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IncTpykuis gistoBoacTBA
KomyHnanbHoro 3akinany «3akjiaja J0IKUIbHOL ocBiTH Ne 9
BinHnnbKoi MicbKOI paan»

1. 3arajbHi 10J10:KeHHS

1. s IHCTpyKIisi BCTaHOBIIOE 3arajbHl BUMOTU IIOAO JOKYMEHTYBaHHS
yHOpaBIiHCHKOI 1HGOpMaIIii Ta opraHizaiii poOoTH 3 JOKYMEHTaMH Y KOMYHAIbHOMY
3aKyal «3akiaaj JonkibHOT ocBiTH Ne 9 BinHUIIEKOT MichKOi paam» (nami K3 «30
Ne 9 BMP»/3]10).

2. K3 «310 Ne 9 BMP» opraHni3oBye A1IOBOJCTBO BIAMOBIIHO JO IHCTPYKIIT 3
TIOBOJICTBA 200 MOPSAIKY JOKYMEHTOO00ITry, sika po3pobieHa Ha ocHOBI Hakasy MOH
Vkpainn «lIpo 3arBepmxenHs IlpumipHOi IHCTPYKLII 3 IUTOBOJACTBA Yy 3aKiagax
nomkiabHOI ocBiTH» Ne 711 Big 09.05.2025p. Ta 3atBepmkena nupekropom 310.

3. Opranizamis JIUIOBOJACTBA 1 KOHTPOJb 3a CBOEYACHUM PO3IIISIAOM
BIJINOBIIAJIbBHUMU 0CO0aMH Ta JIOBEJEHHSAM JI0 KOJa IUIbOBUX OCI0 JOKYMEHTIB y
310 3piiicHIOETbCS BIAMOBIAAIBHOIO 0CO00I0, SIKa TMPU3HAYAETHCS KEPIBHUKOM
3aKjaay OCBITH.

4. CTBOpEHHS €JIEKTPOHHUX JOKYMEHTIB 3/IIMCHIOETHCS BIAMOBIAHO /10 3aKOHIB
Vkpainn «IIpo €nexKTpoHHI JOKYMEHTH Ta EJIEKTPOHHUN JOKyMeHTooOIr», «IIpo
€JIEKTPOHHY 1ICHTH(IKALII0 Ta €JIEKTPOHHI JOBIpYl MOCIYTW», Hakazy MiHicTepcTBa
foctunlii Ykpainu Big 11 muctomama 2014 poxy Ne 1886/5 «IIpo 3aTBepxeHHS
[Topsiaky poOOTH 3 €IEKTPOHHUMHU TOKYMEHTAMHU Y JIIJIOBOJCTBI Ta iX MATOTOBKH J0
nepeaBaHHsl Ha apXiBHE 30epiraHHs», 3apeecTpoBaHOTO B MiHICTEPCTBI FOCTHIIIT
VYkpainu 11 nucronana 2014 poky 3a Ne 1421/26198.

K3 «340 Ne 9 BMP» Moxe cTBOprOBaTH JOKYMEHTH TUM4YacoBOTo (10 10 pokiB
BKJIFOYHO) CTPOKY 30€piraHHs JUIIEe B EJIEKTPOHHIM (GopMi 3a YMOBH HasSBHOCTI
BIJIMTOBITHOTO TEXHIYHOTO 3a0€3MEUCHHS 3 YpaxXyBaHHSIM BHUMOT 3aKOHOJIaBCTBA
VYkpainu Ta 1i€ei [HeTpykiii.

5. Ilopsimok opraxizauii 1UJI0OBOJCTBA 33 3BEPHEHHSIMHU I'POMAJsH, 3allUTaMUd Ha
nyOniyHy 1HGopMalliro BHU3HAYAaeThcsl 3akoHamu YkpaiHu «IIpo 3BepHEHHs
rpoMajisiny, «I[Ipo mocTym n0 my6iidHoi iHGOpMaILi».

6. K3 310 Ne 9 BMP» 3niiicHIOE HOUJIOBOJCTBO JIEPKABHOK MOBOIO.
JIOKyMEHTH CKJIaJIal0ThCsl JIEPKABHOIO MOBOIO, KpIM BHUMAJKIB, IepeadauyeHux
3aKOHOJIaBCTBOM IIPO MOBH B YKpaiHi.



II. 3aranbHi BHMOIM [0 CTBOpeHHSl, O(OPMJICHHS Ta [JAOKYMEHTYBAaHHS
ylpasJiHcbKol iHpopmanii

1. JlokyMeHTyBaHHA YINpaBIiHCBbKOI 1H(OpMalli mMojasrae y CTBOPEHHI
JOKYMEHTIB, B AKUX (DIKCYETHCS 3 JOTPUMAHHIM YCTAaHOBICHHUX MpaBuil (J0aaTok 1)
1H(popMalis IPo YyIPABIIHCHKI .

2. B 3JI0 Bu3HauaeThCs CYKYNHICTh JOKYMEHTIB, IepeadauyeHux
HOMEHKJIATypOIO CIIPaB, HEOOXITHUX 1 JOCTATHIX JJISl JOKYMEHTYBaHHS 1Hopmarlii
PO X JISUTBHICTB.

3. HaszBa Buay mOKyMEHTa Ma€ BIANOBIIATH Ha3BaM, Iepea0AYCHUM
HAI[lOHATTLHUM KJacu]ikaTopom ympasiincbkoi qokymenTarii HK 010:2021.

OdopmileHHs pEeKBI3UTIB OpraHi3aliiHO-pO3MOPSAY0l JOKYMEHTAIIll MOPSIIOK iX
postairyBanHs MaroTh Bianosigatu JACTY 4163:2020 (nani - ACTY).

4. OpranizaiiiHo-po3nopsa4l JOKyMEHTH O(OpPMIIIOIOThCS Ha OJaHKax, IO
BHUT'OTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY Ta miei [nctpyxkiii.

V¥ 310 BUKOPHUCTOBYIOTHCS TaKl OJIAaHKU JTOKYMEHTIB:

3araJlbHAN OJIaHK ISl CTBOPEHHS Pi3HUX BHIIIB TOKYMEHTIB (0€3 3a3HAUYCHHA y
OnaHKy Ha3BU BUAY JOKYMEHTA);

OJIaHK JINCTA;

OJIaHK HaKasy.

5. OkpeMi BHYTpIIIHI JOKYMEHTH (3asBU, MOSCHIOBAJIbHI Ta JIOMOBIIHI 3aMTUCKH
TOIIIO0), aBTOpaMU SKMX € TI0CaaoBl Ta IHII (I3UYHI OCOOH, JI03BOJISIETHCS
o opMITIOBaTH PYKOIMCHUM CIIOCOOOM.

6. [IpaBo Ha CTBOpEHHS, MIAMUCAHHS, TOTOIKEHHSI, 3aTBEPPKEHHSI IOKYMEHTIB
BU3HAYAETHCSI aKTaMU 3aKOHOJABCTBa, craryToM 3/]0, mocamoBUMH 1HCTPYKLISIMH,
IHCTPYKITIEIO 3 JUTOBOJACTBA, 3aTBepmkeHor mupekropoMm 310 abo mopsakom
JOKYMEHTOOOITY.

BinbuTkoM nedaTku 3akiiaay OCBITH 3aCBIAYYIOTH MIJAMKUC MOCAAO0BOI 0COOU Ha
JOKyMEHTaX 3 TIeBHMX I[IWTaHb OpraHizaniiHoi Ta (HIHAHCOBO-TOCIOAAPCHKOT
JTUSIBHOCTI. B1IOMTOK IeyaTKU CTaBUTHCS TakK, 1100 BIH OXOILTIOBAB OCTaHHI KiJIbKa
JiTEp HaMEHYBaHHS MOCaau 0COOH, SKa MiANucaia JOKyMEHT, a00 MPOCTABISETHCS
Ha OKPEMO BUAUICHOMY JIJISl IIbOTO MICII 3 BIAMITKOIO «M.IL».

