOPMITIOIOTH MICJIsl TEKCTY JIUCTA MEPE MiAMHCOM.

Ilpuknao

Honarok: na 5 apk. y 2 npum.

SIKI0 JTOKyMEHT Ma€e JIOJIaTKH, TIOBHI HAa3BU SIKMX HE HABEJACHO B TEKCTI
JIOKyMEHTA, TO Il Ha3BW MOTPIOHO 3a3HAYUTH Yy BIAMITII IPO HASBHICTH JIOAATKIB 13
3a3HAYEHHSM KIJTBKOCTI apKYIIiB Y KOXKHOMY JOJIaTKy Ta KUTBKOCTI iX IPUMIPHUKIB.

Ilpuknao

Honarku: 1. JloBigka mpo BUKOHAHHS TUIaHy poOIT Ha 5 apk. B 1 mpum.

2. I'padik pemonTHUX poOIT Ha 3 apk. B 1 mpuMm.



SKIo 10 TOKyMeHTa JIOMAl0Th 1HIITUH JOKYMEHT, III0 Ma€ JI0IaTKH, TO BIAMITKY
PO HASBHICTH JIOAATKIB O(OPMITIOIOTH SIK y MPUKJIIAJ, HABEACHOMY HIDKYE.

Ilpuknao

Honatok: nmuct [depxaBHoro apxiBy Bijg 25.05.2022 Ne 01-10/123 1 nogarok 1o
HBOT0, BChOTO Ha 15 apk. y 2 npum.

k1o goaaTku 30pourypoBaHo, TO KUIbKICTh 1X apKyIIIiB HE 3a3HAYal0Th.

Ilpuknao

Jlonatok: (popmu ranxy3eBoi 3BITHOCTI B 1 mpum.

VY pasi, K10 JOKYMEHT MICTUTh OUIbIIE JIECATH JTOAATKIB, CKIIaJIal0Th OIUC, a
BIJIMITKY IIPO HasIBHICTh JIOAATKIB O(POPMITIOIOTH K y MPUKJIaIl, HAaBEJEHOMY HIKYE.

Ilpuknao

JlogaTtku: 3riJJHO 3 OMKUCOM Ha 2 apk.

SIxo goaTok HAACWIAIOTh HE 3a BCiMa 3a3HAYEHUMH B JJOKYMEHTI aJipecaMu,
TO BIAMITKY TpPO HAsSBHICTH JONATKIB O(GOPMIIIOIOTH K Yy TPHUKIAIl, HABEACHOMY
HUXKYE.

Ilpuknao

Jonarok: Ha 15 apk. B 1 npum, Ha niepury ajpecy.

VY noparkax JOBIAKOBOTO Xapakrepy (rpadiku, cxeMu, Tabiull, CIUCKH, PopMu
TOIIO) JIO OCHOBHOTO JOKYMEHTa, 3aTBEP/HKCHOTO PO3MOPSIUYAM JIOKYMEHTOM,
BIIMITKY POOJISITH Y BEPXHHOMY IPABOMY KYT1 MEPIIOro apKylla J10/1aTKa.

Ilpuknao

Honarox 3

1o IIpaBun opranizaritii 11JI0BOACTBA

Ta apXxiBHOTO 30epiraHHs JOKYMEHTIB

y bostHchbkoMy e Nel

VY posnopsaduoMy JOKYMEHTI BIAMITKY MPO HASBHICTH J10AaTKa 0(OPMITIOIOThH
0e3mocepelHbO0 B TEKCTI JOKYMEHTA CJIOBAMH: «IIO JIOMAETHCS», «(JIOMAETHCS)Y,
«3T1IHO 3 JOJATKOM 1», «BIAMOBIAHO OO0 mogarka 2» a0o «IHWB. HOOATOK 3». A Ha
caMOMYy JTOJIaTKy JI0 PO3MOPSTIOTO JOKYMEHTa Y BEPXHBOMY MPABOMY KYTi MEPIIOTO
apKylla MNpPOCTaBISAIOTh BIIMITKY 3 HOCWIAHHSAM Ha LEd JOKYMEHT, Horo nary 1
HOMED.

Ilpuknao

Honaroxk 1

1o Hakazy bosHchkoro minero Nel

22 muctonana 2022 poky Ne 32-0

SIKo 10 po3nopsAIdoro TOKyMEHTa € OJUH JAO0AAaTOK, TO MOro HE HyMEpPYIOTh.
3a HasSBHOCTI KUTBKOX JIOAATKIB 3a3HAYalOTh iXHI MOPSAIKOBI HOMEpH. 3HaAK «Noy
nepen UG pPOBUMH MMO3HAYCHHSIMHU HE CTaBJsATh. Ha Apyromy Ta HaCTymHHUX apKyIiax
no/1aTka poosaTh BiqMITKY «IIpomoBKeHHs ToaaTKay.

VYci momatku 10 JOKYMEHTIB Bi3y€ TPAIIBHUK, KWW CTBOPUB JOKYMEHT, Ta
KEpIBHUK CTPYKTYPHOTO MiAPO3/LTY IOPUINIHOI 0COOH, Y IKOMY MOTO CTBOPEHO.

[Tigmyuc Mae MiCTUTH HaltMEHYBaHHS TTOCAN OCOOH, SIKa MIIMUCYE TOKYMEHT (y
MOBHINA (hOpMi, SKIIO JOKYMEHT HaJpPyKOBaHW HE Ha ONAaHKY, y CKOPOYEHIM — Ha
JIOKYMEHTI, HaJIpyKOBAaHOMY Ha OJaHKy), OCOOMCTHI MiANKUC (OKPIM EJIEKTPOHHUX
JOKYMEHTIB), BJIACHE 1M’ 1 IPI3BUILIE.



Ilpuknao

Hupextop Ocobuctuii nmignuc Bracue im’s [IPI3BUILE

K0 AOKYMEHT HiANUCYIOTh KUIbKa MOCaJOBHX OCIO OJHIE€T HOPUIUYHOT
ocobM, TO IXHI MIJANUCH PO3TALIOBYIOTh OAWH IiJI OJHUM BIJAMNOBIIHO JO
H1MOPSIKOBAHOCTI IUX OCIO.

Ilpuknao

Hupextop Ocobuctuii mianuc Brnacue im’sa [TPI3BUIE

IonoBHuii Oyxrantep Ocobuctuit mianuc Bnacue im’s [TPI3BUILE

VY pasi mianucaHHs CHUIBHOTO JOKYMEHTa KiJbKOMa 0COOaMHM, K1 3aiiMaroTh
OJTHAKOBI1 MOCaH, IXHI MIAMUCH PO3MIIIYIOTh HAa OJTHOMY PIBHI.

JIOKyMEHTH KOJIET1aJIbHUX OpraHiB MiJMUCYIOTh TOJI0BA KOJIETI1aJbHOTO OpraHy
Ta CeKpeTap.

Ilpuknao

I'onosa xomicii Ocobuctuii mianuc Bimacuae im’s ITPI3BUILE

Cexkperap Ocobuctuii mianuc Bracuae im’st IIPI3BUILIE

VY pasi BiICYTHOCTI MOCaAoBOi 0cOOW, HAWMEHYBaHHS MOCAJU, BIACHE 1M S 1
Opi3BUILE SAKOi 3a3HAYEHO B JIOKYMEHTI, HOro miAmUCye oco0a, fKa BHKOHYE ii
000B’s13KM, ab0 ii 3acTymHUK. Y LbOMY pa3i O0OB’S3KOBO 3a3HAYAIOTh (PAKTUUHY
nocajy, BJIacHE 1M’s, MpI3BUIIE OCOOM, SiKa MiANMcana JTOKYMEHT (BUIIPABIICHHS
BHOCSATH PYKOITMCHUM a00 MAIIMHOIMCHUM CITOCOOOM, SIKIIIO JOKYMEHT HEMOJIMBO
nepenpyKyBaru).

Ilpuknao

He no3BosieHo mij yac miAnucaHHs TOKyMEHTa CTaBUTH MPUHMEHHUK «3a» 4u
npaBoOiYHy TOXWIY PHUCKY Tiepen HaiimeHyBaHHsSM mocaau. CnoBa «BuxkoHyBau
000B’s13KiB» a00 «B. 0.» 10 HaliMeHYBaHHs MOCAJU KEPIBHUKA IOPUIUYHOI 0COOU
JIOJIAI0OTH JIMIIIE B pa3i HOTO 3aMilIeHHsI Ha MiICTaBl PO3MOPSIYOro JOKYMEHTA.

Ilpuknao

B. 0. mupexropa Ocobuctnii mamuc Biacue im’s [TPI3BUIIE

[ligmuc po3MIMIyIOTh MiJ TEKCTOM JOKyMEHTa abo MiJ BIIMITKOIO PO
HasABHICTb JoAaTkiB. OcoOuCTUM MIANMC Yy BCIX PEKBI3UTAX EJIEKTPOHHOTO
JOKYMEHTa, J0 CKJIaay SKHX BiH BXOAWTbH, 3aMIHIOIOTh €JICKTPOHHHUM ITiAMKCOM, IO
CTBOPIOETHCS BIJIMOBIIHO JI0 3aKOHIB YKpaiHH.

1. Haka3 — po3nopsiA4nid JOKYMEHT, SIKH BUJIA€ TUPEKTOP 3aKJIaay OCBITH Ha
npaBax €IMHOHAYAJIBHOCTI Ta B MeXaxX CBO€l KOMIIETEHIIi, 0OOB’S3KOBHM s
BUKOHaHHS  mijjierumu. Haka3su  BUalOTbcss 3 OCHOBHOI  JIISUIBHOCTI,
aJMIHICTPaTUBHO-TOCTIOAAPCHKUX, KAIPOBUX MUTAHb 3aKJIaJTy, & TAKOXK PyXy YUHIB.

Hakasu 3 OCHOBHOI MisUTBHOCTI, aJMIHICTPATUBHO-TOCTIONAPCHKUX, KaIpOBUX
NUTaHb, PyXy 3700yBayiB OCBITH MIAMUCYIOTHCS JUPEKTOPOM 3aKJIaTy OCBITH, a 3a
HOoro BiJICYTHOCTI — 0C000I0, SIKa BHKOHYE HOTO OOOB’S3KH, Ta PEECTPYIOTHCS B
KypHaJax peecTpalii Hakas3iB.

[Ticns migmucaHHS HaKa3y 3MiHH J0 HHOTO BHOCSATHCS JIUIIIE TUISIXOM BUIAAHHS
HOBOT'O HaKa3y PO BHECEHHS 3MiH.

Hakaz oopmiatoeTbest Ha OJ1aHKY HaKasy 3aKjaay OCBITH.



3MICT Hakazy CTHCIO BHUKIQJA€TbCA B 3aroJIOBKY, SKUNH IOYMHAETHCS 3
npuiimenHuka «lIpo» Ta ckiIamaeThcs 3a JTOMOMOTOO BiJJTIECITIBHOTO IMEHHHKA
(«ITpo 3aTBepKeHHs...», «[Ipo cTBOpeHHS...») a00 iMmeHHuKa («IIpo miaACyMKH...»).

TekcTt Haka3y 3 OCHOBHOI [JISUIBHOCTI, aJMIHICTPaTUBHO-TOCIIOAAPCHKUX
OUTaHb Ta PYXy Y4YHIB/BUXOBAHIIB CKIAJA€ThCA 3 JBOX YACTHH — KOHCTATYIOYOl
(mpeamOynu) 1 po3MOPS IO,

VY KOHCTaTyro4iil 4acTHHI 3a3HAYA€ThCA MiJCTaBa, OOIPYHTYBaHHS ab0 MeTa
BUJAHHS Haka3y. Po3mopsigya yacTuHa Haka3y nounHaeThes 13 ciioBa « HAKA3VYIO»,
SIKE IPYKYETHCS 3 HOBOTO PsiJiIKa BEIMKUMH JIiTepaMu 0€3 BIACTYIY Bij JIBOTO MOJIS 1
JIaroK, MiCJis YOTO CTaBUTHCS JABOKpAIIKA.

Sxuo Haka3 BUJAETHCS HA TMIJACTaBl 1HIIOTO PO3MOPSIYOrO JOKYMEHTA, Y
KOHCTaTyIO4li YacTHHI 3a3HAYalOThCsA Ha3Ba BUIY LBOTO JIOKyMEHTa, HOTO aBToOD,
Jata, HOMEp Ta 3arojoBOK.

Haka3u HymepyroTbcsl B MOPSAKY iX BHJAHHS B MekKaxX KalleHIApPHOTO POKY;
HaKa3u 3 OCHOBHO1 TISUTBHOCTI, pyxy y4HIB/BUXOBAHIIIB,
aJIMiHICTPAaTUBHO-TOCIIOJAPCHKUX, KaIpOBUX NHUTaHb MAlOTh OKPEMY IOPSAKOBY
HyMepallilo. 3 METOK PO3PI3HEHHS IPYIl HAKa3iB 10 PEECTPALIIITHOIO 1HAEKCY HaKaszy
yepes Aedic J0AAETHCS JIITEpHA BIIMITKA, HATPUKIIA:

Haka3u 3 aJIMIHICTPATUBHO-TOCIIOIAPCHKUX MUTaHb - No 2-a/T;

HAKa3" 3 KaJpOBUX MUTaHb - Ne 2-K;

HaKa3| 3 OCHOBHOI JIsIbHOCTI - Ne 2-0;

HaKa3yu 3 pyXy YYHIB/BUXOBaHIIIB - No 2-y.

2. Ilpomokon — NOKyMeHT, y sikoMy (IKCyeTbcsl TepeOir BEICHHS 3aci/iaHb,
yXBaJICHHS PIIIEHb JOPAAYUMHU Ta KOJIETIaJbHUMU OpraHaMu, KOMICIsIMU TOIIO.

[Iporokonu 3acifaHb MEAArOTIYHUX pajl, THIIMX JOPATYMX Ta KOJET1aIbHUX
OpraHiB CKJIQJar0ThCS B CTUCTIN GopMi. Y TIPOTOKOII, CKIAJIEHOMY B CTUCHIHN dhopmi,
GbiKCyIOThCA JHIIE TPUHHATI pimieHHs Oe3 aetamizamii mepebiry oOroBOpeHHS
MTATaHHS.

VY pasi moTpebu 3a pimieHHSIM 3araJbHUX 300piB (KoH(DepeHIlii) KOJIEKTUBY
MIPOTOKOIM 3arajibHuX 300piB (KOH(EPEHI[i) KOJIEKTUBY MOXYTh CKJIaJaTuCAd Yy
NOBHIM (opmi.

HymMmepariisi mpoTokoiB 3acijlaHb MEJaroriyHoi paad BEACThCSA B MexXax
KaJICHJIapHOTO POKY, ITPOTOKOJIIB BUOOPHUX OPTraHiB — y MEXax X MOBHOBAXKEHb.

Hywmepariiss mpoTOKOJiB BEIEThCS OKPEMO 3a KOXKHOI TPYIOI0 MPOTOKOIIIB
3acijlaHb BIATIOBITHOTO KOJIETiaJbHOIO OpTaHy.

3. Jlatoro mMpoTOKOJY € Jara MpOBEACHHS 3aCiJaHH.

3arooBOK 10 TEKCTY MPOTOKOJIYy Ma€ BioOpaskaTu BHJ 3acijaHHs (Hapaza,
300pu, KOH(QEpEeHIlis TOIo) abo KoJerialbHOl AISUIBHOCTI (KOMicis, pana, 300pH,
poboua rpymna Tomro) 1 BKIIOUYaTH Ha3By BUIY JTOKYMEHTA.

TekcT MpoTOKOY CKJIaIa€ThCs 31 BCTYIMHOI Ta OCHOBHOT YaCTHH.

VY BCTymHill 4aCTHHI MPOTOKOJY 3a3HAYAIOTHCS MPI3BHUILA Ta 1HIIIAIA TOJIOBU
abo TONOBYIOUWOTO Ha 3acilaHHi, 300pax TOIO, CEKpeTaps, 3alpOLICHUX, a TaKOXK
MPUCYTHIX OCi0.

VY pa3i norpeOu 3a pIIEHHSM BIJIMOBIJHOTO OpPraHy y CIHUCKY MPHUCYTHIX
3a3HAYAIOTHCS MMOCAIM 3AMPOIICHUX 0CI0 Ta HAMEHYBAaHHS YCTaHOB. SIKIIO KUIbKICTh



NPUCYTHIX mepeBuinye 15 0ci0, 3a3HaYa€ThCs 1X 3arajibHa KITBKICTh 3 MOCHUIAHHSIM
Ha CIIHCOK, 1110 I0IA€THCS 10 MPOTOKOIY.

4. BcrynHa yacTMHA MICTHTH MOPSJIOK JIEHHUI: TEpesiK pPO3MISHYTHX Ha
3acilaHHl nuTaHb. [lopsAa0K AEHHUI MOAAETHCS HAPUKIHI BCTYTHOI YACTUHMU.

CnoBa «IlopsaoK HEHHMID» APYKYIOTbCA BiJ MEXKI1 JIBOrO MOJS, MICHS HUX
CTaBUTbCS JABOKpanka. KokHe NHUTaHHS HyMepyeThCcs apaOChKUMHM LU(paMu 1
IpyKyeTbesi 3 ab3aily. GOopMyBaHHS MUTAaHb Y TOPSAIKY JEHHOMY TOYHHAETHCS 3
npuriMeHHuKa «IIpo».

5. OcHOBHa 4YacTHMHA MPOTOKOIY CKJIAAA€TbCsl 3 PO3AUIIB, SKI MalOTh
BIJIMOBIATH IyHKTaM TOPAJKY JeHHoro. Po3minnm HyMepyroThcsi apaOCbKUMU
1idpamu 1 OyyIOTHCS 32 TAKOKO CXEMOIO:

st ctucioi popmu mpotokodiB: «CIIY XAJIN - YXBAJINIINy;

it moBHOT  Qopmu  mpotokoniB:  «CIIVXAJIM - BUCTYIIMIN -
YXBAJINIIN».

[Ticns cnmoBa «CIIYXAJIM» 3 HOBOTO psaKa 3a3HAYAIOTHCS TPI3BHINE Ta
iHimiany (1HiIian iMeH1) KOXKHOTO JTOTIOBigava.

VY noBHiil ¢opmi nporokonmy miciaa cioBa «BUCTYIIMIIN» dikcyroTbes
BUCTYIM TUX OCIO, SIKI B3sUIM Yy4acTh B OOrOBOPEHH1 JOMOBiAl (MUTaHHS MOPSAKY
neHHoro). Buctynu oopMITior0ThCS B TPOTOKOJIL 13 3a3HAYEHHSIM T0Ca, IPI3BUII Ta
HimamiB (iHilianay), iMEH JOMOBIJa4iB y HA3UBHOMY BIJIMIHKY, BUKJIQJIEHHSIM 3MICTy
BUCTYMY a00 MUTAHHS, BIAMOBI/I1I Ha HBOTO.

6. TekcTu BUCTYIIIB Y TPOTOKO1 BUKIIAAIOTHCA B/l TPETHOI 0COOM OJHUHHU.

Tekct abo Te3m momoBimi, ohOpMIIEHI SK OKpeMi JOKYMEHTH, IO TEKCTY
IPOTOKOJIY HE BKJIIOYarOThCs. [licist BimoMocTed mpo J0MoBijiaya CTaBUTHCSA THUPE 1
3a3HayaeTbes «TekcT 1onoBil JOAAETHCS O TPOTOKOIY .

[Ticns  cmoBa «YXBAJIMJIN»  ¢dikcyeTrbes  mpuitHATE  pIlIEHHS 3
OOroBOPIOBAHOTO MHUTAHHS MOPSAKY JCHHOIO, SIKE Ma€ BKIIOYATH CKIJIAJOBI, IO
BiJIMTOBIAIOTh HA TaKi MUTaHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.

Y pa3i SKoio npuiiMaeTbes  pIICHHS PO CXBaJEHHS, TMOTOMKEHHS,
3aTBEPIXKEHHSI JOKYMEHTa, SIKMA OOrOoBOPIOBABCS HA 3aciiaHHl, LEW JOKYMEHT
JOJAETHCS 1O MPOTOKONY. 3a HASBHOCTI 1HIIMX JOKYMEHTIB, IO PO3MISAAIUCA Ha
3aciiaHHl Ta (akT 0OroBOpeHHs SKUX Oylo 3a(iKCOBAHO B TEKCTI MPOTOKOIY, BOHU
HYMEpYIOTbC apaObCchbkuMu 1UbpamMu (Hampukian, fogarok 1, nomatox 2). VY
BiJINIOBITHUX IMyHKTaX MPOTOKOIY MPOCTABIISIOTHCS MOCUIAaHHS Ha 111 JOAATKH.

[IpoTokon miAMKMCYy€e TOJIOBYIOYMH Ha 3aciaHHI KOJIET1aJIbHOTO (JI0paadoro)
oprany Ta cekperap (3a HasBHOCTi). IIporokon 3acilaHb KOMICI MHiANUCYIOTh YCi
YJIEHH KOMICIi.

7. Jlucmu cknanaioTbes 3 METOIO 0OMIHY 1H(OPMAIIIEI0 MK 3aKJIaJ0M OCBITH
Ta OpraHamMu JIep>KaBHOI BJIaJd, OpraHaMHd MICLEBOTO CaMOBpSAYBaHHSA, 1X
IOCAJIOBUMH 1 CIIY)KOOBUMH 0cC00aMH, 3aKjaJaMH, YCTaHOBaMH, OpraHizallisiMH Ta
THIIMY QI3UYHAMH 1 FOPUIAYHAMA 0COOaMH.

branku nucTa MarOTh Taki peKBI3UTH:

HaliMEHYBaHHS 3aCHOBHMKA (3aCHOBHUKIB) 3aKJIay;

MOBHE HalMEHYBaHHS 3aKjajy OCBITH BIANOBIIHO J0 YCTAHOBYUX JIOKYMEHTIB;


https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n201
https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n218

JIOBIZIKOB1 JaHI MpO 3akjaj OCBiTH (TOIITOBAa ajpeca, HOMepHu TenedoHIB,
(akciB, paxyHKiB y OaHKY, aJipecy eJIeKTPOHHOI MOLITH TOIIO).

PekBi3uTu nucra: nara, peectpaiiiiHuil iHIeKC, MOCUIaHHS Ha peecTpariitHui
IHJEKC 1 Jary JOKYMEHTa, Ha SKUW HaJaeTbCsl BIJMOBIAbL (3a MOTPeOM), aapecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIIMITKA MPO HASIBHICTh JOAATKIB (32 MOTPEOH ), MiIIHC,
BIJIMITKa PO BUKOHABIIS.

Jlaroro nucrta € nara WOro MmiJMKUCaHHs, IKa Mae 301raTucs 13 JaTo peecTparii
BUX1HOT KOPECIIOH/ICHITI].

Tekct nucTa BUKIANAETHCA BiJ MEPIIOi 0COOM MHOXXHHH 3 BUKOPHUCTAHHSIM
CJIIB: «IPOCHUMO MOBIJOMUTH...», «PO3’ACHIOEMO, IO...».

3a3Buyail y TUCTI MOPYIIYETHCS OJTHE TUTAHHS.

8. AKm - NOKyMEHT, CKJIQJICHU! TPYyMHor 0Ci0 JJIsl 3aCBITUYEHHSI BCTAHOBJICHUX
dakriB abo momiii. AKTH  OQOPMIIIOIOTBCS 32  pe3yiabTaramMu  peBi3id
(b1HaHCOBO-TOCTIONAPCHKOI MISUTBHOCTI, TiJ 4Yac MNpUMaHHSA-TIEpPEIaBaHHs CIIPaB,
CIIMCAHHA MalHa TOLIO.

JlaToro akTa € gaTa Moro CKiaaJIeHHS.

TekcT akTa ckinafaeTbes 31 BCTYMHOI Ta KOHCTATyH040i YaCTHH.

VY BCTymHIA 4YacTHHI 3a3HaYyalOThCS MIACTaBU Ui CKJIAQJaHHS aKTa Ta
HA3MBAIOTHCS 0COOU, SIK1 CKJIaIM akT a00 OyJIu NPUCYTHI IPH LIbOMY.

VY KOHCTaTyIO4iil 4YacTHHI BUKJIAJAIOTHCA CYTb, 3aBJaHHS, XapaKTep BUKOHAHOI
po060TH, BCTaHOBJEHI (PaKkTH, TPOMO3UIlli Ta BUCHOBKU. KOHCTaTyroua 4acTuHA MOXKe
oOpMITIOBATUCS Y BUIJISAII TAOIHIII.

VY KiHIIl TEKCTY aKTa 3alUCYIOThCS JaHI PO KUIBKICTh MPUMIPHHKIB aKTa Ta iX
MICII€3HAXO/IKEHHSI.

