3ATBEPIXXEHO

Haka3 MinicTepcTBa OCBITH 1
HAyKH, MOJIOZI1 Ta CLIOPTY YKpaiHu
23 cepnns 2012 poxy Ne 947

IIPUMIPHA IHCTPYKIIA
3 BeJICHHS JiJ10BOI JOKYMEHTAaLIl
B N103aLIKIJTbHUX HABYAJBHHUX 3aKJIaZaX

1. 3arajgpH1 MOJIOKEHHSA

1.1. IlpumipHa IiHCTpyKIis 3 BEACHHS JAUIOBOI JOKyMEHTalli B
NO3alIKUIbHUX HAaBYAIbHUX 3aKiajax (nani — [HeTpykiis) po3pobiieHa BiMOBIIHO
1o BuMor 3akoHiB Ykpainu “IIpo ocBiry” Ta “Ilpo mno3amkiibHy OCBITY”,
nocranoBu Kabinety MinictpiB Ykpainu Big 30 nuctonaga 2011 poky No 1242
“IIpo 3aTBepmkeHHs TUMOBOI 1HCTPYKIIIT 3 AUIOBOACTBA Yy LEHTPATBHUX OpraHax
BUKOHABUOi Biaau, Paai MiHicTpiB ABToHOMHOI Pecny6miku Kpum, micueBux
opraHax BHUKOHABYOi Biaau’, Hakazy [OJIOBHOTO apXiBHOTO YMPABIIHHS MpH
Kab6ineri MinictpiB Ykpainu Big 20 numnus 1998 poky Ne 41 “IIpo 3aTBepkeHHs
[lepeniky TUIIOBHX TOKYMEHTIB” (i3 3MiHAMU).

1.2. THCTpyKIii BCTAHOBIIOE TIEpeliK OOOB’S3KOBOi  OpraHi3aliiHo-
PO3MOPAIYO] JOKYMEHTAIII1 1711 KEPIBHUKIB Ta 1HIITUX MPaIiBHUKIB MO3AMKITEHAX
HaBYAJBHUX 3aKJaIiB, MpaBHJIa JTOKyMEHTYBaHHS [isSJIBHOCTI 3aKJIaiB CHCTEMHU
OCBITH (KpIM JHUTSIYO-IOHAIIBKUX CIIOPTUBHUX IIK1J).

1.3. JlorpuMaHHS TpaBWJ 1 pEeKOMEHAAIIM IOJMO TMOPSAAKY 3IIHCHEHHS
JTOBUX TIPOIIECIB, BCTAHOBJICHUX III€I0 IHCTpYyKIli€0, € 000B’SI3KOBUMU JIJIsI BCIX
KEpIBHUKIB 1 TEJaroriyHuX TNPAIiBHUKIB MO3AIIKUIBHUX HaBUYaJbHUX 3aKJIaJIiB.
[legaroriuni mpaimiBHUKYA, TMPUAHATI HA PoOOTYy, MOBMHHI OyTH O3HAMOMIIEHI 3
BUMOTamMu [HCTPyKITii Ta BUKOHYBATH iX.

1.4. Opranizarris JiJIOBOJCTBA B MO3AIIKUIBHUX HaBYAIBHUX 3aKJIajax Ta ixX
CTPYKTYPHHX MiIpO3aiIax MOKIAAAETbCA Ha CHEIIaIbHO MPU3HAYCHUX JJIS IHOTO
ocib.

1.5. BignoBigampHICTh 3a OpraHi3aimilo JUTOBOJCTBA B TO3AIMIKLUIBHUX
HABYATBHUX 3aKjiaJaX HECYTh iX KEPiBHUKH.

KepiBHUKY TO3amIKiIbHUX HABUYAJBLHHUX 3aKJaJiB BiATOBITAIOTH 3a 3MICT,
AKICTh TIATOTOBKM Ta OQOpMIIEHHS JOKYMEHTIB Ha HAJIEKHOMY piBHI. 3a
OpraHizaiiio JIUJIOBOJCTBA Ta 30€piraHHs TOKYMEHTIB Y CTPYKTYPHHUX MiIPO3/LIax
MO3aIIKUIbHUX HaBYAJIbHUX 3aKJIa/1B BIAMOBIAAIOTh KEPIBHUKHU ITUX MIIPO3I1LTIB.

1.6. KoHTpoab 3a BUKOHAHHAM BUMOT 11i€1 [HCTPYKIIli 3A1IICHIOIOTh OpraHu
yOpaBiHHS OCBITOIO, y cdepl sSKkux MnepeOyBaioTh MO3AlIKUIbHI HaBYalbHI



3aKJIA/IH.
II. lokyMeHTYyBaHHS JISJIHOCTI MO3AIIKUIBHUX HAaBYAIBHUX 3aKJIaJ11B

2.1. JIoKyMeHTyBaHHs YIpPaBIIHCHKOI 1H(oOpMallii MoJsAra€ y CTBOPEHHI
JOKYMEHTIB, y SKHX (IKCYETbCS 3 JOTPUMAHHSAM YCTAHOBJICHUX IPaBUII
iHopMarllis Tpo yNpaBIIHCHKI ii.

2.2. TlinctaBoro AJis CTBOPEHHSA JAOKYMEHTIB € HEOOXIIHICTh 3aCBIAYEHHS
HasBHOCTI Ta 3MICTy YOpPABIIHCBKUX [iid, MNepeBeleHHsd, 30epiranHa 1
BUKOPUCTaHHS 1H(OpMaIlli TPOTAroM MEBHOTO Yacy abo MOCTIHHO.

2.3. JIOKyMEHTH CKJIaJaloThCsl JEPKABHOK MOBOK, KpIM BHUMAJKIB,
nependadennx 3axkoHoM Ykpainu “Ilpo 3acanu nep:kaBHOi MOBHOT MOJIITUKK .

JIOKyMeHTH, SKI HaJCWJIAIOTHCS 1HO3EMHUM ajpecataMm, O(QOPMITIOIOTHCS
yKpaiHChKOIO MOBOIO a00 MOBOKO JIepXKaBHU-ajipecara, abdo OJHIEID 3 MOB
MDKHApPOJHOTO CIIJIKYBaHHS.

2.4. JIoKyMEHTH MOXYTb OG(OPMIIIOBATUCS Y BIJMOBIAHUX KHUTAX,
KypHanax abo Ha mamnepi popmarom A4 (210 x 297 mm) ta AS (146 x 210 Mm).
CxiagaHHs TOKyMEHTIB Ha namnepi JOBUIbHOTO (opMaTy HE J103BOJISIETHCS.

2.5. OpranizaiifHo-po3nopsia4l JOKyMEHTH MOXYTh OGOPMITIOBAaTUCS Ha
0JIaHKax, 1110 BUTOTOBJISIOTHCS 3T1IHO 3 BUMOTaMH 11i€i [HeTpyKIii.

BIaHKM KOXXHOTO BHJY BUTOTOBISIOTHCSI Ha OCHOBI KyTOBOTO a0o
MO3/IOBXKHBOT'O PO3MIIICHHS PEKBI3UTIB. PEKBI3UTH 3arojoBka PO3MIIIYIOTHCS
IIEHTPOBAaHUM (TIOYATOK 1 KiHEIb KOXXHOTO PsJKa PEKBI3UTY OJHAKOBO BijalieHi
Bil MEX 30HHM pO3TallyBaHHSI PEKBI3UTIB) ab0 MpamopoBUM (KOXHUHU PIIOK
PEKBI3UTY TIOYMHAETHCSA B JIIBOI MEXI 30HH PpO3TAIIYBaHHS PEKBI3UTIB)
CIIoCOOOM.

3pa3ok OyiaHKa MO3alIKUIPHOTO HAaBYAIBHOTO 3aKjajy Ha OCHOBI KYyTOBOTO
PO3MIIICHHS PEKBI3UTIB HABEJICHO y MOAATKY 1.

3pa3ok OJlaHKa TIO3alIKUIPHOTO HAaBYAJIBHOTO 3aKJaJly Ha OCHOBI
MO3/I0OBXKHBOTO PO3MIIIIEHHSI PEKBI3UTIB HABEACHO y IOAATKY 2.

2.6. Jlns BUTOTOBICHHS OJaHKIB BHKOPHUCTOBYIOTHCS apKyIli Tamepy
dopmary A4 (210 x 297 mimimetpiB) Tta A5 (210 x 148 mimimeTpiB).

Jlo3BosieHO BUKOpHUCTOBYBaTH OnaHku dopmaty A3 (297 x 420 miniMeTpiB)
— g opOpMIICHHSI JOKYMEHTIB Yy BUTJIAMI TaOJIHIIb.

brnanku MOKyMEHTIB MOBUHHI MaTH TaKi MOJs (MUTIMETPIB):

30 — niBe;

10 — mpage;

20 — BepXHE Ta HUKHE.

Cknan pexBi3uTiB  OmankiB: JlepkaBHuit ['ep0 Vkpainm (mopsmok
BUKOPHUCTAHHS BU3HAYAETHCA 3aKOHOM), HalMEHYBaHHS MIHICTEPCTBA, IHIIOIO
LIEHTPAJIbHOTO  (MICLIEBOTO) OpraHy BHKOHABUOi BJaJu, HallMEHyBaHHS
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MO3AIIKUIFHOTO  HABYAJIBHOTO  3akiaay, 1AeHTU(DIKAIMHUNH  KOA, IHJEKC
MIANPUEMCTBA 3B 43Ky, MOLITOBA ajipeca, HoMep Tenedony, e-mail (3a HassBHOCTI)
HOMEpP PAaxXyHKy B 0aHKy, MiCLIe JJI 3a3HAUYECHHs JaTH, PEECTPALIAHOIO 1HAEKCY,
MOCWJIaHHA Ha JIaTy Ta PEECTPALIMHUN I1HAEKC BXIJHOIO JOKYMEHTA.

brnaHku NOKyMEHTIB MOBUHHI BUTOTOBIISITUCS JPYKAapChbKHM CIOCOOOM Ha
Ou1oMy mamnepi BUCOKOI SIKOCTI (hapOaMu HACHMUEHHMX KOJIbOPIB.

3a pilleHHSM KepiBHUKA IMO3aLIKUIBHOIO HABYAJIBHOTO 3aKjiany OJIaHKU
MO>XYTb BUTOTOBJIITUCH 3a JIONOMOIOI0 KOMII'FOTEPHOI TEXHIKH.

2.7. OxpeMi BHYTpIlIHI JOKYMEHTH (3asBH, MOSICHIOBaJIbHI, JOMOBITHI
3aMUCKH, TOII0) O(DOPMITIOIOTHCS HE Ha OJIaHKaX.

2.8. Knuru Ta sxypHanmu (KpiM >KypHajliB OOJIIKY poOOTH TypTKa, CEKLii,
00’eHaHHS, KOJEKTUBY), 110 BEAYThCS B MO3AIIKUIBHMX HaBUAJbHUX 3aKIaJax,
000B’13KOBO TTOAPKYITHO MPOHYMEPOBYIOTHCS, TPOLUTHYPOBYIOTHCS, MiMUCYIOTHCS
KEPIBHUKOM 1 CKPITUTIOIOTHCA MEYATKOIO.

2.9. JlutoBi mamnepu, siKi HAAXOAATh J10 TO3alKUIPHUX HABYAJIIBHUX 3aKJIa/iB
YU BIANPABIAIOTECS 3 HUX, PEECTPYIOThCS B IKypHaIl BXITHOI Ta BHXIJIHOI
KOpecmoHAeHIIl. VY  BUXIAHIA KOpEeCHMOHJEHIll (BUXIIHIM JOKyMEHTAIlli)
BUIIPABJICHHS HE JIOMYCKarOThbcs. JlOMmyIeHi BUTIpPaBIEHHS B MOTOYHINA JILJTOBIM
JIOKYMEHTAIII1 3aCTepIratoThCsl 1 CKPIIUIIOIOTHCS MIAUCOM BiAMOBIIAIBHOI 0COOU
Ta IIEYaTKOIO.

2.10. Bcsa aimoBa mokyMeHTallis 30epirae€Thbesl B CIEIialbHO OO0JIagHAHUX
madax uyu ceidax 1 He MOBUHHA MATH JOCTYITYy CTOPOHHIX 0Ci0.

2.11. Tlicns 3akiHYeHHs TepMiHy 30epiraHHs JOKYMEHTIB, SKi He
HiUISITaloTh Mepeiadi apXiBHUM yCTaHOBaM, JOKYMEHTH CITUCYIOTBCS KOMICIE€IO
MO3alIKUIPHOTO HAaBYAJIBHOTO 3aKJaay 3 TMPOBEASHHS ©KCIEePTHU3M  IIHHOCTI
JIOKYMEHTIB, Ky NMpHU3HA4Ya€e KEPIBHUK HABYAIBHOTO 3akKiany (dami — eKclepTHa
koMmicist). Ha crnmcany gokyMeHTarito eKCrepTHa KOMICiS CKJIaJa€ BiIMOBITHUIN
akT. Cricana TOKyMEeHTAIllsl 3HAIYEThCS.

2.12. TexHonorii aBTOMAaTH30BAaHOTO OIPAIIOBAHHS 3aJI0KYMEHTOBAHO1
iHdopMalii B TO3aIIKUIBHOMY HaBYaJbHOMY 3aKJaJi IOBHHHI BIIIOBIIATH
BUMoraM Iniei [HcTpyKiii.

II1. 3aranbpHi BUMOTH 70 CKIaJeHHS Ta 0(pOpMIICHHS TOKYMCHTIB

3.1. JIokyMEHT TOBHHEH MICTHTH OOOB’SI3KOBi IS IEBHOTO HMOTO BHIY
PEKBI3UTH, 110 PO3MILIYIOTHCS B YCTAHOBICHOMY MOPSIAKY, & caMe: HallMeHyBaHHS
3aKjajgy, Ha3By BHUAY JOKyMEHTa (KpIM JIUCTIB), JaTy, PEECTPAIlIMHUNA 1HIEKC
JIOKYMEHTA, 3ar0JIOBOK JI0 TEKCTY, TEKCT, MIAIUC.

[Tix yac miAroTOBKU Ta O(POPMIIEHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBAaTHUCH
HE TUIBKM OOOB’SI3KOBI, @ TaKOX IHII PEKBI3UTHU, SKIIO II€ BIAMOBIIAE
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MPU3HAYEHHIO JOKyMEHTa ab0 croco0y MOoro onpartoBaHHs.

