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IHCTPYKIIA

3 pistoBoacrea y Jlinei Nel m. Hemuposa

I. 3ATAJIBHI TOJIOKEHHS

1.1. Iuctpykuis 3 ainosozactsa y Jlimei Nel m. Hemuposa (nani — Iuctpykuis) pospobiena
BiMOBIAHO 10 BUMOT 3akoHy Ykpainu «IIpo moBHY 3araipHy cepeaHIO OCBiTY», «IIpo 3BepHEHHS
rpomansny, «[Ipo moctyn mo myGmiunoi iHdopmanii», «[Ipo 3aXHCT NEpCOHANBHHX ITAHHX;
nocranoB KaGinery Minictpis Vkpainu: Bix 08 cepnust 2007 poxy Ne 1004 «IIpo mposeneHHs
eKCIIepTH3M LIHHOCTI NOKyMeHTiB», Bix 14 kBitHa 1997 poky Ne 348 «IIpo sarsepikeHHs
[HCTpyKIii 3 JLTOBOJICTBA 32 3BEPHEHHSAMH TPOMASH B OpraHax Jepi)KaBHOI BIad 1 MiCIEBOro
caMOBps/lyBaHHs, O0'€/IHAHHAX TIpPOMAJSH, HA IIANPHEMCTBAX, B YCTaHOBAX, OpraHizamisx
He3alexHo Big (GopMm BiacHocTi, B 3aco0ax MacoBoi iH¢popmanii» Ta Bix 24 Bepecus 2008 poky
Ne 858 «Ilpo sarBepmkenns Knacudikaropa 3BepHEeHb IpOMajiH»; Hakasy MinicTepcTsa OCBITH 1
nayku Vkpainu Bix 25 gepsus 2018 poky Ne 676 «IIpo 3arBepmkenns Inctpykuii 3 ainoBoxcTsa y
3aKiafax 3arajibHOi CepelHBOi OCBiTH», HakasiB MinictepcTBa focThmii VYkpainu: Bin
18 uwepsus 2015 poky Ne 1000/5 «IIpo 3arBepkeHHs Ilpasui opramisamii ainosojacTsa Ta
apxiBHOro 30epiraHHs JOKYMEHTIB y Jep:KaBHHX OpraHax, OpraHax MiCLIEBOI0 CaMOBpSI/yBaHHS, Ha
HiANpHEMCTBAX, B yCTaHOBax 1 opraHizamisx», Biax 19 uepsua 2013 poky Ne 1227/5 «IIpo
3aTBep/DKEHHS THIIOBOTO IIOJIOKEHHS IMPO EKCIEPTHY KOMICIIO JEpKaBHOIO Opramy, Oprasy
MICIIEBOrO CaMOBDSAYBaHHS, JAEPKABHOTO 1 KOMYHAIBHOTO IiJANPHEMCTBA, YCTaHOBU Ta
opramizamii», Bim 12 kBitHa 2012 poxy Ne S578/5 «IIpo 3arBepmkenHs Ilepeniky THIIOBHX
JOKYMEHTIB, L0 CTBOPIOIOTHCS MMijl Yac isIbHOCTI OpraHiB Jep)kaBHOI BiIaJd Ta MiCLEBOrO
CaMOBpSIYBAHHS, IHIIMX YCTAHOB, INiANPHEMCTB Ta OpraHi3aliif, i3 3a3HAYEHHSAM CTPOKIB
30epirands qokymeHTiB» Ta Big 05 Gepesns 2012 poky Ne 368/5 «Ilpo 3arsepmkenns Bumor mo
HallMCaHHs Ha¥MeHyBaHHsS IOPUAMYHOI 0cOOHM, 11 BiJOKPEMIJICHOTO MiAPO3ALILY, TPOMAICHKOro
GopMyBaHHS, 10 HE Mae CTATyCy IOPHAMYHOI OcoOHW, KpiM oprasisamii nmpocmiikuy»; Haxasy
Minicmepcmea poseumky exonomiku, mopeiéni ma cintbcbkoz2o 2ocnodapcmea YKkpainu 6i0
12 6epesns 2021 poxy Ne 526 «Ilpo 3ameepoicenns nayionanvrno2o kiacugivamopa HK 010:2021
ma ckacyeanns Hayionanbnoz2o kiacugixamopa JJK 010-98»; naxasy Hepocasnozo nionpuememea
«YKkpaincokuil Hayko8o-00CiOHutl i Hag4aneHuti yewmp npobiem cmanoapmusayit, cepmudgixayii
ma axocmi» (T « VkpHIHI]») 6i0 01 aunus 2020 poxy Ne 144 «/lepocasua ynigikosana cucmema
Ooxymenmayii. Yuighixosana cucmema opeanizayitino-po3nopsao4oi 0oxymenmayii. Bumoau 00
oghopmnenss OOKyMenmiey.

1.2. I{# IHCTpyKiiss BCTAHOBIIOE €IWHI BUMOTH INOAO HOKYMEHTYBaHHS YIIPaBJiHCBKOT
indopmanii Ta opranisanii po6orn 3 gokymentamu y Jlimei Nel m. Hemuposa (nami — 3axnan), a
TAKOXK 3pa3KH Ta TEpPeNiK JOKyMEHTIB, 10 000B’I3KOBO CTBOPIOIOThCS IIiJl Yac AisILHOCTI 3aKIaly
13 3a3HaYEHHSIM CTPOKIB 30epiraHHs.

1.3. JloTpuMaHHst BHMOT 1 peKOMEHJAIiil MI0A0 JOKYMEHTYBAHHS  YNPaBIiHCHKOL
inpopmanii Ta opramisauii po6GoTH 3 JOKYMEHTaMH, BCTAHOBICHHX wielo Inctpykuiero, €
060B’I3KOBUM /I BCIX NpaliBHUKIB 3aknamy. [IpauiBHUKH 3aKiaay Npu OpHHHATTI Ha pobOTy
MOBHHHI OyTH 03HalioMJIeH] 3 BUMoraMu [HCTpyKIlil Ta BUKOHYBATH iX.

1.4. [lepxkaBauii Haryisg (KOHTPOJIb) 3a BHKOHAHHSAM BHMOr wUiei IHCTpykmii 3aiiicHIoE
JlepxkaBHa ci1yxk0a SKOCTi OCBITH YKpaiHu Ta il TepHTOpiallbHi OpraHu, sIKMM ITiJNOPsAKOBAHUI



3aKJIal.

1.5. BianoBiganpHICTh 3a AKICTb MIATOTOBKM Ta O(OPMIICHHS Ha HAJEKHOMY piBHI
JIOKYMEHTIB, a TaKOX 3a 30€pPEeKEHICTh CIY’)KOOBHUX JOKYMEHTIB Ta iH(GOpMAIIii, IKY BOHH MICTSTh,
(GYHKLIOHYBaHHS CUCTEMH 3aXUCTY JOKYMEHTAIITHOTO (DOHY BiJl HE3aKOHHOTO JIOCTYILY, BTPATy i
HECaHKI[IOHOBAaHE 3HHUIIEHHS JTOKYMEHTIB, MMOPYIICHHS MPaBUJ KOPHCTYBAHHS JOKYMEHTaMH Hece
KEPIBHUK 3aKJIaJy.

1.6. Y 3aknmami JiJOBOJCTBO 3IIHCHIOETHCS JEPKAaBHOKO MOBOKO, KpIM  BHIAJKIB,
nepeadayeHuX 3aKOHOJIABCTBOM PO MOBHU B YKpaiHi. JJOKyMEHTH, sIKi HaJCHUIAIOThCA 1HO3EMHHUM
aapecaTaMm, o(OPMITIOIOTECS YKPATHChKOK MOBOIO, a00 MOBOIO JepKaBH-ajpecaTa, ado OJHIE 3
MOB MI)KHAPOJHOTO CITIJIKYBaHHS.

1.7. Opranizariiss IUJTOBOACTBA 1 KOHTPOJb 32 CBOEYACHUM PO3IJISLAOM Ta MPOXOIKEHHIM
JOKYMEHTIB y 3aKJIaJi 3A1MCHIOIOTHCS BiANOBITAIBHOIO 0C00010 (0c00aMm), sIKi MPU3HAYAIOTHCS
KepiBHUKOM 3aknany. OOOB’s3kM Takux oci0 00OB’S3KOBO 3a3HAYAIOTHCA B IXHIX ITOCAJIOBUX
THCTPYKIIISX.

1.8. Opranizaiiisi AIOBOJICTBA OKPEMHX HAMPSIMKIB JISJIBHOCTI 3aKiIaqy MOKJIAJAEThCS HA
M0CaJ0BUX OCi0 BIAMOBIIHO /10 1X (PYyHKIIOHATBHUX 00OB’SI3KIB.

1.9. Oyukiii BeneHHs apxiBy 3akiaay MOKJIANAlOThCs HA TMPU3HAYEHY KEPIBHUKOM
BIZIMOBiAJIbHY 0CO0Y, Y MOCaZ0Bil IHCTPYKIIT AKOI 3a3HAYAIOTHCS BIAMOBIAHI IpaBa, 000B’3KH Ta
BiNOBiAanbHICTh. KepiBHUK 3aKiIaay CHUIBHO 31 CBOIM 3aCHOBHHKOM (3aCHOBHHKAMH) 3000B’s3aHi
3a0e3MeunTH apXiBHE 30epiranHs TOKyMEHTiB HEOOX1THUM MPUMILICHHSM Ta 001 THAaHHSIM.

1.10. 3aknag MoKe CTBOPIOBATH JOKYMEHTH TUMYacoBOro (10 10 pokiB BKJIIOUYHO) CTPOKY
30epiraHHst JUIIE B EJICKTPOHHIA (opMi 3a yMOBHM HASBHOCTI BiJNOBIIHOTO TEXHIYHOTO
3a0e3MeyeHHs 3 ypaXyBaHHSIM BUMOT 3aKOHO/IaBCTBA YKpaiHu Ta wi€i [HeTpyKiii.

1.11. Tlopsimok opranizarii JiIOBOJICTBA 32 3BEPHEHHSMU TPOMAISH (P0o30in 7) Ta 3aUTaMu
Ha nyOmiuHy iH(opMmalio (dedamok 1) Bu3HauaeThcsi 3akoHamMu YkpaiHu «IIpo 3BepHEHHS
rpomansHy, «lIpo moctyn no my6miunoi iHpopmarii», «[Ipo 3aXHCT MEepPCOHATBHUX MAHHX», a
Takok mocraHoBamMu KabGinery MinictpiB Ykpainu Big 14 xBitHs 1997 poky Ne 348 «lIpo
3aTBEPIUKEHHS [HCTPYKIIii 3 TI7IOBOJICTBA 3a 3BEPHEHHSIMH IPOMAJISIH B OpraHax Jep>KaBHOI BIIAJH i
MICIIEBOTO CaMOBpsAyBaHHS, O00'€MHAHHSAX TPOMAJsH, HA MIANPUEMCTBAX, B YCTaHOBaX,
OpraHizallisix He3aJIeXHO BiA (opMm BIAacHOCTI, B 3acofax MacoBoi iHdopmarii» Ta Bij
24 Bepecusa 2008 poxy Ne 858 «IIpo 3aTBepmkenns Kinacugikaropa 3BepHEHb IpOMasiH».

II. JOKYMEHTYBAHHS YIIPABJITHCHKOI IHOOPMAIIIT
1. 3arajbHi BUMOIH /10 CTBOPEHHSI YNIPaBJiHCHKHX JOKYMEHTIB

1.1. lokyMeHTyBaHHsI  yIpaBiiHCbKOI 1H(GoOpMalli 3akiaay TOJsAra€e y CTBOPEHHI
JIOKYMEHTIB, 110 CHpPSMOBaHI Ha BUPILIEHHS YNPABIIHCHKUX pilleHb. CTBOPIOBaHI YNpPaBIiHCBHKI
JIOKYMEHTH TTOBHMHHI BI/IMOBIIATH MPABOBOMY CTATYCY 3aKJIamy.

1.2.IlpaBo Ha CTBOpEHHS, WIANUCAHHS, TOTOKEHHS, 3aTBEP/UKEHHS JIOKYMEHTIB
BU3HAYAIOTHCS AaKTaMH 3aKOHOAABCTBA, CTaTyToM 3aKiaay, MOJOXKEHHSIMH 1 IT0CaJOBHUMHU
IHCTPYKIISIMH.

1.3. Ha3Bu BuWAiB JOKyMEHTIB (HaKa3, IPOTOKOJ, JOTOBIJHA 3alKcKa TOIIO) MAaloTh
BIAMOBIIaTH Ha3BaM, mepeadadyeHuM Haxazom Minicmepcmea po36umKky eKOHOMIKU, Mopeieni ma
cinbebko2o 2ocnodapcmea Yxpainu 6i0 12 bepesus 2021 poxy Ne 526 «llpo 3ameepodwcenns

HayioHaneho2o Kiacugikamopa HK 010:2021 ma cxacyeanns nayionanvnozo kiacugixamopa JIK
010-98» (000amox 2).

1.4. OpranizaritHo-po3nopsada JOKyMEHTAIlls 3aKIaay MOIISEThCS Ha:


https://zakon.rada.gov.ua/laws/show/ru/393/96-%D0%B2%D1%80
https://zakon.rada.gov.ua/laws/show/ru/393/96-%D0%B2%D1%80
https://zakon.rada.gov.ua/laws/show/ru/2939-17

opranizauiiiny (Craryr, Konekrusuuit norosip, Ilpasuna BTP, nonoxenHs, nopsiaku,
periiaMeHTH, 0CaA0B1 IHCTPYKIIi, INTATHI PO3MUCH, JOTOBOPHU TOIIO);

posmnopsauy (Hakas3u);

iH(opMaIiifHO-aHATIITUYHY (aKTH, JOBIJIKH, 3asBH, JOMOBIJIHI Ta MOSCHIOBAJbHI 3aIlMCKH,
MIPOTOKOJIH, CIIY>KOOBI1 JIUCTH TOIIIO).

1.5. OpopmieHHST PEKBI3UTIB OpraHi3amiifHO-pO3MOPAII0T JOKYMEHTAlli Ta MOPSIOK iX
pO3TalllyBaHHs MalOTh BIANOBINATH Hakazy /lepoicagnoco nionpuemcmea «YKpaincbKuii HayKogo-
Q0CHIOHUL T HABYATLHUL YeHmp npobaem cmanoapmusayii, cepmughikayii ma sxocmiy (11
«YkpHIHL]») 6i0 01 nunnus 2020 poky Ne 144 «/lepocasna yHigpikosana cucmema 0oKymMeHmayii.
Vuighixosana cucmema opeawnizayitino-po3nopsaoyoi O0oxkymenmayii. Bumocu 00 ogopmaenns
ookymenmisy (nam — JICTVY) (0ooamox 3).

1.6. Bumorn 10 o0oGOpMIIEHHS JOKYMEHTIB, IO BHIOTOBIISIIOTBCS 32 JIONMOMOTOIO
KOMIT FOTEPHOI TEXHIKH, HaBEJIEHO Y dodamkKy 4 1o 1€l [HcTpyKiii.

OpranizamiifHo-po3MopsI4i TOKYMEHTH BHTOTOBJISIOTH 33 JOIMOMOTOK) aBTOMATH30BaHUX
Ta/ab0 APyKyBaJIbHUX 3aCO0IB.

OxpeMi BHYTpIIIHI JOKYMEHTH (3asBH, TMOSCHIOBAIbHI Ta JOIMOBiJHI 3alMCKH TOIIO),
aBTOpaMHU SKUX € MOCaaoBi Ta iHII (i3UyHI 0COOH, AOMYCTUMO OGOPMIIOBATH PYKOMHCHUM
CIOCOOOM.

1.7. Hakasu 3aknaay Moke OyTH BiIMiHEHO (3MIHEHO, IOTIOBHEHO) JIUIIIE HOBUMHU HaKa3aMHU.
Oprani3ariifHi Ta po3nopsia4i JOKYyMEHTH 3aKIaay JOBOAATHCS 10 BUKOHABIIIB Y BUIIISII KO a00
BUTSITIB.

1.8. Xin oOroBopeHHsI MHUTaHb i pillIeHb, IO MPUUMAIOTHCS HA 3aCiTaHHAX KOJIETiadbHHUX
oprasiB (panax, 300pax, Hapagax) 3akiany, pikcyerbes y npoTokoii. [Iporokonu cknanawTbes Ha
MiJICTaBl 3ammciB, 3pOOJCHHUX IMiJI Yac 3acCiliaHHs, Ta JOKYMEHTIB, IIJrOTOBICHUX 10 3aciIaHHS
(TeKCTiB Ta Te3 JOMOBiJAeH 1 BUCTYMIB, JOBIIOK, MPOEKTIB pillieHb, MOPSAKY IEHHOTO, CIHUCKY
3aIPOIIEHUX TOIIO).

2. Br1aHKH 10KYMeHTIB

2.1. OprasnizamiifHO-po3MOPSI9i JTOKYMEHTH O(OPMIIOIOTECS Ha ONaHKaxX 3akiaiy, 1o
BUTOTOBJISIIOTHCS 3riHO 3 BUMoramu JICTVY Ta miei [HeTpykuii.

braHku BUTOTOBISIIOTHCS JIPYKAPCHKUM CIIOCOOOM ab0 3a JOMOMOTOK KOMIT IOTEPHOT
TEXHIKHM Ha Mamnepi BUCOKOI SKOCTI papOaMu HACMYEHUX KOJIbOPIB.

Jlns BurotoBneHHs OjaHKa po3poOaseTses Horo MakeT y Maciutabdi 1:1, Ha SsKOMy MaroTh
OyTu HaHeceH1 MOCTIHHI PEKBI3UTH OJlaHKa, HEOOXIAH1 BIAMITKU JUIsl TIEPEMIHHUX PEKBI3UTIB, a
TaKO’K 3a3Ha4€H1 PO3MipH 30H PO3TalIlyBaHHs PEKBI3UTIB.

2.2. 3pa3ku OJaHKIB 3aTBEPKYIOTHCS HAKA30M 3aKJIay.
2.3. Y 3akyiafiax MO>XKyTb BUKOPUCTOBYBATHUCS TaKi OJIaHKU JOKYMEHTIB:

3arajlbHUM OJIaHK JJI1 CTBOPEHHS PI3HUX BUIIB JOKYMEHTIB (0e3 3a3HaueHHs y OJaHKy
Ha3BH BUAY JOKyMEHTa) (000amox 5);

Omank jucra (0ooamok 6);
OnaHK Hakazy (000amok 7).

2.4. He Ha OmaHKax OQOPMITIOIOTHCS JEsSKI BHYTPIIIHI JOKYMEHTH (3asBH TpaIliBHHKIB,
JIOTIOBITHI 3aITMCKH, JIOBIJIKH TOIIO).

3. lleuaTkn


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

3.1. [locagoBi ocobu 3akiaxy MiAMUCYIOTH JAOKYMEHTH Yy MEXaxX CBOIX IOBHOBaXEHb,
BU3HAYECHUX 3aKOHOJABCTBOM YKpainu, CTaTyTom 3akiafdy, MOCaJOBUMHU 1HCTPYKIISMHU, HaKa3aMu
PO PO3MOALT 000B’SI3KIB MiXK KEPIBHHIITBOM 3aKJIa Ty TOIIIO.

BinOuTtkom nedatku (3a HaIBHOCTI) 3aCBITIYETHCS MMIAMKAC MTOCAT0BOT 0COOH HA TOKYMEHTaX
13 IUTaHb OpraHi3aliiHol Ta (IHAHCOBO-TOCIIOAAPCHKOI MISIILHOCTI 3a MEPETiKOM JIOKYMEHTIB, Ha
SKUX TIAIMUAC TOCAJOBOI OCOOM 3aCBiMYYEThCS BIIOUTKOM TMEYATKH 3aKIaay, HABEIACHUM Y
0ooamky 8 1i€i [HeTpyKItii.

BinOuTok meYaTKM CTaBUTBCS TakK, W00 BiH OXOIUIIOBAaB OCTAaHHI KUTbKa JHTEp
HallMEHYBaHHsI TIOCaJld OCOOHM, siKa MiJANucaja JOKYMEHT, ajle He MiAMHC T0CcaaoBOi ocodOu, abo
MPOCTABISIETHCS HA OKPEMO BUJILICHOMY TSI IIBOTO MICIT 3 BiIMITKOIO «M. TLy.

3.2. Y 3akiaji 3aCTOCOBYIOTHCS INTAMIIM 3 [TOBHUM HAaWMEHYBaHHSM 3aKJIaay Ta IHIIMMHU
peKBizuTaMH OJIaHKa.

3.3. Haka3om kepiBHHKA 3aKj1a/ly BU3HAYAIOTHCS MTOPSIIOK BUKOPUCTAHHS, MicIie 30epiranHs
MeYaTKU 3aKJaay 1 MocajgoBi 0coOM, BiANOBINANBHI 3a ii 30epiraHHs, a TaKOX MEPetiK MOCcaJT0BUX
0ci0, MAMKUCH IKUX CKPITUTIOIOTHCS MEYaTKOIO 3aKIIay.

3.4. O0mik yciX MeYaToK Ta IITAaMIIIB, IO 3aCTOCOBYIOTHCS Y 3aKJIajli, BEACThCA Y KypHAIi
3a GOpPMOI0, HaBeJCHOW Yy dodamky 9 no uiei [Herpykuii. Bunava neyarok, mramiiB mocajgoBUM
0co0aM 3IHCHIOETHCSI i MiIKC Y BiAOBITHOMY *KYpHaTi.

3.5. [Teuatku 36epiratoThcs y ceiidax, Mo HaliiHO 3aMUKAIOTHCS 1 ONEYaTyIOThCA.

3.6. [lepeBipka HAsABHOCTI IEYATOK 1 MITAMIIIB 3IHCHIOETHCS IOPOKY KOMICi€lo,
NPU3HAYCHOIO HAKa30M KepiBHUKA 3aKJIary, Ta O(OPMITIOETHCS aKTOM.

4. laTyBaHHS YNPaBJiHCbKHX JOKYMEHTIB

4.1. JlaTor0 TOKyMEHTa € BIJIOBIAHO JaTa HWOro MiIMUCAHHS, 3aTBEPIXKEHHS, MPUNHATTS,
peectparii abo ckiafeHHs (A7 aKTiB), 3acilaHHs KOJIETiaJbHOTrO opraHy (ams mporokomis). Jlary
odpopmisitoTs BiamosiaHo 10 ACTY 4163-2003 unudposum ado cioBecHO-IIUGPOBUM CIIOCOOOM.

Jlata mignucaHHS, 3aTBEp/DKEHHS, NMPUHHATTS abo peecTpalii JOKyMEHTa O(QOpPMIIOIOThH
mudppoBuUM crnocoboMm. EnemeHTH naTH HaBOAATH apaOChKUMHU IM(pamMH B OAMH PSIOK Yy
MOCJI1IOBHOCTI: YUCJIO, MICSIIb, PIK.

01.09.2021
Jlaty 103B0JIEHO O()OPMITIOBATH Y ITOCIIJOBHOCTI: PiK, MICSIb, YUCIIO.
2021.09.01

Y HOpMaTHBHO-TIPAaBOBHUX aKTaxX 1 ()IHAHCOBUX JOKYMEHTaX 3acCTOCOBYIOTh CJIOBECHO-
1 poBHii crtocid oQpopMITIOBaHHS 1aTH, HAIPUKIIA/:

01 sepecna 2021 poky
CnoBO «piK» MOXHAa B)KUBATH Y CKOPOYEHOMY BaplaHTI:
01 gepecnsa 2021 p.

Jlaty mianucaHHs TpPOCTaBIAIOTH Yy JIBIM BEpXHIH YacTUHI JOKyMEHTa Topsn 13
peecTpalifiHUM IHIEKCOM Ha CHelialbHO BiJBEJCHOMY Micli Ha OJaHKy. SIKIIO JOKyMEHT
CKJIa/ICHU He Ha OJlaHKy, Horo JaTy NpOCTaBIIAIOTh HUXKYE MiJIIUCY JIBOPYY.

Jlata crinbHOTO JOKYMEHTA ABOX a00 OiIBINOT KUTBKOCTI YyCTAaHOB — €IMHA 1 BIAMOBIA€E ATl
MI3HIIIOTO MIANUCY. Y PI3HUX PEKBI3UTax OAHOTO JOKyMEHTa JaTa Moxke OyTu odopmiieHa sK
CJIOBECHO-LIU(POBUM CIIOCOOOM, TaK 1 IIUPPOBHUM.

VYV choiapHUX OKyMEHTax, IMATOTOBICHHMX BIJ iMEHI JBOX 1 OiIbIe HOPUANYHUX OCiO,
3a3HAYAI0Th OJHY JIaTy, IO BiMOBIAA€ AaTi MPOCTABICHHS OCTAHHHOTO MIATMHCY.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

Jlaty JOKyMeHTa Ha OJIaHKY MPOCTABJISIIOTh Y CIEI[ialIbHO BiJIBEACHOMY MICII.

VY BHYTpIIIHIX CTy)OOBHUX TOKyMEHTaX (3asBax, JOMOBITHUX 1 MOSICHIOBAIBHHUX 3aIHCKaX
TOIIO), OPOpMIICHUX HE Ha OJIAHKY, JaTy MPOCTABISAIOTH JiBOPYY BiJl OCOOMCTOrO MiAMKCY aBTOpa
JIOKYMEHTA.

VY pa3si 3acrocyBaHHs iHQOpPMAIIHHUX (aBTOMATH30BAaHWX) CHCTEM OpraHi3allii JiJI0BOJCTBA
JOIYCTUMO TPOCTABIISATH JAaTy pEeecTpalii JOKyMEHTa y CKIaal mrTpux-koay abo QR-komy, mro
CTBOPIOETHCS 3aC00aMU 11i€1 CHCTeMH, 3T1IHO 3 TocTaHoBor Kabinery MiHicTpiB YKpaiHu.

HITpux-KOA MPOCTABIISAIOTH Yy LIEHTPI HUYKHBOTO TOJISL EPIIOi CTOPIHKH ToKyMeHTa, QR-kox
(21 MM X 21 MM) — y HIKHBOMY JIIBOMY KYTI IIEpIIOi CTOPIHKH JOKYMEHTA.

4.2.Yci peKkBi3UTH Ha JOKYMEHTi, IOB’s3aHi 3 HOrO NPOXO/HKEHHSM 1 BHKOHAHHSM,
JaTyIOThCS 1 MIAMUCYIOThCs. [lata TOKyMeHTa MPOCTaBISIETHCS OCAI0BOI0 0CO0010, sIKa HOTo Bi3ye,
NOToJpKYeE ab0 3aTBepKye. JlaTa 3a3HavaeThesl HIDKYE MIAMUCY JIIBOPYH.

4.3. Ilin yac peectpallii TOKyMEHTa MOTO Jara MPOCTABISETHCA Yy JIiBIM BEpXHINH YacCTHHI
JOKYMEHTa Ha CIIeI[iaJIbHO BiJIBECHOMY Miclli Ha OJaHKy. Y JOKYMEHTax, CKIIaJIeHUX HEe Ha OJIaHKY
(3asBM TpAIIBHUKIB, JOIMOBIJHI 3amWCKH, JOBIJKH TOINO), JaTa IIPOCTaBISETHCS aBTOPOM
JIOKYMEHTa HIDKYE TTIIHCY.

4.4. Ha noxyMeHTi, BUJaHOMY JIBOMa abo Oinbllle yCTaHOBaMH, 3a3HAYA€ThCS OJIHA J]aTa, sKa
BIJIMIOBIIa€ aTi OCTAHHBOTO MiIHKCY.

5. [oroa:keHHs ynpaBaiHCbKHX JOKYMEHTIB

5.1. V pasi BUHUKHEHHS MOTPeOH y POBEIEHH] OLIHKU JOIUIBHOCTI CTBOPEHHS IOKYMEHTA,
Horo OOIPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOJABCTBY 3A1MCHIOETHCS IOTOMKEHHS IPOEKTY
JIOKYMEHTA.

5.2. IloromxeHHst MOXe 31CHIOBATUCH SIK Y 3aKJIaJli TOCaIOBUMHU 0COOAMHU, K1 BiMOBIAHO
N0 1X KOMIIETEHINi BHpIIIYyIOTh THTaHHS, IOPYIIEHI B TIPOEKTI JOKYMEHTa (BHYTpIIIHE
MOTO/KEHHS), Tak 1 3a 11 MexamMHu IHIIUMHU 3aiHTEPECOBAaHHMMH YCTaHOBaMHU (30BHIILIHE
MTOTOJKCHHS ).

5.3. BHyTpimHe MOTOKEHAS OPOPMIISIOTH IIIJISIXOM MPOCTABIISTHHS Bi3H, sIKa 0)OPMIISIETHCS
BianoBigHO 10 JCTVY. I'pud morokeHHs po3MIIIyIOTh HUXKUe pekBi3UTy «Iliamucy.

SKI0 JOKYMEHT TIOTOJKYe TocaZoBa 0co0a CTOPOHHBOI FOPUAUYHOI OCOOH, MO
MOBHOBAXXEHb SKOT HAJCKHUTh TOTO/KEHHS TUTaHb, HABEJIEHUX Y I[bOMY JOKYMEHTi, TO Tpud
NMOro/KeHHsT (CXBasieHHsA) ckimagaetbest 31 cioBa [IOTOJKVYIO, HailiMeHyBaHHS mOcaau
(HaliMEHyBaHHS IOPUIMYHOI OCOOM € CKJIaJI0BOK YAaCTMHOK HAalMEHYBaHHS I0OCa/n), 0COOMCTOrO
MiJIHICY, BIACHOTO IMEHi, MPI3BHILAa 0COOU Ta IaTH MOTOKEHHSI.

Horo’Kyro

3acmynnuk oupekmopa
3 HABUANILHO-6UXOB6HOT pOOOMU

IHionuc Baacne im’a, IIPI3BUHIIE
01.09.2021

K0 TOKYMEHT MOTOKYIOTh (CXBaJIOIOTH) IHIIMM JOKYMEHTOM (JIMCTOM, MPOTOKOJIOM,
aKTOM TOIIO), TO Tpu(d TmMOromkeHHs (cxBalieHHs) ckiagaeTecs 31 crmoBa [IOI'OKEHO
(CXBAJIEHO), Ha3Bu BHIy MOTOJKYBAJIBHOIO JOKYMEHTa B HAa3UBHOMY BIIMIHKY, HOTo JaTu i
HOMepa.


https://zakon.rada.gov.ua/laws/show/ru/v0055609-03

ITOTOJUKEHO

Ilpomokon 3acioanns
neoazoziunoi paou 3aknaoy

30.08.2021 Ne 1

CXBAJIEHO

Ilpomokon 3acioanns
excnepmmuoi Komicii 3aknaody

30.08.2021 Ne 1

5.4. Bi3u npoCTaBIsAOTHCS Ha MPUMIPHHKAX JOKYMEHTIB, IO 3aJUIIAIOTHCS Y 3aKIIal.
[TpoekTH pO3MOPSAIUNX JOKYMEHTIB Bi3YIOThCS Ha MEPIIOMY MPUMIPHHKY.

3acmynnuk oupexmopa 3 HBP
Ilionuc Bnacne im’a, IIPI3BHIIE
18.09.2021

3acmynuux oupexmopa 3 HBP

Ilionuc Bracne im’s, I[IPI3BUIIE
3aysarcenns i npono3uyii 000arOmsvca
18.09.2021

5.5. [lepenik mocamoBuX 0ci0, sfKi TMOBHWHHI 3aBi3yBaTH JOKYMEHT y 3aKiaji, BU3HAYAE
NpAIiBHUK, SIKHI CTBOPIOE TOKYMEHT, BUXOJSYHU 3 HOTO 3MICTY.

5.6. BHyTpilHE NOTOKEHHS MPOEKTY JOKYMEHTA 3aJI€KHO BiJ HOTO 3MICTY MPOBOIUTHCS B
Takiii TOCTIZOBHOCTI: MpAIiBHUKOM, SKHUWA MIATOTYBaB JOKYMEHT, KEPIBHUKOM CTPYKTYpHOTO
HiAPO3iTy, B IKOMY HOTO CTBOPEHO, TOCAAOBUMH 0CO0aMH, SIKi 3a3HAYCHI Y POEKTI TOKYMEHTA SIK
BUKOHABIIl, TOJIOBHUM OyXTajaTepoM (SKILO MPOEKT JOKYMEHTa CTOCYETbCs (piHAHCOBUX NMHTAHb),
3aCTYIIHUKOM KepIBHMKA 3aKjady, SKUH BIANOBIAA€ 3a TMHUTAHHSA, IO MICTATHCS B TPOEKTI
JIOKYMEHTA.

5.7.3a 3MICT JIOKyMEHTa, SIKHH BI3ye€TbCs KUIbKOMa oco0aMH, Taki 0coOM BiAMOBIIAIOTH
3TiIHO 3 KOMIETEHIIIEIO.

5.8. SIkmo y mporeci Bi3yBaHHS 1O TPOEKTY TOKYMEHTa BHECEHO CYTTEBI 3MiHH, BiH
HiAJIsrae JOONPaLIOBaHHIO, IEPEIPYKYBAHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

5.9. 30BHIIIHE TOTO/KEHHS MPOEKTIB JOKYMEHTIB MOXKe OyTH O(OpMIICHO apKyIIeMm
HOTO/DKEHHS, TpU(OM TMOTOJKEHHS, JOBIAKOI NP0 IOTOKEHHS, JIUCTOM TOTOKEHHS abo
IIPEJICTABICHHSIM IPOTOKOJIy OOTrOBOpPEHHS MPOEKTY JOKYMEHTa Ha 3acijaHHI KOJIETriaJbHOTO
Oprasy.

5.10. Apkym NOrofyKeHHs CKJIaJaeThes y pasi, AKIIO 3MICT JOKYMEHTa CTOCYEThCs Olblle
HIX TpbOX YCTaHOB (3akjafiB), MpO IO POOUTHCA BIAMITKA y JOKYMEHTI Ha Micui rpuda
NIOTOJIPKEHHS, HAIIPUKIAL: «APKyui no200xceHna 000aEMbCAay .

5.11. Apkyur noro/pkeHHst 0OpMITSIETBCS 3a TaKOIO (hOPMOIO:
APKYII IIOI'O/’KEHHA
Haszea npoekmy 0ooxymenma
Ha3zea nocaou Iionuc Bnacue im’a, IIPI3BHIIE




Mama

[Tinmuc mocaaoBoi 0coOM CKPITUTIOETHCS MEYATKOO 3aKIany (32 HassBHOCTI).

5.12. Koxna 3 ycTraHOB (3aKJIafiB), SKii HaIICIaHO TMPOEKT JOKYMEHTAa Ha IOTOJKCHHS,
MOXKE HaJaBaTH OKPEMHH apKyll IIOTOJDKCHHS, a00 apKyll TMOTOJDKCHHS MepeaaeThes
3alHTEPECOBAHUM yCTaHOBaM (3aKiiajjamM) y TOCIiOBHOCTI, BU3HAUEHIH YCTAHOBOIO (3aKJIaJIOM) —
ABTOPOM TMPOEKTY JIOKYMEHTa. ApKym a00 apKymli [OroJUKeHHs 30epiraloThCs pa3oM 3
JIOKYMEHTOM, SIKH# OyJI0 TIOTOJIKEHO.

5.13. 30BHIIIHE MOTOKEHHS Y Pa3i MOTPeOH, BU3HAUYECHOT 3aKOHOIABCTBOM, 31HCHIOETHCS Y
TaKil MOCIIJOBHOCTI:

3 YyCTaHOBAMH OJIHAKOBOTO PiBHS Ta iHIIMMH yCTAHOBAMU;
13 TPOMAaJZICBKIMH OpTaHi3alisiMu;
3 OpraHam, siKi 3i1HCHIOIOTh Jep>KaBHUN KOHTPOJIb y TIEBHIN cdepi;
3 YCTaHOBAaMH BHILOTO PiBHSL.
6. 3aTBepAKeHHS YIPABJIiHCHKUX JOKYMEHTIB

6.1. 3aTBep/KEHHST YNPABIIHCHKUX JOKYMEHTIB 3IIHCHIOETBCS OCOOUCTO KEPIBHHKOM
3aKmany ado Haka3oM (B OKPEMHUX BHITAJIKAX IMPOTOKOJIOM) 3aKiIaay i3 3a3HAYCHHSIM Ha JOKYMEHTI
rpuda 3aTBepKEHHS, 0POPMIICHOTO BiMOBITHUM YHHOM.

6.2. Hakazom 3aknagy 3aTBepDKYIOTHCS TMOJIOKEHHS MPO CTPYKTYpHI MiAPO3ALIH,
IHCTpYKIii, MpaBWiia, MOPSAKH Ta iHIII JTOKYMEHTH HOPMAaTHBHO-IIPABOBOTO a00 HOPMATHBHOTO
XapakTepy.

VY pasi 3aTBep/KeHHS JOKYMEHTAa DIIICHHSM KOJIET1aIbHOTO OpraHy rpud 3aTBepIKECHHS
ckinamaerbess 31 cmoBa 3ATBEP/DDKEHO (6e3 mamok), Ha3Bu, JaTh i HOMepa AOKYMEHTa Yy
HA3UBHOMY BIJMIHKY.

3ATBEP/’KEHO

Ilpomoxon 3acioannus nedazoziunoi paou
Miyero Ne 1 m. Hemuposa

25.12.2021 Ne 5

6.3. KepiBHMKOM 3akiaay OCOOMCTO 3aTBEPAKYIOTbCA JOKYMEHTH, IO HE MOTpeOyITh
JIOJJaTKOBUX BKA31BOK, 3aBIaHb LIOJ0 iX YINPOBAKEHHS a00 BUKOHAHHS (TIOJIOKEHHS (CTaTyTH)
3aKjaay, MPOTOKOJHW, aKTH, IUIAHW, 3BITH, KOIITOPHUCH, IITaTHI PO3MHUCH, MOCAIOBI 1HCTPYKIIII,
porpamMu, HOpMaTUBH TOILO).

3ATBEP/’KYIO

Jlupexmop niyero

IHionuc Baacne im’a, IIPI3BHIIE
01.09.2021

11 6.3. Ilepenik BUIIB JOKYMEHTIB, 1110 MAIOTh OYTH 3aTBEpP/KEHI 3 MPOCTABISHHAM rpuda
3aTBEPUKEHHS, BU3HAUAE 3aKJIaJ Ha IT1JICTaBl 3aKOHOJIABCTBA 3 YHECEHHSM B [HCTpyKIIifO.

7. IlignucaHHs ynpaBJaiHCbKHX TOKYMEHTIB

7.1. ITocanoBi 0co0HM MiANUCYIOTh JOKYMEHTH y MEKaX CBOIX MOBHOBa)KEHb, BUZHAUEHUX Y
CTaTyTl 3aKjaay, MOJIOKEHHSIX MPO CTPYKTYPHI MiAPO3AUIH, NMOCAJ0BUX IHCTPYKIISAX, HaKasl Mmpo
po31oia 000B’A3KIB MK KEPIBHUKOM Ta MOTO 3aCTYMHHKaMH TOIIO. Y 3a3HAYEHUX JOKYMEHTax
BU3HAUYAETHCSI TAKOXX MOPSAJOK IMMIJNUCAHHS JOKYMEHTIB IHIIMMHU 0co0aMM B pa3i BIACYTHOCTI
KepiBHHKA 3aKJIaJly Ta MOCaI0BUX 0Ci0, K1 YIOBHOBa)KEHI iX MiANKUCYBATH.



7.2. Tlinmuc cKIamaeThes 3 HA3BH MOCAAU OCOOM, sIKA MIAMKICYE TOKYMEHT (MOBHOI — SIKIIO
JOKYMEHT HaJ[pyKOBaHUH He Ha OJaHKY, CKOPOUEHOT — Ha JIOKyMEHTi, HAJPYKOBAaHOMY Ha OJIaHKY),
0COOHMCTOTO MiANHUCY, iHImiamiB (iHiiaza iMeHi) 1 npizBuma. Jlo3Boyserbest B pekBizuti «llimmucy
TICJIsI HA3BU MOCAM OCOOUW 3a3HAYaTH BUCHE 3BaHHS, HAYKOBH CTYITiHb.

1. Jupexmop niyero Hionuc Bnacue im’a, HPI3BUIIIE
2. /lupexmop wikonu Iionuc Bnacueim’a, IIPI3BUIIE

7.3.Ilpu cTBOpeHHI JOKYMEHTIB MiANMUCYETbCA OIMH NPUMIPHUK JIOKYMEHTa, SKUH €
opuriHaJoM. BWHSATOK CTaHOBIATH J€sAKi BHIM JOKYMEHTIB (HANpHKIAA aKTH, JOTOBOPH, SKi
CTBOPIOIOTHCS B KUTBKOX MPUMIPHUKAX, KOXKEH 3 SIKHX MAa€ CHIIy OpPUTIHATY).

7.4.Y pa3i HajcuIaHHS JOKYMEHTA OJTHOYACHO KIJTbKOM 3akjiazaM (yCTaHOBaM) OJHAKOBOTO
a00 BHIOTO PiBHS KEPIBHUK 3aKJIa 1y MiIMUCYE BC1 HOTO MPUMIPHHUKH.

7.5. J/IBa abo OinbIne MiAMUCIB MPOCTABIISIIOTH, SIKIIO 32 3MICT JOKYMEHTa BiAMOBIIAIOThH
KisbKa oci0. [Ipu 1ipoMy miANMCcH mMocagoBUX 0Ci0 PO3MILIYIOTHCS OJHMH MiJ OJHUM BIATIOBIAHO 0O
MiIMOPSIIKOBAHOCTI 0Ci0.

