MHUKOJIAIBChKA CIJIbCBKA PAJIA CYMCBHKOI'O PAMOHY CYMCBHKOI OBJIACTI
BIAALJI OCBITH, MOJIOAI TA CHIOPTY

HAKA3

02.01.2023 ¢. MukoiaiBka Ne 01-O/1

IIpo 3aTBepakenHs IncTpyKuii
3 ALUTIOBOJACTBA Yy BiAlIi OCBIiTH,
MOJIOAI TA CIIOPTY
MuKk0/1aiBCbKOI CLIBLCHKOL paau

Ha Buxonanus PosnopsipkeHHs rojoBM MHKOIAiBChKOI CUIBCBKOI pajau Bij
31.10.2022 Ne 113-O/1 «IIpo 3aTBepmxkenHs [HCTpykii 3 AUI0BOACTBA Ta [HCTpyKITii
3 IOKYMEHTYBaHHS yIPaBIIHCbKOI 1H(OpMallli B eneKTpoHH1N (opmi Ta oprasizaii
pOOOTH 3 €NEKTPOHHUMHU JIOKYMEHTaMU B JAUIOBOJICTBI, €IEKTPOHHOTO MIXBIJOMYOIO
0o0MiHy y MuKoJIaiBChKIN CUTBCHKIN paji», kepyrouuch cT. 40 3akony Ykpainu «IIpo
MICIIEBE caMOBpsiyBaHHS B YkpaiHi», [locranoBoro Kabinery MinicTpiB Ykpainu
Big 17 ciuns 2018 poky Ne 55 «/leski muTaHHS AOKYMEHTYBAaHHS yHPaBIIHCHKOT
nisimeHOCTY, JICTY 4163:2020 Ta 3 MeTOr opraHizailii poooTu 3 JOKyMEHTaMU Y
BIJITIJT1 OCBITH, MOJIOJI Ta CIOPTY MHUKOJIaIBCHKO1 CiJIbCHKOT pajin

HAKA3VYIO:

1. 3aTBepauTu [HCTPYKIliIO 3 AUJIOBOJCTBA Yy BIAJUII OCBITH, MOJIOZI Ta CIOPTY
MukoJ1aiBCbKO1 CUTBCBKOT pajid (IOAAETHCS).

2. IlpamiBHUKaM BIJUTY OCBITH, MOJIOAI Ta CIOPTY MHKOIAIBCHKOT CUTBCHKOT
paay HeyXWIbHO TOTPUMYBATUCh BUMOT [HCTPYKITIi 3 A1UIOBOJICTBA.

3. KepiBaukam 3akianiB ocBiTH MWuKOJIAiBChKOI CUIBCHKOI pajl PO3pOOUTH
BJIACHI1 IHCTPYKIIIi 3 IJTOBOJICTBA B 3aKjIadax.

4, KoHTpOJIb 32 BUKOHAHHSM IIHOT0 HaKa3y 3aJIMIIa0 3a CO0O0¥0.

HavanpHuk Bimainy Haranis MAKILIEE€BA



3ATBEPJDKEHO

Haka3 Binainy ocBiTH, MOJIOA1
Ta criopTy MUKOJIaiBCbKOL
CUIbCBHKO1 pajin

02.01.2023 Ne 01-O

IHCTPYKULIA
3 ALUIOBOJACTBA y BiAL/Ii OCBITH, MOJIOAI Ta CIIOPTY
MuKko0/1aiBCbKOI CLIBCHKOIL paau

I. 3AT'AJIBHI ITOJIOKEHHSA

1. IncTtpykuis 3 JUIOBOACTBA y BIAAUI OCBITH, MOJOJI Ta CIOPTY
MuKkoaiBChKOi CUTbChKOT paju (nani-IHCTpyKIlis) BCTAHOBIIOE 3arajibHi MOJOKEHHS
Ta BUMOTH JO JIOKYMEHTYBaHHS YIpaBIiHCHKOI iH(opMallii, opranizamuii poOoTH 3
JOKyMEHTaMH Yy BIIJIUTI OCBITH, MOJIOJAI Ta copTy MHUKOJAiBChKOI1 CUTBCHKOI paau
(mam — Bigain) He3anexHO Bia crmocoOy dikcallii Ta BIATBOpEeHHsS iHGOpMaIllii, 110
MICTUTBCS B JOKYMEHTAaX, YKJIIOYAIOYH iX MirOTOBKY, PEECTpAIlit0, 00JIK i KOHTPOJIb
32 BUKOHAHHSIM.

2. Tlopsimok opranizaifii €JIeKTPOHHOTO JOKYMEHTOOOIry 13 3aCTOCYyBaHHSIM
€JIEKTPOHHOTO LU(POBOTO MIANMUCY, POOOTH 3 EIEKTPOHHUMHU JOKYMEHTaMH Ta
JIOKYMEHTYBAaHHS YIMPABIIHCHKOI MISJIBHOCTI B €JIEKTPOHHIM (opMi, 3M1HCHEHHS
JIUIOBOZICTBA 32 3BEPHEHHSMM I'POMAJISH, 3allUTaMU Ha iHGOpPMAIlil0 BU3HAYAIOTHCS
OKPEeMHMH HOPMATUBHO-TIPABOBHUMH aKTaMH Ta HE MOXE peryJloBaTUCS I[I€I0
iHCTpyKIiew. [lepenik TOKYMEHTIB, IPOXOMKEHHS SKHX TEPEBEICHO B CICKTPOHHY
dbopMmy, 3BepHEHb TpoOMajsfH, 3amUTIB Ha i1HGOpPMAII0O Ta eJICKTPOHHUX
JIOKYMEHTIB,IIIO B YCTAHOBJICHUX 3aKOHOM BHUITaJIKaX HE MOXYTh OYTH 3aCTOCOBaHI SIK
OPUT1HAJIN,3aTBEPKYETHCS HAKa30M HavaJlbHUKA BiIILTY.

3. BignoBimanbHICTh 3a OpraHizallifo AUTOBOJACTBA y Bimmim Hece HayaabHUK
BIJITUTY OCBITH, MOJIOZII Ta CIOPTY MUKOIAIBCHKOI CUTBCHKOT paau. 3a 3MICT, SKICTh
MIATOTOBKH Ta O0GOPMIICHHS Ha HAJEKHOMY PIBHI JOKYMEHTIB, IO PO3POOISIOTHCA
Ha BUKOHAHHS 3aBJaHb, BU3HAUEHUX Yy 3aKOHAX YKpaiHu , moctaHoBax BepxoBHOI
Panu VYkpainu, aktax Ta gopyudeHHsx IIpesunmenta VYkpainm, akrax KaGinerty
MinictpiB Ykpaiau, gopydeHusax [Ipem’ep-minictpa YkpaiHu, akTiB [EHTPAIbHHX 1
MICIICBUX OpraHiB BHKOHABYOi Biaau (dami - akTH OpraHiB Jep)KaBHOI BJIagu Ta
JOPYYCHHS BHUIIHMX TMOCAJAOBHX OCi0), a TaKOX BiJIMOBiAEH Ha 3alUTH 1 3BEPHECHHS
HApOJHUX JIETIyTaTiB YKpaiHW Ta JEemyTaTiB MICIEBUX pajl, KOPECTOHIEHIIIIO
Bepxosnoi Panu Ykpainu, Anminictpartii [Ipesunenta Ykpainu, Kabinery Minictpis
VYkpainn (mami - 3anuTd, 3BEpPHEHHS, a TaKOXK KOpecmoHjeHIlis 3 BepxoBHoi Paam
Vkpainu, Apaminictpamii Ilpesunenta VYkpainu, KaGinery MinicTpiB Ykpainn),
MOTOJIKEHHSI TMPOEKTIB HOPMATUBHO-TNIPABOBUX AaKTIB BIAMNOBIIAIOTh KEPIBHUKHU
MIAMOPSAKOBAHUX 3akiianiB Binaimy. 3a 3MiICT, AKICTh MIATOTOBKH Ta OQPOPMIICHHS Ha



HaJICKHOMY PIBHI 1HIIMX JOKYMEHTIB, 32 OpraHizallilo AUIOBOJCTBa Ta 30epiraHHs
JTOKYMEHTIB y Bijiiii mokiaagaeTbes Ha CHeliadbHO TPU3HAUYEHY 0C00Y.

4. BianoBiAHO 10 NOKJIAJEHUX Ha HHOTO 3aB/IaHb:

po3pobiise IHCTpyKITito 3 AUTOBOJCTBA Ta HOMEHKJIATYPY CIIPAaB;

3MIACHIOE PEECTpALlilo Ta BeJe OOJIK JOKYMEHTIB; OPraHi3oBye JTOKYMEHTOOOIT,
dbopmyBaHHS cripaB, X 30€piraHHs;

3a0e3nedye BIPOBAIKEHHA Ta KOHTPOJIOE JOTPUMAHHS MIANOPSIAKOBAHUMU
3aKiazaMi BIAJAUTY BHMOI BIACHUX IHCTPYKIIIH, pErjJaMeHTIB Ta HallOHAJIbHHUX
CTaH/JapTIB;

3MIACHIOE KOHTPOJIb 32 CBOEYACHUM PO3IJISIIOM Ta MPOXOJKEHHSIM JIOKYMEHTIB
y BT, 3a0e3nedye JOTpUMaHHS €UHUX BUMOT IIOJ0 MiJATOTOBKU JOKYMEHTIB Ta
oprasizaiiii poOOTH 3 HUMH B YMOBaX €JIEKTPOHHOTO IOKYMEHTOO0Iry;

IPOBOAUTH aHAJI3 1HQPOpMaLii MPO JOKYMEHTOOOIT, HEOOX1AHOT /ISl MPUNUHATTA
YNPaBIIHCHKUX PILIEHb.

II. JIOKYMEHTYBAHHSA YIIPABJIHCBKOI IH®OPMAIIIL
3arajbHi BUMOIH 11010 CTBOPEHHS TOKYMEHTIB

5. JloKkyMeHTyBaHHsI yIpaBIiHChKOi 1H(opMarii mojsrae y CTBOpEHHI
JIOKYMEHTIB B SIKUX (DIKCYEThCS, 3 JOTPUMAHHSAM YCTAaHOBJICHUX MPaBWiI, iHGOpMAITis
PO YIPaBIIHCHKI il

6. [IpaBo Ha cTBOpeHHSs, MiAMKUCAHHS, MOTOXKEHHS, 3aTBEPKEHHS JOKYMEHTIB
BU3HAYAETHCS aKTAMH 3aKOHOAABCTBA, [lo0kKeHHsIM TTPO BiILI.

7. YV Bigauni BHU3HA4YaeThCSd CYKYMHICTh JIOKYMEHTIB, TiepeaOadeHuX
HOMEHKJIATYPOIO CIpaB, HEOOXITHUX 1 JOCTATHIX I JOKYMEHTYBaHHS iH(popmarlii
npo il MisUTBHICT. 3 MHUTaHb, IO CTAHOBIATHL B3a€EMHHM IHTEpPEC 1 HAJIEKATh JI0
KOMIIETEHIIIi pi3HUX OpPraHiB, MOKYTh CTBOPIOBATHCH CITUIHHI JOKYMEHTH.

8. Bubip BuIy TOKYMEHTa, MPU3HAYCHOTO IS JTOKYMEHTYBAaHHS YIPABIIHCHKOT
iHbopMarlii (JIMCT, PO3MOPSIHKEHHS, NOPYYCHHS, MPOTOKOJ TOIIO ),3YMOBIIOETHCS
MPaBOBUM CTaTyCOM BTy, KOMIIETCHIIEI0 TI0CaJ0OBOi OCOOM Ta TOPSIKOM
MPUIHATTS YIPABIIHCHKOTO PIlIEHHS.

9. JIokyMeHT MOBHWHEH BIAMOBIJATH TOJOKEHHSM AaKTiB OpPraHiB JEp>KaBHOI
BJIAJM BUIIOTO PiBHA Ta CIPSIMOBYBATHCh Ha BUKOHAHHS Bimminy moknageHuX Ha Hel
3aBJaHb 1 PYHKITIH.

10. Kmacu ympaBiiHCHKOI TOKyMEHTAIlli BU3HAYAIOTHCS 3TiAHO 3 JlepkaBHUM
KiacudikaTopoM ympaBiiHChKO1 mokyMmentamii (mami - JKVY]/l). Ogaum i3 kiacis
VIPABIIHCHKOT JOKYMEHTAIlli, 10 3a0e3meuye OpraHi3allifo MpoleciB yrnpaBIliHHS, €
OprasizamiifHO-po3mopsaada MTOKyMeHTallisd. PEeKBI3UTH oOpraHi3aiiiHO-po3nops a0l
JOKYMEHTAIlli Ta TMOpSAOK iX posTamryBanHs BusHaudatotbes JICTY 4163-2020
«YHipikoBaHa cHUCTeMa OpraHi3aliiiHO-po3nopsau0i JAOKyMmeHTauii. Bumoru m0
odopmtoBarust okymeHTiB» (naii — JICTY 4163:2020).

11. JIokyMEHT TIOBHHEH MICTUTH OOOB’SI3KOB1 Il TEBHOTO MWMOr0 BHAY
PEKBI3UTH, 10 PO3MIIIYIOTECS B YCTAHOBJICHOMY TOPSAKY, a caMe: HaMEHYBaHHS



aJAMIHICTpallil, Ha3By BHIY JOKYMEHTa (KpiM JIMCTIB), AaTy, peecTpaliiHui 1HAEKC
JIOKyMEHTa, 3arojoBOK JI0 TEKCTy, TeKCT, mianuc. Ilim wac mMIATOTOBKH Ta
o(OpMIICHHSI TOKYMEHTIB MOKYTh 3aCTOCOBYBAaTUCH HE TUIHKKU O0OB’SI3KOB1, a TAKOK
HIII1 PEKBI3UTH, SKILO L€ BIAMNOBIAE€ MPU3HAYECHHIO JOKYMEHTa, ab0 crnocoldy Horo
OTpaltOBaHHS.

12. 'V Bigaun AUTOBOACTBO 3AIMCHIOIOTH JIEpKaBHOI MOBOIO. JlOKymMeHTH
CKJIQJIalOThCSl JIEP>KaBHOIO MOBOIO, KpIM BHIIAJIKIB, Mepea0adyeHuX 3aKOHOJIaBCTBOM
npo MoBU B YKpaiHi. JlokyMeHTH, 110 HaJACHIAIOTBCS 1HO3EMHHUM ajpecaTam,
0 OpMITIOIOTBCST YKPAaiHCHKOI0 MOBOIO 200 MOBOIO JeprKaBU-ajipecaTa, a0 OJHIEIO 3
MOB MI)KHAPOJHOTO CILIKYBaHHS.

13. OdopmieHHsT [OKYMEHTIB, 10 BHUTOTOBIISIIOTECA 3a  JIONIOMOTOIO
IPYKYBaJIbHUX 3ac00iB, 3JIMCHIOETHCS BIAMOBIIHO JO BHUMOT, 3a3HAUYCHUX Y
nonatky 1.

Oxkpemi BHYTpIllIHI JOKYMEHTH (3asiBU, MOSICHIOBAJIbHI Ta JOTOBIAHI 3aMUCKU
TOIIIO), aBTOpaMH SKHUX € TOcaaoBl Ta 1iHII (i3udHl 0COOM, JTO3BOJISETHCS
0 OpMITIOBATH PYKOTTMCHUM CIIOCOOOM.

BiaHku 10KyMeHTIB

14. OpranizauiifHo-po3nopsadi JOKyMEHTH O(QOpMITIOIOTECS Ha OJlaHKaX, MO0
BUTOTOBRJISIFOTHCS 3TITHO 3 BUMOTaMH I1i€i [HCTpyKITi.

15. Jlnga BUroTOBNIEHHSI OJIAaHKIB BUKOPUCTOBYIOTHCS apKylll mamnepy dopmarty
A4 (210 x 297 wimimerpiB) Tta A5 (210 x 148 wmimimerpiB). Jlo3BoseHO
BUKOpUCTOBYBaTH OnaHku dopmaty A3 (297 x 420 miniMeTpiB) - mis opopMIIeHHS
JTOKYMEHTIB y BUIIsLAL Tabmuub 1 A6 (105 x 148 mimiMeTpiB) - IJis pe3oJIroIii
(mopydyeHb).

brnaHku 1OKyMEHTIB TOBMHHI MaTH Taki MoJis (MUTIMETPiB):

30 - miBe;
10 - npage;
20 - BepxHE Ta HIKHE.

brnanku KOXXHOTO BHAY BUTOTOBJISIOTHCSI Ha OCHOBI  TMO3JOBXHBOTO
PO3MIIICHHS PEKBI3UTIB. PEKBI3UTH 3aroioBKa PO3MIIIYIOTHCS MPAOPOBUM (KOKHUN
PSAZIOK PEKBI3UTY TOYMHAETHCSA BiJl JIIBOT MEXI 30HM PO3TAIIyBaHHS PEKBI3UTIB)
CHOCOOOM.

16. Y Bigaini BUKOPUCTOBYIOTH TaKi OJaHKU TOKYMEHTIB:

OJIaHK JIJIs1 JTUCTIB (I0AATOK 2);
0JIaHK Haka3iB (10aaTOK 3).

17. Y pa3i HaJCWIAHHS JIACTA 3 MOCTIMHUMHU 1HO3EMHHUMH KOPECTIOHJICHTAMH,
BUTOTOBIISIFOTHCSl OJIAHKH, PEKBI3UTH SKUX 3a3HAYAIOTHCS JBOMA MOBAaMH: JIIBOPYY -
YKpaiHCHKOIO, TIPaBOpYY - iHO3eMHOT0. [lepkaBumii ['epOd Ykpainu Ha Takux OiaHKax
MPOCTABISIOTECS B IIEHTPI BEPXHBOTO TMOJSA. biaHkW, MmO MICTATH PEKBI3UTH,
BUKJIQJICHI 1HO3EMHOI0 MOBOIO, BHKOPHUCTOBYBaTH B MeXaxX VYKpaiHU He
PEKOMEHTy€ThCS.



18. biaHKM JOKYMEHTIB BUIOTOBJISIOTHCSA 3a JOIMOMOTOK KOMII FOTEPHOI
TEXHIKM Ha OUIOMY mamepi BHUCOKOI AKOCTI (papOaMu HAaCMYEHHMX KOJbOPIB (YOpPHO-
O011MMHU 200 KOJIbOPOBUMH).

19. Buau 6naHkiB, 110 BUKOPUCTOBYIOTHCS y BIIJUI, Ta MOPSAOK iX OOJIKY
BU3HAYAIOTKCS 1L1€10 [HCTPYKITi€tO.

OO60B’s13k0BOMY  OOJIIKY MIJJISTalOTh MPOHYMEpPOBaHI OJIAHKKM B ManepoBii
dopmi.

[TopsaikOBI HOMEPH MPOCTABISIOTHCS HyMEPATOPOM, APYKAPCHKUM a00 IHIIUM
crocoOOM Ha HIYKHBOMY T10J11 3BOPOTHOTO OOKY OJlaHKa.

Oco0u, siKi epcOHATIbHO BIAMOBIAAIOTH 32 00JIIK, 30€piraHHs Ta BUKOPUCTAHHS
0JIaHKIB, BU3HAYA€ HAYAJIbHUK BIJAULY, IPO IO BUJIAE€THCS BIJIMOBIIHUN HaKas3.

20. Mesiki BHYTpIIIHI JOKYMEHTH (3asBHM TNpalliBHUKIB, JIOMOBIIHI 3alUCKH,
JOBIIKM TOIIO) Ta JOKYMEHTH, IIO CTBOPIOIOTHCA BIJ IMEHI KUIBKOX OpraHis,
0(OpMITIOIOTHCSI HE Ha OJIaHKaX.

Od¢opmiieHHS peKBI3UTIB IOKYMEHTIiB

21. Ilig yac MATOTOBKU OpTaHi3aliiHO-PO3MOPSAYNX JOKYMEHTIB MpaIliBHUKH
BTy ohopMIIsIOTH iX 3 ypaxyBanHsM Bumor JICTY 4163:2020.

3o0paxenns [depxaBHoro I'epb6a Ykpainu

22. 3o60paxenns JlepxkaBHoro I'epba VYkpaiHum po3MilIyeThcs Ha OJlaHKax
JIOKYMEHTIB BIAMOBITHO 10 TocTaHOBU BepxoBHoi Pagm VYkpainu Bim 19 mrororo
1992 p. No 2137-XII «IIpo JlepkaBHuii rep6 Ykpainm». 300pakeHHs JlepkaBHOro
I'epba VYkpaiHu po3MilIyeTbCs B ILEHTP1 BEpPXHBOro mojig. Po3mip 300pakeHHS:
BrcoTa 17 MuTIMETpIB, IMpUHA - 12 MUTIMETPIB.

Koau
23. Kon Bigmily MOpoCTaBIAS€ThCSA 3rigHO 3 CIMHUM JEP)KaBHHM PEECTPOM
miagnpueMcTB Ta opraHizamid Ykpaiaum (€IPIIOY). Ha Omankax s JUCTIB
3a3HAYCHUN KOJ PO3MIIIYETHCS MICHS PEKBI3UTY «JlOBITKOBI IaHi MPO yCTaHOBYY.
Kon dopmu goxymenrta (3a HassBHOCTI) po3mimryetbes 3rigHo 3 JIKY/] Buimie Ha3Bu
BUJTY TOKYMEHTA.

HajimenyBaHH#A Biagijiy ocBiTH
24. HaiimeHnyBaHHS BIJJUTy OCBITH — aBTOp JOKYMEHTa BIANOBIJIA€E
HaliMeHyBaHHIO, 3a3HaueHoMy B €JIPIIOY. Ckopouene nHaiimeHyBaHHS Bimminy
BXKMBAETHCS Y pa3i, KOJIM BOHO OPiIiiiHO 3a(hiKCOBAHO B 3a3HAUYEHUX JOKYMEHTAX.

JoBinkoBi 1ani mpo Biaaia ocBiTH
25. JloBigkoBi JaHi TPO BIAJUT OCBITH MICTATH MOIITOBY aapecy, HOMEpPHU
tenedoHiB, Tenedakcis, aapecy eIeKTPOHHOI MOIITH, MOCHIAHHS Ha o(iiiHui BeO-
caiiT. JIoBIAKOBI1 1aH1 pO3MINTYIOThCSI HUKYE HAWMEHYBaHHS B1IJIUTY OCBITH.
PexBi3uTH MOMITOBOI a/ipecy 3a3HAYAOTHCS IO LUEHTPY B TaKiM MOCIIIOBHOCTI:



Ha3Ba BYJIUL, HOMEpP OyJIUHKY, Ha3Ba HACEJIEHOIr0 MMyHKTY, MOLITOBUHM 1HIEKC.

Ha3Ba Buay 10KyMeHTa
26. Ha3Ba Buay IOKyMEHTa 3a3HA4a€ThCcsl Ha OJaHKY Ta MOBUHHA BIAMOBIAATH
Ha3zBaM, nependauenum JIKY 1.

Jdara nokymeHTa

27. Jlatoro moKyMeHTa € Jata ioro peectpailii. /lata 3a3HagaeTbcs apaOChKUMU
mubpamMu B OAMH PSJIOK y Takid TMOCIIJOBHOCTI: 4YHCIIO, Micsib, pik. Jlara
odopMITIOETHCS ITUGPOBUM a00 CIIOBECHO-ITUGPOBUM criocoOoM. Y pa3i opopMIieHHS
aaT UMpOBUM CIIOCOOOM YHCIIO 1 MICAIlb MPOCTABISIOTHCA ABOMA mapamu 1udp,
PO3AUIEHUMH KPANKOIO; PIK — YOTUpMa LU pamMu, Kparnka HaPUKIHII HE CTABUTHCS.
Hamnpuxman: 02.12.2022.

VY TekcTax HOPMATHBHO-IIPABOBHUX aKTIB Ta MOCHIAHHAX HAa HUX 1 TOKyMEHTaXx,
0 MICTATh BIIOMOCTI (DIHAHCOBOTO XapakTepy, 3aCTOCOBYETHCS CIIOBECHO-
UQpoBUii criocid 3a3HAYCHHS J1aT 3 MPOCTABIISTHHAM HYJISl B TIO3HAYCHHI JTHS MICSIII,
AKIIO BIH MICTUTh oaHy mudpy, Hanpukiaan: 02 rpyaus 2020 poxy. [o3BossieTbes
BXKHBATH CJIOBO «PIK» Y CKOPOUCHOMY BapiaHTi «p.», Hanpukiaa: 03 rpyaas 2020 p.

SIKI10 TOKYMEHT CKIIaJieHO He Ha ONaHKy, /laTa 3a3HA4Ya€TbCid HUKYE MIAIUCY
niBopyd. JlaTta JOKyMeHTa MPOCTABISIETHCS MOCATOBOI0 0CO0010, SiIKa MOTO MiJIMUCYE.

OO060B’s3K0BOMY JaTyBaHHIO 1 MIAMUCAHHIO MIJIATAIOTh YCI CIY>KO0B1 BIAMITKH
Ha JIOKyMEHTaX, TOB’si3aHI 3 IX TPOXO/DKEHHSM Ta BHKOHAHHIM (PE30JIIOILi,
NOTO/IP)KEHHS, BI3M, BIIIMITKM MPO BUKOHAHHS JOKYMEHTAa 1 HAMpaBJICHHS HOro 10
CIIpaBM).

Ha noxymenTi, BumaHoMy aBoma abo OuIbIlIe YCTaHOBaMH, 3a3HAYAETHCS OHA
7aTa, sika BIIIOBIA€ JaTi OCTAHHBOTO MIMHUCY.

PeecTpaniiinuii iHgexc 10KyMeHTIB

28. Inmekcarriss TOKYMEHTIB TOJIATa€ B MPHUCBOEHHI iM yYMOBHUX IO3HAYCHb -
IHJEKCIB, 0 HAJAOThCI JOKYMEHTAM ITiJ Yac iX peecTparii.

Peectpamiifauii 1HIAEKC CKJIQTAETBCA 3 IOPSAKOBOIO HOMEpa JOKYMEHTa B
MEXKax TPy JOKYMEHTIB, IO PEECTPYIOTHCS, KM JOTOBHIOETHCS 1HICKCAMU, IO
3aCTOCOBYIOTBCS Y BIIIALI, 30KpeMa I1HJACKCaMH 3a HOMEHKIATYpOIO CIIpaB,
CTPYKTYPHOTO MiAPO31Ty, KOPECIIOHEHTIB, MOCAJOBUX OCi0, AKi PO3TIsLgaloTh abo
MIIMHACYIOTh TOKYMEHT, BUKOHABIIIB, MUTaHb JTISJIBHOCTI IKUX CTOCYETHCS JIOKYMCHT,
TOIIIO.

CKk1a10B1 YaCTHHHU PEECTPAIIHOTO THAEKCY BiIOKPEMITIOIOTHCS OJHA Bij OJTHOT
MPaBOOIYHOIO TMOXUJIOK PHUCKOI0. [lOCIiIOBHICTP HAaMMCaHHS CKJIAJ0BUX YaCTHH
peeCTpaIiiHOrO 1HJACKCY MOXE 3MIHIOBATHCS 3aJICKHO BiJl TOTO, SIKHHM JIOKYMCHT
PEECTPYETHCS, - BXITHUN UM TaKWH, III0 CTBOPCHHUM Y BiILTI.

JIns BXIAHUX JTOKYMEHTIB PEECTpPALlIHUI 1HIAEKC CKIAJAEThCA 3 MOPSIAKOBOTO
HOMEpa Ta IHJEKCY 3a HOMEHKJIATypolo cmpaB, Hampukiag: 845/01-10, ne 845 -
nopsiikoBuit HoMep, 01-10 - iHAeKC crIpaBW 32 HOMEHKIIATYPOTO.



VY BHUXIIHOTO JOKYMEHTa PEECTPAIIMHUM 1HAEKC PO3MIIIYETHCS y 3BOPOTHIM
MOCTIIOBHOCTI - 1HAEKC 3a HOMEHKIATypOIO CIIpaB Ta IMOPSAKOBHH HOMED,
Hanpukian: 02-15/258, nme 02-15 - iHgekc cmpaBu 3a HOMEHKIATyporo, 258 -
IIOPSAAKOBUN HOMED.

SKIIO0 TOKYMEHT MIATOTOBJIICHO JBOMA YH OUIBIIE YCTAaHOBAMH, PEECTPALIHUM
IHIEKC BKJIIOYAE I1HACKCH KOXXHOI 3 IIMX YCTaHOB, IO IIPOCTaBIISIOTHCA Yepe3
MPaBOOIYHY TOXHMIIY PUCKY B TIOCIIJIOBHOCTI, B SIKIM JOKYMEHT MIAMHCAHO WOTO
aBTOpamu, Hampukiaa: 41/68 - qis COUTBHUX PO3MOPSIAYUX JOKYMEHTIB abo 03-
14/450/02-11/208 - nis criibHUX JIUCTIB.

Micuie posrtairyBaHHSI PEECTPAIIfHOrO 1HJIEKCY Ha JOKYMEHTI 3aJICKHUTh BiJl
BUly OJIaHKa Ta BUJlY JOKYMEHTA.

IIpu 3acTtocyBaHHI aBTOMATHU30BaHOI CHUCTEMHU peeCTpallii JOKYMEHTIB MOXKE
BUKOPUCTOBYBATUCh IITPUX-KOA. [{7s BUXITHUX JOKYMEHTIB HITPUX-KOJ BKIIIOYAE
peecTpaiiiHuil 1HJeKC 1 JaTy IOKYMEHTa Ta PO3TAIlIOBYEThCS B MEXKaX, 3a3HAUCHUX Y
JNCTY 4163:2003 st pekBi3uTIB OJIaHKY 3 MO3/I0BXKHIM PO3TAllyBaHHAM PEKBI3UTIB
- 77 MiTIMETPIB.

IMocuiiaHHA HA TOKYMEHT
29. Jlns BUXITHUX JOKYMEHTIB TOCWJIAHHS Ha pPEECTpaIiiiHui 1HJEKC 1 Jary
JOKYMEHTAa BKJIIOYA€ B c€0€ peecTpalliiiHuil 1HIeKC 1 AaTy TOro JOKYMEHTa, Ha KU
naeTbcs BAMOBIAL. Lle pekB3UT € OO0OB’SI3KOBUM 1 PO3TAIIOBYETHCS Ha PIBHI
peecTpaIifHoOro 1HACKCY B CIIEIiaIbHO BIIBEICHOMY MiCIll Ha OJIaHKY.

