MIHICTEPCTBO OCBITH I HAYKH, MOJIOJI TA CIIOPTY YKPATHHM
HAKA3

M. Kuis

23.08.2012 Ne 947

[Ipo 3arBepxenns [IpumipHOT iHCTPYKIIi
3 BEJICHHS IUIOBOI IOKyYMEHTAIlIi B
MO3aIKUIbHUX HABYAJIBHUX 3aKIa1ax

Ha BukonanHsa nyHkty 2 mnocraHoBu KaOinery MinicTpiB VYkpainu
Bix 30 mucronaga 2011 poky Ne 1242 “IIpo 3aTBepmkeHHs TUIOBOT IHCTPYKIIIT 3
JUIOBOACTBA Yy LEHTpPAJIbHUX OpraHax BHMKOHaBYOi Biaau, Panai MiHICTpIB
ABtoHomHOi PecnyOniku Kpum, micuieBux opraHax BHKOHABuYOi Biaau” Ta 3
METOI0 BCTAHOBJICHHS €IWHUX BHUMOI JO BEJCHHS MAUIOBOI JOKyMEHTallli B
MO3aMIKUIbHUX HABYAJILHUX 3aKJIaJlaX CUCTEMH OCBITH

HAKA3VIO

1. 3atBepautu IlpuMipHy IHCTPYKIIiIO 3 BEJAEHHS JUIOBOI JOKYMEHTAIlll B
NO3aIIKITFHUX HaBUAIBHHX 3aKJIaax, 10 JTOAa€ThCS.

2. MiHicTepcTBY OCBITH 1 HayKd, MOJIOAI Ta CHOPTY ABTOHOMHOI1
Pecny6niku ~ Kpum,  ympaBmiHHAM ~ ocBiTH  obOmacHuX, KwuiBchkoi  Ta
CeBacTonoJIbCHKOT MICBKHX Tep KaBHUX aaMiHiCTpaIii 3a0e31meynTu
BIIPOBA/DKEHHS 11i€1 THCTPYKINi B MPAKTHUKy POOOTH IMO3AMKILIFHUX HaBYAITBHUX
3aKJa/iB, HEYXWIbHE JOTPUMaHHS ii BUMOT.

3. KoHTponp 3a BUKOHAHHSAM IIhOI'O HakKa3zy MOKJIACTH Ha 3acTYITHUKA
Minictpa XKebposcbkoro b. M.

Minictp . B. Tabaunuk



3ATBEPIXXEHO

Haka3 MinicTepcTBa OCBITH 1
HAyKH, MOJIO/I1 Ta CIIOPTY YKpaiHu
23 cepnns 2012 poxy Ne 947

IIPUMIPHA IHCTPYKIIA
3 BeJICHHS JiJ10BOI JOKYMEHTAaLIl
B N103aLIKIJTbHUX HABYAJBHHUX 3aKJIaZaX

1. 3arajgpH1 MOJIOKEHHSA

1.1. IlpumipHa 1HCTPYKISi 3 BEIEHHS JUIOBOI JIOKYMEHTalii B
NO3alIKUIbHUX HAaBYAIbHUX 3aKiajax (nani — [HeTpykiis) po3pobiieHa BiMOBIIHO
1o BuMor 3akoHiB Ykpainu “IIpo ocBity” Ta “Ilpo mno3zamkiibHy OCBITY”,
nocranoBu Kabinety MinictpiB Ykpainu Big 30 nuctonaga 2011 poky No 1242
“IIpo 3aTBepmkeHHs TUMOBOI 1HCTPYKIIIT 3 AUTOBOJICTBA y IIEHTPAJIbHUX OpraHax
BUKOHABUOi Bianu, Paai miHicTpiB ABTOHOMHOI PecmyOmniku Kpum, wmicieBux
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 TIEpeliKk OOOB’S3KOBOi  OpraHizaimiiiHo-
PO3MOPAIYO] JOKYMEHTAIII1 1711 KEPIBHUKIB Ta 1HIITUX MPaIiBHUKIB MO3AMKITEHAX
HaBYAJIBHUX 3aKJIaIiB, MpaBHJIa JTOKyMEHTYBaHHS MisJIBHOCTI 3aKJIadiB CHCTEMH
OCBITH (KpIM JHUTSIYO-IOHAIIBKUX CIIOPTUBHUX IIKLJ).

1.3. JlorpumaHHS TpaBWJ 1 pEeKOMEHAAIIM IMOJM0 TMOPSAKY 3MIMCHEHHS
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 [HCTPYKIlii Ta BUKOHYBATH iX.

1.4. Opranizarris JiJIOBOJCTBA B MO3AIIKUIBHUX HaBYAIBHUX 3aKJIajax Ta ixX
CTPYKTYPHHX MiIpO3aiIax MOKIAAAETbCA Ha CHEIIaIbHO MPU3HAYCHUX JJIS IHOTO
oci0.

1.5. BignoBigampHICTh 3a OpraHi3aimilo JUTOBOJCTBA B TO3AIMIKLUIBHUX
HABYAITBHUX 3aKJIa/liaXx HECYTh iX KEPiBHUKH.

KepiBHUKY TO3amIKiIbHUX HABUYAJBLHHUX 3aKJaJiB BiATOBITAIOTH 3a 3MICT,
AKICTh TIATOTOBKM Ta OQOpMIIEHHS JOKYMEHTIB Ha HAJIEKHOMY piBHI. 3a
OpraHizaiito JIJIOBOJCTBA Ta 30€piraHHsi TOKYMEHTIB Y CTPYKTYPHUX MIAPO3aLIax
MO3aIIKUIbHUX HaBYAJIbHUX 3aKJIa/1B BIAMOBIAAIOTh KEPIBHUKHU ITUX MIIPO3/I1TIB.

1.6. KoHTpoab 3a BUKOHAHHAM BUMOT 11i€1 [HCTPYKIIli 3A1IICHIOIOTh OpraHu
yOpaBiHHS OCBITOIO, y cdepl sSKuX MepeOyBaioTh MO3alIKUIbHI HaBYaJIbHI



3aKJIA/IH.
II. lokyMeHTyBaHHS JiSTIbHOCTI MO3AIIKIIBHUX HAaBUYaJbHUX 3aKJIa1B

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

2.2. TlinctaBoro AJis CTBOPEHHSA JAOKYMEHTIB € HEOOXIIHICTh 3aCBIAYEHHS
HasBHOCTI Ta 3MICTy YIOpPaBIIHCBKUX Jii, TnepeBeleHHs, 30epiranHs 1
BUKOPUCTaHHS 1H(OpMaIlli TPOTAroM MEBHOTO Yacy abo MOCTIHHO.

2.3. JIOKyMEHTH CKJIaJaloThCsl JEPKABHOK MOBOK, KpIM BHUMAJKIB,
nependayeHnx 3axkoHoM Ykpainu “Ilpo 3acanu gep:kaBHOi MOBHOT HOJITUKH .

JIoKyMeHTH, SIKI HAJCWIAIOThCS 1HO3EMHUM ajpecartaMm, O(GOPMIIOIOTHCS
yKpaiHChKOIO MOBOIO a00 MOBOKO JIepXKaBHU-ajipecara, abdo OJHIEID 3 MOB
MDKHApPOJHOTO CIIJIKYBaHHS.

2.4. JloKyMEHTH MOXYTb OG(OpPMIIIOBATUCA Y BIJAMOBIAHUX 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 BUMOTaMU i€l [HeTpyKiii.

BraHKM KOXHOTO BHJY BHUTOTOBISIIOTBCSI Ha OCHOBI KyTOBOTO a0o
MO3/IOBXKHBOT'O PO3MIIICHHS PEKBI3UTIB. PEKBI3UTH 3arojoBka PO3MIIIYIOTHCS
IIEHTPOBAaHUM (TIOYATOK 1 KiHEIb KOXXHOTO PsJKa PEKBI3UTY OJHAKOBO BijalieHi
Bil. MEX 30HHM pO3TalllyBaHHS PEKBI3UTIB) ab0 NpamopoBUM (KOKHHUU PSITOK
PEKBI3UTY TIOUMHAETHCSA B JIBOI MEXI 30HHM pO3TAIIyBaHHS PEKBI3UTIB)
CIIoCOOOM.

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

3pa3ok OJlaHKa TI03alIKUIPHOTO HAaBYAJIBHOTO 3aKJaJly Ha OCHOBI
MO3/I0OBXHBOTO PO3MIIIIEHHS PEKBI3UTIB HABEACHO Y TOAATKY 2.

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

Jlo3BosieHO BuKOpHCcTOBYBaTH OnaHku dopmary A3 (297 x 420 mimiMeTpiB)
— g opOpMIICHHSI JOKYMEHTIB Yy BUTJIAMI TaOJIHIIb.

brnanku MOKyMEHTIB MOBUHHI MaTH TaKi MOJIs (MUTIMETPIB):

30 — niBe;

10 — mpage;

20 — BepXHE Ta HUKHE.

Cknan pexBi3uTiB  OmankiB: JlepkaBHuit ['ep0 Vkpainm (mopsmok
BUKOPHUCTaHHSI BU3HAYAETHCA 3aKOHOM), HaMEHYBaHHS MIHICTEPCTBA, IHILOIO
LIEHTPAJIbHOrO  (MICLIEBOTO) OpraHy BHUKOHABYOi BlaJud, HaWMEHYBaHHS



4

MO3AIIKUIFHOTO  HABYAJIBHOTO  3akiaay, 1AeHTU(DIKAIMHUNH  KOA, IHJEKC
MIIIPUEMCTBA 3B’ SI3KY, MOLITOBA ajpeca, Homep TenedoHy, e-mail (3a HasIBHOCTI)
HOMEp paxyHKy B OaHKy, MiCIle Il 3a3HAUEHHS JaTH, PEECTPALIfHOrO 1HAEKCY,
MOCWJIAaHHA Ha JIaTy Ta PeECTPALIMHUM 1HAEKC BXITHOTO JOKYMEHTA.

brnaHku NOKyMEHTIB MOBUHHI BUTOTOBIISITUCS JPYKAapChbKHM CIOCOOOM Ha
Ou1oMy mamnepi BUCOKOI SIKOCTI (hapbamMu HACHUYEHHUX KOJIbOPIB.

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

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

2.8. Kuuru Tta xypHaiud (KpiM >KypHaIiB OO0JIKY pPOoOOTH TypTKa, CEKIlii,
00’eHaHHS, KOJEKTUBY), 110 BEAYThCS B MO3AIIKUIBHUX HaBUAJbHUX 3aKIiaJax,
000B’13KOBO TTOAPKYITHO MPOHYMEPOBYIOTHCS, TPOLUTHYPOBYIOTHCS, MiMUCYIOTHCS
KEPIBHUKOM 1 CKPITUTIOIOTHCA MEYATKOIO.

2.9. JlutoBi mamnepu, skl HaIXOSATh JI0 MO3aIIKUIBHIUX HABUAJIbHUX 3aKJIa/iB
YU BIANPABIAIOTHECS 3 HUX, PEECTPYIOTHCS B KypHaldl BXIAHOT Ta BUXITHOI
KOpecnoHAeHIIl. Y BUXIAHIA KOpecHmoHAeHIi (BUXITHIA JOKyMEHTAIlii)
BUIIPABJICHHS HE JIOMYCKarOThbcs. JlOMmyIeHi BUTIpPaBIEHHS B MOTOYHINA JILJTOBIM
JIOKyMEHTAIIIl 3aCTepIraloThCsl 1 CKPIMUIIOIOTHCS MIAMKUCOM BIAMOBIIATBHOI 0COOH
Ta IIEYaTKOIO.

