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IHCTPYKLIS 3 AIOBOJACTBA

y JdepxaBHOMY Npo(eciiiHO-TeXHIYHOMY HABYAJIbHOMY 3aKJIa/i
«IloaraBcbknii mpogeciiiHuii Jinei TpaHCHOPTY»

1. 3BATAJIBHI TOJIOKEHHSA

1.1. Inctpykuis 3 aimoBoactBa y IlonTaBchkoMy mpodeciiinomy inei Tpauncnopty (nadani 3a
mekcmom — [nempykyist) po3poOiieHa BiANOBIAHO 10 BUMOTr 3akoHy Ykpainu «lIpo mpodeciiiny
(mpodgeciitHo-TexHIUHY) OCBiTY», «IIpo 3BepHeHHs rpomansH», «lIpo moctynm no myOmiuHOl
iH(popMmarii», «[Ipo 3axucT mepcoHaNbHUX MaHUX»; MocTaHOBU KaOinety MiHicTpiB YkpaiHu: Bin
08 cepmns 2007 poxky Ne 1004 «IIpo mpoBeAcHHS EKCIEPTHU3H IIHHOCTI JOKYMEHTIBY» Ta Bif
24 Bepecus 2008 poky Ne 858 «IIpo 3arBepmxenns KimacudikaTtopa 3BepHeHb rpOMaIsTH»; HaKa3iB
Minicrepcra roctuiii Ykpainu: Bix 18 uepsus 2015 poky Ne 1000/5 «IIpo 3aTtBepmkenns [Ipasun
oprasiszaiii JUIOBOJCTBAa Ta apXiBHOrO 30€piraHHs JOKYMEHTIB y JI€p’KaBHHUX OpraHax, OpraHax
MICIICBOTO  CaMOBpSyBaHHSA, Ha IANPUEMCTBAX, B YCTAaHOBaXx 1 OpTaHi3aIisgx», Bij
19 yepBHs 2013 poky Ne 1227/5 «IIpo 3arBepmxeHHS THIIOBOTO TONOXEHHS IPO EKCIEPTHY
KOMICIIO JIepKaBHOTO OpraHy, OpraHy MICIIEBOI'O CaMOBpSAYBaHHS, JE€PKaBHOTO 1 KOMYHAJIbHOIO
MiANMPUEMCTBA, YCTaHOBM Ta opraizamii» Ta Big 12 xBitHS 2012 poky Ne 578/5  «IIpo
3arBepkeHHs [lepeniky THMOBHX JOKYMEHTIB, IO CTBOPIOIOTHCS TiJ Yac MisJIBHOCTI OpraHiB
JIep’KaBHOI BJa/ld Ta MICIIEBOI'O CAaMOBPSAYBaHHS, 1HIIUX YCTAHOB, MIANPUEMCTB Ta OpraHizaiiii, i3
3a3HaYEHHAM CTPOKIB 30epiraHHs JIOKYMEHTIB»; Haka3y Jlep»aBHOro komiteTy YKpaiHM IO
craHmapTu3aiii, merposorii ta ceprudikanii Bim 31 rpymaas 1998 poxy Ne 1024 «/lepxaBHuii
kinacudikarop ynpasiiHcbkoi gokymenTarii. JIK 010-98»; naka3y Jlep>kaBHOTO KOMiTeTy YKpaiHu
3 THUTaHb TEXHIYHOTO pEryaoBaHHS Ta crnoxuByoi mnomituku Big 07 xBiTHS 2003 poky
No 55 «JlepxaBHa yHiikoBaHa cucTeMa AOKYMEHTaIlii. YHi(pikOoBaHAa CHUCTeMa OpraHizaiiiHo-
po3mnopsadoi JokyMmeHTarlii. Bumoru no opopmimtoBansst gokyMmeHTiB. JICTY 4163-2003».

1.2. I1s [HCTpYKIIiS BCTAHOBIIIOE €IMHI BUMOTH IIIOJI0 JIOKYMEHTYBaHHS YIIPaBIIHCHKOI iH(opmarrii
Ta opraHizaiii poooTu 3 nokymeHnTamu y [TontaBcbkoMy mpodeciitHomy Jinei Tpancnopty (Hadani
3a MeKCmoM — 3aKaao), a TAKOX 3Pa3KH Ta Mepesik JOKYMEHTIB, 0 000B’S3KOBO CTBOPIOIOTHCS
IiJ] 9ac AisUTHOCTI 3aKJIay 13 3a3HaYEHHSIM CTPOKIB 30epiraHHs.

1.3. JlorpuMaHHs BHUMOT' 1 peKOMEHAALIl II0JI0 JOKYMEHTYBaHHs YIpPaBIIHCHKOI iH(opMarlii Ta
oprasizarii poOOTH 3 JJOKYMEHTaMH, BCTAaHOBJICHUX IIi€0 [HCTpyKITi€ro, € 000B’I3KOBUM JIJIsI BCiX
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NpaliBHUKIB 3akiany. [IpaniBHuKY 3aKkyiaay Ipu OPURHATTI HA poOOTYy MOBHHHI OyTH O3HalOMIIEH1
3 BUMoramu [HCTpykii Ta BUKOHYBATH iX.

1.4, JlepxaBHuid Harysan (KOHTPOJIb) 3a BUKOHAHHAM BHMOT Ii€l [HcTpykiii 3miiicHioe JlepkaBHa
ciryx0a SIKOCTI OCBITH YKpainu Ta ii TepuTOpialibHI OpPraHu, SKUM HiATOPSIKOBAHHHN 3aKJIa].

1.5. BignoBiganpHICTh 3a SKICTh HMiATOTOBKH Ta O(OPMIICHHS HAa HaJIeKHOMY PiBHI JJOKYMEHTIB, a
TAaKOXK 3a 30€peKEHICTh CIHYy)KOOBHX JIOKYMEHTIB Ta iHpoOpMaIlii, sSKy BOHHU MICTATb,
(YyHKIIIOHYBaHHSI CUCTEMHU 3aXUCTY JOKYMEHTAI[IHHOTO (POHY BiJl HE3aKOHHOTO JIOCTYIY, BTpaTy 1
HECaHKI[IOHOBAHE 3HUIICHHS JIOKYMEHTIB, MOPYIICHHS MPAaBUJI KOPUCTYBAHHS JOKYMEHTAMHU HEce
KEPIBHHK 3aKJIaJy.

1.6. Y 3akmani JiTOBOACTBO 3MIMCHIOETHCS JIEP’KABHOIO MOBOIO, KPIM BHUIIAJKIB, MepeI0aueHux
3aKOHOJJAaBCTBOM TIPO MOBHM B YKpaiHi. JIOKyMeHTH, sIKi HAJICHIIAIOTHCS 1HO3EMHHM ajpecaram,
oopMITIOIOTECSL  YKPaiHCHKOIO MOBOIO, a00 MOBOIO JeprKaBH-ajpecara, ab0 OIHIEI0 3 MOB
MDKHAPOJAHOTO CHIIKYBaHHS.

1.7. Opranizaifiss IiJIOBOACTBA 1 KOHTPOJIb 3a CBOEYACHHM PO3MVILJAOM Ta IPOXOIHKCHHSIM
JIOKYMEHTIB y 3aKJaji 341HCHIOITHCS BiANOBIAAIBHOK 0C000I0 (0c00aMM), sIKI TMPHU3HAYAFOTHCS
KepiBHUKOM 3akiamy. OOOB’S3KM TakKMX OCi0O OOOB’SI3KOBO 3a3HAYAIOTHCSA B IXHIX ITOCAIOBUX
THCTPYKIIISX.

1.8. Opranizamiss [IiJOBOACTBA OKPEMHX HAMNpSAMKIB AiSUIBHOCTI 3aKiaay MOKJIaJaeThCs Ha
M0CaZoBUX 0OCi0 BIAMOBIAHO 110 iX QPYHKIIIOHATHHUX 000B’SI3KIB.

1.9. ®dynkIii BeneHHs apXiBy 3akiaay MOKJIAIA0ThCS Ha MPU3HAYCHY KEPIBHUKOM BIiAMOBIAAIBHY
0oco0y, y TOCaIoBid I1HCTPYKIII $KOI 3a3HA4arOThCS BIAMOBIAHI IpaBa, OOOB’SI3KM Ta
BiMOBiaNIbHICTh. KepiBHUK 3aKiiaay CHiJIbHO 31 CBOIM 3aCHOBHMKOM (3aCHOBHUKAMHM) 3000B’s13aH1
3a0e3MeunTH apXiBHE 30€epiraHHs JOKYMEHTIB HEOOX1THUM MPUMIIIEHHSIM Ta 00J1aIHaHHSIM.

1.10. 3akmag MOXK€ CTBOPIOBATH JOKYMEHTH THUMYacoBoro (1o 10 poOKiB BKJIIOYHO) CTPOKY
30epiraHHs JMIIEe B €JNEKTPOHHIM ¢GopMi 3a yMOBHM HAasBHOCTI BIJANOBIJHOTO TEXHIYHOIO
3a0e3neueHHs 3 ypaXyBaHHSIM BUMOT 3aKOHOJABCTBA YKpaiHu Ta 1iei [HeTpyKuii.

1.11. Tlopsinox oprasizaiii IiUIOBOACTBA 3a 3BEPHEHHSIMU TPOMAISIH (po30in T) Ta 3anuTaMu Ha
nyomiuny  iHpopMaliiro(dooamok 1) BuzHavaeThesi  3akoHamMu  Ykpainu «IIpo  3BepHEHHS
rpomansny, «lIpo noctyn no mydaiunoi iHGopmaniin,«IIpo 3aXucT nepcoHaNbHUX AAHUX», a TAKOXK
nocranoBamu KaGinety MinictpiB Ykpainu Big 14 kBiTHs 1997 poky Ne 348 «IIpo 3arBepkeHHS
[HCTpyKIIT 3 NIJTOBOACTBA 3a 3BEPHEHHSMHU I'pPOMaJsiH B OpraHax Jep)KaBHOI BIaJM 1 MICLIEBOTIO
CaMOBpslyBaHHS, OO'€lHAaHHSAX TIpPOMAJfH, Ha MIJIPUEMCTBAX, B YCTAaHOBAX, OpraHi3alisix
HE3aJIeKHO BiJ (OpPM BIIACHOCTI, B 3aco0ax macoBoi iH(opmarii» Ta Bin 24 Bepecust 2008 poxy
Ne 858 «IIpo 3arBepmxenns Knacudikaropa 3BepHEHb TPOMAISTHY.

II. JOKYMEHTYBAHHSA YIIPABJITHCbKOI IH®OPMAIIII
1. 3aranbHi BUMOIH /10 CTBOPEHHS YNPaBJiHCHKUX TIOKYMEHTIB

1.1. lokyMeHTyBaHHs yNpaBIiHCHKOI 1H(QOpMAIlil 3aKiIaay HOJSArae y CTBOPEHHI JOKYMEHTIB, IO
CIPSMOBAaHI Ha BHPILIEHHS YNPABIIHCbKUX pimeHb. CTBOpPIOBaHI YHPABIIHCHbKI JOKYMEHTH
MMOBUHHI BIATMOBIAaTH MPAaBOBOMY CTaTyCy 3aKJIay.

1.2. IlpaBo Ha CTBOpEHHs, MiJNHCAHHS, MOTOKEHHS, 3aTBEP/KEHHS TOKYMEHTIB BH3HAYAIOTHCS
aKTaMu 3aKoHO/1aBcTBa, CTaTyTOM 3aKJjiaay, MOJIOXKEHHSIMH 1 IOCAJ0BUMHU 1HCTPYKILISIMH.

1.3. Ha3Bu BuAIB JOKYMEHTIB (Haka3, MPOTOKOJ, JOTOBIAHA 3allMCKa TOII0) MAlOTh BIAMOBIIATH
HaszBaMm, mepeabadeHuM posauiom 3 Jlep:kaBHOro kimacudikaTopa ympaBIiHCHKOI JTOKYMEHTAIlil
JIK 010-98, 3arBepmkeHoro HakazoM JlepaBHOTO KOMITETy YKpaiHM 10 CTaHIapTU3aIlii,
MeTpoJiorii Ta ceprudikarii Bia 31 rpyaust 1998 poky Ne 1024 (31 3minamu) (dodamox 2).

1.4. OpranizaniHo-po3nopsaua JOKyMEHTAIlisl 3aKIay HOUIS€THCS Ha:
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o opranizamiiny (Craryr, KonektuBuuii morosip, IIpaBuna BTP, mnomoxeHHs, mOpsaKw,
periiaMeHTH, MOCaJ0B1 IHCTPYKIIii, IITaTHI PO3IKCH, JOTOBOPH TOIIIO);

e po3nopsAnuy (Hakaszu);

o iH(doOpMaIiiHO-aHAMITHYHY (aKTH, IOBIAKH, 3asBH, JOIMOBIJHI Ta MOSCHIOBAJIbHI 3alKCKH,
MPOTOKOJIHU, CITYyKOOB1 JINCTH TOIIO).

1.5. OpopMieHHsT PEKBI3UTIB  OpraHi3alliiHO-PO3MOPAIYOi  JAOKYMEHTAIii Ta TMOPSAIOK iX
po3TairyBaHHS MarOTh BiAMOBigaTH HamionanpHOMY cTaHmapty Ykpainu «JlepxaBHa yHiikoBaHa
cucteMa JJokymMeHTalii. YHiikoBaHa cHCTeMa OpraHizamiiiHO-po3nopsauoi JoKkyMeHTallli. Bumorn
no odopmmoBarnas gokymeHTiB. JICTY 4163-2003», 3aTBepmkeHOMY Haka3zoMm JlepkaBHOTO
KoMiTeTy VYKpaiHM 3 THTaHb TEXHIYHOTO PETyJIOBaHHS Ta CIHOXHBYOI TIONITUKHA  BiJ
07 xBitHs 2003 poky Ne 55 (mani — JICTVY) (0o0amox 3).

1.6. Bumoru 10 ohOpMIICHHSI TOKYMEHTIB, IO BUTOTOBJISIFOTHCS 32 JIOMIOMOTOI0 KOMIT FOTEPHOI
TEeXHIKH, HABEACHO Y 0odamkKy 4 1o miei [HeTpyKitii.

1.7. Haka3u 3akiajgy Moke OyTH BigMiHEHO (3MIHEHO, JOIMOBHEHO) JIMIIE HOBHUMH HaKa3aMH.
OpranizaiiiiHi Ta po3nopsiayi JOKYMEHTH 3aKIaay JOBOISTHCS J0 BUKOHABIIIB Y BUTIIAI KOMii abo
BUTSTIB.

1.8. Xin oOroBopeHHS MUTaHb 1 PIlICHb, 0 MPUWMAIOTHCS HA 3aCiJaHHIX KOJIETiaJIbHUX OPTaHiB
(panax, 300pax, Hapaaax) 3akiany, GikCyeTbes y mpoTokoi. ITpoTokoIM cKilagaroThes Ha IiICTaBl
3ammciB, 3pOOJICHUX ITiJT Yac 3acijaHHs, Ta JTOKYMEHTIB, IMIJATOTOBJICHHUX 1O 3aciJaHHs (TEKCTIB Ta
Te3 JOMOBiAEH 1 BUCTYMIB, JAOBIJIOK, MPOEKTIB pillleHb, MOPSAIKY ACHHOTO, CIUCKY 3alpOIIEeHUX
TOIIO).

2. Bi1aHKHU 10KYMEHTIB

2.1. OpranizaiitHo-po3mopsiiui ~ AOKYMEHTH O(OpMIIOIOThCSI Ha  ONaHKax 3akiamgy, 110
BUTOTOBJISIFOTHCS 3riiHO 3 BuMoramu JICTY Tta miel [ncTpykuii.

brianku BUTOTOBISIIOTHCS APYKAPCHKUM CIIOCOOOM ab0 3a JIOMOMOTOI0 KOMIT IOTEPHOT TEXHIKM Ha
narnepi BUCOKOT sIKOCTiI (papOaMu HACHYEHUX KOJIbOPIB.

Jlyia BUTOTOBJIEHHSI OJlaHKa po3poOiisieThesl Moro makeT y macmradi 1:1, Ha skomy MaroTh OyTu
HaHeCceH1 MOCTIWHI peKBI3UTH OJlaHKa, HEOOXITHI BIAMITKHU JUIS MEPEMIHHUX PEKBI3UTIB, a TaKOX
3a3Ha4y€H1 PO3MIpHU 30H PO3TAIIyBaHHS PEKBI3UTIB.

2.2. 3pa3ku OJaHKIB 3aTBEPKYIOThCS HAKa30M 3aKJIafdy.
2.3. VY 3aknajax MOXYTb BUKOPHCTOBYBATHUCS TaKi OJJAHKU TOKYMEHTIB:

3arajbHUN OJTaHK /711 CTBOPEHHS PI3HMX BHJIB JOKYMEHTIB (0€3 3a3HaueHHs y OJaHKy Ha3BU BUAY
JOKYMEHTa) (000amok 5),

OnaHK JaucTa (0odamok 6);
OnaHK Hakasy (0ooamok 7).

2.4. He Ha O6maHKax O(QOPMITIOIOTHCS JIesKi BHYTPIIIHI JOKYMEHTH (3asBU MpAIliBHUKIB, JTOTIOBIIHI
3aIMCKH, JOBIAKH TOIIIO).

3. lleuarku

3.1. [TocamoBi 0cOOM 3aKiaay MiAMACYIOTh JOKYMEHTH Y MEXKaxX CBOIX MOBHOBaKEHb, BU3HAYCHHUX
3aKOHOJABCTBOM YKpaiHu, CraTyroM 3akiaay, IOCAJOBHUMHU I1HCTPYKIISIMHM, HakKa3zaMH PO
o3IO 000B’SI3KIB MIXK KEPIBHUIITBOM 3aKJIa 1y TOIIO.

BinOutkom mewaTku (3a HaSBHOCTI) 3aCBIAUYETHCS MIAMKUC TIOCAJOBOI OCOOM Ha TOKyMEHTax i3
MUTaHb OpraHizaniiHol Ta (IHAHCOBO-TOCTIOAAPCHKOI MiSUTLHOCTI 3a TEpPEeTiKOM JTOKYMEHTIB, Ha
SKAX TIAOUC TI0CaJoBOi  0COOM 3acBIiTUyeThCS BIJOMTKOM TI€YAaTKW 3akjaay, HaBEICHUM
y 000amky 8 11i€i [HcTpyKii.
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BinOuTok medaTku CTaBUTHCS Tak, 00 BiH OXOIUIIOBAB OCTaHHI KiJbKa JIITEP HAWMCHYBaHHS
rmocaju ocoOu, siKa MiAnucana JOKYMEHT, aje He MIMKIC 0caoBoi 0coOH, a00 MPOCTaBISETHCS HA
OKPEeMO BUAUICHOMY ISl ILOTO MicIi 3 BigMITKOO «M. IL.».

3.2.Y 3akmaai 3acTOCOBYIOThCS INTAMIM 3 [OBHMM HaWMEHYBaHHSAM 3akKjaay Ta IHIIUMHU
peKBi3uTaMu OJIaHKa.

3.3. Hakazom KkepiBHHMKA 3akiaJy BU3HAUYAIOTHCSA TMOPSJOK BUKOPHCTAHHS, MicIe 30epiraHHs
MeYaTKH 3aKJaay 1 mocaaoBi 0coOH, BiAMOBIAANbHI 3a ii 30epiraHHs, a TaKOX IMEpeiK MOCaJoBUX
0ci0, MIAMHUCH SKUX CKPITUTIOIOTHCS TIEYaTKOIO 3aKIIaIy.

3.4. O0)iK yciX IEYaTOK Ta INTAMIIIB, IO 3aCTOCOBYIOThCS Yy 3aKjaji, BEICThCS Y JKypHali 3a
dbopmoro, HaBeAcHOW Yy dodamky 9 no 1iei IHcTpyknii. Bumaua mewyaTok, ImITamIiB IOCaJI0BUM
oco0am 31iCHIOETHCS i MIAMHUC Y BiAIOBITHOMY KYypHai.

3.5. Ileuarku 30epiratoTbes y ceidax, mo HaaliHO 3aMUKAIOTHCS 1 ONTeYaTyOThCS.

3.6. [TepeBipka HAsIBHOCTI IMEYATOK 1 MITAMITIB 3IMCHIOETHCS MIOPOKY KOMICI€I0, MPH3HAYCHOIO
HAKa30M KEepiBHUKA 3aKJIaJy, Ta 0OPMITIOETHCS aKTOM.

4. laTyBaHHA YNPaBJiHCHKUX TIOKYMEHTIB

4.1. Jlator0 JOKyMEHTa € BIJAIOBIIHO JaTa MHOro IMIiAIUCAHHS, 3aTBEPKCHHS, IPUHHATT,
peectpariii abo ckianeHHs (A7 aKTiB), 3aCiJaHHS KOJIETIaIbHOTO Oprany (M1 mpoTokoidiB). [aty
odopmitsiroTh BiamosigHO 10 ACTY 4163-2003 nudpoBum abo CIIOBECHO-ITU(POBUM CIIOCOOOM.

Jlata mignucaHHs, 3aTBEPKSHHS, IPUUHATTS a00 peecTparlii JoKyMeHTa 0(QOPMITFOIOTh HH(PPOBUM
criocoboM. EnmeMeHTH maTth HaBOASATH apaOChKUMU IUdpamMu B OJUH PSIOK Y TOCTITOBHOCTI:
YHUCII0, MICAIIb, PIK.

01.09.2021
Jlaty 103BOJIEHO OPOPMITIOBATH Y MOCHIIOBHOCTI: PIK, MICALb, YUCIIO.
2021.09.01

Y HOpPMAaTHUBHO-TIPaBOBUX aKTax i (iHAHCOBHX JOKYMEHTaX 3aCTOCOBYIOTH CIIOBECHO-LIU(POBHIA
cnoci6 ohopMITIOBaHHSI 1aTH, HATTPUKJIIA;

01 gepecnsa 2021 poxy
CnoBO «pik» MOKHA BXKHUBATH Y CKOPOUEHOMY BapiaHTi:
01 gepecnsa 2021 p.

Jlaty migmucaHHS MPOCTABJSIIOTH Y JIiBI BEpXHIM 4acTHMHI JOKYMEHTa MOpSJ 13 peecTpaliiiHuM
1HJIEKCOM Ha CHeIiaJbHO BIJIBEJICHOMY MicIi Ha OjaHKy. SKIIO JOKYMEHT CKJIaJICHWH HE Ha
O7aHKy, HOro J1aTy IpOCTaBIISIOTh HUXKYE IMiJITUCY JIIBOPYY.

Jlata CHiIBHOTO MOKyMEHTa JABOX a00 OiIbINOi KiTBKOCTI YCTaHOB — €MHA 1 BIANOBIgaEe Aati
MI3HIIIOTO MiAMHCY.

4.2. Yci pekBI3UTH HA JOKYMEHTI, TIOB’s13aH1 3 HOro MPOXOKEHHSM 1 BUKOHAHHSM, TaTYIOThCA 1
HiANUCYI0ThCA. JlaTa TOKyMEHTa MPOCTaBISAETHCS MOCA0BOK 0C00010, IKa HOTo Bi3ye, MOTOIKYE
abo 3aTBepmKye. JlaTta 3a3Ha4a€THCS HIKYE MIMUCY JT1BOPYY.

4.3. Tlix yac peecTpallii TOKyMEeHTa HOTO JaTa MPOCTaBISIEThCS Y JTiBill BEPXHIil YaCTHHI IOKYMEHTa
Ha CHeIiaJbHO BIABEACHOMY MiCIll Ha OJlaHKy. Y JOKYMEHTax, CKJIaJICHHX He Ha OJaHKy (3asBU
MpAIiBHUKIB, JOMOBIHI 3alMKCKH, JOBIIKA TOIIO), JaTa IMPOCTABISETHCS aBTOPOM JIOKYMEHTa
HIDKYE TIAMHCY.

4.4. Ha noxyMmeHTi, BUJaHOMY JBOMa ab0 Oinbllle YCTaHOBAMH, 3a3HAYAETHCS OJIHA JaTa, sKa
BIJIMOBI/Ia€ JaTi OCTAHHBOTO ITIIMHCY.
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5. IloroaskeHHs1 yNpaBJdiHCBKHX JOKYMEHTIB

5.1. V pa3i BUHUKHEHHS MOTpeOU y MPOBEICHHI OIIHKU JOLLILHOCTI CTBOPEHHS JOKYMEHTa, HOTO
OOIPYHTOBAaHOCTI Ta BIANOBITHOCTI 3aKOHOJABCTBY 3/AIMCHIOETHCS TOTOKEHHS IPOEKTY
JTOKYMEHTA.

5.2. TToromkeHHS MOXe 3JIIMCHIOBATHCH K Y 3aKJIaJli TOCaJOBHMH 0CO0aMH, SKI BiJIIMTOBIAHO 70 iX
KOMIIETEHIII1 BUPIIIYIOTh MUTAHHS, MTOPYIICH]I B IPOEKTI JOKYMEHTA (BHYTPIIIHE MMOTOJKEHHS), TaK
13a 11 MeXaMH 1HIIMMU 3a1HTEPECOBAHUMHU YCTAHOBAMH (30BHIIIHE ITOTOKCHHS).

5.3. BHyTpilIHE TOTOKEHHS O(GOPMIISAIOTh MIISXOM IPOCTABISIHHSA Bi3H, sSKa OQOPMIISETHCS
BiamoBigHO 70 JACTY 4163-2003. I'prud moromkeHHs pO3MIIIYIOTh HIKYEC PEKBIZUTY «llimmucy.
Bin ckmamaetses 31 cnoa ITOI'OJDKEHO (6e3 namokx), Ha3BH TOCaad OCOOM, sIKa ITOTOJIKYE
JOKYMEHT (pa3oM 3 Ha3BOIO Oprasizailii), 0COOMCTOro MiANuUCy, iHimiany(-iB) i Mpi3BHINA, JaTH
ITOr'O/IKEHHS.

ITOTO/IJKEHO

3acmynnuk oupekmopa

3 HABYAILHO-BUXO0BHOI pOOOMU
Hionuc Iniyian(u), npizeuuie
01.09.2021

SKI0 MOKYMEHT TOTO/PKYIOTh JIUCTOM, IPOTOKOJIOM, aKTOM TOMIIO, TO TpU() IOTOIKCHHS
0(OPMITIOIOTH TaK:

IIOTI'O/I’KEHO
IlIpomoxon 3acioannsa

neoazoziunoi paou niyero

30.08.2021 A2 1

5.4. Bi3u mpocCTaBISIFOTECS Ha MPUMIPHUKAX JOKYMEHTIB, IO 3aIHMIIAIOThCA y 3aknaji. [Ipoextu
PO3MOPSATUUX TOKYMEHTIB BI3YIOTHCS Ha MEPIIOMY IPUMIPHHUKY.

5.5. [lepenik mocagoBux ocid, SKi MOBUHHI 3aBi3yBaTH JOKYMEHT Yy 3aKJiaJi, BU3HAYAE TMPAIliBHUK,
SIKUN CTBOPIOE IOKYMEHT, BUXOJSYM 3 HOTO 3MICTY.

5.6. BHyTpilHe MOTOKEHHSI MPOEKTY TOKYMEHTA 3aJIe)KHO BiJ] OT0 3MICTy MPOBOJUTHCS B TaKiil
MTOCJTIIOBHOCTI: TIPAI[IBHUKOM, SIKMH MIATOTYBaB JTOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO TIPO3ALTY,
B SIKOMY HOTO CTBOPEHO, IMOCAJI0BUMHU 0CO0aMHU, SIKi 3a3HAYEHI Y MPOEKTI TOKYMEHTA SIK BUKOHABII],
(hiHAHCOBUM MAPO31IJIOM a00 TOJOBHUM OyXTanTepoM (SKIIO MPOEKT JTOKYMEHTa CTOCYETHCS
(iHAaHCOBUX THTaHb), 3aCTYMHUKOM KEpIiBHUKA 3aKJaay, SIKUH BIAMOBIZA€ 32 TUTAHHS, IO
MICTSITHCSI B IPOEKTI JOKYMEHTA.

5.7.3a 3MiCT TOKyMEHTa, SIKUH Bi3yeThCS KUIbKOMa 0co0aMHM, Taki 0COOM BiAMOBIZAOTH 3T1JTHO 3
KOMIIETEHIIELO.

5.8. fxmio y mporeci Bi3yBaHHsI 1O TMPOEKTY JOKYMEHTa BHECEHO CYTTE€BI 3MiHM, BiH MiJUIsITac
JIOOTIPAIIOBAaHHIO, TIEPEAPYKYBAHHIO 1 TOBTOPHOMY Bi3YBaHHIO.

5.9. 30BHIIIHE TOTO/IKEHHSI MPOEKTIB TOKYMEHTIB MOXe OyTH O(POPMIICHO apKyIIeM MOTOKEeHHS,
rpudoM TOTO/DKEHHS, JOBIIKOI IMPO TOTOPKEHHS, JHCTOM MOTO/DKEHHS a00 TpeICTaBICHHSIM
MIPOTOKOJIY 0OTOBOPEHHS MPOEKTY JOKYMEHTA Ha 3aciJaHHI KOJIET1aIbHOTO OpraHy.

5.10. Apkym MOTOUKEHHSI CKJIAIA€ThCA Y pasi, SKIIO0 3MICT JTIOKYMEHTa CTOCYEThCS ObIE HIX
TPHOX YCTAHOB (3aKJIAAiB), PO IO POOUTHCS BIAMITKA Y JOKYMEHTI Ha MICIll Tpuda MOTOKSHHS,
HANPUKIAT: «APKyuwt 02003 ceHHA 000AEMbCA).

5.11. ApkyuI norogkeHHst 0pOpMIIIETHCA 33 TaKOI0 (HOPMOIO:


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

APKYLI IIOT'O/VKEHHA

Ha3zea npoekmy 0oKkymenma

Haszea nocaou Iionuc Iniyianu (iniyian imeni), npizeuuye

ama

[Tixrmuc mocagoBoi 0coOM CKPITUTFOETHCS NIEYATKOIO 3aKiIaay (3a HasBHOCTI).

5.12. KoxxHa 3 ycTaHOB (3aKJIajiB), sSIKili HaJICIIaHO MPOEKT JOKYMEHTAa Ha IOTODKCHHS, MOXE
HaJ/IaBaTH OKPEMHUH apKyll MOTOJ/DKEHHS, a00 apKyIl MOTOJDKEHHS MepeacThesl 3aiHTEPECOBAHUM
yCcTaHOBaM (3aKjiajiaM) y TMOCIHIiJOBHOCTI, BU3HAYCHIM yCTAaHOBOKO (3aKJIAIOM) — aBTOPOM TPOEKTY
JOKyMEeHTa. ApKym abo apKylIl MMOroJpKEeHHsS 30epiraloThbCsl pa3oM 3 JOKYMEHTOM, SKHU Oyio
MIOTOJIKEHO.

5.13. 30BHIITHE MOTO/PKEHHS Y pa3l MOTpeOH, BU3HAYCHOI 3aKOHOIABCTBOM, 31HCHIOETbCS Y TaKid
MOCTIIIOBHOCTI:

3 YCTAaHOBAaMH OJIHAKOBOTO PiBHS Ta IHIIMMHU YCTaHOBAMH,
13 TPOMaJZICBKIMH OpTaHi3allisiMu;
3 OpraHam, ki 371iCHIOIOTh AepKaBHUI KOHTPOJIb Y IEBHIHU cdepi;
3 YCTAaHOBAaMH BHILIOTO PiBHSL.
6. 3aTBepI:KeHHS YNIPABJIIHCbKUX JOKYMEHTIB

6.1. 3aTBepKCHHS YIPABIIHCHKUX JOKYMEHTIB 31HCHIOETHCSI OCOOMCTO KEPIBHUKOM 3aKiagay abo
Haka3oM (B OKpPEMHUX BHIAJKaX MPOTOKOJIOM) 3aKiajy i3 3a3HaYCHHSIM Ha JIOKyMEHTI rpuda
3aTBEPKEHHS, O(POPMIICHOTO BiAIOBITHUM YHHOM.

6.2. Hakazom 3aknaay 3aTBEp/KYIOTHCS TOJOKEHHS MPO CTPYKTYPHI MiIPO3JALTH, 1HCTPYKIII,
MpaBWJIa, IOPSAAKYU Ta 1HIII JOKYMEHTH HOPMATHBHO-TIPAaBOBOT0 a00 HOPMAaTUBHOIO XapaKTepy.

VY pa3l 3aTBepIKEHHS JOKYMEHTa pIIIEHHSM KOJET1aJbHOTO OpraHy Trpud 3aTBEpAKEHHS
cknagaerbess 31 cnoBa 3ATBEP/DKEHO (6e3 namok), Ha3Bu, JaTH 1 HOMepa JOKyMEHTa Yy
Ha3MBHOMY B1JIMIHKY.

3ATBEP/’KEHO

Ilpomoxon 3acioanns nedazo2iunoi paou
Ilonmaecvkozo npogeciitnozo niyerw mpancnopmy

25.12.2021 Ne 5

6.3. KepiBHMKOM 3aKJ1aay 0COOMCTO 3aTBEPKYIOTHCS JOKYMEHTH, 1110 HE MOTPeOyIOTh TOJaTKOBUX
BKa31BOK, 3aBJlaHb WIOJO0 iX YIPOBAaJKEHHs a00 BHUKOHAHHS (IOJIOKEHHS (CTAaTyTH) 3aKiamy,
MPOTOKOJIM, aKTH, IUIAHU, 3BITH, KOLITOPUCH, INTATHI PO3IMHUCH, MOCAZOBI IHCTPYKIIii, MpOrpamH,
HOpPMaTHUBH TOLIO).

3ATBEP/’KYIO

Hupexmop Ilonmascvkozo npogeciiinozo niyero mpancnopmy
IHionuc Iniyian(u), npizeuuie

01.09.2021

7. IlinnucaHHs yNPaBJIIHCBKUX JOKYMEHTIB

7.1. TTocamoBi 0cOOM MiAMUCYIOTh JOKYMEHTH y MEXaX CBOIX MOBHOBaXKEHb, BU3HAYCHUX y CTATYTI
3aKJay, MOJIOKEHHSX MPO CTPYKTYPHI MiAPO3IUTH, TOCAOBUX IHCTPYKIIIAX, HAKAa31 PO PO3MOJILT
000B’sI3KIB MK KEPIBHUKOM Ta WOro 3acTyITHUKaMH TOMmO. Y 3a3HAYCHUX JOKYMEHTaxX



BU3HAYAETHCS TAKOX MOPAIOK TMIAMUCAHHA JOKYMEHTIB IHIIMMH 0CO0aMu B pa3i BiICYTHOCTI
KEepiBHUKA 3aKJIaay Ta MOCaJ0BUX OCI0, K1 YITIOBHOBAXKEHI 1X IMiIMHUCYBaTH.

7.2. Ilignuc CKIAMAEThCA 3 HAa3BU IIOCAJAM OCOOM, SKa IIIIUCYE JOKYMEHT (IIOBHOI — SIKIIO
JOKYMEHT HaJpyKOBaHUIl He Ha OJaHKY, CKOPOYCHOT — Ha JOKYMEHTI, HAIpyKOBAaHOMY Ha OJIaHKY),
0COOMCTOTO MiMUCY, IMEHI Ta MPI3BUINA, HAMMMCAHOTO 3 BEIHMKUX JIiTep. Jl03BONSETHCS B PEKBI3UTI
«[Tigmuey micist Ha3BM MOCaAM 0COOM 3a3HAYaTH BUCHE 3BAHHS, HAYKOBUH CTYITiHb.

1. lupexmop ITIUIT IHionuc In’a, IIPI3BUIIIE
2. 3acmynnux oupexmopa 3 HBP Ilionuc In’a, IIPI3BUIIE

7.3. Ilpu CTBOpEHHI JOKYMEHTIB MIAMUCYETHCSA OJWH MPUMIPHUK JOKYMEHTA, KM € OpUTIHAJIOM.
BUHSTOK CTAaHOBIATH ACSIKI BUIW JOKYMEHTIB (HAIPUKIA aKTH, JOTOBOPHU, SIKIi CTBOPIOIOTHCS B
KUTBKOX MPUMIPHUKAX, KOXKEH 3 IKUX MA€ CUITy OPUTIHAITY).

7.4.Y pa3i HaACWIaHHS TOKYMEHTa OJHOYACHO KUTBRKOM 3akjaaaM (yCTaHOBaM) OJHAKOBOTO abo
BUIIIOTO PiBHA KEPIBHUK 3aKJIaly MiAMUCY€E BC1 HOTO MPUMIPHHUKH.

7.5. JIpa abo OijblIe IMiAMKMCIB MPOCTABISAIOTH, SKIIO 3a 3MICT JOKYMEHTa BIAMOBIAAIOTH KiIbKa
oci6. [Ipu npomy miamucu MOCATOBHX OCI0 PO3MILIYIOTHCS OJWH MiJl OJHUM BIAMOBITHO 0
MiATOPSIKOBAHOCTI OCi0.

Jupexmop HILIT IHionuc In’a, IIPI3BUIIE
Maiicmep 3 6upoOHUU020 HAGYAHHA Ilionuc In’a, IIPI3BUIIE

7.6. CriiyibHI TOKYMEHTH KUIBKOX 3aKjadiB MiJNUCYIOTHCS KEPIBHUKAMHU OJIHAKOBHX ITOCAJ ITHX
3aKJaaiB. IXHI miamucH po3MINIyIOTECS Ha OJJHOMY PiBHI 1 CKPITUTIOIOTHCS TIeYaTKaMH 3aKJIA/IiB.

Hupexmop HITLIT upexmop (3aknady oceimu)

Ilionuc Iniyian(u), npizeuwe IHionuc Iniyian(u), npizeuue

7.7. JIoKyMEHTH KOJIETIaJIbHUX OpraHiB (pIlIEHHS, MOCTaHOBHU) MIJNUCYE T0JIOBA KOJIET1aJIbHOTO
oprany. [IpoTokos miAMUCYIOTh TOJIOBYIOUYH Ha 3aCilaHH] KOJIET1albHOTO OpraHy 1 cekperap.

T'onosa npoghcninkosozo komimemny Hionuc In’a, IIPI3BUIIE
Incnexkmop 3 kaopie IHionuc In’a, IIPI3BUIIE

7.8. JlokyMeHTH, CKJIaJIeHI KOMICI€I0, ITiITICYIOTh T0JI0Ba KOMICI 1 BCI YJICHH KOMICIi.

7.9. JIokyMeHTH, [0 MiANATAIOTh 3aTBEP/KEHHIO (IHCTPYKIIi, MOJOXEHHs, MpaBuUiia TOIIO),
MIIMHACYE TI0caa0Ba 0co0a, BIAMOBIIaIbHA 32 iX MATOTOBKY.

7.10. Y pasi BiACYTHOCTI KepiBHUKA 3aKiiaqy, Ha3Ba MOcaay, Mpi3BUIle, iHiMianu (iHiIian iMeHi)
SKOI 3a3HaUEHO Ha IMPOEKTI JOKYMEHTa, HOoro miamnucye ocoba, sika BUKOHYe ii 000B’si3kH, abo ii
3aCTYMHHK. Y TakoMy pa3i 000B’S3KOBO 3a3HAYArOThCS (DaKTHUHA MMOcaa, iHinianu (iHimian iMeHi),
Mpi3BUILE 0COOM, sIKa mignucana JoKyMeHT. [Ipu 1poMy BHUIIpaBiIeHHS BHOCSTH PYKOMHCHHM abo
MAIIMHOMIUCHUM CHOCOOOM, SIKIIO JOKYMEHT HEMOXXJIHMBO NepeapykyBaTH. He nomyckaerbes min
9ac TiANUCaHHS IOKYMEHTa CTAaBUTH NMPHHMEHHHK «3a» YH MPaBOOIYHY TOXHIYy PUCKY Tepen
Ha3BOIO 11OCA]IH.

JlomaBaHHS 10 Ha3BH TMOCAAM KEpPIBHUKA 3aKiaay ad0 CaMOCTIMHOTO CTPYKTYPHOTO IiAPO3JILITY
clliB «Bukonyrouuit 0608’a3xu» aoo «B.o.» 311ICHIOETHCS Ha MiJICTaBl HaKa3y.

7.11. ®dakcuMinibHe BiATBOPEeHHs MIANMHUCY IOCAO0BOi OCOOM Ha OpraHizamiiftHO-pO3MOPSIUNX,
(hiHaHCOBUX, OYXTaNTepChKUX MOKYMEHTaX 3a JOIMOMOTOK MEXaHIYHOro abo0 1HIIOTO KOIiIOBAaHHS
He JIOMYCKAEThCS.



8. 3arajabHi BHUMOTH 10 TEKCTY YNIPABJiHCbKHX IOKYMEHTIB

8.1. Tekct ympaBIiHCHKOTO JOKYMEHTa TOBHHEH OyTH YITKHM, KOHKPETHHUM, JIAKOHIYHHM,
iHbopMaTUBHUM Ta BiAmoBigatu opdorpadiyHuM, JIEKCUYHUM, MOP(OIOTIYHIM, CHHTAKCUYHUM,
CTHJIICTHYHHM, ITYHKTYalliiHUM HOpMaM.

8.2. TekcT mOKyMEHTa MOBUHEH CTOCYBATHCS TOTO IHMTAHHS, SIKe CPOPMYJIbOBAHE B 3ar0JOBKY JIO
TEKCTY, YITKO BiJOOpa)KaTH MPUYHMHY W METY CTBOPEHHS JIOKYMEHTA, PO3KPUBATH CYTh KOHKPETHOI
CIpaBH, MICTUTH apTyMEHTOBaHI1 JI0Ka3u, BUCHOBKH, ITPOMO3HUIIi].

8.3. Ilin wac cknamaHHsA JOKYMEHTIB BXKHMBAETHCS MIOBHH CTHIIb, IS SIKOTO XapaKTePHUM
HEHTpaJIbHUIl TOH BHKJIAJEHHS, N030aBieHUIl OOPa3HOCTI, E€MOLIMHOCTI Ta IHIUBIAYyaJTbHUX
ABTOPCHKHX PHC.

8.4. Tekct mokyMeHTa O(GOPMIISIIOTH y BUIJISAI CYIUIBHOTO 3B’SI3HOTO TEKCTY, a00 aHKETH YU
Ta0uIll, 00 MUISIXOM MOETHAHHS X (HOpM.

CyliapHUAN 3B S3HMH TEKCT JOKYMEHTA MICTUTh IpaMaTHYHO 1 JIOTIYHO Y3TOJUKCHY 1H(MOpPMAIIi0
PO YIpPaBIIHCHKI MAii 1 BUKOPUCTOBYETbCA IiJ] 4Yac CKIAJaHHS OpraHi3aliifHO-po3MOpsauux
JIOKYMEHTIB.

CyuinbHuii 3B’SI3HUN TEKCT, SK MPaBUJIO, CKIAJA€ThCA 3 JABOX YacTUH. Y TMepiuiid (BCTYIHIM)
YaCTHHI 3a3HAYAIOThCS IIiJICTaBa, OOIpyHTYBaHHS ab0 MeTa CKJIQJaHHA JOKYMEHTa, y Jpyrii
(3aKJIFOYHIN) YacTHHI — BUCHOBKH, IIPOIIO3HMIII, pPIIICHHs, NpoXaHHSA. B okpeMux BHmaakax
JOKYMEHT MOXE IIiCAs BCTYNHOI YAaCTHHM MICTHTH MOTHBYBaJIbHY YacTHHY, B SKIH
OOIPYHTOBYETHCS MO3HIIISI 3aKIa1Yy.

8.5. V TekcTi ToKyMEeHTa, MiArOTOBJICHOr0 BiMOBIIHO JI0 JOKYMEHTIB IHIIKMX YCTaHOB a00 paHille
BHJIaHMX JIOKYMEHTIB, 3a3HAa4YalOTbCSI HOTO PEKBI3UTH Yy Takid TOCIIJOBHOCTI: Ha3Ba BHUIY
JIOKYMEHTa, HallMEHyBaHHS YyCTaHOBM —aBTOpa JOKyMEHTa, JaTa, peecTpaliiiHuii Howmep,
3aroJI0BOK JI0 TEKCTY.

Ilpuxnao

Haka3z MinicrepcrBa rwcrunii  Ykpainm: Big 18 uepBHs 2015 poky Ne 1000/5 «IIpo
3atBep/a:kenHsi [lpaBua oprauizaunii ainoBoacTBa Ta apxiBHOro 30epiraHHsi JOKYMEHTIB Y
Aep:KaBHUX OPraHax, OPraHax MiCeBOro CaMOBPSIAYBAHHS, HA MIANPUEMCTBAX, B YCTAHOBAX i
oprasizamisix»

8.6. TekcTn CKIATHUX 1 BEMUKHUX 32 00CATOM JOKYMEHTIB (TOJIOKEHHS, MpaBuia, IHCTPYKIII,
OTJISIIN, 3BITH TOIO) MOJAUISIOTHCSA HA PO3AUIN, MAPO3AUIN, MMYHKTH, MANYHKTH. [IyHKTH B TEKCTI
HYMEpPYIOThCS apaOChbKUMU LM (pamMu 3 Kpankoro, a MiIyHKTH — apaOCbKUMHU UPPaMU 3 Ty’KKOIO.

Po3ninu HymepyroTbCS PUMCBHKUMH LH(paMu, a TaKOX B OKPEMHUX BHIMAJKaX BOHH MOXYTh
MOJUISTHCS Ha TJIaBH.

8.7. ®opma aHKETH BHKOPHCTOBYETHCS y pa3i BUKIAJICHHS Yy IH(HPOBOMY a00 CIIOBECHOMY BHTJISIII
iH(popMarii mpo oAuH 00’€KT 3a MEBHUM oO0csiroM o3Hak. IlocriifHOO iH(OpMAali€l0 B aHKETI €
y3arajgbHEHl O3HAaKW, 3a SKAMH TIPOBOJUTHCA OMUC O00’€KTa, a 3MIHHOIO — KOHKPETHI
XapaKTePUCTHKH.

8.8. TabimyHa ¢opma JOKYMEHTa BUKOPHCTOBYETHCS Y pa3l BUKIQJACHHS y ImdpoBoMmy abdo
CJIOBECHOMY BUIJIs11I iH(opMarlii Mpo Kijgbka 00’ €KTIB 3a psAAOM O3HAK.

3arosoBku Tpad TaGIHIN MULTYTHCS 3 BEIUKOI JITEPH, T13ar0JIOBKH — 3 MaJIOl JIITEPH, SIKIIO0 BOHU
CTaHOBIISITH OJIHE IIIJI€ 13 3ar0JIOBKOM, 1 3 BEJIMKOI — SIKIIO MMiJ[3ar0JIOBOK Ma€ CaMOCTiiiHE 3HAaYCHHSI.
Kpanku B KiHIIl 3ar0JI0BKIB 1 IMi/13aT0JI0BKIB rpad) HE CTABJISTHCSA. 3ar0JIOBKH 1 IMiA3arojoBKU rpad
Ta PSAJKIB TaOJMI TOBUHHI OYTH BHUKIIAJEHI IMEHHHKOM y HA3MBHOMY BIJIMIHKY OJHHHHU. Y
3aroJIOBKax 1 IMiJI3arojoBKax PsAAKIB 1 rpad TaOauIll BKUBAIOTHCS JIMIIE 3arajlbHOMPHUIHATI YMOBHI
MO3HAYEHHS 1 CKOPOUYCHHS.



No 3/n 115 Haszea 3axnady oceimu Ilocaoa Cmasrc, p.

1 2 3 4 5 6

I'pacdu Tabmuiri, sSKi pO3MINIYIOTHCS Ha KUTBKOX CTOPIHKAaX, HyMEpYyIThcs. Ha npyriit Ta HacTymHUX
CTOpiHKax TaOJUIll 3a3HAaYalOThCs HOMEpHU rpad), a TakoXk y BEPXHbBOMY IPAaBOMY KyTi — CIOBa
«[IpoTOBKECHHSI TOIATKAY.

IIpooosicennsa 0ooamxka

1 I 2 | 3 | 4 | 5 I 6 |

8.9. V 3akmazi TekcT Haka3y BUKIanaeThes Bif nepuoi ocoou — HAKA3YIO.

VY CHUTBHUX PO3MOPSIYUX JOKYMEHTaX BHUKOPHCTOBYETHCSA (opMa BHKIAIY TEKCTY BiJl MEPIIOi
ocoou MHOXUHU — HAKA3YEMO.

VY npoTokosax 3acTOCOBYEThCS popMa BUKIAy TEKCTY BiJl TPETHOI 0COOM MHOXKHHH 32 CXEMOIO:
CIIYXAJIH — BUCTYIIHJIH — BUPILITHIIH (YXBAJIUJIH, IOCTAHOBHIJIN).

VY nucTyBaHHI 3aCTOCOBYETHCS (hOpMa BUKIAAY TEKCTY BiJ Mepiioi ocoOM MHOXKUHHU (BBaXKAEMO,
HAJCHIIAEMO, TIPOCHMO, IPOTIOHYEMO) abo BiJ TPEThOi 0coOm OmHUHU («3akiad npogeciiinoi
(npogheciitno-mexniunoi) oceimu ne 3anepeuye», «3aknad npogpeciiinoi (npogheciitno-
mMexHIuHOoI) 0C6IMmuU 88AXHCAE 3a HEODXIOHEN).

Y JoKyMeHTaxX, CKIaJeHHX I[I0CaJI0BOI0 0CO00I0 1 aJpecoBaHMX KEPIBHUKY 3akiaay abo
CTPYKTYpPHOTO MiJIPO3AUTy (IOMOBIAHA 3amKcKa, MOSCHIOBAJIbHA 3aIMCKa, 3as1Ba), 3aCTOCOBYETHCS
¢dbopMa BUKIIAAy TEKCTY BiJ Mepiioi ocoOu 0HUHU (TIPOTIOHYI0, BBAXKAIO, MPOIITY).

9. Oco0,1MBi BUMOTH /10 CKJIA/IaHHS /IeIKUX BU/IiB JOKYMEHTIB
Haxka3s

9.1. Haka3 — po3nopsiqunii JOKYMEHT, SIKHi BUa€ KePIBHUK 3aKJIaay Ha MMpaBax €IMHOHAYAIBLHOCTI
Ta B MeXaxX CBO€l KOMIIETeHIii, 0OOB’SI3KOBMI JuId BUKOHaHHs mijuyernumu. Hakasu 3axmany
MIJOUCYIOThCA KEPIBHUKOM 3aKJaay, a 3a HOro BIJICYTHOCTI — 0CO000, siIka BHMKOHYE HOro
000B’sI3KH, Ta PEECTPYIOTHCS B KYypHaJIaxX peecTpallii Hakas3iB.

[TinroToBKy Haka3zy MOKe 1HII[IFOBaTH KEPIBHUK 3aKJIaay a00 Oyb-SIKUi CTPYKTYPHHUH MiAPO3ILI.

SIKu1o0 1HINIATOPOM MIATOTOBKM HaKa3y € CTPYKTYpHUH HiAPO3/UI, TO HEOOXIAHICTh HOTr0 BUAAHHA
MOBMHHA OyTH OOIpyHTOBaHa B JIOMOBIAHIN 3amucii. PimeHHs KepiBHUKA 3aKialy BUPAKa€TbCs
PE30ITIOLIEI0.

9.2. Bynp-sKkuil Haka3, 3a BUHATKOM CHUIBHOTO, 0(hOPMITIOIOTH Ha OJaHKY HaKa3y 3aKjany.

9.3. 3mMicT Haka3zy KOPOTKO BHKIIQJAETHCS Y 3aTOJIOBKY, KA MOYNHAETHCS 3 puitMeHHnKa «[Ipoy i
CKJIaJa€ThCsl 3a JIOIOMOTOI0  BifJli€ciiBHOTO iMeHHUKA («IIpo 3ameepoicenns...», «llpo
66edenua...», «Illpo npuithammsa na pooéomy...») abo imeHuuka («llpo niocymku...», «llpo
Kaopoei NUMAHHA...»).

