MIHICTEPCTBO OCBITH | HAYKH YKPATHH
AENAPTAMEHT OCBITH I HAYKH )
JIbBIBCBKOI OBJIACHOI JEPXABHOI AJAMIHICTPALLII
VYIOPABJIHHSA NPO®ECIHHO-TEXHIYHOT OCBITH,
KOOPJIUHAIIT AISITBHOCTI BULIIUX HABYAJIBHUX 3AKJIAIIB I HAYKH
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IIpo 3aTBepaKeHHsI
IneTpykuii 3 aiioBoacTBA Y
npodeciiino-TexHiYHNX -
HABYAJIbHHX 3aKJA1aX yCix
THIIB i GopM BJIACHOCTI

Ha Bukonants mnyHkty 2 nocranosu Kalimery MinicrpiB Ykpainu Big 30
auctoraga 2011 poky Ne 1242 «llpo 3arBepkenHHs TwurnoBol iHcTpykimii 3
JJIOBOACTBA Yy LEHTPAJbHMX OpraHax BHMKOHaB4Ol Biaad, Paai MiHicTpiB
AptoHoMHOI PecriyOniku KpuM, MicLeBHX opraHax BUKOHaBYOI Blau», MyHKTyY 10€
[TonokeHHss MPO  3arajJbHOOCBITHIN  HAaBYAJIBHWH  3aKiaj, 3aTBEP/KEHOTO
nocranosoto KaGinery Minictpis Ykpainu Bia 27 ceprinst 2010 poky No 778, nyHkry
10 Tlonoxkennss mpo mnpodeciiiHo-TeXHIYHNI HaBYalIbHUE 3aKiaj, 3aTBEpKEHOro
nocraosoto Kabinery Minictpie Vkpainu Big 05 cepnus 1998 poky Ne 1240,
Haka3iB MinictepctBa ocBiTi 1 Hayku Ykpainu Bin 09 cepnus 2013 poky Nel140
«lllono nuTanb opramizauii pobotH 3 ainoBoacTBay, Bin 28 cepmus 2013 poky
Ne1239 «IlIpo 3arBepiKeHHsT THIIOBOT IHCTPYKUIT 3 /IIJIOBOJICTBA ¥ 3aralbHOOCBITHIX
HaBYAJIBPHUX 3aK/IaJax yciX THIIB Ta (GOpM BIACHOCTI» Ta 3 METOK BCTAHOBIICHHS
€IMHUX BUMOI [0 BEJIeHHA JIOBOI JOKYyMeHTalil Yy TNpodeciHHO-TeXHIYHHX
HaBYAIBHUX 3aKJ1a1ax

HAKA3YIO:
1. 3arBepauTu IHCTpYyKILiO 3 Ii10BOACTBA Y NpodeciHHO-TeXHIYHUX HABYATLHUX

3aKnazax ycix Termis i popm BiaacHoOCTI (fani — [HCTpYKIList), 10 TOMA€ThCS.



2. VopasiinHioo npodeciiHO-TeXHIYHOT OCBITH, KOOPAMHALLT JisSJIBHOCTI BHUIINX
HaBUYAJBHUX 3aKJaliB 1 Haykd, HaBuajibHO-METOJAMYHOMY LEHTPY IMpodeciiHo-
TexHi4YHOT ocBiTH y JIbBiBChbKiM oOiacti, aupekropaM 1podeciiHO-TeXHIYHUX
HaBYAJIILHUX 3aKJIajliB 3a0e3MeuYnTH JOTPUMaHHs BUMOT Li€l [HCTpyKIiT.

3. Bu3HATH TaKuM, [0 BTPATHB YMHHICTH, Haka3 MiHicTepcTBa OCBITH YKpaiHH
Big 26 yepBHA 2000 poky Ne 240 «I'lpo 3arBepxeHHs IHCTpyKiliT 3 BeIeHHS 11T0BOT
JIOKYMeHTallil y 3araJlbHOOOCBITHIX HaBYallbHUX 3akianax I-I1I1 ctymnenis».

4. KoHTpoJib 3a BHKOHAHHSM LBOrO HaKa3ly IIOKJIACTH Ha 3acTyIlHHKa
Ha4vyallIbHUKA YTIPaBJIiHHS NOpodeciiHO-TeXHIYHOI OCBITH, KOOpAWHALil AiSIBHOCTI

BHUIIUX HAaBYAIIBHUX 3aKjIaiB 1 Hayku Boponsika P. M.

3aCT'yl'IHHK AHPEKTOpa AenapraMeHTy —

HAYAJIbHHK YNPaBJiHHS P. I1. baoii




SATBEPIKEHO

HaKa3 YIPABIIIHHS
npodeciitHO-TeXHIYHO1 OCBITH,
KOOpAWHAIl  JISJIBHOCTI  BHIIMX
HaBYAJIbHUX 3aKJIaiB 1 HAyKU
Bix 30 sxoBTHS 2013p. Ne 350

ITHCTPYKIIIA
3 JIIJIOBOJICTBA
y ipodeCiiiHO-TEXHIYHUX HaBUYAIbHUX
3aKJiajiax ycix TUIIB 1 (OpM BIIACHOCTI



1. 3arajbHi MoJI0KEeHHA

1.1. IacTpykist 3 Ai0BOACTBA Y MPOGECIHHO-TEXHIYHUX HABYAIBHHUX 3aKJIaaax
ycix TamiB 1 ¢popM BIacHOCTI (maini — [HCTpyKItis) po3poOaeHa BiAMOBIHO 10 BUMOT
3akoHIB Ykpainu «lIpo ocBity», «IIpo 3arampHy cepenHio ocBiTy», «lIpo
npodeciiiHo-TexHIYHy OcBITY», «IIpo moctanoBu KaGinery MiHicTpiB YKpaiHu Bij
30 muctomaga 2011 poxy Ne 1242 «lIpo 3arBepmxenHss TuUnoBoi 1HCTPYKUIi 3
JJIOBOJICTBA y LIEHTPAIBbHUX OpraHax BUKOHABYOI Biaau, Paji MiHICTpiB ABTOHOMHOT
PecnyOniku Kpum, MiclieBuX opraHax BHUKOHABYOi Biaaw», Hakasy MiHicTepcTBa
roctuilii Ykpainu Big 12 kBiTHs 2012 poky Ne 578/5 «Ilpo 3arBepmxenus Ilepeniky
TUIMOBUX JOKYMEHTIB, III0 CTBOPIOIOTHCS IMiJI 4Yac JISNIBHOCTI OpraHiB JAep>KaBHOT
BJIAJM Ta MICIIEBOTO CaMOBPsIIyBaHHsI, IHIIUX YCTAHOB, MIAMPUEMCTB Ta OpraHi3allii,
13 3a3HAYEHHSIM CTPOKIB 30€epiraHHs JTOKYMEHTIB», 3apeeCTpOBaHOTO y MiHICTEpPCTBI
foctuiii Yipainu 17 kBitas 2012 poky 3a Ne 571/20884.

1.2. THCTpyKIisi BCTaHOBIIOE 3arajbHi BUMOTH MO0 JOKYMEHTYBaHHS
YIPAaBIIHCHKOI 1H(OpMaIlii, opranizailii poOoTH 3 TOKyMEHTAMH Ta MEPENTIK THUITOBUX
JOKYMEHTIB, = 1[0  OOOB’SI3KOBO  CTBOPIOIOTBCA  MiJ  4Yac  JiSUTbHOCTI
npo(eciiHO-TEXHIYHMX HaBYAJIbHUX 3aKJadiB 13 3a3HAYEHHSIM CTPOKIB 30epiraHHs
(momarok 9).

1.3. JloTpuMaHHA BUMOI 1 pPEKOMEHJAUId WIOA0 NOPAIKY 3A1HCHEHHS
JIOKyMEHTYBaHHsI, BCTAHOBJIEHUX Ili€l0 I[HCTpyKIli€to, € OO0OB’SI3KOBUM JJIsI BCIX
IpaliBHUKIB TPO(eciiHO-TEXHIYHUX HABYAIbHUX 3aKJIaIiB.

[IpaniBHUKHM, TIPUHHATI HAa poOOTY, MOBUHHI OyTH O3HAMOMJIEHI 3 BHMOTaMHU
[HCTpYKIIIT Ta BUKOHYBATH iX.

1.4. HepxaBHuii Harmisan (KOHTPOJIb) 3a BUKOHAHHSM BUMOT IIi€i [HCTpyKIii
3MIACHIOIOTh JlepaBHa I1HCHEKINS HaBUYAJIBHUX 3aKJIaiB YKpaiHU Ta IEHTpPabHI
OpraHu BUKOHABYOi BJIaJ¥, OpTraH BUKOHABUOI Biagu ABTOHOMHOI Pecryomiku Kpum
y cdepl OCBITH, MICIIEBI OpraHW YMPaBIiHHSA OCBITOIO, SKHUM ITiIITOPSIAKOBaHI
npodeCiiiHO-TeXHIYHI HaBYAJIbHI 3aKJIa IH.

1.5. BianoBigabHICTh 3a OpPraHi3allito J1JI0BOJICTBA, 3MICT, AKICTh MIJATOTOBKHU Ta
opopMIIEHHSI JOKYMEHTIB B PO(PECIHHO-TEXHIYHUX HABYAJIBHUX 3aKJIaJaX HECYTh iX
KEPIBHUKH.

1.6. Opranizaiiisi AiI0BOACTBAa B MPOeCiiHO-TEXHIYHUX HAaBYAIBHUX 3aKjIagax
MOKJIAJIA€ThCS. HA CIEIiajbHO MpHU3HAaYeHY (MpU3HAUYCHHX) ISl [IbOTO 0co0y (0Ci0).
CrnemianbHO TIpU3HaY€Ha 0co0a, BIJIMOBIIHO JI0 TOKJIAJCHUX Ha HEl 3aBaHb:

3MIIMCHIOE PEECTpAIiIO Ta Bejie 001K TOKYMEHTIB;

OpraHi3oBYy€ JOKyMEHTO0O0Ir, hOpMyBaHHS CIIpaB, iX 30€piraHHs;

3MIACHIOE TIOTOYHUN KOHTPOJIb 32 CBOEYACHUM PO3IVISIIOM Ta MPOXOMKEHHIM
JIOKYMEHTIB B yCTaHOBI;

3a0e3neuye MOTPUMAHHS €IMHUX BUMOT IIOJ0 MIATOTOBKH JOKYMEHTIB Ta
oprasizaiiii po60TH 3 HUIMH B YMOBax €JIEKTPOHHOTO JOKYMEHTOO0O0Iry;

y3arajpHIOE 1HGOPMAIIIIO PO JOKYMEHTOOOIT, 110 HeOOXiJHa IJIsk TPUIHATTS
YIPABIIIHCHKUX PILLIEHB;



OpraHizoBye 30€peXeHHsI TOKyMEHTAI[IHHOTO (POHIY Ta KOPUCTYyBaHHS HUM
TOLLLO.
2. lokyMeHTyBaHHS JiSlJIbHOCTI Ta 3arajibHi BUMOTH /10 CTBOPEHHS Ta
oopMIIEeHHS IOKYMEHTIB y NPO(eciiHO-TeXHIYHUX HABYAJIbHHUX 3aKJIAAIB

2.1. JlokyMeHTyBaHHS AISUIbHOCTI TPOQECIMHO-TEXHIYHUX HaBYAIbHUX 3aKJIaJIIB
MOJISITa€ y CTBOPEHHI JOKYMEHTIB, y AKUX (IKCY€EThCs 1H(MOPMAITiS PO YIPABIIHCHKY
(oprasizaniiHO-po3NoOpsSAdy) IsUIbHICTh Ta 3A1MCHEHHS HABYAJIbHO-BUXOBHOTO
IPOLIECY.

2.2. IlimcraBoro mAJis CTBOPEHHS JOKYMEHTIB € HEOOXIJHICTh 3aCBiMUEHHS
HAsSBHOCTI Ta 3MICTy JISUTbHOCTI, TIepEBEJCHHS, 30epiraHHs 1 BHKOPUCTAHHS
1H(pOpMaIlii IPOTIroM MEBHOTO Yacy abo MOCTIHHO.

2.3. YV npodeciliHO-TEXHIYHMX  HABYaJIbHUX  3aKjajaxX  J1JIOBOJICTBO
3MIIACHIOETHCS IEPKABHOIO MOBOIO.

JIOKyMeHTH, $SIKI HaJCUJIAIOTBCA 1HO3EMHHMM aJpecaraM, O(OpMIIIOIOTHCS
YKpaiHChKOIO MOBOIO a00 MOBOW JepkaBu-aJpecara, abo OAHIEI0 3 MOB
MIXHAPOAHOTO CIIJIKYBaHHS.

2.4. BuMoru 10 JOKYMEHTYBaHHS A1SUIbHOCTI Ha OJaHKaX:

2.4.1. OpranizaiiiHo-po3nopsaa4i JOKyYMEHTH MOXYTh O(QOpMITIOBATUCS Ha
OnaHKaXx, 110 BUTOTOBJISAIOTHCS 3T1JTHO 3 BUMOTaMHU I1i€i [HCTpyKiii.

brnanku K0)KHOTO BHJly BUTOTOBJISIIOTHCS HA OCHOB1 KYTOBOTO 200 MO3/10BAKHBOTO
PO3MIIIEHHS PEKBI3UTIB.

PekBi3uTH 3aroaoBka po3MIllyOThCS 3IEHTPOBAHUM (ITOYATOK 1 KiHEIh KOKHOTO
psAKa PEKBI3UTY OJHAKOBO BiJJalieHl BiJi MEX 30HHM PO3TAIlyBaHHS PEKBI3UTIB) a00
OparnopoBUM (KOXKHHUHM PSIIOK PEKBI3UTY TOYMHAETHCS BiA JIIBOI MEXI 30HHU
pO3TalllyBaHHS PEKBI3UTIB) CIOCOOOM.

3pa3ok OnaHka mnpodeciiHO-TEXHIYHOTO HABYAIBHOTO 3aKjiaJy Ha OCHOBI
KyTOBOI'O PO3MIIIEHHS PEKBI3UTIB HABEJEHO Y A0AATKY 1.

3pa3ok OnaHka mnpodeciiHO-TEXHIYHOrO HaBYAJIBHOTO 3aKjiaJy Ha OCHOBI
MO3I0BKHBOT'O PO3MIILIEHHS PEKBI3UTIB HABEACHO y MOAATKY 2.

