. vy
I

MIHICTEPCTBO OCBITU I HAYKHU YKPAIHU

HAKA3
25.06.2018 Ne 676

3apeecTpoBano B MiHicTepcTBi
cThii Ykpainu

11 Bepecns 2018 p.

3a Ne 1028/32480

IIpo 3aTBepaxenHs IHCTPYKIiI 3 AIJI0BOACTBA Yy 3aKJIa1aX
3arajibHOI cepeIHbOI OCBIiTH

Biamosigno g0 nyHkty 8 [TomoxkeHHs mnpo MIiHICTEpCTBO OCBITH 1 HayKd YKpaiHH,
3aTBepIKEHOT0 moctaHoBor0 Kabinery MinictpiB Ykpainu Big 16 sxoBtHs 2014 poky Ne
630, nyakty 369 mnmany npioputeTHux aAii Ypsagy Ha 2018 pik, 3aTBepaKEHOro
posnopsupkenHsim  Kabinery MinictpiB Ykpainum Binm 28 Oepesns 2018 poxy Ne 244-
p, HAKA3YVYIO:

1. 3arBepautu [HCTPYKILiIO 3 JUIOBOJACTBA Yy 3aKjajax 3arajlbHOI CEpeAHbOi OCBITH, IO
JIOJTA€ETHCSI.

2. JlupexTopaTy AOMIKUIHbHOI Ta MmKUIbHOI OcBiTH (OcmonoBcbkuit A.O.) 3a0e3neunTd B
YCTaHOBJICHOMY MOPSAKY MOJaHHS I[bOTO HaKa3dy Ha AepxkaBHY peecTparito 1o MiHicTepcTBa
I0CTULT YKpaiHH.

3. Lleit Haka3 HaOMpae YUHHOCTI 3 THS MOro oQiliitHOro omyOIiKyBaHHs.

4. KoHTponib 32 BUKOHaHHSM LIbOTO HaKa3y MOKJIACTH Ha 3acTynHuka MiHicTpa Xo03es
I1.K.

MinicTp JILM. I'puneBnY
[TOI'O/IKEHO:

["ostoBa [lepkaBHO1 CITy>kK0M CHeliaIbHOTO
3B 3Ky Ta 3aXUCTy iH(opmauii Ykpainu JI.O. €Biouenko

ITepmmii 3actynHuk ['omoBu
Jep:kaBHOT apXiBHOT ciy»k0u YKpainu L.M. Kicine


https://zakon.rada.gov.ua/laws/show/630-2014-%D0%BF#n123
https://zakon.rada.gov.ua/laws/show/244-2018-%D1%80#n10
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3ATBEPJIKEHO

Haka3 MinicTtepcTBa

OCBITH | HAYKH YKpaiHu

25 yepBHs 2018 poky Ne 676

3apeecTpoBano B MiHicTepcTBi
cThii Ykpainu

11 Bepecns 2018 p.

3a Ne 1028/32480

IHCTPYKLIA
3 ALUTOBOJICTBA Yy 3aKJIA/IaX 3arajibHOI CepeIHbOI 0CBITH

1. 3arajbHi MoJI0KEeHHSA

1. Is IHCTpyKIisT BCTAHOBJIOE 3arajbHi BHMOTH IIOJO JOKYMEHTYBaHHS YIPaBIiHCHKOI
iHpopmamii Ta opranizamii poOOTH 3 JTOKyMEHTaMH Yy JAEPKaBHUX 1 KOMYHaJIbHHX 3aKJIagax
3arajbHOI CEPEIHbOI OCBITH (JaTi - 3aKJIa/IH ).

2. JIoTpuMaHHs BUMOT IIOAO MOPSJAKY BEAEHHS JOKYMEHTYBAaHHS, BCTAHOBJICHUX LI€IO
[HCTpYKIIi€IO, € 000B’I3KOBUM JIJISI 3aKIIAIIB.

3. 3aknaau Opra”izoBYIOTH JIIJIOBOJCTBO BIAMOBIAHO J0 IHCTPYKIIIi, IKa pO3pOOJISEThCS HA
OCHOBI i€l [HCTPYKIIii Ta 3aTBEPIKYETHCA KEPIBHUKOM 3aKJIay.

4. Opranizaiisi IUTOBOJICTBA 1 KOHTPOJb 32 CBOEYACHUM PO3TIIOM Ta MPOXOPKEHHSIM
JOKYMEHTIB y 3aKJaji 3A1MCHIOIOTHCS BIANOBIIAIbHOK 0C000I0 (BIAMOBIIATHBHUMH OCOOAMHU),
gKa (sIK1) MpU3HavYaeThesl (MPU3HAYAIOTHCS) KEPIBHUKOM 3aKiany.

5. CTBOpeHHS €JEeKTPOHHUX JOKYMEHTIB 3MIMCHIOEThCS BIAMOBITHO A0 3aKOHIB
Vkpaiau «IIpo eneKTpoHHI JOKYMEHTH Ta €JIeKTPOHHUU JOKYMEHT000ir», «IIpo enexTpoHHUI
dpoBui mianucy, Hakazy MiHictepeTBa roctulii Ykpainu Bif 11 nuctonmana 2014 poky Ne
1886/5 «ITpo 3arBepmxenns [lopsaky poOOTH 3 €ICKTPOHHUMHU JOKYMEHTaMH y JTIOBOJCTBI Ta
iX MIATOTOBKHM N0 TepelaBaHHs Ha apxiBHE 30epiraHHs», 3apeecTpoBaHoro B MiHicTepcTBi
foctuiii Ykpaiau 11 mucronana 2014 poky 3a Ne 1421/26198.

3aknaam MOXKYTh CTBOPIOBATH JOKYMEHTH THMuacoBoro (0 10 pokiB BKIIIOUHO) CTPOKY
30epiraHHsl JMIle B €JIEKTPOHHIM (opMi 3a yMOBHM HAasBHOCTI BiJIOBITHOIO TEXHIYHOTO
3a0e3meueHHs 3 ypaxyBaHHSIM BUMOT 3aKOHO/IABCTBa YKpaiHu Ta 1i€i [HeTpykii.

6. Ilopsinok opranizarii JIiJ0BOJACTBA 32 3BEPHEHHSAMH I'DOMAIsH, 3allUTaMU Ha MyOJiuHy
iH(dopmalio BU3HaUaeThesl 3akoHamMu YKpainu «IIpo 3BepHeHHS rpoMaasH», «IIpo moctyn 1o
nyOiyHOi iHbopMaii».

7.V 3aknami AUIOBOACTBO 3IMCHIOETHCS NIEPKABHOK MOBOK. JIOKYMEHTH CKJIAIAlOThCs
JEP’KaBHOIO MOBOIO, KpIM BUTIAJKIB, Iepe0aueHUX 3aKOHOAABCTBOM PO MOBH B YKpaiHi.

JlokyMeHTH, sKI HAJCHIAIOTHCA 1HO3EMHUM ajpecaraM, OQOPMIIOIOTHCS YKPaiHCHKOIO
MOBOI0, 200 MOBOIO JIepKaBU-apecara, abo OAHIEI0 3 MOB MIXKHAPOHOTO CITUIKYBaHHS.

8. Crpoku 30epiraHHsi JOKYMEHTIB, IO CTBOPIOIOTHCS MiJ Yac [iSUIBHOCTI 3aKiajiy,
BHU3HAUAIOThCAd Haka3oM MiHicrepctBa toctunii Ykpainu Binx 12 xBitHa 2012 poky Ne
578/5 «IIpo 3arBepmxkeHHs [lepenmiky THMOBMX JOKYMEHTIB, IO CTBOPIOIOThCS TiJ 4Yac
JISUIBHOCTI JIEp’)KaBHUX OpraHiB Ta OpraHiB MICLIEBOIO CAMOBPSAYBaHHS, IHIIUX YCTaHOB,


https://zakon.rada.gov.ua/laws/show/851-15
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MIANIPUEMCTB Ta Opradisamii, 13 3a3HAUYCHHSIM CTPOKIB 30epiraHHs JIOKYMEHTIBY,
3apeecTpoBaHuM y MiHicTepceTBi roctunii Ykpainu 17 kBitHa 2012 poky 3a Ne 571/20884 (3i
3MiHaMH).

I1. 3aranbHi BUMOTH 10 CTBOPEHHS1, 0POPMJICHHA TA JOKYMEHTYBAHHS
yIpaBJIiHCbKOI iHpopMmamii

1. lokyMeHTyBaHHS YIPaBIiHCHKOI iH(POpMALii 3aKJIaay MOJIATae y CTBOPEHHI IOKYMEHTIB,
110 CIIPSIMOBAaHI Ha BUPIIICHHS YIIPaBIIHCHKUX PIIlICHb.

2. Ha3zBa Buay nokymeHTta (Hakas, MPOTOKOJ, JIOTOBIIHA 3alKCKa TOIIO0) MAa€ BiAMOBIIATH
Ha3BaM, nependadeHuM posauioM 3 JlepkaBHOTO KiacudikaTtopa ympaBIiHCHKOI JOKyMEHTAITii
JK 010-98, 3arBepmkeHoro Haka3oMm JlepaBHOro komiteTy YKpaiHM MO CTaHAapTH3aii,
MeTpoJiorii Ta ceptudikaii Big 31 rpyans 1998 poky Ne 1024 (31 3minam#).