3.2. OdopmieHHsS JOKYMEHTIB, IO BUTOTOBJISIIOTHCS 3a JOIMOMOIOIO
JIPYKYBaJIbHUX 3ac001B, 3AIMCHIOETHCS BIJAMOBIAHO 1O BUMOI, BU3HAUYECHHUX Y
IOAaTKYy 3.

3.3. Okpemi BHYTpIIIHI JOKYMEHTH (3asiBU, MOSCHIOBAJIbHI Ta JOIMOBIIHI
3aMKMCKHU TOIIO), aBTOPAMH AKHUX € MOCAJ0BI1 Ta 1HII (I3UYHI 0COOH, TO3BOISAETHCS
0 OpMITIOBATH PYKOTTMCHUM CIIOCOOOM.

3.4. SKmo OOKyMEHTH, 110 CKJIAJaloTh Y MO3alIKUIBHOMY HaBYaJIbHOMY
3aKknanal, BeAyTbCAd y (OpMi KHHUIM, TO Takl pPEKBI3UTH, K HaWMEHyBaHHS
opraHizaiii BUIIIOTO PiBHS, Ha3Ba 3aKJIay HE 3a3HAYAIOTh.

3.5. Ha pokymeHTax, 1o CKJIaJalOTh Yy IMO3aIIKIJIBHOMY HaBYaJbHOMY
3aKJiaji, HaiMEHyBaHHS OpraHi3allii BUIIOTO PiBHSA 3a3HAYalOTh CKOPOUYEHO, a B
pasi BIACYTHOCTI OQillIifHO 3apEECTPOBAHOTO CKOPOUYCHHS — MTOBHICTIO.

3.6. HaiiMeHyBaHHS TIO3alIKUILHOTO HAaBUYaJbHOTO 3aKjaay ITOBHHHO
BIJIMIOBIIaTH HaliMEHYBaHHIO, 3a3Ha4eHOMY B cTaTyTi. CKOpoueHe HalilMCHYBaHHSI
MO3aIllKUIPHOTO HAaBYAJBHOTO 3aKJIaJy BXKUBAETHhCS B pasi, KOJIU BOHO OQIIiITHO
3adikcoBaHo y cTaTyti. CKopodyeHy Ha3By MOJAIOTh y AyKKax (abo 06e3 HUX)
HIDKYE TIOBHOT, OKPEMUM PSIKOM Yy TIEHTPI.

3.7. [oBigkoBi AaHi MpO 3aKjaj MICTATb: TOIITOBY aJpecy, HOMEpHU
TenedoHiB, ¢akciB, paxyHKIB y OaHKy, aJpecy eJEeKTPOHHOI IIOIITH TOIUIO.
JIOBIIKOBI1 TaH1 pO3MINTYIOThCS HUKYEe HAUMEHYBaHHS 3aKJIay.

PexBi3uTH mOMmMITOBOI aapecH TO3aIIKUIBHOIO HABUYAJBHOTO  3aKiIaay
3a3HAYalOThCSA B TaKid IMOCHIIOBHOCTI — Ha3Ba BYJIHIN, HOMEp OyAWHKY, Ha3Ba
HACEJICHOTO MyHKTY, palioHy, 001acTi, OIITOBHH 1HIEKC.

3.8. Ha3Ba Buay nmokymeHTa (Haka3, pillleHHS, JOMOBIJHA 3alKCKa TOIIO)
MMOBUHHA BIJAMOBIIATH Ha3BaM, IepeadoadeHuM JlepkaBHUM KiacudiKaTopom
VIPABIIHCHKOT JOKYMEHTAITI1.

3.9. Jlatoro Jmg0KyMEHTa € BIANOBIIHO Jara HOro manucaHHs abo
3arBepkeHHs. JlaTa 3a3HavaeThest apaOCbkuMu nudpaMu B OAUH PSAOK y TaKiid
MOCTIAOBHOCTI: dYHUCI0, Micsapb, pik. Jlata odopmirserscs 1uGpoBUM abo
CIIOBECHO-ITU(POBUM CITOCOOOM. Y pasi oopMiICHHS JaTH IU(PPOBUM CIIOCOOOM
YHCJIO 1 MICSAIIb TPOCTABIISIOTHCS TBOMA TTapamu Iudp, pO3AUICHIMHU KPAIKOI0; PiK
— 9oTUpMa muQpaMu, Kparka HanpuKiHIli He cTaBuThes (Hampukiaan: 02.03.2012).

VY Tekcrax MOKYMEHTIB, IIO MICTATh MOCUJIAHHA HAa HOPMATHBHO-TIPaBOBI1
aKTH, Ta JOKYMEHTIB, IO MICTATh BIZOMOCTI (hIHAHCOBOTO XapakTepy,
3aCTOCOBYETHCS CIOBECHO-IIU(PPOBUIN CIMOCIO 3a3HAYEHHS AaT 3 MPOCTABISHHAIM
HyJIs B TO3HAYEHH1 JHS MICAIS, SKIO BIH MICTUTh OAHY LU(PYy, HANPUKIAM:
03 xBitHs 2012 poxy. Jl03BOJNSETBCA BXKUBATH CJIOBO “pIK”’ Yy CKOPOYEHOMY
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BapiaHTi “p.”, Hanpukiaaa: 03 yepsus 2012 p.

SKmo JOKYMEHT CKJIAJeHO He Ha ONaHKy, JaTa 3a3HA4aeTbCs HUKYE
NIANUCY JIIBOpYY. J/laTa JOKYMEHTa MPOCTABISIETHCS IOCAI0BOIO 0CO00I0, IKa HOro
MIANUCYE a00 3aTBEPIIKYE.

[TpumipHHMIl mepeiK JOKYMEHTIB, IO 3aTBEPKYIOTHCSA 3 MPOCTaBISHHAM
rpuda 3aTBEpIKCHHS, HABEICHO Y J0JIaTKy 4.

3.10. Ingekcariis TOKyMEHTIB MOJSATAa€ Y TPUCBOEHH] IM YMOBHHX MMO3HAYEHb
— IHJIEKCIB, K1 HAJAI0THCS JOKYMEHTaM MiJ] 4ac iX peecTpailii.

3.11. Anpecatamu JOKyMEHTa MOXYTb OYTH YCTAaHOBHM, iX CTPYKTYpHI
OiAPO31TH, OpraHizalii, 3aKiIaam, iX ocaioBl 0COOM Ta TPOMaIsiHU.

Skimo JOKYMEHT aJpecoBaHO oOpradizamii abo 11 CTPYKTypHOMY
IiApOo3aAUIOB1 0€3 3a3Ha4YeHHS MOCaJ0BOi 0COOM, iX HaliMEHYBaHHS HABOMSTHCA Y
HA3UBHOMY BIJIMIHKY.

[loBHa anpeca 3a3HayYaeTbcs y pa3i HAACWIAHHS JOKYMEHTa pPa30BUM
KOPECITOH/ICHTaM.

SIKIo  IOKyMEHT  aJpecoBaHO KEPIBHUKOBI  ycTaHoBH abo  ioro
3aCTYITHUKOBI, HAaWMCHYBaHHS YyCTaHOBM BXOJUTh 1O CKJIaay HaWMCHYBaHHSI
Tocaju ajipecara, ike HaBOJIUTHCS Y JaBAIBHOMY BiJIMIHKY.

SIKI10 MOKYMEHT HaACHIIA€ThCA MOCa0BINH 0c001, HAWMEHYBaHHSI YCTaHOBU
Ta il CTPYKTYPHOTO MiAPO3JUTIYy HABOJATH Yy HA3WBHOMY BIIMIHKY, a TOcaay 1
npi3BUIIE aJpecara — y JaBajJbHOMY.

VY pasi HajxcuiaHHs JoKyMeHTa (Gi3u4HIA 0co0i CrovyaTKy 3a3HAYa€ThCS y
HA3WMBHOMY BIJIMIHKY TIpI3BHUIIE, iIM S Ta MO 0aThkoBI (IHIIIaIM YU 1HIIIAT IMEHI),
IOTIM TIOIITOBA ajpeca (BYnuIlsd, HOMEp OyAMHKY 1 KBapTUPH, HACEICHUHN IYHKT,
paiioH, 00J1acTh, MOMITOBUN 1HJIEKC).

3.12. 3aroyioBoK /10 TEKCTY JOKYMEHTA ITOBUHEH MICTUTH KOPOTKHI BUKJIA]I
3MICTY TOKYMEHTA 1 OyTH MaKCUMaJIbHO CTHUCIIUM.

3arojoBOK BIAINOBiIa€ Ha NHUTaHHA “mpo mo?”, “koro?”, ‘“woro?”.
Hanpuknang naka3 (mpo mo?) mpo HagaHHS BIAMYCTKH; JUCT (mpo 1I0?) mpo
OpraHizaiilo Hapagu; MPOTOKOJ (4oro?) 3aciaHHS aTecTaliiHOi KOMICI,
M0CaI0Ba IHCTPYKIis (KOro?) BUXOBATEIS.

be3 3aronoBka 03BOJNSETHCS CKIIAMATH KOPOTKI JOKYMEHTH Ha OJlaHKaXx
dopmarty AS, 30kpeMa CympoBiHI JIUCTH, TeIETPaMu, TeledoHOTpaMHu.

3.13. TekcT mOKyMeHTa MICTUTh iH(pOpMaIlito, A 3adiKCyBaHHS KO HOTO
Oymno cTtBopeHo. TeKCT moKyMeHTa MOBHHEH OyTH BUKJIAJACHUIN CTHCIIO, TPAMOTHO,
3p0o3yMio Ta 00’€KTUBHO 0O€3 TOBTOPIB Ta BXKWBAaHHS CIIB 1 3BOPOTIB, SIKi HE
HECyTh 3MICTOBOTO HAaBAHTA)XKCHHS, 1 TIOBMHEH CTOCYBATHCS TOTO TUTAHHS, SKE
c(hopMylibOBaHE B 3ar0OJIOBKY /10 TEKCTY.
TekcT noKkyMeHTa OPOPMITIOETHCS Y BUTJIS/I CYHUIBHOTO 3B’ SI3HOTO TEKCTY,
AQHKETH 41 TaOJuIll 00 NMUIIXOM MOETHAHHS IUX (GOpM.
CyuuibHUIl 3B’SI3HUM TEKCT JOKYMEHTAa MICTUTh TpaMaTU4YHO Ta JIOT14HO
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y3rojkeHy iH@opmailito npo ympasiiHcbKi aii. Taka ¢opma BUKIaJAEHHS TEKCTY
JOKYMEHTAa BUKOPUCTOBYETHCA i Yac CKJIAJaHHS IMOJIOXKEHb, MOPAJIKIB, MPaBUJ,
PO3NOPATYMX JOKYMEHTIB 1 JIUCTIB.

VY TekcTi AOKYMEHTa, MIATOTOBJIEHOTO BIAMNOBIAHO 10 AOKYMEHTIB IHIIUX
YCTaHOB a00 paHille BUIAHUX JOKYMEHTIB, 3a3HAYAIOTHCSA iX PEKBI3UTH Yy Takii
MOCJIIIOBHOCTI: Ha3Ba BHUAY JOKyMEHTa, HallMEHyBaHHS YCTaHOBM — aBTOpa
JIOKYMEHTA, JlaTa, PEECTPAIIHUN 1HJIEKC, 3ar0JIOBOK J0 TEKCTY.

Texctn ckMagHUX 1 BEIMKHUX 3a O0OCATOM JOKYMEHTIB (JIOMOBIiII, 3BITH
TOILO) MOAUISIIOTBCS HA PO3JUIM, MIAPO3AUIM, NMYyHKTH, MANYHKTH. [lyHKTH Yy
TEKCTI HYMEpPYIOTbCsl apaOChKUMM LUdpaMu 3 Kpamkow, a MAMYHKTH —
apaOCbKUMU UG pamMu 3 Jy>KKOIO.

3.14. TlocagoBi o0co0M MIANUCYIOTh JOKYMEHTH B MeXax CBOIX
NOBHOB&)XCHb, BH3HAYCHHMX CTATYyTOM IIO3aIIKUIBGHOTO HaBYAJIBHOTO 3aKIany,
MOCAIOBUMHU THCTPYKI[ISIMHU, HAKa30M IPO PO3MOJALT 00OB’SI3KIB MK KEPIBHUKOM
Ta WOTO 3aCTYITHMKAMHU TOIIO. Y 3a3HAYCHUX JOKYMEHTAaX BH3HAYAETHCS TaKOXK
NOPSAJIOK MIAMUCAHHS JOKYMEHTIB 1HIIUMHU 0cO00aMu y pa3l BiICYTHOCTI KEepiBHUKA
3aKJajy Ta MocagoBUX 0Ci0, K1 YIIOBHOBaXEH1 iX MIAMUCYBATH.

[Tinmuc ckiamaeTbess 3 HAWMEHYBAaHHS T0Caad OCOOM, sKa IiJIIMHACYE
JOKYMEHT, (IMIOBHOT'O — SKIIO JIOKYMGHT HAJPyKOBaHWH HE Ha OJaHKY,
CKOPOYEHOT0 — Ha JIOKYMEHTI, HaJIpyKOBAaHOMY Ha OJIaHKY), 0COOMCTOrO MiIHUCY,
iHimiamiB (1H1iaa iMeH1), Mpi3BHIIA.

VY pasi BiICYTHOCTI TOCa0BO1 0COOH, SIKa TTOBUHHA MIAMKACYBATH JOKYMEHT,
fioro mianucye ocoda, 1mo BUKOHYE ii 000B’s13kH, a00 ii 3aCTymHUK. Y Takomy pasi
000B’SI3KOBO 3a3HAYalOThCA (pakTHyHA TIocaja, iHimianu (iHiIiaa iIMeH1), Tpi3BUIIEe
oco0Ou, sKa MmiaAmucana JTOKYMEHT (BHUIPaBICHHS BHOCITh PYKOIMHCHUM a0o
MAIIMHOMMUCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOXJIHBO TIEPEIPYKyBaTH).
JlomaBaHHs 10 HaliMEHYBaHHS TMOCaJAW KEpiBHHUKA CJiB “BukoHyr4nii 000B’SI3KK”
a6o “B. 0.” s3miiicHIOETbCS y pa3i 3aMillleHHd KepIBHMKAa 3a HaKa3oM
(pO3NOPSATKEHHSIM ).

3.15. BinbuTkoM medaTKu 3akiaay 3acBiMUYIOTh MiAMKC MOCAI0BOI ocoOu
Ha JOKyMEHTaX 3 TUTaHb (PIHAHCOBO-TOCTIONAPCHKOI MIAIBHOCTI. BimduTox
MeYaTKH CTaBUTHCS TAaKMM YHUHOM, MO0 BIH OXOIUIIOBAB OCTAaHHI KUIbKa JIITEp
HallMEHYBaHHS MOCaAN 0COOH, sKa MiAmucana TOKyMEHT.