Micie ckiaageHHs a00 BUIAHHSA
30. BimomocTti mpo wmicue ckimajeHHs a00o BHJAHHS 3a3HAYAlOThCS Ha BCiX
JOKyMEHTaX, KpIM JIMCTIB. 3a3HayeHi BITOMOCTI O(GOPMIISIIOTHCS BIAMOBIAHO 0
aIMIHICTPAaTUBHO-TEPUTOPIATIBHOTO  MOAUTY YKpaiHu. SKmo BiZoMOCTI  IIpo
reorpadiuHe MiCIIe3HAXOKCHHS BXOIATh 10 HAMEHYBaHHS YCTAaHOBH, 1M PEKBI3UT
HE 3a3HAYA€THCH.

I'pud oOMexkeHHs 10CTYILY
31. TIpud obOmexeHHs pgoctyny 10 JokyMeHTa «Jlig — cimyk00BOTO
KOPHUCTYBaHH», OGOPMIISIETHCSA 3TIAHO 3 BIAMOBIIHUMH HOPMATHBHUMHU aKTaMH 1
PO3TAIIOBYETHCS B TpPaBiii YaCTHHI BEPXHBOTO TOJS JOKYMEHTAa BUIIE PEKBIZUTY
«Anpecat» abo «['pud 3aTBEepHKEHHS.

Aapecat Ta 0c00UCTE 3BEePTAHHS

32. JIOKyMEHTH aJIpeCylOThCS YCTaHOBI, ii CTPYKTypHHUM Mimpo3faizam ado
KOHKPETHIN MOCcaaoBiit 0co0i.

VY pasi agpecyBaHHs JOKyMEHTa YCTaHOBI a00 ii CTpYKTYpHHUM Mmimpo3aiiaM 0e3
3a3HAYCHHS MMOCAJ0BOI 0COOM X HaHMEHYBaHHS HABOIATHCS Y HA3UBHOMY BiIMIHKY,
HaIMPUKIIAI;

JlemapTaMeHT OCBITH 1 HAYKH
CyMcbkoi 00J1aCHOT IepKaBHO1



aJMIHICTpaLii

SKII0 TOKYMEHT HaJCUIAEThCS MOCaA0BIM 0c001, HAMEHYBaHHSI YCTaHOBH Ta il
CTPYKTYPHOT'O MiAPO3A1UTY HABOJSTHCSA Y HA3UBHOMY BIIMIHKY, a TI0Ca/ia, BIIACHE 1M’
1 Ipi3BUIIIE aApecaTa - Y JaBaIbHOMY, HAlPUKIIAI:

MukomnaiBcbka CUIbChbKa pajaa

3araipHui BT

Ha4yaJIbHUKOBI BIIJIUTY
Bnacue im’s ITPI3BUIIE

abo
MukomnaiBcbka CiIbCbKa paja

HauanbHUKOBI ynipaBiiHHA
COLIIAJIBHOT'O 3aXUCTY HACEJICHHS

Bnacue im’s ITPI3BUIIE

Y pa3i Koaum JOKYMEHT aJpeCcyeThbCs KEPIBHUKOBI yCTaHOBU ab0 HOro
3aCTyITHUKOBI, HAWMEHYBAaHHS YCTAHOBU BXOAMTH JIO0 CKIaAy HAaWMEHYBaHHS IMOCAIN
ajipecaTta, sIKe HaBOAUTHCS Y IaBaJIbHOMY BIJIMIHKY, HAITPHKIIA;

["omoBi MHKOJIaIBCHKOT CLITLCHKOT pajIu
Bnacue im’s ITPI3BUIIE

SKIIO JOKYMEHT aapecyeThCsl KUIBKOM OJTHOPITHUM 3a XapaKTepoM AISILHOCTI
yCTaHOBaM, 3a3HAYAETHCS y3arajJbHeHEe HaMEHYBaHHS aJpecaTiB, HAIPUKIIAI:

3axinagaM ocBiTH MHUKOJIATBCHKOT
CUTBCBKOI paju

JIOKyMEHT HE TOBHMHEH MaTu Oulbllie 4OTHPHhOX anpecaTiB. CIOBO «KOIis»
nepea HalilMEHyBaHHSM JIPYroro - YETBEPTOrO ajJpecaTiB HE CTaBUThCSA. Y pasi
HAJICWJIAHHS JTOKyMEHTa OUTBIIIE HDK YOTHPHOM aJpecaTtaM CKJIAJAa€ThCsS CIUCOK Ha
PO3CHWIIKY 13 3a3HAYCHHSIM Ha KO)KHOMY JIOKYMEHTI1 TUTBKH OJTHOTO aJipecara.

PexBizur «Anapecar» Moxke BKIOUaTH anapecy. l[lopsmok 1 dopma 3ammcy
BIIOMOCTE TIPO apecy yCTaHOBU MOBHHHI Binmosinaty [IpaBmiam HagaHHS MOCTYT
MOIITOBOTO 3B’s3KYy, 3aTBEp/KEHWM TocTaHOBOI0 KaGinety MiHicTpiB Ykpainu
Bix 5 6epe3ns 2009 p. Ne 270 (Odimiitamii BicHuk Ykpainu, 2009 p., Ne 23, ct. 750).
[loBHa azapeca 3a3Ha4aeThcs |y pasi  HAACWIAHHS  JIOKYMEHTa Pa30BUM
KOPECTIOHICHTaM, HaIIPUKJIaI:



MiHICTEpPCTBO OCBITH 1 HAYKH Y KpaiHU

Byn. 'oponenskoro, oya. 13,
M. Kuis, 01001

VY pa3i HajacunaHHA JOKyMeHTa (i3uuHiii 0co0l CHoYaTKy 3a3HA4aeThCcs Y
JaBaJbHOMY BIIMIHKY MPI3BUIIE, BIACHE 1M s, IOTIM MOILITOBA aApeca, HalpUKIa:

I'onuapyky Onexcanapy

Byn. CypukoBa, Oyxa. 3a, kB. 1,
M. Kuis, 03178

VY pa3i HajacuiIaHHS JTIOKYMEHTa OpraHaM 3aKOHOJAB4YOl 1 BUKOHABYOi BIAH,
MNOCTIMHUM KOPECTIOHAESHTAM iX MOIITOBA aJipeca Ha JJOKYMEHTaxX He 3a3HAYa€ThCsl.

VY pasi KoM T0KYMEHT aJApecyeThCsl KOHKPETHINA 0c001, y TUCTI HUXKYE aTpudyTa
«ajpecaT» MOXK€ HaBOJAUTUCH OCOOMCTE 3BEPTAHHA y KIMYHOMY BIAMIHKY 32 TAKUMU
€TUKEeTHUMHU (popmynaMu (TIepesiik HEBUUESPITHUMN):

[Tane (mani) Bnacue im’s!

abo
[Tane (mani) Ipi3Buie!

abo

[Tane (mani) mocana abo 3BaHHs!
abo

[TanoBe HaliMeHyBaHHS MOCAAM, 3BaHHSA Y MHOXKHHI
a00 1HIIIA y3arajJbHIOI0Ya 03HAKa 3BEpTaHHS !

abo

Brnacue iM’s1 Ta iM’st o 6aThKOBI!
Hanpuxnan:

[Tane Omekciro!
[Tani IBanenko!

[Tani nupekTope (AupexTop)!
[TanoBe koseru!
[TanoBe unenu podoyoi rpymnu!
Onexcanape OnekciiioBudy!
Oneno IBaniBHO!

VY ocobucTux 3BEpTaHHSX, IO CKIAAAIOTHhCS 3 ABOX 3arajibHUX HasB, (hopmy
KJIIMYHOTO BIIMIHKAa MAae€ SIK MEpIIe CJIOBO, TaK 1 Apyre, Xo4 ApYyre CJIOBO MOXKE MATH
i (opMy Ha3MBHOTO BIAMIHKA JJIsI MIAKPECIEHHS O(IIHHOCTI TAKOTO 3BEPTAHHSI.

VY pasi HeoOxigHocTi nepen cioBom «llaney, «Ilani», «IlanoBe» ab0 BIacHUM
IM’sIM MOKe BUKOpHCTOBYBaTucs clioBo «lllanoBHmity», «IllanoBHa» abo «lllaHOBHI»
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BIIMOBIIHO, HATIPUKJIIA/;

[ITanoBHa nmani KoBanbcpka!

I'pu 3aTBepIsKeHHS JOKYMEHTA

33. JIoKkyMeHT 3aTBEPIKYETHCS MOCATOBOI0 0CO00I0 (IMMOCaTIOBUMH OCOOAMM), J10
MMOBHOBAXKEHbB SIKOi (SIKMX) HaJeXaTh MUTAHHA, 3a3HAY€HI Y TaKOMY JOKYMEHT1 a0o
po3nopsauuM  1okymeHToM Binniny. HopMatuBHO-mpaBOBI akTH  (IIOJOKEHHS,
IHCTPYKIIli, TNpaBWia, MOPSIKA TOIIO) 3aTBEPIKYIOThCS HAKa30M HayajlbHUKA
Binniny.

3aTBep/KEHHS] TMEBHUX BHUIIB JIOKYMEHTIB 3JIIHCHIOETHCS 3 MPOCTABICHHSIM
rpuda 3aTBepKeHHS (101aTOK 4).

SIKI0 JOKYMEHT 3aTBEpPKYEThCS KOHKPETHOI IOCaJ0BOK 0c000t0, Tpud
3aTBepKeHHS ckianaetbes 13 cnoBa 3ATBEPJKYHO (6e3 namok), HaiiMeHyBaHHS
ocajayd y Ha3UWBHOMY BIIMIHKY, HIAMHCY, BJIACHOTO IM’s Ta MpIi3BUIIA O0COOH, SKa
3aTBepJuiIa IOKYMEHT, 1aTh 3aTBepakeHHs. Hanpuknan:

3ATBEP/KVIO

HauaneHuk BTy OCBITH,
MOJIOJII Ta CIIOPTY
MukoJ1aiBCbKO1 CUTBCBKOT pajin
mignuc, Bimacue im’sa [TPI3BUILIE
JlaTa

VY pasi KoM JOKYMEHT 3aTBEP/IKYEThCS Haka3oM HaudajdbHUKa Bimgmimy, rpud
3arBepkeHHs ckiagaeTrhes 13 cinoBa 3ATBEP/DKEHO (6Ge3 namox), Ha3Bu BUIY
JIOKYMEHTA, SIKUM 3aTBEPJKYETHCS CTBOPEHUN TOKYMEHT, Y Ha3UBHOMY BIIMIHKY 13
3a3HauYeHHSM HOTO naTu 1 Homepa. Hanmpukian:

3ATBEPIXXEHO

Haka3 Bimainy ocBitH,
MOJIOZ1 Ta CTIOPTY
MukomnaiBChKOi CUTBCHKOT paju

12.01.2012 No 20-O/]

I'pud 3aTBepmKEHHS PO3MINIYETHCS B MPABOMY BEPXHBOMY KYTKY MEPIIOTO
apKyimia JTOKyMeHTa. Y pa3i 3aTBep/DKEHHS JOKyMEHTa KUIbKOMa TI0CaJOBUMU
ocobamu Tpudu 3aTBEPKEHHS PO3TAIIOBYIOTHCSI HA OJTHOMY PIiBHI.

Pe3zonronis
34. Pesomroris - 11e 3po0JICHHI TTOCaJ0BOI0 0CO00I0 HAIUC Ha JOKYMEHTI, IO
MICTUTh CTUCIUHI 3MICT IPUHHATOrO HEIO PIIIECHHS 11100 BUKOHAHHS JOKYMEHTA.
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Pesoutronisi cki1aiaeThesl 3 TAKUX €JIEMEHTIB: BJIACHE 1M s, MPI3BUIIC BUKOHABIIS
(BMKOHABIIIB) Yy [JaBajJbHOMY BIJAMIHKY, 3MICT JOpPYYEHHS, CTPOK BUKOHAHHS,
0COOUCTHM MIANUC KEPIBHUKA, /1aTa.

Hanpuxian:

[IpizBumie Bracue iM’st

[Tpomry miaAroTyBaTH MPOEKT HAKa3y
1o 25.05.2022

OcoOucTuii miamumc

JlaTa

S0 MopydeHHS HaJaHO KUTBKOM ITOCaJOBHUM 0C00aM, TOJJOBHUM BHKOHABIIEM
JOKYMEHTa € 0co0a, 3a3HaucHa MepIIoro.

Ha nmokymeHTax 3i CTpoKaMH BHUKOHAHHS, IO HE NOTPEOYIOTHh J0JIaTKOBHX
BKa31BOK, Y PE30JIIOIIi1 3a3HaYal0ThCSl BUKOHABEIIb, ITI/IMHAC aBTOPa PE30JIIOLIil, 1aTa.

Pe3osmrontisi mpoCTaBIsS€TECS PYKOIUCHO OC3IMOCEPEIHBO HA JIOKYMEHTI HUIKYC
PEKBI3UTY «AJnpecaT» MapajeiibHO O OCHOBHOTO TEKCTy. JSIKIIO Micus s
Pe30JIIoIIii HeIOCTaTHBO, 1i MOXKHA MPOCTABJISITH HAa BUIBHOMY BiJl TEKCTy MiCIl Y
BEPXHI YaCTHHI MEPIIOro apKylla JIOKYMEHTa 3 JIMIIbOBOIO0 OOKy, ajie HE Ha IOJIi
JOKYMEHTA, MPU3HAYEHOMY JIJIs TAIIMBAHHS.

Akimo Ha JOKYMEHTI HEMae BUIBHOTO MiCHS I pe30strorii abo JOKYMEHT
OiIJIATa€  TMOBEpPHEHHIO, a00 1€ eJIEKTPOHHUN JOKYMEHT, TO PE30JIIOIIiI0
opOpMIIIOIOTh Ha OKpPEMOMY apKylii abo cremiaJibHOMy OJlaHKy, Ha SKOMY
3a3HAYAIOTh ATy BXIAHY TOKYMEHTA, HAIPUKIIA/L:

TTo Bx. Ne 123/01-10
Bix 25.05.2022

3aroJioBOK /10 TEKCTY JOKYMEHTA

34. 3aronoBOK 10 TEKCTy (KOPOTKUH 3MICT) MOKYMEHTa TOBHHEH MICTUTH
CTUCIIMHA BHKJIAJ CYTI OKyMEHTa. 3arojioBOK 10 TEKCTY JOKYMEHTa (KOpPOTKHI
3micT), o0car sikoro mepeBuinye 150 3HakiB (I'STh PSAKIB), JTO3BOJSETHCS
MIPOJIOBXKYBATH 10 MEXI1 IpaBoro moisi. Kpamnka B KiHI[I 3ar0JIOBKa HE CTaBUTHCSI.

3aroyioBoKk (KOPOTKHH 3MICT) BIATOBIIA€ HA TUTAHHS «IPO MIO?», «KOTO?»,
«1aoro?». Hanpuknan: Haka3 (mpo mo?) mpo HaJaHHs BIAMYCTKH; JIUCT (TIPO 1107) PO
Oprasizaiiro Hapaju, MPOTOKOJI (Yoro?) 3acilaHHs aTeCTaIlliHOT KOMICii; mocamoBa
THCTPYKIIis (KOT0?) TOJIOBHOTO CIICIIAJICTA.

3aroioBOK 0 TEKCTy JMOKYMEHTa O(GOPMIIIOIOTH Y CHEIiaTbHO BiABEACHOMY
MicIri Ha OJIaHKY.

BiagmMiTka mpo KOHTPOJIb
35. BimMiTka Mpo KOHTPOIH O3HAYAE, IO JOKYMEHT B3SITO HAa KOHTPOJb IS
3a0€3IeueHHs] 10r0 BUKOHAHHS B YCTAaHOBJIEHUH CTPOK.
BiamiTka mpo KOHTPOJIb pOOUTHCA IUIAXOM MpOcTaBiieHHs JiTepu «K» uu crnoBa
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«KonTtponb» (Big pykd a00 3 BUKOPHUCTAHHSM IITaMIla) Ha JIIBOMY MOJl MEpIIOi
CTOPIHKH JIOKYMEHTa Ha PiBHI 3ar0JIOBKA JI0 TEKCTY.

Tekcr 1oKymMeHTa

36. TexcT AOKyMeHTa MICTUTH 1HGOpMAaIlito, il (piKCyBaHHA sIKO1 Hloro 0ymo
ctBopeHo. [Hdopmalis B TEKCTI AOKyMEHTa BHUKIIAIAETHCS CTUCIO, T'PAMOTHO,
3p03yMUI0 Ta 00’ €KTUBHO. JIOKYMEHT HE MOBHUHEH MICTUTH MOBTOPIB, @ TAKOXK CIIIB 1
3BOPOTIB, 5IK1 HE HECYTh 3MICTOBOTO HaBaHTaxeHHs. [1i7 yac ckiagaHHs TOKYMEHTIB
BXKUBAETHCS JUTOBUN CTHIIb, JIJISL SIKOTO XapaKTCPHUIA HEHTPATbHUNA TOH BUKIIAJCHHS,
1mo30aBJIeHU 0OPa3HOCTI Ta €MOIIHOCTI.

JIOKyMEHTH CKJIaJaloTh JCP)KaBHOK MOBOIO, KPiM BHMAJKIB, TependadyeHuX
3aKOHOJJaBCTBOM IIPO MOBHU B YKpaiHi.

TexcT mokyMeHTa OQOPMIISETHCS Y BUIIISAL CYIIUIBHOTO 3B’S3HOTO TEKCTY,
aHKETH YM TaOJIuIll 00 NUIIXOM MOE€THAHHS LIUX (POPM.

CyuunbHu  3B’SI3HMM  TEKCT JOKYMEHTa MICTUTh TpaMaTHYHO 1 JIOTIYHO
y3roJDKeHy 1H(opmalliio mpo ympaBiiHCchki aii. Taka (opma BUKIAIEHHS TEKCTY
JOKYMEHTa BUKOPHMCTOBYETBLCS ITiJ] Yac CKJIAJIaHHS I10JI0XKEHb, MOPSJIKIB, TPaBHII,
PO3MOPSATINX TOKYMEHTIB 1 JIUCTIB.

TekcT, K MpaBHUIIO, CKIAAAETHCSA 13 BCTYIHOI, MOTHBYBAJIbHOI Ta 3aKJIFOYHOI
yacTHH. BeTynmHa 4acThHa MICTUTH MiCTaBy, OOIPYHTYBaHHA a00 METy CKJIaJIEHHSA
JIOKyMEHTa, MOTUBYBaJIbHA — OOTPYHTYBaHHsI MO3UIlI{ BIIJIUTY OCBITH, Y 3aKIIOUHIM
— BHCHOBKH, IIPOIIO3UIIi1, pIIIICHHS, TPOXaHHS.

TexcTu CKJIaIHUX 1 BEIIMKUX 3a OOCSATOM JOKYMEHTIB (TIOJIOKEHHsI, MpaBuJa,
THCTPYKIIil, OIJISAU, 3BITH TOINO) MOJUISIOTECS HA PO3AUIH, MiIPO3ILIH, MYyHKTH,
miagnyHKTH. [TyHKTH Ta TIATYHKTH y TEKCTI HYMEPYIOThCA apaOChKUMH HudpamMu 3
Kpamkoro, MIANYHKTH MOXYTh HYMEpyBaTUCS 3 IyKKOr. B okpeMux Bumagkax
pO3AUIM MOXYTh TOJUISTACA Ha TJIaBH, a TAaKOXX HYMEpPYBaTUCA PUMCHKUMHU
udpamu.

37. dopma aHKETH BHKOPHCTOBYETHCS Yy pasi BUKIQJAeHHSA y IudpoBomy abo
CJIOBECHOMY BHTIIISIAI iH(pOpMaIli Mpo OJWH 00’ €KT 3a IMEBHUM OOCSATOM O3HaK.
[TocTiitHotO 1H(OpMAaIIi€l0 B aHKETI € y3arajdbHEHI HaliMEHYBAaHHS O3HAaK, 32 SKUMH
MIPOBOJUTKCS OMKUC 00’ €KTa, a 3MIHHOIO - KOHKPETHI XapaKTEPUCTHKH.

38. Tabnuuyna Qopma HOKyMEHTa BUKOPUCTOBYETHCS Y pa3i BUKJIQJACHHS Y
mudpoBoMy abo ciIoBECHOMY BUIJISAI iHQopMalii mpo Kijgbka 00’€KTIB 3a pPSIOM
O3HaK. 3arojioBKU rpad TaONHIl TMUIIYTHCS 3 BEJIHMKOI JIITEPH, MiI3arojJOBKA — 3
Masoi mitepu. Kpamku B KiHIII 3aroyioBKiB 1 MiJ3aroyioBKiB Tpad HE CTaBISTHCA.
3aroyioBKM 1 mim3arojoBku rpad Ta PSAKIB TAOIUINl TOBUHHI OyTH BUKIAACHI
IMEHHMKOM y Ha3WBHOMY BIJIMIHKY OJJHHHHU. Y 3arojloBKax 1 MiJ3aroJoBKax PsKIB i
rpad TaOMUINI BXKMBAIOTHCSA JIUIIEC 3araJIbHONPUHHATI yYMOBHI TIO3HAYEHHS 1
ckopouyeHHs. ['padm Tabmuirl, sIKi pPO3MIMIYIOTBCS Ha KUTBKOX CTOpPIHKax,
HyMmepyroTbes. Ha apyriit Ta HacTymHUX CTOpIHKAax TaOJuIll 3a3HAYAIOTHCS HOMEPU
rpad, a TakoXK y BEpXHOMY MPaBOMY KyTKY - cjioBa «[IpomoBKeHHS J0o1aTKay.
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BiaMiTkH npo HasiBHICTH 101aTKiB

39. JlogaTkm [0 JOKYMEHTIB, KpiM JOAATKIB A0 CYNPOBIJHUX JIUCTIB,
CKJIQJAl0ThCS 3 METOIO JOMOBHEHHS, MOSACHEHHSI OKpPEMHX MUTaHb a00 JOKYMEHTa B
L1JIOMY.

40. onatku 10 JOKYMEHTIB MOXYTb OyTH TaKUX BUJIIB:

JOJIaTKH, IO 3aTBEPIXKYIOTHCS PO3MOPSIAYUMH JTIOKYMEHTaMHU (TIOJI0KEHHS,
THCTPYKIIii, NpaBuiia, MOPSAJIKH TOLIO);

JOJIaTKH, 110 TIOMOBHIOIOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOT'O JIOKYMEHTA;

JOJIaTKH, 110 HAJICWJIAIOTHCSA 13 CYMPOBITHUM JIUCTOM.

41. Ha pnopartkax, 10 3aTBEPIKYIOTHCA PO3NOPAIYUMHU JOKYMEHTAMH,
POCTaBISAEThCS TpUG 3aTBEPIXKEHHS BIAMOBIAHO 10 MyHKTY 32 wmiei [HeTpykuii. ¥V
BIIMOBIAHUX MYHKTAaX PO3MOPSAIYOi YACTUHU JOKYMEHTAa POOUTHCS MOCUIIAHHS: IO
TOTAETHCS» a00 «(10JIA€THCA)».

Ha nonatkax, 3aTBEpKEHUX PO3MOPSTUMMHU JOKYMEHTAMHU, 110 JOMOBHIOIOTH
YH MOSICHIOIOTH 1X 3MICT, pOOUTHCS BIAMITKA y BEPXHHOMY IIPABOMY KYTKY MEPILIOTO
apKyla J0/1aTKa, HalpuKiIai;:

Jlogatok 5
1o Iacrpykuii
(myHKT 8)

JlomaTky TOBIAKOBOTO a00 aHANITHYHOTO Xapakrepy (rpadiku, cXemu, TabJIuIli,
CIIUCKHU TOIIIO) A0 OCHOBHOTO JIOKYMEHTa IMOBUHHI MaTH BIAMITKY 3 MOCHUJIAHHSM Ha
el TOKYMEHT, HOro JaTy 1 HoMep, HalpUKJIaI:

Homatok 1

JI0 HaKa3y BIALTY OCBITH,
MOJIOJII Ta CIIOPTY
MukosnaiBCbKOi CUTBCHKOT paju

20.01.2012 Ne 20-O 4

VY TeKCTi OCHOBHOTO JOKYMEHTa POOMTHCS BIAMITKAa MPO HASBHICTH JOMATKIB:
«I10 TOAETHCSA», «3TITHO 3 TOAATKOMY, «(M0AaToK 1)»; «BIAMOBIIHO 10 JAOAaTKa 2»
a00 «(muB. 1OIaTOK 3)».

SKmo y po3mopsa4oro JOKYMEHTa € JIMIIE OAWH JO0JAaTOK, TO HOro He
HYMEPYIOTh. 3a HasIBHOCTI KUTBKOX JOJIATKIB 3a3HAYAIOTh 1X MOPSIKOBI HOMEpH. 3HAK
«Noy mepen mupPOBUM TTO3HAYCHHSIM HE CTABUTHCA.

42. 'V TekcTi CympoBIIHOrO JHCTa BIiAMITKY TIPO HAsSBHICTh JOJATKIB
0(OPMITIOIOTH TICHSA TEKCTY JIUCTA TIepeT MiAMHUCOM, HaAIPHUKIaI;

JlopgaTok: Ha 5 apk. y 2 npum.
K10 JOKYMEHT Ma€ J0JaTKH, MOBHE HAWMEHYBaHHS SIKUX y TEKCTI He

HaBOJMUTHCS, 1X HEOOXITHO MEPEeIIuyuTH MICIAS TEeKCTY 13 3a3HAY€HHSM KUTbKOCTI
CTOPIHOK y KO)KHOMY JTOAATKY Ta KUIBKOCTI iX MPUMIPHUKIB, HAPUKIIA/:
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JlonaTku:

1. JloBigka mpo BUKOHAHHSA IUIAHY PEMOHTHUX POOIT y 3akiaaax ocBiTH 3a I kBapran
2018 p. Ha 5 apk. B 1 pum.

2. I'padix pemontaux poOit Ha I kBapTan 2018 p. Ha 3 apk. B 1 mpum.

SK110 10 TOKyMEHTa JI0Ja€ThCs IHITUN TOKYMEHT, SKUWA Ma€ JOAATKU, BIIMITKY
PO HASIBHICTH J0/1aTKa 0(OPMIISIIOTH 32 TaKOK (hOPMOIO:

HNonatok: nmuct YkpuaepxkapxiBy Bia 20 Bepecus 2018 p. No 595/04-12 1 nomaTtok 10
HBOT'0, YChOro Ha 20 apk. B 1 ipum.

SKI110 JOKYMEHT MICTUTh OUIBIIIE IECATH JOJATKIB, CKIaal0Th OIMKUC, & BIAMITKY
PO HAsIBHICTH JI0JIaTKIB O()OPMITIOIOTH K y MPUKIa/I1l, HABEICHOMY HUXKYE.

JlomaTku: 3T1JIHO 3 OMKCOM Ha 2 apK

43. lonatku opOpMITIOIOThCS, K MPABUJIO, Ha CTAaHAAPTHUX apKyllax Iarepy.
Ha npyriit 1 HacTymHI#M cTOpiHKaxX gojaaTKa poOuThes Taka BiamiTka: «IIpogoBxkeHHs
nonarka», «IIpomxoBxxeHHs noaaTka 1».

Ha pomatkax 10 TOJIOKEHb, MPaBWI, I1HCTPYKIIA TOIIO IPOCTABISIETHCS
BIJIMITKa Y BEpXHbOMY MPABOMY KyTi IEPIIOT CTOPIHKU J10JaTKa, KA BKIIFOYA€ HOMED
J0/IaTKa, 3arojJOBOK HOPMAaTHUBHO-TIPABOBOTO aKTa Ta IOCHUJAHHS Ha BIAMOBITHY
CTPYKTYPHY OJMHHUITIO.

VY KiHIIl T TEeKCTOM JI0JaTKa JI0 J0JaTKa MPOCTaBIsSE€ThCS PUCKA, 110 CBITYUTH
PO MOT0 3aKIHYCHHS.

Yci momatku 10 JTOKYMEHTIB BI3y€ TpAIiBHHK, SKHH CTBOPUB JOKYMEHT, a
TaKOXX KEPIBHUK CTPYKTYPHOT'O IAPO3AUTY IOPUAAYHOI OCOoOM, Yy SKOMY HOTO
CTBOPEHO.

CTOpIHKHM KOXHOTO JI0JaTKa MalOTh CBOIO HyMeEpaIlito.

IMipnuc

44. TlocamoBi ocobu Bimgury nDiANKCYIOTH TOKYMEHTH B MeXaX CBOIX
MMOBHOBA)KCHb, BHU3HAUCHMX HAYAIBPHUKOM BTy Ta Ha MIACTaBl BHIAHUX
JIOBIPEHOCTEH.

45. Tlignuc cKIamaeTbCs 3 HAWMEHYBAaHHS IIOCaad OCOOM, SKa IMJIMHCYE
JOKYMEHT (TIOBHOTO - Yy pa3i, KOJW JOKYMEHT HaJAPYKOBAaHWK HE Ha OJaHKY,
CKOPOYCHOI'0 - Yy pa3i, KOJH JOKYMEHT HaJpyKOBaHWM Ha OJIaHKY), 0COOHMCTOTO
MiAMUCY, BIACHOTO IMEHI 1 IPi3BUINA, HATPUKIIA:

HavaabHuk Bigginy ocBiTu,

MOJIOI Ta CIOPTY

MuxoaaiBCbKOI  CiJIbCHKOIL TITHAC Baacue iMm’s ITPI3BUILIE
paau
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abo
HavaabHuk Bigainy MIINAC Baacue iMm’a IIPI3BUIIE

46. YV pa3l HaJacuiIaHHS JIOKyYMEHTa y MamnepoBii opMi OJHOYACHO KILTBKOM
YCTaHOBAaM MIAMUCYEThCS TUIBKK OpUTiHAJ, SIKAW 3aJMILAEThCS Yy crpasi Bigaury, a
Ha MICIS PO3CUJIAIOTHCS 3aCBIAYEHI KOMii.

