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IHcTpyKuis 3 XiJ10BOACTBAa KOMYHAIBLHOIO 3akjany «lleppomaiicbkuii jgineir NeS

IlepBoMaiicbK0i MicbKoI paan XapKiBCbKOI 00J1aCTD)

I. 3arajbHi MoJ10:KeHHS

1. Ils IHCTpyKIisT BCTAaHOBIIOE 3arajbHl BUMOTH MIOJI0 JIOKYMEHTYBaHHS
yOpaBMiHCHKOI  1HpopMamii Ta opraHizamii poOOTH 3  JOKYMEHTaMH Y
[TepBomaticbkoMy Jitiei Ne5 (nmami — 3akian).
2. JloTpuMaHHsS BUMOT WIOJI0 TOPSIAKY BEJIEHHS JOKYMEHTYBAHHS, BCTAHOBJICHHX
i€ [HCTpyKIli€r0, € 000B'I3KOBUM J1JIsI MPAIIBHUKIB 3aKJIaTy.
3. Opranizamis JIUI0BOJICTBA 1 KOHTPOJb 3a CBOEYACHUM  PO3TISIAOM  Ta
MPOXO/KEHHAM JIOKYMEHTIB Yy 3aKiaji 3A1HCHIOIOTHCS BIAMOBIIAIBEHOIO 0CO00I0
(BIAMOBIIAJIBHUMU ~ 0co0amMu), sKa (sIKi) TpuU3HA4YaeTbesl  (MPU3HAYAOTHCS)
KEpIBHUKOM 3aKJIaJy.
4. CTBOpEHHSI €JIEKTPOHHHUX JOKYMEHTIB 3MIMCHIOETHCS BIAMOBIIHO 10 3aKOHIB
VYkpainu "lIpo eneKTpoHHI JOKYMEHTH Ta €INeKTpOHHUH aokyMeHtooOir", "IIpo
eJIEKTpOHHUN 1MdpoBuil mianuc", Hakazy MinictepcTBa rocTuili Ykpainu Big 11
muctonana 2014 poky Ne 1886/5 "IIpo 3atBepmxkenns llopsanky pobotu 3
CJICKTPOHHUMH JOKYMEHTaMH y JUJIOBOJCTBI Ta iX MIJTOTOBKHU IO MepeJaBaHHs Ha
apxiBHe 30epiranHs", 3apeecTpoBaHoro B MinHictepcTBi toctumii Ykpainu 11
muctomnana 2014 poxy 3a Ne 1421/26198.
VY 3akmazii MOKYTh CTBOPIOBATUCH IOKYMEHTH TUMYAacoBOTO (10 10 poKiB BKIIFOUHO)

CTPOKY 30epiraHHs JIMIIE B €JIEKTPOHHIN (opMi 32 YMOBHU HASIBHOCTI BIJIIIOBIJTHOTO



TEXHIYHOTO 3a0€3MEUYeHHs 3 ypaxyBaHHSIM BUMOT 3aKOHOJABCTBA YKpaiHM Ta M€l
[HCTpyKIii.

5. Tlopsimok opranizaiii AUIOBOJACTBA 3a 3BEPHEHHSMU TPOMAJIsH, 3alUTaMH Ha
nyOnmiyHy i1HGoOpMarito BH3HA4YaeThcs 3akoHamu Ykpaimm "IIpo 3BepHEHHS
rpomansH", "IIpo noctyn go myGaiuHoi iHGopMalii'.

6. VY 3akmami JIOBOACTBO 3IMCHIOETBCA JEP)KaBHOIO MOBOK. JloKyMeHTH
CKIIQJAIOThCS JIEP)KAaBHOKO MOBOIO, KPIM BHUIIAIKIB, MEPEIOAYCHUX 3aKOHOIaBCTBOM
npo MoBU B YkpaiHi. JIOKyMeHTH, $IKI HAJCHUIIAIOThCS 1HO3EMHHUM ajpecaram,
o OpPMITIOIOTHCST YKPATHCHKOIO MOBOIO, 200 MOBOIO JiepKaBH-aipecaTa, abo OJIHIEI0 3
MOB MI)KHapOJIHOTO CI1JIKYBaHHS.

7. Ctpoku 30epiraHHsi JOKYMEHTIB, 110 CTBOPIOIOTHCS Mij Yac MIsUTBHOCTI 3aKiany,
BHU3HAYAIOThCA Haka3oM MiHicTtepcTBa toctuuli Ykpainu Big 12 xBitHs 2012 poky
Ne 578/5 "Ilpo 3arBepxenHs [lepeniky TUIIOBUX JOKYMEHTIB, IO CTBOPIOIOTHCS i
Yac AiSUTbHOCTI JIEp)KaBHUX OPraHiB Ta OpraHiB MICIIEBOTO CaMOBPSyBaHHS, THIINX
YCTAaHOB, TIJNPUEMCTB Ta OpraHizaiiid, 13 3a3HAUYCHHSIM CTPOKIB 30epiraHHs
JIOKyMEHTIB", 3apeecTpoBaHuM y MiHicTepcTBi rocTuilii Ykpainu 17 kBitHa 2012

poky 3a Ne 571/20884 (31 3MiHaMu).

I1. 3aranbHi BUMOTH 10 CTBOPEHHS1, 0POPMJIEHHS TA JOKYMEHTYBAHHS
YIPaBJIIHCHKOI iH(opmanii

1. JlokyMEeHTyBaHHsS YIpaBIiHCHKOi 1H(OpMaIli 3akiamy MOJSATaE y CTBOPEHHI
JIOKYMEHTIB, 110 CIIPSIMOBAaH1 HA BUPILIEHHS YIIPABIIHCHKUX PIIICHb.

2. HaszBa Buay pokymeHTa (Haka3, MPOTOKOJI, JOIMOBiJHA 3alKCKa TOINO) Mae
BIIMOBIATH Ha3BaM, IepeadoadeHuM posaiaom 3 JlepkaBHoro Kiacudikaropa
ynpaBmiHcbkoi AokyMmeHTtamii JIK 010-98, 3arBepmxenoro Hakaszom J[lep:kaBHOro
KOMITEeTy YKpaiHu TO CTaHIapTu3ailii, MeTpoJiorii Ta ceprudikaiii Bix 31 rpyaHs
1998 poky Ne 1024 (31 3minamu).OdopmMiIeHHS pPEKBI3UTIB OpraHizaiiitHo-
pO3MOPsIIYOl  TOKYMEHTalli Ta MOPSIOK iX pO3TalllyBaHHS MarOTh BIJIOBIIATH
HamionaneHOoMy  ctanmapty  Ykpainu  "JlepkaBHa  yHipikoBaHa ~ cucTeMa

JOKyMeHTalli. YHipiKOoBaHa CHUCTEMa OpraHi3aliifHO-pO3NOPAIYOi JOKYMEHTAIlll.



Bumorn no odopmmoBanus nokymenTiB. JICTY 4163-2003", 3arBepmxeHOMYy
Haka3oMm JlepaBHOTO KOMITeTy YKpaiHM 3 NMHUTaHh TEXHIYHOTO PETYIIOBAHHS Ta
cnioxkuBuoi omituku Bif 07 kBiTHS 2003 poky Ne 55 (mami - ICTY).

3. OpranizamiitHo-po3mopsiadi  TOKyMEHTH O(OpPMITIOIOTECST Ha OJaHKax, 110
BUTOTOBJISIIOTHCSA 3T11HO 3 BuMoramu JICTYVY Tta miei [ncTpyxkitii.

VY 3aknazi MOKYTb BUKOPUCTOBYBATHUCS TaKli OJaHKH JOKYMEHTIB:3araJibHUN OJIaHK
JUIST CTBOPEHHSI PI3HMX BH[IB JOKyMEHTIB (0e3 3a3HayeHHsS Yy OJIaHKy Ha3BH BUIY
JOKYMEHTA);0JIaHK JINCTa, HaKa3y, MPOTOKOMIB (101aToK1);

Bumorn 1m0 odopMieHHS JOKYMEHTIB, IO BUTOTOBISIOTHCS 3a JIOIMOMOTOIO
KOMI'TOTEPHOI TEXHIKH, HABEJIEHO B JOJATKY 2 A0 i€l [HeTpyKiii.

4. TlocamoBi 0cOOM TMIANUCYIOTh JOKYMEHTH B MeEXaxX CBOIX ITOBHOBa)XCHb,
BU3HAYCHUX  3aKOHOJABCTBOM  YKpaiHM, CTaTyTOM 3aKjiaay, TOCaJI0OBAMHU
IHCTPYKIIISIMHA, HAaKa30M MPO PO3MOJiT 00OB'SI3KIB MK KEPIBHUKOM 3aKJIajly Ta HOTo
3acTynmHUKamMu Tomlo.BigOutkoMm mnewyaTku 3akiany (3a HasgBHOCTI) 3aCBIAYYIOTH
MIJMNAC TTOCaT0BOT 0COOM Ha JIOKYMEHTax 13 MUTaHb OpraHi3aliiHoi Ta (iHAHCOBO-
rOCIoOAapChKOI JISTILHOCTI 3a TEPETIKOM JOKYMEHTIB, Ha SKUX MIAMUC MOCaJA0BOI
0co0M 3aCBIAUY€ETHCS BIIOMTKOM TMEYATKU 3aKJIady, HAaBEACHUM y MOAATKY 3 MO IIi€i
IHCTpyKITii.BimONTOK MeuaTku CTaBUTHCS TakK, OO0 BIH OXOIUIFOBAB OCTAaHHI KiJbKa
JITEp HaWMEHYBaHHS IMOCAaaud OCOOM, sfKa MiAMHcaia JOKYMEHT, aje He IMiANuc
MoCcajoBOi 0co0u, a00 MPOCTABIAETHCS HA OKPEMO BHUIIJICHOMY IJisi LILOTO MICI 3
BinMiTkor0 "M. I1.".

