3ATBEP/’KEHO
Haxkas

nupekTopa KamycTuHChKOro Jieto
27.12.2022 Ne 116-O/1

IHCTPYKLIA
3 A1oBoACTBa KanmycTMHCBHKOIO JIilero

I. 3araabHi MoJI0KeHHSA

1. g IucTpyKuis BCTaHOBIIOE 3arajlbHi BHUMOTHM I0JI0 JOKYMEHTYBAaHHS YIPaBI1HCHKOI
iHpopMaii Ta oprasizauii po6oTH 3 gokymeHTamu y KamyctuHebkoMy inei (mani — 3axiiaj, 3aKiiaj
OCBITH).

2. JloTpuMaHHS BHMOT MIOJNO TOPSAAKY JOKYMEHTYBaHHS, BCTaHOBJCHUX Li€0 [HCTpyKi€ro, €
000B’I3KOBUM JJIs1 BCIX MPAIliBHUKIB 3aKJIa/ly OCBITH.

3. Opranizaimito JIUTOBOJACTBA 1 KOHTPOJb 3a CBOEYACHUM PO3TIISIIOM Ta MPOXOIKCHHIM
JOKYMEHTIB y 3aKjaji OCBITH 3IIMCHIOE BiNIMOBiNajdbHAa ocola, Ky MpHU3HAYaE HAKA30M KEPiBHHUK
3aKJaay OCBITH

4. CTBOpEHHsl €NEKTPOHHUX JOKYMEHTIB 3MIMCHIOEThCS BIAMOBIAHO M0 3akoHiB Ykpainu «IIpo
SJICKTPOHHI JOKYMEHTH Ta CJICKTPOHHHI JTOKYMEHTOO00Ir», Haka3zy MiHicTepcTBa FOCTHIlI YKpaiHu Bij
11 mucromama 2014 poxy Ne 1886/5 «Ilpo 3atBepmxenHs Ilopsaky poOGOTH 3 €IEeKTPOHHUMHU
JOKyMEHTAaMH Yy JJIOBOACTBI Ta iX TIATOTOBKM JIO0 TIEpPEJaBaHHsS HA apxiBHE 30epiraHHsm»,
3apeecTpoBaHoOro B MiHicrepcTsi roctuuii Ykpainu 11 aucronana 2014 poky 3a Ne 1421/26198.

3akyag OCBITH MOXKE CTBOPIOBATU JOKYMEHTH THUMYacoBoro (10 10 poOKiB BKJIIOYHO) CTPOKY
30epiraHHs JUIIE B €JICKTPOHHIN OpMi 32 YMOBH HAIBHOCTI BiJIIIOBITHOTO TEXHIYHOTO 3a0€3MEUCHHS 3
ypaxyBaHHSIM BUMOT 3aKOHO/JAaBCTBA YKpaiHu Ta 1iei [HeTpyKii.

5. Ilopsimox opranizamii JiI0BOACTBA 3a 3BEPHEHHSMU TPOMAJSH, 3alUTaMH Ha MYOJIYHY
iHpopMmalito Bu3HavyaeTbcsl 3akoHamMHu Ykpainu «[Ipo 3BepHeHHS Tpomazsan», «IIpo moctynm 1o
nyOai4Ho1 1HhOopMaLii».

6. VYV 3aknami JiIOBOACTBO 3IIHCHIOETHCS JIEPKABHOIO MOBOKO. JIOKYMEHTH CKJIaJaroThCs
JIeP>KaBHOIO MOBOIO, KpIM BUTIAKIB, TIEpeI0aYCHUX 3aKOHOJABCTBOM ITPO MOBH B Y KpaiHi.

JlokyMeHTH, sKI HaJICWIAIOTHCS 1HO3EMHUM ajapecataMm, OQOPMITIOIOTHCS YKPaiHCHKOIO MOBOIO,
ab0 MOBOIO JiepXKaBH-aapecaTa, a0 OHIEI0 3 MOB MIKHAPOAHOTO CIIIJIKYBaHHS.

7. Ctpoku 30epiraHHs JIOKYMEHTIB, 1110 CTBOPIOIOTKCS ITiJ1 Yac AISUIBHOCTI 3aKJIay, BUZHAYAIOTHCS
HakazoM MinictepcTBa roctuuii Ykpainu Big 12 kBiTHA 2012 poky Ne 578/5 «Ilpo 3arBepmxkeHHs
[lepeniky TUIIOBUX TOKYMEHTIB, III0 CTBOPIOIOTHCS MiJ Yac AISUIBHOCTI AEpKaBHUX OPraHiB Ta OpraHiB
MICIIEBOI'O CaMOBPSAYBaHHs, 1HIIUX YCTaHOB, MIANPHEMCTB Ta OpraHizauii, 13 3a3HaUYEHHSIM CTPOKIB
30epiraHHsa JOKYMEHTIB», 3apeecTpoBaHiM y MiHicTtepcTsi octunii Ykpainu 17 xBitHs 2012 poky 3a
Ne 571/20884 (31 3miHamM#).



I1. 3aranbHi BUMOIM 10 CTBOPEHHS, 0GOPMJICHHS TA IOKYMEHTYBAaHHS
ynpasJiHcbkol iHGopmanii

1. JlokyMeHTyBaHHsI yIpaBIiHChKOI iH(OpMaIlii 3aKiany MOJsArae y CTBOPEHHI JOKYMEHTIB, IO
CIpPSIMOBAaHI Ha BUPIIIECHHS yIIPaBIIHCHKUX PIIIEHb.

2. Ha3Ba Bujy nokymeHTa (Hakas, MPOTOKOJI, AOIMOBIIHA 3aITUCKa TOIIO) Ma€ BiJIOBIIaTH HA3BaM,
nependauennM Knacudikaropom yrpasmiacskoi gokymenTamii HK 010:2021, 3aTBepakeHOT0 HaKa30oM
MinicTepcTBa pO3BUTKY €KOHOMIKH, TOPTIBIL Ta CUIBCHKOTO rocrofapcTBa YKpainu Bin 12 Gepesns
2021 poky Ne 526 (31 3minamn).

OdopmieHHs peKBI3UTIB OpraHizaliiHO-PO3NOPAAU0T JOKYMEHTAIlI] Ta MOPSAJOK IX PO3TallyBaHHS
MaloTh BianoBigatu HamioHaneHOMYy cranmapty VYkpainu «JlepkaBHa yHiikoBaHa CcHCTEMa
JNOoKyMeHTalli. VYHipikoBaHa cucTeMa oOpraHizaliiiHO-po3nmopsAa4oi JoKyMeHTauli. Bumoru no
opopmmioBannst  nokymentiB. JICTY  4163-2020», 3arBepkeHOMY Haka3oMm Jlep:kaBHOTo
MiAMPUEMCTBA «YKpPaTHCHhKUA HAyKOBO-JOCTITHUN 1 HaBUaJbHUW IEHTP MPOOJIEeM CTaHIapTH3allii,
ceprudikamii ta sxocti» (A1 «YkpHAHL») Big 01 mumas 2020 p. Ne 144 3 2021-09-01 (mami —
JACTY).

3. OpranizaniiiHo-po3nopsayui J0KyMEHTH O(GOpPMIIIOIOTHCS Ha OJIaHKaX, 10 BUTOTOBJISIOTHCS
3rigHo 3 BuMmoramu JICTY Ta miei [HeTpykmii.

VY 3akiaai MOKyTh BUKOPHCTOBYBATHCS TaKi OJJaHKH TOKYMEHTIB:

3aranbHUM OJaHK JUIS CTBOPEHHS Pi3HUX BUJIIB JOKYMEHTIB (0e3 3a3HaueHHs y OJJaHKYy Ha3BU BUY
JOKYMEHTA, KPiM JINCTA);

OytaHk ucTa (MoaaTok 1);
OJIaHK KOHKPETHOTO BHy JOKYMEHTa (Haka3y) (101aTok 2).

Bumorn n0 odopmiieHHS TOKYMEHTIB, IO BHTOTOBISIOTHCS 32 JIOMOMOTOK KOMII FOTEPHOI
TEXHIKH, HaBEeJICHO B IOAATKY 3 110 11i€i [HCTpyKIii.

4. AnpecatamMy JOKYMEHTa MOXYTh OYTH YCTaHOBH, iX CTPYKTYpHI MiIpO3[iIH, OpraHizarii,
3aKJIaau, X MocajoBi 0COOM Ta TPOMAJISTHH.

SKI0 AOKYMEHT aapecoBaHO opranizauii abo i CTpYKTypHOMY MiIpO3ijoBi 0e3 3a3HayeHHS
OCaIoBO1 0cO0H, IX HaMEHYBAaHHS HABOASATHCS Y HA3UBHOMY BIIMIHKY:

Tlpuknao:.

Bingain ocBity, Mooz, CIOPTY, KYJAbTYpHU
Ta Typu3My CHHIBCHKOI CLIbCHKOI paau

VY HallMeHyBaHHI1 ajpecaTa JIOIMYCTUMO 3a3Ha4aTh CKOpOYeHEe HaMEHYBaHHS IOPUINYHOT OCOOH.

Ilpuknao:

YHIIAC]




VY pa3i azapecyBaHHS JOKYMEHTa KEpIBHMKY IOPUIMYHOI o0cobu abo Moro 3acTymHUKY
HallMEHYBaHHS IOPUIUYHOT 0cOOM Mae OyTH CKIJIaJIOBOIO YaCTHHOIO HaliMEHYyBaHHS MOCAJU ajpecaTa,
SKe 3a3HaYaloTh y JaBAJIbHOMY BiIMIHKY.

Ilpuknao:

Hupextopy YHAIAC/]
Brnacue im’s TIPI3BULIE

SIKIIO JOKYMEHT aJpecyloTh KEpIBHMKY CTPYKTYPHOIO HiAPO3AUIY IOPUAMYHOI 0coOH, TO
HallMEHyBaHHS IOPUAMYHOI OCOOM 3a3HAa4yalOTh y HAa3MBHOMY BIJIMIHKY, a IoOcajay, BIacHE IM’S Ta
NPi3BUILE a/ipecaTta — y JaBaJIbHOMY.

Tlpuknao:

YkpaiHChbKHI HAYKOBO-A0CIITHUN
IHCTUTYT apXiBHOI CIIpaBU

Ta JJOKYMCHTO3HABCTBA

3aBigyBauy BiJIiTy TOKYMEHTO3HABCTBA
Bnacue im’s IIPI3BUILE

SIKII0 TOKYMEHT aJjpecytoTh 6araTboM OAHOPITHUM IOPUINYHUM 0co0aM abo iXHIM KepiBHUKAM,
ajZjpecaTa 3a3Ha4yaloTh y3arajJbHEHO B 1aBAJIbHOMY BIAMIHKY.

Ipuxnaou:

BumyM HaB4anbHUM 3aKiIagaM
Ta HAYKOBUM YCTaHOBaM, B SIKUX
JIIOTh CIEIiali30BaHi BUEHI pau

JlupexTopam LEHTPaJIbHUX
Jep KaBHUX apxiBiB YKpaiHu

JIOKyMEeHT He MOXe MaTH Ouibllie 4OoTHPHhOX azpecaTiB. CIIOBO «KOIMis» IMepel 3a3HAYCHHSIM
HaliMEHyBaHb JAPYIroro, TPEThOTO, YETBEPTOTrO ajgpecara HE CTABIATH. Y pasi HAaJICHIAHHS JOKYMEHTa
OipIIe HDK YOTHPHOM aJpecaTaM CKJIAJAal0Th CIHCOK PO3CWIAHHS, a Ha KOXHOMY JOKYMEHTI
3a3HAYalOTh JIMIIE OJHOTO ajpecara.

PekBizut «Axpecat» MOxke MICTUTH HOIITOBY aapecy. PeKBi3UTH MOIITOBOI agpecu 3a3Ha4aroTh
3T11HO 3 moctaHoBoro Kabinery MinicTpiB Ykpainu.

Tlpuknao:.

HepxaBHuit apxiB CymMcbkoi 00acTi
BYyJI. XapkiBchka, Oya. 3/20, kopm. 1,
M. Cymu, 10003

S0 TOKyMeHT ajpecyroTh (i3MuHId 0co0l, CIOYaTKy 3a3HAadyaroTh BJIACHE 1M’ Ta MpI3BUIIE
ajipecara B IJaBaJIbHOMY BiJIMIHKY, IOTIM — IIOIITOBY aJipecy.

Tlpuknao:

Okcani Cipuk




Bya. beiBcbka, Oya. 1, c. Kamyctunmi,
PoMeHchkuil p-H,

Cymcbka 0011.,

42521

[TomToBY agpecy He 3a3HA4alOTh Ha JOKYMEHTAaX, sIKi HAJCHJIAIOTh OpraHaM 3aKOHOJaBuOl Ta
BHKOHABYO{ BJIaJI, & TAKOX MOCTIMHIM KOPECTIOHICHTaM.

5. 3arosoBoK J0 TEKCTy JIOKyMEHTa Ma€ MICTUTH CTHCIUM BHUKJIAJ OCHOBHOIO CMHCJIOBOTO
aCTIEKTY 3MICTY IOKYMEHTA.

3aroJloBOK 10 TEKCTy JOKYMEHTa Ma€ OyTH KOPOTKHM, TPaMAaTHYHO Y3TOJDKCHHM 13 HAa3BOIO
JIOKyMEHTa, TOYHO TEpelaBaTh 3MICT TEKCTy Ta BIJIIMOBIAATH HA 3aMHUTaHHS «IPO M0?7», «40T07»,
«KOT0?».

Ipuknaou:

1 Hakas3 (mipo m10?) mpo HaaHHs BiAMYCTKH
2 Jluct (mpo 110?) po opraHizaiiio KoHGEpeHIi
3 IIpotokoun (4oro?) 3acigaHHs aTecTaIliitHOT KOMicCii

4 TlocanoBa IHCTPYKIist (KOTO?) TOJIOBHOTO CIIemiamicTa

3aroyioBOK /10 TEKCTY JOKYMEHTa 0(hOpMITIOIOTh Y CIIeliadbHO BiJIBEICHOMY MiCIIi Ha OJIaHKY.