2.10. Besa aimoBa mokyMmeHTallis 30epirae€Tbesi B CHeIiadbHO OOJIagHAHUX
madax uyu ceidax 1 He MOBUHHA MATH JOCTYITYy CTOPOHHIX 0Ci0.

2.11. Tlicns 3akiHYeHHS TepMiHy 30epiraHHs JTOKYMEHTIB, SKiI HE
HiUISITal0Th Tepeiadi apXiBHUM yCTaHOBaM, JOKYMEHTH CITMCYIOThCS KOMICIERO
MO3alIKUIPHOTO HABYAJIBHOTO 3aKJaay 3 TMPOBEACHHS eKCIEePTU3W IIHHOCTI
JIOKYMEHTIB, Ky NMpHU3HAYa€ KEPIBHUK HABYAIBHOTO 3aKiany (Iajli — eKCIepTHA
KoMmicist). Ha crmcany JOKyMEHTAIlil0 €KCIEpTHA KOMICiS CKIIaJIa€ BiIIOBiIHHI
akT. Cricana TOKyMEeHTAIllsl 3HAIYEThCS.

2.12. Texuomorii aBTOMaTH30BAaHOI'O OIPAIfOBAHHS 3aJ0KyMEHTOBAaHOI
iHdopMalii B TO3aIIKUIBHOMY HaBYaJbHOMY 3aKJaJi IOBHHHI BIIIOBIIATH
BUMoraM Iniei [HcTpyKiii.

II1. 3aranbpHi BUMOTH 70 CKIaACHHS Ta 0()OPMIICHHS IOKYMCHTIB

3.1. JIokyMEeHT TOBHHEH MICTHTH OOOB’SI3KOBI JUIS IIEBHOTO HOTO BHIY
PEKBI3UTH, 110 PO3MILIYIOTHCS B YCTAHOBICHOMY MOPSIAKY, & caMe: HallMeHyBaHHS
3aKjajgy, Ha3By BHUAY JOKyMeHTa (KpIM JHCTIB), AaTy, PEECTpALIiHUN 1HAEKC
JIOKYMEHTA, 3ar0JIOBOK JI0 TEKCTY, TEKCT, MIAIUC.

[Tix yac miAroTOBKU Ta O(POPMIIEHHS JTOKYMEHTIB MOXYTh 3aCTOCOBYBATHUCH
HE TUIBKM OOOB’SI3KOBI, @ TaKOX IHII PEKBI3UTHU, SKIIO II€ BIAMOBIIAE
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MPU3HAYEHHIO JOKyMEHTa a00 croco0y HOro OnparoBaHHS.

3.2. OdopmieHHs JOKYMEHTIB, 1[0 BHUTOTOBISIOTHCS 3a JIOMIOMOTOIO
JIPYKYBaJIbHUX 3ac001B, 3AIMCHIOETHCS BIAMOBIAHO 1O BUMOT, BHU3HAYCHUX Y
IOAaTKYy 3.

3.3. Okpemi BHYTpIIIHI JOKYMEHTH (3asiBU, MOSCHIOBAJIbHI Ta JOIMOBIIHI
3aMKMCKU TOIIO), aBTOPAMM SKHX € MOCAA0BI Ta 1HIII (PI3UYHI 0OCOOH, JO3BOJIAETHCA
0 OpMITIOBATH PYKOTTMCHUM CIIOCOOOM.

3.4. SIkmo OOKyMEHTH, IO CKJIAJAl0Th Y MO3aIKUIBHOMY HaBUYaJbHOMY
3aKknanal, BeAyTbCAd y (OpMi KHHUIM, TO Takl pPEKBI3UTH, K HaWMEHyBaHHS
opraHizaiii BUIIIOTO PiBHS, Ha3Ba 3aKJIay HE 3a3HAYAIOTh.

3.5. Ha pokymeHTax, 010 CKJIaJalOTh Yy MO3AMIKIJILHOMY HaBYAJIbHOMY
3aKJiaji, HaiMEHyBaHHS OpraHi3allii BUIIOTO PIiBHSA 3a3HAYAalOTh CKOPOYEHO, a B
pasi BIACYTHOCTI OQillIifHO 3apEECTPOBAHOTO CKOPOUYCHHS — MTOBHICTIO.

3.6. HaiiMeHyBaHHS TIO3alIKUILHOTO HAaBUYaJbHOTO 3aKjaay ITOBHHHO
BIJIMIOBIIaTH HaliMEHYBaHHIO, 3a3HaUYeHOMY B cTaTyTi. CKOpoUYeHe HalMEHYBaHHS
MO3aIlKUIPHOTO HAaBYAJBHOTO 3aKJIaay BKUBAEThCS B pa3i, KOJW BOHO O(iIiiiHO
3adikcoBaHo y cTaTyti. CKopodyeHy Ha3By MOJAIOTh y AyKKax (abo 06e3 HUX)
HIDKYE TIOBHOT, OKPEMUM PSIKOM Yy TIEHTPI.

3.7. JoBigkoBi AaHI MpO 3aKjaj MICTATh: IOIITOBY ajpecy, HOMEpHU
TenedoHiB, ¢akciB, paxyHKIB y OaHKy, aJpecy eJeKTPOHHOI IOIITH TOIIIO.
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 mokymeHTta (Haka3, pIlICHHs, JOIMOBIIHA 3alKCKa TOIIO)
MMOBUHHA BIJAMOBIIATH Ha3BaM, IepeadoadeHuM JlepkaBHUM KiacudiKaTopom
VIPABIIHCHKOT JOKYMEHTAITI1.

3.9. Jlatoro JOKyMEHTa € BIiANOBITHO JaTa MHOro ImanucaHHs abo
3arBep/keHHS. JlaTa 3a3HavaeThest apabchbKuMu IUdpaMu B OJUH PANIOK Y TaKid
MOCIITOBHOCTI: 4YHCIIO, Micsmp, pik. Jlata odopmiserses mudpoBum ado
CIIOBECHO-ITU(GPOBUM cItocoboM. Y pa3i odopmIIeHHS IaTH ITU(POBUM CIIOCOOOM
YHCJIO 1 MICSAIIb TPOCTABIISIOTHCS TBOMA TTapamu Iudp, pO3AUICHIMHU KPAIKOI0; PiK
— 9oTUpMa muQpamMu, Kparka HapHKiHIl He cTaBuThes (Hampukiad: 02.03.2012).

VY Tekcrax MOKYMEHTIB, IIO MICTATh MOCUJIAHHA HAa HOPMATHBHO-TIPaBOBI1
aKTH, Ta JOKYMEHTIB, IO MICTATh BIJOMOCTI (PIHAHCOBOTO XapakTepy,
3aCTOCOBYETHCS CIIOBECHO-IIU(POBUI CIOCIO 3a3HAYEHHsS JaT 3 MPOCTABJISHHSAM
HyJIsI B TMO3HAYEHH1 AHS MICSIs, SKIO BIH MICTUTh OJHY LHU(PY, HANPUKIAN:
03 xBitHs 2012 poxy. Jl03BOJNSETBCA BXKUBATH CJIOBO “pIK”’ Yy CKOPOYEHOMY
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BapiaHTi “p.”, Hanpukaaa: 03 uepsusa 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 MOJSTAa€ y IPUCBOEHH] IM YMOBHUX IMO3HAYEHb
— IHJIEKCIB, K1 HAJAI0THCS JOKYMEHTaM MiJ] 4ac iX peecTpailii.

3.11. Anpecatamu JOKyMEHTa MOXYTb OYTH YCTAaHOBHM, iX CTPYKTYpHI
OiAPO31LTH, OpraHizalii, 3aKiaan, iX mocajgoBl 0COOU Ta TPOMAaJISIHH.

Skio JOKYMEHT aJpecoBaHO oOpradizamii abo 1 CTPYKTypHOMY
IiApOo3aAUIOB1 0€3 3a3Ha4YeHHS MOCaJ0BOi 0COOM, iX HaliMEHYBaHHS HABOMSTHCA Y
HA3UBHOMY BIJIMIHKY.

[loBHa anpeca 3a3HayYaeThcs y pa3i HAACWIAHHS JOKYMEHTa pPa30BHM
KOPECITOH ICHTaM.

SIKIo  IOKyMEHT  aJpecoBaHO KEPIBHUKOBI  ycTaHoBH abo  ioro
3aCTYITHUKOBI, HaiMEHYBaHHS YCTAaHOBH BXOJHTH 10 CKIIaqy HalMEHYyBaHHSI
Tocajy ajipecara, ke HaBOJIUThCS Y JaBAIBHOMY BiIMIHKY.

SIKI10 MOKYMEHT HAACHIIA€ThCA MOCaI0BIH 0co0i, HAWMEHYBaHHS 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
HAa3WMBHOMY BIJIMIHKY TIPI3BUIIE, IM S Ta MO 0aThbKOBI (IHIIAIM YM 1HIIIAT IMEHI),
IOTIM TIOIITOBA ajpeca (BYnuIlsd, HOMEp OyAMHKY 1 KBapTUPH, HACEICHUHN IYHKT,
paiioH, 00J1acTh, MOMTOBUM 1HICKC).

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

3aroJ0oBOK BIAINOBia€ HA NHUTaHHA “mpo mo?”, ‘“koro?”, ‘“‘goro?”.
Hampuknag Haka3 (mpo mio?) mpo HamaHHSA BIANYCTKH; JUCT (Mpo 110?) Tpo
OpraHizaiifo Hapajah, MpOTOKON (4oro?) 3acimaHHsA aTeCTaIliiHOI KOMICIi,
M0CaI0Ba IHCTPYKIis (KOro?) BUXOBATEIS.

be3 3aronoBka 103BONSETHCS CKIIAMATH KOPOTKI JOKYMEHTH Ha OJaHKax
dopmarty A5, 30kpeMa CynpoBiHI JTUCTH, TeJeTpaMu, TeaedhoHOTpamMHu.

3.13. TekcT mOKyMeHTa MiCTUTh iH(MOpMaIlito, 1 3adiKCyBaHHS SKO1 HOTO
Oymno cTtBopeHo. TeKCT moKyMeHTa MOBHHEH OyTH BUKJIAJACHUIN CTHCIIO, TPAMOTHO,
3p0o3yMio Ta 00’€KTUBHO 0€3 TOBTOPIB Ta BXKUBAHHSA CJiB 1 3BOPOTIB, SIKI HE
HECyTh 3MICTOBOTO HAaBAHTA)XKCHHS, 1 TIOBHUHEH CTOCYBATHCS TOTO MUTAHHS, SKE
c(hopMylibOBaHE B 3ar0OJIOBKY /10 TEKCTY.
TekcT noKkyMeHTa OPOPMITIOETHCS Y BUTJIS/I CYHUIBHOTO 3B’ SI3HOTO TEKCTY,
AQHKETH 41 TaOJuIll 00 MUIIXOM MOETHAHHS [TUX (OpM.
CyuuibHUIl 3B’SI3HUM TEKCT JOKYMEHTAa MICTUTh TpaMaTU4YHO Ta JIOT14HO
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y3rojkeHy iH@opmMailito npo ympabiiHChKi aii. Taka ¢dopma BUKITaJEHHS TEKCTY
JOKYMEHTAa BUKOPUCTOBYETHCA i Yac CKJIAJaHHS IMOJIOXKEHb, MOPAJIKIB, MPaBUJ,
PO3NOPATYMX JOKYMEHTIB 1 JIUCTIB.