2.4.2. ]Ins BUTOTOBIIEHHS OJaHKIB BUKOPUCTOBYIOTHCS apKylli narepy dpopmMary
A4 (210 x 297 mimimetpiB) Ta AS (210 x 148 MimiMeTpiB).

Jlo3BosieHO BUKOpHUCTOBYBaTH OnaHku (opmary A3 (297 x 420 mimimMeTpiB) I
ohOopMIICHHS JOKYMEHTIB Y BUIISIII TAOJIUIIb.

bnanku 1OKyMEeHTIB TOBUHHI MaTH TakKi Mo (MUTIMETPIB):

30 — miBe;
10 — npasge;
20 — BepxH€E Ta HUKHE.

2.43. braHku JOKYMEHTIB TIOBHHHI ~ MICTUTH HACTyIHI  PEKBI3HUTH:
HallMEHYBaHHs TPOQECiiTHO-TEXHIYHOTO HABYAJIBHOTO 3aKJaay, 1IeHTH(IKAIIHHUMA
KOJl IOPUAMYHOI O0COOHM, MOIITOBA ajapeca, 13 3a3HAYEHHSAM 1HAEKCY MiANPUEMCTBA
3B’s13Ky, HOMep Tenedony, e-mail (3a HasIBHOCTI), HOMEp PEECTPALIIITHOTO PaxXyHKY B
obciyroByrodiii (piHaHCOBIM ycTaHOBI (3a MOTpeOH), Micle IJIsl 3a3HAYEHHS JaTH,
peecTpanifHoro 1HACKCY, MOCWIAHHS Ha JaTy Ta PEECTpalliiHUNA 1HIEKC BX1JHOTO
JIOKYMEHTA.



2.4.4. bnaHky TOKYMEHTIB TOBUHHI BUTOTOBIISITHCS IPYKApPChbKUM CITOCOO0M ab0
3a JIOTIOMOTOK KOMITIOTEPHOI TEXHIKM Ha OUIOMY Marepi BUCOKOi SKOCTI ¢apbammu
HACHYCHUX KOJIbOPIB.

2.5.300paxenHs Jlep;xaBHoro repba Ykpainu:

2.5.1. 3o0paxenns [lepxaBHoro repba VYkpaiHU pO3MIIIyeTbcs Ha OIaHKax
NOKyMeHTIB BianoBigHO 10 IlocranoBu BepxoBnoi Paau VYkpainu Bix 19 mrororo
1992 p. Ne 2137-X11I «IIpo JlepxaBuuii repO Ykpainm».

2.5.2. 3o0paxenns [lepxkaBHoro repba YKpaiHU pO3MIILYETHCS HA BEPXHbOMY
noJii OJlaHKa 3 KyTOBUM PO3TallyBaHHSIM PEKBI3UTIB HaJ CEPEIMHOI0 HaMEHYBaHHS
Ha3BU MPOQeCiiiHO-TEXHIYHOTO HABYAJILHOTO 3aKjaay, a Ha OJaHKaX 13 MO3JI0BXKHIM
pO3TalllyBaHHSIM PEKBI3UTIB — Y LIEHTP1 BEPXHHOTO MoJs1. Po3Mip 300pakeHHs: BUCOTA
— 17 mitimeTpiB, mmpuHa — 12 MUTIMETPIB.

2.6. Bumoru 1o ckiazeHHs Ta OpOpMIICHHS TOKYMEHTIB:

2.6.1. [oKyMeHTH MOXYTb ogopmaroeamuca y 6iOn0GIOHUX KHU2AX,
aocypuanax aoo na nanepi ¢popmarom A4 (210 x 297 mm) ta AS (146 x 210 mm).
CxiaanHs TOKyMEHTIB Ha Tamnepi TOBUILHOTO (opMaTy He J103BOJISIETHCH.

JIOKyMEHT TOBHHEH MICTUTH OOOB’SI3KOBI IS KWOTO BHUAY PEKBI3UTH, IO
pPO3MIIIYIOTBCSI B~ yCTAaHOBJICHOMY  TMOPSIKY, a caMme: HalMEHYBaHHS
npo(eciiHO-TEXHIYHOTO HAaBYAJBHOTO 3aKIany, 1AeHTU(IKALINHUN KOJ HOPUANYHOI
ocoOu, MOWITOBAa ajpeca, 13 3a3HAYEHHSAM IHJEKCY MIANPUEMCTBA 3B’SI3KY, HOMEpP
TenedoHy, e-mail, HOMep peecTpaliiHOrO paxyHKy B OOCIyroByrouiil (hiHaHCOBIH
yCTaHOBI (3a moTpedu), Ha3By BUIY AOKYMEHTa (KpIM JIUCTIB), ATy, peecTpamiiHui
1HIEKC TOKYMEHTA, 3aT0JIOBOK JI0 TEKCTY, TEKCT, ITiJIITHC.

PekBizuTi momToBOi ajapecu MNpogeciiHO-TEXHIYHOTO HABYAJIBHOTO 3aKJIaTy
3a3HAYAIOThCS B TakKiii TOCIIOBHOCTI — Ha3Ba BYJHIl, HOMEp OyJIMHKY, Ha3Ba
HACEJICHOTO MyHKTY, pailoHy, 00JIacTi, MOIITOBUN 1HJIEKC.

[linm dYac miArotoBkM Ta O(OPMIIGHHS JOKYMEHTIB MOXYTh JI0IaTKOBO
3aCTOCOBYBATHUCH 1HII PEKBI3UTH, SKIIO II€ BIAMOBIIA€ MPU3HAYCHHIO JOKYMEHTA 200
criocoOy HOro ompaItoBaHHS.

2.6.2. OdopmieHHsT AOKYMEHTIB, III0 BHUTOTOBJISIOTHCS 33 JIOMOMOTOIO
JIPYKyBaJdbHUX 3ac00iB 200 KOMITIOTEPHOI TEXHIKH, 3IHCHIOETHCS BIAMOBIIHO 0
BHMOT, BUBHAUCHUX Yy A0AATKY 3.

2.6.3. OxpeMi BHYTPIIIHI JOKYMEHTH (3asBH, OSICHIOBAIbHI1, JJOTIOBIHI 3aITUCKH
TOILI0) JO3BOJIAE€ThCS OOpMITIOBaTH Ha OltoMy mnarepi popmarom A4 (210 x 297 mm)
Tta A5 (146 x 210 MmM) pykonucnum cnocooom.

2.6.4. Ha pokymeHTax, W0 CKIAJalOThCid Yy MNpoQeCciiiHO-TEXHIYHOMY
HABYAJIbHOMY 3aKJaJil Moro HailMeHyBaHHS MOBMHHO BIJINOBIJIaTH HallMEHYBaHHIO,
3a3HaueHoMy B cTaryTi. CkopoueHe HallMeHyBaHHS MPOQECIHHO-TEXHIYHOTO
HABYAJILHOTO 3aKJaJy 3aCTOCOBYETHCS B pasi, KOJU BOHO OQiIIAHO 3a(diKCOBAHO Y
craryTi. CkopoueHe HailMeHyBaHHS MOAAIOTh y MyKKaX (200 0e3 HUX) HIKYE TOBHOI,
OKPEMUM PSIIKOM Y TIEHTPI.

2.6.5. Ha3Ba Bumy nokymeHTa (Haka3, pPIIICHHS, JOMOBIJHA 3allKCKa TOIIO)
NMOBMHHA BIJNMOBIJATH Has3BaMm, nependadeHnM JlepkaBHUM — KiacudikaTopoM
ynpasiiHcbkoi gokymeHTauii JIK010-89, mo 3arBepmkeHo Hakazom Jlep:kaBHOrO
KOMITETy YKpaiHnu no cranaaptu3zauii Big 31 rpynns 1998 poky Ne 1024.



2.6.6. [latoro JmOKyMeHTa € BIANOBIIHO Jara MWOro migmucaHHs a0o
3arBep/keHHs. [lata 3a3HadaeThcsi apaOChkUMU IUdpaMu B OIUH PSIAOK y Takii
MOCTITOBHOCTI: 4HCI0, Micsib, pik. Jlara odopmmroerbess 1mudpoBum  ado
cioBecHO-I(ppoBUM crocoboM. Y pasi opopmIIeHHS AaTH IMUGPOBHM CIOCOOOM
YHCIIO 1 MICSIIIb TPOCTABISIOTHCS BOMA MapaMu LU(p, pPO3AITICHUMH KPaIKo0; piK —
yoTupma Hudpamu, Kparnka HalnpuKiHI1 He cTaBUThbes (Hanmpukiaax: 01.06.2013).

VY TekcTax JOKYMEHTIB, 110 MICTATh IMOCHUJIAHHS Ha HOPMAaTHBHO-IIPaBOBI aKTH,
Ta JOKYMEHTIB, IO MICTATh BIAOMOCTI (pIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCA
CJIOBECHO-UM(pOBUI cHOCIO 3a3HAYEHHs J1aT 3 MPOCTABISIHHAM HYJs B MO3HAYEHHI1
JHS MICALSI, SAKIIO BiH MICTUTh ofHy uudpy, Hampuknan: 03 ksitHs 2013 poky.
Jl03BOJNIIETBCST  3aCTOCOBYBATHM  CIIOBO  «PIK» Y CKOPOYEHOMY BapiaHTI «p.»,
HanpuxJjaaa: 01 yepsus 2013 p.

SIKIo0 AOKYMEHT CKIJIaJIEHO He Ha OJaHKy, JaTa 3a3Ha4a€ThbCsl HIDKYE MIJIIUCY
aiBopyd. JlaTa JOKyMeHTa NMPOCTaBIAETHCSA MOCAJA0BOK 0CO0010, IKa MOro MiJmucye
a00 3aTBEPIKYE.

[TpumipHUil epenik TOKyMEHTIB, 110 3aTBEPKYIOTHCS 3 MPOCTABISHHSAM Tpuda
3aTBEPIKCHHSI, HABEACHO Y A0AATKY 4.

2.6.7. Ingekcallist JOKYMEHTIB MOJSATA€ Y MPUCBOEHH] IM YMOBHUX ITO3HAYEHb —
1HJIEKCIB, SIK1 HAJJAIOThCSl JOKYMEHTAaM IT1J1 Yac iX peecTpairi.

2.6.8. Anpecaramu TOKyMEHTa MOXYTb OyTH IOPUAMYHI OCOOM, iX CTPYKTYpHI
M1IPO3A1UTH Ta TOCaI0B1 0CO0H, a TaKOXK (Pi3UUHI 0COOMU.

SKIo JOKyMEHT aJapecoBaHO MOPUAWYHIA 0c001 abo 11 CTPYKTypHOMY
nigpo3ainy 0e3 3a3HadeHHsS MOCao0BOi 0COOM, iX HalMEHYBaHHS HaBOMATHCA Yy
Ha3MBHOMY BIJIMIHKY, HAIIPUKJIAI;

HaBuanbHO-METONMYHUN HEHTP
npodeciitHO-TeXHIYHOT OCBITH Y JIBBIBCBKIM 00MacTi

[TomroBa agpeca 3a3HAYa€ThCS y pasl HAJACUIAHHSA JOKYMEHTAa pPa30BUM
KOPECIOH/ICHTaM.

SKIO MOKYMEHT aapecoBaHO KEPIBHUKOBI YCTAHOBU a00 HOTO 3aCTyIHHUKOBI,
HallMeHyBaHHSI yCTaHOBU BXOAMTH JI0 CKJIaqy HaliMEHyBaHHS TOCaau ajpecara, ke
HABOJUTHCS Y JABAJTILHOMY BIIMIHKY, HAIIPUKJIA;

HavanesHuky ynpaBiiHHS

npodeciiiHO-TEXHIYHOI OCBITH, KOOpAUHALIT
JISITBHOCT] BUIIUX HABYAIBHUX 3aKJIa1B 1 HAYKU
babiro P.II.

SIKI0 JOKYMEHT HaJICHIIA€ThCS MOCa0Bii 0c001, HAlMEHyBaHHS yCTAaHOBH Ta ii
CTPYKTYPHOTO MiApO3JUIy HABOIAATH y HAa3MBHOMY BIAMIHKY, a MOcajaa 1 MpIi3BHUILE
azpecara — y JaBaJlbHOMY, HAIIPUKIAI:

VYrpasniaas npodeciiiHO-TeXHIYHOI OCBITH,
KOOPJIMHAIIIT TiSUIbHOCTI BUIIIMX HABYAIBHUX
3aKJIa/iB 1 HAyKH
Bigmin npodeciiino-TeXHIYHOT OCBITH
3acTynHHUKY HauaJdbHHUKA YIIPABIIIHHA
Boponsiky PM

VY pa3i HajgcuiaHHS JAOKyMeHTa (i3uuHiii 0co01 CIOYaTKy 3a3HAYa€ThCsl y



HA3MBHOMY BIJIMIHKY TIpi3BHINE, iM’sl Ta MO OarbKoBi (iHIIIaTK YU 1HIIIAT 1IMEHI),
MOTIM TOIITOBA ajpeca (BynHIs, HOMEp OyIMHKY 1 KBapTHPHU, HACEJIECHUU IMYHKT,
patioH, 001aCTh, TOINITOBUH 1HEKC), HAITPUKIIAI:

Bynuk Haranis MuxaiiniBHa

Byn.3eneHa 25/3

c./laBumis

[TycTOMUTIBCHKUI paiioH

JIpBiBCHKA 00NACTh

75008

VY pa3i HajcWIaHHS JOKYMEHTa OpraHaM 3aKOHOJaBYOi Ta BUKOHABYOI BIAJIH,
MOCTIHHUM KOPECTIOHIEHTaM iX MOIITOBA a/Ipeca Ha JOKYMEHTAaX He 3a3HAYA€ThCS.

2.6.9. 3aronoBok 10 TEKCTy JAOKYMEHTa IMOBHHEH MICTUTH KOPOTKHI BHKIIAJl
3MICTY IOKYMEHTa 1 OyTH MaKCUMaJIbHO CTUCIIUM.

3aroIoBOK BIJIMOBIAA€ HA TTUTAHHS «IIPO 107, «KOT0?», «40T0?».

be3 3aronoBka J03BONIAETHCS CKIJIAIaTH KOPOTKi JOKYMEHTH Ha OjaHKax ¢opmMary
AS, 30Kpema CyIpoBiHI JIUCTH, TEIETPaMu, Tele(OHOTpaMHu.

