Ny

MIHICTEPCTBO OCBITH I HAVKH! VKPAIHU

HAKA3

L3 . & W AF Do o L M!m N 748

—— T TUE S w Ay -mm

|3 .00, L0 B buiniprCpCTEI MCTELI JKpaiHy

sl REEE YRRV B i"'Ll...'..l.

OFLoHY

IIpo satBepmxenHs IncTpykuii 3 AinoBoxcTBa
Y 3aKJIaZlaX 3aralibHol CepeaHbO]l OCBITH

Biamosinno no mymkry 8 Ilonoxenuns mpo MinicrepcTBo ocBiTH i HayK{
YxpaiHy, 3aTBep KeHoro nocranooo Kabinetry Minictpis Ykpainu Big 16 xKOBTHS
2014 poxy Ne 630, mynkty 369 muany npioputerHux nii Vpsay nHa 2018 pik,
3aTBEPKEHOr0 posnopsypreHHaM Kabinety MinictpiB Ykpainu Big 28 6epesns 2018
poky Ne 244-p,

HAKA3YIO:

1. 3atBepauTH IHCTpYKLIIO 3 HiNOBOACTBA y 3aKialax 3arajbHoi cepegHboi
OCBITH, III0 JOOAETHLCA.

2. [upextopaty momxinbHoi Ta ImKiNbHOI ocBitH (OcmonoBcekuit A. O.)
320€3MeYUTH B YCTAHOBJIECHOMY TMOPSAKY IIOLAHHS LBOrO HAKasy Ha NEpKaBHY
peecTpallio 10 MinicTepcTBa IOCTHIIT YKpailn.

3. Lle# naxa3 Habupae YUHHOCTI 3 IHA ioro odiuiiHoro ony6nixyBanHs.

4. KOHTpONb 382 BUKOHAHHAM I[LOT0 HaKasy IOKJIACTH Ha 3acTymnHUKa MidicTpa
Xo003eq I1. K.

MinicTp JI. M. I'paHeBHY



SATBEP/DKEHO
Haka3 MiHicTepcTBa OCBITH 1 HAayKU YKpaiHu
25 yepBHs 2018 poky Ne 676
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IHCTpYKIiA
3 ALIOBOACTBA Y 3aKJIaJaX 3arajbHoI cepeIHbOI OCBITH

I. 3arajanHi NOJIOKEHHS

[{s IHCTpyKWIsS BCTaHOBIIOE 3arajbHi BHMOTH INOIO MTOKYMEHTYBAHHS
yOpaBiIHCBKOI 1H(QopManil Ta opragizanii poboTH 3 JOKyMEHTAaMH y IepyKaBHUX I
KOMYHaJIbHMX 3aKJIafaxX 3aralbHol cepeaHbOi OCBITH (Xali — 3aKIaiy).

2. JloTpumaHHA BHMOI' 1IOAO IOPSIAKY BEIEHHS JOKYMEHTYBaHHS,
BCTAaHOBJICHUX II1€F0 IHCTPYKIIIEIO, € 000B’I3KOBUM IS 3aKJIAIB.

3. 3akiagu OpraHi3oBYIOTh IIJIOBOJCTBO BIANOBIZHO MO IHCTPYKIl, sKa
PO3pOOJISIETECA Ha OCHOBI 1iel IHCTpyKIiT Ta 3aTBEpMKYETHCS KEPIBHUKOM 3aKIIAdYy.

4. Opradizamnis JAUIOBOJACTBA 1 KOHTPONb 3a CBOEYACHHM PpO3TIIAZAOM T4
IIPOXOKEHHAM JOKYMEHTIB Yy 3aKiail 3JIHCHIOIOTHCS BIANIOBIZANBHOK 0CODO0
(BiZNOBIAATEHIMHU O0CO0aMM), fKa (IKi) Ipu3HaYa€eThCs (NPU3HAYAIOTECS ) KEPIBHUKOM
3aKIIany.

5. CTBOpEHHS €MeKTPOHHUX JOKYMEHTIB 30IACHIOETHCS BiIIIOBIAHO N0 3aKOHIB
Ykpaind «lIpo enexTpoHH! NOKYMEHTH Ta €NeKTPOHHHH IOoKyMeHTooOir», «IIpo
CIEKTPOHHHUM LHQPPOBUN MIAUUC», Hakazy MiHicTepcTBa IocTHlil YKpaiHM Bix
11 micromaza 2014 poxy Ne 1886/5 «IIpo 3arBepmxenus Ilopsuxy pobord 3
eJIEKTPOHHAMH HOKYMEHTaMM Yy IUIOBOACTBI Ta iX MiATOTOBKH IO IepelaBaHHs Ha



apXiBHe 30epiraHHs», 3apeecTpoBaHoro B MIHICTEpPCTBI IOCTHNII  YKpaiHu
11 muctonana 2014 poxy 3a Ne 1421/26198.

3aKnagy MOXXYTh CTBOPIOBATH JOKYMEHTH TUMYacoBOro (10 10 poKIB BKIIIOYHO)
CTPOKY 30epIraHHs Julle B €JIEKTPOHHIM dhopMl 3a YMOBH HAJBHOCTI BIOIIOBIIHOI'O
TEXHIYHOTO 3a0e3NeUeHHs 3 ypaxXyBaHHSM BUMOI 3aKOHOAABCTBAa YKpaiHH Ta IIi€l
[HCTpYKIII].

