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YKPAITHA
OJECBKA OBJIACHA JEPKABHA AAMIHICTPAILLLA
JEINAPTAMEHT OCBITH I HAYKH

HAKA3

27.03.2025 M. Oneca Ne 73-O/1

IIpo 3arBep/kenusi Po3mipy ¢GakTHYHMX BHUTPAT HA KomiloBaHHsi a0 ApyK
JAOKYMEHTIB, 110 HAJAKOTHCS 32 3aNIUTOM Ha iHGopmaniio, po3nopsaIHHKOM SIKOI €
JdenaprameHnT ocBiTh i Haykn Opecbkoi 00/1acHOI Aep:kaBHOI aaMinicTpauii, Ta
[lopsaKy BiAlIKOAYBAHHS LMX BUTPAT

BignoBigHo 10 yactuHU TpeThoi crarti 21 3akony Ykpainu «IIpo moctym 10
ny6niydoi indopmauii», nocranosu Kabinery MinicTpiB Ykpainu Big 13 jaumnHs
2011 poky Ne 740 «IIpo 3aTBepxKEHHs rPaHMYHUX HOPM BHTPAT HA KOMiIOBaHHsA a00
JAPYK IOKYMEHTIB, IO HAQJAIOThCA 3a 3alUTOM Ha 1HQOpMaliio», 3 METOH
YIOpAKYBaHHS poboTu emapTaMeHTy ocBiTH i Hayku OfiecbKkoi 001acHO1 1epiKaBHO1
aaMiHicTpaii i3 3a0e3neYeHHs 3aMUTyBaYiB MyOnigHOI0 iHPOpMALIIETO,

HAKA3YIO:

1. 3arBepauTh:

Po3Mip akTHYHHX BUTPAT HA KOMiIOBaHHA a00 APYK JTOKYMEHTIB, 110 HAAlOThCs
3a 3aIMTOM Ha iH(OpPMALi0, POMOPSIIHUKOM SKOI € JlermapTaMeHT OCBITH 1 HayKH
OneceKoi 001aCHOT Iep)KaBHOI aJMiHICcTpamii (101a€ThCs);

[Topsinok BiAWIKOAYBaHHA (aKTHYHMX BHUTpPAT Ha KOMilOBaHHA abo Apyk
JOKYMEHTIB, IO HAJAIOTHCSA 3a 3aUTOM Ha iHPOPMAIil0, PO3NOPAIHMKOM SKOI €
JlemapramenT ocBiTH 1 Haykum Opecpkoi o0nacHOi Jep)kaBHOI aaMiHICTpaLii
(momaeTnes).

2. HauaneHuky Bijiily OpraHi3aliiHO-IOKYMEHTAJIBHOrO 3abe3nedeHHs
spE U YIIPABJIIHHS EKOHOMIYHOTO Ta OpraHi3alifHO-ZOKYMEHTAJIBHOTO 3a0e3edYeHHs

1:.“,;1 [liBrenHe MbKperioHanbHe yIpaBiiHHI MiHicTepcTBa
At foctrii (M. Oneca)
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Henapramenty ocBith 1 Hayku Opecbkoi o0macHOi aep)kaBHOI agMiHicTpanii
(Terani KITAEBIN) 3a6e3neunTy B yCTAHOBJICHOMY MOPSIKY [OAHHS L[OTO HAKa3y

Ha JepxkaBHy peectpauito g0 IliBOEHHOro MDKPErioHaJbHOrO YIpaBJiHHS
Minictepersa roctuuii (M. Oneca).

3. TonoBHomy cmemiamicTy BIIAUTYy  OpraHi3aliifHO-IOKYMEHTaJIbHOIO
3a0€3Me4YeHHs YNpPaB/IiHHA EKOHOMIYHOINO Ta OpraHi3aliiHO-I0KYMEHTAILHOIO
3abesneyenHs JlemaprameHTy ocCBiTHM 1 Hayku Opechkoi 001acHOi AepKaBHOI
anminictpauii (Harani CTOSIHOBIN) onpumomnuti el Hakas Ha odiliiHOMY
BeOcaiTi.