6. Tekct OKyMeHTa Ma€ MICTHTH iH(pOpMaIito, 3apaau (GiKCyBaHHS sIKOI HOTo OyJIO CTBOpPEHO, 1
CTOCYETBCSI TOT'O IIUTAHHS, IKe C(OPMYIHOBAHE B 3ar0JIOBKY JI0 TEKCTY JOKYMEHTA.

[ndopmarito B TEKCTI MOKyMEHTa MNOTPIOHO MOJAaBaTH CTHUCIO, TPaMOTHO, 3pPO3yMUIO Ta
00’exTuBHO. TeKCT JOKyMEHTa HE MOK€ MICTUTH IMOBTOPIB, @ TAKOX CIJIB 1 3BOPOTIB, 1110 HE HECYTh
3MICTOBOI'O HABaHTAXECHHSI.

TexcT mokyMeHTa 0(hOPMITIOIOTh Y BHIJIAII CYLIJIBHOTO 3B A3HOTO TEKCTY, aHKETH, TabIuIi abo i3
MOETHAHHIM UX (OpPM.

JIOKyMEHTH CKJIa/laloTh JIEPKABHOIO MOBOIO, KPIM BHIAJIKiB, epeI0aYeHUX 3aKOHOABCTBOM PO
MOBH B YKpaiHi.

TexcTu JTOKYMEHTIB, SKi HAJCWIAIOTh 3apyODKHUM aapecaram, 3a MOMEPEeIHbOI0 TOMOBIEHICTIO,
MOXHa CKJIaJaTh YKpaiHCHKOIO MOBOIO, MOBOIO KpaiHHM-aJipecaTa YW OJHIE€I0 3 MOB MIXKHApPOJIHOTO
crinKyBaHHA. JIOKYMEHTH, aJpecoBaHi JepKaBHUM OpraHaM, CKJIaJal0Th JIHIIE YKPaiHCHKOI0 MOBOIO.

7. BigMmiTKy THpo HasBHICTb JOJATKIB, MOBHY Ha3By SKHX HABOJSATh IEPEBAXXHO B TEKCTI
CYMPOBITHOTO JUCTA, O)OPMITIOIOTh MICJIA TEKCTY JIUCTA TEPE/T M1 IMHUCOM.

Ipuxnao:

Honatok: Ha 5 apk. y 2 npum.

SIKI10 JOKYMEHT Ma€ JO0JaTKU, TIOBHI HA3BU SIKUX HE HABEJEHO B TEKCTI JIOKYMEHTA, TO 1[I Ha3BU
MOTPIOHO 3a3HAYMTH Yy BIAMITI TMPO HASBHICTH JOJATKIB 13 3a3HAYCHHAM KIJBKOCTI apKYIIiB Y
KO>)KHOMY JIOJIaTKy Ta KUIBKOCTI 1X MPUMIPHUKIB.
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Ipuxnao:

Homatku: 1. JloBiaka rpo cran BuxoBHOI po6oTu 3a 2020 p. Ha 5 apk. B 1 mpum.

2. I'padik npoBeieHHsI BIIKPUTUX BUXOBHUX 3aX0/(iB Ha 3 apk. B | mpum.

Sxmo 1o JOKyMEHTa JOMAalTh 1HIIWK JOKYMEHT, IO Ma€ JOAATKH, TO BIJAMITKY MpPO HAsSBHICTh
J0JIaTKiB 0(hOPMITIOIOTH SIK Y MPUKJIa/i, HABEICHOMY HIKYE.

Ilpuknao:

Honatok: nuct [ep:xkaBHoro apxiBy KuiBcbkoi o6macti Big 25.05.2019 Ne 01-10/123 1 gomaTok
710 HbOT'0, BChOI'0 Ha 15 apk. y 2 npum.

SIK110 1o1aTKU 30pOIIypOBaHO, TO KUIBKICTh iX apKyIIiB HE 3a3HAYAIOTh.

Tlpuknao:

Jonatok: popmu ramy3eBoi 3BiTHOCTI B 1 pum.

VY pasi, KO JTOKYMEHT MICTHTH OLbIle JECATH TOAATKIB, CKIIAJAIOTh OIMKC, a BIIMITKY TIPO
HasIBHICTb JJOJATKIB O()OPMITIOIOTH SIK y MIPHUKJIAJ1, HAaBEIEHOMY HUXKUE.

Ilpuknao:

JlogaTku: 3riIHO 3 ONKCOM Ha 2 apk.

S0 01aTOK HAICHITAIOTh HE 332 BCiMa 3a3HAYCHUMU B JIOKYMEHTI aJpecaMH, TO BIIMITKY IPO
HasBHICTH JIOJATKIB O()OPMITIOIOTH SIK Y MIPHUKJIA1, HAaBEIEHOMY HUXKYE.

Ilpuknao:

Jonarok: Ha 15 apk. B 1 npuM, Ha nepity aapecy.

VY nopaTtkax JOBIIKOBOTO XapakTtepy (rpadiku, cxemu, Tabmuil, CNUCKH, (HOpMU TOLIO) 110
OCHOBHOI'O JJOKYMEHTA, 3aTBEP/KCHOT0 PO3MOPSAYUM JOKYMEHTOM, BIIMITKY pOOJISATH Y BEPXHbOMY
IIPaBOMY KyTi IEPUIOro apKylla J0AaTKa.

Ipuxnao:

Homatox 3

1o [IpaBu opranizartii 1iJ10BOJICTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JepKaBHUX OpraHax, OpraHax
MICIIEBOTO CAMOBPSIyBaHHS,

Ha IiIPUEMCTBAX, B yCTAHOBAX

1 opranizamisx (ImyHKT 25)




VY po3nopsadomMy JAOKYMEHTI BIIMITKY IpPO HasBHICTh JoJaTka O(QOPMIIIOIOTH 0€3MocepeHbO B
TEKCT1 JJOKyMEHTA CJIOBAMM: «IIIO JOAETHCS», «(IOTAETHCS)», «3T1THO 3 TOAATKOM 1», «BIAMOBIAHO 10
nonaTtka 2» abo «IuB. JOJATOK 3». A Ha caMOMY JOJATKY O PO3MOPSIAYOTO JOKYMEHTA Y BEPXHBOMY
MPaBOMY KyTi MEPIIOT0 apKyIia MPOCTABIISIIOTh BIAMITKY 3 MMOCUJIAHHSAM Ha M€ JOKYMEHT, HOTo JaTy 1
HOMED.

Tlpuknao:

Honartoxk 1
JI0 HaKa3y YKpIepKapxiBy
20 mucronana 2019 poky Ne 321

SIKIo 10 po3mOpsIdoro JOKYMEHTa € OAMH JI0aTOK, TO HOro He HyMepyloTb. 3a HasBHOCTI
KUIBKOX JTOIaTKIB 3a3HAYalOTh iXHI MOPAAKOBI HOMepH. 3HaK «No» nepea HudpoBUMH MMO3HAYEHHIMHU
He CTaBiATh. Ha 1pyromy Ta HAcTyNHHX apKyllax aojatka poOnsite BiaMmiTKy «IIpomoBxkeHHs
J0JaTKa».

VYci pomaTkm [0 JIOKYMEHTIB Bi3ye MPAalLliBHUK, SKHH CTBOPUB JOKYMEHT, Ta KEpiBHUK
CTPYKTYPHOTO MIAPO3ALITY FOPUAUYHOT 0COOH, Y IKOMY HOTO CTBOPEHO.

8. IlocamoBi 0coOM MAMKHCYIOTh ITOKYMEHTH B MeXaX CBOIX IOBHOBaXX€Hb, BH3HAYCHUX
3aKOHOJJAaBCTBOM YKpaiHH, CTaTyTOM 3akjaay, IMOCaJOBUMH IHCTPYKLISMH, HAKa30M IPO PO3MOALI
000B’sA3KIB M1’ KEPIBHHUKOM 3aKJIaly Ta HOT0 3aCTYITHUKOM TOIIO.

BinOutkoM meuaTku 3akiany (3a HAsBHOCTI) 3acBiAUYIOTh MIJANUC TOCAIOBOI OCOOM Ha
JOKyMEHTaxX 13 MHUTaHb OpraHizaliiHol Ta ()IHAHCOBO-TOCIOAAPCHKOI MAISUIBHOCTI 3a MepeIikoM
JOKYMEHTIB, Ha SKUX IMIANUC TIOCAJ0BOI OCOOM 3acBIMUYyEThCs BIIOMTKOM TMEYATKH 3aKIamay,
HaBeJIEHUM Yy noAatky 4 no uiei [HeTpykiii.

Binbutok meyaTku CTaBUTHCA Tak, 1100 BiH OXOIUIIOBAaB OCTAaHHI KUIbKa JIITEp HaWMEHYBaHHS
mocaau ocoodwm, sSKa Mmanucana JOKYMEHT, aje He MiJMUC MOCaJoBOI 0Co0M, ab0 MPOCTABISETHCS HA
OKpEeMO BUAUICHOMY JJIsl HBOTO Micili 3 BiAMITKOIO «M. IL».

9. 3akyiag MOXKe 3aCBITUyBATH KOMIi JIUIIE THX JOKYMEHTIB, 110 CTBOPIOIOTHCS B HBOMY, a TAKOXK Y
BHIAJIKaX, Mepe0aYeHnX B a03alll IpyromMy 1boro MmyHKTY.

V pasi niaroToBKU JOKYMEHTIB JJIs HaJlaHHS CYI0BUM OpraHam, Iiji 4ac BUPILICHHS MUTaHb 11010
OPUKAHATTA TpOMaasH Ha poOOTy, HABYaHHSA, 3aCBIQUYEHHS IX TPYIOBHX Ta IHIIUX TMpaB y
B3a€MOBITHOCHHAX 13 3aKJIaJIOM, a TAaKOX Mia yac (GopMyBaHHS OCOOOBHX CIIPaB MPAIliBHUKIB 3aKJaj
MO’KE€ BUTOTOBJISITH KOIMIi JIOKYMEHTIB, BUJIAHUX IHIIMMHU YCTaHOBaMH (KOIMii JOKYMEHTIB HpPO OCBITY
TOIIIO).

Binmitka «Koris» MpocTaBisSeThCsl HA JTUIIBOBOMY OOIll Y BEPXHBOMY MPABOMY KYTKY TEpIIOTO
apKylIla JOKyMEHTa.

Komnii Haka3iB, IHIIUX JOKYMEHTIB 3acBiuye (3aCBIUYIOTh) BiJIOBiajdbHa 0co0a (B1ANOBIAAIbHI

0co0u) 3a opraHizaIlito JIJI0BOJICTBA Y 3aKJIA/Il.

BinMiTka mpo 3acBimueHHS KOIMii JTOKyMEHTa CKIIAJA€ThCsl 3 TAKHX EJIEMEHTIB: CIiB «3riHO 3
opurinaiom» (6e3 Jarok), HalMeHyBaHHS TIOCAAH, OCOOMCTOTO MiANUCY 0COOH, SIKa 3aCBiUye KOIIiIO,
il BJTacHOTO iMEHI1 Ta MPi3BHUILA, JATH 3aCBITYCHHS KOITii.



VY Bumagkax, BU3HAUYEHUX 3aKOHOJIABCTBOM, KOMii JOKYMEHTIB 3aCBiTYYIOTh BIJIOUTKOM IMEYaTKU
IOPUINYHOT 0COOHM, CTPYKTYPHOTO MiAPO3iay (CIIyOW MIIOBOACTBA, CIY)KOW KajapiB, Oyxramrepii
TOIIO) FOPUANYHOI 0coOu abo medatku « /{1 Komiiiy.

BigmiTKy mpo 3acBimueHHS KoIii JOKYMEHTa IMPOCTAaBISAIOTH HIKYE pekBi3uTy «lligmuc» Ha
JHMIFOBOMY OOLli OCTaHHBOTO aPKYyINa KOIIii TOKYMEHTA.

10. VY pa3i morpebW TMPOBEACHHS OIIIHKU JOIIIBHOCTI CTBOPEHHS JOKYMEHTAa, WOro
OOTPYHTOBAHOCTI Ta BIJIMOBITHOCTI 3aKOHOJIABCTBY 3/IIMCHIOETHCS MOTOKEHHS JJOKYMEHTA.

[ToromxeHHsT TOKYMEHTIB MOXe€E 31IHCHIOBATHCH MOCAJOBUMH 0CO0OAMHU 3aKiaay, siKi BiIIOBiIHO
710 iX KOMIETEHIi BUPIIIYIOTh MUTAHH, MOPYIICHI B TOKYMEHTI (BHYTPIIIHE TOTOPKEHHS), @ TAKOXK
3alHTEPECOBAHUMH YCTAHOBAMU (30BHIIIHE TIOTOJIKEHHS).

[loromkeHHsT TOKYMEHTIB 3/A1MCHIOETHCS BIJMOBITHO 10 BUMOT Haka3dy MiHiCTepcTBa FOCTHUINT
Vkpaiau Big 18 uepBHs 2015 poky Ne 1000/5 «IIpo 3atBepmkenns [IpaBwu opranizanii 1iI0BOACTBa Ta
apxiBHOTO 30€piraHHs JOKYMEHTIB y JIep>KaBHUX OpraHax, OpraHax MiCIEBOTO CaMOBpSIyBaHHS, Ha
HiINPUEMCTBAX, B YCTaHOBAX 1 OpraHizamisix», 3apeecTpoBaHoro y MiHicTepcTBi roctuuii Ykpainu 22
gyepBHs 2015 poky 3a Ne 736/27181 (mani - IlpaBuna opranizaniii JiJIOBOACTBA Ta apXiBHOTO 30€piraHHs
JTIOKYMEHTIB).

I'pudoM mnoromxeHHs (CXBajeHHs) JOKyMEHTa OGOpPMIIIOIOTH 30BHIIIHE TOTOKEHHS abo
CXBaJICHHS JJOKYMEHTIB.