6. Ilopsanox opraniszanii J17I0BOICTBA 3a 3BEPHCHHSIMH [POMAJsAH, 3allMTaMH Ha
nyOniuHy 1HQOpMaIliro BU3Ha4YaeThCa 3akoHaMu Y Kpainu «I1po 3BepHeHHs rpoMaIsTHy,
«IIpo noctym no my0ni4HOI 1H(QOpMaITi.

7. Y 3aknanl OUIOBOACTBO 3IIMCHIOETHCS AEpPIKAaBHOK MOBOIO. I[bl{ymeﬂm
CKJIAHAIOThCS IEPXABHOIO MOBOKO, KpIM BUIAAKIB, IEepeaOadeHHUX 3aKOHOMABCTBOM
IIpO MOBHU B YKpaiHl.

JlOkyMeHTH, sKI HaACUIAIOThCS IHO3EMHHM anpecaraM, OMOOpPMIIIOIOTHECS
YKpalHCBKOIO MOBOIO, ab0 MOBOIO [JepKaBH-alapecara, abo OOHIEID 3 MOB
MDKHApOJHOTO CIUIKYBaHHS.

8. CTpoku 30epiraHHsi JOKYMEHTIB, IO CTBOPIOIOTHCS MHIA dHac IisANBHOCTI
3aKJIaly, BH3HAYarOTEC HakasoM MidicTepcrBa rocTHii Ykpainu Bim 12 KBiTHA
2012 poxy Ne 578/5 «Ilpo 3arBepmxkenns [lepeniky THIIOBHX MTOKYMEHTIB, IO
CTBOPIOIOTBCSL M1 4Yac OISIBHOCTI MAEPXKABHUX OpPraHiB Ta OPraHiB MiCLIEBOro
CaMOBpPSAAYBaHHS, IHIIKUX YCTaHOB, IIANPHUEMCTB Ta OpraHizailii, i3 3a3HaYeHHIM
CTPOKIB 30€epiraHss JOKYMEHTIBY», 3apeecTpoBaHuM Y MiHicTepcTBI YocTuIlil YKpaiHu
17 xBiTHA 2012 poky 3a Ne 571/20884 (3i 3minamn).

I1. 3arajbHI BUMOru 40 cTBOpeHHs, 0)OpPMJIEHHS T4 JOKYMEHTYBaHHS
ynpaBJalHcbKol tHpopmaii

1. JIokyMeHTyBaHHs yIpaBIiHCHKOI iH(hopMallii 3aKIaay IOIAraE y CTBOPEHHI
IHOKYMEHTIB, 110 CIIPAMOBAH!1 Ha BUPIIIEHHS YIPaBIIHCHKHX PillI€Hb.

2. HasBa Buny noxymeHTa (Hakas, IPOTOKOJI, JOMOBIOHA 3allCKa TOIUO) MAE
BIATIOBINATH Ha3BaM, IependaueHuM posmitoM 3 JlepsxaBHoro kinacugikaropa
ynpaBiiHcekoi noxkyMeHTauli JK 010-98, zatBepmxeHoro Haxasom JlepiaBHOTO
KOMITETY YKpaiHM IO cTaHmapTH3allii, MeTposorii Ta ceprudikamii Bix 31 rpynng
1998 poxy Ne 1024 (31 3minamu).

OQopMIIeHHSI PEKBI3UTIB OpraHizamiifHo-po3mopsamdol JOKyMeHTalii Ta
MOPANOK 1X po3TalllyBaHHS MalOTh BlAnoBigaty HaumionansHoMy crangapty Ykpainu
«/lepxaBHa yHi(piKOBaHa cHCcTeMa JOKyMeHTamil. VYwHipixoBana cucreMa
OpraHi3allifHO-po3Nopsaa401l JoKyMeHTaii. BumMoru 1o ohopMIIFOBaHHS IOKYMEHTIB.
HCTY 4163-2003», 3aTBepxeHoMy HakazoMm JlepxaBHoro kowmirery VYkpaiu 3
MUTaHb TEXHIYHOI'O PEryNIOBAHHSA Ta CIOXHBYOL momnituku Bix 07 xBiTHS 2003 poky

Ne 55 (nami — JCTVY).




3. Opranizamiizo-po3nopsaa4dl JOKYMEHTH O(QOPMITIOIOThCH Ha ONaHKax, IO
BUTOTOBIISIIOTECA 3rifHo 3 BuMmoramu JCTY Ta miel IncTpyxitii.

Y 3akiagl MOKYTh BUKOPUCTOBYBATHCS TaKl OJIaHKHU JTOKYMEHTIB:

3aradbHUM ONaHK AJI1 CTBOPEHHS PIZHHUX BHIIB JOKYMEHTIB (0e3 3a3HaueHHs Y
OJIAaHKY HA3BH BHAY JOKYMEHTA);

OJIaHK JIHUCTA;

OJIaHK HaKasy.

Bumoru po o@opMmiIeHHS IOKYMEHTIB, IO BHUI'OTOBISIOTHCHA 34 JONOMOIOIO
KOMII FOTEPHOI TeXHI1KH, HaBeJeHO B JoAatky 1 mo miel IHcTpyxiii.

4. IlocagoBl ocoOuU MiANMCYIOTh JOKYMEHTH B MEXaX CBOIX NOBHOBa)KEHE,
BU3HAYECHHX  3aKOHOJABCTBOM  YKpalHH, CTATYTOM  3aKjiIany, II0CaJOBUMU
IHCTPYKUIAMH, HAKa30M PO PO3NOALT 000B’A3KIB MIXK KEPIBHMKOM 3aKiany Ta Horo
3aCTYIITHUKAMHU TOIIIO.