AKT MiJIMUACYIOTh yC1 0CO0H, sIKi Opasiv y4acTh y HOro CKJIa/laHHI.

Oco0a, sxa mMae 3ayBaK€HHS JI0 3MICTy aKTa, MAMKUCYE WOTO 1 BUKIIAJIA€ CBOIO
JTYMKY Ha OKPEMOMY apKyTili, SKUH JTOAA€THCS 10 aKTa.

4. PeecTpallist AJOKyMeHTIB

1. JlokyMeHTH B 3aKJaJi OCBITH PEECTPYIOTHCS ICHTPAI30BAHO HE3AJICIKHO
Bl cnocoOy iX CTBOPEHHs, OAEpPKaHHA UM BIATBOPEHHS. Y 3aKJaJll OCBITH MOXE
3aCTOCOBYBATHUCS aBTOMATHU30BaHA (popma peecTpallii JOKYMEHTIB 3 BUKOPUCTaHHSIM
CHEIIAIbHUX KOMIT FOTEPHUX MPOTPaM.

2. Peectpariisi 1OKyMEHTIB 31HCHIOEThCS BiAMOBiAHO 110 [IpaBun opranizarii
JIJIOBOZICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.

3. PeecTpartiiss TOKyMEHTIB IPOBOJIUTHCS 3 METOI 3a0e3MedeHHs iX OOJiKy,
KOHTPOJIIO 32 BUKOHAHHSM 1 ONIEPaTUBHUM BUKOPHUCTaHHSIM iHGOpMaIlii Ta Mojisrae y
BEJICHHI 3aMuCy OOJIKOBUX JaHUX PO JOKYMEHT, SKUM (PiKCyeThes (DAaKT CTBOPEHHS,
BIJIIpaBICHHS a00 OTpUMaHHS JOKYMEHTA MUISIXOM TMPOCTABIEHHS Ha HBOMY
pEECTpaIlifHOTO  1HAEKCY 13 3amuMCcOM Yy  BIAMOBIAHMX OKypHanmax (6azax
ABTOMAaTU30BaHUX CHCTEM) peeCTparlii HEOOX1THUX BIJOMOCTEH MPO TIOKYMEHT.

4. Peectparii miyisiraroTh BXiHI, BUX1/IHI Ta BHYTPIITHI TOKyMEHTH (IOBIIKH,
JIOTIOB1JTH1 3aITUCKH, 3asBH, IPOTOKOJIM 3aciaHb MEJAaroriyHux paji, KOMICIi TOIIO).

5. JIOKyMEHTH PEeCTPYIOThCS JIMILIE OAWH pa3: BXIJHI — y JEHb HAJAXOJKCHHS
a00 He Mi3HIIIe HACTYMHOro poOoYOoro AHs, SKIIO JTOKYMEHT HaAIWIIOB y HEPOOOUHIA
4yac, CTBOPIOBaHI — y JIeHb MiANMKCaHHS a00 3aTBEPKEHHS.


https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n15
https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n15
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6. JlokymeHTH, SIKi HAAXOASATH JI0 3aKJaay OCBITH, PEECTPYIOTHCS B KypHaIl
BXITHOI KOPECMOHMACHINI, Ti, IO BIAMPABISAIOTHCI, — Y KypHajdl BUXIJTHHUX
JOKYMEHTIB, BHYTPIIIIHI — Y )ypHaJi BHyTPIIIHIX JOKYMEHTIB, HAKa3W — Y KypHajaax
peecTpallii HakasiB.

[Tepenik MOKyMEHTIB, IO HE MIJIATAIOTh PEECTPAIlii ClIeliaIbHO MPU3HAYCHOIO
JUTSL IOTO 0CO0010, HABEJIEHO Y IOAATKY 3 70 1i€l [HCTpyKIi.

dopMy peecTpamiifHOrO J>KypHaly Haka3iB KEepiBHHKA 3akKjaay HaBEICHO
y nonatky 4 no wiei [HcTpykiii.

[Tpumipni hopmMu peecTpaliiiHUX >KypHaJiB BXIIHUX, BUX1JIHMX, BHYTPIIIHIX
JIOKYMEHTIB HaBeleHO Yy noaatky 5-7 mgo IlpaBun opranizamii Ii0BOJCTBa Ta
apXiBHOTO 30epiraHHs JOKyMEHTIB. /{11 momadi B apXiBHUM CEKTOp 3aCTOCOBYBaTH
OJIaHK 3T1HO AOAATKY S i€l IHCTpyKITii.

7. JIOKyMEHTH PEECTPYIOThCS 3a TpylaMH 3aJIeKHO BiJ HA3BW BH]Y, aBTOpa Ta
3MicTy. OKpeMo peeCTPYIOThCS:

BX1JHI JOKYMCHTH;

HAaKa3Hu 3 OCHOBHOI JiSTILHOCTI;

HaKa3| 3 PyXy Y4HIB;

Haka3u 3 aJIMIHICTPATUBHO-TOCIIO/IAPCHKUX MTUTAHb;

HaKa3M 3 KaJ[pOBUX MMUTAHb TPUBAJIOTO 30€pIraHHs;

HaKa3W 3 KaJpOBUX MUTaHb THMYACOBOTO CTPOKY 30epiraHHs;

BHYTPIIIHI JIOKYMEHTH (IIPOTOKOJM, JOBIAKH, JIOMOBIJHI, MOSICHIOBAJIbHI
3aMMCKH, 3asBH MPAI[IBHUKIB TOIIO);

OyXTaJITepChbKl JOKYMEHTH;

3BEPHEHHS TPOMAJSH, Y TOMY YHCI OaTbKiB a00 3aKOHHUX IPEICTABHUKIB
YYHIB;

3aMmuTH Ha MyOIivYHy 1H(OpMAaILiio.

8. JIOKyMeHTH, 110 MepealoThCs €IEKTPOHHOIO MOIITO Y CKaHOBaHIN GopMi
0e3 eNEeKTPOHHOTO MH(PPOBOTO TIAMUCY, PEECTPYIOTHCS OKPEMO B I1HIIHMX
JOKYMEHTIB 13 3a3HaYCHHSIM €JIEKTPOHHOI apeCH BiANpaBHUKA Ta aJpecara.

9. Ilim wyac peectpaiii JOKyMEHTa HAJA€EThCSA YMOBHE IIO3HAYEHHS -
peecTpamiiiHuil iHAekc. CKiIaJ0Bl YacTUHU PEECTPALIMHOIO 1HJEKCY JOKYMEHTa
(KpiM 3BEpHEHb TpOMaJsSH) BIJOKPEMIIIOIOTECA OJIHA BiJ OJHOI MPaBOOIYHOIO
MOXUJIOK0 PUCKOIO.

10. Jns BXigAHMX JOKYMEHTIB pEECTpalliiHUM 1HACKC CKJIaJa€Thes 3
MOPSIZIKOBOTO HOMEpa Ta 1HJEKCy crpabH, Hanpukiaa 89/02-04, ne 89 - mopsakoBuii
HOMEp JOKYMEHTa y Mexax poky, 02-04 — iHieKc cripaBy 3a HOMEHKJIaTypOIO CIIPaB.

11. YV BuUXIZHOTO Ta BHYTPIIIHBOTO (32 BUHSATKOM HakKa3iB, MPOTOKOIIB)
JOKYMEHTAa  PEECTPAIlIfHUI  1HAEKC CKJIAJaeThCad 13 1HAEKCY CIOpaBH 32
HOMEHKJIATypOIO CIIPaB Ta MOPSAKOBOro Homepa, Hanpukian 02-04/176, ne 02-04 —
1HJIEKC CTPaBHW 3a HOMEHKIIATYpOIO crpaB, 176 — mOpsAnKOBU HOMEp JOKyMEHTa Y
MeXax poKy.


https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n232
https://zakon.rada.gov.ua/laws/show/z1028-18?lang=ru#n244
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IY. BEAEHHS J1JIOBOI JOKYMEHTALII
B EJIJEKTPOHHIN ®OPMI

l. B enexrtpoHHil (QopMi 3OIMCHIOETBCS BENECHHS JOKYMEHTIB, LIO
BU3HAY€Hl MyHKTOM 1 Hakazy MiHicTepcTBa OCBITM 1 HayKH, MOJOAl Ta CIOPTY
Vkpainu Big 10 tpaBHs 2011 poky Ne 423 «Ilpo 3aTBepmkKeHHS €IMHUX 3Pa3KiB
000B’SI3KOBOI JIIJIOBOT JJOKYMEHTAII1 y 3arajilbHOOCBITHIX HaBYaJbHUX 3aKJaJax ycCix
TUIIB 1 (OPM BIACHOCTI», a TAKOXK 1HIIHUX JIOKYMEHTIB, 1110 MOXXYTh CTBOPIOBATUCH Y
poIiecl TIsIIbHOCTI 3aKjIaay OCBITH.

2. Benenns niyioBoi JOKyMeHTallli 3aKiialy OCBITH B €JIEKTPOHHIN (opmi
3aMpoBaIKYETHCS 3 METOIO:

1) YIOCKOHAJICHHSI YIPAaBIIHHS 3aKJIaJOM OCBITH IUISXOM aBTOMAaTH3aIlii
oJiep>KaHHsI, 00poOKH 1 30epiranHs iHpopMalii Ta JOKYMEHTIB y €JIEKTPOHHIHN (opMi;

2)  3a0e3meyeHHs ONEPaTHBHOCTI, JOCTOBIPHOCTI Ta MUIICHOCTI iH(OpMaIii,
1[0 BUKOPUCTOBYETHCSI B OCBITHIN MISITBHOCTI;

3) oprasizaifii OCBITHbOTO TPOIECY 3 BHKOPUCTAHHSM TEXHOJOTIH
JUCTAaHUIMHOTIO HABYAaHHS TA BIJICTEKEHHS PE3YJbTaTiB HABYAHHS;

4) CHOPOLIEHHS BEIEHHS JUIOBOI JOKYMEHTAllll Yy 3aKkjiajal  OCBITH,
3MEHILECHHS BUTPAT 4acy Ha il BEACHHS;

5)  3abe3nedeHHs] OpraHiB YyHOpaBiiHHA y c(epl OCBITU ONEPATUBHOIO Ta
aKTyaJbHOIO 1H(OpMAIlIEI0 TPO MJiSJIbHICTh 3aKJIaJIB OCBITH JUISI MOPUAHATTS
YIPaBIIHCHKUX PIIICHb.

3. Ha migcraBi gaHux Ji10BOT  JOKyMEHTAIlll 3akKjiaay OCBITH, IO
BHOCATbCST Ta oOpoOisitoteess B OIC, MOXyTh CTBOPIOBAaTHUCH Ta/ab0 BECTUCH B
eJIEKTPOHHIN popmi:

1) kiacHu# xypHan s [-1V knacis;

2) kjacHui xypHan mis V-XI knacis;

3)  KypHau OONIKy MPOIMYIIEHUX 1 3aMIHEHUX YPOKIB;

4) KypHaJu 3100yBadiB OCBITH, SIKi 3100yBalOTh 3arajibHy CEPEIHIO OCBITY
3a IHAUBIIYaJIbHOI (POPMOIO;

5)  KypHan ¢paKkyabTaTUBHUX Ta TYPTKOBUX 3aHSITH;

6) KypHaJI peecTpallii IHCTPYKTaXIB 3 MUTaHb OXOPOHM Tpalll Ta 0e3neKu
KATTETISITLHOCTI,

7) 0co00BI cIipaBu 37100yBayiB OCBITH;

8) andapiTHA KHUTA 3700yBaviB OCBITH;

9) 0co0oBa crpaBa NeAarorivHoOro MpaiiBHUKA;

10) xypHas peecTpaliii Haka3iB pyxy 3100yBadiB OCBITH;

11) Haka3u KepiBHUKA 3 KaJPOBUX MUTAaHb 0COOOBOTO CKJIay TUMYACOBOTO
30epirands (PO  BIAPSKCHHS, CTATHEHHS, HAJaHHS MIOPIYHUX OIUJIavyyBaHUX
BIJITYCTOK Ta BIAMYCTOK y 3B 3Ky 3 HABYAHHSIM);

12)  piuHui TIaH pOOOTH 3aKIIaTy OCBITH;

13) po3kiax HaBYaJLHUX 3aHSTH;

14)  cBigouTBa JOCATHEHB 3700yBavYiB OCBITH TOILO.

4. [lepBunni nani, siki 30uparothes B OIC s BeAeHHS  J17I0BOT
JOKYMEHTAIII1 3aKJIaJly OCBITU B €JIEKTPOHHIN (popmi, mepeatoThbes 10 LEHTPaIbHOL
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0a3u JaHUX MPOrpaMHO-aNapaTHOrO KOMIUIEKCY «ABTOMATH30BaHUH 1H(POpMAIIHHAN
KOMILJIEKC OCBITHBOTO MEHEDKMEHTY» Ta OINpPaIlbOBYIOThCS IS 3alOBHEHHS
CTaTUCTUYHHUX 3BITIB.

3. [Tepenik manux, 1mo MoxyTh oOpobssarucs B OIC nnst BeneHHs I17I0BOT
JIOKyMEHTAIII1 3aKj1aJy OCBITH, HaBeJIeHO B foaarky 10 mo uiei [Herpykiii.
6. [legaroriuna paaa 3akiagy OcBiTM Moxke BuKopuctoByBaTH OIC, 1m0

BKJIFOYA€E TPOTrpaMHI MOAYJI Il BEJAEHHS JIJI0BOI JOKYMEHTAIlll 3aKjiaay OCBITHU B
enexktpoHHii popmi. Taka OIC moxe OyTH MiAKIIOYEHA /10 [IEHTpaIbHOT 0a3u JTaHUX
IPOrpaMHO-aNapaTHOrO KOMILIEKCY «ABTOMATU30BAHUM 1H(MOPMALIHHUNA KOMILJIEKC
oCBITHROTO MeHexkMeHTy» (mami — LB/l AIKOM) BiamoBigHO 10 MPOILEAYpH,
BU3HAYEHOT 3aKOHOAABCTBOM.

7. KepiBHuK 3aknagy OCBITM BH3HAYa€e BIAMOBIOAIBHY 0cCO0y 3a
aaminictpyBanss OIC.
8. O6pobka indopmariii B OIC 3milicHIOETBCS 3 JOTPUMAHHSIM BHMOT

3akoniB Ykpainu «[Ipo 3axuct iHdopmariii B iH(MOPMAIIITHO-TEIEKOMYHIKAIIIHHIX
cuctemax» Ta «lIpo 3axucT nepcoHaIbHUX TaHUX.

0. VY pasi Bukopuctanus 3akiagoM ocBitu OIC, ska He MIAKIIOYEHHS 0
Bl AIKOM, BignoBijaibHa ocoba 3akiiany mnoBuHHa nepeaaBaTu ;10 AIKOM
HeoOX1IHY 1H(OpMAaLIito 11 3B€ACHHS CTATUCTUYHOI 3BITHOCTI.

Y. OCOBJIMBOCTI BEAEHHA
EJIEKTPOHHOI'O KJIACHOI'O ’)KYPHAJY

1. EnexrponHuii KjacHHM XypHan € OOOB’SI3KOBHUM JOKYMEHTOM J1JI0BOT
JOKyMEHTAIlll 3aKjaJly OCBITH, IO BEIEThCS B CIEeKTPOHHIM ¢dopmi Ta
BUKOPHUCTOBYETHCS JIJISI:

1) 30epiraHHs JaHUX PO HABYAIbHI IOCATHEHHS 3/100yBayiB OCBITH;

2) aBTOMaTHu3aIlii 00Ky 1 KOHTPOJIO OCBITHBOTO TIPOIIECY;

3) oJiepKaHHs, OOpOOKH Ta 30epiraHHs JaHUX JUIS aBTOMAaTH3allli BEACHHS
I1I0BOT TOKyMEHTAIIli 3aKJIaly OCBITH B €JIEKTPOHHIN popmi;

4) OMEpPaTUBHOIO JOCTyNy J0 1H(opmalii Yy4YaCHUKaMH OCBITHHOTO
Ipollecy MPO PIBEHb HABUAJIBHUX JIOCITHEHB 3 PI3HUX MPEIMETIB, BIJIB1IyBAaHICTh Ta
JIOMAIlTH1 3aBJIaHHA;

5)  3abe3nedyeHHs MOXJIMBOCTI JUCTAHLIMHOIO MPSMOIrO Ta ONEPATUBHOTO
1H()OPMYBaHHS YYACHUKIB OCBITHBOT'O MPOLIECY.

2. [npopmaniss 10  €NEKTPOHHOTO  KJIACHOTO JKypHAldy BHOCHUTBCS
YKpaiHCHhKOIO MOBOIO, 32 BHHSTKOM JaHUX, IO MOTPEOYIOTh BUKOPUCTAHHS JITEP
JAaTUHCHKOI a0eTKM Ta CIHeliaIbHUX CHUMBOJIB (CTOCOBHO HaBYaHHS 1HO3EMHUM
MOBaM, Cepisi IOKYMEHTY, aJpeca eIeKTPOHHOI MOLITH TOIIIO).

3. VY pa3i morpebu, €IEKTPOHHHWM KIACHUHW XKypHal Ta 1HII JOKYMEHTHU
MOXYyTh TeHepyBaTucs 3acobamu OIC y dhopMi e€IeKTPOHHOTO JOKYMEHTa IUISIXOM
BUBAaHTKEHHA NaHuxX y (opmarax pdf, csv, xlsx abo iHmomy 39uTyBaHomy (hopmari
Ha BUOIp 0co0Hu, sika 3poOuiia 10 CUCTEMHU 3aIUT II0JI0 BUBAHTAXKCHHSI.

4. [licns 3aBeplIEHHS HaBYaJIbHOIO POKY Ta BHECEHHS BIAMOBIIHHUX
3aMMCiB B KJIIACHUH KYpHAaJ, TUPEKTOP 3aKiaay OCBITH a00 yIOBHOBa)XEHA HUM 0co0a



13

HAKJIaJa€ eJCKTPOHHUM MIANUC, Mo 0Oa3yeThcs Ha KBali(ikoBaHOMY cepTudikari
€JIEKTPOHHOTO MIAMHCY.
YI. BUMOI'M 10 3BEPITAHHS JIJIOBOI JIOKYMEHTALII
3AKJIAJTY OCBITH B OCBITHI IH®OPMAIIMHIN CUCTEMI

1. 30epiraHHsi J17I0BOT JOKYMEHTallll 3akiaay OcBiTH BHKIOYHO B OIC
MOJKJTUBE 33 TJOTPUMAaHHS HACTYITHUX 00OB’ I3KOBUX BUMOT:

iH(popMallis, 1110 MICTUTBCS B JIIJIOBIM TOKyMEHTAIli 3aKJIaly OCBITH, IOBUHHA
OyTH JOCTYITHOIO I ii MOMAIBIIIOr0 BUKOPHCTAHHS BiANOBIAHO 10 HAJaHUX IpaB
JOCTYITy Ta BCTAHOBJICHOTO TOPSAJIKY;

JaHl Ta JOKYMEHTH, II0 MarOTh OyTH 3BENICHI, 3r€HEepOBaHl Ta IiAMUCaH]
CTAaHOM Ha TEBHY Jary, nepep 30epexkeHHsaM ta Bianpaskoro B LIB/] AIKOM (y pasi
noTpedu), MIAMUCYIOThCS BIAMOBIIAIBLHOIO 0C0000, IO HAKJIATa€e eIeKTPOHHUM
HiNUC aBTOpa, 10 0a3yeThcs Ha KBamidikoBaHOMY cepTHdIKATI eIeKTPOHHOTO
I TITHCY.

2. Marepianu, 3aBanTaxeHi kopuctyBadamu B OIC (momariHe 3aBaaHHSA,
BiJIcO- Marepiajau, TECTH, HaBYalbHI Marepianw, AOBIIHWKH TOIIO), MOXYTh
30epiratuca B apXiBHUX 0a3zax JaHHUX MPOTITOM TE€PMiHY, BUZHAYEHOIO B CUCTEMI 3
ypaxyBaHHSM YHHHOTO 3akoHoAaBcTBa. Brnacuuk OIC 3abe3neuye Micie s
30epiraHHs JaHHUX AUIOBOI JOKYMEHTAallli 3aKJIay OCBITH B €JIEKTPOHHIN (HopMi.

YII. CACTEMATU3ALISA
TA 3BEPITAHHS JTOKYMEHTIB Y J1JIOBOJACTBI

CkyajaHHSl HOMEHKJIATYPH CIPaB

Homenknarypa copaB mpu3HadeHa [JIsi BCTAHOBJIICHHS Y 3aKJaJl €IMHOTO
nopsiAKy (popMyBaHHS cIipaB He3ajekHO BiJl hopmMu HOCI 1HGOpMaIlii, 3a0e3rneueHHs
iX OOJMiKy, OMEepaTUBHOTO IMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BU3HAYCHHS
CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOIO JUIS CKJIQJIaHHS OIKCIB CIpaB MOCTIHHOIO Ta
tpuBasoro (moraa 10 pokiB) 30epiraHHs, a TAKOX ISl OOMIKY CIIPpaB THMYACOBOTO (70
10 pokiB BKJIFOUHO) 30€piraHHs.

Homenknatypa copaB 3akmany (3BeieHA HOMEHKJIATypa) CKJIAJA€TbCSA
BiAMOBiZaJILHOI0 000010 (0OcO0aMu).

[lin wac cxiagaHHS HOMEHKIATypH CIpaB 3akjiaay BHKOPHUCTOBYETHCS
CTPYKTYPHHMH 200 (PyHKIiOHAJbHUI PUHIUI iI HOOY10BH.

CTpyKTYypHUH TPUHIIMI BUKOPUCTOBYETHCS B pa3i UITKO BCTAHOBJICHOI
CTPYKTypHu 3akjiamy. PosnimamMu B Takid HOMEHKJIATypl cCHpaB € HalWMEHyBaHHS
CTPYKTYPHHUX IT1IPO3LTIB.

Y pa3i  po3nogily OCHOBHMX  (yHKIIN  (HampsiMiB  JisUIBHOCTI) Y
0€3CTPYKTYpHOMY 3aKJIaJll MIXK ii IIpaIliBHUKaMU BUKOPUCTOBY€ETHCA (DYHKIIIOHATbHUN
OPUHIMI TOOYI0BM HOMEHKJIATypu cmpaB. Po3miiyd 1 migpo3aiii HOMEHKJIATYypU
CIpaB 3aKijiaay, MOOyIOBaHOI 3a TaKWM MPUHIIMIIOM, BiIoOpaXkaroTh i (PpyHKIII Ta
HaAMpPSAMU JISUIBHOCTI 1 PO3MILIYIOThCS Y HOMEHKJIATYpi 32 CTyMEeHSIMH 1X BaXKJIMBOCTI
(opranizaris poOoTH, TUIaHyBaHHsI, (PiHAHCYBaHHS, IPOTHO3YBAaHHS TOLIO).

Y pa3i BupoOHHMYOI TOTpPeOM MOXIIMBE NOEIHAHHA CTPYKTYpPHOIO Ta
(YHKIIOHAJIBHOTO MPUHIUIIIB TOOYJOBM HOMEHKJIATYpHU CITPaB.

[Tig yac po3poOIeHHS HOMEHKIATYpH CIPaB 3aKJIay BUKOPUCTOBYIOTHCS CTAaTyT
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3aKiamy, MOJIOKEHHS TPO il CTPYKTYpHI MiAPO3IIIH; IITaTHI PO3IMUCH; TUIOBI abo
MPUMIpHI HOMEHKJIATYpH CIIpaB; HOMEHKIATYpH Ta OINWCHU CIPaB 32 MUHYJI POKH;
KiIacupikaTopu JOKYMEHTIB 1 KOPECIOHJEHTIB; pPEeCTpaliifHO-O0MIKOBI  Ta
KOHTPOJIbHI KapTOTEKW; THUIOBHH Ta Tady3eBi TMEpelikKk BHUIIB JOKYMEHTIB i3
3a3HAUYEHHSAM CTPOKIB iX 30€piraHHs, a TAKOXX YpaXOBYIOTbCS 3aBJaHHS 3aKjaay Ha
HACTYIHHH PIK.

HomeHknarypa cnpaB CTPYKTYpHOTO MiApO3aUTy (OKpeMoOi MocajoBOi 0COOM)
po3po0IIsieThes He Mi3HIIEe 15 nucronaga MOTOYHOTO POKY, MIAMUCYETHCS KEPIBHUKOM
CTPYKTYPHOTO MiApo3auTy (IT0CaJ0BOI0 0COO0I0) Ta BI3YETHCS MOCAAOBOK 0CO0O0I0
3aKJIajy, BIAMOBIAIBLHOIO 32 apXiB.