9.4. CtpykTypa TEKCTy Haka3y, SK TPaBWIO, CKJIANAETbCS 3 JIBOX YaCTHH — KOHCTATYIOYOi
(mpeamOymH) 1 pO3MOPSAYOI.

VY KOHCTaTyro4id 4acTHHI 3a3HAYAIOTHCS IMJICTaBa, OOTPYHTYBaHHA a00 MeTa BHUIAHHS HaKasy.
3a3HaueHa yacTWHA MOXe MounHaTtucsa 31 ciiB «Ha euxonanmnsa», «3 memoroy tomo. SKio
JOKYMEHT BHJIA€ThCS Ha MIJCTaBl 1HIIOTO PO3MOPSAYOrO JOKYMEHTa, Y KOHCTaTyHOYiil yacTHHI
3a3HaYar0ThCs Ha3Ba BHUIY IIbOTO JOKYMEHTa, MOro aBTOp, JaTa, HOMEp Ta 3arojoBok. Kpamnka B
KIHIl KOHCTATyIO4Y0i YaCTUHU HE CTAaBUTHCS.

Koncraryroua wactTmHa MOXXe OyTH OMyIeHa, SKIIO pO3MOpsiada 4YacTHHA HE MOTpedye
OoOTpyHTYBaHHS, HAIIPUKIIA]T Y HAKA3aX 3 KaIPOBHUX MUTAaHb (0OCOOOBOTO CKJIAIY).

9.5. Posmopsiiua yacThHAa Haka3y IMOYHMHAETHCS MOIECIOBOM, SIKE JPYKYETHCS 3 HOBOTO psKa
BEJIMKUMHU JIiTepaMu 0€3 BIACTYITY BiJl JIIBOTO TOJIA 1 JIAMIOK, ITICJIS YOTO CTAaBUTHCS ABOKpAIKa.



9.6. Posmopsiiua yacTHHA TOMIMSETHCS HA IMYHKTH 1 MiAMYyHKTH, SKIi HyMEPYIOThCS apaOCbKUMU
nudpamu. Y KOXKXKHOMY MYHKTI NMOBUHHI OyTH 3a3HAau€HI BHKOHABIl (CTPYKTYpHI MiApo3aid abo
KOHKPETHI M0CcaIoBi 0COOM), KOHKPETHI 3aBJIaHHS (OPYUYEHHS) 1 CTPOKH X BUKOHAHHS. BukoHaBII
MOXYTh OyTH Ha3BaHI TaKOX y3arajJbHEHO, HANPUKIAJ: «IIEIarOTiYHUM IpaIliBHUKAM 3aKIJIaJIy».
[Ipy 1BOMY HE 3aCTOCOBYETHhCS HANMUCAHHSI HEKOHKPETHHX JIOPYYeHb, SIKI MICTSTh CJIOBA!
«IPUCKOPHUTHY, «ITOJIIIIUTHY, «AaKTUBI3YBATHY», «3BEPHYTH yBary» TOIIO.

9.7. Y Haka3zax 3 KaJpOBHX MUTaHb (0COOOBOTO CKJIAMy) PO3MOPSIYAa YACTHHA MOYMHAETHCS, SIK
npaBuiao, 3  jgiecnoBa y  ¢opmi  indinitusa: «IIPHHHATH»,  «IIPU3HAYHTH),
«(IIEPEBECTH», «3BLUIBHUTH», «BLUIPA/IUTH), «HAJATH», «OI'OJIOCHTH) Tompo.
Jlam 3a3HayalOThCS BEIMKMMHU JITEpPAaMH TPI3BHUINE MpalliBHUKA, HA SIKOTO MOIIUPIOETHCS s
Hakazy, 1 MaTMMU — HOTO iM’s Ta IO OaTHKOBI.

dopMyITIOBaHHS IYHKTIB NMOBHHHI OyTH YiTKMMH, KOHKPETHHMH, BiImoBigaTté HopMmaM Komekcy
3aKkoHiB mpo npairo Ykpainu (K3nll) abo iHImmM mpaBoBUM akTam.

VY pasi npuitmManHs abo 3BUIbHEHHS MpalliBHUKA 3a3HAYalOThCA MOBHA Jara (YMCIO, MICSIb, PiK)
(hakTHYHOTO BUXOJY MpaIlliBHUKA Ha PoOOTY (NPUIMHEHHS TPYIOBHX BIAHOCHH), PO3MIpH HOTO
MI0CaI0BOTO OKJIaAy BIAMOBIIHO /10 IITATHOTO PO3MHKCY, HAJ0ABOK Ta JOIJIAT.

VY KOXXHOMY ITyHKTI HaKa3y 3 KaJpOBUX MHTaHb (0COOOBOIO CKJIaay) 3a3HAYAETHCS IiJCTaBa 1010
1oro BuJaHHs (3asBa MpalliBHUKA, KOHTPAKT, JOMOBIHA 3alMCKa, PIIICHHS aTeCTalliiHOiI KOMIcii

TOIIO).

Hakasm 3 kagpoBux mnurTaHb (0COOOBOrO CKiIaay) O(GOPMIIIOIOTH Yy BHIVISAL 1HAWBIAYATbHHX
(CTOCYIOTBCSI OJTHOTO IPAIiBHUKA) 1 3BEIEHUX (CTOCYIOTHCS KUTBKOX MPAIliBHUKIB).

VY 3BeeHUX Hakaszax J10 PO3MOPSAAYO] YACTUHM BKJIFOYAIOTHCS MYHKTH, 10 MICTATH 1H(pOpMALIiO, Y
TaKiid MOCIIAOBHOCTI: MPUUHATTS Ha pPoOOTY (Ciyk0y), mepeBeneHHs, 3BIIbHEHHSA. Y MeEXax IHX
MYHKTIB MiAMYHKTaMH 3a3HaualoTh MPi3BUINA MpaIiBHUKIB 3a andasiToM. [Ipu npomy 10 omHOTO
3BE/IEHOTO PO3MOPSAIUOro TOKYMEHTa HE MOKYTh BKJIIOYAaTHCS MYHKTH 3 1H(OpPMALli€lo, sIKa 3r1HO
13 3aKOHOJJABCTBOM Ma€ pi3Hi CTPOKH 30epiraHHs.

9.8. ITicns Hi}]l'H/IcaHHfl HakKasy 3MIHU A0 HbOT'O BHOCATHCA JIMIIC HNUIAXOM BUAAHHA HOBOI'O Hakazy
IIpO BHCCCHHHA 3MiH.

SIK110 HaKa30M BIJIMIHSETHCS TONIEPEIHINA HAKa3, y pO3NOPSAIUii YaCTUHI 3a3HAYA€ETHCS IYHKT, SIKUH
MOBMHEH IMOYMHATHCA 31 CNiB: «Busnamu maxum, ujo 6mpamue YuHHicmb, ...».

9.9. OcranHili TyHKT Haka3dy y pa3i NMOTpeOW MOKe MICTHTH pIlIEHHS MpO MOKJIAIACHHS Ha
CTPYKTYpPHUH MiJIpo3 /i1 abo nocagoBy oco0y (GyHKIIH 3 KOHTPOJIIO 32 BUKOHAHHSAM HaKaszy.

9.10. Haka3 HaOupae YHMHHOCTI 3 MOMEHTY HOTO MiAIMHMCaHHS 1 peecTpalii, SIKIIO B TEKCTI He
BCTaHOBJICHO 1HIII CTPOKHU.

9.11. 3 Haka30M 3 KaJpOBHUX MUTaHb (0COOOBOTO CKIIaAy) 000B’SI3KOBO O3HAWOMITIOIOTh 3TaJ[aHUX Y
HBOMY 0Ci0, SIKi Ha MIepPIIIOMY IPUMIPHUKY JOKYMEHTA Y Ha CIEIlialbHOMY OJIaHKY MPOCTaBISIIOTh
CBOI IMAMMKCH 13 3a3HAYEHHIM JaTH O3HAHOMIICHHS.

9.12. Haka3u HyMepyIOThCS B MOPAJKY iX BUJIAHHS B MEXKaX KaJIEHAAPHOTO POKY.
9.13. V 3akya/ii CTBOPIOOTHCS TaKi BUIAM HAKa3iB:

HaKa3¥ 3 OCHOBHOI JIsUTBHOCTI 3akiagy — Ne 2-o;

HaKa3! 3 aIMIHICTPATHBHO-TOCIIOIAPCHKIX MMUTaHb 3aKiany — Ne 2-o;

HaKa3!W 3 KaJApOBHX MUTaHb 3aKJIay TPUBAJIOTO CTPOKY 30epirants — Ne 2-k;
HaKa3W 3 KaJAPOBHX MUTAHb 3aKJIay TUMYacOBOTO CTPOKY 30epiranus — Ne 2-1Twm;

HaKa3W 3 pyxy Y4HiB/BUXOBaHIIB 3akiany — Ne 2-B.


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

IIporoxona

9.14. TIpoTOKON — AOKYMEHT, y SIKOMY (IKCYETHCS Mepedir BeIeHHS 3aciiaHb, YXBAJICHHS PIillICHb
JOPaTYMMH Ta KOJICT1aIbHUMH OpTaHaMH, KOMICIsIMH TOIIIO.

[Tporokonu 3acilaHb eIaroTiYHUX PaJl, IHIIUX JOPATINX Ta KOJIETIAIbHUX OPraHiB CKIAIAI0THCS B
ctuchiit hopmi. Y poTOKOIIi, CKIIaIeHOMY B CTUCHIN (popMi, (PIKCYIOThCS JINIE MPUHHATI PIICHHS
0e3 neramizanii nepebiry 0OroBOpeHHs MUTAaHHS.

VY pa3i motpebu 3a pilieHHSIM 3arajibHUX 300piB (KOH(EPEeHIii) KOJIEKTHUBY MPOTOKOJN 3arajibHUX
300piB (koH(DepeHIlii) KOJEKTUBY MOXKYTh CKJIaIaTUCS Y TTOBHIN (opmi.

9.15. Hymepartis mpoTOKOIB 3acifjaHb MEIaroriyHoi paju BEIEThCA Yy MeXaxX HaBYAIBHOTO POKY,
MPOTOKOJIIB BUOOPHUX OPTaHiB — Y Me¥Kax iX MOBHOBAXEHb.

Hywmepariiss mpoTOKOJIiB BeIeThCS OKPEMO 3a KOXKHOIO TPYIO0 IPOTOKOJIB 3aCi/iaHb BiAMOBIAHOTO
KOJICTiaJIbHOTO OpTraHy.

9.16. Jlatoro mpOTOKOITY € 1aTa POBEIACHHS 3aCiTaHHS.

3aroJioBOK 710 TEKCTY MPOTOKOJIY Ma€ BiAOOpakaTH BUI 3acimaHHs (Hapaaa, 300pH, KOH(EPEHIis
TOI110) a00 KOJIeTianbHOl AISUTBbHOCTI (KOMicis, pana, 300pH, poboya rpymna TOIo) 1 BKIIOYAaTH Ha3BY
BHJTy TJOKYMEHTA.

Tekct ITPOTOKOJIY CKIIAAA€ThCA 31 BCTYHHOI Ta OCHOBHOI YaCTHH.

VY BCTymHill YacTHHI MPOTOKOJY 3a3HAYAOTHCS MPI3BUILA Ta 1HILIATU FOJIOBU 200 TOJIOBYIOYOTrO Ha
3aciJlaHHi, 300pax TOIO, CEKPETaps, 3aMPOIICHHX, a TAKOXK IMPUCYTHIX 0CiO.

VY pasi noTpebu 3a pilIeHHSIM BIJMOBIAHOIO OpPraHy Yy CHMCKY HNPHUCYTHIX 3a3HA4aloThCs MOCaau
3ampoireHux ocid Ta HailMeHyBaHHS YCTaHOB. SIKIO KiNBbKICTh MPUCYTHIX MepeBuIlye 15 ocio,
3a3HAYa€THCS 1X 3arajbHa KUTBKICTh 3 MOCHJIAHHSM Ha CITUCOK, IO JTOJTAETHCS JI0 TIPOTOKOIY.

9.17. BerynHa YacTMHA MICTUTh TMOPSAOK JACHHUN: TEpeiK PO3MNISHYTHX Ha 3aciJaHHI MUTaHb.
[Topsitok TeHHUI TTOTAETHCSI HATTPUKIHITI BCTYITHOT YaCTHHHU.

CrnoBa «Ilopsiok HeHHHI» IPYKYIOTHCS BiJ] MEX1 JIIBOTO TOJIsS, MICHs HUX CTaBUTHCS JBOKpAIIKa.
KoxHe nuTanHs HyMepyeThesl apaOChKUMH IUPpaMu 1 APYKYyeThes 3 ab3ary. DopMyBaHHS MUTaHb
y HOPAZIKY IEHHOMY MOYMHAETHCS 3 TpuiiMeHHuKa «I1poy.

9.18. OcHoBHa YacTHHa TMPOTOKOJNY CKJIAMAETHCSA 3 PO3JUTIB, SKI MAalOTh BiANOBIJATH ITyHKTaM
MOPSAAKY AeHHOTro. Po3/1iiu HyMepyIoThesl apaObCbKUMHU IM(pamMu 1 OYAYIOThCS 3a TAKOK CXEMOIO:

utst ctuciioi hopmu potokoiiB: «CAYXAIHU - YXBAJITHTH»;
11 noBHO1 Gpopmu nnpotokoiniB: «C/IYXAIH - BUCTYITIHIIH - YXBA/THIIH .

[Ticnsa cnoBa «CJIYXAJIM» 3 HOBOTO psijika 3a3HAYAIOTHCS TMPI3BUIINE Ta iHIMianM (1HIIIAT 1MEHI)
KOXHOTO JIOTIOBiava.

VY moBHiit popmi mporokony micis cinoBa «BUCTYIINIIN» ¢ikcyroThCsi BUCTYNH THX 0Ci0, sKi
B3SUIM y49acTh B OOTOBOpEHHI JOMOBiAl (MUTaHHS MOPSIKY AEHHOTr0). Buctymu odopmiiorThes B
MIPOTOKOJII 13 3a3HAUEHHSM IOCcajl, MPi3BUI] Ta 1HIIiadiB (1Hiliany), IMEH JOMOBIIa4iB y HA3UBHOMY
BIIMIHKY, BUKJIaJJCHHSIM 3MICTY BUCTYIy 00 MUTaHHS, BIIOBI/II HA HBOTO.

9.19. TekcTH BUCTYIIIB y MPOTOKOJI BUKJIQAAIOTHCS BiJ TPETHOI OCOOM OJTHUHH.

Texcr abo Te3u pAomoBinmi, OQopMIIeHI SK OKpeMi JIOKYMEHTH, A0 TEKCTYy MPOTOKOJIY HE
BKJIIOYalOThes. [licimst BimoMmocTel Mpo JOMOBifada CTaBUTHCA THUpEe 1 3a3HavaeThes «Tekcm
00n08i0i 000a€MbCA 00 NPOMOKOIYY.



[Ticns cnoa «YXBAJINJIN» dikcyeThecst MpHIAHSITE PIIICHHS] 3 00TOBOPIOBAHOTO MUTAHHS TMOPSIIKY
JIEHHOTO, SIKe Ma€ BKJIIOYATH CKJIAOBI, IO BIAMOBIAAIOTh HA TaKi MUTAHHS: KOMY, 110 3pOOUTH 1 B
SIKHI CTPOK.

VY pa3zi SKI0 NPUIMAEThCS PIIICHHS PO CXBAJICHHS, TTOTOKEHHSI, 3aTBEP/PKCHHS JOKYMEHTA, SIKUI
00roBOpIOBaBCS Ha 3aciaHHi, el TOKYMEHT JOJA€ThCS JO MPOTOKOJY. 3a HAsSBHOCTI 1HIITHX
JIOKYMEHTIB, III0 PO3TJISJAIMCS Ha 3acigaHHi Ta (pakT oOroBopeHHsS SKuUX Oyio 3aiKCOBaHO B
TEKCTI MTPOTOKOJIY, BOHH HYMEPYIOThCS apaOChKuMu Iuppamu. Y BIAMOBIIHUX ITYHKTAaX MPOTOKOIY
MIPOCTABJISAIOTHCS TOCUIIAHHS HA 111 JOJATKH.

[TpoTokoJ mianUCy€e roJIOBYIOUMN Ha 3acijaHH] KOJIET1aIbHOTO (J0padoro) oprany Ta cekperap (3a
HasBHOCTI). [IpoToKOI 3acijaHh KOMICiH MiMUCYIOTh YC1 YWICHH KOMICii.

JIucTn

9.20. JIucTu cKIIaaloThCs 3 METOK0 OOMiHY iH(OPMAIli€I0 MK 3aKJIaJoM Ta OPraHaMH JIepPKaBHOI
BJIaJM, OpraHaMH MICIIEBOTO CaMOBPSIYBaHHSA, iX TIIOCAJOBUMH 1 CIIy>)KOOBUMH OCOOaMH,
3aKJIaJIaMH, YCTaHOBaMHM, OpPTaHi3alisiMy Ta IHIUMH (DI3HYHUMH 1 FOPHIUIHUMHI OCOOAMH.

9.21. braHKW MKCTa MaOTh TaKi PEKBI3UTH:
HallMEHYyBaHHS 3aCHOBHUKA (3aCHOBHUKIB) 3akiany (Hampukial, [lonTaBecbka MichbKa paja);
MOBHE HAMEHYBaHHsI 3aKJIaJly BiJIIIOBITHO JI0 YCTAHOBYHX JIOKYMECHTIB;

JIOBIKOBI JlaHi Mpo 3akjan (MomToBa ajpeca, HoMepu TenedoHiB, (akciB, paxyHKIB y OaHKY,
aJipecy eIEeKTPOHHOT MOIITH TOILO).

9.22. PexBi3uTH JUCTA: JaTa, PEECTPALINHUIN 1HJEKC, MOCHUIaHHS HA PEECTPAIlIMHMM 1HIEKC 1 1aTy
JIOKYMEHTa, Ha KU Ha/laeThCs BIANOBIAB (3a MOTpedM), aapecaT, 3aroJioBOK 10 TEKCTY, TEKCT,
BiJIMITKa MPO HAsBHICTh AOJATKIB (3a MOTpedU), MiAMUC, BIAMITKA PO BUKOHABIIS.

9.23. latoro nucTa € gaTa Horo migmucaHHs, sika Mae 30iratucs i3 JaTol peecTparlii BUXiTHOI
KOPECIIOH/ICHIIII.

9.24. TexkcT nucTa BUKIAJAETHCS BiJ MEPIIOi 0cOOM MHOXXUHU 3 BUKOPUCTAHHSM CIIB: «HPOCUMO
nogioomumu...», «p0o3’ACHIOEMO, Wj0...». 3a3BUUall y JIUCTI MOPYIIYETHCS OJHE MUTAHHS.

AKT

9.25. AKT — TOKYMEHT, CKJIaJICHUH TPYIOI0 0Ci0 ISl 3aCBiTYEHHSI BCTAHOBJICHUX (PAaKTiB abo MOiH.
AkTH O0QOpPMITIOIOTHCS 3a pe3yibTaTaMu peBi3iil PiHAHCOBO-TOCHOAAPCHKOI AISUIBHOCTI, MiA 4Yac
npuiiMaHHs-TIEpeIaBaHHs CIPaB, CIIMCAaHHS MaifHa TOMIO.

9.26. JlaToro akTa € qaTa HOro CKJIaJCHHS.
9.27. TekcT aKTa CKJIaJA€ThCS 31 BCTYIHOI Ta KOHCTATyIOUOi YaCTHH.

VY BCTynHIN 4acTUHI 3a3HAa4YarOThCs MIJICTaBH JJIS CKJIQJaHHS aKkTa Ta Ha3UBaIOTbCS OCOOM, SKi
CKJIaJIM aKT ab0 Oy/u MPUCYTHI NPU LHOMY.

Y KOHCTaTyrO4Yiil YacTWUHI BUKIAJAIOTHCS CYTh, 3aBIaHHs, XapaKTep BUKOHAHOI pPOOOTH,
BCTAHOBJICHI (pakTH, Mpomo3ulllii Ta BUCHOBKHA. KoHCTaTryroua yacTuHa MOXe O(QOpPMITIOBATHCS Yy
BUTIISLA]l TAOIUII.

V KiHIIl TEKCTY aKTa 3aluCylOThCs AaHi PO KUIbKICTh MPUMIPHHUKIB aKTa Ta X MICI[€3HAXOJKESHHSI.
9.28. AKT miAMUCYIOTh yci 0co0H, K1 Opajii ydacTh y HOTO CKJIaJIaHHI.

Oco0a, sika Ma€ 3ayBa)K€HHS JI0 3MICTY aKTa, MiMUCYE HOTO 1 BUKIIAAE CBOIO TYMKY Ha OKPEMOMY
apKyIli, SIKKH T0JTa€ThCA 10 aKTa.



9.29.V pa3i 3MiHM KepiBHHKA 3akiany abo BIAMOBiAambHOI OCOOHM, MpUHMaHHS-TIEpEIaBaHHS
JIOKYMEHTIB 1 CITpaB 3/IIMCHIOETHCS 32 TUTIOBUMH (pOpMaMH aKTiB, HaBEJICHUMH B 0odamkax 10-12.

10. 3acBigueHHs Komiii Ta BUTATIB CJIYy’KO0BUX JOKYMEHTIB

10.1. 3aknag Mae mpaBo 3aCBiTIyBATH KOIIii JOKYMEHTIB, III0 CTBOPIOIOTHCS Y HHOMY, 32 BUHSATKOM
KOITI JIOKYMEHTIB, SIK1 BIITMIOBIIHO JI0 3aKOHOJIaBCTBA MOTPEOYIOTh 3aCBIAYCHHS B HOTApiaJIbHOMY
MOPSIKY.

10.2. Komii 1OKyMEHTIB IHIIUX YCTAHOB MOXKYTh BHUTOTOBJIATHCS 1 3aCBiJUyBaTHUCS 3aKJIalOM Yy
TAaKUX BUTIQJIKAX:

Ha BUMOTY CY/IOBUX Ta IHIIMX IPABOOXOPOHHUX OpPTaHiB;

JUISS BHYTPINIHHOTO BUKOPHCTAHHSA Yy 3akiaii (miJg 9ac BUPINICHHS NUTAaHb MIOJ0 NpUWMaHHS
IrpOMaJSsH Ha pPOOOTY, HaBYaHHS, 3aCBIAYEHHS IiX TPYIOBHX, >KHTJIOBHX Ta IHIIUX IIpaB y
B3aEMOBIJTHOCHMHAX 3 yCTaHOBOW). Hampukian, 3akiaj MoO)K€ BHTOTOBUTH 1 3aCBITYUTH KOIIiIO
JUIUIOMA MpaIiBHUKA, KA MOTIM OyJie miAmunTa 10 1oro 0co00BOi CIIpaBH.

10.3. 103BOISIETBCS  BUTOTOBISATH KOINIO 13 3aCBIAYEHOI KOIMIi JOKYMEHTa, SKIIO OpUTiHAJ
BIJICYTHIii 200 HOTO OTPUMATH HEMOKJIUBO.

10.4. Komii 1OKyMEHTIB BUTOTOBJISIFOTHCS 1 BUJAIOTHCS HA BUMOTY 1HIIMX YCTaHOB ab0 rpoMasH 3
JI03BOJTy KEpIBHHKA 3aKJIay, HOTO 3aCTYMHUKIB 200 KepiBHUKA CTPYKTYPHOTO MiIPO3ALTY 3aKiIaay.

10.5. Komiss jgokyMeHTa IIOBMHHA BIJIIMOBIJATH OpPHTiHATY, TOOTO TOBHICTIO BIATBOPIOBATH
iH(OpMallil0 OpUTiHATY 1 BCl HOr0 30BHIILIHI O3HAKH 200 1X 4acTUHY.

10.6. He nomyckaeThCst BUTOTOBJISITA KOMii JOKYMEHTIB 3 HEpO30ipJIIMBUM TEKCTOM, IiTYHCTKAMH,
NPUIHCAMH Ta IHIIUMH HEOOYMOBIICHMH BHITPABICHHSIMH.

10.7. Komist HaOyBa€ IOPUIUIHOT CHIIH JIUIIE B pasi il 3aCBiTYCHHS B YCTAaHOBJIICHOMY TIOPSIKY.

Hanuc npo 3acBigueHHs Komii CKIagaeTbesi 31 CIHiB «32i0H0 3 Opuzinanom», Ha3BU TOCAIH,
0COOMCTOr0 MIANUCY 0COOM, sIKa 3aCBiAUY€ KOMito, 1i 1HINIaiB (1Hilialy 1IMEH1) Ta Npi3BUILIA, AaTU
3aCBIJJUEHHS KOIIii.

Hamuc mpo 3acBimueHHs KOl CKPITUTFOETHCS BIMOMTKOM TEYaTKU 3akiaay abo medyaTku «Jliis
KOTIN».

VY Bumankax, BU3HAYCHUX 3aKOHOJIaBCTBOM, KOIIi1 JIOKYMEHTIB 3aCBITUYIOTHCS BIIOUTKOM IME€UYATKH
3aKamgy.

Ha mumboBomy 0oIi y BEpXHBOMY IPABOMY KYTi MEPIIOTO apKylia JOKYMEHTa MPOCTaBISETHCS
BiamiTka «Komisty.

10.8. Cropinku Komii JOKYMEHTIB (32 BHHSATKOM THX, IO MAalOTh OJWH apKylll) HYMEPYIOTHCS i
BIIMITKa TIPO 3acCBiTUEHHS KOITi MOXKE JOMOBHIOBATHUCS BIAMITKOK «Bchoro B komii apK.».
3a pimeHHAM 3aKiaay ado Ha BUMOTY YCTaHOBH, SIKIM HAJA€THCS KOIIS IOKYMEHTA, TOMYCKAEThCS
3aCBiUyBaTH KOMil JIOKYMEHTIB NMOAPKYIIHO.

10.9. ApxiBHi Komii Ta BUTATH 3aCBITUYIOThCS BIIIOBIIHO 10 dodamkie 13, 14.
10.10. 3anexHo Bia crmocoOy BUTOTOBIIEHHS KOIIii OIUIAIOTH Ha (PaKCHMIJIBbHI 1 BiJIbHI:

1) pakcuMinbHI KOMIT BUTOTOBISIOTHCS 3a JIOTIOMOTOK0 3acO0IB KOIIIOBaIbHO-PO3MHOXYBAIBHOT
TEXHIKH, Y TOMY 4uciai 0araToQyHKIIOHAIBHUX MPUCTPOIB, 110 TOYHO BIATBOPIOIOTH YC1 30BHIIIHI
O3HAKH, XyJ0’KHI 0COOIUBOCTI O()OPMIICHHSI PEKBI3UTIB, X pO3TalIlyBaHHs (BKIIOYAIOYM MiANUC Ta
neyaTky) abo 4acTuHy ix;

2) ocoOuCTHI TIAMUC MOCaT0BOT 0COOH, sIKa MiMKIcana OPUTiHAT JOKYMEHTa, MOKe OYTH BiJICYyTHIM
y pa3i HaJCUJIaHHs KO 1HIIIMM YCTaHOBaM a00 SIKIIO KOTis BUX1THOTO IOKYMEHTA 3aJIUIIAETHCS Y
JTOBOJICTBI 3aKJIany;

3) Ha KOMisAX BHXIJIHOTO JOKYMEHTA, IO 3AJHIIAIOTHCA y JIIOBOJICTBI 3aKjaaay, TEKCTH OJIaHKiB
MO)KYTB HC BiI[TBOpIOBaTI/ICH, a 3a3HadyaTucsa MAarTh JIUIIC JaTa HiI[HI/IcaHHSI ILOKyMeHTa Ta f/'IOFO



peeCTpalifHUi 1HACKC, T0caja OCOOHM, SKa 3acBiAumMia KOIiro, il OCOOMCTHH miamuc, aaTta
3aCBITYCHHS Ta BIJOMTOK MEYATKHU CIIYKOH IUJTOBOJICTBA, HAIIPUKITA:

Mama, inoekc

Texcm ooxymenma

Pexkeizum «Ilionuc» (6e3 ocooucmozo nionucy)
32i0H0 3 opucinaiom

Ilpogionuit cneyianicm 6i00iny 0inoeoocmea
Hionuc, iniyianu (inivian imeni), npizeuuye
Biooumox neuamxku 6i0oiny 0inoeoocmea

JHama

Ha xomisix BUXiTHUX JOKYMEHTIB, IO 3aJHUIIAIOTHCS y IUIOBOJCTBI 3aKJIay, MOBUHHI OyTH Bi3U
IOCag0BHX 0Ci0, 3 SKMMHU BOHH ITOTOKEHI, Ta Bi3W BUKOHABIIIB.

dakcuMiTBHI KOITiT, 0 MICTATh (PaKCUMITBHE BIATBOPSHHSI IMiIITKCY ITOCAI0BOT 0COOH 1 TpU3HAYCH]
JIUIIE JUIsl BHYTPIIIHBOTO KOPUCTYBaHHS Y 3akiail (Hampukiaj KoIii HakasiB, IUIaHIB, TOJOXCHb
TOIIIO), HE IOTPEOYIOTH JTOAATKOBOTO 3aCBITUCHHS;

5) BiIbHI KOIii BHIOTOBJIAIOTHCSA M[UISXOM IEPEAPYKYBaHHS ab0 IEPENUCYBaHHS OpHUTiHAIY
JOKYMEHTa, IO IIOBHICTIO BIATBOPIOIOTH WOTOo iHGoOpMaIlito, aje He aOCONOTHO TOYHO
BiJITBOPIOIOTH MO0 30BHIIIHI 03HAKH (IIpU(T, peKBi3UTH OJIaHKa, TIAMKC, IEYaTKy TOMIO).

10.11. Butsr 3i cay»K00BOro JTOKYMEHTa BUTOTOBIISETHCS, SKIIO HEMAE HEOOX1THOCTI BUTOTOBJISATH
Komito. BUTsar oopmMitoeThCs Ha 3arajibHOMY OJIaHKY 3aKJIay 13 TOTPUMAHHSIM TaKHX BUMOT

y Ha3Bl BUJY JOKYMEHTA 3a3HAYAETHCS: «GUMA2 3 HAKA3ZYY, (BUMAZ 3 RPOMOKOIY);
BIJITBOPIOETHCS TIOBHICTIO BCTYITHA YaCTHHA (SIKIIO BOHA €) CIYy>KOOBOTO JOKYMEHTA;

3 OCHOBHOI YaCTUHU TEKCTY JOKYMEHTAa BUIIUCYETHCS TOM MYHKT, 1H(OpMAaLlisd SKOro HeoOX11Ha;
BIATBOPIOETHCS PeKBi3UT «Ilixmucy (6e3 ocoOucToro miamucy);

MIPOCTABJISIOTHCS BIAMITKA IIPO 3aCBITYEHHS KOIIIi Ta BIAOUTOK NeYaTKH (32 HEOOX1IHOCTI).

Butdaru 3 mpoTokoIiB 3acBiguye cekperap, KUl CKlIagae MPOTOKOJM 1 37iiicHIOE iX 30epiranHs, 3
Haka3iB — M0caoBa 0coba, sika BIMOBIIAE 3a X 30epiraHHs.

10.12. OcobnuBUM BUIOM KOIii JOKYMEHTa € AyOiikaT — MOBTOPHO OQOpPMIICHUN CIyXO00BUI
JOKYMEHT IS BHKOPWUCTaHHS 3aMiCTh BTPAYECHOTO YH ITOMNIKOJDKEHOTO OpHTIHATY (JHIIOMA,
CBIZIONTBA, TPYAOBOi KHMKKH TOILO), IO MA€ TaKy Camy IOPHIMYHY CHILY.

JlyGnikaT BUTOTOBIISIETbCS HA TaKOMY caMOMy OJIaHKY, 110 ¥ OpWriHal, Ta MICTUTh 1H(pOpPMAIIO,
aHanoriuny iHdopmariii B opuriHaii. Ha HbOMy MpOCTaBISAIOTHCS BITOMTOK TEYATKH 3aKIany 1
MIJIUCH MOCaJ0BUX 0Ci0, sIKI MalOTh MPaBO MIJMUCY LUX JOKYMEHTIB Ha MOMEHT O(OpMIIEHHS
ny6mnikara. Ha ny0mikaTi mpocTaBiseThCsl y IpaBOMY BEpXHBOMY KYTi BiAMITKa «/[yonikamy.

III. OPTAHIBALIA JOKYMEHTOOBIT'Y TA BUKOHAHHSA JIOKYMEHTIB
1. Bumorn oo oprasisamnii J0KyMeHT000iry Ta BU3HAYCHHS HOro odcsary

1.1. Ocoba, BigmoBimanbHAa 3a OpraHizalil0 OITOBOJACTBA Yy 3aKjiaji 3AIMCHIOE TMEepPBUHHE
OTIPAIFOBaHHS JOKYMEHTIB, IO HAAIANUIM M0 3aKJaay, iX TOMEpeaHId pPO3TIsi, pPeecTparlio,
nepenady KepiBHHIITBY Ha pO3TIsl, TNepefady BUKOHABIAM. [licis BHUKOHaHHS JIOKYMEHTH
JOTY4atOThCS JI0 CIIPaB.

1.2. JlokyMeHTH HE3aJEeKHO BiJ crocoly ¢ikcarlii Ta BIATBOpeHHs iHGOpMAIlii MalOTh MPOXOIUTH
Ta ONpAalbOBYBAaTHCA y 3aKjiall Ha €JMHMX OpraHi3allifHMX Ta MpPaBOBUX 3acajax oOpraHizarii
JIOKYMEHTOOOITY.



1.3. IlinpaxyHOK KUIBKOCTI JOKYMEHTIB Yy 3aKiaji 3A1MCHIOEThCS 3a peecTpauiiHuMH (opMamu
BXIJIHUX, BHYTPIITHIX, BUX1THUX JOKYMEHTIB y MICIISIX 1X peecTpalrii.

2. IlpuiimaHHs1, NepBHHHE ONPAIOBAHHS JOKYMEHTIB Ta iX nonepeaHii po3risia

2.1. Yci HOKyMEHTH, IO HAIXOIATh JO 3aKJagy, MPUHAMArOThCS 0CO00I0, BIAMOBIIATHHOI 32
JIJIOBOJICTBO Y 3aKJIai.

2.2.Y pa3l HaIXxOJDKEHHS JOKYMEHTIB y CKaHOBaHiM ¢opmi iX iH(MOpMaIli0 pOo3IpyKOBYIOTh Ha
namepi i3 MPOCTAaBICHHSIM Ha BEPXHbOMY IOJI JOKyMEHTa Haanucy «OTpUMaHO B €JIEKTPOHHIN
dhopmin.

2.3. ®akT HAIXOHKEHHS OKYMEHTa 10 3aKjaaay 0OOB’S3KOBO (PIKCYETHCS LUISIXOM MPOCTABIICHHS
Ha BXiJHUX JOKYMEHTaX BIAMITKH MPO HOro HAJAXOMKEHHS N0 3aKJIay, sIKa MPOCTABISETHCS BiJl
pykH a0o 3a I0MOMOTOIO0 HITaMIla, aBTOMaTUYHOI'O0 HyMepaTopa Ha JUI[bOBOMY IOJ1 Y IPaBOMY KYTi
HUKHBOTO TIOJIS TIEPIIOTO apKyllla OpUTiHATY JOKyMeHTa. EjeMeHTaMu 3a3HAYeHOTO PEKBI3UTY €
CKOpOY€HE HallMEHYBaHHS 3aKjIaly — OJiep>KyBada JIOKyMEHTa, peecTpaliiiHuil inaeKc, aara (y pasi
OTpeOu — TOAMHA 1 XBIJIMHHU ) HAJTXO/DKCHHS JOKYMEHTA.

2.4. [lepBuHHE oOmpaloBaHHs JOKYMEHTIB TMependadae TMepeBipKy MPaBHIBHOCTI JOCTaBKU
KOpeCHOHeHIIIi Ta i1 IiTiCHOCTI.

JIoKyMeHTH, HaJICITaHi He 3a a/IpECOI0, MOBEPTAIOTHCS BIANPABHUKOBI 0€3 X PO3TIISY.
Po3kprBarOTHCS BCi KOHBEPTH, 32 BUHATKOM THX, IO MalOTh Hanmuc «OcoOucToy.

2.5. Y pa3i BUSABJICHHS BIJICYTHOCTI J0JATKiB, 3a3HAYCHUX Yy JIOKYMEHTI, a00 OKpPEeMHX apKyIIiB, a
TaKOX TOMIIOK B O(QOPMIICHHI JIOKYMEHTA, IO YHEMOXKIIUBIIOE€ WOTO BHKOHAHHS (BIJICYTHICTB
MIJNKACY, BIMOMTKA TeYaTku, Tpuda 3aTBEp/UKEHHS TOINO), JOKYMEHT HE PEECTPYEThCA 1
BIIMPAaBHUKOBI HAJCUJIAETHCS MUCHMOBUN 3amUT ab0 HOMY TMOBIIOMIISIETHCS MPO 1€ Tere(oHoM.
[Tpu 1bOMy Ha TOKYMEHTiI poOUTHCS BIJIIMOBIAHA BIAMITKA 13 3a3HAUEHHSAM JaTH 3amHUTY (PO3MOBU
TeaeoHOM), MOCaAM Ta MpI3BUINA OcoOHW, SKIM 3poOJNIEHO 3amuT, HIAMHCY, PO3MU(GPYBaHHS
MiIUCY 0COOH, siKa 3/11iCHUTIA 3aTTHT.

VY pa3i BimcyTHOCTI ab0 HEUITICHOCTI BKJIaJleHb, MOIIKOMKEHHS KOHBEpTa, YMAKyBaHHS, IO
MPHU3BEIO JO HEMOXJIMBOCTI TPOYUTAHHS TEKCTY JIOKYMEHTa, CKJIQJAa€ThCS aKT Yy JBOX
npuMipHukax. OJWH TPUMIPDHUK aKTa HAJCUIAETHCS BiAMPABHUKOBI, 1HIIHHA — 30epiraeTbcs y
3aKal.

2.6. AnpecHi SpIMKU PEKOMEHJOBAaHMX KOHBEPTIB 1 MakeTiB 30epiraroThCst 1 TOMAIOTHCS O
JOKYMEHTIB, a TaKOX KOHBEPTH, KOJM JIMIIE 3a KOHBEPTOM MOXHAa BCTAaHOBUTH aJpecy
BIJITpaBHUKA, Yac BIAMPABICHHS Ta OJEpKaHHS JOKYMEHTa, ab0 KOJIM B KOHBEPTI BIACYTHI OKpemi
JOKYMEHTH, a00 BCTAHOBJICHO HEBIJINOBIIHICTH HOMEpIB JOKYMEHTIB HOMEpaM, 3a3Ha4YeHHUM Ha
KOHBEPTI.

2.7. JIOKyMEHTH MiUIAraloTh MOMEPEeIHHOMY PO3IIIAAY Yy 3aKiali y JeHb iX HaaXoJKeHHS abo B
Mepnii HaCTYmHUI poOouMii eHb y pa3l HaJAXOJDKEHHS IX MICis 3aKiHYeHHS poOodoro IHs, Y
BUXI/IHI Ta CBATKOBI HEpOOOUi JIHI.

JlopydeHHs YCTaHOB BHILIOTO PiBHSI, TEJIErpamMHu, Tele(OHOTpaMy pO3IIIAAat0ThCsl HeTailHo.
2.8. MeToro monepeiHbOro PO3TIISIly JOKYMEHTIB €:

BHOKPEMJICHHSI TaKWX, IO MOTPeOyIOTh OOOB’SI3KOBOTO PO3TISAY KEPIBHUKOM 3aKJIany, HOTo
3aCTYIMTHUKAMH 200 CTPYKTYPHUMH ITiIPO3I1ITaMHU;

BiI0Ip MOKYMEHTIB, IO HE IMiJUISTAalOTh PEECTpallii, a TaKoX TaKuX, 110 MepeNaloTbCs s
peecTparii CTpYKTYPHUM T1IPO31JIaM.

2.9. O00B’SI3KOBOMY PO3TJISITY KEPIBHUKOM 3aKiaay MiUISraloTh 3aKOHW YKpaiHH, MOCTaHOBHU
BepxoBnoi Pagum Ykpainu, aktu Ta nmopydeHHs Ilpesunenra Ykpainm, aktm Kabinery MinicTpiB



VYkpainu, nopydeHus [Ipem’ep-miHicTpa YKpaiHu, HEHTPATbHUX 1 MICIEBUX OpraHiB BUKOHABYOI
BIIaau (J1aJli — aKTH OpraHiB JEPXKaBHOI BIAIU Ta JOPYYEHHS BHUIIHMX IMOCAZOBHX 0Ci0), a TaKOX
3alUTH 1 3BEPHEHHS HAPOJIHUX JICMYTaTiB YKpaiHU Ta JIEMyTaTiB MICIEBUX pajl, KOPECIIOHICHIIIS
BepxoBuoi Pagu Ykpainu, Anminictpamii [Ipesunenta Ykpainu, Kabinery MinictpiB Ykpainu
(mani — 3amuTH, 3BEpHEHHS, a TaKOXK KopecmoHieHIist BepxoBunoi Pamu Ykpainu, AaminicTparrii
[Ipesunenta VYkpainu, Kabinety MinicTpiB YKpaiHu), KOPECHOHJIEHIIIS, M0 HAAXOAWTh Bif
YCTaHOB BHIIOTO PiBHS, PIMICHHS OPraHiB MICIEBOTO CaMOBPSAYBAaHHS, a TaKOX HaWBaKIIMBIIIi
JOKYMEHTH, SIKI MICTATh iH(OpMaIliI0 3 OCHOBHHUX IHTaHb AISUIBHOCTI 3aKJIaay 1 MOTPEOYIOThH
BUpIIIEHHS 0€3110CePEIHHO KEPIBHUKOM.

[HIII JOKYMEHTH TMepelalThbcs 3acTyIHHKaM KepiBHHKa a00 CTPYKTYpHUM  IMiIpO3JiiamMm
(BUKOHABIISIM) BIJIIOBITHO 110 X (PyHKITIOHAIBHUX 000B’A3KIB.

2.10.ITig yac mOMEpeIHBOrO PO3TISANY JTOKYMEHTIB BpPaXOBYIOTHCS IMOBHOBXCHHS CYO’€KTIB
pO3MIISITY KOPECIOHEHINIT, mependadeHi y craryTi 3akiaay (MOJOKEHHSX TPO CTPYKTYpPHI
MIPO3/IITH ), HaKa3ax Mpo PO3MOJIi 000B’S3KIB MK KEPIBHUKOM 3aKjaay Ta HOTO 3aCTYITHUKAMH,
MOCaI0OBUX 1HCTPYKIIISIX, @ TAKOXK KiIacu(ikaTop MUTaHb JiSUIBHOCTI 3aKiaay, HOMEHKIIATypa CIpas,
CXEMH MPOXOKCHHSI JOKYMEHTIB.

3. PeecTpauisi noKyMeHTiIB

3.1. JIokyMeHTH B 3aKjaji PEECTPYIOTHCS IIEHTPAIi30BAHO HE3aJICKHO BiJ CIOCOOY iX CTBOpPEHHS,
OJIepKaHHS YU BIITBOPEHHS. Y 3aKjaji MOXKE 3aCTOCOBYBATHCS aBTOMAaTHU30BaHa GopMa peecTpariii
JOKYMEHTIB 3 BHKOPUCTAHHSIM CITCiaIbHIX KOMIT FOTCPHUX IPOTPAM.

CayxO0BHIl JOKYMEHT, OTPUMaHMN 3aKjiajoM al0o CTBOPEHUH HHUM, y TOMY YHCI JUIs
BHYTPIIIHBOTO KOPUCTYBaHHS, BBAKAETHCS BHECEHHUM JI0 JOKyMEHTaliiHOTO (HOHIY 3aKiamy 3
MOMEHTY Horo peecrtparii.

3.2. PeecTpallisi TOKYMEHTIB TPOBOAMTHCA 3 METOI0 3a0e3MedyeHHs] iX O0OIiKy, KOHTPOI 3a
BUKOHAHHSIM 1 ONEpAaTUBHUM BUKOPHUCTAHHSM HasBHOI B JOKyMeHTaX iH(opmauii 1 mossrae y
BEJICHHI 3amucy OOJIKOBMX JaHUX NP0 JOKYMEHT 3a BCTAHOBJICHOIO 3aKJaJIOM DPEECTpaliifHO0
dbopmoto, sikuM GiKCyeTbest (aKT CTBOPEHHS, BIAMPABICHHS a00 Ofep>KaHHS JOKYMEHTa, MUISIXOM
IIPOCTABJICHHS. HA HbOMY PEECTPALlifHOIO 1HJEKCY 3 MOJAJBIINM 3alliCOM Y 3a3HayeHUX (opmax
HEOOX1AHUX BIJJOMOCTEH MPO JOKYMEHT.

Peectpanii mijuiararoTe BXiJHI, BUX1JIHI Ta BHYTPIIIHI JOKYMEHTH (JOBIJKH, JIOMOBI/IHI 3aIllMCKH,
3asiBH, MPOTOKOJIN 3aCiJaHb MeIarOTi1YHUX paJl, KOMICii TOIIIO).

[Tix gac peectparlii JOKyMEHTIB y 3akjiaji HEOOX1THO TOTPUMYBATHUCS TAKUX BUMOT':
JIOKYMEHTH PEECTPYIOTHCS HE3JIEKHO BiJl CIOCO0Y 1X TOCTaBKH, Mepeaadi Yu CTBOPECHHS;

JIOKYMEHTH PEECTPYIOTbCS JIMIIe OOUH pa3 (BXiAHI—Yy J€Hb HAAXO/KEHHS abo He IMi3HilIe
HACTYMHOT'O po00Yoro JHs (SIKIIO JOKYMEHT HaIiMIIoB y HepoOOUMi yac), CTBOPIOBaHI — Yy JIE€Hb
iTUCaHHs a00 3aTBEPHKCHHS);

y pasi mepenadi 3apeecTpOBaHOIO JOKYMEHTA 3 OAHOT0 CTPYKTYPHOTO MiAPO3A1TY 10 1HIIOTO HOBUM
peecTpaniiiHuil iH/1eKC Ha TOKYMEHTI He TPOCTaBISETHCS;

JIOKYMEHTH PEECTPYIOTHCSA 3a TPYMaMH 3aJI€KHO BiJl Ha3BU BH]Y, aBTOPA 1 3MICTY JJOKYMEHTIB.
Oxpemo peecTpyroThes:

6XIOHI 0OKyMenmu;

6UXIOHI 0OKyMeHnmu;

HaKazu 3 0CHOGHOT OiAIbHOCMI 3aK1A0Y;

HaKazu 3 AOMIHICIMPAMUBHO-20CNO0APCLKUX RUMAHb 3AK1A0Y;



HAKA3u 3 KAOPOBUX RUMAHb 3AK1A0Y MUMYACOB020 CHMPOKY 30epicanns;
HAKAa3u 3 KAOpo8UX NUMAHb 3AK1a40y MPUEAT020 CHIPOKY 30epicanns;
Hakaszu 3 pyxy y4Hie/6uUxo6anyie 3aKkiaoy;

GHYMPIWHI 0OKyMeHmu (npomoKoau, 006i0KU, OONO0GIOHI, NOACHIOEANbHI 3ANUCKU, 3AA6U
NpAyiHUKIE Moui0);

Piuiennsa KonezianbHux op2anie;

oyxzanmepcovKi 00OKymeHmu;

36EPHEHHA 2POMAOAH, Y MOMY YUCTL DambKié ad0 3aKOHHUX NPEOCMABHUKIE YUHIG;
3anumu Ha nyoaiuny ingopmauiro.

3.3. JIokyMeHTH, sKi HAAXOMATH JO 3aKialy, PEECTPYIOThCS Y KypHATII peecTpamii BXITHUX
JIOKYMEHTIB, Ti, 10 BIANPABISAIOTHCS, — Y KYpPHAI peecTparlii BUXiTHUX JTOKYMEHTIB, BHYTPIIIHI —
y OKypHaJi peecTpamii BHYTPINIHIX JOKYMEHTIB, HakKa3W —y JKypHajJaxX peecTpailii Hakasis.
3BepHEHHS TPOMA/ISH Ta 3alIUTH Ha MyOIiuHy iHQOpMAIIilo — Y BIAMOBIIHUX KypHAJIaXx.

He niansratots peectpatiii JOKyMeHTH, 3a3Ha4yeHi y 0odamky 15 uiei [ncTpykiii.

3.4. ITix yac peectparii JOKyMEHTY HaJa€ThCsl YMOBHE UG POBE (JIiTepHO-IIU(POBE) MO3HAYCHHS —
peecrpariitnuii iHgeke. ExeMeHTaMu peecTpaliiHOTO 1HIEKCY € TIOPSAKOBHI HOMEp JTOKYMEHTA y
MEXax TpyHH JIOKYMEHTIB, 10 PEECTPYIOThCS, SKHHA JOMOBHIOETHCS I1HAEKCAMH, IO
3aCTOCOBYIOTBCS Yy 3aKjaji, 30KpeMa IiHJEeKCaMH 3a HOMEHKJIATYPOIO CIIpaB, CTPYKTYPHOTO
MiIPO3ILTY TOUIO.

JI1st BXITHUX TOKYMEHTIB PeECTPALlifHUIN 1HACKC CKIIAJAETHCS 3 TOPSIIKOBOTO HOMEPa Ta 1HIEKCY 3a
HOMEHKJIATypOIO CIIpaB a0 1HIIIOTO 1HAEKCY, 110 3aCTOCOBYETHCS y 3aKiaji, Hanpuknad: 123/01-12,
ne 123 - mopsaxoBuit Homep, 01-12 - iHgEeKC cripaBy 3a HOMEHKJIATYPOIO.

Y BHUXIIHOTO JOKYMEHTa peecTpaliiHUN 1HAEKC MOXK€ pPO3MILLyBaTHUCh Y 3BOPOTHIN
MOCIITOBHOCTI — IHAEKC 32 HOMEHKJIATYpOIo crhpaB (y pa3l moTpeOu MoKe 3a3HadyaTHCS TaKOX
IHITUHM 1HJIEKC, IO 3aCTOCOBYEThCA y 3aKJajl) Ta MOPsAAKOBHM HOMep, Hampukiam: 02-10/457, ne
02-10 - iHaeKc crpaBy 3a HOMEHKJIATypoto, 457 - MOpsIKOBUI HOMEp.

PeecTpaniiiHuii iHAEKC PO3MOPSAYMX JOKYMEHTIB Ta ACSKUX BHYTPIIIHIX JTOKYMEHTIB (aKTH,
MIPOTOKOJIH, JIOTOBOPH TOIIO) CKIIAAAETHCS 3 MOPSIKOBOTO HOMEPA y MEKaX POKY.

3 METOI0 PO3pi3HEHHs TPyN HakKa3iB 3 KaJpOBUX MHUTaHb (0COOOBOIrO CKJIAAY) KOKHOTO BHIY JI0
TOPSIZIKOBOTO HOMEpa MOXKE JI0JIaBaTHCs JITEpHUH iHAEKC. Miciie po3TairyBaHHSI pPeeCTPAIiiHOTO
1H/IeKCY Ha JIOKYMEHTI 3aJIeXKHTh BiJ BUly OJIaHKA Ta BUAY JIOKYMEHTA.

3.5. ¥V 3zakmani 3acrocoByeThbes KypHanbHa (opma peectparii (1o 600 MOKyMEHTIB Ha piK).
[Mpumipri ¢dopMHu KypHamiB HaBeneHi y dodamkax 16-18. dopmy peecTpariitHoro xypHaty
HaKa3iB 3aKJIaJy HaBeJCHO Y dodamkKy 19.

3.6. Y pasi BusiBieHHs (aKTiB HACUILCTBA YIMOBHOBa)XKEHA TMoOcazoBa ocoba 3akiany ¢ikcye
HeoOXximHy iH(pOpMaIlil0 B JKypHamni peecTpaiii (axTiB BHSBICHHS (3BEpHEHHS) MPO BUYUHEHHS
JIOMAIITHHOTO HACHJIbCTBA Ta HACWJIHCTBA 3a O3HAKOK CTaTi (3aKjiaay OCBITH) 3a (POPMOIO 3TiTHO
3 0ooamxkom 20.