47. JIOKyMEeHTH MIAMUCYIOThCS, SIK MPABUIJIO, OJIHIEIO MOCAI0BOIO 0CO00I0, a y
pasi, KOJM 3a 3MICT JOKYMEHTAa HECYTh BIJMOBIIAJBHICT, KUIbKAa 0Ci0 (aKTH,
¢iHaHCOBI TOKYMEHTH TOIIO), — JBOMa abo Ouibiie mocagoBuMu ocobOamu. [Ipu
IbOMY MIAMUCU TIOCAJOBUX OCI0 PO3MILIYIOTHCS OJIMH IMiJl OJHUM BiJIOBIHO 0
nianopsaKoBaHocTi ocid. Hampuknan:

HavaabHuk Bigainy TIITHC Baacue im’a ITPI3BUIIE
I'osioBHMIA OyxraaTep TITHC Baacue im’a ITPI3BUIIE
48. 'V pa3i nianucaHHs CIUTLHOTO JOKYMEHTa KiIbKOMa 0co0aMu, SIKi 3aiMaroTh

OJIHAKOB1 MOCajy, iX MIANUCH PO3MILIYIOTHCS Ha OJAHOMY PIBHI 1 CKPIIUTIOIOTHCA
HeyaTKaMy yCTaHOB, HAIIPUKIAL:

HavaabHuK Bigaiy ocBiTH, MOJIOdI HavaabHuk Bigginy ocBitn,

Ta copTy MHKOJIAIBCHKOI KYJbTYPH, MOJIOJi TA CIIOPTY

CUIbCBHKOI paau Hu:kHBOCHPOBATCHKOI CLUIBCHKOI
paau

nignuc Baacue im’s IIPI3BUIIE nignuc Baacue im’s ITPI3BUILE

BiIOMTOK repOOBOi MevYaTKu B1IOUTOK repOOBOT MEYaTKH

JIOKyMEHTH KOJIETiaJbHUX OpPraHiB MiAMHCYIOTh TOJO0BA KOJETIAIBHOTO OpPraHy
(rooByroumit) 1 ceKpeTap, HaPUKIAI:

I'os10Ba koJierii I ITHC Baacue im’st ITPI3BUIIE
CexpeTap koJerii iITHC Baacue im’st IIPI3BUILLE

49. V pa3si BIACYTHOCTI MOCaJ0BOi 0coOM, HaliMEHYBaHHS TOCAaH, MPI3BUIIE,
BJIACHE IM’s SIKO1 3a3HAYEHO Ha TMPOEKTI JOKYMEHTa, WOro MiAmucye ocoba, Mo
BUKOHYE i1 000B’s13KH, 200 11 3aCTYNHUK. Y TakOMy pa3i 000B’SI3KOBO 3a3HAYAOTHCA
dakTUyHA TIOCama, BIIACHE IM’S 1 Mpi3BHINE OcOoOM, sSKa TiAmMcana JOKYMEHT, MPHU
I[bOMY BHIIPABIICHHS BHOCUTh PYKOMUCHHUM CIIOCOOOM 0co00a, sKa TMIiAIUCYE
noKyMeHT. He jomyckaeThes mi yac MinuCcaHHs JOKYMEHTAa CTaBUTH MPUUMEHHHK
«3a» uu paBOOIUYHY OXUITY PUCKY TIepe]l HAWMEHYBaHHSM TIOCA/]IH.

VY pa3i 3aMillleHHs] KepiBHUKA 3a HAKa30M NpH MIANUCI JOKYMEHTIB, OKpIM
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(1HAaHCOBUX, [0 HallMEHYBaHHS MOCaaud JOJAIOTHCA CJIOBa «TrmuacoBo
BUKOHYIOUHN 000B’a3Kk1» a00 «T.B.0.».

50. 3acBigueHHS EIEKTPOHHOIO JOKYMEHTa 3JIHCHIOETbCA 3a JIOMOMOTOKO
€JIEKTPOHHOTO U(POBOro MIAMKUCY 3TIHO 13 3aKOHOJaBCTBOM.

51. dakcuminbHE BIATBOPEHHS MIANUCY MOCAJ0BOiI 0COOM Ha OprasizaliiHo-
po3nopsaIunX, (piHAHCOBUX, OYXTaJITEPCHKUX JOKYMEHTaX HE JOMYCKAEThCS.

52. YV pa3i ctBopeHHs BigauioM aokyMeHTa y mamnepoBiid ¢opMi 3a HasiBHOCTI
JUIsE UOTrO OOTPYHTOBAHMX MIACTAaB JJIA IX MOJAJIBIIOIO HaJACHIAHHA YCTaHOBaM
JUIOBOZIOM CTBOPIOETHCS B YCTAHOBJICHOMY MOPSJKY €JIEKTPOHHA KOIIisl MarnepoBOro
OpUTiHANY BIAMOBIJHOTO JOKYMEHTA, SIKa HAJICUJIAEThCS ajJpecaTaM 4Yepe3 CHCTEMY
€JIEKTPOHHOT B3a€MO/I1i OpraHiB BUKOHABYOI BJIAJIH.

Bi3u Ta rpu¢g noromxeHHs
JJIS1 IOKYMEHTIB, 110 CTBOPIOIOTHCS Y Naneposiil popmi

53. V pa3i BUHUKHEHHs MOTpeOr B MPOBEASHHI OI[IHKHU JOIUIBHOCTI CTBOPESHHS
JOKYMEHTa, HOro oOrpyHTOBAHOCTI Ta BiIMOBIIHOCTI 3aKOHOJABCTBY 3/I1MCHIOETHCS
IIOTOJDKCHHS IPOCKTY JIOKYMEHTA.

54. TloromxeHHsT MOXe 3IMCHIOBATUCH SIK y BUIAUIL MTOCA0BOI0 0CO0O0I0, sKa
BIJIMOBIJTHO JI0 iX KOMITETEHIIIi BUPIIIYIOTh MTUTAHHSI, OPYIICH] B MPOEKT1 JOKYMEHTa
(BHYTpIIIHE TIOTOJDKEHHS), TaKk 1 3a il MeXaMH IHIIMMH 3aiHTePEeCOBAHUMU
yCTaHOBaMU (30BHIIIIHE TIOTOKECHHS).

55. BuayTpimHe noromkeHHs oQopMIISEThCS NUITXOM MPOCTABIISIHHS Bi3H. Biza
BKJIFOYA€E: ocoOucTUi mianuc, BiacHe iM’s, Tpi3BHUINE 0COOH, sIKa BI3yE€ JTIOKYMEHT,
JaTy Bi3yBaHHS 13 3a3HAYEHHSM Yy pa3i moTpeOu HaliMeHyBaHHs TIOCAIH 1€l 0coOn

56. Biza mpocTaBiISIETBCSA SK Ha JIMIIBOBOMY, TaK 1 Ha 3BOPOTHOMY OOIli
OCTaHHBOT'O APKYIa MPOEKTY JTOKYMEHTA, SKIIO MICISI JUIsl BI3yBaHHS HA JIMIIbOBOMY
0oIll OCTAaHHBOT'O apKyIlla JOKYMEHTa HEIOCTaTHhO. Bi3W mNpoCTaBISIIOTBCS Ha
IPUMIPHUKAX JTOKYMEHTIB, IO 3aJIUIIAIOTHCS Y BIILTI.

57. 3ayBaxkeHHS 1 MPOMO3UII 1O MPOEKTYy TOKYMEHTa BUKIAJAIOTHCA Ha
OKpPEMOMY apKyIIIi, PO 10 Ha IPOEKTI POOUTHCS BIJMOBITHA BiIMITKA:

HavaabHuk Bigainy miamuc Baacue im’st ITPI3BUIIE
3ayBakeHHs i Mpono3uuii 101aAK0THCA.

Jlara

[Ipo HasBHICTH 3ayBa)keHHS 00OB’S3KOBO MOBIIOMIISIIOTH OCO01, SIKa MiMUCYE
JOKYMEHT.

58. Ilepemix mocamoBux 0Ci0, SKi MOBWHHI 3aBi3yBaTh JTOKYMEHT, BHU3HAYa€
MPAIliBHUK, SSKUH CTBOPIOE TIOKYMEHT, BUXOISTUU 3 HOTO 3MICTY.

59. Tlopsimok Bi3yBaHHSA NPOEKTIB HaKa3iB HayajdbHUKA BIAAUTY BU3HAYCHUU
po3auioM «CKIIaJieHHs] AESKUX BHUIB JOKYMEHTIB. PO3NOpSKEHHS, Haka3wy i€l
[HCTpYKIII.
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60. 3a 3MicT JOKyMEHTa, SKUM BI3ye€TbCs KUIBKOMa Oco0amu, Takl 0coOu
BIJIMOBIJAOTH 3T1IHO 3 KOMIIETEHLIEIO.
61. Sxmo mig yac Bi3yBaHHS 3’SICY€THCs, IO B MIATOTOBICHUN 10 MIiAMUCAHHS
JOKYMEHT HEOOX1IHO BHECTH ICTOTHI 3MIHHU, BiH OTPeOy€e MOBTOPHOTO BI3yBaHHS.
62. 30BHIIIHE TOTrOKEHHS NPOEKTIB JOKYMEHTIB O(OPMIISAETHCS apKylleM
MOTO/)KEHHs, Tpu(OM  MOTOJKEHHS, JOBLAKOIO MPO  MOTOMKEHHsS, abo
MPEJCTAaBICHHSIM TPOTOKOIY OOTOBOPEHHSI MPOEKTYy JOKyYMEHTa Ha 3acilaHHi
KOJIET1aJIbHOTO OpraHy. SIKImo AOKYMEHT MOTroJKye IocajioBa 0coda CTOPOHHBOT
IOPUANYHOI 0COOM, JO TIOBHOBA)XKEHb $IKOI HAJIEKUTh TOTOJKEHHS IHTaHb,
HaBEJCHUX Yy IbOMY JOKYMEHTI, TO T'pHU(] TNOTOJKEHHSA CKJIAJa€ThCA 31 CJIOBa
[NOI'OJI’KVYIO, naiimenyBaHHs mnocanu (HaliMEHyBaHHS IOPUAMYHOI OCOOM €
CKJIaJIOBOIO YaCTHHOI HalMEHYBaHHS MOCaJIN), OCOOMCTOTO MiMUCY, BIACHOTO 1M1,
npi3BUIIA OCOOU Ta J1aTH MOTOKEHHS.
ITpuxnan:
HOoroAXKYHIo
Havanbauk CyMCbKOro ynpasJaiHHA
I'Y lepxnpoacnoxuBciry:k0Ou
Ykpainu B Cymcbkiil o0JacTi
CkBapua O.A.
Jlara

SKIIO MOKYMEHT IMOTO/DKYIOTh 3 1HIIMM JOKYMEHTOM (JTUCTOM, MPOTOKOJIOM,
aKTOM, TOINIO), TO Tpud moromkeHHs ckiaamaerbes 31 cioBa [IOI'OJDKEHO, na3su
BUJTY TIOTO/[)KYBAJILHOTO JJOKYMEHTA B HA3MBHOMY BIIMIHKY, HOTO JJaTH Ta HOMEpa.
[Tpukian:

MHNOT'OAKEHO

IIpoTokoa 3acinanus

KoJIeril Bty ocBiTH,

MOJIOIi Ta CIIOPTY
MuKk0J12aiBCHKOI CiJIbCHKOI paau
Hata No

63. I'pud moro/KkeHHsI CTaBUTHCSA HWK4Ye pekBi3uTy «llimmuc» Ha AUIILOBOMY
a00 3BOPOTHHOMY OOIll OCTAaHHBOTO APKYIIa MPOEKTY JOKYMEHTa, SKIIO MICIS s
HBOTO Ha JIMIIbOBOMY OOIli OCTAHHBOTO apKyIlla HE BUCTAYAE.

64. YV pasi Komu 3MICT JOKYMEHTa CTOCYETBhCS OUIbIIE HIX TPHbOX YCTaHOB,
CKIIAJAEThCS «APKYI TOTOHKSHHS», MPO IO POOUTHCS BIiAMITKA B JOKYMEHTI Ha
MicIli Tpuda MOToKEHHS, HATPUKIAI:

APKYII NOTOzKEHHS 101A€THCA.

Apxynr moroxeHHsT 0(OPMIIIETHCS 32 TAKOO (OPMOIO:

APKYUI INTOTOKEHHSA

Ha3Ba npoekTy 10KyMeHTa

HaiimenyBanHst mocaam mignuc, Biaacue iM’s, IIPI3BUIIE

Jlara
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[Tignuc mocagoBoi 0COOM CKPIMIIIOETHCA TepOOBOI0 MEYATKOK ab0 MEeYaTKOo
IOpUIMYHOI 0coOU (Y pasi AKIIO BOHA €).

Y pa3i TOro/UKeHHsS JOKYMEHTa KUIbKOMa IOCaJOBUMHU oOcobamu abo
KOJIET1aJIbHUMH OpraHaMu OPUANYHOI 0cOO0M 0(OPMIIIOIOTH BIANOBIAHY KUIBKICTb
rpudiB MOroKeHHs. SKIIO JTOKYMEHT IMOro/KYIOTh ABI MOCagoBI ocoOu abo aBa
KOJIeT1aJdbHI OpPraHu IOPUAWYHOT ocoOu (FOPUAMYHUX 0Ci0), rpudu MOTroIKEHHS
PO3MIIIYIOTh Ha OJHOMY DPIiBHI TOPU30HTAIBHO, a SIKIIO OUIbIIE JABOX — HA OJHOMY
PiBHI TOPU30HTAIBHO BEPTUKAIBHUMHU PSJIKAMU B JOBUIBHOMY MOPSIKY.

65. KoxkHa 3 ycTaHOB, SIKi HaJiCIaHO MPOEKT JOKYMEHTAa Ha IOTOJKEHHS,
MO’K€ HAJ]aBaTH OKPEMMI apKylll MOTro/KeHHs a00 apKyll MOroJKEHHS NepelaeThes
3aIliKaBJI€HUM 0co0aM y MOCIiA0BHOCTI, BU3HAUEHIH 1i€t0 [HCTpyKIi€tO.

66. 30BHIIIHE TOTOJKEHHA B pa3i NMoTpedu, BU3HAUEHO! 3aKOHOJABCTBOM,
3MIMCHIOETHCS B TaKiil OCI1IOBHOCTI:

3 YCTaHOBaMH OJIHAKOBOI'O PIBHA Ta IHIIUMHU YCTAHOBAMH;

3 TPOMAJICBKUMU OpTaHi3allisiMu;

3 OpraHami, ki 3J1iCHIOIOTh JIep’KaBHUI KOHTPOJIb y MEeBHIN cdepi;

3 YCTaHOBaMH BUIIOTO PIBHS.

BinouTok meyaTku

67. Ha noxymeHTax, 0 3aCBIIUYIOTh IIpaBa TPOMAJISH 1 HOPUANYHUX OCi0, Ha
SKuX (PIKCyeTbes (aKT BHTPATH KOIITIB 1 MPOBEACHHS OIlepalliii 3 mMaTepialbHUMH
IIHHOCTSAMHM, MIAINAC TOCaAoBOi (BIAMOBIZANBHOI) OCOOHM CKPIILTIOETHCS TepOOBOIO
rmeuaTkoro Bigaury. Ilepeinik I1HIIMX JOKYMEHTIB, IIJIIUCH Ha SKUX HEOOXIJIHO
CKPIILUTIOBAaTH IepOOBOIO MEYATKOIO, MOAAHUM Y AOAATKY 5 mo IHCTpykiii (mmepelrik
MOXKE KOPUTYBAaTHCS HadaJlbHUKOM Bimmainy Ha miAcTaBi HOPMaTHBHO-TPABOBUX
JIOKYMEHTIB).

68. BigOuTok meyaTku, Ha SKii 3a3HAYCHO HallMEeHYBaHHS Bigmiay , CTaBHThCA
TaKOXX Ha KOINSAX JOKYMEHTIB, IO HAJICHIAIOTBCA B IHINI yCTAaHOBH, Ta Ha
PO3MHOKEHHUX MTPUMIPHHKAX PO3MOPSIUNX TIOKYMEHTIB y pa3i po3CHIaHHS.

BigOUTOK MEeYaTKH CTaBUTHCA TAaKUM YHWHOM, I[00 BIH OXOILTIOBaB OCTaHHI
KiIbKa JITep HaMEHYBaHHS IIOCAJAN OCOOH, sSIKa MiJNucaia JOKYMEHT, aj¢ He IIIIHC
OCca0Boi 0coOHr, a00 HA OKPEMO BUILIICHOMY JIJIS IIBOTO MICIIi 3 BiAMITKOI0 «MII».

69. Hakasom HauanpHuKa Binmiry BU3HAYAETHCS TOPSAIOK BUKOPUCTAHHS, MICIIE
30epiraHHsg TrepOOBOI TEYATKH, IHIIMX II€YaTOK 1 IITaMIIiB, II0CaI0BI 0COOH,
BIIMMOBIMAJIBHI 3a X 30epiraHHsA, a TAaKOX IEpeIiK JOKYMEHTIB, IMIJIMHUCH Ha SKHX
CKPITUTIOIOTHCSI TEPOOBOO TIEYATKOTO.

BinmiTka npo 3acBigueHHs
nanepoBUX KOMiil JOKYMEHTIB
70. Bimzin Moke 3acBiIUyBaTH KOIIi JUIIE THX JOKYMEHTIB, III0 CTBOPIOIOTHCS
B HbOMY, a TaKOX Yy BHUIIaJIKax, nepeadadeHux B ab3aill ApyromMy LbOr0 IMYHKTY.
Komiss noxkyMeHTa BHUTOTOBISETHCS 1 BHAAETHCS TUIBKU 3 JI03BOJIy HaYaJIbHHKA
BiauTy. Y pa3l MiArOTOBKM JOKYMEHTIB JI1 HAJaHHS CYJOBUM OpraHaM, Mija Jac



19

BUPIIICHHS TWTaHb IIOJAO0 TMPUHHATTA TPOMAAsSH Ha poOOTy, CTaKyBaHHS,
3aCBIAYEHHA I1X TpPYIAOBHUX, JKUTJIOBMX Ta IHIIMX MpaB Yy B3a€EMOBIIHOCHMHAX 3
BIJIIUIOM, a TaKOX M1 4ac (opMyBaHHSI 0COOOBUX CIPAB MPAL[IBHUKIB BIAJILTY MOXKE
BUTOTOBJISITA KOMIii JOKYMEHTIB, BUJAHUX IHIIUMH yCTaHOBaMM (KOTMIi JUILJIOMIB,
CBIJIOITB TIPO OJIep>KaHHs OCBITH Tomo). Biamitka «Komis» mpocTaBisieTbesl Ha
JUITLOBOMY 0OIIi Y BEpXHBOMY ITPABOMY KYTKY MEPIIOro apKylia JOKYMEHTA.

/1. Hanuc npo 3acBiq4eHHs JOKYMEHTA B MarnepoBiil (opMi CKIATaEThCs 31 CIIB
«3rigHo 3 opuriHaiom» (6e3 janok), HaWMEHYBaHHS MMOCaaud, OCOOMCTOro MIAMHUCY
oco0u, sika 3acBiTUy€e KOIIit0, ii BIIACHOTO IMEHI1 Ta MPI3BUIIA, JATH 3aCBITYEHHS KOMIii
1 IPOCTaBJISAETHCS HUKYE PEKBI3UTY AJOKyMeHTa «Ilimmucy.

VY Bumajkax, BHU3HAYCHUX 3aKOHOJABCTBOM, KOINi JOKYMEHTIB 3aCBiIUyIOThH
BiIOMTKOM medaTku Bimainy abo nedatku « st Komiiiy.

[Tpuxman:

3riaHo 3 opUriHagoM

HavanbHuK Bigginy ocBiTH,

MOJIOi TA CIIOPTY

MuKk0J1aiBCHKOI CilIbCHKOI paau

IMigmuc Baacue im’a ITPI3BUIIE

Jlata BinouTok nmeyaTku

JIoKkyMeHTH, BUKJIQJICHI Ha JIBOX 1 OUIbIIEe apKyIllax, MOBHHHI OyTH MPOIIUTI B
C1oCi0, 110 YHEMOXKIIMBITIOE TX po3’eqHAHHS 0€3 MOPYIIIEHHS IIUTICHOCTI.

72. Ha xomisix BUXITHHMX JOKYMEHTIB, IO 3aJIUIIAIOTLCSA Yy CIpaBaX, MOBHHHI
OyTH BiI3M MOCAI0BUX OCI0, 3 SKUMH BOHH TOTOJ[KEH1, Ta BI3W BUKOHABIIIB.

Korist JokymeHTa MOBUHHA BIIOBIIATH OPUTIHATY

BiaMiTky npo cTBOPeHHsI, BAKOHAHHS JOKYMEHTA
73. BimomMoCTi Mpo BUKOHABIlS JOKYMEHTa CKJIQJIAIOTHCA 3 TAaKMX CJIEMEHTIB:
BJIACHE 1M’S Ta TPI3BUINE TNpAIiBHUKA, SIKMA CTBOPUB JOKYMEHT, 1 HOMEp HOro
CITy’)K00BOTO 200 MOOUTBHOTO TeIehOHY
[Tpukian
Ounena Hikitenko 0663180730

VY BHyTpIIIHIX JOKYMEHTaX JOMYCTHUMO 3a3HAYaTH JUIIE MPi3BUIIE BUKOHABISI
JIOKyMEHTa 1 HOMep HOro cIIy>k00BoOro Tenedony.
[Tpukian
HikiTenko 0663180730

JlomycTuMo depe3 KOMY 3a3Ha4yaTH JEeKiTbKa HOMEpiB TenedoHiB, 3a SKUMH
MOXHA 3B’ S13aTUCh 3 BUKOHABIIEM.
[Tpukian
Ounena Hikitenko 0663180730, 0984609752

B oaHomMy AOKyMeHTI MOXYThb OYyTHM 3a3Ha4€Hi BIJIOMOCTI MpO JEKUIbKa
BHUKOHABIIIB
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[Tpukitan
Ounena Hikitenko 0663180730
Mupocaasa I'aspuinrok 0984609752

BinomocTi mpo BUKOHAaBIS JOKYMEHTa 3a3HAYalOThCS B HIKHHOMY JIBOMY
KYTKY Ha JIMIIbOBOMY OOIll OCTAHHBOT'O apKyIlla ManepoBOro JOKYMEHTA.

74. Ilicns 3aBepiieHHS poOOTH 3 JOKYMEHTOM MPOCTaBISE€TbCA BIAMITKA PO
fioro BUKOHaHHS. BinMiTKa Mpo BUKOHAHHS JOKYMEHTa CBIIYUTH MPO TE, U0 pOoOOTY
HaJ JTOKYMEHTOM 3aBEepIIEHO 1 HOTro MOXKHA JOJYYUTH 0 crlpaBu. BinmiTka moxke
MmicTuTH cioBa «Jlo cmpaBu» (0e3 namok), HOMep CIpaBu, MOCWUJIAHHS Ha JaTy 1
peecTpaliiHui 1HJIEKC JTOKYMEHTa, SIKMM 3acBiauye WOro BUKOHaHHsS (a00 KOPOTKi
BIJIOMOCTI TPO BUKOHAHHS), HaWMEHYBaHHS IIOCajay, WIAMUC, BJacHe 1M’ Ta
Npi3BUIIE BUKOHABIIS, AaTy OQPOPMIICHHS BIJIMITKH.

[Ipukmagu:

o cnpasu 02-04

JIucT-BigmoBias Bix 25.05.2022 Ne 2055/01-25

TI'osoBHmit cneniagict Ocoducruii mignuc Baacue im’a ITPI3BUILE

Jara

Akio J0OKyMEHT He MoTpedye MUCHhMOBOI BIATOBII, 3a3HAYAIOTHCS KOPOTKI
BIIOMOCTI NP0 BUKOHaHHA. [liAmuc 1 maTy BiIMITKA MPOCTABIISE€ TPAIiBHUK, SKUAN
CTBOPUB JOKYMEHT, a00 HavYaJbHUK. 3a3HAaYCHUH PEKBI3UT MPOCTABISETHCS BiJl PYKH
y JIBOMY KYTKY HH)KHBOTO TIOJISl TIEPIIOT CTOPIHKH.

o cnpasu 02-29

IIuTanHs BUpilIEeHO MO3UTUBHO Y TeJie(poHHIH po3moBi 25.02.2022
TI'osoBHmii cneniagict Ocoductuii mignuc Baacue im’s IIPI3BULIE
Jlara

75. BigmiTka mpo HAAXOKEHHS MarnepoBOTO JOKYMEHTa 0 BIAAUTY OCBITH
MPOCTABIISETHCA 3a JIOMOMOTOI0 IITaMIla, aBTOMATHYHOTO HyMepaTopa 4Yd IITPUX-
KOJy Ha JHUIILOBOMY IOJi y TMpaBOMY KYTKY HHKHBOTO TMOJSI TEPIIOrO apKyiia
OpUTIHANY JOKyMeHTa. EjemMeHTaMu 3a3HAYeHOTO0 PEKBI3UTY € CKOpPOYeHE
HallMEHYBaHHS BIJJIUTY OCBITH, peECTpaliitHuil iHJeKe, nata (y pa3i moTpedu roanHa
1 XBIWJIMHN ) HAJIXO/KCHHS JOKYMEHTA.

3anmc npo aep:KaBHY peecTpaiio
76. 3amuc Tpo JAEpKaBHY PEECTPAIil0 POOWTHCS HA HOPMATHBHO-TIPABOBHX
akTax (Hakazax HadaJbHUKA BUIJIUTY OCBITH), BKIIFOUCHUX J0 C€IMHOTO JASPKaBHOIO
pEECTPY HOPMATHBHO-TIPABOBHUX aKTIB y ['OJIOBHOMY TEpUTOpIiaIbHOMY YIPaBIIIHHI
roctuilii y CyMchKiil 001aCTl B YCTAHOBJIEHOMY 3aKOHOJABCTBOM MOPSJIKY.
Ha nmepmiii cTopiHIll HOpUMIPHUKA HOPMATHUBHO-NIPABOBOIO  aKTa JJid
MPOCTABJIEHHS BIIMITKH PO JEp>KaBHY pEeCTpallilo MOBUHHE OyTH BUibHE Micie (60
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x 100 mutiMeTpiB) y BEpXHbOMY NIpPaBOMY KYTKYy MiClii HOMEpa akTa 4d rpuda
3aTBEPKECHHS.

CxiaieHHs 1eIKMX BUIB JOKYMEHTIB
HAKA3HU

7/7. Haka3u BiaUly OCBITH pailiepKaaMIHICTpalii BUAAIOTHCA SK PIILICHHS
OpraHi3aIiifHO-pO3MOPSATIOT0 YN HOPMATHBHO-IIPABOBOTO XapaKTePy.

3a 3MICTOM yHOpaBIIHCHKOT Jii HaKa3W BHUJAIOTHCS 3 OCHOBHOI AISUTBHOCTI,
aJIMIHICTPATUBHO-TOCTIOAPCHKUX 200 KaIPOBUX NMUTAHb.

Hakasu no Bigainy 3rigno 3 [1osokeHHsIM po BiJI1IT BUIAIOTHCS HAYAIbHUKOM
Bigainy BininoBiaHO 10 HOTO KOMIETEHIIII.

78. IIpoexTr HakKa3iB 3 OCHOBHOI JiSTIBHOCTI, aJIMIHICTPATUBHO-TOCTIOAAPCHKUX
IUTaHb TOTYIOTHCS Ha BUKOHAHHS JJOKYMCHTIB OPTaHiB BJa/IM BUIIIOTO PIBHS, a TAKOXK
TOTYIOTHCS Ta MOAAIOTHCS BIIMOBIIAILHUMU 0COOAMH Ha MIACTaBI PillIeHb (BKa31BOK)
HavyaJbHHUKA BIIJIUTY OCBITH.

79. IIpoexTr Haka3iB 3 KaJpOBUX MUTaHb (OCOOOBOTO CKJIAY): PO MPUUHSITTS
Ha poOOTy, 3BUIBHCHHS, HAaJAaHHS BIIMYCTKH, BIAPSJDKEHHS TOIIO TOTYIOTHCS Ha
MIJICTaBl JONMOBIMHUX 3alMCOK KEPIBHUKIB IIAMOPSJAKOBAHUX 3aKjajiB, 3asB
IpaIiBHUKIB, TPYJOBUX JOTOBOPIB Ta IHIIUX JOKYMEHTIB.

80. Haka3u mignmucyroThcs HadaJlbHUKOM Bimminy, a B pa3i #oro BiICYTHOCTI -
II0CaJI0BOI0 0CO0010, SIKa BUKOHYE Horo 000B’s13kH. Ilicis miamucaHHsS Haka3y 3MIiHU
710 HOT'O BHOCSITHCA JIMIIIE IIJITXOM BHUJIaHHSI HOBOT'O HaKa3y PO BHECEHHS 3MiH.

81. Haka3z odopmisieTbcsi Ha BIiAMOBITHOMY OJaHKy. 3MICT Haka3y KOPOTKO
BUKJIAJIAETHCSI B 3ar0JIOBKY, 110 MOYMHAETHCA 3 MpuitMeHHuKa «I[Ipoy» 1 ckiamaeThes
3a jomoMorow  BimpmieciaiBHoro iMeHHuka («IIpo 3atBepmkenHHs...», «lIpo
BBeNeHHS...», «IIpo cTBOpeHHs...»,) abo imeHHuka («IIpo mimcyM™mku...», «lIpo
3aX0/IH...»).

82. Tekct Haka3y 3 MHUTaHb OCHOBHOI JISUTBHOCTI Ta 3 aJMIHICTPAaTUBHO-
rOCIOAAPChKUX MUTAHBb CKIAMAETHCS 3 JBOX YACTHUH - KOHCTATYIOUOi (TIpeamOynn) i
pO3MOPSIUO].

VY KOHCTaTyIOUiil YaCTHHI 3a3HAYAIOTHCS MPABOBA IMiICTaBa, OOTPYHTYBaHHS a00
MeTa BHJIaHHS PO3MOPSIHKCHHs. 3a3HaueHa YacTHHA MO)Ke TounHaTtucs 13 ciiB «Ha
BUKOHAHHS», «3 METOI0» TOIIO. SIKII0 JOKYMEHT BHIA€THCA Ha MIACTaBl 1HIIIOTO
pPO3MOPSATIOTO JOKYMEHTa, y KOHCTATYIOUi YacTWHI 3a3HA4YalOThCS Ha3Ba BUIY
IIOTO JTOKYMEHTa, HOro aBTOp, JaTa, HOMEP Ta 3arojoBOK (3a HEOOXiTHOCTI —
PEKBI3UT peecTparlii B oprani toctuilii). Kpamnka B KiHIlI KOHCTaTYHO4Oi YaCTUHU HE
CTaBUTHCA.

Posmopsimua vactmHa Hakazy mnounmHaeTbes 13 crnoBa «HAKA3VYIO», mo
JIPYKY€ETHCSI 3 HOBOTO PsiIKa BEJIUMKUMHU JiTepaMu Oe3 BIACTYIY Bij JIIBOTO MOJS 1
JIATIOK, MICTST YOTO CTaBUTHCSA JBOKpamka. Po3mopsiya dYacTHHA TOIUTIETHCS HA
MYHKTH 1 MIJMYHKTH, 10 HYyMEPYIOThCS apaObChbKUMH IudpamMu. Y KOXKHOMY MYHKTI
MOBMHHI OyTH 3a3Hay€Hl BUKOHABII (MiANOPAIKOBaHI 3akiaau abo0 KOHKPETHI
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nocanoBi (ciy>)k00B1) 0coOM), KOHKpPETHI 3aBJaHHS (AOPYYEHHS) 1 CTPOKH iX
BUKOHaHHsS. BHUKOHaBLI MOXYThb OyTH Ha3BaHI TaKOX Yy3araJlbHEHO, HANpPHUKIAJ:
«r0JIOBaM BUKOHKOMIB CUIBCBKHX Paa», «KEPIBHUKAM MIAMOPSIKOBAHUX 3aKIIAIIBY.
[Tpu bOMy, SIK TIPAaBHJIO, HE 3aCTOCOBYETHCS HANUCAHHS HEKOHKPETHHUX JOPYYCHD,
0 MICTATh CJIOBA: «IPUCKOPHUTHY», «IOJIIMIIUTHY», «AKTHBI3yBaTH», «3BEPHYTH
yBary» TOIIO.