BinduTkoM nedartky 3aknany (3a HasBHOCTI) 3aCBLOYYIOTH IIAINHC ITOCAmOBOI
0cOOM Ha JOOKYMEHTax 13 IINTaHb OpI‘aHIBaﬂ;lHHOl Ta (1)1Hch<)Bo—rocnonapcmc01
IIANBHOCTI 34 TepellikoM JOKYMEHTIB, Ha SKHX MIHIAC 10CaZoBOI ocobu
3aCBIIYYETHCS BIAOUTKOM II€YaTKH 3aKiiamy, HaBeJeHHM Y MOONATKy 2 [0 1€l
[HCTpYKIIIT.

B110MTOK IeyaTky CTaBUTHCA TaK, IOO BiH OXOIUIIOBAB OCTAHHI KiNbKa JITED
HaHMEHYBaHHs II0cagy OCOOHU, sKa manucaila JOKYMEHT, ajle He IMANHC IocagoBol

0co0H, ad0 MPOCTaBIIETHCA Ha OKPEMO BHJIUICHOMY IJIS IILOT'O MICIN 3 BIAMITKOIO
«M.I1.».

5. 3aKJiaz MOXe 3aCBLIYyBaTH KOIIT JIMIITe THX JOKYMEHTIB, 110 CTBOPIOIOTHCS B
HbOMY, & TAKOX y BHNAaIKaX, [lependadyeHnx B ad3alll ApyroMy LHLOIO IYHKTY.

Y pa3sl NIATOTOBKH IOKYMEHTIB Ui HAJaHHS CYLOBUM OpraHaM, IiA dHac
BUPIIICHHS MUTaHb MO0 IPHIHATTS rpoMaIsH Ha poOOTy, HaBYaHHS, 3aCBITIeHHS X
TPYAOBHX Ta IHIIMX NpaB y B3aEMOBIJIHOCHHAX i3 3aKiIamoM, a TaKo)X I dac
(hopMyBaHHsL OCOOOBHX CIpaB IpaliBHHKIB 3aKian MOXE BUFOTOBJIATH KOMil
IIOKYMEHTIB, BUJAHUX IHIIMMH YCTaHOBaMH (KOIiT JOKYMEHTIB PO OCBIiTY TOLLO).

BinMirka «Komis» npocTaBiseTses Ha THUBOBOMY GOIl ¥ BEpXHBOMY IIPABOMY
KYTKYy IepIIOro apKymia JOKyMeHTa.

Komii nakasis, IHIINX TOKYMEHTIB 3acBiguye (3acBigdyioTh) BiAmoBimanbHa
ocoba (B1ANIOBIgaNEHI 0CO0M) 32 OpraHizallito JiJI0BOACTBA ¥ 3aKIaI].

6. Y pasi noTtpeby NMpoBEIEHHS OLIHKU NOLLUIBHOCTI CTBOPEHHS TOKYMEGHTA,

#Oro oOIpPyHTOBAHOCTI Ta BiITOBIAHOCTI 3aKOHOJABCTBY 3A1MCHIOETHCS OTODKEHHS
NOKYMEHTA.

[IoromxeHHs JOKYMEHTIB MoO)e 3IiMCHIOBATHCh IIOCAOBUMM 0OCOOaMH
3AKNaAy, #AK1 BiANOBIAHO A0 iX KOMIIETEHUIl BHPIINYIOTh IHTAHHS, IOPYIIEHI B
JTOKYMEHT]1 (BHYTpIIIHE IOTOMXEHHS), 4 TAKOX 3aiHTEPECOBAHMMH YCTAHOBAMH
(30BHINIHE TOT'OMKEHHS ).
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IToromxeHHsT JOKYMEHTIB 3IIMCHIOETHCS BIANOBIAHO J0 BHMOT Haxkasy
MinictepcTtBa roctuili Ykpainum Bifg 18 depBuHs 2015 poxky Ne 1000/5 «IlIpo
3aTBepkeHHs [IpaBun opradizamnii J1JI0OBOJICTBA Ta apXiBHOIro 30epiraHHs JOKYMEHTIB
y Jep>XaBHUX OpraHax, opraHax MICI€BOI0 CaMOBPSAYBaHHS, Ha IIAIPHEMCTBAX, B
YCTaHOBAX 1 OpraHizalifgx», 3apeecTpoBaHoro y MIiHICTEpCTBl IOCTHHI YKpaiHH
22 yepBHs 2015 poky 3a Ne 736/27181 (mani — Ilpaeuna opranisauii X1J0BOJICTBA Ta
apXiBHOT'O 30epiraHHs JOKYMEHTIB).

['pu mOromxeHHs po3MIIIYIOTh HIK4Ye pekBI3uTy «llianucy. BiH cknagaeThed
31 cnoBa JIOI'OJIDKEHO (0e3 namnox), Ha3BH IIOCaJAN OCOOH, sIKa MOTOKYE JOKYMEHT
(pazoM 3 HaliMeHYBaHHSIM 3aKiajny), OIANHACY, 1Himany(1B) 1 IpI3BUINA, JaTH
[IOT'OJDKEHHS.