5. 3akya; MOKe 3acBiIUYBAaTH KOIIiil JIMILIE TUX JIOKYMEHTIB, III0 CTBOPIOIOTHCS B
HbOMY, & TAKOX y BHMaJKaX, nepeadauyeHux B ad3alll JpyroMmy UbOTO MYyHKTY.

VY pasi miAroToBKY TOKYMEHTIB JJIsl HaJIaHHS CyJIOBUM OpTraHaM, Il 4ac BUPIIIEHHS
MUTaHb 00 MPUHHSITTS TPOMAJSIH Ha pOOOTY, HaBYAHHSI, 3aCBITUCHHS X TPYIOBUX
Ta IHIIUX TPaB y B3a€MOBIJHOCHHAX 13 3aKJIaJ0M, a TaKOX Mia 4ac (OpMyBaHHS
0COOOBHX CIIpaB MPAIIBHHUKIB 3aKJIa]] MOKE BUTOTOBJIATH KOIIii TOKYMEHTIB, BUTAHUX
IHIIMMH YCTaHOBaMH (KOITii JIOKYMEHTIB PO OCBITY TOIIIO).

Binmitka "Komnist" npocTaBiseTbecsi Ha JIMIBOBOMY OOIll Y BEpXHHOMY MPABOMY KYTKY

NEPILIOro apKyllla JOKyMEHTA.



Komnii HakasiB, IHIIMX TOKYMEHTIB 3acBiI4ye (3acCBiI4UyIOTh) BIANOBiJanbHAa ocola
(BiamoBigaIbHI 0COOM) 32 OpTaHi3aIliio MIJIOBOJICTBA Y 3aKJIA/I].
6. YV pasi nmoTpeOu MpOBEACHHS OLIHKU JIONUIBHOCTI CTBOPEHHS JOKYMEHTa, HOTo
OOTPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOMABCTBY 3IIHCHIOETHCS TTOTOJKEHHS
nokymeHTa.llorojkeHHss JOKYMEHTIB MOKE€ 31HCHIOBAaTUCH MOCAJOBUMHU 0COOAMHU
3aKjaay, SK1 BIAMOBAHO 1O X KOMIETEHI BHUPIIIYIOTh IMUTAaHHS, MOPYIICHI B
JOKYMEHT1 (BHYTPIIITHE TIOTOJKEHHS), a TaKOX 3alHTEPECOBAHUMHU YCTAaHOBAMH
(30BHIIIIHE ITOTO/KCHHS ).
[ToromkeHHsT TOKYMEHTIB 31HCHIOETHCS BIIMOBITHO TO BUMOT Haka3zy MiHicTepcTBa
foctulii Ykpainu Big 18 yepsHs 2015 poky Ne 1000/5 "IIpo 3aTBepmxenHs IIpaBun
oprasizaiii JIIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB Yy Jep>KaBHHUX
opraHax, OpraHax MICIIEBOTO CaMOBPSIyBaHHs, Ha HIANPHEMCTBAaX, B YCTaHOBAX 1
opranizamnisx", 3apeectpoBaHoro y MinictepcTsi toctuliii Ykpainu 22 uepBHsa 2015
poky 3a Ne 736/27181 (mami - IlpaBuna opranizaiii IiJOBOJCTBa Ta apXiBHOTO
30epiraHHs JOKYMEHTIB).
['pud moromxenns po3minrytorh Hux4e pekBizuty "lliamuc". Bin ckimamaerses 31
ciosa [IOI'OJIPKEHO (0e3 namnok), Ha3BH Mocaad 0COOHU, sIKa MOTOJKY€E TOKYMEHT
(pazoM 3 HallMEeHyBaHHSM 3aKiany), MAMUCY, 1HIaTy(iB) 1 TpI3BHUINA, AaTU
MOTO/IKEHHSI.
[Tpuxnan:
I[NOT'OIXXEHO
JIMpEKTOp KOMYHAJIBHOIO 3aKJangy
«IlepBomaiicekuii  mineir  NeS
ITepBomaiicbkkoi  MICBKOI  paau
XapKiBChKOi 00J1aCT1»
[Minmue  Imimian(u), mpi3BuUIe
05.02.2020
7. 3aTBepAKEHHS YNPABIIHCHKUX JOKYMEHTIB 31HCHIOETHCS OCOOMCTO KEPIBHUKOM

3aKJ1ay BIAMOBIAHO J0 HOTO MOBHOBAKEHb 200 PO3MOPSIINM TOKYMEHTOM 3aKIIaTy



13 3a3HaYEHHSM Ha JOKYMEHTI Trpuda 3aTBepIKeHHS, 0(OPMICHOrO BiANOBIIHUM
YUHOM.
[lopsimok 3aTBep/KEHHS JOKYMEHTIB 3IIHCHIOETbCS BiAmoBinHO n0 [lpaBun
Oprasizarlii AiJI0BOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.
I'pud 3arBepmxenns ckiuanaerses 31 cnoBa 3ATBEP/IKVYIO (6e3 namnok), Ha3Bu
rmocajy, miAnucy, iHimany(iB) 1 npi3Buila ocoOu, sika 3aTBEp/uiia JOKYMEHT, JaTH
3aTBEPIKEHHSI.
[Tpuknan:
3ATBEPIXKXVYIO
JIMpEKTOp KOMYHAJIBHOIO 3aKJIanLy
«IlepBoMaricbKui Jei No5
[lepBomaiicbkkoi  MICBKOiI  pajau
XapKiBChKOi 00J1aCT1»
[Minnmuc  Inimian(u), nOpi3BUIE
05.02.2020
VY pa3i 3aTBEep/HKCHHS JTOKYMEHTa PIIIEHHAM KOJEriaJlbHOrO OpraHy rpud
3aTBepakeHHs ckianaerbes 31 cinoBa 3ATBEPJ[PKEHO (6e3 mamnok), Ha3BH, J1aTv 1
HOMEpA TIOKYMEHTA Y Ha3UBHOMY BIJIMIHKY.
[Tpuxnan:
3ATBEP/PKEHO
[IpoTokon 3acimaHHs MmeaaroriyHol
pagy  KOMYHAJbHOTO  3aKjamy
«IlepBomaiicekuii  mineir  NeS
ITepBomaiicbkkoi  MICBKOI  paau
XapKiBChKOi 00J1aCT1»

06.05.2020 Ne 40

II1. Oco6y1uBi BUMOIH 10 CKJIAJAHHS AeSIKMX BUIB JOKYMEHTIB
1. Haka3z - po3mopsiuuii JOKYMEHT, SKMM BUIAa€ KEPIBHUK 3aKjady Ha IpaBax

€IMHOHAYAJILHOCTI Ta B MEXKaX CBO€I KOMIIETEHIII, OOOB'I3KOBUN JIJII BHKOHAHHS



mijyiernuMu.  Haka3w BUIArOTBCA 3 OCHOBHOI JISUTBHOCTI, aJMIiHICTPaTHUBHO-
rOCIOIaPChKUX, KAIPOBUX MUTAHb 3aKJIaly, a TAKOXK PyXY yUHIB.

Haka3u 3 OCHOBHOI JISTBHOCTI, aAMIHICTPATUBHO-TOCIIOJIAPCHKUX, KaJIPOBUX MUTAHb,
pYXy YYHIB MiANUCYIOTHCS KEPIBHUKOM 3aKJady, a 3a MOro BiACYTHOCTI - 0CO0O0IO,
sKa BUKOHY€E MOro 000B'SI3KH, Ta PEECTPYIOTHCS B JKypHaIaxX peecTpallii Haka3iB.
[licns mignucaHHS Haka3y 3MIHM JI0 HbOTO BHOCATHCS JIUIIE MUISIXOM BUJAHHS
HOBOT'O Haka3y Impo BHeceHHs 3MiH. Hakas odopMiIroeThest Ha OJ1aHKY HakKasy.

3MICT HaKa3y CTUCJIO BUKJIAIA€ThCS B 3ar0JIOBKY, SIKUW MOYMHAETHCS 3 MPUMMEHHUKA
"IIpo" Ta ckimagaerbess 3a jgonmoMororo  BigmiechmiBoro iMmeHHuka  ("IIpo
3atBepakeHHs...", "[Ipo cTBopeHHs...") abo imennuka ("IIpo miacymku...").

TekcT Haka3zy 3 OCHOBHOI JiSTIHOCTI, aJIMIHICTPATUBHO-TOCIIOJAPCHKUX MUTaHb Ta
PYXy YUHIB CKJIQJIA€ThCS 3 IBOX YaCTHH - KOHCTATYI0UOi (IpeaMOyJin) 1 po3nopsI4oi.
VY KOHCTaTyrouiil 4YaCTHHI 3a3Ha4a€ThCs MifcTaBa, OOTPYHTYBaHHS a00 MeTa BHUJIaHHS
Haka3y. Posmopsinua yacTuHa Hakaszy nounHaeThesi 13 cioBa "HAKA3VIO", ske
JIPYKYETBCS 3 HOBOIO psJiIKa BEIMKHUMHU JIiTepaMu Oe3 BIACTYyNy Bij JIIBOTO MOJSA 1
JIaTIOK, MICJISl YOTO CTaBUTHCS JIBOKpAIIKa.