2.6.10. TexkcTt nOKyMeHTa MOBHHEH OyTH BHKJIAJEHUWA CTUCIO, T'PaMOTHO,
3p03yMiJio, 00’€KTHUBHO O€3 MOBTOPIB Ta BXXMBAHHS CIIB 1 3BOPOTIB, SIKI HE HECYTh
3MICTOBOTO HABaHT@XEHHS, 1 TIOBUHEH CTOCYBaTWCs TOTO TIMTAaHHS, SKE
c(hopMyIbOBaHE B 3aTrOJOBKY J0 TEKCTY.

TekcT noxkymMeHTa O(DOPMITIOETHCS Yy BUINISIAL CYIUIBHOTO 3B’SI3HOTO TEKCTY,
AQHKETH 4d TaOIuIll a00 IUISIXOM MO€ETHAHHS ITUX GOPM.

Y TekcTi MOKYMEHTa, IMiJrOTOBJIEHOTO BIJAMOBIJIHO JI0 JIOKYMEHTIB 1HIIIHX
yCTaHOB a00 paHillle BHUJIAHMX JOKYMEHTIB, 3a3HAYAIOThCS iX PEKBIZUTH Yy TaKii
MOCHIIOBHOCTI: Ha3Ba BHUIY JOKYMEHTa, HallMEHyBaHHS YCTaHOBU — aBTOpa
JIOKYMEHTa, JlaTa, peeCTparliiHuil 1HIEKC, 3ar0JI0BOK JI0 TEKCTY.

TekcTn ckiIagHUX 1 BEIMKHX 3a 00CATOM JOKYMEHTIB (JOIMOBIifi, 3BITH TOIIO)
NOJUISIOTECS HA PO3AUIM, MiIPO3AUINA, MYyHKTH, MAMYHKTH. [IyHKTH y TEKCTI
HYMEpYyIOThC apabChbkuMu IudpaMyd 3 Kpamkow, a MIANYHKTH — apabChbKUMU
nudpamu 3 1yxKKOH0.

2.6.11. IlocagoBi 0cobu MiAMUCYIOTh JOKYMEHTH B MEXaX CBOIiX MOBHOBA)KEHb,
BU3HAYCHUX CTaTyTOM MPOQeCiiiHO-TEXHIYHOTO HABYAJILHOIO 3aKjiaay, MOCaJT0BUMH
IHCTPYKIISIMHA, HaKa3oM NpO PO3MOALT OOOB’S3KIB MDK KEpPIBHHUKOM Ta MOro
3aCTyMMHUKAMH TOINO. Y 3a3HAUEHUX JOKYMEHTaX BU3HAYAETHCA TAKOXK TMOPSIOK
IiIUCAaHHS JOKYMEHTIB IHIIUMHU 0co0amMu y pasi BiICYTHOCTI KEpIBHHUKA 3aKJIady Ta
0CaZ0BUX 0OCI0, SIKI YTOBHOBAKEH] iX MiJIMUCYBaTH.

[lignuc ckiagaeThesl 3 HatMEHYBaHHS MOCAU OCOOH, sIKa MIAMKHCYE JOKYMEHT,
(MOBHOTO — SIKIIO JOKYMEHT HAaJIpyKOBaHMW He Ha OJaHKy, CKOpPOYEHOro — Ha
JOKYMEHT1, HaJpyKOBAaHOMY Ha OJaHKy), OCOOMCTOrO MIAMUCY, 1HIIiamiB (1HII{iad
1MeH1), P13BHUIIIA.

VY pasi BiICYTHOCTI MOCaNOBOI OCOOM, SiKa MOBWHHA IMIANMHUCYBaTH JOKYMEHT,
fioro mianucye ocoba, M0 BUKOHYE ii 00OB’sA3KH, ab0 1i 3aCTymHHUK. Y TakoMmy pasi
000B’SI3KOBO 3a3HAYArOThCS (pakTUYHA TOcCaja, iHImiany (iHimiaa iMeHi), TPi3BHINE
ocobu, sKa miAnHcana JAOKYMEHT (BUIIPABICHHA BHOCATH PYKOIMHMCHUM a0o
MAIIMHOMMCHAM  CIIOCOOOM, SKIIO JOKYMEHT HEMOXJIUBO IEpelpyKyBaTH).



JlonaBaHHs 10 HaliMEHyBaHHS MMOCAaU KepiBHUKA cliB «BukoHyrouuit 000B’SI3KI»
a6o «B. o0.» 3milicHIOETBCS Yy pa3i  3aMmilleHHS KEpiBHUKA 3a HAKa30M
(pO3MOPAIKEHHSIM).

2.6.12. BigOuTkOoM TIeYaTKM HABYAIBHOTO 3aKJagy 3acBIUYIOTH ITiJIITHAC
ocazoBoi 0COOM Ha JAOKyMEHTaX 3 MUTaHb (hiHAHCOBO-TOCHOAAPCHKOI HISUTBHOCTI.
BigOnTOK II€4aTKH CTaBUTHLCS TaKUM YHWHOM, IIOO BIH OXOILIIOBAB OCTAHHI K1JIbKa
JiTep HaUMEHYBaHHS MOCau 0CcO0H, siKa MiAnucana JOKyMEHT.

2.6.13. TIpodeciitHO-TeXHIYHUN HABYAJIBHUHN 3aKJIaj] MOXE 3aCB1IUyBaTH KOl
JUIIe TUX JOKYMEHTIB, IO CTBOPIOIOTHCS B HBOMY, a TaKOK Yy BHUIIAJKax,
nepeadadeHux B ab3alll Apyromy 1boro nyHKTy. Komis JoKyMeHTa BUTOTOBIISETHCS 1
BUJIA€THCS TUIBKU 3 JIO3BOJIY KEPIBHHMKA 3aKjiaay, HOTo 3acTylMHUKIB a00 KepiBHHKA
CTPYKTYPHOTO TTiIPO3ILTY.

VY pa3i MAroToBKM JOKYMEHTIB 11 HAJaHHS CYJIOBHM OpraHam, IIiJI 4ac
BUPIIICHHS! TUTaHb IIOJ0 MPUUHATTA OCI0 Ha poOOTYy, HaBUYAHHSA, 3aCBIIUEHHS iX
TPYAOBUX Ta IHIIMX MPaB y B3aEMOBITHOCHHAX 13 3aKJagoM, a TaKOX IIiJT dYac
dbopMyBaHHS 0COOOBHUX CHpaB TMpPAIIBHUKIB MPOodeCiiiHO-TeXHIYHUI HaBYaIbHUN
3aKJIaJ] MO)K€ BUTOTOBJISITH KOMii JOKYMEHTIB, BUAAHUX 1HIIMMU YCTaHOBaMHU (KOTIii
JOKYMEHTIB PO OCBITY TOIIIO).

Biamitka «Komisi» mpocTaBisieTbesl Ha JUIBOBOMY OOIll Y BEPXHHOMY MPABOMY
KyTKY TIEpPIIOTO apKyIa JOKyMEHTA.

Hanuc mnpo 3acBigueHHd JOKYMEHTAa CKIAJalTh 31 CHIB  «3riIHO 3
OpUTIHAJIOM», HAaWMEHYBaHHS MOCAJU, OCOOMCTOTO MIJAMKHCY OCOOHU, sIKa 3acCBIIUy€
Komito, ii 1HimiamiB (iHIIiady I1MEH1) Ta TMpi3BHINA, JaTH 3acBITYEHHS KOMii 1
MPOCTABIISIETHCS HIDKYE PEKBI3UTY JOoKyMeHTa «Ilianucy, Hanmpukia:

3r1JIHO 3 OPUTIHAJIOM
KepiBHUK HaBYAJIBHOTO 3aKJIaly  MIJIIHKC 1Himanu (1H1Iiax iIMeHi), Ipi3BUIIe

Jlara

3acBiTueHHS MIAMUCY MEYaTKOIO.

2.6.14. Bci kaurm Ta oKypHamu (KpiM KJACHUX), IO BEAYTHCI ¥
npo¢eciiHO-TEXHIYHUX HaBUAJIbHUX 3aKiajaX, MOapKyIIHO IMPOHYMEPOBYIOTHCA,
IPOLIHYPOBYIOTHCS Ta MIANKUCYIOThCS KepIBHUKOM. Iliinnc KepiBHUKA 3aCBIAUY€ETHCS
MIEYATKOIO0 HABYAJIHHOTO 3aKJIaTy.

2.6.15.Kuuru o0imiky Ta Bujadl (peecTpailii) arecTariB Mpo MOBHY 3arajibHy
CEepeIHIO OCBITY, IUIIOMIB KBali()iKOBAaHOTO POOITHHUKA, IUIUIOMIB MOJIOAIIOTO
CHeniagicTa, 30JI0Ty MeJajb «3a BUCOKI IOCATHEHHS Y HaBUYaHHI» Ta CpiOHY Meaalib
«3a JOCSATHEHHS Y HaBYaHHI», HyMEPYIOTbCS MO CTOpIHKAaX, MPOLIHYPOBYIOTHCS 1
HIUCYIOTHCS KEPIBHUKOM YMPABIIHHS MPOQPECIHHO-TEXHIYHOT OCBITH KOOpIUHAIIT
TSJIBHOCTI BUIIMX HABYAJIBHUX 3aKJIAJIB 1 HAyKd, SIKOMY MiJMOPSAKOBAHUN
npodeciiHO-TeXHIYHUI HaBuaidbHUW 3akman. [lignmuc kepiBHHUKA 3acBiIUYy€THCS
MIEYaTKOIO BIJMIOBITHOTO OPTraHy YNpPaBJIiHHS OCBITOIO.

2.6.16.Haka3u 3 OCHOBHOI MiSUTBHOCTI Ta 3 KaJpOBUX NHUTaHb (0COOOBOIO
CKIIaay) oOpPMITIOIOTECSA Y JIpyKOBaHOMY BUVIsiAi. [licis mimnmucaHHs KEPIBHUKOM,
PEECTPYIOTHCS Y KHATAX peeCTparlii HakasiB.

Kuaurn peecTpartii HaKa31B 3 OCHOBHOI ISIBHOCTI
(aAMIHICTPAaTUBHO-TOCTIOJIAPCHKUX MUTAaHb), 3 KaIPOBUX MUTaHb (0COOOBOIO CKJIAY)



MOBUHHI MICTUTH TaKy 1H(OpMAIIiI0: HOMEp Haka3y, JaTy HOro peecTpailii, 3aroJIoBOK
(KOpPOTKHIA 3MICT).

2.6.17. Y xiHIll KaJICHIAPHOTO POKY OPUTIHAIM HAKa3iB TPYMyIOTHCS y CIIpaBU
(y XpOHONOTIYHOMY  TIOPSIAKY), KOXKHAa  CTOpIHKA  SIKUX  HYMEPYEThCA,
POITHYPOBYETHCS.

CrpaBu MIANUCYIOTHCS KEPIBHUKOM Ta CIELIAIBHO MPU3HAYEHOIO JJI BEICHHS
ninoBoacTBa ocoboro. Ilianucu 3acBiauyOThCA MEYaTKO MpodeciiiHO-TEXHIYHOTO
HaBUAJHHOTO 3aKJIady.

2.7. JinoBi mamnepu, sfKi HaaXOAsATh 10 NMPpodeciiHO-TEXHIYHUX HaBYaJbHUX
3aKia/iB UM BIJMPABISIIOTHCSA 3 HUX, PEECTPYIOTHCS B *KYpHaJi BXIJHOI Ta BUX1THOI
KOPECHOHACHIT. Y BUXITHIM KOPECIIOH ICHIIIT (BUX1IHINA JOKYMEHTAIli1) BUIIPABICHHS
HE JIONMyCKaroThCcs. BumpaBieHHs B JIIJIOBIM JOKYMEHTAIlll 3aCBIAYYIOTHCS ITiAMTMCOM
KEpIBHUKA Ta MEYATKOIO MPOQECIHHO-TEXHIYHOTO HABYATILHOTO 3aKJIaTy.

2.8. Bcs ginoBa mokymeHTallis 30epiraeTbCs B CHEIlialbHO O0O0IagHAHUX
npuMilieHHsX, madax uu ceidax 3 AOTpUMAHHSM BUMOT 3akoHy Ykpainu «IIpo
3aXMCT MEPCOHALHUX JAHUX» 1 HE TOBHHHA MATH JOCTYITYy TPETiX 0Ci0.

2.9. TexHomorii  aBTOMAaTM30BAaHOTO  OMNpaIfoBaHHs  iH(opmarii B
npodeciiHO-TeXHIYHOMY HaBYAJILHOMY 3aKjaji MOBWHHI BIATOBIAaTA BHUMOTaM IIi€i
[HCTpYKILIi.

3. Oco01MBi BUMOTH CKJIAJICHHS AKX BUIIB IOKYMEHTIB

3.1.Haka3 (po3nopsiIzKeHHs1).

3.1.1. Haka3 (po3mopspKeHHs) — JOKYMEHT, SKHW 3acBiguye pIIICHHS
oprasizaiiitHo-po3nopsagoro xapakrtepy. Hakasu (po3mopsiiKeHHs1) BUAAIOTHCSA 3
OCHOBHUX THUTaHb [ISUIBHOCTI, AOMIHICHMIPAMUEHO-20CNO0APCLKUX RUMAHL Ma
KaJpOBHX TUTaHb (0COO0BOTO CKJIaay) MpodeciifHO-TEXHIYHOTO HABYAIBHOTO
3aKIay.

3.1.2. Haka3 (po3mopsipKeHHs) TAMUCY€E€ThCS BiMOBITHO 10 MYHKTY 2.6.11. miei
[HCTpYKITIi.

3.1.3. Ilicns mignucanHs Hakazy (PO3MOPSIKEHHS) 3MIHU 10 HHOTO BHOCSTHCS
JIMIIIE HUTSIXOM BUIAHHS HOBOTO Hakasy (pO3MOpPSIKEHHs) PO BHECEHHS 3MiH.

3.1.4. Haka3 (po3mopskeHHs), K MpPaBWIO, O(POPMIIIOETHCS Ha OJIAHKY
npo(deciiHO-TEXHIYHOTO HaBYAIbHOTO 3aKiIaly.

3MicT Hakazy (pO3MOPSKEHHS) KOPOTKO BHUKIIAIA€THCS B 3arojlOBKY, SKUU
NOYMHAETHCA 3 mpuiitMeHHNKa «IIpo» Ta CKIagaeThes 3a JOMOMOTOIO BiII€CTIBHOTO
iMmeHHuka («IIpo 3aTrBepmkeHHs...», «IIpo cTBopeHHs...») a60 iMmeHHUKa («IIpo
MiICYMKH...»).

