3ATBEP/I’KEHO
Haxkas gupexropa MIIMK
Ne 164 Bix _01.09.2025

IHCTPYKIIA

3 TiJIOBOJICTBA
KOMYHAJILHOT'O 3AKJIAY «<MYKAUYIBCHbKHUU MTPO®ECIMHUI
MNOJITEXHIYHUN KOJIEJIK» 3AKAPIIATCHEKOI OBJIACHOI PAJIA

I. 3arajabHi MoJ10KeHHA

1. s [HCTpyKIIist BCTAHOBIIIOE 3arajibHi BAMOTH IIOJI0 IOKYMEHTYBaHHS YIIPaBIiHCHKOT iH(popMarii
Ta opramizamii po6otu 3 mokymentamu y KOMYHAJIBHOMY 3AKJIA/Il «MYKAUIBCHKUIA
MMPOPECIMHUI MOJITEXHUHUN KOJIEK» 3AKAPITATCBHKOT OBJIACHOI PAZIN (nani —
3aKJ1a]1, 3aKJ1a]] OCBITH).

2. JloTpuMaHHST BUMOT MIOJ0 TOPSIKY JOKYMEHTYBaHHS, BCTAHOBJICHUX Ili€0 [HCTpyKIi€to, €
000B’SI3KOBUM JUISI BCIX MPAlliBHUKIB 3aKJIay OCBITH.

3. Oprani3ailito A1JIOBOJICTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3TJISIOM Ta MPOXOKEHHSIM IOKYMEHTIB
y 3aKJIaJi OCBITH 3IIHCHIOE BiIOBiIabHA 0c00a, SIKY MPU3HAYa€e HAKa30M KEePiBHHK 3aKJIay OCBITH

4. CTBOpEHHsI €JEKTPOHHUX JOKYMEHTIB 3JIIHCHIOETHCS BIIMOBIAHO 10 3akoHiB Ykpainu «IIpo
€JIEKTPOHHI JOKYMEHTH Ta €NeKTPOHHUN JOKYMEHTO00Ir», Haka3zy MiHicTepcTBa FOCTUILIT YKpaiHu Bix
11 mucromama 2014 poxy Ne 1886/5 «IIpo 3arBepmxkenus Ilopsaky poOOTH 3 €NeKTPOHHUMHU
JOKYMEHTaMH Yy JIJIOBOJACTBI Ta iX TIATOTOBKM JO TEpedaBaHHsS Ha apxiBHE 30epiraHHsm»,
3apeecTpoBaHoro B Minictepersi roctuuiii Ykpainu 11 nuctonana 2014 poxy 3a Ne 1421/26198.

3akyag OCBITM MOKE CTBOPIOBAaTH JOKYMEHTH THUMYacoBOro (10 10 pokiB BKIIIOYHO) CTPOKY
30epiraHHs JUIIE B €ICKTPOHHIN (popMi 32 yMOBH HASBHOCTI BiAMIOBITHOTO TEXHIYHOTO 3a0€3MIEYCHHS 3
ypaxyBaHHSIM BUMOT 3aKOHO/ABCTBA YKpaiHH Ta i€l [HeTpyKii.

5. Ilopsaok opranizamii JUIOBOACTBAa 3a 3BEPHEHHSMHU TpOMAJSH, 3alUTaMH Ha NyOmiuHy
iHpopMalilo BU3HAYaeThbcsl 3akoHamMM Ykpainu «IIpo 3BepHeHHS Tpomaasn», «IIpo moctyn 1o
nyOai4HO1 1HpOopMaIii».

6. VYV 3aknmaai JOUTOBOACTBO 3IHCHIOETHCS JIEPKAaBHOIO MOBOK. JIOKYMEHTH CKIIaJar0ThCs
JIep>KaBHOIO MOBOIO, KPIM BUIAJIKiB, TIepe10aueHUX 3aKOHOJJaBCTBOM ITPO MOBH B YKpaiHi.

JIOKyMeHTH, sIKi HaJICHJIAIOTHCS 1HO3EMHHM ajjpecatam, 0()OpMITIOIOTECS YKPATHCHKOK MOBOIO, 200
MOBOIO JIepKaBU-apecaTa, abo O/IHIE€I0 3 MOB MIXXHAPOJHOTO CIIIKYBaHHS.

7. CTpoku 30epiraHHsl TOKYMEHTIB, 1110 CTBOPIOIOTHCS 1] Yac AiSTTbHOCTI 3aKJIaay, BUBHAYAIOTHCS
Haka3oM MiHictepcTBa roctullii Ykpainu Bif 12 kBiTHA 2012 poky Ne 578/5 «Ilpo 3arBepikeHHs
[lepeniky TUMOBUX JOKYMEHTIB, III0 CTBOPIOIOTHCS MiJT Yac JisSUIbHOCTI JIEp’KaBHUX OpPraHiB Ta OpraHiB
MICIIEBOIO CaMOBpSAyBaHHS, 1HIIUX YCTaHOB, MiANPHEMCTB Ta OpraHi3allii, i3 3a3HAYEHHSM CTPOKIB
30epiranHsi JOKyMEHTIB», 3apeecTpoBaHUM y MiHicTepcTBi toctuliii Ykpainu 17 kBiTHsA 2012 poky 3a
Ne 571/20884 (31 3MiHaMH).



I1. 3aranbHi BUMOIH 10 CTBOPEHHS, 0(pOpPMIIEHHS Ta JOKYMEHTYBaHHS
yHnpaBJdiHCbKOI iHGopMamii

1. JlokyMeHTyBaHHsI yMpaBIiHCHKOI iH(GOpMAaIIii 3akiaay IMOJsITrae y CTBOPEHHI JOKYMEHTIB, IO
CHPsSIMOBAaHI Ha BUPIIIEHHS YIPABIIHCHKHUX PIillICHb.

2. Haszpa Buny nokymenta (HAKA3, ITPOTOKOJI, AOIOBIJHA 3AIIMCKA Ttouo) mae
BIIMIOBiIaTH Ha3BaM, mepeadadennM Kmacudikatopom ympapnincbkoi gokymenTanii HK 010:2021,
3aTBEP/KEHOTO Haka3oM MiHiCTepCTBa PO3BUTKY €KOHOMIKH, TOPTIBII Ta CUIBCHKOTO TOCHOJApCTBa
VYkpainu Big 12 6epesns 2021 poxy Ne 526 (31 3miHamu).

OdopmiteHHS pEKBI3UTIB OpraHi3aliiHO-PO3NOPAIIO] JOKYMEHTALi Ta MOPSAIOK iX po3TalTyBaHHS
MarwTh Biamoigatu HamionanmbHoMy crannmapTy Ykpainm «JlepkaBHa yHiikoBaHa cHcTeMa
JOKyMeHTalli. YHiikoBaHa cucTeMa OpratizamiifHo-po3nopsauoi JoKyMeHTaunii. Bumorm 1o
odopmmoBanHs 1okyMeHTIB. JICTY 4163-2020», 3aTBepakeHOMY Haka3oM Jlep>kaBHOTO MiANPUEMCTBA
«YKpalHChKHI HAayKOBO-IOCTIIHUN 1 HaBYAJIILHUI LIEHTP MpobieM craHaapTu3aiii, cepTudikarii Ta
skocti» (A1 «YxkpHIHL») Bix 01 mumas 2020 p. Ne 144 3 2021-09-01 (mam — ACTY).

3. OpranizaiiitHo-po3nopsiayi JOKYMEeHTH OGOpMIIOIOTECA Ha OJaHKaX, 10 BUTOTOBISIOTHCS
3rigao 3 Bumoramu JICTY Tta miei [HcTpykuii.

VY 3akiajii MOXYTb BUKOPHCTOBYBATHCS Taki OJaHKU JOKYMEHTIB:

3araJlbHUN OJIaHK ISl CTBOPEHHSI PI3HUX BUIIB JOKYMEHTIB (0e3 3a3HauYeHHs y OJlaHKY Ha3BU BUY
JIOKYMEHTA);

OstaHK HcTa (1o0aaToK 1);
6naHk koHkpeTHOTo Buay nokymenta (HAKA3) (nmoaarok 2).

Bumoru 10 ohopmiteHHS TOKYMEHTIB, 1110 BUTOTOBJISIFOTHCS 32 JOITOMOTOK) KOMIT IOTEPHOT TEXHIKH,
HaBEICHO B A0AATKY 3 10 i€l [HeTpykii.

4. AnpecaraMu JOKyMEHTa MOXYTb OYTH YCTaHOBH, IX CTPYKTYpHI MiJIpO3JiIH, OpraHizarii,
3aKJaaM, X MocaJ0Bl 0COOU Ta TPOMAJISTHH.

SIKIIO JTOKYMEHT aJpecoBaHO oOpradizamii abo i cTpyKTypHOMY HiApO3/iJ0BI 0€3 3a3Ha4YeHHs
10CaI0BO1 0COOH, iX HAaliMEHYBaHHS HABOJSATHCS Y HA3UBHOMY BiIMIHKY:

Ipuxnao:

JIpBiBChKA MIChKa paaa
Bigain ocsiti

Yy HaﬁMeHYBaHHi aZipecara JOIMyCTUMO 3a3Ha4aTH CKOPOYCHEC HaﬁMCHYBaHHSI IOpI/I,[[I/ILIHOI ocoou.

Ilpuknao:

VHJIIACT

VY pasi agpecyBaHHS JOKYMEHTa KEePiBHUKY I0pUINYHOT 0cOOH a00 HOro 3acTyIHUKY HaliMEHYBaHHS
IOpUAMYHOT 0cOOM Mae OyTH CKJIaI0BOIO YAaCTHHOIO HAaiiMEHYBaHHS IIOCA M a/Ipecarta, SKe 3a3Ha4aroTh y
JTABAJIbHOMY BiJIMIHKY.



Ipuxnao:

Hupexktopy YHIIAC/
Bnacue im’s ITPI3BUILE

SKI0 MOKYMEHT aApecyloTh KEPIBHUKY CTPYKTYpPHOTO MiAPO3AUTY OPUANYHOI OCOOH, TO
HallMEeHyBaHHS IOPUIMYHOI OCOOM 3a3HAYalOTh y HA3WBHOMY BIIMIHKY, a TOcCaay, BilacHE iM’s Ta
Npi3BHIIE aJipecaTta — y JaBaTbHOMY.

Ipuxnao:

YkpaiHChbKUN HAyKOBO-AO0CTiTHUN
IHCTUTYT apXiBHOI CIIpaBU

Ta JOKyMEHTO3HABCTBA

3aBigyBady BilILTY JOKYMEHTO3HABCTBA
Bnacne im’s IIPI3BUIIE

SIKI10 TOKYMEHT aIpecyoTh 0araTboM OJHOPIIHUM IOPUIUIHUM 0co0aM a0o IXHIM KepiBHUKAM,
ajipecara 3a3Ha4aloOTh y3arajibHEHO B IaBATBHOMY BiJMIHKY.

Tlpuxnaou:

BuniuMm HaBYansHUM 3aKiIaiaM
Ta HAYKOBHM YCTaHOBaM, B SIKUX
JUIOTH CIEIiaIi30BaHi BUCHI pau

Jupexropam LeHTpaIbHUX
Jep>KaBHUX apXiBiB YKpaiHu

JIOKyMEHT He MO)Xe MaTH Oulbllie YOTHPbOX ajpecariB. CIOBO «KOHisS» Iepe] 3a3HAYEeHHSIM
HallMEHyBaHb JPYToro, TPEThOT0, YETBEPTOTO aapecaTa HE CTABIATh. Y pasi HAACHUIIAHHS JOKyMEHTa
OlpIIe HIK YOTHPHOM ajpecaTaM CKJIQJaloTh CIHCOK DPO3CHIIAHHS, a Ha KOXXHOMY JIOKYMEHTI
3a3HavYaroTh JHILIE OJHOTO ajpecara.

Peksizur «Azapecat» MOXe MICTUTH HOIITOBY ajpecy. PEeKBI3UTH MOILITOBOI apecu 3a3HA4al0Th
3riiHo 3 noctanoBoto Kabinety MiHicTpiB YKpaiHu.

Ipuknao:

Jep:xxaBHuii apxiB XKutoMupcbkoi o0macTi
Bys1. OxpimoBa ['opa, Oyx. 2/20, kopr. 1,
M. JKuromup, 10003

SIKo0 MOKYMEHT ajpecyioTh (i3uuHii 0co0i, COYaTKy 3a3HA4yalOoTh BIAcHE 1M’S Ta Mpi3BHILE
ajzipecaTa B JJaBaJIbHOMY BIJMIHKY, ITIOTIM — IIOILITOBY aJIpecy.

Ilpuknao:

FOpito KoBrantoky

By JKutomupceka, Oya. 23, c. Tokapis,
Hosorpan-Bonuncekuii p-H,
XKuromupcrka 00:1.,

11754

[TomtoBy agpecy He 3a3HAYAOTh HA JOKYMEHTaX, SIKi HAJICWIAIOTh OpraHaM 3aKOHOJaBYOi Ta
BUKOHABYOI BJIaJIH, @ TAKOX MOCTIMHAM KOPECTIOHICHTaM.



5. 3aromnosok A0 TCKCTY JOKYMCHTA Ma€ MiCTI/ITI/I CTHUCIIUN BUKJIaZ OCHOBHOT'O CMHCJIOBOT'O ACIICKTY
3MICTY IOKYMEHTA.

3arojJoBOK 10 TEKCTY AOKyMEHTa Ma€ OyTHM KOPOTKHMM, I'pDaMAaTU4YHO Y3TOJUKEHUM 13 Ha3BOIO
JOKYMEHTa, TOYHO IepelaBaTH 3MICT TEKCTY Ta BIAMOBINATH Ha 3alUTAHHS PO IIO?», «40ro?»,
«KOTO?».

Ipuknaou:

1 Hakas3 (mmpo m10?)
[Ipo HamaHHS BiAITyCTKU
2 Jlucrt (po 110?)
[Ipo opranizaniro KoHpepeHIii
3 IIpoTokoi (4oro?)
3aciiaHHs aTecTaliifHol KOMicil
4 Tlocanosa iHCTpYyKIis (KOro?)