Skimo Haka3 BHJAE€TbCS Ha MIACTaBl I1HIIOTO PO3MOPSAYOro JOKYMEHTa, V
KOHCTaTyIOYil YacCTHHI 3a3HA4YalOThCs Ha3Ba BUJLY I[OTO JOKyMEHTa, HOTO aBTOp,
JaTa, HOMEp Ta 3aroJIOBOK.

Haxkasu HyMepyroTbcs B OPSAKY 1X BUJAHHS B MEXKaX KaJICHIAPHOTO POKY; HAaKa3M 3
OCHOBHOI JISUIBHOCTI, PyXy V4HIB, aIMIHICTPATUBHO-TOCIOAAPCHKUX, KaJIPOBUX
MUTaHb MalOTh OKPEMY MOPSAJIKOBY HYMEpallilo. 3 METOI0 PO3PI3HEHHS TPyl HakKa3iB

JI0 PEECTpaIifHOro 1HJIEKCY Hakazy uepe3 Jnedic M0JaeTbCs JITEpHA BIIMITKA,

HaAIMPUKJIIA;

. HaKa3M 3 aIMIHICTPATUBHO-TOCIIOAAPCHKUX MUTAHb - Ne 2-ar;

. HaKa3! 3 KaJIpoBUX MUTaHb — Ne 2-k;

. HaKa3u Mpo HaJaHHS MOPIYHUX OCHOBHHX BIAMYCTOK Ta BIJITYCTOK Y 3B'SI3KY 3

HaBYAHHSM MpaliBHUKIB - No 2-B;

. HaKa3" 3 pyxy yuHiB — Ne 2-y.



2. IIpoTOKOI - HOKYMEHT, y SIKOMY (DIKCYEThCS MepeOiT BEACHHS 3aCi/laHb, YXBAJICHHS
pIlIeHb JOPaAYMMU Ta KOJET1aTbHUMHU OpraHaMu, KOMiCIsIMH TOIIIO.

[IpoTokoiM 3acijiaHb MEAAroriYHUX pajl, HIIUX JOPATUUX Ta KOJETialbHUX OpraHiB
CKJIaaloThcd B CTUCHIM (opMi. Y NPOTOKOJI, CKIAJACHOMY B CTHCHIH ¢opmi,
GbIKCYIOTBCS JIUINE TMPUMHATI pillleHHS 0e3 jeranizaiii mepediry oOroBOpeHHs
MUTaHHS.

Y pasi morpebm 3a pilIeHHAM 3arajdbHUX 300piB (KOH(pEpEeHIlii) KOJEKTHBY
MIPOTOKOJIM 3arajbHUX 300piB (KOH(EpeHIli) KOJEKTUBY MOXYTh CKJIAIaTHUCA Y
NOBHIH Qopmi.

Hywmepariisi mpoTOKOJIiB 3aciiaHb NEAarorivyHoi pajay BeIE€ThCs B MEXKax HaBYaIbHOTO
POKY, MPOTOKOJIIB BUOOPHUX OPTaHiB - Y MEXaX iX MTOBHOBAXECHb.

Hywmepartiss mpoTOKOJIiB BEAETHCS OKPEMO 32 KOXKHOIO TPYMOI0 MPOTOKOJIIB 3aCiIaHb
BIJIMOBITHOTO KOJIET1aJIbHOTO OpPTaHy.

3. JlaToro mpOTOKOJy € J1aTa NPOBEACHHS 3aCiIaHHS.

3arojoBOK /0 TEKCTYy MPOTOKOIY Mae BigoOpa)kaTu BUJ 3acijaHHs (Hapaaa, 300pu,
KoH(epeHIlis ToIo) abo KOJerialibHOI AIsUIBHOCTI (KOMicisi, pana, 300pu, pobdoua
rpyIma TOIIO) 1 BKJIIOYATH HA3BY BUY IOKYMEHTA.

TekcT mMpOTOKOIY CKJIAIa€ThCs 31 BCTYIMMHOI Ta OCHOBHOI YacTHH.Y BCTYIIHIM YacTHHI
MPOTOKOIY 3a3HAYalOThCs TMPI3BUINA Ta IHIMIAIA TOJOBH ab0 TOJIOBYIOUOTO Ha
3aciaHH1, 300pax TOIIO, CEKpeTaps, 3aMpoOIISHNUX, a TAKOXK MPUCYTHIX 0Ci0.

Y pa3i nmorpeOu 3a pilIeHHSIM BIJMOBIJHOTO OpraHy Y CIUCKY TMPUCYTHIX
3a3HAYaOThCA MMOCAM 3aMPOIICHUX 0C10 Ta HAMEHYBAHHS YCTaHOB. SIKIIO KUIBKICTh
NPUCYTHIX NepeBuIye 15 oci0, 3a3HavyaeThCs iX 3arajbHa KiIbKICTh 3 MOCHUJIAHHSAM
Ha CMHCOK, 110 A0AA€THCS 10 MPOTOKOITY.

4. BerynHa yacTMHA MICTHTh NOPAJIOK JEHHUI: TEPEIiK PO3ISHYTHUX Ha 3aCiIaHHI
nuTanb. [lopsimok NEeHHMM MONA€ThCA HAMpUKIHII BeTynHOi dwactwHHM. (CroBa
"[Mopsimox AeHHW" OPYKYIOTHCS BiA MEXI JIBOTO TOJIS, IMICIS HUX CTaBUTHCS
nBokpanka. KoxHe MUTaHHS HyMepyeTbcs apaOCbKuMu IHUbpamMu 1 JPYKYEThCSA 3
ab3arry. dopMyBaHHS MUTAHb y TOPSAKY JEHHOMY TMOYHHAETHCS 3 MPUMMEHHHKA

HHpO"‘



5. OcHOBHa YacTWHA MPOTOKOIY CKJIANA€ThCA 3 PO3MIUIIB, SKI MAaOTh BIAMOBINATH
NyHKTaM TOpsAKy JeHHoro. Posminm HymepyroTees apaOcbkumu  nudpamu 1
OyIyIOThCS 32 TAKOIO CXEMOIO:

s ctucioi popmu npotokonis: "CIIY XAJIU - YXBAJINIIA",;

st noBHOoi  dopmu  mporokoniB:  "CIIYXAJIM - BUCTYIIWIU -
YXBAJIAJIN".
[Ticns cnoBa "CJIIYXAJIN" 3 HOBOro psijika 3a3HAuYalOThCS TMPI3BHUINE Ta I1HIIIANN
(1H111QJ)T IMEH1) KOXKHOTO JOTIOB11a4a.
Y noBHi# popmi ipotokoy micis cioBa "BUCTYIINIIN" ¢ikcyroThest BUCTYIH THX
oci0, sKlI B3sUIM y4acTb B OOrOBOpPEHHI JOMOBiAI (MUTaHHS MNOPSAIKY IEHHOIO).
Buctynu opopMittoroTbcsl B MPOTOKOJI1 13 3a3HAYCHHSIM T0Caj, MPI3BHUII Ta 1HIIIAJIB
(iHlmiany), IMEH JONOBIAAYiB Y HA3UBHOMY BIJIMIHKY, BUKJIQJIEHHSIM 3MICTY BUCTYITY
a00 NMMTaHHSA, BIJITOBIII HA HHOTO.
6. TekcTH BUCTYIIIB Y TPOTOKOJI1 BUKIIAAIOTHCS Bl TPETHOT OCOOM OJTHUHHU.
TekcT abo Te3u 10MoBiJll, OOPMIIEHI SIK OKpeM1 JOKYMEHTHU, JI0 TEKCTY MPOTOKOIY
He BKiIovaroThes. [lics BioMocTelt mpo JoMoBiiaua CTaBUTHCS TUPE 1 3a3HAYAETHCA
"TexcT JOMOBIl JOJIA€THCS 10 MPOTOKOTY".
[Ticns cnoa "YXBAJIMIIN" ¢dikcyeTbcs npuiiHATe pIllIeHHS 3 OOTOBOPIOBAHOIO
MIUTaHHS TOPSIJIKY JICHHOTO, SIKe Ma€ BKIIIOYATH CKJIAIO0BI, IO BiAMOBIIAOTH HA TaKi
MUTaHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.
VY pasi Sk NpuiiMaeThesl PIICHHS MPO CXBAJICHHS, MOTOKEHHS, 3aTBEPIKCHHS
JIOKYMEHTa, SIKWA OOTOBOPIOBABCS Ha 3acCiliaHHi, 1€ JOKYMEHT JO0JA€ThCS 10
MPOTOKOJIy. 3a HAsBHOCTI 1HIIMX JOKYMEHTIB, IO PO3TJSJAINCA Ha 3aciJlaHHl Ta
dakT 00roBopeHHs KX 0ys10 3a(hiKCOBAHO B TEKCTI MPOTOKOIY, BOHU HYMEPYIOThCS
apabcpkumu nudpamMu (Hampukiaa, 1o4aTok 1, mrogaTok 2). Y BiAMOBIAHUX MYHKTaX
MIPOTOKOJTY MIPOCTABJISIOTHCS MMOCUIIAHHS HA 111 IOJAATKH.
[IpoTokoa miANUCy€e TOJOBYIOUMN HA 3acCiJaHH1 KOJIET1aIbHOTO (JI0pPaauoro) OpraHy
Ta cekpetap (3a HasBHOCTI). [IpoTokoJs 3acimaHb KOMICIH MiAMUCYIOTH YC1 YJICHH

KOMICI1.