[TpumipHUil mepesiKk JTOKYMEHTIB, MIAMHCH SIKUX OOOB'A3KOBO MOBUHHI OyTH
CKpIIJIEH] IEYaTKOI0, HABEJIEH1 y TOAATKY 2 A0 i€l [HeTpyKIii.

7. 310 Moxe 3acBIIUyBaTH KOIIi JIUIIE TUX JOKYMEHTIB, 110 CTBOPIOIOTHCS B
HbOMY, a TAKOX y BUIIAJKaX, MepeoaueHux B ad3alli JpyromMy 1bOro myHKTY.

VY pasi miAroTOBKM JTOKYMEHTIB Il HaJaHHS CYJAOBUM OpraHaM, IiJ dYac
BUPIIIEHHSI TUTaHb IIOJ0 TPUUHATTS TPOMaAsH Ha PoOOOTY, 3M00YyTTS OCBITH,
3aCBIJUEHHS iX TPYJIOBUX IpaB, MPaB Ha OCBITY Ta IHIIUX MPaB Y B3a€EMOBITHOCHHAX
13 3aKJIalOM OCBITH, a TaKOX MiJ 4ac (popMyBaHHS OCOOOBHMX CIpaB IMpAaIliBHUKIB,
BUXOBAHIIIB 3aKJIaJl OCBITH MOXE BUTOTOBJISITA KOMIi JOKYMEHTIB, BUJIAHUX 1HITUMU



yCTaHOBaMU (3akKjiajlaMu), OpraHizailisiMi, TOBapuCTBaMu (TiAnpueMcTBamMu) (KOIii
JOKYMEHTIB TIPO OCBITY, 3700yTy KBami(hiKaIliio TOIIO).

Bigmitka «Kormish» mpocTaBisieTbess Ha JTUIHOBOMY OOIll Y BEPXHBOMY IIPaBOMY
KYTKY TIEPIIOTO apKyIlia TOKYMEHTa.

Komii HakaziB, IHIIMX JOKYMEHTIB 3acBIIUy€ BIANOBiAaJibHA 0coba 3a
opranizaiito autoBojcTea y 310.

8. Y pasi moTpebu mpoBEACHHS OINIHKU JOLUIBHOCTI CTBOPEHHS JOKYMEHTA,
Horo oOIPYHTOBAHOCTI Ta BIJMOBIIHOCTI 3aKOHOJIABCTBY 31HCHIOETHCS MOTOMKCHHS
JTOKyMEHTA.

[ToroskeHHsT IOKYMEHTIB MOKE 31MCHIOBATHUCS MOCAJIOBUMHU 0COOAMHU 3aKJiaay
OCBITH, fIKI BIAMNOBIAHO JI0 iX KOMIETEHI[ll BHPINIYIOTh MHUTaHHS, MOPYLIEHI B
JOKYMEHT1 (BHYTPIIIHE TMOTO/KEHHS), a TaKOX 3alHTEPECOBAHUMM YCTaHOBaMU
(30BHIIIHE TTOTO/I>KEHHS).

[ToromkeHHs: JTOKYMEHTIB 3I1MCHIOETHCA BIJMOBIIHO JI0 BUMOI Hakazy
MinictepctBa toctuiii Ykpainu Bin 18 uepBHs 2015 poky Ne 1000/5 «IIpo
3atBeppKeHHs [IpaBui  opranizamii  AUTOBOACTBA Ta apXiBHOTO 30epiraHHs
JOKYMEHTIB Yy JEpXXaBHUX OpraHax, OpraHax MICIIEBOTO CaMOBpSIyBaHHS, Ha
MIJIPUEMCTBAX, B YCTAHOBax 1 OpraHizamisx», 3apeecTpoBaHOro y MiHICTepCTBI
toctumii Ykpaiau 22 yepBas 2015 poky 3a Ne 736/27181 (mani IIpaBwmia opranizarii
JJIOBOJICTBA Ta apXiBHOI'O 30€piraHHs JOKYMEHTIB).

I'pud mnoromkenHs ckiaagaerbess 31 cioBa [IOI'OJDKEHO (6e3 mamok),
HalilMEHYBaHHS MOCaJu 0COOH, sika MOTOKY€E TOKYMEHT (pa3oM 3 HaMEHYBaHHSAM
3/10), ocobucToro miAmnucy, BIaCHOrO iMEH1 Ta Mpi3BUIIA, 1aTH MTOTOHKEHHS.

9. 3arBep/KEHHS YMPABIIHCHKAX JIOKYMEHTIB 3JIMCHIOETHCS OCOOHCTO
TUPEKTOPOM 3aKJaay BIAMOBIMHO JO WOro IOBHOBaXEHb ab0 pO3MOPSIINM
nokymentom 310 13 3a3HayeHHAM Ha JIOKyMEHTI TIpuda 3aTBEpHKECHHS,
0(hOpMIICHOTO BIJIMOBIAHUM YHHOM.

[Topsinok 3aTBepIKEHHS TOKYMEHTIB 3JIMCHIOETHCS BINMOBIIHO 10 I[IpaBuin
oprasizailii IUJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

I'pud 3arBepmxenHs ckiamaetses 31 cnoBa 3ATBEPJKVYIO (6e3 namok),
HallMEHYBaHHsS TOCaJM, MIANKCY, BJIACHOIO IMEHI Ta TPpI3BHUIIA OCOOH, sfKa
3aTBepInyIa JOKYMEHT, JaTH 3aTBEPIKCHHS.

VY pasi 3arBepIKEHHS JOKYMEHTA PIIICHHSIM KOJIET1albHOTO OpraHy TIpud
3aTBepKeHHs ckiaamgaeTbes 31 cmoBa 3ATBEPIIDKEHO (6Ge3 namok), Ha3BH, JaTH i
HOMEpA IOKYMEHTa Y HA3UBHOMY BIiJIMIHKY.

III. Cxknanenns nesiKux BUAIB JTOKYMEHTIB
Haxkazu
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1. Haka3u BUAAIOTHCS SIK PIILIEHHS OpraHi3aliifHO-po3MopsaIdoro xapakrepy. 3a
3MICTOM yIPaBIIHCHKOI Jii HaKa3u BUJAIOTHCS 3 OCHOBHOI MisUTbHOCTI 3aKJIay OCBITH,
aJMIHICTPaTUBHO-TOCIIOJIAPCHKUX, KaIJPOBUX MMUTAaHb, PYXy BUXOBAHIIIB.

Haka3u 3 OCHOBHOi AISUIBHOCTI, aJAMIHICTPATHBHO-TOCHOJAPCHKUX, KaJpPOBUX
MUTaHb, PyXy BUXOBAHIIB MiAMUCYIOThCS KEPIBHUKOM 3aKJaqy OCBITH, a 3a HOro
BIJICYTHOCTI 0C00010, sIKa BUKOHYE MOro oOOB'SI3KH, Ta PEECTPYIOTHCSA B >KypHajax
peecTpallii HakasiB.

2. Haka3 odopmimtoeTbest Ha O1aHKY Hakaszy 3aKjaaay OCBITH.

3. Tekcr Haka3zy 3 MNHUTaHb OCHOBHOI nisuibHOCTI 3J10O, aamiHICTpaTUBHO-
rOCMONAPChKUX THUTaHb Ta pPyXy BHXOBAHIIB CKIAJa€Tbca 3 mpeamOynn Ta
pO3HOPSAAYO0] YACTUHH.

VY npeamOymi 3a3HayaroTbCs IIJCTaBa, OOIPYHTYBaHHA abo0 MeTa BUIAHHS
Haka3y. 3a3HaueHa 4acTHUHA MOke mouuHatucs 13 ciiB "Ha Bukonannsa", "3 meroro"
TOMIO. SIKIIO TOKYMEHT BUJIA€THCS HA MIJCTABI 1HIIOTO PO3MOPSIIOrO JOKYMEHTA, Y
npeaMOyJIl 3a3HA4YarOThCs MOCUJIAHHS Ha BIAMOBIAHUN nokymeHT. Kpamka B KiHII
KOHCTaTyK40i YACTUHU HE CTaBUTHCA.