TonoBHOrO crieriamicra

3aroJIoBOK JI0 TEKCTY JOKYMEHTa O(hOpPMITIOIOTH Y CHCIiaIbHO BiABEACHOMY MICIli HA OJIaHKY.

6. TexcT HOKyMeHTa Mae MicTUTH iHopMaIllito, 3apaau (pikcyBaHHS SIKOI Oro OyJj0 CTBOPEHO, i
CTOCYETHCS TOTO MUTAHHSA, STKe C(HOPMYJIBOBAHE B 3aT'0JIOBKY JI0 TEKCTY JIOKYMEHTA.

[Hdopmartito B TEKCTI JOKyMEHTa MOTPiOHO MOJaBATH CTUCIIO, TPAMOTHO, 3pO3YMLJIO Ta 00’ €EKTHUBHO.
TekcT MOKyMEeHTa HE MO)KE€ MICTUTH MOBTOPIB, a TAKOX CIIB 1 3BOPOTIB, IO HE HECYTh 3MiCTOBOTO
HaBaHTAXXCHHSI.

Texcr noxkymeHTa 0(h)OPMITIOIOTh Y BUIJISII CYLIJIBHOTO 3B’ SI3HOIO TEKCTY, aHKETH, TabiuIi abo i3
MOETHAHHAM IUX (GOPM.

JIOKyMEHTH CKJIaJIaloTh JepKaBHOK MOBOIO, KpIM BHIAJIKiB, epea0aueHnX 3aKOHOJaBCTBOM PO
MOBH B YKpaiHi.

TexcTH JOKYMEHTIB, SKI HaJCUJIAIOTh 3apyOKHUM aJpecaraM, 3a MOINEpeIHbOI0 TOMOBJIEHICTIO,
MO’KHA CKJIaJJaTH YKpaiHCbKOIO MOBOIO, MOBOIO KpaiHHM-aJlpecara Yu OJHIEI0 3 MOB MIXHapOJHOTO
crniKyBaHHs. JIOKyMEHTH, aJjpecoBaHi AepKaBHUM OpraHaM, CKJIaJaroTh JHIIE YKPaiHCbKOIO MOBOIO.

7. BinMiTKy 0po HasABHICTb MAOAATKIB, MOBHY HAa3BYy SKHX HaBOJAATH IE€PEBAXKHO B TEKCTI
CYNPOBITHOTO JTUCTA, OPOPMITIOIOTH IMICJISI TEKCTY JTUCTA TIEPE]T i IMHUCOM.

Ipuxnao:

Honatok: Ha 5 apk. y 2 npum.

SIKII0 TOKYMEHT Ma€ J0AaTKH, TOBHI HAa3BH SKMX HE HABEJEHO B TEKCTI TOKYMEHTa, TO IIi Ha3BU
noTpiOHO 3a3HAYUTH Y BIIMITII PO HASBHICTH JOJATKIB 13 3a3HAYEHHSAM KUIBKOCTI apKYIIiB Y KOXKHOMY
JOJIATKy Ta KUIBKOCTI X MPUMIPHHUKIB.



Ilpuknao:

Honatku: 1. JloBizka npo BUKOHAHHS IUIaHY PO3BaHTaXyBaJbHUX poOiT 3a II kBapran 2025 p.
Ha 5 apk. B 1 ipum.

2. I'padik pemonTHux poOiT Ha III kBapTan 2024 p. Ha 3 apk. B 1 npum.

Ko 10 JOKYMEHTa JMOMA0Th IHIIWK JTOKYMEHT, [0 Ma€ JOJATKH, TO BIAMITKY IpPO HAasBHICTh
J0JaTKiB 0(hOPMITIOIOTH SIK Y TIPHUKJIAJ1, HAaBEJACHOMY HHXKYE.

Ilpuknao:

Honaroxk: nuct JlepkaBHoro apxiBy KuiBcekoi o6macti Bix 25.05.2025 Ne 01-10/123 1 momatok
JI0 HBOT'0, BChOI'O Ha 15 apk. y 2 npum.

Sxmio qogaTky 30pOITypoBaHoO, TO KUTBKICTh X apKYIIIiB HE 3a3HAYAIOTh.

Ilpuknao:

JonaTtok: ¢popmu raixy3eBoi 3BITHOCTI B 1 ipum.

VY pasi, AKIIO JOKYMEHT MICTUTh Oilbllie JecsITH AOAATKIB, CKIAJAI0Th OMHC, a BIAMITKY MpO
HasIBHICTB JOJATKIB 0()OPMITIOIOTH SIK y MIPHUKIIAI1, HABEIEHOMY HUXKYE.

Ilpuknao:

JlogaTku: 3TiIHO 3 ONKCOM Ha 2 apK.

SIKI0 10aTOK HAJCHIIAIOTh HE 33 BCiMa 3a3HAUYEHUMU B JIOKYMEHTI aJipecaMi, TO BiIMITKY TIPO
HaSIBHICTh JOJATKIB O(OPMIIIOIOTH SIK y MPUKJIa/li, HABEJACHOMY HUXKYE.

Ipuxnao:

Honatok: Ha 15 apk. B 1 npuMm, Ha niepury aapecy.

VY nonmatkax JOBIAKOBOTO XapakTepy (rpadiku, cXeMmu, TaONWIll, CIHUCKH, (GOPMH TOIIO) M0
OCHOBHOTO JJOKYMEHTA, 3aTBEpPPKEHOT0 PO3MOPSAUYMM JTOKYMEHTOM, BIIMITKY pOOJSATH Y BEPXHbOMY
IpaBoOMY KyTi EPLIOTo apKyllla J10/1aTKa.

Ilpuknao:

Jonmarox 3

1o IIpaBwmi opranizaiiii 1710BO/ICTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y IEpKaBHUX OpraHax, OpraHax
MICIIEBOT'O CaMOBPSITyBaHHS,

Ha ITiIIPUEMCTBAX, B yCTAaHOBAX

1 opranizanisx (ImyHKT 25)

VY po3nopsauoMy JOKYMEHTI BIIMITKY MpPO HasBHICTH JoJaTka O(pOPMIIOIOTH O€3MocepeHbO B
TEKCT1 JJOKyMEHTa CIIOBAMH: «IIIO TOJAETHCS, «(JOJAETHCS)», «3TITHO 3 TOAATKOM 1», «BIAMOBIIHO J0
nojatka 2» abo «IuB. 10JATOK 3». A Ha caMOMy JOJATKy /10 PO3MOPSAIIOro JOKYMEHTA Y BEPXHHOMY



IPaBOMY KyTi MEPILIOro apKylla MPOCTaBIAIOTh BIAMITKY 3 MOCHJIAHHIM Ha Il TOKYMEHT, Horo narty i
HOMeEp.

Ilpuknao:

Jonarok 1
710 HaKa3y YKpAep:KapxiBy
20 mucronama 2024 poky Ne 321

SIKII0 710 pO3MOPATIOTO JOKYMEHTA € OJIMH JIOJATOK, TO HOro He HyMepyIOTh. 32 HasBHOCTI KIJIBKOX
JOJaTKIB 3a3HAa4yaloTh iXHI HOPSAKOBI HOoMepH. 3HaK «Ney» mepen HUPPOBUMM IO3HAUYEHHSIMM HE
cTaBIATh. Ha Ipyromy Ta HaCTYIMHHUX apKyIIax JojaaTka poOsars BiAMITKY «[IpomgoBkeHHs 10aaTKay.

CTOpiHKH JTOKYMEHTA 1 KOKHOTO 3 JI0JaTKiB MOBUHHI MAaTH OKpeMy HyMepaIliio.

VYci toaTke 10 TOKYMEHTIB Bi3ye€ HPAIiBHUK, SKUI CTBOPUB JJOKYMEHT, Ta KEPIBHUK CTPYKTYPHOTO
HiAPO3ALTY I0PUINYHOI 0COOH, Y IKOMY HOTO CTBOPEHO.

8. TlocamoBi 0cOOM MiANUCYIOTh JOKYMEHTH B MEXaX CBOIX IIOBHOBaXCHb, BH3HAUCHUX
3aKOHOJJAaBCTBOM YKpaiHH, CTATYyTOM 3aKjaly, IMOCAJIOBUMH IHCTPYKIIISIMH, HAKa30M IPO PO3MOILI
000B’sI3KiB M)XK KEPIBHIKOM 3aKJIa/ly Ta HOTro 3aCTyITHUKaMHU TOMIO.

Bin6uTtkom nevatku 3akiajy (3a HassBHOCTI) 3aCB1IYYIOTh MIMHIC TOCAT0BOI 0COOM Ha TIOKYMEHTaxX
13 MUTaHb OpraHi3aniiHoi Ta iHAHCOBO-TOCIIOAAPCHKOI TiSUTBHOCTI 32 MEPETIKOM JOKYMEHTIB, Ha SKHX
MiIIC TT0Ca0BOi 0COOU 3aCBIIUYETHCS BIIOMTKOM IIE€UYATKH 3aKJIay, HaBeIEHUM y A0JaTKy 4 mo i€l
[HCTpYKIIi.

BigOuToK medyaTku CTaBUTHCSA TakK, MO0 BiH OXOIUIIOBAB OCTaHHI KiTbKa JITEp HAWMEHYBaHHS
nocaau ocoOu, sKa Imiamucaina JOKYMEHT, aje He MIINUC M0cagoBOi 0coOH, ab0 MPOCTaBISIEThCS Ha
OKPEMO BUAUICHOMY IS IHOTO MicCIi 3 BiAMITKOIO «M. IL».

9. 3akman Moske 3acBiAUyBaTH KOMii JIUIIE TUX JOKYMEHTIB, 110 CTBOPIOIOTHCS B HHOMY, @ TAKOXK y
BHUIIAJIKaX, epe0ayeHnx B a03alli JpyroMy mboro mMyHKTY.

VY pasi miAroToBKU TOKYMEHTIB JIJIsi HAJJaHHS CYJOBUM OpraHaM, MiJ 4Yac BUPIIICHHS MTUTaHb 11010
OPUMHATTA TpOMaAsH Ha pPOOOTy, HaBUaHHS, 3aCBIMYEHHS I1X TPYAOBUX Ta IHIIMX TMpaB y
B3aEMOBIJTHOCHHAX 13 3aKJIa/I0M, & TaKOX MiJl 4yac (opMyBaHHS O0COOOBHX CIIpaB MPAIlIBHUKIB 3aKJIa]l
MOX€ BUTOTOBJIITH KOMii JOKYMEHTIB, BUJAAHUX IHIIUMM yCTaHOBaMH (KOMIl JTOKYMEHTIB IPO OCBITY
TOIIIO).

BinmiTtka «Komis» npocTaBiseThCsl Ha JIMIBOBOMY OOILll Y BEpPXHBOMY HPaBOMY KYTKY MEpPLIOrO
apKyla JOKyMeHTa.

Konii Haka3iB, IHIINX JOKYMEHTIB 3acBiuye (3aCBIIUyIOTh) BIAMOBIJalIbHA 0c00a (B1ANOBIJANbHI
0co0M) 3a opraHi3allio IiJT0BOACTBA Y 3aKIaIi.

BiamiTka npo 3acBiueHHs KOMii JTOKYMEHTa CKJIQJAa€ThCs 3 TaKUX €JIEMEHTIB: CIiB «3TITHO 3
opurinanom» (0e3 J1lanok), HakMeHyBaHHS 110Ca 1, 0COOUCTOrO MiAMUCY 0COOH, SIKa 3aCBIAUY€E KOMIit0, i
BJIACHOTO 1MEHI Ta MPI3BUINA, JAaTH 3aCBITYEHHS KOITii.

VY Bumagkax, BU3HAYCHUX 3aKOHOJABCTBOM, KOTIi JTOKYMEHTIB 3aCBIUYIOTh BIIOMTKOM TEYATKH
IOPUJIMYHOI OCOOM, CTPYKTYPHOTO MiApO3Ainy (Cimy>kOM IiIOBOJCTBA, CIY>KOM KajpiB, Oyxrantepii
TOILI0) FOPUINYHOT 0coOu abo nmedatku «JlJis Komiiiy.

BinmiTKy mpo 3acBiiueHHs KOIlii JOKYMEHTa IMpOCTaBISAIOTh HMK4Ye pekBi3uTy «llimmuc» Ha
JTUIOBOMY OOIll OCTAaHHBOTO apKyIIla KOIii JIOKYMEHTA.



10. ¥ pazi notpebu mpoBeAeHHS OL[IHKHU JOIUIBHOCTI CTBOPEHHS IOKYMEHTa, HOTr0 0OTPYHTOBAHOCTI
Ta BIJIMOBITHOCTI 3aKOHOJIABCTBY 3/IMCHIOETHCS MOTOHKEHHS JOKYMEHTA.

[ToromxeHHsT JOKYMEHTIB MOYKE 3/1IHCHIOBATHUCH TTOCAIOBUMH 0COOaMHU 3aKjaay, sIKi BIIMOBIIHO 10
iX KOMMEeTEeHIi] BUPINIYIOTh MHUTAHHS, MOPYIIEHI B JOKYMEHTI (BHYTpILIHE MOTOKEHHS), a TaKOX
3alHTEPECOBAHMMH YCTAHOBAMH (30BHIIITHE ITOTOKEHHS).

[TorompkeHHs: TOKYMEHTIB 3IIHCHIOETBCS BIATOBIAHO 1O BUMOI Hakazy MiHiCTepcTBa OCTHIIIL
VYkpainu Big 18 yepBns 2015 poxy Ne 1000/5 «IIpo 3arBepmxenns [IpaBui opranizaitii 1ij10BOICTBA Ta
apxiBHOTO 30epiraHHs JOKYMEHTIB y JEp)KaBHUX OpraHax, OpraHax MICIEBOIO CaMOBpSIYBaHHS, Ha
MAMPUEMCTBAX, B yCTAHOBAX 1 OpraHizallisixy», 3apeecTpoBaHoro y MiHicTepcTBi FoCcTuIll YKpainu 22 4epBHs
2015 poky 3a Ne 736/27181 (naui - [IpaBuia opranizaiiii IijI0BOJICTBA Ta ApXiBHOTO 30epiraHHs JOKYMEHTIB).

I'pudom moromkeHHs (CXBaJeHHS) OOKYMEHTa O(OPMIIOIOTH 30BHIIIHE TOTOPKEHHS abo
CXBAJICHHS JOKYMEHTIB.