VY TekcTi AOKYMEHTa, MIATOTOBJIEHOIO BIANOBIAHO 10 JOKYMEHTIB I1HILKX
yCTaHOB a00 paHille BUJAHUX JIOKYMEHTIB, 3a3HAYAIOThCS IX PEKBI3UTH y TaKii
MOCJIIIOBHOCTI: Ha3Ba BHUAY JOKyMEHTa, HallMEHyBaHHS YCTaHOBM — aBTOpa
JIOKYMEHTA, JlaTa, PEECTPAIIHUN 1HJIEKC, 3ar0JI0BOK J0 TEKCTY.

Texctn ckMagHUX 1 BEIMKHUX 3a O0OCATOM JOKYMEHTIB (JIOMOBIiII, 3BITH
TOILO) MOAUISIOTHCA HA PO3JAUIH, MIAPO3AUIM, MYHKTH, MANYHKTH. [lyHKTH Yy
TEKCTI HYMEpPYIOTbCsl apaOChKUMM LUdpaMu 3 Kpamkow, a MAMYHKTH —
apaOCbKUMU UG pamMu 3 Jy>KKOIO.

3.14. TlocagoBi o0co0M MIANUCYIOTh JIOKYMEHTH B MeXaX CBOiX
NOBHOB&)XCHb, BH3HAYCHHMX CTATYyTOM IIO3alIKUIBPHOTO HAaBYAJIBHOTO 3aKjaiy,
MOCAIOBUMHU THCTPYKI[ISIMHU, HAKa30M IPO PO3MOJALT 00OB’SI3KIB MK KEPIBHUKOM
Ta HOro 3acTyMHUKaMH TOMIO. Y 3a3HAYCHUX JOKYMEHTaX BU3HAYAETHCS TAKOXK
NOPSAJIOK MIAMHUCAHHS JOKYMEHTIB 1HIITUMHU 0CO0aMu y pasl BIICYTHOCTI KEpiBHUKA
3aKJajy Ta MocajgoBUX 0Ci0, K1 YITOBHOBAXEH1 iX MiAMUCYBaTH.

[linmuc ckinamaeTscss 3 HaMEHYBaHHS IOCaaAM OCOOM, sKa IIMUCYE
JOKYMEHT, (IMIOBHOT'O — SKIIO JIOKYMGHT HAJPyKOBaHWH HE Ha OJaHKY,
CKOPOYEHOT0 — Ha JIOKYMEHTI, HaJIpyKOBAaHOMY Ha OJIaHKY), 0COOMCTOrO MiIHUCY,
iHimamiB (1Himiaa iMeH1), Ipi3BUIIa.

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 3a3HAYAIOThCA (pakTUUYHA TIOocaja, iHimiaau (1HiIiaa iIMeH1), IPI3BHIIE
oco0u, sKa Mmianucansa JOKYMEHT (BUIPaBICHHS BHOCITh PYKOMHCHUM a0o
MAIIMHOMMUCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOXJIHBO TIEPEIPYKyBaTH).
JlomaBaHHs 10 HaliMEHYBaHHS TOCaJu KEpiBHHUKA CJiB “BukoHyrO4Hii 000B’I3KH”
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 CTaBHUTHCS TAaKMM YUHOM, 100 BiH OXOIUIIOBAaB OCTaHHI KiJTbKa JITEp
HallMEHYBaHHS ITOCaId 0COOM, KA IMiAnucasa JOKyMEHT.

3.16. Tlo3amkiTbHUI HaBYAIBHUN 3aKJIaj]] MOXE 3aCBIAYYBATH KOIi JIHIIE
TUX IOKYMEHTIB, 1110 CTBOPIOIOTHCS B HOMY, a TaKOXK y BUNAJKaX, MepeadaueHnx
B a03arli IpyromMy 1oro myHKTYy. Komisi JOKyMeHTa BUTOTOBISETHCS 1 BUIAETHCS
TUTBKA 3 JIO3BOJYy KEpIBHHMKA 3aKjaay, WOro 3acTyMHUKIB a00 KepiBHHKA
CTPYKTYPHOTO MiAPO3LTY.

VY pa3i miaroToBKM AOKYMEHTIB JUIsl HaJlaHHS CyJOBHM OpraHam, IiJl 4yac
BUPIMICHHS TWTaHb IOJ0 TPUUHATTS TPOMAISIH HA PpoOOTy, HaABYAHHS,
3aCBIIYECHHS iX TPYJOBHX Ta IHIIUX MPaB y B3a€EMOBIIHOCHHAX 13 3aKJaoM, a
TaKoXX Miag 4Yac (OpMyBaHHSI OCOOOBHUX CIIpaB MPAILIBHUKIB MO3AIIKUIBHUN
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HaBYAJIbHUI 3aKJIaJ] MOXKE BHUTOTOBIISITH KONIi JOKYMEHTIB, BUIAHUX IHIIUMHU
yCTaHOBaMH (KOl JUIJIOMIB, CBIAOLTB IMPO OAEP’KaHHA OCBITH TOULIO).

Biamitka “Komis” mnpocTaBise€Tbcs Ha JIMIBOBOMY OOIll Y BEPXHHBOMY
MpaBOMY KYTKY MEPIIOro apKylla JTOKYMEHTa.

Hanmuc mnpo 3acBigueHHS JAOKYMEHTa CKJIaAaroTh 31 ciaiB  “3riiHo 3
OpUTiHaNIOM”, HAWMEHYBaHHS MOCaJAH, OCOOMCTOrO MIAMUCY 0COOM, SKa 3aCBIIUYE
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 KOMii CKPIIUTIOETHCS MEYaTKOIO.

Kormist qokymeHTa oBUHHA BiJITIOBIIATH OPUTIHATY.

IV. CknaneHHs nesakux BUJIB IOKYMEHTIB

4.1. Haxka3 (po3nopsiI>KeHHs ).

4.1.1. Haka3 (po3mopsIKeHHSI) — JIOKYMEHT, SIKMM 3acBiIuye PpIlICHHS
OpraHi3aiifHO-pO3MOPSATIOr0 YW HOPMATHBHO-TIPABOBOTO XapaKTepy. 3a 3MICTOM
yOpaBIiHCBKOT A1i Haka3W BUJAIOTBCA 3 OCHOBHUX TIUTaHb JIISUTBHOCTI
MO3alIKUIFHOTO HABYAJIBHOTO 3aKJany, aIMIHICTPaTUBHO-TOCHIONAPCHKUX a0o
KaJpOBHUX MUTAHb.

4.1.2. Tlpoekt Haka3zy (pO3MOPSAIKEHHSI) 3 OCHOBHOI JisUTBHOCTI,
aJMIHICTPATUBHO-TOCTIOJJAPCHKUX TMUTAaHb TOTYETHCSA Ta MOJAETHCS 3aCTYITHUKOM
Yl  KEPIBHUKOM CTPYKTYpHOTO MIiAPO3AUTY 3a JOPYYEHHSM KEpiBHHMKA
MO3alIKIFHOTO HABYAJBHOT'O 3aKJIaIy UM 3a BJIACHOKO 1HIIIATHBOIO.

4.1.3. Tlpoekt Haka3zy (pO3MOPSIKEHHS) 3 KaJpOBUX IMHUTaHb (TIpo
NPUHHATTS Ha poOOTY, 3BUIBHCHHS, HAJaHHS BIANYCTKH, BIIPSJKECHHS TOIIO)
rOTYeTbCS ~HA  MIiACTaBl  JIOMOBIAHOT  3amUCKM  3aCTyIHUKA  KEpIBHHKA
MO3alIKUIPHOTO HABYAIBHOTO 3aKJIaly Yd KEpIBHUKA CTPYKTYPHOTO MiIPO3ILIy,
3asiBM TpaIliBHUKA, TPYAOBOTO OTOBOPY Ta IHIMUX JTOKYMEHTIB.

4.1.4. Haka3 (po3mopsipKeHHsI) MiMUCYEThCS BIAMOBITHO 10 MyHKTY 3.14
iei [aeTpyxkiii.

4.1.5. Tlicnma minnucanHs Hakazy (PO3MOPSAIKEHHS) 3MIHH JI0 HBOTO
BHOCSITbCA JIMIIE TIUIAXOM BHUJAHHS HOBOTO Hakazy (pO3MOPSKEHHS) TMPO
BHECEHHSI 3MIH.

4.1.6. Haka3z (po3mopskeHHs) 0ohOpMIIIETbCS Ha OJIAHKY MO3aNTKUTEHOTO
HABYAITHLHOTO 3aKJIadYy.

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

4.1.7. Texkcr Haka3y (pO3MOPSIKEHHSA) 3 MHUTaHb OCHOBHOI ISUTBHOCTI
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 YacTWHA MOXE MouMHaThcs 13 ciaiB ~Ha
BUKOHAHHS...*“, 3 MeTo10...” Tomo. SKIMO JOKYMEHT BHUJAETHCA Ha MiJICTaBl
IHIIIOT'O0 PO3MOPSATYOro JOKYMEHTa, B KOHCTATYIOUld YAaCTHHI 3a3HAYalOThCA
Ha3Ba BUJY LIbOIO JOKYMEHTa, HOro aBTOp, AaTa, HOMEp Ta 3aroyioBok. Kpamka
B KIHII1 KOHCTaTylO4Y01 YaCTUHU HE CTaBUTHCS.

Posnopsinua wactuHa Haka3dy mnouuHaeThes 13 cioBa HAKA3VIO®,
pO3NOpSIKEHHsT ~ MOe mnouuHatucs i3 cinosa 30BOB A3VIO“,  sxe
JIPYKYEThCSL 3 HOBOT'O PpsiIKa BEIUMKUMHU JiiTepaMu Oe€3 BIACTYNYy BiJ JIIBOTO
NoJisl 1 JIAMOK, MICHS YOro CTaBUTHCA JBOKpAIKa.

