MIHICTEPCTBO OCBITU | HAYKU YKPAIHU
HAKA3

Ne 676 Big 25 yepsHs 2018 poky

3apeecTpoBaHoO
B MiHicTepcTBi tocTuLiT YKpaiHu
11 BepecHsa 2018 p. 3a Ne 1028/32480

MNMpo 3aTBepAXeHHA IHCTPYKLUII 3 AinoBoACTBa y 3aknagax 3arasfibHol cepeaHbol
OCBITU

BignosigHo oo nyHkTy 8 [lonoxeHHs npo MiHicTepcTBO OCBITU i Haykn YKpaiHu, 3aTBEpAXeHOro
noctaHoBot KabiHeTy MiHicTpiB YkpaiHn Big 16 xoBTHA 2014 poky Ne 630, nyHkTy 369 nnanHy
npioputeTHUX ain Ypagy Ha 2018 pik, 3aTBepakeHoro posnopsagkeHHam KabiHeTy MiHicTpiB Ykpainm Big
28 6epesHa 2018 poky Ne 244-p, HAKA3YIO:

1. 3aTBepanTn IHCTPyKUiO 3 AiNOBOACTBA Y 3aknagax 3aranbHoi cepefHboi OCBITH, WO JOAAETHCS.

2. lnpekTopaTy AOLWKINbHOI Ta WKinbHOT oceiTn (Ocmonoscbkuin A. O.) 3a6e3neunTn B yCTaHOBIIEHOMY
nopsaky NoAaHHA LbOro Hakasy Ha Aep)KaBHy peectpauito 4o MiHictepcTtsa tocTuuii YkpaiHu.

3. Llet Haka3 Habupae YMHHOCTI 3 AHA MOro odiLiHOro onyonikyBaHHS.
4. KOHTpOnb 3a BUKOHAHHSIM LIbOrO HakKa3y NoKNacTu Ha 3acTynHuka MiHictpa Xob3es 1. K.

MiHicTp J1. M. I'pnHeBuny

MOroaXeHoO:

"onoBa [ep:xaBHOi crnyom

creuianbHOro 3B'A3Ky Ta

3axucTy iHpopmauii Ykpainu J1. O. €BAoOYEHKO

Mepwwun 3actynHuk Monosu
[epxaBHOi apxiBHOI cnyxomn YkpaiHu I. M. Kicinb

3ATBEPIXKEHO
Haka3 MiHicTepcTBa ocBiTH i Haykn YKpaiHu
25 yepBHA 2018 poky Ne 676

3apeecTpoBaHoO
B MiHicTepcTBi tocTuULLT YKpaiHu
11 BepecHsa 2018 p. 3a Ne 1028/32480

IHCTpyKUifa 3 ginoBoacTBa y 3aKknagax 3aranbHoi cepeaHbol OCBITU

|. 3aranbHi nonoXxeHHsA
1. Ua IHCTpyKUis BCTaAHOBMOE 3ararnbHi BUMOMM LWOAO AOKYMEHTYBaHHA ynpaBniHCbKOI iHhopMalii Ta
opraHisauii poboTn 3 JOKyMEHTaMN y AepXXaBHUX | KOMYHaNbHUX 3aKnagax 3aranbHoi cepeaHbOoi OCBITH
(mani - 3aknagm).

2. [loTpumMaHHA BUMOT LLOAO MOPSIAKY BEOEHHSA OOKYMEHTYBaHHS, BCTAHOBIIEHUX L€ IHCTPYKLUiED, €
000B'A3KOBMM AN15 3aknagiB.

3. 3aknagu opraHisoByloTb 4iNOBOACTBO BiAMOBIAHO OO0 IHCTPYKLIi, Ika po3pobnsieTbCa Ha OCHOBI i€l
IHCTPYKLUIT Ta 3aTBEPAXKYETLCA KEPIBHUKOM 3aknagy.


https://osvita.ua/legislation/other/52125/

4. OpraHizauia AinoBoAcTBa i KOHTPOSb 33 CBOEYACHMM PO3rMSAAOM Ta MPOXOMKEHHAM OOKYMEHTIB Y
3aknagi 34incHI0ITbCA BignoBsiganbHOW ocoboto (BignosigansHMMm ocobamm), ska (ki) NpusHavaeTbcs
(Mpu3HavarTbCA) KEPIBHMKOM 3aknagy.

5. CTBOpPEHHS eNEeKTPOHHUX AOKYMEHTIB 34iMCHIOETLCA BiANOBIAHO A0 3akoHiB YkpaiHu "lpo eneKkTpoHHI
OOKYMEHTM Ta enNeKTPOHHWA [OKyMeHTooOGir", "lpo enekTpoHHWA uudppoBuin nignuc", Hakasy
MinictepcTsa toctuuii Ykpainm Big 11 nuctonaga 2014 poky Ne 1886/5 "lNpo 3atBepoxeHHs Nopaaky
po60TK 3 ENEKTPOHHNMM OOKYMEHTaMW Yy LOinoBOACTBI Ta iX NIArOTOBKM OO NepefaBaHHs Ha apXiBHe
30epiraHHs", 3apeectpoBaHoro B MiHicTepcTBi toctuuii YkpaiHu 11 nuctonaga 2014 poky 3a Ne
1421/26198.

3aknagu MoXyTb CTBOPHOBATM JOKYMEHTU TM4YacoBoro (Ao 10 pokiB BKNIOYHO) CTPOKY 36epiraHHs nuiie
B €NEKTPOHHI hopMi 3a yMOBM HasiBHOCTI BiAMOBIAHOIO TEXHIYHOIO 3abe3neyveHHs 3 ypaxyBaHHAM BUMOT
3akoHodaBcTBa YkpaiHu Ta uiel [HCTpykuii.

6. Mopsagok opraHisalii AinoBoAcTBa 3a 3BEPHEHHAMU rPOMasH, 3anMtamu Ha nybniyHy iHopmauio
BM3Ha4aeTbCsa 3akoHamm YkpaiHu "Tpo 3BepHeHHst rpomagsaH”, "Mpo goctyn go nyonivyHoi iHdopmadii”.

7. Y 3aknagi OiNOBOACTBO 34INCHIOETBECS OepXaBHOK MOBOW. [JOKYMEHTM CKnagalTbCa LepXKaBHOK
MOBOI0, KpiM BUMaAKiB, NepeadbavyeHnx 3akoHO4aBCTBOM MPO MOBU B YKpaiHi.

[OKyMeHTK, siKi HagcunawTbCs iHO3EMHMM agpecataM, OOPMIIOITLCA YKPAiHCBKOK MOBO, abo
MOBOIO AepkaBu-agpecara, abo oAHiel0 3 MOB MiXKHAPOAHOrO ChifKyBaHHS.

8. CTtpokn 36epiraHHA OOKYMEHTIB, LLO CTBOPKOWTLCA Mig 4ac AisnbHOCTI 3aknagy, BU3HA4arTbCs
Haka3om MiHicTepcTBa tocTuuii Ykpainm Big 12 kBiTHs 2012 poky Ne 578/5 "Ipo 3atBepaxeHHs Nepeniky
TUMNOBUX AOKYMEHTIB, O CTBOPIOKTLCA Mif Yac AisnbHOCTI Aep)KaBHMX OpraHiB Ta OpraHis MicLLeBOro
CaMoBpSAAYBaHHSA, HLUUX YCTaHOB, NiANPUEMCTB Ta OpraHisauin, i3 3a3HadeHHAM CTPOKIiB 36epiraHHSA
OOKYMeHTIB", 3apeecTpoBaHmMM Yy MiHicTepcTi tocTuuii YkpaiHu 17 kBiTHA 2012 poky 3a Ne 571/20884 (3i
3MiHamu).

Il. 3aranbHi BAMOIrn A0 CTBOPEHHSA, 0(pOPMIIEHHSA Ta AOKYMEHTYBaHHS ynpaBniHCbKOT
iHdbopmauii
1. HokyMeHTyBaHHA YyrpaBriHCbKOl iH(popmauil 3aknagy nonsrae y CTBOPEHHI [OKYMEHTIB, Lo
CNPSIMOBaHI Ha BUPILLEHHS! YNPaBiHCbKMX pilLEeHb.

2. Hasea Buay AokymeHTa (Hakas, NpOTOKOM, OOMNOBigHA 3anvcka TOLWO) Mae BignoBigaTV Has3Bawm,
nepenbayeHmm posginom 3 [epxaBHOro knacudikatopa ynpasniHcbkoi gokymenTtauii K 010-98,
3aTBeppKeHOro HakasoM [lepxxaBHoro kKoMiTeTy YKpaiHu No ctaHaapTm3adii, MeTponorii Ta cepTudikauii
Big 31 rpyaHs 1998 poky Ne 1024 (3i amiHamu).