SIKII0 TOKYMEHT MOT0/IXKy€ TI0cagoBa 0co0a CTOPOHHBOT IOPUINYHOI 0COOH, 1O TOBHOBAXKEHD SIKOT
HAJIC)KUTH MOTOKCHHS NTUTAaHb, HABEICHUX Y I[bOMY JOKYMEHTI, TO TP} MOTOKEHHS (CXBAJICHHS)
cknamaetscs 31 cnoBa [TOI'OJKVIO, nalimenyBanHa mocanu (HailMeHYBaHHS IOPUIAMYHOI OCOOH €
CKJIaJIOBOI0 YaCTHHOIO HAWMEHYBaHHS II0CAa/N), OCOOMCTOrO MiANHCY, BIACHOTO iMEHI, Mpi3BHUINA
0CcOo0H Ta JaTH MOTOHKEHHS.

Ipuxnao:

[OI'OIXXVYIO

Jupexrop KamycTHHCHKOTO JTiIIet0
Okcana CIPUK

27.12.2022

SIKI10 TOKYMEHT MOT0/IKYIOTh (CXBAJIIOIOTh) 1IHIIUM JOKYMEHTOM (JIUCTOM, IPOTOKOJIOM, aKTOM
TOI110), TO Tpu( moroaxeHHs (cxBaneHHs ) cknaaaeTses 31 ciaosa [IOI'O/DKEHO (CXBAJIEHO),
Ha3BU BUJIY MTOTO/KYBaJIBLHOTO IOKyMEHTa B HA3WBHOMY BiJIMiHKY, HOTO JaTH i HOMEA.

Ilpuknao:

[IOI'OJKEHO

[TpoTokon 3acimaHHs
MearorivHol paau

03.12.2022 Ne 10




I'pud mnoromxeHHs (CXBaJieHHA) AOKYMEHTa pO3MIIIyIOTh HUX4e pekBi3uTy «llignuc» Ha
JUIOBOMY a00 3BOPOTHOMY OOIll OCTAaHHBOTO apKylla TOKYMEHTa, SKIIO MiCls s HBOTO Ha
JHMLIOBOMY OOLll OCTAHHBOT'O apKyIlla HE BUCTAYAE.

VY pasi norokeHHs (CXBAJICHHS) JOKYMEHTA KiJIbKOMa IMOCaJI0BUMHU 0CO0aMu 200 KOJIeTiaTbHIMH
OopraHaMy IOPUIUYHOI 0COOM O(OPMITIOIOTH BIJIOBIIHY KUIBKICTh TPU(DIB MOTOMKEHHS (CXBaJCHHS).
SIKIIO OKYMEHT TMOTO/KYIOTh (CXBAIIOIOTh) JBI TOCAAOBI 0coOM abo aBa KOJETialbHI OpraHu
IOPUANYHOT 0cO0H (FOPUANYHUX 0Ci0), rpudu MOroKeHHs (CXBAJICHHS) PO3MIIIYIOTh Ha OJJHOMY pPiBHI
TOPU30HTAIILHO, a SIKIIO OiIbIIIe IBOX — HAa OJHOMY PiBHI TOPU30HTAIBHO BEPTUKATHLHUMH PSIKAMH B
JOBUTBHOMY TIOPSIJIKY.

11. 3arBepmKeHHS YNPaBIIHCHKUX JOKYMEHTIB 3/1MCHIOETHCS OCOOMCTO KEPIBHUKOM 3aKiary
BIIMOBITHO 70 HWOTO TOBHOBaXEHh a00 PO3MOPSAIYMM JOKYMEHTOM 3aKiIaay 13 3a3HAa4eHHSIM Ha
JOKYMEHTI Tpuda 3aTBepKeHHS, 0(OPMIICHOTO BiAMOBIAHUM YHHOM.

I'pud 3aTBepmKeHHs noKyMeHTa ckianaeThes 31 cioBa 3SATBEP/XKVYIO, naitmenyBanHs mocaim,
0COOMCTOrO MiAMKCY, BIACHOTO IMEHI, MPi3BUIIa OCOOU 1 1aTH 3aTBEPXKEHHS, SIKIIO JOKYMEHT
3aTBEPIDKYE MOCAI0Ba 0c00a, 10 TOBHOBAKEHD SKOT HAJIC)KUTH BUPIIIICHHS TTUTAHb, HABEJCHUX Y
OMY JTJOKYMEHTI.

Ilpuknao:

3ATBEPJIKVIO

Hupextop KanyctuHchKoro Jiiero
Oxcana CIPUK

27.12.2022

SIKII0 CTBOPEHUH JOKYMEHT 3aTBEPIKEHO PO3MOPSIYUM JOKYMEHTOM IOPHIUYHOI 0COO0H, TO rpud
3aTBep/pKeHHA ckianaethes 31 ciaoBa SATBEPJDKEHO, Ha3Bu Buy po3nopsadoro J0KyMEHTa B
HA3WBHOMY BiJIMiHKY, HOTO 1aTH 1 HOMepa.

Ilpuknao:

3ATBEPI2KEHO
Haxka3 nupexrtopa KamycTuHCBKOrO Jilero

27.12.2022 Ne 116-O]]

['pud 3aTBepAKEHHS PO3MILIYIOTH Y IPAaBOMY BEPXHBOMY KYTi MEPIIOr0o apKylla JOKyMEHTA.
II1. Oco0s1uBi BUMOTH 10 CKJIAIAHHS AeSIKMX BUIB JOKYMEHTIB

1. Haka3 - po3nopsaunii JOKYMEHT, SIKUM BUJAa€ KEPIBHUK 3aKjaay Ha MpaBax Ta B MEXaxX CBOEL
KOMIIETEHIIi1, 000B’SI3KOBHUM 111 BUKOHAHHS MiJUierTuMu. Hakazyu BUIalOTBCS 3 OCHOBHOI JiSUTBHOCTI,
aJMIHICTPAaTUBHO-TOCIIOAPCHKUX, KaAPOBUX MUTaHb 3aKjaay, a TAKOX PYXY YUHIB.

1.1. Haka3u 3 ocHO8HOI OisnbHOCMI, AOMIHICMPAMUBHO-20CNO0APCHKUX, KAOPOBUX NUMAHD
mpusanozo 36epicannsn (PO MPUHHATTS HA POOOTY, MEPEMIIIICHHS 3a MMOCAI0I0, IEPEBEACHHS HA 1HIIY
po0oTy, CYMICHUITBO, 3BIIbHEHHS, arecTalis, MiABUIICHHS KBamidikamii, cTaXyBaHHs, 3MiHa
OiorpadiyHUX TaHWX, HATOPOJUKECHHS, MPEMIIOBAHHS, OIUIaTa Mpalli, HapaxyBaHHs PI3HUX HaJI0aBOK,
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HapaxyBaHHs JOIJIAaT, HAapaxyBaHHs MaTepiajibHOI JOMOMOTHW, BCi BUAM BIJIYCTOK MpPAaLiBHUKIB 3
BOKKUMH 1 IIKIJIMBUMHU Ta HEOE3MEYHUMHU YMOBAaMHM TIpalli, BIAMYCTOK IIOAO JOTJISAY 3a JUTHHOIO,
BiZITycTOK Oe3 30epeeHHs 3apo0iTHOI IUIaTH), KAOPOBUX NUMAHb MUMYACO8020 CMPOKY 30epicaHHs
(mpo BiApSKEHHS, CTATHEHHS, HaJaHHS MIOPIYHUX OCHOBHHX BIAIYCTOK, BIAMYCTOK Yy 3B’S3KYy 3
HaBUAHHSM), pPYXY VUHIG/6UX06aHYi6 TIANMUCYIOThCS KEPIBHUKOM 3aKiajy, a 3a HOro BiJICYTHOCTI -
0c00010, IKa BUKOHYE HOTO 000B’SI3KH, Ta PEECTPYIOTHCS B )KypHaJlaX peecTpalii HaKa3iB.

[Ticysa mignucaHHs HaKa3y 3MiHH IO HBOTO BHOCSITHCS JIMIIIE MIUISTXOM BHJIaHHS HOBOTO HaKa3zy Mpo
BHECEHHS 3MiH.

Haka3 odopmittoeThest Ha OJIaHKY HaKa3y 3aKJiajly OCBITH.

1.2. 3micT Haka3y CTHCIO BUKJIAJAE€THCS B 3ar0JOBKY, IKUH IMOYMHAETHCA 3 NMpHiiMeHHuKa «IIpo»
Ta CKIQJa€ThCd 3a JIONOMOror BigmiechiBHoro iMmeHHuka («IIpo 3artBepmkeHHs...», «lIpo
CTBOpEHHSL...») a00 iMeHHuKa («IIpo miIcyMKH...»).

1.3. Tekct Haka3dy 3 OCHOBHOI MiSUIBHOCTI, aIMiHICTPaTUBHO-TOCMOJAPCHKUX MMUTAHb Ta PYyXY
YYHIB/BUXOBAHIIIB CKJIAAAETHCS 3 JBOX YACTHH - KOHCTATYIOUO1 (TIpeamMOyiIn) 1 po3mopsadoi.

VY KOHCTaTyroouill YaCTHMHI 3a3HA4aeTbCs IMiJCTaBa, OOIPYHTYBaHHsA a00 MeTa BMJAHHS Hakasy.
Posnopsiua yactuna Hakasy nounHaeTbes 13 cnoBa «HAKA3VIO», sike npykyeThcsi 3 HOBOTO psiika
BEJIMKMMU JIiTepaMu 0e3 BIJCTYILY Bij JiBOT'O MOJI 1 JAMOK, MICIs YOr0 CTABUTHCS JABOKPAIIKA.

SIK1I0 Haka3 BUJAETHCS HA MIJICTaBi 1HIIOTO PO3MOPSAYOrO JOKYMEHTa, Y KOHCTATYIOUil YacTHHI
3a3Ha4alOThCs Ha3Ba BUAY LILOTO TIOKYMEHTa, HOTO aBTOp, J1aTa, HOMEP Ta 3ar0JIOBOK.

Po3nopsiiua yacTMHA TMOAUISETHCA HA MYHKTH Ta MIANYHKTH, SKI HYMEpYIOTbCS apaOChKUMHU
uuppamu. Y KOXKHOMY IYHKTI IOBUHHI OyTH 3a3Hau€H1 BUKOHABI(l, KOHKPETHI 3aBJaHHS (OpyYeHHs) 1
CTPOKM iX BHKOHAaHHSA. BHKOHaBII MOXyTb OYTH Ha3BaHI TaKOX y3arajbHEHO: «KEpiBHHKaM
METOJIMYHUX O00’€IHaHbY», «3aCTYMHUKaM aupekTopay». [Ipu 1npomy, Ik IpaBUIIO, HE 3aCTOCOBYETHCS
HalMCaHHS HEKOHKPETHHX JOpY4eHb, SKI MICTATh CJIOBA: «IPUCKOPUTH», HOJIMIIUTHY,
«aKTUBI3YBaTH», «3BEPHYTH yBary» TOILO.

VY3aranpHeHi Ha3BU a00 Mpi3BUILIA BUKOHABILIIB PillIeHb [10/1al0Th Y 1aBaJIbHOMY BiIMIiHKY.

[Tpono3uii, siki MICTATbCS B HaKa3i HEOOXITHO y3TrOJKYBATH 3 paHille MPUHHATHMHU PIILICHHIMH 3
IIbOTO MUTAHHS, 00 YHUKHYTH MTOBTOPIB 200 CyMepeuyHOCTEN.

1.4, SIkuo HaKa30M CKAacCOBYETHCS MOIMEPEIHIN pO3NOPSAIUYMA TOKYMEHT, Y pO3MOPsAUii YacTHHI
3a3HAYAETHCS MYHKT, KU IOBUHEH MMOYMHATHUCS 31 ClTiB: «BU3HATH TakuM, 1110 BTPATUB YMHHICTb...)».

3MiHH, 110 BHOCATHCS 10 HaKa3y, OpOPMIIIOIOTHCS OKPEMHUM HAKa30M, KU MOBUHEH MAaTH TaKUi
3aronoBok: «[Ipo BHeceHHs 3MIH [0 Hakasy..» 13 3a3HAUCHHSAM JaTH, HOMEpa, 3arojoBKa
PO3MOPATIOro JOKYMEHTA, 10 SIKOTO BHOCAThHCS 3MIHM. Po3nopsiaua yacTuHa Haka3zy MOYMHAETHCA 3
TaKOI'0 IYHKTY:

«1. Baectn 110 Haka3y qupektopa Big 29 cepmrs 2022 p. Ne 95 «IIpo...» Taki 3MiHHU: «...».
Jlani oKpeMUMH HiAMYHKTaMU (OPMYITIOIOTHCS 3MiHU 0 PO3MOPSIYOTO TOKyMEHTAa, HAIPUKIAL:

«1) myHKT 2 BUKJIACTH B TaKii peaaKIlii:...»;

«2) MyHKT 3 BUKJIIOUUTNY;

«3) ab3a1 Ipyruil MyHKTY 4 TOTIOBHUTHU CIIOBAMHU...).

SIKI10 3MIHU 0 PO3MOPAIYOrO TOKyMEHTa O0(OPMITIOIOTHCS Ha OKPEMOMY apKylni (apkymiax), y
MEepUIOMY MYHKTI PO3MOPSAAY0] YaCTUHHU HAaKa3y 3a3HAYAETHCS:

9



«1. Baectu no Hakazy pgupektopa Bifg 01 mortoro 2022 p. Ne40-OJ] «IIpo ...» 3MiHH, 110
TOAAIOTHCSY.

1.5. OcraHHIi MyHKT pO3MOPSAYOl YAaCTHHHU, y pa3i MOTpeOH, MOXKE MICTUTH PIlICHHS PO
MOKJIaJICHHS HA TIOCa0BY 0c00Y (PYHKIIIF KOHTPOJIIO 32 BUKOHAHHSIM HaKasy.