3.1.5. Tekcr Haka3zy (pO3NOPSKEHHS) 3 TUTaHb OCHOBHOI MiSUTBHOCTI
npo(ecitHO-TEXHIYHOTO HABYAJIBHOTO 3aKJIaly Ta aJIMiHICTPATUBHO-TOCIIONIAPCHKHUX
OUTaHb CKJIAJAEThCS 3 IBOX YACTUH — KOHCTATYI04oi (mpeaMOyn) 1 po3nopsa4oi.

VY KOHCTaTylo4ill 4acTHHI 3a3HAYalOThCS MijAcCTaBa, OOIPyHTyBaHHS abo MeTa
BUJIAHHS Haka3y. 3a3HaueHa YacTUHA MOXE MounHaTHCs 13 ciiB «Ha BUKOHAHHA...»,
«3 METO10...» TOWIO. SKIIO JOKYMEHT BUJAETHCSA HA MIJCTaBl 1HIIOTO PO3MOPSAIIOrO
JOKyYMEHTa, B KOHCTaTyIO4iil 4acTHHI 3a3HAYarOThCsl Ha3Ba BHUIY IbOTO JOKYMEHTA,



fioro aBTOp, Aara, HOMEp Ta 3arojoBoK. Kpamka B KiHIII KOHCTaTyl4oi YaCTUHU HE
CTaBUTHCS.

Posmopsimua wactmHa Hakasy moumHaeTbes 13 cnmoBa «HAKA3VIO»,
po3nopskeHHsT Moke mounHarucs 13 cinoBa «30BOB A3YIO», ake npykyerbes 3
HOBOTO psijKa BEJIMKUMH JIiTepaMu 0€3 BIACTYIY BiJl JIIBOTO MOJIS 1 JIATOK, MICTS 4OTO
CTAaBUTHCS JIBOKpAIIKA.

Po3nopsinua yacThuHa MOMISETHCA HA IMYHKTU Ta MIAMYHKTH, SIKI HyMEPYIOThCS
apaOcbkuMu muppamMu. Y KOKHOMY IyHKTI NMOBUHHI OyTH 3a3HayeHl BHUKOHAaBLIL,
KOHKPETHI1 3aBJaHHs (JOPYYEHHS) 1 CTPOKU iX BUKOHAaHHA. BUKOHABIII MOXYTh OyTH
Ha3BaH1 TAKOX y3araJbHEHO: «KEpIBHHKAM METOJUYHUX 00’ €JIHAHbY, «3aCTYIMHHUKAM
mupekTopay. IIpu 11boMy, K MpaBUII0, HE 3aCTOCOBYETHCS HAMMCAHHS HEKOHKPETHUX
JIOpYyY€Hb, SKI MICTSATh CJIOBA: «IPUCKOPUTHY», «IOJIMIIUTHY, «AKTHUBI3ZYBaTH»,
«3BEPHYTH yBary» TOIIIO.

Axmo HakazoM (PO3MOPSIHKEHHSIM) BIIMIHAETHCS TOMEPEAHIN PO3MOPS UM
JOKYMEHT, Y PO3MOPSAUINA YaCTHUHI 3a3HAYAETHCS IYHKT, IKMH MOBUHEH MOYMHATHUCS
13 cniB: « Bu3HaTu TakuM, 10 BTPaTUB YUHHICTb,...».

3MiHU, 10 BHOCATHCSA A0 Hakazy (pO3MOPSIHKEHHS), 0hOPMITIOIOTHCS OKPEMUM
HaKa30M (PO3MOPSHKEHHSIM ), SIKUIl OBUHEH MaTh Takui 3arofioBokK: «[Ipo BHeceHHs
3MIH J10 Hakasy (pO3MOpSAKEHHS)...» 13 3a3HAYEHHSIM J1aTHM, HOMEpA, 3arojoBKa
PO3MOPSIYOro JTOKYMEHTA, J0 SIKOTO BHOCSTBCS 3MIHM. Po3mopsiagya yacThHa Hakaszy
(pO3MOPSIIKEHHS ) TOYNHAETHCSA 3 TAKOTO MYHKTY:

«1. BHectu 3mMiHU 10 HaKa3y (PO3MOPSIHKEHHS). . ).

Jam okpeMHMH TiANYHKTaMu (HOPMYNIIOIOTECS 3MIHM J0 PO3MOPSIYOrO
JIOKYMEHTA, HallPUKJIaI:

«l) myHKT 2 BUKJIACTH B TaKId peaKIIii:...»;

«2) NyHKT 3 BUKJIIOUATHY;

«3) ab3ar11 n1pyruii MyHKTY 4 TOMOBHUTHU CIOBAMH...)».

SKmo 3MiHM 10 PO3MOPSAYOro JOKyMEHTa OQOpPMIIIOIOTHCS Ha OKPEMOMY
apkymii  (apkymax), B TEpHIOMYy IyHKTI pO3MOPSI4Y0i YaCTHHU  Hakaszy
(pO3MOPSIKEHHS ) 3a3HAYAETHCS:

«1. BHecTu 3M1HH J0... (101aIOTHCS )».

3.1.6. OctaHHIi MyHKT PO3MOPSAYOl YaCTHUHHU y pa3l MOTpeOU MOKE MICTUTH
pILIEHHS PO MOKJIAJEHHS Ha MOCag0By 0CO0y (PYHKIIH 3 KOHTPOIIO 32 BUKOHAHHIM
Haka3zy (PO3MOPSIKEHHS).

3.1.7. Haka3 (po3nopsyKeHHs) 3 KaJApOBHX MHUTaHb (0COOOBOTO CKJIAIY)
ohopMIISIETBCSL Y BUINISAL 1HAUBIAyallbHOTO abo 3BejaeHOro. B iHAMBITyabHOMY
Haka3l (pO3MOPSKEHHI) MICTUThCSA 1H(QOpMaIlST MPO OJHOTO TMpaIliBHUKA; Y
3BEJCHOMY — MPO KUTHKOX, HE3AJIEKHO BiJ] TOTO, K1 YIPABIIHCHKI PIIICHHS 11010 HUX
npuiiMaroTecs (MIPUUHATTS Ha poOOTYy, MPU3HAYCHHS Ha IOCaay, MEepeBE/ICHHS Ha
1HITY 1tocany (poOoTy), 3BUILHEHHS TOIIIO).

3.1.8. 3MicT 1HAUBIAYyaJIbHOTO Hakazy (PO3MOPSHKEHHS) 3 KaJAPOBUX MHUTAHb
(0co00OBOrO CKIIaMy) CTUCIO BHKIAJAETHCS B 3arojIOBKY, SKUA TOYMHAETHCSA 3
npuiiMenHuka «IIpo» 1 ckmamaeTbcsi 3a JOMOMOTOIO BIJAIECTIBHOTO IMEHHUKA,
Hanpuknal: «lIpo npusHaueHHs...», «lIpo npuiHATTA...». Y 3BEAEHHUX HaKa3ax
(pO3MOpPAIKEHHSIX) MOXE 3aCTOCOBYBAaTHCH Y3araJlbHEHUW 3arojioBOK, HaNpPHUKJIIA:



«IIpo xangposi nuranus», «IIpo ocoboBUl CKIIaT.

3.1.9. V¥V Ttekcti Hakazy (pO3MOpSHKEHHs) 3 KaJIpOBUX MHUTaHb (0COOOBOTO
CKJIaJy), SIK MPABUJIO, KOHCTATyl04a YaCTUHA HE 3a3HAYAETHCA.

3.1.10. Posnopsinua wyacTMHa Haka3zy (pO3MOPSKEHHS) IOYUHAETHCS, SIK
npaBwio, 3 giecnoBa 'y Qopwmi iHOiHITUBY: «[Ipuitnatn», «[IpuzHauntum,
«IIepeBectn», «OroaocuTm» TOLIO.

Jlani 3a3HayaroThbCsl TPI3BUINE, 1M’sl, MO OaThbKOBI MpalliBHUKA, Ha SIKOTO
NOIIUPIOETHCS /ISl HAaKa3y Ta TEKCT Hakazy. Y 3BEJACHOMY Haka3sl (pO3MOpsKEHHI)
Ipi3BHILA OCI0 Y MeKax MYHKTIB PO3MIIILYIOThCS 3a an(aBiTOM.

3.1.11. VYV mnaka3i (po3mopsiKeHH1) Npo mNpu3HaYeHHs abo0 3BUIBHEHHS
npaliBHUKA 3a3HAYa€ThCSA TMOBHA jara (YUCIO0, MICSIb, PiK) (PAKTUUYHOTO BHUXOIY
mpaiiBHUKa Ha poOoTy (IPUNUHEHHS TPYIOBHX BIAHOCHH), PO3MIpH HOro
M0CaJI0BOTO OKJIaAY BIJIMOBIIHO /10 IITATHOTO PO3IHKCY, HAI0ABOK Ta JOTLIAT.

3.1.12. V 3Benenomy Haka3l (pO3MOPSIKEHHI) 3 KapOBUX MUTaHb (0COOOBOTO
CKJIZly) N0 PO3MOPSAIYOi YaCTMHM BKIIOYAETHCS 1HQOpMAIlis, IO PO3MIIIYETHCSA Y
TaKiil OCIIIOBHOCTI: IPUHHATTS HA pOOOTY, IepeBeCHHS, 3BUIbHCHHSI.

3.1.13. YV koXHOMY MyHKTI Hakazy (pO3MOPSIKEHHS) 3 KaapOBHX IHUTAHb
(0oco0oBOroO CKJaay) 3a3HAYa€THCS MiJCTaBa 010 MOro BUJIaHHS (3as1Ba MpalllBHUKA,
KOHTPAKT, TOTIOB1IHA 3aMCKa, PIILIEHHS aTeCTallifHOI KOMICIi TOLIO).

3.1.14. Tlin 4ac o3HallOMJIEHHS 3 HAKa30oM (PO3MOPSAIKEHHSIM) BKa3aHUMHU Y
HBOMY OCO0aMu Ha MepLIOMY MPUMIPHUKY Hakazy MPOCTaBISAIOTHCS iX MIAMUCH 13
3a3Ha4YCHHSIM JaTH O3HAWMOMJIICHHSL.

3.1.15. Haka3u (po3nopsiizKeHHs1) HyMEPYIOThCSl Y IOPAJIKY X BUAAHHS B MeXax
KaJICHApHOTO POKY; HaKa3u (PO3MOPSAKEHHS) 3 OCHOBHOT AISUIBHOCTI Ta 3 KaAPOBUX
UTaHb (0COO0BOTO CKJIa/ly) MalOTh OKPEMY MOPSIKOBY HYMEpAIIilo.

3.2.I1poToxo.r.

3.2.1. [IpoTrokon — mOKyMeHT, sikuil (iKCye XiJ BEIEHHS 3acCi/iaHb, TPUUHSTTS B
npodeciiHO-TEeXHIYHOMY HaBYAJIILHOMY 3aKJIajll PIlIEeHb KOMICIAMH, JOpPaaduMU
opraHamu, 300paMu TOIIIO.

[IpoTokon cKiIamaeThcs Ha MiACTaBl 3aMKCiB, 3pO0JIEHUX OE3MOCcepeHBO IMiT Yac
3aciiaHb, MOAAHUX TEKCTIB Ta TE€3 JOMOBIAEH 1 BUCTYIIIB, JOBIJOK, IPOEKTIB PIILIEHb
TOIIO.

3.2.2. IlpoTokoin ckiaagaeTbesi B CTUCHIN hopmi. Y mpoTOKoIl (PiKCYyIOThCS JIUILE
OPUIHATI PIlLIEHHS, & HE X1/1 0OrOBOPEHHS MUTAHHS.

3.2.3. Jlatoro mpoTOKOJIly € jJara TpOBEACHHS 3aciliaHHs. SIKIo 3acigaHHs
TPUBAJIO KiJIbKa JHIB, TO 4Yepe3 TUPE 3a3HAYAIOThCA MEpUIMH 1 OCTaHHIA JIeHb
3acigaHHs.

3.2.4. Homep mpoTOKOJAY TOBHHEH BIJANOBIJIATH TMOPSAKOBOMY HOMEpPY
3acimanHsa. Hymepaliis mpoTOKOJIIB BEIEThCS B MEkKaX KaJeHIAPHOTO POKY OKPEMO 3a
KOXKHOIO TPYIOI0 MPOTOKOJIIB 3acCiaHHS BIIMOBIJHOTO KOJETiaJbHOTO OpraHy. Y
PEKBI3UTI «MICIE 3aciJaHHS» 3a3HAYa€ThCS Ha3Ba HACEJICHOTO IYHKTY, B SKOMY
BiZIOYJIOCS 3aCiTaHHS.

3.2.5. 3aroioBoOK 10 TEKCTy MPOTOKONY MOBHUHEH BiAOOpa)kaTW BUJ 3acilaHHs
(mapana, 300pu, kKoH(pepeHIlis Tomo) abo KoJeriaabHOi MIsITLHOCTI (KOMicis, pana,
300pH, poboua rpyrma TOII0) 1 BKI0YaTH Ha3By BUY JOKYMEHTA.



3.2.6. TekcT MpOTOKOIY CKIAAAETHCS 13 BCTYITHOT Ta OCHOBHOI YaCTHH.

3.2.7. V BcTynHI# 4YacTHWHI TPOTOKONY 3a3HAYAIOTHCA MPI3BHUINA Ta IHIIIAIH
roJIOBH 200 TOJIOBYIOUOTO, CEKPETaps, 3aMpOIICHIX, a TAKOXK MPUCYTHIX 0ciO.

Y chucky NpHCYTHIX 3a3HadyaloTbesd B ai(aBITHOMY TMOPSJIKY CIIOYaTKy
Opi3BUIIA Ta I1HINIATKM TPUCYTHIX MOCTIMHHMX YJIEHIB KOJETialbHOTO OpraHy 0e3
3a3HAYEHHs MO0CaJ, MOTIM — 3ampolIeHUX Oci0 13 3a3HAYEHHSAM MOocaj Ta y pasl
noTpedu HallMEHyBaHb YCTAHOB. SIKIIO KUIBKICTh NMPUCYTHIX mnepeBuilye 15 ocio,
3a3HA4Ya€ThCs iX 3arajbHa KUTBKICTh 3 TOCHJIAHHSIM Ha CIHUCOK, IO JOAAETHCSA 0
POTOKOITY.