Po3nopsiaya yacTrHa HaKazy MOYMHAETHCS 13 CIOBa "HaKazyro'", sike IpYKYyeTbCs
3 HOBOTO PsI/IKa, BETMKUMU JITEpaAaMU Ta KUPHUM HIPUGTOM, MICIS IKOTO CTABUTHCS
JIBOKpAIKa.

Posnopsiua yacTuHa MONUISETHCA HA MYHKTU 1 MIAMYHKTH, SIKI HYMEPYIOThCS
apaOcbkuMu 1MdpamMu. Y KOXKHOMY IMYyHKTI MOBHHHI OyTHM 3a3HayeHl BUKOHABIII,
KOHKPETHI 3aBJaHHs (JIOPYUYEHHS) 1 CTPOKH X BUKOHAHHSI.

4. BHeceHHs 3MiH JI0 HaKa3y, BU3HAHHS MOro TakuM, 110 BTPATUB YMHHICTh, YU
MOro CKacyBaHHs 3A1MCHIOEThCS JTMIIE IIJIIXOM BUAAHHS HOBOTO HAKa3y.

5. Hakazwu, skuM BHOCATHCS 3M1HU, 0DOPMITIOETHCS 3 YpaXyBaHHSIM TaKUX BUMOT:

1) 3aronoBoK Haka3y MOYMHAETHCS 13 ciiB "lIpo BHECEHHs 3MiH 10 Haka3y..." 13
3a3HAYCHHSAM JaTH, HOMEpPA, Ha3BU BUJY PO3MOPSIAYOrOo JOKYMEHTA, IO SKOTO
BHOCSATBHCSI 3MIHU;

2) po3nops/1ya 4YaCTUHA HaKa3y MOYMHAETHCSA 3 MYHKTY:

"1. BHecTu 10 Haka3y Taki 3MiHH:" y pa3l BUKJIAJIEHHS 3MiH Y TEKCT1 HaKazy;

"1. BHectu A0 Haka3zy... 3MIiHH, 10 JOJAIOTHCA." y paszl BUKIAJICHHS 3MIH Y
BUIJISII OKPEMOTO JOKYMEHTA;

3) QopMymOIOTECS 3MIHM y BUIJISIAI IMYHKTIB Ta MIAMYHKTIB PO3MOPSIYOrO
XapakTepy, HapUKIaI;

"1. IlyHKT 2 BUKJIACTH B TaKii penakiiii:..";

"2. ITyHKT 3 BUKITIOUUTH'";

"1) aG3ar 1pyruii MyHKTY 4 JOTIOBHUTH CIIOBaMH...";

"2) y mianyHkKTi 2 nyHKTY 7 cioBa "..." 3aMiHUTH cioBamu "...";



6. Y pasi BUJaHHSA Haka3y IpO BU3HAHHSA TaKUM, 10 BTPaTUB YMHHICTh, a00
CKACyBaHHs IHIIOTO HAaKazy, y pO3MOPSAYIA YACTHHI 3a3HAYAETHCS ITYHKT, SIKHM
MOBUHEH TMOYWHATUCS 13 ciiB "Bu3HaTu TakuM, 110 BTPATUB YUHHICTB,..." abo
"CkacyBatu..." BIAMOBIHO.

7. Haka3u 3 kaapoBux nmuTaHb (0COO0BOTO CKIaAy) oQOpMIISIIOTBCS Y BUIJISIAL
IHIWMBIAYallbHUX 1 3Be/IcHUX. B 1HAMBIIyaIbHUX HaKa3ax MICTUTHCS 1HGOpMAIliS PO
OJIHOTO TIpalliBHUKA (CIIBPOOITHUKA), Y 3BEJICHUX PO KUIBKOX HE3aJekHO BiJl TOTO,
Kl YOPABIIHCHKI PIIIEHHSA I[IOAO HUX MPUHAMAOThCS (ONPUMHATTS Ha pPoOOTY,
MIPU3HAYEHHS Ha TTOCaay, IEPEeBEACHHS Ha 1HIITY TTocany (poOoTy), 3BIIbHEHHS TOIIIO).

8. 3MiCT 1HAMBIIyaJbHOTO HaKa3y 3 KaapOBUX NUTaHb (0COOOBOTO CKJIamy)
CTUCJIO BHKJIAQJA€THCS B 3aroJIOBKYy, KWW MOYMHAETHCS 3 NpuiiMeHHuka "[Ipo" 1
CKJIQJIA€EThCSl 32 JIOTMIOMOTOK0  BIJUTIECTIBHOTO IMEHHHMKA, Hampukiuan: "[Ipo
npuszHaueHHs...", "lIpo mnpwuitHATTA...". Y 3BeAeHMX Haka3zax 3aCTOCOBYBATHCH
y3arajJibHeHuil 3arosnioBok, Hampukiaa: "[Ipo kamposi nurtanns", "IIpo ocoboBwmii
ckian".

9. Po3nopsigua yacTrHa Hakazy MOYMHAETHCA, SIK MPABUIIO, 3 JIi€CTOBa y (hopmi
indinitusy: "TIPUMHATH", "TIPUSHAUYMUTH", "TIEPEBECTH", "3BIJILHUTH",
"BIAPAAUTU", "HAHATH", "OI'OJIOCUTHU" Tomo. [am 3a3Ha4aroThCs
BEJIMKUMHU JIITEpaMU TPI3BUILE MPAIliBHUKA, HA SIKOTO TMOIIUPIOETHCA Jis Hakasy, 1
MaJUMU MOTro BJacHE IM'sl Ta TEKCT Hakaszy. Y 3BEJIEHUX Haka3ax Ipi3BHUIIA OCi0 y
MeXax IMYHKTIB PO3MIIIYIOThCS 32 ajhaBiTOM.

10. ¥V 3BemeHuMx Hakazax 3 KaJpOBUX MHTaHb (0COOOBOrO CcKiamy) [0
pO3MOPAIYOI YACTHHHM BKIIOYAETHCA 1H(POpMAILlisl, IO PO3MILIYEThCS Yy TaKid
MIOCJIIIOBHOCTI: MPUUHATTS Ha poOOTy, MepeBeAeHHs, 3BUIbHEHHS. [Ipu npomy 10
OJTHOTO 3BEJCHOTO Haka3dy HE MOXKE BKJIIOYATHCS I1H(OpMAIlis, sKa 3TiIHO i3
3aKOHO/ABCTBOM M€ Pi3HI CTPOKH 30epiraHHs.

11. Haka3zu HyMepyroTbCs Yy TOPAIKY iX BUAAHHS Y MEKax KaJICHJIapHOTO POKY;
HakKa3W 3 OCHOBHOI JISJIBHOCTI, aJMIHICTPaTUBHO-TOCIOJAPChKUX TMUTaHb Ta 3
KaJIpOBUX MUTaHb (0COOOBOTO CKJIaly) MalOTh OKPEMY MOPSAIKOBY HyMEPALIIIO.

IIpoToxonmn

1. ¥ mporokonax ikcyerbes iHboOpMaIIis Ipo XiJ BEACHHS 3aci/laHb, yXBAJICHHS
pllIeHb JOPAJAYMMHU Ta KOJET1aIbHUMHU OPTaHAMH, KOMICISIMU TOILIO.

2. [IpoTokoyin MOXKYTh CKJIaJaTHCS B MTOBHIM a00 cTUCIHIN GopMi. Y MPOTOKOJIAX,
CKIIQZIeHUX Yy cTUcHid (opMi, (PIKCYyIOTbCS IMIlEe MPUNHATI pilIeHHS 0e3 XOmy
00roBOpPEHHS MMUTAaHb.