Posnopsinua vacTuHa TOAUIAETbCS HA MYHKTA Ta MIANYHKTH, SKI
HYMEpYIOTbCA apabCcbkuMu 1udpaMud. Y KOXHOMY IIYHKTI IOBHUHHI OyTH
3a3Ha4eH1 BUKOHABI[l, KOHKPETHI 3aBJaHHS (JOPYYEHHS) 1 CTPOKH iX BHUKOHAHHSI.
BukonaBIiii MOXyTh OYyTH Ha3BaHI TaKOX y3araJilbHEHO, HANPUKIAJ: ~KEPIBHUKAM
METOJIMYHUX 00’ €IHaHb , ’3acTynmHUKaM qupekropa’. [Ipu nupomy, sik npaBujo, He
3aCTOCOBYETbCS HANMMUCAaHHS HEKOHKPETHUX JIOPYYEHb, $KI MICTATh CJIOBA:
IPUCKOPUTH®, MOMIMIIUTH, "aKTUBI3yBaTU ", “3BEPHYTH 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, M0 BHOCATHCA JO Haka3zy (pO3MOpsAIKEHHS), OGOPMISIOTHCS
OKpEeMHM  Haka3zoM  (pO3MOPSKEHHSIM), SKUM  TOBHHEH MaTH  TaKWil
3arojoBok: “IIpo BHeceHHs 3MIH A0 Haka3zy (po3MOpsKEeHHA)...” 13
3a3HAYEHHSIM [IaTH, HOMEpPA, 3arojioBKa pO3MOPSAIYOro JAOKYMEHTa, /0 SIKOTO
BHOCSITBCSL 3MiHU. Po3mopsiqya yacTrHa Hakaszy (pO3MOPSIKEHHS) MOYUHAETHCS 3
TaKOTO MYHKTY:

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

Jlami okpeMuMH MiANMYHKTaMUd (OPMYITIOIOTBCA 3MIHH 70 PO3MOPSIIOTO
JIOKYMEHTA, HalPUKJIIA;:

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

’2) MMyHKT 3 BUKITFOUUTH;

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

SIKIIO 3MIHM 0 PO3MOPSAYOro JOKYMEHTa O(GOPMIISIIOTHCS Ha OKPEMOMY
apkymii (apkyimax), B TEpIIOMY MYHKTI pPO3MOPSAIY0i YACTUHU HaKazy
(pO3MOPSIIKEHHS) 3a3HAYAETHCS:

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

4.1.8. OctaHHI TYHKT pPO3MOPSAIYOi YACTUHU Y pa3i MmoTpedu Moxe
MICTHTH PIIICHHS TPO MOKJIAJSHHS Ha IOCAJ0BY 0c00y (PYHKIIIH 3 KOHTPOJIIO 3a
BUKOHAHHSAM Haka3y (pO3MOPSAIKEHHS).

4.1.9. Haxka3z (po3mopsiKeHHs1) 3 KaJpOBUX MUTaHb O(OPMISETHCS Y
BUTJIS/II  IHAMBIAyalbHOTO a0 3BeAeHOro. B IHOMBiZyadbHOMY  Hakasi
(po3nopsiIKeHH1) MICTUThHCA 1H(OpMaILis MPO OJTHOTO MpalIBHUKA; Y 3BEICHOMY —
MpO  KUIbKOX, HE3AJIeKHO BIJ TOro, sKI YHNPABIIHCHKI PIMIEHHS MIOJA0 HUX
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, KU NMOYMHAETHCA 3 NMPUHMEHHUKA
“IIpo 1 ckmamaeTbcsi 3a JOMOMOTOK BIIJIIECITIBHOTO IMEHHUKA, HAMPUKIAL:
“IIpo  npusHaueHHs...“, “lIpo  npudHATTA...“. Y  3BEIEHMX  Hakaszax
(pO3MOPSIIKEHHAX) MOXE 3aCTOCOBYBATUCH y3araJlbHEHUI 3aroJioBOK, HAIIPUKIAA:
“TIpo xaaposi nutanHs*, ”IIpo ocoboBuit ckman’.

4.1.11. YV Tekcti Haka3y (pO3MOPSAIKEHHS) 3 KaJAPOBUX MUTaHb, K MPABUJIIO,
KOHCTaTyl04a YaCTUHA HE 3a3HAYA€ThCH.

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

Jlani 3a3HayaroThCs TPI3BUIIE, IM s, MO O0aThKOBI MpalliBHUKA, HAa SIKOTO
HOLLIMPIOETHCS 1Sl HAKa3y Ta TEKCT Haka3y. Y 3BEJeHOMY Hakasl (pO3MOpPsSIKEeHH1)
npi3BuUIIa 0cid y Mexax MyHKTIB pO3MILIYIOTECS 3a alihaBiTOM.

4.1.13. V Haka3i (po3MOpsKEHHI) MpPO MpPU3HAYCHHS a00 3BUIbHEHHS
npaliBHUKa 3a3HAYa€ThCs MOBHA Jata (YUCIO, MICAIb, PIK) (AKTUYHOTO 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
PO3MOPSAIIOT YACTUHMU BKITIOYAETHCS 1HQOpMAIliA, IO PO3MIIIYEThCA y Takih
MOCJIIZIOBHOCTI: TPUUHATTA Ha poOOTY, EpeBeICHHS, 3BUTLHCHHS.

4.1.15. YV xoxHOMY TYHKTI Haka3zy (pO3MOPSKEHHS) 3 KaJAPOBUX IMHUTAHb
3a3HAYa€ThCAd TMIACTaBa IMOJO WOro 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 MPUMIPHUKY HaKa3zy NPOCTaBISIOTHCS iX
MANUCH 13 3a3HA4YEHHSAM JaTU O3HAHOMIIEHHS.

4.1.17. Haka3u (po3nopsiiKEHHSI) HYMEPYIOThCA Yy HOPSIAKY iX BUJAHHS B
MeXax KaJIeHAapHOTO POKY; Haka3u (PO3MOPSAKEHHS) 3 OCHOBHOI AISUIBHOCTI Ta 3
KaJIpOBUX MMUTAaHb MAaIOTh OKPEMY MOPSIKOBY HyMEpAIIifo.

4.2. TIpoToxou.

4.2.1. Tlpotokom — JOKyMeHT, sIKMi (ikcye  Xim BEIEHHsS 3acilaHb,
OPUIHATTS B TMO3AIIKUTRbHOMY HAaBUYaJbHOMY 3aKJaji pIIeHb KOMICISIMH,
JOpaaYrMH OpTaHaMu, 300pamMu TOIIO.

[TpoToKoON CKITaaeThes Ha IMICTaBl 3aMKCIB, 3pO0JICHUX OE3MOCEePETHBO 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 OOrOBOPEHHSI TUTAHHS.

4.2.3. JlaToro mpOTOKOIY € JaTa MPOBEICHHS 3acilaHHsA. SKIIo 3aciiaHHsA
TPUBAJIO KUIbKa JHIB, TO 4Yepe3 TUPE 3a3HAYAIOThCS MEpPUIMKA 1 OCTaHHIN JEHb
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3aCiJIaHHA.

4.2.4. Homep npoTOKONY TOBUHEH BIANOBIIATH MOPSIKOBOMY HOMEPY
3acinanHg. HyMepalis mpoTOKOJIIB BEAETHCS B MEXKAX KAJIEHJAPHOIO POKY OKPEMO
32 KOXHOK TPYIOI MPOTOKOJIIB 3acCiJaHHsS BIAMOBIHOIO KOJErialbHOTO
oprany. VY pekBI3UTI ~Miclie 3aciJaHHSA 3a3HA4Ya€TbCcsl Ha3Ba HACEJIEHOTrO
MYHKTY, B SIKOMY B110yJ0CS 3aciiaHHs.

4.2.5. 3arosioBOK 110 TEKCTy MPOTOKONY TOBHHEH BigoOpa)kaTH BHU]
3acimanHs (Hapaga, 300pu, KoHdepeHIis Toie) ado KoJjeriaibHOol MISIBHOCTI
(komicist, panma, KoJieris, poOoya Trpyma TOHIO) 1 BKJIOYATA Ha3BYy BUIY
JTIOKYMEHTA.

4.2.6. TekcT MNPOTOKOJIY CKJIQNAEThCs 13  BCTYNMHOI Ta  OCHOBHOT
YJaCTHH.

4.2.7. Y BCTynHIN 4acTUHI MPOTOKOJIY 3a3HAYAIOTHCA MPI3BUILA Ta 1HIIATIU
rojioBu a00 TOJOBYIOUOTO, CEKpeTaps, 3alpoIleHHUX, a TAKOXK MPHUCYTHIX OcCiO.

VY chnmcKy NPUCYTHIX 3a3HAYarOThCAd B al(aBITHOMY TOPSJKY CIOYATKY
npi3BUIIA Ta IHIIATM TPUCYTHIX MOCTIMHUX YIIEHIB KOJETiaJlbHOTO OpraHy 0e3
3a3HAYCHHsI T0CaJ, MOTIM — 3aMpoIIEHUX OCi0 13 3a3HAYECHHSAM TOcaa Ta y pasi
noTpeOu HallMeHyBaHb YCTaHOB. SIKIIO KUIBKICTh TPUCYTHIX TIEPEBUIILYE
15 oci0, 3a3Ha4aeThcd iX 3arajbHa KIIBKICTH 3 IMOCWJIAHHSAM Ha CIIMCOK, IIIO
JI0JTA€THCS 710 POTOKOY.

BerynHa dacThHa BKIIOYa€ MOPSIOK JIEHHUNM — TEpeiK pO3TISTHYTUX 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 TMOJIS, TMICIAS HUX
CTaBUThCS JIBOKpamka. KokHe NMuUTaHHS HyMepYyeThcs apabChbKuMH mudpamu 1
IpyKyeThcsl 3 ab3aiy. PopMyBaHHS NMUTaHb Y MOPSIKY JICHHOMY MOYMHAETHCS 3
npuiiMenHuka “TIpo*.

4.2.8. OcHOBHA YaCTHHa MPOTOKOIY CKJIAJAEThCS 3 PO3MLUIIB, SKI MOBUHHI
BIJIMOBIIATH TYHKTaM TMOPSAKY JEHHOro. Po3niin HyMepyrThCsS apaOChKUMU
nmudpamu 1 OyAyIOThCS 3a TaKOI CXEMOIO:

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

3a3HaveHi cjoBa APYKYIOTHCS BEIMKUMU JliTepaMu 0e3 BIICTYyIy BiJ MeExi
niBoro mojs. Ilicms mmMx CiiB CTaBUTBCS JIBOKpaIiKa.

4.2.9. Iicnsa cnosa “CIIY XAJIN* 3a3Ha4a€ThCsl TEKCT BUCTYIY OCHOBHOTO
nonoBigava. [Ipi3Buime Ta iHIIIaaW KOXKHOTO JIONOBi/ada JIPYKYIOTHCS 3 HOBOTO
psaka. TekcT BUCTYIY BUKIAIAETHCS Y TPETiid 0C001 OTHUHH.

4.2.10. Texctu abo Te3W MOMOBiAI Ta BUCTYMIB, O(QOPMIICHI SK OKpeMmi
JOKYMEHTH, JI0 TEKCTy TPOTOKONY He BKIouaroThes. [licims BimomocTed mpo
JIOTIOB1ja4ya CTaBUTHCS TUPE 13a3HavYaeThesi: ~TeKCT JOMOBiAl (BUCTYITY) N0JAETHCS
110 IPOTOKOJTY*".

4.2.11. Tlicna cnoa "BUCTYIINJIN® (ikcyroTbcsi BUCTYNU TUX OCIO, sIK1
B3SUJIM Yy4acTh B OOTOBOpPEHH1 MOMOBiJl. Buctynu opopmisitoTbCsi Y NpOTOKOL 13
3a3HAYCHHSIM TOCaJ, MPI3BHUII Ta 1HINIAJIB MPOMOBIIIB Y HA3UBHOMY BIIMIHKY, a
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TAaKOX 3 BHUKIAJCHHSIM 3MICTy MHWTAaHHS Ta BIANOBIIEH HAa HBOro. 3MICT
BUCTYIIB BHUKJIAJAEThCA Bl TPEThOI OCOOM OJHUHHU.