BerynmHa uacTMHa BKITIOYA€E MOPSAIOK JIGHHUH — TMEpeNliK pO3DISIHYTHX Ha
3acCilaHHI TUMTaHb, IO PO3MIIIEHI B MOPSAJKY iX 3HAYYNMIOCTI 13 3a3HAYCHHSAM
JIOTIOB1/1a4a 3 KOKHOTO nuTaHHA. [lopsaok AeHHMI NMofgaeThcsl HAPUKIHI BCTYITHOT
YaCTUHHU.

CnoBa «llopsimok AeHHUI» APYKYIOTBCS BIJ MEXI1 JIIBOTO IIOJS, ITICHS HHUX
CTaBUTHCS JABOKpamnka. KokHe NHUTaHHS HYyMEpYEThCS apaOChKuUMH Ludpamu i
IpYKyeThCcst 3 ab3ary. @opMyBaHHS NMUTaHb y TOPSAKY JCHHOMY MOYHHAETHCS 3
npurimeHHuKa «[Ipo».

3.2.8. OcHOBHa dYacTWHA MPOTOKOIY CKJIQMA€ThCS 3 PO3MAUIIB, SIKi TOBHHHI
BIJIMOBIJATH IyHKTaM TNOPAJIKY JE€HHOro. Po3ainmm HyMepyroThCs apaOCbKUMU
nuppamu 1 OyIyrOThCS 32 TAKOIO CXEMOIO:

CIVXAJIM -  BUCTYIIWJIM -  BUPIIIWIM  (YXBAJIWJIN,
[TOCTAHOBMUIJIN).

3a3HaueHi clloBa APYKYIOTHCS BEJIUKUMH JIITepamMu 0e3 BIJACTYIY BiJl MEXI1 JIIBOTO
noJist. [icnst mux ciiB CTaBUTHCS ABOKpAIKa.

3.2.9. Ilicna cnoBa «CIIVXAJIM» 3a3HadyaeTbcsi CTHCIMM TEKCT BUCTYITY
OCHOBHOTO jomoBifada. [Ipi3Buie Ta iHIimMiaau KOXKHOTO JOTMOBifada JIPYKYHOTHCS 3
HOBOTO psifika. CTUCTUI TEKCT BUCTYITY BUKIIAJIAE€THCSA Y TPETid 0C001 OMHUHH.

3.2.10. Tekctu abo Te3u JMAOMOBIJI Ta BHUCTYIIB, OPOPMIECHI SK OKpeMmi
JOKYMEHTH, JO0 TEKCTy MPOTOKOJIY He BKIIOUaloThes. Ilicas BimomocTeit mpo
JIOTIOBiZ]aya CTaBUTHCA THpE 1 3a3HauvaeThes: «TekeT nomoBial (BUCTYIY) JOAA€ThCA
710 TIPOTOKOITY .

3.2.11. IMicas cnoBa « BUCTYIINJIN» (pikCyrOThCS BUCTYNIH THX OCI0, SIK1 B3SUIH
y4acTb B OOroBOpeHHI J0mMOBil. Buctynu oQopMisitoTbCs y MNPOTOKOMI 13
3a3HAUYEHHSIM [0CaJ, MPI3BUIL Ta 1HILIAIIB NMPOMOBIB y HA3UBHOMY BIAMIHKY,
TaKoX 3 CTUCIUM BHUKIIAJICHHSAM 3MICTy MHUTAaHHS Ta BIAMOBIAEH HA HBOTO. 3MICT
BUCTYMIB BUKJIAJIA€THCA BiJl TPETHOI 0COOU OJJHUHU.

3.2.12. Ilicna cnoa «BUPIIINJINY («YXBAJIUIIN», «ITOCTAHOBWIIN»)
(bIKCyeThCS MPUMHSTE pIillIeHHS 3 OOrOBOPIOBAHOIO MUTAHHS TMOPSIKY JAEHHOTO.
Pimrennst moBuHHE OyTH KOHKPETHUM 1 BKJIIOYATH CKJIA0BI1, IO BiANOBIAIOTH Ha TaKi
MUTAHHA: KOMY, III0 3pOOHTH 1 B SIKUW CTPOK.

PimenHs1, mo MicTITh KiJIbKa MUTaHb, MOAUISIOT, HA MYyHKTH 1 MIAMYHKTH, SIKi
HYMEpYyIOThCs apaOchkumu 1udpamu. I[lignyHKTH HyMepyroThes mudpamu 3
KPAarKoIo.

3.2.13. V pa3i konu Ha 3acilaHHl NPUIAMAETHCS PILIEHHS MPO 3aTBEPIKEHHS
JOKYMEHTa, SIKU OOroBOpIOBABCS Ha 3acifjaHHl, el JOKYMEHT JOJA€EThCSA J0



MPOTOKOJTY 1 B HhOMY POOUTHCS MTOCUIIaHHS HAa HOMEP 1 1aTy MPOTOKONY. 3a HasIBHOCTI
IHITNX JOKYMEHTIB, IO PO3MIISAIAINCS HA 3acilaHHl Ta PaKkT 0OTOBOPEHHS SIKUX OYyJ10
3a(piKCOBAHO Yy TEKCTI MPOTOKOIY, BOHU HYMEPYIOThbCS apaOChKUMU mudpaMu
(domarox 1, Homarok 2). YV BIAMOBIIHUX IMyHKTaX MPOTOKOIY POOUTHCS MOCHIAHHS
Ha Il JOJAaTKH.

3.2.14. TIpoTokon MIANUCYETHCA TOJIOBYIOUMM Ha 3aciflaHHI KOJIET1aJIbHOTO
OpraHy Ta CeKpeTapeM.

3.3.Cay:k00Buii JUCT.

3.3.1. Cnyx00Buii JUCT CKIAJAIOTbCS 3 METOI OOMIHY i1H(MOpMAIE MiX
yCTaHOBAMH SIK:

BIJINOBIJII MIPO BHUKOHAHHS 3aBJaHb, BU3HAYCHUX B aKTaxX OPraHiB Jep>KaBHOI
BJIa/IM, TOPYYEHHSIX BUILKUX MOCAJ0BHUX OCI0;

BI/IMOBI/Il HA BUKOHAHHS JOPYYE€Hb YCTAaHOB BHIIOTO PIBHS;

BI/IMOBI/1 HA 3aIMTH 1HIIUX YCTAHOB,;

BI/IMOBI/I1 HA 3BEPHEHHS IPOMA/ISH;

BIJIMOBI1 HA 3aIMUTH Ha 1H(OPMAITIIO;

1HILIaTUBHI JHUCTH;

CYIIPOBIJIHI JIUCTH.

3.3.2. CunyxOoBuidi JUCT OPOPMISAETHCA Ha ONaHKy NpO(]eciiHO-TEXHIYHOTO
HABYAJIBHOTO 3aKJIaJy.

3.3.3. Jluct Mae Takl peKBI3UTH: Aara, PeeCTpalIiHUNA 1HAEKC, MOCHJIAHHS Ha
peecTpauiHui 1HAEKC 1 JaTy JOKyMEHTa, Ha SIKMM Ja€ThCsl BIAMOBIAL, ajpecar,
3arojloBOK J0 TEKCTY, TEKCT, BIAMITKa MpPO HAABHICTh N0JATKIB (Y pasl morpedm),
MIIHC, BIAMITKA PO BUKOHABIIA.

Jlatoro JmMcTa € Jara WOro MiANMCaHHs, SKa IOBMHHA 30IiraTucs 13 IaToro
peecTpaliii BUXiHOT KOPECTIOHICHITI1.

3.3.4. OCHOBHUM PEKBI3HUTOM CIIY’KOOBOTO JINCTa € TEKCT, IO, SIK IMPaBHIIO,
CKJIQJIAETHCS 3 IBOX YACTHH. Y TMEPIIN YaCTUHI 3a3HAYA€ThCS MPUYNHA, TiAcTaBa abo
OOTpYHTYBaHHS MIiJTOTOBKM JIMCTa YW HABOMSTHCS TMOCWUJIAHHS HA JIOKYMEHTH, IO
OyJIu MACTaBOO JJIA HOTO CKIAJACHHS.

Jlpyra yacTuHa BKJIIOYAa€ BUCHOBKH, IMPOMO3HUIIi1l, IPOXaHHS, PIIIEHHS TOIIO, SIKi
PO3MIIIYIOThCS 3 a03aIry.

3.3.5. SIx mpaBuUIIO, y JUCTI NOPYIIYETHCS OJHE TUTAHHS.

Tekct nucTa BUKIAaeThCA BiJ MEpUIoi 0COOM MHOKUHU 3 BUKOPUCTAHHSM CIIiB:
«IIPOCHUMO TIOBIJIOMHTH...», «PO3'SICHIOEMO, III0...».

3.4. AKT.

3.4.1. AKT — IOKYMEHT, CKJIaJICHUH JEeKIIbKOMa 0CO0aMH Ta MiATBEPIKYIHOUUN
ycTaHoBlieHI (akth 1 mii. AKTH O(QOpPMISIOTBCA 3a pe3ylbTaToM PEBI3id, MpH
npuiomi-niepeaadl cripaB, CIIMCaHHI MaifHa TOIIO.

3.4.2. Akt oopmisiEThCSl HA CTaHIAAPTHOMY apKyIi marnepy dopmary A4 1 mae
TaKi PEeKBI3WTH: Ha3Ba JIOKYMEHTY, Tpu( 3arBepmkeHHs (mpu HEOOXiIHOCTI), Aara i
MICIIe CKJIaJIaHHsI, 3ar0JIOBOK JIO TEKCTY, TEKCT, IMIAMUCH 0Ci0 (He MEHIIE TPhOX), SIKi
CKJIAJ[aJTHA aKT.

3.4.3. TekcT aKTa CKJIaJAa€ThCs 13 BCTYIHOI Ta KOHCTATyI040i YaCTHH.

VY BCTYIHIN YacTHHI BKa3yIOThCS IMIJICTaBH VIS CKJIAJIaHHS aKTa Ta Ha3UBAIOTHCS



ocoOu, SIK1 CKJIaJId akT a0o OyiH MPUCYTHI MPHU 1IbOMY.

VY KOHCTaTyro4ili 4aCTHHI BHKJIAQJA€THCS CYTh, 3aBIaHHS, XapaKTep BUKOHAHOL
po0OOTH, BCTaHOBJICHI (haKTH, MPOMO3UIlli Ta BUCHOBKU. KOHCTaTyroua yacTHHA MOXKE
0(OPMITIOBATUCS y BUTIS A1 TAOTHIT.

VY KiHIIl TEKCTy aKTa 3alHCyIOThCS JaHi MPO KUIBKICTh €K3EMIUISPIB akTa Ta iX
MICII€ 3HAXO[KEHHS.

3.4.4. Akt mianucyetbcs BciMa oco0aMH, iK1 Opajii yyacTh y MOTro CKJIaJaHHI.

3.4.5. Oco0a, sika Mae 3ayBa)K€HHs 70 3MICTY aKTa, MIJANUCY€e HOTO 1 BUKIIAIA€E
CBOIO JYMKY Ha OKPEMOMY apKyIili, SKHI JTIOMA€ThCS IO aKTa.

3.5. Teaedonorpamu

JlJisi onepaTUBHOTO BUPIMICHHS CIIyKOOBHX MHUTaHb JO3BOJIAETHCA NEperada
tenedonorpam. TenedoHorpamMmu ohOpPMIISIFOTECS B OTHOMY €K3EMIUIAPI, iX MiAIUCYE
Kep1BHUK MPOdeCiiHO-TEXHIYHOTO HABYAILHOTO 3aKJIay.

3.6. lonaTKku 10 1OKYMEHTIB.

Jlomatku 10 TOKYMEHTIB, KpiM JOJATKIB JI0 CYIPOBIIHKUX JIMCTIB, CKIAAAI0ThCS 3
METOI0 JIOTIOBHEHHSI, TMOSICHEHHS OKPEMHX NHUTaHb JIOKyMeHTa abo TOKyMeHTa B
IOMY.

Jlonatku oGopMIISIOTBCS, K TPABWIIO, HA CTaHIAPTHUX apKymiax mamepy. Ha
JIPYyroMy 1 HACTYNMHMX apKylllax JojaTka poOuthbcs BiaMmiTKa: «lIpomoBxeHHs
nonarkay, «lIponosxenns noxarka 1».

VY pa3i HasIBHOCTI KIJIBKOX JIOJATKIB Ha HUX 3a3HAYAIOTHCS MOPSAIKOBI HOMEPH,
Hanpukian: Jlomatok 1, Jlomarok 2 tomio. 3Hak «Ney nepen nudpoBUM MO3HAYEHHSIM
HE CTaBUTHCS.

VY pa3i Koau J0JaTKU HAJCUJIAIOTHCS 13 CYIMPOBIIHUM JIMCTOM, BIJIMITKA MPO
HAsIBHICTbH JIO/IaTKIB PO3MIIIYETHCS MICIS TEKCTY JUCTA Mepe] MiAMTUCOM HaIlPUKIIAI;:

Jlomarok: Ha 5 apk. y 2 IpuM.

Skimo JOKYMEHT Mae€ JO0AaTKH, TOBHE HaWMEHYBaHHS SKMX Yy TEKCTI He
HABOJIUTHCS, TO iX HEOOXITHO TMEPENIYUTH MICIS TEKCTY 13 3a3HaYEHHSM KIUIBKOCTI
apKyIIiB Y KOKHOMY JIOJJATKy Ta KUTBKOCTI TXHIX MPUMIPHUKIB, HATTPUKIIAI:

HNonarku: 1. JloBigka mpo megaroriuauii ctax Ha 1 apk. B 1 mpum.
2. I'padix pobotu Ha 1 apk. B 1 mpum.

4. PeecTpalist J0KyMeHTIB

4.1. Joxymentu B  mpoeciiHO-TEXHIYHOMY  HaBYaJIbHOMY  3aKjaji
PEECTPYIOTHCS HE3aJIEKHO BiJl CITOCO0Y TX CTBOPEHHS, OICPKAHHS, Y1 BIATBOPEHHS.

4.2. PeecTparrisi TOKYMEHTIB NMPOBOJUTHCA 3 METOI0 3a0e3ledeHHs iX OOJIIKY,
KOHTPOJIIO 32 BUKOHAHHSM 1 OTIEpPaTUBHUM BHUKOPHUCTAaHHSAM 1H(pOpMaIlii.