3.16. Tlo3amkiTbHUI HaBYAIBHUN 3aKJIaj]] MOXE 3aCBIAYYBATH KOIi JIHIIE
TUX IOKYMEHTIB, 1110 CTBOPIOIOTHCS B HOMY, a TaKOXK y BUNAJKaX, MepeadaueHnx
B a03arli Ipyromy Iporo myHKTy. Komisi JOKyMeHTa BUTOTOBISIETHCS 1 BUIAETHCS
TUTBKA 3 JI03BOJYy KEpIBHHMKAa 3aKjaay, WOro 3acTylMHHUKIB a0o0 KepiBHUKA
CTPYKTYPHOTO MiAPO3LTY.

VY pa3i miaroToBKM AOKYMEHTIB JUIsl HaJlaHHS CyJOBHM OpraHam, IiJl 4yac
BUPIIICHHS] TMWUTaHb MIOJ0 NPUUHATTA TpPoMaJsH Ha poOOTy, HaBYaHHS,
3aCBIIYECHHS iX TPYJOBHX Ta IHIIUX MPaB y B3a€EMOBIIHOCHHAX 13 3aKJaoM, a
TaKoXX Miag 4Yac (OpMyBaHHA OCOOOBHUX CIIpaB MPAIIBHUKIB MO3AIIKUIBHUN
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HaBYAJIbHUI 3aKJIaJ] MOXKE BHUTOTOBIISITH KONIi JOKYMEHTIB, BUIAHUX IHIIUMHU
yCTaHOBaMH (KOIII1 JUILJIOMIB, CBIJOLTB MPO OJEP’KaHHA OCBITH TOLIO).

Biamitka “Komis” nOpocTaBise€ThCsl Ha JIMIIBOBOMY OOIll Y BEPXHBOMY
MpaBOMY KYTKY MEPIIOro apKylla JTOKYMEHTa.

Hanmuc mnpo 3acBigueHHS JAOKYMEHTa CKJIaAaroTh 31 ciaiB  “3riiHo 3
OpUTiHaIOM”, HAWMEHYBaHHS MOCaJAH, OCOOMCTOrO MIAMUCY O0COOH, SIKa 3acBLAUYE
KOmito, ii iHimiamiB (IHiNiady i1MeH1) Ta Mpi3BUILA, JAATH 3aCBIAYEHHS KOMIl 1
MPOCTABISAETHCSA HUKYE PEKBIZUTY AoKyMeHTa “Ilinnuc”, Hanpukiaz:

3riiHO 3 OpUTIHAIOM

3aBiayBau nmignuc iHiniamy (1Himian iMeHi), npi3BUIle

JlaTa

Hanuc npo 3acBigueHHs KOM1i CKPIILTIOETHCS MEYaTKOIO.

Kormist qokymeHTa oBUHHA BiJITIOBIIATH OPUTIHATY.

IV. CknaneHns neskux BUAIB JOKYMEHTIB

4.1. Haxka3 (po3nopsiI>KeHHs ).

4.1.1. Haka3 (po3mopsIKeHHSI) — JIOKYMEHT, SIKMM 3acBiIuye PpIlICHHS
OpraHi3aIiifHO-pO3MOPSATIOr0 YW HOPMATHUBHO-TIPABOBOTO XapaKTepy. 3a 3MICTOM
yOpaBIiHCBKOT A1i Haka3W BUJAIOTBCA 3 OCHOBHUX TIUTaHb JIISUTBHOCTI
MO3alIKUIFPHOTO HABYAIBHOTO 3aKJaly, aIMIHICTPaTUBHO-TOCHIONAPCHKUX a0o
KaJpOBHUX MUTAHb.

4.1.2. Tlpoekt Haka3zy (pO3MOPSAIKEHHSI) 3 OCHOBHOI JisUTBHOCTI,
aJMIHICTPATUBHO-TOCTIOJJAPCHKUX MUTAaHb TOTYETHCA Ta MOJAETHCS 3aCTYIMHUKOM
Yd  KEPIBHUKOM CTPYKTYpPHOTO MIAPO3AUTY 3a JOPYYCHHSM KEpiBHUKA
MO3alIKIFHOTO HABYAJBHOT'O 3aKJIaIy UM 3a BJIACHOKO 1HIIIATHBOIO.

4.1.3. Tlpoekt Haka3zy (pO3MOPSIKEHHS) 3 KaJpOBUX IMHUTaHb (TIpo
OPUHHATTS Ha poOOTY, 3BUIBHEHHS, HAJaHHS BIANYCTKH, BIIPSJKEHHS TOIIO)
TOTYeTbCS ~HA  MiACTaBl  JOMOBIAHOT  3aImMCKM  3aCTylMHUKA  KepIBHHKA
MO3alIKUIPHOTO HABYAIBHOTO 3aKJIaly Yd KEpIBHUKA CTPYKTYPHOTO MiIPO3ILIy,
3asiBM TpaIliBHUKA, TPYAOBOTO OTOBOPY Ta IHIMUX JTOKYMEHTIB.

4.1.4. Haka3 (po3mopsipKeHHs) MiIMUCYETHCS BIAMOBITHO 0 MyHKTY 3.14
iei [aeTpyxkiii.

4.1.5. Tlicma minnucaHHd Hakazy (pO3MOPSHKEHHS) 3MIHM JI0 HBOTO
BHOCSITbCA JIMIIE TIUIAXOM BHUJAHHS HOBOTO Hakazy (pO3MOPSKEHHS) TMPO
BHECEHHSI 3MIH.

4.1.6. Haka3z (po3mopsmpkeras) ohOpMIISIETbCSI HAa OJaHKY MO3aMIKITBEHOTO
HABYAITHLHOTO 3aKJIadYy.

3MicT Hakazy (PO3MOPSKEHHS) KOPOTKO BUKIIAJIAETHCS B 3arOJIOBKY, SIKUH
MOYMHAEThCA 3 mnpuilMeHHuka ~IIpo® Ta cknagaeTbcss 3a  JONOMOTOO
BimmiecmiBHoro imenHuka (“Ilpo 3artBepmkenHs..., “IIpo cTBopeHHs... ) abo
imennuka (“Ilpo miacymku...”, “IIpo 3axonam...).

4.1.7. Texcr Haka3y (pO3MOPSIKEHHSA) 3 MUTaHb OCHOBHOI JISUIBHOCTI
MO3aIIKUIPHOTO HAaBYaJbHOTO 3aKjaay Ta aJAMIHICTPAaTHBHO-TOCIIOJAAPCHKUX
MWTaHb CKJIAJA€ThCA 3 JBOX YaCTUH — KOHCTaTywo4oi (mpeamOynu) i



pO3mOpsAAUO].

VY KoHCTaTylouiii 4YacTHHI 3a3HAYalOThCS TiACTaBa, OOTPYHTYBaHHS a0o
MeTa BHUJAHHS Haka3y. 3a3HaueHa YacTMHA MOXKe MouMHatucs 13 ciiB ~“Ha
BUKOHAHHS...*“, 3 MeTo10...” Tomo. SKIMO JOKYMEHT BHUJAETHCA Ha MiJICTaBl
IHIIIOT'O0 PO3MOPSATYOr0o JOKYMEHTAa, B KOHCTATYIOUld YacTHHI 3a3HAa4yaroThCs
Ha3Ba BUJY LIbOIO JOKYMEHTa, HOro aBTop, JAaTa, HOMEp Ta 3arojoBok. Kpamka
B KIHII1 KOHCTaTylO4Y01 YaCTUHU HE CTaBUTHCS.

Posnopsinua wactuHa Haka3dy mnouuHaeThes 13 cioBa HAKA3VIO®,
pO3NOpSIKEHHsT  MOe mnouuHatucs i3 cinosa  ~30BOB A3VIO“,  sxe
JIPYKYEThCS 3 HOBOTO PsIIKA BEIMKUMH JiiTepaMu 0€3 BIACTYIY BiJ JiBOTO
NoJisl 1 JIAMOK, MICHS YOro CTaBUTHCA JBOKpAIKa.

Posnopsinua vacTuHa TOAUIAETbCS HA MYHKTA Ta MIANYHKTH, SKI
HYMEpYIOTbCA apabcbkuMu 1udpaMu. Y KOXKHOMY TYHKTI TOBHHHI OyTH
3a3Ha4eH1 BUKOHABI[l, KOHKPETHI 3aBJaHHS (JOPYYEHHS) 1 CTPOKH iX BHUKOHAHHS.
BukonaBIiii MOXyTh OYyTH Ha3BaHI TaKOX y3araJilbHEHO, HANPUKIAJ: ~KEPIBHUKAM
METOJIMYHUX 00’ €IHaHb , ’3acTynmHUKaM qupekropa’. [Ipu nupomy, sik npaBujo, He
3aCTOCOBYETHCSI HANMCAaHHS HEKOHKPETHUX JIOPY4YE€Hb, $KI MICTITh CIJIOBA:
’IPUCKOPUTH™, "MOMIMIIUTU, “aKTUBI3yBaTU ", ’3BEpPHYTH yBary* TOIIO.

SIxuro Haka3oM (PO3MOPSAKEHHSIM) BIIMIHIETCS MMONEPEIHIN PO3MOPS AU
JOKYMEHT, y PO3MOPSIYiM 4YacTHMHI 3a3HAYAETHCS IIYHKT, SKUH TOBHHEH
NOYMHATUCA 13 cJiB: "BU3HAaTH TakuM, MO0 BTPATHB YHHHICT,... .

3MiHM, 1[0 BHOCATBCA JO Hakazy (pO3MOpSAIKEHHS), OQOPMISIOTHCS
OKpEeMHM  Haka3zoM  (pO3MOPSKEHHSIM), SKUM  TOBHHEH MaTH  TaKWil
3arojoBok: IIpo BHeceHHs 3MIH A0 Haka3zy (po3mopsKeHHs)...“ 13
3a3HAYEHHSIM [IaTH, HOMEpPA, 3aroJioBKa pO3MOPSAIYOro JOKYMEHTa, /0 SIKOTO
BHOCSIThCS 3MiHU. Po3mopsigua yacTuHa Hakasy (pO3MOPSIKEHHS) MOYHMHAETHCS 3
TaKOTO MYHKTY:

1. BHectu 3MiHM 10 HaKa3y (PO3MOPSKCHHS). .. .

Jlami okpeMuMH MiAIMyHKTaMH (OPMYIIOIOTECS 3MIHH JI0 PO3TOPSIUOTO
JIOKYMEHTA, HalPUKJIIA;:

1) myHKT 2 BUKJIACTH B TaKil pemaxirii:... ;

’2) MyHKT 3 BUKIIOUUTH;

’3) ab3a1 qpyruil MyHKTY 4 TOTTOBHUTH CJIOBAMH...".

SIKIIO 3MIHM 0 PO3MOPSAYOro JOKYMEHTa O(GOPMIISIIOTHCS Ha OKPEMOMY
apkymii (apkyimax), B TMEpIIOMY MYHKTI pPO3MOPSAY0l YaCTUHU HaKazy
(pO3MOPSIIKEHHS) 3a3HAYAETHCS:

1) BHecTH 3MiHH J0... (JIOJAIOTHCS) .

4.1.8. OctaHHI TYHKT pPO3MOPSAIYOi YACTUHU Y pa3i MOTpedu Moxe
MICTHTH PIIICHHS TPO MOKJIAJSHHS Ha IOCAJ0BY 0c00y (PYHKIIIH 3 KOHTPOJIIO 3a
BUKOHAHHSAM Haka3zy (pO3MOPSIKEHHS ).

4.1.9. Haxka3z (po3mopsiKeHHs1) 3 KaJpOBUX MUTaHb O(OPMISETHCS Y
BUTJIS/AI  IHAMBIAyaJbHOTO a0o 3BeAcHOro. B IHAMBIZyaabHOMY  Hakasi
(po3nopsiIKeHH1) MICTUThHCA 1H(OpMaILis MPO OJTHOTO MpalIBHUKA; Y 3BEICHOMY —
PO  KUIbKOX, HE3aJIEKHO BIJ TOr0, SIKI YNPABIIHCHKI PIIICHHS IIOJ0 HHX
NpUiiMaroThes (MIPUHHATTA Ha poOOTy, MPU3HAYEHHS HA MOCaly, EPEeBEICHHs Ha

[13
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HIIY ocany (poOoTy), 3BUIBHEHHS TOILO).

4.1.10. 3micT I1HAMBIAYANBbHOTO Haka3y (pO3MOPSIKEHHS) 3 KaIpOBHUX
MUTaHb CTUCJIO BUKJIAJAETHCS B 3arojOBKY, KUl NMOYMHAETHCA 3 MPUMMEHHHKA
“IIpo* 1 ckmajmaeTscs 3a JOMOMOrOK BIJJIIECTIBHOTO IMEHHUKA, HANpPUKIIA[:
“IIpo  npusHaueHHs...“, “lIpo  npudHATTA...“. Y  3BEIEHMX  Hakaszax
(pO3MOPSIIKEHHAX) MOXE 3aCTOCOBYBATUCH y3araJlbHEHUI 3aroJioBOK, HAIIPUKIAA:
“TIpo xaaposi nutanHs*, ”IIpo ocoboBuit ckmam’.

4.1.11. V Tekcti Haka3y (pO3MOPSAKEHHS) 3 KaJAPOBUX MUTaHb, K MPABUJIIO,
KOHCTaTyl04a YaCTHHA HE 3a3HAYAEThCS.

4.1.12. Po3nopsigya yacTMHA Hakazy (pO3MOPSKEHHsS) MOYMHAETHCH, SK
npaBwio, 3 JiecioBa 'y ¢opmi 1HOiHITHBY: llpuitnatu®, “llpusnHauntu’
“TlepeBectu®, ”OrojaocuTu’ ToIIO.

Jlani 3a3HayaroThCs MPI3BUINE, 1M S, O OaTbKOBI MpalliBHUKA, Ha SKOTO
HOLLIMPIOETHCS 1Sl HAKa3y Ta TEKCT Haka3y. Y 3BEJeHOMY Hakasl (pO3MOpPsSIKEeHH1)
npi3BuUIIa 0cid y Mexax MyHKTIB pO3MILIYIOTECS 3a alihaBiTOM.