4.2.12. [Ticns CJIOBa "BUPIINIIA (C"YXBAJIWII®,
"IIOCTAHOBWJIN®) dikcyeTbcs MNpUNAHATE pilIeHHS 3 OOrOBOPIOBAHOIO
MUTaHHS TOPAJIKY JIEHHOro. PilieHHs NOBUHHE OYyTHM KOHKPETHUM 1 BKIIIOYATH
CKJIaJI0B1, IO BIATIOBIAAIOTh HA Taki MHUTAHHS: KOMY, IO 3poOUTH 1 B
SIKMH CTPOK.

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

42.13. YV pa3l Koaum Ha 3acijaHHI MNPUUMAETHCS PIMICHHS TIPO
3aTBEp/KEHHS JOKYMEHTa, SIKUA OOroBOPIOBAaBCS HAa 3acCiJlaHHl, LEed JOKYMEHT
JIOTA€ThCS IO MPOTOKOJY 1 B HBOMY POOHUTHCS TOCWUJIAHHS Ha HOMEp 1 Jary
OpOTOKONY. 3a HasABHOCTI IHIIMX JIOKYMEHTIB, [0 pO3TJsfanucs 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
JOJIaTKH.

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

4.3.Cayx00BHUIA JIHCT.

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

BIJIMOBiII MpPO BHUKOHAHHS 3aBJaHb, BH3HAYEHUX B aKTax OpraHiB
Jep>KaBHOT BJIad, JOPYYCHHSX BHIIUX I10CATOBUX OCi0;

BIJINTOB1/11 HA BUKOHAHHS JIOPYYEHb YCTAHOB BHUIIIOTO PiBHS,

BIJINTOBI1/I1 HA 3aIUTH 1HIINX YCTAHOB;

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

BIJINTOB1/11 HAa 3alUTH Ha 1HGOPMAIIiIO;

IHIIIaTUBHI JIUCTH;

CYNPOBIIHI JIUCTH.

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

4.3.3. Jluct mae Taki PeKBI3MTH: JaTa, PEECTPAllIMHUN 1HJICKC, MOCUIaHHS
Ha peecTpaliiHuK 1HJIeKC 1 J1aTy TOKYMEHTa, Ha SIKHI JTa€ThCS BIAMOBIAb, agpecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKA PO HASIBHICTH MOAATKIB (y pasi moTpedn),
MIIIHAC, BIIMITKA PO BUKOHABIIA.

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

4.3.4. OCHOBHMM pPEKBI3UTOM CIY>KOOBOTO JIMCTa € TEKCT, IO, SK
MPaBUJIIO, CKIAJAETHCA 3 JIBOX YAaCTHH. Y TMepIIid YacTHHI 3a3HA4a€ThCs
Npu4MHa, TMiAcTaBa a00 OOIPYHTYBaHHSI MIJTOTOBKM JIUCTA YU HABOJSITHCS
MMOCWJIAHHSA Ha JOKYMCHTH, IO OYJIM IiACTaBOIO JUIS HOTO CKIAICHHS.

Jlpyra yacTHHA BKJIIOYAa€ BUCHOBKH, MPOITO3HIIii, MPOXaHHs, PIICHHS TOIIO,
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K1 PO3MIIIYIOThCS 3 ab3airy.
4.3.5. Sl npaBuio, y JIMCTI HOPYIIYETHCA OJHE IMUTAHHS.
Texkct naucTa  BUKIANAEThCS Bl  mepuioi  ocoOM  MHOXHUHHA 3

e 9

BUKOPHUCTAHHSM CJIIB: “MPOCUMO MOBIJOMUTH..., ’p0O3'SICHIOEMO, 1110...".
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 mnpuiioMmi-nepenayi crpas, OpuUiilOMi-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 JI0 TEKCTY, TEKCT, MIAMUCU Oci0 (He MEHIIe
TPHOX), K1 CKJIaJIaJId aKT.

4.4.3. TekcT aKTa CKJIaa€ThCA 13 BCTYIMHOI Ta KOHCTAaTyIO401 YAaCTHH.

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

Y KOHCTaTylouid 4YacTHHI BHKIAQJAEThCS CyTh, 3aBIaHHsI, XapakTep
BUKOHAHOI poOOTH, BCTaHOBIEHI (hakTh, mpormosuilii Ta BUCHOBKU. KoHcTaryroua
JacTUHA MOXe OOPMIISITUCS Y BUTJIS1 TAOTHIIL.

VY KiHIIl TEKCTY aKTa 3aMUCYIOTHCS JIaHl MPO KUTBKICTh €K3EMILISAPIB aKTa Ta
iX MICIe 3HaXOI>KEHHS.

4.4.3. AKT WIANUCYETbCS BciMa oco0amu, sKi OpaJii y4dacTb Yy WHMOro
CKJIAJIaHHI.

4.4.4. Ocoba, ska Mae 3ayBaX€HHsA JO 3MICTY aKTa, MIANUCYE HOro i
BUKJIAJ]A€ CBOIO TYMKY Ha OKPEMOMY apKyIIli, SIKHW JOJA€ThCS 0 aKTa.

4.5. Jlns omepaTHBHOTO BUPIMIEHHS CIY’)KOOBUX IHUTaHb JIO3BOJISIETHCS
nepenava tenaedonorpam. TenedoHorpamu oHOPMIISIOTECS B OJJHOMY €K3EMILIAPI,
iX mianMcye KepiBHUK MO3aMIKUIBHOTO HABYAJIBHOTO 3aKJIany.

4.6. Jlomatkm 10 JTOKYMEHTIB, KpIM JOJATKiB 10 CYHPOBITHUX JIHCTIB,
CKJIQJAIOThCS 3 METOIO JIOTIOBHEHHSI, MIOSCHEHHS OKPEMUX MUTAaHb JTOKYMEHTa abo
JIOKYMEHTA B IILJIOMY.

Honatku ohOpMIISIOTECS, SK MPABUIIO, HA CTaHJAPTHUX apKylllax Mamnepy.
Ha npyromy i HacTymHHMX apKymiax jJojaTka poOuThbest BimMitka: “IIpomoBikeHHS
nonatka”, “IIpomoBxkeHHs qogatka 1.

VY pa3i HagBHOCTI KUIBKOX JOAAQTKIB HAa HHUX 3a3HAYAlOTHCS ITOPSIKOBI
Homepu, Hanpukiaaa: Jomatok 1, JlomaTtok 2 Tomo. 3Hak “Ne” mepen mudpoBuUM
MMO3HAYEHHSIM HE CTaBUThCHI.

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

JlonaTok: Ha 5 apk. y 2 npuMm.

kIO AOKYMEHT Ma€ JO0JaTKu, NMOBHE HAalMEHYBaHHS SKUX Yy 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 nexaroriyHuil ctax Ha 1 apk. B 1 npum.

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

V. Ilepenik 000B’A3KOBOI ILJIOBOT JOKYMEHTAII11
MO3aIIKLTFHOTO HAaBYAIBHOT'O 3aKJIaIy

5.1. CtaTyT no3alIKiIbHOIO HABYAJIBHOTO 3aKJIaJy.

5.2. CBiouTBO MpO JAEpKaBHY aTECTAIlll0 MO3alIKUIBHOTO HaBYAJIbHOTO
3aKiany.

5.3. Marepianu aepkaBHOT aTecTallii MO3aNIKiIbHOTO HAaBYAIBHOTO 3aKIady.

5.4. Axtu mpuiiomy-Tiepeadi MO3amKiUIbHOTO HABYAJIBHOTO 3akiany (mpu
3MiH1 KEPIBHHUIITBA).

5.5. KoHTposibHO-Bi3HTaIlIiHA KHUTA.

5.6. Cratuctuuna 3BITHICTB 32 popmoto Ne 1-I13 (ocBiTa).

5.7. Homenknartypa cripas.

5.8. TlonoxxeHHS MPO CTPYKTYPHI MIAPO3AUINA MO3ANIKIIHHOTO HABUAJLHOTO
3akiaay (BiAAUIH, TabopaTopii, HEHTPH TOIO0) — 3a 1X HASIBHOCTI.

5.9. JlineH3is Ha HaJaHHS OCBITHIX MOCHYT Yy cepi npodeciiHO-TeXHIYHOT
OCBITU — Yy pa3i 31iicHeHHa TmpodeciiiHol MIArOTOBKK 1 MepemiaroToBKU
POOITHUYMX KapiB.

5.10. Yrogu mnpo (QyHKIIOHYBaHHS TYPTKIB 1 TBOpUMX OO0’€IHAHL Y
IPUMIIIEHHSX 3araJbHOOCBITHIX, MPOQECIMHO-TEeXHIYHNX HABYAIBHUX 3aKJIaJiB,
HAaBUYaJbHO-BUPOOHWYMX  KOMOIHATIB, MIJANPUEMCTB, OpTraHizalii, BHUIIUX
HaBUYaJbHUX 3aKJajiB, HAyKOBUX YCTAHOB, Ha 0a3i CIOPTUBHUX OYIiBENIb 1
CTaJ10HIB TOIIO (32 HASBHOCTI TAKUX BITHOCHH).

5.11. Iman po60TH MO3AIIKUIBHOTO HABYAIBLHOTO 3aKJIay Ha TOTOYHUHN PIK.

5.12. HaByanbHuii miaH.

5.13. HaBuanbHi iporpaMu (17151 TYpTKiB, CEKIliid, 00’ €IHaHb, KOJICKTHBIB).

5.14. Po3kiaz 3aHSATS.

5.15. Kypuan ob6niky podotu ryptka (cekilii, 00’ e HaHHS, KOJICKTHBY ).

5.16. Kuaura oO0xiky Ta BuJadi CBiIOUTB (IIOCBIAYEHB) MPO MO3AMIKIIBHY
OCBITY (3a moTpedn).

5.17. Menu4Hi 10OBiIKK BUXOBAHIIB (Y4YHIB, CIyXadiB) JUIA 3apaxyBaHHS 10
CIIOPTUBHUX, CIMOPTUBHO-TEXHIYHUX, TYPHUCTCHKUX, XOpeorpadidHux o00'cTHAHD,
MOYaTKOBUX  CIEI[IaJI30BAHUX MHUCTEIbKMX HaBYaJIbHHUX 3aKJIaJiB — TIPo
BIJICYTHICTh y BHXOBaHIIB (Yy4HIB, CJIyXadiB) MPOTHIOKAa3aHb ISl 3aHATH Y
3a3HAYCHUX HaBUAIBHUX 3akiagax (BiamoBimHo 1m0 cT. 14 TlomoskeHHs mpo
MO3alIKUTFHANA HABUYAIBHUN 3aKiajl, 3aTBEP/KEHOr0 MocTaHoBOl0 Kalbinery
MinictpiB Ykpainu Bix 6 TpaBas 2001 poxy Ne 433).

5.18. Kuura Haka3iB 3 OCHOBHOI JIISJIbHOCTI.

5.19. Kuura Haka3iB 3 KaJApOBUX MMUTAHb.

5.20. TpynoOB1 KHUKKH TIPaIliBHUKIB.

5.21. Oco6oBi cipaBu MpaliBHUKIB.
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5.22. Kaura 001Ky TpyJOBUX KHUKOK IPAI[IBHUKIB.