OdopMneHHs peKBi3nTIB OpraHi3auifnHO-po3nopsaaY0i OKYMEHTAaLT Ta NTOPAAOoK iX po3TallyBaHHA MatoTb
BignosigatM HauioHanbHOMY cTanHgapTy YkpaiHn "[depxaBHa YyHiikoBaHa cucTema OOKyMeHTalil.
YHipikoBaHa cucTema opraHisauinHo-po3nopaayol  AoKymeHTauii. Bumorn pgo  odopmntoBaHHSA
nokymeHTie. [ICTY 4163-2003", 3atBepgKeHOMY Haka3oM [JepXaBHOro KOMiTeTy YKpaiHM 3 nuTaHb
TEXHIYHOro perynioBaHHA Ta cnoXxuas4yoi nonitvku Big 07 keiTHA 2003 poky Ne 55 (gani - ACTY).

3. OpraHizauinHo-po3nopsayi JOKYMEHTM oopMIiolTeCA Ha GnaHkax, LWo BUrOTOBMSKTLCA 3rigHO 3
Bumoramu [CTY Ta uiei IHCTpykKuii.

Y 3aknagi MoXyTb BUKOPUCTOBYBATUCS TaKi GriaHKn JOKYMEHTIB:

3aranbHUN BnaHKk Ang CTBOPEHHSI Pi3HUX BUAIB AOKYMEHTIB (6e3 3a3HayeHHsa y OnaHky HasBu BUAy
OOKyMEHTa);

GnaHkK nncTa;
©naHk Hakasy.

Bumorn oo odopMneHHss OOKYMEHTIB, L0 BUIOTOBNANOTECHA 3a [OMOMOrOH KOMM'IOTEPHOI TEXHIKW,
HaBedeHo B godaTtky 1 go uiei IHCTpyKuii.

4. MNocagosi 0cobu NiaNMCYOTb JOKYMEHTU B MEXaX CBOIX NMOBHOBaXXEHb, BU3HAYEHMX 3aKOHO4aBCTBOM
YkpaiHu, cTtaTtyToM 3aknagy, nocagoBMMMK iHCTPYKUIAMW, Haka3oM Mpo po3nodin o6oB'dA3KiB  Mix
KepiBHWKOM 3akragy Ta Moro 3acTyrnHMkaMmm TOLLO.



BigbuTtkom nedatku 3aknagy (3a HasBHOCTI) 3acBig4yyoTb MigNMc nocagoBoi 0cobu Ha LOKYMeEHTax i3
nUTaHb OpraHisayuinHol Ta ¢iHaHCOBO-rocnoAapchkoi AiNbHOCTI 3a nepenikoM OOKYMEHTIB, Ha SKUX
nignnuc nocagoBoi 0cobum 3acBigvyeTbCst BiAOMTKOM nevaTky 3aknagy, HaBeAeHUM Yy JoaaTky 2 Ao uiei
IHCTPYKLT.

BigbuTtok nevatkm cTaBUTbCA Tak, LWOO BiH OXOMmOBaB OCTaHHI Kiflbka niTep HaMeHyBaHHS nocaau
ocobu, sika nignucana AOKYMEHT, ane He nignuc nocagoBoi ocobu, abo NpocTaBnNAeTbCA Ha OKPEMO
BMUAineHoMmy Ans uboro micui 3 Bigmitkoto "M. 1.".

5. 3aknag moxe 3aceigvyBaTu KONii Nvwe TUX OOKYMEHTIB, O CTBOPIOKOTLCA B HbOMY, @ TaKoX Y
BMNagkax, nepeabaveHnx B ab3aui ApyromMmy LibOro nyHkKTy.

Y pasi nigrotoBkM AOKYMEHTIB NS HaJaHHA Cy[oBUM oOpraHam, nig vac BUPILLEHHS NUTaHb LWoOo
NPUAHATTA rpoMagaH Ha pobOoTy, HaB4YaHHs, 3acBigyYeHHs X TPyAoOBMX Ta iHWMX MpaB Yy
B3aEMOBIOHOCMHAX i3 3aKNagoM, a Takox Mig Yac hopMyBaHHA 0CODOBMX CnpaB MpauiBHUKIB 3aknag
MO>XEe BMIOTOBMATY KOMiT JOKYMEHTIB, BUAAHMX iHLLIMMK YCTaHoBaMu (Konii AOKYMEHTIB NPO OCBITY TOLLO).

BiamiTka "Konisa" npocTaBnseTbca Ha NULUBOBOMY OOLi Yy BEPXHBOMY NPaBOMY KYTKYy NEpLLOro apkylia
OOKYMeHTa.

Konii HakasiB, iHLIMX JOKYMEHTIB 3acBigvye (3acBigyytoTb) BignosiganbHa ocoba (BignosigansHi ocobn)
3a opraHisadito ginosoacTea y 3aknagi.

6. Y pasi noTpebn NpoBeAEeHHST OLIHKM OOUINbHOCTI CTBOPEHHSA OOKYMEHTa, AOro obrpyHTOBaHOCTI Ta
BiZINOBIAHOCTI 3aKOHOAABCTBY 34INCHIOETLCH MOrOMKEHHSA JOKYMEHTA.

lMorogXeHHs1 JOKYMEHTIB MOXe 3AilCHIOBaTUCb NocagoBMMy ocobamu 3aknagy, siki BignoBigHO [0 iX
KOMMNETEHLIT BUPIWYOTb MNUTaHHSA, MOPYLWeEHi B OOKYMEHTI (BHYTPILUHE MOroMpKEHHs), a TakKox
3aiHTepecoBaHVMM YCTAHOBaMM (30BHILUHE NOrOXKEHHS).

lMorogXeHHs1 AOKYMEHTIB 34INCHIOETBCS BiAMNOBIAHO 40 BMMOr Hakady MiHicTepcTBa oCcTuUuii YkpaiHu Big
18 yepBHA 2015 poky Ne 1000/5 "lMpo 3aTBepmkeHHs lNMpaBmn opraHisauii 4inoBoAcTBa Ta apXiBHOMO
30epiraHHsl JOKYMEHTIB y Aep>KaBHUX OpraHax, opraHax MiCLLeBOro caMmoBpsilyBaHHs!, Ha MianpueMcTBax,
B yCTaHOBaXx i opraHisauiax", 3apeectpoBaHoro y MiHictepcTsi tocTuuii Ykpainm 22 yepBHsa 2015 poky 3a
Ne 736/27181 (nani - lNpaBuna opraHi3adii 4inoBoacTea Ta apxiBHOro 36epiraHHA AOKYMEHTIB).

Mp1d NOromKeHHs po3MiLLyOTb HkYe peksiauty "lMignuc”. BiH cknagaetbesa 3i cnosa MNOMOIXKEHO
(6e3 nanok), Ha3BM Nocaaun ocobu, sika NOro4Kye AOKYMEHT (pa3oM 3 HaliMeHYBaHHAM 3aknagy), nianucy,
iHiLiany(iB) i npi3BMLLa, AaTW NOTOOXKEHHS.

Mpuknaa:

MOroa>XeHo

OupekTtop rimHasii Ne 5
Mignuc IHigian(un), npissuwe
05.02.2018

7. 3aTBEPKEHHS YNPABNIHCLKMX JOKYMEHTIB 34iNCHIOETHCS OCOOUCTO KEPIBHUKOM 3aknagy BiamnoBigHO
00 MNOro NoBHOBaXeHb abo po3nopsagYMM SOKYMEHTOM 3aknagy i3 3a3HadeHHsIM Ha OOKYMEHTI rpudpa
3aTBEPOKEHHS, 0POPMMIEHOro BiANOBIAHMM YMHOM.

Mopsigok 3aTBepAXeHHS OOKYMEHTIB 34iMCHIOETLCA BignoBiaHO 4o NMpaBnn opraHisauii ginoBoacrtea Ta
apXiBHOro 36epiraHHs JOKYMEHTIB.

lpndd 3aTBepaXeHHs ckragaetbes 3i cnoBa 3ATBEPDKYHO (6e3 nanok), HasBu nocagw, nignucy,
iHibiany(iB) i npisBuwa ocobu, sika 3aTBepamna AOKYMEHT, AaTN 3aTBEPAXKEHHS.



Mpuknaa:

SATBEPXKYIO

OunpekTop rimHasii Ne 5

Mignwuc IHibian(n), npissuLLe

07.03.2018

Y pasi 3aTBepKEHHSA JOKYMEHTa pPilleHHAM KonerianbHOro opraHy rpud 3aTBepoKeHHS CKNagaeTbes 3i
cnosa 3ATBEPI>KEHO (6e3 nanok), Ha3su, 4atu i HoOMepa AOKYMEHTa Yy Ha3uBHOMY BiAMIHKY.