Jlupexmop niyero IHionuc Bnacue im’a, IPI3BHIIE
Knacnui kepisnuk IHionuc Bnacue im’a, IIPI3BHIIE

7.6. CrinbHI JOKYMEHTH KUIBKOX 3aKJIaJiB MiAMUCYIOTHCS KEPIBHUKAMH OJIHAKOBUX IMOCAJl
[UX 3aKJIaaiB. [XHI mignmucy po3MilyOThCs Ha OJTHOMY PiBHI 1 CKPITUTIOIOTHCS TTeYaTKaMy 3aKJIaliB.

Jupexmop niuero Hupexmop
Hionuc Iniyian(u), npizeuwie IHionuc Iniyian(u), npizeuwie
7.7. JIOKyMEeHTH KOJETiaJbHUX OpraHiB (pilICHHS, TIOCTAaHOBH) IIJIHCYE TOJOBa

KoJIeTianbHOro oprany. [IpoTokosn miAnucyroTh roJIOBYIOUMN HA 3aciJaHHI KOJeriaJbHOro OpraHy i
CeKpeTap.

T'onosa neoazoziunoi paou Iionuc Iniyian(u), npizeuwe

Cexkpemap neoazociunoi paou Iionuc Iniyian(u), npizeuwe
7.8. JlokyMeHTH, CKJIaJIeH1 KOMICI€T0, TIAMMCYIOTh TOJIOBA KOMICIT 1 BC1 WICHH KOMICII.

7.9. JIoKyMeHTH, 1110 MiJUIAraloTh 3aTBEP/PKEHHIO (IHCTPYKIii, MOJT0XKEHHs, ITpaBUia TOLIO),
MIMKCYE MOCagoBa 0co0a, BIAMOBIJabHA 32 X MIATOTOBKY.

7.10. YV pasi BiACYTHOCTI KepiBHUKa 3aKliay, Ha3Ba MOcCajy, Mpi3BHILE, iHiMianu (iHimian
IMEH1) KOi 3a3HaY€HO Ha MPOEKTI JOKYMEHTa, MOro MiJNUCYye 0co0a, sika BUKOHYE i 000B’SI3KH,
abo 1i 3acTynmHUK. Y TakoMmy pa3i 000B’A3KOBO 3a3HAYAIOThCs (PaKTUUHA Tocaja, iHimiany (iHiman
IMeH1), Mpi3BHILE 0COOH, siKa Minucana Jo0KyMeHT. [Ipu 11boMy BUIIPaBIE€HHS BHOCSTH PYKOIIUCHUM
a00 MAaIIMHOMHUCHUM CIOCOOOM, SIKIIO JOKYMEHT HEMOXJIMBO MepeApyKyBaTH. He momyckaeTbes
M1 9ac MiAMUCAHHS JOKYMEHTAa CTaBUTH MPUUMEHHUK «3a» Yd MPaBOOIYHY MOXUIY PUCKY TEpe
HA3BOO MOCA/IH.

3acmynnuk oupekmopa Iionuc Bnaacue im’a, IIPI3BHIIE

JlonaBaHHs [0 Ha3BU MOCaAM KEpIBHUKA 3akjiaay abo CaMOCTIHHOTO CTPYKTYpHOTO
niapo3ainy ciiB «Bukonyruuil 0606’a3ku» ado «B.o.» 311ACHIOETbCA Ha MT1JCTaB1 HAKa3y.

7.11. ®akcuminbHe  BIATBOPEHHS MIAMKMCY IOCaaoBOi 0cobM Ha  OprasizalliiiHo-
po3nopsAAUnX, GIHAHCOBUX, OYXTadTepChKUX JOKYMEHTaX 3a JOIMOMOT0OK MEXaHIYHOIo ado 1HIIOro
KOTIIOBAaHHS HE JIOMYCKA€EThCS.

7.12. Pe3omrortiss — 11e 3po0JeHui 1ocaoBO0 0C000I0 HAMMC Ha JOKYMEHTI, IO MICTHUTh
CTHUCIIUN 3MICT IPUUHATOTO HEIO PIIICHHS 11010 BAKOHAHHS JOKYMEHTA.



Pesomioniiss MakCUMaIbHO MOXE CKIAJAaTHCA 3 TaKUX €JIEMEHTIB: Mpi3BuIe(-a), BracHe(-1)
iMm’si(-eHa) BHKOHaBUS (-iB) y JaBaJbHOMY BIIMIHKY, 3MICT JOpYYEHHS, CTPOK BHKOHAHHS,
0COOMCTHH MIMUC KepIBHUKA, JaTa.

Ilpizeuwe Bnacue im’a

Ilpowy niocomyeamu npoexkm 002080py
npo nocmauannn 2azy 00 25.05.2019
Ocobucmuii nionuc

Mama

SIKIIO IOpyYeHHsS HAJaHO KiIbKOM IOCaJ0BUM 0co0aM, rOJIOBHMM BHKOHABIIEM JOKYMEHTA
€ oco0a, 3a3Ha4YeHa B PE30JIOIIIT MEePIIOIO.

Ha noxkymeHTax 13 CTpOKaMu BHKOHAHHS, LI0 HEe NOTPeOyIOTh JOAATKOBUX BKAa31BOK, Yy
pe3oUTolLii 3a3Ha4al0Th BUKOHABIIA, MIJIKC aBTOPA PE30JIOLIT 1 JaTy.

Pe3omroniro mpocTaBisioTh PyKOIMHCHO O€3M0CepeHh0 Ha JOKYMEHTI HIDKYE PEKBI3UTY
«Anpecar» mapaielbHO O OCHOBHOTO TEKCTy ab0 Ha BUIBHOMY BiJI TEKCTY MiCLli y BEpXHIH
YaCTHHI MEpIIOro apKylia 3 JHUIBOBOro OOKy, ajie¢ HE Ha MOJI JIOKYMEHTa, NMPU3HAYECHOMY ISt
M MIMBAHHS.

S0 Ha JOKYMEHTI HEeMae BUIBHOTO MICIS A pe3oonii abo AOKYMEHT Miassrae
MIOBEPHEHHIO0, 200 11¢ eNIEKTPOHHUHN JIOKYMEHT, TO PE30JIIOIiI0 0(DOPMITIOIOTh HA OKPEMOMY apKyIIi
a0o crieniaibHOMY OJIaHKY, Ha SIKOMY 3a3HA4ar0Th JaTy.

Jlo Bx. Ne 123/01-10 Bix 02.11.2021.

8. 3arajibHi BUMOI'H /10 TeKCTY YIPaBJIiHCHKHUX IOKYMEHTIB

8.1. TekcT ynpaBIiHCHKOTO TOKYMEHTa MOBUHEH OYTH YiTKUM, KOHKPETHUM, JIAKOHIYHUM,
iHpopMaTUBHMM Ta BianmoBizaTu opdorpadidyHuM, JEKCUIHUM, MOP(]OIOTIYHUM, CHHTAKCHYHHM,
CTHJIICTHYHHM, TYHKTYallifHUM HOpPMaM.

8.2. TekcT JOKyMEHTa IIOBMHEH CTOCYBAaTHUCS TOI'O IIUTaHHA, sKe c(HOpMyJIbOBaHE B
3aroJIOBKY JI0 TEKCTY, YITKO BiJOOpa)xaTh NMPUYMHY i METy CTBOPEHHS TOKYMEHTa, PO3KPHUBATH
CYTh KOHKPETHOI CIIpaBH, MICTUTH apryMEHTOBaHI1 JOKa31, BUCHOBKH, TIPOMO3HUII].

8.3. Ilix wac ckiajaHHs JTOKYMCHTIB BXKHUBAETHCS JUIOBUU CTHIIb, JUIS SIKOTO XapaKTEePHHMA
HEUTpanbHUIl TOH BUKIAACHHS, M030aBNeHUl 00pa3HOCTI, EMOLIWHOCTI Ta 1HIWBITyaTbHUX
ABTOPCHKHX PHC.

8.4. Tekct nokyMmeHTa O(OPMIISIOTh y BUIVIAI CYLUJIBHOTO 3B’SI3HOIO TEKCTY, a00 aHKETH
4y Tabmuii, a0 NUIIXOM MO€ETHAHHS HUX (OPM.

CyminbHU 3B’SI3HUI TEKCT JOKYMEHTa MICTUTh TpaMaTUyHO 1 JIOTIYHO Y3TOJUKEHY
iHpopMallilo Tpo YHPaBIIHCHKI i 1 BHUKOPUCTOBYETHCS IiJi 4Yac CKJAaJaHHS oOpraHizaliifHo-
pO3MOPSAYUX JOKYMEHTIB.

CyuinpHU#N 3B’ SI3HUI TEKCT, SIK MPABHIIIO, CKIAIA€ThCS 3 IBOX YaCTHH. Y Hepiiid (BCTYIHIN)
YacTHHI 3a3HA4alOThCsl M1JICTaBa, OOTPYHTYBaHHA ab0 MeTa CKJIaJaHHS JIOKYMEHTa, y JpYyTrii
(3aKiIrOuHIM) 4YacTMHI — BHCHOBKHM, MpPOMNO3MILi, pillleHHS, NpoxaHHSA. B okpemux Bumaakax
JOKYMEHT MO)K€ TMiclig BCTYNMHOI YacTUHM MICTUTH MOTHBYBAJIbHY YacTUHY, B  SIKIH
OOI'PYHTOBYETHCS MO3UILIS 3aKIIATY.

8.5. ¥ Tekcti JOKyMEHTa, IiATOTOBJICHOTO BiJMOBIAHO J0 JOKYMEHTIB IHITUX YCTaHOB a0o0
paHillle BUJIAHUX JOKYMEHTIB, 3a3HAYalOThCS MO0 PEKBI3UTH Y TaKii MOCHIZOBHOCTI: Ha3Ba BUIY
JIOKYMEHTa, HailMeHyBaHHs YyCTaHOBM — aBTOpa JOKYMEHTa, JaTa, peecTpauidiHuil Howmep,
3aroJIOBOK JIO TEKCTY.

Ipuxnao

Haxka3 Minicmepcmea oceéimu i nayku Ykpainu 6i0 25 uepensa 2018 poxy Ne676 «IIpo



3ameeporcenna Incmpykuyii 3 0inoeoocmea y 3axnaoax 3a2anbHoi cepeonboi oceimuy

8.6. TekcTn CKJIAAHMX 1 BENMKHX 32 O0OCATOM JIOKYMEHTIB (TIOJIOKEHHS, IpaBUIa,
IHCTPYKIlli, OTJISAAU, 3BITH TOINO) MOJUISIOTHCA HA PO3AUIM, MIAPO3AUIM, MYHKTH, IIIMYyHKTH.
[TyHKTH B TEKCTI HyMEpYIOThCS apaObChKMMHU IU(PpaMH 3 KParKolO, a MIAMYHKTH — apaOChKUMH
nrdpa Mu 3 TyKKOH0.

Po3ainu HymMepyroThCS pUMCHKUMH IIU(PPaMH, a TAKOK B OKPEMHUX BHUIIAKAaX BOHU MOXKYTb
HOJUIATUCS HA TJIaBU.

8.7. ®opma aHKETH BUKOPUCTOBYETHCS y pa3l BUKJIAIEHHS y HU(PPOBOMY ab0 CIIOBECHOMY
BUTJIAAI 1H(pOpMAIIii Mpo OJAMH 00’€KT 3a MEeBHUM 00csSroM o3Hak. IlocrtiiiHoro iH(OpMaIi€r B
AHKET1 € y3arajJbHEHI O3HAKH, 32 SKHUMU TPOBOIHUTHCA OMUC 00’€KTa, a 3MIHHOIO — KOHKpETHI
XapaKTePUCTHKH.

8.8. TabmmynHa (hopma TOKyMEHTa BUKOPHCTOBYETHCS Y pasi BUKIIAJCHHS y UGpOBOMY abo
CJIOBECHOMY BHUIJIsIII iH(GOpMAIIii PO KiJIbKa 00’ €KTIB 3a PsIZIOM O3HAK.

3aronoBku rpad TaONWIN MHUIIYTHCS 3 BEIUKOI JITEPH, MiA3aroJIOBKH — 3 MaJioi JITEpH,
SKII0O BOHM CTAHOBJIATH OJHE I[JIE 13 3arojIOBKOM, 1 3 BEJIHMKOI — SKIIO ITJI3ar0JOBOK Mae
caMmocTiifHe 3Ha4eHHs. Kparku B KiHII 3aroJIOBKIB 1 IiA3arojIoBKiB rpad He CTaBIATHCSA. 3ar0JOBKH
1 mig3aronoBku Tpad Ta psAAKiB TaOMUI MOBUHHI OyTH BUKIAJACHI IMEHHHUKOM Y Ha3HMBHOMY
BIIMIHKY OJHUHHU. Y 3aroJioBKax 1 MiJ3arojoBKax psAKiB i rpad TaOmHil BXHUBAKOTHCS JIUIIC
3araJlbHONPUMHATI YMOBHI MO3HAYEHHSI 1 CKOPOUYCHHSI.

Ne 3/n 115 Has3ea 3aknady oceimu Ilocaoa Cmarc, p.

1 2 3 4 5 6

['padu Tabmuii, sSKi poO3MIMIYIOTHCA Ha KUIBKOX CTOpiHKaX, HymMepyroThcsa. Ha nmpyriii Ta
HACTYITHUX CTOPIHKaxX TaOJHIlI 3a3HAYAIOTHCS HOMEPH Tpad, a TAKOXK Yy BEPXHBOMY IPABOMY KYTi —
cioBa «IIpoIoBKEHHS T01aTKa.

IIpooosircennsa oooamxka

1 2 3 4 5 6

8.9. V 3akumazi TekcT Haka3y BUKJIAIaeThCs Big nepiioi ocoou — HAKA3YIO.

VY coulbHUX PO3MOPSIYMX JOKYMEHTaX BHKOPUCTOBYETHCS (opMa BHUKIALY TEKCTY Bij
nepiuoi ocoou MHOKUHU — HAKA3YEMO.

Yy IMPOTOKOJIAX 3aCTOCOBYETHCA (l)opMa BUKJIAAY TCKCTY Bi,[[ TpeTLOI 0CO0M MHOXXHMHH 3a
CXEMOIO:

CIIYXA/IH - BUCTYIIHJIH — BUPIITHUITH (YXBAJTU/IH, IOCTAHOBHJTH).

VY nucTyBaHHI 3aCTOCOBYEThCS (opma BUKIAAY TEKCTY Bil Mepiioi OCOOM MHOKHUHU
(BBaXKa€MO, HAJCHIIAEMO, MPOCHMO, MPOMOHYEMO) abo B TPeThOi 0coOM OMHWUHU («3akKaao
3azanvHoOi cepeonboi oceimu He 3anepeuyec», «3aKaad 3a2anbHol cepeoHboi oceimu esaicac 3a
HeooxiOHe»).

VY IOKyMeHTax, CKJIaJeHHX I10CaJ0BOI0 OCO0OI0 1 aJpecoBaHUX KEPIBHHUKY 3akiiagy abo
CTPYKTYPHOT'O MiJpO3/Aiy (IOMOBIJHA 3allMCKa, MOSICHIOBAJIbHA 3allMCKa, 3asBa), 3aCTOCOBYETHCS
¢dbopMa BUKJIaAy TEKCTY BiJ MEPIIOi 0cOOM OAHUHHU (TIPOMOHYIO, BBAXkar0, MPOIIY).

9. Oco06,1MBi BUMOTH 10 CKJIQ/[IaHHS IESIKUX BU/IiIB JOKYMEHTIB

Haxkas3s




9.1. Hakaz — po3nopsiiuuii JOKYMEHT, SIKMA BHJAa€ KEpIBHUK 3aKJIajy Ha IpaBax
€IMHOHAYAJIBHOCTI Ta B MEXaX CBO€l KOMIIETEHII, 000B’SI3KOBUI I BUKOHAHHS IIIIJIETINMH.
Haka3u 3akiiamy MiANUCYIOTHCS KEPIBHUKOM 3akKiaay, a 3a HOro BiJICYTHOCTI — 0CO0O0, sKa
BUKOHYE HOT0 000B’SI3KH, Ta PEECTPYIOTHCS B KypHaJIaX peecTpallii HakasiB.

[linroTroBKy Haka3dy MOXKE IHIIIFOBAaTH KEPIBHHUK 3akKianay abo OyIb-iKUH CTPYKTYPHHI
1IPO3 L.

Slkmio iHImMIaTOpOM MIiATOTOBKM HAKa3y € CTPYKTYPHUM MiAPO3[id, TO HEOOXIIHICTh HOTO
BUJAHHS TOBHHHA OyTHM OOIpYHTOBaHa B JOMOBIAHIM 3ammcui. PimeHHs KepiBHHKa 3akKiany
BUPAXKAETHCS PE3OITIOLIETO.

9.2. Bynp-sxuii HaKa3, 32 BUHSATKOM CITUILHOTO, 0()OPMITIOIOTh Ha OJaHKY HaKa3y 3aKjany.

9.3. 3micT Haka3y KOPOTKO BHKJIAJAETHCS Y 3arOJIOBKY, KU TOUYMHAETHCS 3 MTPUIMCHHHUKA
«IIpo» 1 ckiamaeThCcs 3a AOMOMOIOI BiJIECTIBHOTO iMeHHUKA («IIpo 3ameepoicennsa...», «llpo
66eoenns...», «llpo npuitnammsa na poéomy...») abo imeuuuka («IIpo niocymku...», «Ilpo
Kaopoei NUMAHHA...»).

9.4. CtpykTypa TEKCTy Hakasy, SK MPaBWIO, CKIAJAETHCSA 3 JBOX YACTHH — KOHCTATYIOUYOL
(mpeamOynu) 1 pO3MOPSIIYOL.

VY KOHCTaTyro4Wii 4YacTHHI 3a3HA4YarOThCsA IMijcTaBa, OOIPYHTYBaHHS ab0 MeTa BHIAHHS
Haka3y. 3a3HaueHa yacTHHA MOXe MounHaThucs 31 ciiB «Ha eukonannay, «3 memoio» touo. Skio
JOKYMEHT BHUJIA€ThCS Ha MIiACTaBl 1HIIOTO PO3MOPSAYOrO JOKYMEHTa, y KOHCTaTYIOYil YacTHHI
3a3HAYalOThCs Ha3Ba BHUAY LbOT'O JOKYMEHTa, WOro aBTOp, JaTa, HOMEp Ta 3arojioBok. Kpamka B
KiHIII KOHCTaTyI0UO01 YaCTUHHU HE CTAaBUTHCS.

Koncraryroua yactiHa Moke OyTH ONyIIEHa, SKIIO PO3MOpsI4a YacTWHA HE IMOTpedye
OOIrpyHTYBaHHsI, HAIIPUKIIAJl y HaKa3ax 3 KaJpoBUX NUTaHb (0COOOBOIO CKJIamy).

9.5. Po3nopsiiua yacTHA HaKa3y MOYMHAETHCA JIIECIOBOM, SIKE IPYKYEThCS 3 HOBOT'O psijiKa
BEJIMKMMU JIiTepaMu 0e3 BIZICTYITY BiJl JIIBOTO ITOJIA 1 JIATIOK, TICJISI YOTO CTaBUTHCS TBOKPAIIKA.

9.6. Po3nopsiiua yacTMHa MOAUISETbCS HA MYHKTH 1 MIAMYHKTH, $SKI HYMEpYIOTbCS
apaOcpkuMu 1uppamMu. Y KOXKHOMY IYHKTI NMOBHHHI OyTH 3a3Hau€HI BUKOHABLI (CTPYKTYpHI
mipo3aia abo KOHKpPETHI IMOCcagoBi 0coOM), KOHKPETHI 3aBJaHHsA (JOpYYEHHs) 1 CTPOKH iX
BUKOHaHHS. BUKOHaBII MOXYTh OyTH Ha3BaHI TaKOXX y3araJlbHEHO, HANPUKIAM: «I1€JaroriyHuM
npaliBHUKaM 3akjiany». [Ipu 1boMy He 3aCTOCOBYETHCS HAMCAHHS HEKOHKPETHUX JOPYYEHb, SIKi
MICTAThH CIIOBA: IIPUCKOPUTHY, ITOJITIIITUTHY, «AKTHBI3YBaTH», «3BEPHYTH yBary» TOIIIO.

9.7.V Haka3zax 3 KaJpOBHUX MUTaHb (0COOOBOTO CKJIAAY) pO3MOpsAYa YaCTHHA MOYUHAETHCS,
K TIpaBUIIO, 3 miecnosa y dopwmi indinitusa: «[TPHHHATH», «[TPH3HAYHUTH),
«(I[IEPEBECTH)», «3BUIBHUTH», «BUIPA/JHTH», «HAJATH», «OI'OJIOCHTH) Ttompo.
Jani 3a3HauyaroThbCAd BEIMKUMH JIITEpaMU MPI3BUILNE MpPalliBHUKA, HAa SKOTO TOMIMPIOETHCS Jis
Haka3zy, 1 MaJTUMH — HOT0 1M s Ta IO OaThKOBI.

@opMyIIOBaHHS MYHKTIB NOBUHHI OyTH YITKMMH, KOHKPETHHMH, BIANOBIJaTH HOpMaMm
Kogexcy 3akoniB mpo mpamo Ykpainu (K3mnll) abo iHmuM npaBoBUM akTam.

VY pa3i npuitmanHs a00 3BUIBHEHHS MpalliBHUKA 3a3HAYAIOTHCS MMOBHA JaTa (YMCII0, MICSIIb,
piK) paKTUYHOTO BUXOAY IpalliBHUKA Ha poOOTYy (MPUIMHEHHS TPYIOBUX BiHOCHH), po3MipHu Horo
M0Ca0BOr0 OKJIaay BIAMOBITHO IO IITATHOTO PO3IKCY, HaA0aBOK Ta JOIUIAT.

Y KOKHOMY MYHKTI HaKa3y 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIaay) 3a3HAYAETHCS MiACTaBa
I0JI0 MOTO BHWAAHHS (3asBa MpalliBHUKA, KOHTPAKT, TOTIOBIHA 3aMMCKa, PIMIEHHS aTeCcTariiftHOl
KOMIcii TOIIO).

Haxkasu 3 xaapoBux nurtaHb (0coOOBOro ckiiagy) opOpMIIIOIOTh Y BUTIIAL 1HAUBIAYaTbHUX
(cTOCYIOTBCSI OTHOTO TIPAIIiBHHUKA) 1 3BEICHUX (CTOCYIOTHCS KUTHKOX MPAI[iBHUKIB).


https://zakon.rada.gov.ua/laws/show/ru/322-08

VY 3BeACHHMX HaKa3ax [0 pO3MOPSIIY0i YACTHMHMU BKIIOYAIOTHCS MYHKTH, MO0 MICTSTh
iH(popMaIlito, y Takiii MOCHITOBHOCTI: NMPUUHATTSA Ha poOOTY (Cinyxk0y), mepeBeieHHs, 3BIIbHEHHSL.
VY Mexax mMux IMyHKTIB MIAMYHKTaMU 3a3Ha4aloTh MPi3BHINA MTPAIliBHHUKIB 3a aidasiTom. [Ipu ipomy
JI0 OJTHOTO 3BEJCHOTO PO3MOPSAIUIOro JOKYMEHTA HE MOXKYTh BKJIFOUATHCS MyHKTHU 3 iH(OpMALIETO,
sIKa 3T1HO 13 3aKOHOJAABCTBOM Ma€ Pi3Hi CTPOKH 30epiraHHs.

9.8. [Ticns mignucaHHS HaKa3y 3MiHH IO HHOTO BHOCSTHCS JIUIIE MUITXOM BHJIAHHS HOBOTO
HaKa3y PO BHECEHHS 3MiH.

SIKIo Haka3oM BiAMIHSETHCS TOMEPEHIM Hakas, y pO3MOPAIYid YacTUHI 3a3HAYAETHCS
IIYHKT, IKAH IOBUHEH IIOYMHATHUCH 31 CIiB: «Busznamu maxum, ujo 6mpamue YunHicme, ...».

9.9. OcranHiii TyHKT HaKa3zy y pa3i moTpeOM MOXKe MICTUTH PIlICHHS MPO MOKIAJACHHS Ha
CTPYKTYPHHUH MIIPO3A1T a00 1MocaoBy 0co0y (pyHKITIH 3 KOHTPOJIIO 32 BUKOHAHHIM HaKa3zy.

9.10. Haka3 Habupae YMHHOCTI 3 MOMEHTY MOT0 MiANKUCAHHS 1 peecTparlii, SKIIo B TEKCTi HE
BCTAHOBJICHO 1HIII CTPOKH.

9.11. 3 Haka3oM 3 KaJIpOBHX NUTaHb (O0COOOBOrO CKJIaTy) OOOB’SI3KOBO O3HAHOMITIOIOTH
3raJlaHux y HbOMY 0ci0, sIKi Ha MEepIIoMy MPUMIPHUKY JOKYMEHTa UM Ha CIelialbHOMY OJIaHKY
IPOCTAaBIISIOTH CBOT MiIMUCH 13 3a3HAYCHHSAM JaTH O3HAHOMJIICHHSI.

9.12. Haka3u HyMepyIOThCS B MOPSAAKY IX BUAAHHS B MEXKaX KAICHIAPHOTO POKY.
9.13. ¥V 3aknazi CTBOPIOIOTHCS TaKi BHIU HAKa3iB:
HaKa3| 3 OCHOBHOI JiSUTbHOCTI 3akiamy — Ne 2;
HaKas| 3 aJIMiHICTPaTUBHO-TOCIIOIaPCHKUX MUTaHb 3aKiIaxy — Ne 2-;
HaKa3! 3 KaJAPOBHX IMHUTaHb 3aKJIay TPUBAJIOTO CTPOKY 30epiranus — No 2-K/Tp;
HaKas3M 3 KaJApOBUX MHUTaHb 33aKJIaly THMYAaCOBOT'0 CTPOKY 30epiranHs — Ne 2-Kk/TM;
HaKa3!W 3 pyXy YYHiB/BUXOBaHIIB 3akiamy — Ne 2-y.

IIporoxoa

9.14. TIpoTOKON — JOKYMEHT, y SIKOMY (iKCyeThCsl mepedir BeleHHs 3acijaHb, YXBaJCHHS
pllIeHb TOpaJuuMHU Ta KOJIET1aIbHUMHU OpraHaMU, KOMICISIMU TOLIO.

[Tporokonu 3acifaHb MENAroriyHUX paj, IHIIMX AOpaaduX Ta KOoJeriaJbHUX OpraHiB
CKJIQIAl0ThCSl B CTUCIINA (opMi. Y MPOTOKOJII, CKIaJ€HOMY B CTUCHIN (opmi, (IKCYIOTbCS JIHILIE
NpURHATI pimeHHs 0e3 aeranizauii nepediry 00roBOpeHHs MUTaHHS.

VY pa3i motpebu 3a pilIEHHSAM 3arajlbHUX 300piB (KOH(pEpeHI]) KOJEKTUBY MPOTOKOIU
3araJibHUX 300piB (KOH(epeHIlii) KOJIEKTUBY MOXKYTh CKJIaJaTHCs y OBHIN (opMi.

9.15. Hymepartist MpOTOKOJMIB 3acijaHb MEAArori9HO] pagy BeleThCs Y MeXaX HaBYAIBHOTO
POKY, IPOTOKOJIIB BUOOPHUX OPraHiB — y MEKax iX MOBHOBAKEHb.

Hywmeparttis TpOTOKOJIIB BEIETHCS OKPEMO 3a KOXKHOIO TPYIIOK TPOTOKOJIB 3acijaHb
BiJIMOBIHOTO KOJIETiAIbHOTO OpPraHy.

9.16. /laToro mpoTOKOITYy € JjaTa MPOBEIEHHS 3aCiIaHHS.

3aroioBOK JI0 TEKCTy NPOTOKONY Mae BimoOpakaTh BHUJ 3acilaHHs (Hapama, 300pwH,
KOH(epeHIIis Tolo) abo KojeriaibHoi AisIbHOCTI (KoMmicid, panaa, 300pu, poboya rpymna Touio) i
BKJTIOYATH Ha3BY BUY JOKYMEHTA.

Texkct IPOTOKOJTY CKIIAJAa€ThCA 31 BCTyTIHOI Ta OCHOBHOI YaCTHH.



VY BeTymHIH YacTHHI TNPOTOKONY 3a3HAuYalOThCS MPI3BUINA Ta IHILIAIA ToJOBH abo
rOJIOBYIOUOTO Ha 3aciiaHHi, 300pax TOIIO, CEKpETapsi, 3alPOIICHUX, @ TAKOK IPUCYTHIX 0Ci0.

VY pa3i moTpebu 3a pilIeHHSM BiANOBIJHOTO OpPraHy y CHHCKY HPUCYTHIX 3a3HAYalOThCS
MOCa/IM 3allpOIICHUX OCI0 Ta HaMEHYBaHHS YCTAaHOB. SIKIO KUIBKICTh NMPHUCYTHIX mepeBHInye 15
0ci0, 3a3HaYaeThCs iX 3arajgbHa KUTBKICTh 3 TIOCHJIAHHSM Ha CIHCOK, 0 JTOAA€THCS A0 IPOTOKOY.

9.17. BcrynHa yacTMHa MICTUTh TOPSAOK JIEHHHIA: TeEpeNliK pO3rJSHYTUX Ha 3aciiaHHi
nuTasb. [IopsI0K NeHHUH 0Ja€THCS HATPUKIHII BCTYITHOI YaCTHHH.

CnoBa «llopsiiok JEHHUI» APYKYIOTBCS B MEXIi JIIBOTO TOJS, MICHAS HUX CTaBUTHCS
nBokpanka. KokHe mnMTaHHS HyMepyeTbesl apaOCbKMMM LuppaMu 1 JpyKyeThcsl 3 ab3aiy.
DopMyBaHHs IUTaHb y NOPAJIKY JCHHOMY [IOYMHAETHCA 3 IpUiMeHHUKA «[Ipo».

9.18. OcHOBHa YacTWHA MPOTOKOJY CKIIAA€ThCA 3 PO3MILIIB, SKI MarOTh BIiJIOBIIATH
MYHKTaM MOPAIKY JeHHOTO. Po3inm HymMepyroTbes apaOCbKUMU IU(paMu 1 OyAYIOThCS 32 TaKOIO
CXEMOIO:

st crucinoi popmu npotokouiB: « CIYXAJIH - YXBAJTH/IH»;
1t noBHOT popmu nipotokoniB: «CJIYXAJIH - BUCTYIIHIH - YXBAIH/IH».

[Ticnsa cmoBa «CJIYXAJIM» 3 HOBOrO psijika 3a3HAYAOTHCS MPI3BHINE Ta iHIIamu (1HImiaI
IMEH1) KOJKHOTO JIOTIOBi/1a4a.

Y noBHi#t Gopmi nporokony micis cinoBa «BUCTYIINUIIN» dikcyroThCcsl BUCTYH THUX 0Ci0,
K1 B3STM y4acTh B OOTOBOPEHHI JIOTMOBI/I (MMMTaHHA MOPSIKY I€HHOT0). Buctynu oopMiroroTecs
B MPOTOKONI 13 3a3HAYeHHSIM IMOcaj, MpI3BUIN Ta iHiNiamiB (iHilialdy), IMEH JOMOBiJaviB Yy
HA3WBHOMY BiJIMiHKY, BUKJIQJICHHSM 3MICTY BHCTYITY 200 IIUTAaHHS, BiMIOBi/lI HA HHOTO.

9.19. TekcTH BUCTYHIB y IPOTOKOJII BUKIAAAIOTHCS BiI TPEThOT 0COOU OJTHUHHU.

Texkct abo Te3u nomoBini, oQopMmieH! SIK OKpeMi TOKYMEHTH, 10 TEKCTy MPOTOKOIYy He
BKITIIOYatOThCsA. [licnmst BimomocTed mpo J0omoBijmada CTaBUTHCS THpE 1 3a3Hadaerbess  «Tekcm
00n086i0i 000acmvbcs 00 NPOMOKOJIY».

[Ticnsa cnoa «YXBAJINJINY dikcyeTbest NpUHATE PIlLIEHHS 3 0OrOBOPIOBAHOI'O MUTAHHS
MOPSIIKY JIEHHOTO, SIKE Ma€ BKJIIOYATH CKJIAJOBI, IO BIJIMOBIAIOTh HA TaKl MUTAaHHSA: KOMY, IO
3pOoOUTH 1 B SIKUI CTPOK.

Y pasi SKoo TpUAMAEThCS PINICHHS TPO CXBAJICHHS, MOTO/DKECHHS, 3aTBEP/KEHHS
JIOKYMEHTa, SIKUH OOroBOpIOBABCS Ha 3aciliaHHi, Llell JOKYMEHT J0Ja€ThCs A0 MPOTOKONY. 3a
HAsBHOCTI 1HINUX JOKYMEHTIB, 110 PO3TJISAAINCS Ha 3acilaHHl Ta (PakT OOroBOpEHHs SKUX OYI0
3a(pikCOBaHO B TEKCTI MPOTOKOJIY, BOHHM HYMEpYIOThCA apaOCbKUMM IUdpaMu. Y BiANOBIAHHUX
MYHKTaX MPOTOKOJY MPOCTABISIOTHCS MMOCHIAHHS HA IIi JOJATKH.

[TpoTokon mianuCye TrOJOBYIOUMH Ha 3aciiaHHl KOJIET1aJIbHOTO (AOpaayoro) opraHy Ta
cekperap (3a HasBHOCTI). [IpoTokos 3acijaHk KOMICIH MiAMUCYIOTh YC1 WICHH KOMICII.

JIncTn

9.20. JIuctn CcKIIAMArOThCS 3 METOI OOMiHY iH(oOpMaIliero MiK 3akiIaoM Ta OpraHaAMH
JIepKaBHOT BJIaJIM, OpraHaMHU MICIIEBOTO CaMOBPSIyBaHHS, X MOCAJJOBUMHU 1 CIIy>KOOBUMH 0co0amH,
3aKJIaJJaMH, YCTAHOBaMH, OPTraHi3alisiMi Ta IHIIUMH (PI3UYHUMH 1 FOPUAUYHUMH 0CO0aMHU.

9.21. briaHKM TMCTa MAIOTh TaKi PEKBI3UTH:

HallMeHyBaHHS 3aCHOBHHKa (3aCHOBHHMKIB) 3aKkjany (Hampukias, bimonepkiBchbka MichbKa
pana);

MMOBHE HaMEHYBaHHS 3aKJIay BIIMOBITHO 10 YCTAHOBYUX JIOKYMEHTIB;



JIOBIJIKOBI J1aH1 IIpo 3aKiaj (IOIToBa ajpeca, HoMepu TenedoHiB, GpakciB, paxyHKIB y
0aHKYy, aJjpecy eJIeKTPOHHOI OLITH TOLIO).

9.22. PexBi3uTH IUCTA: JaTa, peECTPALifHUIN 1HAEKC, TOCHUIIaHHS Ha peecTpaliiHui 1HIEKC 1
JaTy JOKYMEHTa, Ha SKUI HaJaeThCcad BINNOBiIb (3a moTpedm), ampecar, 3aroJIoOBOK 10 TEKCTY,
TEKCT, BIIMITKA MPO HAsIBHICTH JI0/IaTKIB (3a MOTpedHn), MiJNKC, BiAMITKA PO BUKOHABIIS.

9.23. latoro nmcra € nmara Horo miAmMcaHHs, sika Mae 30iratucs i3 JaTOl peecTparii
BUX1THOT KOPECTIOHICHII].

9.24. TekcT nucTa BHUKIAJAETHCS BiJ Mepmoi 0COOM MHOXXMHH 3 BHUKOPHUCTAHHSM CIIiB:
«RPOCUMO NOBIOOMUMMU...», «PO3’ACHIOEMO, WO...». 3a3BUYAN y JIUCTI MOPYIIYETHCS OJIHE
IUTaHHS.

AKT

9.25. AKT — IOKyMEHT, CKJIQJICHUH TPYIOI0 0Ci0 I 3aCBiUEHHs BCTAaHOBIICHUX (haKTiB a0
nofaii. AKTH o(OPMITIOIOTECS 32 pe3yiIbTaTaMHu PEBi3iil (iHAHCOBO-TOCIOAAPCHKOT AiSITBHOCTI, ITiJT
yac NpUMMaHHA-TIEpEeIaBaHHs CIIPaB, CIMCAHHS MaliHa TOLIO.

9.26. Jlaroro akTa € qaTa HOTO CKJIAJICHHS.
9.27. TekcT aKTa CKJIAJA€THCS 31 BCTYIHOI Ta KOHCTATYI0401 YaCTHH.

VY BcTymHil YyacTHHI 3a3HAYAIOTHCS IMIACTaBH Ul CKJIAJAaHHS aKTa Ta Ha3HBAIOTHCS 0COOH,
AK1 CKJIaNu aKT abo Oyl MPUCYTHI MPH I[bOMY.

VY KOHCTaTyr4ili YacTUHI BHKJIAJAKOTHCS CYTh, 3aBJIaHHS, XapakTep BUKOHAHOI POOOTH,
BCcTaHOBJICHI (hakTH, mporo3uilii Ta BUCHOBKU. KoHCTaryroda dactuHa MOXe O(QOpMITIOBATHCS Y
BUIIIAI] TaOJIAL.

Y KiHII TEKCTy akTa 3aluCylThCs [aHl MpO KUIbKICTh NPUMIPHHKIB akTa Ta ixX
MICIIE3HaX O/[KCHHSI.

9.28. AxT mianucyroTh yci 0cobu, ki Opanu y4yacTb y HOTro CKJIa/laHHI.

Oco0a, sika Mae 3ayBaK€HHs J0 3MICTy akTa, MJMUCYE HOro 1 BUKJIANAE CBOIO AYMKY Ha
OKpPEMOMY apKylli, SIKUI JOJa€ThCs 10 aKTa.

9.29.V pa3i 3MiHM KepiBHHMKAa 3akjaay abo BIANOBIZaNbHOI 0coOH, MNpHUMaHHI-
nepeaaBaHHs JTOKYMEHTIB 1 CIpaB 3/1MCHIOEThCS 32 TUNOBMMHU (pOpMaMH akTiB, HaBEJACHUMH B
oooamxax 10-12.

10. 3acBinueHHs Komiii Ta BUTATIB CJ1y:K00BUX JOKYMEHTIB

10.1. 3axyag Mae mpaBO 3acBiUyBaTH KOIIi JOKYMEHTIB, IIO0 CTBOPIOIOTHCA y HBbOMY, 3a
BUHITKOM KON JOKYMEHTIB, SIKI BIIMOBIIHO JO 3aKOHOJIABCTBA IMOTPEOYIOTH 3acCBIIUEHHS B
HOTapiaJbHOMY MOPAIKY.

10.2. Komii 1OKyMEeHTIB 1HIINX yCTAaHOB MOXKYTh BUTOTOBJISITHCS 1 3aCBITIyBATHCS 3aKIIaJIOM
y TaKUX BUIAJKaX:

Ha BUMOT'Y CYJIOBUX Ta 1HIIKX MPAaBOOXOPOHHUX OPTaHiB;

JUTSL BHYTPIITHHOTO BUKOPUCTAHHS y 3akiafil (i1 yac BUPIMICHHS MUTaHb 1100 MPUIMaHHSI
rpoMajsiH Ha poOOTy, HaBYaHHS, 3aCBIJUEHHS iX TPYIOBUX, XHUTJIOBUX Ta IHIIMX IpaB y
B3a€MOBITHOCHHAX 3 YCTaHOBOIO). Hampukiana, 3akiajg Mo)Ke BUTOTOBUTH 1 3aCBITYMTH KOIIIO
JTUTIIIOMA TPalliBHUKA, KA MOTIM Oy/1e MiIIITa 10 HOTo 0COO0BOI CTIpaBH.

10.3. Jlo3BosIETbCS BUTOTOBJIATH KOMIIO 13 3aCBiAUEHOI KOMii JOKYMEHTa, SIKIIIO OpPHUTiHAJ
BIJICYTHIH 200 HOro OTpUMAaTH HEMOKIUBO.



10.4. Konii HOKyMEHTIB BUTOTOBJISIOTHCS 1 BHJAIOTHCS Ha BUMOTY IHIIMX YCTaHOB abo
IrpOMajsH 3 J03BOJY KEpiBHHMKa 3aKiiay, HOT0o 3acTyNHUKIB a00 KEpiBHHKA CTPYKTYPHOTO
MiIPO3AUTY 3aKIIamdy.

10.5. Konist moxymeHTa MOBHHHA BiJIOBIIaTH OpPHUTIHAIY, TOOTO MOBHICTIO BiITBOPIOBATH
iH(opMariro opuriHaty i Bl HOTO 30BHIIIHI O3HAKK a00 iX YacTHHY.

10.6. He nmomyckaeTbcs BUTOTOBISTH KOIi JOKYMEHTIB 3 HEpO3OIpIMBHM TEKCTOM,
[iTYMCTKAMH, TPUITICAMH Ta IHIIMMHU HEOOYMOBJIEHUMH BUIIPABICHHAMH.

10.7. Koniss HaOyBae rOpUAMYHOI CHUJIM JIMIIE B pasi i 3acBiJUEHHS B YCTaHOBICHOMY
HOPSIIIKY.

Hamuc npo 3acBigueHHs KOMil CKIIATaeThes 31 CIiB «32i0H0 3 Opucinaiom», Ha3BH MOCAIH,
0COOHMCTOTO MiANMUCY 0COOH, SIKa 3acBiAUye KOMito, ii iHimianiB (iHimiamy iMeHi) Ta Ipi3BHINA, AaTH
3acBITUEHHS KOMIil.

Hammc mpo 3acBigyeHHsT KOMii CKPITUTFOETHCS BIAOUTKOM TIEYATKH 3akjagay abo IeyaTKH
«J1mst KoY.

VY Bumagkax, BU3HAUYEHUX 3aKOHOJIABCTBOM, KOIMIii JIOKYMEHTIB 3aCBITUYIOTHCA B1IOUTKOM
MeYaTKU 3aKiamdy.

