YKPATHA
HAKA3 OANPEKTOPA
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M. KponuBHULKNIA

,Flpo 3aTBEP/KEHHA Ta BBEJEHHA B Aito

IHCTPYKLUIT 3 41N10BOACTBA

y K3 «LleHTpanbHOYyKpaiHCbKNiA HayKOBWIA
niuen-iHTepHat KiposorpaacbKoi 06/1acHOT pagu»

Ha BuWKOHaHHA Hakasy MiHiCTepcTBa OCBITUM | Hayk/ YKpaiHu  Bif
25 yepBHA 2018 poky Ne 676 «[Mpo 3aTBepakeHHs IHCTPYKUiT 3 A4iN0BOACTBA Y
3aKnajax 3arajibHoi cepefiHbOi OCBITU»

HAKAS3YHO:

1 3ATBEPAUVTW IHCTpyKUit0 3 [iN0BOACTBA Y KOMYyHa/lbHOMY 3aKnagi
«LleTpasbHOYKpalHCbKMIA HayKoBWIA Niuel-iHTepHaT KipoBorpaacbKoi o6nacHol
pagu» (mogatok Ne 1),

2. BBECTW B pito IHCTpYKLitO 3 AiN0BOACTBA Y KOMYHa/lbHOMY 3aKfagi
«ILleTpanbHOYKpaTHCLKUIA HayKoBWIiA niuei-iHTepHaT KipoBorpagcbkoi 06nacHOT
pagn» 3 02.01.2024 poky.

3. 3acTynHMKam AMpeKTopa 3aknagy, KepiBHUKaM CTPYKTYPHUX NiAPO34iiB B3ATU
IHCTpyKLitO 3 [iN0BOACTBA A0 KepiBHMUTBA Ta 3a0e3Mmeuntn  HeyxXusibHe
[l04ep>KaHHA Ti BUMOT .

4. KOHTPO/b 3a BUKOHAHHSIM [aHOr0 Haka3y 3a/mLuato 3a co6oto.

B.o. aupeKTopa Hena MA3YP



Jopnatok Ne 1
[0 Haka3sy Ne /1(i/i Big ON/Y. £1UL, pOKYy

IHCTPYKLUiA 3 ginoBoacTBa
B K3 «LleHTpa/ibHOYKpalHCbKNIA HayKOBUIA NiLei- iHTepHaT
KipoBorpagcbKoi 06/1acHOi pagu»

|. 3arasibHi MosoXXeHHS

1 Ua [HCTpyKUiA BCTAHOB/MKOE 3arabHi BUMOrM LWOAO [AOKYMEHTYBAHHS
YMNpaBniHCbKOI  iHpopMauii Ta opraHisauii poboTn 3 [JOKYMeHTamMu B
KomyHanbHOMY 3aknagi  «LleTpasibHOYKpalHCbKMIA  HayKOBWUW  NiLei-iHTepHaT
KipoBorpazacbKoi 06/1acHoi pagu» ( gani - 3aknaf).

2. [loTpUMaHHS BUMOT LLOAO MOPAAKY BeAeHHS LOKYMEHTYBaHHS, BCTaHOB/EHUX
Lieto HCTPYKUi€et0, € 060B'A3KOBMM 18 BCIX NpaLiBHUKIB 3aKagy.

3. JaHa IHCTpyKUis po3pobrieHa Ha BignoBigHO A0 IHCTPYKUIT 3 AiN0BOACTBA Y
3aKnafgax 3arasbHOI cepefHbOl OCBITH, fiKa 3aTBepmkeHa Haka3oM MiHicTepcTsa
OCBITU 1 Haykm YkpaiHn 25 uyepBHAa 2018 poky Ne 676 | 3apeecTpoBaHa B
MiHicTepcTsi tocTuLii YKpaiHu 11 BepecHs 2018 p. 3a Ne 1028/32480.

4. OpraHisauia AinoBoAcTBA | KOHTPONAb 3a CBOEYAaCHMM  Po3rnsgom  Ta
MPOXOMKEHHAM [AOKYMEHTIB Y 3aKnafi 34INCHIOITLCA BifnoBigabHOK 0CO60H0,
fKa MNPU3HAYaEeTbCA KEePIBHMKOM 3aKnagy.

5. CTBOpEHHS eNeKTPOHHUX AOKYMEHTIB 3[4INCHIOETLCA BIAMNOBIAHO O 3aKOHIB
YkpaiHu "T1po eneKTPOHHI [OKYMEHTU Ta eNeKTPOHHWIA AO0KYMeHToo6ir", "Tpo
eIeKTPOHHMI LndpoBuiA mignuc”, Hakasy MiHicTepcTBa OCTULiT YKpaiHu Big 11
nuctonaga 2014 poky Ne 1886/5 "lNpo 3aTBepmkeHHsi [lopsaky pobotn 3
eIEKTPOHHMMWN JOKYMEHTaMW Yy AiN0BOACTBI Ta TX NIAFOTOBKX 4O MepefaBaHHA Ha
apxiBHe 30epiraHHs", 3apeecTpoBaHOro B MiHIicTepcTBi tOCTULIT YKpaiHu 11
nuctonaga 2014 poky 3a No 1421/26198.

3aKknag MOoXke CTBOPHOBAaTU [AOKYMeHTM Tum4acoBoro (4o 10 pokiB BK/IHOYHO)
CTPOKY 36epiraHHs nviLle B eNIEKTPOHHIM (hopmi 3a YMOBM HasBHOCTI BiANOBIAHOIO
TEXHIYHOro 3abe3neyveHHs 3 ypaxyBaHHAM BUMOI 3aKOHOAABCTBA YKpaiHU Ta L€l
[HCTPYKLUIT.

6. MMopadoK opraHisauil A4inoBoACTBA 3@ 3BEPHEHHAMM rpomafsaH, 3anuMtamu Ha
nyonivyHy iHopmauito BU3HAYAETLCA 3akoHaMy YKpaiHu "TIpo  3BEPHEHHS
rpomagaH”, "Ipo goctyn Ao ny6nivyHoi iHpopmauiT.

7. Y 3aknafi [iNOBOACTBO 3AINCHIOETLCA [epXKaBHOK MOBOK. [lOKYMEHTU
CK/afatoTbCs Aep>XXaBHOK MOBOHO, KPiM BUMAAKiB, nepefdaveHnX 3aKOHOAAaBCTBOM
Npo MOBM B YKpaiHi. [JOKyMeHTW, fKi HagacuiaroTbCAa IHO3EMHUMM afpecaTtam,



O(hOPMANIOIOTLCA YKPAIHCHKOK MOBOK), a0 MOBOHO [lepXKaBu-afpecara, abo OfHIE
3 MOB MI>XXHapOAHOr0 CMijfIKyBaHHS.

8. CTpoKwu 36epiraHHs JOKYMEHTIB, LLO CTBOPHOKOTLCA Nif Yac AisNbHOCTI 3aKnagy,
BM3HAYal0TbCsA Haka3om MiHicTepcTBa HOCTULIT YKpalHu Bif 12 kBiTHA 2012 poky
Ne 578/5 "lNpo 3aTBepaxeHHA [Nepeniky TUNOBMX AOKYMEHTIB, L0 CTBOPHOHOTHLCH
nif Yac AiSNbHOCTI AepXXaBHUX OpraHiB Ta OpraHiB MICLEBOro CamoBpsALyBaHHS,
IHLIMX YCTaHOB, MiANPUEMCTB Ta OpraHisauii, i3 3a3Ha4eHHAM CTPOKIB 36epiraHHs
LOKYMEHTIB", 3apeecTpoBaHUM Yy MiHicTepcTBi toCTULIT YKpaiHU 17 kBiTHS 2012
poky 3a Ne 571/20884 (3i 3miHamu).

Il. 3arasibHi BUMOru 40 CTBOPEHHS, OPOPMIIEHHS
Ta JOKYMEHTYBaHHSA YnpaB/iHCbKOT IHpopMaLLil

1 [JOKyMeHTyBaHHA YNpaBfiHCbKOI iH(opMaLii 3aKknagy Monsrae y CTBOPEHHI
[OOKYMEHTIB, LU0 CNpsAMOBaHI Ha BMPILLEHHSA YNpaBiiHCbKUX PiLLeHb.