4. lleli Haka3 Habupae YMHHOCTI 3 AHA HOro odimiHHOro OmyoIIiKyBaHHs.

Onexcangp JIOHUYAK




3ATBEP/DKEHO
Haka3z JlemapTamMeHTy OCBITH i
Hayku Onecbkoi 001acHOT
Jiep>KaBHOI aaMiHicTpauii
27 6epesns 2025 poky Ne 73-O/]
Po3mip
GaKTHYHHX BUTPAT HA KONiIOBaHHS 200 IPYK A0KYMEHTIB, 10 HAAIOTHCH 32

3anUTOM Ha iHdopmaniio, po3nopsiAHIKOM siKoi € lenapraMeHT OCBITH i
nHayku OxecbKoi 06,1acHOT AepkaBHOI aaMiHicTpanii

Ne BapTicTh BUTOTOBJICHHS
[Tocayra, 110 HagA€THCA
3/n 1 apkyury
KomiroBanHs a00 ApyK KOIii 0,1 BizcoTka po3mipy

JIOKyMeHTiB opmary A4 Ta MEHIIIOr0 | IPOXXMTKOBOTO MIHIMYMY JUIst
po3Mipy (y TOMy 4HCIIi ABOCTOPOHHIH | mpane3aTHUX 0cib 3a
APYK) BUIOTOBJICHHS OJIHIET CTOPIHKU

KomitoBanHs abo qpykK Komii 0,2 BizmcoTKa po3mipy

2. | noxymenrtis popmary A3 Ta GiIBIIOro | MPOXMUTKOBOTO MiHIMYMY JUIst
po3mipy (y TOMy 4mCili ABOCTOPOHHIH | mpales3aaTtHux ocib 3a

JPYK) BUI'OTOBJICHHS OJIHI€] CTOPIHKU

KomniroBanHs abo apykK Korii
JIOKyMeHTIB Oyab-sikoro popmary,
SIKIIIO B IOKYMEHTax Iopsij 3
BiIKPUTOIO iH(POPMALIEIO MICTHTBCS

0,4 BiacoTKa po3mipy
TIPOYKUTKOBOTO

£ e : MiHIMYMY IUIsI TIpalie3aTHUX
iHpopMallis 3 0OMEKEHUM JIOCTYIIOM, ol i s & seeman
- 0ci0 3a BUIOTOBJIEHHS OJHI€]
110 notpedye i1 BiIOKpeMIICHHS, SR
IPUXOBYBAHHS TOLIO (Y TOMY YHCII P
JBOCTOPOHHIMH IPYK)
0,05 BizcoTka po3Mipy
4 BurorosiieHHs HU(POBUX KON IPO’KUTKOBOTO MIHIMYMY JUIs
" | IOKYMEHTIB IIUIIXOM CKaHyBaHHS npaie3aTHUX ocid 3a

CKaHyBaHHs OJIHI€] CTOPIHKU

I[Ipumitka: Po3Mip NpOXKMTKOBOrO MiHIMYMy JUls Mpale3faTHHX oci6 3a
BUTFOTOBIIEHHS OJIHi€l CTOPIHKM BCTAHOBJIIOETHCS HA JaTy KOIiloBaHHs abo IpyKy
JOKYMEHTIB.

JlupekTop JlenapTaMeHTy OCBIiTH

i Hayku Oznecbkoi 001acHOI 4[ /

JiepKaBHOI aqMiHicTparii Onexcanap JJIOHYAK



3ATBEPJDKEHO

Haka3 JlemapTaMeHTy OCBITH 1
Hayku Oziecbkoi 001acHOT
Jiep KaBHOT aaMiHicTpanii

27 6epesns 2025 poxy Ne 73-OJ1

IHopsiaok
BilIKOAYyBaAHHS (AKTHYHHX BHTPAT HA KONiIOBaHHA a00 IPYK 10KYMEHTIB,
10 HAJAIOTHCS 32 3aNUTOM Ha iH(opMauiio, po3NOPsAIHUKOM SAKOI €
JlenapTameHT ocBiTH i HayKkn OecbKoi 06/1acHOI epKkaBHOI aaminicTpauii