4.3. Peecrtpaliisi JOKyMEHTIB MOJSAra€e y BEACHHI 3amucy OONIKOBHX AAHHUX IPO
JOKYMEHT 3a BCTAHOBJIEHOK pPEECTpPalIiHOI0 (OPMOIO, SKUM (PIKCYeThCS (PakT
CTBOpPEHHS, BiANpaBICHHA a00 OTPUMAaHHS ITOKYMEHTa ILISXOM IPOCTABICHHS Ha
HbOMY PEECTPAIITHOTO 1HJIEKCY 3 MOAAIBIIMM 3alUCcOM Yy 3a3HadeHuX ¢dopmax
HEOOX1THUX B1JIOMOCTEH MPO JOKYMEHT.

4.4. JloxymeHTH, SIKI HAIXOIATh 1O 3aKJagy, PEECTPYIOThCA B >KypHaIl
peecTpartiii BXiJHOT KOPECIOHIECHIIIT, a Ti, 1[0 BIAMPABIISIIOTHCS 3 HBOTO, — Y KypHaIl



peecTpallii JOKyMEHTIB, CTBOPEHHUX MPO(PECIHHO-TEXHIYHUM HABYAIbHUM 3aKJIAJ[OM.

[Ipumipna  ¢opma  peecTpamiiHOTO  JKypHAIy  BXIIHHX  JIOKyMEHTIB
npo(eciiHO-TEeXHIYHOTO HaBYAIHHOTO 3aKjIaJy HaBeJeHA B IOAATKY 5.

[IpumipHa ¢gopma peecTpariiiHOTO KypHaAITYy BHUXIIHUX JOKYMEHTIB, CTBOPEHUX
(BHYTpIIIHIX) MpodeciifHO-TEXHIYHUM HaBYaJbHUM 3aKJIa/loM, HaBeJeHa B J0AATKY
6.

4.5. JlIokyMEHTU peecTpyIOThCS 3a rpylnamMu 3ajexHO BijJl Ha3BU BHU]Y, aBTOpa Ta
3MICTY JOKYMEHTIB. OKPEMO PEECTPYIOTHCS:

aKTU OpPTaHiB JIEPKABHOI BJIaJU, TOPYUYEHHs BUIIMX MOCAJI0BUX OCI0, 3alUTH,
3BEpHEHHS, a TAKOXK OfICpKaHa KOPECIIOH/ICHIIIS;

HaKa3u (po3mopsiIKEHHS ) 3 OCHOBHHX MUTaHb TUSITBHOCTI
npodeCciitHO-TEXHIYHOTO HaBYaJIBLHOTO 3aKJIay;

HaKa3M 3 KaJpOBUX MUTaHb;

aKTH PEBi3ii (PiHAHCOBO-TOCTIOAAPCHKOI JiSITLHOCTI;

OyXraiaTepchbKi JOKYMEHTH;

CITY>KOOBI JIUCTH;

3BEpHEHHS TPOMAJIsH;

3anuTH Ha 1H(OpPMAIIITO.

4.6. ®akcorpamu (mamepoBi KOIMii JOKYMEHTIB, NE€peJaHl 3 BUKOPUCTAHHAM
3ac001B (DaKCUMUIBHOTO 3B’SI3KY) PEECTPYIOTHCSA OKPEMO B1J IHIIHUX JOKYMEHTIB.

4.7. JIOKyMEeHTH, 110 NEePeatoThCsl €JIEKTPOHHOIO MOIITO0 Y CKaHOBaHIi (opMi
0e3 eJNIEKTPOHHOTrO LHU(POBOr0 MIANKCY, PEECTPYIOTbCS OKPEMO BIJl IHIIUX
JOKYMEHTIB 13 3a3HaYCHHSIM €JIEKTPOHHOI aJIpeCcH BiAMpaBHUKA Ta ajipecara.

Opurinan AOKyMeHTA, SKUW HAIIAIIOB Micis (akcorpaMu abo €JIEKTPOHHOIO
MIOIITOX0 B CKAaHOBaHIM (OpPMI, peeECTPY€ETHCS BIJMOBIIHO 10 MYHKTY 4.4. [HCTPYKITi.

4.8. Ilin wac peectpamii JOKYMEHTY HAJA€ThCSi YMOBHE TIO3HAUEHHA —
peecTpanifHui 1HIeKC.

JIis BXIAHUX JTOKYMEHTIB PEECTpaIliiHUN 1HJIEKC CKIAJAE€ThCS 3 MOPSIKOBOTO
HOMEpa Ta 1HJEKCY CIIPABH.

Y BHUXIJHOTO JOKYMEHTa pEECTpalliifHMil 1HIEKC MOXKE pPO3MIIlyBaTucsa y
3BOPOTHIM MOCIIIJOBHOCTI — IHJIEKC CIIPABU Ta MOPSIKOBUN HOMED.

4.9. YV npodeciiiHO-TEXHIYHUX HABYAJIBHUX 3aKJIaJIaX MOXKE 3aCTOCOBYBATHUCS
KypHaJIbHa YW aBTOMAaTHM30BaHa (3 BUKOPUCTAHHSIM CHEIiaTbHUX KOMIT IOTEPHHUX
nporpam) (popma peectpailii JOKYMEHTIB.

4.10. TlpumipHuid mepenik AOKYMEHTIB, IO HE NiUISraloTh peecTparli,
BUKJIQJICHUM Yy 1OAATKY 7.

5. CkiageHHs1 HOMEHKJIATypH Ta GOpMyBaHHA CIIPaB

5.1. Homenkmarypa copaB — 1I¢  OOOB’SI3KOBUM  JUISI  KOXKHOTO
npo(eciiHO-TEXHIYHOTO HABYAIBHOTO 3aKJIaly CHCTEMAaTH30BAaHHMM TEpeiK Ha3B
(3aroJyioBKiB) cripaB, mo GOpMYIOTHCS, 13 3a3HAYCHHSIM CTPOKIB 30epiraHHs CIpaB.

5.2.Homenkiarypa CITpaB MpU3HAYEHA JUISL BCTAHOBJICHHS B
npo¢eciiHO-TEXHIYHOMY HaBUaJbHOMY 3aKJal €IWHOTO TOPSAKY (QOpMyBaHHS
cipaB, 3a0e3MeyeHHs iX 00Ky, ONEepaTUBHOIO MOILIYKY JOKYMEHTIB 32 iX 3MICTOM I



BHJIOM, BU3HAUCHHS CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO IS CKJIQJEHHS OIKCIB
crpaB MOCTiHHOTO Ta TpuBaioro (moHaa 10 pokiB) 30epiranHs, a TakoX JJisi OOMIKY
crpaB TUMYacoBOTO (10 10 poKiB BKIIFOUHO) 30epiraHHsl.

5.3. [Ilpumipna ¢opma HOMEHKIATypu cmpaB MOpodheciitHO-TEXHITHOTO
HaBUaJHHOTO 3aKJIaJy HaBEACHA y J0AATKY 8.

5.4. 3arosoBOK cCHpaBM MOBHHEH WYITKO Yy CTUCIIN Yy3arajJbHEHi QopMi
BIJI0OpakaT CKJIaJ 1 3MICT IOKYMEHTIB CIIPaBU.

3arojloBOK CHOpPAaBU CKJIAJA€TbCS 3 €JIEMEHTIB, IO PO3MINIYIOThCS Yy Takid
MIOCITIIOBHOCTI: Ha3Ba BUAY CHpaBW (JIMCTYBaHHS, JKypPHAJ, KHUTA TOIIO) YU BHUIY
JOKyMEHTIB Yy cropaBi (Haka3ud, NPOTOKOJM, AaKTU TOINO); aBTOP JIOKYMEHTIB
(HaliMeHYBaHHS 3aKjaay); KOPECIMOHACHT a0 aapecar (HallMeHyBaHHsS YCTaHOBH, /10
SKOi agpecoBaHi abo0 BiJ SKOT HAMIWIUIM JIOKYMEHTH); KOPOTKHUN 3MICT JOKYMEHTIB
crpaBu (IMUTaHHA, 3 sIKOTO (OPMYETHCS CIpaBa); nara (mepion), 10 SIKOi HajIeXarb
JIOKYMEHTH CIIPaBH; BKa31BKM Ha HAsBHICTh KOMIN JOKYMEHTIB y cmpaBi (y pasi
noTpedn).

VY 3arojoBkax OCOOOBMX Ta IHIIMX CIpaB, MO MICTATH JOKYMEHTH 3 OJHOTO
NMUTAHHA, TOB’S3aHI MOCIITOBHICTIO BEIECHHS MPOIEAYpP IIJIOBOJCTBA, BKUBAETHCS
TEPMIH «CTIPaBay.

V 3aronoBkax cmpas, IO MICTATh JOKYMEHTH 3 OJHOTO MUTAHHS, HE MOB’S3aHI
TIOCJTIIOBHICTIO BEJCHHS MPOIEIYP IITOBOJACTBA, BXKHUBAETHCS TEPMIH «JTOKYMEHTH,
a TMICJIsl HBOTO B Iy’KKaxX 3a3Ha4al0ThCsl OCHOBHI BUIM JIOKYMEHTIB CIIPaBH.

TepMmiH «TOKYMEHTH» BKHBAETHCS TAKOXK Yy 3arojlOBKax CIpaB, IO MiCTSTh
JTOKYMEHTH-OJATKH JI0 OyIb-SIKOTO PO3MOPSIIYOTO JOKYMEHTA 3aKIay.

V 3aronoBkax crnpas, IO MICTSATh MJIAHOBO-3BITHY JTIOKYMEHTAIIII0, 3a3HAYA€ThCS
nepion (Micsllb, KBapTal, IMMBpiYYs, pPiK), B SKOMY IUIAHYETHCSA CTBOPEHHS
JIOKyMEHTIB, 200 Tepioa iX (pakTHIYHOrO BUKOHAHHS.

[lin 9ac poO3MilIEHHS 3arojioBKiB CIpaB y HOMEHKJIATypl BpPaXOBYETHCS
BAXJIMBICTh JIOKYMEHTIB, BKJIIOYEHUX JO CHpaBH, iX B3aeMo3B’s30k. Ha mouarky
PO3MINTYIOTHCSL 3aroJIOBKH CIpPaB IMOAO JOKYMEHTIB, sIKIi HAAINIUIA BIiJ] OpraHiB
BUIIIOTO  PIBHS, Jajdl — 1IIOAO0 OpTraHI3aIlifHO-pO3MOpsau0i  JOKYMEHTAIII],
IUTAHOBO-3BITHOI ~ JIOKyMEHTAIlii, JIUCTyBaHHS,  OOJIKOBO-OBIJKOBUX  BHJIB
JTOKYMEHTIB. Y KOXKHIH 3 WX TPYI JTOKYMEHTH TaKOX PO3MINIYIOTHCS 3 YpaxyBaHHSIM
BaXJIMBOCTI Ta CTPOKIB 30€pIraHHs.

5.5. ®opmyBaHHs cOpaB — 1€ IPyllyBaHHS BUKOHAHMX JIOKYMEHTIB y CIpaBU
BIJIMOBIAHO /10 HOMEHKJIATypH CIIPAB.

5.6. I1ix yac popMyBaHHS CHpaB CIIiJl JOTPUMYBATHCS TaAKWX 3araJbHUX MPaBUII:
BMIIIYBaTH y CIIPaBH TIJIKU BUKOHAH1 JIOKYMEHTH BIJIIOBIIHO JI0 3aT0JIOBKIB CITPaB B
HOMEHKJIATypi; TpYNyBaTH Yy CIpPaBU JOKYMEHTH, BUKOHAHI MPOTATOM OJHOTO
KaJICHJApPHOTO POKY, 32 BHHSITKOM NEPEXITHUX CIpaB (BEAYThCS MPOTATOM KUIBKOX
POKIB), OCOOOBHX CIpaB; BMIIIYBaTH Yy CHpaBH JHUIIE OpuUriHamu abo B pas3l ix
BIJICYTHOCTI 3aCB1IY€HI B YCTAHOBJICHOMY TMOPSIAKY KOIi JJOKYMEHTIB; HE JOMYCKaTH
BKJIFOUEHHS JI0 CIIpaB YOPHOBUX, OCOOMCTHUX OKYMEHTIB, PO3MHOKEHUX KO Ta
JOKYMEHTIB, 1110 MiJJISTAI0Th MOBEPHEHHIO; OKPEMO TPYIyBaTH Y CIPABU JTOKYMEHTH
NOCTIHHOTO 1 THUMYacoBOro 30epiraHHs; 3a oO0CAroM copaBa HE IOBHHHA
nepeuiiyBaru 250 apkyuniB (30-40 MUTIMETPIB 3aBTOBIIKH).



5.7. JIOKyMeHTH TpyNyIOThCA Yy CIPaBU B XPOHOJOTIYHOMY Ta/ab0 JIOTTYHOMY
MOPSAJIKY.

5.8. TlomokeHHs, mMpaBwWia, IHCTPYKII TOIIO, 3aTBEPKEHI PO3MOPSTINMU
JOKYMEHTaMH, TPyIYIOTbCS Pa3oM 13 3a3HaYEHUMU TOKyMEHTaMHU.

5.9. Haxka3zu 3 MMATaHb OCHOBHO1 ISJIBHOCTI 3aKJIany, 3
aJIMiHICTPAaTHBHO-TOCMOJAPCHKUX MUTAaHb Ta HaKa3W 3 KaJ[POBHX MUTaHb (0COOOBOTO
CKJIaJly) TPYNYIOThCS B Pi3HI CIIPAaBU BIJIMOBIHO JI0 X BUIB Ta CTPOKIB 30€piraHHs.

[Iporokonn  3acijaHb  KOJETiaJbHUX  OpraHiB  IpodeciiHO-TEXHIYHOTO
HABUAJLHOTO 3aKJIaqy TPYNYIOThCS Yy CIOPaBH B XPOHOJIOTIYHOMY TOPSAKY 1 3a
HOMepamu. JIOKyMEHTH A0 3acijaHb 3a3HAYCHHUX OPraHiB CHCTEMaTH3YIOThCS 3a
JaTaMu Ta HOMEpamH MPOTOKOJIB, a B MEXaX T'PyNH JOKYMEHTIB, 10 CTOCYIOThCS
OJTHOTO MPOTOKOITY, — 32 TIOPSJIKOM JICHHUM 3aciaHHs.