7. JIuctu CKIAHaloOThCS 3 METOI0 OOMiHY 1H(OpMaIi€0 MK 3aKIaJoM Ta OpraHaMu
JIep’KaBHOI BJaaW, OpraHamMH MICIIEBOTO CAaMOBPSAYBAaHHS, iX MOCAJOBUMHU 1
CIIy’k00BUMHM Oco0aMu, 3akjiaJiaMHd, YCTaHOBAMH, OpraHizalisiMd Ta IHIIUMU
(b13MYHUME 1 FOPUTUIHUMA 0COOaMH.
brnanku nucra MaloTh Taki peKBI3UTH:

HallMEHYBaHHS 3aCHOBHHMKA (3aCHOBHUKIB) 3akiany (Hampukiaa, Opjechka
MICBKa pajia);

MOBHE HAaliMEHYBaHHS 3aKJaay BIJIMOBIHO 10 YCTAHOBYUX JIOKYMEHTIB;

JIOBIIKOB1 JaH1 Mpo 3akiaj (MOIITOBa ajapeca, HOMepu TenedoHiB, (pakcis,
paxyHKIB y 0aHKY, aJipecy €JIEKTPOHHOI MOILITH TOILO).
PekBizuTamu 5ucrta €: nara, peecTpaniiHui 1HJAEKC, MOCHIAHHS Ha peecTpaliiHuii
IHJEKC 1 JaTy JOKYMEHTa, Ha SIKMM HaJaeThCcs BINOBIABL (3a moTpedu), aapecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKA MPO HASBHICTH JOJATKIB (32 OTPEOH ), MiANHUC,
BIIMITKA MPO BUKOHABIIA.
JlaToro nucra € nara WOro MiANKMCAHHs, fAKa Mae€ 30iratucs 13 JaTol0 peecTparli
BUX1IHOT KOPECIIOHIEHIII].
TekcT nucTa BUKIANAETHCA BlJl MEPIIOT 0COOM MHOXHHHM 3 BHUKOPHUCTAHHSIM CIIIB:
"MpocUMO TOBIAOMHUTH...", "po3'acCHIOEMO, 110...". 3a3BUYail y JIHMCTI MOPYIIYETHCS
OJIHE TTUTAHHS.
8. AKT - TOKYMEHT, CKJIaJICHUM TPYIIO0 OCi0 JJIsl 3aCBIAYEHHSI BCTAHOBJICHUX (DaKTiB
abo momiil. AxTtH 0QOpPMIIIOIOTBCA 3a pe3ylibTaTaMu peBi3id  (piHaHCOBO-
roCroAapchKkoi MIsUIBHOCTI, MiJ Yac NpUiMaHHSI-TIEpelaBaHHS CIpaB, CIHUCAHHS
MaiiHa Tomo. JlaToro akTa € jara MOro CKIajeHHSA. TeKCT akTa CKJIaJaeThes 31
BCTYITHOI Ta KOHCTATyt04YO0l YaCTHUH.
VY BCTYIHIM YacTHHI 3a3HA4YalOThCs MIJCTAaBU JJIA CKJIAJaHHS aKTa Ta Ha3UBAOThCA
0co0u, SIK1 CKJIaJIH akT abo OyJIM MPUCYTHI MIPHU LILOMY.
Y KOHCTaTyloouil YacTHHI BHKJIQJAIOThCS CYTh, 3aBIAHHS, XapaKTep BUKOHAHOI
po6oTH, BCTaHOBJIECH] (pakTH, TPono3ullii Ta BUCHOBKU. KoHCcTaTyroua yacTHA MOXKE

o OPMITIOBATHCS Y BUTJISIII TAOHIT.



VY KiHII TEKCTy aKTa 3amuCYIOTbCA JaHl MpPO KUIBKICTh MPUMIPHUKIB aKTa Ta iX
MICIE€3HAXO[KCHHS.

AKT miANKCYIOTH Y€1 0coOu, siki Opanu y4acTh y Horo ckiagaHHi.Ocoba, sika Mae
3ayBa)KCHHsI /10 3MICTYy aKTa, MiANUCYE WOTO 1 BUKIJIAJAE CBOIO TYMKY Ha OKpPEMOMY

apKyIIIi, IKKUH J0/Ia€ThCS 10 aKTa.

IV. PeecTpauist AoKyMeHTIB
1. JIokyMEHTH B 3aKJaJil pEECTPYIOThCS IIEHTPAII30BaHO HE3AJIEKHO BiJ CIIOCO0Y iX
CTBOPCHHsI, OJICpKaHHS YW BIATBOPEHHs. Y 3aKiaJl MOXE 3aCTOCOBYBATHCS
aBTOMaTth30BaHa ¢Gopma peecTpallii JOKYMEHTIB 3 BUKOPHUCTAHHSM CIELIAIbHUX
KOMIT'FOTEPHUX TIPOTPaAM.
2. Peectpariss NOKyMEHTIB 3A1MCHIOEThCA BIANOBIAHO 10 IlpaBun opraxizamii
JIIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.
3. Peectpaiiis [1OKyMEHTIB MPOBOAUTHCS 3 METOI 3a0e3MeueHHs iX OOJIKY,
KOHTPOJIIO 32 BAKOHAHHSM 1 ONIEpaTUBHUM BUKOPUCTAaHHAM 1H(OpMaIlli Ta Mojsrae y
BEJICHHI 3aITUCy OOJIKOBUX JaHUX MPO JOKYMEHT, SIKUM (PIKCYEThCS (DAKT CTBOPEHHS,
BiAmpaBlieHHs a00 OTpPUMaHHA MJOKYMEHTa IUISIXOM TPOCTAaBICHHS Ha HBOMY
pEECTpallIfHOTO  1HAEKCY 13 3alMcoM Y  BIINOBIIHUX KypHamax (0Oazax
aBTOMATHU30BaHUX CUCTEM) peecTpallii HeoOOX1JHUX BIAOMOCTEH PO JOKYMEHT.
4. Peectpauii OiAy[ramTh BXiJHI, BUXIJIHI Ta BHYTPIIIHI JOKYMEHTH (JIOBIJIKH,
JIOTIOB1/THI 3aITUCKH, 3as1BU, TPOTOKOJIM 3aCijaHb MEAaroriuHux pajl, KOMICIH TOIIIO).
5. JIOKyMEHTH PEeeCTPYIOThCA JUIIE OJIMH Pa3: BXIJIHI - Y J€Hb HAJIXOJKEHHs a00 He
Mi3HIIIE HACTYMHOTO POO0OYOro JHsS, SKIIO0 JTOKYMEHT HaAIMIIOB y HepoOouuil dac,
CTBOPIOBAHI - y JICHb MiAIUCaHHS 200 3aTBEPIKEHHSI.
6. JlokyMeHTH, SIKi HaIXOIATh IO 3aKiaxy, PEECTPYIOThCS B JKypHail BXiAHOT
KOPECHOH/ICHIII, Ti, 1[0 BIAMPABISIOTHCS, - Y JKypHaJIl BUXIAHUX JOKYMEHTIB,
BHYTPILIHI - y )YypHaJll BHYTPIIIHIX JOKYMEHTIB, HaKa3u - y JKypHajlaX peecTparii
HaKa3iB.
[lepemix MOKYMEHTIB, IO HE MIATAIOTh PEECTpaIlii CIeialbHO MPU3HAYCHOK IS

IIOI'0 0C00010, HABEICHO Y A0JaTKy 4 1o 1€l [HeTpyxkitii.



dopmy peecTpaliitHOro KypHaly Haka3iB KEpIBHUKA 3aKjIay HaBEACHO y NOAATKY O
1o i€l [HeTpyxkiii.

[Ipumipni  ¢gopMH peecTpalifHUX JKypHAIIB BXIJHUX, BUXITHUX, BHYTPIIIHIX
JIOKyMEHTIB HaBeJeHO y nomatkax 6 - 7 mo [lpaBwi opranizamii JijoBOACTBa Ta
apXiBHOTO 30epiraHHs JOKYMEHTIB.

7. JIOKyMEHTH pEeeCTpYIOThCS 3a TpylaMu 3ajJeXHO BiJ] Ha3BU BHIY, aBTOpa Ta
smicTy. OKpeMO  pEeCTPYIOTHCS:BXIAHI ~ JOKYMEHTH; Haka3M 3  OCHOBHOL
JTISJIBHOCTI;HAKa3d 3 PyXy VUHIB;HaKa3d 3 aJMIHICTPaTUBHO-TOCIIOAAPCHKUX
NUTaHb;HaKa3W 3 KaJapOBUX MHUTaHb TPUBAJIOro 30epiraHHs;HaKa3dM 3 KaJpOBHUX
NUTaHb THMYAacCOBOTO CTPOKY 30€piraHHs;BHYTPIIIHI JOKYMEHTH (TIPOTOKOJIH,
JIOBIJIKH, JTOMOB1IHI, MIOSICHIOBAJIbHI 3aI1CKHU, 3asiBU MpaliBHUKIB
TOIO);0yXTaJITEPChKI TOKYMEHTH;3BEPHEHHSI TPOMAJISIH, Y TOMY 4HuCHl 0aTbKiB a0o
3aKOHHHX MPEJACTABHUKIB YUHIB;3alUTH Ha MyOIiYHY 1HQOpMAIIIIO.