1. Ilent [Ilopsmox BH3HAYA€E MEXaHI3M BIIUIKOJAYBAHHS 3alUTyBa4aMH
indopmalii GpakTHYHNX BUTPAT Ha KOMiIOBaHHA a00 JPYK JIOKYMEHTIB, L0 HA[AI0ThCs
JlenapramenToM ocBiTH i Hayku Opecbkoi oOnacHOi nepikaBHOI aaMiHicTpauii 3a
3alMTOM Ha iH(QOpMALIO.

2. Lleit ITopsmoK 3aCTOCOBYEThCS y BUMAAKY, KOIH JlenapTaMeHT OCBITH 1 HAYKH
Opnecbkoi 00macHOI JepkaBHOI aAMIHICTpallli € HAaJIeKHUM pPO3IOPAAHUKOM
iHdopmaii.

3. JIOKyMEHTH 32 3a[IUTOM Ha iHOpMaLlito HaJal0ThCs OE3KOIITOBHO:
1) npu HazauHi 0co0i iHdopmaii mpo Hei;

 2) SKIIO 3aJ0BOJICHHS 3aNUTy Iepea0adyae BUIOTOBJICHHS KOIiH JOKYMEHTIB
o6csrom, 110 He nepeBuirye 10 CTOPiHOK;

3) moz0 iHdopmallii, 0 CTAHOBHUTH CYCIIUIBHUI iHTEpEC.

4. BigmkoayBaHHs 3amuMTyBadaMH iHpopmauii (akTHYHMX BHTpAT Ha
KOITiFOBaHHA 200 JPYK JOKYMEHTIB 3iHCHIOETBCS Y pa3i BUTOTOBIEHHs Oiabu sk 10
MepIINX CTOPIHOK 3aIUTYBAaHHUX JOKYMEHTIB, OYHHAIOUH 3 11 CTOPIHKH, BIATIOBIIHO
110 Po3mipy dakTHYHHX BUTpAT Ha KOIiI0BaHH:A a00 APYK JOKYMEHTIB, 10 HAAIOTHCS
33 3aUTOM Ha iH(OpMAaIlii, PO3MOPSIAHUKOM sKOI € JlemapTaMeHT OCBITH 1 HAYKH
Opnechkoi 06J1aCHOI IepyKaBHOT aZIMiHICTpallii.

BiamoBiaer Ha 3anuT Ha iHGOPMALIIO Pa3oM i3 paxyHKOM JUIA BIJLIKOLYBaHH:
(baKTHYHMX BUTPAT Ha KOMiIOBAaHHA a00 JAPYK MOKYMEHTIB, 110 HAIAF0ThCs 32 3aIIHTOM
Ha iH(MOpMALiK, PO3MOPAAHUKOM siKkoi € JlemaprameHT OCBiTH i Haykn OnechKoi
061acHOT JIepKaBHOT aMiHICTpallii, Hala€ThCs 3aNUTyBauy iH(OpMalii 0OIHOYACHO 3
10 6e3KOMTOBHMMH CTOPIHKAMHU KOIIH 3aUTYBaHUX TOKYMEHTIB.

5. 3a710BOJIEHHS 3aNUTY Ha iHpopMaLito, SIKHil TTepe1dayae BUTOTOBJICHHS KO
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JIOKYMEHTIB 00csrom Oinpur sk 10 CTOPIHOK, 31HCHIOETHCS MICHS BIJIIKOYBaHHS
3anuTyBadyeM (paKTHYHUX BUTPAT Ha KOMIIOBaHHS a0 ApYK.

