3ATBEPIKYHO
[upekTop 3aknagy ocBiTU
Napuca SAI'YPCbKA

15.11.2022 p.
IHCTpyKUia 3 ginoBoAacTBa
MNMnyratapcbKkoro 3aknaay 3aranbHoI cepeaHboi ocBiTH I-lll cTyneHiB
TananaiBCbKOI CenuwHoI pagu
MpunyubKkoro panoHy YepHiriBcbkoi obnacrti

l. 3aranbHi nonoxeHHsA

1. IHCTpyKIis po3pobiaeHa BiAMOBIIHO 10 BUMOT [HCTPYKIIii 3 IJIOBOICTBA
y 3aKjaiax 3arajibHOl CepeaHbOi OCBITH, 3aTBepipkeHoi HakazoM MOH VYkpainu
25.06.2018 p. Ne 676, 3apeectpoBanoi B Minrocti Ykpainu 11.09.2018 p.

No 1028/32480, nucra-po3'sscCHEHHSI 1IOAO 3aCTOCYBaHHSI OKPEMHUX TOJOKEHb
[HCTpYyKLIT 3 AIIIOBOACTBA y 3aKjIa/iax 3arajibHoi cepeanboi ocBiTH Big 03.10.2018
POKY Nel/9-596, JACTY 4163:2020 «YHipikoBaHa cucrema
oprasizauiitHo-po3nopsaa4oi JokyMeHTaiii. Bumoru 1o opopmiieHHs 10KyMEHTIB»
(Hakaz /[lepkaBHOrO miANpUEMCTBA «YKPAiHCHKUNA  HAYKOBO-AOCHITHUN 1
HaBYaJbHUM IEHTp mpoliieM craHaaptuzaiii, ceprudikamii ta sxocti» (Il
«YxkpHHII») Big 01 sumas 2020 p. Ne 144 3 2021-09-01).

2. Usa IHCTpyKIisST BCTAHOBIIOE BUMOTHM IIOIO JAOKYMEHTYBaHHS
YOpaBIIHCHKOI  1H(popMalli Ta opradizamii poOOTH 3 JIOKyMEHTaMu B
[TnyratapcekoMy  3akiazai 3aranbHOi cepeanboi ocsith [-III crymeniB  Ta
3aTBEPIKY€ETHCS KEPIBHUKOM 3aKJIady.

3. JlimoBoacTBO B 3akiaji 3aranbHOi cepenuboi ocBiTy [-1I1 crynenis (mami
— 3aKJIajy) 3M1ACHIOETHCS KEPIBHUKOM Ta HOTO 3aCTyMHUKAMHU, K1 MPU3HAYAIOTHCA
KEPIBHUKOM 3aKJIaLy.

4. Ilopsimok opraHizailii JUIOBOACTBA 32 3BEPHEHHSIMHU IPOMAJSH, 3alUTaMu
Ha MmyOniuHy iH(OpMaIlil0 BU3HAYaeTbesl 3akoHaMu Ykpainu «IIpo 3BepHEHHS
rpomazasHy, «IIpo goctyn g0 myoaiyHOi iHPOopMaIii».

5. YV 3akiani JUIOBOACTBO 3IIMCHIOETHCA JIEPKABHOK MOBOI. JlOKyMeHTH
CKJIQJIAI0ThCA IEPKABHOIO MOBOIO, KPIM BHUIIAJIKIB, epe0ayeHUX 3aKOHOAABCTBOM
PO MOBH B YKpaiHi.

JlokyMeHTH, $KI HaJCUIAIOThCA 1HO3EMHUM ajapecaraMm, OQOPMIIOIOTHCS
YKpaiHCbKOIO MOBOIO, a00 MOBOIO Jiep)KaBHU-ajpecara, ad0 OJHIEI0 3 MOB
MI>KHAPOIHOTO CITIJIKYBaHHS.