[Ipuxnan:

[TOI'OJIXKEHO

HunpekTop rimaaszii Ne 5
Iligmuc Iuimian(u), Tpi3Bulle
05.02.2018

7. 3arBepiKeHHS YIPAaBIIHCBKHX [JOKYMEHTIB 3IIHCHIOETBCS OCOOHCTO
KepiBHUKOM 3aKJIaay BIANOBIAHO J0 HOIo ITOBHOBWKEHH ab0 poO3mopsazduM
JOKYMEHTOM 3aKjlady 13 3a3HaUeHHSM Ha M[OOKYMEHTI rpuda 3aTBepIyKeHHS,
O0(OPMJIEHOT'O BIATIOBIAHHMM YHHOM.

ITopssnok 3aTBepXEHHS NOKYMEHTIB 3JIHCHIOETHCS BIAMOBIAHO 70 IIpaBun
oprasizarlii JiJIJOBOACTBA Ta apXiBHOI'O 30epiraHHsa JOKYMEHTIB.

I'pud 3atBepmxeHHs cknanaetbes 31 cioBa 3ATBEPJDKVYIO (6e3 mamok),
Ha3BHU IIocaiy, IIANNCY, 1HINiany(iB) 1 NpI3BHINA OCOOH, SKa 3aTBEPAUNIA JIOKYMEHT,
OaTH 3aTBEPKEHHS.

IIpuxnan:

SATBEP/IXXVYIO

Jlupextop rimuasii Ne 5
[Mignmuc  Iuimian(m), ripi3BuIne
07.03.2018

Y pasl 3aTBepIKEHHS OOKYMEHTa PIIISHHSM KOJIET1ajJbHOTO Oprany Ipugd
3aTBepIKeHHS cknagaerhes 31 ciioBa 3ATBEP/DKEHO (0e3 nanok), Ha3BH, JAaTH 1
HOMEpa JOKYMEHTA Y Ha3HUBHOMY BIJIMIHKY.

I Ipuxkan:

3ATBEPIDKEHO

IIpoToxon 3acimanys egaroriyiol paau
riMuasii Ne 5
06.05.2018 No 40



II1. Ocob6JiuBl BUMOIH A0 CKJIAJAHHA JesIKHX BHAIB JOKYMEHTIB

1. Haxas — posnopsaaunii JOKyYMEHT, SKHH BUIA€ KEPIBHUK 3aKiiafly Ha IIpaBax
¢AMHOHAYAIILHOCTI Ta B MeXaxX CBO€I KoMIIeTeHII, 0O00B A3KOBHH I BHKOHAHHSI
mignernmaMu. Hakasd BHIJAIOTECA 3 OCHOBHOI HISJIBHOCTI, aIMIHICTPAaTHBHO-
rOCIIONapChKUX, KaAPOBUX ITUTAHb 3aKJIay, & TAKOXK PYXYy Y4HIB.

Haka3n 3 OCHOBHOI HISIIBHOCTI, aAMIHICTPATHBHO-TOCIIONAPCHKUX, KalpOBHUX
MUTaHb, PYXY YYHIB/BHXOBAHIIB IIIAIIHCYIOTHCS KEPIBHUKOM 3aKliaay, a 3a Horo
BIZICYTHOCTI — 0C000I0, KA BUKOHYE HOro 060B’S3KH, Ta PEECTPYIOTLECA B XKypHaJIax
peecTparil HaKasiB.

[licng nignucadHg HAKa3y 3MIHH J0 HROT'O BHOCATLCS JIMIIE IIUVIIXOM BHIAHHS
HOBOI'O HaKa3y IIpO BHECEHHS 3MIH.

Haxkxa3 odopMIIFOEThCS Ha OaHKY Hakasy 3akiianay.
3MICT Hakazy CTHCJIO BHKJIANA€ThCS B 3arojIOBKY, SKHH IIOYHMHAETHLCS 3

npuiiMeHHuKa «IIpo» Ta cknamaeTbCs 3a JOMOMOT OO BigalecmiBHOTO IMeHHAKA («IIpo
3aTBEPIXKEHHS...», «[Ipo cTBOpeHH ...») a00 1MeHHHKa («IIpo MACyMKH...»).

TekcT HaKaszy 3 OCHOBHOI IIAJBHOCTI, aAMIHICTPAaTUBHO-TOCIIOJAPCHKUX IATAHb
Ta pyXy YYHIB/BUXOBaHIIB CKJIAJAEThCH 3 IBOX YACTHH — KOHCTATYI0401 (IIpeaMOynm )
1 pO3MOPSANUOL.

Y KOHCTaTyrOUld 4YacTHHI 3a3HAYaeThCs IijcTaBa, OOIPYHTYBaHHA abo meTa
BUOAHHs Hakaly. Po3mopsaaya yacTHHa Hakazy nounHaeTbeqd 13 cnoBa «K HAKA3VYIO»,
SAKe JPYKYETBCSA 3 HOBOTO PsAAKa BEIMKHUMHU JITepaMy 0€3 BIICTYITY Bl JIIBOTO II0JI4 1
JIAIIOK, TIICIIS YOI'0 CT2BUTHCS ABOKpPAIIKa.

JKIo Haka3 BHIACTHCA Ha IMACTaBl IHLIOTO pO3NOPSAYOro NOKYMEHTa, Y
KOHCTATyIO4lH 4YacTHH] 3a3HavyaloThcsl Ha3Ba BUAY LILOTO JOKYMEHTa, HOro aBTop,
Iara, HOMep Ta 3ar0JIOBOK.