3. IIporokonu opraniB ynpasiiHHsA 3J]O, BHU3HAu€HI 3aKOHAMHU, BEIYTbCSA B
ManepoBOMy Ta eJIeKTpOHHOMY BuTIsAdl. [IpoTrokon odopmitoeTsess Ha odiliiiHOMY
OJaHKy KOJIET1aJIbHOTO OpraHy abo Ha yncToMy apkyini Hamepy ¢opmaty A4 (210 x
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297 minimetpiB). [IpoToKOIM IHIIUX KOJETiaJbHUX Ta JOPaJuuMX OpPraHiB 3aKiary
OCBITH BEAYThCS 3a PIIICHHSM 3aKJaay OCBITH Ta y BHU3HAYEHOMY HHUM IMOPSAKY.
[IpoTokonu opraHiB caMOBpSIAyBaHHSI BEAYThCS 3a PIIICHHAM BIJIOBIJIHUX OpPraHiB
Ta TMOPSIIKY, 110 HUMHA BH3HAYCHUH.

4. IlpoTokonu 3aciiaHHs TMENAroriyHOl pagd HYMEPYIOTbCA YIPOIOBXK
HABYaJIBHOTO POKY.

Hywmepariiss npoTOKOJIiB BEAETHCSI OKPEMO 3a KOXKHOKO T'PYIOK MPOTOKOIIB
3aciIaHb BIAMOBIAHOTO KOJIET1aIbHOTO OPraHy.

5. JlaToro TpOTOKONYy € Jara MpoBelAeHHs 3acimanHs. Homep mnporokomiy
MTOBUHEH BIJIMOBIIATH HOPSIKOBOMY HOMEPY 3aCiJIaHHSL.

6. 3aroJIOBOK JI0 TEKCTy MPOTOKOJYy Mac BigoOpakaTw BHUJ 3acilaHHs (Hapaja,
300pu, KOH(QEpEeHIis Tomo) ado KoJeTianbHOI MisUTBHOCTI (KoMmicis, pama, 300pw,
poboya rpyrma ToImio) 1 BKJII0YaTH Ha3BYy BUIY JOKYMEHTA.

7. TeKCT MPOTOKOJY CKJIAJIA€THCS 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

8. Y BCTymHIN 4acTHHI TPOTOKOY 3a3HAYAIOTHCS MPI3BUIIA Ta 1HIIIATN TOJIOBU
abo TOJIOBYIOUOTO Ha 3aciiaHHi, 300pax TOIIO, CEeKpeTaps, 3ampOIICHUX, a TaKOX
MPUCYTHIX OCi0.

VY pasi norpebu 3a pIIEHHSM BiANOBIIHOTO0 OPraHy y CIMCKY MNPUCYTHIX
3a3HAYaI0THCA MMOCAIN 3aMPOIIEHUX OCI0 Ta HaWMEHYBaHHs YCTAaHOB. SIKIIO KITBKICTh
MIPUCYTHIX MepeBUIye 15 ocib, 3a3HavaeThes iX 3arajibHa KUIbKICTh 3 MOCHIIAHHAM
Ha CIHCOK, 110 AOJAETHCS JJO IPOTOKOITY.

BcerynHa yacTuHa BKITIOUa€e MOPSAOK ACHHUM MEpeliK MUTaHb, 3allJIJaHOBAaHUX J10
pPO3IIIAly Ha 3acCiJiaHHi, 110 PO3MIIIEHI Y MOPSJIKY iX 3HAYYMIOCTI 13 3a3HAYCHHSIM
JI0TIOB11aYa 3 KOXKHOro nuTaHHA. [lopsaok AeHHUM JaeThCs HANPHUKIHII BCTYIHOI
YACTHHH.

CnoBa "llopsinok neHHUI" IPYKYIOThCS BIJI MEXI JIIBOTO TOJISI, MICJSI HHUX
CTaBUTHCS JBOKpamka. KokHe NHUTaHHS HyMepyeThCcs apabchbkuMu mudpamu i
IpyKyeThcs 3 ab3arly. POopMyBaHHS MUTaHb y TOPSAIKY JACHHOMY IMOYHMHAETHCS 3
npuiriMeHHuka "I1po".

9. OcHOBHa 4YacTUHA TMPOTOKONY CKIATAEThCS 3 PO3JUIIB, SKI IOBUHHI
BIIMOBIJIATH MYHKTaM TMOPSAAKY JAE€HHOro. Po3aumm HyMepyroThCs apaOChKUMH
muppamu 1 OymyroThest 3a Takoo cxemoro: CIIYXAJIM — BUCTYIIMIIA —
BUPIHINJIN (YXBAJIWJIA, IIOCTAHOBWJIN).

3a3HaueHi ClioBa JPYKYIOTbCA BEIMKHMH JIiTepamMu O€3 BIACTYIy Bif Mexi
niBoro mnostst. [Ticns ciB cTaBUTHCS TBOKpAIIKa.

[Ticnsa cmoBa "CJIY XAJIN" 3a3Haua€eThes TEKCT BUCTYIY OCHOBHOTO JIONIOBi1ava.
[IpizBuiie Ta BIacHe iM'ss KOXKHOTO JIOMOBIJa4a JPYKYIOTHCS 3 HOBOTO psiika. TeKCT
BUCTYITy BUKJIQJAETHCS Y TPETIH 0cO01 OJTHUHHU.
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Texctu abo Te3u JTOMOBIAI Ta BUCTYIMIB, O(OPMIICHI SIK OKpEeMi JTOKYMEHTH, J0
TEKCTy MPOTOKOJIy HE BKJItOUaroThes. [licis BimoMocTel mpo J0moBijjaya CTaBUTHCA
TUpE 1 3a3HadaeThes: "TekeT 10nmoBiil (BUCTYMY) JOAAETHCS O MPOTOKOIY".

[Ticns cnosa "BUCTYIIMIIN" dikcyroTbest BUCTYNH THX OCIO, SIK1 B3sUIA y4acThb
B 00roBopeHH1 AomoBimi. Buctynmu odopmisioThCs y MPOTOKOII 13 3a3HAYCHHSIM
1mocaji, TPi3BUIIl Ta BJIACHUX IMEH MPOMOBIIIB y HAa3MBHOMY BIJMIHKY, a TaKOX 3
BHUKJIQJICHHSIM 3MICTy TIMTaHHS Ta BIJANOBiACH Ha HBOro. 3MICT BHCTYIIIB
BUKJIQ/IA€THCA B1JI TPETHOI OCOOU OJTHUHHU.

[Micns  cmoa  "BUPIIMWIIN" ("YXBAJIWIN", "IIOCTAHOBWJIN")
GbIKCyeTbCSl TMPUAHATE pIMICHHS 3 OOrOBOPIOBAHOTO TMHUTAHHS MOPSIKY JIEHHOTO.
PimieHHd moBHHHE OyTHM KOHKPETHMM 1 BKJIFOYATH CKJIaJOBi, IO BIJAMOBIJAIOTH Ha
TaKl NUTaHHS: KOMY, 1110 3pOOUTH 1 B IKUI CTPOK.

PimeHns1, mo MICTATh KUJIbKa MUTaHb, MOJAUISIOTh HA IMYHKTH 1 MIAMYHKTH, SKi
HYMEPYIOThCS apaOcbkumu Iudpamu. [TiAnyHKTH HyMEepyIOTbCs HUPPAMH 3 TYKKOIO.

10. Konu Ha 3acijlaHHi MpUWMAETHCS PIIICHHS PO 3aTBEP/DKCHHS JOKYMEHTA,
SKUH OOTrOBOPIOBABCS Ha 3acifjaHHi, e JOKYMEHT IOMA€ThCS 0 MPOTOKOIY 1 B
HBOMY POOHUTHCS TIOCHMJIAHHS HAa HOMEp 1 JaTy MPOTOKONy. 3a HasSBHOCTI IHIIUX
JOKYMEHTIB, IO PO3TISJANNCSI Ha 3acigaHdi Ta (pakT oOroBOpeHHS SKUX OYJo
3a(pikCOBaHO y TEKCTI MPOTOKONIY, BOHHU HYMEPYIOThCS apaOChKUMHU IuppamMu
(Homatok 1, Homatok 2). Y BIANOBIIHUX MYHKTaX MPOTOKOIY POOUTHCS MOCHIIAHHS
Ha 111 JOJIaTKH.