Y HOMEHKIaTypl crpaB MepeadadyaroThCsi 3arojOBKU CIIpaB Uil TPYITyBaHHS
JOKYMEHTIB, IO BiAOWBAaIOTh yCl JOKYMEHTOBaH1 MIJISHKH 1 MUATAHHS JiSTIBHOCTI
3aKiamy.

Jlo HOMEHKJIaTypH CIIpaB BKJIFOUAIOTHCS, SIK IPABUIIO, OPUTIHAIHN TOKYMEHTIB. 3a
pimennsMm EK (excrepTHOoi KoMmicii) 3akiagy 10 HOMEHKJIATYpU CIPaB MOXKYTb
BKJTFOUATHCS KOTIi THPaXOBAaHWUX JOKYMEHTIB, IO HAKOMUYYIOTHCS B CTPYKTYPHHX
miapo3auiax  (po3mopsiadl JOKYMEHTH, MOJIOKEHHS IPO CTPYKTYPHI MiAPO3AUIH,
MOCaJI0B1 IHCTPYKIIIi TOIIIO).

Jlo HOMEHKJIaTypu CIpaB HE BKJIIOUAIOTHCA JPYKOBaHI BUJIAHHS, HOBITHUKH (Y
TOMY uucii TenedonHi), OreTeHi, peepaTuBHI KypHaIH, eKCIpec-iHpopMaIlis.

Homenknarypa cnpaB 3akiaay (3BElEHA) CKIAJIAaeThcs 3a YHI(IKOBaAHOIO
dbopmoro.

Homenknarypy cripaB 3akiiay opopMIIOIOTh TakK, SK BUSHAYEHO JaJi.

I'pada 1 micTuTh 1HGOPMAITIIO TTPO 1HIAEKC TOKYMEHTA, SKUW BigoOpa)kae HOMep
PO31Ily Ta MOPSAIKOBUI HOMEP TOKYMEHTA y PO3ILIL.

¥ rpadi 2 3a3Ha4aeThC Ha3Ba 3arojoBKa cripaBu. He 103BOJISIETHCS BAKMBAHHS B
3arojloBKax CIpaB HEKOHKpPETHUX GOpMyitoBaHb («mMarepiainm», «3arajbHe
JUCTYBaHHS», «BXiJHA KOPECTIOHJEHIIIS, «BHXiTHA KOPECIOHICHITIN», «(hiHAHCOBA
JOKYMEHTAIIIS)» TOIO), @ TAKOXK BCTABHUX CIIiB 1 CKJIAJHUX CUHTAaKCUYHUX 3BOPOTIB.

3arojloBOK CHpPAaBU CKJIAJA€THCSA 3 €JIEMEHTIB, IO PO3MILIYIOThCA B TakKid
MOCIIJOBHOCTI: Ha3Ba BUJY CIpaBu (IMCTYBaHHS, JKypHaj, KHUTA TOIIO) YU BHIY
JOKYMEHTIB y chpaBi (Haka3W, HPOTOKOIM, aKTU TOLIO); aBTOpP JOKYMEHTIB
(HallMeHyYBaHHsS 3aKjaay, CTPYKTYpPHOTO MiJpO3JAUTY); KOPECHOHAEHT abo ajapecar
(HallMeHyBaHHsS YCTaHOBH, JI0 SIKO1 aJpecoBaHi abo Bij SKOT HAIWIUIN JOKYMEHTH);
CTUCTUN 3MICT JIOKYMEHTIB cripaBU (IIUTaHHS, 3 SKOTO (OPMYEThCS CIIpaBa); Ha3Ba
periony (TepuTopii), 3 SIKUM IIOB’sI3aHHM 3MICT JOKyMEHTa; jarta (mepiof), 10 SKOi
HaJeXaTh JTOKYMEHTH CIIpaBHW; BKa31BKM Ha HAsIBHICTH KOIMI JJOKYMEHTIB y crpasi (y
pasi morpedn).

:Hnmu.npnuhnm.nrﬂ . cllpit)
Toma) 3
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BKA3IBKH HA
aata (nepioa), Ao HAABHICTL Komiii
AKO0I HATEHKATE NOKYMEHTIB ¥
AOKYMEHTH CTIpaBH cnpasi (y pa3i
noTpedn)

HaiBa periony
(TepuTopii), 3 aKHM

MoE S3annil 3vicT
NOKYMEHT:A

SIKmo crpaBa CKIIaIa€ThCS 3 Pi3HUX 332 BUIAMU JOKYMEHTIB, ITOB’I3aHUX OJTHUM
KOHKPETHUM IHUTAHHSM Ta TOCJIJOBHICTIO BEJIEHHs AUIOBOACTBA (CyHOBI, Ciimyi,
0CcO0OBI TOLIO), BXKHUBAIOTh TEPMIH «cClpaBa», Hamnpukian: «Ocobosea cnpasa
Ipizeuwe Im’a Ilo-6amovkosiy.

VY 3aronoBkax crpas, IO MICTATh JOKYMEHTH 3 OJHOTO MUTAHHS, HE MOB’s3aHi
MOCJIIIOBHICTIO BEJICHHS MPOIEIYP MIJTOBOJCTBA, BXKUBAETHCS TEPMIH «JIOKYMEHTHY,
a TICIs HBOTO B JY)KKaX 3a3HAYAIOTHCS OCHOBHI BUIW JOKYMEHTIB CIIPaBH,
Hanpuknan: «/Jokymenmu (nnanu-cpaghiku, ankemu, 006iOKU mMOW|0) NpPo
NPOBeOeHHA 027120y CMAHY 0i10800cmea ma apxieHoi cnpasu y 3akaaodiy. TepMmin
«TOKyMEHTH»  BXHUBAETHCA TAKOX Y  3arojloBKax CIOpaB, IO  MICTATh
JOKYMEHTH — JIONaTKH 70 Oyab-SIKOTO HOPMATUBHO-TIPABOBOTO akTa ab0 Hakazy
3aKianay. Y TakoMy pas3i BUAOBUM CKJIaJ JOKYMEHTIB HE 3a3HAuyar0Th, HAMPUKIAM:
«/lokymenmu 00 npomokosnie 3acioanv neoazoiunoi paou 3aKaiadyy.

VY 3arojioBKax crpaB, IPU3HAYCHUX IS TPYITYyBaHHS JTOKYMEHTIB OJHOTO BHIY,
3a3HAYAIOTHCS BHUJI JIOKYMEHTAa y MHOXHMHI Ta aBTOpP JOKYMEHTIB, HaNpHUKIa:
«Haka3u 3 0CHOBHOT OiAIbHOCHI 3aK1A0Y) .

VY 3aronoBkax CIpaB, 110 MICTSTh JIMCTYBaHHS, 3a3HAYAIOTHCS KOPECHMOHJEHT 1
CTUCTUI 3MICT JOKYMEHTIB, Hanpukian: «lucmyeannsa 3 ynpaeninnuam (8iooiiom)
oceimu npo ».

Y 3arojoBkax cmpaB, M0 MICTATh JIMCTYBaHHS 3 KOPECIOHICHTaMHU,
OJTHOPITHAMH 32 XapaKTePOM MisUTBHOCTI, TaKi KOPECTIOHJCHTH HE TIEPEIYyOThCS, a
3a3HAYA€ThCA 1X Yy3arajJbHEHE HallMEHyBaHHS, Hamnpukinan: «lucmyseannsa i3
3ACHOGHUKOM 3 NUMAHDb ».

VY 3arosioBKax crpas, L0 MICTATh JIMCTYBaHHS 3 PI3HUMH KOPECIOHJIEHTAMH,
TaKi KOPECTIOHJICHTH HE 3a3Ha4YaroThCsl, HANpuKIian: «/lucmysannus npo opzanizayito
niosuuieHn: haxoeoi Keanighikayii nedazo2iyHux NPaAUi6HUKIE 3aK1A0Y).

VY 3aronoBkax crnpas, IO MICTSATh IUIAHOBO-3BITHY JJOKYMEHTAII10, 3a3HAYA€THCS
nepion (Micsllb, KBapTal, IMMBpiYYsl, PIiK), B SKOMY IUIAHYETHCS CTBOPEHHS
JOKYMEHTIB, a00 mepiof ix (hakKTUYHOrO BUKOHAHHS, Hampukian: «Piunun naan
pobomu 3aknady na 2022/2023 u.p.».

[lin yac po3milieHHs 3arojoBKIB CHpaB Yy HOMEHKJIATypl BpPaXOBYIOTHCS
BAXJIMBICTh JIOKYMEHTIB, BKJIIOYEHHX JO CIpPaBH, iX B3aeMo3B’s30Kk. Ha mouarky
PO3MINTYIOTHCSl 3arOJIOBKH CIpPaB IIMOAO JOKYMEHTIB, sIKi HAAINIUIA BiJ] OpraHiB
BUIIIOTO PIBHS, Jaji— MO0 OpTraHi3aIlifHO-pO3MOPSIaU0l TOKyMEHTAIlli 3aKiany,
JUCTYBaHHS TOMO. Y KOXHIM 3 IHUX TPyHn JOKYMEHTH TaKOX PO3MIIIYIOTHCS 3
ypaxyBaHHSIM Ba)KJIMBOCTI Ta CTPOKIB 30€piraHHsl.

Bka3iBKy Ha HasBHICTh KOMNIA JOKYMEHTIB y CHOpaBl PO3TAIIOBYIOTH MICIs
3arojoBka, Hanpukiaa: «Haxazu 3 ocnoenoi oianvnocmi 3aknady 3za 2022 pik
(Konii)».

I'pada 3 HOMEHKIATypH 3aIOBHIOETHCS HAMPUKIHII KaJEHIAPHOTO POKY, KOJIU
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BiJIOMa KiJIbKICTh C()OPMOBAHUX TOMIB, YACTHH CIIPABH.

Y rpadi 4 HOMEHKIATYpH 3a3HAYAIOTHCS CTPOKH 30€piraHHs CIpaB, HOMEpPHU
cTarel 3a TUMOBUMH (TaTy3€BHMH) MEpeTiKaMi JOKYMEHTIB 13 3a3HAUYEHHSIM CTPOKIB
ix 30epiraHHsi, TUIIOBUMH 1 IPUMIPHUMU HOMEHKJIATypaMH CIPaB.

JlonyckaeTbes MOCUJIAHHA Ha psJl CTaTed Mepesiky JOKYMEHTIB 13 3a3HAaYEHHSAM
CTPOKIB iX 30epiranHs (y TOMYy 4YHCIl PI3HUX MEPENIKiB, SKIIO 3aCTOCOBYIOTHCS
TUNIOBUH 1 ramyszeBuii). [Ipu npomy cTpok 30epiraHHsi 3a3HAYaA€THCS BIAMOBIIHO 10
CTaTTI, 110 BCTAHOBIIIOE HAMOUTBIINI CTPOK 30€epiraHHs.

JIns TOKyMEHTIB, He TepeadadyeHux MII0YMMHU TepeTikaMH, CTPOKHU 30epiraHHs
BU3HA4YaIOThCs Ha mijicTaBi ix BuBueHHs EK 3aknamy.

Jliist cipaB, copMOBaHUX 13 TUPAKOBAHUX KOMIM JOKYMEHTIB, BCTAHOBIIOETHCS
CTpoK 30epiranns «/[oku He mMune nompebda» HE3aNSKHO BiJ] CTPOKY 30epiraHHs
OpUTIHATIB JOKYMEHTIB (y TOMY 4YHCII 1 JJIS JOKYMEHTIB TOCTIHHOTO CTPOKY
30epiranfs) 0e3 MOCWJIAHHS Ha CTATTIO BIJAMOBIAHOTO TEpENiKy JAOKYMEHTIB 13
3a3HAYCHHSM CTPOKIB 1X 30epiraHHsl.

Ctpok  30epiranHs cmnpaBu «Jlms  ciayxO0OBOro  KOPUCTYBaHHS»  HE
BCTAHOBJIIOETHCSA, @ y BIAMOBIAHIA Trpadi HOMEHKJIATypH CHpPaB MPOCTABISETHCS
no3Hauka «EK» (excriepTHa KOMICis).

Y rpadi 5 «lIpumitka» poOIAATHCA MO3HAUYKU MPO MEPEXIJIHI CHpPaBH; IMPO
CIpaBH, 110 BEAYThCS B €NEKTPOHHIN (hopMmi; PO MOCaTOBUX OCIO, BIAMOBIAAIBHUX
3a (hopMyBaHHs CIpaB; MPO IMepenady CHpaB 0 apXiBy 3aKiIaqy YW HIIMX yCTaHOB
JUTSL X TIPOJIOBKEHHS TOIIIO.

Homenknarypa cnpaB 3akiaay MIANHCYEThCS OCO00I0, BIAMOBIIANIBHOIO 32
OpraHizalliro JUJIOBOJACTBA Y 3aKJIaJll, BI3yEThCS MOCAT0BOI0 0C00010, BIAMOBIIATEHOIO
3a apxiB, Ta cxBanmoeTbest EK 3akinany.

Homenknarypa cmpaB 3akiagy NiUIATae  IMOTOMHKEHHIO 3 BIIMOBIIHUM
JIEp>)KaBHUM apXiBoM ([Tl 3aKkjafdiB, siki (GopMmyroTh HarioHanbHuii apxiBHUNA (QOHI
(HA®D)) abo cxBajeHHIO OpraHOM BHUIOTO PiBHSA ()11 3aKiamiB, SKi HE (OPMYIOTh
HA®) onuH pa3 Ha I’ITh POKIB a00 HEBIAKIAAHO B pa3l ICTOTHUX 3MIH Y BJIACHOCTI
MaiiHa, CTPYKTYypl, (YHKIISIX Ta Xapakrepl poOOTH 3akiaay, BTPAaTH YWHHOCTI
TUIIOBUM (TaJTy3€BHM) MEPETIKOM JOKYMEHTIB 13 3a3HAYE€HHSAM CTPOKIB iX 30epiraHHsl.

OnopHi 3aKaaau OCBITH SABISAIOTECA Cy0’ ekTamu, k1 GopmyroTs HAD.

Homenknarypa cnpaB, morojxeHa ekcrepTHo-nepeBipouHoro koMiciero (EIIK)
BiJITIOBITHOTO JIEP’KaBHOTO apXiBY, 3aTBEPAKYETHCSI KEPIBHUKOM 3aKJIaTYy.

Homenknarypa cripaB 3akiiay CKIAJA€EThCS Y YOTUPHOX NpumMipHukax. [lepimii
(HEemOTOpKaHHWI) MPUMIPHUK 3BEJICHOI HOMEHKJIATYpH CIIpaB 30epiraeThcsi B 0COOH,
BIIMOBIAQIBHOT 32  JIJIOBOJICTBO, JIPYTHM — BUKOPHUCTOBYEThCSA  SIK  POOOYMH,
TPETil — epeaeTbecss 7O apXiBy 3akiagy Juis 3OIACHEHHS KOHTPOJIO 3a
dbopMyBaHHSAM CIpaB, YETBEPTHH — HAACWIAETHCA JO BIAMOBIAHOI Jep>KaBHOI
apXiBHOI YCTAaHOBH, apXiBHOTO BIJIJILTY MICHKOi paji a00 OpraHy BUIIOTO PiBHSI.

HomeHnknatypa crnpaB CTpyKTYpHOTO MiAPO3AUTY 3aKJIaay CKIAAA€ThCA Y ABOX
npumipHuKkax. OIWH NPUMIPHUK HOMEHKJIATYpU MEPENAEThCsl 0c001, BIAMOBIIAIbHIN
3a oprasizailito J1JIOBOJICTBA.

[IpoTsiroMm poOKy CTPYKTYpHI MiApO3aiau (MocaaoBi 0coOu) 3a0e3neuyroTh
BEJCHHS HOMEHKJATyp CIIpaB, 30KpeMa 3a HEOOXIJHOCTI BHOCSITh 1O HHUX 3a
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MOTO/KCHHSIM 3 BIAMOBITAIbBHUMH 3a JUJIOBOJICTBO Ta apXiB 0cOOaMH HOBI CIpaBH, HE
nependadyeHi YMHHOIO HOMEHKJIATYpOIO CIIPaB, 3aCTOCOBYIOUH TPH IIHOMY pe3epBHI
HOMEPH HAIPHUKIHI{I HOMEHKJIATYPH.

HampukiHii poKy HOMEHKJIATypa CHpaB 3akjiaay OOOB’SI3KOBO 3aKpPUBAETHCS
M1JICYMKOBUM 3alKCOM, 110 MIJNUCYEe 0c00a, BIAMOBIIaIbHA 3a A1JIOBOJCTBO 3aKIady.
[Ipo ¢akTHUHY HASIBHICTH 3aBEJICHUX 3a PIK CHPaB MOBIIOMIIIETHCS MOCA0Ba 0c00a,
BIJINOB1JaJIbHA 32 apXIB.

IToromxkena 3 EIIK BiamosigHoro nep:xkaBHoro apxiBy (EK oprany Buiioro
PIBHSI) HOMEHKJaTypa CIpaB 3akjaJy HAlpUKIHIII KOXHOTO POKY YTOYHIOETHCS,
nepePYKOBY€EThCS, 3aTBEPIKYETHCS KEPIBHUKOM 3aKjagy Ta BBOAMUTHCS B Aito 3 01
CIYHSI HOBOTO POKY.

DopMyBaHHH CIPAB

[Tix vac popmyBaHHS CripaB CJIiJl JOTPUMYBATHUCS TAaKUX 3arajbHUX MPABUIL:

% BMINIYyBaTH y CHOpPaBH TUIbKM BUKOHAHI JOKYMEHTH BIIIOBITHO 0
3aroJI0BKiB CIPaB y HOMEHKJIATYPI;

%  IpymyBaTH y CHOpaBHM JOKYMEHTH, BHKOHAHI TIPOTSITOM  OIHOTO
KaJICHAapHOTO POKY, 32 BUHSATKOM TEPEXiJHUX CIpaB Ta CYIOBUX CIpPaB (BELyThCS
OpPOTATOM KUIBKOX POKIB JI0 iX 3aBepllieHHs), 0C000BUX crpaB ((PoOpMyIOThCs
OpoTsAroM mepiogy poOOTH o0cob0u y 3akiajl), JOKYMEHTIB 3akjiaay, UIo
XapaKTEePU3yIOTh OCBITHIN mpoliec (GopMyIOThCS 3a HABYAIBHUH PIK);

% BMINIyBaTH y CHOpaBU JIMIIE OpWriHAMM abo y pasi ix BiACYTHOCTI
3aCBIJUEHI B YCTAHOBJICHOMY TMOPSIKY KOMIii JOKYMEHTIB;

% HE JIOMyCKaTH BKJIFOYEHHS IO CIIPaB YOPHOBUX, OCOOHMCTUX JTOKYMEHTIB,
PO3MHOMKEHUX KOIIH Ta JOKYMEHTIB, 110 MJIATal0Th TOBEPHEHHIO;

% 10 CIpaBU BKJIIOYATU JIOKYMEHTH TUIBKH 3 OJHOTO MUTAaHHA a0o rpynu
CIIOPITHEHUX MUTaHb, 110 CTAHOBIIATH €IUHUNA TEMATUIHUA KOMILICKC;

% OKpeMoO TpyIyBaTH y CIIpaBU JOKYMEHTH MOCTIHHOTO, TpUBajIoro (TIOHA.
10 pokiB), TAMYACOBOTO 30EpiraHHs;

% 3a o0csrom cmopaBa mMOCTIHHOTO Ta TpuBasoro (monan 10 pokiB)
30epiraHHsi He MOBUHHA nepeBuiyBaru 250 apkyiriB (He Outbine 40 MM 3aBTOBIIKH).

JIOKyMEHTH TPyHyrOThCS y CIpPaBU B XPOHOJOTIYHOMY Ta/ab0 JIOTIYHOMY
HOPSKY.

[TonoxxeHHst, mpaBuiia, IHCTPYKII TOILIO, 3aTBEPIKEHI HaKa3aMH, rPyMyOThCA
pa3oM 13 3a3HAUYEHUMH JOKyMEHTaMH. SIKII0 BOHU 3aTBEP/KEHI SK CaMOCTIHHI
JIOKYMEHTH, iX (hOPMYIOTh B OKpEMI CIIpaBHU 3a BUJAMHU 1 XPOHOJIOTIEO.

Haka3u 3 OCHOBHOI HisUIBHOCTI 3aKianay, 3 aJAMIHICTPaTUBHO-TOCIIOAAPCHKUX
NUTaHb, 3 KaJApPOBHX NHUTaHb 3aKjaAy (TUMYacoBOTO 1 TPHUBAJIOTO CTPOKIB
30epiraHHs), HaKa3u 3 PyXy y4HIB/BUXOBAHIIIB TPYIYIOThCS Y Pi3Hi CIIPaBHU.

Hakasu 3 xaapoBux nmuTaHb (0COOOBOTO CKJIaay) IPYIyIOTHCS BIAMOBIIHO A0 1X
BUJIIB Ta CTPOKIB 30epiranus. He q03Bosg€ThCs TpyMyBaT pa3oM HaKa3W TPUBAJIOTO
(75 poxkiB) Ta TUMYACOBOTO (5 POKiB) 30€epiraHHs.

[Ipn Benukux oOcsArax MOKYMEHTIB Haka3uW 3 KaJpOBUX MUTaHb (0COOOBOTO
CKJIaJly), LIO CTOCYIOTBCSl PI3HUX HampsIMiB JIsJIBHOCTI 3akiany (mpuiiMaHHS Ha
po0OOTy, 3BUILHEHHS, MPEMIIOBAHHS, BIAPSJKECHHS, BIAMYCTKU TOIIO), JOLIHHO
rpynyBaTd B OKpeMl copaBu. SKIIO pI3HUX BHUAIB Haka3iB 3 KaJpOBUX MUTaHb
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(0co00BOTO CKIIaIy) CTBOPIOETHCS HE3HAYHA KIIBKICTh, 1X JO3BOJISIETHCS TPYIYBAaTH
3a CTpPOKaMHU iX 30epiraHHs: B OJHY CIIpaBy — HAKa3W TPUBAJIOTO CTPOKY 30epiraHHs, B
1HIITY — TAMYAaCOBOTO CTPOKY 30epiraHHs.

JIOKyMEHTH 3acilaHb KOJET1aJIbHUX OpraHiB IPyNyOThCS y JIB1 CIIPABH:

< MPOTOKOJIM 1 JIOKYMEHTH J0 HUX (JIOMOBiAi, JOBIJIKH, MPOEKTH PIIIEHb
TOIIIO);

X JIOKYMEHTH 3 opraHizallii 3aciganb (MOpsiA0K ACHHUN, MaKeT PO3MIIICHHS,
CIIMCOK 3aMpOIIEHUX TOIIIO).

[Iporokonu 3aciianb KoJErialbHUX OpraHiB TIpPYNyIOThCA Yy CIpaBU B
XPOHOJIOTIYHOMY TOPANIKY 1 3a HOMepamu. J[OKyMEHTH [0 3acifjaHb 3a3Ha4eHHX
OpraHiB CHUCTEMATH3YyIOThCS 3a JaTaMU Ta HOMEpPaMH MPOTOKOJIIB, a B MeXaX IpyIu
JIOKYMEHTIB, 1110 CTOCYIOTHCS OTHOTO TIPOTOKOITY, — 32 MOPSIAKOM JCHHUM 3aCiJaHHS.

JlopydeHHsI yCTaHOB BHIIIOTO PiBHS 1 JOKYMEHTH, IOB’s3aHI 3 iX BUKOHAHHSIM,
TPYNyIOThCS Yy CIpaBU 3a HaMpsMaMd isUTBHOCTI 3akiany abo 3a aBTOpaMu
IHIIIaTUBHUX JOKYMEHTIB. JJOKyMEHTH y HEBENUKIM KUIBKOCTI IPyMYIOTbCS B OAHY
crpaBy. Y crpaBi JOKYMEHTH CUCTEMaTH3YIOThCS 33 JJaTaMU JOPYUYCHb.

3aTBep/pKEHI TJIaHU, 3BITH, KOIITOPUCH, TUTYIIbHI CIIUCKU TPYMYIOTHCS Y CIIPaBU
OKPEMO BiJl MPOEKTIB IIUX JIOKYMEHTIB.

JluctyBaHHS TpPYIyeTbCS 3a 3MICTOM Ta KOPECHOHJEHTCHKOIO O3HAKOK 1
CUCTEMATH3Y€EThCSI B XPOHOJOTTYHOMY MOPSAKY: JOKYMEHT-BIANOBIAb PO3MIILYETHCS
3a JOKYMEHTOM-3aITUTOM.