Haxasun HymepyroTbcs B NOPSAAKY 1X BHOAHHS B MEXaX KaJeHIapHOrO POKY;
HaKa3¥d 3 OCHOBHOI [ISUILHOCTI, pPYyXy Y4YHIB/BUXOBaHIIB, aIMiHICTPATHBHO-
TOCIONAPCHKUX, KAAPOBUX IUTaHb MAalOTh OKpeMY MOPSAKOBY HYMeEpalliio. 3 MeTOIO
PO3pPI3HEHHs IPyIl HAaKAa3IB A0 PeecTpallifHOro IHAeKCY HaKazy yepe3 gedic T01aeThC
JITepHa BIAMITKA, HAIIPUKIIA:

HaKasy 3 aJMIHICTPATUBHO-TOCIIOAAPCEKUX MHUTaHb — Ne 2-T;

HaKas3® 3 KagpoOBUX NUTaHb — Ne 2-K;

HaKas| IIpo HaJaHH: LIOPIYHNX OCHOBHHUX BIAIIYCTOK Ta BIJIIYCTOK Y 3B’SI3KY 3
HaBYAaHHSAM IpaliBHHUKIB — No 2-B;

HaKasy 3 pyxy Y4HIB/BHXOBaHIIB — Ne 2-y.

2. IlpoTtoxon — NOKyMEHT, y IKOMY (IKCYeThCH Iepedir BeIeHHS 3acClIaHb,
YXBaJICHHA pIIIeHb JOpalyuMH Ta KOJIEriaJbHHMH OpraHaMy, KOMICIAMHE TOIIO.

IIpoToKOM 3aClgaHp NEeOaroriYHUX paj, IHIIHX HOpagyMX Ta KOJEeTialbHHX
OPraHiB CKIIaNalOThCSA B CTUCHINA GopMi. Y IPOTOKOII, CKIaNeHOMY B CTHCIIH GopMi,
(PIKCYIOTbCA JUIe IpUMHATI pilieHHS 0e3 AeTaiizauii nepebiry oOroBopeHHS
IIATAHHS.




Y pasi noTpedu 3a pilleHHSAM 3aralbHHAX 300piB (KoHGbEpeHIil) KONEeKTHBY
IIPOTOKOJIHU 3arallbHUX 300PIB (KOH(DEpeHIIIT) KOJIEKTUBY MOXYTb CKITAaTUCS Y OBHIH
Gopmi.

Hywmepallis npoTokoniB 3acifiaib MNENaroriyHoi pamgud BeOeThed B MeEXax
HABYAJILHOI'0 POKY, IPOTOKOJIIB BUOOPHUX OPraHiB — y MEXaX X IIOBHOBaXXEHbD.

HymMmepanis npoTOKOJIIB BEOETHCS OKPEMO 3a KOXHOIO I'PYIOIO IIPOTOKOJIIB
3aC1IaHb BIANOBIOHOI'O KOJIET1AJILHOI'O OpraHy.

3. JlaToro MpOTOKONY € HaTa IpOBEAEHHS 3aCiTaHHsl.

3aroJIOBOK IO TEKCTY IPOTOKONY Mae€ BinoOpaxkaTh BHJY 3acimaHHsa (Hapana,
300pU, KOH(epeHlis Towo) abo KoyeriadbHol XisibHOCTI (KOMIcis, panma, 360pw,
poboya rpyma TOolIo) 1 BKIOYATH Ha3By BHIY JOKYMEHTA.

TexcT NpoTOKONY CKIamaeThbes 31 BCTYITHOL TA OCHOBHOI YaCTHH.

Y BCTYNHIN 4aCTHHI TIPOTOKOJY 3a3HAYaIOTHCS MPI3BHINA TA 1HIIIAIHA TOJIOBU
200 IOJIOBYIOYOTO Ha 3aciliaHHi, 300pax TOIUO, CeKpeTapsl, 3alPOIUEHHX, 4 TAKOX
IIPUCYTHIX OC16.

Y pa3l norpeOM 3a pilIEHHSM BLAMOBIIHOTO OpPraHy Y CIIUCKY NPHUCYTHIX
323HAYAIOTLCA MIOCAAN 3alIpOIIEHUX OC10 Ta HaMEHYBaHHS YCTAHOB. SIKIIO KITbKICTE
IIPUCYTHIX IepeBHIIYyE 15 ocib, 3a3HayaeThes X 3aranpHa KIIBKICTE 3 MOCHIAHHAM HA
CIIMCOK, 110 JONAETHCA A0 IPOTOKOIY.

4. BCTynmHa 4acTHHa MICTUTH TNOPSAOK MEHHWH: Ieperik po3riIgHyTUX Ha
3acilaHHl nuTadk. IIopsIoK JeHHUH TOaeThCs HAMPHUKIHIT BCTYIIHOI YaCTUHH.

CiioBa «Ilopsamok AeHHWI» IOPYKYIOTHCS Bij Mexki JIIBOIO TOJNS, IICAA HUX
CTaBUTBCSA JBOKpanka. KojxHe IHUTaHHS HyMepyeThes apabCbKkumM IudpaMu i
ApYKyeTbes 3 abszany. DopMyBaHHS NMHTaHb Y HOPIOKY OEHHOMY IIOUYMHAETHCS 3
npuiMeHHuKa «lIpo».