2. Hasga Buay [OKyMeHTa (Hakas, MpOTOKOA, AOMOBiAHa 3amnmcka TOLW0) Mae
BiAnosigatn HasBam, nepefbayeHMM po3ginom 3 [epxaBHOro Knacuikatopa
ynpasniHCbKOI AokyMeHTauii K 010-98, 3atBepiKeHOro Hakasom [lep>kaBHoOro
KOMITETY YKpalH/ Mo CTaHZapTu3auii, MeTponorii Ta ceptudikayii sig 31 rpyaHs
1998 poky Ne 1024 (3i 3miHamu). OQOpMIEHHA PeKBI3UTIB OpraHisauinHo-
pO3MopsAAYOl AOKYMEHTAUIT Ta MOpALOK TX po3TallyBaHHA MatOTb BiAMnoBigaTui
HauioHanbHOMY — cTaHgapTy YkpaiHu  “[epxaBHa YHihikoBaHa cucTema
AOKYMeHTaUil. YHi(ikoBaHa cucTema opraHisaliitHO-po3nopagyol 4oKyMeHTauii.
Bumorn go odopmntoBaHHs AokymeHTiB. ACTY 4163-2003", 3atBepmkKeHOMY
Haka3oM [lep>kaBHOr0 KOMITETY YKpaiHW 3 MUTaHb TEXHIYHOrO PeryntoBaHHA Ta
cnoXue4oi nonitTnku Big 07 keiTHA 2003 poky Ne 55 (mani - ACTY).

3. OpraHi3auiiHo-po3nopaayi  [OKYMeHTU OMOpM/OKTLCA Ha 6naHkax, Lo
BUTOTOBNAKOTLCA 3rigHO 3 BuMoramu ACTY Ta i€l IHCTPyKUT.

Y 3aKknajli BUKOPUCTOBYHOThLCA TaKi 6M1aHKN OKYMEHTIB:

O6naHK NNCTa;
GnaHK Hakasy.

Bumorn [0 odopmMieHHA [LOKYMEHTIB, L0 BWIOTOBNAKOTHCA 32 A0MOMOroH
KOMM'FOTEPHOT TEXHIKM, HaBeAeHO B fAoAaTKy 140 i€l IHCTPYKLUT.

4. Tlocafosi 0COOM MIAMMCYIOTb [LOKYMEHTM B MeXaxX CBOIX MOBHOBa&XKEHD,
BM3HAUeHMX 3aKOHOLABCTBOM  YKpaiHW, CTaTtyToM 3akniagy, nocafoBumu
IHCTPYKLiSIMX, Haka3oM Mpo Po3rofin 000B'A3KIB MK KEepiBHMKOM 3aknafgy Ta
MOro 3acTynHukamu. BigbuTkoM neyaTkM 3aknagy — 3acBigvytoTb  Mignuc
NnocagoBOi 0COOM Ha [OKyMeHTax i3 NuTaHb OpraHisauinHol Ta (iHaHCOBO-
rocrnoAapcbKol AifNbHOCTI 3a MepenikoMm LOKYMEHTIB, Ha AKMX NiAnMc nocafoBol
0cobKM 3acBifuyeTbCA BIAOMTKOM MeyaTKU 3aknafdy, HaBefeHUM Yy AoAaTKy 2 A0



i€l IHCTpyKuiT. BigbMUTOK nevaTky CTaBUTLCS Tak, W06 BiH OXOM/HOBaB OCTaHHI
Kiflbka fliTep HaliMeHyBaHHA nocagu 0cobwu, Aka nignucana AOKYMEHT, ane He
nignmMc nocagosol 0cobun, abo NPOCTaBNAETLCA HA OKPEMO BWUAINEHOMY AJ19 LbOro
micui 3 BigmiTkoro "M. T1.".

5. 3aknaf mMoxe 3acBigvyBaT KOMii NLIE TUX AOKYMEHTIB, LLO CTBOPHOKOTLCA B
HbOMY, & TaKOX Y BUMafKax, nepefbdayeHnx B ab3aui ApYromy LUbOro MyHKTY.Y
pasi MiAroTOBKWN LOKYMEHTIB A/1 HafaHHS CyLOBMM OpraHam, nif yac BUpPILLEHHA
MUTaHb LWOAO MNPUAHATTA rpPoMaAsH Ha PO60TY, HaBYaHHSA, 3acCBigYEHHS TX
TPYAOBMX Ta IHLWMX NpaB Yy B3aEMOBIAHOCMHAX 13 3aKnafoM, a TakoX Mif vac
(hopMmyBaHHA 0COO0BMX CMpaB MpauiBHUKIB 3aKnag MOXe BWUIOTOBASATA KorMii
[OOKYMEHTIB, BUAAHMX IHWNMK ycTaHoBaMK (KONiT JOKYMEHTIB MPO OCBITY TOLLO).
BigmiTka "Komis" npocTaBnseTbCs Ha NMLBLOBOMY 60U Yy BEPXHLOMY NpPaBOMY
KYTKY MepLloro apkyLla gokKymeHTta. Konii Hakasis, iHLUMX AOKYMEHTIB 3acBiguye
BiANoBifasibHa ocoba 3a opraHisauito A4ifoBOACTBA Y 3aKnafii.

6. Y pasi noTpebn NpoBefeHHS OLHKMA LOLINbHOCTI CTBOPEHHSA JOKYMEHTa, 1oro
06rpyHTOBaHOCTI Ta BIAMOBIAHOCTI 3aKOHOAABCTBY 3[INCHIOETLCA MOTOLKEHHA
NOKYMeHTa. [1OromkeHHs [LOKYMEHTIB MOXe 3AIMACHI0OBATUCb MOCaA0BUMU
ocobamy 3aknagy, fAKi BIAMOBIAHO [0 TX KOMMETEHUiT BUPILWYKOTb MUTaHHS,
MopyLUeHi B [OKYMeHTI (BHYTPILUHE MOrOKeHHS), a TaKOXX 3aiHTepecoBaHVMM
yCcTaHOoBaMu (30BHILUHE MOrofpkeHHs) [MoromkeHHA AOKYMEHTIB 3[4iNCHIOETLCA
BIAMOBIAHO A0 BMMOr Hakasy MiHicTepcTsa tocTuuiil YKpaiHu Big 18 yepsHs 2015
poky Ne 1000/5 "lMpo 3ateepmxeHHs [lpaBun opradisaudil AinoBoacTea Ta
apxiBHOro 36epiraHHA [OKYMEHTIB Yy [epXaBHUX OpraHax, opraHax MiCLeBoro
caMoBpsAfyBaHHS, Ha NIANPUEMCTBaX, B YyCTaHOBaxX |  opraHisauisx”,
3apeecTpoBaHoro y MiHictepcTsi rOCTULIT YKpaiHN 22 YepBHs 2015 poky 3a No
736/27181 (mani - lMpaBuna opradisauii 4iN0BOACTBA Ta apXiBHOro 36epiraHHs
LOKYMEHTIB). ['puch NOrofykeHHs pPo3MILLYIOTb HuXK4e peksisuty "Tlignuc”. BiH
cknagaetbca 3i cnoea NMOMOAXKEHO (6e3 namok), Haseu nocagn ocobu, fka
MoOrofkye [OKYMeHT (pa3oM 3 HallMeHyBaHHAM 3aknagy), nignucy, iHigiany(i) i
MPI3BULLA, ATV NMOTrOLKEHHS.

Mpuknag;

MOoro4)>XKeEHO

[AnpeKkTop niueto-iHTepHaTy

Mignuc IHidian(n), npissuLle

02.01.2024

7. 3aTBepMKEHHS  YMpPaBMiHCbKUX  AOKYMEHTIB  3[IMCHIOETLCA  OCOOMCTO
KepiBHUKOM 3ak/agy BifnoBigHO [0 1MOro MOBHOBaXXEHb abo PO3nopsAvnmM
[OKYMEHTOM 3aKnafy I3 3a3sHayeHHsAM Ha [OKYMeHTI rpudga 3aTBepiKeHHS,
oopmsieHOro  BIiANOBIAHMM  YMHOM.[MOPALOK  3aTBEPYKEHHA  [OKYMEHTIB
3AINCHIOETLCA BigMOBIAHO 40 [MpaBwn opradisauii AinoBoACTBa Ta apXiBHOMO
3bepiraHHA  [OOKyMeHTIiB. [pu  3aTBepMKeHHA  CKMajaeTbCA 31 C/loBa



SATBEP)KYHO (6e3 namok), Ha3eu nocagu, nignucy, iHiuiany(is) i npissuiya
0Ccobw, fKa 3aTBepaunsia JOKYMEHT, AaT 3aTBEPLKEHHS.