83. Skmio Haka3oM BIIAMIHSETHCS TMOMEPEAHIN PpO3MNOPSIAUUNA JOKYMEHT, Y
PO3MOPSAAUIN YaCTUHI 3a3HAYAETHCS IYHKT, SIKUM TOBUHEH MOYMHATUCS 13 CJIIB:
«BuszHath TakuM, IO BTpPaTUB YHWHHICTH,...». Haka3, SKHUM BHOCSATHCS 3MiHH,
0(OPMITIOETHCS 3 ypaxXyBaHHSIM TaKUX BUMOT: 1) 3aroioBOK Haka3y MOYMHAETHCS 31
ciiB «[Ipo BHECEHHS 3MIH JI0 HakKa3zy...» 13 3a3HAYCHHSM JaTH, HOMEpPA, Ha3BU BUIY
pPO3MOPSATIOTO JOKYMEHTA, JI0 SKOTO BHOCSTHCS 3MIiHHW; 2) pO3MOpsa4a YacTHHA
Haka3y MOYMHAEThCs 3 MYyHKTY: «1. BHect no Hakazy ..Taki 3MIHH:» y pasl
BUKJIQJICHHS 3M1H y TEKCT1 Haka3y; «1. BHecTu 10 Haka3y... 3MiHHU, 1O JOJAIOTHCA.» Y
pa3i BUKIAICHHS 3MIH y BHIJISI OKPEMOro JOKyMeHTa; JSIKIIo0 3MIHM 10
pPO3MOPSATYOTO JOKYyMEHTa OGOPMIISIOTHCS Ha OKpPEMOMY apKylil (apkymiax), y
NEPIIOMY MTYHKTI PO3MOPS Y0 YaCTHHU HaKa3zy 3a3HavaeTbes: «1) BHecTn 3MiHm 10
... (TO1arOTHCS)».

84. OcTaHHIA TYHKT pO3MOPSAIYOT YACTUHU B pa3l MOTPEOM MOXKE MICTUTH
pIlICHHS TpO TOKJIAJCHHS Ha MIMOPSIAKOBaHUM 3akiag abo MmocamoBy 0co0y
(GyHKIIH 3 KOOpAMHALIT Y KOHTPOJIIO 32 BUKOHAHHSAM 3aBJaHb.

85. Jlo Haka3iB HE MOXKE BKJIIOYATHCS MYHKT «(HaKa3 JOBECTH /O BiOMa...».
YcraHoBH, X MATOPSAKOBAHI 3aKJIaJid, MTOCAA0BI (CIIy»)KO0B1) 0coOH, 10 BiTOMa SKHX
JOBOJIUTHCA PO3MOPSIUNM TOKYMEHT, 3a3HAYalOThCS B CIHUCKY PO3CUJIKH, IO
PO3POOHUK FOTYE pa3oM 3 IPOEKTOM PO3MOPSATIOTO TOKYMEHTA.

86. Haka3u 3 kaapoBuX nMUTaHb (0COOOBOTO CKJIaay) OGOPMIISIOTECS Yy BUTIISIL
IHAUBINYaTbHUX 1 3BEICHUX. B IHIUBIIyaIbHUX MICTUTHCS 1H(OpMAIIiS PO OTHOTO
npaliBHUKa (CIiBpOOITHHUKA), Y 3BEJCHUX - MPO KUIBKOX, HE3aJICKHO BIJ TOTO, SKi
YOPaBIIHCBKI PIICHHS IIOAO0 HUX MPUUMAIOThCs (MPUHHATTS Ha POOOTY,
MPU3HAYCHHS Ha MOcay, MepeBeACHHS Ha 1HIITY rocaay (poOoTy), 3BUIBHEHHS TOIIIO).

87. 3MICT IHIMBIAYadbHOTO HaKa3zy 3 KaJpOBUX MHUTaHb (0OCOOOBOTO CKIIAY)
CTHCJIO BUKIAJAETHCS B 3arojioBKy, IO TMOYMHAETHCA 3 mpuiiMeHHuka «IIpo» i
CKIIAJIa€ThCS 32  JOTOMOTOI0  BIIIECTIBHOrO IMEHHHWKa, Hampukiam: «lIpo
Npu3HaYeHHs...», «lIpo TDpUUMHATTA...». VY 3BEICHUX PO3NOPAIKEHHAX MOXKE
3aCTOCOBYBATHCh y3arajbHEHUH 3arojioBok, Hampukian: «IIpo kaapoBi MUTaHHSY,
«IIpo ocoboBwmit ckIagy.

88. ¥V TekcTi Haka3iB 3 KaJpOBHUX MHTaHb (0OCOOOBOTO CKIAIY), SIK MPABHIIO,
KOHCTaTyl04Ya YaCTHHA HE 3a3HAYAETHCS, KPIM BUMAAKIB IPU3HAYCHHS Ha mocagay abo
3BUTPHEHHS 3 MOCAJM KEPIBHHUX MPAIiIBHUKIB OPTaHOM BHIIOTO PiBHSA a00 3a IHIIOIO
MpoLeyporo. Y TakoMy pasi B KOHCTATYIOUiid YaCTHHI HABOAWTHCS TMOCHJIAHHS Ha
BIIMOBITHUIM TTPaBOBUM aKT OpraHy BUIIOTO PiBHS B Takiil MOCIIJOBHOCTI: BUJI aKTa,
HWOro aBTOp, AaTa, HOMEP, MOBHE HANMEHYBAaHHS.

89. Po3nopsiiua yacTrHa HaKa3y 3 0COOOBOTO CKJIa/ly TOUMHAETHCS, K MPABUIIO,
3 giecnoBa y ¢opmi indimitmBy: «I[IPUMHATH», «JIPU3HAUNTH»
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«ITEPEBECTWN», «3BIJIBHUTW», « BIAPAIANTN», <HAJATN», «OI'OJIOCUTN»
Tomo. Jlam 3a3HavyaroThCA BEIUMKUMH JIITEpAMU MPI3BUILE MpAlIBHUKA, HA SKOIO
MOIIUPIOETHCA 1Sl Haka3y, 1 MaJIUMH - 1IM’sl, IO OAaTbKOBI NpalliBHUKA Ta TEKCT
Haka3y. Y 3BEIEHHMX Haka3ax Mpi3Bulla OCi0 y Mekax MyHKTIB PO3MIILYIOThCS 3a
angaBiTOM.

90. ¥V nHakazi npo npu3HaueHHS a00 3BUIBHEHHS IMpalliBHUKA 3a3HAYAETHCS
MOBHA JaTta (YMCIO, MiCSlb, piK) (AKTUYHOrO BUXOAY TMpalliBHUKA Ha POOOTY
(MpUINUHEHHS TPYIOBUX BIJHOCHH), PO3MIPH HOro MmocajgoBOro OKJIaAy BiIMOBIIHO
710 IITATHOTO PO3MUCY, Ha10ABOK Ta JOTLIAT.

91. V 3BeseHMX Hakazax 3 KaJpOBUX NHUTaHb (0COOOBOro Cckiamy) A0
pO3MOPSAIYOI YACTUHU BKJIIOYAETHCS 1HQPOpMaLlid, IO PO3MIIIYETHCA B TaKid
NOCJIIOBHOCTI: MPUUHATTS Ha mocany (cimyxOy), mepeBelneHHs, 3BUIbHEHHs. [lpu
IIbOMY JIO OJIHOTO 3BEAEHOT0 HaKa3y He MOXe BKIIIOYaTUCA 1H(pOpMallis, 1110 3T1THO 13
3aKOHOJJABCTBOM Mae€ Pi3H1 CTPOKH 30€piraHHs.

92. YV K0>)XHOMY IyHKTI HaKa3y 3 KaJpOBUX MUTaHb 3a3HAYAETHCS MiJICTaBa MI0JI0
fioro BumaHHSA (3asdBa TMpalliBHUKA, KOHTPAKT, JOMOBIJHA 3allMCKa, PIilICHHS
aTecTaIifHo1 KOMicIi TOII0).

93. Tlix yac o3HAHOMIIEHHS 3 HAKa30M 3 KaJ[pOBUX MUTaHb, 3raJJAHUMU B HbOMY
ocobaMH Ha TEPIIOMY TPUMIPHUKY MPOCTABISAIOTHCSA IX MIAMHUCH i3 3a3HAYCHHSIM
JaTH O3HAHOMIICHHS.

94. CninpHUI HaKa3 yCTaHOB OJHOTO PiBHS O0(OPMIISETHCA HA YUCTUX apKyIIax
narnepy dopmary A4 (210 x 297 munimerpiB). HepxkaBuuii ['ep6 Ykpainu min gac
opopMJIEHHS TaKMX Haka3iB He BIiATBOploeThbcs. HaliMeHyBaHHS — ycTaHOB
PO3MINIYIOThCS HA OJHOMY pIBHI, @ Ha3Ba BUIY NOKyMEHTa - mocepenuHi. Jlata
CIUILHOTO HaKa3y MOBMHHA OYTH €MHOIO, BIAMOBIAATH JaTi OCTAHHBOTO IIJIMHKCY, a
peecTpaliiHuil 1HIEKC JOKYMEHTa - CKJIaJaTHUCSA 3 PEECTpAIlifHUX 1HACKCIB, IO
IIPOCTABIISIIOTECS Uepe3 MPaBOOIYHY MOXHUIY PHUCKY B IOCHIAOBHOCTI IMiAMHCAHHS
posnopskeHHsl.  Posmopsigua  dyacTMHa  MOKE  TMOYHMHATHCS 13 CJIOBa
«30BOB’A3YEMOp. Tlinnucu KepiBHUKIB YCTAHOB PO3TAIIOBYIOTHCS HIKYE TEKCTY
Ha OJIHOMY PiBHI 1 CKPIIITIOIOTHCS T€POOBUMH TeYaTKaMH IUX yCTaHOB. KUTbKICTH
MPUMIPHUKIB CHUIBHHUX HaKa3iB IMOBHMHHA BIAMOBINATH KUIBKOCTI YCTaHOB, IO iX
BUJIAIOTb.

95. Tlopsmok IMMATOTOBKM HOPMATHBHO-TIPABOBHX AaKTiB, IO MIJISATalOTh
JepkaBHIM peecTpanii B MIH'TOCTI, HOr0 TEPUTOpIaTbHUX OpraHax, BHU3HAYAETHCS
3aKOHOJABCTBOM.

96. Haka3u HymepyrOThCA B MOPSAJIKY 1X BUJAHHS B MEXaxX KaJEHIApPHOIO POKY.
Haka3u 3 OCHOBHOI [iSTTBHOCTI, AaJMIHICTPATUBHO-TOCIIOAAPCHKUX THTAHb Ta
KaJIpOBUX MHUTaHb (0OCOOOBOTO CKIIaTy) MAalOTh OKpEMY MOPSAKOBY HymMmepaiiro. [Ipu
[IbOMY HaKa3W 3 KaJpOBUX MHUTaHb (0COOOBOTO CKIIAJy) MO3HAYAIOTHCS JIITEpamMu
«K», mpo HamaHHS MIOPIYHUX OIJIAYyBaHUX BIAMYCTOK - «Bimy», 3a BmacHUN paxyHOK
«K/Tp», KOPOTKOCTPOKOBI BIAPSIAXKEHHSI B MEKax YKpaiHH Ta 3a KOpJIoH — «B», mpo
npeMitoBaHHs — «K/3», 3 aniMiHICTpaTUBHO-TOCIOAAPCHKUX MUTaHb - «Al'TD» (B ToMy
YUCJI1 CTATHEHb), OCHOBHOI A1sIbHOCT1 — «O/]».
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97. Komii Haka31B 3aCBIIYYIOTHCS 1 HAJICUJIAIOTHCS 3a1HTEPECOBAHUM yCTaHOBAM,
[I0CaJ0BUM 0CO0aM.

IMPOTOKOJIN

98. V¥V mnporokonax ¢ikcyeTbcsi 1HGOpMAIlL MPO XiA BEACHHS 3acifaHb,
OPUUHATTS y BIIAUN pilIEeHb KOMICISIMHU, JOpaJyUMHU OpraHaMu, 300pamMu TOLIO.
[IpoTokon ckiamaeTbcsd Ha MIJCTaBl 3amUCIB, 3pO0JIEHUX Oe3MmocepeaHbo MiJ Yac
3aciJlaHb, MOJAHUX TEKCTIB Ta T€3 JIOMOBIIEH 1 BUCTYIIIB, TOBIJOK, MPOEKTIB PIlIECHb
TOLLO.

99. Ilporokosn MOXYTh CKJIaaaThcs B TOBHIM abo crtuchit ¢opmi. VY
NPOTOKOJIAX, CKIAJAEHUX Y CTUCHIN (opmi, (IKCYIOThCS JIMILE MPUHUHATI pIICHHS, a
HE X171 OOrOBOPEHHSI TUTAHHS.

100. ITporokon oopmiIsieTbcsl Ha UUCTOMY apKyuli nanepy popmaty A4 (210 x
297 mutiMeTpiB) 3 O30BXKHIM PO3TalllyBaHHSIM PEKBI3UTIB.

101. Jlatoro mpoTOKOIYy € JaTa MPOBEJEHHS 3acifaHHs. SIKiio 3acimaHHs
TPUBAJIO KUTbKA MJHIB, TO 4Yepe3 TUPE 3a3HAYAIOTHCS MEPIIUN 1 OCTaHHIN JCHb
3aciJaHHA.

102. Homep mpoTOKOTy MMOBWHEH BiATIOBIIaTH MOPSIKOBOMY HOMEPY 3aciaHHsI.
Hywmepaiiist mpoTOKOIIB BEETHCSA B MEXaX KAJICHIAPHOTO POKY OKPEMO 32 KOKHOIO
IPYIIOI0 TMPOTOKOJIB 3aciiaHHS BIAMOBIIHOTO OpraHy: €KCIEPTHUX KOMICIH, paj
TOIIO. Y PEKBI3UTI «MicClle 3acCiIaHHs» 3a3HAYAETHCS Ha3Ba HACEJIEHOrO IyHKTY, B
SIKOMY BIJIOYJIOCS 3aCiJJaHHS.

103. 3aroyioBoK 10 TEKCTY MPOTOKOJY MOBUHEH BiOOpa)kaTu BHJ 3aciJaHHs
(mapana, 300pu, KoH(pEpeHIIis Tomo) ado AiILHOCTI (KOMicisa, podoya rpyma ToIo) i
BKJIFOUATH HA3BY BHUY JOKYMEHTA.

104. TexkcT NpOTOKOJY CKJIAAAETHCS 3 BCTYITHOI Ta OCHOBHOI YaCTHH.

105. ¥V BcTynHIM 4YacTHHI NPOTOKOJY 3a3HAYarOThCS MPI3BUINA Ta I1HINIAIU
rojIoBU a00 TOJOBYIOYOTO, CEKpeTaps, 3alpolleHHX, a TaKOoX MPHCYTHIX oci0. Y
CIIUCKY TPHUCYTHIX 3a3HAYAIOTHCSA B al()aBITHOMY MOPSAKY CIOYATKy MPI3BHUINA Ta
HIIIa]TM TIPUCYTHIX MOCTIHHUX YIEHIB KOJIETIATLHOTO OpraHy 0e3 3a3HadeHHs Mmocas,
MOTIM - 3alpOIIEHUX OCI0 13 3a3HAaYEHHSAM IOcaj Ta B pa3l MoTpebu HalilMEHYyBaHb
yCTaHOB. SIKIO KUTBKICTh MPHUCYTHIX MepeBHInye 15 ocid, 3a3HavyaeThes iX 3araibHa
KUTBKICTh 3 TIOCHJIAHHSAM Ha CIIMCOK, IO JOJAETHCS 0 MPOTOKOIY. BeTynHa yactuna
BKIIFOYA€ TIOPANIOK JCHHUH - TMEpelik pO3TIsSHYTHX Ha 3acilaHHl MHUTaHb, IO
PO3MIIlICHI B TOPSAKY iX 3HAYYIIOCTI 13 3a3HAYCHHSAM JIONOBiJladya 3 KOXKHOTO
nutaHHsA. [lopsamok JneHHWN maeThesl HaAOpUKIHI BeTynmHOT dYactwHH. (CroBa
«llopsimok neHHUI» APYKYIOTHCS Bi MEXI JIBOTO TIOJIS, TICIAS HHUX CTaBUTHCS
nBokpanka. KokHe MUTaHHA HYMEPYEThCS apaOChKUMHU HUPPaMH 1 IPYKYEThCA 3
a63airy. @opMyBaHHS MHUTAaHb y TOPSAKY JIEHHOMY IMOYHHAETHCS 3 MPUHMEHHUKA
«IIpo».

106. OcHOBHa YacTWHA MPOTOKONY CKJIQAAEThCS 3 PO3JAUIIB, L0 MOBUHHI
BIMOBIIATH TMYHKTaM MOPSAKY JeHHOro. Po3numm HyMepyroThcs apaOChbKUMU
urdpamu 1 OyIyI0ThCs 32 TAKOK CXEMOIO:
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CIYXAJIIM - BUCTYIIWIN - BUPIIINIIN (YXBAJIWJINA,
I[TOCTAHOBUWJIN).

3a3HayeHl cloBa JAPYKYIOTbCA BEJIUKUMHM JIITEpaMH O€3 BIACTyNmy BT Mexl
niBoro moJst. [Ticns ciiiB cCTaBUTHCS ABOKpAIKa.

107. Ilicns cnoBa «CJIIYXAJIN» 3a3HayaeTbcsi TEKCT BUCTYIY OCHOBHOI'O
nonoBigava. [lpi3Buie Ta iHIimMiaJdM KOXXHOTO JOMOBiAadya JIPYKYIOTHCS 3 HOBOTO
psaaka. TekcT BUCTYIy BHMKIANA€TbCid B TPeTid 0cobi onHuHU. Tekctu abo Te3u
JIOTIOB1JII Ta BUCTYMIB, OQOPMJIIEHI K OKpPEM1 JOKYMEHTH, A0 TEKCTYy IPOTOKOIY HE
BKJITIOYaroThCs. [licist BimoMocTeil mpo M0ToBifada CTaBUTHCS THUPE 1 3a3HAYAETHCS:
«Texcr momnoBiil (BUCTYITY) A0JIA€THCS 10 MMPOTOKOIY».

108. Iicns cnoa «BUCTYIIMIIN» dikcyroTbes BUCTYNH THX OCIO, SIK1 B3sUIU
ydyacTb B OOroBopeHHi JomoBiail. Bucrtynu odopmistoTbess B MNPOTOKOIL 13
3a3HAYCHHSIM TI0CaJ, MPI3BUIIl Ta IHIIlIATiB MPOMOBIIIB Yy HAa3UBHOMY BiJMIHKY, a
TaKOX 3 BUKIAJIEHHAM 3MICTY NMHUTAaHHS Ta BIAMOBiEH Ha HBHOro. 3MICT BUCTYMIB
BUKJIQJAETHCS BiJl TPEThOI OCOOU OTHHHH.

109. Ilicna cnosa «BUPIHIINIINY» («YXBAJIMIN», «IIOCTAHOBWJINY)
(GiKCYeTbCS TPUAHATE PIMICHHS 3 OOTOBOPIOBAHOTO MHUTAHHS TMOPSJKY JEHHOTO.
PimienHs moBuHHE OyTHM KOHKPETHUM 1 BKJIFOYATH CKJIQJIOBi, IO BIAMOBIIAIOTH Ha
TaKki TMUTaHHSA: KOMY, IIIO 3pOOUTH 1 B SKWUH CTPOK. PillICHHS, IO MICTATH KijdbKa
NUTaHb, MOAUIAIOTh HA MYHKTA 1 MIANYHKTH, [0 HYMEPYIOTbCS apabChbKUMU
mudpamu. [lianyHkTH HyMepyrOThCs udpaMu 3 TyKKOIO.

110. V pa3i konu Ha 3aciiaHHI NMPUUMAETHCSA PIMICHHS PO 3aTBEPKEHHS
JOKYMEHTa, SKUH OOroBOpIOBAaBCS Ha 3aciliaHHi, Led JOKYMEHT JO0JIa€ThCs 0
OPOTOKOJIY 1 B HbOMY pOOUTHCA TMOCUJIAHHS HAa HOMEp 1 JaTy MpPOTOKOdy. 3a
HAsIBHOCTI 1HIIUX JIOKYMEHTIB, 11O PO3TJISIaIUCs Ha 3acijaHHl Ta GpakT 0OroBOpeHHs
AKUX OyJo 3adiKCOBAaHO B TEKCTI IMPOTOKOIY, BOHHM HYMEPYIOTHCS apabChKUMHU
mudppamu (Jomarok 1, Jlomatok 2). Y BiAmOBIAHUX MYyHKTaX MPOTOKOIY POOUTHCS
NMOCWJIAaHHS Ha Il J0oJaTKW. PekBi3UT «BigMiTKa TMpo HASBHICTH JOAATKIBY»
HAIIPUKIHIII TEKCTY MPOTOKOIY HE 3a3HAYAETHCH.

111. TIpoTokon MiANKCY€EThCA TOJOBYIOYMM Ha 3aciaHHI Ta ceKperapeM, abo B
IHIIOMY TIOpPSAAKY, BU3HAueHOMY [loJOKEHHSIM TIpO BIANMOBIAHUI KOJIETiaTbHUHN
opras.

112. esiki mpoTokoiu 3acifaHb (METOJAMYHHUX, €KCIEPTHUX, HAYKOBUX paj i
KOMICIif TOIO) Y BHU3HAYCHOMY YWHHUM 3aKOHOJABCTBOM TMOPSIKY MiJIATAIOTH
3aTBEPKEHHIO. Y TaKOMY pa3i MPOTOKOJ MOBUHEH MaTH TpU( 3aTBEPIKEHHS.

113. Komii mpoTokojiB a0 BUTATH 3 HUX 3aCBITYYIOTHCS IMEYATKOIO BIIALTY 1
HAJICWJIAIOTRCS B pa3i MOTpeOM 3alHTEPECOBAHUM YCTaHOBAM, IMOCAZAOBUM 0co0aM,
npariBHuKaM. CIIUCOK PO3CWIIKHU CKIIAJAE 1 MIMUCYE CEKpeTap

CJHYXBOBI JIMCTHU

114. CnyxO00B1 JHCTH CKIAJAIOThCS 3 METOK0 OOMIHY 1H(OpMALIED MIXK
YCTAaHOBAMH SIK:
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BIJINOB1/I1 MPO BUKOHAHHS 3aB/laHb, BU3HAYCHHUX B aKTaX OPraHiB AEp:KaBHOI
BJIaJM BUIIOTO PIBHS, TOPYYECHHSX BUILKUX MOCAJI0BUX 0OCi0;

BIJINOB1/I1 Ha 3alUTH, 3BEPHEHHS, a TaKOX KopecmnoHjeHiito BepxosHoi Panu
Ykpainu;

BIJINOB1/11 HA BUKOHAHHS JOPYYEHb YCTAHOB BUIIIOTO PIBHS;

BIJIMOBI1/I1 HA 3alUTH THIIMX YCTAHOB; BIJMOBI/I1 HA 3BEPHEHHS TPOMAJISIH;

BIJIMOBI1/I1 HA 3aUTH Ha 1HGOPMAIiIO; 1HII[IATUBHI JIUCTHU, CYIPOBIIHI JUCTH.

115. Cnyx0oBuil nuct ohOpMIISETECA Ha CHEIIAIbHOMY JJIsl JIUCTIB OJIaHKY
dopmaty A4 (210 x 297 miniMeTpiB). SIKIIO TEKCT JIMCTA HE TIEPEBUIILYE CEMU PSJIKIB,
BUKOPHUCTOBYIOTH OJ1aHK popmaty A5 (210 x 148 munimeTpiB).

116. Jluct Mae Takl peKBI3UTH: JaTa, PEECTpalliiHUN 1HAEKC, MOCUJIAHHS Ha
peecTpaiiiHuil 1HAEKC 1 AaTy JOKYMEHTa, Ha SIKMM Ma€ThCsl BIMOBiAb, aapecar,
3aroJIoBOK 10 TEKCTYy, TEKCT, BIAMITKA MPO HASBHICTh JOJATKIB (y pa3i motpedu),
MIANKC, BIIMITKA PO BUKOHABIIS.

JlaToro JmcTa € Jara WOro MIAMHCAHHS, IO TOBHMHHA 30iratucs 13 JaTOlO
peecTpalrii BUXiIHO1 KOPECTIOHICHIIIT y BII LTI,

Jluct, opopmiienuit Ha Onanky popmary A4 (210 x 297 MiniMeTpiB), TOBUHEH
MaTH 3aroJI0OBOK JI0 TEKCTY, 110 BIATIOBIA€ HA MMUTAHHS «IIPO IO ?7».

117. OCHOBHUM pPEKBI3UTOM CIIY>KOOBOTO JIMCTa € TEKCT, IO, SK IPaBHUIIO,
CKJIQZAE€ThCS 3 IBOX YACTUH. Y TEPIii YaCTHUHI 3a3HAYAETHCS MIPUYMHA, IMiJIcTaBa abo
OOTpYHTYBaHHS MIATOTOBKH JINCTa YU HABOASTHCS TMOCWJIAHHS HAa JOKYMEHTH, IO
Oynu miACTaBOIO JJig WOro ckiajeHHs. Jlpyra yacTuHa BKIIIOYAa€ BHCHOBKH,
IIPOTIO3UITIT, TPOXaHHS, PIICHHS TOIIO, 1[0 PO3MIIIYIOThCS 3 ad3aIry.

118. SIx mpaBuiI0, y TUCTI OPYIIYETHCS OHE MTUTAHHSI.

Texkcr nmucTa BUKIIAMA€ThCS BiJl MEPIIOi 0COOM MHOXUHHU 3 BUKOPUCTAHHSM CIIIB:
«IIPOCHUMO TOBIJOMHUTH...», «P03’ICHIOEMO, II10...» ab0 B TPeThOi 0COOM OJHWHU -
«BIIALT THHOPMYE...», «BIIILT BBaXKa€E 3a MOIUIbHE». CIIy»KOOBI JTUCTH MIAMUCYIOThCS
BIJIMOBIIHO 10 MyHKTY 45 miei IHcTpykiii. ['epOoBOIO MEdaTKO 3aCBIAYYIOTHCS
JIUIIIE TapaHTIHHI JTUCTH.

119. Cnyx00Buli IHCT Bi3y€ MPAIiBHUK, SKUW CTBOPUB JOKYMEHT, KEpIBHUK
BIIUTY, y pa3i moTpedu (K0 B JIUCTI MOPYIIYIOTHCS BaXKIMBI Ta MPUHIUIIOBI
MUTaHHS) - KEPIBHUKHU 3aiHTEPECOBAHUX CTPYKTYPHHUX MIAPO3A1TIB, @ TAKOXK TOJIOBU
CUIbCHKOT pamu (KEepIBHHMK amapary) BIAMOBIAHO IO PO3MOALTY OOOB’SI3KIB (SKIIO
JIUCT TTOBUHEH MIAIHUCYBAaTH rOJI0Ba aJAMIHICTpaIIii).

JOKYMEHTHU 10 3ACIJAHDb KOJIET'TAJIBHUX OPT'AHIB

120. ITiarotoBka Ta odOpMIICHHS JOKYMEHTIB JO 3acianb Kojierii Bimmiry
MPOBOMASITECA 3 METOK 3/IICHEHHSI T[OBHOBaXEHb, Mepen0auyeHUuX YUHHUM
[TomoxeHHsIM  TIPO  KOJIETitO,  IHIIMX  KOHCYJIBTATHBHO-IOPAIYUX  OpPTraHiB
3M1MCHIOETHCS B MOPSAAKY, Iepe0aueHOMY MOJ0KEHHSIMU MPO 1[I OPTaHHu.

121. 3acizanHst IpoBOASTHCS BIAMOBIIHO O 3aTBEPI>)KEHUX IUIAaHIB iX poOOTH Ta
B pa3i noTpedu 3a pillleHHSIM HayaJlbHUKA.
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Y mmani poboTu 3aciaHb KOJErii 3a3HavyaroThbCsl MHUTAHHS, IO TOBUHHI
pO3MIIsIAATUCS, JaTa PO3TJsy, MPI3BHUINE, IHIMIAIM JAOMOBiJaYa, CTPOK MOJaHHS
JIOKYMEHTIB.

3aTBepXKCHUH PIIICHHSM KOJIET1i 11aH poOOTH 3acijaHb KOJIET1i I0BOJUTHCS 10
BiZloMa ii 4JIeHIB, KEPIBHUKIB HaBYAJIBHUX 3aKJaJiB, 1HIIMX 3alllKaBICHUX OCiO.
JlolaTKOB1 MUTaHHA 0 3aTBEPIXKEHOIO IJIaHy poOOTH MOXYTb OyTH BKIIOYEHI 3a
pilieHHsM rosioBu Koserii. Cekperap koJierii iH(POpPMYye BCiX WIEHIB KOJIerii Ta
BI/IMOB1TAJIbHUX BUKOHABIIIB PO BHECEH1 JI0 TUIAHY 3MIHHU.

122. JIOKyMEeHTH 3 MUTaHb, 1[0 BHOCSATHCS Ha PO3TJISA 3acCiJaHb KOJIerii, MTOBUHHI
MoJaBaTUCA HE TMI3HINIE HDK 3a I'SATh JIHIB JO 3acCiJlaHHs, a B pa3l MPOBEJICHHS
1103a4epProBOro 3aciIaHHs - HE MI3HIIIE HIXK 32 OJIUH JICHb.

123. JIokyMeHTH, MIATOTOBJICHI JJIsl PO3TJISAY Ha 3aciiaHH1 KOJIET1l, TT0Iat0ThCs
710 BIIALTY.

124. Y pa3i npoBeJieHHs 3aKPUTOTO 3aciaHHs KOJerii (3aKpUTOro 0OroBOPEHHS
OKpPEeMHX THUTaHb) MiJATOTOBKA JOKYMEHTIB 3JIHCHIOETHCS 3 JAOTPUMAHHSAM IOPSJIKY
poOOTH 3 JOKYMEHTAaMH, 10 MICTITh 1HPOPMAIIiIO 3 OOMEKEHUM JOCTYIIOM.