OdopmieHHsT PEKBI3UTIB OpraHi3alliiHO-PO3MOPSAIIOl  JOKyMEHTAIlll Ta TOPSIOK iX
po3TalryBaHHS ~MalpTh  Bignoijatu HamioHameHOMY craHmapty  Ykpainu  «JlepkaBHa
yHi(iKOBaHa cHCTeMa JOKyMeHTarli. VYHidikoBaHa CHCTEMa OpraHizalliiHO-po30opsadol
nokymenTaitii. Bumorn 1o odopmiroBanns nokymenti. JICTY 4163-2003», 3aTBepmaKeHOMY
Haka3oM Jlep)kaBHOTO KOMITETY YKpaiHM 3 MHUTaHb TEXHIYHOTO PETYJIIOBAHHS Ta CIOKHUBYOI
nosituke Bix 07 kBitHS 2003 poky Ne 55 (mami - JICTY).

3.  OpranizamiiiHo-po3mopsiiyi ~ JOKYMEHTH  O(QOpPMIIIOIOTBCS Ha  OJlaHKax, 110
BUTOTOBJISIFOTECS 3riHO 3 BuMoramu JICTY Ta miel [acTpyxkiii.

V 3akiajii MOXKYTh BUKOPHCTOBYBATHCS TaKi OJJAHKHU JIOKYMEHTIB!

3arajJbHUi OJIaHK JIUIi CTBOPEHHS PI3HMX BHUIIB JOKYMEHTIB (0e3 3a3HayeHHS y OJIaHKY
HA3BH BHJy IOKyMCHTA);

OJIaHK JIMCTA;
OJlaHK HaKaszy.

Bumoru 10 odopmieHHsT TOKYMEHTIB, 1110 BUTOTOBIISIOTHCS 32 JIOMOMOTOI0 KOMIT IOTEPHOT
TEXHIKH, HABEJICHO B J101aTKy | 70 i€l [HeTpyxKiii.

4. TlocanoBi 0coOM MIANHCYIOTh AOKYMEHTH B MeXaxX CBOIX IOBHOBaXXE€Hb, BU3HAYEHUX
3aKOHOJABCTBOM YKpaiHM, CTaTyTOM 3aKjaqy, [OCAJOBUMHU IHCTPYKI[ISIMH, HaKa3oM Ipo
PO3M0/111 000B’SI3KIB MIXK KEPIBHUKOM 3aKJIaay Ta HOro 3aCTYIHUKAMH TOLIIO.

BinbuTtkoMm meyaTtku 3akiaay (3a HAsBHOCTI) 3aCBIAYYIOTH MiAMUC TOCAZOBOI 0coOM Ha
JOKYMEHTax 13 MHUTaHb OpraHi3aliifHoi Ta (iHaHCOBO-TOCHOJAPCHKOI AISJIBHOCTI 3a MEPENiKoM
JOKYMEHTIB, Ha SKHX MiJMNUC MOCAJA0BOI OCOOM 3aCBIAYYETHCS BIJOMTKOM MEYATKH 3aKIamy,
HaBEJIEHUM Yy J01aTKy 2 110 1€l [HcTpyKiii.

BinOuTok meYaTkuM CTaBUTHCS Tak, MO0 BIH OXOIUTIOBAaB OCTaHHI KiTbKa JIiTEp
HalilMEHYBaHHS T0CaIXd OCOOH, KA MiAnucaia JOKYMEHT, ajie He MiAMUC MocaaoBoi ocoou, abo
IPOCTABISAETHCSA HA OKPEMO BUIUIEHOMY JUIS IBOTO MICI 3 BiAMITKOIO «M. I1.».

5. 3akiaz Mo’ke 3acB1IUYBAaTH KOIIIi JIMIIE TUX JIOKYMEHTIB, III0 CTBOPIOIOTHCS B HHOMY, a
TaKOX y BUMAJIKaX, epedadeHnx B ab3alll JpyromMy bOro MyHKTY.

V pasi miAroToBKU AOKYMEHTIB JJIsl HAJIaHHS Cy/I0BUM OpraHaM, IiJl 4Yac BUPIILIEHHS MUTaHb
I0/I0 TIPUHHSTTS TPOMaJISIH Ha poOOTy, HaBYaHHS, 3aCBITYCHHS iX TPYJOBHX Ta iHIIUX IPaB y
B3a€MOBIJTHOCHHAX 13 3aKJIaJ0OM, a TaKOX i 4ac (OpMyBaHHS OCOOOBUX CIpaB MpAIliBHUKIB
3aKJIaJ] MO’K€ BUTOTOBJISITH KOIIi TOKYMEHTIB, BUIAaHUX 1HIIMMH YCTaHOBaMHU (KOTIii TOKyMEHTIB
PO OCBITY TOLIO).
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Biamitka «Kormisy» mpocTaBisieThcss Ha JHMIIBOBOMY OOIll Y BEPXHBOMY NPABOMY KYTKY
MEPIIOTO apKyIIa JOKYMEHTA.

Komii Haka3iB, IHIIMX JOKYMEHTIB 3acBiiuye (3acBiAuylOThb) BIJINOBiJaNbHA 0C0O0a
(BiamoBiganbpHI 0COOM) 3a OpraHi3allito JiJI0BOJICTBA y 3aKJIa/Il.

6. Y pa3i morpebu TPOBEIACHHS OI[IHKK JOIUIBHOCTI CTBOPEHHS JIOKyMEHTa, WHOTO
0OTpyHTOBAHOCTI Ta BIAMOBIIHOCTI 3aKOHO/IABCTBY 31HCHIOETHCS IOTOJKEHHS JOKYMEHTA.

[ToropkeHHsT JTOKYMEHTIB MOJXE 3IIMCHIOBATUCH IIOCAIOBUMH 0CO0aMHU 3aKiaay, sKi
BIJIMOBITHO /10 iX KOMIETEHIil BHPIIIYIOTh MUTAHHS, MOPYIIEHI B JOKYMEHTI (BHYTpIIIHE
MOTO/KEHHS ), @ TAKOXK 3aiHTEPECOBAHUMH YCTAaHOBAMHM (30BHIIITHE ITOTOJKEHHS).

[ToromkeHHsT JTOKYMEHTIB 3MIMCHIOETBHCS BIANMOBIIHO 10 BHMOI Hakaly MiHicTepcTBa
toctuiii Ykpaiau Big 18 uepBusa 2015 poky Ne 1000/5 «IIpo 3aTBepmkenns [IpaBun opranizaiii
JIOBOJCTBA Ta apXiBHOTO 30epiraHHs JTOKYMEHTIB Yy Jep:KaBHHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBpSIlyBaHHS, Ha TMIIINPUEMCTBaX, B YCTaHOBaX 1 OpraHi3ailisix», 3apeecTPOBAHOTO Y
MinicrepctBi toctuiiii Ykpainu 22 uwepBHs 2015 poky 3a Ne 736/27181 (mami - IlpaBuna
oprasi3arii AiJIOBOJICTBA Ta apXiBHOT'O 30epiraHHs JOKYMEHTIB).

I'pud moromkeHHs po3MIIIyIOTh Hrbkue pekBi3uTy «lliammc». BiH ckiamaerbes 31 cioBa
[NOT'OAXKXEHO (6e3 namok), Ha3BU TMocaad OcoOM, sKa IMOTOKYE ITOKYMEHT (pa3oMm 3
HallMEHYBaHHSM 3aKiajy), HANKCY, iHimiany(iB) 1 mpi3BUIIA, JATH MOTOIKEHHS.

Ilpuknao:

I[NOI'O’KEHO

Hupektop rimuaszii Ne 5
[Migmuc [rinian(u), npi3Buie
05.02.2018

7. 3aTBep/UKEHHS YHPABIIHCBKUX JOKYMEHTIB 3JIIHCHIOETBCS OCOOUCTO KEpiBHUKOM
3aKiaay BIAMOBIIHO N0 MOro MOBHOBAXKE€Hb a00 PO3MOPSIAYUM JOKYMEHTOM 3aKiany i3
3a3HaYCHHSM Ha JJOKYMEHTI rpuda 3aTBepAKeHHs, 0(pOPMIICHOTO BiAMOBIAHUM YHHOM.

[Topsimok 3aTBEpIKEHHSI JOKYMEHTIB 3MIMCHIOETHCS BINMOBIMHO 10 [IpaBui opraizartii
JIIJTOBOJICTBA Ta apXiBHOTO 30epiradHs JJIOKYMEHTIB.

['pud 3aTBepmxenHs cknamaetbes 31 cnmoBa 3ATBEPJDKVYIO (6e3 nmamok), Ha3BU mocaau,
nianucy, iHimany(iB) 1 npi3BuIla ocoOu, SKa 3aTBEpANIIA JOKYMEHT, JaTH 3aTBEPKEHHS.

Ipuknao:

3ATBEPJIKVYIO

Hupexrtop rimuazii Ne 5
[Tignuc Tuimian(u), npizBuiie
07.03.2018

VY pasi 3aTBepIKEHHS JTOKYMEHTa PIIICHHSIM KOJETiaJbHOrO0 OpraHy rpud 3aTBepKEHHS
cknagaerbes 31 cnoBa 3ATBEPJDDKEHO (6e3 namok), Ha3Bu, JaTH 1 HOMepa JOKyMEHTa Yy
HA3MBHOMY B1JIMIHKY.