Mpuknag;

SATBEPIKYHO

[AunpekTop niuto-iHTepary

Mignuc IHigian(n), npissuie

02.0E2024

Y pa3i 3arBepAKEHHS [OKYMEeHTa pilleHHAM KOJeriaibHOro opraHy rpug

3aTBeppKeHHs cknagaeTbea 3i cnosa SATBEPAXKEHO (6e3 nanok), Haseu, gatu i
HOMepa AOKYMeHTa Yy HasUBHOMY BiAMIHKY.

[Mpuknag;

3SATBEPIXKEHO
[MpoToKON 3acifaHHS
nefarorivyHoil pagu
niyero-iHTepHaTy
02.01.2024 Ne 01
1. Ocob6nvBi BUMOIrM [0 CKNagaHHs
[eAKUX BUAIB JOKYMEHTIB

1. Haka3 - po3nopagynini JOKYMEHT, SKWUIA BMAAE KEPIBHMK 3aKiafy Ha npasax
€IMHOHAYa/IbHOCTI Ta B MeXax CBOEI KOMMeTeHUiT, 060B'A3KOBUIA 415 BUKOHaHHA
nignernumn. Hakasn BMAaOTbCA 3 OCHOBHOI AiSANIbHOCTI, aAMIHICTPATMBHO-
rocrnofapcbkux, KagpoBmxX MuUTaHb 3aKnagy, WOPIYHUX OCHOBHUX Ta COLja/ibHNX
BIAMYCTOK, & TaKOX PyXy Y4HiB. Haka3n 3 OCHOBHOI Ais/IbHOCTI, aAMIiHICTPaTMBHO-
rocrnofapcbkKux, KagpoBux NuTaHb, LWOPIYHMX OCHOBHUX Ta COLia/ibHUX Bif4NYyCTOK
PYXYy VYYHIB/BUXOBaHLiB MIAMUCYIOTbCA KEPIBHMKOM 3aKnafy, a 3a Woro
BIICYTHOCTI - 0CO60H0, fikA BWKOHYE WOro OOOB'A3KM, Ta PEECTPYHOTHCA B
XypHanax peecTpauil Hakasie.[licna nignucaHHA Hakasy 3MiHM [0 HbOro
BHOCATLCA /IALLIE LUNAXOM BWMAAHHA HOBOrO Hakasy Mpo BHECEHHs 3MiH. Hakas
O(hOPM/IKOETLCA Ha GMaHKy Hakasy 3aknafy. 3MICT Hakasy CTUCI0 BMKNA4AETbCA B
3aro/fioBKy, SKAW MOYMHAETLCA 3 MpuidiMeHHMKa "Tpo" Ta CKnadaeTbCca 3a
goriomoroto  BigaiecnisHoro  imeHHuka  ("Ipo  3aTBepmkeHHs...",  "TIpo
CTBOPEHHSA...") abo iMeHHMKa ("Tpo nigcymku..."). TeKCT Hakasy 3 OCHOBHOI
AISNBbHOCTI, aAMIHICTPATMBHO-TOCMOAAPCHKMX MUTaHb Ta PyXy Y4HiB/BUXOBaHLLIB
CKNafaeTbCa 3 IBOX YaCTUH - KOHCTaTykUol (Mpeambynun) i po3nopsauor.

Y KOHCTaTyHMIl YacTWHI 3a3HayaeTbCA MifcTtaBa, O0OrPyHTyBaHHA abo MeTa
BUAAHHA Hakasy. Posnopsgya 4acTMHa Hakasy [MOYMHAETbCA i3 C/loBa
"HAKA3YHO", fike ApyKYyeTbCA 3 HOBOIO psiaKa BeNMKUMK NiTepaMun 6e3 BigcTyny
Bif, MiBOr0 nMoss i Nanok, Micns 4oro CTaBUTbCA ABOKpanka. HAKWO Hakas
BUAAETLCA Ha MIACTaBi IHLIOrO PO3MOPALYOro [AOKYMEHTa, Y KOHCTaTyHouii
4aCTMHI 3a3Ha4atoTbCA Has3Ba BMAY LbOro JOKYMEHTa, Oro aBTop, Jata, HOMep Ta



3aronoBOK. Hakasn HyMepyroTbCA B MOPAAKY iX BUAAHHA B MeXaxX KaseHAapHOro
POKY; Hakas3u 3 OCHOBHOI AisifIbHOCTI, pyXy Y4HiB/BUXOBaHLIB, agMiHICTpaTUBHO-
rocrnofapcbknx, KagpoBMX MUTaHb MatOTb OKPeMy MOPSAKOBY Hymepauito. 3
METOH PO3PI3HEHHA rPyNn HakasiB 10 PeecTpauiiHOro iHAeKCy Haka3sy yepes aedic
[O0AA€ETLCA NiTepHa BIAMITKA, HAaNPUKNaz;

HaKa3un 3 afiMiHICTPaTUBHO-rOCNOAAPCLKMX MUTaHb - No 2-a/T;
HaKa3u 3 KafpoBMX NTaHb - No 2-K;

Hakasn MNpo HafaHHA LWOPIYHMX OCHOBHMX Ta COUjia/lbHUX BIAMYCTOK Ta
BIAMYCTOK Y 3B'A3KY 3 HaBYaHHAM NpaLiBHUKIB - No 2-B;

Hakasu 3 pyxy y4HiB/BuxoBaHLiB - No 2-y.

2. MpoToKON - [OOKYMEHT, Y fKOMY (iKCYeTbCA Mepebir BefeHHSA 3acifaHb,
YXBa/IEHHS PilleHb AOpagYMMK Ta KOJerialbHUMKM opraHamu, KOMICIAMM TOLLO.
[MpoToKONM 3acijaHb MefaroriyHuX pag, IHWUX [Lopajgumx Ta KoMeriasibHuX
opraHiB CKnagatTbCA B CTUCNIA (DOpMi. Y MPOTOKONI, CKIafeHOMY B CTUCAIN
(opmi, (pIKCYHOTbCA NMLe NPUAHATI  pilleHHA 6e3  fdeTanisauil  nepebiry
06roBOpeHHs nNUTaHHA. Y pasi noTpeby 3a PpilleHHAM 3araibHUX 360piB
(KOH(epeHLiT) KONeKTMBY NPOTOKON 3arasibHMUX 300piB (KOH(epeHLiT) KONeKTuByY
MOXYTb CK/1afiatucsa y NoBHi (opmi.

Hymepauis npoTokoniB 3acifjaHb MeaaroriyHoi  pagn BedeTbCa B MeXax
HaBYa/IbHOr0 POKY, MPOTOKOMIB BUOOPHUX OPraHiB - y MeXax iX MOBHOBaXKEHb.
HyMmepauis npoToKO/MiB BeAeTbCA OKPEMO 3a KOXHOK Tpyrnot MpOTOKO/iB
3acifjaHb Bi4NOBILHOMO KOJEriaibHOro opraHy.

3. [laToto NPOTOKONY € AaTa NPOBEAEHHS 3acifaHHS.

3aronoBoK 10 TEKCTY MPOTOKO/Y Mae Bifobpaxartun BMA 3acifaHHsa (Hapaga, 36opu,
KOH(epeHLLia TOLLo) abo KonerianbHOI AisanbHOCTI (KoMicis, pada, 36opu, poboya
rpyna TOLLO) i BKIKOYATK Ha3By BUAY AOKYMeHTa. TeKCT MPOTOKO/Y CKIaAaEThCH
3i BCTYMHOI Ta OCHOBHOT YaCTWH. Y BCTYMHI YaCTWMHI NPOTOKO/Y 3a3HayvatoThbCH
npisBuWa Ta IHiWianM ronosu abo ronoByHUOro Ha 3acigaHHi, 36opax Towl,
CeKpeTaps, 3anpoLLEHNX, a TaKoX MPUCYTHIX 0Ci6. Y pa3i NoTpedu 3a pilleHHAM
BIANOBILHOrO OpraHy Yy CMWCKY MNPUCYTHIX 3a3HayatoTbCA MNOCagn 3arpoLUeHuX
0Ci6 Ta HaliMeHyBaHHS YCTaHOB. AKLLO KifbKiCTb NMPUCYTHIX nepesuLlye 15 ocib,
3a3HavyaEeTbCA TX 3arasibHa KifibKiCTb 3 MOCU/IAHHAM Ha CMMWCOK, WO AO0AA€ETHCA [0
MPOTOKONY.