125. Cekperap KoJyierii 3[IMCHIOE KOHTPOJb 3a CBOEYACHUM IIOJIAHHSIM
JOKYMEHTIB Ha pO3IJIAJ Ta MepeBips€ iX Ha HasgBHICTb y IMOBHOMY O0O0Cs31 Ta
npaBUIbHICTE O(opMmieHHs. JOKyMEHTH, MOJlaHl 3 MOPYIICHHSM YCTaHOBJIEHOTO
HOPSAIKY 1 CTPOKIB, 10 PO3TJISAY HE IPUHMAIOTHCS.

126. IIpoTokoa KOXKHOTO 3acCiIaHHs KOJETiaJIbHOTO OpraHy CKJIaJaeThCs 3
ypaxyBaHHSIM BUMOT, 3a3HaueHUX y myHKTax 120 - 126 miei [HcTpyKIii.

127. PimeHHs 3acimaHb KoJerii peani3yroThCs MIJISXOM BHIAHHS Haka3iB. Y pasi
noTpeON BUKOHABISIM HAJCUIIAIOTHCS BHUTSATH 3 MPOTOKOMIB. BUTATH 3 MpOTOKOIB
3aCBITYYIOTHCS MEYATKOIO BIIJILTY.

JOKYMEHTHU ITPO CJOYKBOBI BIIPA/KEHHSA

128. Ciy>x00B1 BIAPSIKEHHS MPaIiBHUKIB OQOPMIISIOTHCS y TIOPSIAKY Ta 3T1THO
3 ¢gopMaMu TOKYMEHTIB, IIO0 BH3HAYCHI YMHHHM 3aKOHOJABCTBOM 1 3aTBEpKCHI
BIJIMOBITHUM HaKa30M HavalbHUKA BIAUTY OCBITH.

[IpamiBHUKM BTy OCBITH Yy CIy>)kKOOB1 BIAPS/KEHHS HAMPABIAIOTHCS Ha
IiJICTaBl HaKa3iB HaYaJIbHUKA Bimmainy.

129. Cny>x00Bi BiIpsiKEeHHS. MAIOTh MepeadadaTrcs mianaMmu poootu Bigaimy.

VY pa3i BUHMKHEHHs MOTpeOW y HANpaBICHHI MpalliBHUKA Yy BIAPSIHKCHHS, HE
nependadeHe TUIAHOM POOOTH, KEPIBHUKOM TOTYETHCSI Ta HAAE€THCS HE MI3HINIE HIXK
3a TpW 100M A0 TOYATKY BIAPSKEHHS JOMOBIIHA 3alMyicKa HA iM’S HaYaJlbHUKA, B
AKIA 3a3HAYAETHCS MPO T€, KyAH, HA SKUH CTPOK, 3 SKOK METOI0 BIIPSIKAETHCA
MpaIliBHUK.

130. ITicas moBepHEHHS 3 BIAPSHKCHHS MPAIiBHUK BiATOBITHO O BU3HAYCHOT'O
MOPSZIKY TOTYE y TPUASHHUN CTPOK MUCHMOBHI 3BIT MPO BiAPSIHKCHHS (BUKOHAHHS
3aBJaHHA), a TaKOX IOJIa€ 3BIT MPO BUKOPUCTAHHS KOIITIB y CTPOKH, BU3HAYEHI
3aKOHOJIABCTBOM.

3BITH TPO BIAPSKEHHSI (BUKOHAHHS 3aBJIaHHsS) Ta MPO BUKOPHUCTAHHS KOIITIB
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MIAMUCYIOTBCS MPALIIBHUKOM, KM MepeOyBaB y BIAPAKEHHI, Ta MEPEAAlOThCs 10
OyxranTepchbKoi ciryxou Binaury.

1. OPTAHIBAIIIA JOKYMEHTOOBIT'Y
TA BUKOHAHHSA JOKYMEHTIB

Bumoru moao pauioHasizanii 10KyMeHT000iry

131. JJoxyMeHTOOOIT - Iie¢ TPOXO/KEHHSI JOKYMEHTIB y Bimaini 3 MoMeHTy ix
CTBOpEHHS a00 oJIep KaHHS JI0 3aBEPIICHHS BUKOHAHHS a00 BiIITpaBICHHS.

JIokyMeHTH He3alle’)KHO BiJ crocoOy ¢ikcarii Ta BiITBOpeHHsS iH(opMarlii
POXOJAATh 1 OMPAILOBYIOTHCS Yy BUIJAUN HAa €IUHUX OpraHi3alliiHUX Ta MPaBOBUX
3acajax oprasizailii JOKyMeHTOO0O0Iry.

132. EdexTuBHa opraHizallis JOKYMEHTOO00ITy mepeadayvac:

IPOXOKEHHS JOKYMEHTIB HAHKOPOTIIMM HIISIXOM;

CKOPOYCHHS KUIBKOCTI IHCTAHI[IN, O SKUX TMMOBUHHI HAAXOIUTU JOKYMEHTHU
(HampuKJIaI, i 9Yac MOTOKEHHS);

OJTHOPA30BICTh ONEpAIliil 3 ONMpaIlfOBaHHS JJOKYMCHTIB, YHUKHCHHS JTYOJTFOBaHHS
i 9ac poOOTH 3 HUMH,

IEHTpaTi3allito, 30Cepe/PKEHHST  3IHCHEHHS  OJHOTHUIIHUX  Omepamii 3
JIOKyMEHTaMH B OJTHOMY MICIIi;

palioHanbHe pO3TalllyBaHHS Y BT pOOOYUX MICIIb.

133. Ilopsimox JOKYMEHTOOOITY periaMeHTYEThCS i€l [HCTPYKIi€0, YHMHHUM
PernamMeHTOM, TMOJOXKEHHSIMHU TPO BIAALI, MOCAJOBHUMHU IHCTPYKI[ISIMA Ta I1HIIMMH
PO3IOPSATINM JOKYMEHTAMH HaYaJIbHUKA BIIILTY.

134. V pa3i BOpoBa)KCHHS CHCTEMH aBTOMAaTH3allil JLJI0BOACTBA a00 CHCTEMH
€JIEKTPOHHOTO  JOKYMEHTOOOITY BIZAUI  po3po0Oisie  perjaMeHTH poOoTH 3
JIOKyMEHTaMH B €JICKTPOHHIN (popMi.

135. Opranizaiiis JOKYMEHTOO00ITy B pa3l 3acTOCyBaHHS 3ac00iB aBTOMAaTH3aIlii
JIOBOJICTBA TTIOBUHHA 3a0€3IEYUTH JIUIIE aBTOMATH30BAaHHWH CITOCIO OINMpaIroBaHHS
JIOKYMEHTIB 13 MOYKJIMBOCTSIMH 3acO0IB aBTOMAaTH3AIli IJTOBOCTBA.

001K 00CATY JOKYMEHTO000Iry

136. OGcsar mOKyMEHTOOOITy - 1€ CymMapHa KUIBKICTh OTpUMAaHHUX (BXITHHX) 1
CTBOPEHHMX Yy BiAAUI (BHYTPINIHIX, BHXIJHWX) JOKYMEHTIB 3a TEBHHH TNepioj
(xBapTai, pik).

137. TlimpaxyHOK KUIBKOCTI JOKYMEHTIB 3MIACHIOETBHCS 3a PEECTPAIMHUMHU
dbopMamu B MICIISIX IX peecTpaitii.

3a oauHuUI0 O0miKy OepeTbcs JOKYMEHT. PO3MHOXEHI NpPUMIpHUKH,
OMpalboBaHl BIAAUIOM JIOKYMEHTOOOITY TMIApPaxOBYIOThCS OKPEMO Ha OCHOBI
MPUUHATOT CUCTEMH OOJIIKY JOKYMEHTIB.

OO6niKk  JAOKYMEHTIB  3AIMCHIOETBCA 3a TPYNoO  JOKyMeHTIB. OkpeMo
MiAPaxoBYIOTHCS 3BEPHEHHS TPOMAJISH.
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IIpuiiMaHHs Ta NePBUHHE ONPANIOBAHHA J0KYMEHTIB,
10 HAAXOAATH A0 Bii1y OCBiTH

138. JloctaBka JOKYMEHTIB [0 Bu:u:uﬂy 3MIMCHIOETBCS, SK TMPaBUJIO, 3
BUKOPUCTAaHHSAM 3acO0iB IIOIITOBOTO 3B’SI3Ky 1 E€JIEKTPO3B’s3KYy, a TaKOXK
Kyp’ €PCBKOIO CIIYKO00I0.

[Tomroro Ta 4epe3 Kyp €pCbKy  CIy»XkO0y JOCTaBISE€THCS  NMHCHMOBA
KOPECTIOH/IEHIIIs, TIOIITOB1 KapTKH, OaHaepoil, IpiOHI MaKeTH, a TaKOX NEepioJUuUHI
JPYKOBaHi BUIaHHS.

Kanamamu  enekTpo3B’s3Ky  JOCTAaBISIIOTbCA:  Tejerpamu,  (akcorpamu,
TeneOHOTpaMH, CJIEKTPOHHI JIOKYMEHTH 13 3aCTOCYBAHHSM  CJICKTPOHHOTO
u(poBOro MIANKCY Ta JOKYMEHTH B €JIEKTPOHHIM ¢opmi 0e€3 elneKTPOHHOTO
g poBoro mianucy (y CkaHoBaHiil ¢popmi).

139. Vc¢i nokyMeHTH, 110 HaAXOAITh MpuiiMaroThes y Bigaun. PekomenaoBana,
crerjianbHa Ta KOPECMOHACHIIIS 3 OTOJOLIEHOO IIHHICTIO TPUMUMAETHCS M1l PO3MUCKY
B KypHali, peecTpi ab0 MOBIJOMIIGHHI MNpO BpY4YEHHSA. Y pa3l HaJIXOJKEHHSA
KOpEeCTOHACHIIIT 3 BIMITKOIO « TepMiHOBO» (hIKCYEThCS HE JUIIE J1aTa, a 1 TOJAUHU Ta
XBUJIMHU JIOCTaBKHU. Y pa3i MOMIKOKEHHS KOHBEpTa POOUTHCS BIAMOBIAHA BIIMITKA
B MIOILITOBOMY PEECTPI.

140. V Bigaini TOKyMEHTOOOITY pO3KpPHUBAIOTHCS BC1 KOHBEPTH, 332 BHHSITKOM
THUX, 1[0 MAIOTh HAITUC «OCOOUCTO.

KonBepTtu 30epiratoTbest 1 T0JAOThCA A0 JOKYMEHTIB y pasi, KOJW JIMIIE 3a
KOHBEPTOM MOXXHAa BCTAaHOBUTH aJpecy BIANpPaBHUKA, dYac BIANPABICHHS Ta
OJICp)KaHHS JOKyMEHTa a00 KOJHM B KOHBEPTI BIJICYTHI OKpeMi JOKYMEHTH YH
BCTAHOBJICHO HEBIIMOBIAHICTH HOMEpPIB JIOKYMEHTIB HOMEpaM, 3a3HaueHUM Ha
KOHBEPTi, a TaKOXX aJIPeCHi SIPJMKU PEKOMEHJIOBAaHMX KOHBEPTIB 1 makeTiB. Y pasi
BUSIBJIICHHS BiJICYTHOCTI JIOJIaTKiB, 3a3HaUYCHHUX Y JOKYMEHTI, 800 OKpEeMHX apKyIIIiB, a
TaKOX MOMWIOK B O(OPMIICHHI JTOKYMEHTA, 110 YHEMOKJIHUBIIOE€ HOro BUKOHAHHS
(BIACYTHICTh MIAMKCY, BIIOUTKY MeYaTKH, TpU]y 3aTBEPIKEHHS TOIIO) TIOKYMEHT HE
PEECTPYETHCS 1 BIANPABHUKOBI HAACWIAETbCI MUCHMOBUN 3amuT abo oMy
MOBIAOMIIIETHCA TIPO 11e TeneonoM. [Ipu oMy Ha TOKyMEHTI pOOUTHCS BiAMOBIIHA
BIIMITKA 13 3a3HAYEHHSM JIaTH 3amUTy (PO3MOBH TEIE(POHOM), MOCAAN Ta MPI3BUINA
ocoOu, sKIf 3p0o0JICHO 3aIuT, MiANMUCY, 1HIIIAIIB Ta MPi3BUIA 0COOH, IO 3IMCHUIA
3anuT. Y pasi BUICYTHOCTI a00 HEIUTICHOCTI BKJIAJEHb, IOIIKOJKEHHS KOHBEPTA,
yIaKyBaHHS, IO TPHU3BEJIO JO0 HEMOMXKIWBOCTI TPOYMTAHHS TEKCTY JOKYMEHTA,
CKIIQJAEThCS aKT y JBOX mpuMipHuKax. OAWH TPUMIPHUK aKTa HAJICHIAETHCS
BiIMMPaBHUKOBI, 1HIIUH - 30epiraeThes y Bimmimi.

141. HamicnmaHi He 3a agpecoro TOKYMEHTH ITOBEPTAIOThCS BIIMMPABHUKOBI 0€3 iX
pO3TIIALY.

142. ®akt 1 [gara HAaAXOMKEHHS JOKYMEHTa JO0 BiIJAUTy OOOB’SI3KOBO
(dIKCyrOThCS 3a NMpaBUJIaMH, 3a3HAYEHUMU B MIYHKTI 76 i€l [HCTpyKITii.
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143. EnextpoHH1 Hocii iHpopmallii 000B’SI3KOBO TMepeNatoThes 0 BIAAUTY 13
CynpoBigHUM JHcTOM. Ilig 4Yac mpuiiMaHHA TakUX JOKYMEHTIB OINPalbOBYETHCS
TUIBKU CYNPOBIIHUN JIUCT.

144. Y pa3i HaIXOMKEHHS TOKYMEHTIB, HAJICTaHUX Telae(daKkcoM, MePeBIPSIETHCS
3arajbHa KUIBKICTh apKyIliB Ta BIAMOBIAHICTB iX TIM KIJBKOCTI, IIO 3a3Ha4y€Ha Ha
NepiIioMy apKylli, a TakoX HaJieXkHa SKICTb JpyKy. Y pasl ojep>KaHHsA
(pakCUMUIBHOTO TOBIJOMJIEHHS HE B TNOBHOMY 00cs31 ab0 3a HAsBHOCTI TEKCTY
HEHAJIeXKHOI SIKOCT1 JOKYMEHT HE PEECTPYEThCA 1 PO 1ie 000B’SI3KOBO 1HPOPMYIOTH
BiJITPAaBHUKA.

IlonepeaHiii po3rJisig 10KYMEHTIB

145. JlokymeHTH, aapecoBaHl Bimaimy, a Tako) Taki, B SKHX HE 3a3HAYECHO
KOHKPETHY TI0CaI0BY 0c00y a00 MiaNmOpsIKOBaHHWH 3aKial K ajpecar, MijIsararoTh
MOTNEPEAHROMY PO3TIISY Y BT

146. MeToto mornepeHboro po3risay JOKYMEHTIB € BUOKPEMJICHHSI TaKHUX, IO
noTpeOyI0Th 000B’I3KOBOT'O PO3TJISAlY HAYaTbHUKOM BIJIJILTY.

147. O60B’13K0OBOMY PO3TIISIAY HadyaJlbHUKOM Bimainy migisraroTh akKTH BHIIHX
OpraHiB JepKaBHOI BIagd Ta JOPYUYCHHS BHUIIUX II0CAJOBHX OCIO, 3aIlUTH,
3BEpHCHHS, a TaKOX KopecmoHzacHIs BepxoBHoi Pamm Vkpainm, AamiHicTparii
IIpesunenta Ykpainm, KaGinery MinicTpiB YKpainu, pillleHHS OpraHiB MICIIEBOTO
CaMOBpSIJTyBaHHS, a TaKOXX HAWBAXKIIMBIII JOKYMEHTH, IO MICTIATH 1HPOpPMAIlIIO 3
OCHOBHHUX IMHTaHb MISUTBHOCTI BAAUTY 1 MOTPeOYIOTH BHUPINIEHHS 0€3M0CepeaHbO
HaYaJIbHUKOM.

148. TlomepenHiii po3risa JOKYMEHTIB TIOBUHEH 3JIHCHIOBATHCH Yy JICHb
HAJIXOKCHHS a00 B MEPIIMH HACTYMHUNM poOOYMEl ACHb Yy pa3i HAAXOKECHHS iX
ICJIS 3aKIHYCHHS poOO0dYOoro MHS, Y BHXIIHI Ta CBATKOBI HepoOodui mHI. JlopydeHHS
OpraHiB BJIQ/I BUIIIOTO PiBHS, TeJIETpaMu, TeJae(OHOTpaMH PO3TIIAIaI0THCS HETAMHO.

149. Ilimz d4ac TIONEPEIHBOIO PO3LJIAAY JOKYMEHTIB  BPaxOBYIOTHCS
IIOBHOBAXXCHHS CYO’€KTIB PO3TIISAAY KOPECIOHICHINT, IependadyeHi B ITOJO0XKEHHIX
mpo BN, MOCATOBUX IHCTPYKISX, a TaKOX HOMEHKJIATypa CIpaB, CXEMHU
MPOXOKCHHS JOKYMCHTIB.

150. Ha crazii monepeaHbOro po3risay 34IHCHIOETBCS B1AOIp JOKYMEHTIB, IO
HE IiUIAraloTh peecTparii y Biaaut (1oAaTok 6), a TakoK TaKuX, IO MepPeAarOThCs
JUTSL pEECTpAIIi] MAMOPSAKOBAHUM 3aKIa/IaM.

PeecTpanisi 10KyMeHTIiB
151. PeecTpariis TOKyMEHTIB MOJSITAE Y BECHHI 3aMKUCy OOJIKOBUX AHUX TPO
JOKYMEHT 3a BCTAHOBJICHOIO PEECTpaIiiHO0 (OpMOI0, SKUM (IKCYEThCS (aKT
CTBOpPEHHS, BilmpaBieHHS a00 OJepiKaHHS TOKyMEHTa MUIIXOM NPOCTaBIEHHS Ha
HbOMY PEECTPALIMHOIO I1HAEKCY 3 MOJANBIIUM 3aliCcOM Yy 3a3HaueHuX ¢opmax
HEOOX1IHMX BIIOMOCTEH MPO AOKYMEHT. PeecTpallii JOKYMEHTIB MPOBOJUTHCS 3
METOK 3a0e3mnedyeHHs iX OOJIIKy, KOHTPOJIO 3a BHUKOHAHHSAM 1 OINEPAaTUBHUM
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BUKOPUCTAaHHSM HasiBHOI B JOKyMeHTax 1H(popmalii. PeecTpyloTbcs AOKYMEHTH
HE3aJIEXKHO B1J c11ocoOy iX TOCTaBKH, Nepeaayl Y1 CTBOPEHHS.

152. PeecTpauis axTiB OpraHiB JepXKaBHOi BIagd Ta JOPYYEHb BHUIIUX
MoCcaJoBUX 0C10, 3amuTIB, 3BEpHEHb, a TaKOXK KopecmnoHaeHuli BepxoBHoi Panu
Vkpainu, Anminictpanii [Ipesunenta VYkpainu, Kabinery MinicTpiB VYkpainu,
JOKYMEHTIB, W10 HaJIMIUIM Ha poO3IJIAJ] HayaldbHUKA BIAAULY, PO3MOPSIUNX
JOKYMEHTIB, JUCTIB 3a MIJIUCOM T0JIOBU Ta HOr0 3aCTyNHUKIB, TPOTOKOJIIB 1 pIlIEHb
KOJIET1aJIbHUX OpPTraHiB MPOBOJUTHCS Y BIIALIL

Peectpanii mignsraroTh TaKOX JOKYMEHTH, CTBOPEH1 y BiAauI (AOBIAKH,
JOTIOB1JIH1 3aIIMCKH, 3a5BH TOIIIO).

153. JIokyMeHTH PEECTPYIOThCS JIMILIE OJIUH pa3: BXIJAHI - Y JIEHb HAJXOJKESHHSI,
a00 He Mi3Hillle HACTYIMHOTO POOOYOTro JHS, SKIIO TOKYMEHT HAaIIWIIOB y HEpOoOOUnid
Yyac, CTBOPIOBaHI - y JeHb MmianmucaHHs abo 3aTBep/DKCHHA. Y pasi mepenadi
3apeECTPOBAHOIO JIOKYMEHTA 3 OJHOTO CTPYKTYPHOI'O HIAPO3JALTY 10 1HIIONO HOBHM
peecTpaliifHuii iHJEKC Ha TOKYMEHTI He TMPOCTaBIISIETHCS.

154. JIokyMEHTH PEeCTPYIOTHCS 3a TPYIaMu 3aJIeKHO BiJl Ha3BU BHUIY, aBTOpaA i
3MICTYy JOKyMEHTIB. Hampukiag, oKpeMo peecTpyIOThCS: aKTH OPTaHiB JepKaBHOI
BIaIM Ta JOPYYEHHS BHIIUX TOCAZAOBHX OCi0, 3amuTH, 3BEPHEHHS, a TaKOX
KopectioHeHIis BepxoBHoi Pamu VYkpainu, 1mo Hagifmmui g0 BiAAUTY;
pO3MOpsAKEHHST (HAaKa3W) 3 OCHOBHOI [ISJIBHOCTI; PpO3MOPSKEHHS (HaKaszu) 3
aJMIHICTPAaTUBHO-TOCTIOJJAPCHKUX MUTaHb;, PO3MOPSAIKEHHS (HaKa3u) 3 KaJapOBHX
nuTaHb (0coOOBOro ckiamy) (BIAMOBIIHO J0 iX BHJIB Ta CTPOKIB 30epiraHHs);
MPOTOKOJIM 3aciflaHb KOJIETil; aKTH peBi3ii (piHAHCOBO-TOCTIOAAPCHKOI AISIBHOCTI,
OyXTaJlTepChKi JOKYMEHTH; 3asiBKM Ha MaTeplalbHO-TEXHIYHE MTOCTAYaHHS; CIyKO0B1
JIUCTH; 3BEPHCHHS TPOMAJISH; 3alUTH Ha 1H(QopMaIlito

155. ®akcorpamu (ramepoBi Komii JOKYMEHTIB, MepeaaHi 3 BUKOPHUCTAHHSIM
3ac00iB (PaKCUMIUTBHOTO 3B’S3KY) PEECTPYIOTHCS OKPEMO Bij 1HIIMX JIOKYMEHTIB.

156. JlokymMeHTH, 110 TepeatoThCs eIEKTPOHHOIO MOIITO Y CKaHOBaHIM (GopMi
0e3 eNeKTpOHHOro MHUGPOBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO BIJ IHIIHX
JIOKYMEHTIB 13 3a3HaYEHHSIM €JICKTPOHHOI aJIpecH BIAMPABHHUKA Ta ajipecara.

157. Opurinan noKyMeHTa, IO HAJIAIIOB Biapaly michs (akcorpamu abo
CJIEKTPOHHOIO TIOMITOI B CKaHOBaHI (opmi, peecTpyeTbcs Yy BIAMOBIIHUX
peecTpaniiaux hopmax.

158. Ilimx wac peectpamii JOKYMEHTY HAJA€TbC YMOBHE TO3HAYCHHS -
peECTpalliiHui  THAEKC, IO O(OPMIIIOETHCS BIAMOBIMHO A0 MYHKTY 28 i€l
[HCTpYXKIIIi.

159. ¥V Bigguni MoOXe 3aCTOCOBYBAaTHCS aBTOMAaTH30BaHA peeCTparlis
JTIOKYMEHTIB.

160. OCHOBHUM MPUHITUTIOM PEECTpaIlii TOKYMEHTIB € IPUHIIAIT OJTHOPA30BOCTI,
TOOTO KOKEH IOKYMEHT PEECTPYETHCA Y BIJIUTI JTUIIIE OJUH Pa3.

161. IIpu aBTOMaTH3OBaHii Gopmi peecTpalii TOKyMEHTIB (HOpPMYyeEThCsl OaHK
peecTpaliiHuX JaHUX B €JIEKTPOHHOMY BHTJISA/I, a 32 HASIBHOCTI JIOKAJIBHOT MEPEXi -
LEHTPaIbHUN OaHK peeCcTpaliiHUX TaHUX.
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Opranxizaunis nepeaavi
AOKYMEHTIB Ta iX BUKOHAHHSA

162. 3apeecTpoBaHi JOKYMEHTH NEPEAAOThCA Ha PO3IJIsA] HadalbHUKa Binauny
B JIeHb iX HAJAXOJKEHHs ab0 HAaCTYMHOro poOoYOoro JHS B pasl HAIXOIKEHHS
JOKYMEHTIB y HepoOoumii yac. Tenmerpamu, TenedoHOrpamMu Ta IHIII TEPMIHOBI
JOKYMEHTH II€PENa0ThCs HETANMHO.

Binpasy micnsa peectpauii nepenaroTbes HavyaldbHUKOBI Bigauty, a B pasi Woro
BIICYTHOCTI - BHMKOHYIOUOMY OOOB’SI3KM HayalbHUKa B Teui 3 Tpudom
«HeBigknaaHO» aKTH OpraHiB JEpXKaBHOI BIaAd Ta JOPYYCHHS BHIIUX TOCAJTOBUX
oci0, 3amuTH, 3BEPHEHHS, a TaKoX KopecnoHjaeHiis BepxoBnoi Panu VYkpainu,
Anminictpanii  Ilpesugenta VYkpainu, Kabinery MinictpiB VYkpaiHu, iHIIa
KOPECIIOHICHITisA, III0 HAIXOIUTh BiJl IICHTPAJILHUX OPTaHiB BUKOHABYOI BJIa/IH.

163. JlokyMeHT, BUKOHABISIMH SIKOTO € KUIbKa MiAMOPSIKOBAHUX 3aKJIaJiB,
NIEPEIae€ThCsl BUKOHABIIM y MOPSIKY BU3HAUYEHHS iX B pE30JItOIii, 00 OJHOYACHO Y
BUTJISJII KOIMM 3 mepenadyero OpWriHaIy TOJIOBHOMY BHKOHABIO, BU3HAYCHOMY B
pesonmonii  mepmuM. Y pasi  BOPOBAKCHHS EJIEKTPOHHOTO JOKYMEHTOOOITY
CIIBBUKOHABIII OTPUMYIOTh TOKYMEHT B €JIEKTPOHHIN (opMi.

164. Tlepenaua MOKyMEHTIB 31IMCHIOETHCS Binaiom.

165. BianoBinanbHICTh 32 BUKOHAHHS JIOKYMEHTa HECYTh OCOOM, 3a3HayeHi B
PO3MOPSATIOMY JTOKYMEHTI, PE30JIIollli HadaJbHUKA BIIAUTY, SKAM Oe€3MocepeaHbo
JOpYyY€HO BUKOHaHHA. ['0JIOBHUI BUKOHABEIh OPraHi3oBy€e poOOTY CIiBBHUKOHABIIIB,
30KpeMa, BU3HAYa€ CTPOKH TOJAHHA HUMH IMPOIO3UIIiH, TMOPSAIOK IMOTOHKEHHS 1
MIATOTOBKH TPOEKTY JoKyMeHTa. CIiBBHKOHABI[l BIJIOBIIalOTh 3a MIATOTOBKY Ha
HAJIe)KHOMY PIBHI Ta CBO€YACHE MO/IaHHS TOJIOBHOMY BUKOHABIIIO TIPOMO3HUIIiA. Y pasi
HECBOEYACHOTO TIOJI@aHHSA TMPOMO3UIIA CIIBBUKOHABIIMU TOJIOBHHI BHUKOHABEIlb
iHbOpMYE TIPO 11e HAYaJIbHUKA, IKUW HaJlaB JTIOPYYEHHS.

166. BukoHaHHS JOKyMeHTa Iiependadae 30UpaHHS Ta  OINpalfOBAaHHS
HeoOXiHOi 1H(opMmaIllii, MiArOTOBKY MPOEKTY BIJIMOBiAI HAa JOKYMEHT YU HOBOTO
JOKYMEHTa, HOro oOQOpMJICHHS, Y3rOJDKEHHS, TOJAaHHS JUIsl  MiJIUCAHHS
(3aTBep/KEHHSI) HAYaJIbHUKOBI BUIJILUTY, @ TaKOX Yy pasi MoTpeOu - MiATOTOBKY IS
MIePECUIIaHHS aJIpecaTy.

167. Ilepen mnomaHHAM TIPOCKTY JOKYMEHTAa Ha ITANKUC HAYAIBHUKOBI
MpAIiBHUK, SIKAWA MIATOTYBaB JOKYMEHT, 3000B’S3aHUN TEPEBIPUTH MPABWIBHICTD
oro ckiageHHs Ta OG(OpPMIICHHS, TMOCWUJIAaHHS HAa HOPMATHBHO-TIPABOBI aKTH,
YTOYHHUTH MUGPOBI JIaH1, HASIBHICTh HEOOX1THUX Bi3 1 JOJIATKIB.

168. kim0 MOKyMEHT HaJICHJIA€ThCS 10 KUTBKOX YCTAaHOB ITICIISI HOTO peecTparlii,
BHUKOHABEI[h OPTaHI30BYy€ BUTOTOBJICHHS HEOOXITHOT KIJTbKOCTI TPUMIPHHUKIB.

169. TlpamiBHUK, BiAIOBIIAJIbHAN 32 BUKOHAHHS JOKYMEHTA, y pa3i BIIIMYCTKH,
BIJIpS/DKCHHSI, 3BUIBHEGHHS, 3000B’S3aHUN TIEpelaTH IHIIOMY TMPAI[iBHUKOBI 3a
MOTOPKEHHSIM 13 CBOIM Oe3mocepeHiM KepIBHUKOM YCi HEBUKOHAHI JJOKYMEHTH Ta
noiH(opMyBaTH BIIALUT PO NepeAady JOKYMEHTIB, BAKOHAHHS SKUX TepeldyBae Ha
KOHTpPOJI1, IHIIIOMY BUKOHABIIEBI.

Oprasxizanis KOHTPOJIIO 32 BUKOHAHHAM JOKYMEHTIB
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170. Konrtponb 3a BHUKOHaHHSM JIOKYMEHTIB 3IIMCHIOETBCA 3 METOIO
3a0e3MeYeHHs] CBOEYACHOTO Ta HAJIEKHOTO X BUKOHAHHSI.

171. KoHTponb 3AIMCHIOETBCS 32 BUKOHAHHSAM YyCIX 3apEeECTPOBAHUX
JOKYMEHTIB, Y SIKHX yCTaHOBJICHO 3aBIaHHs, @ TaKOXX BUKOHAHHS SKHUX IIJISTAE
000B’SI3KOBOMY KOHTPOJIIO, 3a MEPENIKOM JOKYMEHTIB, 3aTBEP/PKEHUM HA4YaJIbHUKOM
Binniny.