8. JlokyMeHTH, 110 MEepeAaroThCsl €IEKTPOHHOIO IMOIITOI0 y CKaHOBaHIM ¢opMi 0e3
€JIEKTPOHHOTO HUGPOBOTO MIAMKUCY, PEECTPYIOTHCA OKPEMO BiJl IHIIMX JOKYMEHTIB 13
3a3HAYCHHSM €JIEKTPOHHOI aJpecH BiANPaBHUKA Ta ajipecaTa.

9. Ilix vac peectpalii JOKyMEHTa HAJA€ThCS YMOBHE MMO3HAYEHHS - PEECTPALIHMIA
iHaekc. CKIIaloBI YaCTHHHM PEECTPAIIMHOIO 1HIASKCY JTOKyMEHTa (KpIM 3BEpHCHB
IPOMAaJIsiH) BIJOKPEMITIOIOTHCS OJHA B1J] OJTHOT MPaBOOIYHOIO TTOXUJIOK PUCKOIO.

10. Jlnsg BXigHUX JOKYMEHTIB pEECTpalliiHUNA 1HIEKC CKJIAIA€ThCS 3 MOPSIKOBOTO
HOMEpa Ta 1HAEKCY crpaBu, Hampukian 89/02-04, ne 89 - mopsakoBuili HOMEP
JOKyMEHTa y Mexax poky, 02-04 - iHaeKc cripaBu 3a HOMEHKJIATypOIO CITPaB.

11. ¥V BUXiIHOTO Ta BHYTPIIIHBOTO (32 BUHATKOM HakKa3iB, MPOTOKOJIB) JTOKyMEHTa
pEECTpALIMHHAM 1HIEKC CKIIAJAETHCS 13 THACKCY CIPaBU 32 HOMEHKIIATYpOIO CIIpaB Ta
NOpsAKOBOTO Homepa, Hampukman 02-04/176, ne 02-04 - imgekc copaBw 3a

HOMEHKJIaTypOlO crpaB, 176 - NOPAIKOBUI HOMEP JOKYMEHTA Y MEXax POKY.



V. CriajaHHs HOMEHKJIATYPH CIIPpaB
1. Homenkmarypa crnpaB - 00OB'S3KOBUI ISl 3aKJIaly CUCTEMAaTH30BAaHUU TEpEiK
Ha3B (3aroJIOBKiB) cCIipaB, IO (POPMYIOTBCS 13 3a3HAUCHHSIM CTPOKIB 30epiraHHs
CTIpaB.
2. HomeHnknarypa crpaB CTBOPIOEThCS 3 METOI0 BCTAHOBJICHHS B 3aKJIaJi €IMHOIO
NOpsIIKYy (pOpMyBaHHSI CHpaB, 3a0€3MeUeHHs iX OOJIIKYy, ONEpaTUBHOTO IMOIIYKY
JIOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BH3HAUYEHHS CTPOKIB 30epiraHHs COpaB 1 €
OCHOBOIO JIJIsl CKJIaJIaHHS OTKCIB CIpaB MOCTIHHOTO Ta TpuBajioro (moHaa 10 pokiB)
30epiradHs, a TaKoX I OOJIKY crpaB TUMYacoBoro (1o 10 pokiB BKITIOYHO)
30epiraHHsi.
3. CxiananHs Ta opOpMIICHHS HOMEHKJIATYPH CIIpaB 3/IIACHIOETHCS BIAMOBIIHO JI0
BuMmor riaBu | posaury IV IlpaBun opranizamii JIIOBOJCTBA Ta apXIBHOIO
30epiraHHs.
4. HowmenknaTypa copaB 3akjiaay poO3poOJISIETbCS  BIAMOBIIAIBHOIO 0CO0O0I0
(BIAMOBIIAIBHUMHU 0CO0aMM) 3a OpraHi3alliio JIJI0BOJCTBA Y 3aKjajl 13 3aly4eHHSIM
(baxiBIiB CTPYKTYPHHX M1IPO3AUIIB 3aKIay (3a iX HasBHOCTI).
5. HomeHknatypa crpaB yXBaJIIOEThCS €KCHEPTHOIO KoMmiciero (nani - EK) 3akmany,
SKa CTBOPIOETHCS BIJMOBIIHO JI0 3aKOHO/IaBCTBA.
6. 3akiaj, 1Mo HAJISKUTh 0 Jkepen ¢popmyBanHs HAD, y moganbiiomMy MmoroKye
cBOI0 HOMeHKJIaTypy crpas 3 EINK BimoBigHOTO Aep:KaBHOTO apXiBy.
7. 3aknan, y AISUTBHOCTI SIKOTO HE YTBOPIOIOTHhCS AokyMeHTHn HA®D, moromxye
HOMEHKJIaTypy cnpas 3 EK oprany ynpasiiHHS OCBITOIO.
8. HomenknaTypa crpaB 3akjaay Iiuisrae moroKEHHIO 3 BiMOBITHAM JepKaBHUM
apxiBOM a00 OpraHoM YIMpaBliHHS OCBITOIO OJMH pa3 Ha M'STh POKIB abo
HEBIAKJIAIHO B pa3l ICTOTHUX 3MIH y (OpMi BIACHOCTI, CTPYKTypi, (PYHKIIsIX Ta
XapakTepi poooTH.
9. Tloromxeny EIIK BignmosigHOoro nepxkaBHoro apxiBy abo EK oprany ympaBmiHHS
OCBITOI0 HOMEHKJIATYPY CIIPaB 3aTBEPKYE KEPIBHUK 3aKIIATY.
10. HanpukiHii poKy HOMEHKJIATypa CIpaB 3aKpUBAETHCS MIICYMKOBHM 3allMCOM

PO KaTeropii Ta KUIbKICTh CIPaB, 3aBEACHUX Y BIANOBIAHOMY POLIL.



11. Howmenkmnatypa cmnpaB Imopoky (He mi3Hime 20 TpyaHs) YTOYHIOEThCH,
3aTBEPKYETHCSI KEPIBHUKOM 3aKJIaly Ta BBOAUTHCSA B Mif0 3 01 ciuyHS HACTYIMHOTO
POKYy.

VI. ®opmyBaHHS cripaB, 30epiraHHsA J0KYMEHTIB
1. ®opmyBaHHS cIipaB - TPYNyBaHHS BUKOHAHUX TOKYMEHTIB y CIIpaBU BIANOBIAHO
JI0 HOMEHKJIATYPH CIIpPaB.
2. ®opmMyBaHHS CIIpaB 3aKJagy 3AIMCHIOETbCA 3 AOTpUMaHHAM BUMor [IpaBui
oprasizaiiii JIJIOBOJICTBA Ta apX1BHOT'O 30epiraHHs JOKYMEHTIB.
3. Haka3u 3 OCHOBHOI MISUIBHOCTI 3akjaay, aaMiHICTPAaTUBHO-TOCHOJAPCHKUX,
KaJIpOBUX MHUTaHb Ta PYXYy YYHIB/BUXOBAHIIB TPYNYIOTbCA B PI3HI CIOpPaBH Y
XPOHOJIOTTYHOMY MOPSKY BIJMOBITHO /IO X BHJIIB Ta CTPOKIB 30€piraHHs.
4. JIOKyMEHTH, 3aTBEP/XKCHI HaKa30M KEpIBHUKA 3aKiaay, € JoAaTKaMH 0 HbOTO 1
IPYIYIOTHCS Pa3oM 13 LIUM PO3MOPSAUYUM JOKYMEHTOM.
5. JluctyBaHHS TpYHYeThCS 3a 3MICTOM 1 KOPECHOHJIEHTCHKOI O3HAKOI Ta
CUCTEMATU3YETHCS B XPOHOJOTTYHOMY MOPSIAKY: TOKYMEHT-BIMOBIb PO3MIILYETHCS
3a JOKYMEHTOM-3alIUTOM.
6. AndaBiTHa KHUra y4HiB/BUXOBAaHLIB, )KypHAJIU IPYNH MOJOBXKEHOTO AHs, OOJIKY
MPOMYIICHUX 1 3aMIHEHHMX YPOKIB, KHUTH OOJIIKYy Ta BHIadl CBIJIOITB 1 JOJATKIB 0
CBIJIOIITB ITpO 0a30BY 3arajibHy CEPEIHIO OCBITY, aT€CTATIB Ta JOJAATKIB JI0 aTECTaTIB
PO TOBHY 3arajbHy CEPEIHIO OCBITY, 30J0THX Menaned "3a BUCOKI JOCSTHEHHS y
HaBuaHHI" Ta cpiOHUX Menanei "3a JOCATHEHHS y HaBYaHHI" MPOITHYPOBYIOTHCS, a
CTOpPIHKM HyMepyroTbcs. Ha ocTaHH1i CTOpIHII KypHATY/KHUTH POOUTHCS 3aIUC PO
KUIBKICTh CTOPIHOK Y >KypHaJi/KHHM31, IO MIJNUCYE KEepiBHUK 3akiany. [liammc
KEpIBHHUKA CKPIILTIOETHCA MEYATKOIO 3aKIaay (3a HasBHOCTI).
7. Y pasi noTpeOu 3a pillIeHHSIM MearoriyHol pajid y 3aKjiajil MOXYTh CTBOPIOBATUCS
Ta BECTHUCS 1HII KypHaIH (3KypHaJ] MPAKTUYHOTO TCHUXOJIOTA, COIIATILHOTO TeIarora

TOIIO).