Mpuknaa:

3ATBEPIXEHO
[NpoTokon 3acigaHHsA
negaroriyHoi pagm
rimHasii Ne 5
06.05.2018 Ne 40
[ll. OcobnuBi BUMOIrM A0 CKINagaHHA AeAKUX BUAIB AOKYMEHTIB
1. Hakas - posnopsgumi JOKYMEHT, SKUM BUOAE KePiBHUK 3aKnazy Ha npasBax €QuHOHa4anbHOCTI Ta B
MeXax CBOEi KoMMeTeHLjii, 060B'A3KOBM ANSA BUKOHAHHA nianernuvmun. Hakasum BnaarTbCs 3 OCHOBHOI
JisSiNbHOCTI, aAMiHICTPaTUBHO-rOCNO4aPChKNX, KAagPOBUX NUTaHb 3aknagy, a TakoX pyxy YYHiB.

Hakasan 3 OCHOBHOI [LianbHOCTI, aAMiHICTPAaTUMBHO-rOCMO4APCbKUX, KagpoBWUX MWUTaHb, PyXy
YYHIB/BMXOBaHLUIB NigNUCYIOTLCS KEPIBHNKOM 3aKriafy, a 3a oro BiACyTHOCTI - 0CO0010, sika BUKOHYE NOTro
00O0B'sI3KM, Ta PEECTPYIOTHLCS B XXypHanax peecTpadii Hakasis.

Micns nignucaHHa Hakady 3MiHWM OO0 HbOrO BHOCATHCHA fMLIE LUMSIXOM BMAAHHS HOBOrO Hakasy npo
BHECEHHS 3MiH.

Haka3s odopmMntoeTbCst Ha 6naHKy Hakasy 3aknagy.

3MIiCT Hakasy CTMCNO BWKNAgaeTbCA B 3arofioBKy, SKUA MOYMHAETbCS 3 MpurMeHHuka "Mpo" Ta
CKNagaeTbCs 3a AONOMOroto BiggiecniBHoro imeHHuka ("MNpo 3atBepaxeHHs...", "lMpo cTBopeHHs...") abo
imeHHuka ("lMpo nigcymkn...").

TeKkCT Hakady 3 OCHOBHOI AisiNbHOCTI, aAMIHICTPATUBHO-rOCNOAapPChKNX NUTaHb Ta PyXy YYHiB/BMXOBaHLIB
CKIafaeTbCs 3 ABOX YaCTWH - KOHCTaTYYoi (Npeambynun) i po3nopsa4oi.

Y KOHCTaTylo4il 4acTuHI 3a3HavaeTbCsl nigcTaBa, OOrpyHTYBaHHA abo MeTa BMAAHHA Hakaasy.
Posnopsigda yactuHa Hakasy nouymHaeTbcs i3 crnioBa "HAKASYHO", ske ApyKyeTbCs 3 HOBOro psifgka
BeNVKUMU NiTepamm 6e3 BigcTyny Big NiBOro Nons i nanok, nicrsi Yoro CTaBUTbLCS ABOKparnka.

AKwo Hakas BMAAETbCA Ha NiACTaBi iHWOMO PO3MNOPSAYOro AOKYMEHTA, Yy KOHCTaTYuYi 4acTuHI
3a3HavyalTbCsA Ha3Ba BMAY LbOro AOKYMEHTa, Oro aBTop, Aata, HOMep Ta 3arofioBOK.

Haka3n HymepyloTbCsl B MNOPSAKY X BUMAAHHA B MeXax KaneHAapHOro pokKy; Hakasm 3 OCHOBHOI
JiSANbHOCTI, pyXy Y4YHiB/BMXOBaHLiB, aAMiHICTPaTUBHO-FOCNOAAPCLKMX, KaAPOBUX NMUTaHb MatoTb OKPEMY
nopsaKoBY HymepaLito. 3 METOK PO3pPI3HEHHS rPyn HakasiB 4O PEECTPaLIHOIO iHOEKCY Hakasy yepes
aedic gogaeTbca niTepHa BigMiTKa, HaNpUKNaa:

Hakasu 3 afMiHiCTpaTUBHO-roCNoapPCbKNX NnTaHb - Ne 2-r;
Hakasu 3 KagpoBuX NUTaHb — Ne 2-K;

Hakasn Npo HagaHHA LWOPIYHNX OCHOBHMX BiAMyCTOK Ta BiAMYCTOK Y 3B'sA3Ky 3 HAaBYaHHAM MpauiBHUKIB -
Ne 2-B;

Hakasu 3 pyxy y4His/BuxoBaHUiB — Ne 2-y.

2. INMpoTokon - BOKYMEHT, y skomy dikCyeTbcs nepebir BeaAeHHs 3acigaHb, yXBaneHHs pilleHb Jopagyinmm
Ta KonerianbHUMM opraHamm, KOMICissMn TOLLO.

MpoTokonu 3acigaHb negaroriyHnX pag, iHWKUX gopagymMx Ta KonerianbHUX OpraHiB ckrnagarThbCs B
cTmcnin dopmi. Y NpoToKosi, ckrnageHoMy B cTUchin opmi, diKCYTbCA nuLle NPUAHATI pilleHHsA 0e3
AeTtanisauii nepebiry o6roBopeHHsi MMTaHHS.



Y pasi noTpebu 3a pilleHHAM 3aranbHUX 360piB (KOHepeHLT) KONeKTUBY NPOTOKONM 3aranbHux 36opis
(koHbepeHLUiT) KONEKTMBY MOXYTb CKIagaTUCs y NOBHIN opmi.

Hymepauis npoTokonis 3acigaHb negaroriyHol pagun BegeTbCa B MeXax HaBdanbHOro poky, NpoTOKOMiB
BUBOPHMX OpraHiB - y Mexax ix MOBHOBaXXEHb.

Hymepauis npoTokoniBs BeAeTbCs OKPeMO 3a KOXHOK rpynok MPOTOKONIB 3acigaHb BianoOBiAHOMO
KonerianbHOro opraty.

3. [aTolo npoToKony € Aarta NpoBeaeHHs 3acigaHHS.

3aronoBok 4o TEKCTY NPOTOKONY Mae BigobpaxaTtu Bua 3acigaHHs (Hapaga, 36opu, KoHepeHLis ToLo)
abo korerianbHOI AisnbHOCTi (komicis, paga, 30opu, poboda rpyna TOLLO) i BKMYaTU Hassy BUAY
JOKYMeHTa.

TeKkCT NPOTOKONY CKNagaeTbCs 3i BCTYMNHOI Ta OCHOBHOT YaCTUH.

Y BCTYMHIN YacTWHI NPOTOKONY 3a3HadalTbCA Mpi3BULLA Ta iHiuiann ronosn abo ronoByt4Oro Ha
3acigaHHi, 30opax ToLo, cekpeTaps, 3anpoLleHMX, a TaKoX NPUCYTHIX ocib.

Y pasi notpebn 3a pileHHsSM BIiOMOBIAHOMO OpraHy y CMUCKY MNPUCYTHIX 3a3Ha4valTbCs nocaau
3anpoLleHnx ocib Ta HaWMEeHyBaHHS YCTAHOB. SAKLWIO KifbKiCTb MPUCYTHIX nepesuwye 15 ocio,
3a3HaYa€eTbCA iX 3aranbHa KinbKiCTb 3 MOCUMMaHHSAM Ha CNUCOK, Lo AOOAETLCS A0 NPOTOKONY.

4. BcTynHa yacTMHa MICTUTb NOPAOOK AEHHWUN: nepersik po3rnsaHyTUX Ha 3acigaHHi nutaHb. Nopsgok
OEHHUI NoAaeTbCs HAaNPUKiHLI BCTYNHOT YaCTUHN.

Cnosa "lMopsagok AeHHVI" APYKYOTLCA Bif, MEXi NiBOro nons, nicns HUX CTaBUTbCS ABOKpanka. KoxHe
NUTaHHSA HyMepyeTbes apabcbknmu umndpamu i pykyeTbea 3 absauy. PopMyBaHHS NMUTaHb Y MNOPSAKY
OeHHOMY NoYnHaeTLCA 3 NpurMeHHuka "lMpo”.

5. OcHOBHa 4YacTWHa MPOTOKOMY CKNadaeTbCa 3 po3finiB, sKi MaroTb BiANOBIAATU MyHKTaAM MNOPALKY
AeHHoro. Po3ainn HymepytoTbecs apadcbknmm umdpamm i ByayoTbCs 3a TaKOK CXEMOLO:

ansa ctmuenoi popmu npotokonis: "CITYXAINN - YXBAJTATTN",
ans nosHoi chopmu npoTtokonis: "CITYXAJIN - BUCTYTTUIN - YXBANTUITA".