Ha nuupoBomMy Oolli y BEpXHROMY WIPaBOMY KyTi MEpIIOTO apKylia JOKyMEHTa
MPOCTABISIEThCS BiaMiTKa «Kotmisy.

10.8. Ctopinku Komii JOKYMEHTIB (3a BHUHSATKOM THUX, II0 MAaloTh OJUH AapKyI)
HYMEPYIOTHCS 1 BIZIMITKA IPO 3aCBIAUEHHS KOl MOXE JIOTIOBHIOBATHCS BIIMITKOIO «Bcboro B komit

apk.». 3a pilleHHsIM 3akiaay ad0 Ha BUMOTY yCTaHOBH, SIKI HaJa€ThCs KOsl TOKYMEHTA,
JIOITYCKA€ETHCS 3aCB1IUYBATH KOIIii JOKYMEHTIB OAPKYIIHO.

10.9. ApxiBHi KOMii Ta BUTATH 3aCBiAYYIOTHCS BIAMOBIIHO 10 dodamkis 13, 14.
10.10. 3anexHo Bix cioco0y BUTOTOBJICHHS KOMii MOIUISIOTH HA (PAKCHMIJIBHI 1 BUTBHI:

1) pakcuMiapHi  KOmii  BHIOTOBISIOTHCA 33  JOMOMOIOK  3ac00iB  KOMIFOBAIbHO-
PO3MHOKYBQJIbHOI TEXHIKH, y TOMY 4uCal OaraToQyHKLIOHAIbHUX MPUCTPOiB, IO TOYHO
BIITBOPIOIOTh YCl 3O0BHIIIHI O3HAKH, XYHOXHI OCOOJMBOCTI OGOpPMIIEHHS PpEKBI3UTIB, iX
po3TalyBaHHs (BKIOYAIOUX MIANKC Ta Ie4aTKy) ado YacTHHY iX;

2) 0COOMCTHI MIAMUC MOCAIO0BOI 0COOH, sKa MiAMUcaTa OPUTiHAT JOKYMEHTa, MOXe OyTH
BIJICYTHIM y pa3l HaJCWUJIaHHS KOMIM IHIIMM ycTaHOBaM a0o0 SIKIO KOIMis BUXIJHOTO JTOKyMEHTa
3aJIMILAETHCS Y IIJIOBO/ICTBI 3aKJIaly;

3) Ha KOMisfX BUXIJHOTO JOKYMEHTA, 10 3aJIHMIIAIOTHCS y UTOBOJACTBI 3aKiaay, TEKCTH
0JIaHKIB MOXXYTh HE BIITBOPIOBATHUCS, a 3a3HAYATHCS MAIOTh JIMIIE JaTa MiAMUCAHHS JOKYMEHTA Ta
Horo peectpamiiHuil iHAEKC, Mocaja 0coOH, sika 3acBiT4uiia KOMiko, ii OCOOMCTHI Miamuc, narta
3acBIIYEHHS Ta B1IOUTOK MEYaTKH CIIy>KOU 1JIOBOJICTBA, HATIPUKJIIA/:

Mama, inoekc

Texcm 0okymenma

Pexegizum «Ilionuc» (6e3 ocooucmozo nionucy)
32iono 3 opuzinanom

Ilpogionuii cneyianicm 6i0diny d0inoeoocmea
IHionuc, iniyianu (iniyian imeni), npizeuuie
Biooumox neuamxku 6i0oiny dinoeoocmea

Jama



Ha xomisix BUXiTHUX JOKYMEHTIB, 110 3aJIMIIAIOTHCS Y IIJIOBOJCTBI 3aKiaay, MOBUHHI OyTH
Bi3M IOCAI0OBHX 0Ci0, 3 IKMMU BOHM IOTOJKCHI, T4 B3 BUKOHABIIIB.

®dakcUMUIBHI KOITii, M0 MICTATh (paKCHUMUIbHE BIITBOPEHHS MIAMKCY MOCaIOBOI ocolu i
NpU3HAYCHI JIMIIE JJIs BHYTPIIIHBOTO KOPUCTYBAaHHS Y 3aKiaji (HapHKIIaj Komil Haka3iB, IJIaHIB,
MOJIOXKEHB TOIIO), HE MOTPEOYIOTh JI0IATKOBOI'O 3aCBITYCHHS,

5) BUIBHI KOIi1 BUTOTOBISIOTHCS IUIIXOM IMEpeIPyKyBaHHS a00 MEpenuCcyBaHHS OPUTIHATY
JIOKYMEHTa, [0 TOBHICTIO BIATBOPIOIOTh Horo iHdopMalii, aie He abCOMTHO TOYHO
BIZITBOPIOIOTH HOT0 30BHIIIHI 03HAKM (IIPU(T, peKBI3UTH OJIaHKA, TAMHUC, IEYaTKY TOIIO).

10.11. Butar 31 ciayx00BOro TOKYMEHTa BHUTOTOBIISIETHCS, SKIIO HEMAaE HEOOXiTHOCTI
BUTOTOBJISITH KOMit0. BUTAT 0opMITtoeThCs Ha 3arajbHOMY OJIAHKY 3aKJIay i3 JOTPUMAHHIM TaKUX
BUMOT:

y Ha3Bl BUJIY JOKYMEHTA 3a3HAYAETHCS: «BUMAZ 3 HAKA3YY», (GUMAZ 3 NPOMOKOIY);
BIITBOPIOETHCS MIOBHICTIO BCTYITHA YAaCTHHA (SKIIO BOHA €) CIY>KOOBOTO JOKYMEHTA;

3 OCHOBHOT YaCTHHHU TEKCTY JOKYMEHTa BUITUCYETHCS TOW IMYHKT, iH()OpMAIIiS SKOTO
HeoOXimHa;

BIITBOPIOETHCS PeKBI3UT «Ilimmucy (6€3 0COOMCTOro MiaIuCy);
MIPOCTABJISIIOTHCS BIAMITKA PO 3aCBITYCHHS KOIIii Ta BIIOMTOK MEYaTKH (3a HEOOX1THOCT1).

Butsaru 3 mpoTOKONIB 3aCBiAUy€E CEKpeTap, SIKMH CKJIaJae MPOTOKOIH 1 3AIHCHIOE 1X
30epiraHHs, 3 HaKa3iB — I0CaI0Ba 0c00a, KA BIAMOBIAAE 3a X 30epiraHHs;.

10.12. OcobnuBUM BHIOM KOIMii JOKYMEHTa € JyOmiKar — TIOBTOPHO OQOpMIICHHUI
CIIy’)k00BUH JTOKYMEHT /Jii BUKOPHCTAHHS 3aMICTh BTPAYEHOIO YW IOUIKOIKEHOTO OpHUTiHAITY
(muruioma, CBIJONTBA, TPYIOBOI KHIXKKHU TOIIIO), 1[0 MA€E TaKy CaMy IOPUANYHY CHITY.

JyOGmikaT BHUTOTOBJISETHCS HAa TaKOMy camMoMy OJaHKy, M0 W OpHriHajg, Ta MICTUTh
iH(popMariro, aHanmoriyny iHdopmarii B opurinani. Ha HbOMy mpoCTaBIsSIOTECS BIIOMTOK NEUaTKH
3aKJIaqy 1 MIANUCH TMOCAJ0BUX OCI0, SIKI MalTh MPaBO MIAMHCY IUX JOKYMEHTIB Ha MOMEHT
oopmieHHs ayoinikara. Ha ny0mikari npocTaBisieTbes y MPaBOMY BEPXHBOMY KYTI BIAMITKA
«/yonixamy.

I1l. OPTAHIBALISA JOKYMEHTOOBIT'Y TA BUKOHAHHSA IOKYMEHTIB
1. Bumoru mo/0 oprasizaiii J0KkyMeHT000iry Ta BU3Ha4eHHs ioro oocsry

1.1. Oco0a, BiamoBiagbHa 3a OpraHizaiiio IJIOBOJICTBA Yy 3aKjadl 3IHCHIOE TIEPBUHHE
OTIPAIIOBAHHS JOKYMEHTIB, 10 HATIUIUIM 10 3aKiaay, iX MOMEepenHid po3IIsil, peecTparliio,
nepeaady KEpIBHUIITBY Ha PO3TIsI, Tepeaady BHKOHABLSM. [liciasi BUKOHAHHA JOKYMEHTH
JONYy4YaIOThCS J0 CIPaB.

1.2. IokyMeHTH HE3aJIeKHO BiJl crmocoly ¢ikcarii Ta BiATBOpeHHS iH(OpMAIii MarTh
MPOXOJUTH Ta OMpPAllbOBYBAaTUCS y 3aKiajJl Ha €IWHUX OpTaHi3alllfHMX Ta MPaBOBHUX 3acajax
oprasizariii JOKyMEeHTOO0O0Iry.

1.3. IlinpaxyHOK KIIBKOCTI JOKYMEHTIB Yy 3aKiajai 3IIHCHIOETbCS 3a peecTpariifHUMU
dbopmaMu BXiTHUX, BHYTPILIHIX, BUXIHUX TOKYMEHTIB Yy MICISIX iX peecTpartii.

2. llpuiiMmaHHs, IepBUHHE ONMPANIOBAHHS JOKYMEHTIB Ta iX monepeaHii po3rJisij

2.1. Yci JOKyMEHTH, 10 HaIXOJATh JI0 3aKIIaay, MPUHMAIOThCS 0CO00K0, BIIMOBIJAIEHOIO 32
JIIJIOBOJICTBO Y 3aKJIai.



2.2. Y pa3i HaOXOIKEHHS JOKYMEHTIB Y CKaHOBaHIN (opMi X iHPopMallito po3apyKOBYIOTH
Ha Tarnepi i3 MPOCTaBIEHHIM Ha BEPXHbOMY IOJI JOKyMeHTa Haanucy «OTpUMaHO B €JIEKTPOHHIH
dbopmi».

2.3. ®akT HAAXOKCHHS JOKyMEHTa 0 3aKjiaay OOOB’SI3KOBO (DIKCYEThCS MIISTXOM
NPOCTABJICHHA Ha BXIJHUX JOKYMEHTaxX BIMITKM MpO HOro HAAXO/HKEHHS A0 3aKjany, sKa
IPOCTABIISETHCS Bi pyKH a00 3a IOMOMOTOI0 IITaMIIa, aBTOMAaTUYHOTO HyMEpaTopa Ha JIMIIbOBOMY
Nojii y MpaBoMy KyTi HIDKHBOTO TOJS TEpIIOTO apKylla OpHUriHaly JOKyMmMeHTa. Enxementammu
3a3HAUCHOTO PEKBI3UTY € CKOpOYCHE HalWMEHYBaHHS 3aKiagy — OJlepXKyBaua JIOKYMEHTa,
peecTpaniitnuii inaexc, aara (y pasi norpedu — rorHa i XBUJIMHHU ) HAJAXOHKEHHS JTOKYMEHTA.

2.4. [lepBUHHE OMpaIIOBaHHS JTOKYMEHTIB Ieperdadae mepeBipKy MPaBUIBHOCTI JOCTaBKU
KOpPECHOHACHIT Ta ii I[i1iICHOCTI.

JIoKkyMeHTH, Ha/liclIaHI HE 32 aJIpECOr0, TOBEPTAOTHCS BIAMPABHUKOBI O€3 iX PO3TIIATLY.
Po3kpuBarOThCs BCi KOHBEPTH, 32 BHHATKOM THX, 110 MalOTh Harmuc «OcoOucToy.

2.5.Y pa3i BUSBICHHS BIJICYTHOCTI JOJATKiB, 3a3HAYEHUX Yy JOKYMEHTi, ab0 OKpeMHX
apKyIIiB, a TaKOX IMOMIJIOK B O(OpPMIICHHI JOKYMEHTA, IO YHEMOXIIUBIKE HOTr0 BHKOHAHHS
(BiICYTHICTB MiIUCY, BiAOUTKA TeYaTKH, rpruda 3aTBEPHPKEHHS TOIIO), JOKYMEHT HE PEECTPYETHCS
1 BIIMTPaBHUKOBI HA/ICUJIAETHCS MUCbMOBUMN 3aMUT a00 HOMY MOBIAOMIISETHCS MPO Ie Tele(hOHOM.
[Tpu npoMy Ha JOKYMEHTI POOHMTBHCS BIAMOBIJHA BiIMITKA 13 3a3HaYCHHSM JaTH 3alUTY (PO3MOBHU
TeneoHOM), TMOcaau Ta Mpi3BUIIA OCOOH, SKid 3pOOJEHO 3amuT, MIANUCY, PO3MHU(PYBaAHHS
nianucy ocoOu, sKa 31iHCHIIIA 3aITUT.

VY pasi BiicyTHOCTI a00 HEIUTICHOCTI BKJIa/I€Hb, MOIIKOIKEHHS KOHBEPTA, YIIAKyBaHHS, 110
NPHU3BEJIO JIO HEMOXJIMBOCTI TPOYUTAHHS TEKCTY JOKYMEHTa, CKJIAa€ThC aKT y  JBOX
npuMmipHukax. OIUMH TPUMIPHUK aKTa HAJCUIIAETHhCS BIANPAaBHUKOBI, 1HIIUNA — 30epiraerscs y
3aKJIaIi.

2.6. AnpecHi ApIMKA PEeKOMEH/IOBAaHUX KOHBEPTIB 1 MaKeTiB 30epiratoTbes 1 J0AAI0THCS 10
JIOKYMEHTIB, a TaKOX KOHBEpPTH, KOJIM JIMIIE 3a KOHBEPTOM MOXKHAa BCTAHOBHUTHU aJipecy
BIJIIIPaBHMKA, Yac BIJIPABICHHS Ta OJEp:KaHHS JOKYMEHTa, a00 KOJIM B KOHBEPTI BIJICYTHI OKpeMi
JIOKYMEHTH, a00 BCTAHOBJIEHO HEBIJAIMOBIJHICTh HOMEPIB JOKYMEHTIB HOMEpaM, 3a3HauYeHUM Ha
KOHBEPTI.

2.7. JIOKyMEHTH MiJUIAraloTh MONEPEeAHbOMY PO3IJIILY y 3aKjali y JA€Hb iX HaIXOJKEHHS
a00 B mepuInii HacTYyNHUN poOOYMii I€Hb y pa3l HaIXO/HKEHHS 1X MIcJd 3aKIHYEHHS! poO0Yoro JH4,
y BUXI1/IHI Ta CBATKOBI HEpOOOUI JHI.

Jlopy4eHHs yCTaHOB BUILIOTO PiBHs, TEJIETpamMu, Tele(OoHOTpaMU PO3TIIAIaI0THCS HETAMHO.
2.8. MeToro nonepeHboro po3riisry TOKyMEHTIB €:

BUOKPEMJICHHS TaKUX, 110 MOTPEOYIOTH 000B’I3KOBOTO PO3TJIISAY KEPIBHUKOM 3aKJIay, HOTO
3aCTyIHUKaMU ab0 CTPYKTYPHUMH M1IpO3A1JIaMHU;

BII0Ip JIOKYMEHTIB, 1110 HE MIJUISATal0Th PEECTpallli, a TAKOXK TaKUX, 0 MepelalTbes s
peecTparlii CTpyKTYPHHUM IT1IpO3/iJIaM.

2.9. O00B’SI3KOBOMY  PO3IISITY KEPIBHHKOM 3aKJIany IIIATAIOTh 3aKOHH YKpaiHw,
nocranoBu BepxoBHoi Pagu Vkpainu, aktu Ta popydenus Ilpesunenra Ykpainu, aktu KaOinety
MinictpiB Ykpainu, nopyudeHHs Ilpem’ep-miHicTpa YKpaiHu, HEHTpajJbHUX 1 MICIIEBHUX OpIaHiB
BUKOHABUO{ BIaay (a1l — aKkTH OpTaHiB Jep>KaBHOI BIAIM Ta JOPYYEHHS BUIIMX MOCAJOBUX 0Ci0),
a TaKoX 3amuTH 1 3BEPHEHHS HApOJAHMX JeNmyTaTiB YKpaiHM Ta JeNyTaTiB MICLIEBHUX paf,
KopecrionzieHlis BepxoBHoi Pamu VYkpainu, Anaminictpauii Ilpesunenta VYkpainu, KaGinery
MinictpiB Ykpainu (ani — 3aluTH, 3BEpHEHHS, a TaKoX KopecrnoHzaeHlis BepxosHoi Panu



VYkpainu, Anminictpauii [Ipesunenra Ykpainu, Kabinery MinicTpiB YkpaiHu), KOpeCIOHISHIIs,
110 HA/IXOJUTh BiJl YCTAaHOB BHUILOTO PiBHS, PIIICHHS OPraHiB MiCIIEBOIO CaMOBPSIIyBaHHS, a TAKOX
HalBaKJIMBIII JOKYMEHTH, SIKI MICTATh 1H(GOpPMAIIF0 3 OCHOBHUX MHUTaHb ISIIBHOCTI 3aKjiaamy 1
noTpeOYIOTh BUPIIICHHS 0€3MOCepeIHhO KEPIBHUKOM.

[HII MOKYMEHTH MepenaroThCsl 3aCTyMHUKAM KEpiBHHKA a00 CTPYKTYpPHHM MiApO3.ijgam
(BUKOHABIISIM) BIJIOBIHO 110 1X (DyHKITIOHAIIBHUX 000B’A3KIB.

2.10. Ilix yac mOMEepeaHBOTO PO3TISAAY JOKYMEHTIB BPaxOBYIOThCS ITOBHOBaKEHHS
Cy0’€KTIB PO3MIIAy KOPECHMOHJEHIi, mnepeadadeHi y craTyTi 3akiany (MOJOXKEHHAX IPo
CTPYKTYPHI MiAPO3JAUIN), HaKa3ax PO PO3MOJLT OO0OB’SI3KIB MK KEPIBHMKOM 3akKjaay Ta HOro
3aCTyIMHUKAaMH, TMOCAJAOBUX IHCTPYKIISX, a TaKOX Kiacu(]ikaTop NHUTaHb MISJIBHOCTI 3aKiamay,
HOMEHKJIATypa CIIpaB, CXeMHU POXOKEHHS JOKYMCHTIB.

3. PeecTpanisi 10KyMeHTIiB

3.1. JIokyMEeHTH B 3aKjajii PeECTPYIOThCS IEHTPATI30BaHO HE3AJIEKHO BiJ CHocoly ix
CTBOpPEHHS, OJCPKAHHS UM BIITBOPEHHS. Y 3aKiaZi MOXXE 3aCTOCOBYBATHCS aBTOMATH30BaHA
dbopma peecTparlii JOKyMEHTIB 3 BAKOPUCTAHHSM CIEIIAIbHIX KOMIT IOTEPHUX POTPaM.

Cny>x00BHI JTOKYMEHT, OTPUMaHUM 3aKJIajoM a00 CTBOPEHUH HUM, y TOMY YHCI Ui
BHYTPIIITHHOTO KOPUCTYBAHHS, BBAXKAETHCSI BHECCHHM [0 JOKYMEHTALIMHOTO (OHIY 3aKiaay 3
MOMEHTY HOTO peecTpallii.

3.2. Peectpartist TOKyMEHTIB MPOBOAUTHCS 3 METOIO 3a0e3MedeHHs iX 00Ky, KOHTPOJIO 32
BUKOHAHHSM 1 ONEpaTUBHUM BUKOPHUCTAaHHSM HAasBHOI B JOKyMeHTax iHdopmanii 1 momsrae y
BEJICHHI 3amuCy OOJIKOBUX JaHWX NP0 JOKYMEHT 3a BCTAHOBJICHOIO 3aKJIAJIOM PEECTPAIIHOIO
dopmoro, sskuM (ikcyeThesi (DaKT CTBOPECHHSI, BIANPABICHHS a00 OJEpKaHHS JOKYMEHTA, MUISIXOM
MIPOCTABJICHHS. HA HhOMY PEECTPAIiHOTO 1HAEKCY 3 MOJaJbIIUM 3aMUCOM Y 3a3HaueHUX (popmax
HEOOXITHHUX BIJIOMOCTEH PO TOKYMEHT.

Peectpamii miamsAraroTh BXiJHI, BUXIJHI Ta BHYTPINIHI JOKYMEHTH (JOBIIKH, IOTOBITHI
3aIMCKH, 3a5BH, TPOTOKOJIM 3aCiIaHb MeIaroriYHuX paj, KOMICiid TOIIO).

ITix gac peectparlii JTOKYMEHTIB y 3aKJ1ai HEOOX1THO JOTPUMYBATUCS TAKUX BUMOT:
JOKYMEHTH PEECTPYIOTHCS HE3aJIEKHO BiJl CIIOCO0Y X 10CTaBKH, Iiepeiadi Y CTBOPEHHS;

JOKYMEHTH PEECTPYIOTHCS JIMIIE OJUH pa3 (BXiAHI — y J€Hb HaJXO/DKEHHS a0o He Mi3Hille
HACTYITHOTO poO0YOoro JHA (SKIIO AOKYMEHT HaAlMIIoB y HepoOOuMid yac), CTBOPIOBaHI — y J€Hb
MiIICaHHs a00 3aTBEPIKEHH);

y pasi mepenadi 3apeecTpPOBAHOTO JOKYMEHTa 3 OJHOTO CTPYKTYPHOTO MiApPO3ALTY MO
1HIIIOTO HOBUH peecTpaliiiHuii 1HAEKC Ha IOKyMEHT1 He POCTaBIISIETHCS;

JTIOKYMEHTH PEECTPYIOThCS 3a TpylaMu 3aJI€KHO BiJ Ha3BU BHJIY, aBTOpa 1 3MICTY
JIOKYMEHTIB.

OKpeMo peecTpyIOThCA:

6XIOHI 0OKyMenmu;

GUXIOHI OOKYyMeHmu;

HAKAa3u 3 0CHOBHOI JiANbHOCMI 3AK1a0Y;

HAKAa3u 3 AOMIHICMPAMUBHO-20CNO0APCLKUX RUMAHD 3AKAA0Y;

HaKa3u 3 Ka0poeux NUManb 3axKaiady mum4aco8o20 CmpoKy 3oepicanns;

HaKazu 3 KAOPOBUX NUMAHb 3aK1a0y MPUBAI020 CIMPOKY 30epicanns;



HaKa3u 3 pyxy yuHie/6UX06anUie 3aK1ady;

6HYmpIiuHi 0OKyMenmu (npomoKou, 008i0Ku, 00n0GiOHI, NOACHIOBAIbHI 3ANUCKU, 348U
npayieHUKIe Mouio);

Piuienna KonezianbHux op2anie;

oyxzanmepcovKi 00Kymenmu;

366pHEHHA 2POMAOAH, Y MOMY YUCTL OambKié ad0 3aKOHHUX NPEOCMABHUKIB YUHIG;
3anumu Ha nyoniuny inghopmauiro.

3.3. IokyMeHTH, SKi HaIXOIATh JI0 3aKJIaay, PEECTPYIOThCA Y *KYpHAIl peecTparii BXiTHUX
JIOKYMEHTIB, Ti, III0 BIAMPABIISAIOTHCS, — Y )KypHaJl PEECTpaIlii BUXITHUX JTOKYMEHTIB, BHYTPIIITHI —
y JKypHali peecTpauii BHYTPIIIHIX JOKYMEHTIB, Haka3d — Yy JKypHaJlaxXx peecTpauii HakasiB.
3BepHEHHS IPOMAJISH Ta 3alUTH HA MyOJIiuHy 1H(POpMAIIiIO — Y BIMOBITHUX KypHAIAX.

He miuisrarots peectparii T0KyMeHTH, 3a3HaueHi y dodamky 15 miei [ncTpykmii.

3.4.Ilin yac peecTpamii IOKYMEHTY HAJAa€ThCs YMOBHe LH(poBe (J1iTepHO-IUPPOBE)
MO3HAYCHHS — peecTpaliiHuil inaekc. EneMeHTaMu peecTpaiiifHoro iHIEKCY € MOPSIKOBHA HOMED
JIOKYMEHTa Y MEKaxX TPYIH JTOKYMEHTIB, 1[0 PEECTPYIOTHCS, SIKUHM JOMOBHIOETHCS 1HIEKCAMH, 110
3aCTOCOBYIOTBCSl Yy 3aKiaji, 30KpeMa IHJIEKCaMH 3a HOMEHKJIATYpOIO CIpaB, CTPYKTYPHOTO
M1PO3/LTY TOILO.

Jis BXiTHUX JOKYMEHTIB PEECTPAIiHUN 1HIIEKC CKIIAJIA€ThCS 3 MOPSIKOBOrO HOMEpa Ta
THJICKCY 32 HOMEHKJIATYPOIO CIpaB abo IHIIOTO iHJEKCY, M0 3aCTOCOBYETHCS Y 3aKiIa/li, HAIPHKIIA;
123/01-12, ne 123 - nopsakoBuii Homep, 01-12 - iHACKC CrIpaBU 3a HOMEHKIJIATYPOIO.

Y BUXIIHOTO JOKYMEHTa PEECTPAlliiHUN 1HIAEKC MOXE PO3MIIyBaTUCh Y 3BOPOTHIN
MOCIIJOBHOCTI — IHJEKC 32 HOMEHKJIATYypolo crpaB (y pa3i moTpeOu Moxke 3a3HauaTUCS TaKOoXK
IHIIMIA 1HAEKC, 10 3aCTOCOBYETHCS y 3aKJai) Ta MOPSAKOBHN HOMep, Hampukian: 02-10/457, ne
02-10 - ingeKkc cupaBy 3a HOMEHKJIATYPOIO, 457 - OPSAAKOBUI HOMED.

PeecTpaniiinuii iHaeKC pO3NOPSAUNX JOKYMEHTIB Ta I€IKUX BHYTPILIHIX JTOKYMEHTIB (aKTH,
IPOTOKOJIU, IOTOBOPH TOLIO) CKIIAJAETHCA 3 MOPSAAKOBOIO HOMEPA Y MEXkKaX POKY.

3 METOI0 PO3PI3HEHHS TPy HaKa3iB 3 KaJAPOBUX MUTaHb (0COOOBOTO CKJIaAy) KOKHOTO BHIY
0 TIOPAJKOBOTO HOMEpa MOKe JoJaBaTHCS JiTepHHMH iHAeKc. Miclie po3TallyBaHHS
peECTpaIitHOTO 1HJEKCY Ha IOKYMEHTI 3aJIKUTh B/l BUAY OJlaHKa Ta BUIY JOKYMEHTA.

VY BHyTpINIHIX CIIY’)kO0BHX JOKYMEHTax (3asBax, MOMOBIJHUX 1 MOSICHIOBAJBLHUX 3alMCKax
TOIIO), OPOPMIICHUX HE Ha OJIaHKY, JaTy MPOCTABISAIOTh JIIBOPYY BiJl OCOOMCTOrO MiJINKCY aBTOpa
JOKYMEHTA.

VY pasi 3actocyBanHs iH(popMaliifHUX (aBTOMaTH30BaHKMX) CHCTEM OpTraHi3ailii IiJT0BOACTBA
JIOTTYCTUMO TIPOCTABIISATH JIaTy PEECTpallii JOKyMEHTa y CKJIail mTpux-kogy abo QR-komy, mio
CTBOPIOETHCSA 3ac00aMH IIi€T CUCTEMH, 3Ti/IHO 3 mocTaHoBor0 Kabinety MiHicTpiB YKpaiHu.

HITpux-Koa NPOCTaBIISAIOTh Y LIEHTPI HUKHBOTO T0JIs1 EPIIOi CTOPIHKH JToKyMeHTa, QR-kox
(21 MM x 21 MM) — Y HWKHBOMY JIIBOMY KYTi IIEpIIOi CTOPIHKU JTIOKYMEHTA.

3.5. ¥V 3aknani 3acTocoByeThCs KypHaiabHa (hopma peectparii (1o 600 ZOKyMEHTIB Ha PiK).
[Tpumipri GopMmu XKypHaIiB HaBeleHI Yy dodamkax 16-18. dopmy peecTpamiifHOTO KypHAITY
HaKa3iB 3aKJaJy HaBelleHO Y dooamky 19.

3.6. Y pa3i BusiBieHHS (DaKTiB HACHJIBCTBA YIOBHOBa)XKE€HA MOCAJI0Ba 0cola 3akiany (ikcye
HeoOX1IHy 1H(OpMaIlilo B )KypHalll peecTpallli (pakTiB BUSIBJICHHS (3BEpHEHHS) PO BUMHEHHS



JIOMAIITHFOTO HACHJIHCTBA T4 HACHIIBCTBA 332 O3HAKOIO CTaTi (3aKJIaay OCBITH) 3a ()OPMOIO 3TiTHO 3
oooamkom 20.

4. Opranxi3aiisi nepeaayi 10KyMeHTIiB Ta iX BAKOHAHHS

4.1. 3apeecTpoBaHi JOKYMEHTH TEPENAlOThCS HA PO3IIIS] KEPIBHUIITBA 3aKJaay B JIEHb iX
HA/IXO/DKEHHS a00 HACTYIMHOTO poO0YOro AHA y pasi HaIXOKEHHsS JOKYMEHTIB y HEpOOOUHii Jac.
Tenerpamu, TeneoHOrpaMu Ta iHIII TEPMIHOBI JOKYMEHTH TIEPEIAIOTHCS HETaiHO.

4.2. JIOKyMEHTH, PO3TJISTHYTI KEPIBHUIITBOM 3aKJIaly, TOBEPTAIOTHCS 3 PE3OJIIOIIIEIO MO0 1X
BUKOHAHHS BI/IMOBINAIbHINM 0c001 3a opraHi3allito JUTOBOJICTBA 3aKJIany, sSKa 3AIMCHIOE Tiepeaady
JOKYMEHTIB HAa BUKOHAHHSI.

JIOKyMeHT, BUKOHAaHHS $KOTO JIOPYYEHO KUIBKOM oco0aMm, MoOke OyTH mepenaHuii
BUKOHABISIM Y TIOPSIKY BH3HAYEHHS 1X Yy pe30itolii a00 0HOYaCHO Y BUTJII KON 3 Iepenayucto
OpUTiHATY TOJIOBHOMY BUKOHABI[IO, BU3HAYCHOMY B PE30JIIOLIT MEPIIIM.

4.3. ®akT mepenavi JIOKyMEHTIB BHUKOHABLSAM (DIKCYEThCS MUISXOM IPOCTABJICHHS
BIJIMOBI/IHOT BIIMITKH B peecTpaiiitHiii Gopmi 13 3a3HaUeHHAM 1HGOpMAIIil TPO BUKOHABIIIB, SIKUM
NepeIlaHO OPUTIHAT JOKYMEHTA Ta HOTO KOMii.

4.4.3a BUKOHAHHS JOKYMEHTa BIJMOBIIAIOTh OCOOM, 3a3HAYCHI Yy HakKasi, PE30JIFOIii
KepiBHHKA 3aKJIafy, Ta MPAI[iBHUKH, SKHM 0€3M0CePEHBO TOPYUCHO BUKOHAHHSI.

I'onmoBHUIT BHUKOHABEIb opraHi30By€ pO6OTy CHiBBI/IKOHaBI_IiB, 30KpEMa BH3HA4Ya€ CTPOKH
IHoJaHHsI HUMHU HpOHOSHHiﬁ, IIOPAA0K Hi,I[FOTOBKI/I, MOT'O’KCHHS ITPOEKTY JOKYMCHTA.

CniBBUKOHABIII BIAMOBIJAIOTH 32 MIATOTOBKY Ha HAJIE)KHOMY DIBHI Ta CBO€YAacHE MOJAHHS
TOJOBHOMY BHUKOHABIIO TMPOMO3MIIA. Y pa3i HECBOEYACHOTO IMOJAHHS  IPOIIO3UIIIH
CIIBBUKOHABIISIMU TOJIOBHHI BUKOHABEIb IHPOPMYE ITPO 1€ KEPIBHHUKA, IKUH HAJIaB TOPYICHHSI.

4.5. BukoHaHHs [OKyMeHTa mepenbayae 30uUpaHHS Ta ONpaLIOBaHHS  HEoOXigHOi
iHpopMarii, MArOTOBKY NPOEKTY BIANOBiNI Ha JOKYMEHT YH HOBOTO JOKYMEHTa, WOTO
Oo(pOpMIICHHS, Y3TOMKEHHS, MOJAHHS s MiANHUCaHHS (3aTBEPIKEHHsS) KEpIBHUKOBI 3aKiany, y
JeSKUX BHUMAJKaX — CTPYKTYpHOrO MiJPO3JAUTYy, a TaKOX Yy pa3l MOTpedM — MiArOTOBKY IS
NepecusIaHHs aipecary.

4.6. [IpaniBHUK, BIAMOBIMATBHUN 32 BUKOHAHHS JOKYMEHTa, y pa3i  BiAIYCTKH,
BIJIPA/DKEHHS, 3BUIBHEHHsSI 3000B’S3aHUM MNepefaTd iHIIOMY MpaliBHUKOBI 3a MOTOKEHHSIM 31
CBOIM Oe3nocepeHIM KEPIBHUKOM yCl HEBUKOHAHI JOKYMEHTH.

5. Opranizanisi KOHTPOJII0 32 BUKOHAHHSIM JOKYMEHTIB

5.1. KoHTpons 3a BUKOHAHHSM JIOKYMEHTIB 3IIHCHIOETHCS 3 METOI 3a0e3MeyYeHHs
CBOE€YACHOTO Ta HAJIC)KHOTIO X BUKOHAHH.

OOOB’A3KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aBJaHb, IMepedayeHuX B aKTax OpraHiB
JIepKaBHOT BIIQAM Ta JOPYYEHHAX BHIIUX IOCAJOBUX OcCi0, HaJaHHS BIANOBIACH Ha 3aluTH,
3BEpHEHHS, a TaKOXX Ha KopecnonaeHuiro BepxoBHoi Panu Ykpainu, Anminictpauii [Ipesunenra
VYkpainu, KaGinery MinictpiB YkpaiHu, Haka3u Ta JOpYy4YEHHsS KEpPIBHUIITBA 3aKJaay, PIIICHHS
KOJIET1AJIBHOTO OPTaHy 3aKJIajy, 3alUTH Ha MyOIivHy iH(OopMaIrito.

5.2. Oprani3aiito KOHTPOJIO 32 BUKOHaHHSIM BH3HAYEHMX 3aBJaHb 3aCTYMHHMK KEpiBHHKA
3aKJIa1y BIAMOBIIHO IO PO3MOLTY 000B’SI3KiB.

besnocepenHiii  KOHTpPOJb 3a BHUKOHAHHSAM JOKYMEHTIB TIOKJIAQIa€Thcs Ha 0CO0y,
BiJIMOBIaNIbHY 32 OPTaHi3allio JTOBOACTBA Y 3aKIa/ll.

Y crTpykTypHUX Migpo3aitax Oe3mocepenHiii KOHTPOIb 3a BUKOHAHHSIM JIOKYMEHTIB
3I1HCHIOE 0c00a, BIAIOBITaNIbHA 3a I1JIOBOACTBO.



5.3. TUMOBI CTPOKM BHUKOHAaHHS JOKYMEHTIB BCTaHOBJIIOIOTHCS HOPMAaTHBHO-TIPAaBOBHMHU
aKTaMH, a IHIUBIAyalbHI — HAKa30M 3aKJaay a0o pe30JIoli€l0 KepiBHUKA 3aKiIany (CTpYKTypHOTO
MiIpO3aLTy).

5.4. CTpokr BUKOHAHHS BHYTPIIIHIX JTOKYMEHTIB OOYHMCIIOIOTHCSA y KaJCHIAPHUX JHSX,
MOYMHAIOYY 3 IaTH MiANUCaHHS (peecTpartii), a BXIIHUX — 3 JaTH HaIXOKEHHs (peecTpaitii).

S0 ocTaHHIM JIeHb CTPOKY BUKOHAHHS JOKYMEHTA MpUMNAAAaE Ha HEPOOOYMil JIEeHB,
OCTaHHIM JIHEM CTPOKY BHKOHAHHS JIOKYMEHTAa BBaKAEThCA TEPIIUNA pPOOOYMU JEHb TICIA
HEpOOOYOro JHS.

5.5. JIokyMeHT, B SKOMY HE 3a3HAU€HO CTPOK BUKOHAHHS, TIOBHHEH OyTH BHKOHAHWUU HE
mi3Hime Hik 3a 30 KaJeHJapHUX JIHIB 3 MOMEHTY WOTO peecTpalii y 3akiaii, 10 SKOTO HaIiNIIoB
JIOKYMEHT.

3aBiaHHA, BU3HAUEHE Y CITY>)KOOBOMY JJOKYMEHTI, BUKOHY€ETHCSI Y BCTAHOBJICHUN CTPOK.

Sxumo 3aBgaHHS MOTpedye TEpPMIHOBOTO BUKOHAHHS, OOOB’A3KOBO  3a3HAYAETHCS
KOHKPETHHM KIHIIEBUI CTPOK BUKOHAHHSI.

5.6. CniiBBHKOHABIII 3000B’s3aH1 MOJAaBAaTH MPOIO3HULIli TOJOBHOMY BHUKOHABIIO MPOTATOM
MIePIIOi MOJIOBUHU CTPOKY, BIIBEICHOTO ISl BAKOHAHHSI IOPYYCHHS, 3aBJaHHSI.

5.7. lnmuBigyalbHUN CTPOK BHKOHAHHS JOKYMEHTa MOXE OyTH 3MiHEHHH Jwuie 3a
BKa31BKOIO MOCAJ0BOI 0COOH, sika HOr0 BCTAaHOBHJIA, a y pa3i ii BIICYTHOCTI — MOCaI0BOT 0co0H, siKa
11 3amimac.

VY pasi noTpedu CTpOK BUKOHAHHS JTOKYMEHTa MOKe OYTH MPOJOBKEHO 32 OOIPYHTOBAaHUM
MIPOXaHHSIM BUKOHABIlSA, SKE TOJAETHCS HE II3HINIE HDK 3a TpU poOOYMX IHI 1O 3aKiHYCHHS
BCTAaHOBJIGHOTO CTPOKY, a LIOJ0 JOKYMEHTa, B SIKOMY HE 3a3HAU€HO CTPOK, — 10 3aKiHYCHHS
TPUIALSATHICHHOTO CTPOKY BiJl IaTH MOTO peecTpartii.

V pasi 3MiHU CTPOKIB BUKOHAHHS MPOCTABJISAIOTHCS HOBUU CTPOK, JaTa i mianuc. BiamosigHi
3MiHH BHOCSITHCS 10 PEECTPALlifHUX JTOKYMEHTIB.

5.8. B3aTTa AJOKyMeHTa Ha KOHTPOJb 3AIMCHIOETbCS Ha TMIACTaBl PE30IIONil KEepiBHHKA
3aKialy abo HOro 3aCTYIHUKIB.

Bi,Z[MiTKa PO KOHTPOJIb O3HAaYa€, IO JOKYMCHT y34TO HAa KOHTPOJIb JIA 3a0€3MeUYeHHs HOro
BUKOHAaHHI B YCTaHOBHCHI/Iﬁ TepMiH.

BigmiTKy Nmpo KOHTpOJIb IMO3HAYalOTh BeNUKOIO JiTeporo «K» um cioBom «KOHTpOIb)
(pyxonucHO abo 3 BUKOPUCTAHHSM IITamIia) Ha JIBOMY I0JI1 MEPIIOro apKyllla JOKyMEHTa Ha piBHI
3aroJIOBKa 110 TEKCTY.

5.9. Ilicnss BUKOHAHHSA OKYMEHT 3HIMA€TbCA 3 KOHTPOIIO. 3HATH NOKYMEHT 3 KOHTPOIIO
MOK€ TIIbKHM KEpPIBHUK 3aKJIaqy, WOT0 3aCTyMHHUKH, $KI BCTAHOBWJIM KOHTPOJBHHH CTPOK Yy
Pe30THoIIii.

BuxoHaH1 TOKYMEHTH MOAAOTHCS HA MIAMKC KEPIBHULTBA HE MEHUI SK 3a OAWH J€Hb 0
3aKiHUEHHS CTPOKY IX BHKOHAHHS 3 METOIO 3aJMILICHHS MEBHOTO yacy Ha iX JOOINpAallOBaHHA 3a
pIIIEHHSM KEepIBHUIITBA.

5.10. [ndopmariss Tpo pe3yNbTaTH BHUKOHAHHS B3STHX HAa KOHTPOIb JIOKyMEHTIB
y3arajbHIOETHCSl CTAHOM Ha IEpIIe YHCIO KOKHOTO MicALs 1 MOJAEThCs KEPIBHUITBY 3aKiIany y
BUTJISIZI 3BEJICHD NMPO BUKOHAHHS JJOKYMEHTIB 32 BU3HAUEHOIO Y 3aKjaail (OpMOFO.

6. [opsok onpaIIOBAHHA TA HAACUJIAHHS BUXITHUX JOKYMEHTIB



6.1. BuxinHi JOKYMEHTH HAJCHUJIAIOTHCS aJpecaTaM 3 BUKOPHCTAHHSIM 3ac00iB MOIITOBOTO
3B’A3KY, €NIEKTPO3B 3Ky, a TAKOXK JIOCTABIISIOTHCA Kyp €PCHKOIO, (DeNIb’ €repChKO0 CIyK0aMHu.

OnpamroBaHHsl JTOKYMEHTIB JUISi BIJIPABICHHS TIOIITOBUM 3B SI3KOM  3IHCHIOETHCS
BIJINIOBIJAILHOIO OCO0O0I0 3akiaay BimmoBimHo 1m0 [IpaBui HagaHHS MOCTYT IMOIITOBOTO 3B’SI3KY,
3aTBepKeHNUX noctaHoBoro Kabinery MinictpiB Ykpainu Bin 05 6epesnst 2009 poky Ne 270 (i3
3MiHaMH).