4, BCTynHa YaCTuHa MiCTUTb MOPSAOK [AeHHWIA: Nepenik po3rnsHyTMX Ha 3acigaHHi
NUTaHb. MopsAoK AEHHWI NOAAETLCSA HANPUKIHL BCTYMHOT YaCTUHW.

Cnoa "TlopsfoK OEHHUA™ APYKYHOTbCA Bifg MeXi NiBOro nons, nicns HUX
CTaBUTbCA [BOKparnka. KOXHe NuTaHHS HYyMepyeTbCA apabCbKMMK UMppamn i
APYKYETbCA 3 ab3auy. PopMyBaHHSA MUTaHb Y MOPAAKY AEHHOMY MOYMHAETLCS 3
npuinmeHHuKa "Tpo™.



5. OCcHOBHa YacTMHa NPOTOKO/Y CKNAJaETbCA 3 PO3A4iNiB, AKI MalOTb BiAnosigaTu
MyHKTaM MOpPAAKY [eHHOro. Po3ginv HyMepyroTbCA apabCbKuMu Lmdpamu i
OYyLYHOTbCA 32 TAKOKH CXEMOIO:

ana ctucnoi goopmm npotokonis: "CNIYXAJIN - YXBANTUINY,

And nosHoi  opmy  npotokonis:  "CAYXANIN - BUCTYTMAIN -
YXBANNIN".

Micna cnoea "CJ/TYXAJIAN" 3 HOBOro padKa 3a3HayatoTbCsA MPI3BULLIE Ta iHILianN
(iHiLian iMeHI) KOXHOro gornosigaya.

Y nosHiin ¢opmi npotokony nicna cnosa "BUCTYTIAJIN" (ikCytOTbCA BUCTYNA
TUX OCi6, AKi B3/ y4acTb B 06roBopeHHi AoMoBiAl (NMUTaHHA NOPAAKY AEHHOrO).
Buctynu oopmMnioloTeCA B MPOTOKONI i3 3a3HaYeHHAM nocag, Mpissuw, Ta
IHiLianis (iHiyiany), iMeH [OMOBIfAa4YiB Yy Ha3MBHOMY BIAMIHKY, BWKIaAeHHAM
3MICTY BUCTYNYy abo NuUTaHHS, Bi4NOBIAI HA HBOTO.

6. TeKCTU BUCTYNIB y NPOTOKONI BUKNIAAAa0TbCA Bif TPETLOI 0COOU OAHUHN.

TekcT abo Te3n JonoB.igi, oPopmsIeHI AK OKPeMi LOKYMEHTK, [0 TEKCTY MPOTOKO/Y
He BK/OYatoTbCcA. [licnd  BigOMOCTe MNpo  [OMoBigava CTaBUTLCA TUpe |
3a3HavaeTbcA "TeKCT A4onoBiai 4OAAETHCA A0 MPOTOKONY".

[Micnsa cnosa "YXBAJININ" (ikCyeTbCA MPUIAHATE PiLLEHHSA 3 06roBOPHOBAHOIO
MUTaHHA MOPSAAKY [AEHHOro, fike Mae BKIKOYaTV CKIadoBsi, WO BignoBigalTb Ha
Taki NUTaHHSA: KOMY, LLIO 3p0BUTY i B SIKWI CTPOK.

Y pasi AKWO NpUIMMaETbCA PiLLEHHS NP0 CXBaJIEHHS, NMOrOMKeHHS, 3aTBepyKeHHS
[IOKYMEHTa, $KMiA 0OroBOPHOBABCS Ha 3acCifaHHi, Le [JOKYMEHT A0[aeTbCsA [0
MPOTOKOMNY. 3a HaABHOCTI IHLUIMX [OKYMEHTIB, WO PO3rnsagainca Ha 3acifjaHHi Ta
(hakT O0OroBOpPeHHs1 SIKMX Oyno 3atikcoBaHO B TEKCTi MNPOTOKO/Y, BOHM
HYMepyoTbCA apabCbkummn upuppamn (Hanpuknag, AoAatok 1, gofaTtok 2). Y
BIAMOBIAHNX MYHKTaX NPOTOKO/Y MPOCTaBNAKTLCA MOCUNAHHA Ha Li AO4ATKM.

[MpoTOKON NIAMMCYE TOMOBYKOUUA Ha 3acCifaHHi KoneriasbHOro (4opagqoro)
opraHy Ta cekpeTtap (3a HasBHOCTI). [pOTOKON 3acifgaHb KOMICIA NignUCytOTh YCi
Y/JIEHN KOMICIT.

7. JInctm ckKnagalTbCsd 3 METO OOMIHY IH(opMauliero MK 3aknagoM Ta
opraHamu [ep>aBHOI BfiadW, oOpraHamy MICLEBOro CamMOoBpsAfyBaHHA, 1X
nocagoBvMK i CNy>X60BMMI 0cOGaMK, 3aKnafamu, YCTaHOBamM, opraHisauigsMu Ta
IHLWMKW (DI3UYHUMNA | FOPUAUYHUMI 0CcO6aMM.

BnaHky nucTa MaroTh Taki PEKBISUTY:

HaliMeHyBaHHS 3aCHOBHMKa 3aknafy (Hanpuknag, Kiposorpaacbka obnacHa
pasa);
MOBHE HallMeHYBaHHSA 3aKnagy BifnoBigHO A0 YCTaHOBUMX LOKYMEHTIB;



[0BIAKOBI JaHi npo 3aknag (nowutoBa agpeca, HOMepu TenedioHiB, (haKcCis.,
paxyHKiB y 6aHKy, aapecy e/leKTPOHHOT MOLLTU TOLLO).

PekBi3nTamu ncTa € faTa, peecTpayinH1iA IHAEKC, MOCUMNaHHA Ha PeecTpalinHni
IHAEKC | JaTy OOKYMeHTa, Ha SKUA HadaeTbCcs BiAnoBiAb (3a notpebu), agpecar,
3aro/loBOK [0 TEKCTY, TEKCT, BiAMITKA NPO HasBHICTb [AofdaTKiB (3a noTpebn),
nignuc, BigMITKa Npo BMKOHaBLA. [atoto N1cTa € garta Moro nifnucaHHs, sgka Mae
3biratmca i3 gator0  peecTpauii  BMXIAHOT KopecrnoHgeHuii. TekcT fmcTa
BUK/IQAAETbCA Bif MEPLUIOT 0COOM MHOXMHM 3 BUKOPUCTAHHAM ChiB: "MPOCUMO
NoBIAOMMUTHK...", "PO3'ACHIOEMO, LLO...". 3a3Buyal Yy NUCTI NOPYLUYETLCA OAHe
MUTaHHS.

8. AKT - [OKYMEHT, CKMafleHWin rpynoro ocib AN 3acBifUeHHA BCTaHOB/IEHMX
(pakTiB abo nogii. AKTU OOPMIIOIOTLCA 3a pesynibTataMu PeBisiii (PiHaHCOBO-
rocrnofapcbKoi AiSNbHOCTI, Nif Yac NpuiiMaHHSA-nepefaBaHHA Ccrpas, CNUCaHHS
MaiiHa TOLLO.

[aTtolo aKTa € gara MOro CknafeHHs. TeKCT akTa CKNafaeTbCA 3i BCTYMHOI Ta
KOHCTaTyrtu0l 4YaCTUH. Y BCTYMHIA YaCTUHI 3a3HayaloTbCA nNifAcTaBuM  Ans
CK/aflaHHA aKTa Ta Ha3MBarTbCA 0COOW, AKi CKNav akT abo 6ynm NPUCYTHI npu
LUbOMY. Y KOHCTATYHOUYI YaCTWMHI BUKIA[AKOTbCA CYTb, 3aBAaHHSA, XapakTtep
BMKOHAHOI pob0TW, BCTAHOB/EHI (PakTW, NPONO3nLii Ta BUCHOBKU. KOHCTaTytoua
yacTMHa MOXKe odopmoBaTUCA Yy BUrnagi Tabnuui. Y KiHUP TEKCTY akra
3anuCyoTbCA AaHi MPOo KifbKICTb NPUMIPHUKIB aKTa Ta iX MICLE3HaXOMKEHHSA. AKT
MignuncytoTb yci ocobn, AKi Gpann yyacTb y Moro cknagaHHi. Ocoba, fika Mae
3ayBa>KeHHS [0 3MICTY aKTa, MigNunCye MOoro i BUKIaaae CBOK LYMKY Ha OKpemMomy
apKyLUi, AKNIA [OAAETHLCA [0 aKTa.