5. OcHOBHa 4YacTMHa IIPOTOKOJY CKIANAETHCI 3 PO3JALIIB, SIKi MaroTh
BIAMIOBINATH MYHKTaM IIOPAAKY MACHHOrO. PO3miid HYMEPYIOThCH apabChbKUMH
uu@pamu 1 OYIYIOTHCS 34 TAKOIO CXEMOIO:

s ctucnoi popmu nporokonis: «CIIYXAJIV — VXBAJINIIN»:

AN moBHOi (opmu  nporokoni: «CIIVXAJIM - BUCTVIIMII -
Y XBAJIAJIFD.

[Ticia cmoBa «CIIVXAJIM» 3 HOBOro psiKa 3a3HAYAIOTLCS IIPI3BHUILE Ta
HIMaMM (1HIIia IMEH1) KOXKHOI0 JONOoBixaYa.

Y mosmiii (opmi 1poroxomy micast ciaoBa «BUCTYIIUIIN» dikcyroTses
BUCTYIM THX OC10, fKl B3SJM y4acTh B OOTOBOpEHHI JMOMOBiAl (MHMTAHHS HOPSAKY
JEHHOT0). Buctynu oQopMIIOOTECS B IPOTOKOJI i3 3a3HaYEHHSIM OCA, IPI3BUIL Ta
IHIMIaIIB (1HIMIANY), IMEH JONOBIAAaYiB Y HA3UBHOMY BiIMIHKY, BUKIAAEHHIM 3MICTy
BUCTYIY a00 MUTAHHA, BINOBIIl HA HHOTO.

0. TexkcTH BUCTYIIIB Y TPOTOKOMNI BUKJIaAAIOTECS Bill TpeThol 0coOM OMHUHH.
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Texcrt abo Te3nw momoBimi, odopMieHI K OKpeMi IJOKYMEHTH, JO TEKCTY
IPOTOKOJY He BKIIOYaOThCA. [licad B1HOMOCTeH mpo MONOB1Aa4ya CTaBUTHCS THpE |
3a3Ha4aEeThCI « TeKCT JOMOBIA1 JOOAETHCH J0 IIPOTOKOIY.

[licna ciosa «YXBAJIAJIM»  dikcyerbcs  npuiiHaTe  pillleHHS 3
0OrOBOPIOBAHOI'0 NMHUTAHHA IOPSAKY HEHHOI'O, AKE Ma€ BKJIIOYATH CKIAmoBi, IO
BIANIOBIZIAFOTH Ha TaKl IMTAHHS: KOMY, 1110 3pOOUTH 1 B IKMII CTPOK.

Y pa3t gkimo NOpuUMaeThes pIlIeHHS TNPO CXBAJIEHHS, ITOTOIDKEHHS,
3aTBEPIKCHHS TOKYMEHTa, SIKUH OOroBOpIOBaBCSI Ha 3acifaHHl, Iled JOKYMEHT
NOLAEThCSA 0 MPOTOKONY. 3a HAABHOCTI IHIMMX AOKYMEHTIB, IO PO3LNISIANNCA HA
3aClIaHHI Ta (aKT o6roBopeHHs AKX 0YJo 3a(hiKCOBaHO B TEKCTI MPOTOKOJY, BOHH
HyMepyIOTbes apabcbkumu nudpamMu (Hanpukian, gogarox 1, momatox 2). V
BIANOBITHUX IYHKTaX MIPOTOKOIY IPOCTARIAOTLCS ITOCHIIAHHS Ha 1]l TOJATKH.

IIpoTOKON mifnucye roJOBYIOUYMH Ha 3acimaHHI KONEriaibHOTO (IOPamyoro)
opraHy Ta cexperap (3a HasBHOCTI). IIpoTokon 3acimans koMiciif IiOOHCYIOTL yci
YIIeHU KOMICIT.

7. Jluetu ckimamaroTees 3 METOIO OOMIHY IHGMOpMANIEd MK 3aKJIaJoM Ta
OpraHamMH Jep:KaBHOI BIalH, OpraHaMy MICLIEBOTO CAMOBPSIYBAHHS, IX ITOCALOBUMU
1 cmyx00BUMU ocobaMu, 3aknanamy, yCTAaHOBAMHM, OpraHisamisMu Ta IHIIUMH
(PI3UIHUMH 1 OPUAUYHUMH 0COOaMH.

bnaHku nMUcTa MarOTh TakKl PeKBI3ZUTH

HaMMEHYBaHHS 3aCHOBHMKAa (3aCHOBHUKIB) 3aknany (Hampuxiam, Omechka
MICBKa pajia);

IIOBHE HAHMEHYBaHHs 3aKjiaAy BIAIOBIAHO A0 YCTAHOBYMX JOKYMEHTIB;

JOBIIKOBI JaHl Ipo 3akiay (mowroBa ampeca, Homepu TeledoHiB, (akcis,
paxyHKIB y 0aHKY, afipeca eJISKTPOHHOI HOIITH TOLLO ).

PexBisutaMu JnHcTa € [1aTa, peecTpalifHMH iHAEKe, [OCHJIAaHHS HA
peecTpauiiBui IHIEKC 1 AaTy JOKYMEHTa, Ha KU HaJaeThCsl BiIIoBixs (3a IoTpebn),
aJlpecar, 3arojI0BOK OO TEKCTY, TEKCT, BIAMITKA IIPO HASIBHICTH TONATKIB (34 MOTPEOH),
MIAIUC, BIAMITKA IIPO BUKOHABIIA.