6.2. BuxigHi TOKYMEHTH OIpaIlbOBYIOTHCS 1 HAJCHUJIAIOTHCS y JCHb 1X HAJXOJIKEHHS BiJl
BHKOHABIIIB 200 HE Mi3HillIe HACTYITHOTO pOoOOYOTOo JHS.

He nomyckaetbcest HagcuianHs abo nepeaadya TOKyMeHTIB 0e3 TX BHXIIHO1 peecTpariii.

6.3. JIOKyMeHTH, 110 HAJCWIAIOTHCS OJHOYACHO OJHOMY 1 TOMY CaMOMY aJpecaToBi,
BKJIQJIAIOTHCS B OJWMH KOHBEPT (ymakyBaHHs). Ha KoHBepTi 3a3HavyaeThCs aapeca, 32 HEOOXiTHOCTI
MPOCTABIISIOTHCS PEECTPaLliifiHi 1HAEKCH BCIiX JIOKYMEHTIB, SIKi MICTSATBHCS Y KOHBEPTI.

JIOKyMEHTH, [0 JOCTABIISIFOTHCS (Pelib]’ €repChKoI0 CIIykK0010, IepeIatoThes ajpecaTam i
MiMIUC Y BIATOBIHIN KHU31.

IV. CACTEMATHU3ALISA TA 3BEPITAHHSI JOKYMEHTIB Y A1IJIOBOJICTBI
1. CkaaiaHHS HOMEHKJIATYPH CIIPaB

1.1. Homenknarypa crpaB TpW3HA4Y€HA /IS BCTAHOBJICHHS Yy 3aKJIaJdl €IHHOTO TOPSIKY
dbopMyBaHHS copaB He3anexkHo Big Gopmu Hocis iHopmarlii, 3a0e3nedeHHs IiX OOIMIKY,
OTIEPATUBHOTO TOIIYKY JTOKYMEHTIB 3a X 3MICTOM 1 BHJIOM, BU3HAYCHHS CTPOKIB 30epiraHHs CIIpaB
1 € OCHOBOIO JIJIS CKJIaJaHHs OIMCIB CIpaB MoCTiiHOTO Ta TpuBayioro (moHayn 10 pokis) 30epiraHus,
a TaKoX ISl OOJTIKY CIIpaB TUMYAcoBOTO (710 10 pokiB BKIIIOYHO) 30epiraHHs.

1.2. Homenknarypa copaB 3akiany (3BeieHa HOMEHKIIATypa) CKIAAaeThbCs BiMOBIAATBEHOIO
oco0ot1o (ocobamn).

1.3. Ilix yac ckiajaHHS HOMEHKJIATYpU CIIpaB 3aKjaly BUKOPUCTOBYEThCS CTPYKTYpHUH abo
(byHKLIOHATBHUNA PUHIUM i1 TOOY0BH.

CTpyKTypHMII IPUHLIUIT BUKOPUCTOBYETHCS B pa3l YITKO BCTAHOBJIEHOI CTPYKTYpH 3aKjany.
Pozninamu B Takiii HOMEHKIJIATypl CIPaB € HAWMEHYBaHHS CTPYKTYPHUX MIAPO3/LTIB.

VY pa3i po3noniay OCHOBHMX (PYHKLIN (HampsiMiB JISUIBHOCTI) y O0€3CTPYKTYPHOMY 3aKiiafl
MDK i1 NpaniBHUKaMM BHKOPUCTOBYETHCS (PYHKI[IOHAJbHUM NPUHIMUI MOOYJOBH HOMEHKJIATYpH
cnpas. Po3ainu 1 miApo3aiiM HOMEHKJIATYpU CIpaB 3akiajy, NoOyJOBaHOI 3a TAKUM MPUHIUIIOM,
B110OpaXkatoTh ii (PYHKIIII Ta HANPSMU JISIBHOCTI 1 PO3MIIIYIOTECS Y HOMEHKJIATYpl 3a CTYNEHSIMU
X BayKIMBOCTI (opraHizanisi poO0TH, MiIaHyBaHHsI, (PiHAHCYBAHHS, IPOTHO3YBAaHHS TOILO).

VY pa3i BUpOOHMUOI MOTPEeOUM MOKIMBE MOEJHAHHSA CTPYKTYPHOTO Ta (DYHKI[IOHAIBHOTO
NPUHIUIIB TOOYI0BM HOMEHKJIATYpHU CIpaB.

1.4. Tlin yac po3poOieHHS HOMEHKJIATypHU CIpaB 3akjaay BUKOPHUCTOBYIOTHCSI CTaTyT
3aKJIafy, MOJOXEHHA Mpo 11 CTPYKTYpHI MiAPO3MALAH; IUTATHI PO3MUCH; THIOBI ab0 NpUMIipHI
HOMEHKJIATypU CIpaB; HOMEHKJIATypU Ta OINUCH CIpaB 3a MHHYJIl pPOKH; KiacudikaTopu
JIOKYMEHTIB 1 KOPECIOHJEHTIB; PEeCTpaliifHO-00iKOBI Ta KOHTPOJbHI KAapTOTEKH; TUIIOBHUA Ta
rajy3eBl MEpeliKd BHJIB JOKYMEHTIB 13 3a3Hau€HHSM CTPOKIB iXx 30epiraHHs, a TaKoX
YpaxoBYIOTbCS 3aBJJaHHA 3aKJIa/1y Ha HACTYITHUH PiK.

1.5. Homenknatypa cmpaB CTPYKTYPHOTO TMipo3aily (OKpeMoi MmocagoBoi  ocobmu)
po3po0IiseThes HEe Mi3Hilme 15 nucTonasa MOTOYHOTO POKY, MIJAMHCYETHCS KEPIBHUKOM


https://zakon.rada.gov.ua/laws/show/ru/270-2009-%D0%BF#n11

CTPYKTYPHOTO MiApO31iay (IIOCaTIOBOI0 OCOO0I0) Ta Bi3ye€ThCS MOCAAOBOIO 0COO0I0 3aKiamy,
BiJIMOBIAAILHOIO 32 apXiB.

1.6. Y HoOMeHKIATypi chpaB mepeadadaroThCsA 3arojOBKH CIpaB Il TPYNyBaHHS
JIOKYMEHTIB, 110 BiIOMBAIOTh YCi JOKYMEHTOBAHI JUISHKY 1 TUTAHHS TisSTIHOCTI 3aKJIay.

1.7. lo HOMEHKJIATypu CIpaB BKIIOYAIOTHCS, SK IPABUJIO, OPUTIHAIU JOKYMEHTIB. 3a
pimennsm EK 3akimagy 10 HOMEHKIATypH CHpaB MOXYTh BKIIOYATHUCSA KOIi THPa)KOBaHUX
JIOKYMEHTIB, III0 HAKOMUYYIOThCS B CTPYKTYpHHUX MiApo3aiiax (po3mopsadi  JTOKYMEHTH,
MOJIOKEHHS PO CTPYKTYPHI MiJPO3I1IH, TOCA0B1 IHCTPYKIIIT TOILO).

1.8. Jlo HOMEHKJIATypH CHpaB HE BKIIOYAIOTHCS IPYKOBaHI BUIAHHS, AOBIIHUKH (Y TOMY
yucii TenedonHi), OroJeTeH1, pedepaTuBHI KypHaAIH, EKCIpec-iHhopmMarlis.

1.9. Homenknatypa cmopaB 3akiany (3BeAcHa) CKiIaJaeTbes 3a yHiikoBaHOw (opmoro,
HaBEJICHOIO Y 0ooamkKy 21.

1.10. Homenkiatypy cripas 3akiiaay ohOpMIIIOIOTh TaK, SK BU3HAYEHO JaTi.

I'pada 1 MicTuTh iHpOpMAILLiIO PO 1HACKC JOKYMEHTA, KU BioOpaskae HOMep pO3ALLy Ta
HOPSIKOBUH HOMEP JIOKYMEHTA Y PO3JILIi.

Y rtpadi 2 3a3HavaeThCS Ha3Ba 3arojyioBka crpaBu. He J03BONSETHCS BKWUBAaHHA B
3aroJIOBKax CIpaB HEKOHKPETHHX (OPMYITIOBAaHb («MaTepiainy, «3arajibHe JIMCTYBaHHS», «BXiJHA
KOPECIIOHCHIIIS», «BUXiIHA KOPECHOHJICHIIM», «(hiHAHCOBA TOKYMEHTALis» TOMIO), a TaKOX
BCTAaBHUX CIIiB 1 CKJIaJHUX CHHTAaKCUYHHUX 3BOPOTIB.

3aroJIoBOK CIpaBU CKJIAJAETHCS 3 €IEMEHTIB, IO PO3MIIIYIOTHCS Y TaKid MOCITITIOBHOCTI:
Ha3Ba BUAY ClipaBu (JIMCTYBaHHS, KYypHaJl, KHUTa TOIIO) YM BUIY JOKYMEHTIB y CIpaBi (Hakasu,
MPOTOKOJIM, aKTH TOIII0); aBTOP JOKYMCHTIB (HaMEHYBaHHS 3aKJIaay, CTPYKTYPHOTO ITiIPO3ALTY);
KOpecIoHAeHT abo aapecaT (HaliMeHyBaHHSI YCTaHOBH, JI0 SIKOi aJpecoBaHi a0o BiJ AKOi HaIIAIILIN
JIOKYMEHTH); CTHUCJIMH 3MICT JOKYMEHTIB CIIpaBu (IMUTaHHS, 3 SKOro ()OPMYEThCS CIpaBa); Ha3Ba
periony (Teputopii), 3 SKUM IOB’sI3aHUN 3MICT JOKYMEHTa; jaara (mepioia), A0 SKOI HalexkaTb
JIOKYMEHTH CIPaBU; BKa31BKU Ha HasABHICTb KOMIN JOKYMEHTIB y cipasi (y pa3i moTpeon).

Skmo cmpaBa CKIAJA€TbCsl 3 PI3HUX 3a BHUJAMH  JIOKYMEHTIB, IIOB’SI3aHUX  OJHHUM
KOHKPETHUM THUTAHHSM Ta TMOCTIOBHICTIO BEACHHS MIJIOBOJCTBA (CYIOBi, CiI4i, 0COOOBI TOIIO),
BXKMBAIOTh TEPMIH «cmpaBay, Hanpukiaa: «Ocobosea cnpasa Ileanuenxka Bonooumupa
Mukonaiiosuuan.

VYV 3arosoBkax cmopaB, IO MICTATh JOKYMEHTH 3 OJIHOTO THTaHHS, HE IOB’ s3aHl
MOCIIIOBHICTIO BEJIEHHS MPOLEAYP ALIOBOJCTBA, BYKUBAETHCSA TEPMiH «JIOKYMEHTHY, a MICIS HbOTO
B JIy)XKKaxX 3a3HAYalOThCSl OCHOBHI BUIM JIOKYMEHTIB CIpaBH, Hampukiaa: «/Jokymenmu (naanu-
2paghiku, ankemu, 006i0KU MOU{0) PO NPOBEOEHHA 0210y CMAHY O0i10600CmEa ma apxieHoi
cnpasu y 3aknaodiy. TepMiH «TOKYMEHTH» BXXHBAETHCA TAKOX Yy 3aroJIOBKax CIpaB, IO MICTATH
JOKYMEHTH — JIOAATKH J0 OYyIb-sIKOTO HOPMATHBHO-TIPABOBOTO akTa abo Haka3y 3akjaay. Y TakoMmy
pasi BUIOBUH CKJIAJ] JOKYMEHTIB HE 3a3HAYAIOTh, HAPUKIAM: «/{OKyMEeHTH 0 MPOTOKOJIIB 3aCiJaHb
MeAaroriyHol paju 3aKiaay».

Y 3aronoBkax cmpaB, NOpHU3HAYEHUX MJisg TPYNyBaHHS JOKYMEHTIB OJHOTO BUAY,
3a3HAYAIOTHCS BUJI IOKYMEHTA y MHOKHHI Ta aBTOp JOKYMEHTIB, Hampukiaa: «Haka3u 3 ocHOBHOI
TISITBHOCTI 3aKJIaIy».

VY 3aroyioBkax cmpas, IO MICTSTh JIUCTYBaHHS, 3a3HAYAIOTHCA KOPECTOHJIEHT 1 CTUCIUUN
3MICT JIOKYMEHTIB, HanpuKJa: «/Iucmyeanns 3 ynpaeninuam (8i0oinom) oceimu npo ».


https://zakon.rada.gov.ua/laws/show/ru/z0736-15#n1434

VY 3aronoBkax CrpaB, IIO0 MiICTATh JHUCTYBaHHA 3 KOPECIOHACHTaMH, OJHOPIIHUMH 32
XapaKkTepOM JisJIBHOCTI, TaKi KOPECIIOHJICHTH HE IMEPEeTiuyloThCs, a 3a3HAYa€ThCs IX y3arajibHEHe
HaliMEHYBaHHS, HAPUKIAA: «/Jucmyeanus i3 3acHO6HUKOM 3 NUMAHb ».

VY 3arojioBkax CHpaB, IO MICTSTh JIUCTYBaHHS 3 pPI3HUMH KOPECIIOHJCHTAMH, TaKi
KOPECHOHJCHTH HE 3a3HAYAIOThCS, HAmpukiax: «JIMcTyBaHHS NpO OpraHizamiio IiJABUIICHHS
(daxoBoi kBasi(ikalii nmegaroriYyHUX MpariBHAKIB 3aKJIATY».

VY 3aronoBkax cChpas, MO MICTATh IUIAHOBO-3BITHY JOKYMEHTAIlil0, 3a3HAYAETHCS TMEPiOf
(Mmicsib, KBapTaj, MBPIvYs, PiK), B SKOMY IUIAHYETHbCS CTBOPEHHS JOKYMEHTIB, ab0 mepion ix
(baKTUYHOTO BUKOHAHHS, HAIPUKIAA: «Piunuit naan pooomu 3axnady na 2021/2022 u.p.».

[Tix vac po3MileHHS 3arojiOBKiB CIpaB y HOMEHKJIATypl BPaxOBYIOTHCS BaKIUBICTbH
JIOKYMEHTIB, BKJIFOUEHHX JI0 CIIPaBH, 1X B3a€MO3B’s30K. Ha mouyaTKy poO3MIIIyIOTBCS 3arojIOBKH
CIpaB MO0 JOKYMEHTIB, SIKi HAJIAIUIA BiJl OpraHiB BUIIOTO PiBHA, Jalli — MIOJI0 OpraHi3amiiHo-
PO3MOPSATIOT TOKYMEHTAIIIl 3aKJIaay, JUCTYBAaHHS TOMIO. Y KOXHINM 3 IUX TPYI JOKYMEHTH TaKOXK
PO3MINIYIOTECS 3 YPaxXyBaHHIM BKIIMBOCTI Ta CTPOKIB 30epiraHHs.

Bka3iBKky Ha HasBHICTh KO JOKYMEHTIB Yy CIpaBi pO3TAIIOBYIOTH MiCIsl 3arojoBKa,
Hanpukian: «Hakasu 3 ocnoenoi disanvrnocmi 3axnady 3a 2020 pik (konii)».

['pada 3 HOMEHKIATYpH 3alOBHIOETHCA HAMPUKIHI KaJEHAAPHOTO POKY, KOJH BiTomMa
KUIBKICTh C(DOPMOBAHUX TOMIB, YACTHH CITPaBH.

VY rpadi 4 HOMEHKIATYpH 3a3HAYaIOTHCS CTPOKHU 30epiraHHs CrpaB, HOMEPH cTaTed 3a
TUNIOBUMH (Tay3€BUMH) TIIepellikaMd JOKYMEHTIB 13 3a3HAa4eHHSM CTPOKIB iX 30epiraHss,
TUTIOBUMH 1 IPUMIPHUMH HOMEHKJIATYpaMH CITPaB.

JlomyckaeThCsl MOCUIIAHHS Ha PsiJI CTaTel Mepeliiky JOKYMEHTIB i3 3a3HaYCHHSIM CTPOKIB 1X
30epiranHs (y TOMY YMCIHI PI3HHUX TEPEIiKiB, SIKIIO 3aCTOCOBYIOTHCS TUIOBHH 1 ramyseBuil). [Ipu
[OMY CTPOK 30epiraHHs 3a3HA4YA€ThCS BIAMOBIAHO 10 CTATTi, IO BCTAHOBIIIOE€ HANOLIBIINIA CTPOK
30epiraHHs.

Jlns  nOKyMEHTIB, He mnepefdayeHuX [JIIOYUMHU TepelikaMu, CTPOKH 30epiraHHs
BU3HAYAIOTHCS Ha MmijicTaBi ix BuBYeHHs EK 3aknany.

Jns copas, choOpMOBaHUX 13 THUPAKOBAHMX KOMiMl JOKYMEHTIB, BCTAHOBIIIOETHCS CTPOK
30epiranHs «/loku He MUHE TOTpebay He3aleXKHO Bl CTPOKY 30epiraHHs OpUTiHANIB JOKYMEHTIB (y
TOMY 4YHUCIl 1 JUIs JOKYMEHTIB MOCTIMHOrO CTpOKYy 30epiraHHs) Oe3 NOCHJIaHHS Ha CTaTTIO
BIJITIOBIJTHOT'O MEpeNiKy JOKYMEHTIB 13 3a3HaYCHHSIM CTPOKIB 1X 30epiraHHs.

Crpok 30epiranHsa copaBu «Jlis ciy>kO0BOTO KOPHCTYBAaHHS» HE BCTAHOBIIOETHCS, a Y
BIJIMIOBI/IHIH rpadi HOMEHKJIATypH CIpaB MpocTaBisieTbes no3Hauka «EK» (ekcriepTHa koMicis).

VY rpadgi 5 «lIpumitkay poOISATHCS MO3HAYKKM MPO MEPEXifHl CIpaBu; NPO CHPaBH, 10
BEAYThCS B €JIEKTPOHHIH (opMi; Ipo MOcaoBUX 0OCiO, BIANOBIJAIIHUX 3a (POPMYBAHHS CIIpaB; PO
nepeaavy Crpas JI0 apXiBy 3aKJIady UM HITUX YCTAHOB JUIS X MPOAOBKEHHS TOIIO.

1.11. HomenknaTtypa cmpaB 3akjiagy MiJOUCYeTbcs 0C00010, BIANOBIJAIBHOIO 32
OpraHizarfito JIiJI0OBOJICTBA Y 3aKJIaJll, BI3yEThCs MOCATOBOI OCO00I0, BiJIMOBIIAIBLHOIO 3a apXiB, Ta
cxBamoeTbes EK 3akmany.

1.12. HoMeHnknaTypa copaB 3akjaay HiAIArae MorofKeHHIO 3 BIAMOBIIHUM Jep>KaBHUM
apxiBoM (ans 3aknaniB, ski ¢opmyors HA®) abo cXBajeHHIO OpraHOM BHIIOTO PiBHA (IUIs
3aKiaaiB, ki He GopmyroTh HA®D) oauH pa3 Ha 1’ATh poKiB @00 HEBIAKIAIHO B pa3i ICTOTHUX 3MiH
y BIIACHOCTI MaifHa, CTPYKTYpi, QYHKIIISIX Ta XapakTepi poOOTH 3aKjaly, BTpaTH YNHHOCTI TUIIOBUM
(ramy3eBHUM) MEPETIKOM JOKYMEHTIB 13 3a3HAUYEHHSM CTPOKIB 1X 30€epiraHHsl.



1.13. lloromxena EIIK BigmoBigHOro JepXaBHOTO apXiBy HOMEHKIATypa CIIpaB
3aTBEPIKYETHCSA KEPIBHUKOM 3aKJIay.

1.14. Homenknatypa copaB 3akiay CKJIAJA€TbCs y YOTUPHOX MNpuMipHHUKaX. [leprimii
(HemOTOpKaHHUI) MPUMIPHUK 3BEJICHOI HOMEHKJIATYPH CIpaB 30€piracThCs y BIAMOBITAIBHOI 3a
JIOBOJCTBO OCOOM, APYTUil — BUKOPUCTOBYETHCS SIK POOOYMIA, TPETii — MepefaeThCst A0 apXiBy
3aKjaay A 3A1HCHEHHS KOHTPOIIO 3a (POPMYBaHHSM CIIpaB, YETBEPTUH — HAJICUIIAETBHCS M0
BIJIMIOBITHOI Jep>KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiIiIy MiCBKOI pajgu abo OpraHy BHILOTO
pIBHSL.

1.15. HomeHknaTypa crpaB CTPYKTYpHOTO MIiAPO3AUTY 3akKiaay CKIATAEThCsl Y JBOX
npuMmipHukax. OuH TPUMIPHUK HOMEHKJIATYpU IepeAacThCsl BIAMOBITAIBHIA 3a OpraHi3allio
JIOBOJCTBA 0COOI.

1.16. [IpoTsiroMm poKy CTPYKTYpHI Mimpo3aumm (mocanoBi ocoOu) 3a0e3meuyroTh BEACHHS
HOMEHKJIATYp CIIpaB, 30KpeMa 3a HEOOXiJHOCTI BHOCATh JO HHUX 32 [OTO/UKCHHSAM 3
BIJIMOBITAILHUMHU 32 JIIJIOBOJCTBO Ta apXiB oco0aMu HOBI CHpaBH, HE MepeadadeHi YMHHOIO
HOMEHKJIATYPOIO CIIPAB, 3aCTOCOBYIOYH MIPH IIbOMY pPE3epPBHI HOMEPH HANIPUKIHIII HOMEHKJIATYPH.

1.17. HanpukiHii poKy HOMEHKJAaTypa CHpaB 3akiaxy oOOOB’S3KOBO 3aKPHBAETHCS
MiJICYMKOBUM 3allMCOM, WIO MiANUCye ocoba, BIANOBiAadbHA 3a IUIOBOACTBO 3akiamy. [Ipo
(dakTHUHY HasBHICTH 3aBEJACHUX 3a PIK CIIPaB MOBIIOMIIIETHCS MMOCaI0Ba 0co0a, BiIMOBiaNbHA 32
apxis.

1.18. Iloromxena 3 EIIK BigmosigHoro aepskaBHoro apxiBy (EK oprany Buimoro piBHs)
HOMCHKJIATypa CIpaB 3akKiaJy HAMPUKIHII KOXXHOTO POKY YTOYHIOETHCS, NEPEAPYKOBYETHCS,
3aTBEPUKYETHCS KEPIBHUKOM 3aKJjIaly Ta BBOAUTHCS B JIit0 3 01 CiuHS HOBOTO POKY.

2. ®opMyBaHHS CIIPaB
2.1. Ilix yac popMyBaHHS CIIpaB CIiJl JOTPUMYBATHUCS TaAKUX 3aralbHUX MPABUI:

BMIII[yBaTU y CIpaBU TUIbKM BUKOHAHI JOKYMEHTH BIANOBITHO 1O 3arojIOBKIB CIpaB y
HOMEHKJIATYpi;

TpyIyBaTH Yy CHpaBU JOKYMEHTH, BUKOHAHI IPOTSATOM OTHOTO KaJICHIApHOTO POKY, 3a
BUHSATKOM IMEPEXiJIHUX CHOpaB Ta CYAOBUX CIpaB (BEAYTbCS MPOTATOM KIJIBKOX POKIB 10 iX
3aBEPIICHHS), 0COOOBHUX crpaB ((HOPMYIOTHCS MPOTITOM TMEpioAy podOTH 0ocodbu y 3akiai),
JIOKYMEHTIB 3aKJIajly, 10 XapaKTepU3ylOTh OCBITHIH mpoliec ((HopMyroThes 32 HaBYAIbHUI PiK);

BMIILyBaTU Yy CHpaBU JUIIe OpuriHaiu abo y pas3l IX BIJACYTHOCTI 3acBIIYEH1 B
YCTAHOBJICHOMY MOPSIIKY KOTii JOKYMEHTIB;

HE JOMYyCKaTH BKIJIIOYEHHS 7O CIpPaB YOPHOBHX, OCOOMCTUX JTOKYMEHTIB, PO3MHOKEHHUX
KOITIi Ta JOKYMEHTIB, IO MiJJISTal0Th TOBEPHEHHIO;

A0 CIIpaBU BKJIKOYATU JOKYMCHTH TUIBKH 3 OJHOI'0O ITMTaHHA abo rpynu CHOpiI[HeHI/IX
IIUTaHb, 11O CTAHOBJIATH €IMHUI TEMaTUYHUN KOMILJIICKC,

OKpEeMO TpYIyBaTH y CIpPaBU JOKYMEHTH TOCTiHOTO, TpuBajoro (moHax 10 poki),
TUMYacOBOTO 30epiraHHs;

3a 00cAroM crpaBa MOCTiHHOro Ta Tpusajoro (moHaa 10 pokiB) 30epiraHHs He NMOBHHHA
nepepuiryBat 250 apkymriB (He Oinbie 40 MM 3aBTOBIIIKH).

2.2. JIOKyMEHTH TPYIYIOTHCS Y CIIPaBH B XPOHOJIOTIYHOMY Ta/a00 JIOTIYHOMY TTOPSIIIKY.

2.3. TTonoxeHHsl, MpaBwiia, IHCTPYKIIIT TOIIO, 3aTBEP/KEHI HaKa3aMu, TPYNYIOTHCS Pa3oM i3
3a3HAYCHUMHU JOKYMEHTaMH. SIKII0 BOHU 3aTBEP/KEHI SIK CAaMOCTiiHI JOKYMEHTH, iX (pOpMyIOTh B
OKpeMl CIIpaBH 3a BUAAMHU 1 XPOHOJIOTIELO.



2.4. Haka3u 3 OCHOBHOI AisITBHOCTI 3aKjiany, 3 aJMiHICTPaTUBHO-TOCIOJAPCHKUX MUTAHb, 3
KaJpOBUX NHUTaHb 3aKjaay (TUMYAacOBOTO 1 TPHUBAJIOTO CTPOKIB 30epiraHHs), Hakasd 3 pPyxy
YYHIB/BHXOBAHIIIB TPYNYIOTHCS Y Pi3HI CIIPaBH.

Haka3u 3 kanpoBux mutanp (0COOOBOTO CKJIaay) TPYMYHOTHCS BIAMOBITHO IO iX BHIIB Ta
CTpOKiB 30epiranHs. He mo3BoJsieThCsl TpyIyBaTH pa3oM Hakasu TpuBasioro (75 pokiB) Ta
tumaacoBoro (5 pokiB) 30epiranHs. J{OmiIbHO HpH BEIMKHX 00CSArax ITOKYMEHTIB Hakasd 3
KaJ[pOBUX THUTaHb (OCOOOBOTO CKJIaay), IO CTOCYIOTHCS PI3HHUX HAMpsMIB JiSTIBHOCTI 3aKJIamy
(npuiiMa"Hs Ha poOOTY, 3BUIBHEHHS, MPEMIFOBAHHS, BIIPSAHKCHHS, BIAMYCTKH TOIIO), TPYITYBaTH B
OKpeMi crpaBu. SIKIO pi3HUX BUJIB HAKa3iB 3 KaJ[POBUX MUTaHb (0COOOBOTO CKIIAAY) CTBOPIOETHCS
HE3HAYHA KIJBKICTh, iX JIO3BOJISIETHCS TPYIYBATH 32 CTPOKAMHU iX 30epiraHHs: B OIHY CIIpaBy -
HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B iHIIY - THMYACOBOTO CTPOKY 30epiraHHsl.

2.5. JlIokyMeHTH 3acijaHb KOJICTIAJIbHUX OPTaHiB IPYMYIOTHCS Y JBI CIPABH:
MIPOTOKOJIM 1 IOKYMEHTHU J0 HUX (AOTOBii, JOBIIKH, TPOEKTH PIllIEHb TOIIIO);

JOKYMEHTH 3 oOprasizamii 3acifanb (HOpSIOK JEHHHH, MaKeT pO3MIIIEHHS, CIHUCOK
3aIPOLICHUX TOIIO).

2.6. [IpoTrokonu 3aciiaHp KOJETialbHUX OPTraHiB TPYMYIOTHCS y CIPaBU B XPOHOJIOTTYHOMY
nopsiiKy 1 3a HOMepamu. JIoKyMeHTH 10 3aciaHb 3a3HAYCHHMX OpPraHiB CHCTEMATHU3YIOTHCS 3a
JaTaMd Ta HOMEpPaMH IPOTOKONIB, & B MEXKaxX TPYNH JIOKYMEHTIB, IIO CTOCYIOTHCS OIHOTO
MPOTOKOITY, — 32 MOPSAKOM JICHHUM 3aCiJaHHS.

2.7. lopyyeHHs yCTaHOB BHUIIOTO pPIiBHA 1 JOKYMEHTH, NOB’S3aHI 3 iX BUKOHAHHSIM,
TPYNYIOTBCSL Yy CHpaBM 3a HampsMaMHu JiSUTBHOCTI 3akiaay abo 3a aBTOpaMH IHIIIaTHBHHUX
JOKYMEHTIB. [IOKyMEHTH y HEBEIHKIN KUIbKOCTI IPYIYIOTHCS B OJIHY CIIpaBy. Y CIpaBi JTOKYMEHTH
CHCTEMaTH3YIOThCS 32 IaTaMU JIOPYYEHb.

2.8. 3aTBep/UKEHI IUIaHUW, 3BITH, KOILITOPUCH, TUTYJIbHI CHUCKH TPYIYIOThCS Yy CHpaBU
OKPEMO BiJ] MPOEKTIB IIUX JOKYMEHTIB.

2.9. JluctyBaHHS TpYIyeThCS 3a 3MICTOM Ta KOPECHOHJEHTCHKOI  O3HAaKOK 1
CUCTEMATHU3YEThCS B XPOHOJIOTIYHOMY TMOPSJKY: JOKYMEHT-BIANOBIAb PO3MILIYEThCS  3a
JIOKyMEHTOM-3aIIUTOM.

2.10. B ocoboBux crpaBax, 110 (OpMYIOThCS BIPOJOBXK YChOI0 Yacy poOOTH MpalliBHUKA Y
3aKyadi, MTOKYMEHTH TPYNYIOTHCS B XPOHOJOTIYHOMY TMOPSAKY B Mipy iX HaJXODKEHHS
(momoBHeHHs) (3as1Ba PO MpUMaHH Ha poOOTYy, MUCbMOBHIA TPYAOBUI AOTOBIp (KOHTPAKT), KOMIi
a0o0 BUTATY 3 HaKa3iB Mpo NMpHUIMaHHS Ha poOOTY, 0COOOBMI JIMCTOK 3 0OJIIKY KaJpiB, TOTIOBHEHHS
JI0 0COOOBOTO JIMCTKA 3 O0JIIKY KajpiB, aBToOlorpadis, Kormis macnopra, Komisi o0IiKoBOT KapTKH
IUTATHUKA MOJATKIB (KpIM (PI3UYHHUX OC10, sIKI Yepe3 CBOi peiriiHi NepeKOHaHHs BIIMOBIISIOTHCS
BiJl IPUHHATTS peecTpaliifHOro HoMepa 00JIIKOBOI KapTKU IJIaTHUKA MOAATKIB Ta MOBIJOMUWIN MPO
1€ BIATOBIIHUN KOHTPOJIIOIOUMN OpraH 1 MaloTh BIAMITKY y MACHOpPTI), KOIis BIICBKOBOIO KBUTKA
(y pa3i HasBHOCTI), KOMil TOKYMEHTIB MPO OCBITY, HAYKOBUH CTYIiHb, BUEHE 3BAaHHS, 3asBH PO
nepeBe/ieHHs] Ha 1HIy poOoTy (mocaay), CyMICHUUTBO, 3MiHY OiorpadiyHuX HaHHX, Komii a0o
BUTSATHU 3 HAKa3iB MPO MEPEeBEACHHS Ha 1HITY poOOTy (1ocaay), CyMiCHUITBO, KOMIi TJOKYMEHTIB, 1110
€ TMiJCTaBaMHu JJis HAJaHHS MUIBT (3a HAsBHOCTI), KOIMi JOKYMEHTIB TMPO BHECEHHS 3MIH JI0O
0O0JIIKOBHUX JJOKYMEHTIB Yy 3B’S3KY 31 3MiHOIO OiorpadiyHux JaHuX (Ipi3BHILA, IMEHI, IO OATHKOBI),
XapaKTepUCTUKHU, KOMIl JTOKYMEHTIB MpO MiJBHUILEHHS KBaji(ikalli, CTaXXyBaHHS, 3a0XOUYECHHS
(HaropoKeHHs, MPEMitOBaHHs ), TOKYMEHTH 3 aTecTallii, 3asBa Mpo 3BUILHEHHS 3 po0OTH, KoIIii 200
BUTATH 3 HaKa31B PO 3BUIbHEHHS 3 POOOTH.

Jlo 0cob6oBoi cripaBu 000B’SI3KOBO CKJIAJA€THCSI BHYTPIIIHIA OMKC, KU PO3MIIIYEThCS Ha
MOYaTKy CIIpaBH.



BimomocTi Tpo CTATHEHHS, 3a0XOYCHHS, BUKOHAHHS OOOB’S3KIB THMYacCOBO BiJICYyTHHOTO
MpaliBHUKA, 3aMIlIEHHS BAaKAHTHOI MMOCAJW BHOCATHCSA IO JOMOBHEHHS IO OCOOOBOTO JIMCTKA 3
00JTIKY KaJIpiB.

2.11. 3BepHEHHS TPOMAJISH 3 MHUTaHh POOOTH 3aKiIaay Ta BCi JOKYMEHTH 3 iX PO3TIIALY 1
BUKOHAHHS TPYIYIOTHCS OKPEMO BiJl 3BEpHEHb IPOMAJISIH 3 0COOMCTUX MUTaHb. KoXHE 3BepHEHHS 1
JOKYMEHTH 3 HOro pO3MIALy CKJIaJaloTh Yy CIpaBi caMmocCTiiHy rpymy. [loBTOpHI 3BepHEHHS i
JOKYMEHTH 3 iX pO3IIIAy CUCTEMATH3YIOTh Y CIIPABU PA30M 3 IMONEPETHIMHU.

2.12. Metoau4He KEpiBHUITBO 1 KOHTPOJb 3a (OPMYBaHHSIM CHpaB y 3akiaal Ta il
CTPYKTYPHHUX MiJIpO3/isIaX 311HCHIOIOTHCS 0CO0aMHM, BiIIOBIJAILHUMHE 32 OpraHi3alliio JiJI0BOICTBA
Ta apxiB.

3. 30epiranHs T0KYMEHTIB y JiJIOBOJACTBI

3.1. IoKyMeHTH 3 MOMEHTY CTBOPEHHSI YW HAJXODKEHHS 1 10 TiepeiaBaHHs Ha 30epiraHHs B
apxiB 3akiiay 30epiraroTbes 3a MiciieM (hopMyBaHHS CIIpaB BiJIOBIIHO 10 HOMEHKJIATYPH CIIPaB.

3.2. BianoBiganbHi ocoOu 3000B’s13aH1 3a0e3MeUnTy 30epiraHHs JOKYMEHTIB 1 CIIpaB.

3.3. dns 30epiraHHs cnpaB y IUTOBOJCTBI BUKOPHCTOBYIOTh KapTOHHI TEKH 13 KJIalaHaMHU
abo0 3aB’s3KaMH, KApTOHHI a00 IIACTMACOBI IBHJKO3IIHMBadi. Y poOOYMX KIMHATax CIpPaBH
MOBUHHI 30€piraTuCh y BEPTUKAILHOMY IOJIOKEHHI Y madax, Mo 3aKpuBaroThes. st miaBUIeHHS
OIEePAaTUBHOCTI PO3IIYKY JOKYMEHTIB CIIPaBH PO3MIIIYIOThCS BIAMOBIIHO 10 HOMEHKJIATYPH CIIPaB.
Ha xopiHIsSx 00KJIaqHOK CIIpaB 3a3HAYAIOTHCS 1HCKCH Ta 3aroJIOBKH 32 HOMEHKIIATYPOIO CIIPaB.

3.4. MarnitHi crpiukn Ta 1HMdpoBi Hocii iHdopmamii 3 ¢QoHOrpamamm 3acigaHb
KOJIETiabHOTO OpraHy 30epirairotbes B ioro cekperaps. Ha crpiumi i kopoOui poOUThCS BIAMITKA
PO JaTy 3acianus i yac 3amucy. Cexperap KoJerialbHOTO OPTaHy BiJIIOBIAa€ 3a X 30epiraHHs.

3.5. Bugaua cmpaB y THM4YacoBe KOPHCTYBaHHS MpalliBHUKAM 3aKIaay 3I1HCHIOETbCSA 3
MMMCHMOBOTO JIO3BOJTY KepiBHUKA 3akiamy. Ha BumaHy crnpaBy CKIaJaeThCs KapTKa-3aMiHHHUK. Y
KapTIi 3a3HA4YalOThCS HAMMEHYBaHHS CTPYKTYPHOTO WiApPO3Ally, I1HJIEKC CIpPaBH, 3arojl0OBOK
crpaBH, JaTa ii Bujadi, 0ocoda, sikiii CripaBy BHAAHO, J1aTa il TOBEPHEHHS, MIMUCH OC10, K1 BUAIH
Ta MPUIHSIIMN CIPABY.

[TocanoBa ocoba, sika Bujajia Ta IpUHHsIIA CIIPaBy, 3000B’s13aHa 3/11MCHUTH MIEPEBIPKY
HAsIBHOCTI JIOKYMEHTIB Yy CITpaBi.

He no3BosnsieTscst BUaBaTH y TUMYACOBE KOPUCTYBAHHS MpalliBHUKAM 3aKJIaay OKpemi
JIOKYMEHTH 31 CIIpaB.

3.6. Hamanus cnpaB y TUMYacoBe KOPUCTYBaHHS 3/1HCHIOETbCS HE OUIBII SK Ha OJUH
MICSLb.

3.7. Buny4yeHHs OpHriHaNiB JOKYMEHTIB (CIpaB) IOMYCKAETHCS 3 JO3BOJY KEpPiBHUKA
3aknany.

3.8. Y pasi BTpaTH JOKYMEHTIB 1 CIIpaB, IO YUCIATHCS 32 HOMEHKJIATYPOIO, CKIIAJA€ThCs
BIJIIOBIAHMI aKT (0odamok 22).

V. EKCIIEPTU3A HNIHHOCTI IOKYMEHTIB
1. HopMaTuBHO-MeTOAUYHI 32Ca/IN €KCNEePTU3U HiHHOCTIi TOKYMEHTIB

1.1. ExcnieptH3a LIHHOCTI JOKYMEHTIB MPOBOJUTHCS BIAMNOBITHO /0 3aKOHOJABCTBA y cepi
apxiBHOI CIpaBM Ta [IJIOBOJACTBA, TUIIOBHX Ta Tally3eBUX IMEPeiKiB BUIIB JIOKYMEHTIB i3
HOPMAaTHUBHO BCTAHOBJIEHHMHU CTPOKaMU X 30epiraHHsi, 3aTBEPAKEHUX BIAMOBIIHO /10



3aKOHOJIABCTBA, TUIIOBHX 1 MPUMIPHUX HOMEHKJIATYp CIpaB, IHIIMX HOPMATUBHO-TIPABOBUX aKTiB 3
NUTaHb EKCIIEPTH3H LIHHOCTI.

1.2. lns opranizamii Ta TPOBEACHHS EKCIEPTH3U IIHHOCTI JOKYMEHTIB Yy 3aKIaji
CTBOPIOETHCS MOCTIWHO Aitoua EK, 110 air0Th BiAMOBITHO 0 MOJOKEHHS MPO HEl, po3po0aeHoro Ha
mizcTaBi TUTIOBOTO TOJIOKEHHS MPO EKCIEPTHY KOMICIIO JIEPKABHOTO OpraHy, OpraHy MiCIIEBOTO
CaMOBPSIIYyBaHHS, JICP)KABHOTO 1 KOMYHAJIbHOTO IIIIPUEMCTBA, YCTAaHOBM Ta OpraHizaii,
3aTBEp/KEHOTr0 HakazoM MiHictepcTBa roctuiii Ykpainu Big 19 uepBus 2013 poxy Ne 1227/5,
3apeecTpoBaHoro y MiHictepcTsi rocTuilli Ykpaiau 25 uepBHsa 2013 poky 3a Ne 1062/23594 (i3
3MiHaAMH).

Ckman EK Ta mosoxeHHs 1Ipo Hel 3aTBEp/KYIOThCS Haka30M KepiBHUKA 3akiaay. I 010Bor0
EK npu3HavaeThCst OAMH i3 3aCTYNHUKIB KEPIBHUKA 3aKJajay, CeKpeTapeM — ocoda, BiAMOBiAaIbHA
3a IOKYMEHTH, 1110 TiUISATal0Th 30€piraHHio Ta IepeIaHHIO B apXiB.

Ho cxnany EK 3akiagy 3a iX 3rofor MOXYTh BXOIAMTH HPEACTaBHUKU apXiBHUX yCTaHOB,
OpraHy BHUIIOTO piBHS (BIAMOBITHOTO OpPraHy YIPABIIHHSA OCBITOK), METOAUYHHX IICHTPIB,
npodeciifHuX CIIOK, iX 00’ €JHAHb.

1.3. YV cBoiit mismpHOcTi EK 3aknmagy kepyeTbcsi IpUHLMIAMHU 1 KPUTEPISIMU €KCIEPTU3U
IIHHOCTI JIOKyMEHTIB, ycTaHOBJICHUMH [lopsKOM YTBOpPEHHS Ta JisUTBHOCTI KOMICiH 3 MPOBEACHHS
eKCIIePTHU3U I[IHHOCTI JOKYMEHTIB, 3aTBepKeHUM mnoctaHoBoto Kabinery MiHicTpiB YKpaiHu Bij
08 ceprast 2007 poky Ne 1004 (i3 3minam#).