VIL.EkcnepTu3a niHHOCTi JIOKYMEHTIB.

IMopsAaoK MiATOTOBKM CIIPaB /10 NepeAaHHs AJIsl APXiBHOI0 30epiranHs
1. ExcriepTusa 1IHHOCTI JTIOKYMEHTIB Ta MOPSAIOK MiATOTOBKU CIpaB /10 MepeJaHHs
JUIS  apXiBHOTO 30epiraHHsi 3iHCHIOIOTbCA Ha miacraBi [lpaBun opranizamii
JIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.
CrnerniaabHi BUMOTH J0 €KCIIEPTHU3HU IIHHOCTI JOKYMEHTIB Ta MOPSAKY I1ATOTOBKU
COpaB J0 TMEpeAaHHs M apxXiBHOro 30epiraHHs 3akjiaay mnepeadadeHi Ii€ro
[HCTpYyKITIEO
2. Jlna oprasizamii Ta TMPOBEIEHHS EKCHNEPTU3H LIHHOCTI JOKYMEHTIB, IO
YTBOPWJIMCSL Y IUIOBOJICTBI 3aKJaay, Ta MOJIAHHS PE3YyJbTaTiB €KCIEPTU3U LIHHOCTI
nokymeHTiB Ha posrisig EINK nepskaBHoro apxiBy (EK apxiBHOro Bijauty paloHHOL
JepKaBHOI afMiHICTpalii abo MicbKol paan) yTBoproeThesi EK 3akmany. CTBOpeHHs
EK Tta opranizamist ii poOOTH 3M1MCHIOIOTHCS BIJIMOBIIHO 10 moctaHoBU KabOiHety
MinictpiB Ykpainu Big 08 cepmast 2007 poxy Ne 1004 "IIpo mpoBeneHHs €KCIIepTH3U
LIHHOCTI JOKyMEHTIB" Ta Hakazy MiHicTepcTBa toctulli YKpainu Bin 19 vepBH
2013 poky Ne 1227/5 "IIpo 3arBeppkeHHS THUMOBOTO MOJIOKEHHS MPO E€KCIEPTHY
KOMICIIO JIep>KaBHOTO OpraHy, OpraHy MICIIEBOIO CaMOBpPSJIyBaHHS, JIE€PKABHOTO 1
KOMYHQJIBHOTO TIAMPUEMCTBA, YCTAaHOBM Ta OpraHizaiii', 3apeecTpoBaHOTO B
MinictepcTsi octuiii Ykpainu 25 gepBns 2013 poky 3a Ne 1062/23594.
Ckman EK Ta mosokeHHs po HeEl 3aTBEPUKYIOThCS HAKa30M KEpPIBHUKA 3aKJIafdy.
['onoBoro EK npusHavaeThest 01MH 13 3aCTYNMHUKIB KEPIBHUKA 3aKJIady, CEKpEeTapeM -
oco0a, BIAMOBIJaIbHA 32 JTJOKYMEHTH, IO MiJUISATatoTh 30€piraHHIO Ta MEpPEe/IaHHIO B
apxiB.
Ho cxkmany EK 3aknany 3a iX 3rofor0 MOXXYTh BXOJUTH TMPEICTABHUKH apXiBHUX
YCTaHOB, OpraHy BHIIOrO piBHSA (BIAMOBIZHOTO OpPraHy YMPaBIIHHS OCBITOIO),
METOJMYHUX IIEHTPIB, MPOGECIHHUX CHIJIOK, X 00'€THAHB.
3. CapaBu noctiiiHoTOo Ta TpuBasioro (monan 10 pokiB) 30epiranHs nepeaarTbes Ha
30epiranHsi 0co01, BIAMOBIAaIBHIN 32 apXiB, 3a OMKUCAMHU, IO CKJIAIAIOThCsI 0cobamu,

BIJIMOBIIAJTbHUMU 32 (POPMYBaAHHS CIIPaB 3 BIAMOBITHOTO HAIPSIMY.



[TpuitHATTSA KOXKHOI CIpaBU 3A1MCHIOETHCSA Y IPUCYTHOCTI MpaIliBHUKA, KU Tepeaae
JIOKYMEHTH.
4. ¥V KiHIII KOXKHOTO IpPHUMIPHHKA ONMUCY 0co0a, BIAMOBIAaJbHA 3a apXiB 3aKiany,
MIPOCTABIISE MIAMUC MO0 MPUAHSTTS CIIPaB 3 000B'I3KOBUM 3a3HAYCHHSIM KIJTBKOCTI
(mudpamu 1 clioBaMH) MIEpeTaHUX CIPAB 1 3a3HAYaE aaTy.
5. Ilicas npuHAHSTTS clipaB MOCTIHHOTO Ta TpuBajoro (rmoxasa 10 pokiB) 30epiranHs, 3
KaJpOBUX MHUTaHb 0c00a, BIAMOBIJATbHA 32 apXiB 3aKJIajy, Ha MiICTaBl OMUCIB CIpPaB,
3a IKUMU 31HCHEHO MPUUHATTS JIOKYMEHTIB, 32 BCTAHOBJIEHOI ()OPMOIO rOTY€E pivHi
PO3MLTH 3BEJICHUX OMHCIB CIIPAaB:

nocTiHoro 30epiranus (y 3akiajii, 1o € mrepenom hopmyBanHs HAD);

TpuBasoro (moxaza 10 pokiB) 30epiranus;

3 KaJIpOBHUX MHUTAHb.
Oco06ot10, BIAMOBIAAIBHOIO 32 apXiB, CKJIAIA€ThCS aKT MPO BUIIyUYCHHS ISl 3HUILEHHS
JTIOKYMEHTIB, HEe BHeceHUX 10 HAD.
6. 3BeneHMIl OMHWC COpaB MOCTIHHOTO 30€piraHHs CKJIAJA€TbCs Yy YOTUPHOX
npumipaukax. Ilicns cxBamenns EIIK npepxaBHOro apxiBy Ta 3aTBEepKEHHS
KEpIBHUKOM 3aKJIaly OJWMH HOro NPHUMIPHHK HANpaBISIETbCS JAEpPHKABHIA apXiBHIN
YCTaHOBI 4YM apXiBHOMY BIJJIUTy MICBKOi pajy, Y 30HI KOMIUIEKTYBaHHS SIKOTO
nepebyBae 3akiajl, Ipyruidi MPUMIPHHUK 30€piraeTbCs SK HEAOTOPKAaHUU 0C00010,
BIIMOBIAILHOIO 32 apXiB 3aKiiaay, TPETId, YETBEPTUH - BUKOPUCTOBYIOTHCS Y
3aKJ1ai JijIsl TOTOYHOTO MOIITYKY CIpaB 1y pasil iX mepeaHHs Ha MOCTiiHe 30epiranHs
HAJIXOJSTh JI0 BIAMOBITHOT apXiBHOT YCTAaHOBH.
7. 3Benenuit onuc Tpusajoro (moHan 10 pokiB) 30epiraHHsl CKJIAAETHCA Y TPHOX
npuMipHUKax. J[0 HbOTO BKIIIOYAIOTHCS TAKOXK CIIPABH, SIK1 32 HOMEHKJIATYPOIO CIIpaB
MaloTh CTpOK 30epiranHs "nmo mikBimamii 3akmany". Ilicns cxBanenns EK 3aknamy
MPUMIPHUKHY OMKCY HANPABISIIOTHCA Ha cxBasieHHS EK opraHy ympaBiiHHS OCBITOO.
[Ticnst moBepHEHHST BCIX MPUMIPHUKIB OMUCY HOTO 3aTBEPIKYE KEPIBHUK 3aKIIamy.
[lepmmii mpuMipHUK ONUCY 30€piraeThCsi B 3aKiajll K HEIOTOPKaHWM, IPYrui - €
poOOYMM 1 BHKOPUCTOBYETHCS JHJisi TOTOYHOTO TIONIYKY CIIpaB, TPETId MOXKe

HAJICUJIATUCS JIJI1 KOHTPOJIIO BIJAMOBITHOMY OpraHy YMpaBiIiHHS OCBITOO.



8. Omuc crpaB 3 KaIPOBUX MUTAHD CKIAAAE€THCS Y 3aKJIal, SKUI:

€ mxepenoM popmyBaHHS HAD - y TpbOX npuMipHHKAX;

He € JpKepesioM popmyBaHHs HA® - y 1BoX npuMipHUKaX.