4.1.13. V Haka3i (po3NOpsKEHHI) NP0 TpPHU3HAYCHHS a00 3BUIbHCHHS
npaliBHUKa 3a3HAYa€ThCsl MOBHA Jara (YUCIIO0, MICAIb, PIK) (PAKTUUYHOTO BUXOIY
npaiiBHUKa Ha poOOTy (MPUIMHEHHS TPYAOBHX BIIHOCHH), PO3MIpH HOro
[OCAJIOBOTO  OKJaay  BIAMOBIAHO /IO  IITAaTHOTO  PO3MHUCY,  Haa0aBOK
Ta JOIJarT.

4.1.14. Y 3BemeHoMy Hakasl (pO3MOPSKEHHSAX) 3 KaJIpOBUX IMHUTAHB 10
PO3MOPAAYOT YACTUHU BKIIOYAETHCS 1HQOpMAIliA, IO PO3MIIIYEThCS y TaKid
MOCJIIZIOBHOCTI: TPUUHATTA Ha poOOTY, EpeBeICHHS, 3BUTLHCHHS.

4.1.15. Y x0oXHOMY TYHKTI Haka3zy (pO3MOPSJKEHHS) 3 KaJpOBUX MHUTaHb
3a3HAYa€ThCAd TMIACTaBa IMOJO MOro BHUAAHHS (3asBa MpalliBHUKA, KOHTPAKT,
JIOTIOBITHA 3aMMCKa, PIIIEHHS aTecTalliiHoi KoMicii ToIo).

4.1.16. Ilig yac o3HaiiOMJIEHHS 3 HakKa3oM (PO3MOPSJIKCHHSIM) 3raJlaHuMHU
y HBOMY oOcOo0aMHM Ha TMepUIOMY TMPUMIPHUKY HaKa3zy MPOCTaBISIOThCS iX
MANUCH 13 3a3HA4YEHHSAM JaTU O3HAHOMIIEHHS.

4.1.17. Haka3u (po3mopsiiKEHHS) HYMEPYIOThCA Yy HOPSIAKY iX BUJAHHS B
MeXax KaJIeHAapHOTO POKY; Haka3u (PO3MOPSAKEHHS) 3 OCHOBHOI AISUIBHOCTI Ta 3
KaJpOBUX NMUTaHb MalOTh OKPEMY MOPSAKOBY HyMEpaIliio.

4.2. TIpoToxou.

4.2.1. Tlpotokonm — JOKyMEHT, sKkMi (ikcye  Xim BeJCHHS 3acilaHb,
OPUIHATTS B TMO3AIIKUTRbHOMY HAaBUYaJbHOMY 3aKJaji pIIeHb KOMICISIMH,
JOpaaYrMH OpTaHaMu, 300pamMu TOIIO.

ITpoToKON CKITaaeThes Ha ITICTAaBI 3aIMKCIB, 3pO0JICHUX OE3MOCEPETHBO i
Jac 3aciaHb, MOJaHUX TEKCTIB Ta Te3 JIOIMOBiJCH 1 BUCTYIIIB, JOBIIOK, ITPOCKTIB
pIlIeHB TOIIIO.

4.2.2. TIpoTokon MOXKe CKJIajaTUCi B MOBHIM abo cruchmid dopmi. VY
MPOTOKOJII, CKJIaJACHOMY B CTUCHIN (opMi, PIKCYIOTHCS JUIIE MPUUHSTI PIlLICHHS,
a He X111 OOrOBOPEHHS TUTAHHS.

4.2.3. JlaToro mpOTOKOIY € JaTa MPOBEICHHS 3acilaHHsA. SKIIo 3aciiaHHsA
TPUBAJIO KUIbKa JIHIB, TO 4Y€pe3 TUPE 3a3HAYAIOThCS MMEpPUIMM 1 OCTaHHIN JeHb
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3aCiJIaHHA.

4.2.4. Homep npoTOKONY TOBUHEH BIANOBIIATH MOPSIKOBOMY HOMEPY
3acinanHa. Hymepaiis mpoTOKOJIIB BEJETHCS B MEXAX KAJIEHIAPHOTO POKY OKPEMO
32 KOXHOK TPYINOI MPOTOKOJIIB 3acCiJaHHs BIAMOBIIHOIO KOJIET1aJIbHOTO
oprany. VY pekBI3UTI ~Miclie 3aciJaHHSA 3a3HA4Ya€TbCcsl Ha3Ba HACEJIEHOTrO
MYHKTY, B SIKOMY B110yJ0CS 3aciiaHHs.

4.2.5. 3arosioBOK 10 TEKCTy MPOTOKOJY IOBUHEH BiIOOpa)kaTh BHJ
3acimanHs (Hapaga, 300pu, KoHdepeHlis Toio) abo KojeriaabHOoi AiSUTBHOCTI
(komicist, panma, KoJieris, poOoya Trpyma TOHIO) 1 BKJIOYATA Ha3BYy BUIY
JTIOKYMEHTA.

4.2.6. TekcT MNPOTOKONY  CKJIQAAEThCS 13  BCTYMHOI Ta  OCHOBHOI
YJaCTHH.

4.2.7. Y BCTynHIN 4acTUHI MPOTOKOJIY 3a3HAYAIOTHCA MPI3BUILA Ta 1HIIATIU
rojioBM a00 TOJOBYIOUOTO, CEKpeTaps, 3alpoIleHUX, a TAKOXK MPHUCYTHIX OCIO.

VY chnmcKy NPUCYTHIX 3a3HAYarOThCAd B al(aBITHOMY TOPSJKY CIOYATKY
npi3BUIA Ta IHIIATM TPUCYTHIX MOCTIMHUX WICHIB KOJETiaJIbHOrO OpraHy 0e3
3a3HAYCHHs TOCaJ, MOTIM — 3aMpoIIEeHUX OCI0 13 3a3HAYEHHSAM TOCaja Ta y pasi
noTpeOu HallMeHyBaHb YCTaHOB. SIKIIO KUIBKICTh TPUCYTHIX TIEPEBUIILYE
15 oci0, 3a3Ha4aeThcd iX 3arajbHa KUIBKICTH 3 TMOCHWJIAHHSAM Ha CIHCOK, IO
JI0JTA€THCS 710 POTOKOY.

Berynna dacTuHa BKITIOYa€ MOPSIAOK JIGHHUW — TEpeNiK pO3MVISTHYTUX Ha
3acilaHHl TUTaHb, IO PO3MIIICHI B MOPSAJAKY iX 3HAYYIIOCTI 13 3a3HAYCHHSAM
JI0TIOBIIaya 3 KOXKHOTO TnuTaHHSA. [lopsmok AeHHHWM MOAAaeThCsl HANPUKIHIN
BCTYITHOT YaCTUHHU.

CrnoBa Tlopsok AEHHUN IPYKYIOTHCS BiJ MEXI1 JIIBOTO IMOJIS, MICHS HUX
CTaBUThCS JIBOKpamnka. Ko)kHe NMUTaHHS HYMEpPYEThCS apaOChKUMHU IudpaMu i
IpyKyeThcsl 3 ab3aiy. PopMyBaHHS NMUTaHb Y MOPSIKY JICHHOMY MOYMHAETHCS 3
npuiiMenHuka “TIpo*.

4.2.8. OcHOBHA YacTHMHa MPOTOKOJY CKJIAJAETHCS 3 PO3AUIIB, SIKi MOBUHHI
BIJIMOBIIATH TYHKTaM TOPSIAKY JEHHOTO. Po3Mimu HyMepyroThCs apaOChbKUMH
nmudpamu 1 OyAyIOThCS 3a TaKOI CXEMOIO:

CIYXAJIIM - BUCTYIIMWJIN - BUPIINWIN (YXBAJIWIINA,
[TOCTAHOBWJIN).

3a3HaveHi cjIoBa APYKYIOTHCS BEJIMKUMU JiTepaMu 0€3 BIACTYIY BiJ MEXi
niBoro mojs. Ilicms mmMx CiiB CTaBUTBCS JIBOKpaIiKa.

4.2.9. Iicna cnoBa “CIIYXAJIN* 3a3Ha4a€ThCsl TEKCT BUCTYIY OCHOBHOTO
nonoBigava. [Ipi3Buime Ta iHIIIaaW KOXKHOTO JIONOBi/ada JIPYKYIOTHCS 3 HOBOTO
psaka. TekcT BUCTYNy BUKJIQJAAE€ThCS Y TPETi 0c001 OJTHUHH.

4.2.10. Texctu abo Te3W MOMOBiAI Ta BUCTYMIB, O(QOPMIICHI SK OKpeMmi
JOKYMEHTH, 10 TEKCTy NPOTOKONy He BKIo4atoThes. [licnms BimomocTed mpo
JIOTIOB1ja4ya CTaBUTHCS TUPE 13a3HavYaeThesi: ~TeKCT JOMOBiAl (BUCTYITY) N0JAETHCS
110 IPOTOKOJTY*".

4.2.11. Tlicna cnoa "BUCTYIINJIN® dikcyroThcsi BUCTYNIHU TUX OCI0, fK1
B3SUJIM y4acThb B OOTOBOpPEHH1 JOMOBil. BuUcTynu oQpopMIsStOTbCS y MPOTOKOII 13
3a3HAYCHHSIM TOCaJ, MPI3BHUII Ta 1HINIAJIB MPOMOBIIIB Y HA3UBHOMY BIIMIHKY, a
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TAKOX 3 BHUKIAJCHHSIM 3MICTy NIMTAaHHS Ta BIJANOBIIEM Ha HBOTO. 3MICT
BUCTYIIB BHUKJIAJAEThCA Bl TPEThOI OCOOM OJHUHHU.

4.2.12. [Ticns CJIOBa "BUPIIINIIA CYXBAJINIIA®,
"IIOCTAHOBWJIN®) dikcyeTbcs MNpUNAHATE pilIeHHS 3 OOrOBOPIOBAHOIO
MUTaHHS TOPAJIKY JIEHHOro. PilieHHs NOBUHHE OYyTHM KOHKPETHUM 1 BKIIIOYATH
CKJIaJ0B1, IO BIANOBIAAIOTh HA Taki NUTaHHSA: KOMY, IIO 3poOUTH 1 B
SIKMH CTPOK.

PimienHsi, 1mo MICTATh KUIbKa TIMTaHb, MOJUISIOTH HAa MYHKTH 1
MNIANYHKTH, K1 HYyMEpYIOTbCA apaOChkuMu Iudpamu. [iANYHKTH HyMepyrOTbCs
nmudpamMu 3 AYKKOIO.

4.2.13. Y pa3l KoaM Ha 3acCiJjaHHI MNPUUMAETbCS PIIMICHHS TPO
3aTBEp/KEHHS JOKYMEHTa, SIKWA OOroBOpIOBaBCS Ha 3acijaHHl, LEd JOKYMEHT
JIOTA€ThCS IO MPOTOKOJY 1 B HBOMY POOHUTHCS TOCWUJIAHHS Ha HOMEp 1 Jary
OpOTOKOJNY. 3a HasABHOCTI IHIIMX JIOKYMEHTIB, IO pPO3TJsJalucs Ha
3acimaHHl  Ta (akT OoOroBopeHHs fAKUX Oylo 3aikcoBaHO y  TEKCTi
NPOTOKOJIY, BOHH HYMEpylThcsi apabcekumu 1udpamu  (Homatox 1,
Honarox 2). YV BIANOBIAHUX MYHKTaxX MPOTOKOJNY POOUTHCA MOCHUJIAHHS Ha IIi
JOJTaTKH.

4.2.14. TIpoToKoJ MIAMUCYETHCS TOJIOBYIOUYMM Ha 3acijaHHI KOJET1aJIbHOTO
OpraHy Ta CEKpEeTapeM.

4.3.Cayx00BHUIA JIHCT.

4.3.1. Cnyx00BHI JTUCT CKJIAAIOTHCSA 3 METOI OOMIHY 1HGOPMAIIEID MiX
YCTAaHOBAMH SIK:

BIJIMOBi/II MPO BHKOHAHHS 3aBJaHb, BHU3HAYECHUX B aKTaX OpraHiB
Jep>KaBHOT BJIad, JOPYYCHHSX BHIIUX I10CATOBUX OCi0;

BIJINTOB1/11 HA BUKOHAHHS JOPYYEHb YCTAHOB BHIIOTO PIiBHS;

BIJINTOBI1/I1 HA 3aIUTH 1HIINX YCTAHOB;

BIJINTOB1/11 HA 3BEPHEHHS I'POMA/JISIH;

BIJINTOB1/11 HAa 3alUTH Ha 1HGOPMAIIiIO;

IHIIIaTUBHI JIUCTH;

CYNPOBITHI JIUCTH.

4.3.2. Cnyx0oBuii mucT OQOPMISETHCS Ha ONaHKY MO3aNIKUTEHOTO
HaBYAJILHOTO 3aKJIaJy.

4.3.3. Jluct mae Taki peKBI3UTH: JlaTa, PEECTPAINHUIN 1HIEKC, MOCHIAHHS
Ha peecTpaliiHuK 1HJIeKC 1 J1aTy TOKYMEHTa, Ha SIKHI JTa€ThCS BIAMOBIAb, agpecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKA PO HASIBHICTH MOAATKIB (y pasi moTpedn),
MIMAC, BIIMITKAa MPO BUKOHABIIA.

JlaToro nucra € mara MOro ImANHWCAHHS, SKa MOBHHHA 30IraTHCS 13 JATOIO
peecTpallii BUXiTHO1 KOPECIIOH ICHIT1.

4.3.4. OCHOBHMM pPEKBI3UTOM CIY>KOOBOTO JIHMCTa € TEKCT, II0, SK
MPaBUJIIO, CKIAJAETHCA 3 JIBOX YAaCTHH. Y TMepIIid YacTHHI 3a3HA4a€ThCs
Npu4MHa, MiAcTaBa a00 OOIPYHTYBaHHSI IMIJTOTOBKM JIMCTA YU HABOJSITHCS
MMOCWJIAHHSA Ha JOKYMCHTH, IO OYJIM IiACTaBOIO JUIS HOTO CKIAICHHS.