OOOB’SI3KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aB/aHb, NEpel0adyeHuX B aKTax
OpraHiB J€p>KaBHOI BJIaJli BUILOTO PIBHSA Ta JOPYUYEHHAX BUIIUX MOCATOBUX OCIO,
Ha/JaHHS BIATIOBiNEH Ha 3amuTH, 3BEPHEHHS, a TaKOXX KOPECMOHJEeHIiI0 BepxoBHOI
Panu Ykpainu, Aaminictpanii [Ipesunenta Ykpainu, KaGinery MinictpiB Ykpainu,
PO3MOPSIIKEHHSAX, TOPYUYEHHSX rOJIOBU o0aepKaAMIHICTpaIlii,.
paiinep>kaaMiHicTpallii, CUTbCHKOTO TOJIOBH, a TaKOX MPOTOKOJBHHUX JOPYUEHHSIX
pillleHHs1 3acigaHb KOJEriil 3raJaHuX BHIIE JACpPKABHUX OpraHiB, 3allUTH Ha
iHpopMallito.

Opranizallito KOHTPOJIIO 33 BUKOHAHHSM 3aBJlaHb, BU3HAYCHUX Yy aKTaX OpraHiB
JepKaBHOI BIIa/IM, OPTaHIB BIAIN Ta AOPYUYSHHSIX BUIIMX MOCATOBUX OCIO 3MIHCHIOE
HavyanbHUK Bimainy.

172. be3nocepenaHiii KOHTPOJIb 3a BUKOHAHHSIM JIOKYMEHTIB IOKJIQJIA€ThCS HA
Bigain.

173. Ctpox BUKOHAaHHS JOKYMEHTa MOKE BCTAHOBIIOBATHCS B HOPMAaTHUBHO-
IPaBOBOMY aKTi, PO3MOPSAIIOMY JOKYMEHTI ab0 pe3oftorii HadalbHHKA BIIALTY.
CTpoku BHUKOHAHHSI BHYTPIIIHIX JOKYMEHTIB OOUYMCIIOIOTHCS B KaJeHAAPHUX JTHAX,
NOYMHAIOUM 3 JIaTU MiAnucaHHs (peecTpailii), a BXIIHUX - 3 JaTH HaJXOJKEHHSA
(peectparii).

SKIo ocTaHHIM JAeHb CTPOKY BUKOHAHHS JOKYMEHTA IPHUITAJIa€ HA HEPOOOUUid
JI€Hb, OCTaHHIM JHEM CTPOKY BHUKOHAHHS JOKYMEHTAa BBaXKAETHCS TMEPIIUN I€Hb
miciast HepoOOYOoTro JTHS.

174. Ctpoku MOXYyTh OYTH THUIIOBHMH a00 1HAMBIAyIbHUMH. THIIOBI CTPOKHU
BUKOHAHHS IOKYMEHTIB YCTaHOBIIIOIOTHCS 3aKOHO/IaBCTBOM.

CTpoku BHKOHAHHS OCHOBHUX JOKYMEHTIB HaBOJSATHCS B JI0AaTKy 7.
[HnuBinyanbHI CTPOKM BCTAHOBIIOIOTHCS HadadbHUKOM Biaaury. KiHmeBuil CTpok
BUKOHAHHS 3a3HAYa€ThCA B TEKCT1 JOKYMEHTa a00 pe3oIIroii.

175. Jloxymentu BepxoBHoi Pamum VYkpainm, Anaminictpamii [Ipesunenta
VYkpainu, Kabinery MinictpiB YkpaiHu, 1HIIMX [EHTPAIbHUX OPraHiB BUKOHABYOI
BIIAJM, PO3MOPSHKEHHS Ta JIOPYYEHHS TOJIOBH, MPOTOKOJBHI JOPYYEHHS pillleHb
KOJIET11, B AIKUX HE 3a3HAYCHO CTPOK BUKOHAHHS, ITOBUHHI OYTH BUKOHAHI HE II3HIIIE
HiX 32 30 KajneHAapHUX AHIB Bix MaTv iX mignucaHHs. [HII TOKYMEHTH, B SIKUX HE
3a3HAYEHO CTPOK BHUKOHAHHS, TOBWHHI OyTW BHUKOHAHI He mi3Hime HiX 30
KaJICHJAPHUX JHIB 3 MOMEHTY peecTparlii JOKyMEeHTa Yy BiLTI.

176. Sxmo 3aBmaHHsS mnOTpPeOy€e TEPMIHOBOTO BHUKOHAHHS, OOOB’SI3KOBO
3a3HAYA€THCA KOHKPETHUM KIHIIEBUN CTPOK BUKOHAHHS.

177. CniBBUKOHABIII 3000B’s13aH1 OIaBaTH MPOMO3UI[Ii TOJIOBHOMY BHKOHABIIIO
MPOTATOM TIEPIIOi TOJIOBUHHM CTPOKY, BIJIBEICHOTO [IJIi BHKOHAHHS JOPYYCHHS,
3aB/IaHHS.
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178. InauBigyanbHUI CTPOK BUKOHAHHS TOKYMEHTa MOK€ OyTH 3MIHEHHU JIHILE
32 BKa3IBKOIO MOCAJ0BOI OCOOM, sika MOro BCTAaHOBWIJIA, @ B pa3l il BIACYTHOCTI -
I0CaIoBOi 0co0OH, sIKa i1 3aMiIac.

VY pa3i noTpebu, CTPOK BHUKOHAHHS JOKyMEHTa MOK€ OyTH MpOJOBKEHO 3a
OOTpYHTOBAaHUM TMPOXAHHSIM BHUKOHABIIS, IO TMOJAETHCS HE TMI3HINIE HDK 3a TpHU
poOOYMX JTHI 10 3aKIHYEHHSI BCTAHOBJIEHOT'O CTPOKY, a IIOJ0 AOKYMEHTA, B IKOMY HE
3a3HAUEHO CTPOK, - JIO 3aKiHYCHHS TPUALSTUASHHOTO CTPOKY BiA JaTH HOro
peecTpaitii.

179. TIpono3wuitis moA0 MPOJAOBKEHHS CTPOKY BUKOHAHHS 3aB/IaHb, BU3HAYCHHUX
JOKYMEHTaMH OpraHy BJaJW BHUIIOTO PIiBHA (PO3MOPSIIYUX JOKYMEHTIB TOJIOBH
palloHHOI JepKaBHO1 aJAMIHICTpallli) MOJAE€TbCS HAYAJBbHUKOBI BIIJAUTY pa3oM 3
POEKTOM JIMCTA, (aJApecOBAHOrO BIAMOBITHOMY KEPIBHMKOBI) 3a 7 JHIB 0O
3aKiHYEHHS! BCTAHOBIIEHOTO CTPOKY.

180. V¥ pa3i 3MiHM CTPOKIB BUKOHAHHS MPOCTABISIIOTbCS HOBUM CTPOK, Jara i
nignvc. BiAmoBigH1 3M1HU BHOCSITHCS JI0 PEECTPAIIITHO-KOHTPOIBHOT KapTKH.

181. B3saTTs n0KyMEHTa Ha KOHTPOJIb 3IMCHIOETHCS Ha TIJICTaBl PE30JTIONT
HavaJIbHUKA.

182. KoHTposb 32 BUKOHAHHSM JOKYMEHTIB BKIIIOYAE !

B3SITTS JIOKYMEHTIB Ha KOHTPOJIb,

BU3HAYEHHS (OPM 1 METOJ1IB KOHTPOJTIO,

NEPEBIPKY XOIY CBOEYACHOTO JIOBEJICHHS JOKYMEHTIB O BUKOHABIIIB,

KOHTPOJIb 32 CTAHOM BHKOHAHHS,

3HSTTS IOKYMEHTIB 3 KOHTPOJIIO,

HaIPaBJICHHS] BAKOHAHOTO JOKYMEHTa JI0 CIIPaBH,

00JTIK, y3araJIbHEHHS Ta aHaIi3 Pe3y/IbTaTiB BUKOHAHHS JOKYMEHTIB,

iH(QOpPMYBaHHS KEPIBHUIITBA IIPO X1 Ta pe3yJIbTaTH iX BUKOHAHHS.

183. Jlani mpo Xix BUKOHAHHS JOKYMEHTa BHOCAThCS 10 JKypHanmy peecrtparii
BXITHUX JOKyMeHTiB y rpadi « [IPUMITKA.

184. TlepeBipka XOoay BHUKOHAHHS JOKYMEHTIB TPOBOJUTHCS HA BCIX eTamax
MPOXO/DKEHHST ~ JOKYMEHTa  JO0  3aKiHYeHHS  CTPOKY  HOTO  BUKOHAHHSA
(momepeKyBambHUNA KOHTPOJIbL 3a JIONMOMOTOI0 HAarajayBaHb) y TaKOMY MOPSIKY:
3aB/IaHb HA HACTYITHUH PIK - HE PiJIIe OJHOTO pa3y Ha PIK;

3aBJaHb HA HACTYIIHI MICSI[l TOTOYHOTO POKY - HE pijAllie OJHOTO pa3y Ha
MICSIIIb;

3aBIaHbh HA IIOTOYHHM MICSIb - KOXHI IeCSTh OHIB 1 3a II'ATh JOHIB [0
3aKiHYEHHS CTPOKY a0o0 3a 3alUTaMHU.

185. Ilicns BUKOHAHHS JOKYMEHT 3HIMA€ThCA 3 KOHTPOItO. JloKymeHTH
BBXKAIOTHCS BUKOHAHWUMH 1 3HIMAIOTHCA 3 KOHTPOJIO TICIsi BHUKOHAHHS 3aB/aHb,
3aMMTiB, TIOBIIOMJICHHS TIPO PE3yIbTaTH 3aiHTEPECOBAHUM yCTaHOBaM 1 ocobam abo
IHIIIOTO TIATBEP/KEHHSI BUKOHAHHS.

3HATH JOKYMEHT 3 KOHTPOJIO MOXKE TUIBKM HadalbHUK Bimainy, skuid
BCTAHOBMB KOHTPOJBHUU CTPOK y pe3oftomii. JJoKyMeHTH 3 THIIOBUMH CTPOKaMHU
BUKOHAHHS 3HIMAIOTHCS 3 KOHTPOJIIO 3a PIllIEHHSIM BIII1TY.
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186. /lnem BUKOHaHHS 3aBJaHb, BA3HAUCHUX B aKTaX OpPraHiB JEp>KaBHOI BIIaJIu
BUILIOTO PIBHSA, 1 JOPYYEHHSX BUIIUX MOCAJOBUX OCIO, Ta BUKOHAHHS 3aIlUTIB,
3BEpPHEHb, BBAXAEThCS JEHb peecTpauii y Biaaini BUXIIHUX JOKYMEHTIB MpO
BHUKOHAHHS 3aBJIaHb.

Indopmaniiino-noBiIKOBa po00TA 3 JOKYMEHTAMU
187. 3acagum mpoBeneHHs 1H(OpPMaIifHO-AOBIAKOBOI poOOTH 3 JOKYMEHTaMu
BU3HAYAIOThCS [HCTPYKIIi€IO 3 IIJTIOBOACTBA B €JIEKTPOHHIN (hopMmi.

IopsiioK ONpPaNIOBAHHS TA HAACUJIAHHS BUXIJITHUX JOKYMEHTIB

188. BuxigHi JOKyMEeHTH y manepoBiid (opmi, CTBOpPEH1 B BILII OCBITH y pasi
HAsIBHOCTI MICTaB, sIKi BU3HAIOTHCS OOIPYHTOBAHUMH JIJIsi CTBOPEHHSI IOKYMEHTIB Y
nanepoBiii ¢popmi, HaJACUIAIOTBCS aApecaraM 3 BUKOPUCTAHHSAM 3ac00iB MOIITOBOTO
3B’SI3KY, €JIEKTPO3B’SI3KY, a TAKOXK JOCTaBISIOTHCSI Kyp €PChKOIO, (helbj’ erepchbKoro
CITYK001o0.

189. OrmpairoBanHs JOKYMEHTIB JUIS BIJINpPaBICHHS 3aco0aMH TOIITOBOTO
3B’SI3KY 3JIMCHIOETHCS BHKOHABIEM BiamoBimHO g0 [lpaBun HajgaHHS MOCITYT
MOIIITOBOTO 3B’ 53Ky, 3aTBepkeHUX noctaHoBoro KMY Big 05 6epesns 2009 poky Ne
270 (31 3MiHaMH).

190. BuxigHi JOKyMEHTH ONpPallbOBYIOTHCS 1 HAJCUIIAIOTHCS LIEHTPAII30BAaHO B
JIeHb iX HaJXO0/KeHHs a00 HE IMi3HIIIe HAaCTYITHOTO0 pOOOYOTro JTHS.

191. He nonyckaerncs:

HaJIcHUIaHHA abo Tepeadya JOKYMEHTIB 0e3 1X peecTparlii;

MOBTOPHE HAJICWJIAHHS MPUMIPHHUKA, Y TOMY YHCI1 OPUT1HAIBLHOTO, JOKYMEHTA Y
narnepoBii opMi, SKIIO HOTo MPUMIPHUK a00 KOITiIO B)KE HAJICIAHO B €ICKTPOHHIM
dbopmi.

192. Tlix yac mpuiiMaHHS BiJl BUKOHABIIIB BUXIJHUX JIOKYMEHTIB IpalliBHUK,
SIKAW BIAMOBIAAIBHUMN 32 AUTOBOJCTBO ¥ Bimaini, 3000B’s13aHMM IEPEBIPUTH:

PaBUIBHICTE OPOPMIICHHS JOKYMEHTA (CKJIaJl 1 pO3MIIIECHHS BCiX PEKBI3UTIB);

HasIBHICTb 1 MPABUIIbHICTD 3a3HAYCHHS a[PECH;

HAsSBHICTh HA JIOKYMEHTI BIIMITKH PO JIOJATKH;

HAsSBHICTh YCIX HEOOXITHUX MIANMUCIB (MI€YaTOK) HA JOKYMEHTI Ta JA0JaTKax J0
HBOTO;

HAsSBHICTD JOAATKIB Ta iX BIATOBIIHICTH 3asIBJICHOMY CKJIaIy;

BIJIMTOBITHICTh KUIBKOCTI IPUMIPHHKIB KIJILKOCT1 a/Ipecaris;

HAasBHICTh Bi3 Ha MamnepoBOMY MPUMIPHUKY BHXIJHOTO JOKyMeHTa (y pasi
HEOOXITHOCTI HOTO CTBOPEHHS), IO 3aJTUIIAETHCS Y cIipaBax Bigmimy.

193. JlokyMeHTH, 110 HAJCHUJIAIOThCS OJHOYACHO OJHOMY 1 TOMY JK aJIpecaToBi,
BKJIQJIAIOTbCSI B OJMH KOHBepT (ynakyBaHHs). Ha KOHBeEpTI NpOCTaBISIOTHCA
peecTpalliiiHi iHIEKCH BCIX JIOKYMEHTIB, SIKi MICTSTBCS Y KOHBEPTI.

194. Anpecu MOXYTh HAHOCUTHUCS Ha KOHBEPT APYKAPCHKUM CIIOCOOOM.

JIOKyMEHTH, 10 AOCTaBISIIOTHCS (EeJbi’ €ErepChbKOI0 CIYK0010, MEepelaroThCs
ajpecaram I MAMUC Y BIAMOBITHIN KHU31.

195. Jlocunannas abo 3amiHa HAJICIAHOTO paHIlIe JOKYMEHTA 3MIMCHIOIOTHCS 3
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BKa31BKOIO IOCAJ0BOi OCOOM, sIKa Mignucana JOKYMEHT. Y TakOMy BHMAAKy B
JOKYMEHTI1 3a3HaYa€ThCS, 110 BiH € JOCWJIaHHIM a00 HAJCWIAE€THCS HA 3aMIHY paHIlIe
HaJ[ICTIAHOMY.

196. BuxonaBii 3000B’s13aH1 NepeaBaTH BUX1IHI JOKYMEHTH Ta 1HILI MMOIITOBI
BIJIIIpaBJI€HHS ceKpeTapio A0 14 roauHu.

IV. CUCTEMATHU3AIIA TA 3BEPITAHHA
JOKYMEHTIB Y AIVTIOBOJACTBI

Cxy1aleHHSI HOMEHKJIaTypH CIIPaB

197. HomenknaTypa cmnpaB - 1€ OOOB’SI3KOBUM [JIi KOXHOI YCTaHOBU
CUCTEMaTU30BaHUW TMepesiKk Ha3B (3arojioBkiB) copaB, MmO GOpMyIOTbcs B i
JUTIOBOICTBI, 13 3a3HAYEHHSIM CTPOKIB 30€piraHHs CIpasB.

198. HomeHnknatypa cnpaB mpu3HaueHa Jjisi BCTAaHOBJIEHHS y Bimaini eauHoro
nopsaKy (GopMyBaHHS CHpaB, 3a0e3leueHHs iX OOJIKY, OINEpPaTUBHOIO IOIIYKY
JOKYMEHTIB 3a 1X 3MICTOM 1 BMJIOM, BU3HAQYEHHSI CTPOKIB 30€piraHHs CHpaB 1 €
OCHOBOIO JIJIsl CKJIQJICHHSI OMHUCIB CHpaB MOCTIHHOTO Ta TpuBanoro (moHaa 10 poxiB)
30epiraHHs, a TakKoX JJisg OONIKYy cmpaB TUMYacoBoro (mo 10 pOKiB BKIIOYHO)
30epiraHHs.

199. V Bigmini CKIaga€Tbcs HOMEHKIATypa chpaB amapaTy (aomaTok 8).
HomeHnknatypa crpap BiIaily po3poOiseTbes HE Mi3HiIEe 15 mucromazga MOTOYHOTO
POKY Ha4aJIbHUKOM BIJ/IUTY, Ha IMiICTaBl JOKYMEHTIB 3 YCiX MUTaHb HOTO JISJIBHOCTI.

200. Howmenkmatrypa crmpaB Bigaury CXBalIOETbCS EKCIEPTHOI KOMICIEIO
apXiBHOTO BIAALTy OAWH pa3 Ha ITSITh POKIB ab0 HEBIIKIAAHO B pa3i 3MIHU
CTPYKTYypH, (PYHKIIIH Ta XapakTepy podoTu Bimainy.

201. Homenkiatypa crpaB amnapary CKIagaeThCs B YOTHPHOX MPUMIPHUKAX, HA
KOXKHOMY 3 SIKMX TIOBUHEH OyTH 3alIOBHCHUH Irpu@ CXBaJCHHS 3 apXiBHUM BiJIJILJIOM.
[Tepmmii (HeqOTOPKAHHUI) MIPUMIPHUK 3BEJICHOT HOMEHKJIATYPH CIpaB 30epiraeTbcs
y Bigaim, apyruii BUKOPHCTOBYETBHCS BIIJILIIOM SIK poOOYMH, TpeTiM mepenaeTbes
MpaIiBHUKY, BIAMOBINAJLHOMY 3a apXiB amapary, JUisl 3A1CHEHHS KOHTPOJIIO 3a
(dbopMyBaHHSAM CTIpaB y BT, YETBEPTHUH - HAJICUIAETHCS IO apXiBHOTO BIIJILTY.

202. Homenknarypa cnpaB Biggury mopoky (He Mi3Hille TpyHs) YTOUHIOETHCS
Ta BBOJIUTHCS B JIif0 3 | CIYHS HACTYITHOT'O KaJCHIAPHOTO POKY.

203. 1o HOMEHKJIATypH CIpaB yKIIOYAIOTHCS HA3BU CIPaB, MO GOPMYIOTHCS Ta
Bi10OpaXkaroTh yCl1 AUITHKH POOOTH, IO JOKYMEHTYEThCA Y BIIJIUI, 30KpeMa CIpaBH
MOCTIMHUX Ta TUMYACOBO JIFOYMX Paji, KOMICiid, KOMiTeTiB TOmIO. /[0 HOMEHKIATypH
CIIPaB BHOCSITHCSI TAKOX HA3BU CIIPAB, IO BEIYTHCS JIUIIE B EICKTPOHHIN (Hopmi.

204. I'papy HOMEHKJIATYPH CTIPAB 3aTIOBHIOIOTHCS] TAKUM YHHOM.

Y rpadi 1 mpocraBiseThCcs IHASKC KOXHOI crpaBh. [Haekc cmpaBu Bimmimy
CKIIAJAEThCS 3 IHACKCY BIAAUTY (BU3HAYEHOTO PO3MOPSKEHHSIM) Ta TOPSIKOBOTO
HOMEpa CIpaBH B Mexax miapo3aury. Hampukmam: 06-12, ne 06 — iHmekc
caMOCTIHHOTO BIAALTY, 12 - mopsakoBuii HOoMep cmpaBu, abo 04.1-07, ne 04.1 —
IHAEKC CEKTOpYy y ckiail Bianauty, 07 - mopsiAKOBUI HOMEp CHpaBU. 3a HASIBHOCTI B
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cripaBi TOMIB (4acCTHH) 1HJEKC CTAaBUThCS HAa KOXKHOMY TOMI, Hampukmaa: T. 1, T. 2
TOLLO.

VY rpady 2 BKIIOYaIOTHCS 3ar0JIOBKU CIIpaB (TOMIB, YACTHH). 3arojioBOK CIIpaBU
MOBUHEH YITKO B CTHUCIIM y3arajbHeHId QopMi BioOpa)kaTu CKIaa 1 3MICT
JIOKYMEHTIB cripaBu. He 103BOJIsS€ThCS BXKUBAHHS B 3ar0JI0BKaxX CIpaB HEKOHKPETHUX
dbopmyntoBaHb  («pi3HI  MaTepiainy,  «3arajbHe  JIMCTYBaHHS»,  «BXIJHA
KOPECIOHIEHIIIS», «BUXIJHA KOPECIOHJEHIIS» TOIO), a TaKOX BCTaBHUX CIIB 1
CKJIaJITHUX CHHTAKCUYHUX 3BOPOTIB.

[Tin wac ¢dopmyoBaHHS 3arojioBKiB CHpaB BPaxOBYIOThCS Takl O3HAKH
dbopmyBaHHs copaB, SK HOMiHaJbHA, ABTOPChbKAa, KOPECIOHIEHTChKA, MPEIMETHO-
nuTajabHa, XpPOHOJIOTiYHA, reorpadiuda. JlokymeHTH (OpPMYIOTHCS B CIpaBU Ha
OCHOB1 OKpPEMOi1 O3HaKu abo CIOJy4YeHHS O3HaK. 3arojoBOK CIpPaBHU CKIIAJIAETHCS 3
€JIEMEHTIB, M0 PO3MINIYIOThCS B Takiid TIOCHIJIOBHOCTI: Ha3Ba BHUJIY CIPaBU
(JlucTyBaHHS, KypHaJl, KHUIAa TOILNO) YM BHUAY JOKYMEHTIB Yy cHopaBl (HaKasH,
POTOKOJIM, aKTH TOIIO); aBTOP JOKYMEHTIB (HaWMEHYBaHHS BIJIUTY); KOPECTIOHEHT
abo anpecar (HaliMEHYBaHHS YCTAHOBH, JI0 SKO1 aJpecoBaHi a0do Bij SKOI HaXINIUIH
JIOKYMEHTH); KOPOTKHH 3MICT JOKYMEHTIB CIpaBu (IIUTaHHS, 3 SIKOTO (POPMYETHCS
CIpaBa); Ha3Ba PErioHy (TEpUTOpii), 3 SKOK TIOB’A3aHUN 3MICT JOKyMEHTa; Jara
(mepion), M0 AKOI HaNEXKAaTh JOKYMEHTH CIIpaBH;, BKa3IBKM Ha HAsSBHICTh KOIIIM
JIOKYMEHTIB y crpagi (y pasi moTpeon).

VY 3aronoBkax o0co0OBUX (IEPCOHAJIBHUX) Ta IHIIUX CHOpaB, IO MICTAThH
JOKYMEHTH 3 OJIHOTO THMTAaHHs, IIOB’S3aHI MOCIIJOBHICTIO BEIEHHS MPOLEIYP
IUIOBOJICTBA, BXKHUBAETHCS TEPMIH «cmpaBay, Hampukian: «OcoboBa copaBay,
«IlepconanbHa crpaBay». TepMiH <«IOKYMEHTH» BKHBAETHCS TAKOXK Y 3arojioBKax
CIIPaB, 110 MICTATh JOKYMEHTH-IOAATKH A0 OyIb-IKOTO HOPMAaTUBHO-TIPABOBOTO aKTa
a00 pO3MOPSATIOro JOKYMEHTA BIIILTY.

VY 3aronoBkax crpaB, MPU3HAYEHUX ISl TPYITYBAHHSA JOKYMEHTIB OJTHOTO BUIY,
3a3HAYAE€THCA BUJ JOKYMEHTa B MHOXXHMHI Ta aBTOpP JOKYMEHTIB, HaIpUKIAJ:
«IIporokoau 3acimanb koJerii  Bigginy ocBitu, Mosoai Ta cmopry
MuKko0J1aiBCBKOI CLIBLCHKOIL paan».

VY 3aronoBkax crmpas, IIO MICTSTh JUCTYBaHHS, 3a3HAYAIOTHCS KOPECTIOHIEHT 1
KOPOTKHI 3MICT TOKYMEHTIB, Hanpukiay: «JluctyBanus 3 JlemaprameHToM ocBiTH
i Hayku CymcbKoi 00J1aCHOI Jep:KaBHOI aJAMiHicTpauii 3 NMUTaHb OpraHizamii
Xap4YyBaHHS y 3aKJIaJaX 0cBiTH MHKOJIAIBCHKOI CIJIBCHKOI pagun».

VY 3arojoBkax crpaB, M0 MICTATh JIMCTYBAaHHA 3 KOPECIOHACHTaMH,
OJTHOPITHUMH 32 XapaKTePOM JISUTBHOCTI, TaKi KOPECTIOH/ICHTH HE MEePeTIyIOThCs, a
3a3HAYAETbCA 1X Yy3araJbHCHEe HaWMEHYBaHHS, Hampukiaa: «JlucTtyBanHs 3
3aKkjaagamMmu ocBiTH MHKO0J1AIBCHKOI CiIbCBKOI paaM 3 NUTAHb 3a0e3NeYeHHs
COLIaIBLHOTO 3aXHUCTY JiTei».

VY 3aronoBkax cmpaB, IO MICTSATh JUCTYBaHHS 3 PI3HUMHU KOPECIOHIACHTAMH,
Takl KOPECHOHJEHTHM HE 3a3HAuYaloThCs, Hanpukiaa: «JlucryBanHss mpo
oprasizauiro cemiHapy 3 miABMIIeHHHS  KBaJjidikaunii nmegarorivHux
NPaliBHUKIBY.



38

V 3arosoBkax crpas, IO MICTSTh IUIAHOBO-3BITHY JOKYMEHTALlII0, 3a3HAYA€ThCS
nepion (Micsub, KBapTaj, MIBpidus, pIK), y SKOMY IUIAHYETbCSI CTBOPEHHS
JOKYMEHTIB, a00 nepiof iX (pakTHYHOrO BUKOHAHHS, HAIIPUKIIAA:

1. [Inan ocHOBHMX opraHizaliiHux 3axoAiB Ha 2023 pik;

2. 3BIT Npo BUKOPUCTAHHA OIOJKETHUX KOWTIB Bigauly 3a 2022 pik. Axuo
CIpaBa CKJIQJAa€ThCS 3 KUIBKOX TOMIB a00 YacTHH, (OPMYIIOETHCSA 3arajibHHA
3aroJI0BOK CIIPaBH, a MOTIM Yy pa3l NOTpeOu - 3ar0JI0BOK KOKHOI CIIPaBH.

[lin 4Yac po3MileHHs] 3arojoBKIB CHOpaB y HOMEHKJIATypl BPaxOBYEThCS
BaXJIMBICTh JOKYMEHTIB, YKIIIOUEHUX O CIpaBH, iX B3aeMO3B’s30Kk. Ha mouaTky
PO3MIIIYIOTBCSI 3arOJOBKHM CIpPaB MIOJ0 JOKYMEHTIB, IO HAAIMILIMA BiJ OpraHiB
BUIIIOTO PiBHA, Aajdi - MO0 OpPraHi3aliifHO-pO3MOpsAIu0i JTOKYMEHTAIlli, TIaHOBO-
3BITHOI JIOKyMEHTallli, JUCTyBaHHS, OOJIIKOBO-TOBIAKOBUX BHUJIB JIOKYMEHTIB. Y
KOKHIN 3 IIUX TPYN TOKYMEHTH TaK0X PO3MIIIYIOTHCS 3 ypaxyBaHHSM BaKIMBOCTI Ta
CTpPOKIB 30€piraHHs.

I'pada 3 HOMEHKIATYpH 3aMIOBHIOETHCS HAPUKIHII KaJICHAAPHOTO POKY.

Y rtpadi 4 HOMEHKJIATYpH 3a3HAYAIOTHCS CTPOKM 30epiraHHs crnpaBu (TOMY,
YacTMHHM) 1 HOMepH crtarted Ha mifcTtaBi «llepeniky THUMOBHX JIOKYMEHTIB, IO
CTBOPIOIOTBCS B JISJIBHOCTI  OpraHiB  JEp)KaBHOiI BJIAgd Ta  MICIIEBOTO
CaMOBDSIIyBaHHS, IHIIMX YCTaHOB, OpraHi3alid 1 MIANPUEMCTB, 13 3a3HAYCHHIM
TEPMiHIB 30€epiraHHs TOKYMEHTIB», a TaKOX BIJOMYHMX TNEPENIKiB JIOKYMEHTIB 13
3a3HAaYEHHSIM CTPOKIB iX 30epiraHHs.

Y rpadi 5 «IIpumitkay poOIATHCS TO3HAYKK TPO TEpexifgHi CIpaBH; PO
CIIpaBH, 110 BEAYTHCS B €JIEKTPOHHIN (popMi; Ipo MocagaoBUX 0ciO, BiAMOBIIATbHUX
3a ¢opMyBaHHS CIIpaB; MO Tepeaady CIpaB J0 apxXiBy amapaTy aaMiHICTpallii 4u
IHIINX YCTaHOB JIJIS1 iX MPOJIOBKEHHS TOIIIO.

205. HampukiHiii poKy HOMEHKIATypa CchopaB OOOB’SI3KOBO 3aKPUBAETHCS
MiICYMKOBUM 3aIlUCOM, Yy SKOMY BIJI3HAYA€THCA KUIBKICTH 1 KaTeropii (pakTHIHO
3aBeleHUX 3a pik copaB. [liACyMKOBMI  3ammWc  MTiANUCYETBCS  0COOOIO,
BIIITOBIJAJIBHOIO 34 JUIOBOJICTBO.

dopMyBaHHS CIIPaB

206. ®opmyBaHHS CHpaB - 1€ TPYMyBaHHS BUKOHAHUX JOKYMEHTIB y CIIpaBU
BiJIMIOBITHO 10 HOMEHKJIATYPH CITPaB.