[atoro mucra € maTa oro mignucaHHs, sika Mae 30iratics i3 JaToro peecTpanii
BUXIJTHOI KOPECIIOHAEHIII].

Texcr nucTa BUKNagaeThCs BiX epIol 0COOM MHOXHHHU 3 BAKOPUCTAHHSIM CIIiB:
«IIPOCHUMO IIOBIIOMHUTH...», «PO3’ICHIOEMO, II10...».

3a3BHUYaH Y JIUCTI IOPYINYETHCA OJHE TUTAHHS.

8. AKT — JOKYMEHT, CKIIafieHHI I'pYIIoI0 0Ci0 11 3acBiIYeHHS BCTAHOBIEHHX
daxTiB abo momid. AKTH OQOpPMIIOIOTHCA 3a pe3yNbTaTaMH peBi3iit iHaHCcOBO-
rOCIOAapPChKO1 AIUIBHOCTI, IiJ 4ac NpuitMaHHA-epeaBatH i CIIpaB, CIHCAHHSI MaliHa
TOLIO.

J1aTor0 axTa € Jgara Horo CKJalIeHHs.

TexcT akra cknanaeTses 31 BCTYIHOL Ta KOHCTATYIOUO] YaCTHH.

Y BCTYINHIM 4YacTHHI 3a3HA4alOTHCS I[igcTaBH s cCKJIAdaHHS akKTa Ta
Ha3WBAIOTHCA OCOOH, SIK1 CKJIANHU aKT abo OYIU IIPUCYTHI IIPH ILOMY.




Y KOHCTATYIOY1# YaCTHHI BHKJIAJAIOTBCI CYTh, 3aBJaHHS, XapakTep BUKOHAHOI
pobOTH, BCTAaHOBJIEH] (haKTH, MPOIO3UIIll Ta BUCHOBKHA. KoHCTaTyroua yacTuHa MOXe
o(hOpPMIIIOBATHCA Y BUTTIAA1 TAOJIHUII].

Y KIHIIl TEKCTY aKTa 3allUCYHOTHCS JaHl PO KIJIBKICTh NPHMIPHMKIB aKTa Ta 1X
MICIIE3HAXOKEHHS.

AKT OIINHACYIOTh YC1 0CO0M, AKI Opaly y4yacTh y HOro cKjIaJaHHI.

Oco0a, ssKxa Ma€e 3ayBaYKEHHS OO 3MICTY aKTa, MIIIUCYE HOro 1 BUKIAHa€E CBOIO
OIYMKY Ha OKpEMOMY apKyIlli, SKWH JOJacThCs X0 aKTa.

IV. PeecTpauia 10KymenTIB

JIOKYMEHTH B 3aKJIall PEECTPYIOTHCA LEHTPAIIZ0BAHO HE3AJICIKHO BIJ
cnoco6y iX CTBOpeHHS, OH#epXaHHS UM BIATBOPeHHA. Y 3akiagi MOXe
3aCTOCOBYBATUCS aBTOMATU30BaHAa (opMa peecTpallli JOKYMEHTIB 3 BUKOPHCTAHHSIM
ClIe1abHUX KOMII' FOTEPHUX MPOrpaM.

2. PeecTpaliis IOKYMEHTIB 3M1MCHIOETHCS BiAmoBigHO o IIpasmn opramizamii
AUTOBOZICTBA Ta apXiBHOTO 30epiradHs JOKYMEHTIB.

3. PeecTpauis OJOKYMEHTIB IIPOBOZUTHCSA 3 METOIO 3abesnedueHHs iX 00Ky,
KOHTPOJIO 32 BUKOHAHHSM 1 ONIEpaTUBHUM BUKOPHCTAHHAM 1HQOPMAIIIl Ta MOJIATAE Y
BEJEHHI 3aucy OOJIIKOBUX JaHUX IPO JOKYMEHT, SKUM (PikCyeThCs aKkT CTBOpeHHH,
anpaBneHHﬂ abo OTPHMAaHHS JOKYMEHTa LIIIXOM IPOCTABICHHA Ha HBOMY
peecTpaulifHOro IHIEKCYy 13 3amucoM y  BIIDOBIAHMX OKypHanax (6azax
aBTOMATH30BAHKX CUCTEM) peecTpallli HeoOXITHUX BIJOMOCTEH PO JOKYMEHT.

4. Peectpamii ninararoTh BXiAHI, BUXIOHI Ta BHYTPIIIHI TOKYMEHTH (IOBLIKH,
JOIIOBIHI 3alIUCKH, 3asBH, IPOTOKOMNH 3aCiIaHb IearorivHuX pai, KOMICii ToIo).

5. JJOKyMEHTH peecTpyrOThCS JUIE OAWH pa3: BXIIHI — yV JeHb HATXOIKEHHS
a00 He Ii3HIile HACTYIIHOro poO0ovoro JHS, AKIIO JOKYMEHT HaIifIIoB Y HEpOOOUH
4ac, CTBOPIOBAHI — Y II€Hb NIANKUCAHHA a00 3aTBEPJUKEHHA.