SIKI10 JTOKYMEHT TIOTOJIXKY€ TI0Ca0Ba 0C00a CTOPOHHBOT IOPHINIHOI OCOOH, IO ITOBHOBAKEHD SIKOT
HAJIGKUTh MOTO/PKCHHS MMUTaHb, HABEJCHUX Y IIbOMY JOKYMEHTI, TO IpH(] MOToKEHHS (CXBaJICHHS)
cknamaetses 31 cioBa [TOI'OJIKYIO, naliMenyBaHHS mocanu (HaMEHYBAaHHS FOPHIUYHOI OCOOHU €
CKJIa/IOBOIO YaCTHHOIO HAMEHYBaHHS II0CaJ1 ), 0COOMCTOrO MiANKUCY, BIACHOTO IMEH1, IPi13BUIIA 0COON
Ta JJaTH MOTOKCHHS.

Ilpuknao:
I[TOI'OJPXVIO
Hupexrop MIIIIK
Mupocnasa 'A3/IUK
24.05.2025

SIKII0 TOKYMEHT TIOTOJIKYIOTh (CXBATIOIOTh) IHITUM JOKYMEHTOM (JIUCTOM, TIPOTOKOJIOM, aKTOM
TOI110), TO Tpu( moromxeHHs (cxBaneHHs) ckinagaerbes 31 cnosa [IOI'ODKEHO (CXBAJIEHO),
HA3BW BHJTY ITOTOKYBaJIHHOTO JOKYMEHTA B HA3UBHOMY BiJIMiHKY, HOTO JJaTH 1 HOMEpa.

Ipuknao:
I[TOI'O’KEHO

[TpoTokon 3acimanns
MearoriyHoi paau

24.05.2025 Ne 1

I'pud mnoromxeHHs (CXBaJieHHS) JOKyMEHTa pO3MILIYIOTh HIDKYe pekBizuty «lIliamucy Ha
JTUIOBOMY a00 3BOPOTHOMY OOIll OCTAaHHBOTO apKyIlla JOKYMEHTA, SKIIO MICI JUIsi HHOTO Ha
JUIBOBOMY OOI1i OCTAaHHBOT'O apKyIlla HE BUCTAYAE.

VY pasi moropkeHHs (CXBAICHHS) JOKYMEHTa KUIbKOMa MOCa0BUMHU 0co0aMu abo KoJIeTiaaTbHUMU
opraHamu IOpPUIUYHOI 0COOM O(QOPMITIOIOTH BIIMOBITHY KUIbKICTh IpU(iB MOTOPKEHHS (CXBAJIECHHS).
SIKImo JOKyMEHT MOTO/DKYIOTh (CXBAJIIOIOTH) JIBI TOCAIOBI 0cOOM abo aBa KOJETiallbHI OpraHu
IOPUJIMYHOT 0COO0H (FOPUIANYHUX 0Ci0), TpU(H MOTroKEHHS (CXBaJICHHS) PO3MIIIYIOTh Ha OJTHOMY PiBHI
TOPU30HTANIBHO, a SIKIIO OibIIE ABOX — Ha OJHOMY PiBHI TOPU30HTAJIbHO BEPTUKAILHUMH PSIKAMU B
JOBUIBHOMY MOPSIKY.



11. 3arBepIKEHHS YNPaBIIHCBKUX JIOKYMEHTIB 3I1MCHIOETHCS OCOOMCTO KEPIBHUKOM 3aKiIaTy
BIJIMOBIIHO /10 HWOTO TOBHOB&XEHH a00 pPO3MOPSAIYUM JOKYMEHTOM 3aKjaay 13 3a3HAueHHSM Ha
JOKYMEHTI rpuda 3aTBepIKeHHs, 0(pOPMIICHOTO BiIMOBIIHUM YHHOM.

I'pud 3aTBepmKeHHs JOKyMeHTa ckiangaerhes 31 cnoBa 3SATBEPJIXK YO, nalimenyBanHs mocanu,
0COOHMCTOTO TIMHUCY, BJIACHOTO IMEHI, MPI3BUIIIA OCOOH 1 AaTH 3aTBEPHKCHHS, SKIIO JTOKYMEHT
3aTBEPIPKYE MOCaT0Ba 0c00a, 10 MOBHOBAXKEHB SKOI HAICKUTH BUPIIICHHS MTUTAHb, HABESACHUX Y
IIbOMY JIOKYMEHTI.

Ipuxnao:

3ATBEP/IKYIO
Hupextop MIITIK

Mupocnasa 'A3/JUK
24.05.2025

SIKI10 CTBOPEHUH JOKYMEHT 3aTBEPKEHO PO3MOPITUUM JOKYMEHTOM IOPUIMYHOT 0COOH, TO rpud
3aTBepKeHHs cKianaerbes 3i coBa SATBEP/DKEHO, HazBu Buy po3mopsadoro JOKyMEHTa B
HA3MBHOMY BiIMIHKY, HOT0 JaTH 1 HOMepa.

Ilpuknao:

3ATBEP/I’KEHO
Haxka3 gupexropa MIIIIK
24.05.2025 Ne 40

I'pud 3aTBepaKEeHHS PO3MILLYIOThH Y TPABOMY BEPXHBOMY KYTi MEPIIOrO apKylla JOKyMEHTA.
II1. Oco6uBi BUMOIH 10 CKJIAJAHHS AeSIKMX BHIIB JOKYMEHTIB

1. Hakas - po3nopsiaunii JOKYMEHT, SIKU BUJAa€ KEPIBHUK 3aKjaay Ha MpaBax Ta B MeXKaX CBO€EI
KOMIeTeHI1i, 000B’I3KOBMH 1711 BUKOHAHHA nimiernuMu. Hakasu BHAAIOTHCS 3 OCHOBHOI AISUILHOCTI,
aJMIHICTPATUBHO-TOCTIOAAPCHKUX, KAJIPOBUX MUTAHb 3aKJIa1y, a TAKOX PYXY 37100yBayiB OCBITH.

1.1. Haka3u 3 ocHo6HOI OisinbHOCmI, AOMIHICMPAMUBHO-20CNOOAPCHKUX, KAOPOBUX HNUMAHb
mpueano2o 36epieanns (PO MPUAHATTS HAa POOOTY, MEPEMIIIIEHHS 3a MMOCAI00, TIEPEBEACHHS Ha 1HITY
pobOTy,  CYMICHHUIITBO, 3BIUIBHEHHS, aTecTallis, MIABUIIECHHA KBaliikaiii, CcTaxyBaHHS, 3MiHA
OiorpadiyHUX JaHUX, HArOPOJPKEHHS, MPEMIIOBAHHS, OIUIaTa Mpalli, HapaXyBaHHsS Pi3HUX HaJ0aBOK,
HapaxyBaHHs JIOIUIAT, HapaxyBaHHsS MaTepiajbHOi JOMOMOTH, BCl BHJAM BIJIIYCTOK MPAIiBHUKIB 3
BaXKMMH 1 MIKiJJIMBUMU Ta HEOE3MEYHUMHU YMOBAMHM Tpalli, BIAMYCTOK HIOAO0 AOTIISALY 3a ITUTHUHOIO,
BIJIITYCTOK 03 30epeiKeHHs 3apOo0iTHOT TUIATH), KAOPOBUX NUMAHb MUMYACO8020 CMPOKY 30epicanHs
(po  BiApSA/DKEHHS, CTATHEHHS, HAJaHHS MIOPIYHMX OCHOBHHMX BIAMYCTOK, BIAMYCTOK Yy 3B’S3KYy 3
HABYAHHAM), pyxy 3000y8auie oceimu TMiANUCYIOThCS KEPIBHUKOM 3aKjaay, a 3a WOTro BiACYTHOCTI -
0c00010, sIKa BUKOHY€ 0ro 000B’sI3KH, Ta PEECTPYIOThCA B )KypHAIax peecTpallii Haka3is.

[Ticnst miamrcaHHs HakKa3y 3MiHU O HHOTO BHOCSTHCS JIUIIE IIISXOM BHJIaHHS HOBOTO HaKa3y Mpo
BHECEHHS 3MiH.

Haxkaz opopmitoeTbes Ha G1aHKy Hakasy 3akjaly OCBITH.



1.2. 3micT HaKa3y CTUCIIO BUKJIQAAETHCS B 3ar0JIOBKY, SIKUI TOYMHAETHCS 3 MpuitMeHHuKa «[1po» Ta
CKJIAJIA€ETHCS 3a JIOMTOMOTOI0 BimmiecaiBHOro iMmeHHUKA («IIpo 3arBepmkeHHs...», «I[Ipo cTBOpeHHS...»)
a6o imennuka («IIpo migcymKmu...»).

1.3. Tekcr Haka3zy 3 OCHOBHOI MISTBHOCTI, aJMiHICTPaTUBHO-TOCIOJAPCHKUX IMUTAHb Ta PYyXY
3100yBayiB OCBITH CKJIAJAETHCS 3 JJBOX YACTHH - KOHCTATYIOUYOi (TIpeamMOyIIn) 1 po3mopsadoi.

VY KOHCTaTyrouili YacTHHI 3a3HAYAEThCA IiCTaBa, OOTPYyHTYyBaHHA ab0 MeTa BUJAHHS HaKasy.
Posnopsimua yactuna Hakazy mounHaeThes 13 cioBa «HAKA3VYIO», sike IpyKyeThcs 3 HOBOTO pPsijiKa
BEJIMKMMHU JIiTepaMu 0e3 BiJICTYIy Bifl JIIBOTO MOJIS 1 JIAMOK, MIiCIS YOTO CTABUTHCS ABOKpAIIKa.

SIKo HaKa3 BHIAETHCS HA MiACTaBi IHIIOTO PO3MOPSAYOTO JTOKYMEHTa, Y KOHCTATYIOUil 4acTHHI
3a3HAYal0ThCS Ha3Ba BUJIY IIBOIO JOKYMEHTA, HOTro aBTOp, JlaTa, HOMEP Ta 3arojOBOK.

Posmopsimya yacTuHA TMOAUISETHCS HA MYyHKTH Ta MIANYHKTH, SIKI HyMEpPYIOThCS apabChKUMH
nrdpamu. Y KO’)KHOMY MYHKTI TOBUHHI OyTH 3a3Hau€HI BUKOHABII, KOHKPETHI 3aBJIaHHS (JIOPYUYEHHS) 1
CTPOKH 1X BUKOHaHHs. BUKOHABIII MOXYTh OyTH Ha3BaH1 TAKOXK y3aralbHEHO: «KePIBHUKAM METOHYHUX
00’€THaHbY», «3aCTyIIHUKaM IUpeKTopay. [Ipu 1boMy, SIK MPaBHIIO, HE 3aCTOCOBYETHCS HAIMCAHHS
HEKOHKPETHHX JOPYYCHb, SKi MICTATh CIIOBA: «IPUCKOPUTH», «IIOJIMIIATHY, «aKTUBI3yBaTH,
«3BEPHYTHU yBary» TOIIO.

VY3aranbHeHi Ha3BH a00 MPI3BUILA BUKOHABI[IB PillIeHb MOJAI0Th Y JaBATHHOMY BIMIHKY.

[Tpono3wuii, SiKi MICTATBCS B HaKa3i HEOOXITHO y3TO/KYBATH 3 PaHIIIe MPUHHATAMHE PIIIEHHSIMH 3
IIbOT'0 MUTAHHS, 100 YHUKHYTH HOBTOPIiB 200 CyNepeyHOCTEH.

1.4. Sxuo HaKa30M CKaCOBYETHCS MOMEPEHIN PO3MOPSIYNil JOKYMEHT, Y PO3MOPSAUIA YacTHHI
3a3HAYAETHCS MYHKT, SIKMI IOBUHEH MTOYMHATHCS 31 CITiB: « BU3HATH TaKUM, [0 BTPATUB YHHHICTb...».

3MiHI/I, 10 BHOCATHCA OO HAKA3y, O(bOpMJ'IIOIOTBCSI OKPEMHUM HAKAa30M, SIKMI TTOBUHEH MaTU TaKHi
3aroJIOBOK: «HpO BHECEHHS 3MiH A0 HaKasy...» 13 3a3HAYCHHSIM AaThu, HOMEpa, 3aroJIOBKa po3rnopsaa4yoro
AOKYMCHTA, 10 AKOT'O BHOCATHCA 3MIHHU. P03nopsmqa YaCTHHA HaKa3y MOYNHAETHCA 3 TAKOI'O IIYHKTY:

«1. BHecTu 10 Hakazy KepiBHUKA 3akiafy Bix 24 tpaBHs 2022 p. Ne 95 «IIpo...» Taki 3MiHU: «...».
Jani okpeMHMH MIATYHKTaMH (POPMYJITIOIOTHCS 3MIHH JI0 PO3IOPSAAYOTO TOKYMEHTA, HAIPUKIIA:

«1) MyHKT 2 BUKJIACTH B TaKil pelaKiii:...»;

«2) MyHKT 3 BUKIIOUUTHY;

«3) ab3an qpyruil MyHKTY 4 JONOBHUTH CIOBAMHU...».

SIKI10 3MIHM 1O pO3MOPSAIYOro JOKYMEHTa 0(OpMIIIOIOTHCS Ha OKpPEMOMY apKylll (apkymiax), y
HEepUIOMY MYHKTI PO3MOPSAAYO0] YACTUHU HaKa3y 3a3HAYAEThCS:

«1. BHectn no Haka3y kepiBHuKa 3aknaay Big 01 rpyans 2024 p. Ne 100 «IIpo ...» 3MiHH, 110
JIOAAIOTHCSD».

1.5. OcranHii TyHKT pO3MOPSI4Ol YACTUHH, y pasl MOTPeOH, MOXKe MICTUTH pIlIEHHS Mpo
MOKJIAZICHHS Ha TI0CAaI0BY 0c00Yy (PYHKITI KOHTPOJIIO 32 BUKOHAHHSIM HaKazy.