6. Posmip BimmkoayBaHHS (AaKTHYHMX BHUTPAT Ha KOMilOBaHHA abo JpyK
3aIIUTYBAHUX JOKYMEHTIB PO3PaxOBYETHCS BIJIIOM €KOHOMIYHOTrO 3a0e3neyeHHs
YOpPaBIiHHA EKOHOMIYHOTO Ta OpraHi3aliiHO-JO0KyMEHTaIbHOIro 3a0e3nedYeHHs
JlenapramMeHTy OCBiTH 1 Hayku OechKol 001acHOT AepkaBHOT aAMIHICTpaLii.

7. CtpykrypHuii migposain JenaprameHTy ocBiTH 1 Hayku Onecpkoi 0061acHO]
JIepsKaBHOT aAMiHiCcTpallil, BiAMOBiaMbHUI 32 PO3IVIA] 3aNUTy Ha iHpopMallio, y pasi
HeoOXIHOCTI KomiloBaHHA a00 APYKY MOKYMEHTIB 3a 3alMTOM Ha iHQOpManiio
o6c¢sirom Oibi sk 10 CTOPIHOK 10/1a€ 3aABKY Ha BUIIMCKY paxXyHKa JJIs OIJIaTH BUTPAT
Ha KOMilOBaHHA a00 JAPYK MOKYMEHTIB, IO HAJAIOTHCS 33 3alIMTOM Ha iHMOpMAIIiIo
(nani — 3asBKa) 10 BiAily €KOHOMIYHOro 3a0e3le4eHHs yNpaBIiHHA €KOHOMIYHOIO
Ta OpraHi3aliiiHO-I0KyMEHTAIbHOTO 3a0e3neueHHs JlemapTaMeHTy OCBITH 1 HayKu
Onecpkoi 06acHOi aep)kaBHOI aaMiHiCTpauii 3a GOpMOI0 3TiJHO 3 JogaTtkoM 1 1o
uporo Iopsaky.

8. Ha mixcraBi oTpuMaHOi 3asBKM BiJJiT  E€KOHOMIUHOIo 3a0e3MeyeHHs
YIIPaBJIiHHS E€KOHOMIYHOTO Ta OpraHi3alifHO-JIOKYMEHTAIBHOIO 3abe3neueHHs
Jlenapramenty ocBith i1 Hayku Ojecbkoi 00nacHOi JepkaBHOI aaMiHiCTparii
MIPOTSATOM OJHOTO POGOYOro JHs BUIHCY€E PAXyHOK JUISl OILIATH BUTPAT Ha KOIIKOBAHH
a60 JApyK JOKyMEHTIB, [0 HAJAIOTHCA 3a 3alIUTOM Ha iH(opMmaliio (aam - paxyHOK),
3a HOpPMOIO 3rigHO 3 JoAaTKOM 2 10 1poro Ilopsaky 1 mepeaae Woro CTpyKTypHOMY
migposainy JemaprameHTy ocBitH 1 Hayku Opgecbkoi 00JacHOI  AepiKaBHOI
aJMiHICTpalLii, BIAMOBiAaIbHOMY 32 PO3IVISI 3aMUTy Ha iHPOPMAILito, 1S 0aJIBIIOT0
HAIPABJICHHS B YCTAHOBJICHHH 3aKOHOM CTPOK 3aMUTyBady iHpopMallii.