Jlo Haka3ziB He MoOke BKIro4atucs mMyHKT «Haxa3 nosectu mo Bimoma ...». Ilocanosi (ciy:x00Bi)
ocobu, 10 BiloMa SIKUX JOBOJIWTHCS HAaKa3, 3a3HAYAIOTHCS Y MOKAXYUKY (CHUCKY) PO3CHIIKH, SKUH
yKJIaga4 TOTYE pa3oM 13 TMPOEKTOM pO3MOPSAYOro JOKyMEHTa 1 Tmepemae ocobi (ocobam),
BiJIMOBiAANIbHIN (BIAMOBIIaTFHIM) 32 J1JTOBOJICTBO, IICIIs MIAMHCAHHS TAKOTO JOKYMEHTA.

1.6. Haka3 3 kaapoBHX NHUTaHb THUMYAacOBOI'O CTPOKY 30epiraHHs, pyxy Y4YHIB/BHXOBAHIIIB
oopMITIOETbCA Y BUTIIAIL 1HAUBIAyaldbHOro abo 3BeneHOro (y pas3l HaJaHHA LIOPIYHOI OCHOBHOI
BIZIITYCTKH IpaliBHUKaM 3aKJIa1y, 3apaxyBaHHs yYHIB/BHXOBAHIIIB J0 MEPIINX KIIACIB).

B inauBigyansHOMYy Hakas3l MiCTHThCS iH(GOpMAITis PO OJHOTO MpalliBHUKA (37100yBada OCBITH); Y
3BEJIEHOMY — PO KiJTBKOX.

1.7. 3micT 1HAUBINYAIBHOTO HaKa3y 3 KaAPOBUX MUTAHb CTHUCIIO BUKJIAJAETHCS B 3ar0JIOBKY, SKUN
MOYMHAEThCS 3 mpuiimMeHHHKa «[Ipo» 1 ckiIagaeTbcs 3a JOMOMOIOK BiJIIECTIBHOTO 1MEHHHKA,
Hanpukiax: «lIpo npusnHadeHHs...», «lIpo NpuHHATTA...». Y 3BeI€HMX HAKa3aX MOXKE 3aCTOCOBYBAaTUCH
y3arajlbHEHUH 3arojoBokK, Hanpukia: «[Ipo HagaHHs MIOPIYHUX OCHOBHUX BIAITYCTOKY.

1.8. V TekcTi Haka3y 3 KaJIpOBUX MMUTaHb, K MIPABUJIO, KOHCTATYIOYA YaCTHHA HE 3a3HAYAETHCA.

1.9. Posmopsiiua yacTHHA Haka3ly TMOYHMHAETHCS, SIK MPABWIIO, 3 JiecioBa y (opmi iH(pIHITHBA:
«TPUUHATN», «ITPU3HAUYUTN», «IIEPEBECTU», «OT'OJIOCUTHN» Tomo.

Jani 3a3Ha4alOTHCS BEJIMKUMU JIITEpaMH TPi3BUINE TpAIliBHUKA, i MAIAMHU - IM’sl, IO OaTHKOBI
MpaLiBHUKA, HA SKOTO MOIINPIOETHCS Jis HaKa3y Ta TeKCT HaKa3y, HallpUKJIa:

I[MTPU3HAYUNTH:

IBanoBa IBana IBaHOBMYA Ha TIOCaTy 3aBiqyBada rocroaapcTBa 3akiany ocBitd 3 01 BepecHs 2022
POKY 3 OIUTATOIO Ipalli BiIIOBITHO 0 YAHHOTO 3aKOHOaBCTBA

ITincrasa: 3agBa IBanosa IBana Big 01.09.2022 Ne 01-22/10.

VY po3nopsiadiii 4acTHHI HaKa3y Ha3Ba MICAIS 3alMMCYETHCS MPOMMCOM. Y 3BEACHUX HaKaszax, Kl
CTOCYIOTBCS KUIBKOX IPalliBHUKIB, MPI3BHUILA 0CI0 Y MeXaxX MyHKTIB pO3MIIILYIOThCS 3a aa(aBiToM.

1.10. ¥ nakasi npo npu3HaueHHs a00 3BUILHEHHS MpalliBHUKA 3a3HAYAETHCS MOBHA AaTa (YHCIO,
MICSIlb, PiK) GAKTHYHOTO BUXOJY IpaIliBHUKA Ha POOOTY (MPUITUHEHHS TPYJIOBUX BIIHOCHH), PO3MipH
HOT0 MOCaoBOro OKJIATy BiMOBIIHO J0 MITATHOTO PO3MUCY, HA0ABOK Ta JIOTUIAT.

1.11. V xoxHOMY IYHKTI HaKa3y 3 KaJpOBHX MUTaHb 3a3HAYAETHCSA MiJCTaBa MO0 HOr0 BUAAHHS
(3as1Ba mpaiiBHUKA, KOHTPAKT, JOMOBIIHA 3alIUCKa, PILIICHHS aTeCTalliifHOI KOMICIT TOIO).

1.12. KepiBHHMK 3aKjajy OCBITHM MiJNHCYE HakKa3W OCOOHMCTO, B MeEXax CBOIX IOBHOBa)XCHb,
BU3HAYCHUX CTAaTYTOM 3aKJIajy 3arajbHOi CepeHbOI OCBITH, IIOCAJJOBUMH IHCTPYKIISIMH, HaKa30M IIPO
PO3MoAisT 000B’SI3KIB Mi>K KEPIBHUKOM Ta HOTO 3aCTYITHUKAMHU.

[Tignuc mMae MICTUTH HaiMEHYBaHHS IOCau OCOOHW, siKa MIANMUCYE AOKyMEHT (y TOBHIN ¢opmi,
SKIIO IOKYMEHT HAJPyKOBaHWW HE Ha OJIAHKY, Y CKOPOUYEHI — Ha JIOKYMEHTi, HaJIpyKOBAaHOMY Ha
0J1aHKY), 0COOMCTHH TIAMUC (OKPIM €IEKTPOHHUX JOKYMEHTIB), BIIACHE 1M ’sI 1 TIPi3BHUIIIE.
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Ipuxnaou:

HupekTop
KamycTtunacbkoro minero Ocobucmuil nionuc Okcana CIPUK
Hupexrop Ocobucmuii nionuc Oxkcana CIPUK

SIKI10 JOKYMEHT MiAMUCYIOTh KiJTbKa MOCa0BUX 0Ci0 O/Hi€T IOpUANYHOI 0COO0H, TO TXHI MiAMUCH
PO3TalIOBYIOTh OJIMH 11T OJTHAM BiJMOBIHO JI0 MATOPSAIKOBAHOCTI ITUX OCiO.

Ilpuknao:
Hupexrop Ocobucmuii nionuc Oxkcana CIPUK
Kitacawmii kepiBHUK Ocobucmuil nionuc Jlimis TAPACEHKO

VY pasi BiACYTHOCTI mocanoBoi ocoOu, HailMEHYBaHHsS IOCAaJaW, BJIACHE IM’S 1 Mpi3BUIIE SKOT
3a3HaY€HO B JIOKYMEHTI, HOro mignucye ocoba, sika BUKOHYE ii 000B’ 13K, a00 ii 3aCTynHUK. Y IIbOMY
pasi 00OB’A3KOBO 3a3HAaualOTh (PAKTUYHY IOCay, BJIAacHE iM’sl, MpI3BUIIE OCOOM, sIKa MiJnucana
JIOKYMEHT (BUIPABJICHHS BHOCHTb PYKONHUCHUM a00 MAIIMHONHUCHUM CIIOCOOOM, SIKIIO JOKYMEHT
HEMOJKJIMBO ME€PEIPYKYBATH).

Ilpuknao:

3acTyIHUK TUPEKTOpa Ocobucmuii nionuc Ceitnana APTIOX

He no3BosneHo mig vac MiJMUCaHHSA JTOKYMEHTa CTAaBUTH NPUHMEHHUK «3a» YU MpaBOOidHY
NOXWJIy PHCKY Tepen HaliMeHyBaHHAM mocaau. CrnoBa «BukonyBad 000B’s3kiB» abo «B. 0.» 1o
HallMEHYBaHHS TOCaJy KepiBHUKA IOPUIMYHOI OCOOM IOJArOTh JUINE B pasi HOro 3aMilIeHHsS Ha
ijicTaBl pO3MOPSITIOTO JOKYMEHTA.

Ipuxnao:

B. o. nupektopa Ocobucmuii nionuc Ceitnana APTHOX

[Tianuc po3MIlIyIOTh il TEKCTOM JTO0KyMEHTa a0o MiJ BIAMITKOIO PO HAsIBHICTH JI0/IaTKIB.

Oco0OucTuil mManmuc y BCiX PEKBI3UTaX €JICKTPOHHOTO JOKYMEHTA, JIO0 CKJIaAy SKHUX BiH BXOJHTH,
3aMiHIOIOTbH €JIEKTPOHHHUM MIANKUCOM, 110 CTBOPIOETHCS BiJIMOBIIHO 0 3aKOHIB YKpaiHU

BinOuTok medaTkd CTaBIATH Tak, MO0 BiH OXOIUTIOBAB OCTAaHHI KUIbKa JITEp HAWMEHYBaHHS
mocaayd ocoOH, sKa MiAmWcala JOKYMEHT, ajJe He OCOOMCTHH MiANMUC IMOocazoBoi ocodu, abo y
CHeIiaTbHO TIPU3HAYECHOMY IS IIHOT'O MICITI 3 BiIMITKOIO0 «MIT».

BinOuTok medaTk B yCiX PEKBI3UTaX €JIEKTPOHHOIO JOKYMEHTa, J0 CKJaay SKHX BiH BXOIWTH,
3aMiHIOIOTh €JIEKTPOHHOIO MIEYATKOI0, 10 CTBOPIOETHCS BIJIMOBIIHO O BUMOT 3aKOHIB YKpaiHu

1.13. BigmiTka mpo O3HAMOMIICHHS 3 JOKYMEHTOM CBIAYUTH TPO (aKT O3HAHOMIICHHS
MpaliBHUKA(- 1B) 31 3MICTOM YIPaBIiHChKOI(-MX) Mii(-i) CTOCOBHO HBOTO (HHMX) Ta CKJIAaa€ThCS 3 TAKHX
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€JIEMEHTIB: CIiB «3 JOKYMEHTOM O3HalOMIIeHHUH(-a, -1):» (0e3 namok), ocoducToro(-ux) mianucy(-is),
BiacHOro(-ux) iMeHi(IMeH), JaTH, Ky KOXHHM MpaliBHUK BIACHOPYYHO NPOCTAaBIsE€ MiA Yac
O3HAMOMIICHHS.

VY BiIMITII MTPO 03HAHOMIICHHS 3 JOKYMEHTOM 3aMiCTh CJIOBa «IOKYMEHT» MOXE OyTH 3a3Hau€HO
HOTr0 KOHKpETHHUH BHJI (HaKa3, pO3MOPSKEHHS, aKT, OCAI0Ba IHCTPYKIis TOIIO).

Ipuknaou:

3 Haka30M O3HAMOMJICHUH:

oama Ocobucmuii nionuc Tsan TOPOBUN

3 MOCaI0BOIO IHCTPYKITIEI O3HAHOMIICHI:
27.12.2022  Ocobucmuii nionuc Isan TOPOBUN
27.12.2022  Ocobucmuu nionuc Inaa IBAHEHKO

Haka3u 000B’SI3KOBO TOBOASTHCS IO BiJioMa 0ciO, po3mopsiada 4YacTHHA SKHUX CTOCYEThCS abo
BCBOT'O MEAAroTiYHOTO KOJEKTHBY. BiamiTka mpo 03HAHOMIIGHHS 3 HAKa30M BKa3aHUMH B HBOMY
ocobamu poOUTHCS Ha MEPIIOMY MPUMIPHUKY HaKazy.

BiamiTKy npo 03HallOMJIEHHS 3 JOKYMEHTOM PO3MIIIYIOTh HUXKYE PeKBi3UTY «Iligmucy.

Haxasu HyMepyroThCsl B MOPSAKY iX BHAAHHS B MEXaX KaJCHIApPHOTO POKY; HaKa3W 3 OCHOBHOI
TSTIBHOCTI, PYXY Y4YHIB/BUXOBAHIIIB, aJMiHICTPATHUBHO-TOCHOIAPCHKUX, KAAPOBUX MHTAHb MAalOTh
OKpeMy TIOPSIIKOBY HYMEpalito. 3 METOI PO3pi3HEHHS TPyl Haka3iB J0 PEECTPAIHOTO i1HIEKCY
Hakazy uepes fedic A0aeThes JiTepHa BIAMITKA, HATPUKIIA/:

Haka3su 3 ocHOBHOI mistimbHOCTI - Ne 20-O/]

HaKa3M 3 aJIMIHICTPATUBHO-TOCIIOAAPCHKUX MUTaHb - Ne 20 a/r;

HaKa3!W 3 KQJAPOBUX MUTaHb TPUBAJIOTO TepMiHy 30epiranus - Ne 20- x/ Tp;
HaKa3! 3 KaJpOBUX NMUTaHb TAMYACOBOT'0 TepMiHY 30epiranus - Ne 20-x/Tm
Hakasu 3 pyxy yuHiB - Ne 20-y.

2. TIpoTokon - JOKYMEHT, Y sIKOMY (PiKCYEThCsl TIepeOir BeACHHS 3aciiaHb, YXBaJCHHS DIIICHBb
JOpaJYUMU Ta KOJIETialbHUMU OpTaHaMU, KOMICISIMU TOIIO.

2.1 TIpoTokonu 3aciiaHb MENAroTiYHUX pajJ, IHIIUX JOPaTYMX Ta KOJETiaJbHUX OpraHiB
CKJIQJIAlOThCsl B CTUCTIA (opmi. Y TPOTOKOJI, CKIAIEHOMY B CTHUCTIH (opmi, (BIKCYIOTBCS JIHUIIE
NpUKAHATI piteHHs 6e3 Aeranizalii nepediry o0roBopeHHs MUTaHHS.