6. Ctpoku 30epiraHHsi JOKYMEHTIB, SIKi CTBOPIOIOTHCS i Yac MisNIbHOCTI
3aKiaay, BUBHAYAIOTHCS Haka3oM MiHiCTepCTBa IOCTHINIT YKpainu Bif 12 KBITHS
2012 poky Ne 578/5 «Ilpo 3arBepmxkenHs Ilepeniky TUIOBUX JOKYMEHTIB, IO
CTBOPIOIOTHCA MiJl Yac JISUIBHOCTI JAEPKABHUX OPraHiB Ta OpPraHiB MICLEBOIO
CaMOBpSITyBaHHS, 1HIIUX YCTAHOB, MIANPUEMCTB Ta OpraHi3allii, 13 3a3HaYCHHSIM
CTPOKIB 30epiraHHsi JIOKyMEHTIB», 3apEeCTPOBaHMM Yy MIHICTEPCTBI IOCTHULIIL
VYkpainu 17 kBitHs 2012 poky 3a Ne 571/20884 (31 3miHamu) (noaarok 1).



I1. 3aranbHi BUMOTH 10 CTBOPEHHSI, 0(POPMJICHHS TA TOKYMEHTYBAHHS
ynpasJiiHcbKol iHGopMairii

1. JlokyMeHTyBaHHSI YIpaBIiHCHKOI iH(OpMaIli 3akiamy MOJATaE y CTBOPEHHI
JOKYMEHTIB, sIKI COPSIMOBaH1 Ha BUKOHAHHS YIIPaBIIHCHKUX PIllICHb.
2. 3aknaj 3A1ICHIOE JOKYMEHTYBaHHS YIPaBIIHCHKOI 1H(OpMaIlii uepe3 HakasH,
MPOTOKOJIU, IHPOPMAIIITHO-aHATITUYHI JOBIJIKH, JIOTIOB1/IHI 3alUCKH, JTUCTH, AaKTH
Ta 1H. Ha3Ba By JOKyMEHTA BIANOBIIA€ HAa3BaM, epe0ayeHuM PO3ALIOM 5
Haka3y MiHicTepcTBa pO3BUTKY €KOHOMIKH, TOPTiBIl Ta CLICHKOIO TOCIOIapCTBA
VYkpainu Big 12.03.2021 Ne 526 «IIpo 3arBepkeHHS HAIlIOHAIBLHOTO
kiacudikaropa HK 010:2021 Ta ckacyBanHs HallioHalbHOTO Kiacudikatopa K
010-98».
3. OdopmieHHs PeKBI3UTIB OPraHi3aliiHO-pO3NOPSIAUO0T JOKYMEHTAII] Ta MOPSA0K
ix posramyBanHs Bignosigarote JCTY 4163:2020 «VYHidikoBaHa cuctema
oprasizaiiitHo-po3nopsaa4oi JokyMeHTailii. Bumoru 1o opopmiieHHs TOKyMEHTIB»
(makaz /[lepxkaBHOTO TIiANPUEMCTBA «YKpAaiHCHKUNM  HAYKOBO-JAOCHITHUN 1
HABYAJIBHUA TIEHTP TpoOiieM cTraHmapTusamii, ceprudikamii ta sxocti» ([I1
«YxkpHIHLI»)Bix 01 munus 2020 p. Ne 144 3 2021-09-01).
Bumorn 10 o¢QopMIeHHS OKYMEHTIB, SIKI BHUIOTOBJISIOTBCS 32 JIOIMOMOIOIO
KOMIM'FOTEPHOI TEXHIKH, MOJAHO Y IOATKY 2.
4. TlocamoBi 0coOM TIAMUCYIOTh JTOKYMEHTH B MeEXaxX CBOIX ITOBHOBAXXCHbD,
BU3HAUCHUX 3aKOHOAABCTBOM  YKpainu, Craryrom 3akianay, I0OCaJ0BUMU
IHCTPYKI[ISIMUA, HAKa30M IPO PO3MOLT OOOB'S3KIB MK KEPIBHUKOM 3aKjiaay Ta
HOro 3aCTyNMHUKaMH TOIIO.
BigObutkom meuaTkw 3akiaay 3acBIAUYIOTH IMIJANKC TMOCAA0BOI ocoOM Ha
JIOKyMEHTaX 13 TUTaHb OpraHi3aliifHoi Ta iHaHCOBO-TOCTOAAPCHKOT AISIILHOCTI 3a
MEPENIiKOM JTIOKyMEHTIB, Ha SKHX MIAMNUC I0CaZ0BOI 0OCOOM 3acBIIUY€THCS
BIJIONTKOM TI€YATKH 3aKJIaJy, HABEJICHUM Yy ToaTKy 3 70 i€l [HeTpykiii.
BigOuTok medaTku CTaBHTHCSA Tak, OO BiH OXOIUIIOBAB OCTAaHHI KiIbKa JITEp
HaliMEHYBaHHS TIOCaJAN 0COOH, sIKa IMiAucaia JOKYMEHT, ajie He MiAMIC M0Ccaa0BOo1
ocoOu, ab0 TPOCTABISIETHCS HA OKPEMO BHIUICHOMY [JIsi IBOTO MICII 3
BIAMITKOIO «M.IL».
5. 3aknan 3acBiguye KOIMIi JIMILIE TUX JOKYMEHTIB, sIKI CTBOPIOIOTHCS B HbOMY, a
TaKOXX y BUTIAJKaX, MepeadadeHnx ad3amoM APyTUM IIbOTO MyHKTY.
VY pa3i niAroToBKU JOKYMEHTIB JJIsl HAJaHHS CyJJOBUM OpraHam, Iij] yac
BUPIIICHHS TUTaHb MO0 MPUHHATTS TPOMaJISIH Ha poOOTY, HaBYaHHSI, 3aCBITUCHHS
iX TPYyIOBUX Ta 1HIIMUX MPAB Y B3aEMOBIJHOCHHAX 13 3aKJIaJIOM, & TAKOXK ]| 4ac
dbopMyBaHHS 0COOOBHUX CITpaB MPaIliBHUKIB 3aKJIa]] MOXKE BUTOTOBJISITH KOTTii
JOKYMEHTIB, BUAAHUX IHITUMHU yCTAaHOBaMH (KOIIii JJOKYMEHTIB MPO OCBITY TOIIIO).
BigmiTtka «Komis» abo « Butsr» mpocTaBiseTbest Ha TUITLOBOMY OOIli Y BEpXHBOMY
IPaBOMY KyTKY TEPIIOTO apKyIla JOKyMEHTA.
Komii Haka3iB, IHIIMX JOKYMEHTIB 3aCBIJUy€ BIAMNOBiIaIbHA 0c00a 3a OPraHi3alio
JJIOBOJICTBA Y 3aKJIa/Il.
[TocamoBi ocobu 3akiaay 3A1MCHIOIOTH MOTOJKEHHS JOKYMEHTIB, SIK1 BITHOCATHCS
JI0 X KOMITETEHIIi.