IV. PeecTpauis JOKYMeHTIB

1 [OKyMeHTU B 3aKnafi PeecTpytoTbCA LEeHTPa1i30BaHO He3asIeXXHO Bif, Crocody
IX CTBOPEHHS, OAEepXXaHHSA YW BIATBOPEHHSA. Y 3aKnafi MOXe 3aCTOCOBYBAaTWCA
aBToOMaTn3oBaHa (hopma peecTpauii AOKYMEHTIB 3 BMKOPUCTAHHAM cneljia/ibHUX
KOMM'KOTEPHUX MPorpam.

2. PeecTpauis [OKYMEHTIB 3AIACHIOETLCA BignoBigHO A0 [MpaBwun opraHisauii
AiN10BOACTBA Ta apXiBHOro 36epiraHHsA 4OKYMEHTIB.

3. PeecTpauis AOKYMEHTIB NPOBOAMTBLCA 3 METOH 3a0e3MeyeHHs TX 06Ky,
KOHTPO/HO 328 BUKOHAHHAM | OnepaTyBHUM BUKOPUCTaHHAM iH(hopMaLii Ta nonsrae
Yy BefeHHi 3anucy 0O6MIKOBMX [aHWX MPO AOKYMEHT, AKUM (QIKCYeTbCA (haKT
CTBOPEHHS, BiAMpaB/ieHHA ab0 OTPUMAHHA [OKYMEHTA LUIAXOM MPOCTaB/IEHHA Ha
HbOMY PeeCTpaLinHOro iHAeKCy i3 3anMcoM Yy BIiANOBIAHUX >KypHaniax (6asax
aBTOMaTN30BaHUX CUCTEM) peecTpaLlii HeOOXiAHMX BiAOMOCTEN NPO [AOKYMEHT.



4. Peectpauii nmignaraiotb BXifHI, BUXIAHI Ta BHYTPILWHI AOKYMEHTU (LOBIAKM,
[OMNOBIAHI  3anuCKW, 3asBW, MNPOTOKOMM 3acifiaHb MeaaroriyHuMx pag, KoMicii

TOLLO).
5. [JOKYMEHTUN PeECTPYHOTLCA NMLLe OAMH pa3: BXifAHI - Y [eHb HAAXOMKEHHS abo

He Mi3Hille HacTYNMHOro po6o4oro AHs, SKLLO AOKYMEHT HafiliLLOB Yy Hepoboumnii
yac, CTBOPOBaHI - Y fIeHb NigNMCcaHHA abo 3aTBEPIKEHHS.

6. JOKYMeHTW, AKI HaaXoAATb A0 3aKiafy, PeecTpyroTbCA B >KypHani BXIAHOT
KOpecnoHAeHLiT, Ti, WO BIANPABNATLCA, - Y XYypPHani BUXIAHUX [OKYMEHTIB,
BHYTPILUHI - Y XXypHai BHYTPILIHIX JOKYMEHTIB, Haka3n - y XypHanax peectpauil
HakasiB. [lepenik [OKYMeHTIB, L0 He MignAraTb pPeecTpauii creyiaibHO
NPU3HaYeHoK 418 LbOro 0CO600, HaBeAeHO Y f0AaTKY 3 A0 L€l IHCTpyKUT.

dopmy peecTpauiiHOro XXypHaly HakasiB KepiBHMKa 3aKiafly HaBefeHo Y J0AaTKy
4 [0 uiei IHCTpyKUil. TpuMipHI  (opMK  peecTpauiiHUX >KYpHaiB BXIgHWX,
BUXIAHWX, BHYTPILWHIX AOKYMEHTIB HaBefeHO Yy fofatkax 5 - 7 po [Mpasun
opraHi3auii 4inoBoAcTBa Ta apXiBHOro 36epiraHHA JOKYMEHTIB.

7. [JOKyMeHTV PeecTpytoTbCs 3a rpynamy 3a/leXXHO Bif Ha3Bu Buy, aBTopa Ta
3micTy. OKpeMo PeecTpyHoThCS:

BXifHI JOKYMEHTH;

Haka3n 3 0CHOBHOI AiAMbHOCTI;

Hakasu 3 pyxy Y4HiB/BMX0OBaHL,B,;

Hakasn 3a4MIHICTPaTMBHO-FOCMNOAAPCHKNUX MUTaHb;
HakKasu 3 KafjpoBMX MUTaHb TPMBA/IOro 30epiraHHs;

BHYTPILLUHI JOKYMeHTU (NPOTOKOMM, LOBIAKN,A0MOBIAHI, MOSACHIOBA/IbHI
3arnuncKu, 3adBu NpawiBHNKIB TOLLO);

OyXranTepcbki JOKYMEHTY;

3BEPHEHHS TpoMajsH, y TOMY unMcnibaTbKiB ab0 3aKOHHMX NPeACTaBHUKIB
YUHIB;

3annTX Ha Nyo6nivyHy iHopmaLito.
8. [LJOKyMeHTH, LLO MnepefatoTbCA efIeKTPOHHOK MOLLUTOH Y CKaHOBaHin dopmi 6e3

e/IeKTPOHHOI0 LU1gpoBOoro nianucy, peecTpyroTbCs OKPEMO Bif iHLUNX LOKYMEHTIB
I3 3a3HaYeHHAM eNIeKTPOHHOI aApecK BiAnpaBHMKa Ta agpecara.

9. Mg Yac peecTpayii LOKYMeHTa HaaeTbCA YMOBHE MO3HAYEHHS - PeecTpaLinHnI
iHOekc. CKafloBi YaCTMHU PeeCTpauiitHOro iHAeKCY LOKyMeHTa (KpiM 3BepHEHb
rpomafsiH) BiOKPEMNIOKOTLCA OfHA Bif OAHOT NMPaBOBGIYHOK MOXMMOK PUCKOLO.



10. AN BXIAHWX JOKYMEHTIB peecTpauiniHii iHAEKC CKIafaeTbCA 3 MOPSAKOBOIO
HOMepa Ta IHAEKcy crpasw, Hanpuknag 89/02-04, ne 89 - nopsioKoBUIA HOMEP
LOKYMeHTa y Mexax poky, 02-04 - iHAeKC crnpaBu 3a HOMEHK/ATYPOKO Crpas.

11. Y BMXIZHOrO Ta BHYTPILIHLOIO (32 BUHATKOM Hakasis, NPOTOKONIB) AOKYMEHTa
PEECTPaLIMHNIA THOEKC CKNafaeTbesl i3 IHAEKCY CrpaBu 3a HOMEHK/IATYPOO CrpaB
Ta MOpsAAKOBOro Homepa, Hanpuknag 02-04/176, pe 02-04 - iHOEKC cnpasu 3a
HOMEHKNaTYypoo cnpas, 176 - NOPAAKOBUIA HOMEP AOKYMEHTA Y MeXaxX POKYy.

V. CKnagaHHsi HOMEHKNaTypu cnpas

1 HomeHKnaTypa cnpaB - 000B'A3KOBUI /151 3aKnafy CUCTEMATU30BaHWUIA Nepesik
Ha3B (3aro/fioBKiB) crpas, L0 (HOPMYHOTbCA i3 3a3HaYeHHSIM CTPOKIB 36epiraHHs
cnpas.

2. HoMeHKnaTypa cnpaB CTBOPHOETLCA 3 METOK) BCTAHOB/IEHHS B 3aK/afi €AMHONO
nopsiaky (hopMyBaHHA cripaB, 3abe3neyeHHs X 06/1iKy, OMepaTMBHOIO MOLUYKY
[AOKYMEHTIB 3a TX 3MICTOM i BWAOM, BWM3Ha4YeHHS CTPOKIB 36epiraHHsA cripas i €
OCHOBOKO [/11 CKNaflaHHA OMnuciB CcnpaB MOCTiIMHOro Ta Tpusanoro (noHag 10
POKIB) 30epiraHHsi, a TakoX A 06Miky crpaB Tum4yacoBoro (4o 10 pokis
BK/THOUHO) 306epiraHHs.

3. CKflafaHHa Ta 0(POPMI/IEHHSI HOMEHKMATYPW Cnpas 3A4iMCHI0ETLCS Bi4NOBIAHO A0
Bumor rnasu 1 posginy IV [Mpasun opraHisauii AinoBoACTBa Ta apxiBHOro
36epiraHHs.

4. HomeHKnaTypa cnpaB 3ak/iagy po3pobnseTbcs BiAMOBifAa/IbHOK 0C060K  3a
opraHisauito AinoBoACTBa Y 3aKnafi i3 3a/ydyeHHsAM (haxiBUiB CTPYKTYPHUX
nigpo3ainis 3aknagy (3aCTyNHUKIB AUPEKTOPa, FOIOBHOr0O Byxrantepa Ta iHLLUi).