Micna cnosa "CJITYXAJIN" 3 HOBOro psigka 3as3HavalTbCs Npi3BumLe Ta iHilianu (iHiyian iMeHi) KoXHoro
Jonosigava.

Y noeHin dopmi npoTtokony nicns cnoea "BUCTYTUIN" gikcytoTbCst BUCTYNM TUX OCI0, siKi B3SNKW y4acTb
B 0OroBopeHHi [onoBigdi (MUTaHHs MopsaKy AeHHoro). Buctynu odopmnioloTbCs B NPOTOKOMI i3
3a3HaveHHaM nocaf, npisuw, Ta iHiuianis (iHiuiany), iMeH QonosigayiB y Ha3WMBHOMY BiAMIHKY,
BUKITAAEHHSIM 3MICTy BUCTYNY abo NUTaHHS, BignoBigi Ha Hboro.

6. TekcTn BUCTYNIB y NPOTOKOSi BUKNaAalThCs Bif TPETbOT 0COOM OAHMHM.

TekcTt abo Te3n gonosigi, ohopMIEHi SK OKpeMi JOKYMEHTW, 40 TEKCTY MPOTOKOSYy HE BKMOYalTbCS.
Micna BigomocTen Npo gonoBigada CTaBUTbCA TUPE | 3a3HavaeTbCa "TekCT gonoBidi AogaeTbcsa Ao
npotokony".

Micna cnosa "YXBAJIUIIN" cikcyeTbCa NpunHATE pilleHHss 3 OGroBOPKOBAHOrO MUTaHHA MOPSAKY
OEHHOro, sike Mae BKMNoYaTh CKNadoBi, WO BigNOBIAAOTb HA Taki MMTAHHSA: KOMY, LWO 3p00uTH i B GKMK
CTPOK.

Y pasi SKWO NpUAMAETbCA PILLEHHA NPO CXBarneHHs, MOroMKeHHs, 3aTBEPKEHHA OOKYMeEHTa, AKUn
06roBoplOBaBCA Ha 3acifaHHi, Liev JOKYMEHT JOOAETbCA A0 NPOTOKONY. 3a HAsABHOCTI IHLLNX AOKYMEHTIB,
LLIO po3rnsiganncs Ha 3acigaHHi Ta doakT 06roBopeHHs saknx 6yno 3adikcoBaHO B TEKCTi MPOTOKOIY, BOHU
HyMepyloTbCca apabcbkumun umdpamm (Hanpuknag, gogatok 1, gogatok 2). Y BignoBigHWX MyHKTax
NPOTOKOMY NPOCTaBNATLCA NOCUMAHHSA Ha Ui AoAaTKMK.

[MpoTokon MignMcye ronoByHO4MIA Ha 3acigaHHi KonerianbHOro (gopagqoro) opraHy Ta cekpetap (3a
HasiBHOCTi). [1poTokon 3acigaHb KOMICI NiANMCYIOTb YCi YNEeHN KOMICIT.



7. Nuctn cknagaloTbCa 3 METO OOMiHY iHbOpMaLLiEtd MiXK 3aKknagoM Ta opraHamu OepXaBHOI Bnagu,
opraHamMuM MICLEBOr0 CaMOBpPsQYBaHHA, iX nocagoBumu i cniykboBummn ocobamu, 3aknagamu,
yCTaHOBaMM, OpraHisauisimu 1a iHWuMn isndHnMmn i opuamydHuMmn ocodamu.

briaHku nucta maloTb Taki PeKBI3UTH:

HaNMeHYBaHHSA 3aCHOBHMKA (3aCHOBHMKIB) 3aknaay (Hanpuknag, Ogecbka Micbka paga);
NnoBHE HaNMEHYBaHHSA 3aknagy BiAnoOBiAHO A0 YCTAHOBYMX OOKYMEHTIB;

OOBIOKOBI JaHi Npo 3aknag (nowwToBa agpeca, HoMepu TenedoHiB, dakciB, paxyHkiB y 6aHKy, agpecy
€IeKTPOHHOI NOLLTU TOLLO).

PekBisutammn nucra €. gata, peecTpauiiHUn iHOEKC, MOCUIaHHS Ha peecTpauiHuiA iHOekc | gaTty
OOKYMEHTA, Ha sIKMA HafaeTbCA BiAnoBiapb (3a noTpedu), agpecar, 3arofloBOK 40 TEKCTY, TEKCT, BigMiTKa
Npo HasABHICTb AoAaTkiB (3a noTpebu), nignuc, BigmMiTka Npo BUKOHABLS.

[laToto nncTa € gaTa oro NignucaHHs, sika mae 36iratucs i3 gaTol peecTpalii BUXigHOT KopecnoHOeHLji.

TekcT nucta BUKNAZaeTbCs Big I'IepLIJO.I. ocobn MHOXWHWN 3 BUKOPUCTAHHAM cni.: "I'IpOCI/IMO

nosigoMnTK...", "po3'acHoeEMO, Lo...".
3asBunyan y NUCTi NOPYLUYETLCA O4HE NMUTAHHS.

8. AKT - OOKYMEHT, CKIaZeHuin rpynoto ocib ans 3acsigydeHHs BCTaHOBNEHUX dhakTiB abo nogin. AKTu
0OpMIIOITLCS 3a pe3ynbTaTamu peBisii PiHaHCOBO-rocno4apchbkoi AisnbHOCTI, Nig Yac NpuAMaHHs-
nepegaBaHHs cripas, CNUCaHHSA MarHa TOLLO.

[laTolo akTta € gata Moro cknageHHs.
TeKCT aKkTa cknagaeTbCs 3i BCTYMHOI Ta KOHCTaTYHYO! YaCTUH.

Y BCTYMHI YacTWHI 3a3Ha4al0TbCA NiACTaBM A1 CKNafaHHS akTa Ta Ha3nMBaKTbCA 0CO0M, siKi CKnanm akT
abo Oynu NpUCYTHI NpU LBOMY.

Y KOHCTaTYIOuiA YacTuHI BMKMAOalTbCsl CyTb, 3aBAaHHS, XapakTep BMKOHAHOI pobOTW, BCTAHOBIIEHI
dhakTun, Npono3uii Ta BUCHOBKWN. KOHCTaTyro4a YacTnHa Moxe ochopMmoBaTucs y BUrnsaai rTabnumui.

Y KiHUi TEKCTY akTa 3anucyoTbCs AaHi Npo KiNbKiCTb NPUMIPHUKIB akTa Ta iX MiCLLe3HaXOKEeHHS.
AKT nignucyroTb yci ocobu, siki Bpanu y4acTb Y MOro CKNagaHHi.

Ocob6a, sika Mae 3ayBaxeHHs OO0 3MICTy akTa, nignuMcye MOoro i BUKNagae CBOK AYMKY Ha OKpPeMOoMy
apKyLi, AKMn 0O0aETbCs A0 aKTa.

IV. PeecTpauis [OKYMEHTIB
1. JOoKyMeHTM B 3akrnaji peecTpyloTbCa LeHTpani3oBaHO He3anexHo Bif cnocoby X CTBOPEHHS,
oAepXaHHS YM BIATBOPEHHA. Y 3aknafi MOXe 3acTOCOBYBaTMUCHA aBToMaTu3oBaHa dopma peectpadil
OOKYMEHTIB 3 BUKOPUCTAHHSAM CreLianbHUX KOMN'IoTEPHMX NPOrpam.

2. PeecTtpauis gokymeHTIiB 34icHI0OETLCA BignoBigHo 4o NpaBun opraHisauii ginosoacTsa Ta apXiBHOro
36epiraHHs OKYMEHTIB.

3. PeecTpauist 4OKYMEHTIB NpoBOAUTLCA 3 METO 3abe3neyveHHs iX 0bniky, KOHTPOMO 3a BUKOHAHHSAM i
onepaTUBHMM BMKOPUCTaHHAM iHpopMaLii Ta nonarae y Be4eHHi 3anncy o6ikoBUX JaHUX NP0 AOKYMEHT,
AKUM (DIKCYETBCH PaKT CTBOPEHHS, BignpaBneHHs abo oTpMMaHHA AOKYMEHTa LUMSAXOM NPOCTaBIieHHS
Ha HbOMY PEEeCTpauiNHOro iHAEKCY i3 3anMcom Yy BignoBigHUX XypHanax (6aszax aBTOMaTU30BaHWUX
CUCTEM) peecTpauii HeoOXigHUX BIJOMOCTEN MPO JOKYMEHT.

4. PeecTpadii nignaratwoTb BXigHi, BUXiOHI Ta BHYTPILLHI JOKYMEHTU (O0BiAKM, AONOBIOHI 3annCKuX, 3asBMU,
NPOTOKOMNW 3acigaHb NedaroriYyHmMx pag, KOMICii TOLLO).