Jlpyra yacTHHa BKJIIOYAa€ BUCHOBKH, IIPOIIO3HITii, IPOXaHHS, PIIlICHHS TOIIIO,
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K1 PO3MIIIYIOThCS 3 ab3airy.
4.3.5. Sl npaBuio, y JIUCTI HOPYIIYETHCA OAHE MHUTAHHS.
Texkct naucTa  BUKIANAEThCS Bl  mepuioi  ocoOM  MHOXHUHHA 3

e 9

BUKOPHUCTAHHSM CJIB: “MPOCUMO MOBIAOMUTH..., p0O3'ICHIOEMO, 1IO...*.
Cy>x00BHH JIUCT MIAMUCYETHCS BIAMOBIIHO 10 MYHKTY 3.14 1iel [HCTpyKITii.
4.4, AKT.
44.1. AKT — JOKyYMEHT, CKJIaJeHUN JAeKkiIbkomMa ocobamMu Ta

MIATBEPIKYIOUUN yCTaHOBJIEH] (PakTu 1 Ali. AKTH 0OPMIISIOTECS 32 Pe3yIbTaTOM
peBi3iil, mpu mnpuiiomi-nepenayi crpas, NOpuiioMi-iepenayi, CHHCAHHI MaiHa
TOLLO.

4.4.2. AKT oopmIsIETbCS HA CTaHJIAPTHOMY apKyii nanepy ¢opmarty A4 1
Ma€ Takl PEeKBI3UTU: Ha3Ba JOKYMEHTY, I'pud 3arBepuKeHHsS (Ipu HEOOX1AHOCTI),
JaTa 1 MicIle CKJIaJaHHS, 3arojIOBOK J0 TEKCTY, TEKCT, MiAmucU ocid (He MeHIie
TPHOX), K1 CKJIaJIaJId aKT.

4.4.3. TekcT aKTa CKJIaa€ThCA 13 BCTYMHOI Ta KOHCTaTYIO4O1 YaCTHH.

Y BCTynHI 4YacTHHI BKa3ylOThCS MiJACTaBH JUIS CKIAJaHHS aKTa Ta
HA3MBAIOTHCS OCOOU, SIK1 CKJIAJIM aKT a00 OyJIM MPUCYTHI MPU LILOMY.

Y KOHCTaTyloouid 4YacTHUHI BHKIAJAEThCSI CYTh, 3aBJaHHS, XapakTep
BUKOHAHOI poOOTH, BCTaHOBJIEHI (hakTH, MPOIOo3uIlii Ta BUCHOBKH. KoHCTaTyroua
JacTUHA MOXe OOPMIISITUCS Y BUTJIS1 TAOTHIIL.

VY KiHIIl TEKCTY aKTa 3aMUCYIOTHCS JIaHl MPO KUTBKICTh €K3EMILISAPIB aKTa Ta
X Miclie 3HaXOJKEHHS.

4.4.3. AKT WIANUCYETbCS BciMa oco0amH, SKI Opadu ydacTh y HOro
CKJIAJIaHHI.

4.4.4. Ocoba, sAka Mae 3ayBaX€HHS JO 3MICTY aKTa, MIAMHCYE HOro i
BUKJIa/Ia€ CBOIO IYMKY Ha OKPEMOMY apKyIIli, IKHH JOA€ThCS 10 aKTa.

4.5. Jlnsg omepaTHBHOTO BHPIMIEHHS CIY)KOOBUX MHUTaHb JIO3BOJISETHCS
nepenava tenedonorpam. TenedoHorpamu oOpMIISIOTECS B OJTHOMY €K3EMILTAPI,
iX mianMcye KepiBHUK MO3aMIKUIBHOTO HABYAJIBHOTO 3aKJIany.

4.6. Jlomatkm 10 JTOKYMEHTIB, KpIM JOJATKiB 10 CYHPOBITHUX JIHCTIB,
CKJIQJAIOThCSl 3 METOIO JIOTIOBHEHHSI, MIOSCHEHHS OKPEMUX MHUTaHb JOKyMEHTa a0o
JIOKYMEHTA B IILJIOMY.

Honatku ohOpMIISIOTECS, SIK MPaBUJI0, Ha CTAaHAAPTHUX apKyIlax TMamepy.
Ha npyromy i HacTymHHMX apKymiax jJojaTka poOuThbest BimMitka: “IIpomoBikeHHS
nonatka”, “IIpomoBxkeHHs qogatka 1.

VY pa3i HagBHOCTI KUIBKOX JOJAaTKIB HAa HHUX 3a3HAYalOThCS TOPSIKOBI
HoMepu, Hanpukian: Joaatok 1, Jomarok 2 Ttomo. 3Hak “Ne” mepen mudpoBum
MMO3HAYEHHSIM HE CTaBUThCHI.

VY pa3i KoM JOJATKU HAJICWIAIOTHCA 13 CYNPOBIIHUM JIMCTOM, BIIMITKA PO
HasBHICTh JIOJATKiB PO3MIIIYEThCS TMICIS TEKCTY JUCTa TMepell MiAMUCOM
HaATMPUKIAI:

JlonaTok: Ha 5 apk. y 2 npuMm.

SKII0 AOKYMEHT Ma€ JO0JaTKu, NMOBHE HAaWMEHYBaHHSI SKUX Y TEKCTI He
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HABOAMTHCS, TO X HEOOXIAHO MEPEIYUTH MICs TEKCTY 13 3a3HAUYEHHSAM KUIBKOCTI
apKylIlliB Y KOXXHOMY JOJATKy Ta KUIBKOCTI1 iIXHIX NPUMIPHHKIB, HAIPUKIAA:
Honatku: 1. JloBigka npo nexaroriyHuii ctax Ha 1 apk. B 1 npum.

2. I'padix pobotu Ha 1 apk. B 1 mpum.

V. [lepenik 000B’3K0OBOT LJI0BOT JOKYMEHTAII11
MO3alIKUILHOTO HABYAJILHOT'O 3aKJIaly

5.1. CraTyT nmo3amkiibHOIO HABYAJIBHOTO 3aKJIaJy.

5.2. CBigoutrBo mpo JAEpKaBHY aTECTallll0 MO3alIKUILHOTO HABYaJIbHOTO
3aKiany.

5.3. Marepianu aep>kaBHOT aTecTallii MO3aIIKUIbHOTO HABYAIBHOTO 3aKIay.

5.4. Axtn mpuiiomy-Tiepeadi MO3amKiUIPHOTO HABYAJIBHOTO 3akiany (mpu
3MiH1 KEPIBHHUIITBA).

5.5. KoHTponbsHO-BI3UTAIlIifHA KHUTA.

5.6. Cratuctuuna 3BiTHICTH 32 popmoro Ne 1-I13 (ocBiTa).

5.7. Homenknartypa cripas.

5.8. TlonoxkeHHsT MPO CTPYKTYPHI MIAPO3IUIA MO3AMKUIBHOTO HAaBYAJIBHOTO
3akiaay (BiAAUIH, TabopaTopii, HEHTPH TOIO0) — 3a 1X HASIBHOCTI.

5.9. Jlinensis Ha HaJAaHHS OCBITHIX MOCAYT y cdepi npodeciiHO-TeXHIYHOT
OCBITH — Yy pa3i 37iicHeHHs TpodeciiiHOT MIArOTOBKH 1 TMeperniaroTOBKH
POOITHUYMX KapiB.

5.10. VYroau mpo ¢QyHKIIOHYBaHHS TYpPTKIB 1 TBOpPYUX 00 ’€qHAHb Yy
IPUMIIIEHHSX 3araJbHOOCBITHIX, MPOQECIMHO-TEeXHIYHNX HABYAIBHUX 3aKJIaJiB,
HABYAJbHO-BUPOOHWYMX  KOMOIHATIB, MIANPUEMCTB, OpTraHizalii, BHUIIUX
HAaBUYaJbHUX 3aKJajiB, HAyKOBUX YCTaHOB, Ha 0a3l CIOPTUBHHX OyaiBenb 1
CTaJ10HIB TOIIO (32 HASBHOCTI TAKUX BITHOCHH).

5.11. ITnan po6GOTH MO3aNIKIIFPHOTO HABYAJIBHOIO 3aKJIaly Ha MMOTOYHHH PiK.

5.12. HaBuanpHUii IJIaH.

5.13. HaBuanpHi nmporpamu (JJis TYpTKiB, CEKIIii, 00’ €THaHb, KOJEKTHUBIB).

5.14. Po3knan 3aHATb.

5.15. XKypuan o61iky po6oTH ryptka (cekirii, 00’ e HaHHS, KOJICKTHBY ).

5.16. Knaura oOmiky Ta BuIayi CBIZOUTB (ITOCBIMYEHB) MPO MO3ANIKIIbHY
OCBITY (3a moTpedn).

5.17. Meau4Hi TOBiIKM BUXOBAHIIIB (YUHIB, CIyXadiB) JJIs 3apaxyBaHHS 10
CIIOPTUBHUX, CIMOPTUBHO-TEXHIYHHUX, TYPHUCTCHKUX, XOpeorpadiyHux 00'cTHAHD,
MOYaTKOBUX  CIEI[IaJI30BAHUX MHUCTEIbKMX HaBYaJIbHHUX 3aKJIaJiB — TIPo
BIJICYTHICTh y BHXOBaHIIB (Yy4HIB, CJIyXadiB) MPOTHIOKAa3aHb ISl 3aHATH Y
3a3HAYCHUX HaBUAIBHUX 3akiagax (BigmoBimHo 1o cT. 14 TlojoskeHHs mpo
MO3alIKUTFbHANA HaBYAIBHUN 3aKiajl, 3aTBEP/KEHOTO MocTaHoBOl KalOiHery
MinictpiB Ykpainu Bix 6 TpaBas 2001 poxy Ne 433).

5.18. Knura Haka3ziB 3 OCHOBHOI JisSUTBHOCTI.

5.19. Kaura HakasiB 3 KaJpOBUX ITHUTaHb.

5.20. TpynoBi KHI)KKH TPAIliBHUKIB.

5.21. Oco06oBi cripaBu MpaIiBHUKIB.
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5.22. Knura o0miKy TpyJ1OBUX KHUKOK IPAI[IBHUKIB.

5.23. llItatHuii po3nuc MpaliBHUKIB.

5.24. llpaBuna BHYTPIIIHBOTO TPYIOBOIO PO3MOPSAAKY MO3AMIKIIBHOTO
HABYAJIBHOTO 3aKJIaly, po3po0JieHI Ha OCHOBI THUIOBUX MPaBWI BHYTPIUIHBOTO
pO3MOPSAKY IS TMPaliBHUKIB JEPKaBHUX HABUYaJbHO-BUXOBHUX 3aKJajiB
YkpaiHu.

5.25. TlocaaoBi IHCTPYKIIii MPALIIBHUKIB.

5.26. Knura npoToKoJIiB 3aciiaHb eJaroriyHoi pajiu.

5.27. KHura mpoTOKOJIIB 3acCijaHb 3arajbHUX 300piB (paau, KoH(pepeHIii)
KOJICKTHBY.

5.28. Knura BHyTpIIIHHOTO KOHTPOJTIO.

5.29. TIlepcrieKTMBHUN TIJIaH MPOXO/JKEHHS NIABUIICHHS KBamidikalli,
aTecTallli NeJaroriyHux MpaiiBHUKIB.

5.30. ArecTaniiiHi MaTepiaiu MeJ1aroriyHux NpamiBHUKIB.

5.31. CaniTapHi KHUKKHU MPAI[IBHUKIB.

5.32. XKypHuanu 001Ky BXiJTHOI Ta BUX1THOT KOPECTIOHICHITI].

5.33. XKypnan 001Ky 3BepHEHB Ta 3asiB TPOMAJISH.

5.34. Xypuanu peectpailii IHCTPYKTaXIB 3 TEXHIKH O€3MEKH Ta OXOPOHU
npaili MpamiBHUKIB MO3AIIKUIBHOTO HABYAJIBHOTO 3aKJIay.

5.35. XKypnanu peectpailii 1HCTPYKTaXIB 3 TEXHIKH OC3MEKH Ta OXOPOHU
mpalli BUXOBaHIIB (Y4HIB, CIyXayiB) ITiJ1 Yac HAaBYAIHbHO-BUXOBHOT'O MPOIIECY.

5.36. XypHanm peectparii HeEmACHUX BWIMAJAKIB 3 IpalliBHUKaAMH,
BUXOBAHIIMU (YUHSIMH, CITyXayaMH) MO3AIIKITLHOTO HABYAJIBHOTO 3aKJIay.

5.37. IuBeHTapHO-TEXHIYHUH MACHOPT TMO3AMIKIIFHOTO HAaBYAJIBHOTO
3aKiany.

5.38. JlokyMeHTH (CBiIOIITBa, aKTH, TOTOBOPH) HA 3eMJIIO, CIIOPYIH, MaitHO,
Ha TPaBO BOJIOJIHHS, KOPUCTYBAHHS, POMOPSIHKEHHS MaiTHOM.

5.39. AkT mpuiiMaHHS ¥ mepemadi OyJiBellb, NPHUMIIIEHb, 3E€MEJIBHUX
JUISHOK Y KOPUCTYBAaHHS 3aKJIay.

5.40. IaBeHTapH1 KypHAIH 001Ky OCHOBHHUX 3aC001B.

5.41. TuBeHTapHa KHUTA 610710T€YHOTO (HOHTY — 32 HASIBHOCT1 010T10TEKH.

5.42. IlaBeHTapu3aIliliHi ONHUCH, aKTH.

5.43. Komropucu Ha TPOBEICHHSA KaIliTaJbHOTO PEMOHTY — 3a YMOBH
MIPOBECHHSI TAKOTO.

5.44. JlokymeHTH (AOTOBOpH, YTOJW, aKTH) MPO TNPUWMAHHS 1 3/1aBaHHS
Oy/iBeb, IPUMIIIIEHD B OPEHIY — 33 HASIBHOCT1 OPCHITHUX BiTHOCHH.

5.45. JlokyMeHTarisi TPAKTHYHOTO IICMXOJIOTa, COIAJBbHOrO IIeaarora
(3riHO 3 BiAMOBITHUMU HOPMATHBHO-TIPABOBUMH JIOKYMEHTAMHU ).

VI. Peectparlis TOKyMEHTIB

6.1. JIoOkyMeHTH B TO3alIKITLHOMY HABYAIBHOMY 3aKJIaJlli PEECTPYIOTHCS
HE3aJIeXKHO BiJl cIoco0y 1X JIOCTABKH, Mepeayl Ui CTBOPEHHS.

6.2. Peectpariis JOKyMEHTIB IPOBOJUTHCS 3 METOIO 3a0€3MCUCHHS iX 00Ky,
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KOHTPOJIIO 32 BUKOHAHHSM 1 OIEPATUBHUM BUKOPUCTAHHSAM HAsIBHOI B IOKYMEHTaX
1HpopMarii.