Ilozo0>tcennsa  0oKymenmie 30iHUCHIOEMBCA BIONOGIOHO 00 6UMO2 HAKA3Y
Minicmepcmea tocmuuyii Yxkpainu 6io 18 uepensa 2015 poxy Ne 1000/5 «Ilpo
3ameepoxcennsn Ilpasun opzanizauii Oinoeoocmea ma apxieHo2o 30epicaHHA
OOKYMEHmi8 Y 0epiHCAGHUX OP2aAHAX, OP2AHAX MICUEB8020 CaAMOBPAOYSGAHHSA, HA
nionpuemcmeax, 6 YCmMaHosax I OpP2aHizauiax», 3apPecCmposanozo y
Minicmepcmei wcmuuyii Ykpainu

22 uyepenn 2015 poxy 3a Ne 736/27181 (i3 3minamu).

I'pugh nozodrcennsn posmingyrome suwie pexsizumy «Ilionucy. Bin cknadaemuoca
3i cnoea IIOI'O/ZKEHO (6e3 nanok), nHazeu nocadou 0coodu, aKa no200M4cye
O00OKymenm (pazom 3 HAUMEHYBAHHAM 3aKaady), RIONUCY, 61ACHO20 IMEHI |
npizeunia, 0amu nO200HCeHHA.

6. 3aTBepKCHHS YIPABITIHCHKUX JIOKYMEHTIB 3/IIMCHIOETHCSI 0COOUCTO KEPIBHUKOM
3aKjiaay BIAMOBIAHO [0 HOTO TMOBHOBaXEHb ab0 PpO3MOPSIYUM TOKYMEHTOM
3aKiaay 13 3a3HAUCHHSAM Ha JOKYMEHTI Tpuda 3aTBEpKEHHS, OQPOPMIECHOTO
BIIIIOBITHUM YHHOM.