1.4. EK 3akmnany npuiiMae pillieHHs Mpo:

1) cxBanenns i momanus no EIIK nmepxaBhoro apxiBy (EK apxiBHOro Bimminy pailoHHOI,
paiionnux y micrax Kuesi i CeBacTornouni qepKaBHUX aaMiHICTpaIliid, MiCbKOI pajii) MPOEKTIB TAKHX
JIOKYMEHTIB: OIUCIB CIIpaB 3 KaJpOBHX MUTaHb (OCOOOBOrO CKIIANy), aKTiB MPO BHJIYYEHHS IS
3HUINEHHS JJOKYMEHTIB, HE BHeceHuX 10 HAD;

2) CXBaJICHHS:

IHCTPYKIIi 3 1JI0BOJCTBA;

HOMEHKJIaTypH CIIpaB;

MIOJIOKEHHSI PO CITYKOU A1T0BOJCTBA, apXiBHi mifpo3ainu ta EK;
OMuciB crpaB TpuBaioro (moxasa 10 pokiB) 30epiraHHs;

aKTiB MPO HEBUIIPaBHI MOIIKOPKEHHS CrpaB (IOKyMeHTiB) TpuBajoro (monax 10 pokiB)
30epiraHHs Ta 3 KaJJpoBUX MUTaHb (0COOOBOTO CKIIAAY);

HOMEHKJIaTyp CIpaB, ONMUCIB clipaB TpuBajoro (moHas 10 pokiB) 30epiranHs 3akiany, L0
HaJIeXKaTh /10 chepH yrnpaBiIiHHA 3aKIaay Ta y JISUIBHOCTI SIKUX HE YTBOPIOIOThCS IoKyMeHTH HAD.

1.5. EK opHouacHO po3risfae ONUCH CIpaB Ta aKTH NPO BHIYYEHHS Ui 3HUIIEHHS
JIOKYMEHTIB, He BHeceHUX 10 HA®D, a Takox akTH Ipo BHIIydeHHs TOKyMeHTIB 3 HA®D pasom 3
aKTaMHM [IPO HEBUITPABHI MOLIKOKEeHHs cripaB (JokyMeHTiB) HA® (3a ix HasgsBHOCTI).

1.6. Buecennsi moxymeHtiB 3aknaniB 10 HA® 3milicHioeThes Ha mifacTaBi pimenHs EITK
JIEP’)KaBHOTO apXiBy MPO CXBAJCHHS OMHCIB CIPaB MOCTIMHOTO 30€piraHHs Ta HOTo 3aTBEPIKEHHS
KEepIBHUKOM 3aKIafy.

2. llopsiiok NpoBeIeHHs eKCIePTH3H HIHHOCTI IOKYMEHTIB

2.1. ExcriepTu3a IiHHOCTI JOKYMEHTIB y 3aKJIai IPOBOIUTHCS:
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y TOTOYHOMY [UIOBOJCTBI — IMiJ Yac CKJIaJaHHS HOMEHKJATyp crpaB, (OpMyBaHHS
JIOKYMEHTIB y CIIPaBH 1 MEPEBipsSHHS MPABIIBHOCTI BITHECEHHS TOKYMEHTIB /10 BiIMOBIIHUX CIIPaB,
MIJTOTOBKH CIPAaB JI0 TIEpeIaBaHHs Ha apXiBHE 30epiraHHs;

B apxiBi 3aKiagy — y Mporeci mpuiiMaHHS CIpaB J0 apXiBy Ta MiATOTOBKM CIpaB Ha
nocriiiHe 30epiraHHs.

2.2. Oprani3amiifHy Ta METOAWYHY JOIOMOTY y HpPOBEIEHHI eKCHEpTU3U LIHHOCTI Ha/lae
EIIK nepxaBuoro apxiBy (EK apxiBHOro Bimjauly paiioHHOI, pailoHHMX y MicTax Kwuesi i
CeBacTomnodi ep>kaBHUX aJIMIHICTpaIliil, MiCbKOT pajin).

2.3. Ilix yac MpOBEACHHS EKCHEPTU3U I[IHHOCTI JTOKYMEHTIB Y JAUIOBOACTBI BHPI3HSIOTH
YOTHPH I'PYIH CHPAB:

MOCTIHOTO 30epiranus;

TpuBajoro (monan 10 pokiB) 30epiraHHs;

TUMYacoBOT0 30epiranss (10 10 pokiB BKIIOYHO);

Ti, IO IMJISTAIOTh 3HUIIEHHIO Y 3B’ S3KY 13 3aKIHUCHHSIM CTPOKIB 1X 30epiraHHs.

Binbip 3a3HaueHMX Tpynm TOKYMEHTIB 3IiHCHIOETHCS Ha MiJCTaBi HOMEHKJIATYpH CIpaB
3aKJIay, a TaKOXK THIOBHX Ta raly3e€BHUX MEpeiiKiB JOKYMEHTIB 31 CTpokamH 30epiraHHs LIUISIXOM
nepersiy KOKHOTO apkymia cripaBd. OIHOYACHO TEPEBIPSAIOTHCS SKICTh 1 TOBHOTA YHHHOI
HOMEHKJIATYPH CIIPaB, NPaBWIbHICTh BH3HAUCHHSI CTPOKIB 30€piraHHs CIpaB, MependadeHux
HOMCHKJIATYpPOIO, JTOTPUMAHHS BCTAHOBJICHUX TPaBHI O(GOpPMIIEHHS JOKYMEHTIB Ta (OpMyBaHHS
CIIpaB.

2.4. Ctpok 30epiranHsi JOKyMeHTIB o0uucioeTbes 3 01 ciuHs poKy, HACTYIMHOTO 32 POKOM
3aKiHYeHHs cripaBu. Hanpukiaa, oOYrCIeHHS CTPOKY 30epiranHs cripas, 3aBepiieHux y 2021 porii,
nounHaeThest 3 01 ciuns 2022 poky.

2.5. 3abopoHsieTscst BiAOIp AOKYMEHTIB Ui IMOAANBIIOro 30epiraHHs a0o 3HUILEHHS Ha
MiJICTaB1 3aT0JIOBKIB CIpaB B ONMKUCY a00 HOMEHKJIATYPi CIIpaB.

2.6. CnpaBu 3 no3Haukor «EITK», y SKHX eKcIepTH300 I[IHHOCTI BCTAHOBJICHA HASIBHICTH
JIOKYMEHTIB TOCTilfHOro 30epiraHHs, MiUIIraoTb nepedopMyBaHHIO. JIOKYMEHTH MOCTIHHOTO
30epiraHHs, BMJIy4YeH1 13 3a3HA4eHHMX CIpaB, 00 €JHYIOTbCS B CaMOCTIHHI cmpaBu alo
OPUEAHYIOTbCA IO 1HIIMX OJHOPiAHMX crnpaB. OmpaBieHHS 3HOBY C(OPMOBAaHUX CIpaB
3/11MCHIOETHCS TUIBKY MICIIS 3aBEPIICHHS €KCIIEPTU3HU I[IHHOCTI JOKYMEHTIB.

2.7. Ilin yac mpoBeJeHHS EKCIEPTU3M I[IHHOCTI JIOKYMEHTIB Yy IiJTOBOJACTBI BHUSBISIOTHCA
nyOneTHI JOKYMEHTH, NOKYMEHTH, 10 HE CTOCYIOThCS CIIpaBH, YEPHETKH, HEO(POPMIIEHI KOMii,
MeTaJIeBl CKPIIJIEHHS, 10 MiJIAraloTh BUIYUYEHHIO 31 CIIpaB MOCTIMHOrO Ta TpuBajioro (rmonaxn 10
POKiB) 30epiraHHs.

2.8. 3a pe3ynbraTaMH €KCHEPTH3W IIIHHOCTI JOKYMEHTIB TOTYIOTBHCSI CIIPaBH TOCTIHHOTO i
TpuBasoro (nmonan 10 pokis) 36epiraHHs A0 nepeaaBaHHs J0 apXiBy 3aKiaay, 30KpeMa:

3MIMUCHIOETHCS 0(OPMIICHHS CIIPaB BiJIMOBIIHO 10 BUMOT;

Ha MiJICTaBl HOMEHKJIATYyp chpaB (OPMYIOThCS MEpeNiKu (CIUCKU) CIpaB, IO MiAJSAraoTh
3HMIICHHIO Yy 3B’SI3KY 13 3aKIHUEHHSM CTpOKIB ix 30epiraHHs, Ajs BKIIOYEHHS JO akKTa Ipo
BUJIYYCHHS JIJIsl 3HUIICHHS JOKYMEHTIB, HE BHECeHHX 10 HAD.

2.9.V pa3i BCTaHOBJIEHHS B MpOIECI €KCHEPTH3U IIHHOCTI ()aKTiB HECTayl JTOKYMEHTIB i
CipaB, IO BHECEHI 10 HOMEHKJIATYPH, BIAMOBIMAJIBHUMH OCO0AMH 3akKiany 3IIMCHIOETHCSA iX
po3mIyk. Y pa3i HEraTMBHOTO pe3yibTaTy pO3IIYKY KEpIBHUK 3aKJIady CTBOPIOE KOMICIIO 3i
CITy’KOOBOTO PO3CIIiTyBaHHS, MPU3HAYAE CIY>KOOBE PO3CIIIIYBaHHS 1 BUJA€ HAKa3 PO MPUTATHEHHS



JI0 BIAMOBIAAIBHOCTI 0Ci0, BUHHMX y BTpaTi JOKyMeHTIB abo cmpaB. [loBigka Mpo NPUYMHH
BIJICYTHOCTI JOKYMEHTIB a0o0 cmpaB, MiJNHcaHa WICHAMH KOMicCii Ta KEpiBHMKOM BiJOBIIHOTO
CTPYKTYPHOTO HiAPO3/iITy, IEPEJAETHCS 10 apXiBy 3aKiIajy.

Ha mizmcraBi I0BiIKK apXiB CKJIQJa€e akT MPO HECTady CIpaB (OKYMEHTIB) Y CTPYKTYPHHUX
nigposainax 3a ¢opmMow (dedamox 22), sxuil mianucye ocoba, BIANOBiZaTbHA 3a apXiB, BI3ye
BIJINMOB11aJIbHA 32 OPraHi3allilo ILJIOBOACTBA 0C00a Ta 3aTBEPKYE KEPIBHUK 3aKIIATy.

2.10. B apxiBi 3aKy1aly €KCIIEPTU3Y IIIHHOCTI JOKYMEHTIB IIPOBOISTH:

i1 9ac CKJIaJIaHHA 3BE/ICHHUX OMMNCIB CIIPaB;

y pa3i HaAXOJKEHHS JOKYMEHTIB y HEYIOPSIKOBAHOMY CTaHi;

y pa3i 3aKiHUYeHHS CTPOKIB TUMYACOBOTO 30epiraHHs apXiBHUX JOKYMEHTIB;

nepes ImepeaBaHHsAM CIpaB Ha MOCTiiHE 30epiraHHs 10 BIAMOBIAHOI Aep)kaBHOI apXiBHOI
YCTaHOBH, apX1BHOT'O BIJJIUTY MiCHKOI paiu;

3 METOIO BUSIBJIEHHS YHIKJIbHUX JOKyMeHTiB HAD.

2.11. ExcniepTu3a LIHHOCTI JOKYMEHTIB B apXiBi 3aKkiaay 3A1MCHIOETbCA MiJ METOJUYHUM
KEPIBHHUIITBOM BiJIIOBITHUX AEP)KaBHUX apXiBHUX YCTAHOB, apXiBHHUX BIAJUTIB MICHEBUX pal, y
30HI KOMIUIEKTYBaHHS SIKUX Iepe0yBae 3aKia/l.

2.12. ExcniepTr3a LIHHOCTI OKYMEHTIB B apXiBi 3akiiaAy MiJ 4ac CKJIaJaHHS 3BEICHHX
OIKCIB CIIpaB Tependayvae aHalli3 CKiaay JOKYMEHTaIli 3aKiary, 30KpemMa:

1) yTOYHIOETBCS, [Ie BiAKIAMAIOTHCS AYOJIEeTHI JOKYMEHTH, IO MiJISATraloTh 3HHUIICHHIO. 3a
HEOOXIJHOCTI B apXiBi 3akjaay MOXYTh 3allMIIATHCS Ha 30epiraHHs TyOleTHI NpUMipHUKH
JIOKYMEHTIB, 1110 MiJUISITal0Th MOCTIHHOMY 30€piraHHIO B JAep:KaBHil apXiBHIM yCTaHOBI, apXiBHOMY
BiIIiTi MicHeBOi paau. AHATI3yeThCS TaKOX XapakTep MOBTOpeHHS iH(opMamii B iHIIKAX
JOKyMEHTaXx: BUJ, (hopMa i TOBHOTA MOBTOPIOBAHOCTI.

Bunyuennss nyO0ieTHHX JOKYMEHTIB Ta JOKYMEHTIB 3 TOBTOPIOBAHOIO iH(oOpMaIli€ro
3/11MCHIOETHCS JIMILIE MICIIs 3BIPSAHHA 3 JOKYMEHTaMH, 110 3aJUIIAI0ThCS Ha TIOCTIHHE 30epiraHHs;

2) 3MIHCHIOEThCS TIEpPEeBipKa MPaBUWILHOCTI (OpPMyBaHHS CIOpaB Ta iX OQOPMIICHHS
BIMOBIAHO JI0 apXiBHUX BHMMOI. Y pa3i BHSBICHHS IOPYIIEHb apXiB Ma€ IpPaBO BHUMaraTu
nepeopMyBaHHS CIIPaB;

3) Ha mijgcTaBi ONMUCIB crpaB ocoba, BIAMOBiIAbHA 33 apXiB 3aKJIaay CKIaa€e 3BE/ICHI OMMCH
crpaB 3akjany mocrtiiHoro 30epiranHs, TpuBanoro (monax 10 pokiB) 30epiranHs, 3 KaJpOBHX
[MUTaHb.

2.13. ExcniepTr3a MIHHOCTI JIOKYMEHTIB B apXiBi 3aKjiajy MPOBOJIUTHLCS IIOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs sKkux 3akiHuuBcsa. Ilpu 1pomy
NEePEerIsiIaloThbesl OMUCH CIpaB 3 KaJApOBUX NMUTaHb, TpuBanoro (monan 10 pokiB) 30epiraHHs, y
TOMY YHCJI BIAIIOBI/IHI ONUCH CIIPAB 3aKJIaAiB-IIONEPETHUKIB Ta JIKBIJOBAHUX 3aKJIA/IIB.

2.14. Y pa3i HeoOXiJHOCTI MPOBOIUTHCS YIOCKOHAICHHS a00 MepepoOICHHS OTHCIB.
2.15. TlepepoOeHHs ONUCIB 3IHCHIOETHCS Y TAKUX BUTAIKAX:

3Ha4YHa YaCTHHA 3aroJjOBKIB ONKCY HE Bi0Opakae 3MICTY CIIpaBH;

OITMCH MICTSITh CyMapHE OIMCaHHS CIPaB, TPYIIOBY HyMEpAIlilo CIPaB;

3HaYHy YacTHHY JOKYMEHTIB ()OHIy BHJIy4€HO, BTPAy€HO, MEPEeJaHo IO I1HIIOI apXiBHOI
YCTaHOBH, MPUEAHAHO A0 1HIIOTO (QOHIY;



MOPYIIEHO OCHOBHI TNPHUHIMIIM CHCTEMATU3allii 3aroJIoBKiB CHpaB B ONHCY, IO
YHEMOJKJIMBITIOE TIOMIYK iH(popMallii;

3HAYHO 30LIBIIUBCS 00CsT (HOHTY 32 paXyHOK HOBUX HAJAXOIKCHb.

ExcrnepTu3a LiHHOCTI TOKYMEHTIB 3aKJIaJy Ta YAOCKOHAJeHHA abo mepepoOJieHHsS OMHCIB
3IHCHIOIOTHCS 32 PILICHHSM JEp>KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJILTY MICIIEBOI pajIH.

2.16. Y KiHII KOXHOTO MpHUMIpHMKAa OMHUCY 0co0a, BiANOBiJaJbHA 3a apxXiB 3aKiaiy,
MIPOCTABJISIE TIAMKUC MIOJI0 TPUHHATTS CIIpaB 3 000B’SA3KOBUM 3a3HAYCHHSIM KUIBKOCTI (Iudpamu i
CJIOBaMHM) TEepelaHuX CIpaB i 3a3HAYAE JaTy.

2.17. Tlicns mpUUHATTS CHpaB MOCTIMHOrO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3
KaJpOBHX NMUTaHb 0c00a, BIIMOBiNANbHA 3a apxXiB 3aKiajy, Ha IiJCTaBi OMUCIB CIIpaB, 3a SKUMHU
3MIMCHEHO TMPUHHATTA JTOKYMEHTIB, 32 BCTAHOBJICHOI (DOPMOIO TOTYE PiuHI PO3MIIM 3BEICHHUX
OIIHCIB CIIPaB:

nocTiiiHoTO 30epiranHs (y 3akiaui, mo € prepenom hopmyBanas HAD);
TpuBajoro (monan 10 pokiB) 30epiraHHs;
3 KaJIPOBHX TTUTAHb.

Oco0o010, BIAMOBIJANBHOIO 3a apXiB, CKIAJA€ThCA aKT MPO BWIYYEHHS 1 3HUIICHHS
JIOKYMEHTIB, He BHECCHHX 10 HAD.

2.18. 3BeneHuii onuc crpaB MOCTIHHOTO 30epiraHHs CKJIAJAEThCs Y YOTUPHOX MPUMIPHUKAX.
[Micns cxBanenns EIIK nep:kaBHOTO apxiBy Ta 3aTBEpKEHHS KEPIBHHUKOM 3aKiIagy OAWH HOTO
MPUMIPHUK HAIPaBISETHCS ep>KaBHIM apXiBHIM YCTAaHOBI YU apXiBHOMY BTy MICIEBOi paau, y
30HI KOMIUICKTYBAaHHS SIKOTO TiepeOyBae 3aKkiaj, Jpyruidi TpUMIpHHK 30epiraerbcs — sK
HEJIOTOPKaHMNM  0cOo00K0, BIANOBIAATBHOI 32 apXiB  3aKkjaay, TpeTid, dYeTBepTuil —
BUKOPUCTOBYIOTBCS Y 3aKJIaJIi JUIsl TIOTOYHOTO MOUIYKY CIpaB 1 y pasi iX mepeaaHHs Ha MOCTiiHe
30epiranHsl HAAXOATh 70 BiMOBIAHOT apXiBHOT YCTaHOBH.

2.19. 3Benenuii onuc TpuBanoro (moHam 10 pokiB) 30epiraHHS CKIAMAETBCA Y TPHOX
npuMipHHAKax. J{0 HbOTO BKITIOYAIOTHCS TAaKOXK CHPABH, SIKi 32 HOMEHKJIATYPOIO CIIPAaB MAIOTh CTPOK
30epiranHs «10 JikBigamii 3axmamy». Ilicns cxBanenns EK 3akmany OpUMIpHMKH — OMHCY
HanpaBlsAlOTbesl Ha cxBaleHHd EK oprany ympaBminas ocBiToro. Ilicist moBepHeHHS Bcix
HNPUMIPHUKIB OMUCY HOTO 3aTBEPKY€E KepiBHUK 3akiafy. Ilepmmii mpuMipHUK onucy 30epiraerbes
B 3aKJaJli SIK HEJOTOPKAHWH, APYTHH - € pOOOYNM 1 BUKOPUCTOBYETHCS UIS TIOTOYHOTO IOIIYKY
CHpaB, TPETi MOXKe HAJACUIATUCS JIJIsI KOHTPOJIIO BIATOBIAHOMY OpraHy YIpaBJIiHHs OCBITOIO.

2.20. Onuc crpaB 3 KaJIpOBUX MUTAaHb CKJIAAEThCS Y 3aKIaIl, SKHii:
€ xepenoM popmyBaHHs HAD - y TpbOX npuMipHHKaX;
He € JpkepenoM popmyBaHHs HAD - y 1BOX npuMipHHUKax.

2.21. 3aroyioBKM CIIpaB OMHCY 3 KaJPOBUX IHUTAaHb CHCTEMATU3YIOThCS 3a HOMIHAJIbHOIO
03HAKOIO (TpyNyBaHHS B OJHY CIIpaBY JOKYMEHTIB OJHOIO BUJY) y TaKii MOCIIAOBHOCTI:

HaKa3!u 3 KaJpOBUX NMUTAHb 3aKJIAMY;

HaKa3W 3 pyXy YUHiB/BUXOBAHIIIB 3aKJIay;

00JIIKOBI JIOKYMEHTH;

CIHUCKHU YYHIB/BUXOBAHIIIB (aj¢aBiTHA KHUTA YUYHIB/BUXOBAHIIIB);
YKypHaJIU peecTpallii Haka3iB 3 KaIpOBUX MUTAHb;

0c00O0BI cIIpaBH MPaLliBHUKIB;

KOHTPAKTH, TPYAOBI1 JJOTOBOPH;



OyxranTepchki JOKYMEHTH (0cO0OBiI paXyHKH 13 3apoOiTHOI mjaTu, B pasi iX BiACYTHOCTI -
PO3paxyHKOBI BITOMOCTI 13 3apIUIaTH);

JOKYMEHTH Tpo Tapudikaiiro (TapudikamiiHi BiJOMOCTI (CIIUCKH));
JOKYMEHTH TIPO MPOBEICHHS JCPKaBHOT aTecTallii;

KHUTHA OOJIKY 1 BUJadi CBIJONITB Ta JOAATKIB JIO CBIJIOITB MpO 0a30BY 3arajibHy CEpeaHIo
OCBITYy; aTecTaTiB Ta JOJATKIB 10 aTecTaTiB MO TMOBHY 3arajbHy CEPeAHIO OCBITY, 30JI0THX
Meaalel «3a BUCOKI TOCSTHEHHS y HAaBYaHHI» Ta CpiOHUX Menayiel «3a JTOCATHCHHS Y HaBYaHHI»;

JOKYMEHTH TPO HEIACHI BUMIAAKH (aKTH, IPOTOKOJIU, BUCHOBKH, KYPHAIIHN);
KypHAIIU PeecTpallii 0ci0, MOTEPILINX BiJl HEIIACHUX BUITA]IKIB;

KypHaIH 00Ky pyXy TPYJOBHUX KHIKOK Ta BKIIAJIOK /10 HUX;

YKypHaJI pEECTpallii Haka3iB 3 PyXy y4YHiB/BUXOBAHIIIB;

He3aTpeOyBaHi 0COOHCTI JOKYMEHTH MPaLiBHUKIB (TPYI0BI KHHKKH).

2.22. Oco0oBi cmpaBd BHOCATBHCSI 1O ONKHCY 32 POKOM 3BUIBHEHHSI IMpaliBHUKA 1
CHCTEMAaTH3YIOThCS 32 MPI3BUIIAMH 3BIIBHEHUX MPAIiBHUKIB B aI(paBiTHOMY MOPSAKY.

2.23. 3BeneHi omucu crpaB TocTidHOro, TpuBasmoro (monan 10 pokiB) 30epiraHHs, 3
KaJ[pOBMX IUTaHb Ta aKT IPO BUIYYEHHS JJIS 3HUILEHHS JOKYMEHTIB, He BHeceHUX 10 HAD (nani -
aKT MPO BUITYYEHHS JUTs 3HULICHHS JIOKYMEHTIB), posrisaaaroTeest EK 3akiany oqHO9acHO.

2.24. 3aknan, mo € mxepenom popmyBanHs HAD, onucu cripaB mocTiiHOTO 30epiranHs Ta 3
KaJ[POBHX MUTaHb Pa30M 3 aKTaMH PO BWJIYYCHHS JIJIsl 3HUIICHHS JTOKYMEHTIB ITICIS CXBAJICHHS 1X
EK 3aknany mogae Ha posrisin EITK BinnmoBiiHOTO ep:kaBHOTO apXiBy.

2.25. 3aknan, mo He € jpkepenoMm ¢opmyBaHHsS HA®D, omucu crpaB 3 KaapOBHX HHTaHb
Pa3oM 3 aKTaM¥ IPO BHITyYCHHS JJIsl SHULICHHS TOKYMEHTIB micist cxBajeHHs ix EK 3akmany nmonmae
Ha posran EK apxiBHOro Bimminy paiioHHOI Jep)kaBHOI aaMiHicTparii abo apXiBHOTO BiJiTy
MickKkoi paau. Omnucu crpas Tpusajoro (moHan 10 pokiB) 36epiranns micns cxBanennsa EK 3aknany
nonaroTbes Ha po3risia EK oprany ynpaBiiHHS OCBITOIO.

2.26. IToromxkeHi (cxBajneH1) aKTU PO BUIyYEHHS Ui 3HUIICHHS IOKYMEHTIB, HE BHECEHHUX
10 HA®, 3aTBep1KyI0ThCS KEPIBHUKOM 3aKJIay.

2.27. licnst 3aTBep/KEHHS aKTa MPO BHIYYEHHS Ui 3HUIICHHS JOKYMEHTIB 3aKjajJ Mae
MPABO 3HUIIUTH JJOKYMEHTH.

2.28. KepiBHuK 3akiagy 3000B’s3aHMM 3a0e3neuuTy 30€pekeHHs JOKYMEHTIB, a y pasi
BKJIFOUEHHS 3aKJIaJy IO CIIMCKY IOpUAMYHUX 0cl0 - mkepen ¢popmyBaHH HAD micns 3aKkiHUEHHS
BCTAHOBJICHUX TPAHUYHUX CTPOKIB iX 30epiraHHs B I[bOMY 3aKjaji - 3a0e3Ne4uTH NeperaHHs
JOKYMEHTIB JJI1 TOCTIMHOTO 30epiraHHs 10 BIJANOBIJHOI JI€p’KaBHOI AapXiBHOI YCTaHOBU YU
apXiBHOTO BIJ/IIJTy MICBbKOI pajiy.

3. CkagaHHs aKTiB PO BUJIYYEHHS VIS 3HUIIEHHS TOKYMEHTIB,
He BHeceHHX 10 HA®, Ta 3HMIIECHHS JOKYMEHTIB

3.1. Ha mincraBi mMOmaHWX CTPYKTYPHUMH TWiAPO3MiJaMH aKTiB TpPO BWIYYEHHS JUIS
3HMIICHHS JOKYMEHTIB, He BHeceHux 10 HA®, mo mnijararoTb 3HMIIEHHIO Yy 3B’A3KYy 13
3aKIHYEHHSAM CTPOKIB iX 30epiraHHs, Ta MPOBEIEHOI €KCIEePTHU3U LIHHOCTI JIOKYMEHTIB B apXiBi
3aKJIaAy CKIIAIa€ThCs aKT PO BUIYUYEHHS JJIS 3HUILEHHS IOKYMEHTIB, He BHeceHUX 10 HAD.

AKT 0pOpMITIOETHCS Y BUTJISAL TaONuLl, 1110 MICTUTh Tpadu, nepeadadeHi 3B€ICHUM aKTOM
Ipo BWIYYEHHs JUIS 3HMUIIEHHSA JOKYMEHTIB, He BHeceHMX 10 HA®D. AkT miamucye KepiBHUK
3aKiany.



3.2. AKT 1po BUJIIYYEHHS Ui 3HUIICHHS JOKYMEHTIB, He BHeceHUX 10 HA®, ckiangaeTses y
JIBOX MPUMIpHUKAX, K MIPABUJIO, HA CIIPABU BChOTO 3akyany. Ha3Bu oHOPITHMX cripaB, BiliOpaHUX
70 3HMIICHHS, BHOCSTHCS B aKT MiJl 3araJlbHUM 3arojIOBKOM i3 3a3HAYCHHSM KIUIBKOCTI CIIPaB,
YKIIFOUEHHUX JI0 KOKHOI Tpynu. AKTH NP0 BUJIYYECHHS JTOKYMEHTIB Ui 3HHUILEHHS MAalOTh BAJIOBY
HyMepalIlito, mounHar4u 3 Ne 1.

CripaBH BKIIIOYAKOTHCS B aKT PO BHJIYYCHHS JUIs 3HUIICHHS JOKYMEHTIB, HE BHECCHHX JIO
HA®, sxmio nepenbaueHuil s HUX CTPOK 30epiranHs 3akiHuuBcs 10 01 ciyHS poOKy, B SIKOMY
CKJIaJieHO akT. Hampukiazn, cripaBu 3 TpUpPIYHUM CTPOKOM 30epiraHHs, 3akiHdeHi y 2016 porii,
MOXYTh BKJIIOYATUCS B aKT, Mo Oyne ckiuaaeHuil He panime 01 ciuns 2020 poky, 3 I’ ITUPIYHUM
cTpokoMm 30epiranHs — He panime 01 ciunsa 2022 poky, 3 ypaxyBaHHSM HPHUMITOK, 3a3HAYCHUX Yy
BIJIOBITHUX TIEpeIiKax JOKYMEHTIB 31 CTpOKaMU 30epiraHHsl.

3.3. Baknaau mnonaroTh cxBaneHi EK 3akmany akTH mpo BHIYyYEHHS [UIsl 3HUIICHHS
JOKYMEHTiB, He BHeceHUX 10 HA®D, pazom 3 onrcamu cnpas 3 KaJpoBux nutans Ha po3risg EITK
(EK) nepxaBHoi apxiBHOi ycTaHOBH, EK apxiBHOTO BiI/117Ty MICIIEBO1 paJin, y 30H1 KOMILJICKTYBaHHS
K01 mepeOyBae 3akiai.

3.4. Y pa3i BHECEHHS JI0 aKTa MPO BWIYYEHHS JUIS 3HUIIECHHS JOKYMEHTIB, HE BHECEHUX O
HA®, nepBuHHOI ¢iHaHCOBOI Ta OyXranrepchbKoi JOKyMEHTAIlil 3akiaay AO0Ja€ [0 HbOTO JOBIAKY
PO TPOBENICHHSI MEPEBIPKM OpraHaMu JTOXOJIiB 1 300piB abo0 peBi3ii 4u IepxkaBHOTO (iHAHCOBOTO
ayAWUTy 3 TUTaHb JOTPUMAHHS MMOJJaTKOBOTO, MUTHOTO Ta iHIIOTO 3aKOHO/IaBCTBA (KPiM JIepKaBHOTO
(biHAHCOBOTO ayaUTy OKPEMHX TOCHOJAPCHKUX OIEpariif) opraHamH JepXKaBHOTO (iHAHCOBOTO
KOHTPOJTIO.

VY noBiaIi TaKoK 3a3HAYAIOTHCS BIOMOCTI PO HAsIBHICTH a00 BIJCYTHICTh:

¢diHaHCOBUX Omepalliii, o BiJIOBITHO 0 BUMOT 3aKOHO/IABCTBA MMiIIATAI0TH (hiHAHCOBOMY
MOHITOPHHTY, 33 3a3Ha4CHI B aKTi POKH,

CHOpiB (Cymepevok), MOPYIICHHS KPUMIHAIBHUX CIpPaB, BIAKPUTTA CYAaMH MPOBAIKEHb Y
CIIpaBax.

JIoBijIKa MiIIUCYETHCS KEPIBHUKOM 3aKJaly Ta CKPIIUTIOEThCS MEYaTKOO (32 HAsIBHOCT).

3.5. IloromxeHi (cxBalieHi) aKTH MPO BHIIYUYEHHS AJIS 3HUILIEHHS JTOKYMEHTIB, HE BHECEHUX
10 HA®, 3arBep/KyrOTbCS KEPIBHMKOM 3akjaay, MICHS YOTO 3akjaj] Ma€ MpaBO 3HUILIUTH
JIOKYMEHTH.

3.6. CopaBw, BimiOpaHi IJs 3HUIIECHHS, MEPEIal0ThCS OpraHizallisM i3 3aroTiBIi BTOPUHHOL
CUPOBHHU 32 HAKJIQJHUMH, Y SKUX 3a3HAYAE€THCS Bara MakyJaTypH, IO MepeaHa i MepepoOKH.
Jlata 37ma4i JOKYMEHTIB, iX Bara Ta HOMEp HaKJIaJHOI BKa3ylOThCs B aKTax MPO BUIyYEHHS
JIOKYMEHTIB TSl 3HUIIICHHS.

3.7. Slkmo B akT Mpo BWIYYEHHS MJsl 3HMILIEHHS JOKYMEHTIB, He BHeceHux no HAD,
BKJIIOUEHO JIOKYMEHTH 3 TrpupoM «Jlins ciy:xk00BOro KOPUCTYBaHHS» Ta IHIIMMU TIpudamu
00MEXEHOro JOCTYMy, IO 3aCTOCOBYIOTHCS y 3aKiaji, Il JOKYMEHTH 3HUIIYIOTHCSA MUIIXOM
NOJIPIOHEHHA J0 CTaHy, 110 BUKJIIOYAE MOXJIMBICTD iX MPOYUTAHHS Ta BiAHOBIEHHS. [Ipu npomy B
KiHIIl aKTa J0JAaTKOBO POOUTHCS 3aMUC MPO 3HUIICHHS BIAMOBIIHUX TOKYMEHTIB 13 3a3HaYCHHSIM
npi3Bul, iHimaniB yieHiB EK 3akmany, nanpukian;

Cmpasu Ne 25 JICK, Ne 30 ZICK, Ne 80 JICK 3HUIIIEHO HIISAXOM MOAPIOHEHHS.
Unenu EK:
(migmuc, iHimam (1HIax IMeHl), PI3BHUIIE)

(mipnuc, iHimiany (iHimian iMeHi), Tpi3BUIIe)



(mipnuc, iHiamum (iHiian iMeH1), Mpi3BUIIE)
Hara
VI. KOMILVIEKTYBAHHS APXIBY
1. lxkepesia KOMILUIEKTYBAaHHSI Ta CKJIA/l IOKYMEHTIB apXiBy

1.1. JlokyMeHTH 3 pI3HUMHU BHUJIaMU MaTepiaJbHUX HOCIiB iH(opMarllii moBUHHI 30epiraTucs
B apxiBi 3aKJ1a]Ty OKPEMO.

1.2. ApxiB ynpaBiiHCHKOI TOKyMeHTallii 30epirae:

3aKiHYEHI Yy MOTOYHOMY IUIOBOJCTBI JOKYMEHTH MOCTiHOro Ta TpuBajoro (monan 10
POKIB) 30epiranHs, CTBOPEHI y 3aKJIa/ii;

JOKYMEHTH 3 KaJJpOBUX MHUTaHb (0COOOBOTO CKJIa ly) MPAIiBHUKIB 3aKIay;
JOKYMEHTH 3aKJIa]liB-TIONIEPEIHHKIB;

JOKYMEHTH OCOOOBOTO TOXO/KEHHS TMPAaIiBHUKIB 3akiany (y4HIB/BUXOBAHIIB), Kl
BiJIirpajii TIEBHY POJb B iCTOpii PO3BUTKY Ti€l UM 1HIIO! chepH KUTTEMISIIBHOCTI KpaiHu abo ii
OKPEMOT0O PETiOHY, 110 HAIAIIUIN HAa MiJICTaBl 3asBH 1X BIACHHKA;

IPYKOBaHI BHUJAHHS, IO JOMOBHIOIOTh apXiBHI JOKYMEHTH, HEOOXITHI IS HayKOBO-
METOJUYHOI Ta 1HPOpMaIliiiHO-AO0B1IKOBOT pOOOTH apXiBy;

JIOBITKOBH Ta OOJIIKOBHIA amapat 710 apXiBHUX JOKYMEHTIB.
2. Bumoru 10 opopMIIeHHS CIIPaB, 10 MiVIATal0Th apXiBHOMY 30epiranHio

2.1. CnpaBu 3aknagy miaiasraroTb oOpMIICHHIO MiJ Yac iX 3aBelIeHHs Yy IIJIOBOJICTBI Ta IiJl
Jac MArOTOBKH iX Ha apXiBHE 30€piraHHs.

2.2. OpopmiieHHsT crpaB 3IIHCHIOETbCS  (PYHKIIOHATBHUMH oco0aMu  (TipalliBHUKaMH
CTPYKTYpHUX MiAPO3ALIIB) MiJ METOAMYHUM KEPIBHUITBOM OCi0, BIAMOBIJAIBHUX 32 TIIOBOACTBO
Ta apxiB 3aKJIafy.

2.3. 3a7e)KHO BiJl CTPOKIB 30epiraHHs JOKYMEHTIB 31MCHIOEThCS MOBHE ab0 YacTKOBE
(ctiporieHe) ohOpMIICHHS CTIPaB.

JlokyMeHTH THUM4acoBOoro 30epiraHHsi, c(OpMOBaHI Yy CIpaBu, 30€piraloTbCsl y TeKax
(mamkax) 13 3aB’si3KaMH, LIBUIKO3IIMBAvax, HE MIAIIMBAIOTHCA 1 HE HYMEPYIOThCS (32 BUHSATKOM
HNEepBUHHOI OyXranarepchkoi JOKyMeHTalli Ta JOKyMeHTIB 3 TpudpoMm «/ng cmoyxboBoro
KOPHUCTYBaHHS» Ta IHIIUMH IpudaMu 0OMEXKEHOTO JIOCTYIy), YTOUHEHHS €JIEMEHTIB OQOPMIICHHS
OOKJIaIMHKU HE TPOBOIUTHCS.

OdopmiteHns cnpaB noctiiiHoro i TpuBaioro (moHax 10 pokiB) 30epiraHHs, y TOMY YHCIi
CIIpaB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIANY), Mepeadavyac CUCTeMaTH3allilo JOKYMEHTIB y CIIpaBl,
HyMepallilo apKyllliB y clpaBi, ckiagaHHd (y pa3l moTpeOu) BHYTPILIIHBOI'O OMMCY JOKYMEHTIB
CIPaBH, HASIBHICTh 3aCBIIYYBAJIbHOTO HAIUCY CIPaBU MPO KUIBKICTh apKyIIiB 1 MPO OCOOJIMBOCTI
¢izuyHOrO CTaHy Ta (OPMYBaHHS CIpaBH, MiALNIMBaHHA a00 ONpPaBIEHHS CIpaBH, O0(OPMIICHHS
OOKJIaIMHKY (TUTYJIBHOTO apKyIlla) CIIPaBH.

2.4. Cuctemaru3zalliss JOKYMEHTIB y chpaBi mependadae po3MillleHHS JIOKYMEHTIB 3a
XPOHOJIOTI€I0 HAAXO/KEHHS a00 CTBOPEHHSI (B1J CIUYHS 10 TPYACHB).

2.5. Hymepariiss apkylniB cnpaB 37iHCHIOETBCS 3 METOIO 3a0e3redeHHs 30epeKeHOCTi Ta
3aKpIIUICHHS] TOPSIKY pO3TAlllyBaHHS JOKYMEHTIB, YKIIOYEHHX Y CIpaBy. YCi apKyll CrIpaBu
HYMEpYIOTh apaOChbKUMHU LHM(pamMH BAJIOBOI HYMEpAlli€l0 B MPaBOMY BEPXHbOMY KYTI MPOCTUM
M’SIKUM OJIiBIIEM a00 MEXaHIYHHUM HyMepaTopoM. ApPKYIIi 3acBiI4yBaJIbHOTO HAIMUCY Ta



BHYTPIIIHBOTO OIKHCY HYMEPYIOTHCS OKpeMO. 3acTOCYBaHHS YOpHMIA, MacTH ab0 KOJIbOPOBHUX
OJIBLIB Ui HyMepallil apKylliB CIpaBH, apKyIliB 3acBiAYyBaJbHOIO HANKHCY Ta BHYTPIIIHHOTO
OIUCY 3a00POHSIETHCH.

ApKy1ili cripaB, 0 CKJIAIAI0THCS 3 JEKITbKOX TOMIB 200 9aCTHH, HyMEPYIOThCS B KOXKHOMY
TOMI (4aCTHHI) OKPEMO.

@otorpadii, KpeciaeHHs, TiarpaMu Ta IHOI UTIOCTPATHBHI JOKYMEHTH, IO € OKPEMHMHU
apKyIllIaMu B CIIPaBi, HyMEPYIOThCS Ha 3BOPOTHOMY OOI1i B TIBOMY BEPXHBOMY KYTI.

Apkymn ¢opmary, 6inbioro, Hixk Gpopmat A4, NiAMUBAETHCSA 3 OJHOTO OOKY 1 HyMEpPY€EThCS
SIK OJIMH apKyIll y IPaBOMY BEpXHbOMY KYTi, a OTIM (asIbILIOeThCs HA popmat A4.

ApKylI 3 Harilyxo HaKJICEHMMHU JOKyMeHTaMu (¢ororpadisMu, BHpi3KaMu, BUIUCKAMH
TOIIO) HYMEPYETBCS K OIWH apKyml. SKImo g0 AOKyMEHTa IiJKJICEHI OJHMM OOKOM IHIII
JOKYMEHTHU (BHPI3KH, BCTaBKH 10 TEKCTY, MEPEKIAIN TOIIO), TO KOXKEH JOKYMEHT HYMEpYETbCS
OKpEeMO.

[TigmmTi y cipaBu KOHBEPTH 3 YKJIAJCHHIMU HyMEPYIOThCS BAJIOBOIO HyMeEpalli€lo apKyIliB
CIpaBH, NIPH LIbOMY CIIOYATKy HYMEpY€ThCSl KOHBEPT, a MOTIM KO>KHE BKJIaJICHHS B KOHBEPTI.

[TigmuTi y copaBu JOKYMEHTH 3 BIIACHOIO HYMEpAIi€l0 apKymiiB 30epiraioTb TaKy
HyMepallifo, SKII0 BOHA Bi/IMOBIIA€ MOCIIAOBHOCTI pO3TAaIlyBaHHS apKyIIIiB y CIPaBi.

VY pasi HasgBHOCTI OaraThOX IOMMJIOK y HyMepamii apKyIIiB CHOpaBH B JIIJIOBOJACTBI
3MIACHIOETHCS X TepeHyMepallis, MiJ 4ac sSKoi cTapi HOMEpPHU 3aKPECTIOIOTHCS OIHIEID CKICHOIO
PHCKOIO 1 IOPSI/T CTABUTHCS HOBUI HOMEpP apKyIa.