VY pa3i motpebu 3a pileHHSIM 3arajabHUX 300piB (KOH(PEPEHIIIT) KOJIEKTUBY MTPOTOKOJHN 3arajibHUX
300piB (KOH(epeHLiT) KOJEKTUBY MOXKYTh CKJIQJIaTUCS Y MTOBHIH (opmi.

Hywmepanis mpoTokoJiB 3aciaHb MEAaroriyHoi pajd BEIEThCS B MEXaX HaBYAIBHOTO POKY,
MIPOTOKOJIIB BUOOPHUX OPraHiB - Y MEXax X MOBHOBAXKEHb.
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Hywmepartiis mpoTOKOJIiB BEAETHCS OKPEMO 32 KOKHOIO TPYIOI0 MIPOTOKOJIIB 3aCi/1aHb BiJMOBITHOTO
KOJIET1aIbHOTO OpPTaHy.

2.2. J1aToro MpOTOKOJIY € JaTa MPOBEICHHS 3aciJaHHS.

3aroJoBOK /10 TEKCTY NMPOTOKOIY Ma€ BigoOpakaTH BUJ 3aciaHHs (Hapana, 300pu, KOH(pepeHIis
ToI10) ab0 KOJeriaabHOi AISUIBHOCTI (KoMmicis, pana, 300pu, poOoda rpymna TOIIO) 1 BKIIOYATH Ha3BY
BUJY IOKYMEHTA.

TexcT MpOTOKOITY CKIIQAA€THCS 31 BCTYITHOT Ta OCHOBHOT YaCTHH.

VY BCTymHIN YaCTHHI TPOTOKOJY 3a3HAYAIOTHCS TPI3BUINA Ta 1HIIIAIN TOJIOBU 200 TOJIOBYFOYOTO HA
3aciaHHi, 300pax TOIIO, CEKpeTaps, 3aMPOIICHIX, a TAKOXK MPUCYTHIX OCI0.

VY pa3i motpebu 3a pilIeHHSM BiJIOBITHOTO OPraHy Y CHUCKY NMPHCYTHIX 3a3HAYAIOTHCS MOCA M
3ampoiieHux oci®é Ta HaliMEHyBaHHsS YCTaHOB. SIKIIO KUIBKICTh MPUCYTHIX mepeBuilye 15 ocib,
3a3HAYAETHCS 1X 3arajibHa KiJbKICTh 3 TOCUIAHHSIM Ha CIIUCOK, 10 I0JA€THCS 710 TIPOTOKOITY.

2.3. BerynmHa yacTWHa MICTUTBH TOPSAOK JIGHHHWH: TEPENiK PO3TIISHYTHX Ha 3acilaHHI MHUTaHb.
[Nopsimok neHHui MoKaeThCsl HAPUKIHII BCTYITHOT YaCTHHHU.

CrnoBa «Ilopsimok AeHHUI» APYKYIOTHCS BIJ MEXI1 JIIBOTO TIOJIS, MICIS HUX CTaBUTHCS JABOKpAIKa.
Koxne nmutanHs HymepyeTbes apaOcbkumu nudpamu i ApykyeThes 3 ab3aiy. PopMyBaHHS MHUTaHb y
MOPSIAKY IEHHOMY MOYUHAETHCS 3 MpUuMeHHHKA «[Ipoy.

2.4. OcHOBHa YacCTHHa MPOTOKOJY CKIAIA€ThCS 3 PO3ALIIB, SKi MAIOTh BIANOBINATH MYHKTaM
MOPSZIKY IEeHHOTO. Po311imu HyMepyroThes apabchkumu udpamu 1 Oy IYIOTBCS 338 TAKOKO CXEMOIO:

qutst ctucioi popmu mpotokodi: «CIIYXAJIN - YXBAJIWIIN»;
1t oBHOT popmu npotokoiiB: «CIITYXAJIN - BUCTVYIIWIIN - YXBAJININ».

[Micns cnoBa «CJITYXAJIM» 3 HOBOTO psiiKa 3a3HAYAIOTHCS MPI3BUINE Ta iHIIiamu (iHilian iMeHi)
KOKHOT'O JOITOBigaya.

VY noBHiit popmi nportokony micas cioBa «BUCTYIIMIINY dikcyroTbcss BUCTYIH THX OCiO, sIKi
B35UIM y4acTh B OOTOBOpPEHHI JOMOBiAI (MUTaHHS MOPSAKY JA€HHOro). Buctymu odopmiioroTbes B
MIPOTOKOJII 13 3a3HAUYEHHSIM MOCaJ, MPI3BUII Ta iHiMiamiB (iHiLialdy), IMEH JIOMOBiJa4iB y Ha3UBHOMY
B1JIMIHKY, BUKJIaICHHAM 3MICTY BUCTYITy a00 MUTaHHS, BIIOBI/II HA HBOTO.

2.5. TexcTy BUCTYMIB y MPOTOKOJII BUKJIAAI0THCSI Bl TPEThOT 0OCOOM OJTHUHH.

Texct abo Te3u AOmOBiAl, OGOpMICHI SIK OKpeMi TOKYMEHTH, A0 TEKCTy MPOTOKOIY HE
BKJIFOYarOThes. [licist BimoMocCTed Mmpo J0moBijiadya CTaBUTHCA TUPE 1 3a3HavaeThes «TeKeT JomoBii
JOJTAETHCS 10 MPOTOKOITYY.

[Micns cnoBa «YXBAJIMIIN» ¢ikcyeTbesi NMpUHHATE pIMICHHS 3 OOTOBOPIOBAHOTO MHTAHHS
MOPSIIKY JICHHOTO, SIKE Ma€ BKIJIIOYATH CKJIAJOBi, IO BiJNOBIAAalOTh HAa TaKi NMUTAHHI: KOMY, IIO
3pOOUTH 1 B SIKUI CTPOK.

VY pasi SKIo NpURMAETHCS PILIEHHS MPO CXBAJICHHS, MOTOJKEHHS, 3aTBEPIKEHHS JOKYMEHTA,
KWW OOTOBOPIOBABCS Ha 3acCiaHHI, e JOKYMEHT JOJAEThCS 10 MPOTOKOMY. 3a HAsSBHOCTI 1HIIHX
JIOKYMEHTIB, 10 PO3TJIsJAINCs Ha 3acigaHHi Ta (GakT oOroBopeHHsS sSKHX Oyio 3adiKCOBaHO B TEKCTI
MIPOTOKOJIY, BOHM HYMEPYIOTbCS apaOChKUMM Idpamu (Hampukiaj, AoAaTok 1, gomatok 2). Y
BIJIMOBIIHUX MYHKTaX MPOTOKOJIY MPOCTABIISIOTHCS MOCHIAHHS HA 11l TOAATKH.
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[IpoTokon migmuCye TOJIOBYIOUYHI Ha 3aciTaHHI KOJIETIANbHOTO (Opaadoro) opraHy Ta CeKpeTap
(3a HasgBHOCTI). [IpoTOKO 3acimaHb KOMICIH MIAMUCYIOTH YC1 WICHH KOMICII.

3. Jluctu ckIamarThCsA 3 METOK OOMiHY 1H(OpMali€l0 MiXK 3aKIaJOoM Ta OpraHaMH JEepPKaBHOT
BIIAJIM, OPTaHaMU MICIICBOTO CAMOBPSAYBaHHS, 1X IMOCAJOBHMH 1 CITYKOOBUMHU 0COOaMH, 3aKiaJaMu,
yCTaHOBaMH, OpraHizaIlisiMy Ta iIHIMUMHU (QI3UIHUMH 1 FOPUIMIHUMHA 0COO0aMHU.

brnanku nrcta MaroTh Taki PeKBI3UTH:
HaliMEHYBaHHS 3aCHOBHUKA (3aCHOBHUKIB) 3aKiany (Hanpukiaa, CHHIBChKA CLTbChKA pajia);
MOBHE HAaHMEHYBaHHS 3aKJIay BIATOBIIHO 10 YCTAHOBYMX JIOKYMEHTIB;

JOBIIKOB1 JIaHi Mpo 3akjaja (IOoIIToBa aapeca, HOMepU TenedoHiB, (akciB, paxyHKIB y OaHKY,
aJIpecy €JIEKTPOHHOI MOIITH TOIIIO).

PexBizuTn nmcra: nmara, peecTpamiiHUi 1HACKC, MOCWJIAHHS Ha pPEECTpaIliiHUMA 1HIEKC 1 JaTy
JIOKyMEHTa, Ha SKUM HAJA€ThCsS BIAMOBIAL (32 MOTpeOM), aapecaT, 3arojoBOK JIO TEKCTYy, TEKCT,
BiJIMITKa ITPO HASIBHICTH JOJIATKIB (3a MOTpeOH), MiAMUC, BIAMITKA PO BUKOHABIIS.

Jatoro nmcra € nata MOro miAMHMCaHHS, siKa Mae 30iraThca i3 JaTOK peecTparii BUXiTHOI
KOPECIIOHACHII1.

Texcr aucTa BHUKIANAETHCS BiJ MEpIIoi 0coOM MHOXHHHU 3 BUKOPHCTAHHSAM CIIB: «IPOCHUMO
MOBIJIOMHUTH...», «PO3’ICHIOEMO, II10...». 3a3BUYAl Y JIUCTI MOPYIITYETHCS OJTHE TTUTAHHS.

4. 3o00paxenns JlepxasHoro I'epba YkpaiHu po3MilIyeThcsl Ha OJIAHKaX JTOKYMEHTIB BIATIOBITHO
1o noctanoBu Bepxosnoi Panu Ykpaiau Big 19 motoro 1992 p. Ne 2137-XII «IIpo [epxaBHuii repod

Ykpainu».
3o06pakenns JlepxaBHoro I'epba YkpaiHM pO3MIIIYETHCS MO IEHTPY BEPXHBOTO TOJsA. Po3mip
300pa’keHHS CTAHOBUTH 17 MiJIIMETPiB 3aBBUIIKH, 12 MiniMeTpiB 3aBUIMPIIKH.

4. AKT - JOKYMEHT, CKJIaJICHUH TPYyIor Ocid Juisl 3aCBIAUYEHHSI BCTAaHOBJIEHUX (PakTiB ab0 MOJIM.
AT O(QOPMIIOIOTBCS 3a pe3yibTaTaMH peBi3iil (piHAHCOBO-TOCHOAAPCHKOI AISIBHOCTI, MiJ Yac
npuiiMaHHS-TIEpeJaBaHHs CIIPaB, CIIMCAHHS MaifHa TOIIIO.

JlaToro akTa € gaTa Moro CKiIaJaeHHS.
TekcT akTa CKIaJa€eThCsl 31 BCTYMHOI Ta KOHCTATYIOY0i YaCTHH.

VY BCTyINHINA YacTHHI 3a3HAYAIOTHCS TIJCTABU IS CKIAJaHHS aKTa Ta HA3MBAOTHCS OCOOM, SKi
CKJIaJIM aKT abo OyJH MPUCYTHI IPHU I[bOMY.

VY KOHCTaTyIOYiil YacTMHI BHKIQJAIOTBCS CYyTh, 3aBJAaHHSA, XapakTep BHUKOHAHOI pPOOOTH,
BCTaHOBJICHI (pakTh, Tporo3uili Ta BUCHOBKU. KoHcTaTyroya yacTHHa MOXe O(OpMIIIOBATHCS Yy
BUTJISITI TAOJIHUILIL.

Y KIHIII TEeKCTy akTa 3alucylTbCd JlaHl Mpo KUIbKICTh MPHUMIPHUKIB akTa Ta ix
MICIE3HAXOJKEHHS.

AKT miAnucyroTh yci ocolu, siki Opanu y4acTs y HOro CKiIaJaHHi.

Ocoba, ska Ma€e 3ayBaXCHHsS [0 3MICTYy aKTa, MAMKCYE HOTO 1 BHKJIAJA€ CBOIO TYMKY Ha
OKPEeMOMY apKyIili, SKUH JOJAETHCS IO aKTa.
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IV. Peecrpanis 10KyMeHTIB

1. JIOKyMEeHTH B 3aKJaJil peECTPYIOThCS LIEHTPATI30BaHO HE3AJEKHO BiJ CIOCOOY iX CTBOPEHHS,
OJlep>KaHHSA YM BIATBOPEHHA. Y 3aKjajii MOXKe 3aCTOCOBYBATHCS aBTOMaTH30BaHa ¢opMma peecTparii
JIOKYMEHTIB 3 BUKOPUCTAHHSIM CIICLIAIbHUX KOMIT IOTEPHUX MPOTPaAM.

2. Peectparisi TOKyMEHTIB 3AIHCHIOEThCS BIANOBIIHO A0 IIpaBwi opranizamii AiIoBOACTBA Ta
apxiBHOTO 30epiraHHs JOKyMEHTIB.

3. Peectpamisi OKyMEHTIB NPOBOJUTHCA 3 METOI 3a0e3MeueHHs iX O0O0JIIKY, KOHTPOIIO 3a
BUKOHAHHSM 1 ONEpAaTUBHUM BHUKOPUCTaHHIM iH(OpMAIii Ta MOJSArae y BeIEHHI 3ammucy OOJIKOBHX
JaHUX TPO TOKYMEHT, IKUM (iKCYeTbcsl (aKT CTBOPEHHS, BIIIMpPaBICHHA a00 OTpUMaHHS JOKYMEHTa
LUIIXOM TPOCTaBJIEHHS HAa HbOMY DPEECTPALHOrO iHJEKCY i3 3alMCOM Y BIANOBIAHUX XypHajax
(6a3ax aBTOMaTHU30BAaHUX CUCTEM) peecTparlii HeOOX1THUX BIJOMOCTEH MPO JOKYMEHT.

4. PeecTparii miuiaratoTh BX11Hi, BUXIJIHI Ta BHYTPIIIHI TOKYMEHTH (JIOBIIKH, JOTOBITHI 3aITUCKH,
3asiBH, IPOTOKOJIH 3aCi/laHb MEAaroriYHuX pajl, KOMIiCii TOIIO).