5.23. llItatHuii po3nuC NpALiBHUKIB.

5.24. IlpaBuna BHYTPIIIHBOTO TPYIOBOIO PO3MOPSAKY MO3AIIKIIBHOTO
HABYAJIBHOTO 3aKJIaly, po3po0JieHI Ha OCHOBI THUIOBUX MPaBWI BHYTPIUIHBOTO
pPO3MOPSIAKY 71l TPAILiBHUKIB JIEp)KaBHUX HABYaJIbHO-BUXOBHHX 3aKJIaJiB
YkpaiHu.

5.25. IlocanoBi IHCTPYKIIi MPALIBHUKIB.

5.26. Knura npoToko:iB 3acijiaib MeJaroriyHoi pajiu.

5.27. Kaura npoToOKOJiB 3aciiaHb 3arajibHuX 300piB (paau, KOH(EpeHIii)
KOJICKTHUBY.

5.28. Kaura BHyTpIIIHHOTO KOHTPOJTIO.

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

5.30. ArecTaniiiHi MaTepiaiu MeJaroriyHux MpaliBHUKIB.

5.31. CanitapHi KHI>KKH TPAIIBHUKIB.

5.32. KypnHanu 061Ky BX1JHOT Ta BUX1THOT KOPECIIOHIEHII11.

5.33. Kypnan o06J1iKy 3BepHEHb Ta 3asiB TPOMA/JISH.

5.34. XKypnanmu peectparilli iIHCTPYKTaxiB 3 TEXHIKM O€3MEKH Ta OXOPOHH
npaili MpamiBHUKIB MO3AIIKUIBHOTO HABYAJIBHOTO 3aKJIay.

5.35. XKypnanmu peectparili iHCTpYKTaxiB 3 TEXHIKM O€3MEKH Ta OXOPOHH
mpalli BUXOBaHIIB (Y4HIB, CIyXayiB) ITiJ1 Yac HaBYaJIbHO-BUXOBHOI'O MPOIIECY.

5.36. XKypnan peecTpaiii HEIIACHUX BUNAAKIB 3 TMpalliBHUKAMH,
BUXOBAHIIMU (YUHSIMH, CITyXayaMH) MO3AIIKITLHOTO HABYAJIBHOTO 3aKJIay.

5.37. IHBeHTapHO-TEXHIYHUN TACIOPT IO3AMIKIILHOTO HaBYAJIBHOTO
3aKiany.

5.38. loxymeHTH (CBiIOIITBA, aKTH, JOTOBOPH) HA 3€MJIIO, CIIOPYIH, MaitHO,
Ha TPaBO BOJIOJIHHS, KOPUCTYBAHHS, POMOPSIHKEHHS MaiTHOM.

5.39. Akt mnupuitmMaHHsS W mnepenadi Oy/iBellb, NPHUMIIIECHb, 3E€MEJIBHUX
JUISHOK Y KOPUCTYBAaHHS 3aKJIay.

5.40. TuBeHTapHI )KypHAJIU 00JIIKY OCHOBHHUX 3aCO01B.

5.41. InuBenTapHa kHuTa 010710TE€UHOTO (HOHIY — 32 HAIBHOCTI O10JTI0TEKH.

5.42. luBeHTapU3alliifHi OMTUCH, aKTH.

5.43. Komropucu Ha TpPOBEJAEHHS KaMiTAIbHOTO PEMOHTY — 32 YMOBHU
MIPOBECHHSI TAKOTO.

5.44. ]JloxymeHTH (JIOTOBOpH, yroAH, aKTH) MPO MPUHAMAHHS 1 37aBaHHS
Oy/iBelb, IPUMIIIIEHD B OPEHAY — 33 HASBHOCT1 OPCHIHUX BITHOCHH.

5.45. JlokyMeHTaIis TPAKTHUYHOTO TICKXOJIOra, COIIAJbHOrO IIeJarora
(3riHO 3 BIAMOBITHUMU HOPMATHBHO-TIPABOBUMH JTOKYMEHTaMHU ).

VI. Peectparlis TOKyMEHTIB

6.1. JIokyMEeHTH B MO3AIIKUILHOMY HAaBYAJIbHOMY 3aKjIajJl PEECTPYIOTHCS
HE3aJIeXKHO BiJl cloco0y iX JI0CTaBKH, Mepeayl Y CTBOPECHHS.

6.2. PeecTpaliist JOKyMEHTIB TPOBOAUTHCS 3 METOIO 3a0€3IEUCHHS 1X 00JIIKY,
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KOHTPOJIIO 32 BUKOHAHHSM 1 OIEPATUBHUM BUKOPUCTAHHSAM HasiBHOI B IOKYMEHTaX
1HpopMarii.

6.3. Peectpallis 1OKyMEHTIB MOJSTa€ y BEACHHI 3amuCcy OOJIKOBUX JaHUX
PO TOKYMEHT 32 BCTAHOBJIEHOIO PEECTPALIIITHOIO (GOPMOI0, SIKUM (PIKCYeEThCS (HaKT
CTBOPEHHS, BIANpPABIEHHS a00 oJiepKaHHs JOKYMEHTa HUIIXOM IMPOCTaBIEHHS Ha
HbOMY PEECTpalifHOrO 1HACKCY 3 MOAAJbIIUM 3allMCOM Yy 3a3HaueHuX (opmax
HEOOXITHUX BIIOMOCTEH MPO JOKYMEHT.

6.4. JlokyMeHTH, SIKI HAIXOASATh N0 3aKjaay, PEeCTPYIOTbCS B KypHal
peecTpalii BXIJHOI KOPECHOHJEHIII, a Ti, [0 BIANPABISIOTHCS 3 HBOTO, — Y
KypHalIl peecTpaiii JOKYMEHTIB, CTBOPEHHMX MO3AIIKIIbHUM HaBYAJIbHUM
3aKJIaJIOM.

[Ipumipna Qopma KypHally peecTpaiii BXiIHOi  KOPECTOHIEHIIi
MO3aIIKUILHOTO HABYAIBHOI'O 3aKJIaly HaBeJIeHa B 10AATKY .

[Ipumipna c¢opma KypHalmy  peecTpamii JOKYMEHTIB, CTBOPEHHX
NO3alIKUIbHUM HaBYAJIBHUM 3aKJIaJ0OM, HaBeJleHa B JOJATKYy O.

6.5. JIOKYyMEHTH pPEECTPYIOTbCS 3a TpylaMH 3aJe)KHO BiJl Ha3BU BUY,

aBTOpa Ta 3MICTy TOKyMeHTIB. Hampukiam, okpeMo peecTpyrOThC:

aKTH OpraHiB JepXKaBHOI BJIaTU, JOPYYEHHS BHUIIMX IOCAJOBUX OCIO,
3aIliTH, 3BEPHEHHS, a TAKOXK KOPECTIOH ICHIIis, 110 HAIIHIIIIA 10 3aKIady;

Haka3u (PO3MOPSIKEHHS) 3 OCHOBHUX MUTaHb JiSTIHOCTI MO3ANIKUTEHOTO
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 (mamepoBi KoImii JOKYMEHTIB, MepeaHi 3 BUKOPUCTAHHIM
3ac001B (haKCUMITBHOTO 3B’ S3KY) PEECTPYIOTHCS OKPEMO Bij 1HIIMX JOKYMEHTIB.

6.7. JJokyMeHTH, IO TEPENAIOThCS EJIEKTPOHHOIO TIOMITOK y CKaHOBaHIM
dopmi Ge3 emekTpoHHOro MHUGPOBOrO MIAMKHCY, PEECTPYIOTHCA 3a TOTpedU —
OKPEMO BiJ] IHIIUX JOKYMEHTIB 13 3a3HAYCHHSIM €JICKTPOHHOT aJpecH BiIIIpaBHUKA
Ta ajpecara.

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

JIns  BXIQHUX JOKYMEHTIB  PEECTpalllMHUI  IHJAEKC CKIIaJae€Thesl 3
MOPSIAKOBOIO HOMEpa Ta IHJAEKCY chpaBu, Hampukiaa: 45/01-10, ne 45 -
nopsiikoBuit Homep, 01-10 — iHgeKc cpaBw.

VY BHUXITHOTO JOKYMEHTA pEeCTpaliiHUI 1HAEKC MOKE PO3MIILIYBATUCS Yy
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3BOPOTHIA TOCIIIOBHOCTI — IHJIEKC CIPaBU Ta MOPSJIKOBUN HOMEp, HAMPUKIALI:
02-15/58, ne 02-15 — inaekc cupasu, 58 — MOPSIAKOBUI HOMED.

6.9. V nozamkuibHMX HaBYAJbHUX 3aKJIaJaX MOXKE 3aCTOCOBYBATHUCA OJIHA 3
dopM peectpallii JOKYMEHTIB — OJKypHaJbHa, YM aBTOMaTh3oBaHa (3
BUKOPHUCTAHHSM CIIELIaJIbHUX KOMII IOTEPHUX MIPOrpam).

6.10. IlpumipHuii mepesnik JOKYMEHTIB, IO HE MIISTaloTh peecTpauii
CIIY»0010  AUIOBOACTBA (AIOBOJOM) TMO3AIIKUILHOTO HABYAJIBHOTO 3aKJany,
BUKJIQJICHUMN y N0JATKY 7.

VIl. CxianeHHst HOMEHKJIATypH CIIpaB

7.1. HomenknaTypa crpaB — 11e 000B’I3KOBHM JJIs1 KOKHOTO MO3aIIKIIEHOTO
HABYAJLHOTO 3aKJaJly CUCTEMAaTH30BaHHWI TEpeiik Ha3B (3arojOBKiB) CIpaB, IO
(GbopMyI0ThCS B OT0 IIIIOBOJICTBI, 13 3a3HAUYECHHSIM CTPOKIB 30€piraHHs CIIpas.

7.2. HoMeHKIIaTypa crpaB NMpU3HAYCHA JUIsl BCTAHOBJICHHS B TO3AIIKUIEHOMY
HaBYAJIIBHOMY 3aKJIaJli €IMHOTO MOPSAAKY (OPMYBaHHS CIpaB, 3a0€3MEUYCHHS 1X
00J1iKy, OTIEpaTHBHOT'O IMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BU3HAYCHHS
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
3aKJiajly HaBeJIeHa y JI0JIaTKy 8.

7.4. 3arojoBOK CIpaBH TMOBHHEH YITKO Yy CTHUCIINA Yy3arajJbHEHid (opmi
BITIOOpaKaTH CKJIaJ 1 3MICT JOKYMEHTIB CIIPaBH.

3aroyioBOK CIpaBH CKIIAIA€THCS 3 €IEMEHTIB, IO PO3MIIIYIOThCS Yy TaKii
MOCJTITOBHOCTI: Ha3Ba BUAY CIpaBu (JIMCTYBaHHS, KypHAaJl, KHUTa TOIIO) YU BHUIY
JIOKYMEHTIB y cmopaBi (HaKa3W, MPOTOKOJM, AKTU TOIIO); aBTOP JIOKYMEHTIB
(HaiiMeHyBaHHS 3aKJIaNly); KOPECTOHACHT abo aapecar (HalilMeHyBaHHS YCTaHOBH,
710 sKOi anmpecoBaHi abo Big SKOI HAMIMNUIA JOKYMEHTH), KOPOTKHUWA 3MICT
JIOKYMEHTIB CIpaBu (MHUTaHHS, 3 AKOro (OPMYEThCS CIpaBa); mara (mepion), 10
AKOT HaJeXaTh JOKYMEHTH CIPaBH; BKa31BKM Ha HASBHICTH KOMIM TOKYMEHTIB Y
cipasi (y pa3i motpedn).