Ipuxnao:
3ATBEP/I’KEHO

[TpoTokon 3acimanns
nefaroriyHoi paau rimuazii Ne 5
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06.05.2018 Ne 40

I1. Oco6,1uBi BUMOTH 10 CKJIAJaHHS JeSIKUX BU/IIB JOKYMEHTIB

1. Hakaz - po3nopsaumii JOKYMEHT, SKHH BHAAa€ KEpIBHUK 3aKiajy Ha IpaBax
€IMHOHAYAJIbHOCTI Ta B MEXaX CBO€I KOMIIETEeHIlii, 000B’I3KOBUH ISl BUKOHAHHSI M1JIETTIMMHU.
Haxkasu BUgaroThes 3 OCHOBHOI AiSTIBHOCTI, aIMIHICTPaTUBHO-TOCIIOIAPCHKUX, KAJIPOBUX MUTAHb
3aKJIajly, a TAKOX pyXy YUHiB.

Hakasu 3 0OCHOBHOI AisUIBHOCTI, aJIMiHICTPATUBHO-TOCIIONAPCHKUX, KAAPOBUX MTUTAHb, PYXY
YUHIB/BUXOBAHIIB MiIUCYIOTHCSI KEPIBHUKOM 3aKjaly, a 3a HOro BiICYyTHOCTI - 0CO0OI0, siKa
BUKOHYE HOro 000B’SI3KH, Ta PEECTPYIOTHCS B J)KYpHAJIaX peecTparii Hakas3iB.

[Ticnst mignmucaHHS Haka3dy 3MIHM O HBOTO BHOCSITHCS JIMIIE MUISIXOM BHJAHHS HOBOTO
HaKa3y PO BHECEHHS 3MiH.

Haxa3 oopmiroeTbest Ha 6J1aHKY Hakasy 3aKiafy.

3MICT HaKa3y CTHUCJIO BUKJIAQJAETHCS B 3aroJIOBKY, SKHA TOYMHAETHCS 3 TPUHMEHHUKA
«IIpo» Ta ckiagaeTbes 3a AOMOMOro0 BifaieciaiBHoro imenHuka («IIpo 3aTBepmxeHHs...», «IIpo
CTBOpEHHSL...») a00 iMeHHUKA («IIpo MmiICyMKH...»).

Tekct Haka3y 3 OCHOBHOI MisSUTBHOCTI, aJMiHICTPaTUBHO-TOCTIOAAPCHKUX MUTAHb Ta PYyXy
Y4HIB/BUXOBAHIIIB CKJIAJIA€ThCA 3 IBOX YACTHH - KOHCTATYI04Oi (peaMOyJiIH) 1 po3nopsa4uoi.

VY KOHCTaTylO4iil 4YacTWHI 3a3HAYAETHCS IIiJICTaBa, OOTPYHTYBaHHsS ab0 MeTa BHUAAHHS
Haka3y. Po3nopsaua yactuHa Haka3y nounHaeThes 13 cioBa «HAKA3VIO», sike apykyeTbes 3
HOBOTO PsJIKA BEJIIMKUMHU JIiTeépaMu O€3 BIACTYITy Bif JIIBOTO TOJIA 1 JAIMOK, MICIS YOTO CTaBUTHCS
JIBOKpAIKa.

S0 Haka3 BUAAETHCSA HA TIJICTaBi IHIIOTO PO3MOPSAYOTO JOKYMEHTA, Y KOHCTATYIOUii
YaCcTHHI 3a3HAYal0ThCS Ha3Ba BUY IIbOTO JOKYMEHTA, HOTO aBTOp, 1aTa, HOMEP Ta 3ar0JOBOK.

Haka3u HymepyroTbcs B MOpPSIKY iX BHJAHHS B MEXax KaJeHJIApPHOTO POKY; HakasH 3
OCHOBHOI [ISUIBHOCTI, PyXy Y4YHIB/BUXOBAaHLIB, aJMIHICTPAaTUBHO-TOCHOJAPCHKUX, KaJpOBHUX
OUTaHb MAlOTh OKpEMY MOpPSJIKOBY HyMepalio. 3 MEeTOI pO3pI3HEHHS TIpyN HakasiB a0
peecTpaliitHoro 1HAEKCY Haka3y uepes fAedic J101a€Thes JITepHa BIAMITKA, HATPUKIIA;

HaKa3| 3 aIMiHICTPAaTUBHO-TOCIIOIAPCHKUX MUTAHB - Ne 2-T;
HaKa3!u 3 KaJApOBUX NMUTaHb - No 2-K;

HaKa3| Mpo HAJaHHS LOPIYHUX OCHOBHHMX BIAMYCTOK Ta BIAIYCTOK y 3B’SI3KY 3 HaBYaHHIM
npaiiBHUKIB - No 2-B;

HaKa3! 3 pyXy Y4HiB/BUXOBaHIB - Ne 2-y.

2. Ilporokon - HOKyMEHT, y sikoMy (ikcyeTbcsi mepeOir BeleHHS 3acijlaHb, YXBaJCHHS
pillIeHb TOPaAuYMMU Ta KOJET1albHUMHU OpTaHaMH, KOMICISIMU TOIIO.

[IpoTokonu 3aciiaHp NEAAroTiYHUX paj, IHIIMX JIOpag4yuX Ta KOJETiallbHUX OpraHiB
CKJIIAl0ThCs B CTUCHIN popmi. Y MPOTOKOII, CKIIaZ€HOMY B CTHCIIN QopMmi, (QIKCYIOThCS JIHIIE
NpURHATI pimeHHs 0e3 aertanizauii nepediry o0roBopeHHs MUTaHHS.

VY pa3i nmorpebu 3a pilIeHHAM 3arajibHUX 300piB (KOH(pepeHIlii) KOJEKTHUBY MNPOTOKOJIU
3arajibHUX 300piB (KOH(epeHIlil) KOJIEKTUBY MOKYTh CKJIaJlaTHCs y MOBHIH (opmi.

Hywmepauiis mpoTokodiiB 3acifjaHb MeJaroriyHoi paju BeJAeTbCs B MeKaX HaBYAJILHOTO POKY,
MIPOTOKOJIIB BUOOPHUX OPTraHiB - y MEKax iX MOBHOBAKEHb.



Hywmepariiss mpoTOKOIIB BEAETHCA OKPEMO 3a KOXKHOIO TPYIIOI0 MPOTOKOJIB 3aciaHb
BiJIOBITHOTO KOJIETiAIbHOTO OpPTaHy.

3. JlaToro mpOTOKOIY € AaTa MPOBEICHHS 3aCiTaHHS.

3arosoBOK JI0 TEKCTy IPOTOKOJYy Ma€ BioOpakaTh BHUJ 3acigaHHsa (Hapanma, 300pH,
KOH(epeHIIist Tom1o) abo KoJerianbHOol AisUTBHOCTI (KoMicis, paaa, 300pu, podoya rpymna Tomo) i
BKJIIOYATH Ha3BY BUIY JIOKyMEHTA.

TexcT IMIPOTOKOJIY CKIIAAAa€TbCs 31 BCTyrIHO.f Ta OCHOBHO1 YaCTHH.

Y BCTymHIH 4YacTUHI TPOTOKONY 3a3HAYAIOTHCS NPI3BUINA Ta iHIMIadKM TOJIOBH abo
TOJIOBYIOUOTO Ha 3aciJlaHHi, 300pax TOII0, CEKpeTaps, 3aIPOILIECHUX, a TAKOXK MPUCYTHIX OCI0.

VY pas3i moTrpebu 3a pillIeHHSAM BIIOBITHOTO OpraHy Yy CIHCKY HPHUCYTHIX 3a3HAYalOThCS
MOCaM 3aMpOIIECHUX 0Ci0 Ta HaWMEHYBaHHS yCTAHOB. SIKIO KUTBKICTh MPUCYTHIX MEPEBUIILYE
15 oci0, 3a3HavaeThcs iX 3arajibHa KUIBKICTh 3 TOCHJIAHHSM Ha CIIMCOK, IIO JIOJIAETHCS JI0
IPOTOKOITY.

4. BerynHa yacTUHA MICTUTh HOPSAOK JACHHUMN: MEpelliK PO3TIIsTHYTUX Ha 3aciaHH] MUTaHb.
[Topsiiok KeHHUI TONAETHCS HAPUKIHII BCTYITHOT YaCTHHHU.

CnoBa «Ilopsimok AEHHUID» JPYKYIOTBCS BiJ MEXI JIBOTO TOJISA, MICIS HUX CTaBUTHCA
nBokpanka. KoxkHe NHUTaHHS HyMepyeTbcs apaOCbKUMM IM(pamMu 1 APYKyeTbcs 3 alzaly.
@opMyBaHHS IUTaHb y MOPSAKY JEHHOMY IIOYMHAETHCA 3 IpuiiMeHHuKa «IIpo».

5. OcHOBHA YaCTHHA NPOTOKOJIY CKIANAEThCS 3 PO3ALUIIB, SIKI MalOTh BIANOBIAATH IyHKTaM
nopsiiKy AeHHoro. Po3minu HymepyroThcst apaOcbkuMu IHdpamMu 1 OyIyrOThcs 3a TaKOIO
CXEMOIO:

st ctucioi popmu mpotokodis: «CIIYXAJIN - YXBAJINJIN»;
Juist noBHOT popmu npotokoiniB: «CIIYXAJIN - BUCTYIIUIN - YXBAJINII».

[Ticns cnoBa «CJIYXAJIN» 3 HOBOTO psijika 3a3HAYAOTHCS MPI3BHINE Ta 1HIIAMK (1HIIIAT
IMEH1) KOJKHOTO JIOTIOBiava.