Jlo Haka3iB He MOXe BKitouaTucsi myHKT «Haka3 nosectu a0 Binoma ...». Ilocanosi (ciry:x00Bi)
0oco0m, 10 BilOMa SKHX JOBOJUTHCS HaKas, 3a3HAYAIOTHCS Y MOKAKUYUKY (CIHCKY) PO3CHIIKH, SKHMA
YKJIaJ[a4 TOTY€E Pa3oM 13 MPOEKTOM PO3MOPSTIOro JOKyMEHTa 1 mepeiae 0coo1 (ocodam), BIAMOBI TaIbHIMA
(BiAMOBIJATBHUM) 32 J1IIOBOJICTBO, MiCIs MiAMMCAHHS TAaKOTO JOKYMEHTA.

1.6. Haka3 3 KaJpoBHX IHWTaHh THUMYACOBOTO CTPOKY 30epiraHHsi, pyxy 3100yBadiB OCBITH
oopMITIOETbCA Y BUIJISIII 1HAMBITyadbHOro abo 3BeAeHOro (y pasi HaJaHHS IIOPIYHOI OCHOBHOI
BIIMMYCTKH MpalliBHUKaM 3aKJajly, 3apaxyBaHHs 37100yBaviB OCBITH Ha MEPIIHA KypC).
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B inguBigyansHOMY Haka3i MiCTUTBCS 1H(OpPMAILisS PO OJHOTO MpalliBHUKA (37100yBada OCBITH); Y
3BEJICHOMY — IMPO KUJIBKOX.

1.7. 3micT 1HAUBIAYaATBHOIO HAaKa3y 3 KaJ[pOBUX MUTaHb CTUCJIO BUKIIAJAEThCS B 3ar0JIOBKY, SIKHH
NOYMHAEThCS 3 TpuiiMenHuka «[Ipo» 1 ckimamaeTbcs 3a OMOMOTOI0 BiAJIIECTIBHOTO IMEHHHUKA,
Hanpukian: «IIpo npusHaueHHs...», «I[Ipo npUHHATTS...». Y 3B€AE€HUX HaKa3ax MOXe 3aCTOCOBYBaTHUCh
y3arajibHEHUH 3arojoBoK, Hanpukiaz: «IIpo HagaHHs MOPIYHUX OCHOBHUX BIJITYCTOKY.

1.8. Y tekcTi HaKa3y 3 KaJI[pOBUX IINUTAHb, SK IIPABHUJIO, KOHCTATYyr049ad YaCTHHA HC 3a3HAYA€TbCA.

1.9. Posnopsiqya yacTrHa Haka3y MOYMHAETHCS, SK MpaBUiIo, 3 JieciaoBa y (opmi iH}IHITHBA:
«I[TPUMHAT», <ITPUSHAUYUTW», «IIEPEBECTH», «OI' OJIOCUTHUY Tommo.

Jlam 3a3HaYarOThCSA BEJIUKUMH JIITEPAaMH TPI3BHINE IMPaIliBHUKA, 1 3 BEIUKOI JIITEPU - iM’s, 1O
0aThKOBI MpaIliBHUKA, HA SKOTO MOITUPIOETHCSA ISl HAKa3y Ta TEKCT HaKa3y, HAPUKIIA/I:

[TPUUHSITU:

INEBYEHKA IBana AmnapilioBMYa Ha IMOCajy 3aBiyBada TrocrojapcTBa 3akiamy ocita 3 01
yepBHs 2022 poKy 3 OIUIATOO IMpalli BiIOBITHO 10 YUHHOTO 3aKOHO/IaBCTBA

ITincrasa: 3aasa [llesuenka ILA. Big 01.06.2025 Ne 01-25/39.

VY po3nopsayiil yacTHHI Haka3y Ha3Ba MICSL 3alMCYEThCSA NPOMUCOM. Y 3BEACHUX HaKazax, sKi
CTOCYIOTBCS KIJIBKOX TIPAIliBHUKIB, MPi3BUIIIA 0CI0 Y MeXaxX IMyHKTIB PO3MIIIYIOTHCS 3a al(aBiToM.

1.10. ¥ naka3i npo npu3HaueHHs a00 3BUTFHEHHS MpAalliBHUKA 3a3HAYAETHCS MMOBHA JaTa (YuCIIo,
MiCs1lb, PiK) (PAKTUYHOTO BUXOJY IMpalliBHUKA HAa poOOTY (MPUIUHEHHS TPYAOBUX BiTHOCHH), PO3MIpU
H0ro mocaoBOro OKIJIAIy BIAMOBITHO J0 MITATHOTO PO3NHUCY, HAI0ABOK Ta JIOTLIAT.

1.11. V xokHOMY MyHKTi HaKa3y 3 KaJpOBUX MUTaHb 3a3HAYAETHCS MiJCTaBa 100 HOro BUAAHHS
(3as1Ba MpaIliBHAKA, KOHTPAKT, IOTIOBITHA 3aITUCKa, PIIICHHS aTeCTalliiHOl KOMICIi TOIIO).

1.12. KepiBHHK 3aKjiaJly OCBITH MiIMUCY€ HaKa3W OCOOHMCTO, B MeEXax CBOIX ITOBHOBa)XCHb,
BU3HAYEHUX CTATYTOM 3aKjay 3arajbHOl CepeHbOI OCBITH, IOCAI0BUMH 1HCTPYKLISIMHU, HAKa30M PO
pOo310/1171 000B’A3KIB MI’K KEPIBHUKOM Ta HOT0 3aCTYITHUKAMHU.

[Tignuc mMae MICTUTH HaliMEHYyBaHHs MOcaau OcoOH, siKa MiJNHCYe JOKYMEHT (y MOBHIH (opmi,
SKIO JIOKYMEHT HaJpPyKOBaHWI He Ha OJIaHKYy, Y CKOpOUYEHI — Ha JOKYMEHTi, HaJ[pyKOBaHOMY Ha
6J1aHKY), OCOOMCTUH MiAMUC (OKPIM €IEeKTPOHHMX JIOKYMEHTIB), BJIacHE 1M’ 1 Ipi3BHILE.

Ipuxnaou:
Jupexrop
K3 MIMK Ocobducmuii nionuc Mupocnasa ['TA3/IUK
Jupektop Ocobducmuii nionuc Mupocnasa ['A3/IUK

SIKI10 TOKYMEHT MiAMHUCYIOTh KijlbKa MOCa0BUX 0Ci0 O/IHI€T FOPUANMYHOT 0COOH, TO TXHI MiIMUCH
PO3TaIIOBYIOTh OJIMH ITiJT OTHUM BiJMOBIIHO IO MIAMOPSIKOBAHOCTI ITUX 0OCIO.

Ilpuknao:

Jupexrop Ocobucmuii nionuc Mupocnasa 'A3JIUK

I'onoBHuii Oyxrantep Ocobucmuii nionuc Haranis OPJIOBA
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VY pasi BiACYTHOCTI MOcCanoBOi 0coOW, HaiMEHYBaHHS MOCaaW, BJACHE IM’S 1 Mpi3BHIIE SKOI
3a3HA4Y€HO B JIOKYMEHTI, HOT0 Mmianucye ocoba, sika BUKOHYE i1 000B’s3kH, a00 1i 3acTymHUK. Y 1IbOMY
pa3i 00OB’A3KOBO 3a3HA4YaIOTh (PaKTHUYHY IOCATy, BJIACHE IM’S, MpI3BHUILE OCOOM, sKa Migmucaia
JIOKYMEHT (BUIIPABJICHHS BHOCHTb PYKONHUCHUM a00 MAIIMHOIUCHUM CIIOCOOOM, SIKIIO JOKYMEHT
HEMOXJIMBO MEPEIPYKYBATH).

Ilpuknao:
3aCTyNHUK JUPEKTOPa Ocobucmuii nionuc Epixa KAHUI
Hupexzep Mupocsapa FASHHK

He no3BoseHo mij yac mianmucaHHs JOKYMEHTa CTaBUTH IPUMMEHHUK «3a» 9i TPaBOOIUHY TOXUITY
pHUCKy mepea HaliMeHyBaHHsM Tocaau. CiioBa «BukoHyBad 000B’s13KiB» a00 «B. 0.» 10 HaliMeHyBaHHS
MOoCa/Iv KEpIBHUKA FOPUIUIHOT 0COOU J0IAt0Th JIUIIE B pa3i HOTo 3aMillleHHS Ha MiACTaBl pO3MOPSAIIOTO
JIOKYMEHTA.

Ilpuknao:

B. o. nupekTopa Ocobucmuii nionuc Epixa KAHYIA

[Tigmuc po3MinIyIOTh IMiJ TEKCTOM JOKyMeHTa a0o ITiJ] BiIMITKOIO PO HAasIBHICTH JOJATKIB.

Ocobuctuil miAnuc y BCiX peKBI3UTaX €JIEKTPOHHOTO JIOKYMEHTa, O CKJIaay SIKUX BiH BXOJHTb,
3aMiHIOIOTh €JIEKTPOHHHUM MiAMKICOM, 11O CTBOPIOETHCS BiIIOBITHO 0 3aKOHIB Y KpaiHH

BimOuTOoK meyaTku CTaBIsITh TaK, 00 BiH OXOTUIIOBAB OCTaHHI KUTbKA JIITep HAWMEHYBaHHS [TOCAIN
oco0m, siKa MiAnucana JOKyMEHT, alieé He OCOOMCTHH MiANmUC MocaaoBoi ocobu, abo y crHerialbHO
NPU3HAYCHOMY /IS IIBOTO MicCIli 3 BigMiTKOI0 «MII».

Binburok medaTku B yCiX PEKBI3UTaX €JIEKTPOHHOTO JOKYMEHTa, J0 CKJaxy SKUX BiH BXOJUTb,
3aMIHIOIOTh €JIEKTPOHHOIO M€YaTKOI0, 1110 CTBOPIOETHCS BIJIMOBIAHO 10 BUMOT 3aKOHIB YKpaiHu

1.13. BigmiTka npo O3HalOMJIEHHS 3 JOKYMEHTOM CBIIYUTH MpO (akT O03HalOMIIEHHS
mpaiiBHUKA(- iB) 31 3MICTOM YIIPaBIIHCHKOI(-MX) [ii(-i) CTOCOBHO HBOTO (HHX) Ta CKJIAJAETHCS 3 TAKUX
€JIEMEHTIB: CIiB «3 JOKYMEHTOM O3HailoMiIeHMH(-a, -1):» (0e3 namnok), ocoducroro(-ux) manucy(-ip),
BJacHOro(-ux) iMeHi(iMeH), JaTu, SKy KOXKHHMH MpaliBHUK BJIAaCHOPYYHO MPOCTaBIs€ MiJl dYac
03HalOMJICHHSI.

VY BiIMITII PO 03HAHOMIIEHHS 3 JJOKYMEHTOM 3aMICTh CJIOBA «JIOKYMEHT» MOXe OyTH 3a3HaueHO
HOro KOHKpeTHUM BUA (HaKas, pO3MOPsIKEHHS, aKT, [10Ca10Ba IHCTPYKIIiS TOLIO).

Ipuknaou:

3 Haka3oM O3HAMOMJICHUH:

Ocoboucmuii nionuc Ilerpo IIETPEHKO

oama

3 MoCcaI0BOIO IHCTPYKITIEI0 O3HANOMIICHI:
Ocobucmuu nionuc Ilerpo IIETPEHKO
24.05.2025
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Ocobucmuii nionuc Isau IBAHYEHKO
24.05.2025

Haka3u 000B’SI3KOBO JTOBOISATHCS 10 BilomMa 0ci0, po3mopsiaua 4aCTHHA SKUX CTOCYETHCS abo
BCHOT'O IEAAroriYHOr0 KOJEKTHBY. BigmiTka mpo O3HAHOMIJICHHS 3 HAKa3oOM BKa3aHUMH B HBOMY
ocobaMu poOUTHCS Ha TEPIIOMY IPUMIPHUKY HaKazy.

BinmiTKy 1po 03HailOMJICHHS 3 JOKYMEHTOM PO3MILIYIOTh HIDKYE PEeKBi3uTy «Iligmucy.

Haka3u HymepyroTbcsl B MOPSAKY 1X BUJAHHS B MeXaxX KaJeHJApHOTO POKY; Haka3W 3 OCHOBHOI
JISUTBHOCTI, pyXy 3100yBayiB OCBITH, aJAMiHICTPaTUBHO-TOCHOAAPCHKUX, KAaAPOBUX IMUTaHb MalOTh
OKpeMy HOPSIKOBY HyMepaIliro. 3 METOI0 PO3pPi3HEHHs TPy HAKa3iB 10 PEECTPALIHOTO iHEKCY HaKa3y
yepe3 nedic 101a€Thes JTITepHa BiAMITKA, HAPUKIIAL:

Haxkasu 3 ocHOBHOI mistimbHOCTI - Ne 52

HaKa3M 3 aJIMIHICTPAaTHBHO-TOCIIOIAPCHKHX MUTaHb - No 52/r;

HaKa3HW 3 KaJApPOBHX MUTaHb - Ne 52/k;

HAKa3W NP0 HAJaHHS MIOPIYHMX OCHOBHUX BIAIYCTOK Ta BIAIYCTOK y 3B’SA3KYy 3 HaBUAHHSIM
MpaliBHUKIB - Ne 52/B;

HaKa3u 3 pyXy KOHTHHI'€HTY 3100yBauiB ocBiTH - Ne 52/ (3-Y I3, B-Y /13, 3-Y @10, B-Y®1O)

2. IIpoTokois - TOKyMEHT, y sSikoMy (hikCyeTbes miepeOir BEICHHS 3aci/iaHb, YXBAJICHHS PIIICHb
JIOPaYMMU Ta KOJIET1aIbHUMH OpraHaMHU, KOMICISIMH TOIIIO.

2.1 Tlporokonm 3aciiaHb NEAArOTiYHUX pajJ, IHIIMX JOPAJAYUX Ta KOJIETIaIbHUX OpPTaHiB
CKJIaJAIOThCSl B CTUCHINA (GopMmi. Y TPOTOKOINI, CKIAJEHOMY B CTHCIHiH (opmi, (DIKCYIOThCS IuIIe
NPUIHATI pileHHs 6e3 aeranizalii nepediry 00roBOpeHHs MUTaHHS.

VY pasi notpedu 3a pilIeHHSIM 3arajibHUX 300piB (KOH(pEpeHIil) KOIEKTUBY IPOTOKOIHN 3aralbHUX
300piB (KOH(pEpeHL1Iii) KOJEKTUBY MOXYTh CKJIQAATUCS Y TIOBHIH (GopMi.