9. 3arosoBKU crpaB OMUCY 3 KaJpOBUX MUTaHb CUCTEMATU3YIOTHCS 32 HOMIHAIBHOIO
O3HaKol0 (TpyIMyBaHHS B OJHY CIpaBy JOKYMEHTIB OJHOTO BHUIY) Yy Takid
IMOCJIIIOBHOCTI:

HaKa3W KepiBHUKA 3aKJaay 3 KaApOBUX NMUTAHb;

HaKa3M KepiBHUKA 3aKJIay 3 PyXy YUHIB/BUXOBAHIIIB;

OOJIKOB1 TOKYMEHTH;

CIIMCKHU YYHIB/BUXOBaHIIIB (aJipaBiTHA KHUTA YYHIB/BUXOBAHIIIB);

YKYpHaJIU peecTpallii Haka3iB 3 KaJpOBHUX MTUTAHb;

0CO0OBI1 CIIpPaBM MPallIBHUKIB;

KOHTPaKTH, TPYAOB1 IOTOBOPH;

OyXxranTepchki JOKyMEHTH (0COOOBI paxyHKH 13 3apoO0iTHOI IJIaTH, B pasi ix
BIJICYTHOCTI - PO3PAaXyHKOBI B1JIOMOCTI 13 3apIlIaTH);

JIOKYMEHTH Tpo Tapudikairito (Tapudikariiiiai BiIIOMOCTI (CIIUCKH));

JOKYMEHTH PO NPOBEJICHHA JEP>KaBHOI aTecTallii;

KHUTH OOJIIKY 1 BHJA4l CBIJOITB Ta JOJATKIB JO CBIJIOITB IIpo 0a30BYy
3arajbHy CEepeIHIO OCBITY; aTeCTaTiB Ta JOJATKIB JI0 aTeCTaTiB MPO MOBHY 3arajibHy
CEpEeHIO OCBITY, 30JI0TUX Meaayiel "3a BUCOKI JOCATHEHHS y HaBYaHHI" Ta CpiOHUX
Menanei "3a ToCATHeHHS y HaB4aHH1";

JOKYMEHTH PO HEIIACHI BUNAAKU (aKTH, TPOTOKOJIH, BUCHOBKH, )KYPHAIIH );

KYpHaJu peecTpauii oci0, MOTEPNINX BiJ HEIMIACHUX BUIA/IKIB;

KYpHau OOJIKY pyXy TPYJIOBUX KHIMKOK Ta BKJIAJIOK JIO HUX;

YKypHaJl peecTpalii Haka3iB 3 pyXy y4HIB/BUXOBAHIIIB;

He3aTpeOyBaH1 0OCOOMCTI JOKYMEHTH MPAIIBHUKIB (TPYIOBI KHIKKH).

10. Oco0oBi cripaBu y4HIB BHOCSITBCS O OMHCY 32 POKOM 3BUILHECHHSI MpaIliBHUKA 1
CUCTEMATU3YIOThCSl 3a TMpI3BUIIAMU 3BUIBHEHMX TNPAILIBHUKIB B aldaBiTHOMY

MOPSAKY.



11. 3Beneni onucu cmnpaB NoOCTiHHOTO, TpuBaynoro (moxaa 10 pokiB) 30epiranHs, 3
KaJpOBUX MHUTAHb Ta aKT MPO BWIYUYECHHS JJIS 3HULICHHS JOKYMEHTIB, HE BHECEHHX
10 HA® (nani - akT npo BUITyYEHHS JIJIS 3HUILIEHHS JOKYMEHTIB), po3risiaatoTbes EK
3aKJ1a1y OJTHOYACHO.
12. 3akman, mo € kepenoM ¢opmyBanHs HA®, omucu copaB MOCTIHHOTO
30epiradHHs Ta 3 KaJpOBUX MUTaHb Pa30M 3 aKTaMU MPO BUIYUEHHS JJIS 3HUIIEHHS
nokyMeHTiB micisi cxBanieHHs ix EK 3akmagy monae na posrmsin EINK BiamosigHOTO
JIEP>KaBHOTO apXiBY.
13. 3aknan, mo He € mKepenom hopmyBanHs HA®D, omvicu cnipaB 3 KaApOBUX MUTaHb
pa3oM 3 akTaMu MPO BUIYYEHHS JIJIsl 3HHUILEHHS TOKyMEHTIB micis cxBajeHHs ix EK
3akiany nonae Ha po3riy EK  apxiBHOro Bigainy pailoHHOI Jiep:kaBHOI
aaMiHicTpalii ado apX1BHOIO BIAALTY MICbKO1 paau. Onucu crpaB TpUBaJIoro (moHasn
10 pokiB) 30epiranns micis cxBaieHHss EK 3aknamy momarothesi Ha posrisigy EK
OpraHy yIpaBJIiHHS OCBITOIO.
14. TloromxeHi (cxBajeHl) aKTW IPO BHIYYEHHS [JIsl 3HUILEHHA TOKYMEHTIB, HE
BHeceHuX 10 HA®, 3aTBepIKyI0ThCS KEPIBHUKOM 3aKiIany.
15. Tlicns 3aTBepMKEHHS aKTa MPO BUIYYEHHS JAJSl 3HUIICHHS JOKYMEHTIB 3aKiaj
Ma€ MpaBo 3HUIIUTU JOKYMEHTH.
16. KepiBuuk 3akiamy 3000B's13aHUN 3a0€3MeUnTH 30€pEKEHHS JOKYMEHTIB, a y pasi
BKJIFOUEHHSI 3aKJIajy 10 CIUCKY IOPUANYHUX 0Ci0 - mxepen ¢popmyBanus HAD micis
3aKIHYEHHS BCTAHOBJICHUX TPAHMYHUX CTPOKIB iX 30epiraHHs B I[bOMY 3aKkjail -
3a0€3MeUnTU TepeaHHs JIOKYMEHTIB JjIsi TOCTIHHOro 30epiraHHsl 10 BiAMOBIAHOI
JIep>KaBHOI apXiBHOT YCTAHOBU UM apX1BHOT'O BTy MICHKOT paJiu.
JlomaTok 1
no IHCTpykiii 3 JUJIOBOJCTBA
y KOMYHaJIbHOMY 3aKnal
«IlepBomaiichkuii  mime  No5S
[lepBomaiicbkoi ~ MICBKOI  pajau
XapkiBChKOi o0macti» (IMyHKT 3

pozainy Il)



baank Haka3zy

Komynansuuii 3aknan «IlepBomaiicekuii mireit NoS

[TepBomaiickkoi MicbKoi pajgiu XapKiBChbKOi 001acTi»

HAKA3
« » 201 Ne
HAKA3VIO:
Hupexrop Oxcana CTOLIBKA
3 HaKa30M BIJ « » 201 Ne _ o3HaiiomJeHi:

Baank nporoxkoJiB
Komynansauii 3aknan «llepomaiicekuii ginei Ne5
[lepBoMmaiicbkoi MICHKOT pajii XapKiBChbKO1 00JIaCTi»
I[TPOTOKOJI Ne
3aranbHUX 300piB (KOH(EpEeHIii) KOJIEKTUBY

BIT« _ » 201_ poky

Ycworo aeneraris:
[TpucyrtHi:

Biacyrhi:

Ilopsinok eHHMiA:
CIIYXAJIMA:
YXBAJINJIN:
I'onoBa 3arasibHUX
300piB (KoH(epeHilii)

Cexkperap



biaank npoTokoJiiB
Komynanbnauit 3axnan «llepomaricekuii mineid No5
[TepBomaiicbkoi MiChKOI pajiu XapKiBChKOT 001aCTi»
I[TPOTOKOJI
HapaJu Mpy JUPEKTOPOBI

BIL «_ » 201 Ne
I'onosa :
Cexkperap:

[Ipucythi —

Ilopsinok neHHwMiA:

1. CIIYXAJIA:
YXBAJIAJIA:
Hupexrop
Cexkperap
Baank nporokoJis
Komynansauit 3aknan «llepomaiicekuii ginei Ne5
[TepBomaiicbkoi MICHKOT pajii XapKiBChbKO1 00JIaCTi»
[TPOTOKOJI
3aciJJaHHs earori4Hol pajau
« » 201 Ne
I'onosa
Cekperap
[TpucytHi

ITopsinok eHHMiA:

CIIYXAJIN:
YXBAJIAJINA:

['onoBa nemarorivyHoi paau,
JIAPEKTOP

Cexkperap



Komynanenuit 3aknan «IlepBomaiicekuii mireit NoS

[TepBomaiicbkoi MiCBKOI pajau XapKiBChKOT 001aCTi»

I[TPOTOKOJI
3aciganns Paau minero
BiT«  » 201  poky N
VYeboro:
[TpucyrtHi:
BincyrHi:
3anpornieHi:

Ilopsinok neHHwMiA:

YXBAJNIIUN:
CIIYXAJIN:
I'onosa Panu ninero

Cexkperap

JlonaTok 2

10 [HCTpyKIIii 3 TIJTIOBOACTBA

y KOMYHaJIbHOMY 3aKJiai
«ITepBomaiichkuii ineit Ne5
[TepBomaiicbkoi MICBKO1 paau
XapKiBChKOi 00J1aCT1»

(myHKT 3 po3ainy 1)

BUMOI'N
10 0(p)OpMJIEHHS JOKYMEHTIB, 1110 BUTOTOBJISIIOTHCS 32 I0NIOMOI 010
KOMII'OTePHOI TeXHIKH
1. Jlnst mpyKyBaHHSI TEKCTIB CIIy>)KOOBHX JOKYMEHTIB BUKOPUCTOBYETHCS TapHITypa
Times New Roman, mipudr - po3mipom 12 - 14 gpykapcbkux myHKTIB. Jl03BoJis€ThCs
BUKOPHUCTOBYBATH MIpU(PT po3mipoM § - 12 aApykapChbKUX MYyHKTIB JJIs IPYKyBaHHS

pekBizuty "lIpi3Buiie BUKOHABLIS 1 HOMEp Horo TenedoHy", BUHOCOK,



MOSICHIOBAJIbHUX HAMHUCIB 70 OKPEMHUX €JEMEHTIB TEKCTy JIOKyMeHTa abo Horo
pexBi3uTiB Towo. [lin yac nIpyKyBaHHS 3aroJIOBKIiB J0O3BOJISIETHCS BUKOPHUCTOBYBATU
HamBXUpHUH mpudT (IpAMUii a00 KypcuB).