VY pa3i HaABHOCTI OKpEeMHX TOMHJIOK y HyMepalii apKymIiB CIpaBH JIOIYCKA€ThCS
3aCTOCYBaHHS JIiTepHUX HOMepiB apkyiB (135-a, 135-6 Toro).

2.6. BHyTpimHili OMUC TOKYMEHTIB CKIQJA€ThCSA 10 ACSIKUX KaTeropiil crpas, IO MICTATh
VHIKQJIbHI JOKYMEHTQJIBbHI TIaM’ ATKH, JOKYMEHTH 3 rpudoM «Jljisg ciry:)k00BOT0 KOPHUCTYBAHHSI,
0CcO00O0B1, CyJIOBO-CJIi/I4Ul CIIPaBH, CIIPaBH, HA3BH SIKUX HE MOBHICTIO PO3KPHUBAIOTH 1X 3MICT TOIIIO.

BuyTpimHil onuc CKIaAaeThCs Ha OKPEMOMY apKylli 3a (OpMOIO, 10 MICTHTh BIJOMOCTI
PO TOPSIKOBI HOMEPH JTOKYMEHTIB CIpaBH, iX IHIEKCH, JaTH, 3arOJOBKH Ta HOMEPU apKyIIiB
CIIPaBH, Ha SIKUX PO3TAIIOBaHUN KOXKEH JJOKYMEHT.

J1o BHYTPIIIHBOTO ONHCY CKIIAJAETHCS MiJACYMKOBHIA 3aIHC, Y SIKOMY HAaBOAATHCS IHPpamMu
Ta CJIOBAMHU KIJBbKICTh JOKYMEHTIB, 10 BKJIIOYEHI /10 OMHUCY, Ta KIJIBKICTh apKyILIiB BHYTPILIHBOTO
onucy. BHyTpimHii onuc mignucyeThes oro ykianadem. SIKIIo crpaBy onpaBieHO abo MiALIUTO
HonepeHb0 0€3 BHYTPIIIHBOTO OMKCY, TO HOro OJIaHK MiAKIJICIOETbCA 10 BHYTPILIHBOIO OOKY
JUIOBOI OOKJIAJJUHKHU CIPABH.

3MiHM CKJaly JHOKYMEHTIB CIpaBH (BKIIOYEHHS TOJATKOBUX JOKYMEHTIB, 1X BUKIIOYCHHS,
3aMiHa OpHTIHAJIB KOMISIMU TOINO) BigoOpaxkatoTbcs B rpadi «[IpumiTku» 13 mocuiIaHHSIM Ha
BIJIMOBIAHI JOKyMEHTH (HaKa3W, aKTH TOMIO) 1 MO BHYTPILNIHBOTO OMHUCY CKIAJA€ThCS HOBHM
M1JCYMKOBUH 3a1uc.

2.7. 3acBiquyBaJIbHUI HAIKC CIPaBH CKJIATAETHCS 3 METOI OONIKY KUTBKOCTI apKyIIiB y
crpasi Ta (ikcarii oco0aMBoOCTeH iX Hymeparii.

3acBiJUYBAIbHUN HaNMC CKIAJAETHCS HAa OKPEMOMY apKyllli, IO BMIIIY€ThCS B KiHII
CIpaBH, Y IpYKOBAaHUX MPUMIpPHUKAX cIipaB (0OIIKOBI *KYypHaIH, 3BITH TOIIO) - HAa 3BOPOTHOMY Oo11i
OCTaHHBOT'O YUCTOTO apKyIIa.

VY 3acBiauyBaJbHOMY HamHCi 3a3HAyYalOThCS LUGpPaMU 1 JITEpaMu KIIbKICTh apKyLIiB Y
CIpaBi Ta OKPEMO 4epe3 3HaK «+» (IUTI0C) KUIbKICTh apKyILiB BHYTPIIIHEOTO OMHMCY, SIKIIO BiH €.



VY 3acBiquyBaJIbHOMY HAIUCl 3aCTEpiraloTbes Taki OCOOIMBOCTI HyMepauii JOKyMEHTIB
CIpaBu:

HAasIBHICTB JIITEPHUX Ta MPOMYIICHUX HOMEPIB apKyIIIiB;

HOMEpPH apKyYIIiB 3 HaKJICEHUMU (PoTorpadisMu, KpeCcIeHHIMH, BUPi3KaMH TOILO;
HOMEpPH BEIMKO()OPMATHHUX apKyIIiB;

HOMEPH KOHBEPTIB 3 YKJIAJACHHSIMH 1 KUTbKICTh apKYIIiB YKJIAEHb.

3acBiuyBaIbHUN HAMKC MIJIUCYETHCS 0CO00I0, sIKa HOro Ckjayia. Yc¢i HACTYIHI 3MiHH B
CKJIaJIi Ta CTaHi cpaBH (MOIIKOKEHHS apKyIIliB, 3aMiHa JIOKYMEHTIB KOIISIMH, IPUETHAHHS HOBUX
JIOKYMEHTIB TOIIO) 3a3HAYAIOTHCS Y 3aCBIAYYyBaJIbHOMY HAIKCI 13 MOCHIAHHSAMHU Ha BiAMOBITHUMA
BUIIPABOBYBAILHUH IOKYMEHT (HaKa3, aKT).

VY pasi 3HayHOrO 00CATY TMEepeHyMepallii apKylIiB y CIpaBi B KiHII ii CKJIATAEThCSI HOBUI
3acBiguyBabHUM Hanuc. CTapuil 3acBiAUyBajJbHUM HAIUC 3aKPECIIOETHCS 1 30€piraeThes y CIipani
MOCTIHHO.

2.8. OmpaBieHHST ClpaB 3IIACHIOETBCS 3 METOK 30epeKeHHs iX (DI3MYHOTO CTaHy.
JIOKyMeHTH, 110 MICTATBHCS Yy CIIpaBi, MiANIMBAIOTh HA YOTHPH MPOKOJH CIELiaTbHUMH CypOBUMH
HUTKamMu abo naparBoro. CrpaBu moctiiiHOro, TpuBasoro (moHan 10 pokiB) 30epiranHs Ta 3
Ka/IpOBUX THTaHb (0COOOBOTO CKIIAAy) ONPABIAIOTHCS y TBEPAY OOKIAQAMHKY 3 KapToHy. Ilpm
[IbOMY METaJIeBi CKPIIUICHHS (CKPIIKH, IITHIBKN) BUIYYalOTHCS 3 JOKYMEHTIB.

[Tix yac ompasieHHs a0O MiANIMBAHHS JOKYMEHTIB CIIPaBU HE J03BOJISIETHCS TOPKATUCS 1X
TEKCTY. SIKIIO TEKCT JOKYMEHTIB HAaJIpPYKOBaHO HAATO ONM3BKO O iX JIBOrO Kparo, TO MOTPiOHO
HApOCTUTH KOPIHII JOKYMEHTIB MarepoM Ti€l caMoi SKOCTI, 110 i HOCI{ TeKCTY JOKYMEHTIB.

VY pa3i HasgBHOCTI y cmpaBi He3aTpeOyBaHUX OCOOUCTUX JTOKYMEHTIB (TPYIOBUX KHIKOK,
MIOCBiTYEHb, AMIIOMIB, aT€CTaTiB, CBIIONTB TOIIO) IIi JOKYMEHTH BKJIAQJAIOTHCS B KOHBEPT, SKHU
HiMIUBAETHCS JIO CIpaBH. SIKIIO TaKUX JOKYMEHTIB 3Ha4YHA KiJIbKICTh, BOHM BHJIYYalOThCS 31
CIpaBy 1 Ha HUX YKJIAJA€THCSI OKPEMHUH OITHC.

2.9. Ilepen nepenaBaHHAM CIpPaB 70 apXiBy 3aKJIajy B TEKCT Ha iX OOKIaJUHKaX (TUTYIbHHUX
apKylax) BHOCATbCS HEOOXITHI YTOUHEHHs, MEpEeBIPSETHCS BIANOBIAHICTH 3aroJIOBKIB CIIpaB Ha
OOKJafMHKaxX (TUTYJBHUX JMCTax) 3MICTYy MIJIIMUTUX JOKYMEHTIB (3MICT JOKYMEHTIB CIpPaBU
B1J10Opa)ka€eThCs y 3ar0JI0OBKY YiTKO, CTUCIIO, y3arajlbHEHO, 0€3 BTPAaTH KOHKPETHUX XapaKTEPUCTUK
00’ekTa omnucyBaHHs). Y pa3i moTpeOM 10 3arojoBKa CIPaBU BHOCSATHCS JOJATKOBI BIJOMOCTI
(mpocTaBIAOTbCS HOMEPH HakKasiB, IPOTOKOJIB, BUIU 1 GOPMH 3BITHOCTI, BKa3iBKM Ha HAasBHICTh
KOMiM TOKYMEHTIB y crpaBi). 3arojOBOK CIpaBUM Ha OOKJIAJMHII Mae BIAMOBIJAaTH 3arojiOBKY B
OIKCI CIIPaB CTPYKTYPHOTO MiJIPO3JLITY.

Ha oOxmagunkax copaB (TUTYJAbHUX apKyllax) HPOCTaBISIOTHCS JaTH JOKYMEHTIB,
YMILIEHUX Y KOKHY CIIpaBy. SIKIO crpaBa CKJIAJA€ThCs 3 KIJIbKOX TOMIB (YaCTHH), TO HA KO)KHOMY
3 HUX NMPOCTABIISAIOTHCA KpaliHi AaTH JOKYMEHTIB (MI0YaTKy Ta 3aKIHYEHHS CIIpaB).

VY pasi 3a3HaYeHHS TOYHHMX KaJE€HIApHUX JaT 3a3HA4al0ThCS YUCIO, MicAlb 1 pik. HYucro i
pIK MO3HAYaIOThCA apaObCbKUMHU LK(pamMu, Ha3Ba MiCSIS MUIIETbCS CIOBOM. SIKIIO y crpaBy
BKJIIOYEHO JOKYMEHTH (JI01aTKM TOIO), JaTH SKMX BUXOJATH 3a KpailHi JAaTH CIpaBH, TO HHIXKYE
JIaTH CIPaBU 3 HOBOTO PsIKa POOUTHCS TPO Iie 3amuc «Y CIpaBi € TOKYMEHTH 3a_pokm». JlaTtu
MOXYTh HE 3a3HAa4aTUCs Ha OOKJIAUHLI (TUTYIBHOMY apKyllli) CIpaB, 1[0 MICTATh PiuHi IJIAaHU Ta
3BITH, OCKIJIbKM BOHM B11I00pakeH1 y 3aroJIOBKax CIPaB.

Ha oOxiaguHkax cnpaB (TUTYJIBHUX apKyllax) 3a3HadyaloTh KUIBKICTh apKyIliB Yy CIIpaBi
BIJIMOBIAHO JI0 3acCBiAYYBAJIbHOrO Hamucy (0e3 BpaxyBaHHS apKylliB BHYTPIIIHBOTO OMNHCY Ta
3aCBITUYBAJILHOTO HAIHCY).



Ha oOxmaguHii cropaBd B MpaBOMYy BEpXHbOMY KyTi Ta HHKHBOMY JIIBOMY KYTi
3a3HAYa€ThCs apXiBHUU MM(pP CHOpaBU (3a MOTOKEHHSAM 3 apXiBOM 3aKjiaay HOMEpH 3BEICHOTO
omucy 1 apxiBHOro (hOHIY, HOMEp CIpPaBH 3a 3BEJICHHUM OIMCOM IMPOCTABIISIIOTHCS B apXiBi IMiCIIA
3aTBEPIUKCHHSI 3BEJCHOTO omucy cmpas). /[lng mpocraBieHHA apxiBHOro muppy Moxe
3aCTOCOBYBATHCS IITAMII.

VY pasi 3MmiHM HaliMeHyBaHHs 3akiany (ii CTPYKTYpHOro MiAPO3JAUTYy) HMPOTATOM IEpioay,
SKUI OXOIUTIOIOTh JIOKYMEHTH CcrpaBu, abo MmijJ dYac mepedadi CHpaBH 0 1HIIOI YCTAaHOBH
(CTpYKTYpHOTO MipO37lTy) Ha OOKJIAIUHIN CHpaBU (TUTYJIBHOMY JIMCTI) 3a3HAYa€ThCS HOBE
HallMEHYBaHHS 3aKIay (CTPYKTYpPHOTO IiIPO3/ITy), a MOTepeHE OEpPeThCs B AYKKH.

Hanmcu Ha oOkiaguHKax crpaB MOCTIHHOTO Ta TpuBasoro (monax 10 pokiB) 30epiranHs
POOJIATHCS YITKO YOPHUM CBITIIOCTIHKMM YOPHUIIOM 200 MaCTO0.

VY pasi BMIIIEHHA Yy CHpaBy HAJIEKHUM YHHOM OGOPMIIEHOTO THUTYJIBHOTO apKylia,
BUTOTOBJICHOTO JIPYKAPCHKHM CIOCOOOM, Ha OOKJIAJMHIII CIIPaBH 3a3HAYAIOTHCS JIMIIE HOMEPH
apxiBHOro (oHmy, omucy i copaBu. 3a0OpOHSETbCS HAKICIOBAHHSA TUTYJIBHOTO apKylla Ha
OOKJIaJIUHKY CIIPABH.

3. Ckynaganus Ta opopmJIeHHS OMUCIB cripaB

3.1. 3axyagu 3000B’s13aHI ONMKMCYBaTH TOKYMEHTH TOCTiHOTO Ta TpuBasoro (monan 10
pOKiB) 30epiranss, 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIay) Yepe3 piK Micisl 3aBepUICHHS CIpaB Y
JIIJIOBOJICTBI.

3.2. Ha cnpaBu trmMuacoBoro (no 10 pokiB) 30epiraHHs OMUCH HE CKJIANalOThCs. Y pasi
JIKBigamii yu peopranizamii 3aKiaay Taki OMMCH CKJIATAr0ThCs 000B’I3KOBO.

3.3. Onucu crpaB 3akjaay CKIaal0ThCs MIOPOKY MOCATO0BOIO 0CO00I0, BIAMOBIIATHHOIO 3a
JTOBOJCTBO y 3aKJIaJi 32 METOAMYHOI JIOMOMOTH apXiBy 3aKjany.

3.4. Homep ommcy cmpaB 3akiagy TOBHHEH CKIAAATHCS 3 HHU(POBOTO IMO3HAYEHHS 3a
HOMEHKJIATYpOIO CIIpaB 3 JOJaBaHHAM IIOYATKOBOi JITEpH HAa3BU KaTeropii JOKYMEHTIB, IO
BKJIIOYAIOTBCS JI0 OMHUCY, Ta YOTUPbOX LHU(P POKY, B SKOMY PO3IOYATO CIIPaBH, BKIIOUYEHI 10
ormucy. Hanpuknan, ommcu crnpaB mocriiiHoro, Tpuanoro (monax 10 pokiB) 30epiraHHs Ta 3
KaJpOBUX NHUTaHb (0COOOBOIO CKJIAAy) CTPYKTypHOro migposairy Ne 5, mio oO6iikoByrOThCS 3a
HOMEHKJIaTyporo cipas 1 posnoyari y 2020 pori, Oyayte Matu Taki Homepu: 5 II - 2014; 5 T -
2014; 5 K-2014 a6o 5 OC - 2014.

3.5. Ilix yac ckiamaHHs OMKCIB CIIPAB CJIiJ] TOTPUMYBATHUCS TAKUX BHMOT:
CIpaBU KOXKHOT'O POKY CKJIaJJat0Th PIYHUI pO3/iJ OMKCY CIPaB;
MOPSAIOK HyMepallii cTipaB B OIKCY - BAJIOBUH 3a KUJIbKA POKIB;

3aroJIOBKM CIpaB BHOCATH JIO ONMHKCY BIANOBIIHO J0 NMPUNHATOI CXEMHU CHUCTeMaTH3allii, sk
NpaBUJIO, HA OCHOBI HOMEHKJIATypH CHpaB (32 HEOOXITHOCTI 3arojOBKM CIIpaB PeIaryroTbcs Ta
YTOYHIOIOTHCS);

KOXHY CIIpaBy BHOCATBH JI0 OMKCY IiJ] CAMOCTIMHUM IMOPSAKOBUM HOMEPOM (SKILO CIpaBa
CKJIAJIa€ThCS 3 KUTBKOX TOMIB, KOKEH TOM OTPUMYE OKPEMHI HOMEp, SKILO CIpaBa CKIAJAEThCA 3
KUTbKOX YaCTHH OJHOI0 JJOKYMEHTa, TO KOYKHA YaCTUHA OTPUMYE OKPEMUI HOMED);

y pa3i BHECEHHS N0 OMHUCY MiAPSA] KUTHKOX CHpaB 3 OJHAKOBUM 3aroJIOBKOM IOBHICTIO
HaBOJISITh JIUIIIE 3ar0JIOBOK TMEPIIOI CIIPaBH, a BCI 1HIII OJTHOPIIHI CIIPaBH MO3HAYAIOTH CIIOBAMU «T€
came», OJIHaK PelITy BIIOMOCTEH MPO CIPaBH 3a3HAYAIOTH MOBHICTIO (Ha KOXKHOMY HOBOMY apKyIiIi
OIIHCY 3aroJIOBOK BITBOPIOIOTH MOBHICTIO);



rpadu omuCy 3amoBHIOIOTH BIAMOBIMIHO JO BiIOMOCTEH, BHHECEHHX HA OOKJIAJIUHKY
(TUTYJIBHUI apKyll) CIIpaBy;

rpada omnucy «l[IpumiTka» BUKOPUCTOBYETHCS JUIsI BIAMITOK MPO OCOOIUBOCTI (Di3UYHOTO
CTaHy CIIpaB, NpO Tepeaady CIpaB IHIIUM CTPYKTYPHUM MiApo3JaiiaM, TPO HasSBHICTh KO
JOKYMEHTIB y CIIPaBi.

3.6. /I po3moniny CopaB BIAMOBITHO 1O CXEMH CHUCTeMaru3arii mepeadadyeHo Taki
MpaBwiIa;

CIPaBH BITHOCATHCS A0 TOTO POKY, B SKOMY iX 3alpoBaJuiU B AUIOBOJACTBI a0 B SIKOMY
BOHM HAJIHIUIN A0 3aKJIaAy s MPOJAOBKEHHS;

TIJIaHU, 3BITH, KOIITOPUCH W JTOKYMEHTH J0 HUX BIIHOCATHCS JIO TOTO POKY, Ha KM abo 3a
SIKMH X CKJIaI€HO, HE3AJIEKHO Bl JaTH IX CKIIagaHHI;

NEPCHEeKTHBHI TUIAHU BIIHOCATH JI0 MOYATKOBOTO POKY iX [ii, a 3BiTH 3a L1 POKU - IO
OCTaHHBOT'O POKY 3BITHOTO TEPioay.

3.7. Onucu crpaB BeIyThCs MPOTITOM KiJIBKOX POKIB 3 BUKOPUCTAHHSAM €IMHOT HACKPI3HOL
HyMepallii. CripaBu KOKHOT'O POKY CTAHOBJIATh PIYHHUIA PO3/ILIT OIHUCY.

3.8. Y xiHIIi onuCy 3aMOBHIOETHCS MiACYMKOBHH 3aITUC 13 3a3HAYCHHSAM KUIBKOCTI (1idppamu
1 cloOBaMH) cCIpaB, 110 OOJIKOBYIOTHCS 32 OMUCOM, MEPIIOTO 1 OCTAaHHHOTO HOMEPIB CIpaB 3a
OIIHCOM, a TaKOXX OOYMOBITIOIOTHCSI OCOOIMBOCTI HyMepallii crpaB B OMHCI (JIITEpHI Ta MPOITyIIEeH1
HOMEPH CIIPaB).

3.9. VY piuHHI PO3IIJT OMUCY CIpPaB BHOCATHCS TAKOXK CIPABH, HE 3aBEPIICHI MPOTSATOM
KaJICHJAapHOTO POKYy. Y TaKUX BHUIAJIKaX Yy KiHII PIYHUX PO3JAUIIB OMHCY KOKHOTO HACTYMHOTO
POKY, IPOTSATOM SIKOTO CIIPABH MPOJIOBKYBAIKCS B JUIOBOJICTBI, 3a3HA4YA€ThCA: «JlOKyMeHTH 3a 11eit
PIK JUB. TAKOX y pO3LIi 3a pik, Ne_». I'pacu 4, 5 popmu onucy He 3aIOBHIOIOTHCS.

3.10. Onuc cmpaB 3akiiafqy MIANUCYETbCA YKIaZaueM 13 3a3HAueHHSM MOro IOCaju,
MOTOJKYETHCS 3 0COO0F0, BIIIOBITATLHOKO 32 IIJIOBOACTBO 1 3aTBEPIKYETHCSI KEPIBHUKOM 3aKJIay.

3.11. Ommc cmpaB 3akiagy CKJIAJAEThCS Y IBOX NPUMIPHUKAX, OJIUH 3 SKHX TEPENAEThCs
pa3zoM 31 clipaBaMH 10 apxXIiBy 3aKiajly, a IHIIUN 3aJIMIIAE€TbCA K KOHTPOJIBHUN NPUMIPHUK Y
CTPYKTYPHOMY IiIPO3/I1II.

3.12. Ha ocHOBIi ommciB CHpaB apXiB 3aKJajy TOTY€ 3BEACHI OMUCH CIpaB MOCTIHHOTO Ta
TpuBasoro (nmoHan 10 pokiB) 36epiranHs, 3 KapoBUX MUTaHb (0COOOBOI0 CKIIAMY).

4. IlepenaBaHHs CIIPaB /10 apXiBYy 3aKJa1y

4.1. CnpaBu nocriiiHoro ta tpuajioro (mosan 10 pokiB) 30epiraHss, 3 KaJpOBUX MHUTaHb
(ocoboBoOro CKIaAy) uyepe3 IBa pOKH MICHs 3aBEPIICHHS X BEJACHHS B JAUIOBOJCTBI MEPEIAtOThCS 10
apxiBy 3aKiaay B yIOPSAIKOBAHOMY CTaHi JUIsl MOAAIBIIOrO 30epiraHHs Ta KOPUCTYBaHHS.

CrpaBu nocriiiHoro ta tpuBajioro (moxaja 10 pokiB) 30epiraHHsi mepenarThCcs 1O apXiBy
3aKJIay 3a OMHUCAMH.

4.2. CipaBu tuM4acoBoro (10 10 pokiB BKIFOUHO) 30epiraHHs MOXKYTh IEpeaBaTUCS 10
apxiBy 3aKjay 3a pillIeHHAM HOro KepiBHUKA 32 YMOBH HasBHOCTI B HbOMY BIJIbHHX ILJIOLI.

CrpaBu TMMyacoBoro (0 10 pokiB BKIIOYHO) 30epiraHHs nepesaroThes 10 apXiBy 3aKiany
3a HOMEHKJIATYpOIO cIpaB abo, Ha po3CyJ 3aKjany, 3a 374aBajJbHUMU OMHUCAMH JIOBUIBHOI (OpMH,
HOMEPH SIKHX MAOTh MO3HAUKYy «TM».

4.3. IlepenaBaHHs clpaB 10 apXiBy 3aKJaAy 3IHCHIOETBCS 3a rpaikoM, MOTOHKEHUM 3
(GYHKLIOHATIbHUMH 0CO0aMHU 1 3aTBEP/IKEHUM KEPIBHUKOM 3aKJay.



4.4. SIkmo okpemi crpaBH HEOOXIIHO 3aJUIIUTH JUIS MOTOYHOI poOOTH, apXiB 3akiamy
odopmIsie BUauy CpaB y TAMYACOBE KOPUCTYBAHHS.

4.5. [ligrotoBka cmpaB sl TepeAaHHs 0 apXiBy 3aKiaay BKIIOYAaE MEPEBIPKY
MPaBUIBLHOCTI (OpPMYBaHHS JOKYMEHTIB y CHpPaBH, BIAMOBITHICTH 3arojoBKIB CIpPaB 3MICTY
BMIIIEHUX JI0 CIIPaB JOKYMEHTIB, OOpMIICHHS JOKYMEHTIB KOXKHOI CIIpaBU, OPOPMIICHHS CIIpaB Ta
BIJIMOBIIHICTH CIIPaB HOMEHKJIATYPi, 3aTBEPKCHIN KEPIBHUKOM 3aKJIay.

VY pasi BUsIBJICHHS HEJOJIKIB y OopMyBaHHI Ta 0hOpMIICHHI CIIpaB BiAMOBIATbHI
MIpaIliBHUKHU 3000B’s13aH1 iX YCYHYTH.

4.6. [IpuitmaHHs-TIepeIaBaHHs KOXKHO1 CIIPaBH 31HMCHIOETHCS MPAIIBHUKOM apXiBY 3aKJIaay
y TPUCYTHOCTI TpaliBHUKA 3aKjiany, SKHA Tepenae ymnopsakoBaHi Ta odopmieni cmpasu. Ilpu
IbOMY B KO’KHOMY MPHMIPHHUKY OITUCY CIIPaB POOJIATHCS MO3HAYKH MPO MPHHHATTS Ti€l a00 1HIIOL
cnpaBu. Y KiHII KOXXHOTO MPUMIPHUKA OMHCY CIpaB POOSATHCS IU(PpaMH Ta CIOBAMHU MO3HAYKU
npo (GakTUYHY KUIBKICTH CIIpaB, IO MepeaHi 10 apxXiBY 3akiaay, HOMEpPH CIIpaB, IO BiJICYTHI,
JaTy TpUHUMaHHS-TIEpEIaBaHHs CIpPaB 1 CTaBIATHCS MIANUCH OCI0, Kl 3MaBaid Ta NpPUUMAIIA
CIIpaBy.

5. 'paHM4Hi cTPOKM THMYAcOBOro 30epiraHHs JOKYMEHTIB B apXiBi 3akJany

5.1. YcTaHOBIIOIOTHCS TakKl IPaHUYHI CTPOKU TUMYACOBOTO 30€piraHHs IOKYMEHTIB B apXiBi
3aKJIaay:

Uit fokyMeHTiB BepxoBHoi Paau Ykpainu, Anminictpanii [Ipesunenta Ykpainu, KaGinety
MinictpiB Ykpaiau, Koncruryuiiitnoro Cyny Ykpainu, Bepxosrnoro Cyay, Bumoro cyny 3 nutans
IHTeJeKTyanbHOI BIIACHOCTI, Bwumoro aHTtukopymuiiiHoro cyny, I'eHepanpHOi mHpoKyparypu
VYxpaiau, LlearpansHoi Bubopuoi komicii Ykpainu, PaxynkoBoi nmanatu Ykpainu, HarionansHoro
O0anky YKpaiHW, MIHICTEPCTB, IHIIMX LEHTPAJbHUX OPraHiB BUKOHABUOi BIAIU Ta JEp’KaBHUX
opratiB i 6e3mocepeHbO MIAMOPSIIKOBAHUX M OpraHizamiii - 15 pokis;

s nokymeHTiB BepxoBHoi Pamm ABroHomHOi PecnyOniku Kpum i Pamgm minicTpiB
ABtoHoMmHOI PecnyOmiku Kpum, o6macuux, KuiBcbkoi Ta (CeBacTomonbcbkoi MICBKHX pan i
Jep>)KaBHUX aJMIHICTpaIlii Ta Oe3MocepeHhO MIAMOPSIAKOBAHUX iM OpraHizaiiil, aneiasiiiHux
CyZIiB, SKI YTBOPIOIOTBCA B amNeNALiMHUX OKpyrax, amesliifHuX aJAMiHICTPaTUBHUX CY/IB,
aneNAliMHUX  TOCIOAAPCHKUX  CYNIB, OKPY)KHHUX  aIMIHICTPaTUBHUX  CYIIB, OKPYXHUX
rOCHOJApChKUX  CYJiB, pPETiOHAIbHHUX MpPOKypaTyp, BIHCBKOBHX IPOKYpaTyp pETiOHIB,
TEPUTOPIAJIbHUX OPraHiB IEHTPaJIbHUX OpraHiB BUKOHaBYO1 Biaau - 10 pokis;

JUId JIOKyMEHTIB pailloHHuX, pailonHux y wmictax KwueBi ta CeBacTromomi Jaepx aBHHX
aJMIHICTpalliii, OpraHiB MICLEBOTO CaMOBPSIyBaHHS Ta O€3MOCEPEAHbO MiJNOPAIKOBAHUX IM
oprasizauiif, OKpy>KHUX CYAIB, 5IKI YTBOPIOIOTHCSI B OJJHOMY a00 AEKUIBKOX palloHax 4u pailoHax y
Mmictax, abo y wMicti, abo y paiioHi (paifoHax) 1 MiICTI (MicTax), TEpUTOpIaIbHUX OpraHiB
LEHTPAJIbHUX OpraHiB BMKOHABUOi BIaJM, a TaKOX CUIbCBKOTOCIOAAPCHKUX MIANPHEMCTB - 5
POKIB;

JUISL 3alKCIB aKTIB LUBUIBHOIO CTaHy, 3alMCIB HOTapilajJbHUX il 1 CYJOBHX CIpaB,
JOKYMEHTIB 3 KaJpOBUX MHUTaHb (0COOOBOrO CKJaAy), TOCMOAAPCHKUX KHUT, JIOKYMEHTIB 3
NPUBATHU3ALII] )KUTIOBOTO (POHIY - 75 POKIB.

5.2. Ctpoku 30epiraHHs MO0 KOHKPETHHUX JIOKYMEHTIB MOXYyTh OYyTH 3MiHEHI 3a
MOTO/DKEHHSM 3 BIJMOBIAHOIO JEP)KABHOKO apXiBHOKO YCTAaHOBOIO, apXiBHUM BIJIJIJIOM MICBKOI
panu. IIpooBKeHHS CTPOKIB 30epiraHHs JOKYMEHTIB B apXiBi 3aKJajy JOMYCKA€ThCS 3a MOTpeOH
KOPHUCTYBaHHS JOKYMEHTaMH 31 CIIy’)kO00BOIO METOI0, Y pa3l HEMOXKJIMBOCTI MPUHHATH JOKYMEHTH
Ha 30epiraHHs 710 JAep>KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJILTy MiCLIEBOT pajiu.



5.3. Ilicnst 3aKiHYEHHS TPAHUYHHUX CTPOKIB 30epiraHHs NOKyMeHTH, BigHeceHi no HAD,
NepeaaloThesl Ha MOCTiiHe 30epiraHHs 10 BiAMOBITHOTO MIiCLIEBOTO apXiBy.

VII. OPTAHI3ALIIA JIJIOBOACTBA 3A 3BEPHEHHAMU I'POMA JISIH

1. 3arajabHi M0JI0KEHHA

1.1. I'pomansnn  YKpaiHW MarOTh TNPaBO 3BEPHYTHCS O 3aKIadiB i3 3ayBaKCHHSIMH,
CKaprami Ta MpOMO3ULISAMH, L0 CTOCYIOThCA iX CTATYTHOI JISUIBHOCTI, 3asBOI0 200 KJIONOTAHHAM
1010 peastizailii CBOiX MpaB i 3aKOHHUX 1HTEPECIB Ta CKaproko Mpo iX MOPyIIEHHS.

Ocobu, sKi He € TPOMaIsTHaMU Y KpaiHU 1 3aKOHHO 3HaXOJAThCS Ha ii TepUTOpIi, MalOTh Take
K TPaBO Ha TMOJAHHS 3BEPHEHHSA, AK 1 TPOMAIsIHM YKpaiHH, SKIIO iHIIE HEe mepeadadyeHo
MDKHapOJAHUMU JI0TOBOPAMHU.

1.2. Ilin 3BepHEHHAMHU TPOMAISH CJi PO3YMITH BHUKIIAJIECHI B MUCHMOBIN abo ycHiil ¢opmi
MIPOIIO3HMIIIT (3ayBaXKEHHS), 3asBH (KJIOMOTaHHS) 1 CKapTH.

[Tpomo3uitiss  (3ayBak€HHSI) — 3BEPHEHHS TPOMAJISH, JI€ BHUCJIOBIIOIOTHCS IOPAJa,
pPEKOMEHIallisl I0JI0 JisSUTbHOCTI 3aKIaay.

3asBa (KJIOMOTaHHS) — 3BEPHEHHS TPOMAISH 13 IMPOXAHHSAM TIPO CHPHUSHHS peamizamii
3akpimieHnXx KOHCTUTYIIi€I0 Ta YMHHUM 3aKOHO/JABCTBOM iX MpaB Ta iHTEpeciB ab0 MOBIIOMIICHHS
Ipo TMOPYLUICHHS YHWHHOTO 3aKOHOJABCTBA YW HEJOJIKM B JISUIBHOCTI 3aKiagy, a TaKOoX
BUCJIOBJICHHS JYMKHU OO MOJIMIIEHHS Horo misuibHOCTI. KitomoTtaHHs — MMCHMOBE 3BEPHEHHS 3
IPOXaHHSIM PO BU3HAHHA 32 0COOO0I0 BiAMOBIHOTO CTATyCy, MPaB Yd CBOOO/I TOIIIO.

Ckapra — 3BEpHEHHs 3 BHMOI'OIO IIPO TOHOBJICHHS MpaB 1 3aXHUCT 3aKOHHUX IHTEPECIiB
TPOMAaJISIH, TOPYIIEHUX JiAMHU (O€3A1sIbHICTIO), PIICHHIMH 3aKJIa/1iB Y 1X 0CaJOBHUX OCiO.

1.3. 1o pimens, aiit (6e31is7IbHOCTI), SIKI MOXKYTb OYTH OCKap»eHi, HaJle)KaTh Taki y cdepi
YIPaBIiHCHKOI AISUTBHOCT1, BHACTIIOK SAKHX:

MOPYILIEHO IpaBa 1 3aKOHHI IHTEpecH YU CBOOOAM TpOMaJsHUHA (IpyNH TPOMAJISH);

CTBOPEHO MEPEIIKOAM Ui 31HCHEHHS! TPOMAJTHUHOM HOTO MpaB 1 3aKOHHUX IHTEPECIB YU
CBO0OI;

HE3aKOHHO TMIOKJAJ€HO Ha TpOMAJsHMHA sKi-HEOyab OOOB'A3KM abo IOro He3aKOHHO
IPUTSTHYTO /10 BIANOB1IaIbHOCTI.

1.4. 3BepHeHHs1 MOXke OyTH TOJAHO OKpPEMOI0 0co0O0K0 (IHMBiAyalbHE) abo Irpyror ocid
(KOJIEeKTUBHE).

1.5. 3BepHEHHS MOXKe OYyTH YCHUM YU ITUCbMOBHM.

VYcHe 3BepHEHHS BUKJIAIa€THCS TPOMAJITHUHOM Ha 0COOMCTOMY Mpuiiomi abo 3a J0MOMOI00
3ac001B TesIe(hOHHOTO 3B’ 3Ky Ta 3aMUCYETHCS (PEECTPYETHCS) MOCATOBOIO 0COO0I0.

[TuceMoBe 3BEpHEHHSI HAJICWIIAEThCA TOLITOK a0 MepeNacTbesi TPOMAJSHUHOM JI0 3aKJIaay
0COOMCTO YM uepe3 YIMOBHOBa)XKEHY HHM 0cOOy, MOBHOBaXXEHHs sIKO1 O0(OpMIIEHI BIANOBIAHO A0
3aKOHO/aBCTBA.

1.6. V 3BepHeHHI Mae OyTH 3a3HAYEHO MPI3BHUINE, iM’s, IO OATHKOBI, MiCIle MPOKUBAHHS
IPOMAaJTHIHA, BUKJIQJCHO CYTh MOPYLICHOTO MUTaHHA, 3ayBa)KCHHs, IPONO3HIIIi, 3asIBM YU CKaprH,
MpoxaHHs 4yu BUMOTHU. [TuchMoOBe 3B€pHEHHS MOBUHHO OyTH MIJIUCAHO 3asBHUKOM (3asiBHUKaMH) 13
3a3HAYCHHSM JIaTH. Y 3BEPHEHHI TAKOXX MOXKe OYTH 3a3HAUYEHO eNEeKTPOHHY IOLITOBY aJpecy, Ha
SKY 3asIBHUKY MO>Ke OyTH HaIICJIaHO BIJIMOB1/Ib, 200 BIJIOMOCTI TIPO 1HIII 3aCO0H 3B’S3KY 3 HUM.



3BepHeHHs, odopmiieHe 0e3 MOTpUMaHHS 3a3HAYCHHX BUMOT, MOBEPTAETHCS 3asIBHHUKY 3
BiJIMOBITHUMH PO3’SICHEHHSIMU HE MI3HINI K 4epe3 NeCATh THIB BiJl JHS HOTO HAIXODKCHHS, KpiM
BHUIIAJIKIB, Iepe10aueHUX TYHKTOM 8 I[bOT0 JI0JIATKY.

1.7. 'pomassiHu MarOTh IPaBO 3BEPTATUCS JI0 3aKJIAJIB YKPATHCHKOIO MOBOIO.

1.8. 3BepHeHHs, 0GOPMIICHI HAJCKHUM YHHOM 1 IOJaHI y BCTAHOBIICHOMY IOPSIKY,
HiAATal0Th 000B'A3KOBOMY PUHHATTIO Ta PO3TIIANY.

3a00pOHSIETHCS BIIMOBA B NMPUHHATTI Ta PO3IJIAAl 3BEPHEHHS 3 MOCHJIAHHSAM Ha TMOJIITHYHI
NOTJISIIM, TApTIWHY HAJIeXKHICTh, CTaTh, BIK, BIPOCIOBIJaHHS, HAIIOHAIBHICTH TPOMAISHUHA,
HE3HAHHS MOBH 3BEPHCHHSI.

S0 mUTaHHS, TOPYIIEHI B OJEp)KaHOMY 3aKJaJoM 3BEPHEHHI, HE BXOJATh N0 HOTO
MMOBHOB&X€Hb, BOHO B TEPMIH HE OUIbIIEC I'ATH [HIB IEPECUJIAETHCI HUM 3a HAJICKHICTIO
BIJIMIOBITHOMY OpraHy 4M TOCaJO0Biii 0c00i, PO IIO MOBIAOMIIETHCS TPOMAJSHHUHY, SKUW I10/1aB
3BepHEHHSA. Y pa3l SKIOO0 3BEPHCHHS HE MICTHTh JAHUX, HEOOXIJHMX JUIs MPUHHATTS
OOIPYHTOBaHOTO DpILICHHS 3aKJIaJOoM, BOHO B TOH JK€ TEPMiH IOBEPTAETHCS TPOMAASHUHY 3
BIJIMOBIIHUMH PO3'ICHCHHSIMU.

3a00pOHSETHCSI HAMIPABIISITH CKAPTH TPOMAJISIH IS PO3TIISIAY THM OopraHam abo mocagoBUM
ocobam, il 4u pillIeHHS SKUX OCKapKYIOThCS.

1.9. [luceMoBe 3BepHEHHS O€3 3a3HAYCHHS MICHS IMPOKUBAHHS, HE IiJIMUCAHE aBTOPOM
(aBTOpaMHM), a TaKOX Take, 3 AKOTO HEMOXXJIMBO BCTAHOBUTU aBTOPCTBO, BU3HAETHCS AaHOHIMHUM 1
PO3TIISATY HE ITiJIISTaE.

He posrnsparoTbes 3akiaagoM IOBTOPHI 3BEPHEHHS BiJl OJHOTO i TOTO XK IPOMaJsIHUHA 3
OJTHOTO 1 TOTO  TMHTAHHS, SKIIO IMEpPIIe BUPIIICHO MO CYTi, Ta 3BEPHEHHS 0Ci0, BU3HAHUX CYIIOM
HEeIle30aTHUMHU.

PimenHst mpo MpUNIMHEHHSI PO3TJISAY TAKOTO 3BEPHEHHS MPUHMAE KEePiBHUK 3aKiamy, Ipo
110 MOBIIOMJISIETHCS 0CO0I, KA IMOaIa 3BEPHEHHS.

1.10. 3a0opoHSIEThCS TEPECITiTyBaHH TPOMAJISTH 1 WICHIB 1X CiMel 3a IMOJaHHS 3BEPHCHHS
JI0 3aKJIa/liB 32 KPUTUKY Y 3BEpHEHHI iX MisJIBHOCTI Ta PIlIECHb.

HixTto He Moxe OyTH NMPUMYIIEHUH J0 MOJaHHS BJIACHOTO YH TIAMUCAHHS KOJEKTHBHOTO
3BepHEHHA a00 y4acTi B aKIisIX Ha MIATPUMKY 3BEPHEHbB 1HIIUX 0Ci0 UM opraHizarlii.

1.11. He nomyckaeTbcs pO3TOJIONIEHHS OJIEpXKaHUX 13 3BEPHEHb BIJOMOCTEN mpo ocolucre
JKUTTS TPOMAJsiH 0€3 iX 3roJu Ta iHImIoil iH(opMaIllli, SKIIo 1€ MOPYIIye MpaBa 1 3aKOHHI 1HTEpecH
rpomangsH. He pomyckaeTbcst 3'siICyBaHHS JaHMX HpPO 0coO0y TIpOMAaJsHUHA, SIKI HE CTOCYIOThCS
3BepHeHHsA. Ha mpoxaHHs rpoMajisHUHA, BHCIOBJIIEHE B YCHIN ¢opMi abo 3a3HaueHE B TEKCTI
3BEpHEHHS, HE MJIArae po3TroJIOMEHHIO HOTo Mpi3BUILE, MicLie TPOKUBAHHS Ta pOOOTH.

[1s 3a00poHa HE MOUIMPIOETHCA HA BUMAJAKHU MOBIJOMIIEHHS 1H(pOpMaIii, [0 MICTUTBCSA Y
3BEpHEHHI, 0c00aM, K1 MalOTh BiIHOIICHHS A0 BUPIIICHHS CIIPABH.