Hyw™mepaliiss mpoTOKOJiB 3acifjaHb MENaroriyHoi pajad BEAETbCS B MEXax HaBYAIBHOTO DOKY,
IIPOTOKOJIIB BUOOPHUX OPTraHiB - y MEKax iX MOBHOBAKEHb.

Hyw™mepaltisi MpOTOKOIIB BeIeThCSI OKPEMO 32 KOXKHOIO I'PYTIO0 MPOTOKOJIIB 3aci/laHb BiAMOBIIHOTO
KOJIET1JIBHOTO OpTaHy.

2.2. JlaToro MPOTOKOITY € JaTa MPOBEICHHS 3aciTaHHs.

3aroJ0BOK /10 TEKCTY MPOTOKOJY Mae€ BiAoOpakaTH BHJ 3aciaHHs (Hapana, 300pu, KOH(pepeHIis
TOI110) 200 KOJIeTiaabHOI AIsNIbHOCTI (KOoMicis, paja, 300pu, podoya rpyma Touo) 1 BKJIIOYaTH Ha3BY BULY
JIOKYMEHTA.

Tekct MMPOTOKOJY CKIIAOA€TbCA 31 BCTyrIHO'f Ta OCHOBHOI YaCTHH.

VY BeTynHIM YaCTHHI MPOTOKOJY 3a3HAYAIOTHCS MPI3BUIIA Ta 1HII1A]IM TOJI0OBU a00 rOJIOBYIOYOIo Ha
3acijjaHHi, 300pax TOIlo, CeKpeTaps, 3aIpOoIlIeHNX, a TAKOXK MPUCYTHIX 0ciO.

VY pasi notpebu 3a pilIEeHHAM BiJIMOBITHOTO OPraHy y CIUCKY NMPHUCYTHIX 3a3HA4YarOThCs MOCATU
3ampomIeHuX OcCi0 Ta HaMEHyBaHHS YCTaHOB. SIKIO KIIBKICTh MPUCYTHIX mepeBuinye 15 ociO,
3a3HAaya€ThCs 1X 3arajibHa KUIBKICTh 3 IOCHJIAHHSIM Ha CIIUCOK, 10 J0a€THCS 10 IPOTOKOITY.
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2.3. BerynHa yacTuHa MICTUTH MOPSAOK JEHHUMN: MEPENiK PO3INISHYTUX HA 3aciJaHHI MHUTaHb.
[Topsok AeHHMI TOAAETHCS HAIPUKIHII BCTYITHOI YaCTHHH.

Crnosa «Ilopsimox AeHHUI IPYKYIOTHCS BiJl MEXI1 JIIBOTO TOJIS, MICJSI HUX CTaBUTHCS JABOKpAIKa.
Koxne nutanHs HymMepyeThesi apaOChbKuMu nudpamu 1 ApyKyeThes 3 ab3amy. PopMyBaHHS MHUTaHb Y
MOPSIIKY JICHHOMY TTOYMHAETHCS 3 puiiMeHHuKa «IIpoy.

2.4. OcHOBHa YacTUHA MPOTOKOJIY CKIQJA€THCS 3 PO3MILUIIB, SIKI MalOTh BiANOBIAATH MyHKTaM
HOPSAKY AeHHOTO. Po3/1iinn HyMepyroThCs apaOCbKUMU LU(paMH i Oy TyIOTHCS 32 TAKOIO CXEMOIO:

st ctucioi popmu nporokoiB: «CIITYXAJIN - YXBAJINIIN»;
quts oBHOT popmu nipotokoiiB: «CIIYXAJIN - BUCTVYIIWIIN - YXBAJINIJIN».

[Ticnst cnoBa «CJITYXAJIN» 3 HOBOTO psijika 3a3HAYAIOTHCS MPI3BUIIE Ta iHiMianM (iHIiaT iMeH1)
KO’KHOTO JIOIOBIIaya.

VY noBHil Gopmi nporokony micas cinoBa « BUCTYIIMIINY ¢ikcyroTbes BUCTYIH THUX 0Ci0, sKi
B3SUIM y4acTh B OOTOBOPEHHI JOMOBII (MUTaHHS TOPSIKY IE€HHOTO). BucTtynmu ogopMITIorOThCS B
NPOTOKOJII 13 3a3HaUEHHSM TOCaJ, MPi3BUII Ta iHiIiamiB (iHiliamxy), IMEH JOMOBiJadiB y Ha3MBHOMY
BIIMIHKY, BUKJIQICHHSAM 3MICTy BUCTYITy a00 MUTaHHS, BIAMOBI/II HA HHOTO.

2.5. TexcTu BUCTYMIB Y IPOTOKOJI BUKIIAAAIOTHCS BiI TPETHOT 0COOH OJHUHHU.

Tekct abo Te3u AOmOBiAI, OGOPMIICHI SIK OKpeMi JTOKYMEHTH, IO TEKCTy IPOTOKOIY HE
BKJIFOYaroThes. Ilicas BimomocTel mpo J0IOBijaya CTaBUTHCSA THPE 1 3a3HadaeThbes « TeKCT IomoBimi
JOJTAETHCS IO MIPOTOKOITYY.

[Ticns cnoBa « Y XBAJINJIN» dikcyeThcst pUAHATE PIIIEHHS 3 00TOBOPIOBAHOTO MUTAHHS TTOPSIKY
JIEHHOTO, SIKE Ma€ BKIIIOUATH CKJIAJIOB1, 1110 BIAMOBIIal0Th HA TaKi MUTaHHS: KOMY, 110 3pOOUTH 1 B SIKUI
CTpOK.

V pasi K110 NpUiiMa€eThCs PILLIEHHS PO CXBAJIEHHS, IOTOPKEHHS, 3aTBEPPKEHHS JOKYMEHTA, IKUH
0o0roBoproBaBcs Ha 3acifiaHHi, IEed JOKyMEHT JOJA€TbCsl O MPOTOKONY. 3a HAasBHOCTI IHIIUX
JIOKYMEHTIB, 10 PO3IJIAAAUCs Ha 3acifjaHHl Ta (akT OOroBOpEeHHs SKHUX Oylo 3a(iKCOBaHO B TEKCTI
IIPOTOKOJy, BOHM HYMEpPYIOThCS apaOChbKUMU LHU(ppaMu (Hampukiaa, Aodarok 1, gomatok 2). Y
BIJITIOBITHUX ITyHKTaX MPOTOKOJY MPOCTABIISAIOTHCS MMOCUJIAHHS HA 111 JOJATKH.

[TpoTokou mignKCye TOJIOBYIOUMIT Ha 3aCiJaHH1 KOJIET1aJIbHOTO (JJOpadoro) opraHy Ta cekperap (3a
HasiBHOCTI). [IpoTokon 3aciganb KOMiCii MIAIUCYIOTh YC1 YJI€HH KOMICI.

3. Jluctu cknagaroTbes 3 METOI0 OOMiHY 1H(OpPMALI€I0 MK 3aKIaJOM Ta OpraHaMM JAep>kKaBHOL
BJIaJ[M, OpraHaMU MICIIEBOTO CaMOBPSIyBaHHs, X MOCAJIOBUMH 1 CIIy’KOOBUMH 0CO0aMH, 3aKjIa/laMH,
yCTaHOBAaMH, OpraHi3allisiMMi Ta IHIMUMH (PI3UYHUMH 1 FOPUIUYHUMH 0COOaMHU.

bnanku nucta MaroTh Taki PeKBI3UTH:
HaiMeHyBaHHS 3aCHOBHHKA (3aCHOBHHKIB) 3aKiaay (HalpHKIiIaz, 3akaprnarchbka obacHa pajaa);
MOBHE HAaMEHYBaHHS 3aKJIay BiJMOBIIHO 10 YCTAHOBYUX JIOKYMEHTIB;

JOBIIKOBI JjaH1 TIpo 3akiaj (MomToBa aapeca, Homepu Tenedonis, gakcis, kox €IPTIOY, anpecy
€JIEKTPOHHOI MOILTH TOUIO).

PexBizuTn nmcra: nmara, peecTpaiiiHUi 1HAEKC, TOCHJIAHHS Ha PEECTpAIiiHUN 1HIAEKC 1 Jary
JIOKYMEHTa, Ha KU HaJaeThCsl BIAMOBIAL (3a mOTpeOH), agpecaT, TEKCT, BIIMITKa IpO HasBHICTh
J0JIaTKIB (3a MOTpedH ), MIAMKC, BIIMITKA TPO BUKOHABLIS.
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Jaroro nmcra € mata MOro MiAMHCAHHS, sSKa Mae 30iraTWcs i3 NaTOK peecTparlii BUXITHOT
KOPECTIOH/ICHIIII.

Tekcr nmcra BUKIAAEThCA BiA IMEpHIoi 0coOM MHOXHHH 3 BHKOPHUCTAHHSM CIIB: «IIPOCHMO
MOBIJIOMHTH...», «PO3’ICHIOEMO, III0...».

3a3BUYail y IMCTI HOPYUIYETHCS OJIHE TUTAHHSL.

4. AKT - TOKYMEHT, CKJIaJICHUH TPYIIOI0 OCi0 I 3aCBiTUEHHSI BCTAHOBJICHUX (DaKTIB ab0 MOIIH.
AKTH O(OPMITIOIOTECS 3a pe3yJbTaTaMU pPEeBi3iil (piHAHCOBO-TOCTIOAAPCHKOI MiSTIBHOCTI, MiJ dYac
pPUIMaHHS-TIepeIaBaHHs CIIPaB, CIIUCAHHS MaiHa TOIIO.

JlaTtoro akTa € parta Woro CKiajeHHS.
TekcT akTa CKJIaAaeThCs 31 BCTYIHOT Ta KOHCTATYIOY0i YaCTHH.

VY BCTYNHIM 9acTHHI 3a3HAYAIOTHCS MIJCTABU JUI CKJIQJAaHHS aKTa Ta HAa3MBAIOTBhCS OCOOM, SIKi
CKJIaJIK aKT 200 OyJIM MPHUCYTHI MIPH [IBOMY.

Y KOHCTaTyloUiil YaCTHHI BHKJIAJAlOThCA CYTh, 3aBJaHHS, XapakTep BHKOHAHOI po0OTH,
BCTAaHOBJICHI (paKTH, IPOIMO3HIlii Ta BUCHOBKU. KOHCTaTyr0Ua YacTHHA MOXKe 0()OPMITIOBATUCS Y BUTJISL
TaOJIMLI.

VY KiHIII TEKCTY aKTa 3aMuCyIOThCS IaHi PO KiIJIbKICTh IPUMIPHUKIB aKTa Ta 1X MICIIe3HAXOIKEHHS.
AKT MiITUCYIOTh yCi 0c00U, SIK1 Opaiiy y4acTh y HOro CKJIaiaHHi.

Oco0a, sika Mae 3ayBa)K€HHS JI0 3MICTY aKTa, MiJIHUCY€E HOTO 1 BUKJIAJa€ CBOIO TyMKY Ha OKPEMOMY
apKyIIi, SKUH T0JA€ThCS A0 aKTa.

IV. PeecTpanist 10KyMeHTIB

1. JlokyMeHTH B 3aKjaJi peecTPyIOThCS HEHTPATi30BaHO HE3aJeKHO Bif criocoly iX CTBOpEHHH,
OJIEpKaHHA M BIATBOPEHHS. Y 3aKjajJli MOXKE 3aCTOCOBYBATHCS aBTOMAaTH30BaHa (opMma peecTparil
JIOKYMEHTIB 3 BUKOPUCTaHHIM CHELIaIbHUX KOMIT FOTEPHUX IPOTPaM.

2. Peectparrisi AJOKyMEHTIB 3[iHCHIOEThCS BiAmoBiAHO 1o [IpaBui opranizaiii AilToBOJCTBa Ta
apxiBHOTO 30€epiraHHs JTOKyMEHTIB.

3. Peectpamist JTOKYMEHTIB IMpPOBOAUTBHCS 3 METOK 3abe3nedeHHs iX OOMIKy, KOHTpOJIIO 3a
BUKOHAHHSM 1 ONEpaTUBHUM BUKOPHUCTAaHHSAM iH(popMallii Ta MoJsirae y BEACHHI 3amucy OOJIIKOBUX
JAHUX TPO JTIOKYMEHT, SKUM (PIKCY€eThCsl (PaKT CTBOPEHHS, BIANpPAaBIEHHS a00 OTpUMaHHS JTOKYMEHTa
[IUISIXOM TPOCTABJIEHHS Ha HhOMY PEECTPALIIMHOTO 1HJIEKCY 13 3aITMCOM Y BIMOBITHUX KypHaax (6azax
ABTOMATHU30BAHUX CHCTEM) peecTpallii HeOOX1AHUX BIJOMOCTEH MPO TOKYMEHT.

4. PeecTparii misaraTh BXiAH1, BUX1IHI Ta BHYTPIIIHI JOKYMEHTH (JOB1JIKH, JOTOBIIHI 3aITUCKH,
3as1BU, TIPOTOKOJIH 3aCi/IaHb MeJaroriyHuX pajl, KOMICii TOIIo).

5. JIOKyMEHTH pPeeCTpyIOThCS JIMIIE OJIWH pa3: BX[HI - y JIeHb HAJAXOJDKEHHS abo He mi3Hilne
HACTYIIHOTO POO0YOro JHS, SKIIO0 JOKYMEHT HaAlMIIOB y HepoOouMi yac, CTBOPIOBaHI - y JI€Hb
MiIICaHHs a00 3aTBEPKEHHS.

6. JIokyMeHTH, sIKI HaJXOAATh JI0 3aKJIay, PEECTPYIOTHCS B AKYPHAJI BXiHOI KOpECIOHACHII1, Ti,
IO BIANPABISIOTHCA,- y KYpHaIl BUXIIHMX JOKYMEHTIB, BHYTPIIIHI - y JKypHajJl BHYTPILIHIX
JIOKYMEHTIB, HaKa3M - y *KypHajlaX peecTpalii Haka3iB.

[Tepemik JOKYMEHTIB, 110 HE MIJISTAIOTh PEECTpaIlii CreIiaabHO MPU3HAYCHOIO TSI IIBOTO 0CO00T0,
HaBEJIEHO y N0JaTKy S 10 1€l [HeTpykuii.