2. Tekcr npoxkymentiB Ha mamepi ¢opmaty A4 (210 x 297 wmingimeTpiB)
PEKOMEHJIOBaHO JpyKyBaTu 4epe3 1 - 1,5 mikpsakoBoro iHTepBaiy, a ¢popmary AS
(210 x 148 minmiMeTpiB) - uepe3 1 MIKPSAKOBHI IHTEPBAJL.

JlokyMeHTH MOBHHHI MaTH Taki nons (MinimetpiB):30 - miBe;10 - mpase;20 - BepxHE
Ta HIWKHE. PeKBI3UTH JOKyMEHTa (KpIM TEKCTY), K1 CKJIQJAtOThCs 3 KUIBKOX PSIKIB,
IPYKYIOThCS depe3 1 MikpsakoBuid iHTepBai. CKIaloBI YaCTUHU PEKBI3UTIB
"Anpecat", "I'pu¢d 3atBepmxenHs", "I'pud noromxeHHs" BIAOKPEMIIIOIOTHCA OJIUH
Bill oxHOrO uepe3 1,5 MiKpsakoBoro iHTepBany.PekBi3uTH  JTOKyMEHTa
B1JIOKPEMITIOIOTHCS OJIUH BiJl OHOTO 4epe3 1,5 - 3 MIKPSAIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buay TOKyMEHTa JPYKYETHCS BEIMKUMU JIITEPAMHU.

4. PosmudpyBanus nignucy B pekBizuTi "[lianuc" npykyerbcst Ha piBHI OCTaHHBOTO
psiiKa Ha3BU MOCAIH.

5. He poGuthes BiACTYIT BiJl MEXI1 JIIBOTO IMOJs 1 pekBi3uTiB "Jlata mokymenta',
"3aroyioBok A0 TekcTy qokyMeHnTta'", "Tekct" (0e3 ab3aiiB), "BigMiTka nMpo HasABHICTb
nonatkiB", "[pi3Buie BUKOHABIS 1 HOMEp oro tenedony", HaltMeHyBaHHS MTOCAIH
y pekBizutax "llignuc" ta "I'pud nmoromxenus", Hanucy "3rigHo 3 opuriHaiom", a
takox ciiB "CIIYXAJIN", "BUCTYIIWIIN", "YXBAJINJIN", "HAKA3VYIO".

6. 3a HasSBHOCTI KUIbKOX T'pHU(iB 3aTBEPKCHHS 1 MOTOKEHHS BOHU PO3MIIIYIOTHCS
Ha OJIHOMY PIBHI1 BEPTHKaJIbHUMU psiakamu. Ilepmmii rpud - Big Mexi JIBOrO MO,
npyrui - uepe3 104 migiMeTpu BiA MEX1 JIIBOTO MOJISL.

7. Ilix 9ac opopMiIeHHSI TOKYMEHTIB Ha JIBOX 1 OUJIbIIIe CTOPIHKAX JApyra Ta HACTYIHI
CTOPIHKM MaroTh OyTH MpoHyMepoBaHi. llepiia cTopiHka He HyMepy€eThCsl.

8. TekcTn TOKyMEHTIB MOCTIHHOTO 30€piraHHs JPYyKYIOThCS Ha OJHOMY OOIll apKylia.
JIOKyMEHTH 13 CTPOKOM 30epiraHHsi 10 5 POKIB MOKHA JPYKYyBaTH HA JIMIIbOBOMY 1

3BOPOTHOMY OOII1 apKyIiia.



JlonaTok 3
1o [HCTpyKIIii 3 M1710BOICTBA
y KOMYHaJIbHOMY 3aKJIaJl
«IlepBomaiichkuit minen Ne5
[TepBomaiicbkoi MICBKO1 paau
XapKiBChKOiI 00J1aCTi»
(myHKT 4 po3ainy 1)
MEPEJIIK
JOKYMEHTIB, Ha AKMX MiAMUC MOCAI0BOI 0CO0M 3aCBiIUYETHCHA BiIOMTKOM
NeYaTKHU 3aKJIaay
1. Axtu (BUKOHaHHS pOOIT, CHHCAHHS MAaTeplaJbHUX I[IHHOCTEH, (HIHAHCOBUX
MIEPEBIPOK, BUITYUCHHS JOKYMEHTIB ISl 3HUIIICHHS, TIEPEIaBaHHS CIIPaB TOIIIO).
2. JloBimku (Mpo BUKOPUCTaHHS OOJKETHUX AaCUTHYBaHb Ha 3apoOITHY ILIaTy,
HapaxyBaHHS 13 3ap00ITHOI IIJIaTH TOIIIO).
3. HoroBopu (mpo  MarepiaibHy  BIANOBIJAJIBHICTh,  HAYKOBO-TEXHIYHE
CHiBPOOITHUIITBO, MIJPSIAN, OPEHIY TPUMIIIEHb, BAKOHAHHS POOIT TOIIIO).
4. JlokyMeHTH (AOBIAKH, TOCBIAYEHHS TOUIO), IIO 3aCBIAYYIOTHh MpaBa IPOMAsH 1
IOPUUYHHX OCi0.
5. JlopydeHHsI Ha ofiep>KaHHS TOBapHO-MaTepiaJbHUX IIHHOCTEH.
6. 3aBmaHHa (Ha TIPOCKTYBaHHS OO'€KTIB, TEXHIYHUX CIHOpPYA, KaIlliTaJbHE
OyIIBHUIITBO, TEXHIYHI TOIIIO).
7. 3pa3ku BIAOUTKIB MEYATOK 1 MIAMKUCIB MPALiBHUKIB, SIKI MAIOTh MPABO 31HCHIOBATH
(h1HaHCOBO-TOCMOAAPCHKI Omepaiiii.
8. Komrropuc BuTpar (Ha KaJdbKyJISAIiI0 32 JOTOBOPOM, Ha KamiTajlbHE OYHAIBHUIITBO
TOIIO).
9. JIuctu rapanTiiiHi (Ha BUKOHAHHS PoOIT, HAJaHHS TIOCIYT TOIIIO).
10. Onucu crpaB nocTiHOTO, TpUBaioro (mouas 10 pokis) 30epiraHHs, 3 KaapOBHUX
MTUTaHb.
11. HltaTHi po3nucwu.

12. TpyaoBi KHUKKH.



Jomatok 4

1o [HCTpyKIIii 3 M1710BOICTBA

y KOMYHaJIbHOMY 3aKJIaJl
«IlepBomaiichkuit minen Ne5
[TepBomaiicbkoi MICBKO1 paau
XapKiBChKOiI 00J1aCTi»

(myHKT 6 po3ainy V)

HEPEJIIK
JOKYMEHTIB, 10 He MiIVIAral0Th peecTpauii cneniaJbHO NPU3HAYEHOIO IS
IILOT0 0C000I0

1. I'padiku, HapsaK, 3asIBKU, PO3HAPSIKU.

2. 3BeneHHs Ta iH(popMalis, HaJiclIaHi 10 BigoMa.

3. HaBuanbHI1 11aHu, OCBITHI Iporpamu (Korii).

4. PexytamMH1 TTOB1JIOMJICHHSI, TJIAKaTH, IPOrpaMu HapaJi, KOH(GEPEHIIIHA TOIIIO.
5. Hopmu BuTpat marepiasmis.

6. BiTanbHi TMCTH 1 3aMPOIICHHS.

7. ApykoBaHi BUAaHHS (KHUTH, )KypHAIIU, OIOJIETEH]).

8. MicsiuH1, KBapTajbHI1, MIBPIYHI 3BITH.

9. ®opMU CTaTUCTUYHOI 3BITHOCTI.

10. Jorosopmu.



Jomatok 5

1o [HCTpyKIIii 3 M1710BOICTBA

y KOMYHaJIbHOMY 3aKJIaJl
«IlepBomaiichkuit minen Ne5
[TepBomaiicbkoi MICBKO1 paau
XapKiBChKOiI 00J1aCTi»

(myHKT 6 po3ainy V)

PeecTpaniiinuii :xypHaJ HaKka3iB KepiBHMKA 3aKJIa1y

[pizBuie,
HILAIH [Ipi3Buie,
Peectpamiitnuii mpaliBHUKA, 1HII1aJIN
1HIIEKC Jlata  3arojgoBOK = Ha SIKOTO BIIITIOB1IQJILHO1
[TpumiTku
(HOMED) HakKa3zy  Hakasy | IOKJIaJIeHUu ocobu
HaKazy KOHTpPOJIb 32 | (BIJIMOBIJATBHUX
BUKOHAHHS 0ci0)
HaKazy

1 2 3 4 5 6