6. JJoxymeHTH, K1 HaAXOIATh 4O 3aKiany, PEECTPYIOTHCS B XypHaJIl BX1JTHOT
Kopecm)Hﬂ;eHui'f Tl, IO BIAIPaBIAIOTECA, — Y XYPHaIl BHXITHMX ITOKYMEHTIB,
BHYTPIILIHI — Y XKYpHaJl BHYTPIIIHIX JOKYMEHTIB, HAKA3W — Yy KypHAJIaX peecTparii
HAaKa3IB,

Ilepeinik TOKyMEHTIB, IO HE MJIraloTh PEECTpallli CIeIllalbHO IPU3HaYEHOI0
IUIS BOT'O 000010, HABEACHO Y IoAaTKy 3 1o i€l IHeTpykiii.

GopMy peecTpauUiiHOTO XYpHally Haka3iB KepiBHMKa 3aKjany HaBEIEeHO Y
nonatky 4 oo miei IacTpykuil.

IIpuMipH1 QopMU peecTpanifHUX XYPHaIIB BXITHUX, BUXITHHUX, BHYTPIIIHIX
OOKYMEHTIB HaBeneHo y jaodatkax 5-7 mo IlpaBunm opranizamii aiioBoncTBa Ta
apX1BHOT'0 30epiraHHs JOKYMEHTIB.




7. JIOKyMEHTH PEECTPYIOTHCS 3a TpyIaMH 3aJIeKHO BII HA3BH BUJIY, aBTOpa Ta
3MmicTy. OKpeMo peeCTpYIOTHCS:

BX1JH1 JOKYMEHTH;

HAaKa3U 3 OCHOBHOI JISAJIBHOCTI;

HaKa3® 3 PyXy YYHiB/BUXOBAaHIIIB;

HAKA3Y 3 aIMIHICTPATUBHO-TOCIOAPCHKUX IIUTAHb;

HAKa3® 3 KaAPOBUX MUTAHb TPUBAJIOTO 30€pIraHHs;

HaKas3! 3 KaJIpOBUX IMUTaHb TAMYACOBOI'0 CTPOKY 30epIraHHs;

BHYTPIIIHI JOKYMEHTH (IIPOTOKOJM, HAOBIAKH, IOIOBiNHI, IIOSCHIOBAJIBHI
3aIIMCKH, 3a9BH IIPAIIBHUKIB TOILIO);

OyXrairepcrKl JOKYMEHTH;

3BEpHEHHS TI'DPOMANsSH, YV TOMY HHCII OaTbkiB ab0 3aKOHHUX IPENCTaBHUKIB
YYHIB;

3alIMTH Ha NyOJI4HY IHOOpMAaUFO.

8. JJoKyMeHTH, 10 NepeNaloThCs eNeKTPOHHOIO IIOIITOI0 Y CKaHOBaHIN (popmi
0e3 eleKTPOHHOTO UM POBOro MIAMUCY, PEECTPYIOTHCA OKPEMO BT 1HITUX JOKYMEHTIB
13 3a3HAUYCHHAM E€JIEKTPOHHOI aJpecH BIAIpaBHUKA Ta aapecara.

9. Ilimxz 4ac peecTpamii AOKyMeHTa HANa€TbCd YMOBHE IIO3HAYCHHS —
peecTpaliiHui 1HaeKC. CKIag0Bl YaCTHHH PEECTPALIMHOIO 1HAEKCY JOKyMeHTa (KPIM
3BEPHCHDb T'POMAJAH) BIHOKPEMIIOIOTBCA OJHA BII OJHOI IPABOOIYHOIO ITOXHIIOHO
PHCKOIO.

10. Jna BXIZHUX [JOKYMEHTIB peecTpalifHui IiHJEKC CKIQHa€eThCa 3
IIOPSIAKOBOrO HOMEpa Ta IHAeKcy crpasu, Hanpukiayn 89/02-04, ne 89 — nopsakoBuit
HOMEp HOKYMEHTA ¥ MexXax poKy, 02-04 — 1HneKC cipaBy 3a HOMEHKIIaTypOIO CIIpasB.

11. ¥V BuUXigHOro Ta BHYTPIIIHLOTO (332 BHHSATKOM HakaslB, [POTOKOJIB)
OOKYMEHTa peeECTpaIlliHu{ 1HIEeKC CKIaIa€eThes 13 IHIEKCY CIIPaBH 38 HOMEHKIATYPOIO
CIIpaB Ta [MOPSOKOBOro HoMmepa, Hanpuknang 02-04/176, ne 02-04 — ingexkc cnpasy 3a
HOMEHKJIATYPOIO clpaB, 1 76 — HopsakoBUi HOMEp TOKYMEHTA Y MeXaxX POKY.

V. CknaxaHdsi HOMEHKJIATYPH CIIpaB

1. HoMeHnxknaTtypa crpaB — 00OOB’SI3KOBMM IJNSl 3aKNaay CHCTEMAaTH30BaHWH

[IepeNiK Ha3B (3arojioBKIB) cOpaB, IO (OPMYIOTHCA 13 3a3HA4YEHHSM CTPOKIB
30epIraHHs CIIpaB.

2. Homenkiatrypa cIipaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKiali
€IMHOrO NOpSIAKY (QOpMYBaHHS CIpaB, 3a0e3ledYeHHA 1X OONIKY, OIECpAaTHBHOIO
[MOLIYKY JOKYMEHTIB 3a X 3MICTOM 1 BUJIOM, BU3HAUYEHHS CTPOKIB 30€piraHHs CIIpasB I
€ OCHOBOIO JJIsl CKJIaJlaHHA OMMCIB CIpaB IIOCTINHOro Ta TpuBajoro (modaxn 10 pokis)