5. [JoKyMeHTU peecTpyoTbCA NuLle OAMH pas: BXiOHi - Y AeHb HaaxoaKeHHs abo He nisHille HacTynHoro
po6o4oro AHA, SIKWO OOKYMEHT HaginwoB y Hepobouunid yac, CTBOPHOBaHI - Y AeHb nignncaHHa abo
3aTBEPOKEHHS.



6. [JokymeHTH, Aki HagxoOaTb OO0 3aknagy, PEeeCcTPyTbCA B XKypHani BXigHOI KOpecnoHAeHLUji, Ti, Lo
BiONPpaBnsAOTLCA, - Y XypHani BUXIOHUX OOKYMEHTIB, BHYTPILLHI - Y >XypHani BHYTPILLHIX AOKYMEHTIB,
Hakasu - y XXypHanax peecTpauii Hakasis.

Mepenik OOKYMEHTIB, WO He nignaralTb peecTpauii cneuianbHO NPU3HAYeHOW ANs LbOro 0coboto,
HaBedeHo y goaatky 3 4o uiei [HeTpykuil.

dopmy peecTpaLiiHOro XypHany HakasiB KepiBHMKa 3aknay HaBeaeHo y aoaatky 4 o uiei [HeTpykuii.

[MpuMipHi dhopmMu peecTpauiHUX XYpHaniB BXiOHWX, BUXIOHWX, BHYTPILIHIX OOKYMEHTIB HaBedeHo Yy
aopatkax 5 - 7 go NMpaBun opraHisaduii ginoBoactea Ta apxiBHOro 36epiraHHs AOKYMEHTIB.

7. [OKyMeHTM peecTpyloTbCA 3a rpynamMu 3anexHo Big Has3su Buay, aBTopa Ta 3MicTy. Okpemo
peecTpyoTbCS:

BXiQHI JOKYMEHTH;

Haka3n 3 OCHOBHOI AisiNbHOCTI;

Hakasu 3 pyxy Y4YHiB/BUXOBaHL,B;

Hakasn 3 aAMiHiICTPaTUBHO-rOCNOA4APCLKNX NUTAHb;

HaKasu 3 KagpoBMX NUTaHb TPMBANoro 36epiraHHs;

Hakasu 3 KagpoBUX NUTaHb TMMYaCOBOro CTPOKY 36epiraHHs;

BHYTPILLUHI AOKyMEHTU (MPOTOKONM, OOBIOKW, OOMOBiOHI, MOSACHIOBArbHI 3anucKy, 3asiBU NpauiBHUKIB
TOLLO);

ByxranTepcbKi JOKYMEHTH;
3BEPHEHHSA rpoMagsiH, y TOMy Ymncri 6aTbkiB abo 3aKOHHMX NPeaCTaBHMKIB Y4HIB;
3anuTn Ha nybnivny iHpopmaLito.

8. [okymeHTU, WO nepenarTbCs EMEeKTPOHHOK MOLITOK Y CKaHOBaHin cdopmi 6e3 enekTpoHHOro
LMdPOBOro Nianncy, peecTpytoTbCA OKPEMO Bif iHLLMX AOKYMEHTIB i3 3a3Ha4Y€HHAM eNeKTPOHHOI agpecu
BigNpaBHWKa Ta agpecaTa.

9. MNig yYac peecTpauii AOKyMeHTa HagaeTbCA YMOBHE MO3HAYEHHSA - peecTpauinHmi iHaekc. Cknaaosi
YaCTUHW peeCTpaUiHOro iHAEKCY OOKYMeHTa (KpiM 3BEPHEHb rPOMaisiH) BiJOKPEMMIOTLCA OHa Big
0[HOi NPaBObIYHOI MOXMITOK PUCKOLO.

10. [ns BXigHWX OOKYMEHTIB peecTpauinHnii iHOEeKC CKNnagaeTbCs 3 NOpsAKOBOro HoMepa Ta iHOeKcy
cnpasu, Hanpuknag 89/02-04, ne 89 - NoOpaAOKOBUA HOMEP OOKYMEHTa y Mexax poky, 02-04 - iHoekc
crpaBu 3a HOMEHKNaTypolo Crpas.

11. Y BMXiQHOrO Ta BHYTPILLHBOIO (3@ BUHATKOM HakasiB, MPOTOKONIB) AOKYMEHTA peecTpauinHui iHaeKc
CKrnafaeTbcd i3 iHOeKCy cnpaBu 3a HOMEHKNaTypol crpaB Ta MopsakoBoro Homepa, Hanpuknag 02-
04/176, pe 02-04 - iHOeKc cnpaBu 3a HOMEHKNaTypor cnpas, 176 - NOpAaKOBUI HOMEP AOKYMEHTa y
MeXax pOoKy.

V. CKknagaHHA HOMeHKNnaTypu cnpae
1. HomeHknaTypa cnpaB - 000B'A3KOBUIN AN 3aKnagy CUCTeMaTM30BaHWUA Neperik Ha3B (3arosioBkiB)
cnpas, Wo hopMyTbCA i3 3a3HAYEHHSIM CTPOKIB 30epiraHHs cripas.

2. HomeHknatypa cnpas CTBOPHOETHCS 3 METOK BCTAHOBINEHHSA B 3aknagi €ANHOro Nopsiaky opMyBaHHS
cnpas., 3abesneyveHHs X obniky, onepaTMBHOrO NOLUYKY AOKYMEHTIB 3a iX 3MiCTOM i BUAOM, BU3HAYEHHS
CTpOKiB 36epiraHHs crnpae i € OCHOBOW 47151 CKnagaHHS OMNUCiB CrpaB MOCTIMHOMo Ta TpuBanoro (noHag
10 pokiB) 36epiraHHs, a Takox Ans obniky cnpae Tum4acoBoro (4o 10 pokiB BKIMOYHO) 36epiraHHS.

3. CknagaHHa Ta OgOPMIEHHS HOMEHKNATypu CrnpaB 34INCHIOETLCS BiAMNOBIAHO OO BMMOr rnaeu 1
posainy IV MNpaBnn opradisauii ginoBoAcTtea Ta apxiBHOro 3éepiraHHs.



4. HomeHknaTypa cnpaB 3aknagy po3pobnsaeTbcs BignosigansHo ocoboto (BignoBigansHMMmn ocobamm)
3a opraHisauilo AiNoBOACTBa y 3aknagi i3 3anyyeHHsaM daxiBLiB CTPYKTYPHUX Niapo3ainis 3aknagy (3a ix
HasiIBHOCTI).

5. HomeHknaTtypa cnpaB yxBamneTbCs eKCnepTHOW Komicieto (gani - EK) 3aknagy, sika CTBOPHOETLCS
BiANOBIQHO OO 3aKOHOAAaBCTBA.

6. KepiBHWK HOBOCTBOPEHOro 3aknagy 3000B'A3aHU He Mi3Hille OO4HOro poKy 3 noyvaTtky AifAnbHOCTI
nogatu cxesaneHy EK 3aknagy HomeHknaTtypy crnpas Ha po3rnsig eKcriepTHO-NepeBipHin Komicii (gani -
ElK) signoeigHoro gepxasHoro apxiBy, EK apxiBHoro Bigginy panoHHoOI gepxaBHOi agMiHicTpauii abo
MiCbKOT paau, Y 30Hi KOMNNEKTYBaHHS siKkoro nepebyBae 3aknap, Ans NPoBeAeHHS eKCnepTusn LiHHOCTI
OOKYMEHTIB 3 METOK iX MOXIIMBOrO BiAHECEHHA A0 mkepen opmyBaHHA HauioHanbHOro apxiBHoOro
doHay (gani - HAD).

7. 3aknag, Wo HanexuTb 4o prepen gopmMyBaHHA HA®, y nogansluoMy NOroaxye CBOK HOMEHKNaTypy
cnpas 3 ElK BignosigHoro gepxxaBHoOro apxisy.

8. 3aknap, y isanbHOCTI AKOro He yTBOPHTECA AoKyMeHTn HAD, norogkye HoMmeHknaTypy cnpas 3 EK
OpraHy ynpasriHHS OCBITOIO.

9. HomeHknaTypa cnpae 3aknagy nignsirae MoropkeHH0 3 BiOMOBIAHUM Aep)XaBHMM apxiBom abo
opraHoM ynpaeriHHS OCBITOK OAMH pa3 Ha N'ATb POKiB abo HEBIOKNAAHO B pasi iCTOTHUX 3MiH Yy opMi
BNACHOCTI, CTPYKTYPIi, YHKLIAX Ta xapakTtepi poboTu.

10. MorogxeHy EINK BignosigHoro pepxasHoro apxisy abo EK opraHy ynpaBniHHA OCBITO
HOMEHKNaTypy cnpaBs 3aTBEPOXKYE KePiBHUK 3aknagy.