4. Opranizanis nepeaayi JOKyMeHTIB Ta IX BUKOHAHHS

4.1. 3apeecTpoBaHi JOKYMEHTH TEpPEAAIOThCS HA PO3TJSLA KEpiBHUITBA 3aKiIagy B JEHb IX
HAaJXOJDKEHHs a00 HACTYIMTHOTO poO0YOoro MHS y pa3i HAAXOHKEHHS JOKYMEHTIB Y HEPOOOUMii vac.
Tenerpamu, TenedoHorpamMu Ta iHIII TEPMiHOBI JOKYMEHTH MEPENAIOTHCS HETAHO.



4.2. JIokyMEHTH, PO3TJISHYTI KEPIBHHUIITBOM 3aKjajly, MOBEPTAIOTHCS 3 PE3OJIOMICI0 MMIOAO0 iX
BHKOHAHHS BIJMOBIAAIbHIN 0c001 3a Oprasizaiiro IIJIOBOJICTBA 3aKjiaay, sKa 3JIMCHIOE mepenavy
JOKYMEHTIB Ha BUKOHAHHS.

JIOKyMEHT, BUKOHAHHS SIKOTO JOPYYEHO KiTBbKOM 0co0am, MoKe OyTH TepeJaHuil BUKOHABISM Y
MOPSIIKY BU3HAUCHHS iX Yy PE30JIIOIii ab0 OJHOYACHO y BHUIUISAI KOMIN 3 IMepeavyero OpuriHamy
TOJIOBHOMY BHKOHABIIIO, BA3HAYCHOMY B PE30JIOIIIT MTEPIITHM.

4.3. ®akt mepenadi JOKYMEHTIB BHUKOHABIIM (DIKCYETHCS MUISXOM IPOCTABJICHHS BIIMOBITHOT
BIIMITKH B peecTpariiiHiii ¢opMi i3 3a3HaYeHHSIM iHQOpMAIll PO BUKOHABIIIB, SKHM IEPEIAHO
OpHUTiHAJ JOKYMEHTa Ta HOTO KOITii.

4.4, 3a BUKOHAHHS JOKYMEHTA BIJMOBIIAIOTh OCOOM, 3a3HA4Y€HI y Hakasi, pe30JIoIii KepiBHHUKA
3aKJajy, Ta MPaIiBHUKH, SKHM O€3M0CepeIHBO JOPYUYECHO BUKOHAHHS.

['0710BHMIA BUKOHABEIIHP OPTaHi30BYE POOOTY CITIBBUKOHABIIIB, 30KpEMa BU3HAYAE CTPOKH IMOJAHHS
HUMH [TPOTIO3HIIIH, IIOPSIOK i ArOTOBKH, IIOTOKCHHS TPOEKTY JIOKYMEHTA.

CHiBBUKOHABIII BIJIOBIAOTh 3a MATOTOBKY Ha HAJIEKHOMY pIBHI Ta CBOEYAcCHE TOJaHHS
TOJIOBHOMY BHMKOHABLIO TPOMO3MLIH. Y pa3l HECBOEYAaCHOTO TOAAHHS  IPOMO3MUIIN
CITIBBUKOHABIISIMU TOJIOBHUI BUKOHABEIh IHPOPMYE PO 11€ KePIBHHUKA, IKUW HA/IaB JOPYUCHHS.

4.5. BukoHaHHS JOKyMEHTa TNependadae 30UpaHHS Ta ONpaIOBaHHSA HEoOXimHOI iHdopmairii,
MIJITOTOBKY TPOEKTY BIJAIMOBII HAa JOKYMEHT 4YH HOBOTO JOKYMEHTa, HOro o(OpMIICHHS,
Y3rOJUKCHHSI, TOJAHHS I IANUCAaHHS (3aTBEpP/DKEHHS) KEPIBHUKOBI 3aKiamy, y JCSKUX
BUIAJIKaX — CTPYKTYPHOTO MiIPO3/ily, & TAaKOXK y pasi MoTpeOu — MiArOTOBKY JUIS TEePECUIaHHs
azpecary.

4.6. [lpaniBHUK, BIANOBiMAaTbHUN 3a BHKOHAHHS JOKYMEHTA, y pa3i BIIMYCTKH, BiIPSIKCHHS,
3BUTBHEHHA 3000B’sS3aHMI TepeNaTH IHIIOMY TPAalliBHUKOBI 3a TMOTOMKEHHSAM 31 CBOIM
6e3nocepeiHIM KEpIBHUKOM yCl HEBUKOHAHI JOKYMEHTH.

5. Opranizanisi KOHTPOJIIO 32 BUKOHAHHSAM JOKYMEHTIB

5.1. KoHTponb 32 BUKOHAHHSM JOKYMEHTIB 3/1IHCHIOETHCS 3 METOI 3a0e3MeueHHs] CBOEYACHOTO Ta
HaJIE)KHOTO 1X BUKOHAHHS.

OO00B’13KOBO KOHTPOJIIOETHCSI BUKOHAHHS 3aB/aHb, NEpeN0auyeHUX B aKTax OpraHiB Jep>KaBHOI
BJaJU Ta JOPYYEHHSAX BHUIIMX IOCAJOBHUX OCi0, Ha/JaHHS BIJNOBiJIEHl Ha 3alWTH, 3BEPHEHHS, a
TakoX Ha KopecrnonieHuiro BepxoBHoi Pamu VYkpainm, Anminictpauii Ilpesupenra VYkpainu,
KaGinery MinictpiB VYkpaiHu, Haka3u Ta JOpPYYEHHS KEpIBHUIITBA 3aKjiaay, pilIeHHS
KOJIET1aIbHOTO OPTaHy 3aKjiaay, 3alliTy Ha MyOiuHy 1H(pOpMAIIifo.

5.2. OpraHizailito KOHTPOJIIO 32 BUKOHAHHSIM BHU3HAYEHUX 3aBJaHb 3aCTYIMHUK KEPIBHUKA 3aKiIary
BIJIMIOBI/THO JI0 PO3MOALTY O0OB’SI3KIB.

besnocepenHiii KOHTPOJIb 32 BUKOHAHHSM JIOKYMEHTIB MOKJIAJA€ThCsl HA 0CO0Y, BIAMOBIJANbHY 32
OpraHi3alfito JiI0BOJICTBA y 3aKIa/ll.

VY CTpyKTypHHX TiApo3aijiax Oe3mocepeHiii KOHTPOJb 3a BUKOHAHHSM JOKYMEHTIB 3I1HCHIOE
ocoba, BiAmoBigaabpHa 3a JiIIOBOICTBO.

5.3. TumoBi CTpOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIIOIOTHCS HOPMATHBHO-TIPABOBHUMH aKTaMH, a
IHIUBIyaJIbHI — HAKa30M  3akjagy abo pe3oJIoIi€r0  KepiBHHUKA 3akjiaay (CTPYKTYpHOTO
MiPO3ILTY).

5.4. CTpokr BUKOHAHHS BHYTPIIIHIX JIOKYMEHTIB OOUYMCIIOIOTBCS Yy KaJeHAApHUX JTHSX,
MMOYMHAIOYH 3 JJaTH MiANUCaHHs (peecTparlii), a BXiIHUX — 3 JaTH HAJAXO/KEHHS (peecTpalrii).

SKIo ocTaHHIA JIGHb CTPOKY BHKOHAHHS JOKYMCHTa IpHUIIAae HAa HEPOOOYH JICHb, OCTaHHIM
JTHEM CTPOKY BUKOHAHHS JJOKYMEHTA BBOKAETHCS TIEPIIUH pOOOYHIA ISHB MiCIIs HEPOOOYIOro JTHS.



5.5. JIokyMeHT, B SIKOMY HE 3a3HA4CHO CTPOK BUKOHAHHS, MOBWHEH OyTH BHUKOHAHWN HE TI3HIIIE
HDK 32 30 KaJeHAapHUX JTHIB 3 MOMEHTY HOTO peECTparlii y 3aKjaii, 10 IKOro HaIWIIOB JOKYMEHT.

3aB/aHHA, BU3ZHAUCHE Y CIIY’)KOOBOMY JJOKYMEHTI, BUKOHYETHCSI Y BCTAHOBIIEHUN CTPOK.

Sxmo 3aBgaHHS TOTPeOye TEPMIHOBOTO BHKOHAHHS, OOOB’S3KOBO 3a3HAYAETHCS KOHKPETHHIA
KIHIICBUI CTPOK BUKOHAHHS.

5.6. CriiBBUKOHABII 3000B’s13aH1 MOJAABaTH MPOIMO3MIli TOJIOBHOMY BUKOHABITIO MPOTATOM IEPIIOi
MIOJIOBUHU CTPOKY, BIIBEJCHOTO IS BUKOHAHHS JOPYYCHHS, 3aBIaHHS.

5.7. lnpuBigyanpHUA CTPOK BUKOHAHHS JOKYMEHTa MOXE OYyTH 3MIHEHUH JIHIIE 3a BKa31BKOIO
oca0Boi 0cobu, siKka Horo BCTAaHOBMIIA, a Y pasi i BIICYTHOCTI — ITOCa0BOI 0co0H, sKa 11 3aMilac.

Y pa3i morpebu CTPOK BUKOHAHHS JOKYMEHTA MOXKE OYTH TPOJOBXKEHO 3a OOTPYHTOBAHUM
MMPOXaHHSIM BHUKOHABIIS, SKE IMOJAETHCSA HE II3HINIE HDK 3a TpH POOOYMX JHI O 3aKiHUYEHHS
BCTQHOBJICHOTO CTPOKY, a MIOJ0 JOKYMEHTa, B SKOMY HE 3a3HA4€HO CTPOK, — 10 3aKiHYCHHS
TPUIISTHICHHOTO CTPOKY BiJI 1aTH HOTO peecTpartii.

VY pa3i 3MiHH CTPOKIB BUKOHAHHS ITPOCTABIISIOTHCS HOBUH CTPOK, JlaTa 1 mianuc. BiamoBigHi 3MiHH
BHOCSATBCS /IO PEECTPALIHHUX JOKYMEHTIB.

5.8. B3saTTs mOKyMeHTa Ha KOHTPOJIb 3IMCHIOETHCS Ha IMIJCTaBl PE30JIIOMii KepiBHUKA 3aKiaay abo
HOro 3aCTyIHUKIB.

5.9. [Ticns BUKOHAHHS JOKYMEHT 3HIMAETHCS 3 KOHTPOJIO. 3HATH JOKYMEHT 3 KOHTPOIIIO MOKE
TIJIBKY KEPIBHUK 3aKJIaly, HOr0 3aCTYITHHUKH, SIKi BCTAHOBUJIM KOHTPOJIBHHIA CTPOK Y PE30JTIOLLII.

BukoHaHi TOKyMEHTH ITOJAOTHCS HA IMiIIHMC KEPIBHUIITBA HE MEHIII SIK 33 OJUH JCHB J10 3aKiHYCHHS
CTPOKY iX BHKOHAHHS 3 METOIO 3aJHMIICHHS MEBHOTO 4Yacy Ha X JOOMpPAIIOBAaHHS 3a PIIICHHSIM
KEpiBHUIITBA.

5.10. Indopmariiss mpo pe3yabTaTH BUKOHAHHS B3ATUX HA KOHTPOJb JOKYMEHTIB y3araibHIOETHCS
CTaHOM Ha MEepIIe YUCIO KOXKHOTO MICSLS 1 MOAAEThCA KEPIBHULTBY 3aKJIaay Yy BUIJISIII 3BEJCHB
PO BUKOHAHHS JJOKYMEHTIB 32 BU3HAYEHOIO Y 3aKi1a/li (OPMOIO.

6. [lopsiTok onpanIOBAHHS TA HAJACWIAHHSA BUXiTHUX IOKYMEHTIB

6.1. BuxinHi TOKYMEHTH HaJCHJIAIOTHCS aJlpecaTaM 3 BUKOPHCTAHHIM 3aC00iB MOMITOBOTO 3B SI3KY,
€JIEKTPO3B’SA3KY, a TAKOXK JIOCTABIISIOTHCS KYp €PChKOIO, (Pelib’ €repChKOI0 CITyKOaMHU.

OmnpaifroBaHHs JOKYMEHTIB JUIsl BIITPABICHHS MOIITOBUM 3B’ SI3KOM 31MCHIOETHCS B1JITOBIIAIBHOIO
0c00010 3akiamy BIAMOBIAHO jJ0 [IpaBun HamaHHS TOCIYT TMOIITOBOTO 3B’S3KY, 3aTBEPHKCHHUX
nocraHoBoro Kabinery MinictpiB Ykpainu Bin 05 6epezns 2009 poxy Ne 270 (i3 3MiHamHu).

6.2. BuxigHi JOKYMEHTH OIPalbOBYIOTHCSA 1 HAQJACHIAIOTBCA y JCHb I1X HAIXOKEHHS BIiJ
BHUKOHABIIIB a00 HE Mi3Hillle HACTYITHOT'0 poO0YOro JHS.

He nomyckaetbcst HacHiIaHHs a0o nepeaaya JOKYMEHTIB 0e3 X BUX1IHOT peecTpariii.

6.3. JIokyMeHTH, 1110 HaJCUJIAIOThCS OJJHOYACHO OJIHOMY 1 TOMY CaMOMY a/IpecaToBi, BKJIAIalOThCS
B OoAWH KOHBepT (ymakyBaHHs). Ha KoOHBepTi 3a3HauyaeThcsl ajapeca, 3a HEOOXITHOCTI
MIPOCTABJISIOTHCS PEECTPALlliiHI IHAEKCH BCIX IOKYMEHTIB, SIK1 MICTATbCS Y KOHBEPTI.

JIOKyMEHTH, 10 TOCTaBJISIOTHCS (DETbI’ ETepChKOI0 CITYKO0F0, IEPETAFOTHCS aipecaTaM ITiJT MiAHC
y BIATIOBITHIN KHU3I.

IV. CUCTEMATU3ALIA TA 3BEPI'AHHA JOKYMEHTIB Y AIJIOBOJACTBI
1. CkiaagaHHs HOMEHKJIATYPH CIIPaB

1.1. HomenknaTypa chpaB TpW3HadeHa [UIsi BCTAHOBICHHS Yy 3aKiajl €IWHOTO TIOPAIKY
(dopMyBaHHS CHpaB HE3IEKHO BiJ ¢opMmu Hocis iH(opmarii, 3abe3meyeHHs ixX OOIIKY,
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OTIEPaTHUBHOTO TOMIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BUJIOM, BU3HAYCHHS CTPOKiB 30epiraHHs CIipaB
1 € OCHOBOIO JIJIsI CKJIQJIaHHS OMKCIB CIpaB MOCTIMHOTO Ta TpuBajaoro (moHaa 10 pokiB) 30epiranHs,
a TaKoX 151 OOJIIKY CcripaB TUMYAcoBOro (710 10 pokiB BKIIIOYHO) 30epiraHHs.

1.2. Homenknarypa cmpaB 3akiaay (3BecHa HOMEHKIIATypa) CKJIQJA€ThCS BiMOBIAATEHOIO
oco0boro (ocobamn).

1.3.Ilin 4vac ckinagaHHS HOMEHKJIATYPH CIIpaB 3aKJIaJy BHKOPUCTOBYETHCS CTPYKTYPHHU abo
(hyHKIIOHATLHUN MPUHITUI i1 TOOYI0BH.

CTpyKTypHHMI TNPHHIUI BHKOPHUCTOBYETBHCS B pa3i YITKO BCTAaHOBJICHOI CTPYKTYpH 3aKJIauy.
Po3ginamu B Takiii HOMEHKIJIATYypi CIIpaB € HAUMEHYBAaHHS CTPYKTYPHUX HiAPO3ALTIB.

VY pa3i po3noniny OCHOBHHX (DYHKIIN (HAPsIMIB JISUTBHOCTI) y O€3CTPYKTYPHOMY 3aKaii Mix ii
MpaliBHUKaMU BHKOPHCTOBYEThCS (DYHKIIIOHAIBHUIN MPHHIUI MOOYJIOBH HOMEHKIIATYpPH CIIPaB.
Po3minm 1 migpo3miM HOMEHKIATYpPH CIpaB 3akiany, MoOyIOBaHOI 3a TAaKUM TIPUHITUIIOM,
B1100pakaroTh ii GYHKIIIT Ta HAMPSAMU TiSUTBHOCTI 1 PO3MIIIYIOTHCS Y HOMEHKIATYPI 32 CTYNEHSIMU
iX BaXJIMBOCTI (opraHizailis poOoTH, TUIaHyBaHHS, (PiHAHCYBAHHS, IIPOTHO3YBAHHS TOIIIO).

VY pasi BUpoOHMYOT MOTPeOH MOXKIIMBE MOEAHAHHSA CTPYKTYPHOTO Ta (PYHKIIOHAIBHOTO MPUHITUIIIB
moOyI0BM HOMEHKJIATYpPH CIIPaB.

1.4. Tlixg 4ac po3poOjcHHS HOMEHKJIATYPH CIpaB 3aKJaJy BHUKOPHUCTOBYIOTBHCS CTAaTyT 3akjamdy,
MTOJIOXKEHHS PO ii CTPYKTYPHI MiAPO3AUIN; MTATHI PO3MKMCH; THIIOBI 200 MPUMIpHI HOMEHKJIATYPH
CIpaB; HOMEHKIATypd Ta OIMCH CIpaB 3a MHHYII POKH; KIACU(PIKATOPH JOKYMEHTIB 1
KOPECIOHICHTIB; PEECTPALIIfHO-00JIIKOBI Ta KOHTPOJIbHI KQpPTOTEKH; TUIIOBHH Ta rajay3eBi Mepeliku
BUJIB JOKYMEHTIB 13 3a3HAa4CHHSM CTPOKIB X 30epiraHHs, a TaKOX YpPaxOBYIOTbCS 3aBIAaHHS
3aKJIaay Ha HACTYITHUH piK.

1.5. Homenknarypa cripaB CTPYKTYpHOTO MiIpo31iny (OKpeMoi mocaloBoi 0COOM) po3poOIsSETHCS
He mi3Hime 15 nucronanga MOTOYHOTO POKY, MiAMHUCYETHCS KEPIBHUKOM CTPYKTYPHOTO MIAPO3JLTY
(moca10BOI0 0c00010) Ta Bi3y€eThCS 1OCAI0OBOIO 0COOO0I0 3aKialy, BIAMOBIIATBHOIO 3a apXiB.

1.6. Y HOMEHKIIATYpi clipaB MependavaoThesi 3ar0JI0BKH CIPaB JIJIs TPYIYBAaHHS JTOKYMEHTIB, IO
BiJIOMBAIOTH yCi JOKYMEHTOBAHI AUISHKY 1 MTUTaHHS TISTIBHOCTI 3aKJIafy.

1.7. 1o HOMEHKJIAaTypH CIPaB BKIIOYAIOTHCS, K MPABUIIO, OPUTIHAIN AJOKYMEHTIB. 3a pimeHHsM EK
3aKJIaay J0 HOMEHKJIATYpPH CIpPaB MOXXYTh BKJIFOUATHCS KOINi THUPAKOBAHHMX JIOKYMEHTIB, IIIO
HAaKOMUYYIOTHCS B CTPYKTYPHUX HiAPO3/iIax (po3nopsadi JOKYMEHTH, TIOJOKEHHS PO CTPYKTYpHi
T1JIPO3IUTH, TTIOCAZA0B1 THCTPYKIIIT TOIIO).

1.8. Jlo HOMEHKJIAaTypH CIpaB HE BKJIFOYAIOTHCS JAPYKOBaHI BUAAHHS, JOBIAHUKH (y TOMY YHCIHI
teneoHH1), OroeTeHi, peepaTuBHi KypHaIH, eKcrpec-iHpopmartis.

1.9. Homenkarypa cripaB 3akiaay (3Be/ICHa) CKIIATAEThes 3a YHI(DIKOBaHOW (OPMOIO, HaBEICHOO
y 0o0amky 21.

1.10. HomeHnknatypy ciipaB 3akjiagy ohOpMIIOIOTh TaK, sSIK BU3HAUYEHO Jalli.

I'padba 1 mictuTh iHpOpMaII0 NMPO 1HAEKC JOKYMEHTa, KM BiJOOpa)kae HOMEp po3Ally Ta
MOPSAAKOBUN HOMEP JOKYMEHTA Y pO3ALIi.

VY rpadi 2 3a3Ha4a€ThCA Ha3Ba 3aroJioBKa crpaBu. He 103BOJISETHCS BXKMBAHHS B 3ar0JIOBKaX CIpaB
HEKOHKPETHHUX (hOPMYITIOBaHb («MaTepiaimy, «3arajlbHe JUCTYBAHHS», «BXIJTHA KOPECIIOHIACHIIIS,
«BHXiTHA KOPECHOHJEHIIis», «(piHAHCOBA MOKYMEHTAIlis» TOIIO), a TaKOXX BCTAaBHUX CIIiB 1
CKJIQJIHUX CHHTAKCHYHHUX 3BOPOTIB.

3aroJ0BOK CIpaBU CKJIAJIAE€THCSA 3 €JIEMEHTIB, IO PO3MINIYIOTHCS y TaKild MOCTiJOBHOCTI: Ha3Ba
BUIy crlpaBu (JIUCTyBaHHS, JKypHajl, KHUTA TOIIO) YW BHIY JOKYMEHTIB y crpaBi (Hakasw,
MPOTOKOJIM, aKTH TOIIO); aBTOP JIOKYMEHTIB (HaMEHYBaHHS 3aKjaay, CTPYKTYPHOTO MiApO3aiTy);
KOPECHOHJIeHT a0o ajpecar (HaliMeHyBaHHs yCTaHOBH, 0 AKOi afpecoBaHi abo Bij sIKOi HaIiHIuIM
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JOKYMEHTH); CTHCIHH 3MICT JOKYMEHTIB ClpaBH (IHMTaHHS, 3 SKOTO (hOPMYEThCs CIpaBa); Ha3Ba
periony (TepuTopii), 3 SAKUM TOB’SI3aHWM 3MICT JOKyMEHTa; AaTta (Mepiof), M0 SIKOI HaJeKaTh
JOKYMEHTH CIIpaBH; BKa3iBKHM Ha HASBHICTH KOIH TOKyMEHTIB y crpasi (y pa3i motpedn).

SkIo copaBa CKIAJA€ThCs 3 PI3HMX 3a BHJAAMH JIOKYMCHTIB, ITOB’S3aHHUX OJIHUM KOHKPETHHM
MMATAHHSIM Ta TOCTIAOBHICTIO BEACHHS IIJIOBOACTBA (CyIOBI, CIia4i, OCOOOBI TOIIO), BXXHBAIOThH
TEPMiH «CHpaBay, HaNpuKiIaa:«Ocodosa cnpasa Ieanuenka lIeana lsanosuuay.

VY 3arojioBKax Crpas, [0 MICTATh JOKYMEHTH 3 OJHOIO IHUTaHHS, HE TOB’SA3aHi IMOCIIOBHICTIO
BCACHHA IIPOLCAYP I[iJ'IOBOI[CTBa, BXHNBA€ETHCSA TepMiH COAOKYMCHTH», a HiCJISI HBOI'O B JYXKKax
3a3HAYAIOThCS OCHOBHI BHWJM JIOKYMCHTIB CIIpaBH, HanpHKIan: «/[okymenmu (naanu-zpagixu,
aHKemu, 006IOKU MOU0) NPO RPOBEOCHHA 027140y CHAHY 0i10600CMEA MA APXi6HOI CNPABU Y
3aknadi». TepMiH «JOKYMEHTH» BXKHBAEThCS TAKOXK Yy 3ar0JIOBKax CIpaB, IO MICTATh JOKYMEHTH —
JIOJAaTKU 70 Oyab-SIKOTO HOPMAaTHBHO-IIPABOBOIO0 akTa ab0 Haka3y 3akiaay. Y TakoMmy pasi
BHJIOBUI CKJIaJl JIOKYMEHTIB HE 3a3HA4YarOTh, HANPUKIAT: «/{OKyMEHTH 10 MPOTOKOJIB 3acijiaHb
MIeIarOrivHOl paul 3aKIaIy.

VY 3aroyioBKax crpas, MPU3HAYCHHUX JJIS TPYIYBAHHS JOKYMEHTIB OJHOTO BUIY, 3a3HAYAFOTHCS BH/I
JOKYMEHTa y MHOXHHI Ta aBTOp JOKYMEHTIB, Hampukiaa: «Hakasm 3 OCHOBHOI IisIbHOCTI
3aKIaay».

VY 3aroyoBKax CrpaB, IO MICTATH JIMCTYBAaHHS, 3a3HAYAIOTHCS KOPECTOHACHT 1 CTHCIUI 3MicT
JOKYMEHTIB, HAapUKIa: «/Iucmysanus 3 ynpagiinuam (6i00inom) oceimu npo ».

VY 3arojioBkax CIIpaB, IO MICTATh JUCTYBAaHHS 3 KOPECIIOHIACHTAMHM, OJTHOPITHUMH 32 XapaKTEPOM
TiSUTBHOCTI, Taki KOPECIOHAEGHTH HE NEepeliuyloThCsA, a 3a3HAuaeThCsl iX  y3arajbHEHe
HallMEHYBaHHsI, HAIPUKIAL: «/Iucmyeannsa i3 3aCHO6HUKOM 3 NUMAHb ».

VY 3arojoBkax CHpas, IO MICTSTh JUCTYBAaHHS 3 PI3HUMHU KOPECHOHJEHTAMHU, TaKl KOPECIIOHIEHTHU
HE 3a3HAYal0ThCs, HaNpUKIaa: «JIucTyBaHHA Mpo opraHizaliio MiJBUIIEHHS (axoBoi KBamidikarii
MearoriyHuX MpaliBHUKIB 3aKIaTy».

VY 3arosioBKax cIpaB, 10 MICTAThH IJIAHOBO-3BITHY JOKYMEHTAI[ll0, 3a3HAYA€ThCS Mepion (MicAllb,
KBapTa, MiBpiy4s, piK), B IKOMY IUIAHYEThCSI CTBOPEHHSI IOKYMEHTIB, a00 mepiojl iX (pakTHIHOTO
BUKOHAHHS, HANIpUKIaA: «Piunuii naan pooomu 3axknady na 2021/2022 u.p.».

ITix gac po3MillleHHs 3ar0JIOBKIB CIIpaB Y HOMEHKJIATypi BPaXOBYIOTHCS BAXKJIHMBICTH JOKYMEHTIB,
BKIIIOYCHHX JIO CTIPaBH, iX B3a€MO3B’s30K. Ha modaTKy poO3MIIIYIOTBCS 3arojIOBKH CIpaB MIOAO
JOKYMEHTIB, SIKI HaAIMIUIM BiJl OpPraHiB BUIIOTO PIiBHS, Jali — IMIOAO OpraHi3alliifHO-po3mopsauoi
JTOKYMEHTAIIi1 3aKJaly, JJUCTYBaHHS TOMIO. Y KOXHIHN 3 IUX TPYI JTOKYMEHTH TaK0X PO3MILYIOTHCS
3 ypaxyBaHHSM Ba)XXJIUBOCTI Ta CTPOKiB 30epiraHHs.

Bka3iBKky Ha HasgBHICTh KOMIA JIOKYMEHTIB Yy CIpaBi pO3TAlIOBYIOTh IIICIS 3arojioBKa,
Hanpuknan: «Hakazu 3 ocnoenoi dianvrnocmi 3axknady 3a 2020 pik (konii)».

I'pada 3 HOMEHKIATypu 3alOBHIOETHCS HANPUKIHII KaJEHJApHOTO POKY, KOJM BiJJoMa KUIBKICTh
chopMOBaHUX TOMIB, YACTHH CITPaBH.

VY rpadi 4 HOMEHKIJIaTypHu 3a3HAyYalOThCA CTPOKH 30epiraHHs CpaB, HOMEpPU CTaTe 3a TUIIOBUMHU
(ramy3eBUMH) TepeliKaMd TOKYMEHTIB 13 3a3HAa4eHHSIM CTPOKIB iX 30epiraHHsi, TUIOBUMH 1
MPUMIPHIMH HOMEHKJIATypaMH CIIPaB.

JlomyckaeThCcsl MOCWJIAHHS HA P CTaTed Mepeniky JOKYMEHTIB 13 3a3HAYeHHSIM CTPOKIB iX
30epiranHs (y TOMY YHCHi Pi3HUX MEPENTiKiB, SIKIO 3aCTOCOBYIOTHCSI THUIOBHIA 1 ranmy3eBuit). [lpu
IIbOMY CTPOK 30€piraHHs 3a3Ha4aeThCs BIAMOBIIHO IO CTATTi, IO BCTAHOBIIIOE HAMOUTBIUN CTPOK
30epiraHHsi.

JIist TOKyMEHTIB, He TMepeAdaueHux MII0YNMH TMepeTikaMu, CTPOKH 30epiraHHs BH3HAYAIOTHCS HA
mifacTasi ix BuBueHHs EK 3akmany.



Jiis cipaB, cOPMOBAHKX 13 TUPAKOBAHUX KON JOKYMEHTIB, BCTAHOBIIIOETHCS CTPOK 30epiraHHs
«/loku He MmHE moTpeba» HE3aleKHO BiJl CTPOKY 30epiraHHs OpPHUTIHATIB MTOKYMEHTIB (y TOMY
YHCI 1 I JOKYMEHTIB TIOCTIHHOTO CTPOKY 30epiranHs) 0e3 MOCWIaHHS Ha CTATTIO BiAMOBIIHOTO
MepeNniKy JOKYMEHTIB 13 3a3HaY€HHSM CTPOKIB iX 30epiraHHsl.

Ctpox 30epiranHs cripaBu «/[1s ci1y>kO0BOTO KOPHUCTYBAaHHS» HE BCTAHOBIIFOETHCS, & Y BIITOBIIHIN
rpadi HOMEHKJIATypH CIIPaB MPOCTaBIsAeThes Mo3Hauka «EK» (excnepTHa KoMmicis).

VY rpadi 5 «I[IpumiTkay poOIATbCS MO3HAYKHU MPO MEPEXiAHI CIpaBH; PO CIpaBH, IO BEIAYThCS B
eJIEKTPOHHIHM (popmi; Mpo mocanoBux 0cid, BiAMOBINANBHUX 3a (hopMyBaHHS CIpaB; PO Iepenady
CIIpaB JI0 apXiBYy 3aKJIaJly UM IHIIUX YCTAHOB JUIS X MPOJOBKECHHS TOMIO.

1.11. Homenkiatypa copaB 3akjiaay IMANMKCYETbCS OCOOO0, BIJIMOBINAIBLHOIO 3a OpraHizalliio
JIOBOJICTBA Yy 3aKJIaJli, BI3YEThCS MOCATOBOIO 0CO00I0, BiAMOBIAAIBHOIO 32 apXiB, Ta CXBATIOETHCS
EK 3aknany.

1.12. HomeHnkiatypa crpaB 3akjiaay IiJUIsATae MOTOKEHHIO 3 BiAMOBITHUM JIEPKABHUM apXiBOM
(mns 3aknanis, ki Gopmyrots HA®D) abo cxBajeHHIO OPraHOM BHUIIOTO PiBHSA (U1 3aKJIaJiB, SIKi HE
dbopmyroTs HA®) onuu pa3 Ha 1’sTh pOKIB a00 HEBIAKJIAJIHO B pasi iICTOTHUX 3MiH Y BJIACHOCTI
MaliHa, CTPYKTypi, QYHKIISX Ta XapakTepi poOOTH 3aKjiaay, BTpaTH YHHHOCTI THIIOBUM
(ramy3eBUM) MEpeNikoM JOKYMEHTIB 13 3a3HAYEHHAM CTPOKIB iX 30epiranHs.

1.13. Tloromxena EIIK BiAmoBigHOTO Jep)KaBHOTO apXiBy HOMEHKJIATYypa CIPaB 3aTBEPKYETHCS
KEPIBHUKOM 3aKJIaJy.

1.14. Homenknatypa cmpaB 3akiaay CKIaIaeTbcs Yy YOTHPbOX MNpuMipHUKax. [leprmit
(HETOTOPKAaHHUI) MPUMIPHUK 3BEICHOT HOMEHKIIATYPH CIpaB 30epiraerbCs y BiONOBIIATBHOI 3a
JIJIOBOJICTBO OCOOM, JPYrHil — BUKOPHCTOBYETHCS SIK POOOYMH, TPETil — MepefaeTbesi 10 apXiBy
3aKJaay JUIS 3IIACHEHHS KOHTPOIIO 3a ()OPMYBAaHHSM CIIpaB, YETBEPTUH — HAJCHUIAETHCS [0
BIJIIIOBITHOI JIepKaBHOT apXiBHOT YCTaHOBH, apXiBHOT'O BIJUIUTY MICBKOT paau ab0o OpraHy BHIIOTIO
piBHS.

1.15. Homenkiatypa crpaB CTPYKTYPHOTO MIAPO3LTY 3aKIaay CKIATAEThCS y ABOX MPUMIPHUKAX.
OpauH NpUMIpHUK HOMEHKJIATYPH MepPeIaeThCs BIAMOBIaIbHIN 3a OpraHi3alliio A1TI0BOJICTBA 0CO0i.

1.16. [IpoTsiroMm poKy CTPYKTypHi migpo3ainu (mocamoBi ocoOu) 3a0e3neuyroTh BEICHHS
HOMEHKJIATyp CIIpaB, 30KpeMa 3a HEeOOXIJHOCTI BHOCATH JO HHUX 3a TOTO/KEHHIM 3
BIIMOBITAIBHUMH 3a JIJIOBOJICTBO Ta apxiB 0co0aMH HOB1 CIIpaBU, HE TMependadyeHi YUHHOIO
HOMEHKJIATYpOIO CIIPaB, 3aCTOCOBYIOUH MPH LIbOMY PE3E€PBHI HOMEPH HAPUKIHIII HOMEHKIATYPH.

1.17. HanpukiHii poKy HOMEHKJIATypa CIpaB 3aKkjiIaay OO0OB’S3KOBO 3aKPUBAETHCS IMiJCYyMKOBHM
3amucoM, 0 MiAMUCYe oco0a, BiJMOBIIadbHA 32 IUTOBOACTBO 3akiany. [Ipo ¢akTuuHy HasBHICTH
3aBeJIEHUX 3a PiK CIpaB MOBIIOMIISIETHCS TTOCA0Ba 0CO0a, BIAMOBIJaTbHA 32 apXiB.

1.18. Iloromxena 3 EIIK BignoBigHoro paepxaBHoro apxiBy (EK oprany Bumoro piBHS)
HOMEHKJIaTypa CIpaB 3aKjajly HANPHUKIHI[I KOXXHOTO POKY YTOYHIOETHCS, MEPEAPYyKOBYEThHCH,
3aTBEPKYEThCSI KEPIBHUKOM 3aKjaly Ta BBOAUTHCS B 110 3 01 ciuyHS HOBOTO POKY.

2. ®opMmyBaHHH CIpaB
2.1. ITix gac ¢hopMyBaHHS CTIpaB CIiJ JOTPUMYBATHCS TAKUX 3arajbHHUX IPABHIL:

BMIII[yBaTH Yy CIpaBU TUIBKM BHUKOHAHI JOKYMEHTH BIAMOBIAHO JO 3arojioBKiB CIOpaB Y
HOMEHKJIATYD1;

TpyIyBaTH y CIPaBU ITOKYMEHTH, BUKOHAHI MPOTITOM OJHOTO KaJCHIAPHOTO POKY, 32 BUHITKOM
MEepexiTHUX CIpaB Ta CYJOBUX CHpaB (BEAYThCS MPOTATOM KUTBKOX POKIB 10 iX 3aBEpIICHHS),
0c000BUX crpaB (POPMYIOTHCS TTPOTATOM TEPIOAY poOOTH 0COOM Y 3aKiaii), JOKYMEHTIB 3aKJamy,
110 XapaKTEePHU3yIOTh OCBITHIH mpotec ((opMyIOThCs 32 HABYAIBHUH PiK);



BMIII[yBaTH y CIpaBU JHIIE OpuriHamu abo y pasi iX BIJCYTHOCTI 3aCBiIUYEHI B yCTAHOBICHOMY
MOPSIAKY KOTIi1 JOKYMEHTIB;

HE JIOMYCKATH BKJIIOYCHHS 10 CIPaB YOPHOBUX, OCOOMCTHUX JOKYMEHTIB, PO3MHOKEHHX KON Ta
JOKYMEHTIB, 110 MiJISATal0Th TOBEPHEHHIO;

JI0 CTIPaBM BKJIFOYATH JOKYMEHTH TUIBKH 3 OJHOTO MUTAHHS a00 TPYMH CHOPITHEHUX MUTaHb, 110
CTAHOBJIATH €AWHUIN TEMaTUUYHUM KOMIIJIEKC;

OKpEeMO TPYIyBaTH y CIpPaBU JOKYMEHTH HOCTiiiHOTO, TpHuBajoro (moHax 10 pokiB), THMYAacOBOTO
30epiraHHs;;

3a 00cCsATOM cmpaBa MOCTiIHHOro Ta TpuBajoro (monam 10 pokiB) 30epiraHHs HE ITOBHHHA
nepesuinyBaT 250 apkymriB (He Oinbine 40 MM 3aBTOBIIIKH).

2.2. JIOKyMEHTH TPpYIYIOThCS Y CIIPaBU B XPOHOJIOTTYHOMY Ta/a00 JIOTIYHOMY MOPSIKY.

2.3. IlonmokeHHs, TpaBWiIa, IHCTPYKINi TOIIO, 3aTBEPIKCHI HAaKa3aMH, T'PYIYIOTBCS pa3oM i3
3a3HAYCHUMH JTIOKyMEHTaMU. SIKII0 BOHU 3aTBEPIKEHI SK CAMOCTIiHI JOKyMEHTH, iX (JOpMYIOTh B
OKpEMi CITpaBH 3a BHJIAMH 1 XPOHOJIOTIELO.

2.4. Haka3u 3 OCHOBHOI [IsJIBHOCTI 3aKjaay, 3 aJAMIHICTpaTUBHO-TOCIIOAAPCHKUX ITUTaHb, 3
KaJpOBUX NHUTaHb 3aKiaay (THMYacOBOTO 1 TPHBAJIOrO CTPOKIB 30epiraHHs), HaKa3u 3 PyXy
yUYHIB/BUXOBAHIIIB IPYIYIOThCS Y Pi3HI CIIPaBH.

Hakasu 3 kapoBux mUTaHb (OCOOOBOrO CKIIATy) TPYIYIOTHCS BIAMOBITHO JIO IX BHJIB Ta CTPOKIB
30epiranHsa. He no3BomsieTbCcs TpymyBaTH pa3oM Hakasw TpuBasioro (75 pokiB) Ta TEM4acoBoro (5
poKiB) 30epiranHs. JIOMIJIBHO NpH BEIMKHX 00CSraxX JOKYMEHTIB HakKa3d 3 KaJpOBHX ITMTAaHb
(ocoboBOro ckiamy), IO CTOCYIOThCS PI3HUX HANpPSMIB isNIBHOCTI 3akiany (IpuiiMaHHS Ha
poOOTY, 3BUIbHEHHSI, IPEMIIOBAHHS, BIAPSKEHHS, BIAMYCTKU TOILO), TPYIyBaTH B OKPEMI CIPaBH.
SIKmo pi3HUMX BHJIB Haka3iB 3 KaJpOBUX MUTaHb (0COOOBOrO CKJIaJy) CTBOPIOETHCS HE3HAYHA
KUIBKICTb, X JO3BOJISETHCS TPYNyBaTH 3a CTPOKaMHU iX 30epiraHHs: B OJHY CIpaBy - HaKaszH
TPUBAJIOTO CTPOKY 30€piraHHs, B iHIIY - THUMYACOBOI'O CTPOKY 30epiraHHs.

2.5. JIOKyMEHTH 3aci/laHb KOJIeTialbHUX OPTaHiB IPYNYyIOThCS Y JIBl CIIPaBU:
MIPOTOKOIIU 1 JOKYMEHTH JI0 HUX ([OTIOBIIi, TOBIIKH, IPOEKTH PIIlIEHb TOIIIO);

JOKYMEHTH 3 Oprasizailii 3acijianb (MOpSAOK JAECHHUN, MaKeT PO3MIMICHHS, CIUCOK 3alpOIIeHHUX
TOIIIO).

2.6. [Iporokonu 3aciiaHb KOJETiadbHUX OpTraHiB TPYMYIOTHCA Y CIOPaBU B XPOHOJIOTIYHOMY
MOpAIKY 1 3a HoMepamu. JIOKyMeHTH 1O 3aciiaHb 3a3HAUY€HUX OpraHiB CHUCTEMAaTH3YIOThCS 3a
JaTaMd Ta HOMEpaMU NPOTOKOJIIB, @ B MeXax TPYHH JOKYMEHTIB, IO CTOCYIOTBCS OIHOTO
MIPOTOKOITY, — 32 TOPSAKOM JICHHUM 3aCiIaHHS.

2.7. JlopydeHHsI YCTaHOB BUILOTO PiBHS 1 JIOKyMEHTH, TOB’s13aHi 3 iX BUKOHAHHIM, TPYMYIOThCS Y
CIpaBH 3a HAMpPSMaMU AisUILHOCTI 3aKIaay abo 3a aBTOpaMU 1HIIIaTUBHUX JOKYMEHTIB. JIoOKyMeHTH
y HEBENHKIN KUIBKOCTI TPYMYIOTHCS B OJHY CIpaBy. Y CIpaBi JOKYMEHTH CHCTEMAaTHU3YIOThCS 3a
JIaTaMu TIOpy4YeHb.

2.8. 3aTBepUKEHI TUTaHH, 3BITH, KOIMITOPUCH, TUTYJIbHI CIIUCKU TPYMYIOTHCS Y CIIPaBH OKPEMO Bij
MIPOEKTIB IUX IOKYMEHTIB.

2.9. JluctyBaHHS TPYHYETHCS 32 3MICTOM Ta KOPECHOHJEHTCHKOI O3HAKOIO 1 CHCTEMAaTHU3YEThCS B
XPOHOJIOTIYHOMY TOPSJIKY: TOKYMEHT-BIJIMOBIIb PO3MIIITYETHCS 33 JOKYMEHTOM-3aITUTOM.

2.10. B ocoboBux cmpaBax, 1o (OpMYIOThCS BIOPOAOBK YCHOTO Yacy poOOTH MpaliBHHUKA Y
3aKJaji, TOKYMEHTH TpPYIYIOTBCS B XPOHOJOTIYHOMY TOPSAKY B Mipy 1X HaIXOIKCHHS
(momoBHEHHS) (3as1Ba PO MPUUMaHHS Ha pOOOTY, MUCEMOBUH TPYAOBUI TOTOBIP (KOHTPAKT), KOMii
a00 BUTATH 3 HAKa31B MPO MPUHMaHHs Ha poOOTY, 0COOOBUH JIMCTOK 3 OOJIIKY KaapiB, TOMOBHEHHS



70 0cOOOBOTO JIHCTKA 3 OO0JIIKY KaJpiB, aBToOiorpadis, KOsl macnopTa, Korisi 00J1KOBOI KapTKH
MJIATHUKA TOMATKIB (KpiM (i3MYHMX OCI0, SIK1 4epe3 CBOI PENiriiHl MepeKOHAHHS BiIMOBIISIIOTHCS
BiJl MPUHHSATTS PEECTPALIIITHOTO HOMEpa OOIKOBOI KapPTKH IJIATHUKA TOJIATKIB Ta MOBIAOMUIHN TIPO
11 BIJIMOBIIHUNA KOHTPOJIIOIOYMI OpPraH 1 MalOTh BIAMITKY y MACIOPTi), KOMis BIHCBKOBOTO KBHTKA
(Y pa3i HasBHOCTI), KOMii JIOKYMEHTIB MPO OCBITY, HAYKOBUI CTYIiHb, BUCHE 3BaHHs, 3asSBU IPO
NepeBe/IeHHsT Ha 1HITy poOoTy (rmocaay), CyMICHUITBO, 3MiHY OlorpadidyHuX JaHHMX, KOIii abo
BUTATH 3 HAKa3iB PO MEpeBEICHHS Ha 1HIIY poOoTy (ITocany), CyMiCHUIITBO, KOIIii TJOKYMEHTIB, 110
€ MJCcTaBaMH I HAJaHHsS MUIBI (32 HAsABHOCTI), KOMii JOKYMEHTIB PO BHECEHHS 3MIH 0
00JIIKOBUX JOKYMEHTIB Yy 3B’s3KY 31 3MiHOI OilorpadiuHux naHux (Mpi3BHINA, iIMEHI, IO OATHKOBI),
XapaKTEPUCTUKU, KOIii JTOKYMEHTIB MpO MIABUINCHHs KBaiikallii, cTaXyBaHHS, 3a0XOYCHHS
(HaropoKEHHS, MPEMIIOBaHHS ), JOKYMEHTH 3 aTeCTallii, 3asiBa Mpo 3BUTLHEHHS 3 POoOOTH, Komii abo
BHTSITH 3 HAKa31iB PO 3BUILHEHHS 3 pOOOTH.

J1o 0co0o0Boi cripaBu 000B’3KOBO CKJIAAETHCSI BHYTPIIIHINA OIMKUC, SKUI PO3MIIIYETHCS HA MOYATKY
CIIPaBH.

BigoMocTi mpo CTATHEHHs, 3a0XOYEHHS, BHKOHAHHS OOOB’S3KiB THMYacOBO BiJCYTHBOTO
MpaIiBHUKA, 3aMillIEHHS BAKAHTHOI IMOCAJM BHOCATHCS IO JOMOBHEHHS 10 OCOOOBOTO JIUCTKA 3
00Ky KaJIpiB.

2.11. 3BepHeHHs TPOMaJISH 3 TUTaHb POOOTH 3aKjIaay Ta BCl JOKYMEHTH 3 1X PO3TJsay 1 BUKOHAHHS
TPYIYIOTBCS OKPEMO Bijl 3B€pHEHB TPOMAJISH 3 0COOMCTUX NUTaHb. Ko)KHE 3BepHEHHS 1 TOKYMEHTH
3 WOTO PO3TJISIY CKIAJAITh Y CIPaBi caMOCTiHY rpyiy. [IOBTOpHI 3BEpHEHHS 1 JIOKyMEHTH 3 1X
PO3TIISAAY CUCTEMATU3YIOTh Y CIIPABU PA30M 3 IMOMIEPETHIMHU.

2.12. MeTtoaudHe KEpiBHHUITBO 1 KOHTPOJIb 3a (DOPMYBaHHSM CIIpaB y 3akiajli Ta il CTPYKTYPHUX
MiIPO3iIax 3MIMCHIOIOTHCS 0CO0aMHM, BIATOBIJAIBHIMH 3a OpraHi3allito JiJI0BOJICTBA Ta apXiB.

3. 30epiranusi 10KyMeHTIB y AiJIOBOACTBI

3.1. JIokyMEHTH 3 MOMEHTY CTBOPEHHS UM HAJXOJPKEHHS 1 JI0 TIepeaBaHHs Ha 30epiraHHs B apXiB
3aKJ1ay 30epiraroThes 3a MiclieM (popMyBaHHS CIpaB BIAMOBIIHO 10 HOMEHKIJIATYPH CIpPaB.

3.2. BianoBiganbHi ocoOu 3000B’s13aH1 3a0€3MeYnTH 30€piraHHs JOKYMEHTIB 1 CIIPaB.

3.3. lnst 30epiraHHs crpaB y AUIOBOJCTBI BUKOPHCTOBYIOTh KapTOHHI TEKH i3 KjamaHamu ado
3aB’g3KaMH, KapTOHHI a00 MJIacTMAacoBl IMIBHJKO3MIMBaYi. ¥ poOOYMX KiMHATaxX CIpaBU MOBUHHI
30epiraTUCh y BEPTUKAIHHOMY TIOJIOKEHHI y madax, Mo 3aKpuBalOThCSA. [l MiaBUIIEHHS
OTIEPaTHUBHOCTI PO3IIYKY JOKYMEHTIB CIIPaBU PO3MIIIYIOThCS BIAMOBIIHO 0 HOMEHKJIATYPHU CIIPAB.
Ha xopiHsix oOkIaAMHOK CIIpaB 3a3HAa4ar0ThCs 1HAEKCH Ta 3arojI0OBKU 32 HOMEHKJIATypOIO CIIpPaB.

3.4. MarHiTHI cTpiukn Ta 1UdpoBi HOCIT iHPOpMaIii 3 (oHOrpaMaMu 3aciliaHb KOJETiaTbHOTO
oprany 30epiraioTbcs B HOro cekperaps. Ha cTpiumi i kopoOui poOuUThCsS BigMITKa MpO OaTy
3acia"Hs 1 yac 3anucy. CexkpeTrap KoJeTialbHOTO OpraHy BiIMOBia€ 3a ix 30epiraHHsl.

3.5. Bugaya cipaB y THUMYacoBe KOPHCTYBAHHS TpaIliBHUKAM 3aKjIaay 31IHCHIOETHCS 3 TUCHMOBOTO
J03BOJTy KepiBHUKa 3akiany. Ha BumaHy chopaBy CKJIalaeTbes KapTKa-3aMiHHUK. Y KapTIli
3a3HAYAIOTHCS HAHMEHYBaHHS CTPYKTYPHOTO IiJIPO3ALTY, 1HACKC CIIpaBH, 3aroJIOBOK CIIPaBH, J1aTa
il Bumayi, oco0a, sSKiil cripaBy BHUIAHO, JaTa il MOBEPHEHHS, MIMUCH OCI0, K1 BUATN Ta IPUIHHSIN
CIpaBy.

ITocagoBa ocoba, sika Bujaia Ta MpHHHATA ClIpaBy, 3000B’s3aHa 3IHCHUTH NEPEBIPKY HasIBHOCTI
JIOKYMEHTIB y CIIpaBi.

He no3BonsieThest BUIaBaTH y THMYACOBE KOPHCTYBAHHS MPALliBHUKAM 3aKJIaly OKpeMi JOKYMEHTH
31 crpas.

3.6. Haganns cnpaB y THMUYacOBE KOPUCTYBaHHS 3/IIMCHIOETHCS HE ORI SIK HA OJTUH MICSIIIb.

3.7. BunmydeHHs OpUTiHAIIB TOKYMEHTIB (CIpaB) JOMYCKAETHCS 3 J03BOTY KepiBHUKA 3aKiIamy.



3.8. Y pasi BTpaTu JOKYMEHTIB 1 cCIpaB, II0 YUCIATHCA 32 HOMEHKJIATYPOIO, CKJIAIA€ThCs
BIJIIIOBITHUI aKT(000amok 22).

V. EKCIIEPTU3A HIHHOCTI JOKYMEHTIB
1. HopMaTHBHO-MeTOANYHI 3aCaJy eKCIIePTH3H LIHHOCTI JOKYMEHTIB

1.1. EkcnepTr3a I[IHHOCTI JIOKYMEHTIB IPOBOJMTHCS BIIIOBIIHO JO 3aKOHOJABCTBA Yy cdepi
apXiBHOI CIpaBH Ta JIJIOBOJICTBA, THIOBHUX Ta Tally3eBUX TIIEPENiKIiB BHUAIB JOKYMEHTIB 13
HOPMAaTUBHO BCTAaHOBICHUMH CTpOKaMu iX 30epiraHHs, 3aTBEP/DKCHHX BIAMOBIAHO JO
3aKOHOJIABCTBA, TUIIOBHX 1 MPUMIPHUX HOMEHKJIATYpP CIPaB, IHIIMX HOPMATHBHO-TIPAaBOBHX aKTiB 3
MUTaHb €KCIEPTU3H IHHOCTI.