6.3. Peectpallis 1OKyMEHTIB MOJSTa€E y BEACHHI 3aMUCy OOJIKOBUX JaHUX
PO TOKYMEHT 32 BCTAHOBJIEHOIO PEECTPALIIITHOIO (GOPMOI0, SIKUM (PIKCYeEThCS (HaKT
CTBOPEHHS, BIANpPABIEHHS a00 oJiepKaHHs JOKYMEHTa HUIIXOM IMPOCTaBIEHHS Ha
HbOMY PEECTpaALIfHOTO 1HAEKCY 3 MOJAJbIIMM 3aliCcOM Y 3a3HaueHuX (opmax
HEOOXITHUX BIIOMOCTEH PO JOKYMEHT.

6.4. JlokyMeHTH, SIKI HAIXOASATh N0 3aKjiaay, PEECTPYIOTbCS B KypHal
peecTpalii BXIJHOT KOPECMOHJEHI], a Ti, L0 BIAMNPABIAIOTHCS 3 HBOIO, — Y
KYypHalIl peecTpaiii JOKYMEHTIB, CTBOPEHHMX MO3aIIKUIbHUM HaBYAJIbHUM
3aKJIaJIOM.

[Ipumipna Qopma KypHally peecTpalii BXiJHOi  KOPECHOHJEHLT
NO3alIKUILHOTO HaBYAIBHOI'O 3aKJIaly HaBeJeHa B JOJATKY O.

[Ipumipna c¢opma KypHalmy  peecTpamii JOKYMEHTIB, CTBOPEHHX
NO3alIKUIbHUM HaBYAJIBHUM 3aKJIaJIOM, HaBElIeHa B JOJATKY 6.

6.5. JIOKyMEHTH pEECTPYIOThCS 3a TpyllaMH 3aJeKHO BiJl Ha3BU BHIY,

aBTOpa Ta 3MICTy TOKyMeHTIB. Hampukiam, okpeMo peecTpyrOThC:

aKTH OpraHiB JepXKaBHOI BJIaTU, JOPYYEHHS BHUIIMX IOCAJOBUX OCIO,
3aIliTH, 3BEPHEHHS, a TAKOXK KOPECITOH/ICHIIIs, 10 HaAIHIIIIa 10 3aKJIany;

Haka3u (PO3MOPSKEHHS) 3 OCHOBHHX MUTaHb JISUTBHOCTI MO3AIIKLIBHOTO
HaBYAJIHLHOTO 3aKJIay;

HaKa3! 3 KaJIpOBHUX ITUTAHB;

aKTH peBi3iil (IHAHCOBO-TOCIIOAAPCHKOT MISUTBHOCTI;

OyXTaNTepChKi TOKYMEHTH;

CITY>KOOBI JIUCTH;

3BEpHEHHS TPOMAJISH;

3amUTH Ha iH(opMaIriro.

6.6. ®akcorpamu (TamepoBi KoIii JOKYMEHTIB, MepeaHi 3 BUKOPUCTAHHIM
3ac001B (haKCUMITBLHOTO 3B’S3KY) PEECTPYIOTHCS OKPEMO BiJl IHIIUX TOKYMEHTIB.

6.7. JJokyMeHTH, IO TEPENAIOThCS EIEKTPOHHOIO TOMITOK Y CKaHOBaHIM
dopmi Ge3 emekTpoHHOrOo MUGPOBOrO MIAMKHCY, PEECTPYIOTHCS 3a MOTpeOU —
OKPEMO BiJ] IHIIUX JOKYMEHTIB 13 3a3HAYCHHSM €JICKTPOHHOI aJipec BiATpPaBHUKA
Ta ajpecara.

6.8. Ilim wac peectparmii JOKyMEHTY HAJa€TbCI YMOBHE TO3HAYCHHS —
peecTpariiHui 1HIeKC.

JIns  BXIQHUX JOKYMEHTIB  PEECTpalllMHUI  IHJAEKC CKIIaJae€Thesl 3
MOPSIAKOBOIO HOMEpa Ta IHJAEKCY chpaBu, Hanpukian: 45/01-10, me 45 —
nopsinkoBuit Homep, 01-10 — iHmekc cipaBw.

VY BHUXITHOTO JOKYMEHTA pEeCTpaliiHUI 1HAEKC MOKE PO3MIILIYBATUCS Yy
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3BOPOTHIA TOCIIIOBHOCTI — IHJIEKC CIpPaBU Ta MOPSAJIKOBUN HOMEp, HANPUKIALI:
02-15/58, ne 02-15 — inaekc cupasu, 58 — MOPSAKOBUI HOMED.

6.9. V nozamkuibHMX HaBYAJIbHHUX 3aKJIaJaX MOXKE 3aCTOCOBYBATUCS OJHA 3
dopM peectpallii JOKYMEHTIB — OJKypHaJbHa, YM aBTOMaTh3oBaHa (3
BUKOPHUCTAHHSM CIIELIaJIbHUX KOMII IOTEPHUX MIPOrpam).

6.10. IlpumipHuii mepenik JOKYMEHTIB, LI0 HE MJJISAraloTh peecTparii
CIIY»K0010  AUIOBOACTBA (ALIOBOJOM) TMO3AIIKLILHOIO HAaBYAJIBLHOTO 3aKIajny,
BUKJIQJICHUH y TOAATKY 7.

VIl. CxianeHHst HOMEHKJIATypH CIIpaB

7.1. HomenknaTypa crpaB — 11e 000B’I3KOBHM JJIs1 KOKHOTO MO3aIIKIIEHOTO
HABYAJBHOTO 3aKJaJly CUCTEMAaTH30BaHHUU Iepesik Ha3B (3arojloBKiB) CIIpaB, IO
(bopMyI0ThCS B OT0 IIIIOBOJICTBI, 13 3a3HaYEHHSAM CTPOKIB 30€piraHHs CIIpaB.

7.2. HoMeHKIIaTypa crpaB NMpU3HAYCHA JUIsl BCTAHOBJICHHS B TO3AIIKUIEHOMY
HaBYAJIIBHOMY 3aKJIaJli €IMHOTO MOPSAAKY (OPMYBaHHS CIpaB, 3a0€3MEUYCHHS 1X
00J1iKy, ONIEPaTHBHOTO IMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHUJOM, BU3HAYCHHSI
CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOO ISl CKJIAJIEHHSI OMKCIB CIIpaB MOCTIHHOTO
ta TpuBasoro (moHan 10 pokiB) 30epiraHHsA, a TaKOX I OOJIKY CcIpaB
TUMYacoBoro (710 10 pokiB BKJIFOYHO) 30€epiraHHs.

7.3. IlpumipHa hopmMa HOMEHKJIATypH CIIpaB MO3AIIKUIBHOTO HABYAILHOTO
3aKjajy HaBeJieHa y J0JIaTKy 8.

7.4. 3arojoBOK CIpaBH TNOBHHEH YITKO Yy CTHUCIINA Yy3arajJbHeHid (opmi
BITIOOpaKaTH CKJIaJ 1 3MICT JOKYMEHTIB CIIPaBH.

3aroyioBOK CIpaBH CKJIAIAE€THCSA 3 €IIEMEHTIB, 10 PO3MINIYIOTHCA y TaKii
MOCJIITOBHOCTI: Ha3Ba BUAY CIpaBU (JIMCTYBaHHS, KypHaJ, KHUTA TOIO) YU BUIY
JIOKYMEHTIB y cmopaBi (HaKa3W, MPOTOKOJM, AKTU TOIIO); aBTOP JIOKYMEHTIB
(HaiiMeHyBaHHS 3aKJIaNly); KOPECTOHACHT abo aapecar (HalilMeHyBaHHS YCTaHOBH,
70 sKOi ampecoBaHi abo Big AKOI HAMIANUIM JTOKYMEHTH); KOPOTKHH 3MICT
JIOKYMEHTIB CIpaBu (MHUTaHHS, 3 KOO0 (OPMY€EThCs Cpasa); nara (mepioxd), 10
AKOT HaJeXaTh JOKYMEHTH CIPaBH; BKa31BKM Ha HASBHICTH KOMIM TOKYMEHTIB Y
cipasi (y pa3i motpedn).

V¥ 3aroiioBkax 0cOOOBHUX Ta 1HIIMX CIIPaB, IO MICTATh JIOKYMEHTH 3 OJHOTO
MATaHHS, OB’ s13aH1 MOCIIIOBHICTIO BEICHHS MPOLIEAYp AUIOBOJCTBA, BXKHUBAETHCS
TepMiH “cripaBa’, Hanpukias: “OcoboBa cripaBa’”.

VY 3aronoBkax cmpaB, O[O MICTSATh IOKYMEHTH 3 OJHOTO THUTAaHHS, HE
MOB’s13aH1 TOCJIIIOBHICTIO BEJICHHS MPOLEAYp ALIOBOJICTBA, BXKUBAETHCS TEPMIH
“IOKYMEHTH, a TICIA HbOTO B JYXKKaX 3a3HA4alOThCSI OCHOBHI BUJM JOKYMEHTIB
crpaBu, Hanmpukian: “JlokymeHTH (IUIaHW, AHKETH, JOBIIKH) MPO MPOBEICHHS
OTJISIAy CTaHy AUIOBOJACTBA Ta apXiBHOI CIpaBH y MO3AMIKUIFHOMY HaBUYaJIbLHOMY
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3aKyanl’.

TepMiH “IOKYMEHTH” BKMBAETHCS TAKOXK y 3arojoOBKax CIpaB, IO MICTATh
JOKYMEHTH-IOATKU 110  OyAb-KOTO  HOPMAaTUBHO-IIPAaBOBOrO  akTta  abo
pPO3MOPAIYOrO TOKYMEHTA 3aKIany.

Y 3arojoBkax cmpaB, II0 MICTATh IUIAHOBO-3BITHY JIOKYMEHTAIIIIO,
3a3HaYa€Tbcd Mepiof (Micsub, KBapTaj, MIBpIYYs, pIK), B SAKOMY IUIAHYETHCS
CTBOPEHHS IOKYMEHTIB, a00 mnepioj iX (PaKTUYHOIO0 BUKOHAHHS, HAIIPUKIIA]:

1. [Inan ocHOBHUX OpraHizallifHUX 3ax0A1B 3aknany Ha 2012 pik;

2. 3BIT NOpO BHUKOPUCTAHHS  OIOJUKETHUX  KOWITIB  MO3AIIKUIBHOTO
HaBUYaJbHOTrO 3akiany 3a 2012 pik.

[Tin yac po3MillleHHs 3arojOBKIB CIpaB y HOMEHKJIATypl BPaxOBYEThCS
BaXIMBICTh JIOKYMEHTIB, BKJIIOUEHHMX /10 CIPaBH, iX B3a€MO3B’s130K. Ha mouatky
PO3MIIIYIOTBCSI 3ar0JIOBKH CHpaB MO0 JOKYMEHTIB, sIKI HQAIUIUIM BiJl OpraHiB
BUIIIOTO PIiBHSA, Jajli — IIOJI0 OpTraHi3aiiHO-PO3NOPSAU0i JOKyMEHTaIlll, JIaHOBO-
3BITHOI JIOKYMEHTAIlli, JTUCTYBaHHS, OOJIIKOBO-IOBIIKOBUX BUJIIB JOKYMEHTIB. Y
KOKHIM 3 IIUX TPYI JOKYMEHTH TaKO PO3MILIYIOTHCS 3 YpaxXyBaHHSM BaKJIMBOCTI
Ta CTPOKIB 30€piraHHs.

VIIl. ®opmyBanHs cripa

8.1. ®opMyBaHHS cIipaB — 1€ TPYIyBaHHS BUKOHAHUX JIOKYMEHTIB Yy CIIpaBU
BIJIMIOBIAHO /10 HOMEHKJIATYPH CIIPaB.

8.2. Ilin wac ¢dopmyBaHHS CIpaB CIiJ AOTPUMYBATHCS TaKUX 3araJbHUX
paBWjI: BMIIIYBaTH y CIHOpaBd TUIbKKM BHUKOHAHI JOKYMEHTH BIJIOBIHO 0
3aroJIOBKIB CIpaB B HOMEHKJIATYpi; TPyMyBaTH Yy CIPaBU JOKYMEHTH, BHKOHaHI
IPOTSATOM OJTHOTO KaJICHIAPHOTO POKY, 32 BUHIATKOM IMEPEXITHUX CIpaB (BEAyThCA
IPOTATOM K1JIbKOX POKIB), 0COOOBHX CIpaB; BMIIIyBaTH y CIIPaBH JIUIIIE OPUTTHAIH
abo B pa3l iX BIACYTHOCTI 3acBilu€HI B YCTAaHOBJICHOMY TMOPSAKY KOIIii
JOKYMEHTIB; HE JOMYCKAaTH BKIIOUEHHS JO CIpaB YOPHOBUX, OCOOMCTHUX
JIOKYMEHTIB, PO3MHOKEHHX KOTMIW Ta JOKYMEHTIB, IO MIJIATAIOTh MMOBEPHEHHIO;
OKpEMO TPYIyBaTH y CIpaBU JOKYMEHTH MOCTIMHOTO 1 TAMYACOBOTO 30epiraHHs;;
3a 00csToM crpaBa He MoBHHHA TepeBunyBatu 250 apkymiiB (30-40 mizimeTpiB
3aBTOBIIIKH).

8.3. JlokyMeHTH TpyHylOThCS VY CHOpPaBH B XPOHOJOTIYHOMY Ta/abo
JIOTIYHOMY TTOPSIAKY.

8.4. TlonoxxeHHs, MpaBWia, IHCTPYKINII TOIIO, 3aTBEPXKECHI PO3MOPATINMU
JTOKYMEHTaMH, TPYMYIOTHCS Pa30M 13 3a3HAYCHUMH JJOKYMEHTaMHU.

8.5. Haka3m 3 muTaHb OCHOBHOI AISUTBHOCTI 3aKiajy, 3 aJAMIHICTPaTHBHO-
rocrloJIapChbKUX MUTaHb, 3 KAJAPOBUX MUTAHb IPYNYIOThCS B pi3HI cripaBu. Hakasu 3
KaJIpOBUX MHUTaHb (OCOOOBOrO CKIIaNy) TPYMYHOTHCA BIAMOBIIHO 10 iX BHUIIB Ta
CTPOKIB 30€epiranHsi.
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[IpoTokonu 3aciiaHb KoOJIETIaIbHUX OPraHiB IMO3aIIKUIBHOIO HABYAJIBHOIO
3aKiany TPYNYIOTbCS y CIOPAaBH B XPOHOJIOTIYHOMY MOPSAKY 1 3a HOMEpamu.
JIOKyMeHTH A0 3acijaHb 3a3HaY€HUX OpPraHiB CUCTEMATH3YIOTbCA 3a JaTaMH Ta
HOMEpPAMH MPOTOKOJIIB, & B MeXaX IPYNU JTOKYMEHTIB, IO CTOCYIOTbCA OIHOTO
MPOTOKOIY, — 32 OPSAIKOM JJI€HHUM 3aCiJTaHHS.