VY nosHi#t Gopmi npoTtokoiy micis cioBa « BUCTYIIUIIN» ¢ikcyroThCsi BACTYIH THX OCi0,
SKI B34JM Yy4YacTb B OOrOBOpPEHHI [JOMOBiAI (NMUTaHHA MOPSAAKY JIeHHOro). Bucrymnu
0(QOpMITIOIOTECS B MPOTOKOJII 13 3a3HAYEHHSM MOCaJ, MPI3BUIL Ta 1HiMiadiB (iHIIiamny), iMeH
JIOTIOB1/1a4iB y Ha3MBHOMY BiJIMIHKY, BUKJIQJIEHHSAM 3MICTy BUCTYIy a00O MHUTaHHS, BiJNOBII Ha
HBOTO.

6. TekcT BUCTYIIB y MPOTOKOJII BUKJIAJAIOTHCS B/l TPETHOT 0COOM OJTHUHHU.

Texct abo Te3u 10MOBiAlL, OGOpPMIIEHI SK OKpeMi JOKYMEHTH, /10 TEKCTy HPOTOKOJIy He
BKJItoyaroThed. [licns BiomocTed Mpo J0MOBijada CTaBUTHCS THpE 1 3a3HaydaeTbesd «Tekcr
JIOTIOB1/I1 JOJA€THCS 10 TPOTOKOIIY».

[Ticns cnoBa «YXBAJIMIJIN» dikcyeTbes MpUHHATE pilIEeHHS 3 0OrOBOPIOBAHOTO MUTAHHS
MOPSIIKY JIEHHOTO, SIKE Ma€ BKJIFOYATH CKJIAJIOBI, IO BIAMOBIIAIOTh HA TaKi MUTAHHS: KOMY, IIIO
3pOoOUTH 1 B IKUH CTPOK.

Y pa3l SKko0 OpuiMaeThCs PIIEHHS MPO CXBAJICHHSA, IOTOJKEHHS, 3aTBEpKEHHS
JIOKYMEHTa, SIKUM OOroBOpIOBaBCSA Ha 3acijaHHi, IIed JOKYMEHT JOAA€ThCS 10 MPOTOKOIY. 3a
HAsBHOCTI 1HIIMX JJOKYMEHTIB, [0 PO3TISIANIKCS Ha 3acigaHHl Ta pakT 0OroBOpEeHHS SKUX OyJ0
3apikcoBaHO B TEKCTI  HPOTOKONY, BOHM HyMepylOTbci  apaOChKuMH  IHppamu
(Hanmpukiana, foaaTok 1, moxatok 2). Y BIANOBIAHMX IYHKTaX MPOTOKOIY IPOCTaBIISIFOTHCS
MOCUJIAHHS Ha I JI01aTKH.



https://zakon.rada.gov.ua/laws/show/z1028-18#n201
https://zakon.rada.gov.ua/laws/show/z1028-18#n218

[IpoTtokon mianucye TOJOBYIOUMI Ha 3acijaHHI KoJIeTialbHOTO (JAOpaadoro) opraHy Ta
cekperap (3a HasiBHOCTI). [IpoTOKO 3acijaHh KOMICiH MiIIUCYIOTh YC1 WIEHH KOMICIi.

7. Jluctu CKIIAMArOThCS 3 METOK OOMiHY iH(MOpMAIi€0 MK 3aKJIaJoM Ta OpraHaMu
JIepKaBHOT BJIAJM, OpraHaMH MICIIEBOTO CaMOBPSIYBaHHsS, IX IOCAIOBUMHU 1 CIIy)KOOBUMH
ocobamu, 3aKJaJaMH, yCTaHOBAMH, OpraHi3alisiMd Ta iHIIUMH (I3UYHUMU 1 IOPUAWNYHUMHU
ocobamu.

bnanku nucra MaroTh Taki PeKBI3UTH:
HalilMEHYBaHHS 3aCHOBHHUKA (3aCHOBHUKIB) 3akiiany (Hampukiaza, Onechka MichbKa paja);
MIOBHE HaliMEHYBaHHs 3aKJIa/ly BiIIIOBIIHO /IO yCTAHOBYHX JIOKYMEHTIB;

JIOBIKOB1 JlaHi Mpo 3akjaj (MOIIToBa ajapeca, HOMepU TenedoHiB, (GakciB, paxyHKIB Y
0aHKy, aJipecy eJIEKTPOHHOI MOIITH TOMIO).

PexBi3uTH nucTa: gara, peecTpaliiHui 1HIEKC, MOCUIaHHS Ha PEECTPALIMHKIE THACKC 1 1aTy
JOKYMEHTa, Ha SIKWH HaJa€ThCs BINMOBiAB (32 moTpedu), ajpecar, 3arojJoBOK J0 TEKCTY, TEKCT,
BIJIMITKa ITPO HASIBHICTh JA0JIATKIB (3a MOTpeOu), MAMKUC, BIAMITKA PO BUKOHABIIA.

JlaToro nmucra € gara WOro IMiANMHMCAaHHS, sKa Mae 30iraTucs i3 JaTOK peecTparii BUX1IHOI
KOPECIIOH ICHIIIi.

TekcT nucTa BUKIAJAE€THCS Bl MEPIIO] 0COOM MHOYKHHHU 3 BUKOPUCTAHHSM CITiB: «IIPOCUMO
MOBIJIOMHTH...», «PO3’ICHIOEMO, IIIO...».

3a3BuyYail y JIMCTI HOPYLIY€ETHCS OJIHE TUTAHHSL.

8. AKT - TOKYMEHT, CKJIaJICHUH TPYIHOI0 OCIO JUIsl 3aCBiYCHHsS BCTAHOBJICHUX (PakTiB abo
notid. AKTH OQOPMITIOIOTECS 3a pe3yJIbTaTaMu PeBi3iil (PiHAHCOBO-TOCIIOAAPCHKOI MisITBHOCTI,
IiJ] Yac npuiMaHHA-TIepeaBaHHs CIIpaB, CIIMCAHHS MaiiHa TOIIIO.

JlaToro akTa € gara Horo CKJIaJcHHS.
TekcT akTa CKJIaJaeThCsl 31 BCTYITHOI Ta KOHCTaTYIO4YO0i YaCTHH.

VY BCTyNHIM YacTHHI 3a3HA4YarOTHCS MIACTAaBM JUISl CKJIaJaHHS aKkTa Ta Ha3UBaIOThCA OCOOM,
K1 CKJIAJI aKT abo OyJIM NPUCYTHI MPH LILOMY.

VY KoHCTaTyro4iil 4acTMHI BMKJIAJAlOThCS CYTh, 3aBAAHHS, XapaKTep BUKOHAaHOI poOOTH,
BCTaHOBJIEHI (aKTH, MPOIMO3UIIil Ta BUCHOBKH. KOoHCTaTyl04a yacTHHA MOXe O(QOPMITIOBATUCS Y
BUIJISAII TAOJIUII.

VY KIHII TEKCTy akTa 3alMCyIOThbCi JaHl PO KUIbKICTh TNPUMIPHHUKIB akTa Ta iX
MICIIE3HAXO/PKEHHSI.

AKT NiJIIUCYIOTh yC1 0c00H, SIK1 Opaii y4acTh y MOro CKJa/JaHHI.

Oco0a, sika Mae 3ayBa)KeHHs 7|0 3MICTYy aKTa, HNIAMKCY€e HOro 1 BUKJIAJa€e CBOIO AYMKY Ha
OKpEMOMY apKyIIIi, SKHH J0Ia€ThCS 10 aKTa.

IV. PeecTpauisi 10KyMeHTIiB

1. JIOKyMeHTH B 3aKJIaJli PEECTPYIOTHCS IIEHTPATI30BAHO HE3AIEKHO BiJ CIOCOOY iX
CTBOpPEHHS, OJIEp)KaHHS YU BIJTBOPEHHA. Y 3aKiIaJii MOXKE 3aCTOCOBYBATHCS aBTOMAaTHM30BaHa
dopma peecTparlii JOKyMEHTIB 3 BUKOPUCTAHHSM CIIELIAIbHUX KOMIT FOTEPHUX ITPOrpam.

2. PeecTpariisi TOKyMEHTIB 3IIMCHIOETHCS BiAMoBiAHO a0 [IpaBui opranizaiiii ATOBOICTBA
Ta apXiBHOTO 30€piraHis JOKYMEHTIB.
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3. PeecTpariisi TOKYMEHTIB MPOBOAMTHCS 3 METOIO 3a0e3MedyeHHs iX 00JiKy, KOHTPOJIO 3a
BUKOHAHHSM 1 OINEpPAaTUBHUM BUKOPUCTaHHAM IHQOpMaLii Ta mondrae y BeIEHHI 3amucy
OOJIIKOBUX JaHUX TIPO JOKYMEHT, SIKMM (iKCyeThcsi (PakT CTBOpPEHHs, BiIpaBieHHsS abo
OTPUMAaHHS JOKYMEHTA HIJISXOM MPOCTABJICHHS HA HHOMY PEECTPALIHHOTO IHCKCY 13 3aIIMCOM Y
BIJIMOBIIHUX JXKypHaJIax (0a3ax aBTOMAaTH30BaHUX CHUCTEM) PEECTpaIlii HEOOXIMIHUX BiJOMOCTEH
PO TIOKYMEHT.