5.10. [opydeHHs yCTaHOB BHUIIOTO pIBHS Ta JOKYMEHTH, MOB’s3aHl 3 iX
BUKOHAHHSM, TPYIYIOTbCS y CIpaBU 3a HampsMaMH JiSUTBHOCTI 3akiamxy abo 3a
aBTOpaMU 1HIIIATUBHUX TOKYMEHTIB. JJOKyMEHTH y HEBETUKIH KIJTBKOCTI TPYIYIOThCS
B OJIHY CTIPaBy Ta CUCTEMATU3YIOThCS 3a JaTaMH JI0PYICHb.

5.11. JIuctyBaHHS TPyMy€eTHCS 3a 3MICTOM 1 KOPECTIOHICHTCHKOIO O3HAKOIO Ta
CUCTEMATHU3Y€ETHCSI B XPOHOJOTIYHOMY MOPSAKY: JOKYMEHT-BIIMOBIIH PO3MINIYETHCS
3a JOKYMEHTOM-3aITUTOM.

6. 30epiranHs Ta 3HMILEHHS TOKYMEHTIB

6.1. JlokymeHTH (CripaB) 3 MOMEHTY CTBOpPEHHS (onmep:kaHHs) abo GpopmyBaHHS
30epiraroThCs y 3aKiajl 10 Tepeadi apXiBHIA yCTaHOBI.

KepiBHuK mpoeciifHO-TEXHIYHOTO HABYAIBHOTO 3aKJIady Ta CHEUianbHO
npusnauena (npusHaueni) 0aAa Ub020 ocoda (ocodu), 30006’a3ani 3a0€3MEUUTH
30epiraHHs TOKyMEHTIB 1 CIIpaB.

6.2. CnpaBu MOBHHHI 30epiraTucsi y BEPTHKaJIbHOMY IMOJIOKEHHI B IIadax, 1o
3aKpuBaroThca. Ha KOpiHISIX 00KIaAMHOK CIIpaB 3a3HA4ar0ThCs 1HIAEKCH CIIPaB.

6.3. Bupgaua cmpaB y  TUMYacoB€  KOPUCTYBaHHS  IpalliBHUKaM
npo(eciiHO-TEXHIYHOTO HABYAJILHOTO 3aKJIa/ly 3A1MCHIOETHCS 3 YCHOTO JI03BOJTY MO0
KEpiBHUKA, a 1HIIMM YCTaHOBaM — 3 HOro MMChMOBOTO /103BOJYy. Ha BuaaHy crpaBy
CKJIQJIA€ThCSl KapTKa — 3aMIHHHMK. Y KapTIll 3a3HAYal0ThCs 1HJIEKC CIPaBH, 3ar0JIOBOK
cripaBH, JaTa ii BuUjavi, oco0a, K crpaBy BHJIAHO, JaTa ii MOBEPHEHHS, IIIMHUCH
0Ci10, SIK1 BUJIaJU Ta MPUMHSIIA CIIPaBY.

Haganns cnpaB y TUMYacoBe KOPUCTYBaHHS 3/11HCHIOETHCS HE OLIBII SIK HA OJTUH
MICSIIb.

6.4. BuuiydeHHS TOKYMEHTIB 13 CIIpaBU MOCTIMHOTO 30epiraHHs 3a00pOHSIETHCS.
VY BHHSTKOBUX BUMAJKaX BUIYYCHHS JOKYMEHTIB JOITyCKAETHCS 3 I03BONTY KEpIBHHUKA
npo(eCciiHO-TEXHIYHOTO HABYAJIBHOIO 3aKJagy 3 OOOB’SI3KOBUM 3aJUIICHHSIM Y
CITpaBi 3aCBIIYCHUX HAJIC)KHUM YHHOM KOTIIH.

6.5. Crpoku 30epiraHHs JAUIOBOI JIOKyMEHTauUli mpodeciiHO-TEXHIYHOTO
HaBUAJHHOTO 3aKJIaJy HABEJACHO Y A0AATKY 9.

6.6. Ilicns 3akiHUeHHS TepMiHy 30epiraHHsS JOKYMEHTIB, SIKI HE IiJJISATaloTh
nepeaayl apXiBHUM yCTaHOBaM, JIOKYMEHTH CITUCYIOThCS KOMICI€10



npo(eciiHO-TEXHIYHOTO HABYAIBHOTO 3aKJIay 3 MPOBEJACHHS €KCHEPTHU3U I[IHHOCTI
JOKYMEHTIB, $IKy TIpH3Hauya€ KEpPIBHUK HaBUYAJIBHOTO 3akjagy. Ha cmmcany
JIOKYMEHTAIIII0 €KCIIepTHA KOMICis CKJIajae BiAMOBIAHUM akT. CrircaHa JOKyMEHTAIIis
3HUIIYETHCSI.



HMonartok 1

10 TunoBoi IHCTPYKIIIT 3
JIIOBOJICTBA Y
npodeciiHO-TeXHITHUX
HAaBYAJIbHMX 3aKJIa/1aX yCiX THUIIIB 1
dbop™M BIIaCHOCTI

(myHkT 2.4.1.)

3pa3ok
opopMiieHHS Os1aHKA PO eCiHHO-TeXHIYHOI0 HABYAJIbHOI0 3aKJIAAy
HAa OCHOBI KyTOBOI'O PO3MIllICHHSI PEKBIi3UTIiB

JIbBiBChKMI podeciiinmii Jinei
TOPriBJi Ta cepu mocayr
Bys1.JI. Ykpaiuku, 26, M. JIbBiB, 79007 r
Ten./dakc 0 (032) 235-89-51,
e-mail: Ipltsp@gmail.com

Kop €JIPIIOY 03072632
Binx Ne
Ha Ne BIJI




Jonarok 2

10 TumoBoi IHCTPYKIIIT 3
JIJIOBOJICTBA Y
npodeCciitHO-TEXHIYHUX
HABYAJIbHMX 3aKJIa/1aX yCiX THUIIIB 1
dbop™M BIaCHOCTI

(myHkT 2.4.1.)

3PA30K
opopMiieHHS O1aHKA PO eCiiHHO-TeXHIYHOT0 HABYAJIbHOI0 3aKJIATy
Ha OCHOBI MO3/10BKHBOT0 PO3MillIcHHSI PEKBI3UTIB

JIbBiBCcbKUI npodeciiinmii Jineil ToprieJji Ta cdepu mocayr
Byi.JI. Vkpainku, 26, M. JIeBiB, 79007 Ten./dakc 0 (032) 235-89-51,
e-mail: Ipltsp@gmail.com Kox €JIPIIOY 03072632

Bix Ne

Ha Ne BIJI



mailto:lpltsp@gmail.com

Jlonarok 3
1o TumoBoi 1HCTPYKIIIT 3
JIJIOBOJICTBA Y
npodeCciitHO-TEeXHIYHUX
HaBYAJIbHUX 3aKjIagaX YCiX THIIIB 1
dbop™M BIaCHOCTI

(myHKT 2.6.2.)

BUMOI'H
10 0(popMJIEHHSI JOKYMEHTIB, III0 BUTOTOBJISIIOTHCH
3a J0MOMOI0I0 IPYKYBAJIbHUX 32C00iB 200 KOMII'IOTEPHOI TeXHIKHU

1. Jns npykyBaHHS TEKCTIB CIY>KOOBMX JOKYMEHTIB BHKOPHUCTOBYETHCS
rapaitypa Times New Roman, mpudt posmipom 12-14 npykapchbKux IyHKTIB.
J103BOJII€THCSI BUKOPUCTOBYBATH MIPUGBT po3MipoM 8-12 ApyKapChKHUX MYyHKTIB JJIs
IpyKyBaHHA pekBi3uTy «lIpi3Buiie BUKOHABI 1 HOMEp Horo TenedoHy», BUHOCOK,
MOSICHIOBAJILHUX HAIKCIB JI0 OKPEMHX CJIEMEHTIB TEKCTy ITOKyMeHTa abo Horo
PEKBI3UTIB TOIIO.

[lix yac npyKyBaHHS 3arOJIOBKIB JT03BOJISIETHCS BUKOPHUCTOBYBATH HAITIBXKUPHUN
mpudt (mpssMuii abo Kypcus).

2. Tekcr noxymentiB Ha mnanepi ¢opmary A4 (210 x 297 MuTIMETpIB)
PEKOMEHJIOBAaHO ApyKyBaTH depe3 1-1,5 MixkpsakoBoro iHrepBaiy, a ¢gopmary AS
(148 x 210 minmimeTpiB) — yepe3 1 MKPSAKOBHM 1HTEpBAJL.

JIOKyMEeHTH MTOBUHHI MaTH Taki Mo (MUTIMETPIB):

30 — miBe;
10 — paBe;
20 — BEpXHE Ta HUXKHE.

PexBizutu mokymeHTa (KpiM TEKCTy), SIKI CKJIQJAalOThCA 3 KIJIBKOX PSJIKIB,
IPYKYIOThCS 4epe3 1 wmikpsakoBuid iHTepBan. CKIIaJioBl YacTMHU PEKBI3UTIB
«Anpecary, «['pud 3arBepmxerHs», «Ipud MOromKeHHD» BiIOKPEMITIOIOTHCS OJUH
B1JI OTHOTO 4yepe3 1,5 MIKPSAIKOBOTO iHTEpBAIYy.

PexBi3uTH [OKyMEHTa BIJOKPEMIIIOIOTbCA OAWH BiAg oxHoro uyepe3 1,5-3
MIKPSAIKOBHX 1HTEpBaJIH.

3. Ha3Ba By TOKyMEHTa IPYKY€TbCA BEIUKHMHU JIITEPAMHU.

4. Pozmm¢pyBanHs mianucy B pekB3UTI «llinxmuc» nOpykyeTbcs Ha piBHI
OCTaHHBOTO PAJIKA HA3BH MOCAIH.

5. He pobOuthca BiICcTynm BiJi MEX1 JIBOrO TOJsA JUIsi PEKBI3UTIB «Jlara
JOKYMEHTa», «3arojoBOK 0 TEKCTy JOKyMeHTa», « Tekct» (0e3 ab3ariB), «BigmiTka
IpO HAasBHICTh JojAaTkiBy, «[Ipi3Buille BHUKOHABLS 1 HOMEp MOro TeneoHy»,
HaliMeHyBaHHs mocaau Yy pekBizutax «llimmue» Tta «[pud mnoromxeHHsD,
3aCBIUYBAJILHOTO HAMUCY «3TiIHO 3 OpuriHaiom», Takok cliB «CJIIYXAJINy,
«BUCTVYIINJIN», « BUPIIINJIN Y, «Y XBAJINJINY, “HAKA3YIO”.

6. 3a HagBHOCTI KITbKOX TpU(]PIB 3aTBEp/PKCHHS 1 TOTOMKCHHS BOHU
PO3MIIIYIOTHCS HA OJHOMY pPiBHI BEpTHKAIbHUMHU psiakamu. [lepmmuii rpud — Bin
MEXI1 JIIBOTO TOJIS; APyTuid — uepe3 104 MigiMeTpH BiJ MEXI JIIBOTO TOJIA.

7. g yac opopmeHHs TOKyMEHTIB Ha ABOX 1 OUIbIIE CTOpiHKaX Apyra Ta



IIponoB:kenHs nogarka 3

HACTYIIHI CTOPIHKM TOBUHHI OyTH mpoHyMmepoBaHi. HoMepu CTOpPIHOK CTaBISITHCS
MOoCepeInHI BEPXHBOTO MOJIS apKylia apaOChKuMH mudpamMu 6e3 3a3HaAUCHHS CIIOBa
«CTOpPIHKa» Ta po3AUIOBHX 3HAKIB. [lepia ctopiHka HE HyMEpYy€EThCS.

8. TexcTn AOKyMEHTIB MOCTIMHOTO 30epiraHHsl JPYKYIOThCS Ha OJHOMY OOIl
apkyma. J[okyMeHTH 13 CTpOKOM 30epiraHHs 10 5 pOKIB MOXHa IPyKyBaTh Ha
JUIOBOMY 1 3BOPOTHOMY OOII1 apKyIIa.



Joaarok 4
1o TumoBoi 1HCTPYKIIIT 3
JIJIOBOJICTBA Y
npodeciiiHO-TeXHIYHNXHABYAJIbHUX
3aKiIa/ax ycix TUIIB 1 popm
BJIACHOCTI

(myHKT 2.6.6.)

NPUMIPHUU NEPEJIK
JAOKYMEHTIB, 110 3aTBEPIKYIOTHCS
3 NPOCTABJISIHHAM rpuda 3aTBepI:KeHHSs

1. Axtu (akr mnpuiiomy-niepeaadi MNpodeciiiHO-TEXHIYHOIO HaBYAJIBHOIO
3aKJiaay; aKT MpUMaHHsS W nepenadi OyaiBesb, IPUMIILIEHb, 3eMEJIbHUX JUISHOK Y
KOPUCTYBaHHS 3aKJIa1y).

2. Homenkiatypa cropas.

3. 3BiTH (3BIT PO OCHOBHY JISUTLHICTB; 3BIT PO BIJIPSHKEHHSI TOIIIO).

4. Onucu crpas.

5. Inanu (Twram poGotu TPOodeciiHO-TEXHIYHOTO HABYAIBHOTO 3aKiIaay Ha
MOTOYHUN PIK; pOOOYNI HABYAIIBHHN TUIAH; IUIAaH POOOTH CTPYKTYPHOTO MiIPO3ALTY
po(eciiHO-TEeXHIYHOTO HABYAIBHOTO 3aKiajy Ha IMOTOYHUH piK (3a HASIBHOCTI)
TOIIIO).

6. [TocagoBi iHCTPyYKIIii.

7. I'padiku.

8. IlpaBuna BHYTpPIMIHHOTO TPYAOBOIO PO3NOPAJKY MNPO(heCciitHO-TEXHIYHOTO
HaBUYAJHLHOTO 3aKIIay.

9. Po3kiaj 3aHATE.

10.Crarytu  (monokeHHs1)  ycraHoB  (craryT  mpodeciiiHO-TEXHIYHOTO
HABYAJILHOTO 3aKJIajy, TMOJIOKEHHS TMpO CTPYKTYpHUH MIAPO3AUT 3akiany (3a
HAsIBHOCTI)).

11. llITarui po3nucwy.



Honarok 5
1o TumoBoi IHCTPYKIIIi 3 11JIOBOACTBA y
npodeciiiHO-TEXHIYHUX HaBUAJIbHUX 3aKJIaJlax ycixX
THUIIIB 1 OPM BIACHOCTI

(myHKT 4.4.)