5. JIoKyMEeHTH PEECTPYIOThCS JIMINE OAWH pa3: BXIAHI - y JCHb HAAXOMKECHHS ab0 He Mi3HIIe
HACTYITHOTO pOo00YOro IHs, SKIIO MOKYMEHT HAIINIIOB y HepoOOuYMi dYac, CTBOPIOBaHI - y JEHBb
MiAMUCaHHs a00 3aTBEPIKEHHS.

6. JIOKyMeHTH, SIKI HaJIXOAAThb [0 3aKJIajy, PEECTPYIOThCS B JKypHal BXiJHOI KOPECTIOHIEHIII1, Ti,
IO BiANPAaBISAIOTECS,- Y KYpPHaJIl BUXIIHUX JOKYMEHTIB, BHYTPIIIHI - y JKypHaji BHYTpIIIHIX
JIOKYMEHTIB, HaKa3H! - y )KypHaJlaX peecTpalii Haka3iB.

[lepenik JOKYMEHTIB, IO HE MiAIATAIOTH PEECTpallii CHeliaJbHO NPU3HAYECHOIO JUIS LIHOTO
0c00010, HAaBEJICHO Y AonaTKy 4 no 1iei [HeTpykmii.

DopMy peecTpallifHOro KypHally Hakas3iB JUPEKTOpa 3aKiaay OCBITH HABEACHO y MOAATKY 5 o
uiei [HeTpykuii.

[MpumipHi dopmu peecTpamiiHUX >KypHaNiB BXIJHUX, BHUXIAHHMX, BHYTPIIIHIX JOKYMEHTIB
HaBE/ICHO y noaaTkax 6-7 o IlpaBui opranizarii JiI0BOJCTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.

7. JIOKyMEHTH PEECTPYIOTHCA 3a TPyMaMu 3aJeKHO BiJ Ha3BU BHUAY, aBTopa Ta 3MicTy. OKpemo
PEECTPYIOTHCSL:

BX1JTHI IOKyMEHTH;

HaKa3| 3 OCHOBHOI IisIJIBHOCTI;

HaKa3!u 3 pyxy yYHiB/BUXOBAHIIIB;

HaKa3| 3 aIMiHICTPATUBHO-TOCIIOIAPCHKUX MMUTAHB;

HaKa3| 3 KaJIpOBUX MUTaHb TPUBAJIOI0 30€piraHHs;;

HaKa3! 3 KaJIpOBUX NUTaHb TAMYACOBOI'0 CTPOKY 30€piraHHs;

BHYTpIIIHI JJOKyMEHTH (MIPOTOKONHW, JOBIJKH, JOTOBiJIHI, TOSCHIOBANIbHI 3alWCKH, 3asBU
MPaIiBHUKIB TOIIIO);

3BEPHEHHS TPOMAJIsH, y TOMY YHCIIi 0aThKiB a00 3aKOHHUX MPEICTaBHUKIB YUHIB;

3aMuTH Ha MyOi4Hy iH(opMaIlito.
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8. JlIokyMeHTH, 110 MepeAaloThCsl eNEKTPOHHOIO MOIITOK Yy CKaHOBaHiM (opmi 6e3 elIeKTPOHHOTrOo
u(ppoBOro MIANKUCY, PEECTPYIOTHCS OKPEMO BiJ IHIIUX JOKYMEHTIB 13 3a3HAYEHHSAM €JEKTPOHHOL
aJipecu BiJIIpaBHUKA Ta ajipecara.

9. Mig yac peecrpawii JOKYMEHTa HAJa€ThCS yYMOBHE IO3HAYECHHS - PEECTpALIMHUI i1HIEKC.
Ck1a/10B1 YaCTHHH PEECTPAIIIHHOTO 1HIEKCY JOKYMEHTA (KpiM 3BEPHEHBb I'POMAJISH) B1IOKPEMITIOIOTHCS
OJTHA BiJ OJJHOI MTPaBOOIYHOIO MOXUIIOK PUCKOTO.

10. JIms BXiTHUX TOKYMEHTIB PEECTPAIIMHUN 1HAEKC CKIATAEThCS 3 TMOPSIAKOBOTO HOMEpa Ta
inexcy crnpasu, Hanpukian Ne 01-07/30, ne 30 - mopsiiKoBUit HOMEpP AOKYMEHTa y Mexax poky, 01-07
- IHJIEKC CITPaBH 3a HOMEHKJIATYPOIO CITPaB.

11. V BuxigHoro (3a BHHATKOM Haka3iB, MPOTOKOIIB) JOKYMEHTAa PEeCTpaliifHUN 1HIIEKC
CKJIQIA€ThCS 13 1HJEKCY CIPaBH 32 HOMEHKJIATYPOI CIPaB Ta MOPSAKOBOro HoMepa, Hampukiag 01-
08/32, ne 01-08 - inmexc crpaBu 3a HOMEHKJIATYPOIO CHpaB, 32 - MOPAAKOBUNA HOMEpP AOKYMEHTa y
MeXax pPoKy.

V. CkiajaHHs HOMEHKJIATYPH CIIPaB

1. HomenknaTypa cmpaB - OOOB’A3KOBMH [UIs 3akjaly CHUCTEMAaTH30BaHHWH TepesliKk Ha3B
(3aroJioBKiB) cripas, 110 (OPMYIOTHCS 13 3a3HaUYEHHSAM CTPOKIB 30€piraHHs CIIpaB.

2. Homenknarypa cmpaB CTBOPIOETHCSI 3 METOIO0 BCTAHOBJIGHHS B 3aKJIaJll €IUHOTO TMOPSAKY
(dbopmyBaHHS crpaB, 3a0e3MeueHHs iX OOMIKY, ONMEPaTUBHOTO IMOMIYKY AOKYMEHTIB 3a iX 3MICTOM i
BUJIOM, BU3HAYCHHsI CTPOKIB 30€piraHHs CrpaB 1 € OCHOBOIO AJISl CKJIaJJaHHS OMUCIB CIpaB MOCTIHHOTO
ta TpuBayoro (rmoHaa 10 pokiB) 30epiraHHs, a TaKOX JJIs OO0JIKy crpaB TuM4acoBoro (o 10 pokis
BKJIFOYHO) 30epiraHHs.

3. Ckmananus ta oOpMIICHHS HOMEHKIIATYPH CIPAaB 3A1MCHIOETHCS BIATIOBITHO IO BUMOT TJIaBH
1 po3ainy IV IlpaBwi oprani3artiii ijJOBOJICTBA Ta apXiBHOTO 30epiraHHsI.

4. HomeHknatypa cmpaB 3akjiaay po3poONISe€ThCs BIAMOBIIAIBHOIO 0CO00I0 (BiANMOBIAANBEHUMHU
ocobamM) 3a Oprasizauilo JUI0BOACTBA Yy 3aKjajl 13 3alydyeHHsIM (axiBLIB CTPYKTYPHHUX MIIPO3LIIB
3aKnany (3a ix HasiBHOCTI).

5. Homenkmarypa cmpaB yXBaJTIOEThCS EKCIEPTHOIO Komiciero (mami - EK) 3akmany, sika
CTBOPIOETHCS BiIMOBITHO 10 3aKOHOIABCTBA.

6. KepiBHMK HOBOCTBOPEHOIrO 3akjiaay 3000B’s3aHMI HE Mi3HIIIE OJHOTO POKY 3 IOYaTKY
nismpHOCTI nonatu cxBajeHy EK 3akiiany HOMEHKIATypy CHpaB Ha pO3IJsij €KCHEepTHO-TEpEeBIpHIN
komicii (gami - EINIK) BinnosinHoro nepxasHoro apxiy, EK apxiBHOro Bijjiny pallOHHOI Iep>KaBHOI
aaMmiHicTpallii abo MICBKOI paju, y 30HI KOMIUIEKTYBaHHS SKOTO nepeOyBae 3akiai, JJIs MPOBEIACHHS
€KCHEePTU3U LIHHOCTI JOKYMEHTIB 3 METOI0 IX MOXKJIHMBOI'O BiJIHECEHHA IO JKeped (OpMyBaHHS
HamionansHoro apxiBHoro ¢onay (nani - HAD).

7. 3aknan, 10 HaJNeXUTb A0 Jokepen ¢opmyBaHHs HA®D, y mopanpmioMy IMOTOAXKYE CBOIO
HoMeHKatypy cnpas 3 EIIK BianoBiAHOTrO Aep>KaBHOTO apXiBy.

8. Bakyman, y IIsTIBHOCTI SIKOTO HE YTBOPIOKOTHCSA JOKyMeHTH HA®D, morokye HOMEHKIATYpPY
cupas 3 EK oprany ynpasiiHHs OCBITOIO.

9. HomenknaTypa crpaB 3akjiajy MiJJisirae moroUKeHHIO 3 BIATIOBITHUM Jep>KaBHUM apXiBoM a0o
OpPraHOM YIIPaBJIIHHS OCBITOIO OJMH pa3 Ha IISITh POKIB a00 HEBIAKIATHO B pa3l iICTOTHHUX 3MiH Y
(hopMi BIIaCHOCTI, CTPYKTYP1, PYHKIIISIX Ta XapakTrepl poOOTH.
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10. TToromxeny EIIK BiamoBigHoro aep:kaBHoro apxiBy ado EK oprany ymnpaBiiHHS OCBITOIO
HOMEHKJIATYPY CIIPaB 3aTBEPIKYE KEPIBHUK 3aKIIAIYy.

11. HanpukiHIli pOKy HOMEHKJIATypa CIpaB 3aKPUBAETHCS TT1JICYMKOBUM 3aIIFICOM PO KaTeropii Ta
KUIBKICTh CIIPaB, 3aBEJICHHUX y BiMIOBIAHOMY POIIi.

12. HomenknaTtypa cmnpaB HOpoKy (He mi3Hime 20 TpyaHs) YTOYHIOETHCS, 3aTBEPIKYETHCA
KEepIBHUKOM 3aKJIaJy Ta BBOJUTHCA B it0 3 01 CIYHS HACTYIHOTO POKY.

VI. ®opmyBaHHs cnipaB, 30epiraHHsi T0KyMeHTIB

1. ®opmyBaHHS cCHOpaB — TpYINyBaHHS BHKOHAHHUX JOKYMEHTIB Yy CIIpaBd BIJAMOBIAHO [0
HOMEHKJIATYPH CIIPaB.

2. ®opMmyBaHHS CHOpaB 3akKiaay 3AIMCHIOETBCS 3 JOTpUMaHHsAM BuUMoOr [IpaBun opranizarii
JIIIOBOJCTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Haka3u 3 OCHOBHOI JisUTBHOCTI 3aKiajy, aJMiHICTPaTHUBHO-TOCIIOJAAPCHKUX, KaJIpPOBUX NMUTAHb
Ta pyXy Y4YHIB/BUXOBAHIIIB TPYNYIOTHCS B Pi3HI CIIPaBH Y XPOHOJOTIYHOMY TOPSIIKY BIJMOBIIHO /10 iX
BUJIIB Ta CTPOKIB 30epiranHs.

4. JlokyMeHTH, 3aTBEpAKE€HI HaKa30M KEpiBHHUKA 3aKJanay, € JOJAaTKaMU O HbOTO 1 FPYMYIOThCS
Pa3oM i3 UM PO3NOPSIIYMM JOKYMEHTOM.

5. JlucTyBaHHS TpynyeTbes 3a 3MICTOM 1 KOPECHOHJIEHTCHKOIO O3HAKOI0 Ta CHCTEMAaTU3YEThCS B
XPOHOJIOTTYHOMY HOPSIIKY: TOKYMEHT-BIANOBIAb PO3MILIYETHCA 33 JOKYMEHTOM-3aIIUTOM.

6. AndaBiTHa KHUTA Y4HIB/BHXOBAHIIIB, )KypHaJM OOJIKy NpPOMYIIEHUX 1 3aMIHEHUX YpPOKIB,
KHUTH OOJIIKY Ta BHJAYl CBIJIONTB 1 JIOJATKIB JO CBIJONTB IPO 0a30BY 3arajibHy CEPEIHIO OCBITY,
aTecTaTiB Ta JOJATKIB /IO aTeCTaTiB MPO IMOBHY 3arajibHy CEPEIHI0 OCBITY, 30JIOTUX Memaneil «3a
BHUCOKI JIOCATHEHHsS Yy HaBYaHHI» Ta CpiOHMX Menanedl «3a JOCATHEHHS Yy HaBYaHHI»
MPOIIHYPOBYIOThCS, @ CTOPIHKH HYyMepYIOThes. Ha ocTanHiil CTOPIHII KypHAITy/KHUTH POOUTHCS 3aIHC
PO KUIBKICTh CTOPIHOK Y JKypHali/KHM31, IO MiANHCYe KEepiBHUK 3akmany. [ligmuc kepiBHUKa
CKPITUTFOETHCS MTEYATKOO 3aKIaay (32 HassBHOCTI).

7. Y pa3i noTpeOu 3a pilIeHHAM IeJaroridyHol paau y 3akijajl MOXYTh CTBOPIOBATUCS Ta BECTHCA
1HIII )KypHaIU (KypHaJl IPAaKTUYHOTO IICUXO0JIOTa, COLIAIbHOTO MeIarora Touio).

VII. Excnieprusa ninHocTi 1okymeHTiB. Ilopsiiok miaroroBku cnpas 10
nepeJaHHs I apXiBHOIo 30epiraHHs

1. EkcriepTr3a MiHHOCTI TOKYMEHTIB Ta MOPSIOK MiATOTOBKU CIPaB 10 NEPeAaHHs Uil apXiBHOTO
30epiraHHs 3IIMCHIOIOTHCS Ha Tijactai [IpaBwn opranizamii IijOBOJICTBA Ta apXiBHOTO 30epiraHHS
JIOKYMEHTIB.

CrnemianpHi BUMOTH J0 €KCIEPTH3U IIHHOCTI JOKYMEHTIB Ta TMOPSAKY MIATOTOBKH CIIPaB 10
nepeaHHs A apXiBHOTO 30epiranus 3akiay nependaueti 1ieto [HeTpyKiero.