11. IIpoTokoa MiANMKUCYETHCS TOJOBYIOYMM Ha 3aCiIaHHI KOJIET1aJIbHOTO OpraHy
Ta CEKpPETapeM.

Ciay:x00Bi JUCTH

1. Cyx00B1 THCTU CKIIAAIOTHCS 3 METOI0 0OMiHY iH(popmamiero mix 310 Ta
opraHaMu JIep>KaBHOT BJIaJ{, OpraHaMU MICIIEBOTO CAMOBPSITYBaHHS, X TTOCAIOBUMH
1 cIy)kOOBUMH oco0aMHM, 3aKjiaJaMHd, YCTaHOBAMH, OpTraHizamisiMU Ta IHIIUMH
(GIBUYHUMY 1 FOPUAUYHUMHA 0COOAMH.

2. Jluct Mae Taki PEKBI3UTH: JaTa, PEeeCcTpalliiHUM 1HJIEKC, MOCHJIaHHS Ha
JIOKYMEHT, Ha SIKUW JA€ThCS BIAMOBIAL, aJpecar, 3aroJIOBOK JI0 TEKCTYy, TEKCT,
BiJIMITKa PO HASBHICTH A0AATKiB (y pa3i moTpedu), mamnuc, BIAMITKA PO BUKOHABIIS.

JlaToro mmcTa € gara HWOro MiANUCAHHS, SKa IIOBMHHA 30IraTucs 13 JaTolo
peecTpallii BUXiTHOI KOPECTIOH ICHII]].

IV. PeecTpailisi 10KyMeHTIB
1. Joxymentu B 3JI0 peecTpyroThCsl LIEHTPATI30BAHO HE3AJIEKHO BiJl CIOCOOY
iX CTBOpEHHs, OJCPKaHHS YHM BIATBOPEHHSA. Y 3aKjaji JJOMIKUIBHOI OCBITH
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3aCTOCOBYEThCSI aBTOMaTU30BaHa (popMa peecTpallii TOKYMEHTIB 3 BUKOPHUCTAHHAM
CIIeHIAIbHUX KOMITFOTEPHUX MPOrpam.

2. PeecTpaiisi JOKYMEHTIB 3I1MCHIOETbCS BIAMOBIAHO A0 IIpaBun opranizamii
T1IOBO/ICTBA Ta apXiBHOTO 30€piraHHs TOKyMEHTIB.

3. Peectpailisi JOKyMEHTIB MPOBOJAUTHCS 3 METOIO 3a0e3MeyeHHs iX OOJIKY,
KOHTPOJIIO 32 BUKOHAHHAM 1 ONIEPATUBHUM BHUKOPHUCTAHHIM 1H(OpMAIlii Ta ToJIsArae y
BEJICHHI 3aITUCy OOJIKOBUX JaHUX MPO JOKYMEHT, SIKUM (PIKCYEThCS (PAKT CTBOPEHHS,
BI/IIPaBIEHHs a00 OTpUMaHHS JOKYMEHTAa UUISIXOM IPOCTaBICHHS Ha HBOMY
peecTpaliiHOro 1HAEKCY 13 3alucoM Y  BIANOBIAHUX JKypHajmax (0azax
aBTOMATHU30BaHUX CHCTEM) peecTpallii HeOOX1THUX BIJOMOCTEH MPO JOKYMEHT.

4. Peectpaliii miJisAraloTh BX1JIH1, BUXIJIHI Ta BHYTPIIIHI JOKYMEHTHU (IOBIJIKH,
JOTIOBIJTH1 3aITMCKH, 3asiBU, TPOTOKOJIM 3aClJIaHb MEIaroriyHuX paji, KOMiCii TOIIO).

5. JIoKyMeHTH peecTpyIOThCS JIMIIE OJAUH pa3: BXIAHI y JIeHb HAJAXOIKEHHS a00
HE MI3HIIIe HACTYIMHOT0 poO0YOro JHS, SIKIIO JOKYMEHT HaIAIIOB y HEpOOOUunit vyac,
CTBOPIOBaHI y JICHb MIAMKUCAHHS 200 3aTBEPIKEHHSI.

6. Hoxymentu, siki Hagxomsate g0 K3 “3110 Ne 9 BMP”, peectpyroTbcsi B
KYpHaJII BXIJTHUX JIOKYMEHTIB (IOJaTOK 3), Ti, IO BIANPAaBISIOTHCSA, Y >KypHall
BUXIJTHUX JOKYMEHTIB (I0AAaTOK 4), BHYTPIIIHI Yy >KypHaJIl BHYTPIIIHIX JTOKYMEHTIB
(momarok 5), HakKa3u y )KypHaJlax peecTparlii Haka3iB (10J1aTOK 6).

[lepenik TOKyMEHTIB, 110 HE MIJUISATaIOTh 00OB'SI3KOBOI peecTpallii creriaabHo
MIPU3HAYCHOIO JUIS I[OT0 0CO00I0, HABEJICHO Y A0JIaTKy 7 10 miel [HcTpyKItii.

7. JJOKyMEHTH PEECTPYIOTHCS 3a TpylaMu 3aJIe’KHO BiJl Ha3BU BH]Y, aBTOpa Ta
3MicTy. OKpEMO peeCTPYOThC:

BXIJIHI IOKYMEHTH;

HaKa3H 3 OCHOBHOI JISUTLHOCTI;

HAKa3M 3 PyXy BUXOBAHIIIB;

HAaKa3M 3 aIMiHICTPATUBHO-TOCIIOIaPChKUX MTUTAHb;

HaKa3M 3 KaJIpOBUX MMUTAHb TPUBAJIOTO 30€piraHHs;

HAaKa3M 3 KaIpOBUX MUTaHb TUMYACOBOT'O CTPOKY 30€piraHHs;

BHYTpIIIHI JOKYMEHTH (IIPOTOKOJIM, JOBIJIKH, JOTOBIIHI, ITOSICHIOBAJIbHI
3aIUCKH, 3aBU MPAI[IBHUKIB TOIIIO);

OyXraaTepchKi IOKYMEHTH;

3BEpPHECHHS TPOMAJSH, y TOMY YHCIi OaThbKiB a00 3aKOHHUX IIPEICTaBHHKIB
BHUXOBAHIIIB;

3aMUTH Ha My0JIiuHy 1H(OpMAILiTo.

8. Jlyist BXIAHUX JIOKYMEHTIB pEECTpAIlIMHUN 1HIEKC CKIIAJIAETHCS 3 TIOPSIKOBOTO
HOMEpa Ta IHJEKCY chpaBu, Hamnpukian 89/02-04, ne 89 mnopsakoBuil HOMED
JOKyMEHTa y Mexax poky, 02-04 iHaeKc crpaBu 3a HOMEHKJIATYpPOIO CIIPaB.

9. V BHUXIIHOTO Ta BHYTPIIIHBOTO (32 BHUHATKOM HaKa3iB, IPOTOKOJIB)
JOKYMEHTa pPEeeCTpaliiHui 1HAEKC CKIIAa€ThCAd 1HJEKCY CIPaBU HOMEHKIIATYpPOIO
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CIpaB Ta MOPsAAKOBOro Homepa, Hanpukian 02-04/176, ne 02-04-iHaekc crnpaBu 3a
HOMEHKJIATypOIO cpas, 176 mopsiAKOBHI HOMEDP JTOKYMEHTA Y MEKaX POKY.

V. Cucrematu3anisi Ta 30epiraHHsi JOKYMeHTIB

1. Homenkinarypa cnpaB 11e 000B's3koBuit 17151 310 cucteMaTu3oBaHuii epeik
Ha3B (3aroJIOBKIB) cropaB, IO (OPMYIOThCS B 3aKiaji, 3 3a3HAYEHHSM CTPOKIB
30epiraHHs CIpas.