1.2. lns opranizaimii Ta MpOBENCHHS EKCIEPTU3M I[IHHOCTI JOKYMEHTIB y 3aKJIaJi CTBOPIOETHCS
noctiiHo gitoua EK, mo fgitoTh BIANOBIIHO IO TIOJOXKEHHS TIPO HEl, po3po0JIeHOro Ha
mijictaBl THIIOBOTO TOJIOKEHHS PO SKCIIEPTHY KOMICIIO JEP)KaBHOTO OpPraHy, OpraHy MiCLIEBOIO
CaMOBPSIIyBaHHS, JICPKABHOTO 1 KOMYHQJIBHOTO IMiJANPHUEMCTBA, YCTAaHOBH Ta OpraHizaiii,
3aTBEPHKCHOr0 HakazoM MinicTepcTBa toctuiii Ykpainu Big 19 uepBus 2013 poky Ne 1227/5,
3apeectpoBaHoro y Minictepcti toctuuii Ykpainu 25 uepBHs 2013 poky 3a Ne 1062/23594 (i3
3MIHAMH).

Cknan EK Ta monoxeHHs mpo Hel 3aTBEP/DKYIOThCS HaKa3oM KepiBHHKA 3akiamy. I'onmoBoro EK
MIPU3HAYAETHCS OJUH 13 3aCTYIMHUKIB KepIBHHMKA 3aKjany, CeKpeTapeM — ocoba, BiAMOBiIaIbHA 3a
JOKYMEHTH, 110 MiJISATraloTh 30epiraHHIo Ta NepejaHHI0 B apXiB.

Jo cknany EK 3akmany 3a iX 3ro0or0 MOXYTh BXOIUTH HPEICTABHUKU apPXiBHUX YCTAaHOB, OPTaHy
BUIIOTO PiBHS (BIAMOBIIHOTO OpraHy YIPaBIiHHS OCBITOK), METOAMYHHUX LIEHTPIB, MpodeciitHmx
CIIUIOK, iX 00’ €aHAaHb.

1.3. 'V cBoiit gismbHOCTi EK 3aknany kepyeTbcsi MPUHIUIIAMU 1 KPUTEPISIMU €KCIEPTU3H IIHHOCTI
JIOKYMEHTIB, YycTaHoBJIeHUMHU [lopsigkoM yTBOpeHHS Ta JISUIBHOCTI KOMICIH 3 TpPOBEAEHHS
eKCIepPTH3HU I[IHHOCTI JIOKyMEHTIB, 3aTBEp/PKeHUM NocTaHoBoro Kabinety MiHicTpiB YKpaiHu Bix
08 ceprast 2007 poky Ne 1004 (i3 3miHam#).

1.4. EK 3axnany npuiimae pileHHs mpo:

cxBanenHs 1 nogannsa A0 EIIK nepxkaBnoro apxiBy (EK apxiBHOro Bimminy palloHHOI, palOHHUX Y
Mmictax Kwuesi 1 CeBacTomoisi Jep:kaBHUX aAMIHICTpaliid, MICBKOi paau) IMPOEKTIB TaKUX
JIOKYMEHTIB: OMHUCIB CIpaB 3 KaIpOBUX MHUTaHb (OCOOOBOTO CKIaAy), aKTiB MPO BUIYYEHHS IS
3HUIICHHS JJOKYMEHTIB, HE BHeceHUX 10 HAD;

CXBaJICHHS:
IHCTpYKLIi 3 I1JIOBOJICTBA;

HOMEHKJIATYpH CIIPaB;

MIOJIOKEHHSI IIPO CIYXOU A1T0BOACTBA, apXiBHI miapo3ainu ta EK;
OMMCiB cripaB TpuBajoro (monaa 10 pokiB) 30epiranHs;

aKTIB PO HEBUIIPABHI MOIIKO/HKEHHS cTIpaB (I0KyMeHTIB) TpuBaioro (monasn 10 pokiB) 30epiraHHs
Ta 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIaTyp CIIpaB, OMHUCIB crpaB TpuBayioro (moHaa 10 pokiB) 30epiraHHs 3aKiamy, Mo HaIeXaTh
70 cepy YIpaBIiHHS 3aKJIaAy Ta y AiSUIBHOCTI SIKUX HE YTBOPIOIOThCS JokyMeHTH HAD.

1.5. EK ogHOYacHO po3riisijiae OMUCH CIIPaB Ta aKTH PO BUITYYEHHS JUIsl 3HUILEHHS JJOKYMEHTIB, He
BHeceHHX 10 HA®D, a Takox akTu mpo BuiIydeHHs AokyMeHTiB 3 HA®D pa3zom 3 akramu mpo
HEBUIPABHI MOMIKOPKEHHS cripaB (1okymeHTiB) HA® (3a ix HasBHOCTI).


https://piskivske-nvo.e-schools.info/pages/nstruktsja-z-dlovodstva-u-pskvskomu-ltse#n13
https://piskivske-nvo.e-schools.info/pages/nstruktsja-z-dlovodstva-u-pskvskomu-ltse#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

1.6. BHecennss nokymeHTiB 3akiafiB g0 HA® 3milicHioeTbes Ha miacraBi pimenHs EINK
JIEP’)KaBHOTO apXiBy MPO CXBAJICHHS OIKCIB CIIpaB MOCTIHHOTO 30epiraHHs Ta WOTO 3aTBEPKCHHS
KEePIBHUKOM 3aKJIay.

2. Ilopsok NpoBeieHHsI eKCNePTH3H LiHHOCTi JOKYMEHTIB
2.1. ExcriepTu3sa MiHHOCTI JOKYMEHTIB Y 3aKJIaJll TPOBOIUTHCS:

y TOTOYHOMY JIIJIOBOJICTBI — ITiJT Yac CKJIaJaHHsS HOMEHKJIATYp CrpaB, (GOpMYyBaHHS JOKYMEHTIB y
CIIPaBH 1 MEPEBIPSHHS MPABWILHOCTI BITHECEHHS JOKYMEHTIB JI0 BIAMOBIIHUX CIpaB, MiArOTOBKU
CIpaB JI0 TIepeIaBaHHs Ha apXiBHE 30epiraHHs;

B apXiBl 3aKiajy —y Mpoleci MpuiMaHHS CIpaB 0 apXiBy Ta MiJTOTOBKH CIpaB Ha IMOCTIHHE
30epiraHHs.

2.2. Opranizaniiny Ta METOJAMYHY JOIOMOTY y TPOBEACHHI ekcrmepTus3u IiHHOCTI Hagae EIIK
nepxasHoro apxiBy (EK apxiBHOro Bimminy paiioHHOi, paiionHux y mictax Kuesi i CeBacromnodi
JIepP’)KaBHUX aIMIHICTpAIIiid, MiCHKOT paJin).

2.3. Ilin yac mpoBeJNeHHS EKCIEePTH3U LIHHOCTI JAOKYMEHTIB y AUIIOBOJACTBI BUPI3HSAIOTH YOTHPHU
TPYIH CIIPaB:

MOCTIHHOTO 30epiranHs;

TpuBajoro (monasn 10 poki) 30epiraHHs;

TUMYacoBoro 30epiranHs (10 10 pokiB BKIIOYHO);

Ti, IO MiAJIATAIOTh 3HUIICHHIO Y 3B’SI3KY 13 3aKIHYEHHSIM CTPOKIB 1X 30epiranHs.

Bin6ip 3a3HayeHMX Ipyn JTOKYMEHTIB 3/1MCHIOETbCS Ha MIJCTaBl HOMEHKJIATYpH CIpaB 3aKkjiany, a
TaKOX THUIIOBHX Ta Tally3€BHX IEPENiKiB JOKYMEHTIB 31 CTPOKaMH 30epiraHHs MUISXOM IMEeperiisiTy
KOXHOTro apkyia crpaBd. OZHOYaCHO NEPEBIPAIOTHCS SKICTh 1 MOBHOTAa YMHHOI HOMEHKJIATYpH
CIpaB, MPaBUIBHICTH BU3HAYEHHS CTPOKIB 30epiraHHs CHpaB, MepeadadyeHuX HOMEHKIATYpOIo,
JOTPUMAaHHS BCTAHOBJICHHUX MPABHII 0(POPMIICHHS JOKYMEHTIB Ta OPMYyBaHHS CIIPaB.

2.4. Ctpok 30epiraHHs JOKyMEHTIB 004HCIIOEThCS 3 0l CIYHS pOKYy, HACTYITHOTO 3a POKOM
3aKkiH4YeHHs crpaBu. Hampukmnan, oOuncienHs cTpoky 30epiranHs crpas, 3aBepiieHux y 2018 porii,
nourHaeThbes 3 01 ciuns 2019 poky.

2.5. 3abopoHseThcst BiAOIp TOKYMEHTIB JUISl TTOAATBINOrO 30epiraHHs abo 3HWINEHHS Ha MiICTaBi
3aroJIOBKiB CIIPaB B ONMUCY a00 HOMEHKJIATYpi CIIpaB.

2.6. CnpaBu 3 mo3Haukor0 «EIIK», y SKHX eKCIepTH3010 IIIHHOCTI BCTAaHOBJICHA HAsSBHICTH
JOKYMEHTIB TOCTIHHOTO 30epiraHHs, MmAnsAraloTh nepedopmyBaHHIO. J[OKYMEHTH MOCTIHHOTO
30epiraHHs, BHJIy4Y€Hl 13 3a3HAUYE€HUX CIOpaB, OO0’€THYIOTbCS B CaMOCTIMHI copaBu abo
NPUEAHYIOTBCS 1O IHIIMX OJHOPiAHUX cmpaB. OmpaBieHHS 3HOBY C(OPMOBAaHUX CIPaB
3M1IACHIOETHCS TUIBKH MICIIs 3aBEPIICHHS €KCIIEPTH3HU I[IHHOCTI JOKYMEHTIB.

2.7. ITix 9ac mpoBeeHHS EKCIIEPTU3HU MIHHOCTI JIOKYMEHTIB Y JIJIOBOJICTBI BHSBIISIOTHCS TyOJIETHI
JOKYMEHTH, JOKYMEHTH, L0 HE CTOCYIOTbCS CIIpaBHM, YEpHETKH, Heo(hOopMIIeHI KoIlii, MeTaleBi
CKpPIIUIEHHS, L0 MiJUISTaloTh BHJIYYEHHIO 31 CIOpaB MOCTIHHOroO Ta TpuBajioro (moHan 10 pokis)
30epiraHHsi.

2.8.3a pe3ymbraTaMH EKCHEPTH3W IIIHHOCTI JOKYMEHTIB TOTYIOThCS CIpPaBH TOCTIHHOTO i
TpuBaioro (monan 10 pokiB) 30epiranHs A0 neperaBaHHs J0 apXiBy 3aKiaay, 30KpeMa:

3IIIACHIOETHCS. O(DOPMIICHHS CIIpaB BiAMOBIAHO 10 BUMOT;

Ha TiACTaBl HOMEHKIATyp CHpaB (QOPMYIOThCS TeEperikd (CIHCKU) CIpaB, IO MiAIAraroTh
3HUIICHHIO Yy 3B’S3KYy 13 3aKiHUGHHSM CTPOKIB iX 30epiraHHs, Ui BKJIIOYEHHS 1O aKTa Ipo
BUJTyYSHHS JIJIsl 3HUIICHHS JOKYMEHTIB, He BHECEeHUX 10 HAD.



2.9. Y pasi BCTaHOBIIEHHS B MPOIIECi €KCIEPTU3H IIIHHOCTI (paKTiB HEcTadl JOKYMEHTIB 1 CIIpaB, 1110
BHECCHI JI0 HOMEHKJIATYPH, BIATOBIAAIIBHIMH 0COOAMU 3aKjIaay 3IMCHIOETHCS iX pO3NIyK. Y pasi
HETaTUBHOI'O pPe3y/bTaTy pO3IIYKY KEPIBHHK 3aKjaay CTBOPIOE KOMICIIO 31  CIIy’)KOOBOIO
pO3CIIiIyBaHHs, IMPU3HAYAE CIy)KOOBE pO3CIIyBaHHSA 1 BHJAE HaKa3 IPO MPUTATHEHHS JO
BIJIMOBITAJILHOCTI OCi0, BMHHHMX Yy BTpaTi JOKYMEHTIB abo cmpaB. JloBijka Ipo IPHYUHH
BIJICYTHOCT1 JTOKYMEHTIB a0o CIpaB, MiJIucaHa 4YjieHaAaMH KOMIcCii Ta KEpPIBHHKOM BiAMOBIAHOTO
CTPYKTYPHOTO MiZAPO3ALTY, IEPENaAEThCS O apXiBy 3aKiany.

Ha mingcraBi AOBigKM apXiB CKJIaJae akT MpO HECTady chpaB (JOKYMEHTIB) y CTPYKTYPHHX
migpo3aiiax 3a Gopmoro(dodamok 22), sKWii miamucye ocoba, BiANOBigalbHA 3a apXiB, Bi3ye
BIJIMOBiJaJIbHA 33 OPTaHi3aIlilo JIOBOJICTBA 0c00a Ta 3aTBEP/KYE KEPIBHUK 3aKIIaTy.

2.10. B apxiBi 3aky1ay €KCIEepTU3Y IIHHOCTI JOKYMEHTIB MPOBOSATH:

i Yac CKJIaJIaHHs 3BEICHUX OIUCIB CIIPaB;

y pa3i HaJIXO/KCHHS JJOKYMEHTIB y HEYIOPSIKOBAHOMY CTaHi;

y pa3i 3aKiHYeHHS CTPOKiB THMYAacOBOTO 30epiraHHs apXiBHUX JOKYMEHTIB;

nepes TMepeJaBaHHSAM CHpaB Ha IOCTiHHE 30epiraHHs M0 BiAMOBiIHOI JepKaBHOI apXiBHOI
yCTaHOBH, apX1BHOTO BTy MICBKOI pajiu;

3 METOIO BUSIBJICHHS YHIKaJIbHHUX HOKyMeHTiB HA®.

2.11. Ekcnept3a IIIHHOCTI JOKYMEHTIB B apXiBi 3akjady 3IIMCHIOETHCA IIiJI METOJIHYHHUM
KEpIBHUILITBOM BIJMOBIAHUX JEpKABHUX apXiBHUX YCTaHOB, apXiBHUX BIIIUTIB MICHEBUX paj, Y
30HI KOMIUICKTYBaHHS SIKUX TIepeOyBae 3aKiaj.

2.12. ExcriepTr3a I[IHHOCTI JIOKYMEHTIB B apXiBi 3akJaay ITiI 4ac CKJIAJaHHS 3BEJACHHUX OMHCIB
crpaB nependayvae aHali3 CKJIaay JOKyMEHTAIlli 3aKiiaay, 30Kpema:

1) yTOYHIOETBCSI, 1€ BiAKIAMAOTHCS JyOJNIETHI JOKYMEHTH, IO IiUIATal0Th 3HHICHHIO. 3a
HEOOXIAHOCTI B apxiBl 3aKJaJy MOXYTb 3aJMILATUCS Ha 30epiraHHs JyOJIeTHI NPUMIPHUKU
JOKYMEHTIB, 10 MiAJIATal0Th MOCTiifHOMY 30epiraHHIO B JIep:KaBHIii apXiBHIA YCTaHOB1, apXiBHOMY
BIIUTI MICHEBOI paau. AHII3YeThCS TaKOX XapakTep NOBTOpPEHHs 1H(opmaiii B 1HIIMX
JOKYMEHTax: BUJ, (popMa i MOBHOTA MOBTOPIOBAHOCTI.

Bunyuenns nyOoneTHUX JOKYMEHTIB Ta JOKYMEHTIB 3 IOBTOPIOBAHOIO 1H(OpMaIli€r0 3/11HCHIOETHCS
JIMILE TiCTs 3BIPSIHHSA 3 JOKYMEHTaMH, 1110 3aJIUIIAI0THCS Ha OCTiiiHe 30epiraHHs;

2) 3/IHCHIOETHCS TEpeBipKa MPaBUIBHOCTI (hOPMyBaHHS CrpaB Ta X OQOPMIIEHHS BiAMOBIIHO 10
apxiBHUX BUMOT. Y pa3l BUSIBJICHHS MOPYIIEHb apXiB Mae MpaBO BUMaraTu nepedopMyBaHHS
CIIpaB;

3) Ha MmiJCTaBi OMUCIB cripaB 0coba, BIAMOBIAAIbHA 3a apXiB 3aKjaly CKIIAJa€e 3BEJICHI OMUCH CIIPaB
3aKyaay mocTtiHoro 30epiranHs, TpuBaioro (moxnay 10 poki) 36epiranHs, 3 KaAPOBUX MUTAHb.

2.13. ExcniepTr3a I[IHHOCTI JOKYMEHTIB B apXiBi 3akiady MPOBOJUTHCS MIOPOKY 3 METOIO
BUSBJIGHHS JOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs SKUX 3akiHuMBcs. Ilpu 1pomy
MEPeTJISIIaloThCsl OMUCHU CIpaB 3 KaAPOBUX MUTaHb, TpuBajoro (moHan 10 pokiB) 30epiraHHs, y
TOMY YHKCJIl BIJIMOBIIHI ONTMCH CITPaB 3aKJIa/IiB-TIOMIEPETHUKIB Ta JIIKBIIOBAHUX 3aKJIaJliB.

2.14. 'Y pa3i HeoOXiTHOCTI IPOBOANTHCS YAOCKOHAJICHHS a00 1mepepoOIIeHHS OITUCIB.
2.15. TlepepoGiieHHS ONUCIB 31IHCHIOETHCS y TAKMX BUMA/IKAX:
3Ha4YHA YaCTHHA 3arojIOBKiB OMUCY HE BiOOpakae 3MICTY CIIpaBH;

OIMCH MICTATh CyMapHe OMMCaHHS CIIPaB, IPYNOBY HyMEpaLlilo CIpPaB;



3HAa4YHy YaCTUHY JIOKYMEHTIB ()OHIly BHIIy4EHO, BTPAuCHO, MEPEJAHO 10 1HIIOT apXiBHOI yCTaHOBH,
MPUEAHAHO JI0 1HIIOTO (POHTY;

MOPYIICHO OCHOBHI NPUHIMIHM CHCTEMAaTH3allil 3arojioBKiB CIPaB B OINHUCY, IO YHEMOXIIUBIIIOE
nomyk inpopmartii;

3HAYHO 30UTBIIUBCS 00CAT POHTY 32 PaXYHOK HOBUX HAJIXOIKCHb.

Excneptr3a IiHHOCTI JOKYMEHTIB 3aKjiaay Ta YIOCKOHAJCHHsS abo mepepoOJeHHS OIHUCIB
3MIIACHIOIOTHCA 32 PIIICHHSM AP KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJILTy MIiCIIEBOT pajiu.

2.16. Y KiHIII KOKHOTO MPHUMIpPHUKA OMKCY oco0a, BIAMOBITAIbHA 33 apXiB 3aKiaay, [IPOCTaBIISE
MIJMNAC [OAO0 MPUUHATTS CHpaB 3 00OB’SI3KOBUM 3a3HAYEHHSAM KITBKOCTI (IU(pamMu 1 CIOBaMM)
MepelaHuX CIIpaB 1 3a3Havae aary.

2.17. Tlicns mpuiHATTS CrpaB MOCTiHHOTO Ta TpuBasoro (rmoHaya 10 pokiB) 30epiranHs, 3 KaJIpoOBUX
MUTaHb 0co0a, BIANOBIIaIbHA 33 apXiB 3aKiIaly, Ha MiACTaBl OMMCIB CIpaB, 3a SKHUMH 3IIHCHEHO
MPUIHSITTA JOKYMEHTIB, 32 BCTAHOBIIEHOIO ()OPMOIO TOTYE PiYHi PO3/ILIH 3BEICHUX OIKUCIB CIIPAB:

nocrifHoro 36epiranus (y 3akiaii, mo € mxepeiaom GopmyBanus HAD);
TpuBajoro (nmoxnasn 10 poki) 30epiraHHs;
3 KaJIPOBUX MTUTAHb.

Oco060t10, BiAMOBIIATBHOIO 32 apXiB, CKIAAAETHCS aKT PO BUIYYCHHS JJIs 3HUICHHS JOKYMEHTIB,
He BHeceHux 10 HAD.

2.18. 3BeneHuii onuc crpaB MOCTIMHOTO 30€piraHHs CKIaa€ThCs Y YOTUPHOX MpuMipHuKax. [licns
cxBasieHHs EIIK nepkaBHOTo apxiBy Ta 3aTBEp/KEHHS KEPIBHUKOM 3aKJjIaay OJUH HOro MPUMIPHUK
HaAMpaBIAEThCS JEpKaBHIM apXiBHIM YCTaHOBI 4M apXiBHOMY BIAMTY MICIEBOI paau, y 30HI
KOMIUIEKTYBAHHSI SIKOTO IepedyBae 3akiaj, IpYruil MpUMIpPHUK 30€pira€Tbesi K HEIOTOPKaHHUM
0c00010, BIJINOBITANILHOIO 32 apXiB 3aKJIaay, TPETiH, UeTBEPTHI — BAKOPUCTOBYIOTHCS Y 3aKiai AJis
MIOTOYHOI'O MOUIYKY CIpaB 1 Yy pasl iX NepelJaHHs Ha IMOCTiiHe 30epiraHHs HAIAXOASTh J0
BIJIMOBIAHOI apXiBHOT YCTaHOBH.

2.19. 3Benenuii ommc TpuBanoro (moHaz 10 pokiB) 30epiraHHs CKIANAETHCSA Y TPbOX MPUMIpHUKAX.
JIo HBOTO BKJIIOYAIOTHCS TaKOXK CIPABH, AKI 32 HOMEHKJIATYPOIO CIPaB MalOTh CTPOK 30epiraHHs
«no mikBimauii 3axnany». Ilicna cxBanenns EK 3akiany npuMipHUKHM OMKMCY HampaBisIOThCS Ha
cxBanenHsi EK oprany ympaBninHs ocBiToro. I[licnsi moBepHEHHs BCiX NMPUMIPHUKIB OMUCY HOTO
3aTBEpKye KepiBHUK 3akiany. [lepmmii npumipHuk omMcy 30epiraerbcs B 3aKiail  sIK
HEIOTOPKaHWH, APYTHi - € poOOYMM 1 BUKOPUCTOBYETHCS JJISi MOTOYHOTO TOIIYKY CIIpaB, TPETii
MO>K€ HaJCUIIATHCS JIJIs1 KOHTPOJIIO B1JIMOBIAHOMY OpPraHy YIpPaBIiHHS OCBITOIO.

2.20. Onuc crpaB 3 KaJIJpOBHUX MUTAHD CKIAAAETHCS Y 3aKIIal, SIKAK:
€ ;xepernoM popmyBaHHs HA® - y TppoX IpUMIpHUKAX;
He € mxepernoM popmyBanHss HAD - y 1BOX MpUMipHUKAX.

2.21. 3arooBKM CHpaB OMKCY 3 KaJpOBUX MHUTaHb CUCTEMATH3YIOTHCS 3a HOMIHAJIBHOIO O3HAKOIO
(TpynyBaHHS B OJJHY CIIpaBy JOKYMEHTIB OJIHOTO BUAY) Y TaKii MOCIiOBHOCTI:

HaKa3u 3 KaJpOBHUX MMUTaHb 3aKJIAMY;

HaKa3W 3 pyXy Y4HiB/BUXOBAaHIIIB 3aKJIay;

00JIIKOBI JJOKYMEHTH;

CIIUCKH YYHIB/BUXOBAHIIB (ayipaBiTHA KHUTA YYHIB/BUXOBAHIIIB);

YKypHaJIU peecTpallii Haka3iB 3 KaIpOBUX IMUTaHb;



0c000BI cIIpaBH IPaliBHUKIB,;
KOHTPaKTH, TPYIOBI IOTOBOPH;

OyxranTepchki JOKYMEHTH (0COOOBI paxyHKH 13 3apoOiTHOI IuIaTh, B pasi iX BIJICYTHOCTI -
PO3PaxyHKOBI BIJIOMOCTI 13 3apIlJIaTH);

JOKYMEHTH Tpo TapuQikaiiro (TapudikaiiiHi BiJOMOCTI (CIIUCKH));
JOKYMEHTH TIPO MPOBEIACHHS JEPIKABHOI aTecTalii;

KHUTH OOJIIKY 1 BUJa4l CBIJONTB Ta JOAATKIB JI0 CBIIOITB MPO 0a30BY 3arajbHy CEPEIHIO OCBITY;
aTeCTaTiB Ta JOAATKIB JO aT€CTaTiB IIPO IOBHY 3arajibHy CEPEIHIO OCBITY, 30J0THX Menajieh «3a
BHCOKI JIOCATHEHHS Y HAaBYaHH1» Ta CpiOHUX Menanell «3a JOCSITHEHHS Y HaBUaHHI»;

JOKYMEHTH TPO HEIIACHI BUNAJKH (aKTH, IPOTOKOJIN, BHCHOBKH, KYPHAIIH );
KypHAIIU peecTpallii 0cid, MOTepHiINX BiJ HEIIACHUX BUIAJIKIB;

KypHAIIU OOJIIKY pyXy TPYJOBUX KHIDKOK Ta BKJIAJIOK J0 HUX;

KYpHaJI peecTpalii Haka3iB 3 pyXy Y4HiB/BUXOBAaHIIIB;

He3aTpeOyBaHi 0COOMCTI JOKYMEHTH MPAIiBHHUKIB (TPYAOBI KHUKKH).

2.22. Oco0oBi cripaBy BHOCSTHCS J0 OMUCY 32 POKOM 3BIJIbHEHHS MPAlliBHUKA 1 CUCTEMATU3YIOThCS
3a TPi3BHUILAMH 3BUIbHEHHX TPAI[iBHUKIB B aji(haBITHOMY MOPSAKY.

2.23. 3BenieHl ONMUCH CIpaB TOCTIHHOTO, TpuBayoro (moHax 10 pokiB) 30epiraHHs, 3 KaJIpOBHX
MUTaHb Ta aKT MPO BUJIYYEHHS ISl 3HUILEHHS IOKYMEHTIB, He BHeceHuX 10 HA® (mami - akT mpo
BUJTyYEHHS /1711 3HULIEHHS JOKYMEHTIB), po3rianatotbesa EK 3aknany ogHovacHo.

2.24. 3axman, mo € mxepenoM ¢opmyBanHs HA®, ommcn cmpaB moctiifHOTO 30epiraHHs Ta 3
KaJpOBHUX MUTaHb Pa30M 3 aKTaMU PO BUIYUYEHHs JUIS 3HUILEHHS JOKYMEHTIB MICIs CXBAJICHHS 1X
EK 3aknany nogae na po3rsia EINK BiamoBigHOTO AepKaBHOTO apXiBy.

2.25. 3aknaj, mo He € jkepenom ¢opmyBanHs HAD, onucu cnpaB 3 KaJpoOBUX MHUTaHb Pa3oM 3
aKTaMH TIPO BWJIYYEHHS ISl 3HUINEHHS TOKyMeHTIB micis cxBaieHHs ix EK 3akmamy momae Ha
posrisig EK apxiBHOro Bifiny pailoHHOI Jep>kaBHOI aaMiHicTpallii abo apXiBHOTO BiIIiTy MiChKOi
paau. Omnucu copas Tpusanoro (moHan 10 pokiB) 30epiranHs micias cxBajgeHHs EK 3akmany
nojatoThest Ha po3risa EK oprany ynpasiiHHS OCBITORO.

2.26. IToromxkeHi (cxBajeHi) aKTH MPO BWJIYYEHHS U1l 3HUIICHHS JIOKYMEHTIB, HE BHECEHUX JO
HA®, 3aTBep1KyI0ThCS KEPIBHUKOM 3aKIay.

2.27. Ticnst 3aTBEp DKEHHST aKTa MPO BWIYYCHHS JUISI 3HUIICHHS JIOKYMEHTIB 3aKJIa]] Ma€e TpPaBo
3HULIUTU JOKYMEHTH.

2.28. KepiBHuK 3akiaay 3000B’s13aHUI 3a0€3MeUnTH 30€pe)KEHHSI JOKYMEHTIB, a y pa3i BKIFOUEHHS
3aKJIay 10 COUCKY IOPUINYHUX 0cCi0 - Jukepen dopmyBaHHS HA® micis 3aKiHYeHHs! BCTAHOBJIEHUX
TPAaHUYHHUX CTPOKIB iX 30epiraHHs B I[bOMY 3aKJaji - 3a0€3MeYUTH TEPeNaHHs JTOKYMEHTIB IS
nocTiifHOrO 30epiraHHs 10 BIAMOBIJHOI JepXaBHOI apXiBHOI YCTaHOBM 4YM apXiBHOTO BLIJLTY
MICBKO1 pajif.

3. CkiajaHHs aKTIB PO BUWIYYeHHS ISl 3HUIIEHHS JOKYMEHTIB,
He BHeceHnX 10 HA®, Ta 3HUIIIEHHSI JOKYMEHTIB

3.1. Ha mixgcTaBi MOJAaHUX CTPYKTYPHUMH IMJIPO3JiLIaMH aKTIB MPO BHIYYCHHS JUIS 3HHUINCHHS
JIOKYMEHTIB, HE BHECCHUX 10 HAD, 110 miyIsraroTh 3HUIICHHIO Y 3B 3Ky 13 3aKIHUCHHSIM CTPOKIB
ix 30epiranHs, Ta MPOBEACHOI EKCIIEPTU3U IIIHHOCTI JOKYMEHTIB B apXiBi 3aKJIaqy CKIAJAEThCS aKT
PO BWITYYCHHS JJIs1 3HUIIICHHS JOKYMEHTIB, HE BHeceHUX 10 HAD.



AKT 0(hOpMITIOETBCS Y BUTIISAAI TaOIHIN, 0 MICTUTH rpadu, nependavyeHi 3BeIEHUM aKTOM IPO
BIJIYYCHHS JIJIs1 3HUIICHHS TOKYMEHTIB, He BHeceHUX 10 HA®D. AKT mianucye KepiBHUK 3aKiIamy.

3.2. AKXT mpo BWIIYYEHHS JJIsl 3HHIICHHS JOKYMCEHTIB, He BHeceHHX 10 HA®D, ckinamaeTbesi y ABOX
MPUMIPHUKAX, SIK MPABUIIO, HA CIIPAaBH BChOTO 3aKiany. Ha3Bu oqHOpIAHHMX CIpaB, BiliIOpaHUX IO
3HUIICHHS, BHOCATHCS B AaKT IIJl 3araJlLHAM 3arojlOBKOM i3 3a3Ha4eHHSM KUIBKOCTI CIIpasB,
YKJIFOUEHUX JI0 KOXKHOI IpyMu. AKTH MPO BWIYYCHHS JOKYMEHTIB JUIsl 3HHUIIEHHS MAalOTh BaJOBY
HyMepalrlito, mournHar4u 3 Ne 1.

CrpaBH BKIIIOYAIOTHCS B aKT MPO BUIIYYEHHS JJIS 3HUIIEHHS JOKYMEHTIB, HE BHeceHHX 10 HAD,
SKIIO nepeadadeHuii uis HUX CTPOK 30epiraHHs 3akiHuuBcs 10 01 ciuHsS POKYy, B SIKOMY CKJIaZICHO
akT. Hampukian, crnpaBu 3 TPUPIYHUM CTPOKOM 30epiraHHs, 3akiHdeHi y 2016 poiii, MOXYThb
BKJIFOYATHCS B aKT, 1o Oyzae cknaaenuii He panime 01 ciuns 2020 poky, 3 I'ATUPIYHUM CTPOKOM
30epiranns — He panime 01 ciuns 2022 poky, 3 ypaxyBaHHSIM NPUMITOK, 3a3HAYEHUX Y BiIOBITHUX
nepenikax JOKYMEHTIB 31 CTpOKaMu 30epiraHHs.

3.3. 3aknaau nojaroTh cxBaieHi EK 3akiany akTu npo BUIIyYEHHS JUIsl 3HUIIEHHS IOKYMEHTIB, He
BHeceHux 10 HA®D, pa3zom 3 onrcamu cripas 3 kaapoBux nutanb Ha po3risia EIIK (EK) nepxxaBuoi
apxiBHO1 yctaHoBH, EK apXxiBHOTO BilTiTy MiCIIEBOT pajiv, y 30HI KOMIUIEKTYBaHHS SIKOi epedyBae
3aKia.

3.4.Y pa3i BHECCHHS JI0 aKTa MO BHIIYUCHHs JUIsl 3HUIICHHS JOKYMEHTIB, HE BHeceHUuX 10 HAD,
nepBUHHOI (DiHAHCOBOT Ta OyXraJTepchKoi JOKYMEHTAIl 3aKiaay J0Aa€ 0 HbOTO JOBIIKY PO
MIPOBEJICHHST TIEPEBIPKH OpraHaMu JOXOJIB 1 300piB abo peBi3ii um jgepxkaBHOro (hiHAHCOBOTO
ayJMTy 3 UTaHb JTOTPUMAHHS MOAATKOBOTO, MUTHOT'O Ta 1HIIIOTO 3aKOHOJABCTBA (KPIiM JepKaBHOTO
(hiHAaHCOBOTO ayJWUTy OKPEMHX TOCIOJAPCHKHUX OIepalliii) opraHaMu JepkaBHOro (hiHAHCOBOTO
KOHTPOITIO.

VY noBiall TaKOK 3a3HAYAIOTHCS BIIOMOCTI IIPO HAsIBHICTh a00 BIACYTHICTb:

(hiHaHCOBHUX OMepalliii, MmO BIAMOBIAHO JO BHMOT 3aKOHOJABCTBA MIAJATAIOTH (DIHAHCOBOMY
MOHITOPUHTY, 32 3a3Ha4Y€HI B aKTl POKHU;

CHOpiB (CyNepevoK), MOPYyIIEHHs KPUMiHAJIBHUX CIPaB, BIIKPUTTS CyJaMU IPOBA/IKEHb Y CIIPABAX.
JloBisiKa MiIMUCY€ETHCS KEPIBHUKOM 3aKJIaAy Ta CKPIIIIOETHCS MEYaTKOIO (32 HAsIBHOCTI).

3.5. IloromxkeHi (cxBajeHi) aKTH PO BWIYYEHHS JUI 3HUINEHHS JOKYMEHTIB, HE BHECEHHX [0
HA®, 3aTBep/KyIOTHCSI KEPIBHUKOM 3aKJIay, MICIsI YO0 3aKja)l Ma€ MpaBo 3HUIUTH JOKYMEHTH.

3.6. CripaBu, BimiOpaHi njis 3HUINCHHS, TEPENAOThCS OpraHi3allisM 13 3aroTiBii BTOPUHHOI
CHUPOBHHU 32 HAKJIAJIHUMH, Y SKAX 3a3HAYA€ThCS Bara MakyjaaTypH, IO TepeaaHa i MepepoOKH.
Jlata 31a4i JOKYMEHTIB, IX Bara Ta HOMEpP HAKJIaJHOI BKa3yIOThCS B aKTaX MpPO BHIyYEHHS
JOKYMEHTIB JUTS 3HUIIICHHS.

3.7. SIk110 B aKT MpO BWIyYEHHS JJIsl 3HMILIEHHS JOKYMEHTIB, He BHeceHHUX 7o HA®D, BkiIoueHO
NOKyMeHTH 3 TpudpoMm «/ns cmyx060BOro KOpHCTyBaHHS» Ta IHIIMMH TpudamMu oOMEKEHOro
JOCTYIY, 110 3aCTOCOBYIOTBbCS Y 3aKJIafl, Il JTOKYMEHTH 3HMIIYIOTHCS HUISIXOM NOJAPIOHEHHS 10
CTaHy, 110 BHUKJIOYA€ MOXKJIMBICTH iX NMPOYMTAHHS Ta BiAHOBJIEHHs. [Ipu 1mboMy B KiHII akTa
JOJJATKOBO POOHTHCS 3amUC MPO 3HUINEHHS BIIMOBIAHMX JOKYMEHTIB 13 3a3HAYCHHSIM TPi3BUII,
inimaniB uneHiB EK 3aknany, Hanpukian;

Crapasu Ne 25 JICK, Ne 30 JICK, Ne 80 JICK 3HuUIIIEHO NUISIXOM MOAPIOHEHHS.
Unenu EK:

(mipnuc, iHimamm (iHiiax iMeH1), Mpi3BHUIIE)

(mipnuc, iHimamm (1Hiiax iMeH1), Mpi3BHUIIE)

(migmuc, iHimany (1HImiax iMeHi), MPI3BUIIE)



ara
VI. KOMILIEKTYBAHHSA APXIBY
1. /l’xepesia KOMILJIEKTYBAHHS Ta CKJIA/l JOKYMEHTIB apXiBy

1.1. JlokyMeHTH 3 pi3HUMHU BUAAMH MaTepialbHUX HOCIiB iH(opMaIlii moBUHHI 30epiratucs B apXiBi
3aKJIay OKPEeMO.

1.2. ApxiB ynpaBIiHCHKOI JOKyMEHTaIlii 30epirae:

3aKiHUEHI Y MOTOYHOMY JUIOBOJCTBI JIOKYMEHTH IOCTIHHOTO Ta TpuBajoro (monam 10 pokiB)
30epiraHHs, CTBOPEHI y 3aKJaii;

JOKYMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOT0 CKJIa/y) MpalliBHUKIB 3aKJIa1y;
JOKYMEHTH 3aKJIa]liB-TIONEPEIHHKIB;

JOKYMEHTH O0COOOBOTO TIOXOJDKCHHS TpAIliBHUKIB 3akiany (y4HIB/BUXOBAHIIIB), SKi Bigirpamm
MIEBHY POJIb B ICTOpPii PO3BUTKY Ti€i 4M 1HIIOI cepH KUTTEMISILHOCTI KpaiHu abo ii OKpemoro
perioHy, I10 HaIIWILTN Ha Ti/ICTaBl 3asBH 1X BIACHUKA;

JPYKOBaHI BUJIAaHHS, 110 JOIIOBHIOKOTH apXiBHI JJOKYMEHTH, HEOOX1THI I HAYKOBO-METOIUYHOI Ta
iH(pOopMaLiHO-TOBIAKOBOI pOOOTH apXiBy;

JIOBITKOBHH Ta OOJIIKOBUIA anapaT /10 apXiBHUX JOKYMEHTIB.
2. Bumoru 10 opopMIiIeHHS CIpaB, 0 NiVIATal0Th APXiBHOMY 30epiranHio

2.1. CnpaBu 3akiiaqy OiaaararoTb oGOpMIIEHHIO MijJ 4ac iX 3aBeeHHs Yy JAUTOBOJACTBI Ta MiJ 4Yac
MIJITOTOBKY 1X Ha apXiBHE 30epiraHHsl.

2.2. OdopmiteHHS CIIpaB 3IHCHIOETHCS (PYHKIIOHATHPHUMHU 0co0amMu (TpalliBHUKAMH CTPYKTYPHUX
MiAPO3IUTIB) TiJ METOJUYHUM KEpiBHUIITBOM OCi0, BiIMOBiAaNbHUX 3a JIJOBOJCTBO Ta apXiB
3aKyamy.

2.3. 3a1eKHO BiJ] CTPOKIB 30epiraHHs JTOKYMEHTIB 3/1IHCHIOETHCS TIOBHE a00 YacTKOBE (CIIPOIIEHE)
o opMIIEHHS CITPaB.

JIOKyMEHTH THMYacoBOTo 30epiraHHs, copMoOBaHi y cIipaBH, 30epiraioTbcs y Tekax (mamkax) i3
3aB’s3KaMH, IIBHJIKO3IIMBAaYax, HE MiJIIIMBAIOTHCA 1 HE HYMEPYIOThCS (32 BHHATKOM IEPBUHHOL
OyXxrajatrepcpKoi JIOKyMEHTalli Ta JOKYMEHTIB 3 Ipupom «Jlias ciyx00BOro KOpHCTyBaHHSI» Ta
IHIIUMU TpudaMu 0OMEXKEHOro JOCTYIY), YTOUHEHHS €JIeMEHTIB O(OPMIIEHHS OOKIAaJUHKH He
MIPOBOTUTHCH.

OdopmrnenHs crpaB nocTiiiHoro i TpuBanoro (monan 10 pokiB) 30epiranHs, y TOMY YHCTi CIIpaB 3
KaJIpOBUX MNHTaHb (0COO0BOTO CKJIany), Tependadae CHCTEMATH3allil0 JTOKYMEHTIB Y CIpasi,
HyMepallitfo apKylrB y crpaBi, ckiafgadas (y pasi moTpedu) BHYTPIIIHBOTO OMHUCY JOKYMEHTIB
CIpaBH, HASIBHICTb 3aCB1IYYBAJLHOTO HAMUCY CIPaBU MPO KUIBKICTh apKyIIiB 1 IPO OCOOIMBOCTI
¢i3uuHOr0 CcTaHy Ta (OpMyBaHHS CIpPaBH, MiAINIUBAHHS a00 OMpaBJICHHS CHpaBH, O(HOPMICHHS
OOKJIAAVHKY (TUTYJIBHOTO apKyIlla) CIpPaBH.

2.4. Cucremaru3sailisi JOKYMEHTIB y CIipaBi mepeadadyae po3MilIeHHs JOKYMEHTIB 32 XPOHOJOTIE0
HaJIXOJDKEHHS a00 CTBOPEHHS (Bl CIYHS IO TPY/IEHB).

2.5. Hymepariss apkymiiB copaB 3IiHCHIOETBCS 3 METO 3a0e3nedeHHs 30epexeHOCTi Ta
3aKpIIUICHHST TOPSAKY PO3TAlllyBaHHS JOKYMEHTIB, YKIIOUEHUX Y CIpaBy. YcCi apKylli CIpaBu
HYMEPYIOTh apaOChbKUMU HHU(paMH BaJOBOI HYMEPAIIEI0 B MPAaBOMY BEPXHBOMY KYyTi IMPOCTUM
M’SIKUM OJiBIIeM a00 MEXaHIYHHM HyMepaTopoM. ApKyIl 3acBiAYyBAJIBHOTO HAMHCYy Ta
BHYTPIIIHBOTO ONKHCY HYMEPYIOTHCSI OKPEMO. 3aCTOCYBaHHS YOpHHJIA, MAcTH ab0 KOJIbOPOBHX
OJIBLIB JUIi HyMepalii apKyIliB CIpaBH, apKyIIiB 3aCBiI4yBAILHOTO HAMUCY Ta BHYTPIIIHBOTO
omHCy 3a00POHSIETHCS.



ApKymri crpaB, IO CKIIAJAI0THCS 3 JEKUIBKOX TOMIB 200 4aCTHH, HyMEPYIOTHCS B KOKHOMY TOMi
("4acTuHi) OKpeMo.

dororpadii, KpeciaeHHs, glarpaMu Ta 1HIII TIOCTPATUBHI TIOKYMEHTH, 110 € OKPEMHUMH apKyIlIaMH B
CTpaBi, HyMEpYIOTbCS Ha 3BOPOTHOMY OOIIi B JIIBOMY BEPXHBOMY KYTi.

Apkym dopmary, OutbiIoro, Hixk Gopmatr A4, MAMMBAETHCA 3 OJHOTO OOKY 1 HYMEPYETHCS SIK
OJIMH apKyll y IPaBOMY BEPXHbOMY KYTi, a OTIM (alIbIIIOeThcs Ha popmat A4.

ApKyIl 3 Hariayxo HaKJICEHUMHU HOKyMeHTamu (QororpadisMu, BHUPI3KaAMH, BUIHCKAMHU TOIIO)
HYMEPYEThCSA SK OJMH apKyml. Ko 10 AOKYMEHTa MiJIKICEHI OJHUM OOKOM iHINI JOKYMEHTH
(BUpI3KH, BCTABKHU J0 TEKCTY, IEPEKIIAIHN TOIIO), TO KOKEH JOKYMEHT HYMEPYETHCSI OKPEMO.

[ligmuTti y crnpaBu KOHBEPTH 3 YKJIQJCHHSMU HYMEPYIOThCS BAJIOBOIO HYMEpAIli€l0 apKyIIiB
CIIpaBH, IIPH LLOMY CIIOYATKy HyMEPYEThCS KOHBEPT, a MOTIM KOKHE BKJIAJICHHS B KOHBEPTI.

[TigmmTi y cripaBu JOKYMEHTH 3 BJIACHOIO HYMEpAIEK apKyIIiB 30epiraroTh TaKy HyMeparlio,
SKIIIO BOHA BIJIMOBIJA€ MOCIIJOBHOCTI PO3TAlllyBaHHS apKYIIIiB Y CIIPaBi.

VY pa3i HassBHOCTI 0arath0X MOMWJIOK y HyMepallii apKyIIiB CIIpaBu B JUIOBOJICTBI 3MIHCHIOETHCS 1X
NepeHyMepallis, mijJ 4ac sAKoi cTapi HOMEpPHU 3aKPECIIOIOTHCS OJHIEI0 CKICHOK PHUCKOK 1 TMOpsia
CTaBUTHCA HOBUM HOMEp apKylia.

VY pasi HasgsBHOCTI OKpEMHX MOMMJIOK Y HyMepamii apKyIIiB CIOpaBU JIOIYCKAE€TbCS 3aCTOCYBAaHHS
JitepHux HomepiB apkymriB (135-a, 135-6 Torio).

2.6. BHyTpillIHIi OMMC JOKYMEHTIB CKJIAJA€ThCS JI0 JCAKMX KaTeropid crpaB, IO MICTATh
VHIKQJIbHI JOKYMEHTAJIbHI IaM’SITKH, JOKYMEHTH 3 rpudoM «Jljis ciykO00BOro KOPHUCTYBaHHS,
0c000Bi, CyTOBO-CITiI4Ui CIIPaBH, CIIPABH, HA3BH SIKMX HE MOBHICTIO PO3KPUBAIOTH 1X 3MICT TOIIIO.

BHyTpimHi# onmuc CKIaaeThCs Ha OKpPEeMOMY apKymii 3a (opmoro, IO MICTUTh BiJOMOCTI PO
MOPSAIKOBI HOMEPH JOKYMEHTIB CIPaBH, iX 1HAEKCH, JaTH, 3aT0JOBKH Ta HOMEPU apKyUIiB CIIPaBH,
Ha SIKUX PO3TAIlOBAHUN KOKEH IOKYMEHT.

Jlo BHYTpIIIHBOTO ONMUCY CKJIAJAE€ThCS MiJCYMKOBUI 3aluC, y SIKOMY HaBOJAThCS LubpaMu Ta
CIIOBaMHU KUIBKICTh JOKYMEHTIB, II0O BKJIIOYEHI JO ONHUCY, Ta KUIBKICTh apKyLIIB BHYTPIIIHBOTO
ornucy. BHyTpimHil onuc MiAMUCYEThCS HOTO ykiagadeM. SIKIIO cripaBy OMpaBlieHO a0o MiIIUTO
nonepeaHb0 0e3 BHYTPIIIHBOIO OMKCY, TO HOro OJaHK MiJKIJICIOETHCA A0 BHYTPIIIHHOIO OOKY
JMIBOBOI OOKJIQAMHKU CIPABH.

3MIHM CKJIaJly JOKYMEHTIB CIpaBU (BKJIIOYEHHS J0AATKOBHUX JOKYMEHTIB, IX BHUKJIIOUYEHHS, 3aMiHa
OpUTIHAIIB KOMisIMH TOIIO) BioOpaxaroThcs B rpadi «[IpuMiTku» 13 MOCHIAHHSM Ha BIAMOBITHI
JOKYMEHTH (HakKa3W, akTh TOLIO) 1 JO0 BHYTPIIIHBOTO OIMUCY CKJIAJAa€ThCS HOBUU MIICYMKOBUMN
3armuc.

2.7. 3acBiuyBaJIbHUI HAMKC CIPABU CKIAJAEThCA 3 METOIO OOJIIKY KIJIBKOCTI apKyIIiB Yy CIIpaBi Ta
(ikcarrii ocobmuBoCTeH X HyMepaitii.

3acBiqUyBAIBHUN HAIMUC CKIAJA€THCS HA OKPEMOMY apKyllli, 1[0 BMIIIYETbCA B KIHI CIIPaBH, Y
JIPYKOBaHUX NpHUMIpHUKax crpaB (0OJIKOBI JKypHajiH, 3BITH TOIIO) - Ha 3BOPOTHOMY OOl
OCTaHHBOT'O YHCTOr'0 APKYIIa.

VY 3acBiAuyBaIbHOMY HAIKCI 3a3HAYAOTHCS HMUGpaMu 1 JiTepaMu KUIBKICTh apKyIIiB y ClpaBi Ta
OKpPEMO uepe3 3HaK «+» (IUTH0C) KUIBKICTh apKYIIiB BHYTPIIIHBOTO ONHCY, SKIIO BiH €.

V 3acBiuyBaIbHOMY HANMCI 3aCTEPIraloThCsl Takl 0COOIMBOCTI HyMepallii JOKYMEHTIB CIIpaBH:
HasBHICTb JITEPHHUX Ta MPOITYIIEHUX HOMEPIB apKYIIiB;
HOMEPH apKyIIiB 3 HakJIeeHUMHU (hoTorpadisiMmu, KPECICHHIMH, BUPI3KaMH TOIIIO;

HOMEPH BEMMKO()OPMATHUX apKYIIIiB;



HOMEpH KOHBEPTIB 3 YKIIAJIEHHSIMH 1 KUIbKICTh apKyILiB YKJIa/IeHb.

3acBiAuyBaIbHUI HAMKC MIAMUCYETHCS 0C000I0, siKa HOro CKiana. Y ci HAaCTYMHI 3MIiHHM B CKJIaJl Ta
cTaHl crmpaBd (TIOIMIKO/PKEHHS apKyIIiB, 3aMiHAa JOKYMEHTIB KOMISIMU, TPUEAHAHHS HOBHUX
JOKYMEHTIB TOII[0) 3a3HAYAIOTHCSA y 3aCBIIYYBAIILHOMY HANKCI 13 MOCWJIAHHSIMH Ha BiAMOBIIHUHN
BUIIPABIOBYBAIBHUH TIOKYMEHT (HaKa3, akT).

VY pasi 3Ha4YHOro OOCATY MNEpeHyMepallii apKyIliB y copaBi B KiHII il CKIAZa€TbCs HOBHUH
3acBiqUyBaIbHUK Hamuc. CTapuid 3acBiA9yBaJbHUNM HAITMC 3aKPECIIOETHCS 1 30€pIiraeThcs y Crpasi
MOCTIHHO.

2.8. OnpaBiicHHS CIIPaB 3IMCHIOETHCS 3 METOI0 30EPEKEHHS iX (i3MYHOrO cTaHy. JIOKyMeHTH, 110
MICTSITBCS Y CIIPaBi, MiIIIMBAIOTh HA YOTHPH TPOKOJIH CICHialbHUMU CYpOBUMH HHTKamMH abo
nparBoro. CrpaBu moctiiiHOTO, TpuBaioro (monaa 10 pokiB) 30epiraHHst Ta 3 KaapOBUX MHTaHb
(ocoboBOro CcKiIaNy) OMPaBJISIOTBCS Yy TBEpAY OOKIAIMHKY 3 KapToHy. [Ipum 1mpomy meranesi
CKpirIeHHS (CKPINKH, IIMHIBKH) BUIYJalOThCS 3 TOKYMEHTIB.

ITix yac onpaBiieHHs a00 IMiIIIMBAHHS JOKYMEHTIB CIIPaBH HE JIO3BOJISIETHCS TOPKATHUCS 1X TEKCTY.
SIKII0 TEKCT TOKYMEHTIB HAAPYKOBAHO HAJITO OJU3BKO JIO iX JIIBOTO KParo, TO MOTPIOHO HAPOCTHTH
KOPIHIIl IOKYMEHTIB MarepoM Ti€l caMoi SKOCTI, 110 i HOCIi TEKCTY IOKYMEHTIB.

VY pasi HagBHOCTI y cHopaBi He3aTpeOyBaHUX OCOOMCTHX JOKYMEHTIB (TPYAOBUX KHIDKOK,
MOCBIIYEHb, JUILUIOMIB, aTECTATiB, CBIJOLTB TOMIO) IIi JIOKYMEHTH BKJIAQJAIOThCS B KOHBEPT, KUK
MIIIABAETECA IO CIpaBH. SIKIIO TaKUX JIOKYMEHTIB 3HAYHA KUTBKICTh, BOHH BHUTYYalOThCS 31
CIIpaBH 1 Ha HUX YKJIAJIAEThCS OKPEMHUH OITHC.