B ocoboBux cmpaBax, mo (QOpMyIOThCS YIOPOAOBK YChOTO dYacy poOoTu
NpaliBHUKA Yy 3aKjaji, TOKYMEHTH TPYMYIOThCS B XPOHOJIOTTYHOMY MOPSIKY B MIpy
iX HaAXO/KEHHS (TIOTTIOBHEHHS):

% 3asBa Mpo NpuiMaHHs Ha POOOTY;

%  NHCHMOBUH TPYIOBUH AOTOBIp (KOHTPAKT);

% Kormii abo BUTSTH 3 HaKa3iB MPO MPUIMaHHS Ha POOOTY;

% 0CcoOOBHI1 TUCTOK 3 OOJIKY KaJpiB;

% JIOMOBHEHHS J0 0COOOBOTO JIMCTKA 3 OOMIKY Ka/IpiB;

% aBtoOiorpadis;

% KOIIis MMacropra;

% Komist 0ONiKOBOI KapTKH IJIaTHWKAa MOAATKiB (KpiM (i3M4HHUX 0Ci0, sKi
yepe3 CBOI peniriiHi MepeKoHaHHsS BIAMOBISIIOTHCS BlJ NPUUHSTTS pEeCTpaIiiHOro
HOMEpa OOJIIKOBOi KapTKH TUIATHUKA TOJATKIB Ta MOBIJIOMUJIM PO 1€ BIAMOBITHUN
KOHTPOJIIOIOUMM OpraH 1 MalOTh BIIMITKY Y ITacTIOPT1);

< KOTIisl BINCLKOBOTO KBUTKA (32 HASIBHOCTI);

KOT1i JOKyMEHTIB MPO OCBITY;
HAYKOBUU CTYIIiHb;
BUYCHE 3BAHHS,
3asiBM TIPO TIEPEBEACHHS Ha 1HIITY poOOTYy (1Mocamy), CyMICHUIITBO;

% 3MiHy OiorpadiyHUX JaHUX;

% Komii a0 BUTATH 3 HaKa3iB MPO MEPEBEACHHS Ha iHITY poOoTy (Tlocamny),
CYMICHUIITBO;

< KOTI1i JOKyMEHTIB, 1110 € TiJICTaBaMu JJisl HaJaHHs NUIbT (32 HAsIBHOCTI);

% KOIIi JOKyMEHTIB IIPO BHECEHHS 3MiH JI0 OOJIIKOBUX JOKYMEHTIB Y 3B’SI3KY

%

K/ K/ K/ K/
L X X I X IR X
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31 3M1HOIO OlorpadiyHUX NaHuX (MPI3BUIIA, IMEHI, IO OATHKOBI);

¢ XapaKTepPHUCTHKU;

% Komii JOKYMEHTIB TpO TiABHINEHHS KBamiikaiii, CTaXXyBaHHS,
3a0X0UY€HHS (HAaropoKEeHHsI, IPEMIIOBAHHS);

o

< JIOKYMEHTH 3 aTecTallii,
% 3asBa MMpo 3BUIbHEHHS 3 POOOTH;

% Komii a0o BUTATH 3 HaKa3iB MPO 3BUIbHEHHS 3 POOOTH.

Jlo 0coboBoi crpaBu 00OB’S3KOBO CKJIAQA€ThCAd BHYTPIMIHIA ONHUC, SIKUAN
PO3MINIY€ETHCS HA MOYATKY CIPABH.

BimomocTi mpo CTATHEHHS, 3a0XOYEHHS, BUKOHAHHS OOOB’SI3KIB TUMYacOBO
BIJICYTHHOTO TpAIliBHUKA, 3aMIIICHHS BAaKaHTHOI MOCAIU BHOCATHCS SIK JIOMOBHEHHS
710 0COOO0BOTO JIMCTKA 3 OOMIKY KaJpiB.

3BepHEHHS IPOMAJISH 3 TUTaHb pOOOTH 3aKJIay Ta BCl JOKYMEHTH 3 1X pO3IISAY
1 BUKOHAHHSI TPYMYIOThCS OKPEMO BiJi 3BEPHEHb TPOMAJISIH 3 OCOOMCTHX MHUTaHb.
KoxHe 3BepHEHHS 1 TOKYMEHTH 3 MOTr0 pO3MIALy CKIAJal0Th y CIpaBi CaMOCTIHHY
rpymy. [ToBTOpHI 3BepHEHHS 1 TOKyMEHTH 3 iX PO3IALY CHCTEMAaTU3yIOTh y CIpaBU
pa3oM 3 MOoNepeIHIMHU.

MetoauuHe KepiBHUUTBO 1 KOHTPOJb 3a (JOPMYBaHHSM CIpaB y 3akjiajal Ta ii
CTPYKTYpPHHMX  MiAPO3AUIaX  3A1MCHIOIOTBCS  0co0aMM,  BIANOBIJAIbHUMHU 32
opraHi3alliro A1JIOBOJICTBA U apXiB.

30epiranHs JOKYMEHTIB Y TIJIOBOACTBI

JIOKyMEHTH 3 MOMEHTY CTBOPEHHS UM HAJAXO/DKEHHsS 1 J0 MepeJaBaHHs Ha
30epiraHHs B apXiB 3akiaay 30epiraroTbes 3a miciieM GopMyBaHHS CIIPaB BiJIOBIIHO
710 HOMEHKJIaTypH CIPaB.

BianoBigansHi 0coOu 3000B’s13aH1 3a0€31eunTy 30epiraHHs JJOKYMEHTIB 1 CIIpaB.

Jlns 30epiraHHs crnpaB y JUTOBOJCTBI BHUKOPHCTOBYIOTH KapTOHHI TEKH 13
KJlanaHamMu a0o 3aB’s3KaMU, KapTOHHI a00 TMIacTMAacOBI MIBUIKO3IINBaYl. Y poOOYnX
KIMHaTaxX CIpaBW TMOBUHHI 30€piraTuch y BEPTUKAIBHOMY TOJIOKEHHI y Tmadax, 1o
3aKpuBalOThbCA. /I TIABUINEHHS ONEPaTUBHOCTI TMOIIYKY [OKYMEHTIB CIIpaBU
PO3MILIYIOTHCS BIJANOBIIHO JO HOMEHKJIATypu crpaB. Ha KopiHISIX OOKIaJIWHOK
CIpaB 3a3HAYAIOTHCS 1HAEKCH Ta 3aT0JIOBKH 32 HOMEHKJIATYPOIO CIIPaB.

MarniTHi cTpiukd Ta mudpoBi Hocii iHMopmaiii 3 (poHOrpamMaMu 3acijilaHb
KOJIET1aJIbHOTO OpraHy 30epiratoTbcsi B Horo cekperapsa. Ha crpiumi 1 kopoOri
poOUThCA BiIMITKA TPO Aary 3acimadHs 1 yac 3amucy. Cekperap KoJleriajibHOTo
opraHy BIJIITOBia€ 3a iX 30epiraHHsl.

Bunaua cripaB y TMMYacoBe KOPUCTYBaHHS MpalliBHUKAM 3aKJIay 311HCHIOETHCS
3 MHCHMOBOTO JI03BOJIy KepiBHMKa 3akiangy. Ha BumgaHy chopaBy CKIIalae€TheCs
KapTKa-3aMiHHHUK. Y KapTIill 3a3HAYaI0ThCSl HAMMEHYBAaHHS CTPYKTYPHOTO TiPO3/ILITY,
1HJIEKC CTIpaBH, 3arojIOBOK CIIPaBH, Jara ii Bujadi, ocoda, sKii cripaBy BUJAHO, Aara ii
MOBEPHEHHSI, MAMKUCH 0Ci0, K1 BUJAIN Ta IPUIHSIIN CIIPABY.

[TocamoBa ocoba, ska BHAajda Ta MPHHHsIA CIpaBy, 3000B’s3aHa 3MIHCHUTH
MEepEBIPKY HAsIBHOCTI JJOKYMEHTIB Yy CIIPaBI.

He no3BonsieTscst BUaBaTu y THMUYACOBE KOPHCTYBaHHS MpaIliBHUKAM 3aKiary
OKpeMI JIOKYMEHTH 31 CIIpaB.

Hananus cipaB y THMYacoBe KOPUCTYBAHHS 311 CHIOETHCS HE OUIBII SIK HA OMH
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MICSIIb.

Burydenns opurinaiiB JOKYMEHTIB (CIIpaB) TOMYCKAETHCS 3 TO3BOTY KEPIBHUKA
3aKnamy.

VY pasi BTpath JOKyMEHTIB 1 COpaB, L0 YHUCIATHCA 3a HOMEHKIATYPOIO,
CKJIaJIa€ThCsl BIJIMOBIIHUH aKT.

EKCIIEPTU3A HIHHOCTI JOKYMEHTIB

HopMaTuBHO-METOANYHI 32CAIN eKCIIEPTU3HM HIHHOCTI JOKYMEHTIB

Excrieptrza miHHOCTI JOKYMEHTIB IPOBOAMTHCS BIJMOBIIHO IO 3aKOHOAABCTBA Y
chepl apxiBHOI CHpaBU Ta MIJIOBOJCTBA, TUIOBHUX 1 TaIy3€BUX MEPENIKIB BHUIIB
JIOKYMEHTIB 13 HOPMAaTHBHO BCTAHOBJICHUMH CTPOKAMU iX 30epiraHHs, 3aTBEPIKECHUX
BIJIMTOBITHO 70 3aKOHOAABCTBA, THUIIOBUX 1 MPUMIPHUX HOMEHKJIATYp CIpaB, 1HIIHAX
HOPMAaTUBHO-IIPABOBUX AKTIB 3 MUTAaHb €KCIIEPTU3U LIHHOCTI.

Jlis oprasizaiii Ta MPOBEACHHS €KCIEPTU3U LIHHOCTI JOKYMEHTIB y 3aKiajl
CTBOpIOEThCS mocTiHO niroua EK, mio i€ BiAMoOBiAHO 10 MOJOXKEHHS TPO HEd,
po3po0JeHOro Ha IiJcTaBl THIOOBOTO TOJOKEHHS PO EKCIEPTHY KOMICIK)

epXKABHOTO __ OpraH OpraHy _ MICIICBOTO _CaMOBPSIYBaHHS ePXKABHOTO i
KOMYHAJILHOTO MIiANMPUEMCTBA, YCTAHOBU Ta OpraHizailii, 3aTBEPIKCHOT0 HaKa30oM
MinictepctBa  toctuili  Ykpainm  Big 19 wepBHs 2013 poky — Ne 1227/5,
3apeecTpoBaHoro y MinictepctBi toctuiii  Ykpainu 25 uepBHs 2013 poky 3a
Ne 1062/23594 (13 3minaMn).

Cxknag EK Ta nonoxxeHHsl mpo HEl 3aTBEPAXKYIOThCA HAKa30oM 3akiiany. [0moBoro
EK npusnauaeThcs oAWH 13 3aCTyMHUKIB KEpPIBHHMKA 3aKiIaay, CEKpeTrapeM — ocoba,
BIJIMOBIATbHA 33 JOKYMEHTH, IO MiJISATAI0Th 30€piraHHIO Ta MepeAaHHIO B apXiB.

Ho cxmany EK 3aknany 3a X 3rofor0 MOXYTh BXOIWUTH MPEACTABHUKHU apX1BHUX
yCTaHOB, OpraHy BHUIIOTO piBHSA (BIAMOBIJHOTO OpraHy YNPaBIiHHA OCBITOIO),
METOJUYHHUX LEHTPIB, NPOPeCIiHUX CHUIOK, iX 00’ €IHAHD.

VY cBoiii pismbHOCTI EK 3akiany kepyeTbcs NpUHLMIAMH 1 KPUTEPIIMU
EKCIIePTH3W IIIHHOCTI JOKYMEHTIB, YyCTaHOBJIGHHMH [lOpSJIKOM VTBODEHHS Ta
JUSJIBHOCT1 KOMICIH 3 TIPOBEACHHS €KCIEPTU3U IIIHHOCTI JIOKYMEHTIB, 3aTBEPIKCHUM
nocrtanoBoro Kabinety MinictpiB Ykpainu Big 08 cepriast 2007 poky Ne 1004 (i3
3MiHAMH).

EK 3aknagy npuitmae pimeHHs Mpo:

% cxBanenns 1 noganus a0 EINIK nepxxaBnoro apxiBy (EK apxiBHOTO Biaaity
paiioHHoi, paiionHux y mictax Kuei 1 CeBacTomonmi IepKaBHUX aJMIHICTpAIIii,
MICBKOT paaM) TMPOEKTIB TaKUX JIOKYMEHTIB: OIKCIB CHpaB 3 KaJpPOBUX IUTaHb
(0coboBOrO CKJIamy), aKkTiB MPO BUIIYUYEHHS JJI 3HUIICHHS JOKYMEHTIB, HE BHECEHUX
no HA®;

% CXBaJeHHS:

= IHCTPYKLIi 3 J1IJIOBOJACTBA;
* HOMEHKJIaTypH CIIPaB;



https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/ru/1004-2007-%D0%BF
https://zakon.rada.gov.ua/laws/show/ru/1004-2007-%D0%BF
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* TIOJIO’KEHHS PO CITY>KOM I1IOBONICTBA, apXiBHI miapo3aiiau ta EK;

= onucCiB crpaB TpuBaoro (moxas 10 pokiB) 30epiranHs;

* aKTIB MPO HEBUIIPABHI TMOMIKOMKEHHS CIpaB (JIOKyMEHTIB) TPHBAJIOIO
(monan 10 pokiB) 30epiranHs Ta 3 KaIpOBUX MUTaHb (0COOOBOIO CKIIANY);

" HOMEHKJIATyp CHOpaB, OMNHCIB copaB TpuBaioro (moHaa 10 pokiB)
30epiraHHs 3akiajy, 10 HajJeXarb 10 cepu ympaBiaiHHS 3aKiagy Ta B
JUSTTBHOCTI SIKMX HE YTBOPIOIOTHCS J0KyMeHTH HAD.

EK omHOYacHO po3misgae OMHMCH CTpaB Ta aKTH MPO BUIIYUYCHHS IS 3HUIICHHS
JOKYMEHTIB, He BHeceHuX 10 HAD, a TakoX akTW NMpo BUIYUYEHHS JOKYMEHTIB 3
HA® pazom 3 aktamu po HEBUIIPABHI MOIIKOKEHHS cripaB (qokymeHTiB) HAD (3a
iX HassBHOCTI).

Brecenns nokymeHTiB 3akianiB 10 HA®D 3miiicHIOEThCS Ha MiACTaBl PIlICHHS
EIIK nepskaBHOTO apxiBy NpO CXBaJIGHHS OMHCIB CIPaB MOCTIMHOTO 30€piraHHs Ta
HoT0 3aTBEpIKEHHS KEPIBHUKOM 3aKJIaTy.

IlopsAi0K NpOBeIeHHS eKCIEePTU3U WiIHHOCTI IOKYMEHTIB

Excneptu3za 1iHHOCTI IOKYMEHTIB y 3aKJjia/il IPOBOAUTHCA:

% Yy TMOTOYHOMY JUTIOBOJCTBI — MiJ Yac CKJIQJaHHS HOMEHKJIATYp CIpaB,
(opMyBaHHS JOKYMEHTIB Yy CHOpaBU 1 MEpPEBIPSHHS MPaBUIBHOCTI BiJIHECEHHS
JOKYMEHTIB JI0 BIAMOBIAHMX CIpaB, MIATOTOBKH CIpPaB /10 NEpelaBaHHs Ha apXiBHE
30epiraHHs;

% B apxiBi 3aKiaay — y Ipoleci mpuidMaHHs CIIpaB J0 apXiBy Ta MiJrOTOBKH
CIIpaB Ha MOCTiitHe 30epiraHHs.

Opranizaiiiiny Ta METOIUYHY JIONIOMOTY Y TMPOBEACHHI €KCIEePTU3U IIHHOCTI
Hangae EIIK nepkaBnoro apxiBy (EK apxiBHOrO Bijainy paioHHOI, pallOHHUX Y
mictax Kuesi 1 CeBacTomnosi AepKaBHUX aJMIHICTpaIliii, MICbKOI paju).

Ilimx 4Yac mnpoBemeHHS EKCHEPTH3W I[IHHOCTI JOKYMEHTIB Yy JUJIOBOJACTBI
BUPI3HIIOTh YOTUPH TPYIIH CIIPAB:

% mocriitHOTO 30€epiraHHs;

% TpuBasoro (mouan 10 pokiB) 30epiranus;

% TEMYacoBoro 30epiranus (70 10 pokiB BKITIOYHO);

< Ti, IO MIJJISATAIOTh 3HUIIECHHIO Y 3B’A3KY 13 3aKIHYEHHSIM CTPOKIB iX
30epiraHHs.

Bin0ip 3a3HaueHUX Ipyn JOKYMEHTIB 311MCHIOETHCS Ha MIJCTaBl HOMEHKJIATYpH
CIpaB 3aKJajy, a TAaKOXK TUIOBUX Ta Taly3eBUX IMEPENiKIB JOKYMEHTIB 31 CTPOKaMHU
30epiraHHs  IUIAXOM  NEepenisaay  KOoXKHOro apkyma cropaBu. OpHOYacHO
NEPEeBIPSAIOTHCA SKICTh 1 TMOBHOTa YMHHOI HOMEHKJIATYpH CIIpaB, MPaBUIBHICTh
BU3HAYEHHS CTPOKIB  30epiraHHs  cmpaB, IepeadadyeHruX HOMEHKIIATYpoIo,
JOTPUMaHHS BCTAHOBIIEHUX MPaBHI 0OPMIICHHS JOKYMEHTIB Ta (JOPMyBaHHS CIIPaB.

Crpok 30epiranfs JOKyMeHTIB oOuucioeTbes 3 01 ciuHg poKy, HACTYIHOTO 3a
POKOM 3akiH4YeHHs crpaBu. Hampukiazn, oOuucieHHsS CTPOKY 30epiraHHs CIpasB,
3aBepiieHux y 2022 pori, nounHaetses 3 01 ciunsg 2023 poky.

3a00poHSIETHCS BITOIp JOKYMEHTIB TSI TTOIAIBIIIOTO 30epiranHs ab0 3HUIIECHHS
Ha I1/ICTaB1 3ar0JIOBKIB CIIPaB B OMKCY a00 HOMEHKJIATypl CIpas.

CrmpaBu 3 moszHaukoro «EIIK», y sKuxX ekcrnepTu30i0 ILIHHOCTI BCTaHOBIEHA
HAsSBHICTb JIOKYMEHTIB TMOCTIHHOTrO 30€piraHHs, MiJIATaloTh MepePopMyBaHHIO.
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JIOKyMeHTH TIOCTIHOTO 30epiraHHs, BUJyYCHI 13 3a3HAYEHUX CTPaB, 00’ €THYIOTHCS B
CaMOCTIWHI cripaBu ab0 MPUETHYIOTHCSA A0 1HIIMX OAHOPIAHUX crpaB. OmpaBieHHS
3HOBY C(OPMOBAHUX CIpaB 3IIUCHIOETHCS TUTBKW TIICIS 3aBEPIICHHS EKCIICPTH3U
LIHHOCTI JOKYMEHTIB.

[lin 4Yac mnpoBeneHHS EKCHEPTU3U I[IHHOCTI JOKYMEHTIB Yy JIJIOBOJACTBI
BUSIBIISIIOTBCSL JyOJETHI JOKYMEHTH, TOKYMEHTH, IO HE CTOCYIOThCS CIIPaBH,
YEpHETKH, Heo(OPMJIIEHI KOIIii, METaJIeBl CKPIIUIEHHS, U0 MiUISIraloTh BUITYYEHHIO 31
crpaB MocTiitHOro Ta TpuBajuoro (moHaa 10 pokis) 30epiraHHs.

3a pe3yabTaraMd €KCHEPTHU3M IIHHOCTI JOKYMEHTIB TOTYIOThCA CIIPaBU
nocTiiHoro i TpuBanoro (moHaa 10 pokiB) 30epiraHHs A0 NepeJaBaHHS IO apXiBy
3aKiamy, 30Kpema:

% 3maiicHIOeThCA 0OPMIIEHHS CITpaB BiJIMOBITHO 10 BUMOT;

¢ Ha MmiJICTaBl HOMEHKJIATYp CpaB (POPMYIOTHCS Mepeiku (CIUCKU) CIpaB,
IO MAJSATAIOTh 3HUIICHHIO Y 3B’S3KY 13 3aKIHUEHHSM CTPOKIB iX 30epiraHHs, s
BKJIFOUEHHS JI0 aKTa TPO BIIYYCHHS JJIsl 3HUIIEHHS JOKYMEHTIB, HE BHECEHHX JO
HAD.

VY pa3i BCTaHOBJEHHA B IMPOLECI EKCHepPTU3U I[IHHOCTI (paKTiB HecTadi
JOKYMEHTIB 1 CHpaB, L0 BHECEHI /10 HOMEHKJIATYpH, BIAMOBIJAJIBHUMU OCOOaMH
3aKiaay 3AIMCHIOETBCS iX pO3UIYK. Y pa3l HEraTMBHOTO PE3yJbTary pO3LIYKY
KEepIBHUK 3aKJIaJy CTBOPIOE KOMICIIO 31 CIIY)KOOBOTO PO3CHIAyBaHHS, MpU3HAYAE
ciry»00B€e PO3CIIilyBaHHA 1 BUJIa€ HAKa3 PO MPUTIATHEHHS 10 BIANOBIAAIBHOCTI 0OCIO,
BUHHUX Yy BTpaTi JOKYMEHTIB abo cmpaB. JloBigka Mpo NPUYMHU BiJCYTHOCTI
JIOKyMEHTIB a00 cIpaB, MiANMCcaHa WieHaAMHU KOMICii Ta KEepIBHUKOM BIJIIMOBIIHOTO
CTPYKTYPHOTO TPO3/ILTY, TEPEAAETHCS 10 apXiBY 3aKIay.

Ha mincraBi nOBiAKK apXiB CKJIaJa€ akT MPO HECTady CIpaB (JIOKYMEHTIB) Y
CTPYKTYPHHX Tiapo3aiiax 3a (opmoro, sSKUM MIANHCye 0co0a, BIAMOBIJAIbHA 3a
apxiB, Bi3y€ BIANOBIJaNbHA 3a OpPraHi3aIlilo JIUTOBOJCTBA 0C00a Ta 3aTBEPIKYE
KEPIBHHK 3aKJIaTy.

B apxiBi 3akiany eKcrepTu3y IHHOCTI TOKYMEHTIB MTPOBOISATH:

< I1]1 Yac CKJIaJIaHHs 3BEICHUX OIUCIB CIIPAaB;

%y pa3si HaAXOMKEHHS JOKYMEHTIB Y HEYMOPSAIKOBAHOMY CTaHi;

%y pa3i 3aKkiHYEHHS CTPOKIB THMYacoBOTO 30epiraHHs apXiBHUX
JIOKYMEHTIB;

<> nepea IepeaBaHHsIM CIpaB Ha MOCTiHHE 30epiraHHs J0 BiAMOBIIHOT
Jep>KaBHOI apXiBHOI YCTaHOBH, apX1BHOTO BIJILTY MICHKOT paJi;

% 3 METOIO BHUSBJICHHS yHIKaIbHHUX JOKyMeHTIB HAD.

Excriepruza 1IHHOCTI JIOKYMEHTIB B apxiBl 3aKiaay 31HCHIOETHCS ITiJT
METOJIMYHUM KEPIBHUIITBOM BIAMOBITHUX JICP)KABHUX apXiBHUX YCTAHOB, apXiBHHUX
BIJIJTIJTIB MICIIEBHX paJl, y 30HI KOMIUICKTYBaHHS SKUX IIepeOyBae 3aKiia.

Excrieprr3za IIHHOCTI JOKYMEHTIB B apXiBl 3aKiIaay IMijJg dYac CKJIagaHHS
3BEJICHHUX OMHCIB CIIPaB Mepeadadae aHam3 CKIaay JOKyMEHTAIlil 3aKiay, 30Kpema:

1) yTOuHIOETBCS, 1€ BIAKIATAIOTHCS yONeTHI JOKYMEHTH, IO MiAJSATa0Th
3HMILEHHIO. 32 HEOOXIJHOCTI B apXiBl 3aKJaqy MOXYTh 3aJUIIATACA HA 30€epiraHHs
nyOJIeTHI MPUMIPDHUKH JOKYMEHTIB, IO MIJJISTal0Th MOCTIHHOMY 30€piraHHIO B
JIep’KaBHIN apXiBHIA YCTAaHOBI, apXIBHOMY BIAJAUII MICHEBOI pajgu. AHaII3y€eThCA
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TAaKOXK XapakTep TMOBTOPEHHsA iHdopMamii B IHIIUX JOKyMEHTax: Bui, ¢dopma i
ITIOBHOTA ITOBTOPIOBAHOCTI.