2. HomenknaTtypa cnpaB npu3HadeHa Juisi BctaHoBiieHHs B 310 eamHOro
nopsAaKy (opMyBaHHSI CIIpaB, 3a0e3MedyeHHs] iX 00Ky, ONEPaTUBHOTO MOIIYKY
JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BH3HAYE€HHS CTPOKIB 30epiraHHs cmpaB 1 €
OCHOBOIO JIJIsl CKJIQJIaHHSI OMUCIB CIIpaB MOCTIMHOTO Ta TpuBajaoro (moHan 10 pokis)
30epiraHHs, a TaKOX ISl OONIKY crmpaB TUMYacoBOTro (Mo 10 pokiB BKIIFOYHO)
30epiraHHs.

3. Cxiaianssa Ta opopMIICHHS HOMEHKJIATYPH CIPaB 3/IIMCHIOETHCS BIJIIOBITHO
no Bumor riaBu | posgury IV IlpaBun opranizaiii IiJIOBOJACTBA Ta apXiBHOTO
30epiraHHs.

4. HomeHkiaTypa cipaB CXBaIOETbCA eKcrepTHOI0 KoMiciero (maii - EK) 3/10,
sKa CTBOPIOETHCSI BIAMOBIIHO 10 3aKOHOAaBcTBa, noromxkyerbcss EK IO BMP ta
3aTBEPIKYETHCS] KEPIBHUKOM 3aKJIafdy.

5. Homenkinarypa crpaB 3/10 migisirae noromkersato 3 JJO BMP onun pa3 Ha
'ATh POKIB a00 HEBIJIKJIAHO B pa3l ICTOTHUX 3MiH y (OpMi BIACHOCTI, CTPYKTYPI,
GbyHKIISIX Ta XapakTepi poOboTH.

6. Hanpukinii poky HOMEHKJIaTypa CIIpaB 3aKPUBAETHCS MIACYMKOBUM 3alTUCOM
PO KaTeropii Ta KUIbKICTh CIPaB, 3aBE€ACHUX Y BIANOBIJHOMY POILIi.

7. HoMenknaTypa cmpaB mOpoKy (He mi3Hime 20 TrpyJaHs) YTOYHIOETHCS,
3aTBepKy€eThes kKepiBHUKOM 3/10 Ta BBoAMTHCS B Ait0 3 01 CiuHA HaCTyITHOrO POKY.

8. ®opmyBaHHS ClpaB Ii¢ TPYIyBaHHS BUKOHAHWX JOKYMEHTIB y CIIpaBd
BIJINOB1JIHO 10 HOMEHKJIATypH CITPaB.

9. ®opmyBanns cnpaB K3 “3JI0 Ne 9 BMP” 3miiicHIOETBCS 3 JOTPUMaHHSIM
BuMor [IpaBui opranizariii JiJ10BOJICTBA Ta apXIBHOT'O 30€piraHHs JOKYMEHTIB.

10. JIoOKyMEeHTH TPYMHYIOThCS y CIIPpaBH B XPOHOJOTIYHOMY Ta/ab0 JOTIYHOMY
MOPSIZIKY.

11. 'V cnopaBu ¢GopMyloTh JOKYMEHTH, BHKOHAHI TPOTSATOM  OJIHOTO
KaJICHJAPHOTO POKY, 32 BUHATKOM:

MEePEXiIHUX CHPaB (BEAYThCS MPOTITOM KUIBKOX POKIB);

0co00BHX CIpaB (OXOILUIIOIOTH Mepioa poOOTH / 3100yTTS OCBITH OCIO y 3aKiiaii
OCBITH);

CIIpaB, IO XapaKTEPU3YIOTh OCBITHIN Mpoliec (BeayThCsl MPOTITrOM HAaBYAIBHOTO

poxy).
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12. Haka3su 3 OCHOBHOi [ISJIBHOCTI 3aKjaqy JOHIKIJIBHOI  OCBITH,
aJAMIHICTPaTUBHO-TOCIIOJIAPCHKUX, KaApOBUX TNHUTaHb Ta pyXy BHUXOBAHLIB
IPYNYIOTBCSA B Pi3HI CIIPABH y XPOHOJOTIYHOMY MOPSIIKY BIAMOBIIHO A0 iX BUAIB Ta
CTPOKIB 30€piraHHs.

13. TlonoxeHHs, NpaBuia, IHCTPYKLIi TOIIO, 3aTBEPIKEHI PO3MOPSAYUMHU
JOKYMEHTaMHU, TPYIYIOThCS pa30M 13 3a3HAUEHUMHU JOKYMEHTaMHU.

14. JluctyBaHHS TPYIYETHCS 3a 3MICTOM Ta KOPECIOHAEHTCHKOIO O3HAKOK 1
CUCTEMATU3YEThCSI B XPOHOJOIIYHOMY IMOPSIKY, PO3MILIY€EThCA 33 JOKYMEHTOM-
3aUTOM y HOPSAJKY: JOKYMEHT-BIANIOBIAb.

VI. Excneprusa uinHocTi JoKymeHTiB. [lopsiok migAroroBku cnpas 10
nepeaaBaHHs ISl APXIBHOIO 30epiraHus

1. ExcrepTu3a IIIHHOCTI JOKYMEHTIB Ta TMOPSJOK IMIATOTOBKK CHpPaB [0
nepeaBaHHsl Ui apXiBHOTO 30epiraHHs 3A1MCHIOIOThCS Ha miActaBi [lpaBun
oprasizailii IUJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

2. Jlns opraHizaiii Ta NpOBEAEHHS €KCHEPTHU3U LIHHOCTI JOKyMeHTIB y 310
CTBOPIOETHCS EKCIIEPTHA KOMICISL.

CrBopennss EK Ta opranizamisa ii poOOTH 3A1MCHIOIOTHCS BIAMOBITHO [0
noctaHoBu Kabinery MinictpiB Ykpainu Big 08 ceprusa 2007 poky Ne 1004 «IIpo
MIPOBE/ICHHS €KCIEPTU3M IIHHOCTI JOKYMEHTIB» Ta Hakazy MiHICTepcTBa OCTHIIIT
VYkpainu Bim 19 uwepBus 2013 poky Ne 1227/5 «IIpo 3arBepmxenHss TumoBoro
MOJIO)KEHHSI TPO EKCIEPTHY KOMICIIO JEp)KaBHOTO OpraHy, OpraHy MICIIEBOTO
CaMOBPSIYBaHHS, JIEPKABHOTO 1 KOMYHAQJIbHOIO MIANPUEMCTBA, YCTAHOBH Ta
oprasizaiii», 3apeectpoBaHoro B MiHicTepcTBi rocTulli Ykpainu 25 yepBHs 2013
poky 3a Ne 1062/23594.

3. Ekcmeptu3a WIHHOCTI JOKYMEHTIB IPOBOJUTHCA IIOPOKY EKCHEPTHOIO
komMiciero 3/10.

4. Ilix yac mpoBEIeHHS €KCIePTU3H IIIHHOCTI JOKYMEHTIB 31HCHIOEThCS BiJIOIp
JOKYMEHTIB MOCTIHHOTO Ta TpuBaioro (moxas 10 pokiB) 30epiranHs Jyis iepeaayl 10
apxiBy 310, BuTyueHHS 711 3HUILICHHS JIOKYMEHTIB 1 CIIpaB 32 MUHYJI POKH, CTPOKH
30epiraHHs SKUX 3aKIHIUIHCS.

BunyyeHHsT [OKyMEHTIB [UIsl 3HHINEHHS Oe3 TMPOBEAEHHS MOMEepeIHbO1
EKCIIEPTHU3H iX I[IHHOCTI 3a00pOHAETHCA.

5.3a pe3yJabTaramMu €KCIEepPTU3U LIHHOCTI JMOKyMeHTIB y 3J1O ckiamaroThes
OMKCH CHpaB MOCTiHHOTO, TpuBajioro (moHag 10 pokiB) 30epiraHHs, 3 KaJpOBUX
nuTaHb (0COOOBOrO CKJIAJy) Ta aKT BUJIYYEHHS JUIsl 3HUINCHHS JOKYMEHTIB, HE
BHECEHUX JI0 apXiBHOTO (GOHY.