2. Jlns oprasizamii Ta IpPOBEJEHHS EKCIEPTH3U LIHHOCTI JOKYMEHTIB, IO YTBOPWUJIHUCS Y
TTOBOACTBI 3aKiaay, Ta MOJAHHS PE3yNbTaTiB €KCIEePTU3U LIHHOCTI JOKyMeHTiB Ha po3rian EIK
nepxkaBHoro apxiBy (EK apxiBHoOro Biiauny pailoHHOI JAep>kKaBHOI aaMiHIcTpallii abo MIChKOI paju)
yrBoproethecsi EK 3aknmany. CtBopennss EK Ta opranizamis ii poOoTH 311iCHIOIOTHCS BIATOBIIHO 10
nocranoBu KabOinery MinictpiB Ykpainu Bim 08 cepmas 2007 poxy Ne 1004 «IIpo mpoBeneHHS
eKCIIePTH3U I[IHHOCTI JOKYMEHTIB» Ta Hakazy MiHictepcTBa rocTuiii Ykpainu Big 19 uepBus 2013
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poky Ne 1227/5 «IIpo 3aTBep/pkeHHS THUIIOBOTO MOJOXKEHHS NP0 EKCIEPTHY KOMICIIO Jep)KaBHOTO
OpraHy, OpraHy MiCIIEBOTO CaMOBPSITyBaHHS, AEPKABHOTO 1 KOMYHAJIBHOTO MiAIPUEMCTBA, YCTAHOBU
Ta oprasizauii», 3apeectpoBaHoro B MiHictepcTBi rocTulii Ykpainu 25 yepBHs 2013 poky 3a Ne
1062/23594.

Cknax EK Ta monoxeHHs ipo Hei 3aTBEp/KYIOThCS HaKa30oM KepiBHHMKA 3akiany. I'oimooro EK
MPU3HAYAETHCS OJUH 13 3aCTYNHHUKIB KEpIBHUKA 3aKJaay, CEKpeTapeM - ocoba, BiANOBigambHa 3a
JIOKYMEHTH, 110 MiJJISTraioTh 30epiraHHIo Ta NepejaHHIO B apXiB.

o cxnany EK 3aknamy 3a iX 3roJjor0 MOXYTh BXOJAWTH MPEACTABHUKU apXiBHUX YCTaHOB, OPTaHy
BHIIIOTO PiBHS (BIAMOBITHOTO OpTaHy YIPaBIiHHSA OCBITOI), METOAUYHHX IIEHTPIB, MpodeciiHux
CIILIOK, TX 00’ €IHAHbD.

3. Copasu noctiiftHOro ta TpuBajoro (monax 10 pokiB) 30epiranHs mepenarThCs Ha 30epiraHHs
oco0i, BIAMOBIANBbHIA 3a apXiB, 3a OINKCAaMH, IO CKJIATAIOThCS OCOOAMH, BIJIMOBIJAJILHUMHU 3a
(hopMyBaHHS CIpaB 3 BiJINOBIHOTO HAIPSIMY.

[TpuiiHATTS KOXKHOI CIIPAaBH 3A1MCHIOETHCS Yy IPUCYTHOCTI MpAaIliBHUKA, SIKUN TIEpea€ TOKyMEHTH.

4. YV KiHLI KOXXHOTO NpPUMIpHUKa omucy oco0a, BIANOBiAaNbHA 3a apXiB 3akjaly, HNPOCTaBIIsE
MIJOUC LOA0 MPUHHATTS cOpaB 3 OOOB’SI3KOBMM 3a3HAUYEHHSM KUIBKOCTI (IU(ppaMHu 1 CIIOBaMH)
nepeJaHuX CIpaB 1 3a3Havyae aary.

5. Ilicnst mpUAHATTA CIIpaB MOCTIHHOTO Ta TpuBayoro (monazn 10 pokiB) 30epiraHHs, 3 KaJpoBUX
NMUTaHb 0co0a, BIAMOBIJaNbHA 3a apxiB 3akiady, Ha MiJCTaBl OMHCIB CIpaB, 3a SKUMH 3[1HCHEHO
MPUKAHATTS JOKYMEHTIB, 32 BCTAHOBIICHOIO (DOPMOTO TOTY€E PiuHi pO3/A1JIN 3BEACHUX OIUCIB CIPAB:

nocTiiHoro 30epiranus (y 3akiaii, o € JKepenom GopmyBanus HAD);
TpuBasoro (moxaxa 10 pokiB) 30epiranHs;
3 KaJIpOBUX MTUTaHb.

Oco0010, BIAMOBIIATIBHOO 32 apXiB, CKJIAJA€THCS aKT PO BUIYYEHHS IS 3HUIICHHS TIOKYMEHTIB,
He BHeceHux 10 HAD.

6. 3BeJIeHHI OMHC CIIPaB MOCTIHHOTO 30€piraHHs CKIAJAEThCs Y YOTUPHbOX mpuMipHUKax. [Ticis
cxBajeHHs1 EIIK meprkaBHOTO apXiBy Ta 3aTBEpKEHHS KEPIBHHUKOM 3aKJIaay OJWH HOTO MPUMIPHHK
HaNpaBISIETBCS  JIEp)KaBHIM apXiBHIM yCTaHOBI YM apxiBHOMY BIJJiTy MICBKOI paad, Yy 30HI
KOMIUIEKTYBaHHS SIKOTO TiepeOyBae 3akiaj, IPYrHil MPUMIPHUK 30epira€TbCs sIK HEAOTOPKAHUN
0c00010, BIAMOBIZATBHOIO 32 apXiB 3aKJIAAy, TPETii, YSTBEPTHHA - BUKOPUCTOBYIOTHCS Yy 3aKJIazl JUis
MTOTOYHOTO TONIYKY CITpaB 1 y pasi iX mepeaaHHs Ha MOCTiiHEe 30epiraHHs HaIXOATh 10 BiAMOBIAHOT
apxiBHOI yCTaHOBH.

7. 3Benenuii ornuc TpuBasnoro (rmoHaa 10 pokiB) 30epiraHHs CKIAAAETHCS y TPHOX MPHUMIPHHUKAX.
Jlo HBOTO BKITIOYAIOTHCS TAKOXK CIIPABH, SKi 32 HOMEHKJIATYPOIO CIIPAaB MAIOTh CTPOK 30epiraHHs «II0
mikBiganii 3aknaay». [licas cxpanennst EK 3akiany npuMipHUKH ONUCY HANIPaBIISIOTHCS HA CXBaJICHHS
EK oprany ympaBniHHs ocBitoro. Ilicisi moBepHEHHsS BCIX NPUMIPHUKIB OMHUCY HOTO 3aTBEPAXKYE
KepiBHUK 3akiafny. [lepmmii mpuMipHHUK omHCy 30epiraeThCs B 3aKjaai sIK HEJOTOPKAHUM, APYTHH - €
poOoYMM 1 BUKOPHCTOBYETHCS JJIsi IMOTOYHOTO TMONIYKY CIpaB, TPETiH MOKe HAJICHUIATHCSA IS
KOHTPOJIIO BiJMIOBITHOMY OpraHy YIpaBJIiHHS OCBITOO.

8. Ommc CIIpaB 3 KaJIpOBUX IMUTAHb CKIIAAAE€THCA Y BaKHaI[i, SIKUM:

€ xepenom popmyBanHs HA® - y TppOX MpUMipHHUKAX;
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He € jpKepesioM popmyBaHHI HAD - y 1BOX MpUMipHHUKaX.

9. 3aroioBKM crpaB OMHUCY 3 KAJPOBUX MUTaHb CHUCTEMATHU3YIOTHCS 32 HOMIHAIBHOIO O3HAKOIO
(rpymyBaHHS B OJIHY CIIPaBy JIOKYMEHTIB OJTHOTO BU/Y) Y TaKii MOCIITIOBHOCTI:

HaKa3M KepiBHHUKA 3aKJIaAy 3 KaJpOBUX MMUTAHb;

HaKa3W KePiBHUKA 3aKJIaay 3 pyXy yYHIB/BUXOBAHIIIB;

00JIIKOB1 TOKYMEHTH;

CIUCKHU y4YHIB/BUXOBaHIIIB (aj¢aBiTHA KHUTA YUHIB/BUXOBAHIIIB);
KYpHAJIM peecTpallii Haka3iB 3 KaJpOBHX MHUTaHb;

0c000BI CTIpaBH MpaIliBHUKIB,

KOHTPAKTH, TPYOB1 IOTOBOPH;

JIOKYMEHTH Tpo Tapudikauito (Tapudikariiiti BiTOMOCTI (CIIUCKH));
JIOKYMEHTH TIPO MPOBEICHHS JIEP>KaBHOT arecTarlii;

KHHUTU OOJIIKY 1 BUJIaul CBIJOITB Ta JOJATKIB JI0 CBIJAOILTB PO 0a30BY 3arajibHy CEpeIHIO OCBITY;
aTecTaTiB Ta JOAATKIB /10 aTeCTaTiB MpPO IOBHY 3arajbHy CEpEIHIO OCBITYy, 30J0THX Menaied «3a
BHCOKI JJOCSATHEHHS Y HABYaHHI» Ta CpIOHUX Meaanel «3a JOCSITHEHHS Y HaBYaHHI»;

JOKYMEHTH TPO HEUIaCHI BUMAAKH (aKTH, TPOTOKOJIH, BUCHOBKH, JKypPHAJIH);
KYpHAIIU peecTparlii oci0, MOTePIiINX BiJl HEIIACHUX BHUIIA]IKIB;

KYpHaJIH 00JIKY pyXy TPYAOBHX KHIIKOK Ta BKJIAJIOK JI0 HUX;

YKypHaJI peecTparii Haka3iB 3 pyXy Y4HIB/BUXOBAaHIIIB;

He3aTpeOyBaHi 0COOHMCTI JOKYMEHTH MPALliBHUKIB (TPYIOBI KHUKKH).

10. Oco6oBi cipaBu BHOCSTHCS 10 ONHUCY 32 POKOM 3BUIBHEHHS MPALIBHUKA 1 CUCTEMATU3YIOThCS
3a MPIi3BUIIIAMH 3BIJIbHEHUX MPAIIBHUKIB B aJIPaBITHOMY MOPSIKY.

11. 3Beneni onucu crpaB MocTiiiHOrO, TpuBajoro (monaj 10 pokiB) 30epiraHHs, 3 KaJIpOBUX
MUTAaHb Ta aKT MPO BHJIYYCHHS /IS 3HUIICHHS JOKyMEHTIB, He BHeceHHX 10 HA®D (mam - akt mpo
BIJIYYEHHS JJIs 3HUILEHHS JOKYMEHTIB), po3risinatotecs EK 3aknany onHouacHo.

12. 3akman, mo € mxepenom ¢opmyBanHs HA®, ommcu cmpaB mocTiifiHOro 30epiraHHs Ta 3
KaJpOBUX NMUTAHb PA30M 3 aKTaMH IPO BUIIYUCHHS JUIS 3HUIIEHHS JOKYMEHTIB micis cxBajieHHs ix EK
3axsany noaae Ha posrisaa EINK BiAmOBiZHOTO 1ep>kaBHOTO apXiBy.

13. 3axman, mo He € KepenoM dopmyBanHs HA®D, onucu crnpaB 3 KaJpoOBUX MUTAaHb Pa3oM 3
aKTaMU PO BUJTYUYCHHS JJIsl 3HHUILEHHS JOKYMEHTIB micis cxBaneHHs ix EK 3aknany monmae Ha po3risin
EK apxiBHOrO Bijjiyly pailoHHOI Jep>kaBHOI aaMiHICTparii abo apxXiBHOTO BIAJAUTY MICBKOI paju.
Onucu cnpas Tpuanoro (moHaa 10 pokiB) 30epiranus micis cxBaneHHs EK 3aknmamy momatotbes Ha
posrsia EK oprany ynpapmiHHS OCBITOO.

14. Tloromxeni (cxBajeHi) akTH MPO BWJIYYEHHS [JIsl 3HUIICHHS JOKYMEHTIB, HE BHECEHHX IO
HA®, 3aTBep/KyIOThCS KEPIBHUKOM 3aKIIay.
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15. Iicns 3aTBCPIPKCHHA aKTa PO BWIYUYCHHSA JIS1 3HUIICHHSA ,Z[OKYMCHTiB 3aKJjIaJl Mae€ IIpaBo
SHUIIWUTH JOKYMCHTHU.