VY 3aronoBkax 0COOOBHX Ta IHIIUX CIPAaB, IO MICTATh JOKYMEHTH 3 OJTHOTO
MUTaHHS, TIOB’s13aHi MOCIIIOBHICTIO BEJICHHS TIPOIEAYP AUTOBOICTBA, BXKUBAETHCS
TepMiH “cripaBa’, Hanpukias: “OcoboBa cripaBa’”.

VY 3aronoBkax cmpaB, O[O MICTSATh IOKYMEHTH 3 OJHOTO THUTAaHHS, HE
MOB’s13aH1 TOCJIIIOBHICTIO BEJICHHS MPOLEAYp ALIOBOJCTBA, BXKUBAETHCS TEPMIH
“TOKYMEHTH’, a TICIA HbOTO B JY)KKaX 3a3HAYarOThCs OCHOBHI BUAM 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” BKUBAETHCA TAKOX Yy 3aroJOBKax CHpaB, IO MICTITh
JOKYMEHTH-IOATKU 110  OyAb-IKOTO  HOPMAaTUBHO-IIPAaBOBOrO  akTta  abo
pPO3MOPAIYOrO TOKYMEHTA 3aKIany.

Y 3arojoBkax cmpaB, II0 MICTATh IUIAHOBO-3BITHY JIOKYMEHTAIIIIO,
3a3Havyae€Tbcd Mepiof (Micsub, KBapTaji, MIBpidYs, piK), B SKOMY IUIaHY€ETHCS
CTBOPEHHS IOKYMEHTIB, a00 mnepio iX (paKTUYHOIO0 BUKOHAHHS, HAIIPUKIIA/L:

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

2. 3BIT NOpO BHUKOPUCTAHHS  OIOJUKETHUX  KOWITIB  MO3AIIKUIBHOTO
HaBYaJbHOTrO 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, OOJIKOBO-IOBIIKOBUX BUJIIB JOKYMEHTIB. Y
KOKHIM 3 IIUX TPYI JOKYMEHTH TaKO PO3MILIYIOTHCS 3 YpaxXyBaHHSM BaKJIMBOCTI
Ta CTPOKIB 30€piraHHs.

VIIl. ®opmyBanHs cripa

8.1. dopmyBaHHs cpaB — 1€ TPYMYBaHHS BUKOHAHUX JOKYMEHTIB y CIIPAaBH
BIJIIOBIHO IO HOMEHKJIATYPH CIIPAB.

8.2. Ilix vac ¢opmyBaHHsS crpaB CiiJ JOTPUMYBATUCA TaKUX 3arajibHHUX
paBWjI: BMIIIYBaTH y CIHOpaBd TUIbKKM BHUKOHAHI JOKYMEHTH BIJIOBIHO 0
3aroJIOBKIB CIpaB B HOMEHKJIATYpi; TPyNyBaTH Yy CIpPaBU JOKYMEHTH, BUKOHaHI
IPOTSATOM OJTHOTO KaJICHIAPHOTO POKY, 32 BUHITKOM MEPEXiAHUX CTpaB (BEAYThCS
IPOTATOM K1JIbKOX POKIB), 0COOOBHX CIpaB; BMIIIyBaTH y CIIPaBH JIUIIIE OPUTTHAIH
abo0 B pasl iX BIJACYTHOCTI 3acBilu€HI B YyCTAaHOBJICHOMY TMOPSAKY KOIMii
JOKYMEHTIB; HE JOMYCKAaTH BKJIIOYEHHS JIO CIpaB YOPHOBUX, OCOOMCTHUX
JIOKYMEHTIB, PO3MHOXXCHHX KON Ta JOKYMEHTIB, IO MiJUISTalOTh 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 TpymylOThCS y CIOpaBU B XPOHOJIOTIYHOMY Ta/abo
JIOTIYHOMY TTOPSIAKY.

8.4. IlomoxeHHs, mpaBwiia, THCTPYKIIT TOIIO, 3aTBEPKEHI PO3MOPSTINMH
JTOKYMEHTaMH, TPYMYIOTHCS Pa30M 13 3a3HAYCHUMH JJOKYMEHTaMHU.

8.5. Haka3u 3 muTaHb OCHOBHO1 JISTIBHOCTI 3aKiiay, 3 aJMIHICTpaTUBHO-
rocrloJIapChbKUX MUTaHb, 3 KQJAPOBUX NMUTaHb IPYMYIOThCA B Pi3HI cipaBu. Hakasu 3
KaJIpOBUX MHUTaHb (OCOOOBOrO CKIIaNy) TPYMYHOTHCA BIAMOBIIHO 10 iX BHUIIB Ta
CTPOKIB 30€epiranHsi.
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[IpoTokonu 3acijaHb KOJIETIaAbHUX OPraHiB IMO3aIIKUIBHOIO HABYAJIBHOIO
3aKiany TPYNYIOTbCS y CIOPaBU B XPOHOJIOTIYHOMY MOPSAKY 1 32 HOMEpPaMHU.
JIOKyMeHTH A0 3acijaHb 3a3HaY€HUX OpPraHiB CUCTEMATH3YIOTbCA 3a JaTaMH Ta
HOMEpPAMH MPOTOKOJIIB, & B MeXaX IPYNU JTOKYMEHTIB, IO CTOCYIOTbCA OIHOTO
MPOTOKOIY, — 32 OPSAJIKOM IEHHUM 3aCiIaHHS.

8.6. lopydyeHHsI yCTaHOB BHMIIOrO PIBHS Ta JOKYMEHTH, MOB’s3aHI 3 iX
BUKOHAHHSM, TPYHYIOThCS y CIpPaBH 3a HampsMamu JisUIbHOCTI 3akiany abo 3a
aBTOpaMU  IHILIATUBHUX JOKYMEHTIB. JIOKYMEHTH Yy HEBENMKIA KUIbKOCTI
IPYNYIOThCS B OJHY ClpaBy. Y CHpaBl JOKYMEHTH CHCTEMATH3YIOThCS 3a JaTaMu

JOpYYEHb.

8.7. 3aTBep/aKeHI IUIaHU, 3BITH, KOIITOPUCU TPYHYIOTHCS y CIIPAaBU OKPEMO
BIJl IPOEKTIB IIUX TOKYMEHTIB.

8.8. JluctyBaHHS TpymHyeThCs 3a 3MICTOM 1 KOPECHOHJEHTCHKOI O3HAKOIO
Ta CHUCTEMAaTH3YEThCSA B XPOHOJOTIYHOMY TIOPSJKY: JIOKYMEHT-BiAMOBIIb
PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.

8.9. MeroanuHe KEpIBHUITBO 1 KOHTPOJb 3a (OPMYBaHHSAM CIIpaB Yy
MO3allIKUIPHOMY HaBYaJIBHOMY 3aKJIaJii Ta WOro CTPYKTYPHUX Migpo3iiaax
3MIMCHIOETHCS JTUIOBOJIOM YH O0CO00I0, Ha SKy TOKJIQJIA€ThC OpraHi3allis
IJIOBOJICTBA B 3aKJIa/l.

IX. 30epiranHs TOKyMEHTIB

9.1. JlokyMeHTH 3 4acy CTBOpPEHHS (HaIXO/KEHHS) 1 10 mepeaadi 10 apXiBy
3aKyaay 30epiraroThes 3a MicieM ix hopMyBaHHS.
KepiBHUK  1MO3alIKUILHOTO  HAaBYAIBHOTO  3aKiaay Ta  IpalliBHUKH,
BIJINTOB1IaJIbHI 3a OpraHi3allifo JUIOBOACTBA, 3000B’s3aHi 3a0e3meunTu 30epiraHHs
JIOKYMEHTIB 1 CIIpaB.

9.2. CnpaBu MOBUHHI 30epiratucs y BEpPTHUKAJIbHOMY TOJIOKEHHI B mmadax,
10 3aKpuBaroThes. Ha KopiHIaX 0OKIIaIMHOK CIIpaB 3a3HAYAIOTHCS 1HJEKCH CIIPaB.

9.3. Bumpgaua cmpaB y THUMYacoBe KOPUCTYBaHHS  MpaIliBHUKAM
MMO3AMIKIIFHOTO HABYAJIIBHOTO 3aKiaay 3IIMCHIOETBCA 3 YCHOTO JO3BOJY HMOTO
KEpIBHHKA, a IHIITMM yCTaHOBaM — 3 OT0 MIMChMOBOTO J103BOJTy. Ha BuaaHy cripaBy
CKIAJAE€ThCsl KapTKa — 3aMIHHUK. Y KapTii 3a3HA4aloThCAd I1HACKC CIpPaBH,
3aroJIOBOK CIIpaBH, Jara il Buaadi, ocoba, SKiM cOpaBy BHUAAHO, jgara ii
MMOBEPHEHHSI, MIAMUCHU OC10, SIK1 BUAAIH Ta IPUIHSIIN CIIPaBY.

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

9.4, BuinydeHHsT JOKYMEHTIB 13 CHOpaBU TMOCTIMHOrO  30epiraHHs
3a00pOHSETHCA. Y BUHSITKOBUX BUIAJIKAX BUIYUYEHHS JTOKYMEHTIB JOMYCKAETHCA 3
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JI03BOJTy KEpIBHUKA TMO3alIKUIBHOTO HaBYAJIBHOTO 3aKiiajy 3 O0OOB’SI3KOBUM
3QJIMIIICHHSM Y CIPaBl 3aCBITUYEHUX HAJICKHUM YHHOM KOITii.

9.5. Ctpoku 30epiranss AUI0BO1 JOKYMEHTAIIl1 MO3aIIKUIBHOTO HABYAJIBLHOTO
3aKJiaJy HaBEACHO y JOJATKy 9.



Honarok 1

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHS1 000B’A3KOBOI AIOBOI
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 nepxaBHuii OyAHMHOK
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 O30BKHbBOI'0 PO3MIILIEHHS PEKBIi3UTIB

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 €IPTIOY 03072632

No
Ha Ne BIJI



mailto:bhtt@ukr.net

Jonatok 3

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

(myHKT 3.2)

BUMOI'
a0 0(OpMJICHHSI JOKYMEHTIB, III0 BUIOTOBJISAKTHCS
3a J0MOMOIOI0 IPYKYBAJbHUX 3aC00IB

1. Jlng npykyBaHHsSI TEKCTIB CIIy’)KOOBHX JOKYMEHTIB BHKOPHCTOBYETHCS
rapuitypa Times New Roman, mpudrt posmipom 12-14 npykapchbKuX ITYHKTIB.
J103BOJIIETbCSI BUKOPUCTOBYBATH LIPUPT po3MmipoM 8-12 ApyKapChbKUX IMYyHKTIB
JUIsl ApyKyBaHHA pekBi3UTY “IIpi3Buiie BUKOHABIS 1 HOMep Horo Ttenedony”,
BUHOCOK, MOSICHIOBAJIbHUX HAIHUCIB O OKPEMHX €JIEMEHTIB TEKCTY JOKyMEeHTa abo
HOT0 PEKBI3UTIB TOIIIO.