8.6. JlopyueHHsI yCTaHOB BHUIIOTO PiBHSA Ta JOKYMEHTH, TOB’S3aHi 3 iX
BUKOHAHHSM, TPYHYIOThCS y CIpPaBH 3a HampsMamu JisUIbHOCTI 3akiany abo 3a
aBTOpaMU  IHILIATUBHUX JOKYMEHTIB. JIOKYMEHTH Yy HEBENMKIA KUIbKOCTI
IPYNYIOThCS B OJHY CHpaBy. Y CHpaBl JOKYMEHTH CHUCTEMAaTU3YIOThCS 32 JaTaMu

JOpYYEHb.

8.7. 3aTBep/pKeHi MIaHu, 3BITH, KOIUTOPUCH IPYNYIOThCS y CIIPAaBH OKPEMO
BIJl IPOEKTIB IIUX TOKYMEHTIB.

8.8. JIuctyBaHHS TPYMYETHCS 32 3MICTOM 1 KOPECMOHAEHTCHKOI O3HAKOIO
Ta CHUCTEMAaTH3YEThCSA B XPOHOJOTIYHOMY TIOPSJKY: JIOKYMEHT-BiAMOBIIb
PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.

8.9. MeroauuHe KEpiBHUITBO 1 KOHTPOJb 3a (OPMYBAaHHAM CHpaB Yy
MO3allIKUIPHOMY HaBYaJIBHOMY 3aKJIaJii Ta WOro CTPYKTYPHUX Migpo3iiaax
3MIMCHIOETHCS JTUIOBOJIOM YH O0CO00I0, Ha SKy TOKJIQJIA€ThC OpraHi3allis
JIJIOBOJICTBA B 3aKjal.

IX. 30epiranHs TOKyMEHTIB

9.1. JlokyMeHTH 3 Yacy CTBOpPEHHS (HaIXOJKEHHs) 1 A0 Iepeaadi 10 apXiBy
3aKyaay 30epiraroThes 3a MicieM ix hopMyBaHHS.
KepiBHUK  1MO3alIKUILHOTO  HAaBYAIBHOTO  3aKiaay Ta  IpalliBHUKH,
BIJIMTOB1/IaJIbHI 3a OpraHi3aIlilo JUIOBOACTBA, 3000B’A3aH1 3a0€3MeUnTH 30epiranHs
JIOKYMEHTIB 1 CIIpaB.

9.2. CrpaBu mOBUHHI 30epiraTucsl y BEpTHKATHLHOMY TOJOKEHHI B madax,
10 3aKpuBaroThes. Ha KOpiHIaX 00KIIaIMHOK CIIpaB 3a3HAYAIOTHCS 1HJEKCH CIIPAB.

9.3. Bwumaua copaB y THUMYacoBe KOPUCTYBaHHS  MpaIliBHUKAM
MO3AMIKIIFHOTO HABYAIBHOTO 3aKjIady 3IIHCHIOETBCS 3 YCHOTO J03BOJY HOTro
KEpIBHHKA, a IHITMM yCTaHOBaM — 3 OT0 MIMCHhMOBOTO J103BOJTy. Ha BumaHy cripaBy
CKIAJAE€ThCsl KapTKa — 3aMIHHUK. Y KapTii 3a3HA4aloThCAd I1HACKC CIpPaBH,
3aroJIOBOK CIIpaBHM, Jara ii Buaadi, ocoba, SKii chOpaBy BHJAHO, jgaTa ii
MMOBEPHEHHSI, NIAMUCHU OC10, SIK1 BUAAIHN Ta IPUIHSIIU CIIPaBy.

Hananust cpaB y TUMYacoBe KOPUCTYBaHHS 3A1MCHIOETHCSL HE OUIbII SIK HA
OJIMH MICSIIb.

9.4. BwiydyeHHS JOKYMEHTIB 13 CHOpaBH TOCTIHHOTO  30epiraHHs
3a00pOHSETHCA. Y BUHSITKOBUX BUMAJKaX BUIYUYECHHS JOKYMEHTIB JIOMYCKAETHCS 3
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JI03BOJTy KEpIBHUKA TO3alIKUIBHOTO HaBYAJIBHOTO 3aKjany 3 OO0O0B’S3KOBUM
3QJIMIIICHHSM Y CIPaBl 3aCBITUYEHUX HAJICKHUM YHHOM KOITii.

9.5. Ctpoku 30epiranss AUI0BO1 JOKYMEHTAIIl1 MO3aIIKUIBHOTO HABYAJIBLHOTO
3aKjajy HaBeJeHO y 10AaTKy 9.



Honarok 1

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 2.5)

3pa3ok
opopMJIeHHS OJIaHKA MO3AIIKUIBHOT0 HABYAJBbHOI0 3aKJIAXY
HA OCHOBI KyTOBOI'0 PO3MIllICHHSI PEKBIi3UTIiB

i

MiHicTepcTBO OCBIiTH i HayKH,
MOJIOAL TA CIOPTY YKpaiHu
KuiBcbkuil nepxaBHuil OyAUHOK
XYXO0KHBOI TA TEXHIYHOI TBOPYOCTI
OyneB. Tapaca IlleBuenka, 27, m. Kuis, 01032
Ten./dpaxc 0 (44) 01032, e-mail: bhttl@ukr.net
Kox €/IPIIOY 03072632

Ne

Ha Ne BIJI




Honatok 2

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 2.5)

3PA30K
opopMJIeHHS OJIaHKA MO3AIIKUIBHOT0 HABYAJBbHOTI0 3aKJIAXY
HA OCHOBI NO310BKHBOI'0 PO3MIILIEHHS PEKBI3UTIB

MiHicTepcTBO OCBITH i HAYKH, MOJIOAI Ta CIOPTY Y KPaiHU

KHIBCLKUIl JEPKABHUI BYIMHOK XYJI0KHBOI

TA TEXHIYHOI TBOPYOCTI (K1 BXTT)
oyneB. Tapaca IlleBuenka, 27, m. Kuis, 01032, Ten/dakc: 0 (44) 01032, e-mail bhtt@ukr.net
Kon €IPIIOY 03072632

No
Ha Ne BIJI



mailto:bhtt@ukr.net

Jonatok 3

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBUYaJIbHUX 3aKJIajax

(myHKT 3.2)

BUMOI'
A0 0(OpMJICHHSI JOKYMEHTIB, III0 BUIOTOBJISIIOTHCHA
3a J0MOMOIOI0 IPYKYBAJbHUX 3aC00IB

1. Jlng npykyBaHHsSI TEKCTIB CIIy’)KOOBHX JOKYMEHTIB BHKOPHCTOBYETHCS
rapuitypa Times New Roman, mpudrt posmipom 12-14 npykapchbKuX ITYHKTIB.
J103BOJIIETbCSI BUKOPUCTOBYBATH MIPUGPT po3mipoM 8-12 ApyKapChbKUX IMYyHKTIB
Uil ApyKyBaHHs pekBi3UTY “IIpi3Builie BUKOHABI 1 HOMep Horo Ttenedony”,
BUHOCOK, MOSICHIOBAJIbHUX HAIHUCIB O OKPEMHX €JIEMEHTIB TEKCTY JOKyMEeHTa abo
HOT0 PEKBI3UTIB TOIIIO.

[lin wac [pykyBaHHSI 3aroJioBKiB  JTO3BOJISIETBCS BUKOPUCTOBYBATH
HanIBXUPHUM mWpu@T (psimuit a60 KypcuB).

2. Tekct nmoxkyMeHtiB Ha mamepi Qgopmary A4 (210 x 297 mimiMeTpiB)
PEKOMEHIOBaHO JApYKyBaTh 4epe3 1-1,5 MibkpsiakoBoro iHTepBaiy, a popmary AS
(148 x 210 mimimeTpiB) — uepe3 1 MIKPSAKOBUMA 1HTEPBAI.

JIOKyMeHTHU MOBUHHI MaTH TaKi MOJIsl (MUTIMETPIB):

30 — m;iBe;

10 — mpase;

20 — BepXHE Ta HIKHE.

PexBizutn MokyMeHTa (KpIM TEKCTY), SIK1 CKIAIAIOThCS 3 KUIBKOX PSJIKIB,
IpyKyloThcst depe3 1 MikpsakoBui iHTepBas. CKIaqOBI YaCTMHU PEKBI3UTIB
“Anpecatr”, “I'pud 3arBepmkerHs”, “I'pud morokeHHs” BIIOKPEMITIOIOTHCS OJUH
BiJ oHOTO Yepe3 1,5 MDKPSIKOBOTO IHTEPBAITY.

PexBi3uTH JOKyMEHTa BiIOKPEMITIOIOTHCS OJWH Bl OmHOrO dYepe3 1,5-3
MDKPSIKOBUX THTEPBAIIH.

3. Ha3Ba Buay 1OKyMEeHTa IPYKYETHCS BEITUKUMH JIITEPAMH.

4. PosmmdpyBanus mianucy B pekBizuTi “Ilimmuc” ApykyeThcs Ha piBHI
OCTAHHBOTO PSIJIKA Ha3BU TIOCA]IH.

5. He poOutbkcs BigcTym Bim MeXi JIBOTO TOJS JJis pekBi3uTIB “Jlara
JOKyMeHTa”, “3arojloBOK 10 TEKCTy HaokymeHTa”, “Tekct” (0e3 ab3zailiB),
“BinmiTka mpo HasBHICTH noAaTkiB”’, “IIpi3Buie BHUKOHABISL 1 HOMEp MOro
tenedoHy”, HallMeHyBaHHs mocagu y pekBiutax “Tlignuc” Tta “I'pud

MOTOJKEHHS,  3aCBiAYyBaJbHOrO0  Hamucy  “3rigfHO 3  OpUTiHAJIOM,
takox cniB “CJIIYXAJIN”, “BUCTYITIWJIA”, “BUPIIINIIA", “YXBAJINJIN”,
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“HAKA3VYIO”.

6. 3a HasgBHOCTI KUIBKOX TIpU(}IB 3aTBEp/UKEHHS 1 MOrOJKEHHS BOHHU
PO3MIIIYIOTECS Ha OJJHOMY PiBHI BepTUKaJIbHUMHM psiakamu. [lepmmii rpud — Bin
MEX1 JIIBOTO MoJst; Apyruil — uyepe3 104 muriMeTpu Bi MeXi J1BOTO MOJIS.

7. Ilig yac oopMiIeHHS TOKYMEHTIB Ha JBOX 1 OUIbllIE CTOPIHKAax Jpyra Ta
HACTYIHI CTOPIHKMA MOBUHHI OyTH npoHymepoBaHi. HoMepu CTOpPIHOK CTaBIsATHCA
ocepeINHI BEPXHBOTO MOJIS apKyIia apadbchbkumu mudpaMu 0e3 3a3HaYEHHS CII0BA
“cTopiHKa” Ta po3AUIOBUX 3HaKIB. [lepiia cTropiHka HE HyMEpPY€EThCS.

8. TexcTn JOKYMEHTIB MOCTIHHOTO 30€epiraHHs IpYKYIOThCS HA OHOMY Oo11i
apkyma. JIokyMeHTH 13 CTPOKOM 30epiraHHs A0 5 pOKIB MOKHa JpPYyKyBaTH Ha
JUILOBOMY 1 3BOPOTHOMY OOII1 apKyIiia.



Jonatok 4

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBUYaJIbHUX 3aKJIajax

(myHkT 3.9)

MMPUMIPHUM NEPEJIK
AOKYMEHTIB, 110 32aTBEPAKYHOTHCHA
3 NPOCTABJSIHHAM Ipu(a 3aTBep/IKeHHS

1. Axtu (akT npuiiomy-nepeaadi No3amKiIbHOTO HABYAIBHOTO 3aKJIaly; aKT
npuiiMaHHs ¥ mepenayl  OyJiBesib, TNPUMILIEHb, 3€MEJIbHUX JUISTHOK Yy
KOPUCTYBaHHSI 3aKJIa1y).

2. Homenknatypa cripas.

3. 3BiTH (3BIT PO OCHOBHY AISUIBHICTH; 3BIT MPO BIAPSIXKEHHS TOIIIO).

4. Onucu crpas.

5. [nanu (turad poGOTH MO3aMIKUIFHOTO HABYAJIBLHOTO 3aKjIady Ha TOTOYHUN
pIK; HaBYAJNBHUN IUIAH; MJAaH POOOTH CTPYKTYPHOIO MiAPO3AUTY MO3AIIKUIEHOTO
HAaBYAJILHOTO 3aKJIa/y Ha TIOTOYHUH PIK (32 HASIBHOCTI) TOIIO).

6. [TocamoBi IHCTPYKIIIi.

7. IlpaBwiia BHYTpPIIIHBOTO TPYAOBOTO  PO3MOPSAJKY IO3AIIKUIBHOTO
HaBYaJIbHOTO 3aKJamdy.

8. Po3knanu 3aHATS.

9. Crarytu (IOJIOKEHHS) YCTAaHOB (CTAaTyT MO3alIKUIPHOTO HAaBYAJIHHOTO
3aKJ1ajy, MOJOKEHHS PO CTPYKTYPHHH MiApOo3aii 3aKIany (3a HassBHOCTI)).

10. ITaTHi po3nucH.



Jomatok 5

1o [IpuMipHOT IHCTPYKIIiT 3 BEACHHS
000B’I3KOBOT JIJIOBOT IOKYMEHTAIl1i
B MO3aLIKUTBHUAX

HaBYAJIBHUX 3aKIa1ax

(myHKT 6.4)
INIPUMIPHA ®OPMA
JKYPHAJIy peecTpanii BXiIHOI KOpeclOHAeHIil
MO3AIKIIBHOT0 HABYAJbHOI'0 3aKJIAAy
Ne JlaTa Kopecnionnent | Buxiguuii Homep | Kopotkuit | Pesomrorris Buxkonase1n Kontpois, BigMiTKa
3/ | HagXOmI- (3BiIKH (3a3HavaeThCs 3MICT KepiBHUKA (xTO PO BUKOHAHHS
JKEHHS HaJIAIIIOB) KOPECTIOHAEHTOM ) 3aKJIaay pO3TIIA1aTUME) (3a3HaYaETHCS
KOHTPOJIbHUN TEpPMIH
Ta crocio
BUKOHAHHS )

1 2 3 4 5 6 7 8

1.