5. HomeHKnaTypa crnpae yXBa/llOETLCA eKCNepTHOO Komicieto (gani - EK) 3aknaay,
fKa CTBOPKOETLCA BiA4MNOBIAHO A0 3aKOHOAABCTBA.

6. HoMeHKnaTypa crnpas 3akniagy nigidarae norogKeHHIo 3 JenapTaMeHToM OCBITU
I Haykn KipoBorpafcbKoi 06/1aCHO0 aAMHICTpaLietd  OAWH pa3 Ha M'ATb POKiB abo
HeBIAKNAAHO B pasi ICTOTHUX 3MiH Y (DOPMi BMAaCHOCTI, CTPYKTYPI, (PYHKLIAX Ta
XapakTepi poboTn.

0. MoromkeHy EK pgenaptameHOM OCBITM HOMEHKIATYPY Cnpas 3aTBEPMKYE
KepiBHVK 3aKnagy.

10. HanpuKiHLUi poKy HOMeHKNaTypa CrpaB 3aKpUBAETLCA MiACYMKOBUM 3arvcom
Mpo KaTeropii Ta Ki/fIbKiCTb Cripas, 3aBefeHNX Y BiAMNoBiAHOMY pouj.

11. HomeHknatypa crpae LWOPOKY (He ni3Hiwe 20 rpyaHsA) YTOUHKOETLCH,
3aTBEPIKYETLCA KEPIBHUKOM 3aKnagy Ta BBOAUTLCA B Ait0 3 01 CiyHA HACTynHOro

POKY.



V1. dopmyBaHHSA cnpas, 36epiraHHs OKYMEHTIB

1 dopmyBaHHSI CnpaB - rPynyBaHHS BUKOHAHMX AOKYMEHTIB Y CNpaBuMBIAMOBIAHO
[0 HOMEHK/ATYpW Cnpas.

2. dopmyBaHHA CnpaB 3aKnafy 34INCHIOETLCA 3 AOTPMMaHHAM BUMOT [lpaBun
opraHi3auil 4inoBoAcTBa Ta apXiBHOro 36epiraHHA 4OKYMEHTIB.

3. Hakasn 3 OCHOBHOI AisnbHOCTI 3aknady, aAMiHICTPaTMBHO-roCMnoAapcbKuX,
KafpoBMX NUTaHb Ta PYXY YYHIB/BUXOBaHLIB rpynytTbCA B Pi3HI CrpaBu Yy
XPOHO/IOrIYHOMY NOPAAKY BIAMOBIAHO A0 TX BMAIB Ta CTPOKIB 30epiraHHs.

4. [JoKyMeHTW, 3aTBEPIKEHI HaKa30M KepiBHMKA 3aKnady, € AoAaTKaMu [0 HbOro |
rPynyoTbCA PasoMm i3 LM pPo3nopsaguMM LOKYMEHTOM.

5. JInCTyBaHHA TpynyeTbCs 3a 3MICTOM i KOPECNOHAEHTCbKOK O03HAaKOK Ta
CACTEMATM3YETbCA B XPOHOMOFIYHOMY  MOPSAKY:  [JOKYMeHT-BifMnoBiapb
PO3MILLYETLCS 3a JOKYMEHTOM-3aNUTOM.

6. AngaBiTHa KHUra y4yHiB/BMXOBaHLIB, KHUra 06MiKy MponyLweHnX i 3aMiHeHUX
YPOKIB, KHUIM 00NiKy Ta BMAadi CBIAOUTB | AoAaTKiB [0 CBigouUTB Npo 6a3oBy
3arasibHy cepefiHIo OCBITY, CBIJOLTB Ta A4OAATKIB 40 CBIAOLTB NPO MOBHY 3arasibHy
CepedHI0 OCBITY, 30/10TUX Mefanei "3a BWCOKI [OCATHEHHS Y HaBYaHHI" Ta
CPiGHNX Mepaneil "3a [OCATHEHHS Y HaBYaHHI" MPOLUHYPOBYHOTLCA, @ CTOPIHKM
HYMepytoTbCA. Ha OCTaHHIN CTOPIHUI >KypHany/KHUrM pobutbcA 3anuc npo
KINIbKICTb CTOPIHOK Y >XypHani/KHU3i, WO Mignuncye KepiBHMK 3aknagy. llignvc
KepiBHVKa CKPINOETLCA MeYaTKOK 3aKiagy.

7. Y pasi notpebn 3a PpilIEHHAM MefaroriyHol pagn y 3aknagi MOXYTb
CTBOPIOBATUCA Ta BECTUCHA iHWI >XypHasM (KypHan NPakTUYHOrO MCKUX0sora,
coujasibHOro negarora ToLLO).

YI11.EKcnepTmsa LiHHOCTI JOKYMEHTIB.

MopsaoK Ni4roToBKK cripaB A0 NepefaHHs A5 apXiBHOro 36epiraHHs

1 EkcnepTm3a LiHHOCTI LOKYMEHTIB Ta NOPSAAOK NiATOTOBKM CMnpas 4O NepefaHHS
[N1 apXiBHOro 30epiraHHsA 3A4IMCHIOKTLCA Ha nigctasi MpasBun  opraHisauii
AiN0BOACTBA Ta apXiBHOMO 36epiraHHs AOKYMEHTIB.

CneuianbHi BUMOTY JO €KCMEPTU3N LLIHHOCTI AOKYMEHTIB Ta NopsaKy niAroToBKU
cnpaB [0 nepefaHHs And apXiBHOro 36epiraHHA 3aknagy nepefodayveHi LIEH
IHCTpYyKLUiErD

2. [Ona opraHisauil Ta nNpPOBeAeHHS eKCnepTu3M UIHHOCTI AOKYMEeHTIB, Lo
YTBOPUANCA Y AI/IOBOACTBI 3aKnagy, Ta NOAAHHA pe3y/bTaTiB eKCnepTu3n LiHHOCTI
OOKYMeHTIB Ha po3rnag EMK pgepxasHoro apxisy (EK apxisHoro Bigainy
PaoHHOT AepXKaBHOT agmiHicTpauii ) yTBoproeTbea EK 3aknany. CTBopeHHst EK Ta
opraHisauis Ti po60oTM 3A4IMCHIOKTLCA BIANOBIAHO [0 nNocTaHOBM KabiHeTy



MiHicTpiB YkpaiHn Big 08 cepnHa 2007 poky Ne 1004 "lNpo npoBedeHHS
eKCnepTnsn LIHHOCTI AOKYMeHTIB" Ta Hakasy MiHicTepcTBa toCTuLiT YKpalHU Bif
19 yepBHa 2013 poky Ne 1227/5 "MMpo 3aTBEpPMKEHHA TWUMOBOr0 MOSIOXEHHS Mpo
eKCNepTHY KOMICI0 [epXXaBHOro opraHy, opraHy MICLEeBOro camMOBpsiAyBaHHS,
[epXaBHOro 1 KOMYyHa/lbHOrO MiANPUEMCTBa, YCTAHOBM Ta  opradisauir”,
3apeecTpoBaHoro B MiHicTepcTBi tocTuuii YKpaiHu 25 yvepBHA 2013 poky 3a No
1062/23594.

Cknag EK Ta nonoxxeHHs Npo Hel 3aTBepKYHOTbCSA HaKa3oM KepiBHMKA 3aK/agy.
fonoBoro EK npu3HayaeTbCAd OAMH i3 3aCTYMHWKIB KepiBHMKA 3aKiagy,
CeKpeTapeM - 0co6a, BiAMNoBigasbHa 3a AOKYMEHTU, WO NiAnsraoTb 36epiraHHIo Ta
nepefaHHIo B apxis.

[o cknagy EK 3aknagy 3a 1X 3rogoro MOXYTb BXOAWUTU MPEACTaBHUKN apXiBHUX
YCTaHOB, OpraHy BWLLOrO PiBHSA, METOAMYHMX LEHTPIB, NPOgECiMHMX CMIoK, TX
06'elHaHb.

3. Cnpasu nocTiHOro Ta TpmeBanoro (noHag 10 pokis) 36epiraHHA nepeaaroTbcs
Ha 36epiraHHa 0co0i, BiAMOBifa/IbHIA 3a apxiB, 3a OnuMcamu, L0 CKIafarTbCs
ocobamu, BigNOBigALHUMM 32 (HOPMYBaAHHA Cnpas 3 BIAMOBIAHONO Hanpsmy.
[MPUAHATTA  KOXHOT CrpaBy 3M4IMCHIOETLCS Y MPUCYTHOCTI NpauiBHUKA, SAKWUIA
nepesae LOKYMEHTW.