IMPUMIPHA ®OPMA
peecTpauiifHOro sKypHaJy BXiZHMX JOKYMEHTIB
npodeciiHO-TEXHIYHOI0 HABYAJBbHOI'0 3aKJIALY

No Hara | Kopecnonnent | Buxinuwmii Homep | Kopotkwuit | Pesomrorris Bukonaseup Kontposnb, BiamiTKa
3/m | HAAXOM- (3BiIKH (3a3HauaeTbCs 3MICT KepiBHUKA (xTo PO BUKOHAHHS
JKCHHS HaJIAIIIOB) KOPECIIOH/ICHTOM) 3aKjIaay PO3IISIAATUME ) (3a3Ha4a€THCS
KOHTPOJILHUI TepMiH
Ta crocid
BHUKOHAHHS)
1 2 3 4 5 6 7 8
1.
2.
3.




Honarok 6

10 TunoBoi IHCTPYKIIii 3 A1JIOBOJICTBA

y poheCiitHO-TEXHIYHUX HABYATbHUX

3aKy1agax ycix TUMIB 1 (OpM BIACHOCTI
(myskrt 4.4.)

INPUMIPHA ®OPMA
peecTpaniifHOro »KypHaJ1y BUXiTHHX JOKYMEHTIB,
CTBOPEHUX (BHYTPIillIHiX) MpogeciiiHO-TeXHIYHNM HABYAJIbHUM 3aKJIA/10M

JlaTa Ta 1HACKC Kopecnonaent Kopotkwuii 3micT Buxonasenp
JIOKYMEHTAa

1 2 3 4




Honarox 7
10 TunoBoi IHCTPYKIIii 3 A1JIOBOJICTBA
y poheCiitHO-TeXHIYHUX HABYAIbHUX

3aKJIa/1ax yciX THUIIB 1 OopM BIACHOCTI
(myHkT 4.10.)

MPUMIPHU NEPEJIK
AOKYMEHTIB, 10 He MiVIAral0Th peecTpauil creniajJbHO NPU3HAYECHOIO 1JIA HbOI0
000010 MpodeciiHO-TeXHIYHOT0 HABYAJIBbHOI0 3aKJIAAY ™

1. I'padixu, HapsaK, 3asBKU, PO3HAPSIKH.

2. 3BeneHHs Ta iH(opMalis, HaaiciaHi 10 BigoMa.

3. HaByanbHi miianu, mporpamu (Korii).

4. PexnamMH1 OBIAOMJICHHS, TUTAKAaTH, TPOTPaMH Hapa/l, KOH(EpeHIii ToIIo.
5. Hopmu BuTpartu marepialib.

6. BiTanpHi TUCTH 1 3aIIPOIIICHHS.

7. lpykoBaHi BUAaHHS (KHUTH, KypHaJIU, OIONIETEH]).

8. MicsiuHi1, KBapTalbHi, MIBPI4HI 3BITH.

9. ®opMu CTaTUCTUYHOT 3BITHOCTI.

10. Jorosopu.

* JlokyMeHTH, 3a3HadeHi y myHkTax 1, 3, 7-10, mignararoTs cneniaabHOMy OOMIKY Y BiAMOBIIHUX
CTPYKTYPHHX IiAPO3AiIax MpodeciiHO-TEXHIYHUX HAaBYAJIbHUX 3aKJIa/IiB (32 HAIBHOCTI)



Jlonarok 8

10 TunoBoi IHCTPYKIIii 3 A1JIOBOJICTBA

y poheCiitHO-TeXHIYHUX HABYAIbHUX

3aKJIa/1ax yciX THUIIB 1 OopM BIACHOCTI
(myskr 5.3)

3ATBEP/I2KEHO
HupexTop npodeciitHO-TeXHIYHOTO HAaBYAIBHOTO 3aKIaay

(miamuc) (irimianu (iHiiax iMeH1),Tpi3BHUIIE)

ML.IL

HOMEHKJIATYPA CIIPAB
No

(HaliMeHyBaHHS PO eCiHHO-TEXHIYHOTO HABYAJILHOTO 3aKJIay)
Ha piK

Innexc | 3aromoBok cripaBu | Kimekicte | Crpok 306epiranns cipaBu | [Ipumitka

copaBu | (TOMy, YaCTHUHH) CIIpaB (ToMy, YaCTHHHU) 1 HOMEpHU
(TOMIB, cTaTei 3a nepenikomMm
YACTHH)
1 2 3 4 S

HaiimenyBanHs nocaau ocoou,
BIJIMMOB1AAIFHOT 32 OpPraHi3aIliio J1JI0BOICTBA

(miamuc) (iHimiamm, Ipi3BUIIEC)

20 p.




Jlonarok 9
1o TumoBoi IHCTPYKITIT 3
JIJIOBOJICTBA Y
npodeCcitHO-TEXHIYHUX
HaBYaJIbHUX 3aKjIaJaX YCiX THIIIB 1
dbop™M BIIaCHOCTI

(myskr 1.2)

IlepeJiik THIIOBMX IOKYMEHTIB, 110 000B’AI3KOBO CTBOPIOIOTHCS i Yac
AiLILHOCTI MpodeciiHO-TeXHIYHUX HABYAJBbHMUX 3aKJIA/IIB i3 3a3HAYEHHAM
CTPOKIB 30epiranus

Ne | Ha3zBa nokymeHTy Crpok 30epiranss

3/m

1 2 3

1. | CraryTt npodeciiiHO-TEXHIYHOTO HaBYAJILHOTO Jo nmikBigarii 3akaaay
3aKIaay

2. | CBiIOIITBO TPO JIEp)KaBHY aTeCTaIliio Jlo mikBigarii 3akaasy
podeCiiHO-TEXHIYHOTO HABYAJbHOTO 3aKIaIy

3. | Marepianu aep:kaBHOI aTecTarii Jlo mikBimarii 3aKmaxy
po(deCIHHO-TEXHIYHOTO HABYAIHLHOTO 3aKJIaay

4. | [IpuitmanbHO-3/1aBaJIbHI aKTH Jo nikBigamii 3aKkiany
npodeciiHO-TEXHIYHOTO HABYAIBHOTO 3aKIady
(TTpu 3MiHI KEPIBHHUIITBA)

5. | KypHanmu 0O0miKy TIepeBIpOK, peBI3id Ta 5 pokiB
KOHTPOJIIO 3a BHKOHAHHSAM 1X pPEKOMEH/Iallii
(KOHTPOJIbHO-BI3UTAIIMHUH KypHa)

6. | Craructuuna 3BiTHICTB (hopmu Ne Ne 3H3-1, Ne BiamosigHo no
3H3-3, Ne 83-PBK Ta inmi) pEeKOMEHAaLIIi

Jlepxxcrary
7. | HomeHnknatypa cipas 5 pOKIB MiCs 3aMiHU
HOBOIO

8. | JlineH3is Ha MpaBo MPOBEJACHHS OCBITHHOI Mo nmikBigarii 3akaaxy
TSITBHOCTI PO eciHHO-TeXHIYHUM
HaBYaJLHUM 3aKJIaJIOM (CTOCYETHCS TAKOXK
NPUBATHUX HaBYAJIBLHUX 3aKJIa/IB)

9. | PoOounii HaBYaTBHU, PIYHUHN, IEPCTICKTUBHUAN 5 pokiB
IJIaHA POOOTH HABYAJBLHOIO 3aKJIay

10. | I[Tporpamu (nmpeameTiB, (aKyIbTaTUBIB, KYypCiB Jlo 3aMiHM HOBUMU
3a BUOOPOM, TYPTKIB, CEKITIH)

11. | KnacHi xypHaiu Ta >KypHaju 00JiKy 5 poKiB

(HaBYAIBPHUX JIOCSITHEHB YYHIB, SIK1
nepeOyBaroTh Ha 1HIUBITyaIbHOMY HaBUaHHI,
TJIaHYBaHHS Ta 00JIIKY pOOOTH TypTKa,
(bakyIbTaTUBY TOIO,BUKOHAHHS TIE1arori94HOTO
HABAHTAKEHHS (IPONYIIEHNUX 1 3aMIHEHUX




YPOKIB))

12. | [TucemMoBI poOOTHM y4YHIB 3 MPOXOIKCHHS 1 pik
JIeP>KaBHOT IT1JICYMKOBOI arecTaii
13. | Haka3u Ta kHUTH peecTpallli Haka3iB 3 OCHOBHOI | Jlo JikBijaiii 3aknamy
TUSITBHOCTI
14. |Hakasu Ta KHUTH peecTpalii HakaziB 3 5 pokiB
aJIMIHICTPAaTUBHO-TOCHOAAPCHKUX TUTAHbD.
15. |Haka3su Ta KHUTM peecTpalii HakasziB 3 |75 pokiB,
KaJIpOBUX MMUTaHb (0COOOBOTO CKIIAIY) 'HaKa3u po
KOPOTKOCTPOKOBI
BIJIPSJDKEHHST B MeEXKax
VYKkpaiHu Ta 3a KOPZOH;
CTSTHEHHS; HaJaHHS
HMIOPIYHUX OIJIauyyBaHUX
BIJIMMYCTOK Ta BIJIITYCTOK
y 3B’SI3Ky 3 HaBYAHHSIM
— 5 poKiB
16. | TpynoBi KHUKKH MIPAIliBHUKIB, CaHITapHI Mo 3anurtanHs, HE
KHUKKH 3aTpeOyBaHi HE MEHIIIE
50 pokiB
17. | OcoboBi cripaBu NMpamiBHUKIB (KAPTKH) [Ticns 3BinbHEHHS 75
POKIB
18. | Oco0oBI cripaBu yuHIB 3 poKH MmiciIs
3aKIHYCHHSI
19. | Kuuru o6miky Ta Bumadi (peectpailii) arecTaris 75 pokiB
PO MOBHY 3arajbHy CEPEIHIO OCBITY, IUIJIOMIB
KBaJI1(p1KOBAHOTO poOiTHHKA, JUTIIOMIB
MOJIOZILIOTO CHEeIiaiicTa, 30JI0TY MeJaib «3a
BHUCOKI JOCSTHEHHS y HaBYaHHI» Ta CpiOHY
Menanb «3a  JOCATHEHHS y  HaBUaHHI»,
MOXBaJIbHUX JIUCTIB «3a BUCOKI JTOCATHEHHS Y
HaBYaHHI» Ta MOXBAIBHUX I'PaMOT «3a 0COOIMBI
JOCSITHEHHS Y BUBUYEHHI OKPEMUX MPEIMETIBY
20. | Kuura o06niky OnaHKIB TPYIOBUX KHIDKOK 1 3 poku
BKJIQJIOK JI0 HUX
21. | KypHanu 00Ky BHAa4l TPYIOBUX KHIKOK 1 50 pokiB
BKJIAJIOK JIO HUX
22. | [IpaBuna BHYTPINIHBOTO PO3TOPSIKY 1 pik micns 3amiHu
podeCiitHO-TEXHIYHOTO HABYAJIBLHOTO 3aKJIaTy HOBUMH
23. | IlocanoBi IHCTPYKIIiT IPAIIBHUKIB 3aKIay 5 pOKIB MicCs 3aMiHU
HOBUMH
24. | [IpoTokonu (memaroriyHoi paad, 3arajibHUX 5 poKiB

300piB (KOoH(pepeHIlii) KOJEeKTHBY, aTeCTalliitHOT
KOMiCli, JIep»KaBHMX aTeCTallliHUX KOMICIH
TONIO)




25. |Kauru  (kypHanmu) peectparii  MPOTOKOIIIB 5 pokiB
(memaroriyHOi  paaW,  3araJbHUX  300piB
(xoH(epeHIIii) KOJIEKTUBY, aTeCTaIliiHOT KOMICIi,
JIEPKAaBHUX aTeCTAIIMHNX KOMICIH TOIIO)
26. | Kuura (kypHasl) BHYTPIIIHBOTO KOHTPOIIIO 5 pokiB
(BenmeThCsl y JOBUIBbHIN (hopmi)
27. | Peectpariiiiti )KypHaau BXiJHUX Ta BUXITHUX 3 poku
JIOKYMEHTIB
28. | PeecTpariiinuii ’xKypHas 3Be€pHEHb TPOMAIsTH 5 pokiB
29. | Kypnanu peectparlii IHCTPYKTaXIB 3 TUTaHb 10 pokiB micms
OXOPOHHU TIpalli 3aKIHYCHHS )KypHAITY
30. | XKypnain peectpairii 0cid MOTEPIIAX Bif 45 pokiB micis
HEIACHUX BUMAJKIB 3aKIHUYCHHS )KypHAITY
31. | IHBeHTapHO-TEXHIYHUNA ACTIOPT 5 pOKIB micys JTiKBiAaLii
podeCIMHO-TEXHIYHOTO HABYAIHHOTO 3aKIaay OCHOBHHX 3aC001B
32. | HoxymeHTH (CB1JIOIITBA, aKTH, JOTOBOPH) Ha Jlo mikBimarii 3aKaamgy
3eMIII0, CTIOPYII, MaltHO, Ha MPaBO BOJIOIIHHS,
KOPUCTYBaHHS, PO3MOPSHKEHHS] MaitHOM
33. | Marepianu oprasizaiiii Ta mpoOBEACHHS 5 pokiB
arecTalii negaroriYHUX MpaiBHUKIB (CIIUCKU
YJICHIB, IPOTOKOJIN 3aC1/1aHb, PILLIEHHS
aTecTalliitHOT KOMICii; 3BITH 1 BIJOMOCTI IIPO
MIPOBENICHHS aTeCTallii, 3asBU PO HE3TOMY 3
pILIEHHSIMU aTeCTAlIMHOT KOMICIT Ta IOKYMEHTH
(HOB1AKM, BUCHOBKH) IIPO iX PO3IJIS)
34. | [uBeHTapHa KHMTa 010MiI0TEYHOTO QOHIY — 32 Jlo mikBigamii
HAsIBHOCTI 010J110TEKH 01610TeKH
35. | Criucku y4uHIB IpoQeCiiHO-TEXHIYHUX Jlo mikBimarii 3aKaaxy

HaBYIBHHX 3aKIa/aiB (ayaBiTHA KHHATA 3aMACY
VYHIB)




3ABI3YBAJIN:

3acTynHUK HaYaJIbHUKA YIIPABIIHHS

Jupexrop HaBuanbHO-METOAUYHOTO
uentpy I1TO y JIbBiBCBKiH 00nacTi

Metroguct HMI IITO
y JIbBIBCBKiM 00nacTi

P.M.Boponsik

B.M.bo0Oxko

C.I.Bacununa