16. KepiBHHK 3akiiaqy 3000B’s13aHHUI 3a0€311€UUTH 30€PEKECHHS TJOKYMEHTIB, a Y pa3i BKIIOUCHHS
3aKIaay 0 CIUCKY IOPUAUYHUX OCi0 - pkepen GopmyBanHs HA®D micis 3akiHUEHHS BCTAHOBIICHUX
IPaHUYHHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKkjaji - 3a0e3MeuuTH NepeaaHHs TOKYMEHTIB IS
MOCTIHHOTO 30epiraHHs J0 BiAMOBIAHOI JEpKaBHOI apXiBHOI YCTAHOBH YU apXiBHOTO BTy MiChKOT
panu.
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Homatox 1
1o [HeTpyKIii 3 1JT0BOICTBA
KamyctuHcbkoro ninero

L

CHUHIBCBHKA CUIbCBKA PAJIA
KAITYCTUHCBbKHUM JIIIEN
CHHIBCBHKOI CVIbCBKOI PAJIU CYMCBKOI OBJIACTI

( KamycTuHCHKM JTineii)
Byua. beiBebka, 1, ¢. Kanyctunui, Pomencbkuii p-H., Cymcbka 00.1. 42521.
E-mail: 24014900@mail.gov.ua, https://kapustincischool.e-schools.info/m/
Kox €JIPITIOY 24014900

02.01.2022 Ne 01-08/05 Ha Ne  Bin02.01.2022

JupekTop Oxkcana CIPUK

Cipux Oxcana 0960877709
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JonaTok 2
1o [HeTpykIii 3 TI0BOACTBA
KamyctuHcbkoro ninero

CHUHIBCBHKA CUIbCbKA PAJIA
KAITYCTUHCBKHM JIIIEHR
CHUHIBCBHKOI CVIbCBKOI PAJIM CYMCBKOI OBJIACTI

HAKA3

27.12.2022 c. Kanycrunui Ne 03-OJ1,

22



HonaTok 3
no [HeTpyKIii 3 aimoBoACTBa
KamycTHHCBKTO JiIero

BUMOI'M
10 0OpMJICHHSI JOKYMEHTIB, 10 BUTOTOBJSIIOTHCH 32 J0IIOMOTI 010
KOMII’I0TEPHOI TeXHIiKH

1. JInst npyKyBaHHSI TEKCTIB CIIY’)KOOBUX JOKYMEHTIB BUKOPHUCTOBYETHCS TapHiTypa Times New
Roman, mpugt — posmipom 12-14 npykapcbkux MyHKTiB. Jl03BOJIIE€THCSI BUKOPHCTOBYBATH LIPUDT
po3mipoM 8-12 npykapchKUX MYHKTIB JUIsl IPYKYBaHHSI PEKBI3UTIB «J{OBIIKOBI JaHi MPO HOPUIAUYHY
oco0y», «Koxn ropunmunoi ocobu», «BigoMocTi mNpo BHKOHABIS JIOKYMEHTa», BHHOCOK,
MOSICHIOBAJIbHUX HAITUCIB 10 OKPEMHX €JIEMEHTIB TEKCTY TOKYMEHTa TOIIO.

Jns npykyBaHHSA pekBi3uTy «Ha3Ba BHIy JOKyMEHTa» MOKHA BUKOPHCTOBYBATH DPO3PiMKECHHN
mpudT po3mipom 14—16 npykapchKuX MyHKTIB.

Hns apykyBaHHa  pekBi3uTiB  «HaliMeHyBaHHa  ropuanuHoi ocoOmy», «HaliMenyBaHHs
CTPYKTYPHOTO MiAPO3iTy PUIUIHOI ocoOuy», «Ha3Ba BHIYy JOKYMEHTa» Ta «3arojoBOK 10 TEKCTY
JIOKYMEHTa» TOMyCTHMO BUKOPHCTOBYBATH HAMIBXUPHUMN MPAMHUI MIPUPT.

2. TekcT nOoKyMeHTIB Ha apkymax nanepy (gopmaty A4 pekoMeHI0BaHO ApyKyBatu udepes 1-1,5
MDKPSIKOBHX iHTepBaiH, a ¢opmary AS — depe3 1 mixkpsaakoBuii iHtepBai. Ilin yac odopmieHHs
o(OpMIICHHS IOKYMEHTIB, 3a MOTPEOH, MOXKHA 3aCTOCOBYBATH 1HIIN MIKPSIKOBI IHTEPBAIIH.

bnanku 1OKyMEHTIB MOBUHHI MaTH Taki MoJst (MUTIMETpIB):
30 - miBe;

10 - mpasge;

20 - BepxHE Ta HIKHE.

PekBi3uTu nOKyMeHTa (KpiM TEKCTY), IO CKJIAJAIOThCA 3 KUIBKOX psKiB («J{oBiAKOBI naHi mpo
IOpUJIMYHY 0CO0Yy», «3arojloBOK /0 TEKCTY IOKyMeHTa», «BiamiTka mpo HasSBHICTH IT0JATKIBY),
JIPYKYIOTh uepe3 1 MKpsIIKOBUH 1HTEpBaJl.

CkiamoBi 4YaCTUHM pEKBI3UTIB «Anpecar», «['pud 3aTBepIKeHHS JOKyMeHTa», «l'pud
MOTOJKEHHS (CXBaJEeHHs) JOKYMEHTa» BiJIOKPEMIIIOIOTh OJUH BiJ OAHOro 4epe3 1,5 MiKpsSAKOBUI
1HTEpBaJl.

PexBi3uTH 1OKyMEHTa BiIOKPEMJTIOIOTh OJIMH BiJ OJHOTO Yepe3 1,5—3 MIKPSIKOBUX IHTEPBAJIH.

3. PexBizutu «HaliMeHyBaHHS IOpUIMYHOI 0COOM BHUILOTO DPiBHs», «HaliMeHyBaHHS IOPUANYHOT
ocobmn», «Hazpa BUIly TOKyMEHTa» IPYKYIOTh BEIMKUMHU JITEPAMHU.

4. PosmmdpyBanHs mignucy B pekBizutTi «lligmuc» ApyKylOTh Ha PiBHI OCTaHHBOTO PsKa
HallMEHYBAaHHS IIOCA/IH.
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5. MakcuManbHa JOBXHHA psjaKa OaraTOpsIKOBUX peKBi3UTIB (OkpiM pekBi3utTy «Tekcr
JOKyMeHTa») — 73 MM (28 ApyKoBaHUX 3HaKiB).

SIKIIo 3arosoBOK 0 TEKCTYy JOKyMeHTa mepeBuinye 150 apykoBaHMX 3HaKiB (5 psaKiB), HOTO
JI03BOJICHO MPOJIOBKYBATH JI0 MEXi MpaBoro mouist. Kpanky B KiHII 3ar0JIOBKa HE CTABIISITh.

6. Ilin yac opopmIIeHHS AOKYMEHTIB MOTPIOHO TOTPUMYBATHUCS TaKUX BIJICTYIIIB BiJl MEXI1 JIBOTO
10JI JOKYMEHTa!

10 MM — n7ist a03aIMiB y TEKCTi;
90 MM — 117151 PEKBI3UTY «AdpecaTy;

100 Mmm—uansa pekBi3uTiB «'pud 3aTBepmkeHHsT JoKyMeHTa» Ta «['pud oOMexxkeHHs AOCTYIy N0
JIOKYMEHTA;

125 MM —1s1 po3mmdpyBaHHs MIAMACY B pekBi3uTI «Iliamucy.

He poOnsTh BiACcTyn Bif MeXi JIBOrO MoJis JUIs PEKBI3UTIB «Jlata qoKyMeHTa», «3arojoBOK 0
TEKCTy JA0KyMeHTa», «TekcT nokymeHTa» (06e3 ab3auiB), «BigmiTka Mpo HasBHICTh J0JATKiB», «Biza
nokymeHTta», «['pu¢ moromxeHHs (cxBalieHHS) TOKyMeHTa», «BimmiTka mpo 3acBiq4eHHA KOmMil
JOKyMEHTa», «B10MOCTI Mpo BUKOHABIIS TOKYMEHTa», «BiMiTka mpo 03HaOMIIEHHS 3 JOKYMEHTOM,
«BiamiTka Mpo BUKOHAHHSA JOKYMEHTa», HAWMEHYBaHHS MMOCaau B pekBi3uTi «lliamucy», a Takox ciiB
«CIIYXAJIN», «BUCTYITUJIN, «BUPILINIIN», «YXBAJINIIN», «HAKA3VYIO»,
30BOB’A3VIO».

7. Y pa3i HasABHOCTI KiTbKOX TpU(IB 3aTBEP/KCHHS 1 TOTOPKEHHS (CXBAJCHHS) JTOKYMEHTa
nepmuid Tpud APYKyoOTh 0€3 BIICTYIy BiJl MEXI JiBOro mouss, Apyruii — dvepe3 100 MM Big Mexi
JTBOTO TOJIS.

8. SIKIIIo B TEKCTI JOKYMEHTA € TIOCHJIAHHS Ha JIOJAAaTKH a00 Ha JIOKYMEHT, 1[0 CTaB ITiJICTABOIO JJIs
Horo miAroToBKH (BUAaHHA), cioBa «JlogaTok» 1 «IlizcraBay apykyroTh 0€3 BIACTYIY BiJ MEXi JIIBOTO
TOJIsI, @ TEKCT 10 HUX — Yepe3 | MDKpSAKOBUHN 1HTEpBaJ.

9. iz yac opopMIICHHS JTOKYMEHTIB Ha JBOX 1 OlnblIe CTOpIHKax Apyra Ta HACTYIHI CTOPIHKH
MaroTh OyTU IPOHYMEPOBaHI.

Homepu cTOpiHOK CTaBIsATH MOCEPEAMHI BEPXHBOTO IO apKymia apadbchkumu mudpamu 6e3
3a3HAYCHHS CJI0BA «CTOPiIHKA» Ta PO3IOBUX 3HAKIB. [lepiry cTOpiHKY HE HYyMEPYIOTh.

CTOpiHKH TOKYMEHTA 1 KOXKHOTO 3 JJOJAaTKIB MAalOTh OKPEMY HyMEpaIliio.

10. TexcTn DOKYMEHTIB TMOCTiifHOrO Ta TpuBayioro (moHaa 10 pokiB) 30epiraHHs APYKYIOTh Ha
oxHOMY Oori apkyma. JIOKyMEHTH THMYacoBOTO CTPOKy (1o 10 pokiB BKJIFOYHO) 30epiraHHs MOXHA
JIPYKYBaTH Ha JIUIIbOBOMY 1 3BOPOTHOMY OOIIi apKyIIia.
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Honatok 4
1o [HeTpykIii 3 11JI0BOACTBA
KamycTtunacbkoro minero

INEPEJIIK
JOKYMEHTIB, HA SIKUX MIANHUC MOCAT0BOI 0CO0H 3aCBITUY€ETHCS BiIOMTKOM
NMeYaTKU 3aKJIaay

1. Aktu (BUKOHAaHHS pOOIT, CNUCAaHHA MaTepiaJbHUX I[IHHOCTEW, ()IHAHCOBUX IEPEBIPOK,
BWJTYYCHHS JIOKYMEHTIB JUIS 3HUILCHHS, IEPEAaBaHHs CIPaB TOIIO).

2. JloBigku (Ipo BUKOPUCTAHHS OIOKETHUX ACUTHYBaHb Ha 3apoOiTHY IUIATy, HapaxoBaHy i3
3apo0iTHOT TUIATH TOIIIO).

3. JloroBopu (1po martepiajabHy BiJNOBIIANbHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHUIITBO, HMiAPSIH,
OpeHAY NPUMILIEHb, BAKOHAHHA POOIT TOLIO).

4. JlokyMeHTH (IOBIAKH, TTOCBITYCHHS TOIO), IO 3aCBITYYIOTH MpaBa TPOMAISH 1 IOPUIUYHUX
oci0.

5. JlopydeHHsI Ha OJiep>KaHHsS TOBApHO-MaTEPlaIbHUX IIIHHOCTEH.

6. 3aBaaHHs (Ha NPOEKTYBaHHs 00’€KTIB, TEXHIYHUX CIIOPY[, KamiTajabHe OyJIBHUITBO, TEXHIYHI
TOIIIO).

7. 3pa3ku BiIOWTKIB M€YATOK 1 MiJIMUCIB MPAI[IBHUKIB, SIKI MalOTh MPaBO 3/I1HCHIOBATH (PIHAHCOBO-
rOCHoJapCchKi orneparii.

8. Komrropuc BuTpar (Ha KaJIbKYJIALIIO 32 JOTOBOPOM, Ha KalliTalbHe OYAIBHUITBO TOIIIO).
9. Jluctu rapanTiiiHi (Ha BUKOHAHHS poOiT, HAJaHHS MTOCTYT TOIIIO).

10. Onucu cpas noctiitHoro, TpuBaioro (moHax 10 pokiB) 30epiraHss, 3 KaAPOBUX MUTaHb.
11. IlItaTHi po3nucH.

12. TpynoBi KHUKKH.
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HonaTok 5

1o [HeTpykIii 3 1iJI0BOICTBA
KamycTtunacbkoro minero

PEECTPAIIMHUM ) KYPHAJI
HaKa3iB KepIBHUKA 3aKJIaxy

Peectpaniiinuii |[laTa Haka3zy| 3aroyioBOK HaKazy [Ipi3Buie, [Ipi3Bue, [pumitku
1HAEKC (HOMED) 1HILIaTU 1HIL1aTIN
Hakazy MpaliBHUKA, HA | BIAMOBIAANBHOL
SIKOT'O TTOKJIaIeHUI ocobu
KOHTPOJIb 32 |(BIAMOBiIaTbHUX
BUKOHAHHS HaKa3y 0ci0)
1 2 3 4 5 6
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JonaTtok 6
1o [HeTpykIii 3 AI0BOACTBA

KamyctuHcbkoro ninero

KYPHAJI
peecTpanii BXiTHUX JOKYMEHTIiB*

Jlata KopecnonaeHr, KopoTtkuii Pe3oumromis, [Tigmuc ocobu, | Bigmitka mpo
HA/IXOJUKEHHS | J1aTa Ta iHIeKC 3MiCT BIJIMIOBIJAJIGHUH | sKa OTpuUMaia BUKOHAHHS
Ta iHAEKC 0JIepKaHOTO BUKOHABEIIb JOKYMEHT JIOKyMEHTa
JTIOKYMEHTa JTIOKYMEHTa
1 2 3 4 5 6
®opmar A4 (210 x 297).

*V pa3i notpedu KypHaia MOKe JOTIOBHIOBATHUCS JTOJATKOBUMU IpadaMu Ta KOPUTYBATHUCS.
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KYPHAJI

Honatok 7
1o [HeTpyKIii 3 1iT0BOACTBA
KamyctuHcbkoro ninero

peecTpamnii BUXiTHUX JOKYMEHTIB*

Jata Ta ingexc | KopecnonmeHt KopoTkwuii 3micT [IpizBumia, inimianu ocoou, | I[lpumitka
JTIOKyMEHTa sKa MiAnrUcana JOKyMEHT,
Ta BUKOHABIIS JIOKYMEHTA
1 2 3 4 5
®opmar A4 (210 x 297).

*V pa3i notpedu )KypHaa MOKe JIOMOBHIOBATHCS 10AaTKOBUMHU I'pad)amMu Ta KOPUTYBATHUCS.
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