BunydenHss myOneTHUX JIOKYMEHTIB Ta JOKYMEHTIB 3 TIOBTOPIOBAHOIO
1H(pOopMaLli€ro 301HCHIOETHCS JIMIIE MICIHs 3BIPSHHA 3 TOKYMEHTAaMU, 110 3AJIUIIAI0THCA
Ha MOCTiiiHE 30epiranHs;

2) 3MIACHIOETBCSL  MEpEeBipKa MpaBWIBHOCTI (QOpMyBaHHS cHOpaB Ta iX
o(opMIIEHHS BIAMOBIIHO JI0 apXIBHUX BUMOT. Y pa3l BUABIICHHS MOPYLIEHb apXiB Ma€e
NpaBoO BUMAaratu nepedopMyBaHHS CIIpaB;

3) Ha mijcTaBl OMHUCIB crpaB oco0a, BIAMOBIAaIbHA 3a apXiB 3aKJajly CKJIajae
3BEJICHI OIMKCH CIPaB 3aKJaay MOCTIMHOTrO 30epiradHs, TpuBaioro (moHasa 10 pokin)
30epiraHHs, 3 KaJpOBUX MUTaHb.

Excrieptiza 1miHHOCTI JOKYMEHTIB B apXiBl 3aKJaay MPOBOJUTHCS IIOPOKY 3
METOI0 BHSIBJICHHSI JOKYMEHTIB, CTPOK THMYAacCOBOTO 30€piraHHs SIKUX 3aKIHYUBCA.
[Ipu oMy TNeperisaloThCsl OMKUCHU CHPAB 3 KAJAPOBUX MUTAaHb, TPUBaAJIOro (monaa 10
POKIB) 30epiranHs, y TOMY YHCII BiATOBIIHI OMMCH CITPaB 3aKJIa liB-TIONIEPETHAUKIB Ta
JKBI1JIOBAaHHUX 3aKJIAJIIB.

VY pa3i HeoOX1AHOCTI TPOBOJUTHCS YIOCKOHAJICHHS 00 MepepOoOSICHHSI OTHKCIB.

[TepepoOneHHs ONUCIB 3IMCHIOETHCS Y TAKUX BUMAAKAX:

¢ 3HAYHA YaCTWHA 3aroJIOBKIB OIMUCY HE BiOOpakae 3MiCTy CIIPaBH;

% ONHCH MICTATh CyMapHe OMMCAaHHSA CIIPaB, TPYINOBY HyMEpallilo CIIPaB;

% 3HaYHy YacCTHHY JOKYMEHTIB (DOHAY BWIIy4EHO, BTpau€HO, MEPEAAHO JI0
1HIITOT apX1BHOT YCTAHOBH, MIPUETHAHO J0 1HIIOTO (DOHIY;

% TOpYIIEHO OCHOBHI MPHUHIIMITA CUCTEMAaTH3allii 3aroJIOBKiB CIIPaB B OIHUCY,
10 YHEMOXKJTUBIIIOE TTONTYK 1H(pOopMaIIii;

% 3HAYHO 30UIBIIMBCS 00CAT (POHAY 32 PaXyHOK HOBUX HAJIXOIKEHb.

Excrieptiiza mIHHOCTI  JIOKyMEHTIB 3aKjiajly Ta YAOCKOHAJICHHS a0o
nepepoOIeHHS OMKCIB 3AIMCHIOIOTHCS 3a PIMIEHHAM JEp’KaBHOI apXiBHOI YCTaHOBH,
apXiBHOTO BIJIJILITYy MiCIIEBOI pajiu.

VY KiHIIl KOXKHOTO MPHUMIPHUKA omucy oco0a, BIANOBIadbHA 32 apXiB 3aKjany,
MPOCTABIISIE MIAMUC OO0 NPUNHATTS CIipaB 3 000B’SI3KOBUM 3a3HAYEHHSAM KITBKOCTI
(uudpaMu 1 cIOBaMHM ) MEPEJAHUX CIIPAB 1 3a3HAYAE Jary.

[licns mpudHATTA cHOpaB MOCTIMHOTO Ta TpuBajoro (moHax 10 pokiB)
30epiraHHs, 3 KaJJpOBUX MUTaHb 0c00a, BIAMOBIAabHA 32 apXiB 3aKJIajy, Ha MiACTaBi
OMHCIB CIpaB, 3a SKAMHU 3IIACHEHO TPHUHHATTA JOKYMEHTIB, 32 BCTaHOBJICHOIO
(GbopMOI0 TOTY€E PiuHI PO3IIN 3BEICHUX OIUCIB CIIPaB:

% mocriiiHOrO 30epiranHs (y 3aKiaji, mo € pxepenoM popmyBanas HAD);

< TpuBanoro (moHaz 10 pokiB) 30epiraHHs;

< 3 KaIpOBUX IMUTAHb.

Oco0oto, BIAMOBIMANLHOIO 32 apXiB, CKJIAAAETHCS aKT TPO BUIYUYEHHS IS
3HUIICHHS JTJOKYMEHTIB, HE BHeceHux 10 HAD.

3BeleHU OMUC CHOpaB MOCTIMHOTO 30epiraHHs CKIAJA€TbCcs Yy YOTUPHOX
npumipHukax. Ilicns cxBanenns EIIK nepxaBHOro apxiBy Ta 3aTBEpAKEHHS
KEpIBHUKOM 3aKjaJy OJWH WMOro MPUMIPHUK HAMpPAaBISEThCA AEpP>KaBHIN apXiBHIM
YCTAaHOBI YW apXiBHOMY BIJJAULy MICIEBOI paiu, y 30HI KOMILJIEKTYBaHHS SIKOTO
nepeOyBae 3akiaj, APYTUd OPUMIPHUK 30€pIraeThCsi SIK HEIOTOPKAHUKA 0C00010,
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BIJIMOBIATTHPHOIO 3a apxiB 3akjaiay, TpPETii, 4YeTBEPTHIl — BUKOPUCTOBYIOThCS B
3aKyIaal I TOTOYHOTO TOITYKY CTIPaB 1y pasl iX mepeaHHs Ha TOCTiiHe 30epiraHHs
HAJXOMATH JI0 BIATIOBITHOI apXiBHOI YCTaHOBH.

3BeaeHuil onuc TpuBajioro (rmoxaa 10 pokiB) 30epiraHHs CKIAAAEThCS Yy TPbOX
npuMipHuKax. J[o HOTO BKIIIOYAIOTHCS TAKOXK CITPABH, SIKi 32 HOMEHKJIATYpPOIO CIIPaB
MaroTh CTpOK 30epiranHs «/lo nikeioauii 3axnady». 1licns cxanenus EK 3aknany
NPUMIPHUKY OTHCY HampaBistoThCs Ha cxBalieHHs EK oprany ympaBniHHS OCBITORO.
[licnss moBepHEHHS BCiX MPUMIPHUKIB OMUCY HOro 3aTBEPIXKYE KEPIBHUK 3aKiajuy.
[lepmmii mpuMIpHUK ONUCYy 30epiraeThbCs B 3aKiajal SIK HEIOTOPKAHUU, APYTUN — €
poOoUYMM 1 BUKOPUCTOBYETHCS JUIsl TOTOYHOTO TOUIYKY CIpaB, TPETI MoOxkKe
HAJCWJIATUCS TSI KOHTPOJIIO BIJIMOBITHOMY OpraHy YIpaBJIiHHS OCBITOIO.

Omnwuc crpaB 3 KapOBUX NMUTaHb CKIAJA€THCS Y 3aKJIal, SIKUH:

% e mxepenoM popmyBanHs HAD — y TphOX mpuUMipHUKAX;

% He € mxepenoM popmyBanas HAD — y 1BOX mpuMipHHUKaX.

3arojoBKM ClmpaB OMUCY 3 KaJpOBUX TMHTaHb CHUCTEMAaTHU3YIOThCS 32
HOMIHAJILHOIO O3HAKOIO (TPYIyBaHHA B OJHY CIpaBy JOKYMEHTIB OJHOTO BUIY) Y
TaKiil MOCIIJOBHOCTI:

% HAKa3| 3 KaJIpOBHX MHUTaHb 3aKJIaay;

% HAKa3W 3 pyXy YUHiB/BHXOBaHIIIB 3aKJIa1y;
OOJIIKOB1 IOKYMEHTH;
CIUCKH YYHIB/BUXOBAHIIB (a(aBiTHa KHUIAa yYHIB/BUXOBAHIIIB);
’KYpHaJIU peecTpalii Haka3iB 3 KaJApOBUX MUTaHb;
0Cc00O0BI1 CIIpaBH IMpalliBHUKIB;
KOHTPAKTH, TPYIOBI IOTOBOPH;
OyXraiaTepchbki JOKyMEHTH (0COOOB1 paxyHKH 13 3apoOITHOI IJIaTH, y pasi
iX BIJICYTHOCTI — PO3PaxyHKOBI BiJIOMOCTI 13 3apIljIaTh);

% JIOKyMEHTH mpo Tapudikaiiro (Tapudikaiiiiiai BiIoMOCTI (CIHCKN));

% JIOKyMEHTH TpO TPOBEIEHHS JeP>KaBHOI aTeCcTallii,

% KHMTH OOMNIKy 1 BHJaudli TOKyMEHTIB NpO OCBITY, 30JI0TUX Meaanel «3a
BHCOKI JOCATHEHHS y HABYaHH1» Ta CPIOHUX Menane «3a JOCITHEHHS Y HaBYaHH1»;

% JOKYMEHTH TMIpO HENIaCHI BHMAAKU (AaKTH, THPOTOKOJH, BHCHOBKH,
KypHaIn);

7 7 7 7 7
0‘0 0’0 0’0 0’0 0’0

7
X4

<,

KYpHAIM peecTpallii 0ci0, MOTEPIUIUX BiJl HEIIACHUX BUMAJIKIB;
KypHaJIU OONIKY pyXy TPYIOBHX KHIKOK Ta BKJIAJIOK J0 HUX;
KypHaJI peecTpallii Haka3iB 3 pyXy Y4HIB/BUXOBAHIIIB;
He3arpeOyBaH1 0COOMCTI JOKYMEHTH TPaIliBHUKIB (TPYIOB1 KHHKKH).
Oco0oBi crpaBu BHOCSATHCA JO OINKCY 3a POKOM 3BUIBHEHHS TMpalliBHUKA 1
CUCTEMATH3YyIOThCS 3a TPI3BUIAMU 3BUIBHEHUX TMPAIIBHUKIB B al(aBITHOMY
MOPSJIKY.
3BeeH] OMUCH CIpaB MOCTiIHHOTO, TpuBasioro (moHayn 10 pokiB) 30epiraHHs, 3
KaJ[pOBUX MUTaHb Ta aKT MPO BWIYYCHHS /IS 3HUIICHHS JOKYMEHTIB, HE BHECEHHX
10 HA® (nani — akT npo BUIIyYEHHS JIJIsl 3HUIIEHHS JOKYMEHTIB), po3niisiaatoThes EK
3aKJIay OTHOYACHO.
3aknman, mo € pkepenoM  ¢gopmyBanHs HA®, omucu crpaB MOCTIHHOTO
30epiraHHs Ta 3 KaJpOBUX MHUTAaHb Pa3oM 3 aKTaMH MPO BUIYUCHHS VIS 3HHUIICHHS

7 7 7 7
0’0 0’0 0’0 0’0
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TOKyMeHTIB micis cxBaieHHs iX EK 3akmanmy momae Ha po3rsan EINK BiamopigHOTO
JIEp>KaBHOTO apXiBy.

3aknaa, mo He € mxepenoMm (opmyBanas HA®D, omucu cnpaB 3 KaapoBHUX
MMATaHb Pa30M 3 aKTaMH PO BIITYUYCHHS IS 3HUIICHHS IOKYMEHTIB TTICIIST CXBAJICHHS
ix EK 3aknmany momae Ha posmisig EK apxiBHoro Bijjauly pailoHHOi Jep>kaBHOI
aaMiHicTpanii a0o apXiBHOTO BTy MICBbKOI pagu. OnucH crpas TpUBAIOro (IOHA
10 poxkiB) 30epiranns micist cxBajeHHss EK 3aknagy monmatorbest Ha po3misig EK
OopraHy yIpaBJiHHS OCBITOIO.

[Toromkeni (cxBajieHl) akTU MPO BUIYYCHHS JJIs 3HUIICHHS JOKYMEHTIB, HE
BHeceHuX 10 HAD, 3aTBepIKyIOThCSI KEPIBHUKOM 3aKJIaTy.

[Ticnst 3aTBepIKEHHS aKTa MPO BUIYUEHHS ISl 3HUILNEHHS TOKYMEHTIB 3aKjaj
Ma€ MPaBo 3HUIUTH JOKYMEHTH.

KepiBHuk 3akiany 30008’ s13aHM 3a0€3M1€UUTH 30€pEKEHHS JOKYMEHTIB, a B pasi
BKJIFOUEHHS 3aKJIay JIO CIUCKY FOPUIUYHUX 0C10 — mxepen dopmyBanHs HAD mics
3aKIHYEHHSI BCTAHOBJIEHWX TPAHUYHUX CTPOKIB iX 30epiraHHss B I[bOMY
3aKyaji — 3a0e3MeUnT TepelaHHsl TOKYMEHTIB JUIsl TOCTIMHOTO 30epiraHHs a0
BIJIITOBIJHOT IEPKABHO1 apX1BHOI YCTAHOBU YM apXIBHOTO BIJALTY MICBKOI paJiu.

CkaalaHHsl _aKTIB NP0 BWJIYYEHHS IS 3HHMINICHHA JOKYMEHTIB, He
BHeceHuX 10 HAD, Ta 3HMIICHHA IOKYMEHTIB

Ha migcraBi nmojaHux CTPYKTYpPHUMHU HIAPO31JIaMU aKTiB PO BUIYYECHHS IS
3HMIICHHS JOKYMEHTIB, HEe BHECEHUX 10 HAD, 1m0 miisraroTh 3HUIICHHIO Y 3B SI3KY
13 3aKiHYEHHSM CTPOKIB iX 30epiraHHs, Ta MPOBEACHOI EKCIEPTH3U I[IHHOCTI
JIOKYMEHTIB B apXiBl 3aKjaJy CKJIAJa€TbCsl aKT MPO BUIYYEHHS I 3HUIIEHHS
JIOKyMEHTIB, He BHeceHuX 10 HAD.

AKT 0GOpMITIOETBCS Y BHUINIAMI TAaOMHIN, 10 MICTUTH Trpadu, mnependadeHi
3BEICHUM aKTOM IPO BUIYUCHHS JJIsS 3HUIICHHS JOKYMEHTIB, HEe BHeceHuX 10 HAD.
AKT miinucye KepiBHUK 3aKIaIy.

AKT Tpo BWIYYEHHS I 3HMINEHHS JTOKyMEHTIB, HE BHeceHuUX a0 HAD,
CKJIQIa€ThCS Y JBOX NPUMIPHUKAX, SK MPAaBHUIIO, HA CIIpaBU BChOTO 3akiany. Ha3su
OJTHOPIAHUX CIpaB, BiAIOpaHUX 1O 3HUIIEHHS, BHOCITHCA B aKT TiJ 3arajbHUM
3arojIOBKOM 13 3a3HaYEHHSM KUTBKOCTI CIIpaB, YKIIFOUEHUX IO KOXKHOI TPyNH. AKTH
PO BUJTYUYEHHS JOKYMEHTIB JJIS 3HUIICHHS] MAlOTh BAJIOBY HyMepallito, TOYMHAIOYH 3
Ne 1.

CrpaBu BKIIIOYAIOTHCS B aKT MPO BWIIYYCHHS JUISl 3HMINCHHS JOKYMCHTIB, HE
BHeceHuX 10 HA®D, saxmio nepepbayeHuil s HUX CTPOK 30€piraHHs 3aKiHYUBCSA /10
01 ciuHg poky, B sSIKOMy CKJaJ€HO akT. Hampukman, cnpaBu 3 TPUPIYHUM CTPOKOM
30epiranss, 3akiH4ueHi y 2023 poili, MOXKYTh BKJIIOYATUCS B aKT, 10 Oy/e CKIaJICHUM
He panime 01 ciuas 2023 poky, 3 I’ ATUPIYHUM CTPOKOM 30epiranHs — He panimie 01
ciuas 2024 poky, 3 ypaxyBaHHSIM NPHUMITOK, 3a3HAUEHUX Y BIJIMOBITHUX TEpeIiKax
JIOKYMEHTIB 31 CTpPOKaMH 30epiraHHs.

3aknaan momaroTh cxBajeHi EK 3akmamy akte mpo BWIYYEHHS ISl 3HHUIICHHS
JIOKYMEHTIB, He BHeceHHX 10 HAD, pazom 3 ommcamu crpaB 3 KaapOBHX MUTaHb Ha
posmsia EIIK (EK) nepkaBHoi apxiBHOI ycTaHoBH, EK apxiBHOro Bijauly MICLEBOi
paau, y 30H1 KOMIUIEKTYBaHHS K01 mepeOyBae 3aKiaj.

VY pasi BHECEHHS 10 aKTa MPO BWIYYCHHS IS 3HUIICHHS JTOKYMCHTIB, HE
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BHeceHuX 10 HAD, nepBuHHOi piHAHCOBOT Ta OyXTalTepChKOi TOKyMEHTAITIT 3aKIaTy
JI0JIa€ IO HHOTO JOBIJKY MPO MPOBEICHHS MEPEBIPKU OpTaHaMH JOXOIB 1 300piB a0
peBi3ii yu Aep)kaBHOTO (PIHAHCOBOTO AyAUTy 3 MHUTAaHb JOTPUMAHHS IMOJATKOBOTO,
MUTHOTO Ta 1HIIOTO 3aKOHOAABCTBA (KPIM JIEP>KaBHOTO (PIHAHCOBOIO ayIUTy OKPEMHX
rOCIOIAPCHKUX ONEpAlLliil) OpranaMu Jep>KaBHOTO (PiHAHCOBOTO KOHTPOJIIO.

VY [0BiAL TAKOX 3a3HAYAIOTHCS BIIOMOCTI PO HAsIBHICTH a00 BIJACYTHICTD:

< (diHaHCOBUX omeparliif, 10 BIAMNOBIIHO JO0 BHUMOT 3aKOHOJABCTBA
IiUISIraloTh iHAHCOBOMY MOHITOPHUHTY, 32 3a3HAY€HI B aKT1 POKU;

% crnopiB (Cymepeyok), MOPYIIEHHS KPUMIHAJIBHUX CIpaB, BiJIKPUTTS
Cy/laMH MPOBAKEHb y CIpaBax.

JIoBiKa MIAMUCYETHCS KEPIBHUKOM 3aKIaay Ta CKPIIUIIOETHCS TEYaTKow (3a
HasIBHOCTI).

[Toromxkeni (cxBajieHl) akTH MPO BHWIIYYCHHS /I 3HHINCHHS JOKYMEHTIB, HE
BHeceHUX 70 HAD, 3arBepmKyl0ThCsS KEPIBHHUKOM 3aKJIaqy, MICIS YOTO 3aKjiajl Mae
IPABO 3HUIIUTH JTOKYMECHTH.

CrpaBu, BimiOpaHi Ans 3HHILEHHS, MEPENAlOThCSA OpraHizalisM 13 3aroTiBii
BTOPHMHHOT CHPOBUHU 3a HAKIATHUMH, Y SKHX 3a3HAYAETHCS Bara MakyjlaTypH, IO
nepefaHa sl nepepoOku. Jlara 3mayul JOKYMEHTIB, iX Bara Ta HOMEP HaKJIaJHOL
BKa3yIOThCS B aKTax PO BUJIYYCHHS TOKYMEHTIB JUTsI 3HUIIICHHS.

SIKII0 B aKT MPO BUIIYUEHHS JIJIsl 3HUILICHHS JOKYMEHTIB, He BHECeHUX 10 HAD,
BKJIFOYEHO JOKYMEHTH 3 Tpudom «Jlisi ciaykO00BOTO KOPUCTYBAaHHS» Ta IHIIAMHU
rpudamMu  0OMEKEHOTo JOCTYMy, LI0 3aCTOCOBYIOTHCS Y 3aKjail, Il JOKYMEHTH
3HUINYIOTHCS IUISIXOM MOAPIOHEHHS JO CTaHy, II0 BHUKIIOYAE MOXJIUBICTH IX
NPOYUTAHHS Ta BiAHOBIEHHA. [Ipu 1IbOMY B KIHIIl aKTa JIOAAaTKOBO POOMTHCS 3aIluC
PO 3HHUILECHHS BIAMOBIAHUX JOKYMEHTIB 13 3a3HAYEHHSM IIPI3BHII, 1HIIIAJIIB YICHIB
EK 3aknany, Hanpukian:

Cnpasu Ne 25 JICK, Ne 30 /ICK, Ne 80 /ICK 3nuwieno winaxom noopionenns.

Ynenu EK:

(nionuc, iniyianu (iniyian imeni), npizeuuie)
(nionuc, iniyianu (iniyian imeni), npizeuuie)
(nionuc, iniyianu (iniyian imeni), npizeuuie)
Mama

KOMIIVIEKTYBAHHS APXIBY

Jkepesia KOMILIEKTYBAHHS Ta CKJIAA JIOKYMEHTIB apXiBy

JIOKyMeHTH 3 PI3HMMH BHJaMH MarepiajJbHUX HOCIIB 1H(oOpMaIlli MOBUHHI
30epirartucs B apXiBi 3aKj1ay OKPEMO.

ApXiB ynpaBIiHCHKOI JOKYMEHTAIIii 30epirae:

% 3aKiHYeHI y TMOTOYHOMY JUIOBOJACTBI JIOKyMEHTH TOCTIHHOTO Ta
TpuBaioro (moHaj 10 pokiB) 30epiranHs, CTBOPEH1 y 3aKJIa/ii;

% JIOKyMEHTH 3 KaJpOBUX TMHUTaHb (0COOOBOTO CKJIaTy) TIPAIiBHUKIB
3aKnany;

% JIOKYMEHTH 3aKJIa/liB-TIONICPEIHIKIB;
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% JOKyMEHTHU 0CO00BOTO MOXOJIKEHHS MpaIiBHUKIB 3aKJIasy
(Y4HIB/BUXOBAHIIIB), SKiI BiAIrpajiy TMEBHY POJIb B ICTOPii PO3BUTKY Ti€i YW 1HIIOT
chepH KUTTEAISITBHOCTI KpaiHu abo 11 OKPEMOTO perioHy, 10 HaINILIIN Ha IMi/ICTaBl
3asBH 1X BIACHHUKA;

< JIPYKOBaH1 BHJIAHHS, 1110 JIOTIOBHIOIOTh apX1BH1 JOKYMEHTH, HEOOX1TH1 JIst
HAyKOBO-METOJIMYHOI Ta 1HPOpMaLIHHO-10B1IKOBOT pOOOTH apXiBy;

X JOBIJIKOBUM Ta OOJIIKOBUH amapar J10 apXiBHUX JOKYMEHTIB.

Bumoru 10 opopMiIeHHS cipaB, IO MiISAITAI0THL APXiBHOMY 30€PiraHHI0

Crnpau 3akiiay miasiraroTe opOpMIICHHIO MMij] Yac iX 3aBEJICHHS Y J1JTIOBOJICTBI
Ta 11 Yac MiJIFOTOBKY 1X Ha apXiBHE 30epiraHHs.

OdopmiteHHs cripaB 3M1MCHIOETHCS (PYHKI[IOHAIIBHUMH 0co0amu (TpaliiBHUKaMU
CTPYKTYPHHX IAPO3/IIIB) M METOIUYHUM KEPIBHUIITBOM OCIO0, BiMOBIJAIbHUX 32
JJIOBOJICTBO Ta apXiB 3aKJIaJy.

3ae’)kHO BIJ CTPOKIB 30epiraHHs JOKYMEHTIB 3IIMCHIOEThCS TOBHE a0o
9JaCcTKOBE (CIpoieHe) opopMIICHHS CTIpaB.

JIOKyMEHTH THMYacoBOTO 30epiranss, copMoOBaHi y clpaBu, 30epiralotbcs y
Tekax (mamkax) 13 3aB’sA3KaMy, IIBHUJKO3IIMBAa4Yax, HE MIAMIMBAIOTBECSI 1 HE
HYMEPYIOThCS (32 BUHSTKOM NEPBUHHOT OyXraiaTepchKoi JOKYMEHTALlli Ta TOKyMEHTIB
3 rpudom «/lns cay>k00BOro KOPUCTYBAHHS» Ta IHIIMMHU TpudamMu OOMEKEHOrO
JOCTYMY), YTOYHEHHS €JIeMEHTIB 0(pOpMIIEHHS OOKJIaIUHKN HE TPOBOIUTHCSI.