11. HanpukiHui poKy HOMeHKnaTypa crpaB 3aKpvBaeTbCs MiACYMKOBMM 3anMcOM NpPO KaTeropii Ta
KinbKiCTb cnpae, 3aBefieHnX Y BigNoBigHOMY poLii.

12. HomeHknaTtypa cnpaB LWOpOoKy (He nisHiwe 20 rpyaHsa) YTOYHIOETHCH, 3aTBEPOKYETLCA KEPIBHUKOM
3aknagy Ta BBoauTbLCA B Aito 3 01 CiYHA HACTYMHOro poky.

VI. ®opmyBaHHA cnpas, 36epiraHHs AOKYMEHTIB
1. ®opmyBaHHs cnpas - rpynyBaHHA BUKOHAHMX AOKYMEHTIB y CMpaBu Bi4MoBiAHO 0O HOMEHKNaTypu
crnpas.

2. dopmyBaHHA crpaB 3aknagy 34iNCHIETbCS 3 JOTPUMaHHAM BUMOT paBun opraHisauii ginosoacrtea
Ta apxiBHOro 36epiraHHs JOKYMEHTIB.

3. Hakasn 3 OCHOBHOI AisiNbHOCTI 3aknagy, agMiHiCTpaTUBHO-roCNnogapcbKnx, KagpoBUX NUTaHb Ta pyxy
YUYHIB/BUXOBAHLB rpynyrOTbCA B Pi3Hi CnpaBu y XPOHOMOrYHOMY NOPSAKY BignoBigHO OO 1X BMAIB Ta
CTPOKiB 30epiraHHs.

4. [lokymMeHTH, 3aTBEPPKEHI HAKA30M KepiBHMKA 3aknagy, € AoAaTkamu 40 HbOTO | rpynyoTbCs pasoM i3
LMM pO3MNopsaYMM [OKYMEHTOM.

5. JlnctyBaHHA rpynyeTbCa 3a 3MICTOM i KOPECMOHAEHTCBbKOK O3HaKoK Ta CUCTEMATU3YETLCA B
XPOHOIOrYHOMY MOPSAAKY: AOKYMEHT-BIAMNOBIAb PO3MILLYETHCS 3a JOKYMEHTOM-3annToM.

6. AndpasiTHa KHWra Yy4HIB/BMXOBaHLIB, XypHanu rpynu MNOAOBXEHOro AHdA, obrniky nponyweHux i
3aMiHEHMX YPOKiB, KHUMM OOMNiKy Ta Bugadi CBIgOUTB i Ao4aTKiB OO0 CBigouTB Npo 6a3oBy 3aranbHy
cepefHo OCBITY, aTecTaTiB Ta JoAaTKiB A0 aTecTaTiB NpPo MOBHY 3ararnbHy CepefHIo OCBITY, 30510TUX
Meganen "3a BMCOKI OOCArHEHHSA y HaBdaHHI" Ta cpibHMX Mepanen "3a OOCArHEeHHsS y HaBdaHHI"
NPOLUHYPOBYIOTLCS, @ CTOPIHKM HYMepYHTbCA. Ha OCTaHHIN CTOPiHLI )KypHany/KHUrn pobuTscs 3anuc npo
KINbKICTb CTOPIHOK Y XypHani/kHusi, o nignucye kepiBHWK 3aknagy. Mignuc kepiBHWKa CKPINMOETLCS
nevaTkoo 3aknagy (3a HasiBHOCTI).

7. Y pasi noTpebu 3a pilweHHsM negaroriyHol pagum y 3aknagi MoXyTb CTBOPIOBATUCA Ta BECTUCS iHLLUi
XypHanu (KypHan npakTU4HOro ncmMxomnora, coujianbHOro negarora ToLwo).

VIl.EkcnepTu3a WiHHOCTi AOKYMEHTIB.
Mopsaaok NiaroToBku cnpas Ao NepedaHHA ANA apxiBHOro 3éepiraHHA



1. Ekcneptmsa UiHHOCTI OOKYMEHTIB Ta MOpsSgoK MiArOTOBKM CnpaB A0 MepedaHHs Ons apxiBHOro
30epiraHHs 34iNcHIOTLCA Ha nigctasi [paBun opraisauii ginosoactsa Ta apxiBHoOro 36epiraHHs
OOKYMEHTIB.

CneujanbHi BUMOrM 40 eKCnepTM3un LHHOCTI AOKYMEHTIB Ta MOPSAKY MiaroToBKW cripas 4O NepefaHHd
Ans apxiBHoro 36epiraHHs 3aknagy nependadeHi Lieto IHCTpyKLUieto

2. [Inga opraHi3auii Ta NpoBeAeHHA eKCnepTu3n LIHHOCTI AOKYMEHTIB, L0 YTBOPUINCA Y OiNOBOACTBI
3akragy, Ta nogaHHs pesyrnbTaTiB eKCnepTMU3mn LiHHOCTI AOKYMeHTiB Ha po3rnsaa ENK gepxasHoro apxisy
(EK apxiBHOro Bigainy panoHHOi AepxaBHOI agMiHicTpauii abo micbkoi pagu) yTBoproeTbest EK 3aknaay.
CtBopeHHs EK Ta opranizauis ii poboTu 3giicHolTLCA BignoBigHo oo noctaHoBu KabGiHeTy MiHicTpis
Ykpainu Big 08 cepnHa 2007 poky Ne 1004 "lpo npoBeAeHHSA ekcrnepTnam LHHOCTI JOKYMEHTIB" Ta Hakasy
MinictepcTtBa toctudii Ykpainu Big 19 yepsHa 2013 poky Ne 1227/5 "MNpo 3aTBepmkeHHs1 TMNOBOro
MONOXXEHHA TMpPO EeKCNepTHY KOMICIl0 [epXXaBHOro opraHy, opraHy MiCLeBOro camMoBpsyBaHHS,
AepKaBHOro i KOMyHarnbLHOro NiANPUEMCTBA, YCTaHOBM Ta opraHisauil”, 3apeectpoBaHoro B MiHicTepcTsi
tocTuuii Yrpainm 25 yepsHsi 2013 poky 3a Ne 1062/23594.

Cknag EK Ta nonoxeHHs npo Hel 3aTBEpOXKYylOTbCA Haka3oM KepiBHWKa 3aknagy. [onosoiwo EK
npu3Ha4yaeTbCa OOMH i3 3aCTYMHUKIB KepiBHUKa 3aknagy, cekpeTtapeM - ocoba, BignosiganbHa 3a
OOKYMEHTM, Lo nignsiraioTb 36epiraHHIo Ta nepegaHHIo B apXiB.

[o cknapy EK 3aknagy 3a ix 3rogoto MOXyTb BXOAWUTU NPEACTaBHUKN apXiBHUX YCTAHOB, OpraHy BULLLOMO
piBHA (BiANOBIAHOrO OpraHy ynpasfiHHSA OCBITOK), METOANYHUX LEHTPIB, NPOdECiHMX CninokK, iX
o6'egHaHb.

3. CnpaBu nocrtinHoro Ta Tpueanoro (noHaa 10 pokie) 36epiraHHA nepefaloTbea Ha 36epiraHHa ocobi,
BignoBiganbHii 3a apxis, 3a onucamu, WO cKragakTbes ocobamu, BianoBidansHMMN 3a POPMYBaHHS
cnpas 3 BignNoBigHOro HamnpsiMy.

MPUIAHATTA KOXHOI CNpaBun 34iINCHIOETLCS Y NPUCYTHOCTI NpauiBHUKA, SKUIA Nepeaae AOKYMEHTH.

4. Y KiHUji KOXXHOrO NpMMipHMKa onncy ocoba, BignoBiganbHa 3a apxiB 3aknagy, NpocTaBnsie NigNUc Woao
NPUAHATTA crnpaB 3 060B'A3KOBMM 3a3HaYeHHAM KinbKOCTi (Uudpamu i crnoBamun) nepegaHnx crpas i
3a3Havae pary.

5. Micna npuiiHATTA cnpae NocTinHoro Ta Tpusanoro (noHaa 10 pokiB) 30epiraHHs, 3 KagpPOBUX NUTaHb
ocoba, BignosiganbHa 3a apxiB 3aknagy, Ha nigctaei ONUCIB crnpae, 3a SIKUMW 34INCHEHO MPUIAHATTS
JOKYMEHTIB, 3a BCTAHOBMNEHOK (POPMOIO FOTYE PiYHi pO34inu 3BeJeHNX Onucis cripas:

nocTiiHoro 36epiraHHs (y 3aknagi, Wwo € gxepenom opmysaHHa HAD);
Tpueanoro (noHag 10 pokiB) 36epiraHHs;
3 KagpoBUX NUTaHb.