[Topsimox 3aTBEep/KCHHS JOKYMEHTIB 3IIMCHIOETHCS BiANMOBiIHO 10 IlpaBmi
oprasizaiii IUTOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

TIpugp 3ameeposrcennsn cxknadaemoca 3i cnosa 3ATBEP/)KYIO (6e3 nanok),
Ha3eu nocadu, NIONUCY, 61ACHO20 IMeHI 1 npizeuwia ocodu, aka 3ameepouna
00KymMeHm, 0amu 3ameepOorHceHHsi.

Y pazi 3ameeporcennn O0okymenma pinieHHAM Ko1€2iANbHO20 Op2amny Zpudg
3ameepoxcennsn ckaaoacmoca 3i cnoea 3SATBEP/JKEHO (6e3 nanok), nazeéu,
oamu i Homepa OOKYyMeHma y HA3UGHOMY 8IOMIHKY.

lll. Oco6nuBi BUMOrn Ao cknagaHHA AeAKUX BUAIB JOKYMEHTIB

1. Haka3 — posnopsauuil JOKYMEHT, SIKMM BHJAa€ KEPIBHUK 3aKjiaay 3arajibHOl
CepeHbOl OCBITM Ha IMpaBax Ta B MeXKaxX CBO€I KOMIIETEHIIi, OOOB'SI3KOBUM JIJIsi
BUKOHAHHA IUIeDIMMH. Hakasym  BHIAlOTBCSI 3 OCHOBHOI  JIISIIBHOCTI,
aJMiHICTPAaTHBHO-TOCTIOAAPCHKUX, KAJIPOBUX MUTAHb 3aKJIa]Ty, a TAKOXK PYXy YUHIB.
Haka3zu 3 OCHOBHOI JISUIBHOCTI, aJMIHICTPAaTUBHO-TOCMONAPCHKUX MHUTaHb,
KaJJpOBUX TIUTaHb TPHUBAJIOro 30epiraHHs (PO MNPUUHATTS Ha poOOTY,
NMepeMIIICHHST 3a TI0CaJiol, TIEPEeBEJeHHS Ha IHIIY poOOTY, CYMICHMIITBO,
3BIILHCHHS,  aTecTaris, IMiJABUINCHHA  KBamidikaiii, CcTaXyBaHHS, 3MiHa
OlorpadgiyHUX JaHUX, HArOPOJKEHHS, IPEMIIOBaHHS, OIjlaTa Mpalli, HapaxyBaHHs
pI3HHX Ham0aBOK, HapaxyBaHHsS JIOTUIAT, HapaxXyBaHHS MaTepiaabHOI JOTIOMOTH,
BCI BHJIM BIAIYCTOK NPAIIBHUKIB 3 BAXKUMH 1 IIKIIJUBUMH Ta HEOC3MEUYHUMU
yMOBaMH TIpaii, BIAMYCTOK MIOM0 MAOIISAY 3a JUTHHOIO, BIAMYyCTOK 0e3
30epekeHHs 3apoOITHOI IUIATH), TAMYACOBOIrO 30epiraHHsa (Ipo BIAPSAKEHHS,
CTATHECHHS; HaJaHHS MOPIYHUX OIIaYyBaHUX BIJITyCTOK Ta BIAIYCTOK Yy 3B’SI3KY 3
HABYAHHIM), pyXy VY4YHIB MIANHUCYIOTbCS KEPIBHUKOM 3aKjaay, a 3a MWoro
BIJICYTHOCTI — 0CO00I0, SIKa BHUKOHYE HOTO OOOB'S3KH, Ta PEECTPYIOTHCS Y
BIJIMTOBITHUX JKypHAJIaX peecTpalli HaKa3iB.

[licns mignucaHHs Haka3zy 3MIHM JO0 HHOTO BHOCSTHCA JIMIIE HUISIXOM BUJAHHS
HOBOT'O HaKa3y MpO BHECEHHS 3MiH.