6. 3BeJICH1 OMUCHU CHpaB MOCTiitHOTO, TpuBaioro (monan 10 pokiB) 30epiraHHs
Ta 3 KaJpOBUX NUTaHb (0OCOOOBOIO CKJIAAy) Ta aKT MPO BHIYYECHHS ISl 3HUIICHHS
JIOKYMEHTIB, HE BIIHECEHUX 110 apxiBHOro Goumy 3/10, po3risnaroThcsi eKCIEPTHOIO
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komiciero 310 opHouacHo. Taki akTM pa3oM 3 OMNUCAaMHU CIpaB IOCTIHHOTO
30epiraHHs Ta 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIATy) MOAAIOTHCS B YCTAHOBICHOMY
MOPSIZIKY Ha PO3TJIAJ EKCIEePTHO-MEPEBIpHOI apXiBHOI Kowmicii. IloromkeHi akTtu
3aTBepKYIOThCs  kKepiBHMKOM 3JIO, micis woro 3JI0 mae mnpaBo 3HUIIUTH
JTOKYMEHTH.

7. JIOKyMEHTH TUMYacOBOT0 30epiranHs, chOpMOBaHi y CIIpaBH, MiIITUBAIOTHCS,
apKyllll HE HYMEPYIOThCA, YTOYHEHHS €JIEMEHTIB O(OPMIICHHS OOKJIaJUHKU HE
MIPOBOJIUTHCSA, 32 BUHSATKOM MEPBUHHO1T OYXTalTEPChKOI JOKYMEHTAIT1.

8. CripaBu mocTiitHOrO Ta TpuBaioro (morax 10 pokiB) 30epiranHs, 3 KaJIpoBUX
nuTaHb (0COOOBOTO CKIIAMy) uepe3 JBa POKH MICHS 3aBEpIUEHHS iX BEICHHS
nepeaarThes 10 apXiBy 3/10 B ynmopsIKoBaHOMY CTaHi JJIS TOJAIBIIOTO 30epiraHHs
Ta kopuctyBaHHsa. CripaBu TUM4YacoBOTO (10 10 pokiB BKIIOYHO) 30€piraHHs MOXKYTh
nepeaaBatucs a0 apxipy 310 3a pilieHHsIM HOro KepiBHUKA.

9. CnpaBu TuMuacoBoro (10 10 pokiB BKJIIOYHO) 30€piraHHs MOXKYTb
nepeaaBatucs a0 apxipy 310 3a pilieHHsIM HOro KepiBHUKA.

VY KiHII KOKHOT'O MPUMIPHHUKA OMUCY 0co0a, BIJIMOBIIAIbHA 3a BEJCHHS apXiBY
310, po3nucyeTbcs y OPUMHATTI cOpaB 3 OOOB'SI3KOBUM 3a3HAYEHHSAM KIUIBKOCTI
(mudpamu 1 clIoBaMK) TIEpETaHUX CIIPaB 1 IPOCTABIISAE AaTy.

10. Kepieauk 3710 3000B'si3anuii  3a0e3neynTn  30epiraHHs  apXiBHUX
JOKYMEHTIB Ta Tepenady JOKYMEHTIB, IO HajeXaTh O apXiBHOro (OHIY, MIiCIs
3aKIHYEHHS! BCTAHOBIICHUX T'PAaHUYHUX CTPOKIB iX 30epiraHHs JO apXiBHOTO BIAJALTY
J1O BMP nst moctiiitHOTO 30€piraHHs.



12

Honatok 1

no IHcTpykuii 3 AiI0BOJCTBA
K3 “3/10 Ne 9 BMP” (11.1 pos.
1)

3AT'AJIBHI ITPABUJIA
o(popMJIEHHSI JOKYMEHTIB

1. Jng odopMmIIeHHS TEKCTIB CIyXOOBHUX JOKYMEHTIB BHUKOPHUCTOBYETHCS
rapaitypa Times New Roman Ta mpudt posmipom 12-14 apykapcbKkux MyHKTIB a00
8-12 nmpykapchbKuMX NYHKTIB JUIsl ApYyKyBaHHS pekBi3uTy "l[Ipi3Buiie BUKOHaBLS 1
HOMeEp #oro teneoHy", BUHOCOK, MOSICHIOBAJIbHUX HAIHUCIB A0 OKPEMHUX €JIEMEHTIB
TEKCTY JOKyMeHTa ab0 Horo peKBI3UTIB TOIIIO.

2. IIpu opopMIieHH1 3aCTOCOBYETHCS MIPUQT:

HaIIBXUPHUN MPU(PT BEIUKUMU JTITEpAMH JIJI HA3BH BUAY JOKYMCHTA,

HaIIBXUPHUK (NpsAMUKA ab0 KypCHUB) Ui 3arojlOBKIB Ta KOPOTKOIO 3MICTY
JTIOKYMEHTA.

3. IIpu opopMieHHI TEKCTIB MIXKPSAAKOBUI 1HTEPBaJl TIOBUHEH CTAHOBUTH:

1 - ns CKIagoOBUX TEKCTY JIOKYMEHTa, pekBi3uTy "Jlomatok" Ta mocwiiaHHS Ha
JIOKYMEHT, 1110 CTaB MiJCTaBOO JJIA MiITOTOBKY (BUAAHHS) IIOTOYHOTO JOKYMEHTA!

1,5 nns ckiiamoBuX yacTuH pekBi3uTiB "Anpecar"” Ta "['pud 3aTBeprxeHHs";

1,5-3 1t BIJOKpEMIICHHSI PEKBI3UTIB IOKYMEHTA OJMH BiJ] OJTHOTO.

JIOKyMeHTH MOBUHHI MAaTH TakKi MoJjst (MUTIMETPIB):

30 - miBe;

10 - mpage;

20 - BepxHE Ta HAXKHE.

4. Bnacue iM's Ta mpizBumie B pekBizuTi "[linnuc" po3MilryeThcsi Ha PiBHI
OCTaHHBOTO PsAJIKAa HA3BH MOCA/IH.

5. MakcumasibHa JOBXKHUHA psJika 0araTOpsSIKOBHX PEKBI3UTIB (KPIM PEKBI3UTY
TEKCTy) 73 MimiMeTpH (28 IpyKOBaHUX 3HAKIB).

JIoKyMeHTH MOBUHHI MAaTH TakKi Mojst (MUTIMETPIB):

6. SK110 KOPOTKHIA 3MICT 0 TeKCTy nepepuiye 150 3HakiB (II'ATh PSAAKIB), HOTO
JIO3BOJIIETHCS TIPOJIOBXKYBATH 10 MEXI IMpaBoro mnojist. Kpamka B KiHIIl 3arojloBka He
CTaBUTHCH.

7. Ilpu odopmileHHI JTOKYMEHTIB BIJICTYN BIJL MEXI JIBOTO MOJS JOKyMEHTa
CTaHOBUTH:

125 minmimMeTpiB ajist iM's Ta nipi3Buia peksizury "Ilianuc";

100 mimimeTpiB ais pexizuta "'pud 3aTBepKeHHs";

90 mumimeTpiB AJsig pekBizuty "Anpecat";
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10 mimiMeTpiB 11t a03aIliB y TEKCTI;

0 MUTIMETpIB:

st cm: "CIIYXAJIN", "BUCTYIIWMJIN", "BUPIIUMJIN", "YXBAJIAJIN",
"HAKA3VYIO", "30b0B'A3VY10";

qutst pekBi3uTiB: "Jlata qokymenta", "Kopotkuit 3mict nokymenta", "Tekcr" (6e3
a63aiiB), "BigmiTka npo HasBHICTH nonaTkis", "[Ipi3Bullle BUKOHABIIS 1 HOMEP HOTO
tenedony", "BiamiTka mpo BUKOHAHHS IOKYMEHTa 1 HaJICWJIAHHA WOTo J0 crpaBu',
cioBo "[omarok", peksizutu "lomarok" Tta cnoBo "IlimcraBa" 3amucy 1mpo
MOCUJIaHHA Ha JJOKYMEHT, 1110 CTaB MiJICTABOIO JIJIsl MIATOTOBKYU (BUIaHUS) TOTOYHOTO
JOKyMEHTa, HailMeHyBaHHs mocaau y pekBizuti "[lianuc", 3acBiiuyBanbHOrO HAUCY
"3rigHo 3 opuriHamoM" Ta AJIs Mepmoro peksizuta "['pud 3aTBepmKkeHHs", AKIIO iX B
JIOKYMEHTI JIBa.