1.12. Jlis 3akony «IIpo 3BepHEHHS rpOMaIsTH» HE MOMIUPIOETHCS HA TIOPSAIOK PO3TIISTY 3asB
1 CKapr TpOMajsH, BCTAHOBJICHHUN KpPUMIHAJIBHUM TMPOIECYAIbHUM, IUBUILHO-TIPOLIECYATEHUM,
TPYJIOBHM 3aKOHOJABCTBOM, 3aKOHOJIABCTBOM IIPO 3aXHUCT CKOHOMIYHOI KOHKYpEHIIii, 3aKOHaAMHU
VYkpainu «[Ipo cymoycrpiit i craryc cyaniB» Ta «[Ipo moctym no cymoBux pimeHb», Komexcom
aMIHICTPATUBHOTO CYJAOYMHCTBA YKpaiHu, 3akoHamMu Ykpainm «[Ipo 3acamm 3amoOiraHHs 1
npoTuAdil kopymiii», «[Ipo BUKOHaBYE TPOBAHKEHHS.

1.13. JIiTOBOJCTBO MO0 3BEPHEHBb TPOMAJISTH BEJIETHCS Y MOPSIKY, SKHH BCTAHOBIIOETHCS
uiero [HeTpyKIiero.

1.14. 3aknagu 3000B'A3aHI PO3IJSHYTH TMPOMO3ULIT (3ayBa)K€HHS) Ta IMOBIJOMUTHU
IpPOMaJTHUHA TIPO PEe3yIbTaTU PO3TIISIY.


https://zakon.rada.gov.ua/laws/show/2453-17
https://zakon.rada.gov.ua/laws/show/3262-15
https://zakon.rada.gov.ua/laws/show/2747-15
https://zakon.rada.gov.ua/laws/show/2747-15
https://zakon.rada.gov.ua/laws/show/3206-17
https://zakon.rada.gov.ua/laws/show/3206-17
https://zakon.rada.gov.ua/laws/show/1404-19

1.15. 3axmagu 3000B's3aHi  00'€KTMBHO 1 BYaCHO pO3MJIAJATH 3BEPHEHHS, IEPEBIpATH
BUKIIQJIeHI B HHUX (DakTH, TpUAMaTH PIIMICeHHS BIANOBIAHO A0 YHHHOTO 3aKOHOJABCTBA 1
3a0e3MeyyBaTy iX BUKOHAHHS, TOBILAOMIISTH IPOMAJISIH PO HACIIIIKHA PO3IIISTY 3asiB (KJIOMOTaHBb).

Binnosine 3a pe3ynpTaraMu po3risLy 3asB (KIOMOTaHb) B 00OB'SI3KOBOMY MOPSIKY TAEThCS
TUM 3aKJIaJI0OM, SIKMI OTpUMaB 1l 3asBHU 1 10O KOMIIETEHLIi SKOI0 BXOJAUTh BUPIIIEHHS MOPYIIEHUX Y
3asBax (KJIOMOTAHHSAX) MUTaHb, 3a MAMMCOM KepiBHHKA a00 0cO0H, SIKa BUKOHYE HOTo 000B'SI3KH.

PimeHHss mpo BiAMOBY B 3a/JI0BOJICHHI BHMOT, BHKJIQJACHUX Yy 3asiBi (KJIOMOTaHHI),
JIOBOJIUTHCS JI0 BiZloMa rpOMaJsiHUHA y MHCbMOBIH (popmi 3 mocunanasM Ha 3akoH Ykpainu «IIpo
3BEPHCHHSI TPOMAJIiH» 1 BUKJIAQJCHHSIM MOTHUBIB BIJIMOBH, a TaKOX i3 PO3'SICHCHHSM MOPSIKY
OCKap>KEeHHS MPUIHATOTO pillIeHHS.

1.16. Ckapra Ha zii uu pileHHs 3aKJIaly MOJA€ThCS Y TOPSAIKY MiJIETIIOCTI BUIIIOMY OpraHy
YIpaBIiHHSA OCBITOI0 Ta/ab0 3aCHOBHUKY 3akjaxy, LI0 He mo30aBise rpoMaasHUHA TpaBa
3BEPHYTHCS 10 CYAY BIAMOBIIHO O YMHHOTO 3aKOHOJABCTBA, a y Pa3i BiICYTHOCTI TAKOTO OpraHy
a00 He3rou rpoMaisiHUHA 13 IPUUHATUM 33 CKaprol0 PillIEeHHSIM — 0€3M0CePEIHbO /10 CYY.

1.17. Ilpono3umii (3ayBakeHHsI), 3asiBU (KJIomoTaHHs) Ta ckapru ['epoiB PansHcbkoro
Corozy, I'epoiB Comiamictuunoi [lpami, oci0 3 iHBaJiAHICTIO BHACIIJOK BIHHU PO3TIISIIAIOTHCS
KEepIBHUKAMHM 3aKJIaJiB OCOOUCTO.

1.18. 'pomManstHUH MOKE TMOAATH CKAapry OCOOMCTO a0 uepe3 YIMOBHOBAXKEHY Ha IIe iHIIY
oco0y. Ckapra B iHTepecax HEMOBHOITHIX 0Ci0 MOJA€ThCs iX 3aKOHHUMH MPEJICTaBHUKAMH.

Jlo ckapru noJaroThCs JOKYMEHTH, HEOOXITHI ISl pO3TIISAAy CKApTH, SIKi MIcHs 11 po3rIIsaLy
MOBEPTAIOTHCS TPOMAJISIHUHY.

1.19. Ckapra Ha pimeHHs 3akjaay Moxke OyTH IMojJaHa O OpraHy YIpPaBJIiHHS OCBITOIO
BUILIOTO PiBHA Ta/ab0 3aCHOBHUKY 3aKJaJy MPOTATOM OJHOTO POKY 3 MOMEHTY HOTO HpPUHHSTTS,
aJie HE Mi3HIIIe OJHOTO MICAI 3 Yacy O3HAMOMIICHHS T'POMAJsSHUHA 3 MPUHHATUM PIIICHHSIM.
Ckapru, noiasi 3 HOPYIIEHHSAM 3a3Ha4€HOI0 TEPMiHY, HE PO3IIIAIAI0ThCA.

[TponymieHuit 3 MOBaXHOi NPUYUHM TEPMIH MOKE OYTH ITOHOBJIEHUH OpraHoM 4H
110CaI0BOI0 0CO0010, 110 PO3IIIAAAE CKAPTY.

PimenHs Bumoro oprany ynpasiiHHS OCBITOIO Ta/ab0 3aCHOBHMKA 3aKJIady, IKUH PO3IIIsiaB
CKapry, B pa3l HE3roAM 3 HHUM TpOMaJsHUHA MOXe OYTH OCKapXKeHO 10 CyAy B TEpMiH,
nepeadavyeHuil 3aKOHOIaBCTBOM Y KpaiHU.

1.20. 'pomansHuH, SKWAH 3BEpPHYBCS 13 3asBOI0 YHM CKApro JO 3aKiajgy, Mae MpaBo:

0COOMCTO BHKJIACTH apryMEHTH 0co0i, 110 MepeBipsiia 3asBy UM CKapry, Ta OpaTtu ydacTb y
nepeBiplll M0IaHOT CKaprH UM 3asBU;

3HalOMUTHCS 3 MaTepiallaMu NEePEeBIpKHU;

MoJaBaTH JIOAATKOBI MaTepiaiii abo HAMoJsAraTH Ha IX 3alHTi 3aKIaZO0M, SIKUA PO3TIISIAE
3asBY UM CKapry,

OyTH MPUCYTHIM IIPU PO3TJISAAL 3asIBU YU CKapTH;

KOPUCTYBATHCS MOCIYraMu 0coOH, siKa 3/1MCHIOE MPaBO3axUCHY QYHKIIiI0, O)OPMUBIIHN 1€
YIIOBHOBAYKCHHS Y BCTAHOBIICHOMY 3aKOHOM TIOPSIIIKY;

OACPIKATH TUCbMOBY Bi,Z[HOBiI[L Ipo PE3YJIbTATH PO3TIIAAY 3aABU YU CKAPIU;

BHUCJIOBJIFOBAaTH YCHO a00 MUCHbMOBO BUMOTY ITIOJA0 AOTPHUMAHHSA TaCMHI/IHi po3TiIAay 3asiBU
Y1 CKapru,

BUMaraTd BIIIIKOMYyBaHHA 30WTKIB, SKII0O BOHU CTajd pe3yJbTaTOM TOPYIICHb
BCTAHOBJIEHOT'O MOPAJIKY PO3IJISY 3BEPHEHbD.



1.21. 3aknaau y Mexax CBOIX MOBHOBa)KEHB 3000B's13aHi:
00'eKTHBHO, BCEOIUHO 1 BUACHO MEPEBIPATH 3asIBU YU CKAPTH;

y pa3l NpUHUHATTS pINIEHHS TPO OOMEXKEHHsI MOCTYIy TpPOMaAsSHUHA JO BIAMOBITHOT
iH(pOopMaLii Ipu po3rIIsAl 3aBU UM CKApTH CKJIACTH MPO 116 MOTUBOBAHY BiJIMOBY;

Ha [IPOXaHHS IPOMaJISHUHA 3allpOUIyBaTH HOro Ha 3aciJaHHs 3aKiajy, 110 po3risiiae Horo
3asBY YU CKapry,

ckacoByBaTH a00 3MIHIOBaTH OCKap)KyBaHI pIINIEHHS Y BHUIAJIKaX, IependadyeHux
3aKOHOJIABCTBOM YKpaiHH, SKIIO BOHU HE BIANOBIAAIOTH 3aKOHY 200 1HIIMM HOPMAaTHBHHM aKTaM,
HEBIIKJIAJIHO BXKMBATH 3aXOJ(iB JIO MPHUIMHEHHS HEPABOMIPHUX Jlil, BUSBISTH, YCYBaTH MPUYHHU
Ta YMOBH, SIKi CIIPUSUIN TIOPYIICHHSM;

3a0e31euyBaTy IOHOBJIEHHS NOPYIIEHUX IpaB, peajbHe BUKOHAHHA NPUHHATUX y 3B'A3KY 3
3asBOIO YU CKaprolo pillicHb;

IMCBEMOBO TTOBIIOMJISITH TPOMAJSIHUHA TPO PE3yJIbTATH MEPEBIPKH 3asBU YU CKAapTH 1 CyTh
NPUKAHSATOTO PIlICHHS;

BXKMBATH 33aXO/IiB 11010 BIJNIKOJYBAHHS Y BCTAHOBJICHOMY 3aKOHOM TOPSIIKY MaTepialibHUX
30UTKIB, SKIIO 1X OyJ0 3aBJaHO TPOMAISHUHY B PE3YJIbTATI IMOPYIICHHS HOTO MpaB YM 3aKOHHUX
1HTEpeciB, BHUPILNIYBAaTH MHUTAaHHSA MPO BIANOBIAAIBHICTE OCIO, 3 BUHHM SKHUX OyJIO JOMYIIEHO
MOPYIIICHHS;

y pa3i BU3HAHHS 3asBU YU CKaprd HEOOIPYHTOBAHOIO, PO3'ICHUTH TOPAIOK OCKAPKEHHS
NPUKRHATOTO HEIO PillleHHS;

HC JOITYCKAaTH 663Hi,Z[CTaBHOi nepenaqi po3riAay 3asB YU CKapr 1HIITIM OopraHam;

0COOMCTO OpraHi30BYBAaTH Ta MEPEBIPATH CTAH PO3IIISAY 3asB YU CKapr TPOMAJIsH, BXKUBATH
3aXO0/IiB IO YCYHEHHS MPHUYHH, IO iX HOPOKYIOTh, CACTEMAaTUYHO aHANi3yBaTH Ta iHPOPMYBaTH
IPOMAJICHKICTB MPO Xif i€l poOOTH Yepe3 po3MilleHHs iH(opMaIlii Ha caidTi 3aKiany.

1.22. 3BepHEHHS PO3TISAAIOTHCS 1 BUPINIYIOTHCS Y TEPMiH HE OLIBIINE OJHOTO MICSIS Bij
JHS X HAJAXOKCHHS, a Ti, SIKI HE MOTPeOYIOTh J10JaTKOBOI'O BHBYEHHS, — HEBIIKJIAJHO, ajieé HE
Mi3HiNIe M'ITHAALUATY JHIB BiJ AHS X OTpUMaHHS. SIKIIO B MICSYHUI TEPMiH BUPIIIUTH MOPYIICH] Y
3BEpPHEHHI NMHUTAaHHS HEMOXJIMBO, KEPIBHHMK 3aKjIaqy BCTAaHOBIIIOE HEOOXIIHUN TEepMIH ISl HOro
PO3TIsiAY, PO IO MOBLAOMISIETECA 0CO0i1, SiKa Mmojana 3BepHeHHs. [Ipu 1ipboMy 3araibHUN TEPMiH
BUPIIICHHS IUTaHb, IOPYIIEHUX Y 3BEPHEHHI, HE MOXE MEPEBUIIYBATH COPOKA M'SITH JTHIB.

Ha oGrpyHTOBaHy NMCHMOBY BUMOTY TPOMAJITHUHA TEPMiH PO3TISAY MOKE OyTH CKOPOUEHO
BiJl BCTAHOBJICHOTO II€I0 CTATTEI0 TEPMIHY.

3BepHEHHSI TPOMAJISIH, SIKI MalOTh BCTAHOBJIEHI 3aKOHOJABCTBOM MUIBTH, PO3TISAAIOTHCS Y
MEpIIOYEPTOBOMY MOPSAKY.

1.23. 3axmagy po3rIIal0Th 3BEPHEHHS TPOMAJISH, HE CTATYIOUH TIATH.
1.24. KepiBHUKH 3aK1ajiiB 3000B'A3aH1 IPOBOJIUTH OCOOUCTHH PUIOM IT'POMAJISH.

[TpuifoM NpPOBOAUTHCS PETYISIpHO Yy BCTAHOBJIEHI AHI Ta roguHHu. ['padiku npuiiomy
JIOBOJIATHCS JI0 BiJloMa TpOMaJsiH uepe3 po3MilleHHs iH(opmanii Ha caiiti 3axmamy. Ilopsmox
NpUHOMY TPOMAJISTH Y 3aKJIaJli BU3HAYAETHCS HOTO KEPIBHUKOM.

VYci 3BepHEHHS TPOMAISIH Ha OCOOHMCTOMY MPHUHOMI PEECTPYIOThCA. SIKIIO BHPIIIUTH
MOpYILIEHI B YCHOMY 3BEpHEHHI NMUTaHHS O€3MocepeHbO Ha OCOOMCTOMY MPUHOMI HEMOKIMBO,
BOHO PO3IVIAJIAETHCS y TOMY X HMOPAIKY, 110 ¥ MUCbMOBE 3BepHEHHS. IIpo pesynbratu posrisagy
rPOMa/ISTHUHY MTOBIJOMJISIETHCS MUCbMOBO 200 YCHO, 3a Oa)XKaHHSIM IPOMaISTHUHA.



1.25. Oco6u, BuHHI y nopymieHHi 3akoHy Ykpainu «IIpo 3BepHEHHS TPOMAJISH», HECYTh
[UBUIbHY, aMIHICTpaTUBHY a00 KpUMIHAJIbHY BiJNOBINANBHICTh, MependadeHy 3aKOHOIABCTBOM
VYkpainu.

1.26. V pasi 3a/10BOJICHHS CKaprH 3aKiaja ado 1mocaaoBa 0coda, sKi MPUHSIN HEMPaBOMipHE
pIllICHHST IOJ0 3BEPHEHHS T'POMAJITHWHA, BIIIKOJOBYIOTH HOMY 3aBlaHi MaTepiajibHi 30UTKH,
NOB'A3aHI 3 MOJAHHIM 1 PO3IJIAAOM CKapru, OOTPyHTOBaHI BUTPATH, MOHECEH] Y 3B'I3KY 3 BUI3I0M
JUTSL PO3TJISIY CKaprd Ha BUMOTY BIiATIOBIHOTO OpraHy, 1 BTpayeHHi 3a 1ei yac 3apoditok. Criopu
PO CTATHEHHS BUTPAT PO3IIIAIAIOTHCS B CyJJOBOMY TOPSIIIKY.

I'pomansgHuHy Ha HOro BUMOTY 1 B HOPSIKY, BCTAHOBJICHOMY YHHHHM 3aKOHOIABCTBOM,
MOXYTh OyTH BiJIIKOAOBaHI MOpaJibHI 30WUTKH, 3aBJaHi HEMPABOMIPHUMH HisIMH a00 pilICHHAMHU
3aKiIaqy 4M TocanoBoi ocoOum mpu po3rmsadi ckapru. Po3mip BigmIKOAyBaHHS MOpPaJbHUX
(HeMaitHOBUX) 30MTKIB Y IPOIIOBOMY BUPa3l BU3HAYAETHCS CY/IOM.

1.27. [loganHst TpOMaJISTHUHOM 3BEPHEHHS, SIK€ MICTUTh HAKJeN 1 00pasu, AMCKPEIUTAIIIIO
3aKJIaay Ta HOro mocagoBUX OCi0, 3aKJIMKH O PO3MAIIOBAHHS HAIllOHAJIBHOI, PacoBOi, PeNiriiHol
BOPOKHEYI Ta IHIIMX [id, TATHE 3a Co0OK BIAMOBITAIBHICTh, IepeadaueHy YHUHHUM
3aKOHOJIABCTBOM.

1.28. Butparu, 3po0JeHi 3ak1aioM y 3B'A3KY 3 MEPEBIPKOIO 3BEPHEHb, SIKI MICTAThH 3aBiOMO
HETPaBAMBI BiJOMOCTi, MOXYTh OyTH CTATHYTI 3 TPOMAITHUHA 32 PIIICHHSM CY1y.

2. Opramni3auisi 1i;10BOACTBA 32 3BePHEHHSIMH I'POMA/ISTH

2.1. JIinoBOACTBO 3a MPOMO3HILIAMH (3ayBaKCHHSIMH), 3asBaMH (KJIOTIOTAaHHAMH) 1 CKapramMu
TPOMaJISIH B 3aKJIa/ll 3A1MCHIOEThCSA Ha 3aca/iax, BU3HAUYEHUX Haka3oM MiHiCTepcTBa OCBITH 1 HAYKU
VYxpaiau Bixg 25 uepBHs 2018 poky Ne 676 «IIpo 3arBepmkenHs [HCTpykuii 3 IUTOBOICTBA IS
3aKJIaJIiB 3arajJbHOI CEPEIHBOT OCBITHY.

[Topsimox BemeHHsS IUTOBOJCTBA 332 3BEPHEHHSMH T'POMAJSH, SKi MICTSATH BiJOMOCTI, IO
CTaHOBJIATH Jiep)KaBHY a00 IHIIy TAa€MHHIO, $Ka OXOPOHSETHCS 3aKOHOM, BH3HAYAETHCS
CreniaJbHIMU HOPMAaTUBHO-TIPAaBOBUMH aKTaMH.

Ocobucra BiNOBIJANBHICT 32 CTaH AUIOBOJCTBA 3a 3BEPHEHHSIMH TPOMAJISH MOKJIAJa€ThCS
Ha KepiBHUKA 3aKJIafdy.

2.2. Yci npomno3uilii, 3asBU 1 CKapr, M0 HaJiHIIM, HOBUHHI IPUIMATUCS Ta PeeCTpyBaTUCS
y J€Hb iX HaJAXO/JKEHHS, a Tl, [0 HaAIWIIUIM Y HepoOOUni JIeHb Ta Yac, — HaCTYIHOTO MICJS HbOTO
pobo4oro JHS Ha PEECTPallifHO-KOHTPOJIBHUX KapTKax, MpHIATHUX Ui  0OpoOJIeHHsS
NEePCOHATILHUMHU KOMI'IoTepamMu  (0odamok 23), abo B xypHanax (dooamox 24). Kouseptu
(BUPI3KH 3 HUX) 30€piraloThCs pa3oM 3 MPOIO3HUIIIEI0, 3a1BOI0, CKAPTOIO.

OO6mik 0coOMCTOrO MPUHOMY TPOMAJISH BEAEThCA Ha KapTkax (dodamok 25) abo 3a
JIOTIOMOTOI0 ~ €JIEKTPOHHO-O0YHCIIIOBAaIbHOT TeXHIKK. [IlMChbMOBE 3BEpHEHHS, OTPUMaHE 3a
JIormoMoror  [HTepHeTy, 3aco0iB  €IeKTPOHHOTO 3B’S3KY (€IEKTpPOHHE 3BEpHEHHs), Mepen
peecTpari€ero po3IpyKOBY€ETbCS Ha Mamepi.

XKypHaneHa dopma peecTpanii Nporno3ullii, 3asB 1 ckapr Ta 00JiKy 0cOOUCTOro Mpuiomy
TPOMAJISIH JTIOMYCKAETHCS 3 PIYHUM 00CSITOM Hanaxo/pkeHHs 10 600 mpomo3uilii, 3asB Ta cKapr i
TaKOI0 X KIJIBbKICTIO 3BEpHEHb IPOMA/ITH Ha 0COOUCTOMY IPUHOMI.

EnexTpoHHe 3BEepHEHHS MPHUUMAETHCS Ha BH3HAUCHY EJEKTPOHHY ajpecy ab0 MUITXOM
3aI0BHEHHS €JIEKTPOHHOI (hOpMHU, KA PO3MIIIYEThCS Ha odilliifHOMY BeO-caidTi opraHizarii.

JlaToro mogaHHs €JIEKTPOHHOTO 3BEPHEHHS € J1aTa HaJXOJKEHHs 3BEPHEHHS Ha BU3HAYCHY
€JIEKTPOHHY ajjpecy abo JaTa 3alOBHEHHS e€JIEKTPOHHOI ¢opmu Ta ii BiampasineHHs. SKiio
€JIEKTPOHHE 3BEpHEHHS HaAIMIIIIO Ha BU3HAUEHY €JIEKTPOHHY aJapecy y HepoOOouHii AeHb Ta yac, TO
JIaTOI0 TIOJ[aHHS €IEKTPOHHOT'O 3BEPHEHHS BBAXKAETHCS HACTYITHUH MiCIs HBOTO POOOUMIA JIEHb.



Po3mimena Ha oginiiiHoMy BeO-caiiTi 3akiajgy eleKTpoHHa ¢opMma MOBHHHA MaTH Tpadu
JUTST 3a3HAYCHHS TPOMAASHHUHOM CBOTO Tpi3BHINA, iIMEHI, MO OaTbKOBi, MiCld MPOXKUBAHHS,
€JICKTPOHHOI TMOIITOBOI aapecH (BIOMOCTEH Mpo iHIII 3acO0M 3B’S3KYy 3 HHMM), BUKJIAJICHHS CYTi
MOPYIICHOTO THUTAHHS, 3ayBa)XCHHS, MPOTO3HUIIii, 3asBU UM CKAprH, MPOXaHHS YU BUMOTH, JATU
TIOJTAaHHS 3BEPHCHHSI.

Y pa3i Koaw s PO3TISAY €ICKTPOHHOTO 3BEPHEHHS MO CYTI HEOOXIJHO 3a3HadaTh
MePCOHANIbHI JaHl 3asBHHMKA a00 I1HIMIMX OCi0, 32 BHUHATKOM THX, IO MICTATHCS y 3BEPHEHHI,
3asIBHUKY BapTO 3BEPHYTHCS 3 YCHUM a00 MHUCHbMOBUM 3BEPHEHHSIM.

ITrucbMOBI Ta yCHI TPOIO3HMINII, 3aiBH 1 CKaprH, MOJIaHI HA OCOOMCTOMY MPUKOMI, TAKOXK
PEECTPYIOTHCS Ha PEECTPAITHO-KOHTPOJILHUX KapTKaXx.

PeecrparitiiiHo-KOHTpOIbHA KapTKa MPOIO3HUIIii, 3asIB 1 cKapr, KapTka OO0JIKYy 0COOMCTOrO
npUiOMY TPOMAJISTH BEYTHCS 3TiIHO 3 BKa3IBKaMU LI0JI0 iX 3alIOBHEHHS (00damok 26).

2.3. Y pa3i HaIXOJDKEHHS TOBTOPHHUX IPOIIO3HMIIH, 3asB 1 cKapr iM HAJA€ThCs YEProOBUMN
peecTpamiiiHuii iHAEKC, a y BIAMOBIAHIN rpadi peecTpaliiiHo-KOHTPOIBbHOI KapTKH, KypHally ab0o Ha
BIJIMOBIIHOMY TIOJi PEECTPALiTHO-KOHTPOJIbHOT KapTKU 3a3HAYAETHCA PEECTpaliiiHuil 1HAEKC
nepIoi Mpomno3uIlii, 3asBU, cCkapru. Ha BepXHbOMY ITOJII TIEPIIOT0 apKyIlia MOBTOPHUX MPOTIO3HIIIMH,
3agB 1 CKapr mpaBopyd 1 Ha peectpamiiiHux ¢opmax pobutbes mnosHauka "TIOBTOPHO" i
i0UPAETHCS BCE TTOTICPEIHE JTUCTYBAHHS.

[Tpomo3uitii, 3asiBY 1 CKapru OJHOIO M TOr0 K TPOMAJISTHMHA 3 OJHOTO 1 TOrO JK IMUTAHHS, 1110
HAJIICaHI Pi3HUM ajpecaraM i HaIIWIUIM Ha PO3TISLA A0 OAHOTO W TOTO K 3akiany (myOsierHi),
OOJIIKOBYIOTBCSI 32 PEECTPALIMHUM 1HJIEKCOM MEpIIOi MPOMO3MIll, 3asiBU 1 CKapru 3 JOJaHHSIM
MOPSZIKOBOTO HOMEPA, 1110 MPOCTABISIEThCS uepe3 Apio, nanpukian, J-401/1, 1-401/2, 1-401/3.

2.4.Y pa3i BUKOPUCTaHHS KapTKOBOI (hOpMH peecTpallii mpoIo3ulliid, 3asiB 1 CKapr KUIbKICTh
NPUMIPHUKIB PEECTPAIiTHO-KOHTPOIBHUX KapTOK BH3HAYAETHCS YUCIOM KapTOTEK, IO BEAYTHCS B
3aknajni. Kaproreku MoxyTh popMyBaTucs 3a pO3MIlIEHUMH B alipaBITHOMY HOPSAKY MPi3BUIIAMH
0ci0, Bl SKMX HAIIMIUIM MPOMO3HUIii, 3asIBH 1 CKapTH, 32 TEMAaTHKOIO MOPYUICHUX Yy HHUX IUTaHb,
a00 K Y XpOHOJIOTTUHOMY MOPSAKY.

2.5.Y pa3i KOMM PO pPE3yIbTaTH PO3TJSAY IMHUCHMOBOI TIPOTMO3MUINI, 3asBH, CKaprd
HeoOX1IHO MOBIIOMHUTH 1HIIY OpraHi3alio, yci IPUMIPHUKH peeCTPALiiiHO-KOHTPOJIbHUX (HOpM Ta
NepLni apKyll KOHTPOJIbOBAHOTO 3BepHEHHS No3HauaThes ciioBoM "KOHTPOJIb" abo niteporo
"K".

[Tpono3umii, 3asgBM 1 CKapru, Ha sKI JAIOThCA MOMEpPEAH] BIAMOBIJI, 3 KOHTPOJI HE
3HIMarOThCs. KOHTPONb 3aBepIlyeThCsl TUIBKM MICHs NMPUMHSATTSA PIIIEHHS 1 BXUTTS 3aXO0JiB 100

BUPIIICHHS NPOIO3HULLii, 3as1BH, CKapru. PillIeHHs Mpo 3HATTS 3 KOHTPOJIIO MPOMO3HUIIiii, 3asB 1 cKapr
NpURMarOTh OCA0B1 0COOH, SIKI MPUIHSIIN PIIIEHHS PO KOHTPOJIb.

2.6. Y pa3i ko 3a pe3ysibTaTaMy PO3TIIS Ty TPOIO3UIIiH, 3asB 1 CKapT JAIOThCSA MUCHMOBI Ta
YCHI BIANOBIAI POOUTHCS BIANOBIAHMUN 3alUC y peeCTpalifHO-KOHTPOJIbHUX (opMax Ta y
JIOKyMEHTaxX CIpaBU Ha BUIBHOMY BIJ] TEKCTy MICII OCTaHHbOIO apkyma (KpiM Micld,
MPU3HAYEHOTO TS MAMUBKH) a00 B OKpEeMiid JOBI/LIi.

[H1eKC MUCHMOBOT BIAMOBIAI CKIIAIAETHCS 3 PEECTPAIIMHOTO 1HIEKCY Ta HOMEpa CIpaBH (3a
HOMEHKJIATYpOI0), 0 SIKOI MiAIIUBAETHCS MPOMO3MIIis, 3asiBa ab0 CKapra pa3oMm 3 JOKyMEHTaMH
11010 iX BUPILIEHHS.

2.7. BignoBiganbHi 0cOOH, SIKi BEAYTh IITOBOACTBO 3a 3BEPHEHHSIMH TPOMAISH, IIOPOKY 00
15 ciuna roTyr0Th 11 KEpIBHUKA 3aKJIaJy MaTepiaiu Ui aHaji3y ¥ y3arajabHeHHS y Gopmi
aQHAJITUYHUX JOBIZOK. AHATITHYHI TOBIIKM TOTOYHOTO XapaKTepy CKIAAI0ThCs B Mipy OTpedu.

2.8. [Ipono3uitii, 3asBY 1 CKapru rpOMaJIsiH MICIIs X BUPIMIEHHS 3 yCiMa JOKYMEHTaMH 11010
iX po3risAy 1 BUPIIIEHHS Ta NMPUMIPHUKOM PEECTPallifHO-KOHTPOIBbHOT (JOPMH MalOTh OYTH



MOBEPHYT1 BIANOBIAAIBLHUM 0CO0aM, SKi BEIYTh AUIOBOACTBO 32 3BEPHEHHSMH TPOMAJSH, AJIS
¢dbopMyBaHHS CHpaBu, KapTOTeK, OaHKy naHuX. PopmyBaHHsS 1 30epiraHHs CIpaB y BHKOHABIIIB
3a00pOHSIETHCS.

JIOKyMEHTH pPO3MIILIYIOTBCS y CIpaBax Yy XpPOHOJIOTIYHOMY a0o an(aBiTHOMY TMOPSIKY.
Koxxna mponosumis, 3asBa, ckapra 3 yciMa JOKYMEHTAaMHM IIOAO ii PO3MIISAY 1 BUPILICHHS
CTaHOBJIATH Yy CIpPaBi CaMOCTIHHY TpyIy i BMIIIYIOTbCA B M'SKy OOKIaJAWHKY. Y pasi oJepaHHS
HOBTOPHOI IPOIO3HILii, 3asiBH, CKapru ad0 MOSBU JOAATKOBHUX JTOKYMEHTIB BOHHU HiIIMBAIOTHCS 10
JAHOT TPYIH JOKYMEHTIB.

ITin gyac dbopmyBaHHS CHpaB IMEPEBIPSAETHCS MPABUIBHICTh CIPSMYBAaHHS JOKYMEHTIB JI0
CHpaBu, IX KOMIUIEKTHICTh. HeBupimeHi mpomoswuiii, 3asBH, CKaprua, a TaKOX HENPaBHIBLHO
odopMIIeHI IOKYMEHTH TiIIMBATH J0 CIIpaB 3a00POHSETHCS.

OOxnanuHka crpaBu OGOPMISETHCS 3a BCTAHOBJICHOW (opmoro (dodamoxk Ne 7 0o
nocmanosu KMY 6io 14.04.1997 Ne 348).

2.9. 3akmnan 30epirae nMpomo3uilii, 3asBU 1 CKapru Il HAIaHHS JOBIJIOK 1 BAKOPUCTAHHS iX B
IHIINX [UISAX.

BinnoBinanbHicTh 3a 30epeXeHHS TOKYMEHTIB 3a MpPOMO3MIISAMH, 3agBaMU 1 CKapramu
MOKJIAJIA€ThCSl Ha KEpiBHUKA 3aKiaay, IHIIMX MOCAZAOBHX OCIO opraHizamiid BIAMOBIIHO 1O iX
(GyHKIIOHATBHIX 00OB'A3KIB.

Tepmin 30epiranHs AOKYMEHTIB 3a MPOMO3MIIISMH, 3asBaMH 1 CKapramMH BH3HAYA€THCS
3aTBEP/DKCHOI0 B 3aKJaJlii HOMEHKJIATYpOIO, IO YTBOPIOETHCS Yy MpOIECi HOro misimbHOCTI. Sk
MPaBUJIO, BCTAHOBIIIOETHCS M'STUPIYHMA TEpMiH 30epiraHHs IPOIMO3MIIIN, 3asB 1 CKapr Ta
JOKYMEHTIB, TIOB'SI3aHUX 3 1X PO3TIISAOM 1 BUPIIICHHSIM.

[TocriifHO Aif0o4a eKcliepTHAa KOMICiS 3aKiIaay MOXe MPUNHSATH PIlIeHHS MPO 30UIbIICHHS
TepMiHy 30epiranHs abo mpo MocCTiitHe 30epiraHHs HANI[IHHIIINUX MPOMO3HIIIA TPOMaIsH. PieHHS
€KCIIePTHOI KOMicii mpo 301IbLICHHS TEPMiHIB 30€piraHHs TOKYMEHTIB 3a MIPOMO3UIIISIMU, 3asBaAMU 1
cKapramu, npo BiAOip iX Ui MOAaJIbIIOro 30epiraHHs MiAIATaloTh 00OB'I3KOBOMY 3aTBEPIKEHHIO
KEPIBHUKOM 3aKJIay.

2.10. CnpaBu, mo miuiAraroTb MOCTIHHOMY, a TakoX TuMyacoBoMmy (moHax 10 pokiB)
30epiranHio, MepearoThCs 10 apXiBy 3aKIaay yepe3 JIBa POKU ITCI 3aBEPIICHHS J1IOBOJICTBA 3a
HumH. CrpaBy, 10 TAATAOTh TUMYacoBoMy 30epiranHio (10 10 pokiB BKJIIOYHO), MEPENalOThCs
JI0 apXiBY 3a pIIICHHSIM KEpIBHHUKA 3aKJIady.

ITicnst 3akiHUEHHS BCTAHOBJIEHMX CTPOKIB 30€piraHHs 3BEpHEHHS IPOMaJfH Ta TOKYMEHTH
10710 iX PO3IJIAAY MiJUIATal0Th 3HULIEHHIO Y TIOPSIIKY, BCTAHOBJICHOMY MiH IOCTOM.

2.11. 3amoBHEHHSI PEECTPAIIfHO-KOHTPOJIILHUX KApTOK 3IIHCHIOETBCS 3a 3MICTOM 1
BKaziBkamu Knacudikaropa 3BepHEHb TIpOMajJsH, 3aTBEp/PKEHOro moctaHoBoro KMYVY  Bix
24.09.2008 Ne 858 «IIpo 3arBepmkenns Kiacudikaropa 3BepHEHb TPOMAJITHY (000amok 27).

3. Ipo3opicThb Ta indopMmaniiina BiIKpUTicTh 3aKJIa1y 0CBITH

3.1. 3akmax 3000B’s3aHU ONPHIIIOJHIOBATM Ha CBOeMy BeOcaiiTi (y pasi  Horo
BIJICYTHOCTI — Ha BeOcailTi 3aCHOBHMKA 3akiany) iHGOpMAIi0 MpPO CBOK iSIBHICTH 3T1AHO
nepeniky, Bu3HaueHoro crarrero 30 3akony Ykpainu «IIpo ocBiTy»:

CTaTyT 3aKjIany;
TIIEH3110 Ha TPOBAKEHHSI OCBITHBOT MisITLHOCTI;
CTPYKTYpY Ta OPTaHU YIPABIIHHS 32Ky,

KaJIpOBUIA CKIIaJ 3aKJIay 3TiAHO 3 JIlEH31HHUMHA YMOBaMU;



OCBITHI NPOTrpamy, IO PEai3yIOThCS B 3aKJafi, Ta IMEpeNiK OCBITHIX KOMIIOHEHTIB, IO
nepeadaydeHi BiMOBITHOIO OCBITHBOIO MIPOTPAMOIO;

TEPUTOPI0 OOCIYTOBYBaHHS, 3aKPIIUICHY 32 3aKJIa/JI0M 3aCHOBHUKOM;
JieH30BaHui 00car Ta GaKTHYHY KUTBKICT 0C10, SIK1 HABYAIOTHCS Y 3aKJIai;
MOBY (MOBH) OCBITHBOT'O TIPOIIECY;

HasBHICTh BaKaHTHHX I10CAJ], MOPSAAOK 1 YMOBU IPOBEIEHHS KOHKYpPCY Ha iX 3aMilieHHs (Y
pas3i Horo NMpOBEACHHS);

MaTepiaTbHO-TeXHIYHE 3a0e3MeYCHHS 3aKIany (3TiTHO 3 MIEH31MHUMH YMOBaMH );
pe3yabTaTH MOHITOPHHTY SIKOCTI OCBITH;

PIUHUI 3BIT PO TiSUTBHICTH 3aKIALY;

MpaBuiia OpUHOMY 110 3aKIamay;

YMOBH JOCTYITHOCTI 3aKJIaAy /Il HaBYaHHS 0Ci0 3 0COOJIMBUMU OCBITHIMHU MOTpeOamu;
MEPETiK TOJaTKOBUX OCBITHIX Ta IHIIMX IOCIYT, iX BapTICTh, HOPSIOK HAJJAHHS Ta OIUIATH;
MpaBWJIa TIOBEIIHKY 3100yBaya OCBITH B 3aKJIa/i;

TUTaH 3aX0/1iB, CIIPSMOBAHUX Ha 3aI00iraHHs Ta MPOTUAII0 OYIMiHTY (LIBKYBAaHHIO) B 3aKJIali;

MOPSAIOK TMOJAHHA Ta PO3MISIAY (3 JOTPUMAHHSAM KOH(DIIEHIIHHOCTI) 3asiB MPO BUMAAKU
OymiHry (UBPKYBaHHS) B 3aKJIaIi;

MOPSAIOK pearyBaHHs Ha JOBEIEHI BHUMAaAKK OymiHTy (IbKyBaHHS) B 3akiagi Ta
BiJIMOBIJAJIBHICTH 0OCi0, MPUUYETHHUX 10 OyIiHTY (IIbKyBaHHS);

pe3yabTaTh IHCTUTYIIHHOTO ayAHTY;
PE3yJIbTaTH TPOMAJICHKOT aKpeIUTAaIlil 3aKIIaIy;

iHIIy iH(oOpMaIls, [0 ONPUIIIOJHIOETHCS 3a pIIICHHAM 3akiagy abo Ha BUMOTY
3aKOHOJIaBCTBA.

3.2. 3axyag, y pa3l OTpUMaHHs MYOJIYHUX KOIITIB, 3000B’S3aHUIl ONPHIIIOIHIOBATH
KomTopuc 1 (piHAHCOBUHM 3BIT NMPO HAAXOIKEHHS Ta BUKOPUCTAHHS BCIX OTPUMAHUX KOUITIB,
iHpopMallilo Tpo Mepesik ToBapiB, PoOIT 1 MOCIYr, OTpPUMAaHMUX SK OnarofiiiHa pomomora, i3
3a3HAUYEHHSAM iX BapTOCTi, @ TaKOXX MpPO KOIITH, OTPUMAaHl 3 I1HIIKUX JKEpes, HEe 3a00pOHEHMX
3aKOHOJIaBCTBOM.

3.3. [npopmaniss Ta AOKYMEHTH, SKIIO BOHM HE BiIHECEHI J0 Kareropii iHpopmamii 3
OOMEXEHUM JIOCTYIIOM, PO3MILIYIOThCSA JUIsl BIJKPUTOrO JOCTYIY HE MI3HIIIE HIXK 4epe3 JecsATh
pobouux MHIB 3 JHS X 3aTBEP/DKEHHS YU BHECEHHS 3MiH J0 HUX, SIKIIO IHIIE HE BU3HAYEHO
3aKOHOM.



Honatok 1
no [HCTpyKIii 3 AIOBOICTBA 3aKIa Ty
(myHkT 11 pozainy I)

IH®OPMAIIA
NPO MOPSAIAOK 3/AiliCHeHHS Ta 3a0e3MeYeHHs] PaBa TPOMAJIsIH Y KpaiHu
Ha J0CTYN A0 myOaiuHol indopmamii , 110 3HAXOAUTHCHA Y BOJIOJIHHI 3aKJIaiB

1. [Ty6miuna indopMaris 3akiany — 1€ BigoOpakeHa Ta 3aJ0KyMEHTOBaHA OyIb-IKUMU
3acobamu Ta Ha OyAb-SKMX HOCISIX iH(OpMamis, mo Oyna oTpuMaHa abO CTBOpEHA B IPOIECi
BUKOHAHHS 3aKJIaJloOM CBOIX OOOB'SI3KiB, Tepea0ayeHUX UYWHHHM 3aKOHOJIAaBCTBOM, ab0 sKa
3HAXOJHUTHCS y BOJIOIIHHI 3aKIay.

2. 3aknaau € po3mnopsaHuKamMu iH(opmarllii, sKi HE3aJIe)KHO BiJl HOPMATHBHO-TIPABOBOTO
aKTa, Ha IMiJICTaBi IKOTO BOHU JIOTh, IPH BUPIIICHHI MUTaHb IIOJ0 OCTYIY 10 iH(popMaIii MaroTh
kepyBarucsa 3akoHoM Ykpainu «IIpo moctym go myOiiunoi iHbopMalii» (1ami — 3aKOHOM).