Ocoboto, BignoBiganbHOK 3a apxiB, CKNAgAETbCS akT NP0 BUITYYEHHS AN 3HULLEHHHA OOKYMEHTIB, He
BHeceHux go HA®.

6. 3BegeHun onuc cnpaB MOCTIMHOMO 30epiraHHA CKNagaeTbCs Yy YOTMPbLOX MpuMipHUKax. [licns
cxBaneHHs ENMK gepxaBHOro apxiBy Ta 3aTBepXEHHS KepiBHMKOM 3akrnagy OAVMH MOro MnpUMipHUMK
HanpaBnsaeTbCA [OepXXaBHi apXiBHiM yCTaHOBi 44 apxiBHOMY Bigdinly MiCbKOl pagWn, y 3OHi
KOMMMEKTyBaHHA 9Koro nepebyBae 3aknag, opyrun NnpuMipHUK 36epiraeTbecsa ik HeAOTOPKaHUn 0coboto,
Bi4NoBiganbHOK 3a apxiB 3aknagy, TPeTin, YeTBEPTUN - BUKOPUCTOBYIOTLCS Y 3aknagi And noTOYHOro
MOLLYKy CMpaB i y pasi ix nepedaHHa Ha NOCTiNHe 36epiraHHA HagxogdATb OO0 BiAMNOBIAHOI apXiBHOI
yCTaHOBM.

7. 3BegeHunn onnc Tpmeanoro (noHag 10 pokis) 36epiraHHsi cknagaeTbCa y TPbOX NpUMipHMKax. [1o Hboro
BKMIOYAKTbCA TaKOX Cnpasu, siki 3@ HOMEHKNATYPOIO CrnpaB MaloTb CTPOK 30epiraHHs "go nikeigauii
3aknagy". MNicna cxsaneHHa EK 3aknagy npumipHUMKK onvcy HanpasnsoTbCA Ha cxBaneHHs EK oprany
ynpasniHHS OcBIiTO. licna NOBEpHEHHs BCiX MPUMIPHUKIB ONUCY MOro 3aTBEPAXYE KepiBHUK 3aknagy.
Mepwwuin npumipHUK onucy 36epiraeTbCa B 3aknafi £k HegOTOpKaHWW, Apyrun - € pobouum i
BYKOPWUCTOBYETLCA [ANA MOTOYHOrO MOLUYKY crnpas, TPeTin MOXe Hagcunatuca Ans  KOHTPOIo
BiQNOBIAHOMY OpraHy ynpasriHHSA OCBITOLO.

8. Onunc cnpaB 3 KagpoBuX NUTaHb CKNagaeTbCA y 3aknagi, aKun:



€ mkepenomM gopmyBaHHA HA®D - y Tpbox NpUMipHUKaXx;
He € mkepenom gopmyBaHHA HAD - y ABOX NpuMipHMKaX.

9. 3aronoBku cnpaeB oOMUCYy 3 KagpoOBUX MWUTaHb CUCTEMATM3YIOTbCH 3a HOMIHaNbHOK O3HAKOH
(rpynyBaHHS B OAHY CrpaBy AOKYMEHTIB OQHOMO B1Ay) Y Takil NOCNiAOBHOCTI:

Hakasu KepiBHMKa 3aknagy 3 KagpoBUX NUTaHb;

HaKasW KepiBHMKA 3aKnagy 3 pyxy Y4HiB/BUXOBaHLIB;

00niKoBi JOKYMEHTH;

CMMCKN y4HiB/BNXOBaHLiB (andasiTHa KHMra y4HiB/BUXOBaHLB);
XypHanu peecTtpalii HakasiB 3 KagpoBUX MUTaHb;

ocoboBi cnpaBu NpaLiBHUKIB;

KOHTpaKTu1, TPY4OBi 4OroBOPY;

Oyxrantepcbki JOKYMeHTU (0coBOBI paxyHkU i3 3apobiTHOI nnaTu, B pasi iX BiACYTHOCTI - pO3paxyHKOBI
BiZLOMOCTI i3 3apnnatu);

OOKYMeHTM Npo Tapudikauito (TapudpikauinHi BigoMocTi (cnmckn));
OOKYMEHTM Npo NpoBeAEeHHS AepXKaBHOI aTecTauii;

KHMIM 061iKy i BuOaYi CcBigouTB Ta 4oAaTkiB 4O CBiAOUTB Npo 6a30By 3aranbHy CepeaHto OCBITY; aTecTaTiB
Ta godaTkiB OO0 aTtecTaTiB NpoO MOBHY 3aranbHy CEpefHIo OCBITY, 30M0TUX Meganen "3a BUCOKi
OOCArHEHHS Yy HaBYaHHI" Ta cpibHMX Medanen "3a OOCATHEHHS Y HaBYaHHI";

OOKYMEHTM Npo HellacHi Bunagku (akTu, MPOTOKONN, BUCHOBKM, XXYpPHanm);
XypHanu peectpalii ocib, noTepninux Big HeLacHUX BUNAaKiB;

XypHanu obriky pyxy TPYAOBUX KHVXOK Ta BKNAAOK A0 HUX;

XypHan peecTtpadii HakasiB 3 pyxy Y4HiB/BUXOBaHLB;

He3aTpebyBaHi 0COOMCTI AOKYMEHTU NpaLiBHUKIB (TPYAOBI KHUXKM).

10. OcoboBi cnpaBu y4HIB BHOCATLCS OO OMUCY 3a POKOM 3BiNIbHEHHS MpaujiBHMKA | CUCTEMATU3YIOTHCS
3a npissuLLamMm 3BifIbHEHNX NPALiBHUKIB B andasiTHOMY MOPSAKY.

11. 3BefeHi onucu cnpae nocTiiHoro, Tpusanoro (noHag 10 pokiB) 36epiraHHA, 3 KagpoBUX NUTaHb Ta
aKkT MpPO BUNYYEHHS M5 3HULLEHHS OKYMEHTIB, He BHeceHux 4o HA® (gani - akt npo BUIy4YeHHsA ans
3HULLIEHHSA OOKYMEHTIB), po3rnaaatTbea EK 3aknagy ogHovacHo.

12. 3aknag, wo € mkepenom cgopmyBaHHss HA®, onvcy cnpaB NOCTiHOrO 36epiraHHsA Ta 3 KagpoBUX
NMTaHb PasoM 3 akTamu NMpo BUMYYEHHS AN 3HULLEHHS OOKYMEHTIB nicns cxsaneHHs ix EK saknagy
nogae Ha poarnag ENK signosigHoro gepxaBHOro apxisy.

13. 3aknag, wo He € mxepenom dopmysaHHs HA®, onncu cnpae 3 kKagpoBuX NUTaHb pa3oM 3 akTamu
Npo BUNYYEHHS ANSA 3HWULLEHHS OOKYMEHTIB nicnsi cxBaneHHs ix EK 3aknagy nogae Ha posrnag EK
apXxiBHOrO BigAiny panoHHOI AepXaBHOI agmiHicTpauii abo apxiBHOro Bigainy micbkoi pagn. Onncy cnpas
Tpuanoro (noHag 10 pokiB) 36epiraHHA nicna cxsaneHHs EK 3aknagy nogatotbes Ha po3rnag EK oprany
ynpaBriHHS OCBITOHO.

14. MNorogxeHi (cxBaneHi) akTn NPo BUIYYEHHS OS99 3HULLEHHS OOKYMEHTIB, He BHeceHux o HA®,
3aTBEPAXYIOTLCA KEPIBHUKOM 3aKnagy.

15. lMicna 3aTBepoXeHHS akTa Npo BUIMYYEHHSA ANS 3HULLEHHS AOKYMEHTIB 3aknag Mae npaso 3HULLUTU
OOKYMEHTMW.

16. KepiBHuK 3aknagy 3060B's13aHnI 3a6e3neunTn 36epexxeHHs JOKYMEHTIB, a Y pasi BKITIOUEHHs 3aknagy
00 cnucky rpuandHmnx ocié - mxepen cdopmyBaHHsa HA® nicna 3akiHYeHHs BCTAHOBMEHUX rPaHUYHUX
CTpOKiB iX 30epiraHHa B UbOMYy 3aknagi - 3abe3nedyntv nepedaHHA OOKYMEHTIB Anis MOCTIMHOro
30epiraHHs 00 BiANOBIAHOI AepXKaBHOT apXiBHOI YCTaHOBW YK apXiBHOrO BiaAiny Micbkoi paau.