4. Peectparii miansararoTh BXiJHI, BUXIJIHI Ta BHYTPIIIHI JOKYMEHTH (JOBITKH, OTIOBiIHI
3aMKMCKH, 3as5BU, IPOTOKOJIM 3aCijaHb MEAaroriuyHuX paji, KOMICii TOIO).

5. JIOKYMEHTH PEeCTPYIOThCS JIWINE OJWH pa3: BXiMHI - y JIeHb HAJXO/KEHHS abo He
MI3HIIIE HACTYITHOTO pOOOYOTO JHS, SAKIIO TOKYMEHT HAIIMIIIOB Y HEpoOOUHi Yac, CTBOPIOBaHI -
y JI€Hb MiJIMHCaHHs a00 3aTBEP/HKEHHS.

6. JlokyMeHTH, $SKi HagXOIATh [0 3aKJagy, pPEECTPYIOTbCS B OKypHali BXiTHOI
KOPECHOH/ICHIII1, Ti, IO BIAMPABIAIOTHCS,- Y KYpHaIl BHXIIHUX TOKYMEHTIB, BHYTpPIIIHI - Yy
KYpHAJI BHYTPILIHIX JTOKYMEHTIB, HAKa3H1 - Y )KypHaJIaX peecTpallii HaKa3iB.

[Tepemik MOKyMEHTIB, IO HE MiAJIATalOTh PEECTpallii CreniaibHO MPU3HAYEHOK ISl IIbOTO
0Cc00010, HABEJICHO y [10/1aTKY 3 70 1i€l [HCTpyKIIii.

@opMy peecTpariifHOro >KypHaly Haka3iB KepiBHHKA 3akKjaay HaBEICHO Yy J0JaTKy 4 10
i€l [HeTpykii.

[Tpumipai hopMu peecTpaniiHUX >KypHAIIB BXIIHUX, BUXIJHHUX, BHYTPIIIHIX JOKYMEHTIB
HaBeJIeHO Y moxatkax S5-7 mo IlpaBun opranizamii aiJIoBOJACTBAa Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB.

7. JIOKyMEHTH pPEeCTPYIOThCS 3a TpyllaMUu 3aJIe)KHO BiJ HA3BH BHUIY, aBTOpa Ta 3MIiCTy.
OxkpeMo peecTpyrOThCs:

BX1JTHI JOKYMEHTH;

HaKa3u 3 OCHOBHOI JisIIbHOCTI;

HaKa3! 3 pyXy y4HiB/BUXOBAHIIIB;

HaKa3y 3 aIMIHICTPATUBHO-TOCIIOIAPCHKUX MMUTAHb;

HaKa3| 3 KaJIpOBUX MTUTaHb TPUBAJIOT0 30€piraHHs;;

HaKa3! 3 KaJPOBHUX IMUTAaHh THMYACOBOTO CTPOKY 30€piraHHs;

BHYTPIIIHI JOKYMEHTH (ITPOTOKOJM, MOBIAKH, JAOMOBIAHI, MOSCHIOBAJIbHI 3aMUCKHU, 3asBU
MpaIiBHUKIB TOIIO);

OyXraJITepChKi TOKYMEHTH;
3BEpHEHHS I'POMA/IsIH, Y TOMY YHUCIIi 6aThKiB 200 3aKOHHUX MPE/ICTaBHUKIB YUHIB,;
3aMuTH Ha MyOJIiYHy iH(opMariito.

8. JlokyMeHTH, IO NepearoThCs EJICKTPOHHOK IIONITOI Yy CKaHOBaHid (opmi 0e3
SIIEKTPOHHOTO IU(PPOBOTO MiJMHUCY, PEECTPYIOTbCS OKPEMO BiJ IHIIMX JOKYMEHTIB i3
3a3HaYeHHSIM €JICKTPOHHOI aJpecH BiJIpaBHHUKA Ta ajpecaTa.

9. [Mix yac peecrparmii JOKyMEHTa HAAA€THCSI YMOBHE TIO3HAYCHHS - PEECTPAIITHAN 1HIEKC.
CkiaioBi 4YacTUHM PEECTPALifHOTO 1HAEKCY JOKyMeHTa (KpiM 3BEpHEHb T'POMAJISH)
B1JIOKPEMJTIOIOTHLCSI OJTHA B1JI OJJHOT MPAaBOOIYHOIO TTOXUIIOK0 PUCKOTO.
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10. st BXiTHUX JOKYMEHTIB PEECTpAIiiHUN 1HACKC CKIIAIA€ThCS 3 MOPSIAKOBOTO HOMEpa
Ta 1HJCeKCY crpaBu, Hanpukiaan 89/02-04, ne 89 - mopsakoBUii HOMEp JOKYMEHTa Y MeXaX POKY,
02-04 - ingexc cripaBy 32 HOMEHKJIATYPOIO CITPaB.

11. V BuXiZHOrO Ta BHYTPINIHBOTO (32 BHUHATKOM HaKa3iB, IMPOTOKOJIIB) JIOKyMEHTa
peecTpaliiHuii 1HJEKC CKJIAAA€ThCS 13 1HAEKCY CIpaBd 3a HOMEHKJIATYpOIO CIIpaB Ta
nopsiIKOBOT0 HoMepa, Hanpukiaaa 02-04/176, nme 02-04 - ingekc cnpaBu 3a HOMEHKJIATYPOIO
cupas, 176 - nOpsAKOBUI HOMEP TIOKYMEHTA Y MEKaX POKY.

V. CriajaHHs HOMEHKJIATYPH CIIPaB

1. Homenknarypa crpaB - 0OOB’SI3KOBHH JJIs 3aKjaly CHCTEMAaTH30BAaHH IEpeJiK Ha3B
(3aroJioBKiB) cripaB, 0 (GOPMYIOTHCS 13 3a3HAYEHHSAM CTPOKIB 30€epiraHHs CIIpas.

2. HomeHkiiaTypa cripaB CTBOPIOETHCSI 3 METOKO BCTAHOBJICHHS B 3aKJIaJli €UHOTO MOPSIKY
¢dopmyBaHHS cripaB, 3a0e3meyeHHs iX 00MiKy, OIEpaTUBHOIO MOIIYKY JTOKYMEHTIB 3a iX 3MiCTOM
1 BUJIOM, BU3HA4YCHHsI CTPOKiIB 30epiraHHs clpaB 1 € OCHOBOIO ISl CKJIaJiaHHS OMUCIB CIIpaB
nocriiiHoro Tta TpuBaioro (moHax 10 pokiB) 30epiraHHs, a TakoX Ui OOJIKy CrpaB
TUMYacoBOTO (10 10 pOKiB BKIIOYHO) 30€piraHHs;.

3. CxnamanHsa Ta O(OpMIICHHS HOMEHKJIATYPU CIpPaB 3MIMCHIOETHCS BIAMOBITHO JIO
BUMOT r1aBu 1 po3ainy IV Ipasui opranizaiii AiI0BOICTBA Ta apXiBHOTO 30epiraHHs.

4. Homenknarypa cmpaB 3akiagy  po3poOSETHCS  BIAMOBIJATBHOIO  0COOOIO
(BiAMOBIJAIPHUMHU OCOOaMM) 3a OpraHizaiiio JUTOBOJCTBA y 3aKjaji 13 3alydeHHSAM (HaxiBIiB
CTPYKTYPHHUX IiIPO3ILTIB 3aKiIany (3a iX HasIBHOCTI).

5. HomeHkmarypa crpaB yXBaIIOEThCs eKCrepTHO Kowmiciero (mami - EK) 3akmanmy, sika
CTBOPIOETHCS BIIMOBITHO /10 3aKOHO/IaBCTBA.

6. KepiBHHK HOBOCTBOPEHOTO 3akjaay 3000B’S3aHHN HE MI3HINIE OAHOTO POKY 3 MOYATKY
JisuibHOCTI mojaTh cxBaineHy EK 3aknmany HOMEHKIaTypy chpaB Ha pO3IJIS €KCIEepPTHO-
nepeBipHid kowmicii (mam - EIIK) BinmosigHoro aepxasHoro apxiBy, EK apxiBHoro Bimity
paiioHHOI AeprkaBHOI aMiHicTpanii abo MICbKOT pajiu, y 30HI KOMIUIEKTYBaHHS SIKOTO repe0yBae
3aKyaid, JUIsl IPOBEACHHS €KCIIEPTU3H IIIHHOCTI JIOKYMEHTIB 3 METOIO iX MOJIMBOTO BiJHECEHHS
1o mxepen popmyBanHsa HamionaneHoro apxiBHoro ¢ouny (nani - HA®D).

7. 3aknaj, M0 HAJIEXUTh A0 Jkepen GopmyBaHHs HA®, y moganpmioMy Mmorojkye CBOIO
HOoMeHKIatypy cnpas 3 EIIK BiainoBigHOro Aepx«aBHOTO apXiBy.

8. 3akman, y JSUIBHOCTI SKOTO HE YTBOPIOIOThCA JokyMeHTH HA®, mnoromxye
HOMEHKIatTypy cnpas 3 EK oprany ynpaBiiHHS OCBITOIO.

9. HomenknaTypa cmpaB 3akiaay IMiJJIsTaE TOTO/KEHHIO 3 BIAMOBIIHUM JCPKaBHUM
apxiBoM ab0 OpraHoM YIIpaBJIiHHS OCBITOI OJIMH pa3 Ha IISIThb POKIB a00 HEBIAKIAAHO B pasi
ICTOTHUX 3M1H Y (hOpMi BIIACHOCTI, CTPYKTYp1, GYHKIIISAX Ta XapakTepi poOOTH.