OdopmiieHHs cripaB nocTiitHoro 1 TpuBanoro (moHan 10 pokiB) 30epiraHss, y
TOMY 4YHCJIl COpaB 3 KaJpoBUX MHTaHb (0COOOBOro CKjaay), Iepeadadae
CHUCTEeMAaTH3allll0 JOKYMEHTIB y CIIpaBi, HyMepallilo apKyIliB y Crpari, cKiaagaHHs (y
pa3i  moTrpeOu)  BHYTPIIIHBOTO  ONKWCY JOKYMEHTIB  CIpaBHU, HasBHICTb
3aCBIYYBaJILHOTO HAMKCY CHpPaBH MPO KUIBKICTh apKyIIB 1 MPO OCOOIUBOCTI
¢i3uuHOrO CctaHy Ta (opmMyBaHHS CIpaBH, MiAIMIKMBAHHA a00 OMpPABJICHHS CIIPaBH,
oopMIIeHHS OOKIIATUHKH (TUTYIBHOTO apKyIlia) CIIPaBHU.

Cucremaru3zariisi JOKYMEHTIB y CIpaBi mepeadadae po3MIIICHHs TOKYMEHTIB 32
XPOHOJIOT1€10 HAIXOKEHHS 00 CTBOPEHHS (B1J1 CIYHS IO TPYZIEHb ).

HymMepartist apky1iiB cripaB 3[1HCHIOETBCS 3 METOIO 3a0€3MeUeHHS 30€peKEHOCTI
Ta 3aKpIIJICHHS MOPSAAKY pO3TallyBaHHS JIOKYMEHTIB, YKIIOUEHUX Y CIpaBy. Yci
apKylIll CpaBu HYMEPYIOTh apaOChKUMU IU(ppaMU BaJIOBOIO HyMEpPAIlI€I0 B IPaBOMY
BEPXHbOMY KyTl IPOCTUM M’SIKUM OJiBLEM a00 MEXaHIYHUM HyMeparopoM. ApKyIIi
3aCBIIUYBAJILHOTO HAMKCYy Ta BHYTPIIIHBOTO OMHCY HYMEPYIOTHCS OKPEMO.
3acTOoCyBaHHSI YOpPHMJIA, MACTH ab0 KOJIHOPOBHMX OJNIBLIB JJIsI HyMepallii apKyIliB
CIIPaBH, ApKYIIiB 3aCBIJUYBaJIbHOTO HAMKMCY Ta BHYTPIIIHHOTO OMUCY 3a00POHSIETHCS.

ApKyIi crpaB, IO CKIAAAI0THCS 3 JIEKIJILKOX TOMIB 200 YacTHH, HyMEPYIOThCS
B KO)KHOMY TOMI (4aCTHH1) OKpEMO.

dororpadii, KpeclieHHs, alarpaMH Ta IHIII UTIOCTPATUBHI JOKYMEHTH, IO €
OKPEeMHUMH apKyIlllaMd B CIpaBi, HyMEpPYyIOThCS Ha 3BOPOTHOMY OOIl B JIBOMY
BEPXHBOMY KYTi.

Apkymi ¢opmary, Ouibmioro, Hix gopmar A4, miaAmMBaeTbCA 3 OJHOTO OOKY 1
HYMEPYETHCS K OJUH apKyIl y MPaBOMY BEPXHHOMY KYTi, a TIOTIM (DaJIBIFOETHCS HA
dopmat A4.

ApKyml 3 HamiyXx0 HakJI€eHMMH JoKyMmMeHTamu (dortorpadisiMmu, BHUpI3KaMmu,
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BUITUCKAMHU TOILO) HYMEpPYETbCA SIK OIMH apKyll. SIKIIO 0 JOKYMEHTa MiJKJICEH]
OTHUM OOKOM iHIIII JOKYMEHTH (BHUPI3KH, BCTaBKU JO0 TEKCTY, MIEPEKIAJN TOIIO), TO
KOXEH JOKYMEHT HyMEPYETHCSI OKPEMO.

[ligmmTi y copaBd KOHBEPTH 3  YKJIQJACHHSIMU HYMEPYIOTHCS BaJOBOIO
HyMEpali€l0 apKylliB CIPaBH, NMPU LbOMY CIIOYATKy HYMEPYETHCS KOHBEPT, a MOTIM
KOKHE BKJIQJICHHS B KOHBEPTI.

[ligmuTi y cnopaBu JTOKYMEHTH 3 BJIACHOIO HYMEpAI€l0 apKyIlIiB 30epiratoTh
TaKy HyMepallilo, SKIIO BOHA BIAMOBiJAa€ MOCHIIOBHOCTI PO3TAIlyBaHHS apKyLIiB y
CITpaBi.

Y pa3i HagBHOCTI 0ararboX TOMIJIOK Yy HyMepallii apKylIliB CIpaBud B
JUJIOBOJICTBl  3MIMCHIOETBCS iX TMEpeHyMepallis, Il dYac $KOi CcTapl HOMEpH
3aKpEeCIIOI0ThCS OJIHIEIO CKICHOKO PUCKOIO 1 MOPSI/T CTAaBUTHCSA HOBHUM HOMEp apKylia.

Y pa3i HaABHOCTI OKpPEMHUX TMOMWJIOK Yy HyMepallli apKylliB CIpPaBH
JIOITYCKA€ThCSI 3aCTOCYBAaHHS JIITepHUX HOMEPIB apkymiiB (135-a, 135-6 Tomno).

BHyTpimHi# onMC AOKYMEHTIB CKJIaJa€ThCs A0 JESKUX KaTeropid crpas, L0
MICTSTh YHIKaJdbHI JOKYMEHTAJbHI MaM SITKH, JTOKYMEHTH 3 rpudom «Jlus
CITy>KOOBOTO KOPUCTYBaHHS», 0COOOBI, CyI0BO-CI141 CITpaBH, CIIPaBH, HA3BU SIKUX HE
MOBHICTIO PO3KPUBAIOTH iX 3MICT TOLIO.

BHyTpiuHii onuc CKIaAaeTbCcsl HA OKPEMOMY apKylii 3a (opMoOro, 0 MICTUTh
BIJIOMOCTI PO MOPSIIKOBI HOMEPH JOKYMEHTIB CIpPaBH, iX 1HAEKCH, JIaTH, 3ar0JIOBKU
Ta HOMEPH apKyIIliB CIIPaBH, Ha SKUX PO3TAIIOBAHUN KOXKECH JJOKYMEHT.

J10 BHYTPIIIHBOTO OIMHUCY CKIIAJIAETHCS MIJCYMKOBUMN 3aIKC, Y SIKOMY HaBOJSATHCS
dpamMu Ta ClIOBaMHM KIJIBKICTh JOKYMEHTIB, IIO BKJIIOYEHI JI0 OMHUCY, Ta KUIBKICTh
apKyIIiB BHYTPIITHEOTO ONMUCY. BHYTPIMIHINA ONMUC MIAMUCYETHCS HOTO yKIIagadeM.
Sxmo cnpaBy ompaBieHO a00 MIANIMTO TMOMEPEAHbO 0€3 BHYTPIMIHBOTO OIHUCY, TO
1oro OJaHK MIJKICIOETHCS IO BHYTPIMTHBOTO OOKY JIMIIHOBOI OOKJIaIMHKHU CITPABH.

3MIHM CKJIaJly JOKYMEHTIB CIpaBH (BKJIIOUCHHS JIOJATKOBHX JTOKYMEHTIB, iX
BUKJIFOUEHHS, 3aMiHA OpWTIHAJIB KOMISMH TOIIO) BiIOOpakalThcs B rpadi
«IIpumiTKn» 13 MOCHUTIAHHSIM Ha BIANOBIAHI JTOKyMEHTH (HaKa3W, aKTH TOMIO) 1 70
BHYTPIITHHOTO OMHCY CKJIAJAETHCSI HOBUM M1CYMKOBHIA 3aITUC.

3acBiluyBaJlbHUIM HaAMKUC CIPaBU CKIANAETbCS 3 METOK OOJIKY KIIbKOCTI
apKyIliB y cipasi Ta ¢ikcallii ocoOIMBOCTEN iX HyMmepallii.

3acBiqUyBaJIbHUN HAMKC CKJIAIA€THhCA HA OKPEMOMY apKylli, 10 BMILLY€EThCS B
KIHIIl CIIpaBH, y JIPYKOBAaHUX MPUMIPHUKAX cIipaB (00JIIKOBI )KypHaIH, 3BITH TOIIO) —
Ha 3BOPOTHOMY OOIli OCTAHHBOTO YUCTOTO ApKYIIIa.

VY 3acBiquyBaJIbHOMY HaIlMCl 3a3HA4YalOThCcs HUGpaMU 1 JIITEpaMH KIIBKICTh
apKyIIiB y cHpaBl Ta OKpPEeMO uYepe3 3HaK «+» (IUII0C) KUTBKICTh apKyIliB
BHYTPILIHBOTO OIUCY, SKILO BiH €.

VY 3acBig4yBaJIbHOMY HAIlMCl 3acTEpIraloThCs Taki OCOOJMBOCTI HyMmepalii
JIOKYMEHTIB CIIPaBH:

% HaAsABHICTH JITEPHHUX Ta MPOMYLICHNX HOMEPIB apKyIIIiB;

% HOMEpH apKyIIiB 3 HAKJICEHUMU PoTorpadisiMu, KpeCIeHHIMHU, BUPI3KaMHU
TOILIO;

% HOMEpH BEIMKO(POPMATHUX APKYIIIiB;

% HOMEpH KOHBEPTIB 3 YKIJIQJEHHSIMH i KUTbKICTh apKYIIIB YKJIaICHb.
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3acBiquyBabHUN HAMKC MIMUCYEThCS 0CO0010, sIKa HOro CKiana. Yci HacTyIHI
3MIHM B CKJIaJl Ta CTaHi CHpaBW (MOIIKO/HKCHHS AapKyIiB, 3aMiHA JTOKYMEHTIB
KOIISIMH, TIPUETHAHHS HOBUX JIOKyMEHTIB TOIIO) 3a3HAYAIOTHCS Y 3aCBiAUyBaJIbHOMY
HaIuCl1 13 MOCUJIAHHSMHM Ha BIANOBIIHUNA BUNPAaBIOBYBAJILHUI JTOKYMEHT (HaKa3, aKT).

VYV pa3i 3HayHOro o0OCSITy NepeHyMepauli apKyllB Yy copaBl B KIHII i
CKJIQJAa€ThbCsl HOBMM 3acBiguyBaibHUN Hamuc. CTapuil 3acBiAYyBajJbHUN HAIKC
3aKPECIIOETHCS 1 30€piraeTbes y Crpanl MOCTIHHO.

OmnpaBiieHHsI CIIpaB 3I1ACHIOETHCS 3 METOI 30€peKeHHS 1X (PI3MYHOrO CTaHY.
JIOKyMeHTH, 1[0 MICTIThCS y CIpaBl, MiAIIMBAIOTh HA YOTUPU MPOKOIH
CHeliaJbHUMU CYpPOBHUMH HUTKamH abo nparBoro. CrpaBu MOCTIMHOTO, TPUBAJIOIO
(monax 10 pokiB) 30epiraHHs Ta 3 KaJApOBUX IHUTaHb (0COOOBOTO CKJIAIY)
OTIPABIISIIOTHCS Y TBEPIY OOKIAAMHKY 3 KapToHy. [Ipu 1ipoMy MeTasieBi CKpITICHHS
(CKpINKH, MIMIJIBKY) BUTYYalOThCA 3 JIOKYMEHTIB.

[lin wac ompaBieHHS a0o0 MiAMMBAHHS JOKYMEHTIB CIIPaBU HE JO3BOJSETHCA
TOpPKaTHCS 1X TEKCTy. SIKIIO0 TEKCT JOKYMEHTIB HAJpPyKOBAaHO HAATO ONM3BKO 10 iX
JIBOTO Kparo, TO MOTPIOHO HAPOCTUTH KOPIHIIl JTOKYMEHTIB MarmepoM Ti€i camoi
SIKOCTI, 1110 ¥ HOCIi TEKCTY JIOKYMEHTIB.

VY pa3i HasBHOCTI y crpaBl He3aTpeOyBaHUX OCOOMCTHX JTOKYMEHTIB (TPyAOBUX
KHI)XKOK, TOCBIJYE€Hb, JIUIUIOMIB, CBIJIOLTB TOIIO) Il JOKYMEHTHU BKJIAQJAIOThCS B
KOHBEPT, SIKUW MIAIMIMUBAETHCS JO CIPaBU. SKIIO TaKUX JOKYMEHTIB 3HAUHA KUJIbKICTb,
BOHH BHJTyUYaIOThCS 31 CIIPABH 1 HA HUX YKJIAIa€ThCS OKPEMUH OIHC.

[lepen mepenaBaHHAM CHpaB [0 apXiBy 3aKialy B TEKCT Ha iX OOKJIaJMHKAaX
(TUTYIBHUX ~ apKyllaX) BHOCSATBCS  HEOOXiAHI  YTOYHEHHS,  IEPEBIPSIETHCS
BIJIMOBIAHICTh 3arojIOBKiB CHpaB Ha OOKIAJMHKAX (TUTYJIBHUX JIMUCTAaX) 3MICTY
MJIIATHX JOKYMEHTIB (3MICT JOKYMEHTIB CIIpaBU BiJOOpaXa€ThCsl y 3arojioBKY
YITKO, CTHUCIIO, y3araJlbHEHO, 0e3 BTpaTH KOHKPETHUX XapaKTepUCTUK 00’ €KTa
OTMHUCYyBaHHA). Y pa3i moTpedH 0 3aroyioBKa CIpaBH BHOCATHCS JOAATKOBI BiOMOCTI
(MPOCTaBISAIOTHCSI HOMEPH HaKa3iB, MPOTOKOJIIB, BUAM 1 (HOPMU 3BITHOCTI, BKa3iBKU Ha
HAsBHICTh KOMiN JOKYMEHTIB y crpaBi). 3arojoBOK CIpaBU Ha OOKJIATUHII Mae
BIJINOB1AaTH 3ar0J0OBKY B OIMKUCI CIPAB CTPYKTYPHOTO MIAPO3ILTY.

Ha oOknaguHkax crpaB (TUTYJAbHUX AapKyllax) HOPOCTABISIIOTBCA JAaTu
JIOKYMEHTIB, YMIIIEHUX Y KOXKHY CHpaBy. SIKIIO crpaBa CKIAJAETHCS 3 KUIHKOX TOMIB
(4acTUH), TO HA KO)KHOMY 3 HUX MPOCTABISAIOTHCA KpalHl 1aTH TIOKYyMEHTIB (TOYATKY
Ta 3aKIHYCHHS CIIPaB).

VY pasi 3a3Hau€HHS TOYHUX KaJICHJIAPHUX JIaT 3a3HAYAIOTHCS YUCIIO, MICSALD 1 PIK.
Ywucno 1 pik Mo3HaYarThCA apaOChKUMU MUppaMU, Ha3Ba MICSALS MUIIETHCS CIIOBOM.
Sxmo y cmpaBy BKJIIOUEHO JOKYMEHTH (JIOAATKH TOINO), JIaTH SKUX BUXOMASTH 3a
KpailHi JaTu cripaBu, TO HID)KYE JaTy CIIPaBU 3 HOBOTO psAJKa poOUTHCS MPO 1€ 3aluc
«Y cnpaei € Oookymenmu 3a __ pokuy. JlatTu MOXYTb HE 3a3Ha4YaTHCsl Ha
oOKJIamuHIll (TUTYJIBHOMY apKylIlli) CIpaB, IO MICTATh pidHI IUIAaHU Ta 3BITH,
OCKUTBKHM BOHH B1IOOpaKEHI y 3ar0JI0BKaX CIIPaB.

Ha oOknagunkax crpaB (TUTYJbHUX apKyllax) 3a3Ha4ar0Th KUIbKICTb apKyIIiB y
copaBl BIANOBIIHO IO 3acBIIYYBAJIbHOrO Hamucy (0e3 BpaxyBaHHS apKylliB
BHYTPIIIHBOIO OMKUCY Ta 3aCBIA4YyBaJIbHOTO HAIMMKCY ).

Ha oOxnaauHIl cipaBu B MPaBOMY BEPXHBOMY KYTI Ta HUKHBOMY JIIBOMY KYTI
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3a3HAYAETHCA apXiBHUN MUp crpaBu (3a MOTOHKEHHIM 3 apXiBOM 3aKJIaly HOMEPH
3BEICHOTO OMHCY 1 apxiBHOro (OHTY, HOMEpP CHpaBH 3a 3BEACHUM OIHCOM
MPOCTABISIOTECS B apXiBl MICHS 3aTBEpKEHHS 3BEACHOrO omucy cmopas). s
MPOCTABIEHHS apXiBHOTO MIH(PY MOXKE 3aCTOCOBYBATHUCS IITAMII.

VY pa3i 3MiHKM HaliMeHyBaHHS 3akiiany (il CTPYKTypHOIO MIAPO3JUTY) MPOTIrOM
nepiofy, SKUM OXOIUIIOIOTh JTOKYMEHTH CIpaBH, a0o MiJ Yac mepeaadi CIpaBH 0
1HIIO1 YCTaHOBU (CTPYKTYPHOTO MiAPO3/UTY) Ha OOKIAAMHII CIpaBU (TUTYIbHOMY
JIUCT1) 3a3HAYa€ThCsl HOBE HAWMEHYBaHHS 3akKianay (CTPYKTYpPHOTO MiIpo3Aily), a
nonepeHe OepeThes B Y>KKH.

Hammcu Ha oOkiagnHKax crpap MOCTiHOro ta TpuBajioro (moHaa 10 pokiB)
30epiraHHs poOJIATHCS YITKO YOPHUM CBITVIOCTIMKMM YOPHUIIOM ab0 MacToro.

VY pa3i BMIiIIEHHS Yy CHOpaBy HaJeXHUM YUHOM O(OPMIIEHOTO THUTYJIHHOTO
apKyIia, BUTOTOBJICHOTO JIPYKapChbKUM CIIOCOOOM, Ha OOKIJIAIWHIN CIpaBu
3a3HAYAIOTHCS JIUIIE HOMEpPHU apXiBHOTO (OHIY, OmMHUCY 1 crpaBu. 3a00pOHSETHCS
HAKJICIOBAaHHS TUTYJIBHOTO apKyIlla Ha OOKJIaIUHKY CTIPaBH.

Ckuananns Ta opopMJIeHHS ONUCIB CNIPaB

3aknaau 3000B’s13aH1 ONMKUCYBAaTH JOKYMEHTH MOCTIMHOIO Ta TPUBAJIOro (IIOHAA
10 pokiB) 30epiraHHs, 3 KaJpoBUX MNHUTaHb (OCOOOBOTO CKJIAay) uepe3 piK Micls
3aBEPIICHHS CIPaB Yy I1JIOBOJICTBI.

Ha cnpaBu tumuacoBoro (1o 10 pokiB) 30epiraHHsl OMUCH HE CKIANAIOThCA. Y
pasi JIKBiAaIli yu peopraHizaiii 3akjiay Takl OMKUCH CKIIAIa0ThCsl 000B’ I3KOBO.

Onucu  copaB  3akiajgy CKIANalOThCs  IIOPOKY  MOCAJO0BOIO  0CO00I0,
BIJIMOB1AQJIFHOIO 32 IJIOBOACTBO Y 3aKJIaJll 32 METOJMYHO1 JOTIOMOTH apXiBy 3aKJIay.

Howmep omucy crpaB 3akiany MOBUHEH CKIAAaTUCS 3 HIU(PPOBOTO MO3HAYCHHS 32
HOMEHKJIaTypOI0 CHpaB 3 JIOJAaBaHHSAM IIOYAaTKOBOi JIITEPHM HA3BH KaTeropii
JOKYMEHTIB, L0 BKJIOYAIOTbCS JO OINMUCY, Ta YOTUPHOX LU(PP POKY, B SIKOMY
pO3MOYaTo CIpaBu, BKIIOYEHI A0 omnucy. Hampukman, omucu copaB HOCTIHHOTO,
TpuBaioro (moHaa 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIAMIY)
CTPYKTYpHOTO miapo3airy Ne 5, mio OOJTIKOBYIOTBCS 3a HOMEHKJIATYpPOIO CIIpaB 1
posnouati y 2019 poui, Oynyts Matu Taki Homepu: 5 I — 2014; 5 T — 2014; 5 K —
2014 a6o 5 OC —2014.

[lix yac ckinasaHHs OMUCIB CIIPaB CIiJ] JOTPUMYBATUCA TAKUX BUMOT':

CIIPAaBHU KOXKHOTO POKY CKJIAJIal0Th PIYHUI PO3/ILI ONUCY CHPaB;

HOPSZIOK HyMepallii CIipaB B OMUCY — BaJIOBHH 3a KiJIbKa POKiB;

% 3aroJIOBKHM CIIpaB BHOCSTH JO OMHCY BIAMOBIAHO 10 MPHUHHATOI CXeMHU
cucTreMarusailii, sK MpaBWIO, HA OCHOBI HOMEHKJIATypu cIpaB (3a HEOOX1THOCTI
3arojIOBKH CIIPaB PEAAryOThCS T4 YTOUHIOIOTHCA);

% KOXHY CHOpaBy BHOCSTH JO ONHUCY IIiJI CaMOCTIMHHM TOPSIKOBUM
HOMEPOM (SIKILIO CIIPaBa CKJIAJA€ThCS 3 KUIBKOX TOMIB, KOKEH TOM OTPUMY€E OKpEeMUI
HOMEp, SKILIO CIIpaBa CKIAAAETHCSA 3 KIIBKOX YaCTUH OAHOTO JOKYMEHTAa, TO KOXKHA
YacTUHA OTPUMYE OKPEMUI HOMED);

%y pa3i BHECEHHA [0 ONHCYy MJAPSA KUIBKOX CIpaB 3 OJHAKOBUM
3arojJOBKOM IOBHICTIO HAaBOASAThH JIMIIE 3aroJIOBOK MEpPIIOi COpaBH, a BCl IHIII
OJTHOPIZHI CIIpaBU TMO3HAYAIOTh CIIOBAMM «T€ CaMe», OJTHAK PEIITY BIJOMOCTEH Mpo
CIIpaBU 3a3HAYyalOTh IMOBHICTIO (Ha KOXXKHOMY HOBOMY apKyIlli OIKMCY 3aroJioBOK
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BIJITBOPIOIOTH ITOBHICTIO);

< rpadgu omucy 3amOBHIOIOTH BIAMOBIAHO 1O BIJOMOCTEH, BUHECCHHX Ha
OOKJIaIMHKY (TUTYJIbHUI apKylll) CIIPaBU;

% r1pada omucy «lIpumiTKay BUKOPHUCTOBYETbCA M BIAMITOK TIPO
0COONMBOCTI (PI3UYHOTO CTaHy CIpaB, MpO MepeAady CHpaB IHIIUM CTPYKTYPHUM
IiApo3/iaaM, Ipo HasBHICTb KOMINA JOKYMEHTIB Y CIIPaBI.

Jlst po3nosuly CripaB BIJATOBIIHO JI0 CXEMHU CHUCTeMarH3allii nepeadadyeHo Taxi
npaBwia;

% COpaBW BITHOCATBHCS JO TOTO POKY, B SKOMYy iX 3ampoBaiWid B
JIIOBOZICTBI, 200 B IKOMY BOHU HaAIMIILIK J0 3aKiIaay AJis MPOJOBKEHHS,

% IUIaHW, 3BITH, KOIITOPUCU M JOKYMEHTH JO HHUX BIIHOCATHCS JO TOTO
POKY, Ha KM a00 3a sIKuH iX CKJIaJ€HO, HE3aJIEKHO B1Jl JaTH 1X CKJIaJaHHS;

% MEpCIHEeKTHBHI IUIAHU BITHOCSTH JIO MIOYATKOBOTO POKY iX JIii, a 3BITH 3a Il
POKH — 10 OCTaHHBOT'O POKY 3BITHOTO IIEPIOY.

Onucu copaB BeAyThCS MPOTATOM KIUIBKOX POKIB 3 BHUKOPUCTAHHSAM €JUHOI
HacKpizHO1 HyMmepaiii. CripaBu KOXKHOTO POKY CTaHOBIIATH PIYHUN PO3/ILT OIHCY.