207. Ilim dac ¢dopmyBaHHS CHpaB Cilil JOTPUMYBATHCS TaKUX 3arallbHUX
MpaBWwI: BMIIMYBaTH Yy CHOpPaBU TUIBKM BHUKOHAHI JOKYMEHTH BiAMOBITHO 1O
3aroJIOBKiB CIpaB B HOMEHKIATYpi; TPYIyBaTH y CIpaBUd JTOKYMEHTH, BUKOHaHI
MPOTATOM OJHOTO KaJEHJAPHOTO POKY, 32 BUHATKOM IEPEXiMHUX CIpaB (BEIYThCS
MPOTATOM KUTBKOX POKiB), 0COOOBUX CITpaB; BMIIIYBaTH y CIPABH JIMIIE OPHUTIHAIN
a00 B pasi iX BIACYTHOCTI 3aCBiYECHI B YCTAHOBICHOMY TMOPSAKY KOTIii JOKYMEHTIB;
HE JOMyCKaTH BKIIOUCHHS [0 CIpaB YOPHOBUX, OCOOMCTUX JIOKYMEHTIB,
PO3MHOXKEHHUX KOMIM Ta JIOKYMEHTIB, WO NIISraloTh MOBEPHEHHIO; OKPEMO
IPYIyBaTH y CIPaBU JOKYMEHTH MOCTIMHOTO 1 TAMYACOBOTO 30epiraHHs; 3a 00CsIrom
crpaBa He noBuHHA nepeBuiyBat 250 apkyuriB (30-40 MUTIMETpIB 3aBTOBIIKH) .
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208. JIoOKyMeHTU TpyHYyIOThCS B CHPAaBH B XPOHOJOTIYHOMY Ta/ab0 JIOTTYHOMY
MOPAKY.

209. IlonoxeHHs, TpaBWia, IHCTPYKLII TOIIO, 3aTBEPKEHI PO3NOPATUUMU
JOKYMEHTaMH, TPYIYIOThCS Pa3oM i3 3a3HaUYCHUMH JOKyMEHTaMHU.

210. Haka3u 3 mNWUTaHb OCHOBHOI JISNIBHOCTI, 3  aJMIHICTPAaTUBHO-
roCrnoAapCchbKuX MUTaHb, 3 KAJPOBUX MUTaHb (0COOOBOr0 CKJIaay) IPYNYyIOThCS Y pi3HI
crpaBu. Hakasu 3 kaJipoBUX MUTaHb (0COOOBOIO CKJIay) TPYNYIOTHCS BIAMOBIIHO 0
iX BUJIIB Ta CTPOKIB 30€epiraHHs.

211. JloxymMeHTH 3acijaHb BIJAULY TPYNYIOTbCA y JIBl CIpaBH: MPOTOKOJHU 1
JOKYMEHTU J0 HUX (IOMOBIiMl, JOBIAKH, MPOEKTH pIllIEHb TOII0); JOKYMEHTH 3
opraHizaiii 3acianb (MOPSIOK JACHHUN, MAKET PO3MIIIECHHS, CIUCOK 3alpoIIeHUX
TOIIIO).

212. TlpoTokonu 3aciiaHb BTy TPYNYIOThCS B CIPAaBU B XPOHOJIOTTYHOMY
nopsaky 1 3a Homepamu. JIOKyMEHTH [0 3acijaHb 3a3HAuYE€HUX OpPraHiB
CHUCTEMAaTU3YIOThCS 3a JaraMd Ta HOMEpaMH TMPOTOKOIIB, a B MeXax TpyIH
JOKYMEHTIB, 1110 CTOCYIOThCSI OTHOTO TIPOTOKOIY, - 33 TIOPSIKOM JICHHUM 3aCiTaHHS.

213. Jlopy4yeHHs OpraHiB BJIaJId BUILIOTO PIBHs 1 JOKYMEHTH, TMOB’s3aHl 3 iX
BUKOHAHHSM, TPYIYIOTHCSl Y CIIPABH 3a HaNpsiMaMH JISUTBHOCTI afMiHICTparllii abo 3a
aBTOpaMM  IHIIIATUBHUX JOKYMEHTIB. JIOKyMEHTHM B HEBEJIHUKIH KIUIBKOCTI
IPYNYyIOThCS B OJHY ClpaBy. Y cCHpaBl JOKYMEHTH CHUCTEMATH3YIOThCA 3a JaTaMu
JOpYyYEHb.

214. 3aTBepKeH1 TUIaHU, 3BITH, KOIITOPUCH TPYMYIOTHCS B CIIPABU OKPEMO Bij
IIPOEKTIB IUX IOKYMEHTIB.

215. JluctyBaHHSI TPYNYETHCS 3a 3MICTOM Ta KOPECIOHACHTCHKOI O3HAKOH 1
CHUCTEMATH3YETHCS B XPOHOJOTTUHOMY TMOPSAIKY: JOKYMEHT-BIANOBIIb PO3MIIITYETHCS
3a IOKyMEHTOM-3aITUTOM.

216. Oco0oBi crmpaBH JepKaBHUX CIIY>KOOBIIIB BEAyThCSA Ta 30€piraroThbCs
BiamoBinHO 10 Ilopsnky BemeHHss Ta 30epiraHHs 0COOOBHX CIIpaB JEpKaBHHUX
CITY’»00BIIIB, 3aTBepkeHoro Hakazom HalioHanbsHOTO areHTCTBa YKpaiHU 3 MUTaHb
nepskaBHOI ciry)0om 22 Gepesns 2022 poky No 64, 3apeectpoBanoro B MiHICTepPCTBI
toctuniii Ykpaiau 15 kBitast 2022 p. 3a No 567/28697.

217. Po3paxyHKOBO-IIIaTiHI BiIOMOCTI (0COOOBI paxyHKH) TMpaIliBHUKIB
BIJITUTY CUCTEMATU3YIOThCSI B MEKaxX POKY 3a Mpi3BUIIAMU B ali(haBITHOMY TOPAJIKY,
a BIIOMOCTI Ha BHIUIATY 3 rpomiedl (BiIOMOCTI HapaxyBaHHsS 3apOOITHOI TUIaTH)
MOBUHHI OyTH c(hopMOBaH1 MOMICSIIS 32 PiK.

30epiranHsi 10KyMeHTIB

218. HauanpHuk Bigminy 3000B’s3anuii 3a0e3neuntu 30epiraHHs JOKYMEHTIB i
CIpas.

219. Jlns 36epiranHs cripaB y JUTOBOACTBI BUKOPHCTOBYIOTHCSI KAPTOHHI TEKH 13
3aB’sI3KaMM, KapTOHHI 1 IJIaCTMACOBI IIBUJIKO3IIMBaYl. ¥ poOOYMX KIMHATaX CIpaBU
MOBUHHI 30€epiratucsi y BEPTUKAIbHOMY MOJOXEHHI B miadax, M0 3aKpUBaIOThCS.
JIns miABUILNEHHS OMEPATHUBHOCTI PO3LIYKY JOKYMEHTIB CIPaBH PO3MIINIYIOTHCS
BIJIMOBIIHO 10 HOMEHKJIATypH crpaB. Ha KopiHIsIX OOKJIaIMHOK CIIPaB 3a3HAYAIOTHCS



40

1HJEKCH 32 HOMEHKJIaTypOIO.

220. Bupgaua cmnpaB y THMYacoBe KOPUCTYBaHHsI MpalliBHUKaAM BIIAUTY 3
703BOJIY HayaJdbHUKa Binainy, IHIIMX yCTaHOB - 3 MUCHMOBOIO J03BOJIy HayalbHUKA
Binniny. Ha Bunany cnpaBy CKIaga€eThcs KapTKa - 3aMIHHUK. Y KapTIli 3a3HAYAI0ThCS
HaliMEHYBaHHs BIJJUTY, 1HJIEKC CIIpaBH, 3aroJOBOK CIIpaBH, Jata ii BHaadi, 0coda,
AKIM clpaBy BUAAHO, JaTa ii MOBEPHEHHS, MIAMKUCH OCi0, K1 BUJAIU Ta HMPUUHSINA
CIpaBy.

221. HananHs cupaB y TAMYAacOBE KOPUCTYBAHHS 3/IIMCHIOETHCS HE OUIBII SIK Ha
OJIUH MICHIIb.

222. BunyuyeHHs JOKYMEHTIB 13 CIpaBU MOCTIMHOTO 30epiranHs 3a00pOHSIEThCS.
VY BUHATKOBUX BHUIAQJKaX BWJIYYEHHS JIOKYMEHTIB JOMYCKA€ThCs 3 J03BOJY
HavajibHUKa Binainy 3 000B’I3KOBUM 3aJIMIIEHHSIM Y CIIpaBi 3aCBIIYEHUX HAJIEKHUM
YUHOM KOITii.

V. HOPAAOK NIAT'OTOBKH CIIPAB
A0 HEPEJAYI UIA APXIBHOI'O 3BEPITAHHSA

ExcnepTusa HiHHOCTI JOKYMEHTIB

223. TlpoBeneHHsI eKCIEePTU3U I[IHHOCT1 JOKYMEHTIB MOJSITae y BCEOIUHOMY iX
BHMBYCHHI 3 METOIO BHECEHHS 0 HarioHanbHOro apxiBHOro (poHmy ab0 BHITYYEHHS 3
HBOTO Ta BCTAaHOBJICHHS CTPOKIB 30epiraHHs JOKYMEHTIB, IO HE MiJJISATaloTh
BHECEeHHIO 710 HarioHanbHOTO apXiBHOTO (hOHTY.

224. Jlns opranizaiii Ta TPOBEACHHS EKCIEPTHU3M IIHHOCTI JOKYMEHTIB Y
BIJITIT1 YTBOPIOETHCS IMOCTIMHO JIiF0Ya €KCTIEPTHA KOMICIS.

225. ExcnepTth3a MIHHOCTI JOKYMEHTIB TPOBOJUTHCS HIOPOKY EKCIIEPTHOIO
KOMICI€IO.

226. Tlim yac mpoBeACHHS EKCHEPTH3W IIHHOCTI JOKYMEHTIB 31HCHIOETHCS
BiI0Ip JOKYMEHTIB IOCTIHHOTO Ta TpuBajgoro (monHan 10 pokiB) 30epiraHHs mis
nepeaaui g0 ApxiBHoro Bigauty Cymcekoi PJIA, BuiydeHHsS Ui 3HHUIICHHS
JIOKYMEHTIB 1 CTIpaB 3a MUHYJI1 POKH, CTPOKH 30€piraHHs AKX 3aKiHUMIIHICS.

Bunydennss [MOKyMEHTIB [JIsi 3HUIIEHHS 0€3 TMPOBEACHHS MOMEPEaHBOL
EKCIIePTU3H iX I[IHHOCT1 3a00POHSIETHCS.

227. Binbip MOKyMEHTIB IOCTIMHOTO 30epiraHHs 3JIMCHIOEThCS Ha IIiACTaBi
TUTIOBUX Ta BiOMYHMX (Taly3eBUX) IMEPENTIKiB JOKYMEHTIB 13 CTpOoKaMu 30epiraHHs,
HOMEHKJIATYpH CIIPaB IUIIXOM MEPErisiIy KOXKHOTO apKyIlia CIIpaBH.

3a00poHSA€ETHCS BiOIp JOKYMEHTIB JJIsl TIOJAJIBIIOr0 30epiranas abo 3HUIIEHHS
Ha ITiJICTaB1 3aroJI0BKIB CIIpaB B ONMHKCi a00 HOMEHKJIATYP1 CIIPaB.

228. 3a pe3ynapTaTaMu EKCIIEPTU3H IIHHOCTI JOKYMEHTIB CKJIQJAaf0ThCS OMHCHU
cnpaB mocTiitHOrO, TpuBajoro (monam 10 pokiB) 30epiranHs, 3 KaJpOBUX MUTAHb
(ocoboBoro ckmamy) Ta aKT TPO BWIYYEHHS [JIs 3HUIICHHS JOKYMEHTIB, HE
BHeceHnx0 HamionanbHoro apxiBHoro Gpouay (aomaTok 9).

229. 3BeneHi OMUCH CIIpaB MOCTIHHOTO, TpuBajoro (moHasa 10 pokiB) 30epiraHHs
Ta 3 KaJpoBHX MHUTaHb (OCOOOBOTO CKJIAay) Ta aKT MPO BUIYUYEHHS JJIS 3HUIICHHS
JTIOKYMEHTIB, HE BiJHeceHUX N0 HamioHanbHOro apxiBHOro (hOHIY, PO3MIISLAAIOTHCS
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€KCIIEPTHOI KOMICIEI0 BIJAULY OJHOYAacHO. Taki akTH pa3oM 3 oOmNHUCamMH CIIpaB
MOCTIMHOrO 30€piraHHs Ta 3 KaJpOBUX NHUTaHb (0COOOBOro CKJaay) MOJAIOThCS B
YCTaHOBJICHOMY TMOPSIAKY Ha PpO3MJsA] EKCHEPTHOI KOMICH ApPXIBHOTO BIAALTY
CymMmcbkoi paitaepxkanminicTpallii. [ToromkeHni akTu 3aTBEp/KYIOThCS HAYIbHUKOM
Binainy, micns 4oro € mpaBo 3HUILIUTH 111 JOKYMEHTH.

230. AKT 1npo BWJIYYEHHS JJI1 3HUIICHHS JOKYMEHTIB, HE BHECEHHUX JI0
HamionanbHoro apxiBHoro (GoHAy, CKIAJAEThCs, SIK IPaBUIIO, HA BC1 CIIpaBU BIILTY.

CxJi1aleHHsl OIIMCIB CNPaB, IO CKJIA/IeH] y naneposii ¢gopmi

231. Onuc cnpas - apXiBHUM JOBIIHMK, IPU3HAYEHUHN JIJIS OOJIIKY Ta PO3KPUTTS
3MICTY OJMHMIIL 30€piraHHs, OJMHUIIL OOJNIKY, 3aKpIIUIEHHS iX cHcTeMaTHh3alii B
MeXKax apXiBHOTO (DOHTY.

Onucu cmpaB yKJIAagalOThCS OKPEMO Ha CHpPaBH IMOCTIHHOTO Ta TPHUBAJIOTO
(monan 10 pokiB) 306epiraHHs Ta 3 KaJApOBUX MUTaHb (0cOOOBOro ckiamy). Ha cnpaBu
tuM4acoBoro (10 10 pokiB) 30epiraHHs OMKUCH HE CKIANAIOThCA. Y pa3l JIKBiAALIl YK
peopranizalii Taki ONMCH CKJIaat0ThCsi 000B’ I3KOBO.

232. Homep omucy cnpaB BiJAuly IOBUHEH CKJIaaaTucs 3 UU(poBOro
MO3HAUEHHS BIJJIUTY 32 HOMEHKJIATYPOK CHpaB 3 JOJaBaHHSIM IOYATKOBOI JITEpPH
Ha3BU KaTeTopii JOKYMEHTIB, 110 BKJIFOYAIOTHCS JIO0 OMHCY, Ta YOTUPHOX MHU(p pOKY,
B SKOMY pO3M0OYaTO CHpaBH, BKIOYEHI A0 onucy. Hampuknan, ommcu crpas
nocriiftHoro, TpuBanoro (monax 10 pokiB) 30epiraHHs Ta 3 KaJApOBUX IUTaHb
(ocoboBoro ckiaay) Bigaury No 5, mo 0OJIKOBYIOTBCS 3a HOMEHKJIATYPOIO CHpaB i
posmodati y 2011 porri, MatumyTh Taki Homepu: 5 I1-2011; 5T -2011; 5 OC - 2011.

233. Ilin yac ckjagaHHS OMHCIB CHpaB CIiJ JOTPUMYBATHUCS TaKUX BUMOT:
KO’KHA CTpaBa BHOCUTBHCA JIO OIKUCY IMiJl CAMOCTIHUM TOPSIKOBUM HOMEPOM (SIKIIIO
CIIpaBa Ma€ KiJibka TOMiB 200 4YaCTHH, KO)KHUI TOM a00 YacTHHA BHOCATHCS JIO OIHCY
7 OKpEMHUM HOMEPOM); rpadu onucy opopMITIOIOTHCS BIAMOBIIHO 0 BIIOMOCTEH,
3a3HaYCHUX Ha OOKJAIWHIN (TUTYJIBHOMY apKyllli) CIpaBH; Yy pa3l BHECEHHS 0
OMHUCY KUIBKOX CIpaB IMAPSAI 3 OJHAKOBUM 3aroJIOBKOM 3a3HAYa€ThbCsl IMOBHICTIO
JUIIE 3arojOBOK TMEPIIOi CIpaBH, a BCl IHII OJHOPIMHI CHpaBU TO3HAYAOTHCS
CJIOBaMH «T€ CaMe», MPU I[bOMY IHIII BIJOMOCTI PO CIPAaBU BHOCSITHCS IO OIMUCY
MOBHICTIO (Ha KOXXHOMY HOBOMY apKyIlli OINKCY 3arojOoBOK BiITBOPIOETHCS
MOBHICTIO); Tpada omucy «lIpuMiTkay BUKOPUCTOBYETHCS HJIsi BIAMITOK TIPO
0co0OMMBOCTI (DI3MYHOTO CTaHy CIIpaB, MPO TMepefady COpaB IHIIUM CTPYKTYpHUM
MiApO3iIaM aJMiHICTpaIlii ado 1HIINA yCTaHOB1, PO HASBHICTH KON JOKYMEHTIB Y
CTIpasBi.

234. Onucu cripaB BEAYTHCS MPOTATOM KUTBKOX POKIB 3 BUKOPUCTAHHSIM €IMHOL
HacKpi3zHoi Hymeparlii. CripaBu KOXKHOTO POKY CTAHOBJISITh PIYHUN PO3MLUT OMHUCY.

235. Y KiHII onmucy pOOUTHCS MIACYMKOBUN 3amMC 13 3a3HAYEHHSM KUTBKOCTI
(madpamu 1 cioBaMH) CIpaB, MO OOJIIKOBYIOTBCS 32 OMKCOM, MEPIIANA 1 OCTaHHIN
HOMEpHU CIIPaB 3a OMKUCOM, a TaKOK O0OYMOBIIIOIOTHCA OCOOIMBOCTI HyMepallii ClpaB B
onuci (JMITEpHI Ta NPOIMYIIEHI HOMEpPU cHpaB). Y pIUHUN PO3AUT ONUCY CIIPaB
BHOCSITECS TAaKOK CIPABH, HE 3aBEPIICHI MPOTATOM KaJCHIAPHOTO POKY. Y TaKHX
BUMAJKaX Yy KIHI[l PIYHUX PO3AUIIB OMUCY KOKHOTO HACTYMHOTO POKY, MPOTITOM
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SKOTO CIIPaBH MPOJIOBKYBAJINCH B IUJIOBOACTBI, 3a3HAYAETHCA: «J{OKyMEHTH 3 1IOTO
MUTaHHSA JUB. TAKOXK Y PO31IIL 3a pik, No ».

236. Onuc cnpaB Binauny OiANUCYeThCA YKIIaJauyeM 13 3a3HAUYCHHSIM HOro
MOCa/iM, 1 3aTBEPXKYETHCS HAYAIBHUKOM BiJIUTy. 3a HABHOCTI Y Bl €KCIIEPTHOT
KOMICIii omuc 70 WOTO 3aTBEPKCHHSI PO3TISAAETHCSA Ta CXBATIOETHCS E€KCIEPTHOIO
KOMICI€I0.

237. Onuc cnpaB BIAAUTY CKJIQJA€TbCA Y ABOX MPUMIPHUKAX, OJMH 3 SIKHX
MepeIaeTbCcsd pa3oM 13 CIpaBaMU JO apXiBHOTO BIAAUTY paijep:kaaMiHicTpalii, a
THIIWH 3a1UIIA€THCA K KOHTPOJIBHUN NPUMIPHUK Yy Bimaimi.

238. Ha ocHOBiI ommCIB cHpaB apXiBHUI BIAJAUT paiiep:KaaMIiHICTpalli roTye
3BE/ICHI OMUCHU CMpaB MOCTIHHOro ta Tpusajoro (moHaa 10 pokiB) 30epiraHHd, 3
KaJIpOBUX MUTaHb (0OCOOOBOTO CKJIALY).

239. 3BeneHUil OMUC CrpaB MOCTIHHOTO 30epiraHHs CKIAJAETHCS B YOTUPHOX
OpPUMIPHUKAX, SKI MICHS CXBaJCHHS EKCIEPTHOI KOMICI€EI0 B YCTAaHOBJICHOMY
MOPSIIKY TIOJAIOTHCS JJII CXBAJEHHS EKCIEPTHOK KOMICIEK apXiBHOTO BIIAUTY
paitnepkagMminicTpanii. OIWH NPUMIPHUK 3aTBEPIKEHOTO OMHCY  IOAAETHCS
apXiBHOMY BIJJILTY.

240. 3Benmeni onucu copaB TpuBaioro (moHan 10 pokiB) 30epiraHHs
CKJIaalOThCs Yy JBOX TIPUMIPHHKAX, CXBATIOIOTHCS EKCIIEPTHOK KOMICI€I0 1
3aTBEP/IKYIOTHCSl HAYAIIbHUKOM Bimainy.

241. 3Benmeni omucH CIpaB 3 KaJApOBUX NHUTaHb (0COOOBOTO CKIIAny)
CKJIAJAIOThCS Yy TPbOX MPUMIPHUKAX, MIJIUCYIOTHCA YKJIaZadyeM, CXBaTIOIOThCS
EKCTIEPTHOI0 KOMICIEIO, MOTOKYIOTBCS 3 €KCIIEPTHOK KOMICIEID apXiBHOTO BIIILITY.
OnuH NPUMIPHUK 3BEJEHOTO OMUCY MOJAETHCS O ApXIBHOTO BIIILTY.

242. Onmc JOKyMEHTIB MOCTIHHOTO Ta TpuBanoro (moHasa 10 pokiB) 30epiraHHs,
3 KaJpoBUX MHUTaHb (0COOOBOrO CKJIAMy) HEOOXITHO 3MIMCHIOBATH Yepe3 JiBa POKHU
IiCJIS 3aBEPIICHHS CIpaB y JOUIOBOJCTBI, a TaKOX IiepelaBaTH JOKYMEHTH
MOCTIHOTO 30epiraHHs BIJAMOBIIHO 10 3aTBEP/KCHHUX OIUCIB CIIpaB JI0 apXiBHOTO
BIJIZIUTY B YCTAaHOBJICHI 3aKOHO/IABCTBOM CTPOKH.

OdopmiieHHs cipaB, CKJIaAeHUX Y NanepoBii popmi

243. OdopmileHHS chOpaBu IOCTiMHOro 1 TpuBajgoro (monax 10 pokiB)
30epiranHs nependadae HymMepallilo apKyIliB y crpasi, ckiageHHs (y paszi moTpedu)
BHYTPIIIHBOTO OMUCY JOKYMEHTIB CIPaBU, HASBHICTh 3aCBIIUYBAIBHOTO HAIHCY
CIIPaBH MPO KUTBKICTh apKyIIiB 1 PO 0COOJMUBOCTI (PI3MYHOTO CTaHy Ta (popmMyBaHHS
CIpaBW, TMIAMUBaHHS a00 OMpaBIeHHS cCHpaBH, OGOPMIICHHS OOKIAIUHKA
(TUTYJIBHOTO apKyIlla) CIIPaBH.

244, ]JloxymMeHTH THM4YacoBOro 30epiranHs, chopmoBaHi y cHOpaBu, HE
MiAIIABAIOTECSA, apKyIli HE HYMEPYIOThCA, YTOYHEHHS €JIEMEHTIB O(OpMIICHHS
OOKJIAMMHKK HE TPOBOAUTHCS, 3a BHHITKOM TEPBUHHOI OyXTanTepchKOi
JTOKYMEHTAIIIi.

245. Crpasu 3 rpudom «J[1s cimy*60BOro KOpUCTYBaHHS», OCOOOBI Ta OKpeMi
IpyNu COpaB MOCTIMHOIO 30€piraHHs, Ha3BU SIKUX HE MOBHICTIO PO3KPUBAIOTH 3MICT
(cipaBu, 110 MICTSTh, PO3MOPSIKEHHS, HAKA3H TOLIO0), TOBUHHI MaTH PO3MILIECHUN Ha
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MOYATKy CIIPaBU BHYTPIIIHIN ONMKUC TOKYMEHTIB Y CITpaBi.

246. Ilicns 3akiHYEHHS AUTOBOJHOIO POKY JO HAIKCIB Ha OOKJIaJMHKaX CIpaB
MOCTIHHOTO 1 TPUBAJIOTO 30€piraHHs BHOCSATHCS HEOOXITHI YTOUHEHHS, IEPEBIPSIETHCS
BIIMOBIIHICTh 3arojiOBKiB CHpaB Ha OOKIAAWHIN 3MICTY MIJIIUTUX JOKYMEHTIB,
BHOCATBCS B pa3l IMoTpedM OO 3arojoBKa CHpaBHd JOJATKOBI  B1IOMOCTI
(mpoCTaBASAIOTECS HOMEPH, Haka3iB, MPOTOKOIIB, 3a3HA4alOThcs BUAM 1 (opmu
3BITHOCTI TOIIIO).

247. ]Jlatra Ha OOKJIAAWHIIl CHOpaBM IOBMHHA BIANOBIAATH POKY MOYATKY 1
3aKIHUEHHSI CIIPaBU; Yy CIIpaBi, 110 Ma€ JOKYMEHTH 3a OUTBII paHHI POKH, HIXK PIK
YTBOPEHHSI CIIPABH, IT1/1 1aTOI0 POOUTHCS HAMUC: «€ IOKYMEHTH 32 ... POKI.

248. Ha oOxnaamHKax cropaB, M0 CKJIAAAlOThCs 3 KUTBKOX TOMIB (YacTHH),
IIPOCTABJISIFOTHCS JIATH MEPIIOTO 1 OCTAHHLOTO JIOKYMEHTIB KOKHOTO TOMY (YaCTUHHM).
VY pasi 3a3HaueHHs] TOYHOI KaJICHJIapHOiI JIaTU MPOCTABIISIETHCS YMCIIO, MICSIb 1 PiK.
Ywuco 1 pik MOo3HAYAIOTHCS apaOChLKUMU U (PpamMu, MICAIh MUIIETHCS CIOBOM.

249. Ha oOxnaauHIIl CHpaBH TMPOCTABISETHCS HOMEpP CIpPaBU 3a 3BEACHUM
OITMCOM 1 32 ITOTOKCHHSM 3 MPAI[iBHUKOM.

250. VY pasi 3MiHM HaMEHYBaHHS BIJUTY MPOTATOM NEPIOAY, SKUH OXOILTIOITh
JTOKYMEHTH CcHpaBHu, a00 i 9ac rmepeaadi CIipaBH A0 1HIIOT YCTAHOBU Ha OOKJIaAUHII
CIIpaBU 3a3HAYAE€ThCS HOBE HAWMEHYBaHHS YCTAHOBU, a TONEpPEeaHE OEpeThCs B
TTYKKH.

251. Hamucu Ha OOKJIAgWHKAxX CIpaB MOCTIHHOTO Ta TpuBajoro (moHam 10
POKiIB) 30epiranHs poOIATHCS YITKO YOPHHUM CBITIIOCTIMKUM YOPHHIIOM a00 IacTOo.
3a00pOHSETHCS HAKIICIOBAHHS TUTYJIBHOTO apKyllla Ha OOKIAIUHKY CIIPaBH.

Ilepenaya cnpaB, CKJIaJeHUX y NanepoBii ¢popmi,
110 apXiBy

252. CnpaBu mnoctiiHOro Ta TpuBasioro (monax 10 pokiB) 30epiranss, 3
KaJpOBHX MUTaHb (0COOOBOTO CKJIAAY) Yepe3 iBa POKH IICTsS 3aBEPIIEHHS 1X BEJACHHS
MepeIaroThCsl apXiBHOMY BIIJIUTY CUIBCBKOI pajy, B YHOPSJAKOBAHOMY CTaHi IS
MOIAJIBIIIOTO 30€piraHHs Ta KOPUCTYBAHHS.

CnpaBu TtumuacoBoro (a0 10 pokiB BKIIOYHO) 30epiraHHsS MOXKYThb
repeIaBaTUCs A0 apXiBHOTO BIAIUTY 3a PIICHHSAM HadaJabHUKA BIILTY.

253. Ilepemaua cmpaB TpaIliBHUKY apXiBHOTO BIUTy, 3IACHIOETHCS 3a
rpadikoM, TOTOJKEHUM 3 HAYaJIbHUKOM BIJAUTY 1 3aTBEPIKEHHM KEPIBHUKOM
amapary.

254. SIkmo okpemi crpaBH HEOOXITHO 3alUIIUTH y BIIAUIL JUIS ITOTOYHOI
poOOTH, MpaIliBHUK apXiBy 0OpMIIS€ BUady CIIpaB y TAMYACOBE KOPUCTYBaHHS.

255. llpwuiimaHHsS-TIepeadya KOXHOI CHOpaBU 3AIMCHIOETHCSA MPAIliBHUKOM
apXiBHOTO BIJJILUTY B MPUCYTHOCTI MpaIliBHUKA BiJUTY, SIKHWA TIEpeae yrmopsAKOBaH1
Ta 0(hOpMJIEHI CIIPABH.

256. CmpaBu mocriiiHOro Ta TpuBaimoro (moHamx 10 poxkiB) 30epiranHs
MepesaloThesl O apXiBHOTO BIIJIUTY 3a ONUCAMHU. Y KIHII KOXKHOTO NPUMIPHHUKA
OMKCY TMpaliBHUK, BIANOBIIAIBLHUN 32 BEACHHS apXiBY, PO3MUCYETHCS B MPUHHATTI
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ciopaB 3 OOOB’SI3KOBHM 3a3HAYEHHSIM KUIBKOCTI (qudpamu 1 cloBamMu) NepeaaHux
copaB 1 mpocTtasiisie qaTy. OJIMH NPUMIPHUK OINHUCY MOBEPTAETHCS BIIALTY, YCI 1HIII
3QJIMIIAIOTHCSA B a@pXIBHOMY BIIAUTI.

257. CrpaBy, 110 NEpPeAaroThCs 10 apXiBHOTO BiIJLTY, MOBUHHI OyTH 3B’s3aH1
HaJEKHUM YUHOM.

258. V pa3i 3MiHU CTPYKTYpH BIJAUTY Ta MOTO YHUCEIBHOCTI OKPEMHX MOro
MNIANOPAKOBAHMX — 3aKJaJiB  BIANOBIJalbHa ocoba B NEpioJl MPOBEACHHS
JTKBIAALINHUX 3ax0AiB (OpMye BCl JOKYMEHTH Yy CIpaBH, OPOpMISE€ CHpaBH 1
nepenae iX MpaliBHUKY, BIAMNOBIIAJbHOMY 3a apXiB, HE3aJEXKHO BIJl CTPOKIB
30epiranss. [lepenava crpas 311MCHIOETHCA 3@ ONMKUCAMHU CIIPAB 1 HOMEHKJIATYPOIO.