4. Y KiHUI KOXXHOro npuMipHUKa onucy ocoba, BinosifanbHa 3a apxiB 3aknagy,
NPOCTaBNsfE NIAMUC LWOAO MPUAHATTA CcrpaB 3 O0OOB'A3KOBMM  3a3HAYEHHAM
KifibKoCTi (Undpamu i cnosammn) nepefaHnx crpas i 3a3Havae gary.

5 Tlicna npuAHATTA cnpaB NOCTIMHOro Ta TpuBanoro (noHag 10 pokiB)
36epiraHHsa, 3 KaapoBmxX nNuTaHb 0Ocoba, BIiAMOBiAasbHA 3a apXiB 3aknagy, Ha
migctaBi  ONUCiB Crpas, 3a AKUMWU  34IACHEHO MPUAHATTA [OKYMEHTIB, 3a
BCTAHOB/IEHOIO (POPMOIO FOTYE PiYHI PO3AiINN 3BeleHMX OMUCIB Crpas:

NOCTINHOro 36epiraHHs;
TpuBanoro (noHag 10 pokiB) 36epiraHHs;
3 KagpoBuX NUTaHb.

Ocoboto, BIAMOBIJA/ILHOKO 32 apxiB, CK/IaAaETbCA aKT MPO BWUIYYEHHS 48
3HWLLIEHHS JOKYMEHTIB, He BHeCeHuX 4o HAD.

6. 3BefeHWA onuc cnpaB MNOCTIMHOrNO 30epiraHHA CKIaJaeTbCA Y YOTUPLOX
npumipHukax. [llicna cxeaneHHa ENMNK pgep)xaBHOro apxisy Ta 3aTBepAyKeHHS
KepiBHUKOM 3aKnafy OAWH MOro NpUMIPHUK HanpaBNsiETbCA AepXXaBHiA apXiBHIi
YCTaHOBI UM apxiBHOMY BIfAiNy MICbKOT pagW, Y 30HI KOMMEKTYBaHHA SKOro
nepebyBae 3aknag, APYrvin NpUMIpHUK 36epiracTbCa AK Hef0TOPKaHWIA 0CO60H0,
BIANOBIJa/IbHOKO 3a apXiB 3aKnafy, TPETin, YeTBepTUA - BUKOPWUCTOBYHOTHCA Y
3aKnagi Ansa MoTOYHOro MOLWYKY crpaB i y pasi X nepefjaHHA Ha MOCTiHe
36epiraHHs HagxoaATb A0 Bi4NOBIAHOT apXiBHOT YCTaHOBMW.



7. 3BefleHnin onuc Tpueasoro (noHas 10 pokiB) 36epiraHHA CKMafaeTbCca Y TPbOX
npumipHUKax. [10 HbOro BK/IKOYAKOTLCA TaKOX CMpasu, AKI 3a HOMEHKIATypor
cnpaB MarTb CTPOK 36epiraHHa "m0 nikeBigauii 3aknagy". Micna cxeaneHHs EK
3aKnagy npUMIPHUKX OMUCY HanpasnAlTbCA Ha cxBasieHHA EK fgenaptameHTy
OCBITW 1 Hayku. TTicns NOBEPHEHHS BCIX MPUMIPHUKIB OMWCY MOr0 3aTBEPMKYE
KepiBHUK 3aknagy. [lepwwnid NpuMIpHUK onucy 36epiracTbCa B 3aknafi Ak
HeAO0TOPKaHWI, ApYruin - € poboYnM | BUKOPUCTOBYETLCA AJ19 MOTOUYHOIO MOLLYKY
crpas.

8. 3aronoBks cnpaB oOMuMCy 3 KagpoBMX MNUTaHb CUCTEMATU3YHOTbCA 3a
HOMIHa/IbHOKO O3HAKOH (rpyrnyBaHHA B OfHY CNpaBy AOKYMEHTIB O4HOro Buay) y
TaKiin NoCNif0BHOCTI:

Hakasu KepiBHMKA 3aKnagy 3 KagpoBuX NuTaHsb;

Hakasn KepiBHMKa 3aKnagy 3 pyxy Y4HiB/BUXOBaHLIB;

06/1iKOBI [JOKYMEHTW; Y
anasiTHa KHMra y4HiB/BUX0BaHLB;

XXypHa/In peecTpaLlil HakasiB 3 KagpoBuX MuTaHb;

0Cc060BI Cnpasu NpauiBHUKIB;

OyxranTepcbKi AOKYMeHTU (0C060BI paxyHKW i3 3apobiTHOT niaTu, B pasi 1X
BI[ICYTHOCTI - pO3paxyHKOBI BIZOMOCTI i3 3apnnatu);

LAOKYMEHTU Npo Tapudikauito (TapuikayiiiHi BigoMOCTi (CNUCKK));
[IOKYMEHTW Npo NpoBeAeHHs Aep>kaBHOI aTecTauii;

KHUrKM 006niKy i Bugadi cBigouTB Ta AodaTKiB [0 CBIAOUTB Mpo 6a30BYy
3arasibHy CepefHIO0 OCBITY; arecTaTiB Ta [O0AAaTKiB A0 aTectariB MpPo MOBHY
3arajibHy CepefiHO OCBITY, 30/10TUX Medanei "3a BUCOKI OOCATHEHHS Y HaBYaHHI"
Ta CpibHMX Mefanent "3a LOCATHEHHS Y HaBYaHHI'™; \Y/

OOKYMEHTW NP0 HeLlacHi BUNagkun (aktu, NPOTOKOMN, BUCHOBKW, XXYPHaIN);
YKypHa1 peecTpauii ocib, noTepninmx Bif HELWACHWUX BUNALKIB;

XKypHaM 06iKy pyxy TPYAOBMX KHMDKOK Ta BKMAAOK [0 HUX;

XXypHas peecTpauil Hakasis 3 pyXy YUHIB/BUXOBaHLIIB;

He3aTpebyBaHi 0COOUCTI AOKYMEHTW NpauiBHUKIB (TPYAOBI KHUXKKMN).

9. Oco60Bi crpaeu MpauiBHMKIB  BHOCATbCA A0 OMWCY 3a POKOM 3Bi/IbHEHHSA
npauiBHMKa | CMUCTemMaTu3yrOTbCA 3a MNpi3BULLAMW 3BIIbHEHUX MpauiBHUKIB B
anMasiTHOMY MOPALKY.

10. 3BepeHi onucy cnpas NocTiHoro, Tpusasoro (noHag 10 pokiB) 36epiraHHs, 3
KaJpOBMX MUTaHb Ta aKT MPO BUNYYEHHS ANA 3HULLEHHS JOKYMEHTIB, He BHECEHUX



no HA® (gani - akt Npo BUYYEHHSA A1 3HULLEHHA AOKYMEHTIB), PO3rnsafatoTbCs
EK 3aknagy ogHo4acHo.

11. Onucn cnpaB 3 KaApoBUX MUTaHb pPa3oM 3 akTamMy Mpo BWYYEeHHA ANd
3HULLEHHA [LOKYMeHTIB nicnsa cxBasieHHs iX EK 3aknagy nogae Ha posrnsag EK
apxiBHOro BiAAiny AenapTamMeHTy OCBITW.

12. MorogkeHi (CxBasieHi) akTu NPo BWIYYEHHA ANA 3HULEHHS LOKYMEHTIB, He
BHeceHux [0 HA®, 3aTBepKYOTbCA KepiBHUKOM 3aK/agy.

13. Micns 3aTBEPAXKEHHSI aKTa NP0 BUMYYEHHS [AN51 3HULLEHHS JOKYMEHTIB 3aKnaj
Ma€ NpPaBo 3HULLMTY JOKYMEHTH.

16. KepiBHUK 3aKnagy 3000B'A3aHUIA 3a0€3MeUnTn 30epeXxeHHsT AOKYMEHTIB, a Y
pa3i BK/KOYEHHA 3aknagy [0 CMMCKY HpPUAMYHMX OCib - mKepen (opMyBaHHS
HA® nicns 3akiH4eHHS BCTaHOB/IEHNX PaHUYHUX CTPOKIB iX 36epiraHHs B LLbOMY
3aKnafi - 3abe3neunTy nepefaHHs AOKYMEHTIB AN MOCTIMHOro 36epiraHHs [0
BIAMNOBIAHOT fep>KaBHOT apXiBHOI YCTaHOBMW.