Haka3 odopmitoeTbest Ha OllaHKy Hakaszy 3akjiaay 3arajbHOi CepeHbOi OCBITH.
3MICT Haka3zy CTHUCJIO BHKIAJAETbCSI B 3arojOBKY, SKAW TOYMHAETHCA 3
npuiiMeHHuKa «IIpo» Ta ckiIamaeTbcs 3a JIOMOMOTOIO BIJIIECTIBHOTO IMCHHHKA
(«IIpo 3arBepmxenHs...», «[Ipo cTBopeHHSs...») a60 iMmeHHHKa («[Ipo mimcymKu...»).
1) TexcT Haka3y 3 OCHOBHOI JISTIbHOCTI, aIMIHICTPAaTUBHO-TOCTIOAAPCHKUX MUTAHb
Ta PyXy YUHIB CKJIAQJAa€ThCsi 3 JBOX YAaCTHMH — KOHCTaTyrouoi (mpeamOynu) 1
pO3IIOPAUO].

2) ¥ KOHCTaTyrouiil 4acTHHI 3a3HAYa€ThCS IIJICTaBa, OOIPYHTYBaHHS abo MeTa
BUJIAHHS HaKa3y.

3) Po3nopsiiua vactuHa Haka3zy mnounHaeTrbes 13 cioBa «HAKA3VYIO», sxe
JPYKY€ETHCS 3 HOBOTO psJiKa BEJIMKUMU JIITepaMH 0€3 BIJCTYMy BiJ JIBOTO IO 1
JIaroK, MiCJis YOTO CTaBUTHCS JABOKpAIIKA.

Sxmo Haka3 BHJIA€THCA Ha IMIJICTAaBl 1HIIOTO PO3MOPSIYOr0 JOKYMEHTa, ¥y
KOHCTaTYIOUli 4acTHUHI 3a3HA4ar0ThCsl Ha3Ba BUIY LIbOTO JIOKyMEHTa, HOro aBToOp,
Jiata, HOMEp Ta 3arojoBOK.

4) Posnopsigua yacTUHA MOMUISETHCA HA MyHKTH Ta MIAMYHKTH, SKI HyMEPYIOTHCS
apaOcbkuMu 1UpamMu. Y KOKHOMY IyHKTI MMOBMHHI OyTH 3a3HAa4€Hl BUKOHABII,
KOHKPETH1 3aBJaHHs (JIOpY4YEeHHs) 1 CTPOKHM iX BHMKOHAHHSA. BHKOHaBII MOXYTh
OyTH Ha3BaHI TAKOX y3arajibHEHO: «KEPIBHUKAM METOAMYHUX 00’ €HAHBY,
«3aCTyNMHHUKaM JupekTopa». [lpum 1bomy, SK TpaBUiIO, HE 3aCTOCOBYETHCS
HAlMCaHHS HEKOHKPETHUX JOpY4Y€Hb, SKI MICTITh CIJIOBA: «IIPUCKOPUTHY,
TOJIMIIUTHY, «AKTUBI3YBaTH», «3BEPHYTH YBary» TOMIO.

VY3aranpHeHl Ha3BU a00 MpI3BUINA BUKOHABIIIB PIIIEHb MOJAIOTh Y JTAaBaJbHOMY
BIJIMIHKY.

[Ipomo3wuii, sKki MICTATECA B Haka3l HEOOXIHO Yy3rO/KyBaTH 3 paHIIIe
NPUUHATAMHU PIMICHHSIMH 3 I1[bOTO TWTaHHS, 00 YHUKHYTH TOBTOPiB abo
CyIEpEYHOCTEM.

5) SIKmo HaKa3oM CKacOBYETbCA IONEPEAHIA pO3NOPAIUMI  JOKYMEHT, Y
PO3MOPSAIUIN YACTUHI 3a3HAYAETHCS IMYHKT, IKUI TOBUHEH MOYMHATHUCS 31 CJIIB:
«Bu3naru TakuM, 110 BTPATUB YUHHICTb...».