2.9. Ilepen mepenaBaHHAM CIIpaB 0 apxXiBy 3akjiaay B TEKCT Ha iX OOKJIaJAMHKAaX (TUTYIbHHUX
apKyIiax) BHOCSIThCS HEOOXITHI yTOYHEHHS, MEPEBIPSIEThCS BIAMOBIIHICTh 3aroJIOBKIB CIIpaB Ha
OOKIagnHKaX (TUTYIBHUX JHCTaX) 3MICTY MIAMIUTAX JOKYMEHTIB (3MICT JOKYMEHTIB CHpaBU
B1J100pakaeThCsl y 3arojIOBKY YiTKO, CTUCIO, y3arajbHEHO, 0€3 BTpaTH KOHKPETHUX XapaKTEPUCTHK
00’ekTa omucyBaHHsA). Y pa3i mMoTpeOW 10 3arojoBKa CIpaBU BHOCATHCS JIOJATKOBI BiJOMOCTI
(IpoCTaBIAIOTHCSI HOMEPH HaKa3iB, IPOTOKOJIB, BUIU 1 (OPMU 3BITHOCTI, BKa3iBKM Ha HasBHICTh
KOMii JOKYMEHTIB y CIpaBi). 3aroJioBOK CIpaBU Ha OOKIJIAJUHII Ma€ BIAMOBIIATH 3aroJIOBKY B
OTIHC1 CIIPAaB CTPYKTYPHOTO MiAPO3/ILTY.

Ha oOxyaguHkax crpaB (THUTYJIBHUX apKylIax) MPOCTABISAIOTHCS JaTH JOKYMEHTIB, YMILIEHUX Y
KOXKHY CIpaBy. SIKIIO crpaBa CKJIQJA€ThCs 3 KIUTbKOX TOMIB (YacTHH), TO Ha KOXKHOMY 3 HHX
IIPOCTABIISAIOTHCS KpaiHi JaTH JOKYMEHTIB (II0YaTKy Ta 3aKiHYEHHS CIPaB).

VY pa3i 3a3HadyeHHs TOYHHMX KaJCHJApHUX JaT 3a3HAYAOThCS YHCIO, MIcAlb 1 pik. Uucmo i pik
MMO3HAYAIOTHCS apaOCHKUMU ITU(ppaMH, Ha3Ba MICSAIIS MUIETHCS CIOBOM. SIKIO y CIIpaBy BKIIOYCHO
JOKYMEHTH (JI0OaTKH TOIIIO), TaTH SIKUX BUXOMSTh 32 KpaliHi JaTH CIIpaBH, TO HIXKYE JaTH CIIPABH 3
HOBOTO PSJIKa POOUTHCS TPO 1€ 3amucC «Y CIpaBi € JOKYMEHTH 32 pokw». [latm MOXyTh He
3a3HavaTUCs Ha OOKIAAWHIN (THTYIbHOMY apKyllli) CIpaB, IO MICTSTh PivHI IJIaHW Ta 3BITH,
OCKIJTbKHM BOHH BiJJOOpakeH1 y 3aroJIOBKax CIpaB.

Ha oOknaguHkax crpaB (TUTYJBHUX apKyIlIax) 3a3HA4ar0Th KiJIBKICTh apKYIIiB y CIIpaBi BiAMOBIIHO
0 3acBiAuyBajbHOro Hamucy (0e3 BpaxXyBaHHS apKylliB BHYTPIIIHBOIO ONHUCY Ta
3aCBIUYBAJILHOTO HATHCY).

Ha oOknaauHIl cripaBu B MPaBOMY BEPXHBOMY KYTI Ta HHKHBOMY JIIBOMY KYTi 3a3HAYa€ThCS
apxiBHUU mHMdp crpaBu (3a MOTOMKEHHSAM 3 apXiBOM 3akjajy HOMEPH 3BEJACHOTO OIHCY 1
apxiBHOTO (OHIY, HOMEp CHpaBU 3a 3BEIACHUM OMNKHCOM TMPOCTABISIOTHCS B apXiBi MicTs
3aTBEPPKEHHST 3BEJIEHOTO oOmucy cmpas). [lnsg mpocraBieHHs apxiBHOro mudpy Moxke
3aCTOCOBYBATHUCS IIITAMII.

VY pa3i 3miHuM HaliMeHyBaHHS 3akjany (1i CTPYKTYpHOTO MiAPO3MAUTY) MPOTATOM MEpioay, SKHM
OXOIUTIOIOTh JOKYMEHTH CIpaBH, ado MiJ yac mepeaadi CpaBu 0 iHIIOI yCTaHOBU (CTPYKTYPHOTO



MiAPO3iTy) Ha OOKIAIWHIN CrpaBu (TUTYJABHOMY JIHCTi) 3a3HA4ae€Tbcs HOBE HAWMEHYBaHHS
3aKaay (CTPYKTYPHOTO MiAPO3ALTY), a TOTIEpeTHE OEPEThCs B TYKKH.

Hamucu Ha oOKTagnHKaX CpaB MOCTIHHOTO Ta TpuBajioro (moHaa 10 pokiB) 30epiraHHs poOJIATHCS
YiTKO YOPHUM CBITIIOCTIIKUM YOPHHIIOM ab0 MacTolO.

VY pasi BMIllICHHS y CIIpaBy HAJICKHUM YHHOM O(OPMIIEHOIO THTYJIBHOIO apKyllla, BUTOTOBICHOIO
JIPYKapChbKUM CITIOCOOOM, Ha OOKJIQJMHII CIIPaBU 3a3HAYAIOTHCS JIUIIIE HOMEPU apXiBHOTO (OHIY,
OIMHUCY i cripaBu. 3a00POHAETHCS HAKICIOBAHHS TUTYJIBLHOTO apKyIlla Ha OOKJIAAMHKY CIIPaBH.

3. Ckaaganas Ta opopMJIeHHSI ONUCIB CIIPaB

3.1. 3aknagu 3000B’si3aHI OMHCYBaTH JOKYMEHTH TOCTIHHOro Ta TpuBanoro (monan 10 pokis)
30epiraHHs, 3 KaJpOBUX NHUTaHb (0COOOBOrO CKIJIay) uyepe3 pIiK IIICs 3aBEPIICHHS CIpaB y
JIJIOBOJICTBI.

3.2. Ha cnipaBu tumuacoBoro (10 10 pokiB) 30epiraHHs OMKMCH HE CKJIAMAIOTHCA. Y pasi JIKBigaril
YH peopranizaiii 3akiaay Taki OMUCH CKIAAAI0ThCS 000B’A3KOBO.

3.3. Onucu cmpaB 3aKkjiaay CKJIaJalOThCA IIOPOKY I10CAJ0BOI0 OCOOO0, BiJIOBIJAILHOK 3a
JIJIOBOJICTBO Y 3aKJIa/li 32 METOAMYHOT TOTTOMOTH apXiBy 3aKJIaay.

3.4.Homep omucy cmpaB 3akjialy IIOBUHEH CKJIAJaTucs 3 IUQPPOBOro IMO3HAUCHHS 3a
HOMEHKJIATYPOIO CIIPaB 3 JOJABaHHSIM IIOYaTKOBOI JITCPH Ha3BH Kareropii JOKYMEHTIB, IO
BKIIFOYAIOTBCS JI0 OINHUCY, T4 YOTUPHbOX IHU(P POKy, B SKOMY pO3MOYATO CIPABU, BKIIIOYCHI JIO
onucy. Hampukman, omucu cmpaB moctiiiHOro, TpuBaioro (moHan 10 pokiB) 30epiraHHs Ta 3
KaJIpOBUX MHTaHb (0COOOBOIO CKJIAay) CTPYKTYpHOro miapo3airy Ne 5, mo oOJIIKOBYIOTBCS 3a
HOMEHKJIATypolo crpaB 1 po3noyati y 2020 pomi, Oyayte matu Taki Homepu: 5 IT - 2014; 5 T -
2014; 5 K-2014 a6o 5 OC - 2014.

3.5. Ilix yac ckiagaHHs OMKCIB CIPaB CIIiJ] TOTPUMYBATHCS TAKUX BUMOT':
CIpaBU KOXKHOT'O POKY CKJIaIAl0Th PIYHUNA PO3/IUT OMUCY CIPaB;
MOPSA0K HyMepallii CripaB B OIKCY - BaJIOBUH 3a KUIbKA POKIB;

3aroJOBKH CIIPaB BHOCSTH JI0 OTHCY BIATIOBIIHO 10 MPUIHSITOT CXEMH CHCTeMaTH3allil, sIK IPaBuIIo,
Ha OCHOBI HOMEHKJATypu copaB (3a HEOOXIJHOCTI 3aroJIOBKM CIpaB peAaryroTbCs Ta
YTOUYHIOIOTHCSA);

KOXHY CIpaBy BHOCATh JI0 OMNKCY IMiJI CAMOCTIHHUM IMOPSJIKOBUM HOMEpPOM (SKIIO cIipaBa
CKJIAJJA€ThCS 3 KIJIbKOX TOMIB, KOXXEH TOM OTPHUMYE OKpPEMHUI HOMEp, SIKIIO ClpaBa CKIAJAETHCS 3
KUJIBKOX YaCTHH OJHOTO JJOKYMEHTA, TO KO’KHa YaCTHHA OTPUMYE OKpPEMUN HOMED);

y pasi BHECEHHS J0 OMMCY MiApSAA KUIBKOX CIpaB 3 OJHAKOBHUM 3arojIOBKOM IOBHICTIO HABOASATH
JIUIIIE 3aroJIOBOK MEpIIoi CIpaBH, a BCl 1HII OJHOPIAHI CHpPaBU MO3HAYAIOTH CIIOBAMH «T€ cCamey,
OJTHaK PeIITY BiJOMOCTEH MPO CIIPaBH 3a3HAYAIOTh MOBHICTIO (HA KO)KHOMY HOBOMY apKyIIli OMHCY
3aroJIOBOK BIATBOPIOIOTH MOBHICTIO);

rpadu omucy 3aroBHIOIOTH BIANOBIIHO 10 BIJOMOCTEW, BUHECEHUX HAa OOKIAJUHKY (TUTYJIbHUN
apKyll) CIIpaBy;

rpada omucy «lIpuMiTKa» BHUKOPHUCTOBYETHCS ISl BIIMITOK MPO OCOOJMBOCTI (hi3UYHOTO CTaHY
CIpaB, Mpo Nepeaayvy CIpaB IHIIMM CTPYKTYPHUM MiApO3/ijaM, Ipo HasiBHICTh KOMii JOKYMEHTIB y
CIpaBi.

3.6. Jlns po3moaily cripaB BiIOBITHO JI0 CXEMH CHCTEMAaTH3allii mepei0adeHo Taki mpaBuiia;

CIpaBH BIHOCATHCS 10 TOTO POKY, B SKOMY iX 3allpOBaJMiId B JTUIOBOJCTBI 200 B SIKOMY BOHHU
HaJIIUIUIN 10 3aKJIaLy 7Sl IPOIOBKEHHS;

IIJIaHU, 3BITH, KOIITOPUCH W IOKYMEHTH JI0 HUX BITHOCSTHCS JI0 TOTO POKY, Ha SIKUM a00 3a KM 1X
CKJIaJEHO, HE3AJIEXKHO Bif JaTH 1X CKIIagaHHS,;



MEPCIEKTUBHI MJIaHU BIJHOCATH JI0 MMOYATKOBOTO POKY iX Aii, a 3BITH 3a LI POKU - 10 OCTAaHHBOT'O
POKY 3BITHOTO MEPIOAYy.

3.7.Onucu cnpaB BEAYThCS MPOTITOM KITBKOX POKIB 3 BHKOPHCTAaHHSAM €IMHOI HACKPI3ZHOL
Hymepauii. CripaBu KO>KHOTO POKY CTaHOBJISATH PIUHUE PO3/LT OMHCY.

3.8. YV KiHIIl OnHUCy 3amOBHIOETHCS MIJACYMKOBHH 3allMC 13 3a3HAYCHHSIM KiTbKOCTI (mudpamu 1
CJIOBaMH) CIIPaB, M0 OOJTIKOBYIOTHCS 3@ OIMMCOM, IIEPIIOTO 1 OCTAHHBOTO HOMEPIB CIIPaB 332 OITUCOM,
a TaKOX OOYMOBJIIOIOTBHCS OCOOJMBOCTI HyMepallii cripaB B Onuci (JITEPHI Ta MPOIYIICHI HOMEPH
crpas).

3.9.V piuHMA pO3JUT OMNHKCY CIpPaB BHOCATHCS TAaKOX CIPaBH, HE 3aBEPIICHI IMPOTATOM
KaJICHIApPHOTO POKY. Y TaKUX BHITaJKaX y KiHII PIYHUX PO3MALTIB OMUCY KOXHOTO HACTYITHOTO
POKY, TIPOTSATOM SIKOTO CIIPABU MPOIOBKYBAIHCS B JAUTOBOJICTBI, 3a3HAYAEThCS: «/[OKyMEeHTH 3a 1ei
PIK IMB. TAKOX Y PO3.ILJIi 32 pik, Ne ». I'padu 4, 5 popmMu onucy He 3aTIOBHIOIOTHCH.

3.10. Onuc cripaB 3akiiaay MiMUCY€EThCS YKIIATa4eM i3 3a3HaYSHHSIM HOTro MOCa I, TIOTO/KYETHCS 3
0c00010, BiIMOBIAABEHOIO 32 ALUTOBOJCTBO 1 3aTBEPKYETHCSI KEPIBHUKOM 3aKJIay.

3.11. Onuc cnpaB 3akiaay CKIAAEThCSA Y IBOX IMPUMIPHUKAX, OJUH 3 SIKUX MEPEIAETHCA Pa3oM 31
CIIpaBaMH JI0 apXiBYy 3aKJaay, a iHIIHHA 3QTHINAETHCS SIK KOHTPOJIBHHUIA MPUMIPHHUK y CTPYKTYPHOMY
T1IPO3 1.

3.12. Ha ocHOBI OMHKCIB CIIpaB apXiB 3aKJIaJy TOTY€E 3BEACHI OMKCH CIPAB IMMOCTIHHOTO Ta TPHUBAIOTO
(monaz 10 pokiB) 30epiraHHs, 3 KaAPOBUX MUTaHb (0OCOOOBOIO CKIAAY).

4. IlepenaBaHHs crpaB /10 apXiBy 3aKJaaxy

4.1. CnpaBu mocTtiitHOro Ta TpuBaioro (moHax 10 pokiB) 30epiraHHs, 3 KaapoBUX ITHTaHb
(0coboBOrO CKJIay) Uyepes3 JiBa POKH ITICIIS 3aBEPIICHHS X BEJCHHS B JAIOBOJICTBI IMEPEIAIOTHCS 10
apxiBy 3aKjaay B YHOPSJIKOBAHOMY CTaH1 JUIsl TIOJIAJIBIIIOTO 30€piraHHs Ta KOPUCTYBAHHS.

CrpaBu noctiitHOro Ta TpuBajoro (moHax 10 pokiB) 30epiraHHs MepesaroTbCs 10 apXiBy 3akiaay
3a OIHUCaMH.

4.2. CripaBu tumMuacoBoro (10 10 pokiB BKIOYHO) 30epiraHHs MOXKYTh TEepelaBaTHCS A0 apXiBY
3aKJIay 3a pillIeHHSAM HOro KepiBHUKA 32 YMOBH HAsBHOCTI B HbOMY BIJIbHMX IIJIOLI.

CnpaBu tumMyacoBoro (10 10 pokiB BKJIIOYHO) 30epiraHHsl MEpearoThCs J0 apXiBY 3akiany 3a
HOMEHKJIATypolo crpaB abo, Ha pO3CyI 3aKkjiaay, 3a 3[aBaIbHUMH OMHCAMU JOBLIBHOI (hopmu,
HOMEpH SIKHUX MAIOTh MO3HAUKY «TM».

4.3. TlepenaBanHs copaB J0 apXiBy 3aKiaay 3IIHCHIOETBCS 3a TpadikoM, TIOTOKCHUM 3
(GyHKIIOHATBHUMH 0CO0aMHU 1 3aTBEPIXKEHUM KEPIBHUKOM 3aKJIany.

4.4, SIxko okpemi CIpaBu HEOOXITHO 3aJUIIUTH JJI TIOTOYHOI poOOTH, apXiB 3akiaamxy ohopmiise
BUJIAYy CTIPaB y TUMYACOBE KOPUCTYBaHHSI.

4.5. TlinrotoBKa cmpaB Uisl TiepeJaHHsS 10 apXiBy 3akjiaay BKIIOYA€E TMEPEeBIpKY MPaBUIBHOCTI
(dbopMyBaHHS JOKYMEHTIB y CIpaBH, BIIMOBIAHICT 3ar0JIOBKIB CIIPaB 3MICTY BMIIIEHUX O CIIpaB
JOKYMEHTIB, 0(hOpMJICHHS JOKYMEHTIB KOKHOI CITpaBU, 0hOPMIICHHS CIIpaB Ta BIJAMOBIJHICTb CIPaB
HOMEHKJIATyp1, 3aTBEP/I>KEH1N KEPIBHUKOM 3aKJIady.

VY pa3i BUsBICHHS HENONIKIB y (opMmyBaHHI Ta O(OpMIIEHHI CIIpaB BiAMOBIJaNbHI MpPaLliBHUKU
3000B’s3aH] iX yCYHYTH.

4.6. [IpuitmaHHs-TIepelaBaHH KOXKHOI CIpaBH 3IHCHIOETHCS TPAIIBHUKOM apXiBY 3aKiany y
MIPUCYTHOCTI MpaIliBHUKA 3aKJIany, SKU Tiepeaae ynopsakoBadi ta opopmiieHi cripasu. [lpu miomy
B KO)KHOMY MTPUMIPHHUKY OIUCY CTIPAB POOIATHCS MO3HAYKH PO MPUUHATTS Ti€l a00 1HIIOI CIIpaBH.
VY KiHII KOXXHOTO TMPUMIPHHKA OIKCY CIpaB poONAThCA HudpamMu Ta CIOBaMU IMO3HAYKH TIPO
(hakTUYHY KIJTBKICTh CIIpaB, IO TEpENaHi 10 apXiBy 3aKiajay, HOMEPH CIpaB, IO BIACYTHI, JaTy
npuiiMaHHs-TIEpeaBaHHs CIPaB 1 CTABIATHCA MIAMUCH OCi0, SKi 3/1aBalii Ta MPUHMAaIH CIIPaBH.



5. I'paHu4HI CTPOKH THMYACOBOT0 30epiraHHsi JOKYMEHTIB B apXiBi 3akJany

5.1. YcTaHOBMIOIOTBCS Taki TPaHWYHI CTPOKM THMYAacOBOrO 30epiraHHs JOKYMEHTIB B apxiBi
3aKJany:

s AokyMeHTiB BepxoBHoi Pamm VYkpainum, Anaminicrpanii [Ipesunmenta VYkpainu, KaGinety
MinictpiB Ykpainu, KoncturymiitHoro Cyny Ykpainu, Bepxosaoro Cyay, Buioro cyay 3 nuranp
IHTEJIGKTYaJIbHOT BJIACHOCTi, BUIIOro aHTHKOPYMIIHHOTO cyay, [ eHepalbHOI MPOKypaTypu
VYkpaiau, LlenTpansHoi BuOopuoi komicii Ykpainu, PaxynkoBoi mamatu Ykpainu, HarionanpHoro
0aHKy YKpaiHu, MIHICTEPCTB, IHIMUX [EHTPAIBHUX OPraHiB BUKOHABYOI BIAJM Ta JIEPKaBHUX
oprasiB i 0e3mocepeaHbO MAMOPSAIKOBAHUX iM OpraHizallii - 15 pokis;

st TokymMeHTiB BepxoBHoi Panu ABroHomHoi PecriyOmiku Kpum 1 Pagu minicTpiB ABTOHOMHOT
Pecniyomiku Kpum, oOmacaux, KuiBcbkoi Ta CeBacTONOJBCHKOI MICBKHX pajl 1 JCp:KaBHHX
aaMiHICTpaIii Ta Oe3MOoCepeHbO MAMOPSAKOBAHUX IM OpTraHi3alliid, ameisiiHUX CYyIiB, SKi
YTBOPIOIOTHCSI B alCJAIIHMHUX OKpyrax, amesiiHuX aJMiHICTPAaTHBHHX CY/iB, amelsiiiHuX
TOCIOJIAPCHKUX CY/iB, OKPYXHHX aIMIHICTPATUBHUX CY/IiB, OKPYXHHX TOCIOJIAPCHKHUX CYIIB,
pETiOHaJBbHUX TPOKYpPaTyp, BIHCHPKOBHUX NPOKYpaTyp perioHiB, TEPHUTOpiaJbHUX OpTaHiB
IIEHTPAJIbHUX OPraHiB BUKOHABYOI Biaau - 10 pokis;

JUTSL IOKYMEHTIB pailOHHUX, paiiloHHNX y MicTax Kuesi Ta CeBacTomoi IepKaBHUX aMIHICTPAIliid,
OpraHiB MICIICBOTO CaMOBpPSAYBaHHS Ta O€3MOCEPEIHbO TMIAMOPSIAKOBAaHUX M OpraHi3alii,
OKPYXHHX CYJIiB, SIKi YTBOPIOIOTHCSI B OJTHOMY 200 JIEKUILKOX palloHaX 4 palloHax y MmicTax, ado y
MicTi, a00 y paifoHi (paiioHax) i MicTi (MicTax), TEPUTOpiaJIbHUX OPTaHIB IIEHTPAIBHUX OpPTraHiB
BHKOHABYO] BJIAJ[M, & TAKOXK CLITLCHKOTOCTIOIAPCHKUX IIIPUEMCTB - 5 POKIB;

JUTSl 3alKCIB aKTiB MUBLILHOTO CTaHy, 3alMCiB HOTapiaJIbHUX i 1 CyJIOBHX CIpaB, JTOKYMEHTIB 3
KaJIpOBUX TMHTaHb (OCOOOBOTO CKJIaAy), TOCHOJAPCHKUX KHHT, JOKYMEHTIB 3 TMpUBaTH3aIlii
KHUTIOBOTO POHTY - 75 POKIB.

5.2. CTpoku 30epiranHs MoOA0 KOHKPETHUX JOKYMEHTIB MOXKYTh OyTH 3MiHEHI 3a MOTOMKEHHSM 3
BIJITOBIHOIO JIEPKaBHOIO apXiBHOIO YCTAHOBOIO, apX1BHUM BIJUIOM MicbKoi paau. [TpogosikeHHs
CTpOKiB 30epiraHHs JOKYMEHTIB B apXiBi 3akiagy IOMYCKAa€ThCS 3a MOTPeOM KOPHCTYBaHHS
JIOKYMEHTaMU 31 CIy>KOOBOIO METOI0, Y pa3l HEMOXJIMBOCTI MPUIHATH JOKYMEHTH Ha 30epiraHHs
710 Iep>KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BIAIUTY MiCLIEBOI pajiu.

5.3. Ilicnst  3akiHYeHHsT TPAHWYHUX CTPOKIB 30epiraHHs OKyMeHTH, BimHeceHi 1m0 HAO,
NepeaaThes Ha MOCTiHe 30epiraHHs 10 BiIOBITHOIO MICIIEBOTO apXiBY.

VII. OPTAHI3ALIA AIJIOBOACTBA 3A 3BBEPHEHHSIMU I'POMA ISIH
1. 3arajabHi MoJI0KEeHHA

1.1. 'pomangauu YkpaiHu MaioTh MpPaBO 3BEPHYTHCS IO 3aKJIaiB 13 3ayBaKEHHSIMH, CKapramu Ta
MPONO3ULISAMHU, IO CTOCYIOTbCA IX CTaTyTHOI MiSJIBHOCTI, 3as{BOI0 a00 KIIOMOTAHHSAM IOJ0
peatizallii cBOiX MpaB 1 3aKOHHUX 1HTEPECIB Ta CKaproro Mpo iX NopyLIeHHS.

Oco0u, gK1 HEe € rpoMaJsiHAaMH YKpaiHU 1 3aKOHHO 3HAXOJAThCSA Ha il TepUTOpli, MAlOTh TaKe Xk
paBO Ha TMOJAaHHS 3BEPHEHHs, SK 1 TPOMAIsHM YKpaiHW, SKIO IHIIE HE TMepeadayeHo
MDKHApOJHUMH JIOTOBOPaMH.

1.2. Tlin 3BepHEHHSMHU TPOMAASH CIiI PO3YMITH BUKIAJACHI B MUCHMOBIH abo ycHi Qopmi
MPOMo3ullii (3ayBaskeHHs ), 3asBU (KJIOMOTAHHS) 1 CKapTH.

[Tpono3uwis (3ayBaskeHHs) — 3BEpHEHHSI TPOMAJIsSH, Ji¢ BHUCIOBIIOIOTHCS MOpajaa, PEKOMEHIAIlis
1010 AISUTHHOCTI 3aKJIay.

3asiBa (KJIOMOTAHHS) — 3BEPHEHHS TPOMAJISH 13 TIPOXAHHSAM IIPO CIPHUSHHS peami3allii 3aKpirieHnx
KoHcTHTyIlll€t0 Ta YMHHUM 3aKOHOJIABCTBOM iX TIpaB Ta iHTEpeciB ab0 TOBIJOMIICHHS PO
MOPYIIIEHHST YMHHOTO 3aKOHOJABCTBA YW HENONIKH B ISTIBHOCTI 3aKJady, a TaKOXX BHUCIOBIICHHS



JTYMKH II0JI0 TIOJIMIICHHS HOTO JisTbHOCTI. KiomoTaHHs — MUChMOBE 3BEpHEHHS 3 MPOXAHHSAM PO
BH3HAHHS 32 0COOOI0 BIJIMOBITHOTO CTaTyCy, MPaB Yd CBOOOI TOIIIO.

Ckapra — 3BepHEHHSI 3 BHMOTOIO IIPO TIOHOBJICHHS NpPaB 1 3aXUCT 3aKOHHUX IHTEPECiB rpoMajisH,
MOpYIICHUX AisiMH (0€3I1sUTBHICTIO), PIIICHHSIMH 3aKJIaiB YH 1X MOCaT0BUX OCiO.

1.3. lo pimens, miii (Oe3mismbHOCTI), SKI MOXYTh OyTH OCKapKeHi, Hamexarb Taki y cdepi
YIPaBIIHCHKOI TISTIBHOCTI, BHACTIOK SKUX:

MOPYULICHO MpaBa i 3aKOHHI IHTEPEeCH UM CBOOOM IpOMaTHIHA (TPYIH IPOMAISH);
CTBOPEHO NEPEHIKOAN ISl 3/IICHEHHS TPOMaITHUHOM HOTO TIpaB i 3aKOHHUX 1HTEPECiB Yi CBOOO;

HE3aKOHHO TOKJIa/IEHO HA TPOMAISTHUHA SIKi-HeOy1b 000B'sI3kM 200 H0r0 HE3aKOHHO MPUTATHYTO 710
BIJIITOBIJAJIBHOCTI.

1.4. 3BepHEeHH MOXe OYTH IOJaHO OKpeMok oco0oro (iHAWBiAyanbHE) abo TPYIOKw Ociod
(KOJICKTUBHE).

1.5. 3BepHEHHS MOXKE OYTH YCHUM Y TUCHMOBHUM.

YCcHEe 3BEpPHEHHS BHKIAJAEThCS TPOMAISIHUHOM Ha OCOOMCTOMY mMpHUiioMi abo 3a JOMOMOTOK
3ac00iB TeNe()OHHOTO 3B’ SI3KY Ta 3aMUCYETHCS (PEECTPYETHCS ) MTOCAIOBOIO 0COOOIO.

[TceMoOBe 3BEpHEHHS HAJCHIAETHCS IIOIITOI0 ab0 MEepelaeTbesi TPOMAISHUHOM [0 3aKianry
0CcOOMCTO YM Yepe3 YMOBHOBAXEHY HUM 0co0y, MOBHOBXEHHS SKOI OpOpMIICHI BIAMOBIAHO 110
3aKOHO/IaBCTBA.

1.6. Y 3BepHeHHI Mae OyTH 3a3HA4YCHO TMPI3BHINE, IM’S, MO OAaTbKOBI, MiCIC IPOKUBAHHS
IpPOMaJSIHMHA, BUKJIQJIEHO CYTh [TOPYLIEHOI'O NMUTAHHS, 3ayBaXEHHS, ITPOINO3UIIIi, 3aBU YU CKapr,
poXaHHs 9d BUMOTH. [TuchbMOBe 3BepHEHHS TOBUHHO OYTH IiNHUCAHO 3asBHUKOM (3assBHUKAMH) 13
3a3HaYEHHAM JaTH. Y 3BEPHEHHI TAKOXX MOKe OyTH 3a3HAUYEHO EJIEKTPOHHY IOLITOBY aJpecy, Ha
SKY 3asiBHUKY MOe OyTH HaJICJIaHO BIAMOB1/Ib, 200 BIJOMOCTI MPO 1HIII 3aCO0U 3B A3KY 3 HUM.

3BepHEHHs, oOdopMIIeHe O0e3 JIOTpHMaHHS 3a3HAYCHUX BHUMOT, ITOBEPTAETHCSH 3asIBHUKY 3
BIIMOBITHUMH PO3’ICHEHHSIMU HE IMI3HIII K Yepe3 ACCITh JHIB BiJ JHSI MOT0 HAIXOKEHHS, KPIM
BUIIAJIKIB, MTepe10aueHrX MyHKTOM & I[bOTO OJATKY.

1.7. I'pomanisHy MarOTh IPABO 3BEPTATHCS JI0 3aKJIa/11B YKPATHCHKOIO MOBOIO.

1.8. 3BepHeHHs, odopmIleHI HANEKHUM YHHOM 1 MOJIaHI y BCTAHOBIECHOMY MOPSJIKY, MiAJSTAIOThH
000B'I3KOBOMY NPUNHATTIO Ta PO3TIISALY.

3a00pOHSETHCS BIIMOBA B IPUHHATTI Ta PO3TJISAl 3BEPHEHHS 3 MOCUJIAHHSAM Ha IMOJITHYHI TTOTJISIH,
MapTiiHy HaJIeXKHICTh, CTaTh, BIK, BIPOCTIOBIIaHHS, HAIIOHATBHICTh TPOMAJTHUHA, HE3HAHHSI MOBH
3BEPHEHHS.

S0 muTaHHs, MOPYIICHI B OJCpKAaHOMY 3aKJIa/JIoM 3BepHEHHI, HE BXOJATh JIO HOTO ITOBHOBAXCHbD,
BOHO B TEPMiH HE OiJbIIIe MM'ATH THIB MEPECUIIAETHCS HUM 32 HAJIC)KHICTIO BIJMIOBIIHOMY OpraHy 4u
MOCaoBiil 0c001, MPO IO TOBIJOMIISETHCS TPOMAISHUHY, KU TMOJaB 3BEpHEHHS. Y pasi SKIIO
3BEpHEHHS HE MICTUTh JIaHUX, HEOOXIMHUX IS MPUHHATTS OOTPYHTOBAHOTO PIMICHHS 3aKIAZoM,
BOHO B TOI{ ’k€ TEpMIH OBEPTAETHCSI TPOMASTHUHY 3 BIMOBIAHUMHU PO3'SICHEHHSIMH.

3a00pOHSAETHCS HAIIPABIISITH CKAPTU TPOMAJISIH JUTSL pO3TJIsILy TUM OpraHam abo 1MocaJoBUM 0cobaM,
Ji1 44 PIIIEHHS SKUX OCKapKYyIOThCS.

1.9. ITuceMoBe 3BepHEHHS 0€3 3a3HaUSHHS MICIlS IPOKUBAHHS, HE MiITUCAaHEe aBTOPOM (aBTOpaMHu),
a TaKOX TaKe, 3 KO0 HEMOXKJIMBO BCTAHOBUTH aBTOPCTBO, BU3HAETHCS AaHOHIMHUM 1 PO3TIIATY HE
ImiJIsrac.

He po3risimaroTeest 3aKaagoM MOBTOPHI 3BEPHEHHS BiJl OJTHOTO 1 TOTO X TPOMAJITHWHA 3 OJHOTO 1
TOTO JK NHMTaHHS, SKIIO Teplle BHPIIIEHO MO CYTi, Ta 3BEpHEHHA OCi0, BU3HAHUX CYJIOM
HEMIE30aTHUMU.



PimeHHss mpo TPUINHMHEHHS PO3TISAY TAaKOTO 3BEPHEHHSI MPUAMAE KEPIBHUK 3aKiIagy, Mpo IO
MOBIIOMJISIETHCST 0CO01, SIKa MoaJIa 3BEPHEHHS.

1.10. 3abopoHsieTbes TepeciiyBaHHS TPOMAIsH 1 4YiICHIB iX ciMel 3a TMOJaHHS 3BEPHEHHS JI0
3aKJIa/1B 32 KPUTHKY Y 3BEPHEHHI 1X JISUTLHOCTI Ta PIllICHb.

HixTto He Moxe OyTH NPUMYIICHWH [0 MOJAaHHS BIACHOTO YH IMiJIUCAaHHS KOJEKTUBHOTO
3BEpPHEHHS a00 y4acTi B aKIlisgX Ha MIATPUMKY 3BEpHEHb IHIIUX 0Ci0 YK OpraHi3ailii.

1.11. He momyckaeTbcsi pO3TOJOMICHHS OJIEP)KAHUX 13 3BEpHEHBb BIJOMOCTEH MPO OCOOHMCTE JKUTTS
rpoMajsiH Oe3 iX 3roau Ta iHImOI iHQopMalii, SIKIo Iie MOPYIIye MpaBa 1 3aKOHHI 1HTEPECH
rpomagsH. He momyckaeTbes 3'ACyBaHHS JaHHX NPO OCOOY TPOMAASHUHA, SKI HE CTOCYIOTHCS
3BepHeHHsA. Ha mpoxaHHs TpomaasHWHA, BUCIOBJICHE B YCHiIM (opmi abo 3a3HayeHE B TEKCTI
3BEpHEHHS, HE MJISTae PO3TOJIOMICHHIO HOTO MpPi3BUILE, Miclie TPOKUBAHHS Ta pOOOTH.

L5 3a60poHa HE MOMIUPIOETHCS HA BUMAAKU TTOBIOMIICHHS 1H(GOPMAIIii, 10 MICTUTHCS Y 3BEpHEHHI,
oco0am, fIKi MalOTh BIAHOIIEHHS /10 BUPIIICHHS CITPABH.

1.12. Jlis 3akony «IIpo 3BepHEHHS TPOMAJISiH» HE MOIIUPIOETHCS Ha MOPSAOK POTISAY 3asB 1 cKapr
IpPOMaJIsiH, BCTAHOBJICHUH KPUMIHAJIBHUM IPOLECYAIbHUM, HUBIIBHO-TIPOLECYaTbHUM, TPYJOBUM
3aKOHO/IaBCTBOM, 3aKOHO/IaBCTBOM po 3aXUCT €KOHOMIYHOT KOHKYpEHIIii,
3akoHamu Ykpainu «[Ipo cymoyctpiii 1 craryc cymmiB» Ta «[Ipo goctym 10 CymoBHUX
pimenb», KonekcoM aaMiHICTpaTUBHOTO CyJOYMHCTBA YKpaiHu, 3akoHamu Ykpainu «lIpo 3acaau
3armo0iranHs 1 mpoTuAil Kopyniii», «I[Ipo BUKOHaBYE MTPOBAIKEHHSI.

1.13. JIinoBOACTBO MO0 3BEPHEHb IPOMAJSIH BEICTHCS y MOPSJIKY, SIKHH BCTAHOBJIIOETHCS L€
[HCTpYKLiETO.

1.14. 3aknaau 3000B's13aH1 PO3TIASHYTH MPOMO3UIIT (3ayBayKeHHs1) Ta MOBIJOMUTH TPOMAaITHUHA TIPO
pe3yabTaTh PO3TISY.

1.15. 3aknagu 3000B'a3aHi 00'€KTMBHO 1 BYACHO PO3TJISIATH 3BEpHEHHS, MEPEBIPSATH BHUKIAJICHI B
HUX (haKTH, MpUHAMaTH PIIMIEHHA BIANOBIIHO JO0 YHMHHOTO 3aKOHOJABCTBa 1 3abe3medyBaTH ix
BUKOHAHHSI, TIOBIIOMJISITA TPOMAJISIH MTPO HACIHIJIKHA PO3TISAY 3asiB (KJIOMOTAaHb).

BinnoBigp 3a pesyabTaTaMu po3riisily 3adB (KJIOMOTaHb) B OOOB'S3KOBOMY IMOPSIIKY JA€ETHCS TUM
3aKJIaI0M, SKMH OTpUMaB Ii 3asBM 1 JO KOMIETEHIIi SIKOTO BXOAMTH BUPILIEHHS MOPYIICHUX Y
3asiBax (KJIOMOTAaHHSIX) MUTaHb, 33 MIAMNKCOM KepiBHUKA a00 0co0HU, iKa BUKOHYE HOTO O0OB'SI3KH.

PimenHst mpo BiAMOBY B 3aJJ0OBOJICHHI BUMOT, BHUKJIAJIEHUX Yy 3asBi (KJIOMOTaHHi), JOBOIUTHCS IO
BiJIOMa TpOMaJiSHHHA Yy MHCbMOBIM (opMi 3 MocwiIaHHAM Ha 3akoH YkpaiHu «IIpo 3BepHeHHs
IpOMaJsiH» 1 BUKJIQJEHHSIM MOTHUBIB BIJMOBH, a TaKOX 13 PO3'ICHEHHSAM IOPSAJIKY OCKapKEHHs
MPUIHSATOTO PillIEHHS.

1.16. Ckapra Ha aii uu pilIeHHS 3aKJIady MOJAETHCS Yy TOPSAKY MiJJIETIOCTI BUIIIOMY OpraHy
YOpaBIiHHS OCBITOI Ta/ab0 3aCHOBHHKY 3akjaay, IO HE M030aBisie TpOMaisHWHA TIpaBa
3BEpHYTHCS 10 CYy BIAMOBITHO O YMHHOTO 3aKOHOJIABCTBA, a Y pa3i BIICYTHOCTI TAaKOTO OpraHy
a00 He3ro M rPOMaJTHUHA 13 IPUWHATHM 33 CKaproio PillleHHAM — O0€3IM0CepeHBO JI0 CYIY.

1.17. Tlpono3umii (3ayBakeHHs), 3asBU (KjomoTaHHs) Ta ckapru [epoiB PansHcbkoro Corosy,
I'epoiB Comianictuunoi [Ipairi, 0ci0 3 1HBaIIIHICTIO BHACIIIOK BITHU PO3TIISAIAIOTHCS KEPIBHUKAMHU
3aKJIajiB 0COOHCTO.

1.18. I'poMassHUH MOKE MOAATH CKapry ocoOucTo abo 4epe3 YIMOBHOBAXKEHY Ha Iie iHITY oco0y.
Ckapra B iHTepecax HEMOBHOIITHIX 0Ci0 MOJAETHCS X 3aKOHHUMU MPECTABHIUKAMHU.

Jlo ckapru J0maroThCs JOKYMEHTH, HEOOXIMHI IJIsi PO3TISALY CKaprd, sKi Michs ii po3riismy
HOBepTaIOTBCﬂ I‘pOMaIUIHI/IHy.

1.19. Cxapra Ha pimieHHs 3aKjaay Mo)ke OyTH TOJaHa JI0 OpraHy YIpPaBIiHHS OCBITOIO BHIIIOTO
piBHS Ta/ab0 3aCHOBHHKY 3aKJIaay MPOTATOM OJHOTO POKY 3 MOMEHTY HOTO MPHHHSTTA, ajie He
MI3HINIE OJHOTO MICAI 3 4acy O3HAHOMJICHHS TPOMaJsTHUHA 3 NMPUUHATAM pimeHHsM. Ckapru,
MOJIaHi1 3 MOPYIICHHSIM 3a3HAYEHOTO TEPMiHY, HE PO3TIISAAI0THCS.
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[TpomymieHuit 3 MOBaXKHOT MPUYMHH TEPMIH MOXe OyTH MOHOBICHHI OpPraHOM YH IOCAI0BOIO
0c00010, 10 PO3IJISIAAE CKAPTY.

PimenHst BUIOTO OpraHy YIpPaBIiHHS OCBITOI Ta/a00 3aCHOBHHKA 3aKjiany, SKUHA pPO3IJISIaB
CKapry, B pa3i HE3road 3 HUM TpPOMaJsSHHHA MOXE OYTH OCKapKEHO JIO Cydy B TEpMiH,
nepen0adyeHuil 3aKOHOIaBCTBOM Y KpaiHH.

1.20. I'poMansiHuH, sIKUi 3BepHYBCS 13 3asBOI0 YU CKAPTOIO 70 3aKJIaTy, MA€ MpaBo:

0COOMCTO BHKIJIACTH apryMeHTH oco0i, II0 IepeBipsiia 3asBy 4M CKapry, Ta OpaTH yd4acTb y
HepeBipli MOJaHOT CKapTy UM 3asiBH;

3HaHOMHUTHCS 3 MaTepialaMu MepeBipKH;

MOJIaBaTH JIOJaTKOBI MaTepiaiii abo HAIOJIATaTH Ha X 3alUTi 3aKJIaI0M, SIKHH PO3IIISIIAE 3asBY YU
cKapry,
OyTH MPUCYTHIM IIPH PO3TIISAI 3a8BU YU CKapTH;

KOPHUCTYBATUCS TIOCIYraMH OCOOH, siKa 3IIHCHIOE TIPaBO3axUCHY (YHKII0, OQOPMHUBIIH IIe
YIIOBHOBAXCHHSI Y BCTAHOBJICHOMY 3aKOHOM ITOPSIIKY;

OJIepKaTH MUCHMOBY BiIIOBIIb TTPO PE3YIBTATH PO3TIISAY 3asBH UM CKApPTH;

BUCJIOBJIFOBATH YCHO a00 TMHCHMOBO BHUMOTY IIOAO JOTPUMAHHS TAEMHUII PO3IIISY 3asBU YU
CKapru;

BAMAaraTi BiJIIIKOJyBaHHS 30WTKIB, SKIIO BOHU CTAJIM PE3YJIbTATOM IOPYIIEHb BCTAHOBICHOTO
MOPSIZIKY PO3TIISTY 3BEPHCHb.

1.21. 3aknaau y Mexkax cBOiX OBHOBaXEHb 3000B's13aHi:

00'eKTUBHO, BCEOIYHO 1 BYACHO NEPEBIPATHU 3asBH YU CKapry;

y pasi NpUIHATTS PIllIEHHS PO 0OMEXEHHS TOCTYIy TPOMaJITHUHA JI0 BIAMOBIIHOT iHpOpMAIIil mpu
PO3TIIAI 3aBH UM CKApTH CKJIACTH TIPO [1€ MOTHBOBAHY BiJIMOBY;

Ha MPOXaHHs rPOMaJITHUHA 3alpollyBaTH HOro Ha 3acilaHHs 3aKiay, M0 po3risaae Horo 3asBy
YU CKapry;

CKacoBYBaTH ab0 3MIHIOBATH OCKapKyBaHI PIlIEHHS y BUMAJKax, Mepel0ayeHuX 3aKOHOAABCTBOM
VYkpaiHu, SKII0O BOHM HE BIJINOBIAAIOTH 3aKOHY a00O 1HIIMM HOPMAaTHBHUM aKTaM, HEBIJIKIAJIHO
BXKHMBATH 3aX0JliB 1O MPUIMHEHHS HETPaBOMIPHUX JAil, BUABIATH, YCYBaTH IPUYUHU Ta YMOBH, SIKi
CHPHUSIIU TOPYLICHHSIM;

3a0e3neuyBaTy MOHOBJICHHS MOPYIICHUX MPaB, peaibHe BUKOHAHHS MPUUHATHX Y 3B'A3KY 3 3a5BOIO
YK CKaproo pilleHb;

MUCHMOBO TIOBIJOMJISITH TPOMAaJsSHUHA TPO pe3yabTaTH MEPeBIPKM 3asgBU YU CKaprd 1 CyTh
MPUIHSITOTO PillIEHHS;

BXKHMBATH 3axOJiB IMIOAO BIJIIKOAYBaHHS Yy BCTAaHOBJIEHOMY 3aKOHOM HOpPSJAKY MaTepialbHUX
30UTKIB, SIKIIO iX OYy/0 3aBAaHO T'POMAJSIHUHY B pe3yJbTaTi MOPYIIEHHS HOT0 MpaB YW 3aKOHHUX
iHTepeciB, BUpIIIYBaTH HHUTAHHSA MPO BIIMOBINANBHICTH OCI0, 3 BHHU SIKUX OYJO JOMYIIEHO
MOPYIICHHS;

y pa3l BHU3HAHHA 3aiBU YU CKaprd HEOOIPYHTOBAHOIO, PO3SICHUTH TMOPAJOK OCKapKEeHHS
MPUIHSITOTO HEIO PIILIEHHS;

HE JIOIyCKaTH Oe3MiACTaBHOI Iepeiadi po3riisiLy 3asB UM CKapT 1HIIUM OpraHam;

0COOHMCTO OpraHi3oBYBaTH Ta MEPEBIPATH CTAaH PO3IJLILY 3asiB UM CKapr TPOMAaJsIH, BXKUBATH
3aXO0[iB JI0 YCYHEHHS MPHYMH, IO iX MOPOKYIOTh, CHCTEMAaTUYHO aHaJi3yBaTu Ta iH(HOpMYyBaTH
TPOMAJICHKICTB TIPO Xif i€l poboTH Yepe3 po3MilieHHs iHhopMarlii Ha caiTi 3aKkiiay.

1.22. 3BepHEHHS PO3TISAAAIOTHCS 1 BUPIMIYIOTHCS Y TEPMIH HE OLIbIIEe OJHOTO MICSAIS Bif JHS iX
HAJXOJDKEHHs, a Ti, SIKI HEe TOTPEOYIOTh JTOAATKOBOTO BHBUEHHS, — HEBIJIKJIA/IHO, ajie HE Mi3HIIIE



M'ATHAAUATH JHIB BiJ JHSA iX OTpUMaHHS. SIKIIO B MICSYHHUKM TEPMIH BUPIIIUTH IOPYIICHI Yy
3BEpPHEHHI MHUTAHHS HEMOXXJIMBO, KEPIBHUK 3aKJIaJly BCTAHOBIIIOE HEOOXIMHWMA TEPMIH IJIsi HOTO
PO3TIISAY, PO IO MOBIAOMIISIETECS 0CO0i, siKa mojana 3BepHeHHs. [Ipu mboMy 3aranbHUN TepMiH
BUPIIICHHS MUTaHb, IOPYIICHUX Y 3BEPHEHHI, HE MOJKE IIEPEBUIIYBATH COPOKA I'SITH JHIB.

Ha oOrpyHToBaHy NMMCHMOBY BHMOTY I'POMaJsSHUHA TEPMIiH PO3MIIALY MOXE OyTH CKOPOYEHO BiJ
BCTaHOBJIEHOT'O LII€}0 CTATTEI0 TEPMIHY.

3BepHEHHS TPOMAJSH, $KI MAalOTh BCTAHOBJICHI 3aKOHOMABCTBOM IIUIBIH, PO3TIISIIAIOTHCS Y
MIEPIIOYEPTOBOMY MOPSAKY.

1.23. 3aknaau po3risaaroTh 3BEPHEHHS TPOMAJISH, HE CTATYIOYH IUIATH.
1.24. KepiBHUKH 3aKJIa/1iB 3000B's13aH1 TPOBOJUTH OCOOMCTUN MTPUHOM TPOMAJISIH.

[TpuiioM MPOBOIUTHCS PETYISPHO y BCTAHOBIICHI AHI Ta roauHu. ['padiku mpuiiomy T0BOASITHCS 10
BiJIoMa I'poMaJIsiH yepe3 po3MimieHHs iHpopmartii Ha caiTi 3akiany. [Topsigok npuitoMy rpomMaasiH y
3aKJIaJ{i BUBHAYAETHCS HOTO KEPIBHIUKOM.

VYci 3BepHEHHsI TPOMAJIsiH Ha 0COOMCTOMY MPHHOMI PEECTPYIOTHCS. SIKIIO BUPIIIMTH MOPYIICH] B
YCHOMY 3BEpHCHHI IIMTaHHS OC3IOCEPEIHhO Ha OCOOHMCTOMY NIPHUHOMI HEMOXJIMBO, BOHO
PO3IIISIIAETECA Y TOMY K MOPSAAKY, IO W MHChMOBE 3BEPHEHHs. [Ipo pe3ysbTaTH pO3TIISTY
TPOMAJISHUHY TTOBiIOMIIIETHCS TUCBMOBO 200 YCHO, 3a Oa)kKaHHSIM IPOMaJTHUHA.

1.25. Ocob6u, BuHHI y nopyiieHHi 3akony Ykpainu «[Ipo 3BepHEHHS IpOMasiH», HECYTh LIUBLIbHY,
aJIMIHICTpaTHBHY a00 KpUMIHAIBHY BiAMOBIAAIBHICTD, TIepe10aueHy 3aKOHOIABCTBOM Y KpaiHH.

1.26. Y pa3i 3a70BOJICHHSI CKapru 3akiaj abo ImocajoBa ocola, SKi MPUHHSUIM HEIpaBOMIpHE
pILICHHS IIOAO 3BEPHCHHS TI'POMAJSHHMHA, BIAIIKOJOBYIOTh MOMY 3aBJaHi MarepiajibHi 30HMTKH,
MOB'sI3aHi 3 MOJAHHIM 1 PO3IIIAIOM CKaprH, OOIPYHTOBaHI BUTPATH, MMOHECEH] Yy 3B'I3KY 3 BUI3JI0M
JUIS PO3IIISIY CKapru Ha BUMOTY BIJIOBIJHOTO OpraHy, 1 BTpauyeHHi 3a 1eil yac 3apo6iTok. Criopu
PO CTSATHEHHS BUTPAT PO3TISAAIOTHCS B CYZI0BOMY MOPAIKY.

I'poMansiHMHY Ha HOTO BHUMOTY i B MOPSAKY, BCTAHOBJICHOMY YHHHUM 3aKOHOJABCTBOM, MOXYTh
OyTH BIJIIIIKOJIOBaHI MOpPabHI 30UTKH, 3aBIaHI HEMPABOMIPHUMH AisIMH ab0 PIIICHHSIMH 3aKJIaay
Y [0Ca0BOi OCOOM TNpH po3risiil ckapru. Po3Mip BiAIIKOAYBaHHS MOpalbHHUX (HEMalHOBHX)
30UTKIB y TPOLIIOBOMY BUPa3l BU3HAYAETHCS CYIOM.

1.27. TlogaHHs TpOMaISTHUHOM 3BEPHEHHS, K€ MICTHTh HAKJICI 1 00pa3u, TUCKPEANTAIIIIO0 3aKIaTy
Ta HOro MocaJioBUX 0ci0, 3aKIUKU IO PO3MAIIOBAaHHS HAIlIOHAIBHOI, pacOBOT, peNiriiHO BOPOKHEYI
Ta IHIIUX JiH, TATHE 32 COOO00 BIAMOBIIAIBHICTE, IEpe10adeHy YHHHUM 3aKOHO/IaBCTBOM.

1.28. Butpartu, 3pobieHi 3akialoM y 3B'S3KYy 3 TMEPEBIPKOIO 3BEpHEHB, SKI MICTATH 3aBiOMO
HEeMpaB/IKB1 BIIOMOCTI, MOKYTh OyTH CTATHYTI 3 TPOMa/ISHUHA 32 PIILICHHSAM CYy]y.

2. Oprani3auist 1iJ1I0BOACTBA 32 3BePHEHHSIMH I'POMA/ISIH

2.1. JTioBOACTBO 3a TMPOMO3ULISAMH (3ayBaXXCHHSIMH), 3asBaMH (KJIOTOTAHHSMH) 1 CKapramu
TPOMAJISIH B 3aKJIaJli 3I1MCHIOEThCS Ha 3acaiaX, BU3HAUYEHUX Haka3oM MiHICTEpCTBa OCBITH 1 HAYKH
VYxpaian Big 25 yepBHs 2018 poxy Ne 676 «IIpo 3arBepmxkeHHs I[HCTpyKIii 3 AiTOBOACTBA ISt
3aKJIaJIiB 3arabHOI CEPETHBOT OCBITH.