Jopatok 1
00 IHCTpyKLiT 3 Ain0BOACTBA
(nyHKT 3 po3ainy Il)
BUMOI'
[0 OPOPM/IEHHA AOKYMEHTIB, L0 BUTOTOBNAKTHLCA 3@ 4OMOMOIOH0
KOMMM'HOTEPHOT TEXHIKMN
1 Ona OpyKyBaHHS TEKCTIB C/Y)KO0BUX AOKYMEHTIB BUKOPUCTOBYETHCA rapHiTypa
Tites Nely Howan, wpndt - posmipom 12 - 14 ApYKapPCbKUX MYHKTIB.
[03BONIAETHCA BUKOPUCTOBYBATW LLPUMT PO3MiIpoM 8-12 ApYyKapCbKUX MYHKTIB
ANA APYKYBaHHA pPekBi3nTy “lpi3BuilLle BUKOHABUA i HOMep iOro TenedoHy",
BMHOCOK, MOAACHIOB/IbHNX HAMMCIB O OKPEMUX €NIeMEHTIB TEKCTY [AOKYMeHTa abo
iOro pekBi3uTiB  ToWlo. [lig 4ac ApyKyBaHHSi 3arofioBKiB  [03BONSETLCS
BMKOPUCTOBYBATWN HaMIBXUPHWIA LWPUAT (MPAMKIA abo KypcuB).

2. TekcT [OKyMeHTIB Ha mnanepi dopmaty A4 (210 x 297 wminimeTpiB)
PeKOMeH10BaHO ApyKyBaTu Yepe3 1-1,5 mMiXpaakoBoro iHTepsany, a opmaty A5
(210 x 148 minimeTpiB) - Yepe3 1 MiXKPAAKOBUIA iHTepBa.

LJOKYMeHTV NOBUHHI MaTy Taki nons (MinimMeTpiBs):
30 - niBe;
10 - npase;
20 - BEpXHE Ta HUXHE.

PekBisUTM [OKyMeHTa (KpiM TEKCTy), fKi CKNajalTbCAa 3 KibKOX PAAKIB,
APYKYIOTbCA yepe3 1 MiKpsAAKoBuiA iHTepBas. CKnagoBi 4aCTUHW PEKBI3UTIB
"Agpecat”, "I'pud 3ateepmkeHHA", "Ipud noromkeHHA™ BIJOKPEMIOKOTLCA OAWH



B4 O4HOrO uYepe3 15 MIKPAAKOBOro iHTepBasly. PekBisUTU [LOKYMeHTa
BIJOKPEM/IIOTLCA OAMH Bif OAHOIO Yepe3 1,5-3 MDKPALKOBUX IHTEpBa/IN.

3. HasBa BuAy IOKYMeHTa APYKYETbCS BEMKUMU NiTepamM.

4. Po3wmndpysaHHA nignucy B peksisuTi  "TTignuc” [ApyKyeTbcs Ha  piBHI
OCTaHHLOrO pAKa Ha3BW nocagm.

5. He pobuTbCa BigcTyn Bif MeXi NiBOro nons Ansa peksisuTis "[aTta JOKyMeHTa",
"3aro/loBOK A0 TeKCTy [AoKymeHTa", "Tekct" (6e3 ab63auis), "BigmiTka npo
HasBHICTb fgofaTkiB”, "lpi3BuLLle BMKOHaBUA | HOMep i#oro Tenegony”,
HaliMeHyBaHHSA nocaan y peksizuTax "Tlignuc” Ta "I'pud NorompkeHHa", Hanucy
"3rigHo 3 opuriHasiom”, a Takox cnis "C/IYXANIN", "BUCTYMANIN",
"YXBATINNIN", "HAKA3YIO".

6. 3a HaABHOCTI KifIbKOX TPU(IB 3aTBEPMKEHHA | MOrOMXEeHHA BOHM
PO3MILLYIOTLCS Ha OAHOMY pPiBHI BEPTUKa/IbHUMK pagkamu. epwnid rpud) - Big
MeXi NiBOro nons, Apyrui - yepes 104 minimeTpu Big MeXi 1iBOro nons.

7. Tlig yac oopmMneHHs [LOKYMEHTIB Ha [ABOX i Oifiblue CTOpiHKax fgpyra Ta
HaCTynHIi  CTOPiIHKM MakTb OyTM NpPOHyMepoBaHi. [lepwa CTOpiHKA He
HYyMepyeTbCA.

8. TekcTM [OKYMEHTIB MOCTIAHOrO 36epiraHHA [APYKYKTbCA Ha OfHOMY 6oL
apkylwa. JJoKyMeHTW i3 CTPOKOM 30epiraHHsi A0 5 poKiB MOXHa ApPYyKyBaTW Ha
NNLLLOBOMY | 3BOPOTHOMY 60LLi apKyLLa.

JopaTok 2
[0 IHCTpyKUiT 3 4i1I0BOACTBA
(NyHKT 4 po3giny 1)

MEPENIK \
AOKYMEHTIB, Ha SIKMX MigNmMc nocafoBol 0CooM 3acBiAYYETLCA BiAOVTKOM
nevyaTku 3aknagy
1 AKTU (BMKOHaHHA POO6IT, CnMCaHHA MaTepiaibHUX LiHHOCTeW, (iHaHCOBUX
MepeBipoK, BUNYYEHHSA LOKYMEHTIB A/1 3HULLEHHS, NepefaBaHHs Crnpas TOLLO).

2. [OoBigKn (Npo BUKOPUCTaHHS OKOPKETHUX acUrHyBaHb Ha 3apobiTHY mnnaty,
HapaxyBaHHA i3 3ap06ITHOT MaTy TOLO).

3. Oorosopu (Mpo maTtepiasibHy  BiANOBIAAILHICTb,  HAYKOBO-TEXHIYHE
CNiBpOGITHALTBO, MiAPAAK, OPeHAY NPUMILLEHb, BUKOHAHHS pO6IT TOLLO).

4. [lokymeHTH (O0BIAKW, MOCBIAYEHHA TOLLO), LU0 3aCBiAYYHOTHL Npasa rpoMajsH i
HOPUANYHNX OCIO.

5. Jlopy4eHHs! Ha 0AepXXaHHS TOBapHO-MaTepia/lbHX LiiHHOCTEIA.



6. 3UTMH"N Ha MNPOEKTYBaHHA O0O6'€KTIB, TEXHIYHMX Ccnopypd, KaniTaibHe
Oyn - NT30. TEXHIYHI TOLLO).

Ti:TU BIAGUTKIB NeyaTok i MigNUCIB NpauiBHUKIB, $Ki MarTb MpaBo
‘T WTHIOBATK (DIHAHCOBO-roCMoAapChbKi onepadii.

W - OHTOPMC BUTPAT (Ha KasibKY AL IO 3a AOroBOPOM, Ha KanitasibHe OYy[iBHULTBO
TOLLIO).

9. /IncTun rapaHTiiHi (Ha BUKOHaHHA POBIT, HalaHHA NOCAYr TOLLO).

10. Onucn cnpaB nocTiHoro, Tpueanoro (MoHag 10 pokiB) 36epiraHHs, 3
KaapoBMX NTaHb.

11. LTaTHI po3nucu.
12. Tpy[oBi KHUXKN.

Jopnatok 3
[0 IHCTPyKUIT 3 AifoBOACTBA
(NyHKT 6 po3giny V)

MEPENIK
[LOKYMEHTIB, L0 He NignAraloTb peecTpaLil cnewiasibHO NpuU3HaveHo 415
LibOro 0coboto
1 ["padhikn, Hapaam, 3ad9BKN, PO3HaAPALKN.

2. 3BefleHHA Ta iHopmaLis, HagicnaHi fo Bigoma.

3. HaByanbHi nnaHwn, ocBiTHI nporpamu (Konit).

4. PeknamHi NoBigOMEHHS, NiakaTy, NporpaMm Hapag, KOH(epeHLin TOLLO.
5. Hopmu BuTpar marepianis.

6. BiTasibHI NNCTK | 3aNPOLLEHHS.

7. OpyKoBaHi BUAaHHSA (KHUMK, XXypHan, 6roNeTeHi).

8. MicAyHi, KBapTa/ibHi, NiBPIYHI 3BITW.

9. ®opMM CTATUCTMYUHOT 3BITHOCTI.

10. Aorosopw.