VY KIHII ONuUCy 3allOBHIOETHCS MIJCYMKOBHW 3alUC 13 3a3HAUYEHHSIM KUIBKOCTI
(uudpamu 1 ciIoBaMH) CHpaB, M0 OOMIKOBYIOTHCS 3@ OMKUCOM, MEPIIOrO 1 OCTAHHBOIO
HOMEpIB CIIPaB 3a OMKMCOM, a TaKOXK 3a3HAYarOThCS OCOOIMBOCTI Hymepallii CIpaB B
onwuci (JTEpHI Ta MPONYIIEHI HOMEPU CIIPaB).

Y piuHHIA PO3MiA OMHCY CHpaB BHOCITHCS TaKOX CIpaBH, HE 3aBEpIICHI
MPOTATOM KaJICHIAPHOTO POKY. Y TaKUX BUIMAQJKAX Yy KIHII PIYHUX PO3IUIIB OMUCY
KOYXHOTO HACTYIHOTO POKY, IIPOTSATOM SIKOTO CIPABH MPOJOBKYBAIHUCS B ILIOBOJICTBI,
3a3HayvaA€Thes: «JoOKymenmu 3a ueil pik Oue. makodxyc y po3oini 3a DIk, Ne

». I'padu 4, 5 bopmu onucy He 3aMOBHIOIOTHCS.

Onuc crnpaB 3akiaay MiAMUCYEThCS YKIaJadeM 13 3a3HaueHHSM HOro mnocajiw,
MOTOJKYETHCS 3 0CO00I0, BIAMOBINATBLHOIO 3a JIJIOBOACTBO 1 3aTBEPIKYETHCA
KEPIBHUKOM 3aKJIaTy.

Onuc cmpaB 3akiaay CKJIaJa€TbCs Yy IBOX MPHUMIPHUKAX, OAMH 3 SKHX
MepeacThCd pa3oM 31 cOpaBaMu JO0 apXiBy 3akjanay, a I1HIIUN 3alUIIA€ThCS K
KOHTPOJIbHUM MPUMIPHUK Y CTPYKTYPHOMY MiAPO3/ILII.

Ha ocHOBi onuciB cripaB apXiB 3akjaAy rOTye 3BEACHI OMUCHU CIPAB MOCTIHHOTO
Ta TpuBajioro (monana 10 pokis) 30epiranss, 3 KaAPOBUX NUTaHb (0COOOBOTO CKIANY).

IlepenaBanHs cHpaB /10 apXiBY 3aKJIaay

CnpaBu mnoctiitHoro ta TpuBajoro (monaa 10 pokiB) 30epiraHss, 3 KaJpOBUX
nuTaHb (0cOOOBOTO CKJIaJy) Yepe3 JBa POKHU IICIS 3aBEPIICHHS iX BEICHHS B
JUJIOBOJICTBI TIEPENAOThCS JIO apxXiBy 3aKkiaay B YIHOPSJAKOBAHOMY CTaHI IS
MOJIAJIBIIOTO 30epiraHHs Ta KOPUCTYBaHHS.

CnpaBu mocTiiiHoro Ta TpuBajoro (monan 10 pokiB) 30epiraHHs MepeaaroThCs
710 apXiBy 3aKjaay 3a ONMUCAMHU.

CopaBu TumuacoBoro (mo 10 pokiB BKIIOYHO) 30€piraHHS MOXYTb
nepeaBaTucs J10 apXiBy 3aKiiaay 3a PIIEHHSM HOro KepiBHUKA 32 YMOBU HAsIBHOCTI B
HbOMY BUIBHMX IUJIOLL.

CnpaBu tumyacoBoro (10 10 pokiB BKIIOYHO) 30€piraHHs MEPEAarOThCs 10
apxiBy 3aKJIaJly 32 HOMEHKJIATypolO cIpaB a0o0, Ha po3Cya 3aKiany, 3a 3JaBajlbHUMHU




32

OTKCaMU JIOBUTbHOIT (hOPMH, HOMEPH SKUX MAIOTh TO3HAUKY « TM».

[lepemaBanHs cmpaB [0 apxiBy 3akiagy 3AIHCHIOETbCS 3a rpadikoM,
MOTO/KEHUM 3 (DyHKITIOHATLHUMH 0CO0aMH 1 3aTBEPKEHUM KEPIBHUKOM 3aKJIATY.

Ao okpeMi crpaBd HEOOXIIHO 3aJMIIUTH JUIsI TOTOYHOI POOOTH, apXiB
3aksagy odopmIsie BUady CIipaB y THMYAacOBE KOPUCTYBaHHSI.

[linroToBka cmpaB uisi HEpeJaHHs [0 apXiBy 3aKiaqy BKIIOYA€E MEPEBIPKY
NPaBUIBHOCTI OpPMYBaHHS JOKYMEHTIB Yy CIIPaBHU, BIANOBIIHICTh 3ar0JIOBKIB CIIPaB
3MICTY BMIIIEHUX JO CIIpaB JOKYMEHTIB, O(DOPMIIEHHS TOKYMEHTIB KOXKHOI CIIPaBH,
obopMIICHHS CIpaB Ta BIAMOBIAHICTE CIpaB HOMEHKJIATYpi, 3aTBEPKEHIN
KEPIBHUKOM 3aKJIay.

VY pa3i BusABIEGHHA HEAONIKIB y (¢GopMyBaHHI Ta OQOpPMIICHHI CIpaB
BIJIMOBIJAIbHI TIPAI[IBHUKH 3000B’s13aH1 X YCYHYTH.

[IpuitmanHs-TIepe1aBaHHsT KOXKHOT CIIPaBU 31MCHIOETHCS TMPAIIBHUKOM apXiBY
3aKiaay y TPHUCYTHOCTI TpAaIiBHUKA 3aKkjiaay, SKUW TIepenae YIOpsAKOBaHI Ta
opopmieHi crpaBu. [Ipy mpoMy B KOXXKHOMY MPUMIPHUKY OMHKCY CIpPaB POOIATHCS
MO3HAYKU MPO TPUUHATTSA Ti€l abo iHIIO! chpaBH. Y KIHII KOXHOTO MPUMIPHUKA
OMUCY CIpaB poONATHCS IUdpaMHu Ta CIOBAMH MO3HAYKU NMPO (DAKTUYHY KIIBKICThH
CrpaB, IO MEpelaHi 10 apxXiBy 3akjagy, HOMEpH CIpaB, IO BIJACYTHI, Haary
npuiiMaHHSA-TIEpeJaBaHHd CIpaB 1 CTaBIATbCS MIANHUCH OCIO, sKI 37aBajid Ta
IIpUKMay CIIPABU.

I'panuyHi CTPOKY THMYACOBOIO 30€ePiraHHs JOKYMEHTIB B apXiBi 3aKjaaay
VYCTaHOBIIOIOTHCS TaKi IPAHUYHI CTPOKK TUMYACOBOIO 30€piraHHs IOKYMEHTIB B

apxiBl 3aKJay:

<> st mokyMeHTiB BepxoBHoi Pagu Vkpainum, Anminictpanii Ilpe3unenra
VYkpainu, Kabinery Minictpie VYkpainu, Konctutymitinoro Cyny VYkpainw,
Bepxosnoro Cymy, Bumioro cyay 3 nmuTaHb 1HTEIEKTyallbHOI BiacHOCTi, Burioro
aHTUKOpymiliiiHoro cyay, [eHepanbHoi mpokyparypu VYkpainu, IlleHTpanbHoi
BUOOpYoi Komicii Ykpainu, PaxyHkoBoi mamaru Ykpainu, HamionambHOTO OaHKy
VYkpainu, MIHICTEPCTB, IHIIMX IEHTPAJIbHUX OpPraHiB BUKOHABUOI BIAJAM Ta
JepKaBHUX OpraHiB 1 6e3MocepeIHbO MIAMOPSIKOBAHUX 1M OpraHizaiiil — 15 pokie;

% mua noxkyMmeHTiB BepxoBuoi Panu ABronomuoi Pecmy6miku Kpum 1 Pagu
MiHICTpIB  ABToHOMHOI  PecnyOmiku  Kpum, oOmacaux, KwuiBcekoi Ta
CeBacTOINONIbCHKOI MICBKHUX pPaja 1 JAEpkKaBHUX aAMIHICTpalid Ta Oe3rnocepeaHbo
OiANOPAIKOBAHUX 1M OpraHizaiii, anemsuiiHuX Cy[iB, $Ki YTBOPIOIOTBCS B
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aneJAIMHNX ~ OKpyrax, amnelsaliiHuX aJAMIHICTPAaTMBHUX CY/iB, amlesmiiHuX
TOCIOMAPCHKUX  CYMiB, OKPY)KHHUX  aJMIHICTPAaTUBHHX  CYdIiB,  OKPYXKHHX
TOCIOJAPCHKUX CY/AIB, pEriOHaJbHUX MPOKYpaTyp, BIHCHKOBHX MPOKYPaTyp PErioHIB,
TEPUTOPIaTbHUX OPraHiB LEHTPAJIbHUX OpraHiB BUKOHABYOI Blaau — 10 pokie;

% JUIA TOKYMEHTIB pallOHHMX, pailoHHUX y Mmictax Kuesi Ta CeBactomoni
Jep>KaBHUX aJMIHICTpaIliid, OpraHiB MICIIEBOTO CaMOBpPSyBaHHs Ta Oe3MocepeaHbO
HiANOPAIKOBAaHUX iM Oprasizalliii, OKpy>KHUX CY/IIB, 5IKI YTBOPIOIOTbCSA B OJJHOMY a00
JEKUIbKOX paiioHax 4YM pailoHax y Mmicrax, abo y MicTi, abo y paifoHi (pailoHax) i
MICT1 (MicTax), TEPUTOpIAJIbHUX OpPraHiB IEHTPAJbHUX OpraHiB BUKOHABYOI BIajH, a
TaKOX CLJIbCHKOTOCIIOJAPCHKUX MIANPUEMCTB — § poKie;

< JUISL 3alMCIB aKTIB IIMBUIBHOTO CTaHy, 3alKCiB HOTapiadbHUX ik 1
CY/IOBHX CIIPaB, JIOKYMEHTIB 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIAJTY ), TOCTIOAAPCHKUX
KHHT, JOKYMEHTIB 3 IpUBaTU3aIlii )KUTIOBOTO GoHIY — 75 poKie.

Crpoku 30epiranfsi MO0 KOHKPETHHUX JOKYMEHTIB MOXYTh OyTH 3MIHEHI 3a
MTOTO/KEHHSIM 3 BiJIITOBITHOIO JCP>KABHOIO apXIBHOIO YCTAHOBOIO, APXIBHUM B1ILIIOM
Mmicbkoi paau. [IpomoBkeHHS CTpPOKIB 30epiraHHs JOKYMEHTIB B apxiBi 3akKiaay
JIOIYCKA€EThCS 32 TOTPEOU KOPUCTYBAaHHS JOKYMEHTAaMH 31 CIIy>k00BOIO METOI0, Y pasi
HEMOXKJIMBOCTI TNPUHHATH JOKYMEHTHM Ha 30€epiraHHs [0 JAEepXaBHOI apXiBHOI
YCTaHOBH, apXIBHOTO BIJALTY MICLEBOI PaH.

[licns 3akiHYEHHS TPAHUYHUX CTPOKIB 30€piraHHs JTOKYMEHTH, BIJIHECEH1 0
HA®, nepenaroTbcst Ha MOCTIHHE 30€piraHHsl 10 BIAMOBITHOTO MICIIEBOTO apXiBy.

BiamnosigansHUii 32 BeASHHS I1JI0BOACTBA Onoapsa JIYVTKA

Jonarok 1
1o [HCTpyKIIii 3 NUTOBO/ICTBA
(myHkt 3 pozauty II)

BJIAHK 3AKJIAY

YKPATHA
BOSITHCBKHUM JIIIEX Nel
BOSIHCBhKOI CUIbCBKOI PAIU
YEPHIBEIILKOI'O PAMOHY YEPHIBEIIBKOI OBJIACTI
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BYyJ1. ['os10BHA, 72, c.Bosinm, 60321, Tesaedon (03733) 5-78-10 E-mail: bovan_school@ukr.net €IPTIOY 21436836
Big No Ha Ne ;30

Honarok 2

10 ITHCTPyKIIii 3 IJTOBO/ICTBA

(myskT 3 pozainy 1)

BJIAHK HAKA3Y 3AKJIA/lY
YKPAIHA
BOSAHCBKHWU JIIIEU Nel

BOSIHCBHKOI CUIBCBKOI PATU


mailto:boyan_school@ukr.net
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YEPHIBEIIBKOI'O PAMOHY YEPHIBEIIBKOI OBJIACTI

ByJ1. ['osi0BHA, 72, c.bosinm, 60321, Tesiedon (03733) 5-78-10 E-mail: bovan_school@ukr.net €/IPTIOY 21436836
ara Ne
Honarok 3

10 [THCTpPYKITi 3 11JIOBOICTBA
(mynkt 3 pozainy II)

BUMOI'N
10 0popMJICHHS TIOKYMEHTIB, 1110 BUTOTOBJIAITHCS 32 J0IIOMOI 010
KOMII’IOTePHOI TeXHIKHU

1. Jns npykyBaHHS TEKCTIB CIY>KOOBUX JOKYMEHTIB BHUKOPHCTOBYETHCS
rapuitypa Times New Roman, mpudt — posmipom 12-14 apykapcChbKux MyHKTIB.
Jlo3BONIIE€TECST BUKOPUCTOBYBATU MIPUPT po3mipoM 8-12 mpykapChKUX MyHKTIB JUIS
IpyKyBaHHS pekBi3uTy «lIpi3Buile BUKOHABIIA 1 HOMEp HOTO TeleOoHy», BUHOCOK,
MOSICHIOBAJILHUX HAMKCIB O OKPEMHX €JEMEHTIB TEKCTy JOKyMeHTa abo Horo
PEKBI3UTIB TOLIO.


mailto:boyan_school@ukr.net
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[lim wac  JApykyBaHHS  3arojOBKIB  JIO3BOJIIETHCS ~ BHKOPUCTOBYBATH
HaMBXUPHUHN mpudT (IpsiMuii a60 KypcHB).

2. Tekct noxymentiB Ha mamepi ¢opmary A4 (210 x 297 wminimerpis)
PEKOMEHJIOBAaHO JpyKyBatu yepe3 1-1,5 MikpsakoBoro iHTepBaily, a (opmary AS
(210 x 148 minimMeTpiB) - yepe3 1 MIKPSAKOBHM 1HTEpBAJL.

JIOKyMEHTH MTOBUHHI MaTH Taki 1o (MUIIMETPIB):

30 - nmiBe;

10 - mpage;

20 - BEepXHE Ta HUXKHE.

PexBizutu nokymeHta (KpiM TEKCTYy), Kl CKJIAIAlOThCSA 3 KUIBKOX PSJIKIB,
JIpYKyIOTbc 4Yepe3 1 wmikpsakoBuil iHTepBai. CKIIagoBI YacTUHH PEKBI3UTIB
«Anpecary», «I'pud 3arBepmxeHHs», «[pud moromkeHHs» BITOKPEMITIOIOTHCS OJIUH
BiJT OTHOTO 4uepe3 1,5 MIKPSAIKOBOTO iHTEpBAIYy.

PekBi3uTH JOKyMEHTa BIJOKPEMIIIOIOTHCA OAMH Bix omHOro uepes 1,5-3
MDKPSIIKOBHX 1HTEPBAIH.

3. Ha3Ba Buay TOKyMEHTa APYKYETHCS BETMKUMH JITEpaMHu.

4. Posmm@pyBaHHs mianucy B pekBi3utTi «lligmuc» ApyKyeTbcsi Ha piBHI
OCTAHHBOTO PAJIKA HA3BH MOCAIH.

5. He poOuthcs BiACTYN BiA MEXI JIBOTO MOJs JJisl PeKBI3UTIB «Jlata
JIOKyMEHTa», «3arojioBOK J0 TEKCTY JOKyMeHTa», « TekcT» (0e3 ab3alliB), «BigMiTka
Ipo HAasSBHICTh J0AaTKiB», «[Ipi3Buille BUKOHABII 1 HOMEp MHoro TenedoHy»,
HaliMeHyBaHHsI nocaau y peksizutax «lligmucy ta «[pud noromkeHHs», HAUCY
«3rigno 3 opuriHagom», a Takox cliB  «CIIYXAJIN», «BUCTYIIUIINy,
«YXBAJINJIN», <kHAKA3VYIO».

6. 3a HaABHOCTI KITbKOX TpU(]IB 3aTBEPKEHHS 1 TMOTOMKEHHS BOHHU
PO3MINIYIOTHCSI HA OJJHOMY PiBHI BepTUKAILHUMU psiakamu. [lepmmii rpud - Big Mexi
JIBOTO MOJIs, ApyTuit - uepes 104 MisliMeTpu BiJl MEXi JIIBOTO TOJISL.

7. Ilin wac odopmieHHs AOKYMEHTIB Ha JABOX 1 OUIbIIE CTOpIHKax Apyra Ta
HACTYITHI CTOPIHKM MaroTh OyTH poHyMepoBaHi. [lepia cropinka He HyMepy€eThCSI.

8. TekCTH NOKYMEHTIB MOCTIMHOrO 30€piraHHs IPYKYIOTbCS Ha OJHOMY 0ol
apkyma. JIOKyMEHTH 13 CTpPOKOM 30epiraHHsi 10 5 pOKIB MOXKHA JAPYyKyBaTH Ha
JUIOBOMY 1 3BOPOTHOMY OOII1 apKyIIia.

Honarok 4
no [HcTpyKIii 3 iToBOICTBA
(myHkt 4 po3niny II)

INEPEJIIK
JOKYMEHTIB, HA AKUX MIJMUC MOCAA0BOI 0CO0M 3aCBIAYY€THCH BIIOMTKOM
neyatku bosiHcbKkoro Jinero Nel

1. ATy (BUKOHAHHS POOIT, CIHCAHHS MareplaibHUX IIHHOCTEH, (hiHAHCOBUX
NIEPEBiPOK, BIUTYUYSHHS JOKYMEHTIB JIJIsl 3HUILCHHS, TIEPEIaBaHHs CTIPaB TOIIIO).
2. JloBimku (TIpO BUKOPUCTAHHS OIOKETHHX ACHTHYBaHb Ha 3apoOiTHY ILIATY,

HapaxoBaHy 13 3apOO0ITHOT MJIATH TOLIO).
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3. JoroBopu (mpo MarepiasibHy  BIJANOBIJQIBHICTh, HAyKOBO-TEXHIYHE
CIIBpOOITHUIITBO, MIAPSIAN, OPEHY MPUMIIIIEHb, BAKOHAHHS POOIT TOIIIO).

4. JIOKyMeHTH (JIOBIOKH, TOCBIIYEHHS TOILO), IO 3aCBIAYYIOTh PaBa rPOMAsH 1
IOPUINYHUX OCi0.

5. JlopyueHHs Ha oJiep>KaHHs TOBapHO-MaTepialbHUX IHHOCTEH.

6. 3aBmaHHs (Ha TMPOEKTyBaHHS OO0 €KTIB, TEXHIYHUX CHOPYHA, KamiTajdbHE
OyIlIBHUIITBO, TEXHIYH1 TOIIIO).

7. 3pa3ku BIIOUTKIB M€YaTOK 1 MIANUCIB MPALiBHUKIB, SKI MAarOTh IPaBO
3MIIACHIOBATH (PIHAHCOBO-TOCIIOAAPCHKI OTepaIii.

8. Komropuc BuTpar (Ha KaJbKYJSIIO 3a JOTOBOPOM, Ha KariTajdbHe
OyIiBHUIITBO TOIIIO).

9. JIuctu rapanTiiiHi (Ha BUKOHAHHS POOIT, HAJaHHS IMOCIIYT TOIIO).

10. Omnucu cnpaB mnocriiiHOrO, TpuBajioro (moHax 10 pokiB) 30epiraHHs, 3
KaJpOBHX MUTAHb.

11. lrarHi po3nucwu.

12. TpynoBi KHUKKHU.
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Honatox 5
1o lacTpykiii 3 aimoBoacTBa
(myHKT 6 po3niny IV)

HEPEJIIK
AOKYMEHTIB, 110 He MiVIAralTh peecTpauil crneniajibHo NPU3HAYECHOIO /I
ILOI'0 000010

. I'padiku, Hapsiu, 3asBKU, pO3HAPSIKH.
. 3BeZieHHs Ta 1H(OopMallisi, HaaiciaH1 A0 BioMa.
. HapuanpHi ruianu, ocBiTHI nporpamu (Korii).

. PeximaMHi1 MoB1JOMJICHHS, TUTAKaTH, IPOrpaMu Hapal, KOH(pEpeHIIii TOIIO.

1

2

3

4

5. Hopmu BHUTpaT marepiasis.
6. BiTanbHi IMCTH 1 3aMPOIICHHS.

7. ApykoBaHi BUAaHHS (KHUTH, )KypHAJIU, OIOJIETEH]).
8. MicsiuHi, KBapTaJbHi, MBPIYHI 3BITH.

9. ®opmMu CTaTUCTUYHOI 3BITHOCTI.

10. Jorosopu.
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Homarok 6
1o [HeTpyKItii 3 1iJI0BOICTBA
(myHKT 6 po3niny IV)

PEE€CTPAIIIMHUN KYPHAJI
Haka3iB qupexTopa bosiHcbkoro Jginer Nel

Peectpamiiinuit| [lara 3aroja0BOK Hakasy [Ipi3Buie, [Tpi3BuiLe, [Tpumitkn
iHekc (HoMmep)| Haxasy 1HiIanu 1HIIIaTn
Hakazy NpaliBHUKA, HA| BIAMOBIAAIBHOI
SKOTO ocobu

MOKJIaJIeHU! | (BLAMOBIAAIBHUX

KOHTPOJIb 32 oci0)

BUKOHAHHS
Hakazy
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Honartox 7
1o [HeTpymii 3 AinoBoaCTBa
(myHKT 6 po3niny IV)
KYPHAJI
peecTpanii BXiTHHX JOKYMEHTIB
Jara Kopecnonnenrt, | Kopotknii Pe3oirortis, ITigmucu BigmiTka
HAIXOMKEHHS | mara Ta 1HOAEKC 3MICT BIAMOBIAAJILHU ocobu, siKa po
Ta 1HIEKC OJIEP>KAHOTO H BUKOHAaBEIlb oTpumana BUKOHAHHS
JIOKYMEHTa JIOKYMEHTa JIOKYMEHT JIOKYMEHTa
1 2 3 4 6
KYPHAJI
peecTpauii BUXiIHHX T0KYMEHTIB
Jara ta KopecnoneHnr Kopotkwuii 3micT [IpizBuia, [IpumiTka
IHIEKC 1HIIIaId 0co0H,
JOKYMEHTa sIKa Migmnmrcana
JIOKYMEHT, Ta
BUKOHABIIS
JIOKYMEHTA
1 2 3 4 5
KYPHAJI
peecTpanii BHYTPIilHIX JOKYMEHTIB
Jlara ta KopoTkuii Pesomromis abo ITigmuc ocobwu, BiamiTka mmpo
1HIEKC 3MICT BIIOBIHAIbHUAN sKa oTpuMana BUKOHAHHSI
JTOKYMEHTa BUKOHABELb JIOKYMEHT, J1aTa JOKyMEHTa
OTPHUMAaHHS
1 2 3 4 5

"V pasi noTpedu xKypHaI MOKe JOIOBHIOBATHCS JOJATKOBUMH rpadaMu.
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Jonatok 8
1o lacTpykiii 3 aimoBoacTBa
(myHKT 7 po3niny V)
3ATBEPIXKYIO
Jupexrop bosincbkoro minero Nel
(nizmac)  Im’s TTPI3BUILLE 20
p.
M. II.
HOMEHKIJIATYPA CITPAB
Ne
Ha pik
Innexc 3aroj0BOK CIIpaBU Kinb-ki Crpok [Tpumitka
CIipaBu (TOMY, YaCTHHU) CTh 30epiranHs
cripaB CIpaBu
(TOMiB, (Tomy,
yac- YaCTHHU) 1
THH) HOMEpH
crareu 3a
[IEPETIKOM
1 2 3 4 5
(Ha3Ba po3mity)
Oco0a, BinoBigaabHA
3a IUTOBOJICTBO Im’s TIPI3BUIIE
« _» 202 p.
Oco0a, BianoBigaIbHA
3a BEJIEHHS apXiBy Im’s TTIPI3BUIE
«_» 202 p.
CXBAJIEHO ITIOTI'OIPKEHO

ITpotokomn 3acimanns EK
BbostHCchKOTO MMinero Ne 1
« » 202 p.