9. Omnutata paxyHKa 31iMCHIOETbCS y Oyab-sKii (iHaHCOBIH ycTaHOBI, 3py4Hil
JUIs 3aruTyBava iHpopMmarii.

10. He mi3Himie HAcTYmHOrO MIHs MiCas HAJIXO/UKEHHA BiJ 3alMTyBaya
inopmarnii komwriB Ha paxyHoK JlemapramenTy ocBit 1 Hayku Opechkoi 001acHOl
JepKaBHOT  aJIMiHICTpariii  BiJAUI €KOHOMIYHOTO = 3a0e3MevyeHHs YIPaBIIHHA
€KOHOMIYHOIO Ta OpraHi3aliifHO-IOKYMEHTAJIbHOro 3abesnevyeHHs J[lemapraMeHTy
ocsity i Hayku OnecpKoi 00JacHOT AepkaBHOI aMiHICTpallii Iepeiae CTPYKTYPHOMY
iAPO3/iIY, BIAMOBIJaIBHOMY 33 PO3IVIAM 3aMHTY Ha iH(QOPMALi0, KO BUIIMCKH 3
paxyHKa, Ha IKUi{ 3apax0BaHO KOILTH, 3aBi30BaHy KePiBHUKOM BiJUILTYy €KOHOMIYHOIO
3a0e3Me€YeHHs YNpPaBJIiHHA EKOHOMIYHOIO Ta OpraHi3aliiHO-JI0KYMEHTAIBHOIO
3abesneuyenns Jlemapramenty ocBiti i Hayku Ojecbkoi 007acHOI JiepikKaBHOI
aJMiHIiCTpaIlii, 3 IPOCTABJICHHAM IPi3BUIA, BIACHOTO iM’s Ta IIOTOYHOI JaTH.

11. 3anuTyBaHi JOKYMEHTH HAJalOTHCS MICIs MiATBEPKEHHs MOBHOI OIUIATH
paxyHKa POTArOM TPbOX PoOOYHX JHIB.
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12. BianoBiab Ha 3aUT HE HAJAETBHCSA Yy pasi MOBHOI a00 4acTKOBOI BIAMOBHU
3aIMTyBaya BiJl OMJIATH paxXyHKa.

Jupextop JlenapraMeHTy OCBITH
i Hayku OzecpKoi 061acHoOT j\ 5

JepKaBHOI aaMiHicTpallii Onexcanznp JJIOHYAK



Jonatok 1

1o [opsnky BigmkoryBaHHS
(haKTUYHUX BUTpAT Ha KOIMIOBaHHS
a00 JIpyK JTOKYMEHTIB, 1110
HAJAOTHCS 3a 3aITUTOM Ha
iH(opMalItito, po3MOPSTHUKOM SIKOT
€ JlemapramMeHT OCBITH 1 HAYKH
Opnecbkoi 00J1aCHOT 1epKABHOT
aJMiHICTparii

(ryHKT 7)

Bigninmy ekoHOMiYHOTO
3a0€e3Me4eHHsl YIIPaBIiHHS
€KOHOMIYHOTO Ta OpraHi3aliiHo-
JIOKYMEHTAIBHOTO 3a0€3MeYeHHS
JlenapTamMeHTy OCBITH 1 HAYKHU
Onecbkoi 0071aCHOT IepKABHOT
aaMiHICTparii

3ASBKA Ne

BIX «_ »

20 __ poky

HAa BUIIUCKY PAXyHKAa VISl OIVIATH BUTPAT HA KONMiOBAHHA 200 ApPYK
JOKYMEHTIB, 1110 HAIAI0ThCH 32 3alIMTOM Ha iHpopMauliio

(Ha3Ba TIOKyMEHTIB)

(HaliMeHyBaHHs CTPYKTypHOro mifpo3auty JlenaprameHnTy ocBitd 1 Hayku Onecbkoi 001acHOi
JIepKaBHOI aIMIHICTpallii, BIAMOBIJAIBHOIO 32 PO3IJISlY 3alIUTY Ha 1HPOpMAIIIO)

(mpi3BuILe Ta BIacHe iM’si 3anKUTyBaya - Gpi3MIHOI 0COOHU, HAMEHYBaHHS 3aIUTyBava - OPUAUIHOT
ocobu abo 00’ eAHAHHS IPOMA/ISIH, 10 HE Mac CTaTyCcy IOPUIANYHOI 0COOM)

ITocnyra, no HaTa€THCS

KiapKicTh CTOPIHOK

KomitoBanHs abo npyk Komiit JoOKyMeHTiB ¢popmary A4 ta
MEHIIIOTO pO3Mipy (B TOMY YHCIII TBOCTOPOHHIHN JAPYK)

KomnitoBanns abo apyk Komiil JoOKyMeHTiB popmaty A3
Ta 6UIBIIOTO PO3MIPY (B TOMY YHMCII IBOCTOPOHHIN APYK)