['o10BHUH cIiEiaicT Oneuna HIKITEHKO



Honatok 1
1o Iacrpyxkii
(myHkT 13)

Bumoru 10 ogopmJieHHS JOKYMEHTIB,
110 BUTOTOBJIAIOTBHCHA 32 10IIOMOI 00 IPYKYBAaJIbHUX 32C00iB

1. Jlna ApyKyBaHHS TEKCTIB CIY>KOOBUX JOKYMEHTIB BHKOPHCTOBYETHCS
rapuitypa Times New Roman, mpudt posmipom 12-14 npykapcbKux MNYHKTIB
(po3mnopsipkeHb TOJOBU aaMiHicTpauii - 14). Jlo3BoJyisi€eTbcd BHKOPUCTOBYBATHU
mpudt po3mipom 8-12 ApykapChKUX MYHKTIB JUIS JPYKyBaHHS pekBi3uTy «BiacHe
iM's, TIpi3BUINE BHUKOHABIA 1 HOMEp HOro TenedoHy», BHUHOCOK, O(QOpMIICHHS
TaOJINIb, TTOSICHIOBAJIbHMX HAIUCIB JI0 OKPEMHX €JIEMCHTIB TEKCTy JOKyMeHTa abo
HOT0 PEKBI3UTIB TOIIIO.

2. Ilpu odopmiieHH] 3acTOCOBY€EThCS IIPUPT: HAMIBKUPHUNA MIPUPT BEIUKUMHU
JiTepaMM — JUISI Ha3BM BHJY JOKYMEHTAa. Y Ha3BaX J0JATKiB HOPMaTHBHO-
NPABOBOTO XapakTepy (TOJOKEHHS, IHCTPYKIlii, TpaBuja, MOPSAKHA TOIIO), IO
3aTBEP/IKYIOTHCS PO3MOPSAYMMH JOKYMEHTAMH, BEIIMKHUMU JIITEpPAaMU Ha OKPEMOMY
PAIKY APYKYETHCS TUIBKH TIEpPIIE CIIOBO; HAMMBXUPHUN (MIPAMHUMA) — JJISI 3ar0JIOBKIB,
M173aroJIOBKIB, HA3B PO3AUTIB, MIAPO3/LIIB TOIIO Ta KOPOTKOTO 3MICTY IOKYMEHTA.

3. IIpu odopmiieHHI TEKCTIB MIKPSIKOBUM 1HTEPBaJ MOBUHEH CTAHOBUTH:

1,5 — nand cKIaJoBUX YaCTUH PEKBI3UTIB «Ajapecary», «['pud moromkeHHs»Ta
«'pud 3arBepmxeHHs» (rpudu MOTOKEHHS 1 3aTBEPUKEHHS HAIIBXUPHUM
mprudTOM HE BUIUISIOTHCS, TEKCT BUPIBHIOETHCS IO JiBOMY moito. Prucka Ha Miciii,
1e Mae OyTH MIANUC, HE JPYKYETHCS);

1,5-3 — 1151 BiTOKpeMJICHHsI peKBI3UTIB IOKYMEHTa OJIMH BiJl OJHOTO, a TAKOXK
PHUCKH BKIHIII JoJaTKa JI0 J0/1aTKa.

4. Ha3Ba BUAYy JOKyMEHTAa JAPYKYEThCS BEIUKHUMH JIITEpaMU HaIliBKUPHUM
mpuQTOM.

5. PosmmdpyBanHs mianucy B pekBi3UTI «lIligmuc» ApyKyeTbcs Ha PpiBHI
OCTaHHBOTO PsJIKa HA3BH MOCAAN HAIIBXUPHUM HIPHUPTOM.

6. MakcumanbHa JTOBXKHHA PsAKa 0araToOpsSAKOBUX PEKBI3UTIB (KpIM PEKBI3HUTY
TekcTy) - 73 wmurimetpu (28 ApyKOBaHMX 3HAKIB). SIKIIO 3arojOBOK N0 TEKCTY
nepesunrye 150 3HakiB (5 psAnKiB), HOro J03BOJSIETHCS TPOJOBXKYBATH IO MEXKI
mpaBoro nojsi. Kpamnka B KiHIII 3aroJIOBKa HE CTaBUTHCH.

7. Tlpu odopMieHHI JTOKYMEHTIB BIACTYI BiJ MEXI1 JIBOTO IO TOKYMEHTa
CTaHOBHTH:

125 mumiMeTpiB — TSI BIACHOTO IMEHI Ta mpi3BuUIa pekBi3UTY «Iligmucy (sKio
JOKYMEHT Ma€ alb,OOMHY Opi€HTAIlifo — 155 MimiMeTpiB);

104 mimimeTpiB — nans pekBi3utTy «I'pud 3aTBepIKEHHS», CIOBO «JlomaTok»
(SIKIIIO TOKYMEHT Ma€ allbOOMHY opieHTarito — 185 miniMeTpiB);

90 MuTIMETPIB — JJI PEKBIZUTY «AJlpecary;

10 miziMeTpiB — IS a03aIliB y TEKCTI;

0 mumimerpiB: s ciiB: «CIIYXAJIN», «BUCTYIIWIINy, «BUPILLINJIN,
«YXBAJIWIIN», «HAKA3YIO»; nns pekBizutiB: «/lata gokymenta», «KopoTkuii
3MICT AoKyMmMeHTa», «Tekct» (0e3 ab3aiiB), «BigmiTka mpo HAasIBHICTH JIOJATKIBY,



«IIpi3Bumie BUKOHaBLA 1 HOMep Horo TtenedoHy», «BigMiTka Npo BUKOHAHHS
JOKYMEHTAa 1 HaJCWIAHHA HOro a0 copaBu», ciloBO «J/lomaTtok», pekBi3UTH
«Jlopatok» Ta ciI0BO

8. IlizcTaBa» 3amucy Hpo MOCWIAHHS Ha JOKYMEHT, IO CTaB MiJICTaBOIO JUJIS
MIATOTOBKU (BUAAHHS) MOTOYHOTO JOKYMEHTA, HaMEHYBaHHS MOCAAN Y PEKBI3UTI
«Ilinmuc», 3acBiIYyBadbHOTO HAMHUCY «3TIIHO 3 OPUTIHAIOM» Ta JJs NEPIIOro
pekBi3uTy «['pud 3aTBEpAKEHHS», AKIIO iX Y JOKYMEHTI JBa.

8. Ilin yac odopmiieHHS JOKYMEHTIB (IOJATKIB A0 HMX) Ha JBOX 1 OlIbIIe
CTOpIHKAX Apyra Ta HaCTyIHI CTOPIHKU MOBUHH1 OYTH IPOHYMEPOBAHI.

9. Homepu CTOpPIHOK CTaBISITbCA IOCEPEIMHI BEPXHBOI'O MO CTOPIHKU
apaOcbkumu 1udpamMu 0e3 3a3HAaYEHHS CIIOBAa «CTOpPIHKAa» Ta PO3AUIOBUX 3HAKIB.
[lepmia cTopiHKa HEe HYMEpPYEThCS HI B JOKYMEHTI, HI B KOXXHOMY 3 JOJATKIB.
JIOKyMEHT 1 KOXeH 3 JOJaTKIB MalTh OKpeMmy Hymepauio. Homep cropiHku Mae
OyTu HaapykoBaHuil rapHityporo Times New Roman Ta mpudrom TOro * posmipy,
10 i TeKcT camoro gokyMeHnTa (12 — 14 apykapchbKuX MyHKTIB).

10. TekcTn DOKYMEHTIB APYKYIOThCS Ha ofgHOMY Oorl apkyma. JJokymeHTH 31
CTpOKOM 30epiraHss 70 5 poKiB MOKHA APYKYBATH Ha JTUI[LOBOMY 1 3BOPOTHOMY OOII1
apKyia.

11. QR-xox po3mipoM 21 Ha 21 MM pO3MILIYEThCSI B HHUKHBOMY JIIBOMY KYTIi
nepuioi CTOpiHKM JOoKyMmeHTa. 12. Pucka BkiHII JojaTka [0  JoJaTkKa
PO3TAILIOBYETHCS MO LEHTPY 1 JAPYKYEThCS 3a JOMOMOror 15 3HaKiB HUKHBOTO
nmigkpecmtoBaHHs rapHiTyporo Times New Roman Ta mpudrt posmipom 14
APyKapChbKUX MYHKTIB.



Jlonatok 2
no Iuctpykuii
(myHKT 16)

MUKOJIAIBChKA CIJTbCBKA PAJIA CYMCBHKOI'O PAMOHY CYMCBHKOI OBJIACTI
BIAALJI OCBITH, MOJIOAI TA CIHOPTY

Bya. IlleBuenka, 1, c. Mukonaiska, Cymcbkuii parion, CyMmchka o0nacth, 42322,
ten. (0542) 776-670, 776-670; e-mail: osvita_mykolaivka@ukr.net;
Web: www.osvita-mykolaivka.rada.today/; Kog € IPIIOY 41076631

Ne Ha Ne BIX
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Homatox 3
no Iuctpykuii
(myHKT 16)

i

MUKOJIAIBChKA CIJTbCBKA PAJIA CYMCBHKOI'O PAMOHY CYMCBHKOI OBJIACTI
BIAALJI OCBITH, MOJIOAI TA CIIOPTY

HAKA3

c.MukonaiBka




Jonatok 4
1o [HeTpykiii
(myHkT 33)

Iepeuaik
AOKYMEHTIB, 10 3aTBEPAKYHOTbCH
3 NPOCTABJISIHHAM rpu(a 3aTBepaKeHHS

1. AxkTtu (criMcaHHs; 1HBEHTapH3allli; €KCIEePTHU3W; BUIYUYCHHS CHOpaB s
3HUIICHHS; TTepe/iadi CIipaB; JIKB1Iallll yCTaHOB TOIIIO).

2. 3aBnaHHA (Ha TPOEKTYBaHHA O0’€KTIB, TEXHIYHUX CHOPYI, KamiTajJbHE
OymIBHUIITBO; HAa TPOBEACHHS HAYKOBO-IOCHIITHUX, MPOCKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTTYHUX POOIT; TEXHIYHI TOIIO).

3. 3BiTH (IIPO OCHOBHY AISUIBHICTB; BIAPSXKEHHS; HAyKOBO-AOCHIIHI poOOTH
toio). 4. Komrropucu Bimainy.

5. Homenknarypa cripas.

6. Onucu crpas.

7. IInanu po60TH, TOIIIO).

8. [TocamoBi IHCTPYKIII.

9. [Ilporpamu ((piHAaHCOBO-EKOHOMIYHI; TIPOBEACHHS POOIT 1 3aXOJiB;
BIJIPSI/IKEHB TOIIIO).

10. Po31iinku Ha BUKOHAHHS POOIT.

11. Ctatytu (1IOJI0KEHHS ) BIIILTY.

12. CtpykTypa Bigainy.

13. ®opmu yHipiKOBAaHUX JOKYMEHTIB.

14. llITaTHi po3nuCH.



Jlogatok 5
no Iuctpykuii
(myHKT 67)

Iepeuaik
AOKYMEHTIB, MiINNCH HA AKUX CKPIITIOITHCH
rep0ooBOI0 MEYATKOK Yy pPa3i iX CTBOPEeHHs y naneposii popmi ado
3aCBiTUYIOTHCH KBAJiI(QIKOBAHOI €JIEKTPOHHOI0 NEYATKOK)
y pa3i IX CTBOPEHHH B eJIeKTPOHHIN dopmi

[lepenix JOKYMEHTIB, HIIMKUCH HA SKUX CKPIILIIOIOTHCA repOOBOIO MEYaTKOIO

1. Axtu (BUKOHAHUX POOIT 1 HAJAHUX TMOCIYT, CIHCAHHS, EKCIEPTH3H,
(1HAaHCOBUX MEPEBIPOK; BIIIYYEHHS CIPAB JJIs 3HUILECHHS; epeadl Cpas TOIIO).

2. ApkyI1ili IOroPKEHHS MPOCKTIB HOPMATUBHO-TIPABOBUX aKTiB.

3. JloBinku (JIIMITHI; PO BHUIUIATY CTPAXOBUX CYM; BUKOPHCTAHHS OIOKETHUX
aCUTHYBaHb Ha 3apIUiaTy; MpO HapaxoBaHy 3apIuiaTy TOLIO).

4. JloroBopu (mpo MartepiaibHy BIJMOBIIANbHICT, HAYKOBO-TEXHIYHE
CHIBPOOITHUIITBO, MIAPSIAH, OPEHIY MPUMIIIECHbD; PO BUKOHAHHS POOIT TOIIIO).

5. JIokyMEeHTH (JIOBiJKH, IIOCBITYEHHS TOIIO), III0 3aCBITIYIOTh IIPaBa TPOMaIsH
1 FOPUAMYHUX 0Ci0.

6. JopydeHHs Ha ojep)KaHHS TOBAapHO-MaTepiaibHUX IIHHOCTEH, OFOMKETHI,
0aHKIBCBKI, IIEHCIIHI, INIATDKHI.

7. 3aBmaHHs (Ha TPOEKTYBaHHsS OO0 €KTIB, TEXHIYHUX CIHOPYH, KariTaJlbHE
OyIIBHUIITBO; TEXHIUHI TOIIO).

8. 3asBU (Ha aKPEAUTHUB; TIPO BIIMOBY BiJ AKIIEMITY TOIIIO).

9. 3asBku (Ha 00aHAHHS, BUHAXOIH TOIIIO).

10. 3pa3ku BIZOMTKIB I€YATOK 1 IMAMKCIB MpaIiBHUKIB, SKI MalOTh IIPaBO
3MiicCHIOBaTH (DIHAHCOBO-TOCIIOAPCHKI omepartii.

11. Komropucu Ta mjaHu aCUTHYBaHb BIILTY.

12. Jluctu rapanTiiiHi (Ha BUKOHAHHS pOOIT, HaJ@aHHS TTOCIYT TOIIO).

13. Homenknatypa crnpas.

14. Onucu cnpas.

15. Tlonanu4 1 KJIOMOTaHHS (PO HATOPOHKEHHS; TIPO MPEMIIOBAHHS).

16. IIpoTokomnu (MOTOMKEHHS TIJIaHIB TTOCTABOK).

17. Peectpu (4ekiB, OIOKETHUX JOPYICHB).

18. CrinbHI JOKYMEHTH, ITATOTOBJICHI B/l IMEHI IBOX 1 OUIBIIIE YCTAHOB.

19. CraryTn.

20. TUTyIBHI CIUCKH.

21. TpynoBi KHUKKH.

22. llTaTH1 po3muCH.

23. Tnuii (hiHAHCOB1 IOKYMEHTH 3T1AHO 3 YUHHUM 3aKOHOJJABCTBOM.



JlonaTok 6
no Iacrpyxkii
(myHKT 150)

MPUMIPHHUI NEPEJIIK
JAOKYMEHTIB, III0 He MiVISIraloTh peecTpamuii cayx0010 aijioBoacrea*

. 3BenieHHs Ta 1HdOpMallisl, HaiC/IaH1 10 BioMa.
. HaBuanpH1 mutanu, nporpamu (komii).
. PexnaMHi moBiIOMIJICHHS, TUTAKaTH, IPOTPaMH Hapaa, KoH(epeHIliil ToIo.
. [IpeiickypanTu (Kormii).
. Hopmu BuTpatu marepiaiis.
. BiTanbHi TUCTH 1 3aMPOILIEHHS.
. ApykoBani BuaHHs (KHUTH, )KypHaJu, OIOJIETEH]).
. Haykogi 3BiTH 32 TeMaMH.
. MicsuHi, KBapTajabH1, MIBPIYHI, p1UHi 3BITH.
10. ®opMu CTATUCTUYHOT 3BITHOCTI.
11. Jorosopu.

O 00 1N W bW

*JIOKyMEHTH, 3a3Hau€Hl B MYHKT1 2, MiJUIATalOTh CHelialbHOMY OOJIKY y CiIyXO0l 3 MHUTaHb
MepCcoHaITy amnapary, 7 — BiIMOBITHO A0 TEMAaTUKH Y CTPYKTYPHHUX MAPO3aUIaX, 9 - y CTPYKTYpHOMY
migpo3AuTi amapary 3 (iHAHCOBUX MHTaHb, 10 — y CTPYKTYpHOMY MiApO3MALIl amapary 3
opraHizamifHuX NMutanb, 11 — 7OroBOpIB — (PIHAHCOBHUX, IIOJ0 YTPUMAHHS amapaty (CTPYKTYpHUM
MiIpO3AUTOM amapary paiaepkaamidictpamii 3 (IHAHCOBUX MHTaHb), IIOJAO0 JISIIBHOCTI
aZAMIHICTpAIlii — FOPUIUYHOIO CIY)KO0T0 amapary.



Jlonatok 7
no Iacrpyxkii
(myHKT 174)

CTPOKHA
BUKOHAHHSI OCHOBHHMX JOKYMEHTIB

1. Axr Ilpesunenra Ykpainu — 30 qHIB 3 1aTH HaOpaHHS HUM YMHHOCTI, SIKIIO
UM aKTOM He Tepe0adyeHo CTPOK BUKOHAHHS BU3HAYEHOTO HUM 3aBJIaHHS.

2. 3anuT HApOAHOrO JenyTara YKpaiHu — 3riIHO 3 BUMOTaMH 3aKOHY YKpaiHu
«IIpo craryc HapogHoro aemyrata YKpaiHu». 3amuT JAemnyTara MICIEBOi paau - B
YCTAaHOBJIEHUN 3a3HAYEHOIO PAJI0I0 CTPOK.

Skio 3anuT HApPOJHOIrO JemyTara YKpaiHu (JermyraTta MICIIEBOi paau) 3
00’€KTUBHUX TMPUYUH HE MOXKE OYTH PO3MIISIHYTO B YCTAaHOBJIEHUW CTPOK,
HAJICUJIAETHCS BITMIOBIIHO JI0 3aKOHY MUCHMOBE MOBIIOMJICHHSI CY0’€KTaM BHECEHHS
3aMuUTy 13 3a3HaYCHHSIM TIPUYHH IIPOJIOBXKEHHS CTPOKY PO3TIISY.

JlemyTaTChKUl 3aNIUT TPYHU HAPOJAHUX JEMyTaTiB i KoMmiTeTy BepxoBHoi Paau
YkpaiHu po3rSiAaEThCd B MOPSAJKY, BCTAHOBICHOMY [UJIi  PO3TISY 3aluTy
HApOJIHOTO JIemyTaTta Y KpaiHu.

3. 3BepHEHHS HApOJHOTO JenyTaTa YKpaiHuW (JermyraTta MICIEBOI paau) -
npoTaroM He Ounbi K 10 qHIB 3 AHS HAIXOKCHHS.

VY pa3i HEeMOXJIMBOCTI PO3IJISILY 3BEPHEHHS HAPOJHOIO Jernmyrarta YKpaiHu
(memyTaTa MicueBOi pajy) B YCTaHOBIEHUW CTPOK MOMY MOBIJOMIIAIOTH IMPO 1€
O(IIIAHUM JIMCTOM 13 3a3HAYEHHSM MPUYMH MPOJOBKEHHS CTPOKY po3risiay. CTpok
PO3IIISAY JEMyTaTChKOTO 3BEPHEHHS 3 YpaxXyBaHHIM CTPOKY MPOJIOBKEHHS HE MOXKeE
nepesuiryBatu 30 JHIB 3 MOMEHTY HOTO HAIXOIKEHHS.

3BepHeHHs koMmiTeTy BepxoBHoi Pamu VYkpainu posrisigaeTscsi B TOPSIKY,
BCTAaHOBJICHOMY JIJIS PO3TJISAlY 3BE€PHEHHS HApOJIHOTO JenyTaTa Y KpaiHu.

4. Pimennss KaGinety MinicTpiB YKpaiHU W00 JOOIpAIIOBAHHS MPOEKTIB
HOPMATHUBHO-TIPABOBHX aKTIB — TpoTsIroM 10 mHIB 3 JHA NPUHHATTS BIAMOBIITHOTO
PIIIICHHS, SIKIIO ITUM PIIICHHSM HE BCTAHOBJICHO IHITHH CTPOK.

5. I[ToctanoBu ta BucHOBKH Komerii PaxyHkoBoi nanatu — mpotsarom 15 nHiB 3
JTHS X pEECTpallii B YCTaHOBI, SIKIIO B HUX HE BCTAHOBJICHO 1HIINI CTPOK.

6. IloromkeHHs TPOEKTIB aKTIB 3alHTEPECOBAHUMH OpraHaMu — Y CTPOK,
YCTAaHOBIIGHWH iX TOJIOBHUMHU PO3POOHHMKAMHU BIAMOBIAHO J0 BUMOT Permamenty
Kab6inetry MinicTpiB Ykpainu.

7.3amuT Ha myOmiuHy iHopmamiro Binm ¢I3WYHOI, OPUAWYHOT 0co0wH,
o0’eqHaHHS TPOMaJsH 0Oe€3 CTaTyCcy HOpUIWYHOI OCOOHM, KpiM CyO’€KTIB BIQJHHUX
MOBHOBAXCHB, TA HAJAHHS BIATOBIII HA 3aMUT HA 1HPOPMAIIIF0 — MPOTITOM CTPOKY,
Bu3HaueHoro crarrero 20 3akony Ykpainu «lIpo goctyn mo my6miuHoi iHpOpMaIii».

8. BHyTpIIlIHE MOTOJI)KEHHSI MPOEKTIB JIOKYMEHTIB — y CTPOK, YCTAHOBJICHUH X
pO3poOHMKaMH BIJMOBIAHO /10 BUMOT PernaMmenty paiaepxaaMiHicTpallii, SIKIIO Taka
BHMOTa HE BCTAHOBJICHA — HE OLIbIIIE IBOX POOOUYUX JHIB.






Binain ocBiTH, MOJIOJI Ta CLIOPTY

MukoaiBCbKO1 CUTLCHKOT pajiu

JonaTtok 8
no Iacrpyxkii
(myHKT 199)

3ATBEP/DKYIO

HavanbHuK BIIALTY OCBITH ,
MOJIOZ1 Ta CIIOPTY
MukoJ1aiBCbKO1 CLTLCHKOT pain

HOMEHKIJIATYPA CIIPAB
(mirmuc) (BmacHe im’s1, TIpi3BHIIIE)
Ne 20 poky
Ha piK M. IL
Innekc cnpaBu | 3arosoBok cripaBu | KinbkicTs cipaB | CTpok 30epirans [Tpumirka
(TOMY, 4aCTHUHH) (TOMIB, YaCTHH) CIpaBsH (TOMY,
YaCTUHH) 1 HOMEPHU
cTaTeu 3a
MepeTiKoM
1 2 4 5

Hinoona Bigainy

20 pPOKYy

CXBAJIEHO
ITpotokon 3acimaras EK Bigmainy

Ne

“HaiiMeHyBaHHS CTPYKTYPHOTO MifIPO3 LTy

(miamuc)

(na3Ba poziny’)

(BacHe im’s,
npi3BHUILE)

CXBAJIEHO
[IpoToxkoi 3aciganus EK apxiBy

Ne




[lincyMKoBHMI 3amuc mpo Kareropii Ta KUIBKICTh CIIpaB, CKIAAEHUX Y poui y
BIJIJILI1 OCBITH

3a crpokamu 30epiraHHs Pazom Y Tomy umcii
TaKuXx, 110 3 BIIMITKOIO
MIEPEXOASTh «EITK»
[TocriitHOTO

Tpusanoro (nonaxa 10 pokiB)

TumyacoBoro (10 10 pokiB BKJIFOUHO)

Yceworo

JimoBox

(i grmc) (ByacHe iM’s, TIpi3BHUILE)

20 poky

[TimcyMKOBI1 BiIOMOCTI TIEPEIAHO B apXiB paiiaepxKaaMiHicTpallii.

ITocana ocobu, BiAIOBIAAIBLHOT
3a repeaavy BiOMOCTEH

(mmiamuc) (BacHe iM’s, TIpi3BUILE)

20 pPOKY




JonaTtok 9
no Iuctpykuii
(myHKT 238)

Binain ocBiTH, MOJIOI Ta CLIOPTY 3ATBEP]IKVYIO

MukoJ1aiBCbKO1 CUTLCHKOT pau .. ) )
HavanbHuk BTy OCBITH, MOJO/I1

Ta crnopTy MuUKOJIaiBChKOI CUIBCHKOI paju

(i gmmc) (macHe im’s1, TIpi3BHIIIE)

20 poky

M. I1.
AKT

Ne

(micre cKJTailaHHs )
NPO BUJIYYECHHS ISl 3HUIICHHS JOKYMEHTIB,
He BHeceHuX 10 HanionanbHoro apxisuoro ¢ponay

Ha miacrasi

(Ha3BHM 1 BUXIi/HI [JaHi IIeperiKy JOKYMEHTIB i3 3a3HAYEHHSAM CTPOKIB iX

30epiraHHs a00 THITOBOI (IIPUMiPHOT) HOMEHKIJIATYpH CIPaB)
BUJIYYEHI JUTsl 3HUIICHHS SIK TaKl, 10 HE MalOTh KYJbTYPHOI I[IHHOCTI Ta BTPATUIN MPAKTUIHE
3HAYCHHS, JOKYMEHTH GoHTy No

(na3Ba oHmy)

No | 3aronoBok Hata Homepu | Impexc cipaBu | Kiib- Crpok 30epi- | [Ipumitku
3/m | cripaBu a0o | crpaBHU OTIUCIB (Tomy, KICTh raHHS CIIpaBU
0370 (0):37171 abo (HOMEHK- YaCTHHU) 32 cripaB (Tomy,
3aroJIOBOK | KpalH1 | Jaryp) 3a HOMEH- (TOMiB, YaCTHHM) 1
crpaB aTh pik (poku) | KiaTyporo abo | 4acTWH) | HOMEpH cTaTei
cripaB HOMEp CIIPaBH 3a TIepeTikoM
3a OMHUCOM
1 2 3 4 5 6 7 8
Pazom CIIpaB 3a POKH.

(tdpamu i cIoBaMu)

ITocama ocoOu, sika
MPOBOJINIIA EKCTIEPTHU3Y

HiHHOCTi I[OKYMCHTiB (i muc) (BracHe iM’s1, TIpi3BHIIIE)
20 POKY
CXBAJIEHO CXBAJIEHO
[Tporokoun 3acimanus EK Biggimy [Tporokoun 3acinanus EK apxiBy

Ne Ne




Onucu crnpaB MOCTIHHOrO 30epiraHHs 3a POKH CXBaJIEHO, a 3 KaIpOBUX IHUTAHb
(ocoboBoro ckiany) noromkeno 3 EINTK (EK)

(HaliMeHyBaHHSI JIepKaBHOI apXiBHOT YCTaHOBH, apXiBHOT'O BiJJILTY MICHKOT pajiu)

(mpoTokoa Ne ).

JIOKyMEHTH B KIJTBKOCTI
CIpaB

(mudpamu 1 ciioBamm)
Baror KI' 3JI1aHO B

(HaliMEeHyBaHHSI YCTaHOBH)
Ha TIepepoOKy 3a MpUHMaITbHO-31aBATEHOIO

HaAKJIaJHOKO BiJ Ne a00 3HUIIEHO UIAXOM CHAJIEHHS.

[Tocana ocolwu, sika 31ama
(3HUIIMIIA) JOKYMEHTH

(Tmiammc) (BacHe iM’s1, TIPI3BUIIIC)

20 pPOKY




[IponoBxxeHHs qonarky 9
no Iuctpykuii
(myHKT 238)

Binain ocBiTH, MOJIO Ta CLIOPTY
MukoaiBCbKO1 CUTLCHKOT pajiu
3ATBEP/KVYIO

HavanpHuK BIAALUTY OCBITH, MOJIOI
Ta cnopTy MUKOJIaiBChKOi CUTBCHKOI paau

(migmuc)  (BiacHe iM’si, TIPi3BHIIE)

20 poky
OIIUC
Ne
Ne [anexc 3aronoBoOK Kpaiini gatu | Kinbkicth Crpok [TpumiTku
3/m | crnpaBu CIpaBH (TOMYy, JOKYMEHTIB | apKylIiB Yy | 30epiraHss
YaCTHHM) CIIpaBH crpaBi cCIpaBu
(Tomy, (Tomi, (Tomy,
YaCTHHM) YacTHHI) | YacCTUHM) 1
HOMEpHU
cTaTey 3a
HEPEITIKOM
1 2 3 4 5 6 7
(na3Ba posziny”)
Jlo onucy BHECEHO CIpaB
(umdpamu i cioBaMu)
3 Ne o Neo , Y TOMY 9HUCIIi:
JITepHI HOMEpH , IPOITyILI€H1 HOMEPH
ITocana yxnanaya onucy
(miamuc) (BracHe iM’s1, Ipi3BHIIIC)

20 pPOKYy

ITocana xepiBHUKA CTy>KOH JIJTOBOICTBA

IT1JITHC BJIACHE iM’s1, TIPI3BHIIE
p

20 POKY

*

I'pada mocra He 3aMOBHIOETHCS B OMMCAX CIIPAB MOCTIHHOTO 30epiraHHs.
“HaliMmeHyBaHHS CTPYKTYPHOTO MiZPO3Miny (JUIs IOPUIMYHMX OCI0, B SKMX HEMae CTPYKTYPHUX MiAPO3JLTiB, HANPIMY
JUSUTBHOCTI).



2 [TponosxeHHs noaarka 9
Ilepenas crpas
(mmpamu i cioBamu)
Ta PEECTPAIliTHO-KOHTPOILHIX KAPTOK 10 JOKYMEHTIB .
(umdpamu i croBaMu)
[Tpuiinss CIIpaB
(tmdpamu i ciioBaMm)
Ta peecTpaniiHO-KOHTPOJIbHUX KAPTOK A0 JOKYMEHTIB.
(umdpamu i cioBaMu)
Oco0a BianoBigaIbHA 32 apXiB
(mirmuc) (BacHe im’s1, TIpi3BHIIIE)

20 pPOKY

“TlepenaroThbest pa3oM 3i CIipaBaMM CITy>KOH JiIOBOJCTBA.



	МИКОЛАЇВСЬКА СІЛЬСЬКА РАДА СУМСЬКОГО РАЙОНУ СУМСЬКОЇ ОБЛАСТІ
	МИКОЛАЇВСЬКА СІЛЬСЬКА РАДА СУМСЬКОГО РАЙОНУ СУМСЬКОЇ ОБЛАСТІ (1)