[Topsiokx BeeHHS A1IOBOJICTBA 32 3BEPHEHHIMH TPOMA/ISH, K1 MICTSTh BIJOMOCTI, 1110 CTAHOBIISTh
JepkaBHy a00 1HITY TAEMHHIIO, SKAa OXOPOHSETHCS 3aKOHOM, BH3HAYAETHCS CHEIlaJTbHUMU
HOPMaTUBHO-TIPABOBUMU aKTaMH.

Ocobucra BiANOBIJAIBHICTh 32 CTaH JAIJIOBOJACTBA 33 3BEPHEHHSIMM TPOMAJSH IOKJIAJAEThCSA Ha
KEepiBHUKA 3aKJIaay.

2.2. Yci npoIo3uilii, 3asBH 1 CKapry, 110 HaIIWIILIN, TOBUHHI IPUIMATHUCS Ta PEECTPYBATUCS Y JICHD
iX HaAXO/PKEHHs, a Ti, IO HAIIWNUIM y HEpoOOuYMid JEHb Ta Yac, — HACTYITHOTO MICJIsI HBOTO
poboyoro JHS Ha PEECTPALiHO-KOHTPOJIBHUX KapTKaxX, MpUAATHUX I 0OpoOJeHHS



MEPCOHATIBHUMHU KOMI'IOTepamMu (0odamok 23), abo B xkypHasiax(dodamoxk 24). KouBeptu (BUPI3KU
3 HUX ) 30epiraroThCs pa3oM 3 MPOTO3HUIIIEI0, 3a5IBOIO, CKAPTOIO.

OO0k 0COOMCTOr0 HPUHOMY TPOMAISIH BEAETHCS Ha KapTKax (0odamok 25) abo 3a I0IMOMOroi0
€JIIEKTPOHHO-00YHMCITIOBAILHOT ~ TeXHIKH. [IMChbMOBE 3BEpHEHHs, OTPUMAaHE 3a JOIMOMOTOIO
[HTepHETY, 3ac00iB €IEKTPOHHOTO 3B’SI3Ky (€JICKTPOHHE 3BEPHEHHS), IIEpPEe] PEECTpalli€ero
PO3APYKOBYETHCS HA Marepi.

Kypnanbaa dopma peectpariii Tporo3uiiii, 3asB 1 cKapr Ta OOJIKYy OCOOHCTOro MNpUHOMY
TPOMAJISIH JIOMYCKAEThCSA 3 PIYHUM OOCATOM HaAXomkeHHs a0 600 mpormo3wuiii, 3asB Ta cKapr i
TaKOI0 X KIJIbKICTIO 3BEPHEHb TPOMAJISIH HA OCOOMCTOMY IPHHOMI.

EnexkTpoHHE 3BepHEHHS MPUUMAETHCS HA BU3HAYCHY €JIIEKTPOHHY aapecy abo IIISIXOM 3allOBHEHHS
€JIIEKTPOHHOI (hOpMH, SIKa PO3MIIYeThCs Ha odiriiiHOMy BeO-caiiTi opranizariii.

JlaTor0 mMOmaHHS EJIEKTPOHHOrO 3BEPHEHHS € JaTa HAAXOJJKCHHS 3BEPHCHHS HA BHU3HAUYCHY
€IeKTPOHHY aJipecy abo jJara 3aloBHEHHS eJeKTpoHHOI (opmu Ta 11 BiampaBiieHHs. SIKIIo
SJICKTPOHHE 3BEPHCHHS HAIIMIIIIO HA BU3HAYCHY CJIICKTPOHHY aJpecy y HepoOouHii IeHb Ta 4ac, TO
JIaTOIO MO/IaHHA €JIeKTPOHHOTO 3BEPHEHHS BBAXKAETHCS HACTYIHUM MICIS HHOIO POOOYUI ICHb.

Po3mimena Ha odiuiiHOMYy BeO-caiiTi 3akiaay eIeKTpoHHa ¢GopMa IMOBHHHA MaTh rpadu s
3a3HAaYEHHS TPOMAJITHUHOM CBOTO IPIi3BHINA, IMEHI, 110 OAaThKOBI, MICIIS MPOKUBAHHS, €JICKTPOHHOL
IIOIITOBOI ajpecH (BiIOMOCTEH IpO 1HIII 3aCO0M 3B’S3KY 3 HHM), BHKJIAQJCHHS CYTI HOPYIICHOIO
MUTAHHS, 3ayBa)KCHHs, MPOIO3UILI, 3asBH YH CKaprd, MPOXaHHS YW BUMOTH, JAaTH TOIAHHS
3BEPHCHHHI.

VY pasi Koau Ui po3IJIAay €JICKTPOHHOIO 3BEPHEHHS IO CYTI HEOOXiJHO 3a3HayaTH IEPCOHAJIbHI
JaHl 3asBHUKA a00 1HIIMX OcCi0, 32 BUHATKOM THX, IO MICTATHCSA y 3BEPHEHHI, 3asSBHUKY BapTO
3BEPHYTHCS 3 YCHUM 200 MICHbMOBHM 3BEPHEHHSIM.

IluceMOBI Ta ycHI Mpomo3uIii, 3asgBM 1 CKaprd, MOJaHi Ha OCOOMCTOMY HpUHOMI, TaKOX
PEECTPYIOTHCS Ha peecTpaliiHO-KOHTPOJIbHUX KapTKaXx.

PeecTpariiiHO-KOHTpOJIbHA KapTKa MPOMO3HUILiH, 3asB 1 CKapr, KapTka 001Ky 0COOMCTOro npuiomy
IPOMaJIsSH BEIYThCS 3T1THO 3 BKA3iBKAMH 1010 iX 3alOBHEHHS (00damok 26).

2.3.Y pa3i HaAXOMKEHHS MOBTOPHUX TMPOMO3HINMA, 3aiB 1 CKapr iM HAJA€TbCA YEProBUM
peecTpaliiiHuil iHA€eKc, a y BIANOBIAHIN rpadi peecTpaliiHO-KOHTPOJIBHOI KapTKH, KypHally abo Ha
BIJIMOBIAHOMY TOJi PEECTPALifHO-KOHTPOIBLHOT KapTKH 3a3HAYAETHCS PEECTpalliifHUN 1HIEKC
NepIoi Mpono3uilii, 3asBU, ckapru. Ha BepXHbOMY 101 MEPIIOro apKyllla MOBTOPHUX MPOMO3HIIIH,
3asiB 1 CKapr TpaBopyd 1 Ha peecTpaliiiHux ¢opmax pobuthcs mno3Hauka "ITIOBTOPHO" i
MiIOUPAETHCS BCE TIOTIEPETHE JTUCTYBAHHS.

[Ipomno3uii, 3asiBU 1 CKapru OJHOTO i TOro X rpOMaJsHUHA 3 OJHOTO 1 TOrO XK MUTaHHS, IO
HaJiclaHl Pi3HUM ajpecaraM 1 HaIIWIUIM Ha PO3MIISA IO OAHOTO M TOro X 3akiany (myOseTHi),
OOJTIKOBYIOTBCSI 32 PEECTPAIlIHHUM 1HAEKCOM TMepIIoi MPOIMO3ullii, 3asBH 1 CKapTu 3 JOJaHHSIM
MOPSZIKOBOT'O HOMEpa, 1[0 MPOCTABISIETHCS uepe3 apio, Hanpukian, J-401/1, 1-401/2, J1-401/3.

2.4.Y pa3i BUKOPUCTAHHS KapTKOBOI (hOpMHU peecTpallii MpOIO3MIii, 3asB 1 CKapr KiIbKiCTh
MPUMIPHUKIB PEECTPALlifHO-KOHTPOIbHUX KapTOK BHU3HAYAETHCS YUCIOM KapTOTEK, 1110 BEAYTHCS B
3aknanl. Kaproreku MoxyTh popmyBaTHcs 3a pO3MIILIEHUMU B alihaBITHOMY MOPSIIKY MPI3BUILIAMU
0ci0, Bil AKMX HaJIHIIIM MPOIO3MIIi, 3aBH 1 CKaprH, 3a TEMATUKOIO MOPYIIEHUX Y HUX MUTaHb,
a0o0 X y XpOHOJIOTTYHOMY MOPSAKY.

2.5.V pa3i kKoau mpo pe3ydbTaTH PO3MIBIAY MUCHMOBOI IPOIMO3UIN, 3asgBH, CKaprHM HEOOX1THO
MOBIJJOMUTH 1HIIY OpraHi3aiilo, yci IPUMIPHUKH PEECTPAIiHHO-KOHTPOIBHUX (OPM Ta MEPIIHiA
apKyIll KOHTPOJIHOBAHOTO 3BEPHEHHS MO3HaUat0ThCs ciioBoM "KOHTPQOJIb" a6o niteporo "K".

[Ipomo3uttii, 3asBU 1 CKapru, HA SIKi JAIOThCS MOMEPEIHI BiAMOBi/I, 3 KOHTPOJIO HE 3HIMAIOTHCS.
KoHTposb 3aBepuIyeThCs TIABKH MICIA MPUNHATTSA PIICHHS 1 BXKHUTTSA 3aXO0JIB OO0 BHPIIMICHHS



MIPONO3HILii, 3a51BH, CKapru. PilieHHs o 3HATTS 3 KOHTPOJIIO MPOIIO3UILiii, 3a51B 1 CKapr MpHMaloTh
MOCaZ0B1 0COOM, SIKI MPUIHSIIN PIICHHSI PO KOHTPOJIb.

2.6. Y pasi ko 3a pe3yiabTaTaMy PO3TIISIY MPOTO3UIlIH, 3aB 1 CKapr JalOThCs MMUCHMOBI Ta YCHI
BIJIMOBiZI POOUTHCS BiMOBIAHMIA 3aMUC Y PEECTPAIMHO-KOHTPOJIBHUX (hopMax Ta y JOKYMEHTaX
CIIpaBHd Ha BIUIBHOMY BIJI TEKCTYy MICII OCTaHHBOTO apkymia (KpiM MiCIls, MPU3HAYEHOTO IS
IiIIIMBKY ) 200 B OKpeMiil TOBIIT.

[HIeKC TMCHMOBOI BIJIOBIMI CKIIAAETHCA 3 PEECTPAIIMHOTO I1HIEKCY Ta HOMeEpa crpaBu (3a
HOMEHKJIATYPOIO), IO SIKOI IMiAIIMBAETHCS MPOIO3HUIIis, 3asiBa ad0 cKapra pa3oM 3 JOKyMEHTaMHu
I[OJ10 TX BUPIIICHHS.

2.7. BigmoBinanapHi 0COOH, sIKI BEIYTh JIJIOBOJCTBO 3a 3BEPHEHHSMH TPOMAJsH, IIOPOKY 0o 15
CiuHA TOTYIOTH JUIsl KEpiBHUKA 3aKJiaqy MaTrepialvd JUis aHaiily W y3araidbHeHHs Yy Gdopmi
AHATITUYHUX JOBIJOK. AHAITHYHI TOBIJKH IIOTOYHOTO XapaKTepy CKIIAAI0ThCS B MIpy IMTOTPEOH.

2.8. [Ipono3uii, 3asBU i CKapru rpoOMaJsH MIcisd iX BHPIMIEHHSA 3 yciMa JOKYMEHTaMHu LIOAO iX
pO3TIsiy 1 BUPINICHHA Ta MPUMIPHUKOM DPEECTPAIIHHO-KOHTPONBbHOI (opMu MaroTh OyTH
MOBEPHYTI BIANMOBIJAIBHUM Oco0aM, SIKi BEIyTh IUIOBOACTBO 3a 3BEPHCHHSMH TPOMAJISH, UL
(dbopMyBaHHS CHpaBH, KapTOTeK, OaHKy naHuX. PopMmyBaHHS 1 30epiraHHsi CIpaB y BHKOHABIIIB
3a00pOHSIETHCS.

JIOKYMEHTH PO3MIIIYIOThCS y CIpaBax y XPOHOJOriYHOMY abo aidaBiTHOMY mnopsaky. KoxHa
MIPOIO3MIIis, 3asABa, cKapra 3 yciMa JIOKYMEHTaMH IOJ0 ii PO3MJISAAy 1 BHUPIIICHHS CTaHOBIATH Y
CIpaBi CaMOCTIHHY Tpylmy 1 BMIIIYIOTbCS B M'SIKy OOKJIaJMHKY. Y pa3i OJeprKaHHsS ITOBTOPHOI
MPONO3HIIii, 3assBH, CKapru a0bo TOSBU JTOJATKOBHUX JOKYMCHTIB BOHHU ITiIIIMBAIOTHCS JO JIAHOI
IpyINU JOKYMEHTIB.

[1ix yac popmyBaHHS CIpaB NEPEBIPAETHCS MPABMIBHICTD CIIPSIMYBaHHS JOKYMEHTIB JI0 CIpPaBH, ixX
KOMIUIEKTHICTh. HeBupileHi mnpomosuiiii, 3asBU, CKaprd, a TaKoX HENpaBHIbHO O(OpMIIEHI
JOKYMEHTH TiIIINBATH /IO CIIPaB 3a00pOHSETHCS.

OO6xnanuHKa crpaBu O(OPMIISETHCS 32 BCTAaHOBJIEHOIO (HOpMOIO (dodamox Ne 7 0o nocmanosu
KMY 6i0 14.04.1997 Ne 348).

2.9. 3akmnan 30epirae mpoIo3uIlii, 3asBH 1 CKapTH JJIs HaJJaHHs IOBIIOK i BUKOPHUCTAHHA iX B IHIIIMX
IIJIAX.

BiamoBimanbHIiCTh 3a 30epeXKeHHS JOKYMEHTIB 3a MPOMO3MWIISMH, 3asiBaMH 1 CKapraMmu
MOKJIAZIAEThCS Ha KEpIBHUKA 3aKjaay, IHIIMX TOCAJOBUX OCI0 oprasizamiil BiANOBIAHO A0 iX
(byHKIIOHATBHUX 00OB'A3KIB.

Tepmin 30epiraHHsi [JOKYMEHTIB 3a TMPOMO3HIISIMH, 3asBaMH 1 CKapraMu BHU3HAYAETHCS
3aTBEpP)KEHOI0 B 3aKiajJii HOMEHKJIATypOlO, IO YTBOPIOETHCS Yy Mpolieci WOro AisuibHOCTI. Sk
MPAaBUJIO, BCTAHOBIIOETbCA M'ATUPIUHUI TepMiH 30epiraHHs NPOMO3UIH, 3asiB 1 CKapr Ta
JOKYMEHTIB, TIOB'SI3aHUX 3 iX PO3TJISIOM 1 BUPILICHHSM.

[TocriifHO AiroYa eKcrepTHa KOMICIS 3aKiaay MOKe MPUMHSATU PIIICHHS MPO 30UIBIICHHS TePMIHY
30epiranHd abo mpo ToOCTiiHe 30epiraHHs HAWIIHHIIIKX OPOMO3ULiNd rpoMajsH. PimeHHs
€KCIIEPTHO1 KOMICIi Mpo 301IbIIEHHS TePMIHIB 30epiraHHs JOKYMEHTIB 3a MPOTO3HUIIISIMH, 3asiBAMH 1
cKapramu, npo BiaOIp iX AJs MOJANbIIOro 30epiraHHs MiJUIsraloTh 000B'I3KOBOMY 3aTBEPIKEHHIO
KEepIBHUKOM 3aKJIaay.

2.10. Copagwu, 110 miuiararoTh MOCTIHHOMY, a TaKOK TUMYacoBomy (moHaa 10 pokiB) 30epiraHHIO,
NepeaaroThes A0 apXiBy 3akKjany depes3 JABa POKHU MICIIs 3aBEPIICHHS TUTOBOJACTBA 32 HUMH. CIipaBH,
IO MiAJSraloTh TUMYacoBOMY 30epiranHio (1o 10 pokiB BKIIIOYHO), NEpEAalOThCs A0 apXiBy 3a
pIIIEHHSM KEpIBHUKA 3aKJIaay.

[Ticns 3akiHYEHHS BCTAHOBJICHUX CTPOKIB 30€piraHHs 3BEPHEHHS TPOMAJISH Ta JOKYMEHTH 00 1X
PO3TIIAAY MiUIATaI0Th 3HUIICHHIO Y TIOPSAIKY, BCTAHOBICHOMY MiH IOCTOM.



2.11. 3aroBHEHHSI PEECTPAIITHO-KOHTPOIBHIX KApTOK 3AIMCHIOETBHCS 32 3MICTOM 1 BKa3iBKaMH
Knacudikaropa 3BepHEHb TpoOMasiH, 3aTBepKeHOro mocranoBoro KMV Big 24.09.2008 Ne 858
«[Ipo 3arBepmkenns Kiacudikaropa 3BepHeHb TPOMaISIH» (000amok 27).

3. Ipo3opicThb Ta indopmaniiina BiAKpUTICTH 3aKi1a1y OCBiTH

3.1. 3akiyag 3000B’s13aHUN ONPHIIIOJHIOBATH Ha CBOEMY BeOcaiTi (y pasi MOro BiJICYTHOCTI — Ha
BeOCaiiTi 3aCHOBHHKA 3aKJaay) iHGOpPMAIliI0 MPO CBOIO MiSIBHICTH 3TIHO MEPENiKy, BU3HAYEHOTO
crarrero 30 3akony Ykpainu «IIpo ocBiTy»:

CTaTyT 3aKJaay;

JIIIEH3110 Ha MPOBAHKEHHS OCBITHBOT TISUTBHOCTI,
CTPYKTYpY Ta OpTaHH YIIPABIiHHS 3aKIIay;

KaJIPOBHIA CKJIAJ 3aKJIay 3T1IHO 3 JIIIECH31IMHUMH YMOBaMU;

OCBITHI TpOrpaMu, WO peaTi3ylOThCS B 3aKiajdi, Ta TEPETK OCBITHIX KOMIIOHEHTIB, IIIO
nepeadayveHi BiIMOBITHO OCBITHHOKO IIPOTPAMOI0;

TEPUTOPII0 0OCITYTOBYBAaHHS, 3aKPIIUICHY 32 3aKJIaJI0M 3aCHOBHHKOM;
TIeH30BaHuI 00cAT Ta PaKTHYHY KiTBKICTh OCi0, sIKi HABYAIOTHCS Y 3aKJIai;
MOBY (MOBH) OCBITHBOTO ITPOLIECY;

HasBHICTh BAaKaHTHMX I10CaJ], NOPSAO0K 1 YMOBU NPOBEACHHS KOHKYpPCY Ha iX 3aMilieHHs (y pasi
HOro NMpOBEACHHS);

MaTepiajJbHO-TEXHIUHE 3a0€e3MeUeHHs 3aKiany (3TiHO 3 JIEH31IHHUMU YMOBaMH ),
pe3yJIbTaTl MOHITOPHUHTY SIKOCTI1 OCBITH;

piUHUI 3BIT PO AISUIBHICTD 3aKIIaaYy;

IpaBuiIa MPUHOMY JI0 3aKJIafdy;

YMOBH JIOCTYITHOCTI 3aKJIaly JUIsl HaBYaHHs 0Ci0 3 0COOIIMBUMU OCBITHIMH NOTpedamu;
Mepestik J01aTKOBUX OCBITHIX Ta IHIIMX MOCHYT, iX BapTiCTh, HOPSAAOK HaJaHHS Ta OIUIATH;
MpaBuJjia OBEAIHKY 3/100yBada OCBITH B 3aKJIaIl;

IJIaH 3aX0/11B, CIIPSIMOBAHMX Ha 3alo00IraHHs Ta NPOTHII0 OyIiHTY (IIbKYBaHHIO) B 3aKJIa/l;

MOPSAOK TMOJAHHS Ta PO3MIAAY (3 AOTPUMAHHAM KOH(INEHIIMHOCTI) 3as8B MpPO BUMAIKU OyIiHTY
(UbKyBaHHS) B 3aKIal;

MOPSAZIOK pearyBaHHS Ha JIOBEACHI BUNAAKU OymiHTY (LbKYBaHHS) B 3aKJajl Ta BiAMOBIIAIbHICTH
0ci0, MPUUYETHUX J10 OYMiHTY (IIbKYBaHHS);

pe3yabTaTh IHCTUTYLIHHOTO ayTUTY;
pe3yabTaTH TPOMAACHKOI aKpeIuTallii 3aKIamy;
1HIIY 1HGOpMAIlis, 1110 ONMPHIIIOIHIOETHCS 32 PIILIEHHM 3aKJiay ab0 Ha BUMOTY 3aKOHOJAaBCTBaA.

3.2. 3aknan, y pa3i OTpUMaHHS MyOJIIYHUX KOIITIB, 3000B’sA3aHUN OMPUIIIOHIOBATH KOIITOPHUC 1
(hiHaHCOBMII 3BIT PO HAJAXO/KEHHS Ta BUKOPHUCTAHHS BCIX OTPHUMAHMX KOIITIB, iH(OpMAIIiIO TIpo
Mepesik ToBapiB, poOIT 1 MOCIYr, OTpUMaHUX sK OjarojiifHa Jomomora, i3 3a3HA4CHHSIM iX
BapTOCTI, a TAKOX MPO KOIITH, OTPUMAHI 3 THIIUX JHKEPENT, HE 3a00pOHEHUX 3aKOHOaBCTBOM.



3.3. [ndopmarris Ta JOKYMEHTH, SKIIO BOHU HE BIJHECEHI 10 KaTeropii iHopmarii 3 0OMexeHUM
JIOCTYIIOM, PO3MIIIYIOTHCS JUIsl BIAKPUTOTO JOCTYITY HE MI3HIIIE HIXK Yepe3 JAeCATh poOOUYnX ITHIB 3
JHS 1X 3aTBEPPKECHHS Y¥ BHECEHHS 3MiH JI0 HUX, SKIIO 1HIIIE HE BU3HAYCHO 3aKOHOM.

Honatok 1
1o [HCTpyKIiT 3 TIJTOBO/ICTBA 3aKJIaly
(myHkT 11 posainy I)
THO®OOPMALISA
NPo MOPAIOK 3/AiliCHeHHS Ta 3a0e3leYeHHs IPaBa POMA/IAH YKpaiHu
HAa JI0CTYM /10 myO0JiuHol iHdopmamii , 10 3HAXOAUTHCS Y BOJIOAIHHI 3aK/IaAiB

1. ITyGmiuna indopmariis 3aknany — e BioOpakeHa Ta 3aJOKyMEHTOBaHa OyIb-SKHUMH 3aco0aMu
Ta Ha OyIbp-AKMX HOCISX iHopmarlis, mo Oyna oTpuMana abo CTBOpeHa B IPOIeCi BUKOHAHHS
3aKJIaJJOM CBOiX OOOB'SI3KIB, Mepe0ayeHUX YMHHUM 3aKOHOJABCTBOM, a00 sIKa 3HAXOJUTHCS Y
BOJIOZIIHHI 3aKJIaay.

2. 3aKmaay € po3nopsIHUKaMy 1HopMaIlii, sKi He3aJIe)KHO BiJl HOPMAaTHBHO-IIPABOBOTO aKTa, Ha
IJICTaBl SKOTO BOHM [IiI0OTh, NMPU BHPIIMICHHI MMHTAaHb IIOJA0 JOCTYIMy 10 iH(oOpMarii MarwTh
KepyBatucs 3akoHoM Ykpaiau «[Ipo goctyn no my6miuHoi iHdopmaii» (Jaii — 3aKOHOM).

3. 3aK0OH He MOIIMPIOETHCSA HA BIJIHOCHHU 11010 OTPUMAaHHS iH(OpMaIlii 3akiagaMu pH 3/11HCHEHH]
HUMHU CBOiX (DYHKIIIH, a TaKOXX Ha BIHOCHHH y cdepi 3BEepHEHb TPOMAJSH, SKI PETYIIOITHCS
CIIeliaJIbHAM 3aKOHOM.

4. Noctyn o myOmivHOi iH(popMarii 3aKki1aaiB 3M1HCHIOETHCS HA MPHHIUTIAX
1) mpo30pocCTi Ta BiAKPUTOCTI AisUTBHOCTI 3aKIa/IiB;

2) BUTbHOTO OTPUMAaHHS, TIONIMPEHHS Ta OyIb-SIKOT0O 1HIIOr0 BUKOPHCTaHHS iH(opMailii, mo Oyria
Ha/laHa a0o ONPHIIIOTHEHA 3aKJIa/I0M, KpiM 00MeXeHb, BCTAHOBJIEHUX 3aKOHOM;

3) pIBHOIIPABHOCTI, HE3aJIEKHO BiJ] 03HAK PacH, MOJITUYHUX, PEIITiHHUX Ta IHIIMX NEPEKOHAHb,
CTarTi, ETHIYHOT'O Ta COLIaJIbHOI'O MOXO/KEHHS, MAlHOBOT'O CTaHy, MICI[S PO’KUBAaHHS, MOBHUX a00
IHIIMX O3HAK.

5. octyn no iHpopmanii 3akiiaaiB 3a0e3MmeqyeThest MITIXOM:

1) cucreMaTHYHOrO Ta ONEPATUBHOTO ONPWIIOJAHEHHsS iH(opMamii: B oQimifiHUX IpyKOBaHHX
BUJAHHX; Ha o(iliifHuX BeO-caiiTax B Mepexi [HTepHeT; Ha iHPOpMAIITHIX CTeHIaX; Oyab-IKUM
IHIIIAM CTI0COO0M;

2) HajaHHs iH(OpMAIlii 3a 3anMTaMu Ha iHpOpMallito.

6. [ndopmartiero 3akmaay 3 oOMeKeHUM JocTyrioM €: 1) koHimeHmifHA iHpOpMalis; 2) TaeMHa
iHpopmarig; 3) ciry:x60Ba iHpopMalis.

7. OOMexeHHS I0CTYIy /10 iHpopMaIii 31HCHIOETHCS BUKIOYHO JJIS:

1) oxopoHH 3/I0pOB'Sl YUaCHHKIB OCBITHBOTO MPOIIECY, /UIS 3aXHUCTy iX pemyTallii abo IHIIMX TMpaB,
JUIs 3a1100iraHHs pO3TOJIONIEHHIO 1H(opMarlii, oaepkaHoi KOH(iAeHIIIHO;

2) HEpO3TOJIOMICHHS 1H(pOpMAIlil, sKa MOKe 3aBJaTH ICTOTHOI INKOIU IHTEpecaM Yy4aCHHKaM
OCBITHBOT'O TIPOIIECY.

8. [ndopmartiss 3 0OMEKEHHMM JOCTYIIOM Ma€ HAIaBAaTHUCA 3aKJIaJ0M, SKIIO BIiH IPaBOMIPHO
OTIPHJIIOIHMB ii paHire.

9. Indopmarrist 3 0OMEKEHUM JOCTYIIOM Ma€ HaJaBAaTHUCS 3aKJIAJIOM, SIKIIIO HEMAa€e 3aKOHHUX TTiJICTaB
U1 OOMEXKEHHSI y IOCTYI 10 Takoi iH(popMarlii, SiKi ICHyBaJIM paHille.



10. He moxke OyTtr 0OMex)eHO MoCTyI 10 iHGOpMaIlii PO PO3NOPSIHKEHHS OI0KETHUMH KOIITaMH,
BOJIOJIIHHS, KOPHCTYBAHHS YW PO3NOPSKEHHS JAePKaBHUM, KOMyHAIBHUM MailHOM, y TOMY YHCIIi
JI0 KOMIH BIAMOBIIHUX JOKYMEHTIB, YMOBH OTPHMaHHS LUX KOIITIB YM MaliHa, MPi3BHUIIA, IMEHA, 110
0aThKOBI1 (Pi3MUHUX 0ci0 Ta HAMEHYBaHHS IOPUINYHUX 0C10, K1 OTPUMAIH i KOIITH a00 MaifHO.

11. OOMexkeHHIO JOoCTyny mijuisirae iHdopmarilis, a HE JOKYMEHT. JSIKIIO JOKYMEHT MIiCTHUTh
iH(hopMarIio 3 00MEKEHUM JTOCTYIIOM, ISl O3HAHOMIICHHS HAJaeThesl 1HGOpMAIIis, TOCTYII 0 SKOi
HEOOMEKEHUH.

12. Kondinenmiitna indopmaris — inpopmartisa, moctynm g0 sAkoi oOMexeHo ¢i3zuuHOo0 abo
IOPUANYHOI0 0CO00F0, KPIM 3aKIaJliB, Ta sIKa MOXE MOIMIUPIOBATUCS Y BUSHAYCHOMY HUMU MOPSIIKY
3a IXHIM Oa)KaHHSM BiJNOBIAHO JI0 Mepe10aYeHINX HUMHA YMOB.

3akmanu, sKi BOJIOIIOTh KOH(DIAEHITIITHOW 1HPOpMAIIi€r0, MOXKYTh TOMIUPIOBATH 11 JIUIIE 32 3T0JI0F0
0ci0, sKi OOMEXWIM JOCTYyNn A0 iH(opMallii, a 3a BiACYTHOCTI TaKoi 3roJid — JIMIIIE B iHTEpecax
HaIlOHAIBHOT O€3MeKH, EKOHOMIYHOTO TI0OPOOYTY Ta MpaB JIOAUHHU.

13. Taemna iHdopmarlis — iHGOpMAaIIis, PO3TOJIOIMICHHS SKOI MOXE 3aBJaTH IIKOJIW OcCoO0i,
CYCHIIBCTBY 1 JepkaBi. TaeMHOIO BU3HAETHCS iH(OpPMAIis, KA MICTHTBH JIepKaBHY, MPOQeciiHy,
0aHKIBCbKY TAa€MHHIIIO, TAEMHHMIIIO JOCYJIOBOTO PO3CIIlyBaHHS Ta IHINY MepeadadeHy 3aKOHOM
TAEMHHLIIO.

14. JTo cay»x60B01 MOKe HallexaTH Taka iHpopmaris:

1) 1m0 MICTUTBCS B JOKYMEHTAX 3aKJaiB, SKi CTAHOBJISATH BHYTPIIIHIO CIIY>KOOBY KOPECIIOHIACHIIIIO,
JIOTIOBIIHI 3aIllMCKH, PEKOMEHJAIlii, SIKI0O BOHM IOB'SI3aHI 3 PO3POOKOI0 HAIpsAMY MisUIBHOCTI
3aKmany abo 3MiMCHEHHSM KOHTPOJBHUX, HAISIOBUX (YHKIIIH JepKaBHUMHU OpraHaMH, MPOIIECOM
MPUUHSTTA PILICHD 1 NEPEAYIOTh MMyOIIYHOMY OOTOBOPEHHIO Ta/a00 MPHUMHATTIO PIllICHb;

2) 310paHa B MpoIleCci ONEPAaTUBHO-PO3IIYKOBOI, KOHTPPO3BIAYBaIbHOI IISIBHOCTI, Y cdepl 000poHH
KpaiHH, SIKy HE BIJIHECEHO JI0 JIepKaBHOI TAEMHHUIII.

JlokyMeHTam, 110 MICTATh 1H(QOpMAIlIO, SIKa CTAHOBUThH CIYXOOBY 1H(OpMallito, TPUCBOIOETHCS
rpud «ais ciry’>k060BOro KOPUCTYBAHHS».

[lepenik BioMOCTEH, LIO0 CTaHOBIATH CIYKOOBY 1H(pOpMAIiO, SIKUH CKIAJAEThCS JEp>KaBHUMU
OpraHami, OpraHaMH MiCLIEBOTO CaMOBPSAYBaHHs, IHIIMMHU Cy0'€KTaMu BJIaJHUX HMOBHOBaXEHb, Y
TOMY YMCJIl HA BAKOHAHHS JIeJIETOBAaHUX TOBHOBAYXKEHb, HE MOKE OYTH OOMEXEHUM y TOCTYIII.

15. KoxxHu#t y4acHUK OCBITHBOTO IPOIIECY MA€E MPaBo:

1) 3HaTu y mepion 30upaHHs iH(MopMallii, ajge 0 MOYaTKy ii BUKOPHCTAHHS, SIKi BiIOMOCTI MPO
HBOTO Ta 3 SIKOIO METOI 30UparThesi, K, KUM 1 3 SKOIO METOI BOHHM BHKOPHCTOBYIOTHCS,
MepelaloThCs YU MOMIMPIOIOTHCS, KPIM BUIAKIB, BCTAHOBJIEHUX 3aKOHOM;

2) mocTymy 10 iHpopMalii Mpo HBOTO, sIKa 30UPAETHCS Ta 30€piraeThCs;

3) BUMaraTH BUIIpPaBJICHHS HETOYHOI, HEMOBHOI, 3actapinoi iHpopmallii mpo cebe, 3HHUIICHHS
iHbopManii npo cede, 30MpaHHs, BUKOPUCTAHHS UM 30€piraHHs sIKOi 31MCHIOETHCS 3 TOPYILICHHIM
BHUMOT 3aKOHY;,

4) Ha 03HAMOMIICHHS 3a PIIICHHSAM CyIy 3 1H(POPMAILI€0 MPO HIIUX 0CI0, KO 1€ HEOOXIAHO IS
peaizaiii Ta 3aXHCTy IIpaB Ta 3aKOHHHUX 1HTEPECIB;

5) Ha BIIIIKOAYBaHHS LIKOJM y pa3i po3KpUTTA iH(opMarii mpo 1o ocoly 3 MOpYIICHHSIM BUMOT,
BU3HAYCHUX 3aKOHOM.

16. OGc¢sr indopmariii mpo ocoly, MO 30HUpaeThes, 30epiracThCsi 1 BUKOPUCTOBYETHCS 3aKIIAZIOM,
Mae OyTH MaKCUMaJIbHO OOMEXEHUM 1 BUKOPUCTOBYBATHCS JIUIIIE 3 METOIO Ta y CIIOCIO, BUBHAUYCHUN
3aKOHOM.

17. 3akmanu, siKi BOJIOJIIOTH 1HPOPMAIIIE€IO TIPO YYACHUKIB OCBITHBOTO MPOIIECY, 3000B's13aHi:

1) HagaBatu iM Oe3MEPEIIKOIHO 1 OE3KOIMTOBHO 1H(POPMAIIi0, KA TX CTOCYEThCS, KPiM BHIAJIKIB,
nepeadavyeHuX 3aKOHOM;



2) BUKOPUCTOBYBATH 11 JIUILIE 3 METOIO T Y CIIOCIO, BU3HAYCHUH 3aKOHOM;
3) BKHMBATH 3aXO0/IiB II0J0 YHEMOXKIIUBJICHHS HECAHKIIIOHOBAHOTO JOCTYITY J0 Hel IHIIHX 0Ci0;

4) BUIPABISTH HETOUHY Ta 3acTapiity iH(opmarito mpo ocid caMoCTiiiHO ab0 Ha BUMOTY 0Ci0, SKHX
BOHA CTOCY€ETHCH.

18. 36epiranns iHdopmanii mpo 0co0y HE TMOBHHHO TPUBATH JOBIIE, HIX 1€ HEOOXITHO IS
JOCSITHEHHS METH, 3aJUTs1 sIKOT 1151 1H(dopMartis 30upanacs.

19. BiamoBa ocobi B jgoctymi a0 iHGopMmalii mpo Hei, NMPUXOBYBaHHS, HE3aKOHHE 30UpPaHHS,
BHKOPHUCTAHHS, 30€piraHHs 4y MOMMPEHHS iH(pOopMallii MOXKYTh OyTH OCKap>KeHi.

20. ITy6niuna indopmarist y ¢hopMi BIIKPUTHX JaHUX — Iie myOiiuHa iHbopmMmaris y gopmari, 1mo
N03BOJIsIE ii aBTOMAaTH30BaHE OOPOOJICHHS EJICKTPOHHUMH 3aco0aMu, BUIBHHMH Ta O€30TUIaTHHMA
JOCTYI JIO Hei, a TaKoX 1i MOJaNbIle BUKOPUCTAHHS. 3aKiiagu 3000B’s3aHI HA/laBaTH IMyOIiYHY
iHdopmartiro y popMi BIIKpUTHX JaHUX HA 3aIUT, ONMPUITIOJHIOBATH 1 PETYJISIPHO OHOBJIIOBATH 11 Ha
cBOiX BeO-caiiTax. [TyOmiuna iHGopMaris y ¢opmi BIAKPUTHX ITaHUX € JIO3BOJICHOK JUIsS i
MOJIAJIBIIIOTO BUIBHOTO BUKOPUCTAHHSI T TIOIIUPCHHS.

21. Byne-sika oco0a MOKe BUIBHO KOIIIOBATH, MyOJIIKYyBaTH, MOIIUPIOBATH, BUKOPHCTOBYBATH, Y
TOMY YHCJIi B KOMEPUIMHUX LUIAX, Y TOETHAHHI 3 1HIIOK 1H(OpMaIli€ro ado MIITXOM BKIIOUEHHS J10
CKJIQJy BJIACHOTO MPOAYKTY, MyOJNiuHy iH(popMamifo y GopMi BIZKPUTHX JaHUX 3 00OB’SI3KOBUM
MOCHUJIAHHSIM Ha JDKEpesIo OTpUMaHHs Takoi iH(opmaii.

22. Ily6miuHa iH(opmarisi, IO MICTUTh MEPCOHANBHI JaHi (PI3UIHOI 0COOU, ONPHITIOTHIOETHCS Ta
HaJa€ThCs Ha 3anmuT Y GopMi BIIKPUTHX JaHHUX y pa3l AOJEpKaHHS OJIHIET 3 TAKUX YMOB:

1) mepcoHanbHi JaHi 3HEOCOOJCHI Ta 3axWINEHI BiAMOBIIHO 0 3akoHy Ykpainu «[Ipo 3axmcr
MEPCOHATBHUX TAHUX);

2) pizuuni ocobu (cy0’eKTH HaHUX), MEPCOHANBHI JaHi SIKMX MICTAThCsS B iH(opmanii y dopmi
BIIKPUTUX JaHMX, HAJadM CBOK 3rOoAy Ha TMOUIMPEHHS TakKuX JaHUX BIJIMOBIIHO 0 3aKOHY
Ykpaiau «IIpo 3aXHUCT NepCOHAIBHUX JAHUX;

3) HaJaHHs YM ONIPUJIFOTHEHHS Takol iH(popMallii mepeadadyeHo 3aKOHOM;

4) oOMeKeHHST J0CTymy 10 Takoi iHdopmarii (BigHeceHHs T a0 iHdopMmarii 3 0OMeXeHUM
JOCTYIIOM) 3a00POHEHO 3aKOHOM.

23. TlocanoBi Ta Ciry»k00Bi 0COOM HE MLIATAIOTH IOPUIAMYHIN BiAMOBITAIBHOCTI, HE3BAKAIOYN HA
MOpYIIEHHs CBOiX OOOB'SI3KIB, 3a pO3roJolIeHHS iH(oOpMaIii Npo MPaBOMOpYyIIeHHS abo
B1JIOMOCTEH, 10 CTOCYIOTBHCSI CEPHO3HOI 3arpo3H 3I0pPOB'T0 UM Oe3melli TpoMaIsiH, JOBKULIIO, SIKIIO
ocoba mpu 1BOMY KepyBajacs AOOpUMM HaMmipaMd Ta Maja OOIPYHTOBAaHE MEpPEKOHAHHS, IO
iH(popMallig € JOCTOBIPHOIO, @ TAKOXK MICTUTH J0Ka3W MPaBONOPYIIEHHS ab0 CTOCYeThCS 1CTOTHOI
3arpo3u 3/10pOB't0 uu Oe3Meri rpoMaisiH, JOBKIJUIIO.

24. Cy0'extaMu BITHOCHH y cepi TOCTyIy 110 myOsrigHoi iHpopMariii €:

1) 3anuryBaui iH(opMmarlii — ¢pizuuHi, OpPUIMUHI 0COOM, O0'€qHAHHS TpPOMaasH 0Oe3 CcTarycy
IOPUANYHOI 0cO0U, KpiM Cy0'€KTIB BIIaJHUX TOBHOBAKEHb;

2) pO3MOPSAHUKY 1H(pOpMAITiT;

3) cTpyKTypHHU# Miapo3aia abo BiamoBigaibHa 0co0a 3 MUTaHb JAOCTYIY A0 MyOsidnoi iHdopMarrii
PO3MOPSTHUKIB iHpOpMaLii.

25. 3aximaau 3000B's13aHi:
1) onpumoHIoBaTH iHOpMarito, nependadeny crarreto 30 3akony Ykpainu «IIpo ocBity»;
2) CHCTEMAaTHYHO BECTH OOJIIK JOKYMEHTIB, 110 3HAXOIATHCS B IXHHOMY BOJIO/IIHHI;

3) BecTu 00JIIK 3aMUTIiB Ha iH(OpMAILito;
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4) BU3HAYATH CIICLIabHI MICI I pOOOTH 3alMTyBaviB 3 JOKYMEHTAMHU YU iX KOINSIMH, a TAKOXK
HaJlaBaTH MPABO 3alMTyBadyaM pOOUTH BUIUCKH 3 HUX, oTorpadyBaTH, KOMIOBATH, CKaHYBaTH iX,
3anmMcyBaTH Ha Oyab-sKi HOCIi iH(popMarii To1Io;

5) Matu croemiaabHi CTPYKTYypHI MiApo3aiad abo MpH3HAYaTH BIiAMOBIZaABHHX OCIO s
3a0e3neueHHs TOCTYIy 3aluTyBaviB 10 iH(opMalii Ta onpuiItoIHeHHS iH(popMalii;

6) HagaBaTH Ta ONPHIIIOJHIOBATH JOCTOBIpHY, TOYHY Ta IMOBHY iH(OpMAIlif0, a TaKoX y pasi
MOTpeON TEpeBIPSATH TPABUIBHICTE Ta OO0 €KTHBHICTh HaIaHOi iHQoOpMaIii 1 OHOBIIOBATU
OTIPUJIIOTHEHY 1H(OpMaILito.

3akmanu GopMyIOTh BIIKPUTI Ta 3arallbHOJOCTYITHI pecypcu 3 iH(GOpMAIII€I0 PO CBOIO AiSUTbHICTh
Ta ONPWIIOIHIOTL Taky iH(opMmamiro. Jloctyn mo Takoi iH(popMalii ocid 3 MOPYIICHHSM 30py
MoKe 3a0e3mevyBaTrics B pi3HUX (popMax Ta 3 ypaxXyBaHHAM MOMJIMBOCTEH 3aKjaly OCBITH.

26. 3akiaaM, IO MalOTh JIIIEH3iI0 Ha MPOBAHKCHHS OCBITHHOI JisSUIBHOCTI, 3000B’sI3aHi
3a0e3nedyyBaT Ha CBOiX BeO-caiitax (y pasi iX BIICYTHOCTI — Ha BeO-caiiTaXx CBOIX 3aCHOBHHKIB)
BIIKPUTHUH JTOCTYII 70 Takoi iHpopmarii Ta TOKyMEHTIB:

1) craryr 3aknany;

2) nitensii Ha MPOBaKEHHS OCBITHBOI MiSJIBHOCTI,

3) cTpyKTypa Ta OpraHy yIpaBIiHHS 3aKJIaay;

4) xaaApOBHiA CKJIaJl 3aK/Ia1y 3TiAHO 3 JIIEH3IHHIMHA YMOBAMU;

5) ocBiTHI mporpamu, IO PEaNi3ylOThCA y 3aKiajii, Ta IEPeiK OCBITHIX KOMIIOHEHTIB, IO
nepenoadeHi BiIMOBIAHOIO OCBITHBOKO MPOTPAMOI0;

6) TepuTOpist 0OCTYrOBYBaHHSI, 3aKpillJICHa 3a 3aKJIaI0OM HOTr0 3aCHOBHUKOM,;
7) nitieH3oBaHuit 00CAT Ta aKTHYHA KiTBKICTh 0Ci0, IKi HABYAOTHCS Y 3aKJIaIi;
8) MoBa (MOBH) OCBITHBOT'O TIPOILIECY;

9) HasBHICTH BaKAHTHHX TOCAJl, MOPSIOK i YMOBHU MPOBEICHHS KOHKYpCY Ha X 3amimieHHs (y pasi
Horo mpoBe/IeHH);

10) maTepianbHO-TeXHIYHE 3a0€3MeUCHHS 3aKIay (3riIHO 3 JIIEH3IHHUMHA YMOBaMH);

11) HasBHICTh TYPTOXKUTKIB Ta BUILHUX MICI[b Y HUX, PO3MIp IUIATH 33 POXKUBAHHS (32 HASIBHOCTI);
12) pe3ynbTaTi MOHITOPUHTY SIKOCTi OCBITH;

13) piuHuii 3BIT PO AiSIIBHICTH 3aKIANY;

14) npaBuia npuioOMy 10 3aKJIafYy;

15) yMOBH JIOCTYIMHOCTI 3aKJIaay U HaBYaHHS 0Ci0 3 0COOJMBUMH OCBITHIMU TTOTpeOamu;

16) po3mip u1aTH 3a HaBYaHHS 37100yBaviB OCBITH (32 HAsIBHOCTI);

17) mepenik 10JaTKOBUX OCBITHIX Ta iHIIMX MOCIYT, iX BapTiCTh, TOPSIOK HaJJaHHS Ta OILIATH;

18) npaBuiia moBeAiHKY 3100yBaya OCBITH Y 3aKJIaii;

19) nnan 3axo0/iB, CIPSIMOBAaHKUX HA 3aM00IraHHS Ta MPOTHIII0 OYTHTY (IIbKYBAHHIO) Y 3aKIa/i;

20) mopsI0K MOJaHHS Ta PO3IIIAAY (3 JOTPUMAHHSIM KOH(INESHIIHHOCTI) 3asIB PO BUITAKH OYIIHTY
(IIpKYBaHHS) Yy 3aKJIa/Ii;

21) mopsAMOK pearyBaHHsS Ha JOBEACHI BHMAAKW OymiHry (IbKyBaHHS) y 3aKiaai  Ta
BiJIMOBIAANILHICTE 0Ci0, MPUYETHUX 0 OYIiHTY (I[bKYBaHHS);

22) iurra indopmartisi, 110 ONPUIIOAHIOETHCS 3a PIICHHSIM 3aKiiaay abo Ha BUMOTY 3aKOHO/IaBCTBA.



3aknany, MO OTPUMYIOTH MYOJiYHI KOIITH, Ta X 3aCHOBHHMKHU 3000B’s3aHi OMPHIIIOIHIOBATH Ha
CBOIX BeO-caiiTax KOMmMTOpUC 1 (iHAHCOBUW 3BIT MPO HAAXOMKECHHS Ta BUKOPUCTAHHS BCIX
OTPUMAaHUX KOIITIB, iIHPOPMAIIIIO PO MEPETIK TOBAPiB, POOIT 1 MOCIYT, OTPUMAHKX K OyarojiiHa
JIONIOMOTa, 13 3a3HAYCHHSIM iX BapTOCTi, a TaKOX IMPO KOINTH, OTPHMAaHI 3 IHIIUX JDKEpeN, He
3a00pOHEHMX 3aKOHO/IaBCTBOM.

[Hpopmariss Ta TOKYMEHTH MPO HATXOKCHHS MyOIIYHHUX KOIITIB, SKIIO BOHHM HE BiTHECEHI N0
kareropii iHdopmarlii 3 OOMEXEHUM JOCTYIIOM, PO3MINIYIOTHCSA JUIsI BIAKPUTOTO JOCTYIy HE
M3HIIIE HIK Yepe3 ecsATh poOOUHX JIHIB 3 JHS iX 3aTBEPKCHHS Y BHECCHHSI 3MiH J0 HUX, SIKIIO
1HIIIE HE BU3HAYECHO 3aKOHOM.

[lepenik  momatkoBoi iHdopMallii, 0OOOB’S3KOBOi JJs ONPUIIOJHEHHS 3aKJIaJaMH, MOXKeE
BU3HAYATHUCS CIICIIAIbBHUMH 3aKOHAMH.

27. Inpopmarris, nependadeHa MyHKTOM 26, miajsrae 000B'I3KOBOMY OTNPUIIIOTHEHHIO Ha BeO-CalTi
3aKJIaly HEBITKIIAIHO, ajie HE IMi3HIIIe M'STH poOOYHX JHIB 3 JHS 3aTBEP/DKCHHS JOKyMeHTa. Taka
iH(hOpMallig ONPUITIOIHIOETHCS 13 3a3HAYSHHSM JIaTH ONPIIIIOIHEHHS JOKYMEHTA 1 JaTH

28. HeBiakimagHoMy ONPWITIOHCHHIO MMiJIsirae Oyab-ska iHpopMarllis npo ¢GakTH, 0 3arPOKYIOTh
KUTTIO, 3/I0POB'I0 Ta/abo MaitHy 0ci0, 1 IPO 3aX0/IH, SIKi 3aCTOCOBYIOTHCS Y 3B'SI3KY 3 IIUM.

29. KepiBHUK 3aKiaay BIAMOBiTae 3a 3a0€3MEUYCHHS MiSUTBHOCTI BIAMOBINAIBHOI OCOOM 3 NMUTaHb
JOCTYyIy 0 IyOniuHoi iHdopMaIii 3aKkiaay, BIAMNOBIAAIbHUX 3a ONpAILOBaHHS, CUCTEMaTH3aIlilo,
aHaIi3 Ta KOHTPOJIb IIOAO 3aJ0BOJICHHS 3alMTy Ha iH(GOpMaIlito, HaJlaHHS KOHCYJIbTAIIH ITiJT Jac
o OpMIICHHS 3aIUTY, & TAKOXK 33 ONPUIIOJHCHHS iH(popMalrii, mependadeHol M 3aKOHOM.

3anuT, 00 TMPOMIIOB PEECTPAllil0 B YCTAHOBIEHOMY 3aKJIaJoM THOPSAKY, OOpOOIsSETHCS
BiJIMOBIJAILHUMHU 0COO0AMH 3 MMUTaHb JOCTYITY JI0 MyOJIiuHOl iH(popMarrii.

30. [TapmamMeHTCBbKHIT KOHTPONb 3a JOTPUMAaHHSM I[paBa JIOJAMHM Ha J0CTyn A0 iHpopmarii
3IACHIOEThCS YTNoBHOBakeHMM BepxoBHoi Pamu VYkpainm 3 mnpaB JIOAMHHM, TUMYacOBUMU
cliguuMu KoMicisiMu BepxoBHoi Pagu Ykpainu, HapoJHUMHU JienyTataMu Y KpaiHH.

31. 'pomManchkuii KOHTpOJb 3a 3a0e3ledeHHsM 3akiaJaMHu JIOCTYIy A0 MyOmiuHOi iHdopmarii
3MIIACHIOETBCS JIeNyTaTaMU MICIIEBUX paji, TPOMaJCBKUMHU OpraHi3alisiMi, TPOMaJICKUMHU pajiaMH,
rpoMajisHaMi OCOOMCTO HUISXOM IPOBENEHHS BIANOBIAHUX T'POMAJICBKHUX CIIyXaHb, I'POMaJIChKOi
€KCIIEPTU3H TOLIO.

32. llep>kaBHUN KOHTPOJb 3a 3a0€3MEUSHHSM 3aKJIaJaMu JOCTYNy 10 iH(opMarii 37iiCHIOEThCS
BIJIMOBIHO JI0 3aKOHY.

33. Jlns 3abe3meueHHs 30epeeHHS Ta JOCTYIy JO TMyOmiuHoi iH(opMarii JTOKyMEHTH, IO
3HAXOMATHCA Y 3aKiajiaX, MiIsAraroTh 000B'I3KOBIH peecTpallii B cucTeMi 00Ky 3aKiany, B T. 4. y
HOMEHKJIaTypi.

34. 3anuT Ha iHOpMAIIIO — [1e TPOXaHHA 0COOU 0 3aKiaay HajaTh MyOmiuHy iH(pOpMaIlifo, 10
3HAaXOAMWTHCS y MOTO BOJIOMIHHI. 3amUTyBad Mae€ MpPaBO 3BEPHYTHCS 10 3aKjaay i3 3allMTOM Ha
iHbOpMallil0 HE3aJIeKHO BiJl TOT0, CTOCYEThCS 1151 iHpOpMallis HOro 0coOucTo M Hi, 6€3 MOSICHEHHS
MPUYMHA TIOJJAaHHS 3aITUTY.