KomnitoBanHs abo pyK KOMii JOKYMEHTIB OY/b-SKOTO
dbopmary, SKIIO B JOKYMEHTaX MOPs[ 3 BIIKPUTOIO
1H(popMaIli€ro MICTUTHCA 1HPOPMAList 3 0OMEKEHUM

JIOCTYTIOM, 1110 TIOTPeOYE ii BiIOKpEMIICHHS,

MPUXOBYBAHHS TOMIO (B TOMY YHCIII JIBOCTOPOHHIN JPYK)

BuroTtoBienHst uppoBHUX KON JOKYMEHTIB IUIIXOM

CKaHYBaHHs

(Y pasi BIACYTHOCTI JaHUX CTaBUTHCS IPOUYEPK)



2 [IponomxenHs nogatka 1

Buxonasenn

(mocana) (Tmiamuc) (npi3BHILE Ta BIacHE iM’5)




Jlopatok 2

1o [Topsaxy BiIIKOTyBaHHS
(bakTUYHUX BUTPAT HA KOMIIOBAHHS
a00 JPyK TOKyMEHTIB, IO
HAJAI0THCS 32 3alUTOM Ha
iH(pOpMaIlito, PO3NOPSTHUKOM SKOT
€ [lemapTaMeHT OCBITH 1 HAYKH
Onecbkoi 00J1acHOI Jep kaBHOT
afMiHICTparii

(myHkT 8)

1. HagaBayu nocmiyr:
JlenaprameHT ocBiTH 1 Hayku OJ1ecbKOi 00JIaCHOI JEpKaBHOI aAMIHICTpaIli

2. PaxyHOK

3. bank

4. Kop 3a nanumu 3 €AMHOTO JEP>KaBHOTO PEECTPY IOPUIUYHUX 0C10, Pi3UUHUX 0C10-
H1IPUEMITIB Ta TPOMAJACHKUX (OPMYBaHb

5. HempubGyTtkoBa oprasxi3aiiis 3a o3Hakoro 0031

6. [TnaTHUK

PAXYHOK Ne
BiT« » 20 POKY
JJIS1 OIJIATH BUTPAT HA KOMIIOBAHHA 400 APYK JOKYMEHTIB, 10 HAIAI0THCH 32
3anmMTOM Ha iHdopMmalio

(Ha3Ba TIOKyMEHTIB)

BaprticTts . Cyma (6e3
. KinpkicTs
HaiiMmeHnyBaHHs BUTOTOBNCHHA | . MOJIaTKy Ha
1 cTopiHKH, TpH p JI0JIaHy BapTICTh)
1 2 3 4

KomnitoBanus abo apyk Komii
TOKyMeHTIB (popmaty A4 Ta
MEHIIIOT0 PO3Mipy (B TOMY YMCIIi
JIBOCTOPOHHIHN JAPYK)

KomnitoBanus abo qpyk Komii
TOKyMeHTIB (popmaty A3 Ta
O1IBILIOTO PO3MIpPY (B TOMY
YKCIII JBOCTOPOHHIH)




[IponoBxkenHs nogaTka 2

1

3 4

KomnitoBanHs abo apyK Komii
JIOKYMEHTIB Oy b - SIKOTO
dbopmary, SKIIO B JOKYMEHTaxX
TOPSIT 3 BIAKPUTOXO
1H(OopMaIIiEr0 MICTUTBCS 1
iH(opMalis 3 0OMeKEHUM
JIOCTYTIOM, 1110 TTOTpeOye ii
BIJIOKpEMJICHHSI, IPUXOBYBaHHS
TOIIO (B TOMY YHCJI1
JIBOCTOPOHHIN JPYK)

BuroroBnenns nuudpoBux Komii
JIOKYMEHTIB IUISIXOM
CKaHyBaHHS

Ycporo 1o crjiatu

(cyma mpomnrcom)

TPH

KOII.

BukoHnaBeus:

(mocana) (miamuc)

(mpi3BUILE Ta BIACHE 1M ’sT)