10. IToromxeny EIIK BimnosimHoro aepskaBHoro apxiBy abo EK oprany ympaBminHs
OCBITOI0 HOMEHKJIATYPY CIIPaB 3aTBEPAXKYE KEPIBHHUK 3aKIIay.

11. HampukiHii poKy HOMEHKIJIaTypa CIpaB 3aKpUBAEThCS MiJCYMKOBHUM 3allMCOM IIPO
KaTeropii Ta KUIbKICTh CIIPaB, 3aBEJICHUX Y BIANOBIAHOMY POILLi.

12. Homenknatypa cripaB mopoky (He mi3Hime 20 rpyiHs) YTOUHIOETbCS, 3aTBEPIKY€ETHCS
KEpIBHUKOM 3aKJIa/ly Ta BBOAUTHCA B it0 3 01 CIYHA HACTYIHOTO POKY.
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VI. ®opmyBaHHA cHIPaB, 30epiraHHs JOKYMEHTIB

1. ®opmyBaHHs cIipaB - IPyIyBaHHS BHUKOHAHWX JOKYMEHTIB y CIIpaBH BiJIOBITHO 0
HOMEHKJIATypH CIIPAB.

2. ®opMyBaHHs CIIpPaB 3aKJIaay 3JIMCHIOETHCS 3 JOTPHUMAHHSIM BUMOT [IpaBui opraHizartii
JIJIOBOJICTBA Ta apXiBHOr'O 30epiraHHs JJOKYMEHTIB.

3. Haka3u 3 OCHOBHOI AiSTIBHOCTI 3aKJIaay, aJMiHICTPATHBHO-TOCIIOJAPCHKUX, KaIpOBUX
NUTAaHb Ta PyXy YYHIB/BHXOBAHILIIB T'PYIYIOTHCS B Pi3HI CIIPaBH y XPOHOJIOTIYHOMY MOPSAKY
BIJIMOBIJTHO 0 iX BU/IB Ta CTPOKIB 30epiraHHsl.

4. JIOKyMEHTH, 3aTBEp/DKEHI HAaKa30M KEpiBHHUKA 3aKjaay, € J0JaTKaMH JI0 HBOTO 1
TPYIYIOTHCS Pa3oM i3 UM PO3MOPSTINM TJOKYMEHTOM.

5. JluctyBaHHS TpPYIyeThCS 3a 3MICTOM 1 KOPECHOHJEHTCHKOI O3HAaKOK Ta
CHCTEMATH3Y€EThCSI B XPOHOJIOTIYHOMY TOPSAKY: JOKYMEHT-BIANOBiAb PO3MILIYEThCA 32
JOKyMEHTOM-3aITUTOM.

6. AndapiTHa KHHWra Yy4YHIB/BUXOBAaHIIIB, JKYpPHQJIM TPYIH IIOJOBKEHOTO JHS, OOJIKY
NPOMYIICHUX 1 3aMIHEHUX YPOKiB, KHUTH O0JIIKY Ta BUAa4i CBIIOITB 1 JOJATKIB 0 CBIIOITB PO
0a30By 3arajbHy CEpEIHIO OCBITY, aTeCTaTiB Ta JOJATKIB JO aTeCTaTiB MpO IMOBHY 3arajbHy
CEpeHIO OCBITY, 30JI0THX Menayiel «3a BUCOKI JOCATHEHHsS y HaBYaHHI» Ta CpiOHUX Mepaneit
«3a MOCSTHEHHS y HaBYaHHI» MPOIIHYPOBYIOTHCS, a CTOPIHKM HyMepyroThcs. Ha ocraHHil
CTOPIHII XYpHaJy/KHUTH POOWTHCS 3alUC IMPO KUIBKICTh CTOPIHOK Y JKypHAII/KHHU31, IO
HiANUCye KepiBHUK 3akmany. lliamuc KepiBHUKAa CKPIIUTIOEThCA MEYaTKOO 3akianxy (3a
HasIBHOCTI).

7. VY pa3i notpeOu 3a pilICHHSAM IEAarorivyHol pajayd y 3aKiajii MOKYTh CTBOPIOBATHCS Ta
BECTHCS 1HIII KypHaIH (KypHAJI MPAKTUYHOTO IICUXOJIOTa, COI[IaJIbHOTO MIEIarora Tomio).

VII. Excnepru3a ninHocTi 1o0KymeHTiB. [lopsaok miAroroBku cnpas
10 TepeIaHHs IJIs1 apXiBHOTO 30epiranus

1. ExcriepTusa IIHHOCTI JOKYMEHTIB Ta TOPSIOK MIATOTOBKH CIpaB A0 TEPEeIaHHs s
apxiBHOTO 30epiraHHs 3AIACHIOIOThCS Ha mijacTasi [IpaBui oprasizailii AiTIOBOJCTBA _Ta
apXiBHOTO 30€epiraHHs JIOKYMEHTIB.

CrerrianbHi BUMOTH JI0 €KCIIEPTU3H IIIHHOCTI JOKYMEHTIB Ta MOPSAIKY IMiATOTOBKHU CIIPaB J10
nepeAaHHs A apXiBHOTo 30epiraHHs 3akiiaay nependaueHi i€k [HCTpyKIiero.

2. Jlna opranizanii Ta MpOBEAEHHSA €KCIEPTU3U I[IHHOCTI JOKYMEHTIB, 110 YTBOPUIIUCS Y
TTOBOACTBI 3aKjaay, Ta MOJAHHSA PE3yNbTaTiB €KCIEePTH3U I[IHHOCTI JOKYMEHTIB Ha PO3TJIS]
EIIK nepxxaBHoro apxiBy (EK apxiBHoro Bigaily pailloHHOI aep>kaBHOI ajamiHicTpauii ado
micekoi paau) yrtBoproetbesi EK  3akmamy. CtBopenHs EK ta opranizamis ii poGotu
3MIMCHIOIOTHCS BIAMOBIMHO 10 moctaHoBU Kabinery MinictpiB Ykpainu Bix 08 cepmas 2007
poky Ne 1004 «IIpo mpoBeaeHHs €KCHEpTH3U IIHHOCTI JOKYMEHTIB» Ta Haka3dy MiHicTepcTBa
foctullli Ykpainn Big 19 uwepBHs 2013 poky Ne 1227/5 «Ilpo 3arBepmxeHHs TumoBoro
MOJIOKEHHS PO €KCIIEPTHY KOMICIIO EpKABHOT'O OpraHy, OpraHy MiCLEBOTO CaMOBpSIIyBaHHS,
JIep’KaBHOTO 1 KOMYHAJIBHOTO ITiIIPUEMCTBA, YCTAHOBH Ta OpraHi3allii», 3apeecTpOBaHOTO B
Minictepctsi roctutlii Ykpainu 25 yepBas 2013 poky 3a Ne 1062/23594.

Cxuan EK Ta monmosxeHHs mpo Hel 3aTBEP/KYIOTHCS HaKa30M KepiBHUKA 3aKkiany. I 01oBoro
EK mnpusHauaeTbcss OOWH 13 3acCTyMHUKIB KEpIBHHMKA 3aKkjaay, CEKperapeM - 0co0a,
BiJIMOBiaNIbHA 32 JOKYMEHTH, L0 MiJUISITaloTh 30epiraHHIo Ta MepeAaHHIO B apXiB.
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Ho cknany EK 3axmamy 3a iX 3ro1010 MOXyTbh BXOAWTH IMPEJCTAaBHUKH apXiBHUX yCTaHOB,
OpraHy BUILIOTO piBHS (BIAMOBIIHOTO OpraHy YHPaBIiHHS OCBITOI0), METOAMYHUX ILIEHTPIB,
npodeciiHuX CHiIOK, X 00’ €qHaHb.

3. CnopaBu mocriiiHOro Tta TpuBajoro (rmoHan 10 pokiB) 30epiraHHs MepenaroThcs Ha
30epiranHs 0co0i, BIAMOBiNaJIBHIM 3a apxiB, 3a OMHCAaMH, WO CKIAJAITHCSI ocobamu,
BIJINMOB11aJIbHUMH 32 (POPMYBaHHS CTIPaB 3 BIJIITOBITHOTO HAIPSAMY.

[TpuiAHATTS KOXKHOI CIpaBU 3iHCHIOETHCS Yy NPHUCYTHOCTI MpaliBHHUKA, SKUH Iepenae
JOKYMEHTH.

4. Y KIiHIII KOXXHOTO TPHUMIpPHMKa ONUCY o0co0a, BIAMOBiaibHA 3a apXiB 3akiaiy,
IPOCTABIISE MIAMUC MIOAO MPUUHATTS CHpaB 3 000B’A3KOBUM 3a3HAUYEHHSIM KUIbKOCTI (LuppaMu
1 CJIOBaMM) MEepelaHuX CIIPaB 1 3a3HaYa€ aaTy.

5. Ilicns mpuHATTA crpaB mocTiiHOro Ta TpuBaioro (monan 10 pokiB) 30epiranus, 3
KaJIpOBUX MMHUTaHb 0C00a, BiAMOBIAAIbHA 32 apXiB 3aKjady, Ha ITiJICTaBl OMKUCIB CIIPaB, 3a SKUMHU
3MIHCHEHO MPUHHATTS JOKYMEHTIB, 32 BCTAHOBJICHOIO (DOPMOIO TOTY€ PiuHI PO3ILIH 3BEACHUX
OTIUCIB CITpaB:

nocTiifHoro 36epiranus (y 3akiaii, uo € mrepeaom popmysanus HAD);
TpuBasoro (monan 10 pokiB) 30epiranHs;
3 KaJIpOBUX MTUTAHb.