35. 3anut Ha iHopMalito Moxe OyTH I1HAWBIAyalbHUM a00 KOJEKTUBHUM. 3alHUTH MOXKYTh
M0/IaBaTUCS B YCHIiM, MUCHbMOBIHM 4M 1HIIIN (opmi (momToro, gakcom, TenedhoHOM, eIEeKTPOHHOIO
MOIITOK0) Ha BUOip 3anuTyBaya. [IMChbMOBHI 3aIIUT MOJAETHCS Y AOBUIBbHIN (opMmi.

36. 3aruT Ha iH(pOpPMAIIIFO M€ MiCTUTH:

1) iM's (HafiMEHYBaHHS) 3alMTyBaya, MOIITOBY ajpecy abo ajpecy eJICKTPOHHOI MOIITH, a TaKOXK
HOMED 3ac00y 3B'SI3KY, AKIIO TaKHi €,

2) 3aranpHuil omuc iHMopMarllii abo BUA, Ha3BY, PEKBI3UTH YU 3MICT JOKYMEHTA, IIOJO0 SKOTO
3pO0JICHO 3aMHT, SIKIIO 3alMUTyBady 1€ BiJOMO;

3) migmnuc i Jaty 3a yMOBH ITO/IaHHS 33Ty B ITUCHMOBIH (hOPMi.



37.Y pasi Ko 3 MOBAXHUX NMpUYUH (1HBaTIIHICTh, OOMEXEHI (i3HMUHI MOMXIIMBOCTI TOIIO) 0co0a
HE MOJKE€ TOJaTH MUChMOBHH 3aIUT, HOr0 Mae O(OPMUTH BIAMOBIAAIbLHA 0c00a 3 MUTaHb JOCTYITY
1o mybnivHoi iH(popMalii, 000B'I3KOBO 3a3HAYMBIIY B 3alUTI CBOE iM's, KOHTAaKTHUN TenedoH, Ta
HaJIaTH KOIIIIO 3alUTy 0c00i, sika HOro mojana.

38. 3axyag Mae HaJaTH BIAMOBIAL HA 3alUT Ha iH(GOpMAIIiIO HE Mi3HIiIe N'STH poOOYNX JHIB 3 THS
OTPUMaHHS 3aIUTYy.

39. V pasi skmio 3anut Ha iHGOpMAIIiI0 CTOCYEThCS 1HGOpMAITii, HEOOX1THOT I 3aXUCTY KUTTS UU
cB00OIM 0COOM, OO0 CTAaHy JOBKLIIS, SIKOCTI XapyOBUX MPOIYKTIB 1 MpeaMeTiB Mo0yTy, aBapii,
karacTpo(, HeOE3NMEUHUX MPUPOJHUX SBHIN Ta IHIIUX HAI3BHYAWHUX MOMIN, IO cTamucs abo
MOXYThb CTaTHCh 1 3arpoKylOTh Oe3melll TpOMajisH, BIAMOBiAR Mae OyTH HajlaHa He Ti3Hime 48
TOJIWH 3 JIHA OTPUMAaHHA 3anuTy. KIomoTaHHS MpoO TEPMIHOBE OIPAIfOBAHHS 3alHUTy Mae OyTH
OOTpYHTOBAHUM.

40. VY pasi SKIIO 3alUT CTOCYEThCS HAJaHHS BEIIMKOTo 00csary iHdopmarii abo morpedye monryky
iH(hopMalii cepesr 3HAYHOT KITBKOCTI JaHUX, 3aKJIa]] MOKE MPOJIOBKHUTH CTPOK PO3TIISAY 3alUTY J0
20 pobGounx ITHIB 3 OOIPYHTYBaHHSIM TaKOTO IPOJOBXKEHHA. [Ipo MPOIOBKEHHS CTPOKY 3aKiaj
MOBIAOMJISIE 3alMTyBa4ya y MUCHMOBIN GopMi He Mi3HIIIEe M'STH poOOUYMX THIB 3 JAHS OTPUMAHHS
3aITnTY.

41. [ndopmartiss Ha 3amUT HAAAETHCS OE3KOIITOBHO. Y pa3i, SKIIO 3a/J0BOJICHHS 3alHUTy Ha
iH(popMalio mependayae BUTOTOBJIICHHS KOIKA JOKYMEHTIB oOcsroM Outbmn sik 10 CTOpPIHOK,
3anuTyBayd 3000B's13aHUN BIAIMIKOYyBaTH (DaKTUYHI BUTPATH HA KOMIIOBAHHS Ta JIPYK.

Po3mip hakTHUHUX BUTpAT BU3SHAYAETHCS BIAIIOBIIHAM 3aKJIaJIOM Ha KOIIIOBAHHS Ta IPYK y MEXKax
TPaHUYHUX  HOPM, BCTAHOBJEHHMX TMocTaHoBolo Kabimery MinicTpiB  YkpaiHu  Bin
13 mumas 2011 poky Ne 740 «IIpo 3aTBepmkeHHsS TPaHMYHUX HOPM BUTpPAT Ha KOIMiIOBaHHS abo
JIPYK TOKYMEHTIB, 110 HAJIAal0ThCA 3a 3alMTOM Ha iH(opMaIlito». Y pasi sKIIo 3aKiajl He BCTAHOBUB
PO3Mipy IJIaTH 3a KOMIIOBaHHS ab0 ApyK, iHPopMallisi HaTaeThCsi 0€3KOIITOBHO.

[Tpu HamauHi 0co6i iHGopMariii mpo cede Ta iHpopMmallii, 10 CTAHOBUTH CYCHUIbHUIN IHTEpEC, TIaTa
3a KOITIFOBaHHS Ta JPYK HE CTATYEThHCA.

42. 3a1<naz[ Mace 1paBo BiI[MOBI/ITI/I B 33.IIOBOJ'ICHHi 34IlUTY Y TaKUX BUIIAAKAX:

1) 3akman He BOJOAIE 1 He 3000B'S3aHMN BIAMOBIIHO 10 WOTr0 KOMIIETEHINI, mepeadadeHol
3aKOHOJABCTBOM, BOJIOAITH iH(OpMAIIi€t0, MO0 AKOi 3p0OIEHO 3aIUT;

2) iHopmallisi, O 3aMUTYETHCS, HAISKUTH JI0 KaTeropii iHpopMariii 3 00MeKEHUM JOCTYIIOM;

3) ocoba, sika mojana 3amUT Ha iH(OpMAaIilo, He oIaThia nependaveHi myHKToMm 41 ¢akTuyHi
BUTpPATH, MOB's13aH1 3 KOIIOBaHHIM a00 IPYKOM;

4) He TOTPUMaHO BHMOT JI0 3aIUTYy Ha iH(opMalito, nepeadadeHux myHKToM 36.

43. BigmoBigp 3akiagy mpo Te, mo iHpopMmaris Moxke OyTH ojep)kaHa 3amUTyBadeM i3
3arajibHOJJOCTYITHUX JIKepes, a0o BiANOBiAb HE MO CYTI 3alUTy BBAXKAEThCS HENPABOMIPHOIO
BIJIMOBOIO B Ha/IaHHI1 iH(MOpMaIIii.

44, 3aknaj, SKMA HE BOJIOJIE 3alMTYBAHO iH(OpMaITi€ro, alie SKOMY 3a CTaTycoM ab0 XapaKTepoM
JUSITEHOCTI BioMO a00 mMae OyTH BiJOMO, XTO HEIO BOJIOJI€E, 3000B'I3aHUN HAMPABUTH IIEH 3alUT
HaJISKHOMY PO3MOPSAIHUKY iH(opMallii 3 oJHOYACHUM IOBIIOMJICHHSM TIPO I 3amuTyBada. Y
TaKkoMy pa3i BUIIIK CTPOKY PO3TISAAY 3alMuTy Ha 1HGOPMAIlI0 MOYHMHAETHCS 3 JTHS OTPUMAHHSI
3aMUTY HATIE)KHUM PO3TOPSIAHIKOM.

45. Y BiZmMOBI B 33JJ0BOJICHHI 3aNTUTy Ha iH(QopMaIiiro Mmae OyTH 3a3HAYECHO:

1) mpi3Buiie, imM's, o 6aTbKOBI Ta MOCaay 0COOH, BiIMOBINATBHOT 3@ PO3TJISL 3aIUTY Y 3aKIa/I;
2) naty BiIMOBH;

3) MOTHBOBAaHY Mi/ICTaBY BiIMOBH;

4) opsIOK OCKAP KEHHS BiZIMOBH,



5) migmuc.
BiamoBa B 3a710B0JICHH] 3aNTUTY Ha 1HGOPMAIIiIO HATAETHCS B TUCHMOBIH (opMi.

46. BigcTpouka y 3a0BOJICHHI 3aMuTy Ha iH(OpPMAIi0 TOMYCKAEThCSA y pasi, SKIIO 3aMuTyBaHa
iHdopmarllis He Moke OyTH HajaHa Jyuisl O3HAHOMIICHHS B IepeadadeHi CTPOKU y pa3i HACTaHHS
oOctaBuH HernepeOopHOI cwin. PimeHHS Mpo BiACTPOYKY AOBOAMTHCS JO BiJioMa 3alldTyBada y
MUCHMOBIH (OpMi 3 pO3'SICHEHHSIM MOPSIKY OCKApKCHHS IPUHHATOTO PIllICHHSI.

47.Y pimeHHi nIpo BiICTPOUYKY B 3a/I0BOJICHHI 3alIUTY HA iH(pOpMaIlito Mae OyTH 3a3HaYEHO:
1) mpizBuiiie, im's, 10 6aTHKOBI Ta Mocay 0COOH, BiMOBIAaIBHOI 3@ PO3IJISLI 3aIIUTY Y 3aKIali;
2) naty HaJICWIaHHs a00 BPYYEHHsI OBIJOMJICHHS TIPO BiJICTPOUKY;

3) npuuKHY, y 3B'SI3KY 3 AKAMH 3aIIUT Ha iH(OPMAIIiI0 HE MOXe OYTH 3aI0BOJICHUI Y BCTAHOBJICHUI
CTPOK;

4) cTpOK, y SKHii Oy/ie 3aI0BOJICHO 3aIlNT;
5) migmnuc.

48. Pimnennst, nii un Oe3MisUIBHICTD 3aKJIaAiB MOXYTh OYTH OCKap>KeHI 1O 3aCHOBHHKA 3aKJIafy,
BUIIOTO OpraHy yIpaBJiHHS OCBITOIO 200 Cyay.

49. 3anuTyBayd Ma€ MPaBO OCKAPKHUTH:

1) BiIMOBY B 3a/10BOJICHHI 3aMUTy Ha iH()OpPMAILiIO;

2) BIACTPOUKY 3aI0BOJICHHSI 32Ty Ha iH(pOPMAILiIo;

3) HeHaaHHS BIMOBI/I HA 3aIUT Ha 1HPOPMAIIIIO;

4) HaJaHHS HEAOCTOBIPHOI 200 HEMOBHOT iH(OpMAITii;

5) HecBoeuacHe HaaHHS 1H(OpPMAILT;

6) HEeBUKOHAHHS 3aKJIa[aMU 00OB'I3Ky OIPUIIIOHIOBATH iH(POPMAIIiF0 Ha BIaCHOMY BeO-CaiiTi;

7) iHIn pimeHHs, Aii 9u OE3MisUTBHICTD 3aKJaiB, 10 MOPYIIMIA 3aKOHHI MpaBa Ta IHTEpEeCH
3aluTyBava.

50. OckapykeHHsT pillieHb, A 49U Oe3MisTIbHOCTI 3aKJIadiB JI0 CyAy 3MIMCHIOETHCS BiJIITOBIIHO
1o Kogekcy aaMiHICTpaTHBHOI'O CYIOUYMHCTBA YKpaiHHu.

51. BianoBianeHICTh 32 MOPYIIEHHS 3aKOHOJIABCTBA PO JIOCTYI A0 MyOaiyHOi iH(opmarlli HecyTh
0coOu, BUHHI Y BUMHEHH] TaKUX MOPYILEHb:

1) HeHaTaHHS BIAMOBII HA 3AITHT;

2) HeHaaHHs iHopMaIlii Ha 3aIuT;

3) Oe3miacTaBHA BiIMOBA Y 3aI0BOJICHHI 3aMUTy Ha iH(OpMAIIiio;

4) HeoNIpHUIIIOIHEHHS 1H(OpMaIIii;

5) HaganHs a00 ONMPHJIIOHEHHS HEJOCTOBIPHOI, HETOYHOI 00 HEMMOBHOI iH(OPMAITii;
6) HecBoeuacHe HalaHHS 1H(OpMAIT;

7) HeoOTpyHTOBaHE BifiHECEHHS iH(opMallii 10 iHpOpMAIIT 3 00OMEKEHUM TOCTYIIOM;
8) He3miliCHEeHHS peecTpallii JOKyMEHTIB;

9) HaBMHCHE MPUXOBYBAaHHS a00 3HUIIEHHS iHPOPMAITii YK JOKYMEHTIB.

52. Ocobwu, Ha TyMKY SIKUX iXHIi MpaBa Ta 3aKOHHI IHTEPECH MOPYIICHI 3aKJIaJaMu, MalOTh TIPaBO Ha
BiJIIIKOYBaHHS MaTepialbHOI Ta MOPAILHOI IIIKOJH B MOPSAAKY, BU3HAYEHOMY 3aKOHOM.


https://zakon.rada.gov.ua/laws/show/2747-15

Jonatok 2
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myskT 1.3 pozniny II)
HNEPBUHHO-OBJIKOBA TOKYMEHTALIA
OO0tk 0CO00BOTO CKIIATY
Haxka3 npo npuiimanus Ha po6oTy
AndagiTHa KapTKa
OcoboBa kapTka
Haka3 npo nepeBeieHHsI Ha 1HIITY poOOTY
Hakas npo HagaHHs BiAMYyCTKH
Crucok Ha HaJJlaHHS BIAIMYCTKU
Haxa3z npo npunuHeHHs TpYA0BOTO JOTOBOPY
Kawnra o0miky OJIaHKIB TPYIOBUX KHMKOK 1 BKJIAJIOK JIO0 HUX
KHnura 001Ky pyXy TpyAOBHUX KHHKOK 1 BKJIQJIOK 10 HUX
AKT Ha ciicaHHsI OJIaHKIB TPYAOBUX KHIKOK (1/a00 BKIIAJOK JI0 HUX)
OO61ik BUKOpUCTaHHS poO0OYOro vacy
TaGenb 001Ky BUKOPUCTaHHS poOOUYOTro Yacy 1 po3paxyHKy 3apoOiTHOI MaTu
Tabenb 001Ky BUKOPUCTaHHS pOOOUYOTro yacy
Crmcok oci0, sIK1 mpaloBail y HaJypOUHHM vac
JIuctok 001Ky MPOCTOIB
Po3paxyHKOBO-IUIaTI’KHA BIZOMICTb
PozpaxyHnkoBa BioMicTh
PozpaxyHok 3apo06iTHOI TU1aTH
IInati>xHa BigOMICTH
Oco0oBHil paxyHOK
HakonuuyBanbHa kapTka 00JI1KY 3apIuiaTH|
OO6miK OCHOBHHX 3ac001B
AKT npuiiMaHHS-TIepe1aBaHHs (BHYTPIIIHBOTO MEPEMIIIEHHS) OCHOBHUX 3aC001B
AKT npuiiMaHHA-3/JaBaHHS BIJJPEMOHTOBAHUX, PEKOHCTPYHOBAaHUX Ta MOJCPHI30BaHUX 00'€KTIB
AKT Ha CIIMCaHHSI OCHOBHHX 3aC001B
AKT Ha CIIMCaHHsI aBTOTPAaHCIOPTHUX 3aC001B
[aBeHTapHa KapTKa 00JIIKY OCHOBHHUX 3aC001B
Omnuc iHBEHTapHHUX KapTOK 3 00JIIKY OCHOBHHUX 3aC001B
Kaptka 061iKy pyXy OCHOBHHX 3ac00iB

[HBeHTapHUI CIIMCOK OCHOBHHX 3ac00iB (32 MiCIIEM 1X 3HaXO/KEHHS, eKCILTyaTallii)



Po3paxyHOK aMOpTH3a1lii 3 aBTOTPAHCTIOPTY
AKT npuiiMaHHsI-TIepeJaBaHHsI OCHOBHHX 3ac00iB

[HBeHTapHa KapTKa 00J1IKy OCHOBHHUX 3aC001B y OIO/PKETHUX YCTaHOBAX

[HBeHTapHa KapTKa IpynoBOT0 00J1iKy OCHOBHUX 3aC00IB y OFOJDKETHHUX YCTaHOBAX

Ornrc iHBEHTapHHUX KapTOK 3 O0JIIKY OCHOBHHX 3aC001B
[HBeHTapHUI CIMCOK OCHOBHUX 3aCc001B

BigomicTs HapaxyBaHHS 3HOCY Ha OCHOBHI 3ac00u
JlopydeHHs

XKypnan peecrpauii JopydyeHb

[TpubytkoBuii opaep

AKT mpo nipuiiMaHHs MaTepiaiiB

JlimiTHO-3a0ipHa KapTa

AKT-BUMOTra Ha 3MiHY (JOJaTKOBHUH BIIITYCK) MaTepiaiB
Haxnagna-BuMora Ha BiZIycK (BHYTPIIIHE TIEpEMIIIEHHS ) MaTepialliB
Kaprtka cknaacbkoro o6miky marepianis

Peectp npuiiMaHHsA-31aBaHHS TOKYMEHTIB

BinomicTh 001iKy 3aTHIIKIB MaTepiaiB Ha CKIaIl

AKT npuiiMaHHs yCTaTKyBaHHS

AXT npuiiMaHHS-TIepeIaBaHHs YCTaTKyBaHHS O MOHTaXY
MartepianbHuil sIpauK

AKT 1po BUSBIIEH1 JePEKTH

MarepianbHuii 3BIT

InBeHTapu3oBanumii onuc

AKT Mpo BUTpaTH JaBaJbHUIIBKUX MaTepiajiB

Kaptka o0iky ycTaTkyBaHHS JTIsl BCTAHOBJICHHS

AKT Ha criicaHHs OJIaHKIB TIOPY4YCHB

OO0k MaNOLIHHUX Ta IIBUIKO3HOIIYBAHUX MTPEIMETIB

BinomicTs Ha OMOBHEHHS (BUIIyYeHHS) MOCTIMHOTO 3amacy iHCTPYMEHTIB (IIPUCTPOiB)

Kaptka 0071iKy MaJIOI[IHHUX Ta IIBUKO3HOIIYBaHUX MPEIMETIB
3aMOBJIEHHS HA PEMOHT 1HCTPYMEHTIB (IIPUCTPOIB)

AKT BUOYTTS MaJIOIIHHUX Ta HIBUAKO3HOLITYBAHUX MPEIMETIB

AKT Ha cICaHHS IHCTPYMEHTIB (IPUCTPOIB) Ta OOMIH iX Ha IPHUIATHI
AKT Ha CIIMCaHHS MAJIOIIHHUX Ta MIBUAKO3HOIIYBAaHUX MPEIMETIB
OO6mik y KaniTaTbHOMY OYIBHUIITBI

AKT npuiiMaHHs BUKOHAHUX MiPATHUX pOOIT



JloBijIKa Mo BapTiCTh BUKOHAHUX MIAPATHUX POOIT 1 BUTpAT
JloBijKa PO BapTiCTh BUKOHAHUX MPOEKTHO-BUIITYKYBAJIBHUX POOIT
OO0k aBTOMOOUIBHOTO TPAHCIIOPTY

ToBapHO-TpaHCIIOPTHA HaKJIaHA

TanoH 3aMOBHHKa

JloBizika Mpo BUKOHAaHI POOOTH (TIOCITYTH)

OO0k KacoBHX omepariiit

[TpuGyTKOBHIi KacOBHIA opep

BunatkoBuii kacoBuii opaep

XKypnan peectpauii npuOYTKOBHUX 1 BUIATKOBUX KaCOBUX
XKypnan peectpauii npuOYTKOBHUX 1 BUIATKOBUX KaCOBUX
KacoBa knura

Knura 001Ky NpuAHATHX 1 BUIAHUX KaCHPOM TPOLIEH
ToBapHO-KacoBa KHUTA

Ocob6oBa MeTMYHA KHIKKA 3/0POB'S



Honatox 3

1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 1.5 posnimy II)

BUMOI'N

10 0(p)OpMIIEHHS PEKBI3UTIB OpPraHi3amiiHO-PoO3NOPATUOL JOKYMEHTALIL

HasBa Bumorn
Cknan 01 - 300paxxenns [epxaBuoro I'epba Ykpainu
€KBI3UTIB N
P . 02 - 300pakeHHs1 eMOJIeMH OpraHi3ariii
JIOKYMEHTIB

03 - 300pakeHHsT HAaropoa

04 - xox opranizaii

05 - xox popmMu TOKyMEHTA

06 - Ha3Ba oprasi3ailii BUIIIOTO PiBHS

07 - na3Ba oprani3arii

08 - Ha3Ba CTPYKTYPHOTO MiAPO3/ILTY OpTaHi3arii
09 - moBiAKOBI aHi PO OpPraHi3aIlio

10 - Ha3Ba BUIY JOKYMEHTA

11 - nara qoxkyMeHTa

12 - peecTpaniifHuii iHAEKC JOKYMEHTa

13 - mocunaHHA Ha peecTpalifHUI 1HIEKC 1 JaTy AOKYMEHTa, Ha SIKUIl JaloTh
BIJIIIOBIIE

14 - micue cknageHHs abo BUAAHHS TOKYMEHTa
15 - rpu¢ oOMexxeHHs 10CTyIy 10 JOKYMEHTa
16 - agpecat

17 - rpud 3aTBEepAKEHHS JOKYMEHTa

18 - pe3ommoris

19 - 3aroJI0BOK JI0 TEKCTY JIOKYMEHTA

20 - BiAMITKA IIPO KOHTPOJIb

21 - TekcT JOKyMEHTa

22 - BiIMITKa MPO HASBHICTh JOJATKIB

23 - miamnuc

24 - Tpu( MOTOHKEHHS JOKYMEHTA

25 - Bi3M JIOKyMEHTa

26 - BIZOWTOK MeYaTKu

27 - BiIMITKA PO 3aCBIMYEHHS KOMIl




28 - mpi3BHIle BUKOHABIS 1 HOMEp Horo Tenedony

29 - BiAMITKa ITPO BUKOHAHHS JOKYMEHTA 1 HalpaBJIeHHs] WOTO 710 CIpaBU
30 - BigMiTKa MpO HASBHICTH JOKYMEHTA B €JIEKTPOHHIN (popmi

31 - BigMiTKa MpO HAAXOMKEHHS JTOKYMEHTA JI0 OpraHi3altii

32 - 3amuc npo epKaBHY peeCTpalito

300pakeHHS
[ep:xxaBHOro
I'epba Ykpainu

3o6paxkenns [epkaBHoro ['epba YkpaiHu po3MillyroTh Ha OJIaHKaxX JOKYMCHTIB
BianoBinHo 1o [TocranoBu BPY "Ilpo JlepxaBuuii rep6d Ykpainu" (2137-12):

Ha OJaHKaX i3 KYmMoeow po3mauio8aHicmio PeKBI3UTIB — HA BEPXHbOMY Oepesi
OJlaHKa HaJ| CEPEIMHOIO PSJIKIB 3 HA3BOIO OpraHi3allii;

Ha OJIaHKaX 13 10300824CHbOI0 POZMAUOBAHICMIO — Y TIGHTP1 BEPXHBOTO Oepera.

Po3mip 300paxkenHs: BucoTa - 17 mm, mupuHa - 12 MM

Kon opranizamii

[TpocraBmsirots 3a €JIPTIOY micis pekBi3uTy MOBIIKOBI JaHI PO OpraHi3alliro
(09)

Ha3sa
oprasxi3arii
BHILIOTO PiBHSA

3a3Haval0Th ~ CKOPOYEHO, 3a  BiACYTHOCTI  oQimliiiHO

CKOPOYEHHS — TIOBHICTIO

3apCeCTpOBAHOIO

Hasga 3aknany
OCBITH

Ha3Ba 3akiagy OCBITH —aBTOpa JIOKyMEHTa TIOBHHHA BiJIOBiJaTH Ha3Bli,
3a3HauYeHii y HOro ycraHoBUMX AOKyMeHTaX. CKOpOUYeHY Ha3BY 3a3HAYalOTh TO/II,
Ko i1 odiniiiHo 3adikcoBaHo y cTaTyTi (1MonoxeHHi). CKopoueHy Ha3By MOAIOTh
y nykkax (abo 0e3 HUX) HUXKYE [TOBHOI, OKPEMHUM PSAKOM Y LIEHTP1

Hassa
CTPYKTYPHOTO
H1APO3 LTy
3aKJIay OCBITH

Ha3By oimii, cTpyKTypHOTO MiApO3AUTY 3aKjiaay 3a3HA4arOTh TOMAl, KOJM BOHHU
aBTOPH JJOKYMEHTA, 1 PO3MILIYIOTh HIKYE pekBizuTy 07

JloBinkoB1 1aHi

JIOBiIKOBI J1aH1 PO 3aKjaj]l MICTATS:

npo 3aKmaj
OCBITH * [TOIITOBY a/pecy, : .

e HOMepH TenedoHiB, (pakciB, TENEKCIB;

e paxyHKIB Yy OaHKY;

e ajpecy eNeKTPOHHOI NOITH, B€O-CalTy TOIIO).

IX po3MiILyIOTh HMXU€E HAa3BU 3aKJIady OCBiTH 2060 CTPYKTYPHOTO HifpO3iny

Ha3sa Buny Mae BianmoBizaTH mnepeniky (opm, sKi BUKOPHUCTOBYIOTh y 3aknani. Ilepemik
JIOKyMEHTA MICTUTh Ha3BH yHi(ikoBaHuX Gopm gokymeHTIB 3rimHo 3 JIK 010 Ta Ha3BUM iHIINX

JIOKYMEHTIB, WO BIAMOBIAAIOTh OpPTaHI3aI[IfHO-TIPABOBOMY CTaTyCy 3aKjianuy.
3a3Ha4aloTh BENTUKUMU JTiTepamMu. Y JIHCTI Ha3By BUIY JOKYMEHTA HE 3a3HAYAIOTh

[lara noxymeHra

Ile nata migmucaHHs, 3aTBEPXKEHHS, TPUHHATTA a00 peecTpalii JTOKyMEHTa, SKY
obopmioroTh 1M(PpoBUM criocoboM. EneMeHTH natu HaBOIATH apaOCHKUMH
¢ paMu B OMH PAJOK Y MOCIIAOBHOCTI: YHCIIO, MICALlb, PIK.

04.01.2019
Haty mo3BoseHo 0(hOpMITIOBATH Y TIOCIIIOBHOCTI: PiK, MicsIllb, yucio. [Ipukmazg

2019.01.04

Y HOpMAaTHBHO-TIPAaBOBUX akTaX 1 (hIHAHCOBUX JIOKYMEHTax 3acTOCOBYIOTH
cJI0BeCHO-IM(poBHUii cr1ociO opopMITIOBaHHS JaTH, HAIPUKIA;



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

04 ciuna 2019 poxy.
C1n0BO «pik» MOXHA BXXMUBATH y CKOPOUEHOMY BapiaHTi:
04 ciuns 2019 p.

JaTy mianucaHHsS TPOCTaBISAIOTH Yy JIIBIM BEPXHIM YaCTHHI JOKYMEHTAa TOpAI 13
peecTpaliiHiM 1HAEKCOM Ha CHEIiaJbHO BiJBEIEHOMY Miclli Ha OmaHKy. SIKIIO
JNOKYMEHT CKJIaJIeHHI He Ha OJaHKy, MOTO JaTy MPOCTaBJSIFOTh HUXKYE ITiIITUCY
JTiBOPYY.

Jlata crminpHOTO AOKYMEHTa JBOX a00 OUIBIIOI KUIBKOCTI OpraHizaiii — €JuHa i
BIJINOB1J1a€ AaTi Mi3HIMIOTO MiAMUCY

Peecrpariiinnii
1HIEKC
JIOKYMEHTa

CkiamaloTh 3 ¥WOro MOPSIKOBOIO HOMEpa, SKH MOXHA JOINOBHIOBATH 3a
pIIIICHHSAM 3aKJIaJly 1HJIEKCOM CIIpaBHM 3a HOMCHKJIATYpOIO CIpaB, iH(opMalliero
PO KOPECIOHIECHTa, BUKOHABI[SI TOMO. Miclie pO3TalllOBAHOCTI 1bOTO PEKBI3UTY
3aJISKUTH Bij OJlaHKA Ta BUAY TOKYMEHTA.

SIKIIO JOKYMEHT MIAroTyBaldM ABI YW OUIBINE OpraHizaimii, TO peecTpamiiiHui
IHJIEKC CKJIQJal0Th 13 PEECTPALMHUX 1HACKCIB KOXKHOI 3 IMX OpraHizarii, sKi
MPOCTABIISIIOTh Yepe3 MOXHIY PUCKY 3TiTHO 3 MOCHIAOBHICTIO MiJMHUCIB aBTOPIB
JIOKYMEHTA.

Jlist BXiTHUX JOKYMEHTIB PEECTpAIliiHUIN 1HIACKC CKJIAJA€THCS 3 TOPSIKOBOTO
HOMEpa Ta 1HJAEKCY chpaBu, Hanpukian 89/02-04, ne 89 - mopsakoBwid HOMED
JOKYMEHTa y Mexax poky, 02-04 - inaexc crnpaBu 3a HOMEHKJIATYpOIO CIIPaB.

VY BUXIZHOTO Ta BHYTPILUIHHOIO (32 BMHSTKOM HakKa3iB, IPOTOKOJIIB) JAOKyMEHTa
peecTpaliiiHiii 1HAEKC CKIaJaeThes 13 1HJIEKCY CIPaBU 3a HOMEHKJIATYpOIO CIIpaB
Ta MOpPSAKOBOTO HOMepa, Hampukiax 02-04/176, ne 02-04 - iHmekc cmpaBu 3a
HOMEHKJIATypOIO CIpas, 176 - mOpsAKOBUII HOMEP TOKYMEHTA Y MEKaX POKY

ITocunanus Ha
peecTpatiinui
1HJeKC 1 1aTy
JIOKYMEHTa

MicTuTh peecTpamifiHuii i1HIEKC 1 JaTy TOro JOKYMEHTa, Ha SKHUH [aloThb
BiMOB1Ib. Llelf pEeKBI3UT pO3TANIOBYIOTH HUX4YE a00 Ha PIBHI PEECTPALITHOTO
1H/IEKCY Ha CrelialbHO BiIBEICHOMY MICIIi Ha OJIaHKY

Micue
CKnazeHHs abo
BUIAHHS
JOKyMEHTa

Micue cknazeHHsi a00 BUJIaHHS JOKYMEHTA 3a3HA4Yal0Th HA BCIX JOKYMEHTaX KpiM
JUCTIB, Y SKHUX Ii BIJIOMOCTI BH3HAYalOTh 13 PEKBI3UTY «/loBiAKOBI maHi mpo
oprasizaniioo», 1 po3MIIIyl0Th Ha piBHI abo Hikue pekBizutiB 11, 12 —«JlaTta
TOKyMeHTay», «PeecTpalliiHuil 1HAEKC TOKyMEHTa». PEKBI3UT HE 3a3HAYaroTh,
SKIIO BIJIOMOCTI Mpo reorpadivyHe MiCIIe3HaAXOKEHHS BXO/IATh 10 HA3BU 3aKJIaTy
OCBITH

Anpecat

AnpecataMu JTOKyMEHTa MOXYTh OyTH OpraHizailii, iXHi CTpYKTypHI MiJpO3JLIH,
MOCa 0Bl 0COOM Ta TpOMaJsiHU. Y pasi apecyBaHHS JOKYMEHTa opraHizarii abo ii
CTPYKTYpHOMY MiApPO3JUIOBI 0€3 3a3Ha4yeHHs I0CaJioBOi OcoOM IXHI Ha3BH
NOJAI0Th Y HA3UBHOMY BiJMIHKY.

Llenapmamenm oceimu i HayKu
Kuiscoroi obracnoi oepoicagnoi aominicmpayii

V pasi agpecyBaHHS JOKYMEHTa KEPIBHMKOBI yCTaHOBH ab0 HOTO 3aCTyMHHUKOBI
Ha3Ba YCTAHOBU BXOIAUTH A0 CKJIAAy HA3BU IOCAAN aapccaTta.

Hupexmopy [lenapmamenmy oceimu i HayKku

Kuiscoroi obaacnoi depoicasnoi aominicmpayii




Lpizeuwe, iniyian(u)

SKI10 TOKYMEHT HAJCHIIAIOTh MOCAA0BIA 0c00i, Ha3By yCTAaHOBHU 3a3HAYAIOTH Y
Ha3MBHOMY BiJIMIHKY, a ITOCaJy 1 MPi3BHUIIE aApecaTa - y 1aBaIbHOMY.

Jlenapmamenm ocgimu i HayKu

Kuiscoroi obracnoi oepoicagnoi aominicmpayii
Bioodin dowkinenol, 3a2anvhoi cepednboi

ma no3auwKiabHol oceimu

Hauanvnuxy 6iooiny

Ipizeuwe, iniyian(u)

SO0 JOKYMEHT aApecyloTh OararbOM OJHOPITHUM OpTaHi3amisM, agpecara
3a3HAYaAl0Th y3arajJbHEHO.

Kepisnuxam 3axnadie 3aeanvhoi cepedHvoi ocsimu

JIOKyMEHT HE TOBHHEH MICTUTH OuIbIle YOTHPHOX aapecaTiB. CIOBO «KOMIis»
mepe 3a3HauCHHSM ajpecaTa HE CTaBJIATh. 3a HAIBHOCTI OUIBIIOI KUIBKOCTI
aJipecatriB CKJIAQAIOTh CIIMCOK Uil PO3CWIAHHS, a HA KOXHOMY JOKYMEHTI
3a3HAYAIOTH TUTBKU OJIHOTO aJipecara.

o pexBi3uTy «Anpecar» BXoauTh mHomToBa amapeca. [lopsmok 1 ¢opma 3amucy
BIIOMOCTEH MpPO TIOMTOBY aJpecy YCTAaHOBH MaioTh BiAmoBimatu IIpaBuiam
HaJaHH$ [OCIYT MOLITOBOTO 3B'SI3KY.

Jlenapmamenm oceimu i HayKu

Kuiscoroi obracnoi depoicagnoi aominicmpayii
eyn. Xpewamux, 6,

m. Kuis, 01001

SO0 MOKyMEHT HajAcuialoTh (i3uuHii 0co0i, TO y HA3UBHOMY BIIMIHKY
3a3HAYaI0Th MPI3BUILE, iM'S, TO 6aThKOBI (a0 iHiIianu) agpecaTta, BYIUIIO, HOMEP
OyIMHKY 1 KBAPTHPU, HACETICHUHN MTYHKT, paiiloH, 00J1aCTh, OMITOBUN 1H/IEKC.

leanuenxo Ilempo Cemenosuu
syn. Cadosa, 6y0. 7, k6. 24,
M. Y3un,

binoyepxkiscokuti p-n, 09161

I'pud
SaTBep,Z[)KeHHSI
JOKYMEHTa

3aTBepKEHHS YIPABIIHCHKUX JOKYMEHTIB 31HCHIOETHCSI OCOOUCTO KEPIBHUKOM
3aKJIaay BIJMOBIIHO J0 HOro MOBHOB&KEHb a00 PO3MOPSTYUM JIOKYMEHTOM
3aKJIay 13 3a3Hau€HHSAM Ha JOKYMEHTI rpuda 3aTBep/UKeHHS, O(OPMIIEHOIO
BiJIOBITHUM YHMHOM.

3ATBEPIDKYIO

Hupexmop Tonmascovkoco npogecitinozo niyero mpancnopmy
Hionuc Iniyian(u), npizeuue

07.03.2018

Y pa3i 3aTBepIKEHHS JOKYMEHTa pIIICHHSIM KOJETiallbkHOTO Oprany rpud
3aTBepKeHHA ckiamaeThbes 31 coBa SATBEPJIDKEHO (6e3 namnok), Ha3Bu, 1aTH 1




HOMEpa JOKYMEHTa Y HA3UBHOMY BiJIMiHKY.

3ATBEPIDKEHO
Ilpomoxkon 3acioanmns nedazo2iunoi paou

Tonmascvkoeo npoghecitinozo niyero mpancnopmy
06.05.2018 N 40

3aroJjI0BOK 110

Mae MicTUTH KOPOTKUH BUKJIA/ 3MICTY TOKYMEHTA 1 0yTH MaKCUMaIbHO CTHUCIIHM.

TEKCTY . )
3aro0BOK BIJIOBIJAE HA 3aMIUTAHHS MPO 11107, KOTO?

JIOKYMEHTa
[Tig gac bopmynrOBaHHS 3arojioBKa MOKHa BHKOPHUCTOBYBATH CKOPOYCHHS CIIIB 1
CJIOBOCIIOJTyY€Hb BiMOBIAHO A0 mpaBwi opdorpadii Ta MyHKTyaI[iHHUX HOPM
YKpaiHChKOT MOBH, BUMOT CTaHJapTiB.
Kpanky B KiHII 3arojioBka He CTaBJATh. SIKIIO 3arosioBok mepesuinye 150
JIPYKOBaHUX 3HAKIB (5 psAOKiB), MOro J03BOJEHO MPOJOBXKUTH JI0 MEXi MPaBOTO
Oepera.
be3 3aroioBka MOXKHa CKJIaJaTH KOPOTKI JOKYMEHTH Ha OiaHkax ¢opmary AS,
30KpeMa CyMpOBiIHI JHCTH, TeJIETrpaMu, Teie(OHOrpaMH

Teker Mictuts iHpopMaito, 3apaau GpikCyBaHHS SKOi OyJIO CTBOPEHO JOKYMEHT.

JIOKYMEHTa

Opranizamii 3IiHCHIOIOTH JTIJTOBOACTBO, BEAYTh JOKYMEHTAIl0 1 JIMCTyBaHHS
YKpaiHChKOI0 MOBOI. TeKCT JOKyMEHTa TOBHHEH OYTH BHUKJIAQICHHUH CTHCIIO,
IpaMOTHO, 3p03yMisIo, O3 TOBTOPIB Ta BKUBAHHS CIIIB 1 3BOPOTIB, SIKi HE HECYTh
CMHCJIOBOTO HABaHTA)KCHHSI.

TexcT 0hOpMITIOIOTE Yy BUIJISAAI CYIIJIBHOTO CKJIAAHOTO TEKCTY, aHKETH, TaOJIHII
a00 noenHaHHA IUX (GopM. SIKIIO YACTMHM TEKCTY MalOTh Pi3HI CMHUCIIOBI aCTIEKTH
ab0 TeKCT MOKyMEHTa MICTUTh JIeKUIbKa pIllleHb, BUCHOBKIB TOIO, HOro Tpeba
po30MTH Ha PO3IUIM, MIIPO3JALIH, IYHKTH, MIANYHKTH, SKI HYMEpYIOTb
apabCcbKUMHU UG PaMu 1 IPYKYIOTh 3 ab3aity.

Jlist 4iTKOT OpraHi3aiiii TeKCT MOAUIAIOTH Ha Bl CMUCJIOB1 YaCTHHMU:
e omuc mpuuuH, GakKTiB, MO, IO CTalMd MiJCTaBOK IS CKJIaJaHHS
JOKYMEHTA;

e  BHCHOBKH, IPOMO3HULi, MPOXaHHSA, PO3NOPSIKEHHS, PILICHHS, peKOMEHIallii.
VY TekcTi JOKYMEeHTa, MiArOTOBJIEHOTO BIAMOBIIHO /10 JOKYMEHTIB 1HIIMX YCTaHOB
abo paHille BUAAHUX JIOKYMEHTIB, 1X PpEKBI3UTH 3a3HayalOThb Yy TaKii
MOCJIIIOBHOCTI: Ha3Ba BHUJAY JOKyMEHTa, Ha3Ba YCTAaHOBU (aBTOpa JOKYMEHTA),
JlaTa, peecTpaliiHui iHIEKC, 3arojIOBOK J0 TEKCTY

Binmitka mpo
HasIBHICTH
IOTaTKIB

Po3MimyroTh mif TEKCTOM JOKyMeHTa. J[oJaTKu 10 JOKYMEHTIB MOXYTb OyTH
TPHOX BHUJIB:

e JIOJATKU-JOKYMEHTH (IHCTPYKIii, MpaBmiia TOILIO), IO 3aTBEPIKYIOTHCS 200
BBOJIATHCS B JIIF0 PO3MOPSAYNME TOKyMEHTaMU. Ha HUX MOXYTh TPOCTaBIISTH
rpu¢ 3aTBEpHKEHHS;

e gomatku (Tpadiku, cXemMHu, TaOJMIl, CIHUCKH TOIIO), IO TMOSCHIOKTH abo
JIOTIOBHIOIOTH 3MICT OCHOBHOI'O JIOKyMEHTa (Hakasy, IJIaHy, 3BITYy, IHCTPYKLIi
ToIO). IX 0(OPMITIOIOTE HA CTAHAAPTHHX apKymax. Y BEPXHbOMY HPaBOMY
KyTi TEpHIOro apKylla 3a3HadaioTh cloBo «Jlomarok». Skimo nonartkis
KUIbKa, HA HUX 3a3HA4YalOTh MOPSIKOBI HOMepH. 3HaK Ne mepen 1udpoBUM
MO3HAYCHHSAM HE CTaBIISATH;

e JIOJATKM, IO € CAaMOCTIHHMMHM JOKyMEHTaMH Oe3 3a3HadyeHHs aJpecHOi
YAaCTHHHM 1 HAJICUJIAIOTHCS 13 CYIPOBIIHUM JIUCTOM;

[Ipo HasiBHICTH MOAATKIB O JOKYMEHTa 3a3HA4YalOTh ITCJIS TEKCTY JIOKYMEHTa
nepea mianucoM. SIKIo JTOKYMEHT Ma€ JIOJATKH, MOBHY Ha3BY SKHX HABOISTH Y




TEKCTI1, BIIMITKY PO HASIBHICTH JI0/1aTKIB O(OPMITIOIOTh TaK:
Looamox: na 7 apx. y 2 npum.

SIKIIO TOKYMEHT Ma€ JOJaTKH, HOBHY Ha3BY SIKMX y TEKCTI HE HaBOIATb, LI HA3BH
HEOOXIJTHO MOJATH MICIs TEKCTY i3 3a3HAYEHHSAM KUIBKOCTI apKyILIiB y KOKHOMY
JIOJIaTKy Ta KUIBKOCTI X MPUMIPHHUKIB.

Jlooamxu:

1. Jlogioka npo euxkonaums niany pemoumuux pooim 3a I keapman 2000
p- Ha 5 apk. 6 1 npum.
2. I'pagix pemonumuux pooim na Il keapman 2000 p. na 2 apk. 6 1 npum.
S0 10 MOKyMEHTa OMal0Th IHIIUH AOKYMEHT 3 JOJaTKaMH, BIIMITKY IpO
HasBHICTh J0JIaTKIB O(OPMITIOIOTH TaK:

Jlooamox.: Bucnosox cayacou oxoponu npayi 6io 14.09.2018 Ne 8 i dooamok 0o
Hb020, 8Cb020 HA 25 apk. y 2 npum.

3a BeIMKOi KUIBKOCTI JTOJATKIB HAa HMX CKJIaJal0Th OIHUC, a B CAMOMY JIOKYMEHTI1
ICJIsl TEKCTY 3a3HAYAIOTh!

Jlooamox: 6ionogiono 0o onucy na 3 apx.

SIKIIO OAATOK HAJACWIIAIOTH HE 3a BCiMa 3a3HAUYEHMMHU B JIOKYMEHTI aJpecamu,
BIZIMITKY PO HasIBHICTh JOKYMEHTa 0(pOPMITIOIOTh TaK:

Jlooamox: na 5 apx. y 2 npum., Ha neputy aopecy

ITiamuc

CknagaeTbest 3 Ha3BU IMOCATU OCOOM, fKa MIANUCYE JOKYMEHT (TIOBHOI, SIKIIO
JOKYMEHT HaJpyKOBaHO He Ha OJaHKy, CKOPOYEHOI —Ha JOKYMEHTI,
HaJJpyKOBaHOMY Ha OJIaHKY), 0COOMCTOrO MIANUCY, 1HIIiany(-1B) 1 MPI3BUILIA.

1. I'onosa Jleporcasnoco komimemy
cmamucmuxu Yxpainu ITionuc Iniyian(u), npizeuwye
2. I'onosa Hionuc Iniyian(u), npizeuwe

PexBi3UT po3MilLyIOTh MiJl TEKCTOM JJOKYMEHTa abo IiJ] BIIMITKOIO PO HasBHICTh
JOJATKIB.

SIKI0 JOKYMEHT MiANMUCYIOTh Kinbka (Bl abo Oinbiie) ocid, To ixHI miamucu
PO3TAIOBYIOTh OJWH TiJ OJHUM BIAMOBIAHO 0 MiAMOPSIKOBAHOCTI MOCATOBHUX
oci0.

Hupexmop Hionuc Iniyian(u), npizeuue
T'onosnuil 6yxeanmep Hionuc Iniyian(u), npizeuwye

S0 AOKYMEHT MiJNMUCYIOTh KiJIbKa OCi0 OJHAKOBUX IOCajA, TO iXHI MIANKUCH
PO3TaIOBYIOTh HA OJHOMY PiBHI.

3acmynnux Minicmpa tocmuyii | 3acmynnux  Minicmpa ¢inancis
Yrkpainu Ykpainu

Iionuc Iniyian(u), npizeuwe Iionuc Iniyian(u), npizeuwye

JIOKyMEHTH KOJIETIaJIbHUX OpraHiB MiAMUCYIOTh TOJOBA KOJIETIaJLHOTO OpraHy i
ceKperap.

Tonosa oupexyii Iionuc Iniyian(u), npizeuwe




Cexpemap oupexyii Hionuc Iniyian(u), npizeuwe

VYV pasi BIACYTHOCTI IOCaJ0OBOi OCOOHM, MIANMUC SKOi 3a3HAYCHO B JOKYMCHTI,
JIOKYMEHT IMAMKCYe 0coba, sika BUKOHYE i1 000B's13KH, a00 ii 3acTymHUK. Y 1IbOMY
BHITQJIKy OOOB'S3KOBO 3a3HAYalOTh IOCAAy 1 MPI3BHINE OCOOHM, sSKa IIiamucaia
JOKYMEHT (BUIIPABJICHHS BHOCSTHh PYKOIMCHUM a00 MalIMHOIKCHUM CIOCOOOM),
Hanpukian: "Bukonysad 060B's3kiB", "3acTynHuk".

[TinmucyBaT JOKYMEHT 13 MPpUMMEHHUKOM "3a" a00 CTaBUTH MPaBOOIYHY MOXHITY
PHCKY Tepel Ha3BOIO 1OCa i HE J03BOJICHO

I'pud
IIOI'O 4 KCHHA
JOKyMeEHTa

Posmimyrors Hmwxkue pekBizuty lligmmc". BiH ckiamaetbes 31 cloBa
I[TOTOIXKXEHO (6e3 namok), Ha3BH IOCaJAW OCOOU, SKa TMOTOHKYE JITOKYMEHT
(pa3oM 3 Ha3BOKW oOprasizaiii), ocoOucTOro miAmmcy, iHimiamy(-iB) i mpi3BuUIIa,
JIaTH TIOTOJPKECHHSI.

1IOI'OIPKEHO
3acmynnux Minicmpa oboponu Yxpainu

Iionuc Iniyian(u), npizeuwye
05.02.2001

SIKIO JOKYMEHT NOTO/KYIOTh JIHCTOM, IMPOTOKOJIOM, aKTOM TOIIO, TO Tpud
MOTO/KEHHS 0()OPMITIOIOTh TaK:

HHOI'O/PKEHO
Ilpomoxkon 3acioanns Ilpasninns

Hayionanvnoco 6anxy Yrpainu

23.01.2001 N 2

Bi3u noxymenTa

Bi3oro ogopMIiIIoI0TE BHYTpILIHE MOTOJKEHHsS JOKyMeHTa. Biza ckiagaerbes 3
Ha3BH IMOCaJad, OCOOMCTOro MiAMHCY, IHIIIaNiB 1 TpPi3BUINA OCOOH, fKa Bi3ye
JIOKYMEHT, JaTU 3aBi3yBaHHsA. Bi3y po3MillyloTh HUXK4Y€ PEKBI3UTY 23, AK Ha
JHUIIOBOMY, TaK 1 Ha 3BOPOTHOMY OOIli OCTAHHBOT'O apKyIlla JOKYMEHTA.

HauanvHuk wopuouunoeo 8iodiny
Hionuc Iniyian(u), npizeuwe
18.09.2001

Bi3y cTaBisaTh Ha MpUMIpHUKaX JOKYMEHTIB, SIK1 3aJIMIIAI0Th B OpraHizamii

Bigourox BinOutkom mewatku  opraHizaiii = 3acBITYyIOTh Ha  JOKYMEHTI  ITJIHC

neyaTku BiJIMOBiAAILHOT 0COOU.
BinOuTok meyaTku CTaBiIsATh TakK, MO0 BIH OXOIUTIOBAB OCTaHHI KUIbKA JITEP Ha3BU
nocaau ocobw, sika MmiJamucaiga JOKYMEHT, ajle He MiANMHUC MOocaaoBoi ocodu, abo
MPOCTABJISIOTH HA OKPEMO BUIIEHOMY JUISI ILOTO MIcCI 3 BIAMITKOIO «M. I1.».
[Tepemik TOKYMEHTIB, Ha SIKi CTaBJIATh BIIOMTOK IE€UATKH, BU3HAYA€ 3aKJaj] Ha
mijicTaBl HOPMAaTUBHO-TIPABOBUX akTiB. loro moaaroThk B IHCTPYKIIi 3 A1TIOBOACTBA

[Tpi3Buie 3a3HayaoTh Ha JHMIBOBOMY OOIll B HIDKHBOMY JIIBOMY KYTi OCTAHHBOTO apKylIla

BHUKOHABLIA JOKyMEHTa

1 HoMep #oro

tenedoHy

Bumoru no Jlnst ApyKyBaHHSI TEKCTIB CIIY)KOOBHX JTOKYMEHTIB BHKOPHUCTOBYETHCS TapHITYpa




o OopMIICHHS
JIOKYMEHTIB

Times New Roman, mpudt - poamipom 12-14 npykapcbKux MyHKTIB.

Jl03BOIIsI€THCS. BUKOPUCTOBYBATH MIpU(DT po3mipoMm 8-12 npykapChKUX TYHKTIB
U1 OpyKyBaHHS pekBizuty "IIpi3Bulle BHKOHABII 1 HOMep Horo Ttenedony",
BUHOCOK, MOSICHIOBAJILHUX HAIMHKCIB JI0 OKPEMHX €JIEMEHTIB TEKCTY TJOKYMEHTa 200
HOTO PEKBI3UTIB TOIIIO.

[Tin gac ApyKyBaHHS 3arojOBKiB JO3BOJIIETHCS BUKOPHCTOBYBATH HAIliBKUPHHMA
mpudT (MpsMuic a00 KypCUB).

Texct nokymeHTiB Ha namnepi popmary A4 (210x297 MisiMeTpiB) peKOMEHI0BAHO
apykyBatu depes 1-1,5 wmikpsgkoBoro iHTepBaily, a ¢opmary A5 (210x148
MUTIMETPIB) - uepe3 1 MIKPSIAKOBUN IHTEPBAJ.

JlokyMeHTH TOBUHHI MaTH TaKi 1oJist (MUIIMETpiB):
30 - miBe;

10 - pase;

20 - BepXHE Ta HUKHE.

PekBizuTn nmoxkymeHTa (KpiM TEKCTY), SIKI CKIAalOThCs 3 KUIBKOX PSJIKIB,
JIPYKYIOTbCS 4epe3 1 MikpsakoBuii iHTepBaid. CKiIaJoBl YaCTHMHH PEKBI3UTIB
"Anpecat", "I'pud 3arBepmxenns”, "I'pud moromkeHHS" BiIOKPEMITIOIOTHCS OJIUH
BiJl OTHOTO yepe3 1,5 MiKPSIIKOBOTO iIHTEpBAITY.