FeHepanbHUNM gupeKTop
AupeKTopaTy AOLWKiNbLHOI
Ta WKiNbHOI OCBIiTU A. O. OcMONoBCLKUMA

HNopaTok 1

0o IHCTpyKUiT 3 ginoBoacTea

y 3aKnagax 3arasnbHol cepeHbOi OCBITH
(nyHkT 3 posginy Il)

BUAMOIun
00 opOpMIIeHHS! OOKYMEHTIB, L0 BUTOTOBISAIOTLCS 32 JOMNOMOroK KOMM'KOTEPHOI TEXHIKU

1. [ANs APYKYBaHHS TEKCTIB CNYy>KO0BMX OOKYMEHTIB BUKOPUCTOBYETLCA rapHitypa Times New Roman,
WpUT - posmipom 12 - 14 opykapCbKkux nyHKTiB. [JO3BONAETLCA BUKOPUCTOBYBATU LWPUPT po3mipom 8 -
12 ppykapcCbKnx MyHKTIB ANA OpYKyBaHHA pekBi3uTy "pisBuile BMKOHaBLUS i HOMep NMoro Ternedony",
BMHOCOK, NOSICHIOBANbHMX HAMMCIB O OKPEMUX ENNEMEHTIB TEKCTY [OKYMEHTa abo A0ro pekBi3nTiB TOLLO.

Mig yac OpyKyBaHHSI 3arofioBKiB [4O3BOMSIETLCA BUKOPUCTOBYBATWU HaMiBXMpHUIA WpndT (NpsMmuii abo
KypcuB).

2. TekcT gokymeHTIB Ha nanepi dpopmaTty A4 (210 x 297 mMinimeTpiB) pekomeHgoBaHO ApyKyBaTh Yepes 1
- 1,5 mixpsigkoBoro iHTepsany, a popmaTty A5 (210 x 148 minimeTpiB) - Yepes 1 MiXXpAOKOBWI iHTEpBarn.

[loKyMeHTM NoBMHHI MaTu Taki nonga (MinimeTpis):
30 - niBe;

10 - npase;

20 - BEpPXHE Ta HWXHE.

PekBiant gokymeHTa (KpiM TEKCTy), SKi CKragaloTbCA 3 KiNMbKOX pagkiB, APYKylOTbca 4depes 1
MikpsgkoBun iHTepBan. Cknagosi 4acTuHM peksisutiB "Agpecat”, "lpud 3atBepmxkenHs", "Mpud
NOrokeHHs" BiAOKPEMINIOITLCHA OAMH Big ogHOMo Yepes 1,5 MixkpagKkoBoro iHTepsany.

PekBi3anTn gokymeHTa BiJOKPEMITIOTLCA OA4MH Big ogHoro Yepes 1,5 - 3 MikpagKoBux iHTepBanu.
3. HasBa Bmay OOKyMeHTa OPYKYETbCA BENMUKMMN NiTEpamMu.
4. PoswundpysBaHHs nignucy B peksiauTi "lMignuc" opykyeTbCcsa Ha piBHi OCTaHHLOMO psaka Ha3Bw nocaau.

5. He pobuTbcs BiacTyn Big mexi niBoro nons anst pekeisvTie "[aTta gokymeHTa", "3aronoBok 4O TEKCTY
nokymeHTa", "Tekct" (6e3 ab3auis), "BiamiTka npo HasBHiCTb goagatkis", "lNpi3BuLLE BUKOHABLS i HOMEpP
noro TenedoHy", HaMMeHyBaHHsS nocagu y peksiautax "Tlignuc" Ta "Mpudc norogxeHHa", Hanucy "3rigHo
3 opuriHanom", a Takox cnis "CITYXAJIUN", "BUCTYIMAITN", "YXBANUITA", "HAKASYHO".

6. 3a HaABHOCTI KinbKOX rpudiB 3aTBEPIPKEHHS i MOrO4KEHHA BOHU PO3MILLYIOTLCS HA OOHOMY PiBHI
BepTUKanbHUMK pagkamu. Nepni rpudd - Big mexxi niBoro nongd, apyrum - yepes 104 minimeTpu Big mexi
niBoro nons.

7. MNig yac ochopMneHHsa JOKYMEHTIB Ha ABOX i BinbLue CTOpiHKax Apyra Ta HacTyMHi CTOPIHKK MatoTb ByTu
NpoHymMepoBaHi. [epLua CTopiHKa He HYMepyeETbCS.

8. TeKkcTn OOKYMEHTIB MOCTIMHOro 36epiraHHs OpPYyKyloTbCA Ha ogHoMy 6oui apkywa. [JokymMeHTu i3
CTpokom 36epiraHHsa 40 5 poKiB MOXHa OPYKyBaTW Ha NMLBOBOMY i 3BOPOTHOMY BoLi apkyLua.



JopaTtok 2

0o IHCTpykuiT 3 ginoBoacTea

y 3aKknagax 3arasnbHol cepeHbOi OCBITU
(nyHKT 4 posginy Il)

NEPENIK
AOKYMEHTIB, Ha SIKMX NiANMC NocagoBoi 0cobu 3acBigYyeETbLCA BiAOMTKOM neyaTku 3aknagy

1. AKTK (BMKOHaHHS pOBIT, CNUCaHHA maTepianbHUX UIHHOCTEN, (DiIHAHCOBMX MEPEBIPOK, BUITYyYEHHS
OOKYMEHTIB ANA 3HULLEHHS, NepeaaBaHHsA cnpae ToLo).

2. [loBigkn (Mpo BUKOPUCTaHHSA OOMKETHUX acUrHyBaHb Ha 3apobiTHY NnaTty, HapaxyBaHHS i3 3apobiTHOI
nnaTu TOLLO).

3. Oorosopwu (Npo maTtepiansHy BiANOBiAanbHICTb, HAYKOBO-TEXHIYHE CNiBPOBITHULTBO, Niapaan, opeHay
NpUMiLLLEHb, BUKOHAHHS poBiT TOLLO).

4. lokyMmeHTH (0OBIOKM, NOCBIOYEHHS TOLLO), LLIO 3aCBigYyl0Th NpaBa rpoMafsiH i PUANYHUX OCiO.
5. [lopy4eHHs Ha ogep)KaHHA TOBapHO-MaTepianbHUX LiHHOCTEN.
6. 3aBaaHHA (Ha NpoeKTyBaHHS 00'EKTIB, TEXHIYHUX cnopya, KanitanbHe OyAiBHMLTBO, TEXHIYHI TOLLO).

7. 3pasku BigOMTKIB MeyaToKk i nignuciB MpauiBHUKIB, siKi MaloTb NpaBO 3AiNCHIOBATU (PiHAHCOBO-
rocnogapcbki onepakwlji.

8. Kowwtopuc BuTpaT (Ha kanbKynsLio 3a JOrOBOPOM, Ha KanitanbHe OyaiBHULTBO TOLLO).
9. JlucTtn rapaHTinHi (Ha BUKOHaHHA poBiT, HagaHHA NOCNYT TOLWO).

10. Onucu cnpae nocTinHoro, Tpmeanoro (noHag 10 pokiB) 36epiraHHs, 3 KagpoOBUX NMUTaHb.
11. WTaTHI poanucu.

12. TpyaoBi KHUXKKW.

JNopatok 3

0o IHCTpykKuiT 3 ginoBoacTea

y 3aKnajax 3arasnbHol cepeHbOi OCBITH
(nyHKT 6 posginy IV)

NEPENIK
OOKYMEHTIB, WO He nignaraloTb peecTpauii cneuianbHO NPpU3HavYeHoo Asns Uboro oco6oto
. ['padikn, Hapaau, 3adBKU, PO3HAPSAKM.

—

. 3BegeHH4a Ta iHopmauis, Hagicnaxi 4o sigoma.

. HaByanbHi nnaHu, ocsiTHi nporpamu (konir).

. PeknamHi noBigomMneHHs, nnakaTtu, nporpamu Hapag, KoHepeHLUin Towo.
. Hopmun ButpaT matepianis.

. BiTanbHi nucTn i 3anpoLleHHs.

. DpykoBaHi BuAaHHS (KHWUrK, XypHanu, broneTteHi).

. MicayHi, kBapTanbHi, NiBpiYHi 3BITH.
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. PopMK CTaTUCTUYHOT 3BITHOCTI.

10. Jorosopw.



HopaTtok 4

0o IHCTpyKuiT 3 ginoBoacTea y
3aknagax 3aranbHoi cepeHbOi OCBITH
(nyHKT 6 po3ainy V)

PeecTtpauinHui XXypHan HakasiB kepiBHUKa 3aknagy

MpisBuLLe,
iHiLiann MpisBuLLe,
. npauiBHuKa, Ha iHiLiann
PeecTtpauinHuni pau ’ . > ..
. SKOro BianoBiaanbHoi .
iHOekc (Homep) [arta Hakazy 3aronoBok Hakasy - MpumiTkn
HaKas nokriageHuni ocobu
y KOHTpPOSb 3a (BignoBiganbHMX
BVMKOHAHHSI ocib)
Hakazy
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