[lin wac [pykyBaHHS 3aroJIOBKiB  JIO3BOJIIETbCSI BUKOPHCTOBYBATH
HanIBXUPHUM mWpu@T (psimuit a60 KypcuB).

2. Texct nmokymeHTiB Ha mamepi ¢opmary A4 (210 x 297 wmigiMeTpiB)
PEKOMEHIOBaHO JApYKyBaTh 4epe3 1-1,5 MibkpsiakoBoro iHTepBaiy, a popmary AS
(148 x 210 mimimeTpiB) — uepe3 1 MIKPSAKOBUMA 1HTEPBAI.

JIOKyMeHTH MMOBUHHI MaTH TaKi MOJIsl (MUTIMETPIB):

30 — m;iBe;

10 — mpage;

20 — BepXHE Ta HIKHE.

PexBizutn MokyMeHTa (KpIM TEKCTY), SIK1 CKIAIAIOThCS 3 KUIBKOX PSJIKIB,
IpyKyloThcst depe3 1 MikpsakoBui iHTepBas. CKIaqOBI YaCTMHU PEKBI3UTIB
“Anpecatr”, “I'pud 3arBepmkerss”, “I'pud moromxeHHs” BIJOKPEMITIOIOTHCS OJIUH
BiJl OTHOTO Yepe3 1,5 MUKPSIKOBOTO 1HTEpPBAIY.

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

3. Ha3Ba Buay 1OKyMeHTa IPYKYETHCSI BEIIMKUMU JTITEPAMHU.

4. PosmmdppyBanus mianucy B pekBizuti “Iliqmuc” apykyerbcs Ha piBHI
OCTAHHBOTO PSJIKA HA3BU MOCAJIH.

5. He poOutbkcs BigcTym Bim MeXi JIBOTO TOJS JJis pekBi3uTIB “Jlara
JOKyMeHTa”, “3arojloBOK 10 TEKCTy HaokymeHTa”, “Tekct” (0e3 ab3zailiB),
“BinmiTka mpo HasgBHICTH noAaTkiB”’, “IIpi3Builie BHUKOHAaBLSI 1 HOMEpP WOro
teneony”, HallMeHyBaHHS mocagu y pekBButax “Ilinnuc” Tta “I'pud

MOTOJKEHHS,  3aCBiAYyBaJbHOrO0  Hamucy  “3rigfHO 3  OpUTiHAJIOM,
takox cniB “CJIIYXAJIN”, “BUCTYIIWIN, “BUPIIIINJINT, “YXBAJINJIA”,
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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 oopMieHHS! TOKYMEHTIB Ha JBOX 1 OUIbllIe CTOPIHKAaX Apyra Ta
HACTYMHI CTOPIHKM MOBUHHI OyTH mpoHymMepoBaHi. HoMepu CTOpIHOK CTaBISTBHCS
ocepeINHI BEPXHBOTO MOJIS apKyIia apadbchbkumu mudpaMu 0e3 3a3HaYEHHS CII0BA
“cTopiHKa” Ta po3AUIOBUX 3HaKIB. [lepiia cTropiHka HE HyMEpPY€EThCS.

8. TexcTu JOKYMEHTIB MOCTIHHOTO 30epiraHHs APyKYIOTbCS Ha OJTHOMY OOl
apkyma. JIokyMeHTH 13 CTpOKOM 30epiraHfHs 10 5 pOKIB MOXXHa APYKyBaTH Ha
JUILOBOMY 1 3BOPOTHOMY OOII1 apKyIiia.



Jonatok 4

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

(myHkT 3.9)

MMPUMIPHUM NEPEJIK
AOKYMEHTIB, 110 32aTBEPAKYIOTHCH
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. HomeHnknatypa cnpas.

3. 3BiTH (3BIT PO OCHOBHY AISUIBHICTB; 3BIT MPO BIAPSIKEHHS TOIIIO).

4. Onucu crpas.

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

6. [TocamoBi IHCTPYKITII.

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.



Jlogatok 5

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

HaBYAJIBHUX 3aKIa1ax

(myHKT 6.4)
INIPUMIPHA ®OPMA
JKYPHAJIy peecTpauii BXiIHOI KOpPeCmOHAeHIIiI
MO3AKIIBHOI0 HABYAJbHOI'0 3aKJIAy
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.




Jlonatok 6

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

(myHKT 6.4)

KYPHAI
peecTpanii JOKYMEHTIiB, CTBOPEHHX MO3AMKIJIbHUM HABYAJIbHUM 3aKJIAI0M

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




Jlonatok 7

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

HaBYAITBHHUX 3aKJIa/1ax
(myHKT 6.10)

MPUMIPHHUI NEPEJIIK
AOKYMEHTIB, 110 He MiJISAralTh peecTpauii cJay:k0010 ILI0BOACTBA
(1l10BOAOM) MO3ALIKUIBHOI0 HABYAJBHOI'0 3aKJIAdy*

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

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

. HaBuanpHi rmutanu, nporpamu (komii).

. PexnaMHi moBiIOMIICHHS, TUTAKaTH, IPOTPaMH Hapas, KoH(epeHiriil ToIo.
. Hopmu BuTpatu marepiaiis.

. BiTanbHi TUCTH 1 3aMPOILIECHHS.

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

. MicsauHi, KBapTajibH1, MIBPIYHI 3BITH.

. DopMU 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, 6i0mioTeri).



JlonaTtok 8

1o IIpuMipHOT IHCTPYKIIT 3
BEJICHHsI 000B’SI3KOBO1 JIJIOBO1
JIOKYMEHTAII11 B O3aIIKITLHUX
HaBYAJIbHUX 3aKJIajax

(myHKT 7.3)

3ATBEPJDDKEHO

HaliMenyBaHHs mocau KEPIBHUKA 3aKIaay

(miamuc) (iHiuiany (1H1L1aJd IMEHi),pi3BUILE)

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, YaCTHHU) (TOMIB, cTaTel 3a MepesikomM
YaCTHH)
1 2 3 4 5

HaiimenyBaHHs mocaau ocoow,
BIJINTOB1IAJIBHOT 3a OpraHi3allio A1JI0BOJICTBA

20 p.

(miamnuc)

(iHiIiam, Mpi3BHUIIE)

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

3a cTpokamMu
30epiraHHs

Pazom y TOMY YHCHi

TaKUX, M0 IICPCXOIATH

3 BigMiTkoro “EITK”

[TocriiHOTO

Tpusasnoro (monan 10 poxiB)

Tumdacosoro (10 10 pokiB
BKJIFOYHO)

Ycboro

ITimcyMKOBI BiIOMOCTI IepeIaHo 0 CIYKOH JiIOBOJICTBA

HaiimenyBaHHs mocaau ocoou,
BIIMOBIIAJILHOT 32 TIEpeavuy BiIOMOCTEH

Npi3BUILE)

20

(miamuc)

(1Himiam




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

(myHKT 9.5)

Crtpoku 30epiraHus aiJ10BOI JOKyMeHTALiI*

Ne HasBa noxymenty Crpox Homep
3/m 30epiraHHa™® | cTarTi3a
nepeIikoM
1 2 3 4
1. | CtaTyT No3amkKkuIbHOTO HABYAILHOTO 3aKJIay 110 JIKB1garii cT. 32 a
3aKJaay
2. | CBiOUTBO NPO JEp>KaBHY aTECTAIIIO MOCTIMHO cT. 573
MO3aIIKIILHOTO HAaBYAIBHOT'O 3aKJIay
3. | Marepianu nep)kaBHOI atecTallii Mo3amkKuibHOTO 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 Haka3siB 3 KaJJpOBUX ITUTAHb 75 poKiB cT. 16 6
7. | Kaura mpoToKoJIiB 3acijilaHb 3arajbHuX 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
3aknany (BiaauIn, 1aboparopii, HEHTPH TOIO) — 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 06Ky BXiTHOT 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 BU3HaueH1 BimoBiHO /10 [leperniky THIOBHUX TOKYMEHTIB, 10
YTBOPIOIOTHCS B JISJIBHOCTI OpPraHiB JIep>KaBHOI BJIaJM Ta MICLIEBOTO CaMOBPSAYyBaHHS, IHIIMX
HIANPUEMCTB, YCTAaHOB Ta OpraHizaiii, i3 3a3HaU€HHSIM CTPOKIB 30epiraHHs JTOKYMEHTIB (Hakas
Heporckomapxisy 6io 25.03.2008 Ne 52).
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15. | Yroau npo (pyHKIIOHYBaHHS I'YPTKIB 1 TBOPUHX 3 poku cT. 345
00’€/IHaHb Y IPUMIILEHHSX 3araIbHOOCBITHIX,
npodeciiHO-TeXHIYHUX HAaBUAJbHUX 3aKJIa/liB,

HaBYAJIbHO-BUPOOHUUYUX KOMOIHATIB,
HiAIPUEMCTB, OpraHizailiii, BUIMX HaBUYAJIbHUX
3aKia/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. | Po3knazn 3aHsATh 1 pik cT. 620

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

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 o06miKy Ta BUa4i CBiIOUTB (MIOCBIYCHB) 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.| OcoboBi cripaBy TpalliBHUKIB 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 iHCTPYKIIii paIliBHUKIB 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
TIpaIiBHUKIB

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 BHYTPIIIHHOTO KOHTPOJIIO (BEAETHCA Y 3 poku CT. 26
JOBUIBbHIN popMi)
34. | Kypnanu peecTpalii IHCTpYKTaX1B 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,
CJIyXadyiB) IT1J1 YaC HaBYAJIbHO-BUXOBHOTO
npouecy
36. | XKypHan peecTpaliii HEIIACHUX BUTAIKIB 3 45 pokiB cT. 479
NpaIiBHUKaMH, BUXOBAHIISIMH (YIHSIMH,
CITyXa4aMH) MO3alIKUJIbHOTO HaBYaJILHOTO
3aKIany
37. | MenuuH1 JOBIJKM BUXOBAHIIIB (YUHIB, CIyXadiB) 1 pik cT. 842
JUTSI 3apaxyBaHHS 710 CIIOPTUBHUX, CIIOPTUBHO-
TEXHIYHUX, TYPUCTCHKUX, XOopeorpadiuaux
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
HAaBYAJIHHOTO 3aKJIATy
39. | lokymeHTH (CBiIOIITBa, aKTH, TOTOBOPH) Ha o mikBimamii | cr. 31 1
3eMIII0, CTIOPY/H, MaifHO, Ha TIPaBO BOJIOIIHHSI, 3aKyIamy
KOPHCTYBaHHSI, PO3MOPSIIPKEHHS MATHOM
40. | AKT puitmMaHHs 1 Tiepenadi Oy/iBenb, 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, YTOJH, aKTH) TIPO 3 poku ct. 1151
MpUMaHHS 1 31aBaHHS Oya1Belb, IPUMIILICHD B
OpEHY — 3a HasIBHOCT1 OPEHAHUX BITHOCUH
45. | Komrropucu Ha MpoBeeHHS KalliTaIbHOTO 5 pokiB ct. 1378

PEMOHTY — 332 YMOBH IPOBEJECHHS TAKOTO
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