8. Ilinm yac odopmiieHHS JOKYMEHTIB (IOJATKIB JI0 HHUX) HA JBOX 1 OLIbIIe
CTOpIHKaX JIpyra Ta HACTYIIHI CTOPIHKY MTOBHUHHI OyTH MPOHYMEPOBaHI.

9. Homepu CTOpPIHOK CTaBJIATBCS IOCEPEIMHI BEPXHBOIO TOJS CTOPIHKH
apabcpkumu nudppamMu 0e3 3a3HAYCHHsS CJoBa "CTOpiHKA" Ta PO3AUIOBUX 3HAKIB.
[lepma cTopiHKa HE HYMEpPYETbCA HI B JOKYMEHTI, HI B KOXHOMY 3 JOJATKIB.
JIOKyMEHT 1 KO>KEH 3 OAATKIB MalOTh OKPEMY HyMepaIlio.

10. TekcTu NOKYMEHTIB JIPYKYIOThCS Ha OJHOMY OoIll apkymia. JIOKyMeHTH He
MOCTIHHOTO CTPOKYy 30epiraHHs oOcsroM Ourbiie 20 CTOPIHOK JOIMYCKAETHCS
JIPYKYBaTH Ha JTUILOBOMY 1 3BOPOTHOMY OOIIl apKyIIIa.
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Jonatok 2

no IlpumipHoi i1HCTpyKuIii 3
ninosoactBa 'y K3 “30 Ne 9
BMP” (1. 6 po3s. 1)

Ilepenik 10KyMeHTIB,
MiANNCH AIKUX 000B'AABKOBO CKPIILUIIIOTHCS MEeYaATKO0

l. Axtu (BUKOHaHHA pOOIT, CNHCAHHS, ()IHAHCOBHX INEPEBIPOK; BHIYUECHHS
JOKYMEHTIB IS 3HUILEHHS; TIepeJaBaHHs CIPaB TOIIIO).

2. JloBimku (BUKOPUCTaHHS OO/UKETHMX AaCHUTHYyBaHb Ha 3apIuiaTy; Mpo
HapaxoBaHy 3apIuUiaTy TOIIIO).

3. JloroBopu (mpo MaTepiajibHy BIAMOBIJAIBHICTh, OPEHAY HPHUMIIIEHb, PO
BUKOHAHHS POOIT TOIIO).

4. lokymMeHTH (JI0B1IKH, TTOCBIAYEHHS TOIIO), 10 3aCBIAYYIOTH IIpaBa TPOMaIsH 1
IOPUINYHUX OCi0.

5. JlopydyeHHs Ha oOJEp>KaHHS TOBapHO-MaTepiadbHUX I[IHHOCTEH, OOJKETHI,
0OaHKIBCBKI, IICHCIIHI, IIATIXKHI.

6. 3pa3ku BIAOWUTKIB MEYATOK 1 MIANKCIB MPAIiBHUKIB, $KI MarOTh IPABO
3M11CHIOBATH (DIHAHCOBO-TOCIIOAAPCHKI Omepaliii.

7. Komrropuc BUTpar (Ha KalbKyJISLIIO 32 JOTOBOPOM TOIIIO).

8. JIuctu rapanTiiiHi (Ha BUKOHaHHS POOIT, HaJIaHHSI TIOCIYT TOIIIO).

9. Onucu cmopaB mnoctiitHoro, TpuBaioro (moHax 10 pokiB) 30epiranHs, 3
KaJIpOBUX ITUTAHb.

10. TpyAOB1 KHUXKKH.

11. taTHi po3nucu.
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Honatok 3
1o [IpumipHoi IHcTpyKii 3
ninosoactBa 'y K3 “30 Ne 9

BMP” (1. 6 po3. 1V)

KYPHAJI
peecTpaiii BXiTHUX JOKYMEHTIB
No Hara Howmep 3Binku KopoTxkwuii 3mict Komy [igmuc ocobu, | Bigmitka
/i | HAAXOM | JOKyme MIOCTYTIUB HalIpaBJICHO sIKa OTpHUMaJia npo
KCHHA HTa JAOKYMCHT JAOKYMCHT BHUKOHAaHHA
JIOKyMEHTa
1 2 3 4 S 6 7 8
Jonatok 4
1o [IpumipHoi [HCTpyKIIii 3
nimoBoacTBa y K3 “3JI0 Ne 9
BMP” (1. 6 po3. IV)
KYPHAJI
peecTpanii BUXiITHUX JOKYMEHTIB
Buxin | Jara Komy Kopotkwuii 3mict abo HazBa | XT0 B sxy [pumir
HUH HATPABIISETHCS JIOKyMEHTa rOTyBaB CIIpaBy Ka
HOME JOKYMEHT | IIJUIMTHI
p JIOKYMEHT
JIOKY
MEHTa
1 2 3 4 S 7
JonmaTok 5
1o IIpumipHoi [HCTpyKii 3
aimoBoacTBa 'y K3 “30 Ne 9
BMP” (1. 6 po3. IV)
KYPHAII
peecTpauii BHYTPIlIHIX JOKYMEHTIB
No Jara KopoTkuii 3micT Pesomronis abo [Tigmmuc ocobu, sixka | BimmiTka mpo
/1 BIJIIIOBITAJIBHUI oTpuMaja BUKOHAHHSA
BHKOHABEIIb JIOKYMEHT, J1aTa JOKYMCHTa
OTpUMAaHHS
1 2 3 4 5 6
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Honarok 6

1o IIpumipHoi [HCTpyKIIii 3
aimoBoacTBa 'y K3 “30 Ne 9
BMP” (1. 6 po3. IV)

KYPHAJI
peecTpanii HaKka3iB

Ne 3/m PeecTpauiiinuit [ara naka3zy 3aroiaoBoK [Tpumitka/
iHeKC (HOMEp) HaKa3y/3MiCTOBHA CTOPIHKH
Hakazy YacTHHA HaKazy
| 2 3 4 5
Jlonatok 7

1o IIpumipHoi [HCTpyKIIii 3
aimoBoacTBa y K3 “3JI0 Ne 9
BMP” (1. 6 po3. IV)

INEPEJIIK
JTOKYMEHTIB, sIKi He MOTPe0yITh 000B'A3K0BOI peecTpauii cneniaJbHO
NMPU3HAYEHOI0 /ISl HbOT0 0CO0010

. I'padixu, Hapsiau, 3asiBKY, PO3HAPSAKU.

. Po3knann.

. 3BefieHHS Ta iHOpMAITis, HaaicIaHl 0 BioMa.

. [Imanu, OCBITHI, MapuiaibHI Iporpamu (Komii), IHAUBIAYyaabH1 TPOrpaMHu PO3BUTKY.
. PexiramH1 mOBiTOMIICHHS, TUTAKATH, POTPaMU Hapaj, KOH(PEPEHIIii TOIIIO.

. Hopmu BuTpat marepiasis.

. BiTasibHi TUCTH 1 3aMpOIICHHS.

. JlpykoBaHi BUAaHHs (KHUTH, )KypHAIIU, OIOJIETEH]).

9. 3BiTH.

0 N N KW

10. ®opMu CTaTUCTUYHOL 3BITHOCTI.
11. Jorosopmu.