15

DopMy peecTpalifHOro XypHaly Haka3iB KepiBHHKA 3aKiagy HaBEIEHO Yy J0JaTKy 6 1o miel
[HCTpYKIIi.

[TpumipHi popMu peecTparliiHuX KypHaIIIB BX1THUX, BUX1THUX, BHYTPIIIHIX TOKYMEHTIB HaBEJICHO
y noxatkax 7-9 mo miei [HCTpyKIii.

7. JJOKyMEHTH peecTPyIOThCS 3a TpyNaMM 3aJIeKHO BiJl Ha3BH BUIY, aBTOpa Ta 3MicTy. OKkpemo
pPEECTPYIOTHCS:

BX1/IHI IOKyMCHTH;

HaKa3® 3 OCHOBHOI IisIIILHOCTI;

HaKa3u 3 pyXy KOHTHHTEHTY 37100yBadiB OCBITH;

HAKa3| 3 aIMIHICTPATUBHO-TOCTIOJAPCHKUX MTUTaHb;

HAKa3| 3 KQJAPOBUX MMUTaHb TPUBAIOTO 30epiraHHs;;

HAaKa3| 3 KJPOBUX ITUTaHb THMYACOBOI'O CTPOKY 30epiraHHs;

BHYTPIIIHI JTOKyMEHTU (IIPOTOKOJIM, JIOBIJKH, JOIOBIiJIHI, TOSCHIOBAJIbHI 3alUCKH, 3asBU
MPAIiBHUKIB TOIIIO);

OyXraiaTepchKi TOKyMEHTH;
3BEpHEHHS TPOMa/IsH, Y TOMY 4KCii 0aThKiB a00 3aKOHHHUX MPEICTaBHUKIB 300yBayiB OCBITH;
3aMuTH Ha MyOJIiYHy 1H(OpMAIIiio.

8. Ilig uwac peecTparii JOKyMEHTa HAJa€ThCS YMOBHE IO3HAYEHHS - PEECTpAllifHUMA 1HIEKC.
CkI1a10Bi YaCTUHU PEECTPALIIMHOTO 1HIACKCY TIOKyMEHTa (KpiM 3BepHEHb I'POMA/ISiH) BlJOKPEMITIOIOTHCS
OJIHA BiJ OJTHOT TPaBOOIYHOIO MOXHUIIOK) PUCKOIO.

9. JInst BXiAHUX TOKYMEHTIB PeECTpaLliifHUIA 1HAEKC CKIIaIa€THCS 3 MOPAIKOBOTO HOMEPA Ta 1HAEKCY
cnpasu, Hanpukiaa 89/02-04, ne 89 - mopsaAKOBU HOMEp JHOKyMEHTa y Mexax poky, 02-04 - immekc
CIIPaBH 32 HOMEHKJIATYPOIO CIIPaB.

10. V BuXiAHOTO Ta BHYTPILIHBOT'O (32 BUHATKOM HaKa3iB, IPOTOKOJIIB) IOKYMEHTA peecTpariitHuii
1H/IEKC CKJIQIA€THCS 13 1HIEKCY CIIpaBM 32 HOMEHKJIATYPOIO CIIPaB Ta MOPSIKOBOTO HOMEpa, HaIPHUKIIa
02-04/176, ne 02-04 - ingekc cupaBu 3a HOMEHKJIATYPOIO CIpaB, 176 - MOPSIKOBUIl HOMEpP TOKYMEHTa
y M@Xax pOKY.

V. Cri1ajaHHS HOMEHKJIATYPH CIIPaB

1. Homenknatrypa cmpaB - O0OOB’S3KOBHM [IJIsi 3aKjaqy CHUCTEMAaTU30BAaHUW TIEpeNiK Ha3B
(3aroJyIoBKiB) CIIpaB, 1110 GOPMYIOTHCS 13 3a3HAUEHHSIM CTPOKIB 30epiraHHs CIpas.

2. HomeHkmaTypa crpaB CTBOPIOETBCS 3 METOI BCTAaHOBJCHHS B 3aKiaji €IMHOTO TIOPSIIKY
¢dopmyBaHHS crpaB, 3a0e3ledyeHHs iX OOJIKY, ONMEpPaTUBHOIO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1
BHJIOM, BU3HAUEHHS CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO ISl CKJIaJIaHHS OTMCIB CIIPaB MOCTIHHOTO
Ta TpuBajoro (monaza 10 pokiB) 30epiranHs, a TakoX Juis O0JIiKy cmpaB TUMYacoBoro (10 10 pokis
BKJIIOUHO) 30€epiraHHs.

3. CknaganHs Ta oopMIICHHS HOMEHKJIATYPH CIIpaB 3A1MCHIOETHCS BIJIMOBIIHO O BUMOT TJIaBU
1 po3ainy IV IIpaBun opranizanii AiJI0BOACTBA Ta apXiBHOTO 30epiraHHs.

4. HomeHknaTypa copaB 3akjiaay po3poOJIS€ThCA BIAMOBIIAIBHOIO 0CO00I0 (BIAMOBIIATEHUMU
ocobaMu) 3a OpraHizalilo JUIOBOJCTBA Y 3aKJaji 13 3aly4eHHsAM (axiBLiB CTPYKTYPHHUX IiJIPO3/LIIB
3akiamy (3a ix HasIBHOCTI).
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5. Homenkmarypa crmpaB yXBaJIO€ThCS €KCIEpTHOIO komiciero (mami - EK) 3akmamy, sxa
CTBOPIOETHCS BIAMMOBITHO /10 3aKOHO/IaBCTBA.

6. KepiBHHUK HOBOCTBOPEHOTO 3aKyiaqy 3000B’SI3aHMI HE IMI3HIIIE OJHOTO POKY 3 ITOYaTKy
nisutbHOCTI mojatu cxBajieHy EK 3akmany HOMEHKIAaTypy clpaB Ha pO3IJISA €KCIEPTHO-TIEPEBIpHii
komicii (mami - EINK) BiamosimHoro nepskaBHoro apxiBy, EK apxiBHOro Biminy paiioHHOI JeprKaBHOI
ajMiHicTparii abo MICbKOi pajay, y 30HI KOMIUIEKTYBaHHS SKOTO IepeOyBae 3aKiaf, /Ui MPOBEICHHS
eKCIePTHU3U IIIHHOCTI JOKYMEHTIB 3 METOI IX MOXKJIMBOTO BIHECEHHS N0 JKepesl (opMyBaHHS
HarmionaneHoro apxiBaoro gouny (mani - HAD).

7. 3aknaa, Mo HAIEXKUTh 10 Jkepen ¢opmyBanHs HA®D, y mopanpmioMy MOTOJKYE CBOKO
HOMeHKJIaTypy crpas 3 EIIK BiAmoBiAHOTO ep>KaBHOTO apXiBy.

8. 3akiaz, y JisUIbHOCTI SIKOTO HE YTBOPIOIOTHCS JOKyMeHTH HA D, moroakye HOMEHKIATypy CIIpaB
3 EK oprany ynpagpiiHHS OCBITOO.

9. Homenknarypa crpaB 3aKiaay MiJUIsIrae moroKSHHIO 3 BiIIOBITHUM JIEp’KaBHUM apXiBoM abo
OpraHOM YIIPaBJIiHHSI OCBITOIO OJIMH Pa3 Ha I’ sITh POKIiB 200 HEBIJIKJIAIHO B pa3l iICTOTHUX 3MiH y (opmi
BJIACHOCTI, CTPYKTYpi, QYHKIIAX Ta Xapakrepi poOoTH.

10. IToromxkeny EIIK BigmoBigHOro nep:kaBHOro apxiBy abo EK oprany ympaBiiHHS OCBITOO
HOMEHKJIATypy CIpaB 3aTBEPKY€ KEPiBHUK 3aKIIay.

11. HanpukiHIli poKy HOMEHKJIATypa CIpaB 3aKPUBAETHCS IMiICYMKOBUM 3aIIFCOM PO KaTeropii Ta
KUIBKICTb CIIPaB, 3aBEJCHUX Y BiJMIOBIAHOMY POIIi.

12. HomeHnknarypa cmnpaB mopoky (He mi3Himie 20 TrpyaHs) YTOYHIOETHCS, 3aTBEPIKYETHCS
KEepPIBHUKOM 3aKJIaJy Ta BBOAUTHCA B Jit0 3 01 CIYHS HACTYITHOTO POKY.

VI. ®opmyBaHHs cnipaB, 30epiraHHs JOKYMEHTIiB

1. ®opmyBaHHS cmnpaB — TpyHyBaHHS BHUKOHAHHUX JIOKyMEHTIB y CIIpaBH BIAMOBIAHO JI0
HOMEHKIJIATypH CIIPaB.

2. ®opmyBaHHS CHOpaB 3aKiaay 3IIACHIOEThCS 3 JOTPUMaHHSIM BuMoOr [IpaBun opranizarii
JIUIOBOJICTBA Ta apXiBHOT'O 30epiraHHs JOKYMEHTIB.

3. Haka3u 3 0OCHOBHO{ JisUIbHOCTI 3aKjajly, aMIHICTPAaTUBHO-TOCIIOAAPCHKUX, KAJPOBUX MMUTaHb Ta
pyXy 37100yBadiB OCBITH I'PYHYIOTbCSI B PI3HI CHPaBU Y XPOHOJIOTTYHOMY IMOPSIIKY BIAMOBITHO /10 iX
BUJIIB Ta CTPOKIB 30€piraHHs.

4. JlokyMeHTH, 3aTBEp/HPKEHI HaKa30M KEpiBHUKA 3aKjialy, € JI0JaTKaMU JI0 HbOTO 1 TPYNYyIOThCS
pa3oM i3 UM PO3MOPSITUUM JTOKYMEHTOM.

5. JIucTyBaHHS IPYMYEThCS 3a 3MICTOM 1 KOPECIOHJIEHTCHKOIO O3HAKOI0 Ta CUCTEMATU3YEThCS B
XPOHOJIOTIYHOMY MOPSAKY: TOKYMEHT-BINOBIAb PO3MIIIYETHCS 32 JOKYMEHTOM-3aIIUTOM.

6. IloiMeHHi KHUTH OOJIKYy OCOOOBOro ckiaay 3400yBadiB OCBITHM, KHUTU HaKa3iB 3 pyxy
KOHTHHTEHTY 3/100yBayiB OCBITH, KHUTY OOJIKY Ta BUJaudl JOKYMEHTIB IIPO OCBITY IPOIIHYPOBYIOThCS,
a CTOpIHKM HyMepyroTbcs. Ha ocTaHHINM CTOpIHII >KypHAIy/KHUTH POOUTHCS 3allUC MPO KUIBKICTh
CTOPIHOK Yy KYpHaII/KHHU31, L0 MIANHUCYE KepiBHUK 3akiaay. [lignmuc kepiBHHKa CKpIMUIIOETHCS
MIEYaTKOIO 3aKJIay (3a HAsIBHOCTI).

7. Y pa3i notpebu 3a pillICHHSIM NEeIaroriyHoi paju y 3aKkjiaji MOXKYTb CTBOPIOBATUCS Ta BECTHCH
1HII1 )KypHAaJIU (KypHaJI PaKTUYHOTO TICUX0JIOTa, COLIaIbHOIO MeAarora Toulo).
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VII. Excnepru3a niHHOCTI 10KyMeHTiB. Ilopsinok miaroroBku cnpas 10
nepeaaHHs IJIs1 apXiBHOTO 30epiranus

1. ExcriepTu3sa 1iIHHOCTI TOKYMEHTIB Ta MOPSIOK MATOTOBKY CHPaB J0 MEPEIaHHs sl apXiBHOTO
30epiranHHs 3iHCHIOIOTbCA Ha Tijacrasi [lpaBuin opranizamii 1ij0BOACTBA Ta apXiBHOTO 30epiraHHA
JIOKYMEHTIB.

CrnermianpbHi BUMOTH J0 €KCIEPTH3U IIIHHOCTI JOKYMEHTIB Ta MOPSJAKY IJATOTOBKU CIIPaB JI0
niepeaHHs ISl apXiBHOTO 30epiraHHs 3akiany nepeadadei miero [HeTpykiieto.

2. Jns opranizamii Ta TPOBEACHHS EKCIIEPTHU3M IIIHHOCTI JOKYMEHTIB, IO YTBOPHIIHUCS Y
TTOBOACTBI 3aKiiaay, Ta MOJAHHS Pe3yJbTaTiB €KCHEPTU3H IIHHOCTI AOKyMeHTIB Ha posrisia EITK
nepkapHoro apxiBy (EK apxiBHOro Bimaily pailOHHOI Jep)kaBHOI aaMiHIiCTparii abo MIChKOI paju)
yrBoproetbesi EK 3axmany. CrBopennss EK ta opranizamist ii poOoTH 34ilCHIOIOTECS BIAMOBIAHO 10
noctaHoBu KabGinery MinictpiB Ykpainu Bim 08 cepmast 2007 poky Ne 1004 «IIpo mpoBeneHHs
eKCIEepTH3U IIHHOCTI JOKYMEHTIB» Ta Haka3y MinicrepcrBa roctuuii Ykpainu Big 19 uepsus 2013
poky Ne 1227/5 «IIpo 3arBep/keHHST THIIOBOTO IOJOKEHHS MPO E€KCIIEPTHY KOMICIIO Jep>KaBHOTO
Oprafy, OpraHy MiCIIEBOTO CAaMOBPSAYBaHHS, JEPKABHOTO 1 KOMYHAJIBHOTO MiIPUEMCTBA, YCTAHOBHU Ta
oprasizaiii», 3apeecTpoBaHoro B MiHicTepcTBi toctulii Ykpainu 25 uyepBHs 2013 poky 3a No
1062/23594.

Cxiag EK Ta momoskeHHst Ipo Hel 3aTBEpUKYIOTHCSI HaKa3oM KepiBHUKa 3akiamy. ['omoBoro EK
MPU3HAYAETHCS OJIMH 13 3aCTYMHUKIB KEpiBHUKA 3aKiaqy, CEeKpeTapeM - ocoda, BIANOBiJalbHA 3a
JIOKYMEHTH, 1110 ITiIISTal0Th 30€pIraHHIO Ta TIEpeJaHHIO B apXiB.