Oco00010, BIAMOBITAIILHOIO 3a apXiB, CKJIQJAETHCS aKT MPO BWIYYEHHS JIS 3HUIICHHS
JIOKYMEHTIB, He BHECeHHX 10 HAD.

6. 3BeleHUI ONMHUC CIpaB MOCTIHHOTO 30€piraHHs CKIAAAETHCS y YOTHPHOX HMPUMIpPHUKAX.
I[Ticnsa cxBanenns EINK nep:xaBHOro apxiBy Ta 3aTBEp/XKEHHs KEPIBHUKOM 3aKagy OJIUH Horo
NPUMIPHUK HAIIPABJISIETHCS IepKaBHIM apXiBHIN yCTAaHOBI UM apXiBHOMY BiJUIUTY MiCBKOT paa, y
30HI KOMIUIEKTYBaHHsS SIKOro TmiepedyBae 3akiaj, JAPYIMd NpUMIPHUK 30epiraeTbcs sK
HEJOTOPKaHUA 0co0010, BIANOBIIAJBHOI 3a apXiB 3akilaay, TpeTid, 4YeTBepTUi -
BUKOPUCTOBYIOTBCS Y 3aKJIa/li Ul TOTOYHOTO MOIIYKY CIIpaB 1y pasi iX nepelaHHs Ha MMOCTiiHe
30epiraHHs HaJaXOAsTh 10 BIIMOBIHOI apXIBHOI yCTaHOBH.

7. 3Benenuit omuc TpuBasoro (moHan 10 pokiB) 30epiraHHs CKJIAJA€TbCs y TPbOX
npuMipHAKax. [0 HBOTO BKIIFOUAIOTHCS TAKOX CIPaBH, SKi 32 HOMEHKIATYpOIO CIIPaB MalOTh
CTpPOK 30epiranHs «J1o JikBifamii 3aknangy». [licas cxBanenns EK 3aknany npuMipHUKH OMHUCY
HanpaBisAlOTbesl Ha cxBaneHHd EK oprany ynpasniHHsg ocBiToro. Ilicisi moBepHEHHS BCIX
OPUMIPHUKIB ONMHUCY HOro 3aTBep/Ky€e KepiBHMK 3akinany. llepmmii mnpuMipHMK OmUCy
30epiraeTbcsi B 3aKJIafl AK HEAOTOPKaHWM, NPYruil - € poOOYMM 1 BUKOPUCTOBYETHCS IJIf
MNOTOYHOTO MOIIYKY CIpaB, TPETi MOXe HaJCHJIaTHCA Ui KOHTPOJIIO BIJIOBIIHOMY OpraHy
YIPaBIiHHS OCBITOIO.

8. Omuc crpaB 3 KaJAPOBUX MUTaHb CKIIAAETHCS Y 3aKIadl, SIKAN:
€ mxepenom popmyBanHd HA® - y TppOX IpUMipHUKAX;
He € ;pkepenoM popmyBanHs HAD - y 1BOX mpUMipHUKAX.

9. 3arojoBKM ChpaB OMUCY 3 KAJAPOBUX NHUTaHb CHUCTEMATHU3YIOTHCS 32 HOMIHAJIBHOIO
03HAKOIO (TPYIyBaHHS B OJJHY CIIPaBy JOKYMEHTIB OJIHOTO BUAY) Y TaKii OCiTOBHOCTI:

HaKa3u KepiBHUKA 3aKJIa1y 3 KaJIpOBUX MUTaHb;
HaKa3M KepiBHMKA 3aKJIaay 3 pPyXy yUHIB/BUXOBaHIIIB;

00JIIKOB1 JOKYMEHTH;



CIIMCKH YYHIB/BUXOBAHINB (ayipaBiTHa KHUTA YYHIB/BHXOBAHIIIB);
YKYPHAJIM peecTpallii Haka3iB 3 KaJpOBUX ITUTaHb;

0c000BI CIIpaBH MpalliBHUKIB,;

KOHTPaKTH, TPYAOBI JIOTOBOPH;

OyXrajTepchbki JOKyMEeHTH (0CO00BI paxyHKH i3 3apoO0iTHOI IU1aTH, B pasi iX BIACYTHOCTI -
PO3pPaxyHKOBI BIJIOMOCTI 13 3apIljIaTh);

JOKYMEHTH TIpo Tapu(ikaiiro (TapudikailiiHi BiJOMOCTI (CIIUCKH));
JIOKYMEHTH TIPO MPOBEJICHHS JCPKaBHOT aTecTallii;

KHUTH OOJIIKY 1 BHJaul CBIIOITB Ta JOJATKIB J0 CBIIOLTB MpoO 0a30BY 3arajbHy CEPEIHIO
OCBITYy; aTecTaTiB Ta JOJAATKIB /IO aTeCTaTiB IpPO IOBHY 3arajbHy CEPEIHIO OCBITY, 30JO0THX
Meaanel «3a BHUCOKI JOCATHEHHS y HaBYaHHI» Ta CpIOHUX Menane «3a JOCATHEHHS Y
HaBYaHHI»;

JOKYMEHTH TIPO HEIIACHI BUITAKU (aKTH, IIPOTOKOJIM, BUCHOBKH, JKyPHAJIN ),
JKYpHAIIM peecTparlii 0ci0, MOTEPIiNX BiJl HEIACHUX BHUIIA/IKIB;

KypHAIH OOJIIKY pyXy TPYIOBUX KHIDKOK Ta BKJIQJIOK J0 HUX;

KYpHAJI peecTpallii Haka3iB 3 pyXy YYHIB/BUXOBAHIIIB;

He3aTpeOyBaHi 0COOMCTI JOKYMEHTH MPAIliBHUKIB (TPYI0BI KHUXKKH).

10. Oco6oBi cmpaBH BHOCSATHCS JIO ONUCY 3a POKOM 3BUIBHEHHS TMpalliBHUKA 1
CHCTEMAaTH3YIOTHCS 32 MPI3BUIIAMHU 3BUTbHEHUX MPAIIBHUKIB B al(aBiTHOMY MOPSIKY.

11. 3Beneni onucu crpaB MOCTiIHHOTO, TpuBanoro (moHaa 10 pokiB) 30epiranus, 3 KaJpoOBUX
NUTaHb Ta aKT PO BUJIYYEHHS JJi 3HUILEHHS JOKYMEHTIB, He BHeceHuXx 10 HA® (mami - akr
PO BUJIYUYCHHS JUIs 3HUILEHHS TOKYMEHTIB), po3risaatoTees EK 3akmnany oqHodacHo.

12. 3aknan, o € pxepenom ¢popmysanHs HA®, onucu cipaB noctifHoro 30epiranss Ta 3
KaJpOBUX MUTaHb Pa3oM 3 aKTaMHU MPO BUITYUYEHHsI JJIsl 3HUILEHHS TOKYMEHTIB IICI/IsS CXBaJCHHS
ix EK 3aknany nogae na posrisag EINK BignoBigHOro f1ep:kaBHOTO apXiBy.

13. 3aknaz, o He € pKepenom popmyBaHHs HA®D, onvcu cripaB 3 KaJJpoBUX NUTaHb pa3oM
3 aKTaMHM MPO BUIIYUYEHHS JUISl 3HUILEHHS JOKYMEHTIB micist cxBaneHHs ix EK 3aknany nonae Ha
posrnsan EK apxiBHOro Biaauly pallOHHOI JepkaBHOI aJMiHICTpalii abo apXiBHOTO BIJALTY
Mmicekoi pagu. Omucu cnpas TpuBasioro (moHax 10 pokiB) 30epiranHsa micas cxBajieHHS EK
3aKiay nogaroThest Ha po3risa EK oprany ynpasiiHHS OCBITOIO.

14. TloromxeHi (cXBaJieH1) aKTU NP0 BWIYYEHHS Ul 3HUILEHHS JOKYMEHTIB, HE BHECEHHX
10 HA®, 3aTBepKyr0OThCs KEPIBHUKOM 3aKJIaay.

15. Tlicns 3aTBep/UKEHHS] aKTa MpPO BWJIYYEHHS JJI1 3HUUICHHS JOKYMEHTIB 3aKiiaJ] Mae
IIPaBO 3HUILIUTHU JOKYMEHTH.

16. KepiBHuK 3akiaay 3000B’s3aHUI 3a0e3neunTH 30epeXeHHS JOKYMEHTIB, a y pasi
BKJIIOUEHHSI 3aKialy /0 CHOUCKY IOpUAMYHUX ocid - mkepen ¢opmyBanHs HAD micns
3aKiHUEHHS BCTAHOBJIEHUX TPAHUYHUX CTPOKIB iX 30epiraHHs B IbOMY 3aKJaji - 3a0e3MeUuTH
nepeaHds JOKYMEHTIB JUIsl TOCTIMHOTO 30epiraHHs 10 BIAMOBITHOI JEp)KaBHOI apXiBHOT
YCTAHOBM YM apXiBHOTO BIJILTY MICHKOI paju.