PekBisuTH JTOKyMEHTa BIJIOKPEMIIIOIOTBCS OJHMH BiJ ojxHoro depes 1,5-3
MDKPSIKOBUX 1HTEPBAIIH.

HasBa Buy TOKyMeHTa APYKYETHCS BEIUKUMHU JITEPaMHU.

PosmmdpyBanns nianucy B pexksizuti "llianuc" qpykyerbcs Ha piBHI OCTaHHBOTO
psiZKa Ha3BU NOCAIN.

He poOuThcs BIACTYI BiJ MEXI JIBOTO MOJs s pekBisuTiB "Jlata mqokymeHTa",
"3aronoBok a0 Tekcty mokymenrta', "Tekct" (0e3 abzamiB), "BigmiTka mpo
HasBHICTH nmoxaTkiB", "[Ipi3Buie BHUKOHABIS 1 HOMEp Horo Tenedony",
HaliMeHyBaHHA nocaau y peksizutax "llianuc" ta "I'pu¢ noromxenHs", Hamucy
"3rinHo 3 opwuriHamom", a Takox ciaiB "CIIYXAJIN", "BUCTYIIUJIN",
"VXBAJIMJIN", "HAKA3YIO".

3a HasgBHOCTI KUIBKOX IpU(IB 3aTBEPAKEHHS 1 MOTOJKEHHS BOHH PO3MIIIYIOTHCS
Ha OJHOMY DiBHI BEpTUKAaTbHUMH psakamu. I[lepmuii rpud - Big Mexi JiBOro
noJisi, Apyruit - yepes 104 miniMeTpu BiJ MEXI1 JIIBOTO MOJIS.

[Tix gac ohopmieHHST TOKYMEHTIB Ha JIBOX 1 OUIbIIE CTOPIHKAX JApyra Ta HACTYIIHI
CTOpIHKM MaroTh OyTH npoHyMepoBadi. [lepiia cTopiHka He HyMepyeThCSI.

TexcTn TOKYMEHTIB IMMOCTIMHOTO 30epiraHHs IPYKYIOTHCS Ha OJTHOMY OOIll apKyIIia.
JIOKyMeHTH 13 CTPOKOM 30epiranHs 10 5 poKiB MOXHa JIpYKyBaTH Ha JIULbOBOMY i
3BOPOTHOMY OOIIi apKyIia




Honatok 4
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myHkT 1.6 po3nimy II)

BUMOI'N
10 0(pOpMJIIEHHS JOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32 I0IIOMOI0I0 KOMII IOTePHOI TeXHIKH

1. JIns npykyBaHHS TEKCTIB CIY»XKOOBHUX JOKYMEHTIB BHKOPHCTOBYEThCS rapHitypa Times New
Roman, mpudt - po3mipom 12-14 npykapchkux myHKTiB. J[03BOJIIETHCSI BAKOPHCTOBYBATH IIPUPT
po3mipoM 8-12 ApykapChbKUX MYHKTIB Ui APYKYBaHHS pekBi3uTy «lIpi3BuIlle BUKOHABIIS 1 HOMED
ioro teneoHy», BUHOCOK, MOSICHIOBAIBHUX HAIKCIB O OKPEMHX €JIEMEHTIB TEKCTy JOKYMEHTa
a00 1oro peKBi3UTIB TOIIO.

[Tix yac ApyKyBaHHS 3aroJIOBKIB J03BOJSETHCS BUKOPUCTOBYBATH HAMIBXKUPHUN MIPUDT (IpsIMuUit
abo KypcuB).

2. Tekcer nokymeHTiB Ha marepi ¢popmaty A4 (210 x 297 miniMeTpiB) pEKOMEHIOBAHO IPYKYBaTH
yepes 1-1,5 mixpsankoBoro intepBairy, a ¢opmary AS (210 x 148 wmimimerpiB) - uepe3 1
MDKPSAKOBHIA iHTEPBAJL.

JIOKyMEHTH TIOBHHHI MaTH TaKi MOJs (MUTIMETPIB):
30 - mige;

10 - mpage;

20 - BepXHE Ta HUXKHE.

PekBizutu nokymeHTa (KpiM TEKCTY), SIKI CKJIAJAIOThCA 3 KIUIbKOX PSAIKIB, IPYKYIOThCs yepes 1
MDKpsIIKOBHIM 1HTepBai. CKIaloBl YaCTHHH PEKBI3UTIB «Aapecaty, «I pud 3atBepmkeHHs», «'pud
TOTOJIKEHHS» BIJOKPEMITIOIOTHCS OJTMH BiJl OJTHOTO 4Yepe3 1,5 MIXKPSIAKOBOTO 1HTEpBATY.

PexBi3uTu JOKyMeHTa BIJOKPEMITIOIOTHCS OJIUH BiJl OTHOTO yepe3 1,5-3 MIKpSAIKOBUX 1HTEPBAJIH.
3. Ha3Ba Buy 1OKyMEHTa JIPYKY€ETHCS BETMKUMHU JIITEPAMHU.

4. Po3mm¢pyBaHHs miAnUcy B pekBi3uTi «llignuc» qpyKyeThCcsl Ha PiBHI OCTAaHHBOTO psKa HA3BU
HOCa/Iu.

5. He pobuthcs BIACTYI BIJ MEXI JIIBOTO TMOJIS JIJIsl peKBI3UTIB «JlaTa MOKyMeHTay, «3arojioBOK 10
TeKcTy JMokymeHTa», «Tekct» (0e3 abzaiiB), «BimMiTka mMpo HasBHICTH A0AATKiBY», «IlIpi3Buiie
BHUKOHaBLS 1 HOMep Horo TenedoHy», HallMeHyBaHHS nocaau y peksizutax «lliamuc» ta «'pud
MOTO/KEHHS», HAMKUCY «3TiIHO 3 opuriHaiom», a Takoxk ciiB «CIIYXAJINy», «BUCTYIINIIN,
«YXBAJINJINY, <cHAKA3YIO».

6. 3a HasBHOCTI KIIbKOX I'pu(iB 3aTBEPKEHHS 1 MOTOJKEHHS BOHHM PO3MIIIYIOTHCS Ha OJHOMY
piBHI BepTUKAIbHUMHU psakamu. [lepmmii rpud - Bim Mexi diBoro mouss, Apyruit - depes 104
MUTIMETPH BiJl MEX1 JIIBOTO MOJIS.

7. Ilix yac odopmileHHS JOKYMEHTIB Ha JBOX 1 OllblIe CTOpiHKax Jpyra Ta HAcTYNHI CTOPIHKH
MaroTh 0yTu npoHymMmepoBadi. [lepiia cTopiHka He HyMepyeThCSl.

8. TekcTn TOKYMEHTIB MOCTIMHOTO 30€epiraHHs JPYKYIOTbCA Ha ogHOMY Oorli apkymia. JlokymeHTH
13 CTpOKOM 30epiraHHs /10 5 pokiB MOXHa APYKYBaTH HA JIMLOBOMY 1 3BOPOTHOMY OOI1i apKy1Ia.




Homarok 5
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.3 posniny II)

MIHICTEPCTBO OCBITHU 1 HAYKU VYKPAIHU
NEPKABHUHN NPO®ECIMHO-TEXHIYHUN HABYAJIBHUM 3AKJIA
«[MOJTABCbKHUM MPO®ECIMHUM JIIEN TPAHCIIOPTY»

36004, m. IlonTaBa, npocmekt Basinoga, 2 xox €JIPITIOY: 02546708
tei./pakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua
Bix p. Ne

........... (ab3ay 1,25)
(6e3 abzayy) (12,5)
Jupexrop HIIJIT Jlironmuna AHTOHOBA

Tersna Kren (0532) 68-96-35
(im’s. npizeuwje BUKOHABYL)




Honatox 6
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.3 posniny II)

MIHICTEPCTBO OCBITU I HAVKU VYKPAIHU
JTEPJKABHUH MPO®ECIMHO-TEXHIYHU HABUYAJILHUM 3AKJIA
«IMOJTABCBKUM MPO®ECIMHUMI JINEN TPAHCIIOPTY»

36004, m. ITonTaBa, npocnekt Bapinoga, 2 kox €JIPITOY: 02546708
tein./dakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua
Big p. Ne

MiHicTepcTBO OCBiTH | HayKkH YKpaiHu

Ha No BiJX 20

........... (abzay 1,25)

(be3 abzayy) (12,5)
Jupexrop HIIJIT JIrogmuiia AHTOHOBA

Tersna Kier (0532) 68-96-35
(im 1. npizeulye BUKOHABYSL)




Honatok 7
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.3 posniny II)

MIHICTEPCTBO OCBITHU 1 HAVYKU VKPAIHU
NEPKABHUM MPOPECIMHO-TEXHIYHUN HABUAJIBHUM 3AKJIA L
«[MOJTABCbKHUM MPO®ECIMHUM JIIEN TPAHCIIOPTY»

36004, m. IlonTaBa, npocmekt Basinoga, 2 kox €IPIIOY: 02546708

ten./dakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua

Bin p. Ne

HAKA3
20 p. M. [loaraBa Ne

IIpo
........... (abzay 1,25)
HAKA3YIO:
1.
(be3 abzayy) (12,5)
Jupexrop HIIJIT Jlrogmuiia AHTOHOBA
Bukonasenb: 3aBiz0BaHoO: Hanicnano:

Jo crpasu




JonaTok 8
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myHkT 3.1 poznimy II)
HNEPEJIIK
JOKYMEHTIB, Ha SIKHX MiJMHUC MOCAT0BOI 0CO0U 3aCBIIYY€ETHCS BiIOMTKOM MEYATKH 3aKJIANLy

1. AkTH (BUKOHAaHHS pOOIT, CHHCAHHS MaTepialbHUX I[IHHOCTEH, (IHAHCOBHX IEPEBIPOK,
BUJTYYCHHS JIOKYMEHTIB JIJIsl 3HUILCHHSI, TIepe/IaBaHHs CIIPaB TOIIIO).

2. JloBimku (Mpo BUKOPUCTAHHs OOJDKETHUX AaCUTHYBaHb Ha 3apoOiTHY IUIaTy, HapaxoBaHY i3
3ap0o0iTHOT IJIATH TOIIIO).

3. JoroBopu (mpo MarepialibHy BiIIOBIIaTbHICTh, HAYKOBO-TEXHIYHE CHIBPOOITHUIITBO, IMiIPSIH,
OpeHAy NpUMIIEeHb, BAKOHAHHS POOIT TOILIO).

4. IoKyMeHTH (IIOBIJKH, ITOCBITYCHHS TOIIIO), [0 3aCBiTIYIOTh ITpaBa rpOMaIsH 1 FOPUIUIHHX OCi0.
5. JlopydeHHS Ha OJIep >KaHHs TOBAPHO-MaTepiaTbHUX I[IHHOCTEH.

6. 3aBmaHHs (Ha MPOEKTYBaHHA 00’ €KTIB, TEXHIYHHUX CIIOPY[l, KalliTalbHE OYHIBHHUIITBO, TEXHIUHI
TOIIIO).

7. 3pa3Kku BiIOMTKIB MMEYATOK 1 MiJMHUCIB MPAIiBHUKIB, sIKI MalOTh MPABO 3/IiHCHIOBATH (hiHAHCOBO-
roCIoapChKi onepartii.

8. Komropuc BuTpar (Ha KaJbKYJIAIIIO 32 JOTOBOPOM, Ha KamiTallbHe OYAIBHUIITBO TOIIIO).
9. JIucTtu rapaHTiiiHi (Ha BUKOHAHHS poOIT, HaJaHHS MOCIYT TOIIO).

10. Onucu cripaB nocTiiiHOrO, TprBasioro (moxasa 10 pokiB) 30epiraHHs, 3 KaIpOBUX MUTAHb.
11. HlTaTHi po3nucu.

12. Tpy10B1 KHUKKH.

Jonmarok 9
10 [HCTPYKIIT 3 TI7I0BO/ICTBA 3aKITaTy

(mynkt 3.4 po3auty II)

KYPHAJ
00J1iKy Me4YaToK Ta TAMIIB, 1110 32CTOCOBYIOTHCS B YCTAHOBI*
Ne | Bigburox Komy Bunano Jlata [TpumiTka
3/ | TEYaToK i — . . MOBEpPHEHHA 1 | (B1AMITKA TIPO
mramnip | HAMMCHYBAaHHS | HPISBUILC Ta Aata 1 PO3IHUCKA IPO | 3HUIIEHHS)
miApO3aiy, B | iHirliam ) po3MHUCKa npUiManHs
SKOMY BIAIIOBIZAIBHOL po
30epiraroTbes ocobu OTpUMAaHHS
IEYaTKH 1
LITAaMIIN

1 2 3 4 5 6 7




Honatok 10
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myskT 9.29 po3mainy II)

MIHICTEPCTBO OCBITH I HAYKU VKPAIHU
NEPKABHUHN NPO®ECIMHO-TEXHIYHUN HABYAJIBHUM 3AKJIA
«[MOJITABCBKUM NPO®ECIVMHUM JINENA TPAHCIIOPTY»

36004, m. ITonraBa, npocnekt Bapinoga, 2 ko €JIPIIOY: 02546708
tein./dakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua
Bin p. N

AKT

Npo NpUiiMaHHA-NIepeJaBaHHA JOKYMEHTIB i cipas

niJ yac 3MiHU KepiBHUKA

(Ha3Ba 3aKIaay OCBITH)

Ne M. [TonraBa
BinnoBigHo 10 Hakazy Big 26.08.2019 Ne (iniuianm
(imimian imesi), npisuuie)liepesiaB, a IIPUNHAB Y JOKYMEHTH
YIPaBIiHCHKOI A1SUIBHOCTI:

Ne Ne 1 Ha3Ba nokymeHTy Kinpkicts [TpumiTku

MPUMIPHHKIB

3/n prMip

1 2 3 4
Paszom npuitHATO JOKYMEHTIB (uudpamu i  crnosamu), Y

MPUMIPHUKAX (uudpamu i cioBamu).

CraH 1OKyMEHTIB

(3arasibHa XapakTepHCTHKA CTaHY)

ITepenas

(Triarmuc) (imimiany (iHimian iMeHi), Mpi3BHIIE)

[Ipniinss

(riarmuc) (imimiany (iHimia iMeHi), Mpi3BHIIE)

20 pPOKY




Homarok 11

1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHKT 9.29 po3ainy II)

AIITH3 «IlonTraBcbknii npodeciiinuii Jtinei 3ATBEPIKYIO

TPAHCHOPTY» Jupescrop MILIT

Jlrogmuiia AHTOHOBA
27.12.2021
AKT
NPo NpUiiMaHHS-TIepeIaBaAHHS CIIPaB
mix 4yac 3MiHM 0co0H, BiNMOBIIAJIbHOI 32 apXiB

N M. IlonraBa
BigmoBingHo mo Hakazy Big 27.12.2019 Ne (ininianu
(imimian imeni), mpisBume)lepenaB, a (iHimiamm (iHimian iMeHi),
npissuie) MPUHHSB Y MPUCYTHOCTI KOMICIi, SIka CTBOPEHA Ha MiCTaBi 3a3HAYCHOT0 HaKa3y, y CKIai
TOJIOBH (imimianu  (imimian  imemi), npisBume)l UYJIEHIB  KOMIiCIi

(irimiany (1HiamH

imMeHi), npizBuima) JOKYMEHTHU apXiBy Ta JIOBIAKOBUIA arapat 10 HUX:

Ne Ne 1 Ha3Ba omnucy KinbkicTb KinbkicTs cripas [Tpumitku
o MPUMIiPHHKIB
OIuCy
1 2 3 4 5
Pazom nipuiinsaTo crpaB (uudpamu i ciosamu), OTHCIB y

NPUMIPHHUKAX. (Idpam i cioBamu).

CraH JOKYMEHTIB 1 OIKCIB

(3arajpHa XapaKTepPHCTHKA CTaHY).

Bonanouac nepenarotbcest

(BUIIM TOBIIKOBOTO amapary, HOro 00CSTH, CTaH)

Ta

(Ha3BM M€YATOK 1 LITAMIIIB apXiBYy, IX KUIBKICTb)

CraH npuMillieHb apXiBy

(3arajpHa XapaKTEPHCTHKA CTaHY).

HasiBHicTb 1 cTaH 06s1aHaHHS Ta IHBEHTApIO apXiBy

(3aranLHa XapaKTCpUCTHKaA CTaHy).

[Tepenas

(mmigrmc) (imimianu
(iHimiau iMeHi), pi3BHIIE)




[Ipniinss

u (iHimiax iMeHi), mpi3BuIe)

T'onoBa
KoMicii

u (iHiIiayx iMeHi), Mpi3BuUIIe)
Unenu

KOoMicii

(iHimian iMeHi), mpi3BuUIIIe)

u (iHiIiax iMeHi), mpi3BuIIe)

(iHimian iMeHi), mpi3BuUIIIe)

20

POKYy

(migmuc)

(riarmc)

(mmiarmc)

(migmuc)

(trirmc)

(inimian

(imimian

(iHimiamm

(inimian

(iHimianm



HonaTok 12

1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHKT 9.29 po3ainy II)
3ATBEPIKYIO 3ATBEPKYIO
(mocana  kepiBmmka  ycramoBm, mo nepenae | (mocaga  KepiBHMKAa  yCTaHOBH, 1IN0  mpHiiMac
JOKYMEHTH) JOKYMEHTH)
(migmuc) (ininianm (inigiana imeni), mpizBuine) (migmmc) (ininianu (imigianx imeni), mpizBuILe)
20__ poky 20__ poky
MLII. (3a HassBHOCTI) MLII. (3a HassBHOCTI)

AKT

Npo NpuiiMaHHs-NepeJaBaHHS CIIPaB

(10KyMeHTIB) Bi/l OJIHi€l yCTAHOBH /10 IHLIOI

No M. IlonraBa
[Tigcrasa: (3mict  pimenns,
IIOBHA Ha3Ba ¢bonny, AKuit HEePEAETHCs abo 3 KO0 BUILY4€HO CIIpaBU 1Sl
nepeaBaHHs) (
HaliMeHYyBaHH: YCTaHOBH, sKa nepeaae CIIpaBH (noxymenTn)) iepeaaia, a
(HaﬁMeHyBaHHﬂ

YCTAaHOBH, sfKa NpHiAMae cnpaBu (mokymentn)) MPUIHsIA (CIpaBU (AOKYMEHTH) 3a3Ha4yeHoro (ouny,
00JIIKOB1 IOKYMEHTH Ta JOBIAKOBUI arapat 10 HbOTO:

Ne Howmep 1 Ha3Ba KinpkicTb Kinpkicts cripaB [Ipumitku
y ONHCy MPUMIPHHKIB
3/n
onucy
1 2 3 4 5
Howmepu BiacyTHIX cripaB
Yceporo MIPUHHATO
CIIpaB (uudpamu i cnoBamu).
[lepenaBaHHs 3/11liCHUB:
[Tocana oco0u, ii(6) nepenae
JOKYMEHTH
20 poky

[Ipuitmanss 311 iCHUB:

[Tocaga ocobwm, 1o mpuitMae TOKyMEHTH

20 poky




Honatok 13
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myskT 10.9 po3ainy II)
3PA30K

MIHICTEPCTBO OCBITU I HAVKU VYKPAIHU
JIEP’KABHUM MPODECIMHO-TEXHIYHU HABYAJIbBHUM 3AKJIA L
«[MOJTABCbKHUM MPO®ECIMHUM JIIEN TPAHCIIOPTY»

36004, m. ITonTaBa, npocnekt Bapinoga, 2 kox €JIPITOY: 02546708
tei./pakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua
Bin p. N
APXIBHA KOIIIA
16.09.2020 Ne 45
HAKA3
31.08.2020 M. IlonraBa Ne 148-0

IIpo npuitasaTrTs Anekceenko B.C.
[MPUNHATU:

AJIEKCE€EHKO Banentuny CrenaHiBHY Ha  1ocajy OpakTHYHOTO  [ICHXoJjiora 3
01 Bepecusa 2018 poxky 3 TOCaJOBUM OKJIAJOM 3TiJHO 31 IUTAaTHUM pO3MHCOM Yy PO3Mipi
4525 rpuBeHb.

[Tincrara: 3asBa Anekceenko B.C. Bix 25 cepmas 2018 poky.

Jlupekrop Jrommuna AHTOHOBA

[Tincraa: ¢. 3333, om. 2-oc, cip. 53, apk. 45.

3rifiHO 3 OPHUTIHAIOM

BinmnoBigansHUi 32 BEIEHHS (mmiamuc) JIroomuiza AHTOHOBA
apxiBy

M.IL




Honarok 14
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myskT 10.9 po3ainy II)

3PA30K
MIHICTEPCTBO OCBITH I HAYKH VYKPAIHU
JIEP’KABHUM MPO®ECIMHO-TEXHIYHU HABYAJIbBHUM 3AKJIA L
«IMOJTABCBKHM MPO®ECIMHUM JINEN TPAHCIIOPTY»

36004, m. IlonTaBa, npocmekt Basinoga, 2 xox €JIPITIOY: 02546708
tei./pakc (0532) 68-96-35 E-mail: licey@pplt.poltava.ua
Bin p. Ne

APXIBHUH BUTAT

16.09.2020 Ne 45

HAKA3
31.08.2018 | M. [TonraBa Ne 148-x/Tp

IIpo BHeceHHsI 3MiH 10 TPYAOBHX KHHKOK
HAKA3VIO:

2. BaecTtu 3MiHM JI0 TPYAOBOi KHIKKU Ta 0co00i kapTku [1-2 AJICKCEEHKO Banentunu CrenaniBHHA
PO 3MIHY Ha3BH nocaau 3 «Maiicrep» Ha «Maiictep 3 BUpOOHUUOr0 HABYaHHS».

[TincraBu: HaKa3 ynpaiiHHS OCBiTH i Hayku [lonTaBchkoi Mickkoi paau Bix 02 ciuns 2019 poky.
[TincraBa: ¢. 1111, om. 1-oc, cop. 13, apk. 21.

3rifiHO 3 OPHUTIHAIOM

BinmnoBigansHUil 3a BEIeHHS (mmiamuc) JI.JINTBUHEHKO
apxiBy

M.IL




Homarok 15
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myskT 3.3 pozniny III)

IEPEJIIK
AOKYMEHTIB, 110 He iVIAralTh peecTpauil crneniaJibHO NPU3HAYEHOIO ISl HBOI'0 0C00010

. I'padixu, Hapsaau, 3assBKH, PO3HAPSIKH.

. 3BenieHHs Ta iH(opMaItis, HaaicaaHi 10 BijgoMa.

. HaBuanbHi mianu, ocBiTHI Iporpamu (Korii).

. PeximamHi moBiOMIICHHS, TIJIaKaTH, POTpaMu HapaJl, KOH(EpeHIIii TOIO.
. Hopmu BuTpar marepiais.

. BiTanpHi TMCTH 1 3aMpoIIeHHS.

. JlpykoBaHi BuIaHHs (KHUTH, )KypHaIIU, OI0JIETEH]).

. MicsiuHi, KBapTaJIbHi, MBPIYHI 3BITH.

O© 0 9 O »n A~ W N

. @OpMH CTaTHCTHYHOI 3BITHOCTI.

10. Jorosopwu.




Honatku 16-19
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myskT 3.5 pozniny III)

KYPHAJI
peecTpauii BXiIHUX TOKYMEHTIB
Hata Kopecnonnenr, Kopotkuit Pe3omrortis, [Migmuc Binmitka
HAIXOIKEHHS aTa Ta IHaeKc 3MICT BiAmoBiganepHUN | 0ocoOu, sKa po
Ta 1HAEKC 0JIeP’)KaHOTO BHUKOHABEIIb OoTpUMayia | BUKOHAHHS
JOKYMEHTa JIOKyMEHTa JOKYMEHT | IOKyMEHTa
1 2 3 4 5 6
KYPHAJI
peecTpanii BUXiITHUX JOKYMEHTIB
Jara ta KopecnonaeHt KopoTkwuii 3micT [IpizBumia, iHiIiaTH [Tpumitka
IHIEKC oco0u, sIKa miamnucaina
JIOKyMEHTa JIOKYMEHT, Ta
BHUKOHABIIS
JIOKyMEHTa
1 2 3 4 5
KYPHAJI

peecTpanii BHYTPIllIHiX JOKYMEHTIB

JHara ta ingekc | KopoTkuit 3mict Pe3omrorist abo [Tigmuc ocobu, | BiamiTka mpo
JTOKYMEHTa BiJINIOBiTATbHU T sKa OTpUMala BUKOHAHHS
BUKOHAaBellb JIOKYMEHT, laTa| JOKyMEHTa
OTPUMAaHHS
1 2 3 4 5
PEECTPALHIMHUU ) KYPHAJI
HaKa3iB KepiBHUKA 3aKjIa1y
Peectpaniiinuii|/lata Haka3y| 3aroioBok Hakazy [Ipi3Buie, [Tpi3BuiLe, [Tpumitku
IHIEKC 1HIIIAIA 1HIIaIn
(HOMeEDp) MpaliBHUKA, HA| BIANOBIAAIBHOI
HakKazy SKOTO ocobu
MOKJIaJICHUH |(BiIITOBIIaIbHHUX|
KOHTPOJIb 32 oci0)
BUKOHAHHS
HaKazy
1 2 3 4 5 6




Honatok 20

1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 3.6 poznimy III)

KYPHAJI
peecTpanii (pakTiB BUSIBJIeHHS (3BePHEHHS) PO BUMHEHHS JIOMAINIHHOI0 HACHJILCTBA,

HACWJIBCTBA 32 03HAKOIO CTATi Ta OyJIiHTy

(3axnao oceimu)

ITopsn
KOBHI1
HOMED

IpizBu
e,
IM’s1, IO
0aTBEKO
Bl
nocrpa
K IaI01
ocobu
Ta/abo
1l
3aKOHH
oro
PEJCT
aBHUKA,
cepist Ta
HOMED
nacrop
Ta abo
PEKBi3U
™
IHIIIOTO
JIOKyMe
HTa, 10
IIOCBII4
ye
0co0y
(3a
HAsIBHO
CTi), BIK
mnocrpa
K IaI01
ocoou,
Jara
3BEpHE
HHS,
ajapeca
MIPOYKUB
aHHs,
KOHTaK
THi
naHi

Karero
pis
mocTpa
JKOamoi
ocobu
(mopoc
1a,
IATHHA
)
Hemie3
aTHa,
o0oMex
€HO
Jie3nar
Ha
ocoba 3
1HBAIIIJ
HICTIO)

Bun
HaCHUJIb
CTBA:
JIoMaliI
He/3a
03HAKO
10
cTati/0
VITiHT,
¢biznun
e,
cekcya
JILHE,
IICUXO0JI
oriyHe
abo
€KOHO
MiyHe
(xopoT
KU
3MICT
3a5BH)

[IpizBu
e,
M,
o
0aTbKO
Bi
KPHB]T
HUKa,
CTaTh,
BIK,
CTYIIIH
b
cnopin
HEHHS,
ajpeca
MIPOXKHU
BaHHS,
KOHTaK
THI
naHi
(3a
HasIBHO
CcTi)

IToBino
MJIEHHS],
oTpuMa
He
Hamion
aJLHOIO
MOJIiIie
10 (maTa,
Jac,
HaliMeH
YBaHHS
T P03
i1y,
pi3BH
e,
iM’s1, 110
0aTHLKOB
i
1ocagaoB
oi
ocoowu,
sKa
MIPUAHS
Ja
IMOB1IOM
JICHHS)

[ToBimo
MJICHHS,
oTpuMa
HE
ciyx00
Yy
crpaBax
TiTei
(nara,
yac,
pi3BU
e,
iM’s1, IO
0aThbKOB
1
I10CaJIoB
oi
oco0u,
sIKa
MIPUKAHS
na
HOBIIOM
JIEHH)

[ToBigom
JIEHHS,
OTpUMaH
e
YIIOBHOB
AXKEHOI0
0c00010
MIPOTUAIL
JIOMAIITH
bOMY
HACHIIBC
TBY,
HACUJIbC
TBY 3a
03HAKOI0
crari,
OymiHTy
(nara,
yac,
HaliMeHy
BaHHS
oprany,
NPi3BHIIL
e, iM’s,
o
0aTHKOBI
0CaioB
oi
oco0Ou,
sIKa
MPUAHAN
a
IOB1JIOM
JIEHH1)

[ToTped
aB
HaJaHHI
MEIUYH
ol
JIOITIOMO
ru
(Tax/Hi,
BXKUTI
3aXO0/IH,
maTa i
HOMEp
Hampas
JICHHS,
HaliMeH
YBaHHS
3aKJIaay
,
yCTaHO
BU)

3axoau
, BIKUTI
0
nocrpa
K101
ocoow,
y pasi
3amyde
HHS JI0
ix
peaiiza
mii

3axon

BIKUTI
110
KpHUB]
HUKa,
y pasi
3amy4
eHHS
110 iX
peauris
arii

[IpizBu
e,
iM’s1, IO
0aTLKOB
i
YIIOBHO
Ba)KEHO1
ocobOu,
SIKa
BHECHA
BilOMOC
Ti TIPO
BUSIBIICH
HS
(hakry
HAaCHUJIbC
TBa a00
3BepHEH
HS TIPO
BUMHEH
Hs
HAaCHUJIbC
TBa




Honatoxk 21
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myskT 1.9 posniny 1V)

JIITH3 «IlonTaBcekuit mpodeciitnuii minei 3ATBEP/KYIO
TPAHCIIOPTY» Jlipextop ieio
HOMEHKIJIATYPA CIIPAB
JIrommuina AHTOHOBA
i127.12.2019 Ne 222
BiA27.12.2019 N 27.12.2019
Ha 2020 pix
[Innexc 3arosnoBok crpasu (tomy,  |KinbkicTs Crpok 30epiranns |[Ipumitka
CripaBu YaCTHHH ) cipaB (TOMiB, |cmpaBu (TOMY,
YaCTHH) YaCTUHH 1 HOMEPH
craTey 3a
nepeikoM
1 2 3 4 5
Biamosinanpamii 3a
. (miamuc) (imimiamy (1HIia iMeHi),
BEJICHHS JIIJIOBO/ICTBA T
20 poky
BianoBiganbHMit 32 BeJIeHHS apXiBy
(miamuc) (imimianu (iHimiam iMeHi),
Ipi3BULIE)
CXBAJIEHO [MTOI'OI’KEHO
[Iporokon 3acinanns EK 3akmany [TpoTokon 3acimanns
Ne EIIK nepxasHoro apxiBy, EK apxiBHoro
Bijiny a6o EK oprany Buioro piBHs
Ne

[TimcymKkoBHii 3amTC TIPO KaTeTopii Ta KIIBKICTh cripaB, ckianeHux y 2020 porii B 3akiai:

3a cTpokamu 30epiraHHs Pazom Y Tomy umnci
TaKHX, 110 3 BIIMITKOIO
epeXoATh «EITK»
[TocriitHOTO

Tpusanoro (monax 10 poxis)

TumuacoBoro (10 10 pokiB BKJIIOUHO)

Ycerworo

BinmnoBigansHuil 32 BEIEHHS IJIOBOJICTBA

T JIITHAC o C e
(mianwc) (1mimiany (=117 1IMEH1)
Npi3BUILE)

20 poky




[TizcyMKOBi BiIOMOCTI I€peJaHo B apXiB YCTAaHOBH.

BinmosinansHuii 3a BeIeHHS apXiBy

(Tmiamuc)

(irimiamm (=i iIMEH1)
MIPI3BUIIIC)

20 poky




JonaTok 22
1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myskT 3.8 pozniny 1V)
AKT

(Micie CKIIaaHHs)
IIpo HecTauy cnipaB (IOKYMEHTIB)
Y CTPYKTYPHHUX HIipo3aijiax

VY pesynbrati BCTAQHOBJICHO BIJICYTHICTh
crpaB (JIOKyMEHTIiB), IO BHECEHI 1O HOMEHKJIATypd. 3aXOMu MIOAO iX PO3IIYKY MO3UTHBHHX
pE3yNbTaTIB HE JJaJId, Y 3B 3Ky 3 UMM BBA)Ka€MO 3a JIOIJIbHE 3HITH 3 OOJIKY CIIpaBu (IOKYMEHTH),
3a3Ha4YeH] HUKYE!

No No cipaBwu 3a 3aroiaoBok Hata Kinbkicts MosxuBi
y HOMEHKJIaTyporo (abo cripaBu apKylIiB y MPUIHHHA
3 ) (moxymenTa) chipasi crpaBi BIJICYTHOCTI
HOMEpH apKyIIIiB .
OII: G?HT};) (moKyMeHTa) (IOKyMEeHT1) cCrpaBu
JAOKyM (tokymeHTa)
1 2 3 4 5 6 7
Pazom CIpas, JIOKYMEHTIB.
(uudpamu 1 cioBamu) (uudpamu 1 cioBamMn)

3MICT HEBMSBIEHHX CIpaB (JIOKYMEHTIB) MOK€ OyTM YacTKOBO BiJITBOPEHO TaKUMH CIIPaBaMHU
(ToKyMeHTaMH):

(HOMepH cIipaB, apKyIIiB, iX 3ar0JIOBKH)

BianoBinanbHMii 3a BeJCHHS apXiBy (imimiany (1HIIIAT IMEH1), TP13BUILIE)
20 poky
BiamnoBigansHui 3a JII0BOJACTBO (imimianu (iHimiam iMeHi), Mpi3BHILE)

20 poky




Honatok 23

1o [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.2 po3niny VII)

PEECTPALIMHO-KOHTPOJIbHA KAPTKA

(JIupoBwmii Oik)

0203005

Peecrpartiiino-
KOHTpPOJIbHA KapTKa

BinmiTka mpo KOHTPOJIb

KopecnonaeHT (3asBHUK)

Micre mpoKuBaHHS,
CIICKTPOHHA
ajpeca, HOMep

Bun 3BepHeHHS:

IIPOIO3ULLis, 3as1Ba, CKapra

5 Teneony 3
Kareropis 3asgBHuKa InpuBinyansHe,
KOJIEKTHUBHE, aHOHIMHE
ComlajpHUN cTaH 3asiBHUKA O3Haka HAOXOMKEHH:
TEpPBUHHE
MTOBTOPHE
[ara ara Peecrpaniiinumii | 3Biaku Jara Innexc ®dopma
MIONACAHHS | HaIXOMKEHHS 1HIEKC HA/IICJIAHO | HA/TiICTIaHHA | JOKYMEHTA | HaIXOJ[KCHHS
/HanCcuIaHHs/ | 3BEpPHEHHS
3BEpHEHHS,
IaTa
HAIXOKEHHS
JI3BIHKA
[Tonepenni 3BepHeHHs No BIT 20 p.
Ne BIT 20 p.

OCHOBHI ITUTAaHHSA

3MICT TTUTAaHHSA

Innexc nmuranus

JlonaTkoBi mUTaHHS

Pesomronis

ABTOp 1 AaTa pe3omtoii

CTpOoK BUKOHAHHS

Buxonano 3a
JIHIB




(3BopoTHUI OiK)

XiJ1 BAKOHAHHS

JlaTa mepenayi Ha Bukonagsenp 3anucu mpo MpoJOBKEHHS KoHTposbHi
BUKOHAHHS CTPOKY BUKOHAaHHSI, [IOIIEPEIHIO BIZIMITKH
BIJIIIOBIAb TOILIO
[lepeBipeno Ha micii 20 p. mpaimiBHUKOM

Jlara, peectpauiiiHuii iHAEKC JOKYMEHTa PO BUKOHAHHS

Komy nagicimano

Pesynbratu posrisay
3BEpPHEHHS

3 KOHTPOJIIO 3HSB

Crnpasa

Tom

Apxy1iiB




Jlonarok 24

no [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.2 po3ainy VII)
AKYPHAII
peecTpauii 3BepHEHb IPOMA/ISH
[Topsiaxo Jlata Hara | IlpizBumie, | 3Bigku Bun OcHOBHI Ta 3MmicT Binmitka | Bigmitka | Homep
e Hagxon| iM’s, o  [HajmicmaHo,| 3BepHEHHS, JOIaTKOBI pesoumorii, npo po CIpaBu
BUil  |migrucamns/ .
JKeHHs | GaTbKOBI, nara, (bopma Ta [IUTAHHS ii aBTOp Ta | mepenauy [BukoHauus,| 3a
Homep mancumamas/| T@ Micue 1HIIeKC, O3HaKa T nara, Ha pe3yNbTaTH| HOMEHK
peecTpalpoKuBaHHs| B3ATTA Ha [Haaxomkens| < OPOTKIAINHACKCHpyy o yapens, [Bukonanms| posrisiy, [1aryporo
SBEPHEHHA | y1ijinuii|(enekTponnal koHTpOIH SMICT CTPOK SHSITTS 3
iHnekc | azpeca, BUKOHAHHS KOHTPOJIIO
HOMEp
Tenedony),
KaTeropis,
colianbHuit
cTan
3asBHHKA
1 2 3 4 5 6 7 Ta 8 9 10
Honatok 25
1o [HCTpyKIii 3 TiTOBOACTBA 3aKIaay
(myskT 2.2 po3ainy VII)
KAPTKA (KYPHAJI)
00.1iKy 0COOMCTOr0 MPUHOMY I'POMA/ISH
Ne|  [ara Xrto |[IpizBuie, im's,| [lopymieHi nutaHHs Komy Hacninku
3/m| mpuitomy | npuiimae | 1o 6aThKOBI, — JOPYYEHO po3risny,
azapeca 4m KOPOTRHH | IHACKCH Ino3rmygm, 3mict| impgekc, nara
Micie po6oTu, sMicT JIOPYYEHHs, | OIEpPIKAHHS
KaTeropis TepMiH BIMOBIAl BIJ
(corianbHHHA BUKOHAHHS BUKOHABIA
CTaH)
rpoMaisitHUHA
1 2 3 4 5 Sa 6 7




JlonaTok 26

no [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy

(myHkT 2.2 po3ainy VII)

BKA3IBKU

1I0/10 3aII0BHEHHSI PeECTPALiiHO-KOHTPOJIbHOI KAPTKH, *KyPHAJy peecTpailii 3BepHeHb
rPOMA/ISH i KAPTKHU 00JIiKYy 0CO0OMCTOr0 NpUiioMy rpoOMaasiH*

PEECTPALIMHO-KOHTPOJIbHA KAPTKA

(JIupoBuit OiK)

Enxementn

IlosicueHHs J0 3alIOBHCHHA

KopecnonaeHT (3asBHHK)

MPi3BHUIIIE, IM’s1, 10 OATHKOBI aBTOPA, JIJIs1 KOJICKTUBHUX 3BEPHEHB
- 3anuc “KOJICKTHUBHHUN 1 3a3HAYAETHCS MIPI3BHILE OAHOTO 3
aBTOPIB

JlaTa mianucaHHs /HaaCUIaHHS/
Ta HAJIXOJDKCHHS 3BEPHCHHS

JaTta Hi,Z[HI/IcaHHSI 3a4BHHUKOM IIMCbMOBOI'O 3BCPHCHHS abo
HaACUJIaHHA CJICKTPOHHOI'O 3BCPHCHHA, HAAXOIKCHHA YCHOI'O
3BCPHCHHA

Micue npo>XxuBaHHS,
eNIEKTPOHHA IOIITa

azipeca, 3a3HaveHa y 3BEpPHEHHI, €JIEKTPOHHA I10IITa, HOMEP
Tenedony 3asBHUKA

Bun 3BepHeHHSA

MIPOIO3UIIis (3ayBasKeHHs), 3asBa (KJIOMOTAaHHS), CKapra

Kareropis i couianpuuii cran
3asiBHUKA

JlaH1 Mpo 3asBHUKA BiANMOBiAHO 10 KnacudikaTtopa 3BepHEHb
IpOMaJIsiH, 3aTBEpAKEHOro noctaHoBoro Kabinery MiHicTpiB
Vkpainu Big 24 BepecHs 2008 p. Ne 858**

O3Haka HAJIXOKEHHSI

NCPBUHHC YX ITOBTOPHEC 3BCPHCHHA

Jlata HagxoKeHHS

YUCJI0, MICALIb, PIK HAIXOIXKEHHS

PeecTpauiiinuii inaexc

MOYaTKOBA JIITEpa MPi3BUIIA aBTOpa (/1711 KOJEKTUBHUX 3BEPHEHb,
AQHOHIMHHUX 3BEpHEHb (0€3 MiAMKCY) - BiAMOBIIHO
npocrasiseTbes BiaMiTka “KO”, “BIT”) Ta mopsiakoBuii Homep
3BEPHEHHS

3BIiIKHA HAIICIaHO

HallMEHYBaHHS OpraHi3ailii, o Ha/aicjiajga KOPECTIOH ICHIIII0

Jlara nagcumanHs

JaTa CyMpOBITHOTO JINCTA OpraHi3allii, 1o nepeciaia 3BepHEHHS

Innexkc nokymenrta

1HJEKC CYIpPOBIIHOTO JINCTa OpraHizailii, 1o nepeciana
3BEpHEHHS

dopma HAIXOIKEHHS

MOIITO0, 3 BAKOPUCTAHHAM [HTEpHETY, 3aC001B €JEKTPOHHOTO
3B’s13KY (€TIEKTPOHHE 3BEPHEHHS ), 32 JOTIOMOTOI0 3aC00iB
TenedOHHOTO 3B 3Ky, HA OCOOMCTOMY IIPHUIOMi, uepe3
YIIOBHOBaXXEHY 0CO0Y TOIIO

ITonepenHi 3BepHEHHS

JIaTy 1 peecTpaniiiHi iHIeKCH MONepeHIX 3BEpHEHb



https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF
https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF

OCHOBHI Ta JOJAaTKOBI ITUTAHHS

BUKJIAAETHCS CTUCIINM 3MICT IIMTAHb Ta iX 1HAEKCHU BIIIIOBIIHO
no Knacudikaropa 3BepHEHb TPOMAJISIH, 3aTBEPAKEHOTO
noctanoBoto Kabinery MinictpiB Ykpainu Big 24 BepecHs 2008
p. No 858%**

Pesouronis

MIEPEHOCUTHCS 3 IOKYMEHTa 200 KapTKu (3KypHaITy) 00JIiKY
0COOHCTOr0 MPUIOMY IPOMAISTH

ABTOp 1 AaTa pe3otoii

rmocasia, mpi3BUIIE Ta IHII[iaIM TOCcaI0BO1 0COOH, 1aTa Pe30TrOIii

CTpok BUKOHAHHS

3a3HAYA€THCS BIAMOBIAHO O PE30IOLNI 200 CTPOKIB BUKOHAHHS,
BCTAHOBJICHUX 3aKOHOJIaBCTBOM

BiamiTku nmpo KOHTPOJIb

3a3HayvaeThes cioBo “Kontpons” (mitepa “K”) y mpaBoMy KyTi
KapTKH: y JiBii 9acTHHI rpadu - Ipo KOHTPOJIb OpraHi3allii, mo
nepeciiaia i KOHTPOJIKE BUKOHAHHS, Y TIPaBii - PO BIACHHM
KOHTPOJTb

Bukonasno 3a JTHIB

3a3Ha4Ya€TbCA (I)aKTI/I‘IHI/Iﬁ CTPOK BUKOHAHHS

Kox PKK (0203005) 3a3HAYAETHCS Y TIBOMY BEPXHBOMY KYT1 JIUIIOBOTO OOKY KapTKU
3a JlepskaBHUM KJIacU(iKaTOPOM YIPABIIHCHKOT TOKYMEHTAIIii
(3BopoTHMI1 OiK)
XiJ1 BUKOHAHHS
EnemenTtn [TosicHeHHs 10 3aNTOBHEHHS

[[aTa nepez[aqi Ha BUKOHaHH:A

343HAYAECTHCA JaTa BpYUCHHA JOKYMCHTA 6esnocepe):[Hbo
BUKOHAaBIIIO

Bukonasenn

MIPI3BUIIIE, 1HIIIAIK Ta HOMED TenedoHy O6e3mocepeTHbOro
BHUKOHABIIA (Tpadu 3alOBHIOIOTHCS MiCTS KOXKHOTO MEepEeMilIeHHS
JIOKYMEHTA)

3anucu mpo NpoAOBKEHHS
CTPOKY BUKOHAHHSI, ITOTIEPETHIO
BIAMOBIAbL

HOBHI CTPOK BUKOHAHHSI, IT0CA/1a 1 MPI3BUIIE KEPIBHUKA, IKUH
NPUKAHSAB PillIeHHS PO HOTro 3MiHY; aapecaT, Aarta, iHJIeKC,
KOPOTKHUH 3MICT MOTMEPEHBOT BIAMOBII a00 MUTAHHS

KoHTponbHI BiAMITKH

Bi,Z[MiTKI/I IIpo HaraAyBaHHs, CTaH BUKOHAHHS TOIIO

IlepeBipeno

JaTa MepeBipKy, MPi3BHILE Ta iHIIIAIN 0COOH, 10 TPOBOAMIIA
NEePEBIPKY, pe3yIbTaTH MEPEBIPKU

JlaTa, peecTpariiHuii 1HIEKC
JIOKYMEHTa PO BUKOHAHHS

JaTa 1 peecTpaliiiHuil iH1eKC JOKYMEHTA, B SIKOMY MICTUTBCS
OCTaTOYHE PIILICHHS

Komy nagicimano

3a3HA4YaIOTHCS BC1 aApecaT, IKUM HaIICIIaHO JOKYMEHT 3
OCTAaTOYHHUM DPILICHHSIM

Pesynbrar po3risiy 3BepHEHHs

KOPOTKHH BUKJIa/l IPUHHATHX PIIICHB 3 YCIX MOPYIICHUX MUTAaHb

Bupimeno

3a3HAYAETHCS XapaKTep BIAMOBIII HA MPOTIO3UILiI0, 3asIBY, CKapry



https://zakon.rada.gov.ua/laws/show/858-2008-%D0%BF

- TO3UTUBHO, BIIMOBJICHO Y 3a7I0BOJICHHI, TOBEPHYTO
BIJIMOBIAHO J0 3aKOHY, 3aJIUIICHO 0€3 po3riisay, HaicIaHo 3a
HAJIEKHICTIO

3 KOHTPOJTIO 3HSIB rmocasia, Mpi3BHUIIE Ta 1HIIiaaM KepiBHUKA ab0 1HIIOT MocaaoBo1
0co0w, siKa MPUIHSIIA PIICHHS MIPO 3HATTS 3 KOHTPOJTIO
3BEPHEHHS, Ta MIAMKC BiAMOBIAAIBHOTO 3a 3/1HCHEHHS
KOHTPOJTIO

Cmpasga..., TOM..., apKyIIiB... 1HJIEKC CIPaBU 32 HOMEHKJIATYPOIO, HOMEP TOMY
(IPOCTABIIAIOTHCS MICIS MPUHHATTS PIIICHHS PO OCTaTOYHE
BUKOHAHHS 3BEpHEHHS)

Pekomendyemuca 3acmocogyeamu kapmu gpopmamom A5 (148 x 210 minimempis).




Honarok 27
no [HCTpyKIii 3 A1TOBOICTBA 3aKIaTy
(myskT 2.11 po3ainy VII)
KnacudgikaTtop 3BepHeHb TPOMAISTH
1. Xapaxmepucmuka 36epHeHHns
1. 3a popmor0 HaTXOKCHHS
1.1. Iomtoro (€1eKTPOHHOIO MOIITOIO)
1.1-1. 3a nonomoroxo 3aco0iB TenehOHHOTO 3B’ SI3KY
1.2. Ha ocobucromy npuiiomi
1.3. YUepes ynmoBHOBaXKEHY 0CO0Y
1.4. Yepes opranu Biaau
1.5. Yepes 3acobu macoBoi iHdopmartii
1.6. Bix iHmmux opraxi, yCTaHOB, OpraHi3arlii
2. 3a 03HAKOO0 HAJIXO/KEHHS
2.1. IlepBunne
2.2. IloBTOpHE
2.3. Ayb6netHe
2.4. Heonnopasose
2.5. Macose
3. 3a Bugamu
3.1. ITpono3utis (3ayBaXKeHHs)
3.2. 3asBa (KJIONMOTAHHS)
3.3. Ckapra
4. 3a cTaTTIO aBTOPIB 3BEPHEHD
4.1. Yonosiua
4.2. Xinoua
5. 3a cy0'ekTom
5.1. [nauBinyanpHe
5.2. KonexktuBHe
5.3. AHOHIMHE
6. 3a Tunom
6.1. Tenerpama
6.2. Jlucr
6.3. YcuHe

6.4. EnextponHne



6.5. eruris
7. 3a KaTeropisiMu aBTOPiB 3BEPHEHb

7.1. YyacHUK BiiHU
7.2. luTuHa BIMHU
7.3. Oco0a 3 iHBaiiAHICTIO BHACIIOK Jpyroi cBiTOBOI BiiiHH
7.4. Ocoba 3 IHBaJIIHICTIO BHACIIOK BiltHH
7.5. YuacHuk 00iOBUX Iiif
7.6. Betepan nparii
7.6-1. BerepaH BiiiCbKOBOI CiTy»KOu™
7.7. Ocoba 3 inBanigHicTIO | rpynu
7.8. Ocoba 3 inBanigHicTio I rpynu
7.9. Ocoba 3 inBamignictio 1l rpynu
7.10. JIuTrHA 3 IHBAIIAHICTIO
7.11. OpuHoka MaTu
7.12. Martu-repoins
7.13. bararoxitHa ciM's
7.14. Oco0a, 1o noreprmina Bix HopHOOMIBCHKOT KaTacTpodu
7.15. YuacHuk nikBigauii HacuikiB aBapii Ha YopHoOuibebkiit AEC
7.16. I'epoii Ykpainu
7.17. I'epoii Pagsgucekoro Corozy
7.18. T'epoii Comianictiuunoi [pari
7.19. lutuna
7.20. Inmi kareropii

8. 3a coliagbHUM CTaHOM aBTOPIB 3BEpHEHB
8.1. Ilencionep (kpim ocibd, BU3HaueHux y mianyHkTi 8.1-1 nporo Kinacudikaropa)
8.1-1. [lencionep 3 uncia BiiCHKOBOCITYKOOBIIIB
8.2. PoGiTHHK
8.3. CensiHuH
8.4. IlpaniBHuK OO KETHOI chepu
8.5. JlepxaBHuUM CITy»KOOBEITH
8.6. BiiicbkoBocyx060Belb
8.7. Ilinnpuemenp
8.8. be3pobiTamii
8.9. YueHsp, cTyIeHT

8.10. CimyxuTenb pelniriiHoi opraHizarii



8.11. Oco0a, 1m0 mo30aBcHa BOJIi; 0c00a, BOJIS K0T 0OMEKeHa
8.11-1. Xypnamnict
8.12. Inmm

9. 3a pe3yapTaramu po3risiAy
9.1. BupimieHo Mo3uTHBHO
9.2. BiiMOBII€HO y 32/I0BOJICHHI
9.3. Jlano po3'sicHeHHs

9.4. 3BepHEHHS, [0 TOBEPHYTO aBTOPOBI BIAMOBIIHO 110 cTtatelt 5 1 7 3akony Ykpaiau "IIpo
3BepHeHHs rpomazsaH" ( 393/96-BP )

9.5. 3BepHEHHS, 1110 MTEPECUIIAETHCS 3 HAJICKHICTIO BIAMOBITHO 10 cTaTTi 7 3akony Ykpainu "[Ipo
3BepHeHHs rpomazsaH" ( 393/96-BP )

9.6. 3BepHEHHs, 10 HE MiAJATae POy BIAMOBIIHO 110 ctateit 8 1 17 3akony Ykpainu "[Ipo
3BEpHEHHs rpoMajisiH"

3ATBEP//KYIO

JAupexrop

JAITH3 «IloaraBcbkuit npogeciiHuii
Jinei TpaHCIOPTY»

Haxka3s Bin 30 rpyans 2024 p. Nel/l-0

JIroomuniia AHTOHOBA