Ho cxmany EK 3aknany 3a ix 3roforo MOXKYTb BXOJMTH NPEACTABHUKU apXiBHUX YCTaHOB, OPTaHy
BUIIOTO DiBHS (BIAMOBIAHOTO OpraHy YIpPAaBIiHHS OCBITOI0), METOJUYHUX IIEHTPIB, MPOQeciiHuX
CITLIOK, TX 00’ €IHaHb.

3. CnopaBu noctiitHoro ta tpuBanoro (nonan 10 pokiB) 30epiraHHsi mepenaTbcs Ha 30epiraHHs
0c001, BIAMOBINANBHIN 3a apxiB, 32 ONHCAMH, IO CKJIATAIOTHCA OCOO0AMH, BIAMOBITATBPHHUMH 32
(bopMyBaHHS CIIpaB 3 BiAMOBIIHOTO HANIPSAMY.

[TpuiHATTS KOXKHOI CIIpaBH 3A1MCHIOETbCS y IPUCYTHOCTI NMPAIIBHUKA, IKUW [IEpe/la€ TOKyMEHTH.

4.V KiHIIl KOXXHOTO IPUMIpHHKA OMKCY 0c00a, BIAMOBIAaIbHA 32 apXiB 3aKJaly, IPOCTABIISE MAMNNC
IIOJI0 MPUHHATTS clipaB 3 00OB’SI3KOBUM 3a3HAYEHHSIM KUIBKOCTI (IupamMu 1 CIOBaMH) HEepelaHuX
CIpaB 1 3a3HayacE J1aTy.

5. Ilicns mpuHHATTS crpaB MocTiiHOro Ta TpuBayioro (moxHazn 10 pokiB) 30epiraHHs, 3 KaJpOBUX
MUTaHb 0co0a, BIAMOBITATbHA 3a apXiB 3aKjaay, Ha IIJCTaBl OMUCIB CHpaB, 3a SKUMHU 3/I1MCHEHO
NPUNRHATTS JOKYMEHTIB, 32 BCTAHOBJIEHOIO (DOPMOIO TOTY€E PiuHi PO3/LIN 3BEIE€HUX OMUCIB CIPAB:

nocTiiHoro 36epiranus (y 3akiaji, uo € pxepeaoM popmyBanns HAD);
TpuBasioro (nmoxaxa 10 pokiB) 30epiranHs;
3 KaJIpOBUX MTUTAHb.

Oco0o0r0, BIAMOBITATBHOO 32 apXiB, CKJIAAETHCS aKT MPO BHIIyUEHHS JUIsl 3HUIICHHS TOKYMEHTIB,
He BHeceHux 10 HAOD.

6. 3BelIcHHI OMKC CIIpaB MOCTIMHOTO 30epiraHHs CKIAaJA€eTbCsl y YOTUPHOX MpuMipHukax. [licas
cxBanieHHs1 EIIK nepxaBHOro apxiBy Ta 3aTBEp/UKEHHS KEPIBHUKOM 3aKjaay OAMH HOro MPUMIPHHUK
HaNpaBJIA€ThCS JEepXkKaBHIM apxiBHIM ycTaHOBI YM apxiBHOMY BIJJITy MICBKOI paad, y 3OHI
KOMIUIEKTYBAHHS SIKOTO Nepe0yBae 3aKiiaj, Ipyruil MpUMIpHUK 30€piraeThbest IK HeIOTOPKaHUI 0c00010,
BIJITIOBIJAJIHOIO 32 apXiB 3aKiajly, TPETii, YeTBEPTUN - BUKOPHCTOBYIOTHCS Y 3aKJIa/l JJIsl TOTOYHOTO
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MOIIYKY CIpaB 1y pa3i iX mepeJaHHs Ha MOCTiiHe 30epiraHHsS HAaIXOASATh IO BiAMOBIAHOI apXiBHOI
YCTaHOBH.

7. 3Beaenuit onuc TpuBajoro (moHas 10 pokiB) 30epiraHHs CKIIAIAETHCS Y TPHOX MpUMIpHUKax. J[o
HBOTO BKJIFOUAIOTHCSI TAKOX CHpPAaBH, KI 32 HOMEHKJIATYpOIO CIIPaB MAarOTh CTPOK 30epiraHHs «I0
nikBinamii 3akmany». [licns cxBanenns EK 3akiagy mpuMipHHKH ONHCY HAIPaBJISIOTHCS HA CXBaJICHHS
EK oprany ympaBminHs ocBitToro. Ilicist moBepHEHHsS BCIX NPUMIPHUKIB ONMUCY WOTO 3aTBEPIKYE
KepiBHUK 3aKiajy. [lepmmii mpuMipHUK ONMUCY 30epiraeThCsl B 3aKIIal K HEAOTOPKAHHM, APYTHA - €
pPOOOYHM 1 BUKOPUCTOBYETHCS ISl IOTOYHOTO MOIIYKY CIIPaB, TPETiH MOKE HAJACUIATUCS JUI1 KOHTPOITIO
BIJIMOBITHOMY OpraHy yIpaBJIiHHS OCBITO¥O.

8. Omuc crpaB 3 KaJpOBUX MUTAHb CKIAIAETHCS Y 3aKIIA1, SIKUK:
€ wxepenoM popmyBanus HAD - y TppoX nmpuMipHUKaX;
He € prepenoM popmyBanHs HA®D - y n1BoX mpuMipHHUKaX.

9. 3aronoBKM CHpaB OMHUCY 3 KAAPOBHUX IUTAaHb CUCTEMATHU3YIOThCSA 332 HOMIHAIBHOIO O3HAKOIO
(rpymyBaHHS B OJJHY CIIpaBy JOKYMEHTIB OJIHOTO BUAY) Y TaKii MOCIiAOBHOCTI:

HaKa3W KepiBHUKA 3aKJIa/y 3 KaJIPOBUX ITUTAHb;

HaKa3W KepiBHUKA 3aKJaay 3 pyxy 3100yBadiB OCBiTH,

00JTIKOB1 JOKYMEHTH;

CIHCKH 3100yBaviB OCBiTH (ay(haBiTHA KHHra 3100yBadiB OCBITH);
YKYPHAJIM peeECTpallii Haka3iB 3 KaJpOBUX NUTaHb;

0c000BI CIIpaBM MPaIliBHUKIB,;

KOHTPAKTH, TPYJOBI IOTOBOPH;

OyXraJiTepcbki JOKyMEHTH (0co0OBI paxyHKH 13 3apo0iTHOI Iu1aTH, B pas3i iX BIJCYTHOCTI -
PO3paxyHKOBI BiJIOMOCTI 13 3apIljiaTH);

JOKYMEHTH Ipo Tapu@ikaiiro (TapudikaiiiiHi BITOMOCTI (CIIUCKH));
JIOKYMEHTH PO NMPOBEJCHHS Jep>KaBHOI aTecTallii;

KHUTH OO0JIIKY 1 BUJIadl CBIIONTB Ta AOAATKIB J0 CBIJJOLTB MO 0a30BY 3arajbHy CEPEIHIO OCBITY;
aTecTaTiB Ta JIOAATKIB /10 aT€CTaTIB MO MOBHY 3arajbHy CEPEIHIO OCBITY, 30JI0TUX Meaayel «3a BUCOKI
JOCATHEHHS Y HaBUaHHI» Ta CpiOHUX Menanei «3a JOCATHEHHS Y HaBUYaHH1»;

JIOKYMEHTH PO HEIlacH1 BUNAAKU (aKTH, IPOTOKOJIHU, BACHOBKH, KypHAJIH);
JKYpHaJIU peecTpallii 0ci0, MOTepIINX BiJ HEIIACHUX BUIIAJIKIB;

KYPHAIH 00JIIKY pyXY TPYJIOBHX KHIKOK Ta BKJIQJIOK JI0 HUX;

KYpHAJI peecTpallii Haka3iB 3 pyXy 37100yBadiB OCBITH;

He3aTpeOyBaHi 0COOMCTI JOKYMEHTH MPaIliBHUKIB (TPY10B1 KHUKKH).

10. Oco0oBi cripaBU BHOCSITHCS 0 OIKCY 32 POKOM 3BUIBHEHHSI MPAlliBHUKA 1 CUCTEMATHU3YIOThCS
3a Mpi3BUILAMH 3BUIbHEHUX MPAI[iBHUKIB B aji(haBITHOMY MOPSAKY.
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11. 3BeneHi onucu cpas MOCTiHHOTO, TpuBasioro (moHaxa 10 pokiB) 30epiranHs, 3 KaApOBUX MUTAHb
Ta aKT MPO BWIYYCHHS U1 3HUIIEHHS JOKYMEHTIB, He BHeCeHHX 10 HA®D (mami - akT mpo BHIy4eHHS
JUISL 3HUIIEHHS IOKYMEHTIB), po3risigaioTbesa EK 3akiany onHouyacHo.

12. 3axman, mo € mkepenom ¢opmyBanHs HA®, ommcu crpaB mocTiiHOro 30epiraHHs Ta 3
KaJIpOBUX MMUTAHb PAa30M 3 aKTaMH IPO BUIIYYEHHS JUIS 3HUIIEHHS TOKYMEHTIB micis cxBaneHHs ix EK
3aksany nogae Ha po3risin EITK BianmoBigHOTO Aep:KaBHOTO apXiBy.

13. 3akman, mo He € mxepenom ¢opmyBanHs HAD, omucu crnpaB 3 KaJpoBUX MUTaHb Pa3oM 3
aKTaMU PO BHITyUEHHS JJIs 3HUIIEHHS JOKYMEHTIB micis cxBasieHHs ix EK 3akiany momae Ha po3risiy
EK apxiBHOTO BijIi)Ty paiflOHHOI IepKaBHOI aJMiHIcTparllii abo apXiBHOT0 BAIUTY MiChKOi paau. Onucu
cnpas TpuBaioro (monaz 10 pokiB) 30epiranns micis cxpaneHHs: EK 3akimany nogarotses Ha po3rsi EK
OpraHy yIpaBJIiHHS OCBITOIO.

14. TloromkeHi (CXBaJieH1 ) aKTH MPO BIUTYYSHHS JIJIs1 3HUIIICHHS JIOKYMEHTIB, HE BHeCeHUX 10 HAD,
3aTBEP/DKYIOTHCS KEPIBHUKOM 3aKIIay.

15. Tlicns 3aTBep/KEHHSI aKTa MPO BUIYYCHHs I 3HUINEHHS JOKYMEHTIB 3aKjaj] Mae IMpaBo
3HUMIIUTH TOKYMEHTH.

16. KepiBHEK 3akiiagy 3000B’s13aHUI 3a0e3neunTH 30€peKeHHST JOKYMEHTIB, a Y pa3i BKIIOUYECHHS
3aKJiajy J0 CHHCKY FOPUINYHUX 0ci0 - jokepen popmyBanas HA®D micis 3akiHUEHHsI BCTaHOBIICHHX
TpaHUYHUX CTPOKIB iX 30epiraHHs B LbOMY 3aKJIaai - 3a0€3MEYUTH TMEpeJaHHs JTOKYMEHTIB JUIs
MOCTIMHOTO 30epiraHHs 0 BiAMOBIIHOI JIep:KaBHOI apXiBHOT YCTAaHOBH YU apXiBHOTO BiAJLTy MiChKOL
panm.
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Homarok 1
1o [HcTpykiii 3 1i10BOACTBA
MIIIIK

!

3AKAPMATCBKA OBJIACHA PAJIA
OEMNAPTAMEHT OCBITU | HAYKWU, MONOJI TA CMOPTY
3AKAPMATCBKOI OBNTACHOI AEPXXABHOI AOMIHICTPALII
3AKAPIMATCbKOi OBNTACHOI BINCbKOBOI AOMIHICTPALI
KOMYHANBbHWUI 3AKNAL

«MYKAYIBCbKUI MPODECINHUIA NONITEXHIYHUA KONEDK»

3AKAPMATCbKOi OBNTACHOI PAII

(MIMK)

P4 Byn. KoonepatusHa, 2, m. MykadeBo, 89600 @ Ten. /cpakc (03131) 37081 mo6. Ten. +380 (99) 530 00 85
E-mail: htsvpu3@gmail.com, web-cant:www.vpu3.org.ua, kog €EOPMNOY 03566191

Ne Ha No BIJT

Jupexrop Mupocnasa 'A3IK


mailto:htsvpu3@gmail.com
http://www.vpu3.org.ua/
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Honarok 2
no [HeTpykIii 3 aimoBoACTBA
MIMK

!

3AKAPMATCBKA OBJIACHA PAJIA
OEMNAPTAMEHT OCBITU | HAYKWU, MOMNOJI TA CMOPTY
3AKAPMATCBKOI OBNTACHOI AEPXXABHOI AOMIHICTPALI
3AKAPMATCbKOi OBNTACHOI BINCbKOBOI AOMIHICTPALII
KOMYHANBbHWUI 3AKNAL

«MYKAYIBCbKUI MPODECINHUIA NONITEXHIYHUA KONEDK»

3AKAPMATCbKOIi OBNTACHOI PAII

(MIMK)

HAKA3
M. MykaueBo Ne

IIpo

Hupektop Mupocnasa ['A3I1IK
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Honatox 3
no [HeTpykIii 3 aimoBoACTBA
MIIIIK

BUMOI'H
a0 OCI)OpMJIeHHH I[OKYMeHTiB, 10 BUTOTOBJIAIOTHCH 3a 10IIOMOI'0OK0
KOMII’IOTEPHOI TeXHIKH
1. Jlns npyKyBaHHS TEKCTIB CIIY)KOOBHX JTIOKYMEHTIB BUKOPHUCTOBYETHCS rapHiTypa Times New
Roman, mpudt — posmipom 12-14 npykapchkux MyHKTIB. J[03BOJSETHCS BUKOPUCTOBYBATH HIPUQPT
po3MipoM 8-12 ApyKapChbKUX MYHKTIB I APYKYBaHHS PEKBI3UTIB «JlOBIIKOBI JaHI MPO HOPUIAUYHY
ocoly», «Kon ropuanyHoi ocoom», «BigoMoCTi PO BUKOHABI JJOKYMEHTa», BAHOCOK, TMOSICHIOBAJIbHUX
HAITHCIB JI0 OKPEMUX €JIEMEHTIB TEKCTY JOKYMEHTA TOIIIO.