3. 3aKOH HE TOMIMPIOETHCS HA BIJHOCHHM IOJO OTPUMaHHA iH(OpMaIli 3akiajaMu Ipu
3MIACHEHHI HMMM CBOIX (YHKIIH, a TakoXX Ha BIIHOCHMHH Yy cdepi 3BEpHEHb TI'POMAJSH, SKi
PETYIIOIOTHCS CIIEHiAIbHUM 3aKOHOM.

4. Noctyn no my0aiuHoi iHGopMaItii 3akIaiB 3A1HCHIOETbCS HA MPUHITUTIAX:
1) mpo30pocCTi Ta BIAKPUTOCTI AisTIBHOCTI 3aKJIA/IiB;

2) BUIbHOTO OTPUMAHHSI, MOMIHUPEHHS Ta OY/Ib-SIKOT0 1HIIOr0 BUKOPUCTAHHS 1H(POPMAILii, 110
Oyra HajaHa ab0 ONPHITIOHEHA 3aKIIaI0M, KPiM 00MEXEeHb, BCTAHOBJICHHX 3aKOHOM;

3) piBHOIPABHOCTI, HE3aJE€XKHO BiJ O3HAK pacH, MOJITHYHUX, PEIIriHHUX Ta IHIIHX
NEePeKOHaHb, CTaTi, eTHIYHOIO Ta COIIAJbHOIO TIOXO/UKCHHS, MAaWHOBOTO CTaHy, MiCIs
NPO’KUBAHHS, MOBHHX a00 1HIIIMX O3HAK.

5. Hocrym no iHdopmarrii 3aKaaaiB 3a0€3MeuyeThCs MUIIXOM:

1) cucTeMaTMyHOrO Ta ONEPATUBHOTO ONPHIKOJHEHHS iH(popMalii: B  oQiliiHIX
JIpYKOBaHUX BHUJIAHHAX; Ha o(iLiiHNUX BeO-caliTax B Mepexi [HTepHeT; Ha iHpOopMaLiiiHUX CTeHax;
OyAb-SKUM 1HILIUM CIIOCOOOM;

2) HajaHHs iHpOpMaIlil 3a 3anuTamMu Ha iH(opMalIlio.

6. [ndpopmariero 3akmany 3 oOMexkeHuM aoctynoM €: 1) koH¢ineHmidHa iHbOpMaris; 2)
TaeMHa iHpopmalis; 3) ciyx60Ba iHPOpMaLis.

7. OOMexeHHS 10CTYIy 10 1H(opMallii 311iCHIOETbCS BUKIIFOUHO IS

1) 0XOpOHH 370pPOB'st YIaCHHUKIB OCBITHBOTO MPOILIECY, LIS 3aXHUCTY IX permyTaiii ado iHImX
paB, JUIs 3a001raHHs PO3roJIOIIEHHO 1H(opMallii, oaepkaHoi KOHPIIEHIIHHO;

2) HEpO3TOJIOLICHHS iH(pOpMAIlii, siIka MOXKE 3aBJaTh iICTOTHOI IIKOAW iHTepecaM y4yaCHHUKaM
OCBITHBOTO TIPOIIECY.

8. Indopmariis 3 oOMeKEHUM JTOCTYIIOM Ma€ HagaBaTHUCS 3aKIaJ0M, SKIIO BiH MPaBOMIPHO
OTIPUJIIOAHMUB i paHile.

9. Indopmariiss 3 0OMeXKEHUM JTOCTYIIOM MA€ HAAABATUCS 3aKJIAJIOM, SKIIO HEMA€ 3aKOHHUX
MiJCTaB JIsl OOMEXKEHHs y JOCTYMI JI0 Takoi iH(opmallii, AK1 ICHYBalIM paHimle.

10. He moxxe Oyt oOMeXeHO JOCTyN 10 iHdopmalii mpo po3nopsHKeHHS OI0PKETHUMU
KOIIITAaMH, BOJOIIHHS, KOPHCTYBAHHS YU PO3MOPSKEHHS Jep)KaBHUM, KOMYHAIIbHUM MaifHOM, y



TOMY YHUCIi J0 KOII{ BIANOBIAHUX JTOKYMEHTIB, YMOBH OTPUMAaHHs LUX KOIITIB YK MaiiHa,
Npi3BUILA, IMEHA, 110 6aThKOBI (I3NYHUX OCIO Ta HAMEHYBaHHS IOPUIUYHUX OCI0, SIKi OTpUMAIH i
KOIITH abo MaiiHo.

11. OOMeXeHHIO TOCTYIy Miuisirae iHGopMaIllis, a He JOKYMEHT. SIKIIO JOKYMEHT MiCTHUTh
iH(opMaIlio 3 0OMEXEHUM JTOCTYIIOM, JIJIsi O3HAHOMJICHHSI HaIa€Thes iH(OpMaItis, J0CTyN J0 K01
HEOOMEKEHUH.

12. Kondinenmiitna indopmartis — iHdopmariis, 10CTyI 10 AKoi oOMexeHo (izuuHor adbo
IOPUAMYHOI0 0CO00K0, KPIM 3aKIIaJIiB, Ta sIKa MOKE TOIIUPIOBATUCS Y BUBHAYCHOMY HUMU MOPSIIKY
3a IXHIM Oa)kKaHHSM BIATIOBIHO JI0 Mepe0aYeHnX HUMH YMOB.

3akmaay, sKi BOJOIIOTh KOH(IACHIIHHOO 1HPOPMAIIi€r0, MOKYTh MOIMIMPIOBATH ii JIHIIE 3a
3rofIor0 0ci0, AKI OOMEXMIIM JOCTyNm 10 iH(opMallii, a 3a BiICYTHOCTI Takoi 3roAu — JIMIIE B
1HTepecax HalllOHAIBHOT 0€3MeKH, eKOHOMIYHOTO T0OpoOyTY Ta MpaB JIFOINHHU.

13. Taemna indopmaris — iHdOpMaIlis, pO3TONONIEHHS SKOi MOXKE 3aBIaTH IIKOIU 0CO0i,
CycninbeTBY 1 JepxkaBi. TaemMHOI0O BU3HAETHCS iH(OpMAIlis, sSKa MICTUTH JEp)KaBHY, npodeciiiny,
0aHKIBChKY TA€MHHMIIIO, TAEMHHIIO JOCYJOBOTO PO3CIiAyBaHHs Ta IHIIY Mepea0adeHy 3aKOHOM
TAEMHULIIO.

14. JTo cmy«00B01 MOXe HaleXaTu Taka iH(hopMallis:

1) mo MiCTUThCS B JOKYMEHTAaX 3aKiajiB, sKi CTAHOBJIATH BHYTPIIIHIO CIYyXOOBY
KOPECIIOH/ICHIIII0, JOMOBIIHI 3allMCKU, pEKOMEH Iallii, SIKIII0 BOHU IMOB'A3aHi 3 pO3pOOKOI0 HAIPSAMY
TiSUTBHOCTI 3aKJIany ado 3MIMCHEHHSIM KOHTPOJIBHHX, HATJISAOBUX (DYHKIIIH JIep>KaBHUMH OpraHaMH,
MPOLIECOM MPUUHSTTA PillieHb 1 MepeayoTh MyOIiYHOMY 0OTOBOPEHHIO Ta/ab0 MPUNHATTIO PillICHb;

2) 3i0paHa B MpOLECi OMEePaTHBHO-PO3IIYKOBOI, KOHTPPO3BIAYBaJIbHOI NisUIBHOCTI, y chepi
000pOHHM KpaiHu, Ky HE BIJTHECCHO JI0 AeP’KaBHOT TAEMHHUIII.

JlokymMeHTam, 1O MicTITh iH(QOpMaIio, sKa CTaHOBUTh CIYyX00By iH(OpMaIliio,
MIPUCBOKOETHCS TPUP «IJIs CITYKOOBOTO KOPUCTYBAHHS.

[lepemik BimOMOCTEH, IO CTAHOBIATH CIY)XOOBY iHpOpMaIiO, SKHA CKIAJTA€THCS
JIep’KaBHUMHU OpraHaMH, OpraHaMy MICIIEBOIO CaMOBpPSAYBaHHs, IHIIMMH CYO'€KTaMM BIIAQAHHUX
MOBHOB&)XEHb, y TOMY YHCJII Ha BHKOHAaHHS JIEJIETOBAHWX TIOBHOBAXXEHb, HE MOXe OyTH
00MEXEHUM Y JTOCTYTII.

15. KoxxHu#l yyaCHUK OCBITHBOTO MPOIIECY MA€E MPABO:

1) 3Hatu y mepioa 30upanHs iHdopMarlii, ajge 10 MoYaTKy il BUKOPHCTaHHS, SKi BiJIOMOCTI
PO HBOTO Ta 3 SIKOI0 METOI0 30UparoThCs, SIK, KUM 1 3 SKOIO METOI BOHH BHKOPHUCTOBYIOTHCA,
MepPeIar0OTHCA YU NOMUPIOIOTHCS, KPIM BUITAIKIB, BCTAHOBJICHUX 3aKOHOM;

2) noctymy 110 iHopMallii mpo HbOTO, sIKa 30UPAETHCS Ta 30€PIracThes;

3) BUMaraTH BUIIPABJICHHs HETOYHOI, HETTOBHOT, 3aCTapiyiol iHpopMaIlii npo cede, 3HUIICHHS
iHpopMarii po cede, 30upaHHs, BUKOPUCTaHHS UM 30epiraHHs K01 311HCHIOETHCS 3 MOPYIIEHHIM
BUMOT 3aKOHY;

4) Ha O3HAWOMJIEHHsSI 3a pINIEHHSAM CyAay 3 iHQOpMaIi€ Hpo IHMUX OcCi0, SKIIO Ie
HeoOX1/THO /715 peaii3allii Ta 3aXHUCTy [IpaB Ta 3aKOHHUX 1HTEPECIB;

5) Ha BIANIKOJYBaHHS IIKOJAW Y pa3i po3KpUTTA iH(opMarii mpo 1m0 0cody 3 MopyHIeHHIM
BHUMOT, BU3HAYCHHUX 3aKOHOM.

16. O6¢car indopmanii mpo ocoly, O 30HpaeTbes, 30epira€TbCsi 1 BUKOPUCTOBYETHCS
3aKJIaJIoM, Ma€ OyTH MaKCUMaJlbHO OOMEKEHUM 1 BUKOPUCTOBYBATHUCS JIMIIE 3 METOIO Ta Y CIOCIO,
BU3HAYEHUH 3aKOHOM.



17. 3aknmaam, sKi BOJONIIOTH 1H(QOPMALIED TMPO YYACHHUKIB OCBITHBOI'O IIPOLECY,
3000B's3aHI:

1) HagaBatu iM Oe3MePEIIKOAHO i OE3KOMITOBHO iH(OpMAILif0, sIKa X CTOCYETHCS, KPiM
BUIIAJIKIB, IEPEeI0AUYCHUX 3aKOHOM;

2) BUKOPUCTOBYBATH il JIUIIIC 3 METOIO Ta y CIOCi0, BU3HAYCHHI 3aKOHOM;

3) BKMBATU 3aXOJIB LIOJ0 YHEMOXIIMBIICHHS HECAHKIIIOHOBAHOTO JOCTYIY JO Hel iHIINUX
oci0;

4) BUINPABIATH HETOYHY Ta 3acTapiiy iHQopmaiio mpo ocid camMocTiiiHO a0 Ha BUMOTY
0ci0, SIKHX BOHA CTOCY€THCS.

18. 36epiranns indopmaiii mpo 0co0y He TOBHHHO TPUBATHU JOBIIE, HIX 1€ HEOOXITHO st
JIOCSTHEHHS METH, 3aJU1s1 sIKO1 1151 1H(opMmartis 30upanacs.

19. BigmoBa oco6i B gocTymi 10 iHdopmarii mpo Hel, IpUXOBYBaHHS, HE3aKOHHE 30MpaHHs,
BUKOPUCTAHHSI, 30€piraHHs Yu NomupeHHs iHGopmallii MOXyTb OyTH OCKapKeHi.

20. [Ty6miuna indopmarist y hopmi BiAKpUTHX AaHUX — 1€ MyOmiyHa iHdopMartis y ¢popmari,
110 J103BOJISE i aBTOMaTH30BaHe OOPOOJICHHs €JEKTPOHHUMM 3aco0aMu, BUIbHUM Ta Oe30miaTHUN
JOCTYI A0 Hei, a TakoX il MOoJaJbIlle BUKOPHUCTaHHA. 3aKJIaau 3000B’s3aHI HaJaBaTH ITyOJidHYy
iHdopmaiio y Gpopmi BIIKPUTHX JAHUX HA 3aMUT, ONPUITIOTHIOBATH 1 PErYJISIPHO OHOBJIIOBATH ii Ha
cBoix BeO-caifrax. [lyOmiuna iHpopmamis y Qopmi BIIKPpUTHX MaHUX € JO3BOJICHOIO JUIS i
HOJAJIBIIOTO BUIBHOTO BUKOPUCTaHHS Ta MOILIUPEHHS.

21. Bynp-sika  ocoba  MOXKe  BUIBHO  KOIIIOBAaTH, MyOJNiKyBaTH,  IONIMPIOBATH,
BUKOPHCTOBYBATH, Y TOMY YHCII B KOMEPIIIHHUX LLIAX, Y NOE€JHAHHI 3 iHIIOW iHGopMaliewn abo
HUISXOM BKJIIOYEHHS JI0 CKJIAAy BJIACHOTO MPOAYKTY, IMyOiiuHy iH(popmamnio y Gopmi BIAKpUTHX
JaHUX 3 000B’SI3KOBUM ITOCHJIAHHSM Ha JDKEPENo OTPUMaHHS Takoi iHdopmaii.

22. IlyOmiyna  indopmarisi, moO MICTHUTh NEpCOHaNbHI JaHi  (i3uuHoi  ocobw,
OIIPUJIFOTHIOETHCS Ta HAIAETHCS HA 3amuT y (opMi BIIKPUTHX JAHHUX Y pasi JOAEp:KaHHS OJHI€l 3
TaKUX YMOB:

1) mepcoHanbHi JaHi 3HEOCOOJICHI Ta 3axWINCHI BiAMOBiMHO a0 3akoHy Ykpainu «IIpo
3aXHUCT TIEPCOHABHUX JTaHUX);

2) ¢izuuHi ocodu (cy0’€KTH [aHMX), NEPCOHANIBHI MaHI SKUX MICTAThCS B iH(opmarii y
dbopMmi BIIKPUTHUX JTAHUX, HAJIaJK CBOIO 3rOJY Ha MOUIMPEHHS TaKWX JaHUX BIAMOBIIHO J0 3aKOHY
Ykpainu «IIpo 3aXUCT NEPCOHANBHUX JAHUX;

3) HaJaHHS YK ONIPUJIFOTHEHHS TaKoi iIHpOpMAIlii mepe10aueHo 3aKOHOM;

4) oOMeKeHHs ToCTyy a0 Takoi iHdopMarii (BigHeceHHs ii 10 iHdopMarliil 3 0OMeKeHUM
JOCTYIIOM) 3a00pPOHEHO 3aKOHOM.

23. TlocamoBi Ta ciyx00Bi 0coOM He WiAIATAIOTh IOPUIUYHINA  BiIMOBINATBHOCTI,
HE3BA)KAIOUM Ha TMOpPYIIEHHS CBOIX OOOB'SI3KIB, 3a pO3TOJIOMIEHHS iHpopMmamii  mpo
MPaBOMOPYIICHHST a00 BiJIOMOCTEH, IO CTOCYIOThCS CEPHO3HOI 3arpo3W 3J0pOoB'T0 uu Oe3merri
IpOMaJsiH, JOBKULIIO, fKIIO oco0a MpH LbOMY KepyBajacs AOOpUMH HaMmipamMu Ta Maja
OoOTpyHTOBaHE TIepEKOHaHHs, IO 1H(OpMAIlisl € JOCTOBIPHOIO, a TaKOX MICTUTh JIOKa3u
MPaBOMNOPYIIEHHS a00 CTOCYETHCS ICTOTHOT 3arpo3H 3710pOB't0 UM Oe3meri rpoMaisiH, JOBKIILIIO.

24. Cy0'extaMu BiTHOCHH y cdepi TocTymy A0 MyOmivHo1 iHpopMartii €:

1) 3anmutyBaui indopmaii — i3uyHi, IOPUANIHI 0COOH, 00'€THAHHS TPOMAJITH Oe3 cTaTycy
IOPUINYHOT 0COOH, KPIM CYO'€KTIB BIIaIHUX MTOBHOBAXEHB;

2) pO3MOpSAHUKY iH(pOpMAILiT;
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3) cTpykTypHU# Tiapo3aia abo BiANOBiAadbHA 0co0a 3 MUTAHb JOCTYIY JO IYyOJIiYHOT
iH(popMarii po3nopsIHUKIB iHPOpMAITii.

25. 3axmnanu 3000B's13aHi:

1) onpuirogHioBaTy iHpopMaiito, mnepeadadeny crarrero 30 3akony VYkpainu «lIpo
OCBITY;

2) CUCTEMAaTU4HO BECTU O0JIIK JOKYMEHTIB, 110 3HAXOASTHCS B IXHHOMY BOJIOJIIHHI;
3) BecTH 00JIIK 3amMTIB Ha iH(OPMAIIiFO;

4) BU3HAYATHU CHELiaNbHI MICIS sl pOOOTH 3alUTyBadiB 3 JOKYMEHTAMH YH iX KOMISMH, a
TaKOX HAJaBaTH IIPaBO 3alWTyBadaM pPOOUTH BHUMMCKUM 3 HUX, QoTorpadysaru, KomiloBary,
CKaHyBaTH iX, 3alMCyBaTy Ha Oy/b-aKi HOCIT iH(OopMaIlii ToIo;

5) matu crerianbHi CTPYKTYPHI MiApO3diid ab0 NpHU3HAYaTH BiANOBIJAIBHUX OCIO Is
3a0e3medeHHs TOCTYIy 3aluTyBaviB 10 iH(opMaIii Ta ONpHIIOAHEHHS 1HPOpMAITii;

6) HagaBaTH Ta ONMPHMIIIOJHIOBATH JOCTOBIPHY, TOUHY Ta MMOBHY iH(pOpMAIIif0, a TAKOXK Yy pasi
noTpedr TepeBIpATH TPABHIBHICTE Ta OO EKTHBHICTH HamaHO! iH(GOpMAaIii 1 OHOBIIOBATH
OTIPUIIIOAHEHY 1H(OopMallifo.

3akmaan (GOpPMYIOTh BIAKPUTI Ta 3arajJbHOAOCTYIHI pecypcd 3 iH(OpMalier mpo CBOIO
TiSUTBHICTh Ta OMNPHIIONHIOTh Taky iH(opmarmito. Joctynm no Takoi iHpopmamii ocid 3
MOPYILLIEHHSAM 30py MOXe 3a0e3neuyBaTucs B Pi3HUX (opMax Ta 3 YpaxyBaHHSIM MOKJIMBOCTEH
3aKJIaJy OCBITH.

26. 3akiaaM, 110 MArOTh JIIEH31I0 Ha IPOBAHKEHHS OCBITHHOI JISJILHOCTI, 3000B’s3aHi
3a0e3meuyBaTu Ha CBOIX BeO-caiiTax (y pasi iX BiICYTHOCTI — Ha BeO-caliTaX CBOIX 3aCHOBHHKIB)
BIJIKpUTHI TOCTYH 110 Takoi iHopmarlii Ta JOKYMEHTIB:

1) craryt 3akiany;

2) niteHsii Ha IpOBaKEHHS OCBITHHOI AisTEHOCTI;

3) cTpyKTypa Ta OpraHu yIpaBIiHHS 3aKIaay;,

4) xaaApOBHIA CKJIa]] 3aKJIa Ty 3T1IHO 3 JIIEH3IHHUMH YMOBaMH;

5) OCBITHI TpOrpamu, M0 Peali3yrOThCs y 3aKiaji, Ta MEpeNiK OCBITHIX KOMIIOHEHTIB, IO
nepea0ayueH1 BiIMOBITHOIO OCBITHHOIO MPOTPaAMOI0;

6) TepuTOpist 00CITyroBYBaHHS, 3aKPIllJICHA 3a 3aKJIaJI0M HOTO 3aCHOBHHKOM;
7) nineH30BaHU 00CAT Ta (PaKTUYHA KUTBKICTh OCi0, SIKi HABYAOTHCS Y 3aKIaIi;
8) MoBa (MOBH) OCBITHHOTO MPOIIECY;

9) HasBHICTh BaKAHTHUX T0CAJ], TIOPSIOK i YMOBH MPOBEIACHHSI KOHKYPCY Ha 1X 3aMill[eHHS
(y pasi #loro npoBeIeHHS);

10) maTepiaibHO-TEXHIYHE 3a0€3MEUCHHS 3aKiany (3TiAHO 3 JIIEH3IHHUMH YMOBaMH );

11) HasBHICTh TYPTOXKUTKIB Ta BUIBHUX MICI[b Y HUX, PO3MIp IUIATH 3a MPOXKHBAaHHS (32
HasIBHOCT1);

12) pe3ysbpTaTH MOHITOPUHTY SIKOCTi OCBITH;
13) piuHmii 3BiT MPO MiSUTBHICTB 3aKIJIANY;
14) npaBuia npuiiomMy 10 3aKiany;

15) yMOBH IOCTYITHOCTI 3aKjIaxy JJIs HaBYaHHs 0Ci0 3 0COOIMBUMH OCBITHIMH TTOTpeOamu;



16) po3mip mIaTu 3a HaBYaHHS 3700yBaviB OCBITH (32 HaIBHOCTI);

17) nepenik T0IaTKOBUX OCBITHIX Ta IHIIUX MOCHYT, iX BapTICTh, MOPSIOK HAJAaHHS Ta
OILIATH;

18) npaBuIa MOBEAiHKH 3100yBaya OCBITH y 3aKJIali;

19) rutaH 3axo0/iB, CIIPSIMOBAHUX HA 3ar00iraHHs Ta MPOTUII0 OYyIiHTY (IbKYBAHHIO) Y
3aKIal;

20) mopsI0K MOAAaHHS Ta PO3MIALY (3 AOTPUMaHHIM KOH(DIIEHIIIHOCTI) 3asiB PO BUIIAJIKH
OyniHry (IIbKYBaHHS) Y 3aKJIa/Ii;

21) mops0K pearyBaHHs Ha JOBEICHI BUIAAKU OyaiHTY (I[bKyBaHHS) y 3aKJaji Ta
BIJIMOBIIAJILHICTD OCI0, MPUYETHUX 10 OYIIHTY (I[bKYBaHHS ),

22) inmra indopmarisi, 0 ONPUIIOAHIOETHCS 3a PIMICHHAM 3aKiagy abo Ha BHMOIY
3aKOHO/IaBCTBA.

3aknaau, M0 OTPUMYIOTh MyOJII4HI KOIITH, Ta iX 3aCHOBHUKHU 3000B’s3aH1 ONPUITIOTHIOBATH
Ha CBOiX BeO-caliTax KomTOpHC 1 (DIHAHCOBHI 3BIT NMPO HAAXOHKEHHS Ta BUKOPUCTAHHS BCIX
OTPUMAaHUX KOIITIB, iHPOPMAIIiIO PO MEepeiK TOBapiB, pOOIT 1 MOCIYT, OTPUMAHUX SIK OjarojiiiHa
JIOTIOMOTa, 13 3a3HAYCHHSIM X BapTOCTI, a TaKOX IMPO KOIITH, OTPUMAaHI 3 IHIOUX JHKEpen, He
3a00pPOHEHHX 3aKOHO/IaBCTBOM.

[adopmariis Ta TOKyMEHTH PO HAAXOKEHHs MyOIIUYHUX KOIITIB, SIKIIIO BOHU HE BIJHECEH1
1o Kareropii iHdopMmariii 3 0OMEKEHUM JIOCTYIIOM, PO3MIIIYIOTBCS IJIsi BIKPUTOTO JIOCTYIY HE
MI3HIIIE HDK Yepe3 JeCATh POOOYMX JIHIB 3 JIHS iX 3aTBEPPKCHHS UM BHECEHHS 3MiH JI0 HHX, SKIIO
1HIIIE HE BU3HAYEHO 3aKOHOM.

[lepenik momatkoBoi iH(opMariii, 0O00B’SI3KOBOI IJIsl ONPWIIIOMHEHHS 3aKIaJaMH, MOXKE
BU3HAUYATHUCS CIICIIaJbHUMH 3aKOHAMH.

27. Inopmarisi, nependadeHa MyHKTOM 26, miamisrae 0OOB'S3KOBOMY OINPHIIOJHEHHIO Ha
BeO-caliTi 3akiiaqy HEBIIKIAAHO, aleé He Mi3Hile M'ATH poOOYMX AHIB 3 JHSA 3aTBEpKCHHSA
nokymenTa. Taka iHopmallis OnpIITIOAHIOETHCS 13 3a3HAYCHHSIM JIaTH ONIPIITIOAHEHHS JOKYMEHTA 1
aTu

28. HeBigkmagHOMyY ONPWIIOJAHCHHIO IMUISATae Oyab-ska iHGopMarlis 1po ¢(akTH, II0
3arpoXKyIOTh XKHUTTIO, 3J0POB't0 Ta/abo MaiiHy 0ci0, 1 PO 3aX0AH, SIKi 3aCTOCOBYIOThCS Y 3B'A3KY 3
IIIM.

29. KepiBHUK 3aKkiany BiANOBiAae 3a 3a0e3Ne4eHHs AiSIbHOCTI BIIMOBINANBHOI 0COOM 3
MUTaHb JIOCTyNMy N0 TmyomiuyHoi 1HQopMalii 3akiany, BIAMOBINATLHUAX 3a OINPAIIOBAHHSA,
cUCTeMaTH3allilo, aHalli3 Ta KOHTPOJb LIOJO0 33J0BOJICHHS 3alMTy Ha iHOpMallilo, HaJaHHS
KOHCYJIbTAIllH I yac 0pOpMIICHHS 3alIUTY, a TAKOX 3a ONPUIIOJAHEHHS 1H(opmalii, nepeadadeHoi
IIUM 3aKOHOM.

3anuT, MO0 MPOMIIOB PEECTpAIlil0 B YCTAHOBJICHOMY 3aKJaIOM TMOPSJIKY, OOpOOISIETHCS
BIJIMOBIJAJIBHUMH 0COOAaMU 3 UTaHb IOCTYILY [0 IyOiyHOi iH(popMartii.

30. [TapmamMeHTChKHI KOHTPOITH 32 AOTPUMaHHIM IpaBa JIOJAWHU Ha JIOCTYII 10 iH(popMarii
3NIHCHIOETbCS YTOBHOBakeHMM BepxoBHoi Panum VYkpaiHu 3 mnpaB JIOJUHHM, TUMYaCOBUMHU
cimiauumu komicisimu BepxosHoi Pagu Ykpainu, HaponHUMU AenyTaTaMu Y KpaiHu.

31. I'pomanchkuii KOHTpPOJIb 3a 3a0e€3MEUeHHSIM 3aKjiafaMd  JIOCTYNy JI0 MyOsiyHOi
iHdopmanii  3OIACHIOETHCS  AemyTaTaMM — MICHEBUX  pajJ, TPOMAJChKHUMH  OprasizaisimMu,
IPOMAJCHKUMH pajiaMH, IpoMaJiiHaMH OCOOMCTO LIUISXOM MPOBEAEHHS BIAMOBIAHUX IPOMAJCHKUX
CITyXaHb, TPOMAJICEKOT €KCIIEPTH3H TOIIIO.



32. JlepxaBHUI KOHTPOJb 3a 3a0e3MeUeHHsIM 3aKiajaMu JOCTymy J0 iH(opmarii
3/IICHIOETHCS BiIMOBIAHO 10 3aKOHY.

33. lyis1 3a0e3nedeHHs 30epeXeHHS Ta JOCTYIY 10 IyOsiyHoi iHdopmarllii TOKyMeHTH, 110
3HAXOJATHCA Y 3aKJIaIax, MUIraloTh 000B'I3KOBIH peecTparii B cuctemi 00JiKy 3akiany, B T. 4. y
HOMEHKJIATYPI.

34. 3anuT Ha 1HpOpMAIIiIO — [Ie TPOXaHHI 0coOU 10 3aKiaay HaaaTu myoaiuHy iH(OopMaIlito,
II0 3HAaXOJAUTHCS Y HOTO BOJIOJIHHI. 3aluTyBad Mae MpaBo 3BEPHYTHCS 10 3aKJIaly i3 3allUTOM Ha
iH(pOpMaLIit0 He3aJEeKHO BiJ] TOTO, CTOCYETHCS 1151 iHPOpMaLlis HOro 0cooUcTo M Hi, 6€3 MOSICHEHHS
NPUYMHY TOJAaHHS 3aIUTy.

35. 3anut Ha iHpOpMAIIiI0 MOXKe OyTH 1HIUBIAYaTbHUM a00 KOJIEKTUBHUM. 3alTUTH MOXYTh
MOIaBaTUCS B YCHIM, MUCHMOBIM 4M 1HIIINA (opmi (momroro, dhakcom, TeaehOoHOM, EICKTPOHHOIO
MOIITOI0) Ha BUOIp 3anuTyBava. [IMChbMOBHUI 3aIIUT MOJAETHCS Y NOBUIBHIN GopMi.

36. 3anuT Ha iHPOPMAIIIIO0 MAaE MICTUTH:

1) iM's (HalfiMEHYBaHHS) 3allUTyBaya, MOIITOBY ajapecy abo ajapecy eleKTPOHHOI MOIITH, a
TAKOX HOMEP 3ac00Y 3B'SA3KY, SIKIIO TAKUH €;

2) 3aranpHui omuc iH(poOpMalii abo BHJ, Ha3BY, PEKBI3UTH YM 3MICT JOKYMEHTa, ILOJO
SIKOTO 3pO0JICHO 3aIUT, SKIIO 3alUTyBavy 1€ BiJIOMO;

3) mianuc i Jaty 3a YMOBH [OJIaHHS 3Ty B MUCHbMOBIH (opmi.

37. Y pasi AKIIOo 3 NOBAKHUX MPUYHMH (1HBAIIIHICTH, OOMeXeH1 (Hi3MUHI MOMIUBOCTI TOIIIO)
ocoba He MOXe MOJaTH NMHCBMOBHI 3aluT, HOro Mae opOPMHUTH BiANOBiaIbHA 0co0a 3 MUTAHb
Jnoctyny Ao myOniuHoi iHdopmariii, 000B'S3KOBO 3a3HAUMBIIN B 3alUTI CBOE IM'd, KOHTAKTHHI
TesnedoH, Ta HaAaTH KOIIi0 3aMUTy 0co0i, Ka HOTro mojania.

38. 3aknaa Mae HaJaTH BIJIOBIIb HA 3alIUT HA 1H(OPMAIIIIO HE MI3HIIIE IT'STH pOOOYHX JTHIB
3 THSI OTPUMAaHHS 3aIUTY.

39. V pasi skmo 3anuT Ha iHPOPMAIII0 CTOCYEThCS 1H(OpMaIlii, HeOOXIAHOT IS 3aXUCTY
YKUTTS Ui CBOOOM 0COOHU, IOJI0 CTaHy JIOBKULIS, SIKOCTI XapuOBUX MPOAYKTIB 1 IPEAMETIB MOOYTY,
aBapiif, katacTpod, HeOe3MeyHNX MPUPOJHUX SBUIL Ta IHUIMX HAA3BHUYAHHUX MOJiH, 10 cTanucs
a00 MOXYTb CTAaTUCh 1 3arpOXKyIOTh Oe3Melll rpoMa/isH, BIANOBIAb Mae OyTH HajlaHa He mi3Hime 48
TOJWH 3 JHS OTpUMaHHA 3anuTy. KiomoTaHHs Mpo TEpMIHOBE ONpALIOBAaHHS 3alMUTy Mae OyTu
OOTpYHTOBaHUM.

40.V pasi SKIIO 3alHUT CTOCYEThCS HAJaHHS BEITUKOro oOcsary iHdopmarii abo morpedye
NoLIyKy iH(opmalii cepell 3Ha4HOT KIIBKOCTI AAHUX, 3aKJIaJ MOXKE MPOJAOBKHUTU CTPOK PO3IIIAILY
3anuty 10 20 poOouMX JIHIB 3 OOTPYHTYBaHHSM TAaKOTO MPOJIOBKEHHA. [Ipo mpoaoBkKeHHS CTPOKY
3aKJia] TOBIJOMJISIE 3alMTyBaya y MHUCBMOBIM (opmi He mi3HilIe M'ATH poOOYMX MIHIB 3 JHS
OTPUMAaHHS 3aTHTY.

41. Indopmariis Ha 3aUT HAAAETHCS OE3KOIITOBHO. Y pasi, AKIIO 3aJ0BOJICHHS 3alUTy Ha
iHpopMarlio mepeadayae BUTOTOBJICHHS KOMiM AOKyMeHTIB oOcsirom Outbm sik 10 cTOpiHOK,
3anuTyBay 3000B'13aHUH BIAIKOIYyBaTH ()aKTUUHI BUTPATH Ha KOIIIOBAHHS Ta JIPYK.

Po3Mip (hakTHUHUX BUTpAT BU3HAYAETHCS BIAMOBIIHUM 3aKJIa/I0M Ha KOIIIOBAHHS Ta JAPYK y
MeXaX TpaHMYHUX HOPM, BCTaHOBJIEHHMX mocTaHoBol Kalinery MiHicTpiB VYKpaiHu BifJ
13 munas 2011 poky Ne 740 «IIpo 3aTBep/KeHHS TPAHUYHUX HOPM BHUTpAT Ha KOIIIOBaHHS abo
JPYK JOKYMEHTIB, 10 HAIAal0THCS 3a 3allUTOM Ha iH(opmalito». Y pasi SKII0 3aKJiaJ He BCTAHOBUB
PO3MIpy IJIATH 3a KOMiIOBaHHS a0o0 APYK, iHpopMallis HaTaeThCsl OE€3KOILITOBHO.

[Ipu HamanHi ocoOi iHopMmanii npo cebe Ta iHpopMalii, 0 CTAHOBUTh CYCHIIbHUIN
1HTEpec, TUI1aTa 3a KOMIIOBaHHSA Ta IPYK HE CTATYETHCS.

42. 3aKJ'IaIl Mae 1mpaBo BiIIMOBI/ITI/I B SaZ[OBOJ'IeHHi 3alUTYy Y TAKUX BUIIAJIKaAX:



1) 3aknan He BoOJOAi€ i HE 3000B'I3aHUI BIAMOBITHO 10 HOro KOMIIETEHIII, nependoadeHol
3aKOHOJIABCTBOM, BOJIOAITH iH(pOpMaIIi€to, MO0 SIKOi 3p0OJIEHO 3aITuT;

2) indopmaltis, 110 3alUTYEThCS, HAICKHTh J0 KaTeropii iHdopmamii 3 00OMeKeHUM
JOCTYIIOM;

3) ocoba, ska momanga 3amuT Ha iHdopMalliro, HE omIatuiaa mepembadeHi myHKToM 41
(axTHUHI BUTpATH, TIOB'A3aH1 3 KOMIIOBAaHHAM a00 IPYKOM;

4) He JOTPHMaHO BUMOT JI0 3allUTy Ha iHpOopMallifo, epeadayeHuXx MyHKToM 36.

43. BignoBinp 3akimaay mpo Te, mo iHdopmalis Moxke OyTH ojepaHa 3amuTyBaueM i3
3arajJbHOJOCTYITHUX JDKEpes, abo BIAMOBIAL HE MO CYTI 3aIUTy BBAXKAETHCS HEMPABOMIPHOIO
BIZIMOBOIO B HaJ[aHHI iH(popMallii.

44, 3aknan, sKUA HE BOJIOJAIE 3alMUTyBaHOK i1H(GOpPMAIli€l0, aje SKOMY 3a CTaTycoM abo
XapaKTepoM JISUTBHOCTI BiIoMo a0 Mae OyTH BiJIOMO, XTO HEIO BOJIOJIi€, 3000B'sI3aHUI HAIPABUTH
el 3alUT HAJCKHOMY PO3MOPSIIHUKY iH(pOpMAIii 3 OJHOYACHHM IOBIJIOMIICHHSM IIPO II¢
3anuTyBaya. Y TakOMy pasi BiJUIIK CTPOKY PO3IIIAIY 3alHTy Ha 1H(POPMALiIO0 MOYUHAETHCS 3 JHS
OTPUMAHHS 3AIUTY HAJIC)KHUM PO3MOPSTHUKOM.

45.V BiIMOBI B 33]J0OBOJICHHI 3aUTy Ha iHGOpMAIlit0 Ma€e OyTH 3a3HAYCHO:

1) mpi3Buiie, iM's, Mo OaTHKOBI Ta MOCaay OCOOHW, BiAMOBINANBHOI 33 PO3IJISA 3aMUTY Y
3aKIazi;

2) narty BiJIMOBH;

3) MOTHBOBaHY IiJICTaBY BiJIMOBH;

4) OPSAIOK OCKAPKEHHSI BiIMOBH;

5) miamuc.

BinMoBa B 3310BOJICHHI 3aMUTY Ha 1H(POPMAIIIIO HAAAETHCA B TUCHMOBIH opmi.

46. BincTtpouka y 3aJ0BOJICHHI 3amuTy Ha I1H(POPMALil0 JONYCKAETbCA y pasi, SKIIO
3anuTyBaHa iHpopMallis He Moxe OyTH HajJaHa AJs O3HAWOMIICHHs B mependaueHi CTpOKH y pasi
HacTaHHs OOCTaBUH HemnepeOOpHOi cuid. PilleHHs NOpo BiACTPOUYKY JOBOJUTHCS [0 BigOMa
3anuTyBaya y MUCbMOBIH (hopMi 3 pO3'SICHEHHSM MOPSAIKY OCKApKEHHS IPUMHATOrO pillIeHHS.

47.V piieHHi npo BIACTPOUKY B 33J0BOJIEHHI 3alIMTY Ha 1H(OpMAaIli0 Ma€e OyTH 3a3HAYEHO:

1) mpi3Bwuiie, iM's, MO GaTHKOBI Ta MOCaay OCOOH, BiAMOBIZATBHOI 3a PO3TJISI 3alHUTy Y
3aKJail;

2) naty HaJcHIaHHs a00 BPYYEHHS TOBIIOMIICHHS PO BiJCTPOUKY;

3) mpuuuHH, y 3B'A3Ky 3 SIKMMH 3al0HT Ha iHPOpMALil He MOXe OyTH 3a/J0BOJICHUIl Y
BCTAHOBJICHUH CTPOK;

4) cTpoK, y AKU# Oy/e 3a70BOJIEHO 3aITHT;
5) miamuc.

48. PitnenHst, Al 4M OE3MISUTBHICTH 3aKJIAJiB MOXYTh OYTH OCKap>KeHI /10 3aCHOBHHKA
3aKJaay, BUIIOTO OPraHy YIPaBIiHHS OCBITOO a0 Cymy.

49. 3anuTyBau Ma€ MPaBO OCKAPKUTHU:
1) BiZIMOBY B 3a/I0BOJICHHI 3alTUTY Ha iH(pOPMAIIifo;
2) BIICTPOYKY 33JJOBOJICHHS 3aIUTY Ha iH(opMaIlito;

3) HeHaaHHS BiAOBI/II Ha 3aKUT Ha iHGOPMAIIiio;



4) HalaHHs HEJOCTOBIPHOI a00 HEMOBHOT iH(OpPMAITiT;

5) HecBoeuacHe HalaHHs 1H(OpMAILT;

6) HeBMKOHAHHS 3aKjaJaMH OOOB'SI3KY OINPHIIIOJHIOBATH iH(OpMAIlI0 Ha BIIACHOMY BeO-
CaiTi;

7) iHmi pimeHss, aii i 6e3aisUTbHICTh 3aK/Ia/iB, 110 MOPYIIHIN 3aKOHHI IpaBa Ta iHTEPeCH

3aluTyBayva.

50. OckapskeHHs pillieHb, A1l 91 0e311sUIbHOCTI 3aKJIaIiB 10 CYAY 3IHCHIOETHCS BiIMTOBITHO
1o Kojiekcy aiMiHICTpaTUBHOTO CYAOYMHCTBA YKpaiHu.

51. BianoBiganbHICTh 32 OPYIICHHS 3aKOHOABCTBA MPO JIOCTYII JI0 IMyOIivHOoi iHdopmartii
HECYTh 0COOM, BUHHI Y BUNHEHHI TAKUX NOPYIICHb!

1) HeHaaHHS BiAMOBIII HA 3aIUT;

2) HeHaJaHHs iHpOpMallii Ha 3aIuT;

3) OesmijcTaBHa BiIMOBa Yy 3aI0BOJICHHI 3aMTy Ha iH(OpMAaIIito;

4) HeonpuIIOIHeHHS 1H(OpMAIIiT;

5) HajaHHs a00 ONMPHIIIOAHEHHS HEAOCTOBIPHOI, HETOYHOI a00 HEMOBHOT iH(OpPMALIIiT;
6) HecBoeuacHe HaaHHS 1H(OPMAITIT;

7) HeOOTpyHTOBaHE BifHECEHHS iH(popMaIlii 10 iHdopMallii 3 00MEKEHUM JTOCTYIIOM;
8) He3milicHeHHs peecTpallil JOKyMEHTIB;

9) HaBMKCHE MPUXOBYBAHHS a00 3HUILCHHS iH(QOpMaIlii Y TOKYMEHTIB.

52. Ocobu, Ha AyMKY SKHX iXHI IpaBa Ta 3aKOHHI 1HTEPECH MOPYIIEHI 3aKJaJaMH, MalOTh
IpaBO HA BIANIKOAYBaHHS MaTepiaJibHOI Ta MOPAJIBHOI IIKOIU B OPSIIKY, BA3SHAYECHOMY 3aKOHOM.
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