ITpotokon 3acimannas EITK
apXiBHOTO CEKTOpa
HA3BA APXIBHOI'O CEKTOPA

« » 202 p. Ne
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[TincyMKOBHIt 3amuC PO KaTeropii Ta KUIbKICTh CHpaB, CKIATICHUX Y

[TponoBxeHHs noAaTky 8

pOILIi B YCTaHOBI:

3a cTpokamu 30epiraHHs

Pazom

VY Tomy uucmi

TaKHUX, 110
MepPeXoasiTh

3 BIZIMITKOIO
«ETIK»

ITocriitHOTO

Tpusainoro (monan 10 pokiB)

TumuacoBoro (10 10 pokiB BKIIFOYHO)

Ycworo

Oco0a, BiamoBigaabHa
3a JI1JIOBOACTBO

« _» 202 p.

[TimcyMKoBi BITOMOCTI IIEPEIaHO B apXiB YCTAaHOBH.

Oco06a, BiIIOBITaJIbHA
3a BEJICHHS apXiBy

«_» 202 p.

Im’s TTPI3BUILE

Im’s TIPI3BUILIE
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Jomarok 9
1o [acTpykiii 3 aimoBocTBa
(myHkt 3 po3niny VII)
3ATBEPIKVYIO
Hupexrop bosiHchkoro minero Nel
(migmuc) ( Im’s IIPI3BUILLE )
20 p.
M. IL
®ong Ne
Onmuc Ne
CIIPaB MOCTIHHOTO 30epiranHs
3a pik
Ne 3/m Ingexc 3aroJioBOK CIipaBH (TOMY, Kpaiini natu Kinbkictb [Tpumitka
CIpaBH YaCTHHH) JOKYMEHTIB apKyIliB y
cripaBu (ToMYy, criapBi
YaCTUHU) (Tomi,
YaCTHHI1)
1 2 3 4 5 6
(Ha3Ba po3miny)
Jlo omnucy BHECEHO crpaB
( undpamu i croBamMu)
3 Ne o No , Y TOMY YHCIIi:
JITEpHI HOMEPU , IPOTIYIIIEHI HOMEPHU
[Tocana yxnagaya onucy
(mmigmec) (iHimiamu (iHirian iMeH1), MPi3BUILE)
20 poky
ITocana ocobu, BiAMOBIIAIBHOI 32 apXiB
(mmiammc) (imimianwm (iHiOiam iMeHi), IPi3BHIIE)
20 poky
CXBAJIEHO CXBAJIEHO CXBAJIEHO
[TpoTtokon 3acigmaHHs [Tpotokon 3aciganus EK [Iporoxon 3aciganns ETTK

EK ycranosun apXiBHOT'O CEKTOPY Jlep>kaBHOTO apXiBy
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2(

Ne
Ne Ne
[IponosxxeHHst JogaTKy 9
3ATBEPIIKVYIO
Hupextop bostHCBKOTO Jitiero No!
(mignuc) ( Im’s [TPI3BUILLE )
M. II.
®ong Ne
Omnuc Ne
crnpas TpuBajoro (nouajg 10 pokis)
30epiranus
3a pik
Ne 3/m | Innexc 3aronoBok crpaBu | Kpaiini Crpok Kinpkicts | [Ipumitka
CIIpaBU (TOMY, YaCTHUHH) JaTh 30epiranHs | apkymriB y
JOKYMEHTIB | CIIpaBU crpasi
CrpaBu (Tomy, (Tomi,
(Tomy, YaCTUHU) YaCTHHI)
YACTHHH )
1 2 3 4 5 6 7
(Ha3Ba po3miry)
Jlo onucy BHECEHO CIpaB

( mudpamu i cirioBamm)

3 Ne 1o Ne

JIITepHI HOMEpHU

[Tocana yxnagava onucy

, Y TOMY YHCIIi:
, IPOIYIIEHI HOMEpU

(iniiany (iHigian iMeHi), Ipi3BuILE)

(migmuc)
20 poky
ITocana ocobu, BiAMOBiIaIBHOI 32 apXiB
(mmiammc)
20 pPOKy
CXBAJIEHO CXBAJIEHO

[IpoTtokon 3acimaHHs
EK ycranosu
No

apXiBHOTO CEKTOPY

Ne

[Tpotokon 3acimanns EK

(imimianm (iHimianm iMeH1), IPi3BHUIIE)

CXBAJIEHO

[Iporoxon 3acimanus EITK

Jlep>kaBHOTO apXiBY

Ne
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[IponosxxeHHst JogaTKy 9

3ATBEPIUKVYIO
Hupextop bostHChKOTO nintero Nel

(mignuc) ( Im’s [TPI3BULLE )

M. IL.

®ong Ne

Onuc Ne

CIIPaB 3 KA/IPOBUX MUTAHb (0CO00BOI0 CKJIALY)

3a pik

No 3/ | Inmeke 3aronoBok cripaBu | Kpaitni Crpox Kinpkicte | [IpumiTka
CIpaBU (TOMY, 4aCTHHN) natu 30epiraHHs | apKyuriB y
JIOKYMEHTIB | CIIpaBH crpasi
CIpaBu (Tomy, (Tomi,
(Tomy, YACTHUHU) YaCTHHI)
YACTUHM )
1 2 3 4 5 6 7
(Ha3Ba pozfiny)
J1o onncy BHECEHO crpas

( uudpamu i cinoBamu)

3 Ne o Ne

JTITEpHI HOMEPH

[Tocana yxnagada onucy

, Y TOMY YHCIIi:
, IPONYIIeHI HOMEPH

(inimiamy (iHinian iMeHi), mpi3BuIIe)

(mmiammc)
20 poky
[Tocanma ocoOu, BiIMOBIIaaBHOT 32 apXiB
(migmuc)
20 poky
CXBAJIEHO CXBAJIEHO

[Ipotokon 3acimaHHs
EK ycranoBu
No

apXiBHOTO CEKTOPY

[Tporokon 3acinanns EK

(inimiany (iHimian iMeHi), npi3BuILE)

CXBAIJIEHO

[Ipotokon 3acimanns ETIK

JlepKaBHOTO apxXiBy

20



3ATBEPIDKYIO
Hupexrop bostHChKOTO Jittero Nel

46

(migmuc) ((Im’s ITPI3BUILE )

20

M. IL

AKT

NP0 BUJIYYEHHS ISl 3HUIIEHHS JOKYMEHTIB,

__p.

He BHeceHUX 10 HanionanbHoro apxiBHoro gonay

Ha niacrasi

Honarok 10

no [acTpykiItii 3 qimoBomcTBa
(myHKT 5 poznimy VII)

(Ha3BHW 1 BUXIiTHI TaHi TEPeTiKyIOKYMEHTIBI3 3a3HAYCHHSAM CTPOKIB iX

306epiranHs abo THIOBOT (IIPUMipHOT) HOMEHKJIATYPH CIIPaB)

BI/IJ'Iy‘leHi HJIs1 SBHUIIICHHSA K TaKi, 10 HC MAarOThb KyJ'IBTypHO.l. I_[iHHOCTi Ta BTPATUJIX IIPAKTUYIHC

3HaueHHsI, TOKyMEHTH (poHmxy No

(na3Ba ¢onxy)

Ne3/m | 3aromnoBok Hara Homepu | Ingexc Kinekicts | CTpok [IpumiTtka
cipasu abo CTpaBu | ONHCIB CIpaBU CIpaB 30epiranHs
IrpynoBUi abo (HomeH- | (Tomy, (TOMiB, CIpaBu
KpaiHi YACTHUHU) | YaCTHH) (ToMmy,
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3aroJIOBOK aTh KJIaTyp) 3a YaCTHHH) 1
crpaB cnpaB | 3a pik HOMEH-KII HOMEpHU
(pokn) aTyporo crarel 3a
abo MePETIKOM
HOMEp
CIIpaBH 3a
OTIHCOM
1 2 3 4 5 6 7 8
Pazom CIIpaB 3a pPOKH

(mmdpamu i cmoBamu)

[Tocaga ocobu, sika MpoBOIUIIA
€KCIEPTU3Y IHHOCTI JOKYMEHTIB

20 POKY
[Iponosxenns nonarky 10

CXBAJIEHO CXBAJIEHO CXBAJIEHO

[Tpotokon 3acimaHHs ITporokon 3acimanns EK [Tpotokon 3acimanns ETIK

EK ycranoBu apXiBHOTO CEKTOpPY JlepKaBHOTO apxiBy

No
No
Omnwucu cripaB nocTiitHOTO 30epiraHHs 3a POKH CXBaJICHO, a 3 KaJIpOBUX

nuTanb (0coboBoro ckiany) nmoromkeHo 3 EINK (EK)

(TIpoToKOIT Ne ).
JIOKyMEHTH B KIJTbKOCTI cripaB
Baroro KT 371aHO B

Ha repepoOKy 3a MPUKUMAIIBHO — 3/1aBATBHOI0 HAKIIATHOIO
BiJl Ne a00 3HHUIICHO UISIXOM CIIaJICHHS.

ITocanma ocodu, sika 31aJ1a (3HHUILIKTIA)
JOKYMEHTH

20 pPOKy
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Homaroxk 11
1o [HeTpykItii 3 1isT0BOCTBA

AKT
Ne

(Micue CKI1aaHHs)

IIpo HecTauy cnpaB (10KYMEHTIB)
y 3aKJaai (cmpykmyprux niopo3oinax)

Y pesynbrarti BCTAHOBJICHO
BIJICYTHICTb CIIpaB (JJOKYMEHTIB), III0 BHECEH1 10 HOMEHKJIATypH CIIpaB. 3aX0IH MO0 iX PO3LIYKY
MMO3UTUBHUX PE3Yy/IbTATIB HE JIalid, Y 3B A3KY 3 UMM BBa)KAEMO 3a JIOIIJIbHE 3HATU 3 OOIIKY CIpaBH
(moxymeHTH), 3a3HaueHI HIKYE:

Ne [ Ne cripaBu 3a 3aroyioBOK CIipaBU (JOKYMEHTA) Hara Kinpkicts | MoxmuBi
3/ | HOMEHKJIATYPOIO CIpaBu |apKylIBy| MNpHYUHH
(abo Homepu (TokymeHTa)| cmpaBi | BiACYTHOCTI
apKyIIIiB (mokymeHTi  crpaBu
JIOKYMEHTA) ) (TOKyMEHTA)
1 2 3 4 5 6 7
Pazom (yughpamu i cnosamu) cripas, (yughpamu i cro6amu)1I0KyMEHTIB.

3MICT HEBUSBICHUX CIIpaB (JOKYMEHTIB) MoXe OyTH YaCTKOBO BIATBOPEHO TaKUMHU CIIpaBaMu

(TOKyMeHTaMH): (HOMEpH cIpaB, apKyIIIiB, X 3ar0JIOBKH).

BianoinanbpHMii 32 BeCHHS apXiBy (Im’st TIPI3BUILIE)
20 poky

BianosigansHuii 3a BeIeHHs 1JIOBOACTBA (Im’st TIPI3BUILIE)

20 poky
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Jonarok 12
1o [HeTpykIii 3 1isT0BOCTBA

HEPEJIIK
JAHUX, 0 MOKYTh 00POOJIAITUCA B eJIEKTPOHHIN OCBITHiH iHdopManiiiHii cucTremi 1ist
BeJleHHS J110BO1 JOKYMeHTAalil 3aKJ/Ja/y 3arajJbHOI CepeJHbOI OCBIiTH B eJIeKTPOHHIil dopmi

1. [epenik AaHUX, IO BHOCSATHCS Ta OOpPOOJISAIOTHCS B €JIEKTPOHHIM OCBITHIN iHpOpMAITiiiHIHi
cHCTeMI:

1) MEPCOHAJBHI JaHi YUHs:

a) mpi3BHUIIE, iM s, IO 0aTHKOBI (32 HASBHOCTI); 0) 1aTa HAPOHKCHHS;

B) CTaTh;

T') PEKBI3UTH TOKYMEHTA, 1110 MiATBEPIKYE 0CO0Y;

I) 3aKjaJ] 3arajbHOi CEepeJHbOi OCBITM Ta Kiac, [0 SKOro 3apaxoBaHUM yueHb (;ara
3apaxyBaHHsI/BipaXyBaHHs Ta I1JICTaBa);

1) TIbroBa Kareropis (IO CTOCYEThCS OTPUMAaHHS COILalbHOI JormoMoru abo miner. Hampukian,
3HIKKA 200 OE3KOIITOBHE Xap4uyBaHH).

2) 1HIII TaHI CTOCOBHO y4HS:

a) BIJBIyBaHHS Ta MPOITYCKH 3aHSATDH;

0) omiHIOBaHHS (MIOTOYHE, TEMATUYHE, TiJCYMKOBE, aT€CTaIliifHe); B) TEMH YPOKIB.

3) MepCOHANIBbHI 1aH1 0aThKIB:

a) Mpi3BHILE, 1M s, TT0 0ATHKOBI (32 HASBHOCTI);

0) migproBa Kareropis (10 CTOCYEThCS OTPUMAHHS COIAIbHOI JOMOMOTH a00 MiIbI JTUTHHOIO.
Hanpuxknan, 3Hmkka abo 6€3KOIITOBHE XapuyBaHHS);

B) KOHTaKTHa iH(opMaIris.

4) NEPCOHANbHI JaHl CHIBPOOITHMKA 3aKiaay OCBITHU: a) Mpi3BHILE, iM’s, O OaTbkoBi (3a
HasiBHOCTI);

0) nara HApPOMKEHHS; B) CTATh;

I') JOKYMEHTH PO OCBITY.

5) 1HIII JaHi CTOCOBHO CITIBPOOITHUKA: a) MOCafa;

0) megarorivHe HaBaHTAXCHHS a00 CTaBKa;

B) HAyKOBHIA CTYIIiHb (32 HASBHOCTI); T') BUCHE 3BaHHS (32 HAsIBHOCTI);

I) kBamidikaliiiHa KaTeropis, MNeAaroriyHe 3BaHHS (3a HAsABHOCTI); 1) HUIbroBa Kareropis (3a
HasIBHOCTI);

€) Ha3Ba 3aKjaay OCBITH, B SKOMY 3700YB OCBITY; €) OCBITa, CIIEIIaIbHICTh, KBATI(iKaIIis;

’K) Ha3Ba HABYAIBHUX JUCIMILIIH, [0 BUKIAAAIOTHCS (32 HASIBHOCTI); 3) Mapajielli, B SKUX MPaIoe
oco0a (3a HasBHOCT1);

M) KJacu 3 SKUMH IMpaLioe 13 3a3HAYEHHSAM NPO(UIBHOCTI Ta MONIMOJICHOro BHBYEHHS (3a
HasIBHOCTI);

1) 3aMiHU BUUTENIB (32 HASIBHOCTI).

6) JlaH1 PO OCBITHIN MpoLec:

a) HaBYAJIbHUH piK; 0) Mepexa KIaciB;

B) Ipo(1IbHICTH (32 HAIBHOCTI)

I') IepeiK Ta KiJIbKICTh HaBYaJIbHUX MPEIMETIB, IHTETPOBAaHUX KYPCiB;

I) OLIHIOBaHHS pe3yJbTaTiB HaB4YaHHsS: | cemecTp, 2 ceMecTp, pidyHa, Jep’KaBHA MiJICyMKOBa
arecrailisi, MpaKTHKa, MMiICYMKOBI, CEpeHiil 0an aTtecTara,

1) 1HBapiaHTHa CKJIaJI0Ba HABYAJIBHOTO IUIaHY; €) BapiaTWBHA CKJIaJI0Ba HABYAJIBHOTO IUIAHY €)
(ikcyBaHHS pillIEeHHS MEAaroriyHoi paay;

’K) KOHTMHT€HT Y4HIB Ha [TI0YaTOK CEMEeCTpY/Ha KIHELb ceMecTpy (pPOKY), BChOTO 32 PIK;

3) TaONIUIA pyXy YUHIB;

1) KUIBKICTh YYHIB, IKUX HE OL[IHEHO UM HE aT€CTOBAHO 3 YCIX HaBYAJIbHUX MPEIMETIB.

2. Intepdeiicu enekTpoHHOI OCBITHBOI iH(OpMaLIHHOI cUCTEMH MOXYTh 3a0e3nedyBaru 301p
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Ta/abo 00poOKy HACTYyMHUX HAOOpPIB JaHHWX AJII TAaKUX BUIIB JOKYMEHTIB JUIOBOi JTOKyMEHTAIlii
3aKJIa/iB 3arajbHO1 CEPEeIHbOI OCBITH B €JIEKTPOHHIN (hopmi:

1) XKypnan 00Ky IpornyIeHux i 3aMiHEHUX YPOKiB:

a) Tpi3BuIe, iM’s, MO OaThbKOBI (32 HASIBHOCTI) BUMTENS, SIKMM IPOIYCTHUB YpPOK; O) mpHYMHA
MPOIYCKY;

B) Ha3Ba MPEIMETY, 3 SIKOT0 MPOMYIIEHO YPOK; T') KJIac, B SIKOMY MPOIYILIEHO YPOK;

T) Tpi3BUIIE, iM’s, M0 OATHKOBI (32 HAIBHOCTI) BUUTEIIS, SIKHH 3aMIHUB YPOK; 1) SKUM TPEIMETOM
3aMiHEHO YPOK.

2) Kypnanu yu4HIB, sKI 3700yBalOTh 3arajJibHy ~ CEpelHI0  OCBITY

3a 1HAMBiAyalbHOIO (POPMOIO: a) HABUAIILHUH PIK;

0) mpi3BuIIe, iM 51, IO OAaTHKOBI (32 HASIBHOCTI) yUHS; B) PiK HABYAHHS;

T') TEpMiH HaBYaHHS

I') miJicTaBa opraizaiii Takoi Gpopmu;

1) Ha3Ba MPEJAMETY BUBYEHHS, HABYAIBHOI TUCIUTIIIHU; €) KUTbKICTh HAaBYAIBHUX TO/IVH;

€) MPI3BHUIIE, M 51, IO OAaTHKOBI (32 HASIBHOCTI) YUUTEIS; XK) 1aTa MPOBEICHHS 3aHATTS;

3) 3MICT HaBYAJILHOTO MaTepiay;

1) KUTBKICTh TOJWH Ha BHKJIA]] MaTepiaiy.

3) BigomocTi 31 cBimonTBa AOCSITHEHH a00 CBIIONTBO MPO 3100yTTS 0a30BOi cCepemHbOi abo
npodiIbHOI cepeTHbOI OCBITH yUHS:

a) pe3yJbTaTH HaBUaHHA 3a | cemecTp; 0) pe3yabTaTd HaBYaHHS 3a 2 CEMECTp; B) pe3yJIbTaTH
PIYHOTO OLIIHIOBAHHS,

T) OIlIHKA 32 HaBYAJIbHY MPAKTUKY;

') pe3ysbTaTu Aep>KaBHOI MiJICYMKOBOI arecrarii (y pa3i HassBHOCTI); /1) pe3yJIbTaTH IiJICyMKOBOTO
OLIIHIOBAHHS.

4) 00JIiK BUXOBHOI pOOOTH:

a) HOMep 1 j1ara 3axo/y; 0) Ha3Ba 3aX01y 1 TeMa;

B) 00JIiK T'ypTKOBO1 po0OTH;

T) TYPTKH, CEKIIii, KITyOH, 110 BIJBIIy€ YUEHB; T') PEKUM POOOTH I'ypTKa;

1) IPUMITKH.

5) B1IOMOCTI TIPO OaThKIiB:

a) Mpi3BHILE, 1M 5, IO 0AaTHKOBI (32 HAsBHOCTI) OaTbka, MaTepi abo 0cib, 110 X 3aMiHIOIOTh;

0) KOHTaKTHI JIaHi TOIIO.

6) XKypnan akyabTaTUBHUX 1 TYPTKOBUX 3aHATH: @) OOJMIK BiJIBiTyBaHHS;

0) mpi3BulIle, M 51, IO OaTHKOBI (32 HASIBHOCTI) y4UHS; B) Ha3Ba (akyabTaTUBY ab0 T'ypTKa;

I) mpi3BHILE, iM’s1, 10 0aTHKOBI (32 HAIBHOCTI) BUUTEIIS; T') 3MICT (DaKyJIbTaTUBHOTO 3aHSATTS;

1) TOMAIITHE 3aBIaHHS;

€) 3BeJIeHUi O0JIIK HaBYaJIbHUX JIOCATHEHb YUHIB;

€) 3BeJieHa TaONMuIs pyXy YUHIB Ta iX JOCSTHEHb Y HaBYaHHI; 5K) 3ayBa)KEHHsI 10 BEICHHS KypHAIy
(hakynpTaTUBHUX 3aHSTh.

7) Oco060Bi cripaBy y4HIB/BUXOBAHIIIB:

a) HoMep 0CoOOBOI CIIPaBH;

0) TUI Ta Ha3Ba 3aKjaay 3arajbHOI CEpeIHbOI OCBITH; B) aapeca 3aKjaay OCBITH;

T) mpi3BHILE, iM’s1, 10 0aTHKOBI TUPEKTOPA;

I') Mpi3BHUILE, 1M 4, IO OaTHKOBI (32 HASIBHOCTI) YUHS/BUXOBAHLIS; 1) CTATh;

€) JaTa HapOIKeHHS;

€) cepis Ta HOMEpP CBIJOLITBA ITPO HAPOJKEHHSI; JK) MICIIE MPOXKUBAHHS YUHS;

3) mpi3BuUIIIe, iM 51, IO OaTHKOBI (32 HasIBHOCTI) 6aThka, Marepi abo 0cil, 110 X 3aMiHIOIOTh;

1) JaHl Mpo 3aKJaj OCBITU 10 OTPUMAaHHS IOYaTKOBOI OCBITH (y pa3l HasBHOCTI); 1) BIAOMOCTI IIPO
nepexiJi 3 OAHOTO 3aKJIaay OCBITH J10 1HIIOTO (Y pa3i HasIBHOCTI)

TOMIO.

8) XKyphan peectpalii Haka31B pyXy Y4HIB/BUXOBAHIIIB: a) HOMep HaKasy;

0) HoMmep yuHs B ayihaBiTHIM KHM31; B) 3aKjIaj, napajelb, KIac;

I') Ipi3BHILE, M 5, 10 OAaTHKOBI (32 HASIBHOCTI) YUHS/BUXOBAHLA; T') 1aTa 3apaxyBaHH:;/BiApaxyBaHHs
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TOLIO.

9) Piunwmii mian po6OTH 3aKiIaay 3arajabHOI CEPEeIHbOI OCBITH (JaIi — 3aKiIaJ OCBITH), IIT0 MOXKE
MICTHTH iHpOpMaLito (PO31LIH) PO CTaH Ta IUIAHYBAHHS MIOJO:

a) OCBITHBOTO CEPEIOBHUIIA 3aKJIaly OCBITH; 0) CHCTEMH OLIIHFOBAaHHS 3100yBaviB OCBITH;

B) IMENaroriyHoi MisUTbHOCTI MEAAaroriYHMX TMPAI[iBHUKIB 3aKJIaay OCBITH; T) YIPaBIiHCHKUX
MPOIIECIB 3aKIaay OCBITH TOIIIO.

10)  Kypnaun peectparlii Haka3iB 3 OCHOBHOI JIISUTBHOCTI: a) peKBI3UTH HaKasy;

0) mpi3BuIle, iM’s, 0 0aTHKOBI (32 HASIBHOCTI) TpAIliBHUKA, HA SKOTO TOKJIAJCHHN KOHTPOJIb 32
BUKOHAHHSIM HaKa3zy.

11)  JlokyMeHTaris 3 MPOJOBKECHHS HaBUYaHHS BUITYCKHUKIB 9-X KJ1aciB:

a) OTpuMaHa iH(pOopMaIris mpo Mice Hap4aHHS 3 €IuHOI  Jep’KaBHOI
€JICKTPOHHOI 0a3u 3 MUTaHb OCBITH;

0) iHdopMallis po MPOIOBKEHHS HaBUYAHHS 32 KOPAOHOM (y pa3i HasIBHOCTI).

12) CeigonrTBa 10CATHEHD 3100yBaviB OCBITHU:

a) KJjac;

0) Ha3Ba Ta ajJpeca 3aKiaay OCBITH;

B) TIpi3BUIIIE, IM’s1, IO OATHKOBI (32 HASIBHOCTI) Y4HS;

T') CTaH Ta IUIAHYBaHHS MIOJI0 MEPeJiKy HaBYAIbHUX TUCIUTLIIH;

T') pe3yabTaTy OLIHIOBAHHS 32 HABYAIILHUMH MIPEeIMETaMu (BapiaTHBHUMHE KypPCaMH ) TOIIO.