Jlns npyxyBaHHsS pekBi3uTy «HasBa Buay NOKyMEHTa» MOKHA BHKOPHCTOBYBATH PO3PiKEHHN
mpudT po3mipom 14—16 aApyKapChbKUX MyHKTIB.

s apykyBaHHS pekBi3uTiB «HaliMeHyBaHHS IOpUIUYHOI 0cOOn», «HaliMeHyBaHHS CTPYKTYpHOTO
HiApO3AiTy IOpUANYHOT ocobm», «Ha3Ba BuIy MOKyMeHTa» Ta «3arojioBOK /0 TEKCTY IOKYMEHTa»
JIOITyCTUMO BUKOPHUCTOBYBATH HAMIBXUPHUN NPAMUI IPUPT.

2. TexcT AOKYMEHTIB Ha apKyIax manepy ¢hopmaty A4 peKOMEHIOBaHO ApyKyBatu yepe3 1—1,5
MDKPSJIKOBUX 1HTepBaiu, a popmary A5 — yepe3 1 mixkpsakoBuid iHTepBai. Ilig yac odopmiaeHHsS
JOKYMEHTIB, 32 IOTPEeOH, MOYXKHA 3aCTOCOBYBATH 1HII MIKPSIIKOBI iIHTEpBAJIH.

bnanky 7OKyMEHTIB TOBHHHI MaTH TaKi MoJist (MUTIMETPIB):
30 - nmiBe;

10 - mpase;

20 - BepXHE Ta HUKHE.

PekBizutu noxymeHTa (KpIM TEKCTY), IO CKJIAJAlOThCs 3 KIIbKOX pAnKiB («/loBinkoBi gaHi mpo
IOpUANYHY 0co0y», «3arojoBOK [0 TEKCTY IOKyMeHTa», «BimMmiTka mpo HasSBHICTH JOJATKIBY),
JIPYKYIOTh depe3 | MIKpSAKOBHUH 1HTEpBal.

CkI1aioBi YacTUHU PEKBI3UTIB «Aapecaty, «I'pud 3aTBepakeHHs ToKyMeHTay, «[ pud moromxeHHs
(cxBaJIeHHSI) TOKYMEHTA» BIJOKPEMIIIOIOTH OJMH BiJ] OJHOTO 4Yepe3 1,5 MIKpSIKOBUM 1HTEpBAI.

PexBi3uTu JOKyMEHTa BIAOKPEMITIOIOTH OJMH BiJl OJTHOTO 4Yepe3 1,5—3 MIKpPSIAKOBUX 1HTEPBAIIU.

3. PexBizutu «HaliMeHyBaHHS IOpUAMYHOI 0COOM BHIIOTrO piBHA», «HalimMeHyBaHHS IOpHIUYHOL
ocobu», «Ha3Ba Buay 10KyMeHTa» APYKYIOTh BEIUKUMHU JIITEPAMHU.

4. PosmmdpyBanHd mignucy B pekBizuti «lliamuc» ApyKyroThb Ha pIBHI OCTaHHBOTO psJKa
HallMEHYBaHHs [1OCA/IH.

5. MakcumanbHa JOBXKHMHA psiJiIka 0araTopsaKOBUX peKBI3UTIB (OKpiM pekBi3UTy «Tekct
JOKyMeHTa») — 73 MM (28 ApyKOBaHUX 3HAKIB).

SIKIIo 3aroJIoBOK 0 TEKCTYy JOKyMeHTa mepeBuinye 150 mpykoBaHuX 3HaKiB (5 psjakiB), Horo
JTI0O3BOJICHO MPOJAOBKYBATH JI0O MEXI1 MpaBoro moJjs. Kpanky B KiHIT 3aroJioBKa HE CTABJISITh.

6. ITix yac opopMIIeHHS JOKYMEHTIB MOTPIOHO TOTPUMYBATHCS TaKMX BIJICTYIIIB BiJ MEXI JIIBOTO
TOJISL TOKYMEHTA:
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10 MM — n17151 aG3a1iB Y TEKCTi;
90 MM — 1151 peKBI3UTY «AlpecaTy;

100 Mmv—miisa pekBi3uTiB «I'pud 3arBepikeHHs ToKyMeHTa» Ta «I'pud oOMexeHHs AOCTymy a0
JIOKYMEHTay;

125 MM — 1t po3mudpyBaHHs miAnucy B pekBi3uTi «Iliammcy.

He poGusate BifcTym Big MeXi JIIBOTO MO JUIs PEKBI3HUTIB «JlaTa MOKyMeHTa», «3arojioBOK 10
TEKCTY JOKyMeHTa», « Tekct nmokymeHTa» (6e3 abzauiB), «BinmMmiTka mpo HasBHICTH 10naTKiB», «Biza
nokymMeHTa», «I'pud moromkeHHs (CXBaJeHHS) NOKyMEHTa», «BigmiTka mpo 3acBigueHHs KoIii
JOKyMEHTa», «Bi1oMOCTi Mpo BUKOHABIA JOKYMEHTa», «BiaMiTka po 03HAOMIIEHHS 3 TOKYMEHTOMY,
«BinmMiTKa TpOo BUKOHAHHS JOKYMEHTa», HaWMEHYBaHHsI Mocaau B pekBi3uTi «Iligmucy, a Takox CiiB
«CIIYXAJIN», «BUCTYIINJI», «BUPIIIJIN», «YXBAJINJI», «HAKA3VYIO»,
30Bb0B’A3VY1IO».

7. Y pasi HagIBHOCTI KUIBKOX TpU(DIB 3aTBEPIXKEHHSI 1 TOTOHKCHHS (CXBAJICHHS ) TOKYMEHTA TEePITUit
rpu¢ ApyKyIOTh 0€3 BIICTYIy BiJ MeXI JIiBOTO mojsi, Apyruil — depe3 100 MM Big MexXi JTIBOTO TOJSL.

8. SIKII0 B TEKCTi JOKYMEHTA € TIOCHJIaHHS Ha JOAATKU abo Ha IOKYMEHT, IO CTaB MiICTaBOIO JIJIs
fioro miaroToBku (BumaHHs;), ciaoBa «Jlomatok» i «llizcraBa» qpyKyroTh 0€3 BiICTYIy BiJ MEXI JIIBOTO
HOJISL, @ TEKCT 10 HUX — 4epe3 | MDKPSAAKOBUIH iHTepBall.

9. Ilix yac opopMieHHS HOKYMEHTIB Ha JBOX 1 Olnbllle CTOPIHKAX Apyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH IPOHYMEPOBaHi.

Homepu cTOpiHOK CTaBisTh MOCEpENWHI BEPXHBHOTO NOJS apKyma apadbckkumu Iudpamu 0e3
3a3HAYCHHS CIIOBA «CTOPIHKA» Ta PO3AUIOBUX 3HaKiB. [lepry cTropiHKy HE HyMEpYIOTb.

CTOpiHKH IOKyMEHTA 1 KO)KHOTO 3 JIOJIATKIB MalOTh OKPEMY HyMepaIliio.

10. Tekctu AOKYMEHTIB MOCTiHOrO Ta TpuBaioro (monan 10 pokiB) 30epiraHHsl APYKYIOTh Ha
onHOMY Ooril apkymia. JIOKyMEHTH TUMYacoBOro cTpoky (10 10 pokiB BKIIOYHO) 30€piraHHsS MOXHa
JPYKyBaTu Ha JUIILOBOMY 1 3BOPOTHOMY OOLll apKyIla.
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Homarok 4
1o [HcTpykiii 3 1iJ10BOACTBA
MIIIIK

INEPEJIIK
JOKYMEHTIB, Ha AKMX MiMUC MOCAI0BOI 0CO0M 3aCBiIUY€ETHCHA BiIOMTKOM
NMeYaTKH 3aKJIAXy

1. Akt (BUKOHaHHS poOOIT, CHUCAaHHA MaTepiAIbHUX I[IHHOCTEH, (DIHAHCOBUX MEPEBIPOK,
BUJTYUYCHHS JIOKYMEHTIB JIJIsl 3HUIICHHSI, IEPEIaBaHHs CIIPAB TOIIIO).

2. JloBinku (IMpo BUKOPUCTAaHHS OIOKETHUX aCUTHYBaHb Ha 3apoOiTHY ILIaTy, HapaxoBaHy i3
3apoOITHOT TJIATH TOIIO).

3. JloroBopwu (mpo mMaTepiaabHy BiIIOBIIaIbHICTh, HAYKOBO-TEXHIUHE CITIBPOOITHUIITBO, MIiAPSIH,
OpeHy MpHUMIIlleHb, BUKOHAHHS pOOIT TOIIIO).

4. JIokyMeHTH (JIOBiIKH, TOCBITYEHHS TOIIIO), IO 3aCBITYYIOTh ITPaBa rPOMAJISH 1 FOPUIHMYHHUX OCiO.
5. Jlopy4eHHs Ha OJiep>KaHHS TOBAPHO-MaTepiaTbHUX IIHHOCTEH.

6. 3aBnanHs (Ha MPOEKTYBAaHHA 00’ €KTIB, TEXHIYHUX CIOPYJ, KaliTaiabHe Oy/IBHHUIITBO, TEXHIYHI
TOIIO).

7. 3pa3ku BiIOMTKIB MEUaTOK 1 MiAMUCIB MPAI[iBHUKIB, SKi MalOTh MPABO 3/iiICHIOBATH (DiHAHCOBO-
rOCTIOIapPChKi omepartii.

8. Komrropuc BuTpaT (Ha KaJmbKyJAIIIO 32 JOTOBOPOM, Ha KariTalbHEe OyIIBHUIITBO TOIIO).
9. JIuctu rapanTiiiHi (Ha BAKOHAHHS pOOIT, HAAaHHS TTOCIYT TOMIO).

10. Onucu cnpas noctiitHorO, TpUBasioro (moxaxa 10 pokiB) 30epiraHHs, 3 KaJpOBUX MUTaHb.
11. [ITaTHi po3nucH.

12. Tpy10Bi KHUXKKH.
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Jomarok 5
1o [HeTpykii 3 1iJ10BOACTBA
MIIIIK

INEPEJIIK
JOKYMEHTIB, 110 He MiVIAIralTh PeecTpallii crneniajbHo NPU3HAYEHOIO I
LOTr0 0CO00I0

1. I'padixu, HapsaH, 3aIBKH, PO3HAPSIKH.
. 3BenieHHs Ta iH(opMallis, HaIicaaH1 10 BijgoMa.
. HaBuanpHi 1manu, ocBiTHI mporpamu (Korif).
. PexnmamMH1 OB1IOMJICHHS, TUTAKATH, IPOrpaMu Hapal, KoH(epeHIIiil ToIo.

. Hopmu BuTpaT matepiaiib.

2

3

4

5

6. BiTanpHi IMCTH 1 3aTIPOIIICHHS.
7. ApykoBaHi BUIaHHs (KHUTH, )KypHAIIU, OI0JIETEH]).
8. MicsiuHi, KBapTaJbHi, HIBPiYHi 3BITH.

9. ®opMH CTaTHCTHYHOI 3BITHOCTI.

10. Jorosopwu.



HonaTox 6

1o [HcTpykiii 3 1i10BOACTBA

MIIIIK

PEECTPAIIIMHUM )KYPHAJI
HAKa3iB KepiBHUKA 3aKJIAXY

Peectpaniiinuii| Jlara 3arojIoBOK HaKazy [pizBuie, [pizBuie, [TpumiTku
iHaeke (Homep)| Hakazy IHImam IHImam
HakKazy MpaIiBHUKA, HA | BIAMOBIIaIbHOL
SIKOTO ocobu
MOKJIaIeHUH  |(BIAMOBITAIBHHUX
KOHTPOJIb 3a 0ci0)
BUKOHAHHS HaKa3y
1 2 3 4 5 6
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Homarok 7

1o [HcTpykiii 3 1i10BOACTBA

MIIIIK

KYPHAJI
peecTpaiii BXiTHUX JOKYMEHTIiB*

Jlara Kopecnonaenr, KopoTtkuii Pe3omronis, [Tignuc BiamiTka npo
HaJXOKCHHS | JaTa Ta IHIEKC 3MICT BIANOBIJAIBHME | 0cOOH, IKa BHUKOHAHHS
Ta 1HIEKC 0JIeP>KaHOTO BHKOHABEI[b oTpuMasa JIOKYMEHTa
JOKYMEHTa JTOKYMEHTa JIOKYMEHT
1 2 3 4 5 6
®opmar A4 (210 x 297).

* 'V pasi noTpedu KypHall MOXKE JOIIOBHIOBATHUCA NOJAaTKOBHMU I'pa(daMu Ta KOPpUT'yBaTUCH.
y
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KYPHAJI

Honatox 8
1o [HcTpykiii 3 1i10BOACTBA
MIIIIK

peecTpamii BUXiTHUX JOKYMEHTIB*

Jara ta Kopecnonaenr KopoTkwuii 3mict [Ipi3Buina, ininiaau ocodbu, | IlpumiTka
1HIIEKC sIKa Timucana T0KyMeHT,
JTIOKYMEHTa Ta BUKOHABIIS JIOKYMEHTA
1 2 3 4 5
®dopmar A4 (210 x 297).

*y pa3i HOTpe6I/I KypHaJI MOKE€ JOIIOBHOBATUCS JOAATKOBUMUA rpa(baMH Ta KOpUTYBaTUCH.
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Honatox 9
1o [HcTpykiii 3 1i10BOACTBA
MIIIIK

KYPHAJI
peecTpauii BHYTPIlIHIX JOKYMEHTIB*

JlaTa Ta iHIeKC Kopotkwuii 3micT Pesostrortist abo [Tigmmc ocobu, sixka | BiamiTka mpo
JOKYMEHTa BiJIIIOBiTAIbHU T oTpuMala BUKOHAHHS
BMKOHABEI[b JIOKYMEHT, J1aTa JIOKYMEHTa
OTpUMAaHHS
1 2 3 4 5
®opmar A4 (210 x 297).

*V pasi moTpedu KypHai1 MOKE JTOTIOBHIOBATHUCS TOJATKOBUMH TpadaMu Ta KOPUTYBATHCS.