2.




Homatox 6

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 6.4)

KYPHAI
peecTpanii JOKYMEHTIiB, CTBOPEHUX MO3AMKIJIbHUM HABYAJIbHUM 3aKJIAI0M

JlaTa Ta iHIEKC Kopecnonaent KopoTkuii 3mict Buxkonase1n
JTIOKYMEHTa
1 2 3 4




Homatox 7

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX

HaBYAIBHUX 3aKJIagax
(myHkT 6.10)

MPUMIPHHUI NEPEJIIK
AOKYMEHTIB, 110 He MHiJIAralTh peecTpauii cJay:k0010 IUI0BOACTBA
(1l10BOAOM) MO3ALIKUIBHOI0 HABYAJBHOI'0 3aKJIAdy*

. I'padiku, nHapsiau, 3as1BKH, pO3HAPSIIKU.

. 3BenieHHs Ta 1HdOpMaIllisl, HaaiC/IaH1 10 BiioMa.

. HaBuanpHi muiianu, nporpamu (kKomii).

. PexnaMHi MOBiIOMIICHHS, TUTAKaTH, IPOTPaMH Hapaa, KOH(EPEHIIii TOIIO.
. Hopmu BuTpatu marepiaiis.

. BiTanbHi TUCTH 1 3aMPOILIECHHS.

. ApykoBani BuaHHs (KHUTH, )KypHaJu, OIOJIETEH]).

. MicsauHi, KBapTajibH1, MIBPIYHI 3BITH.

. opmMU CTaTUCTUYHOT 3BITHOCTI.

0. Torosopmu.

— O 0 1IN L W~

* JlokymeHTH, 3a3HadyeHi y myHkrax 1, 3, 7-10, mignsraioTe coemiaibHOMY OOJMIKY Yy
BIJIMOBITHUX CTPYKTYPHUX MiPO3JUIaxX MO3AIIKUIBHUX HAaBYAJIBHUX 3aKiadiB (OyxraiarepchbKiit
ciyk01, KaapoBii ciyx0i, 6i0mioTerti).



JlonaTtok 8

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 7.3)

3ATBEP/I’)KEHO
HaliMenyBaHHs mocau KEPIBHUKA 3aKIaay

(miamuc) (iHiuianym (iHiLiaa IMeH1),IpI3BUILE)

ML.IL

HOMEHKJIATYPA CIIPAB
No

(HaliMeHyBaHHS MO3AIIKUIEHOTO HABYAJILHOTO 3aKIay)

Ha pIK
[anexc 3aronoBoOK Kinpkicts | Crtpok 30epiranns cripaBu | [lpumiTka
CIIpaBH CIIpaBH cripaB (TOMy, YaCTHUHH) 1 HOMEpH
(TOMY, YaCTHUHH) (TOMIB, cTaTel 3a MepesikomM
YaCTHH)
1 2 3 4 5

HaiimenyBaHHs mocaau ocoow,
BIJINTOB1IAJIBHOT 3a OpraHi3allio A1JI0BOJICTBA

(miamnuc) (iHiIiam, Mpi3BHUIIE)

20 p.

[TincyMKoBuii 3amuc Tpo KaTeropii Ta KiIbKICTh CIIpaB, CKIAJICHUX Y
POIIll y CTPYKTYPHOMY MiAPO3AiTi

3a cTpokamMu Pazom y TOMY YHCTI
30epiraHHs TaKuX, 10 NepexoAiaTh | 3 BiaMiTkoro “EITK”
[TocriitHOTO

Tpusasnoro (monan 10 poxiB)
Tumdacosoro (110 10 pokis
BKJIFOYHO)

Ycboro

ITimcyMKOBI BiIOMOCTI IepeIaHo 0 CIYKOH JiIIOBOJICTBA

HaiimenyBaHHs mocaau ocoou,
BIIMOBIIAJIBHOT 32 TIEpeavy BiIOMOCTEM

(migmmc) (iHimiamu mpi3BUILE)

20 p.




Homatox 9
1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBO1 A1I0BOT
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 9.5)

Ctpoxku 30epiranns aiJioBoi JOKyMeHTaii™

Ne HasBa noxymenty Crpox Homep
3/m 30epiraHHa™® | cTarTi3a
nepeIikoM
1 2 3 4
1. | CtaTyT No3amkKkuIbHOTO HABYAILHOTO 3aKJIay 110 JIKB1garii cT. 32 a
3aKJIay
2. | CB1IOIITBO MPO JIEP>KaBHY aTeCTAIlil0 IIOCTIHHO cT. 573
MO3aIIKIILHOTO HAaBYAIBHOT'O 3aKJIay
3. | Marepianu nep:kaBHOi aTecTallii Mo3amKuibHOTO MOCTIMHO cT. 573
HABYAJIBHOTO 3aKJIaay
4. | Axtu npuiiomy-Tiepeadi mo3amKiIbHOTO 10 JIKB1gari cT.55a
HAaBYAJIBHOTO 3aKjIaay (IIpy 3MiHI KEPIBHUIITBA) 3aKJIay
5. | Kaura HakasiB 3 OCHOBHOI JISLJIBHOCTI 110 JIKB1gari cT. 16 a
3aKJIay
6. | Kuura nakasiB 3 KapOBHX IMUTaHb 75 poKiB cT. 16 6
7. | Kaura mpoToKoJIiB 3aciiaHb 3arajJbHuX 300piB o mikBimamii | ct. 1312 a
(panu, KoOHpEpeHIlii) KOJECKTUBY 3aKIaay
8. | Kuura nmpoTokoJIiB 3aciiaHb NeJaroriyHoi paau 10 pokiB cT. 587
9. | [onoxkeHHS TIPO CTPYKTYPHI MAPO3IIITH JI0 JTIKBimarii cT. 33
3akiany (BiaauIm, 1adopatopii, HEHTPH TOIIO) — 3aKIaay
3a HasIBHOCT1 TaKMX
10. | Jlimensis Ha HAJaHHS OCBITHIX MOCTYT y cdepi JIOKU HE CT. 573
npodeciitHO-TeXHIYHOT OCBITH — Yy pa3i MUHE
3MiCHEeHHS PO eCiHHOT MIATOTOBKH 1 norpeda
NEPEMiATOTOBKU POOITHUYINX KaJIpiB
11. | HomeHknatypa crpas 3 poku ct. 1159
12. | Kypuanu 00Ky BXiTHOI Ta BUX1THOT 3 poku ct. 100 6
KOPECITOHACHITIT
13. | XKypnan 00Ky 3BepHEHb Ta 3asB TPOMAJISTH 5 pokiB CcT. 95
14. | KonTponpHO-Bi3UTAaIliiiHA KHUTA 3 poku CT. 25

* Ctpoku 30epiranHs JOKyMEHTIB BU3HAUEHI BIAMOBIAHO 10 Ileperniky THIOBHX JOKYMEHTIB, 110
YTBOPIOIOTHCS B JISJIBHOCTI OpPraHiB JIep>KaBHOI BJIAJM Ta MICLEBOTO CaMOBPSAyBaHHS, IHIIMX
HIAMPUEMCTB, YCTAaHOB Ta OpraHizaiii, i3 3a3HaU€HHSIM CTPOKIB 30epiraHHs JOKYMEHTIB (Hakas
Hepockomapxisy 6io 25.03.2008 Ne 52).
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15. | Yroau npo (pyHKIIOHYBaHHS T'YPTKIB 1 TBOPUUX 3 poku cT. 345
00’€/IHaHb Y IPUMIILEHHSX 3araIbHOOCBITHIX,
npodeciiHO-TeXHIYHUX HAaBUAJbHUX 3aKJIa/liB,

HaBYAJIbHO-BUPOOHUUYUX KOMOIHATIB,
HiAIPUEMCTB, OpraHizailiii, BUIMX HaBUYAJIbHUX
3aKi1a/iiB, HAYKOBHX YCTaHOB, Ha 0a3i
CHIOPTUBHUX OYJIBEIb 1 CTAAI0HIB TOLIO (3a
HAsSIBHOCT1 TaKUX B1JIHOCHH)

16. | [Inan po60TH MO3aIKUTBHOTO HABYAIBHOTO 5 pokiB cT. 153
3aKJajy Ha MOTOYHUHN PiK

17. | HaByanpuuii ian 10 3aMI1HHA cT. 584 a

HOBHUMH,
3 poku

18. | Po3knas 3aHsATh 1 pik cT. 620

19. | HaBpuanbHi mporpam#u (J1si TYpPTKIB, CEKIIii, 1 pix cT. 585
00’€/THaHb, KOJICKTUBIB)

20. | XKypnai 0611iky poOOTH rypTKa (CeKIii, 5 pokiB CT. 623
00’ €THaHHS, KOJICKTUBY)

21. | JlokymeHTaIlis MPaKTHIHOTO MICUXO0JIOTa, 10 3aMIHHA cT. 398 a
COIIIAJIBHOrO Ieaarora (3riHo 3 BiAMOBIIHUMU HOBUMH
HOPMAaTHUBHO-TIPABOBUMU JOKYMEHTAMH)

22.| Kuaura o061iKy Ta BUa4i CBiIOUTB (MIOCBIAYCHB) 75 pokiB cT. 543 a
PO TMO3AIIKIIBHY OCBITY (32 MOTpedn)

23. | CratuctudHa 3BITHICTB 32 hopmoro Ne 1-113 o mikBimamii | cT. 298 0
(ocBiTa) 3aKIaay

24.| Oco0oBi cripaBH IpalliBHUKIB MOCTINHO cT. 513

25. | lltaTHHI po3muUC TIpaIliBHUKIB 75 pokiB cT. 525

26. | [IpaBuna BHyTPIIIHBOTO TPYJOBOTO PO3MOPSIKY 710 3aMiHU cT. 186
MO3aIIKLTFHOTO HABYAJIBHOTO 3aKJIady, HOBUMU
po3po0JIeHI Ha OCHOB1 TUIIOBUX ITPaBUJI
BHYTPIIIHBOTO PO3MOPSAIKY ISl MPAIliBHUKIB
JIep’)KaBHUX HABYATHHO-BUXOBHHX 3aKJIa]lIB
Ykpainu

27. | ITocanoBi iHCTPYKIIil MpaIliBHUKIB MOCTIAHO cT. 49 a

28. | [lepcniekTHBHUI TUTaH TPOXOKCHHS 1 pik CT. 656
IiABHUICHHAS KBaridikaiii, arecramii
NearoriYHUX MpaIliBHUKIB

29. | ATtecraniifHi MaTepiaau meaaroriaHux 5 pokiB cT. 654
TMIpaIiBHUKIB

30. | TpymoBi KHIKKH TIPAIiBHUKIB HE MEHIIIE cT. 539

50 pokiB
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31. | Knura o01iKy TpyIOBUX KHUKOK MPAI[IBHUKIB 50 pokiB cT. 541 a
32. | CaHiTapH1 KHWXKKH MPAIIBHUKIB 10 cT. 539
3aIMTaHHS
33. | Kuura BHYTPIIIHKOTO KOHTPOJIIO (BEETHCS Y 3 poku CT. 26
JOBUIBbHIN popMi)
34. | Kypnanu peectpaliii IHCTPYKTaxXiB 3 TEXHIKU 10 pokiB cT. 473
0e3MeKH Ta OXOPOHU Ipalll MpaliBHUKIB
MO3aMIKITFHOTO HABYAIBHOTO 3aKJIa]Ty
35. | KypHanu peectpaliii IHCTPYKTaxXiB 3 TEXHIKH 10 pokiB cT. 473
0e3MeKH Ta OXOPOHH Ipalll BUXOBaHIIB (Yy4YHIB,
CJIyXayiB) ITiJ1 YaC HaBYaJIbHO-BUXOBHOTO
npouecy
36. | XKypnain peecrtpallii HeIACHUX BUTIAJKIB 3 45 pokiB cT. 479
NpaIiBHUKaMH, BUXOBAHIISIMH (YIHSIMH,
CITyXa4aMH) MO3alIKUJIbHOTO HaBYaJILHOTO
3aKIany
37. | MenuuH1 JOBIJKM BUXOBAHIIIB (YUHIB, CIyXadiB) 1 pik cT. 842
JUTSI 3apaxyBaHHs IO CTIOPTUBHUX, CIIOPTUBHO-
TEXHIYHUX, TYPUCTCHKUX, XOpeorpadiaaux
00'eTHAHb, MOYATKOBUX CIEI[1aJII30BaHUX
MUCTEILKUX HABYAIBHUX 3aKJIad1B — PO
BIJICYTHICTh Y BUXOBAHIIIB (YUHIB, CIIyXadiB)
IPOTUIIOKA3aHb JJIS 3aHATh Y 3a3HAYCHHUX
HaBYAJIBHHUX 3aKJIa/1ax
38. | [aBeHTapHO-TEXHIYHUN MMACTIOPT MO3AMKIIEHOTO 10 pokiB cT. 1731
HABYAJIBHOTO 3aKJIaay
39. | lokymeHTH (CBiIOIITBa, aKTH, TOTOBOPH) Ha o mikBimamii | cr. 31 1
3eMIII0, CTIOPY/H, MaifHO, Ha TIPaBO BOJIOIIHHSI, 3aKyIamy
KOPHCTYBaHHSI, PO3MOPSIIPKEHHS MATHOM
40. | AKT ipuiimMaHHs 1 Tiepeaadi Oy/IiBeb, MOCTIMHO cT. 1150
PUMIIIEHb, 36MEIbHUX JUISTHOK Y KOPUCTYBaHHS
3aKIany
41. | IlaBeHTapHI )XKypHaIU 00JIIKY OCHOBHHX 3aC00iB 3 poku cT. 318
42. | InBeHTapHa kHUra 0i0Ii0TedHOTO (POHIY — 32 70 JmikBigarmii | cT. 869
HasIBHOCTI 6107110TEKN 010;110TeKN
43. | lnBeHTapU3aIliiiHI OTIMCH, aKTH 3 poku cT. 1115
44. | JIokyMeHTH (JIOTOBOPH, YT'OJH, aKTH) TIPO 3 poku ct. 1151
MpUMaHHS 1 31aBaHHS Oy/A1Belb, IPUMIILICHD B
OpEHY — 3a HasIBHOCT1 OPEHAHUX BITHOCUH
45. | Komrropucu Ha MpoBeJeHHS KalliTaIbHOTO S pOKiB ct. 1378

PEMOHTY — 332 YMOBH IPOBEJECHHS TAKOTO
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