I'enepanbHuil AUpeKTOP
AMPEKTOPATY AOIIKIIbHOL
Ta WIKIJILHOI OCBITH A.O. OcMo0/10BCHKHI

Jonmarok 1

1o [HeTpykii 3 A1I0BOACTBA

y 3aKJIajiax 3arajibHOl CepelHbOl OCBITH
(myHkT 3 po3ainy II)

BUMOI'
10 opopMIIeHHS JOKYMEHTIB, 110 BUTOTOBJISIOTHCS 32 10IIOMOI 010
KOMII’FOTEPHOI TeXHIKH

1. JIns npykyBaHHS TEKCTiB CIIy>)KOOBHUX JHOKYMEHTIB BHKOPHCTOBYETHCS TapHiTypa Times
New Roman, mpudrt - po3mipom 12-14 npykapcbkux MyHKTIB. JJ03BOJISETHCS BUKOPUCTOBYBATH
mpudT po3mipom 8-12 npykKapchbKHMX IyHKTIB JUIsI JpyKyBaHHS pekBizuty «IIpi3Buiie
BUKOHABIISL 1 HOMep Horo TenedoHy», BAHOCOK, NOSCHIOBAJIbHUX HAITUCIB 10 OKPEMUX €IEMEHTIB
TEKCTY AOKyMeHTa ab0 HOro peKBi3UTiB TOIMIO.

[Tix yac mpyKyBaHHS 3aroJIOBKIB J03BOJIIETHCS BUKOPUCTOBYBATH HAIIBXHPHUN MIPUQPT
(mpsimuii a0 KypcuB).

2. Tekcr nokymentiB Ha mamepi ¢opmaty A4 (210 x 297 mimiMerpiB) peKOMEHIOBAHO
JIpyKyBaTH 4epe3 1-1,5 MixkpsigkoBoro iHTepBaiy, a popmary AS (210 x 148 mizimeTpiB) - uepes
1 MKpSAKOBHIA iHTEpPBAJL.

JIOKyMEHTH TIOBHHHI MaTH TakKi MoJisl (MUTIMETPIB):

30 - miBe;

10 - mpage;

20 - BepXHE Ta HUKHE.

PexBisutu nokyMeHTa (KpiM TEKCTYy), Kl CKJIaJalOThCA 3 KUIBKOX PSAJIKIB, JIPYKYIOTbCS
yepes 1 MibkpsaakoBuil iHTepBan. CKJIaZoOBI YacTMHU peKBI3UTIB «Axpecar», «['pud

3aTBEp/DKEHH», «I'pud NOroIKeHHs» BIIOKPEMIIIOIOTHCS OJIWMH BiI oOAHOro uepe3 1,5
MDXKPSJIKOBOTO iHTEpBay.

PexBizuT nOKyMEHTa BIJOKPEMIIIOIOTHCS OJMH Bl OXHOro yepe3 1,5-3 MIKpSIKOBUX
IHTEepBaJH.

3. Ha3Ba Buy JJOKyMEHTa APYKYETbCS BETMKUMU JIITEPAMHU.

4. Po3mmdpyBaHHs mignucy B pekBi3uTi «Iligmuc» IpykyeThcst Ha piBHI OCTAaHHBOTO PsiiKa
Ha3BH [1OCA/IN.

5. He poOuthkcs BiacTym BiJ MeXi JIBOro MONS Ui PEKBI3UTIB «JlaTa JOKyMeHTa»,
«3arojoBOK J10 TEKCTy JOKyMeHTa», «Tekct» (0e3 abzamiB), «BimMiTka npo HasBHICTh
nonatkiBy, «IIpi3Buine BUKOHaBLIA 1 HOMep Horo TenedoHy», HaliMEHYBaHHS IMOCaaud Y
pekBizuTax «Iligmuc» ta «I'pud moroKeHH», HAMKCY «3TITHO 3 OPUTIHAIIOM», a TAKOX CIIB
«CIIYXAJIN», « BUCTVYIIUINY, «Y XBAJINIIN», «HAKA3VYIO».

6. 3a HasgBHOCTI KUIbKOX TpU]iB 3aTBEp/HKEHHS 1 MOTOMKEHHS BOHU PO3MILIYIOTHCS Ha
OJIHOMY PiBHI BEpTHKaJIbHUMHM psiakamu. [lepimii rpud - Bix Mexi JiBOro 1o, Apyrui - uepes
104 mimiMeTpH BiJl MEX1 JIIBOTO MOJIS.



7. Ilim vac odopmiIeHHS JOKYMEHTIB Ha JBOX 1 OUIbIIEe CTOpIHKax Jpyra Ta HACTYIIHI
CTOPIHKH MaloTh OyTH poHyMepoBaHi. [lepia cTopinka He HyMepy€eThCsl.

8. TekcTn NOKYMEHTIB IOCTIMHOTO 30epiraHHs APYKYIOTBCS Ha OJHOMY OOLl apKyia.
JIOKyMeHTH 13 CTPOKOM 30€epiraHHs 10 5 poKiB MOXKHA JAPYKYBaTH Ha JIMIOBOMY i 3BOPOTHOMY
0ol apkyia.

Honatok 2

no [HeTpykIii 3 aimoBoACTBA

y 3aKJIajax 3arajibHOI CepeTHbOI OCBITH
(myHKT 4 po3ainy II)

HEPEJIIK
JOKYMEHTIB, Ha AKMX MiMUC MOCAI0BOI 0CO0M 3aCBiIUyEThCA
BIIOMTKOM MEYATKHU 3aKJIAAy

1. Aktu (BUKOHaHHS poOiT, CIIMCAHHS MaTepiaIbHUX I[IHHOCTEH, (hiHAHCOBUX TEPEBIPOK,
BUJTYYCHHS JIOKYMEHTIB JIJIsl 3HUIICHHSI, TIEPEIaBaHHs CIIPAB TOIIIO).

2. JloBiaku (Ipo BUKOPUCTAHHS OFO/UKETHUX aCUTHYBaHb Ha 3apOOiTHY ILIaTy, HapaxoBaHy
13 3apO0OITHOT MJIATH TOIO).

3. JloroBopu (IIpo MaTepiajibHy BiAIOBINAIBHICTh, HAYKOBO-TEXHIYHE CHIBPOOITHHUIITBO,
HiJpSId, OPEH Iy PUMIIIEHb, BAKOHAHHS POOIT TOILIO).

4. JlokyMeHTH (JIOBiAKH, TIOCBIIYEHHS TOINO), IO 3aCBiAYYIOTH MpaBa TPOMAIIH 1
IOpUINYHUX OCI0.

5. JlopyueHHsl Ha ofiep>KaHHs TOBapHO-MaTepialbHUX LIHHOCTEH.

6. 3aBgaHHs (Ha MPOEKTYyBaHHA 00’ €KTIB, TEXHIYHUX CIOPY], KamiTajlbHE OYJIIBHHUIITBO,
TEXHIYHI TOIIIO).

7. 3pa3ku BiAOUTKIB MEYaTOK 1 MIANMUCIB MPAI[iBHUKIB, SKi MaloOTh MpPaBO 3AIHCHIOBATH
(h1HaHCOBO-TOCMIOAAPCHKI OTepallii.

8. Komrropuc BuTpart (Ha KaabKyJIALIIO 3a IOTOBOPOM, Ha KaliTajbHe OyIIBHUITBO TOILO).
9. JIuctu rapaHTiiiHi (Ha BAKOHaHHS poOIT, HaJaHHS MOCIIYT TOLIO).

10. Omnucu cnpaB moctiiHOro, TpuBanoro (moHaja 10 pokiB) 30epiraHHs, 3 KaJpOBHX
MUTaHb.

11. [ITaTHi po3nucH.

12. Tpy10B1 KHUKKH.

Homarok 3

1o [HeTpykitii 3 11JI0BOACTBA

y 3aKJIa/1ax 3arajJbHOI CepeIHbOI OCBITH
(myHKT 6 po3ainy IV)

HEPEJIIK
AOKYMEHTIB, 110 He MiJIAraloTh peecTpauii cneniaJbHO MPU3HAYCHOIO
ISl IBOTO 0CO00I0



1. I'padixm, Hapsau, 3asBKH, POSHAPSIKH.

. 3BenieHHs Ta iH(opMallis, HaicaaH1 10 BijgoMma.

. HaBuanpHi 1manu, ocBiTHI mporpamu (Korif).

. PexsiaMH1 OB1IOMJICHHS, TUTAKATH, TPOTPaMU Hapas, KoHPepeHIii Tomo.

. BiTanpHi McTH 1 3anIpOIIICHHS.

. JlpykoBaHi BUIaHHs (KHUTH, KYypHAIH, OIOJICTEH]).

. MicsiuHi, KBapTaJIbHi, MiBPIYHI 3BITH.

2
3
4
5. Hopmu BuTpaT matepialiis.
6
7
8
9

. DOpMH CTAaTHCTHUYHOI 3BITHOCTI.

10. Jorosopwu.

Honarok 4

1o [HeTpykuii 3 ainoBoacTBa
y 3aKJIaiax 3arajibHOl cepeTHbOl OCBITH
(myHKT 6 po3ainy IV)

PEECTPALIMHUN KYPHAJI
HAKAa3iB KepiBHUKA 3aKJIaqy

Peecrpamiiinmii | Jlata Hakazy 3aroJoBOK HaKa3y [IpizBue, [pizBuiue, iHimiam| [IpumiTku
iHmekc (Homep) 1HiIiaan BIIITOBINAIBEHOT
Hakazy MpaniBHUKA, HA ocobu
SIKOTO MOKJIaJAeHNH| (BiAMOBITATBHHX
KOHTPOJIb 32 ocib)
BUKOHAHHS HaKa3y
1 2 3 4 5 6