3MiHM, IO BHOCATHCA JO Haka3y, O(DOPMIIOIOTECS OKPEMUM HaKa3oM, SIKUH
NMOBUHEH MaTU Takui 3arojioBok: «I[Ipo BHeceHHs 3MiH 70 Hakazy...» 13
3a3HAUEHHSIM JlaTh, HOMEpa, 3arojoBKa pO3MOPSAYOro JOKYMEHTA, JI0 SIKOTO
BHOCATHCS 3MiHU. Po3mnopsigya yacTiHa HaKa3y MOYMHAETHCS 3 TAKOTO MYHKTY:

«1. BHecTn 110 Haka3y kepiBHUKA 3akiamy Bii _Ne  «[Ipo...» Taki 3MiHH: «...».
Jami okpeMuUMHU MiAMYHKTaMH (OPMYITIOIOTHCS 3MIHU

710 PO3MOPSAYOTO JOKYMEHTA, HallPUKIAL:

«1) MyHKT 2 BUKJIACTH B TaKI{ pPENaKIIii:...»;

«2) MyHKT 3 BUKJIFOUATHY;

«3) ab3au Apyruil MyHKTY 4 JOIMIOBHUTH CIOBAMM...».

Ko 3MIHM 10 pO3NOPSAYOro JOKYMEHTa O(hOPMITIOIOTHCA HA OKPEMOMY apKyIil
(apkyiiax), y nepuioMy ImyHKTI PO3MOPSIAY0i YACTUHU HAKA3y 3a3HAYAETHCS:

«1. BHectn no Hakazy kepiBHUKa 3aknamy Big _ Ne  «lIpo ...» 3MiHH, 110
JOJAI0THCS.



6) OcTaHHIi MYHKT PO3MOPSAIYOi YAaCTUHU, Y pasi MOTpeOu, MOXKE MICTUTH
pIIIIEHHS PO MOKJIAJCHHS HAa TTOCAZ0BYy 0Cc00y (YHKITI KOHTPOJIO 32 BUKOHAHHSIM
HaKazy.

7) Haka3 3 xaapoBux nmuTaHb (0COOOBOTO CKIANy), PyXy YUHIB OOPMIIOETHCS Y
BUTVISII 1HAMBiAyaasHOTO a00 3BemeHoro (y pas3i HaJaHHS MIOPIYHOI OCHOBHOT
BIJIITYCTKY TpaIliBHUKAM 3aKJIay, 3apaxyBaHHs YYHIB J0 MEPIINX Ta TEPECBEICHHS
JI0 HACTYTHUX KJIACIB).

B iHpuBigyasbHOMY Haka3l MICTUTBCS 1H(GOpMAIlS MPO OJHOTO IpalliBHUKA
(3n100yBaua OCBITH); Y 3BEJICHOMY — IPO KUJIBKOX.

8) 3micT 1HAUBIAyaJbHOTO HaKa3y 3 KaJJpOBUX MUTaHb (0COOOBOIO CKJIaay) CTUCIIO
BUKJIAJIA€THCA B 3aroJIOBKY, SIKUA TIOYMHAEThCS 3 mnpuiiMeHHuka «[lpo» 1
CKJIQJIA€ThCSl 3@ JIOMIOMOTOI0  BIJJIIECIIBHOIO IMEHHHMKA, Hampukiaa: «lIpo
npu3HadeHHs...», «lIpo  mpudHATTA..». Y  3BeACHMX  HaKa3aXx  MOXe
3aCTOCOBYBATHUCH y3araJibHEHHI 3arojloBOK, Hanpukiaa: «[Ipo HagaHHs moOpiuHUX
OCHOBHUX BIJIITYCTOK.

9.V TekcTi Hakazy 3 KaapoBUX MHUTaHb (0COOOBOTO CKIIamy), SK IPaBUIIO,
KOHCTATylO4a YaCTHHA HE 3a3HAYAETHCS.

10. Po3nopsiua yacTMHa Haka3zy MOYHMHAETHCS, K MPABUIIO, 3 JIECIOBA y (popmi
iH(piHITHBA: «TPUHSATW», «ITPU3HAUU T, «ITEPEBECTW»,
«OI'OJIOCUTHN» Towo.

VY posnopsauiil YacTUHI HaKa3y Ha3Ba MICAILS 3aMUCY€ETHCS TIPOMKUCOM.

VY 3BefeHUX HakKa3ax, SIKl CTOCYHOThCA KIJIBKOX IMpalliBHUKIB, Mpi3BUILAa 0Ci0 y
MeXax MyHKTIB PO3MIIYIOThCA 3a ajipaBiTOM.

11) V nHakasi npo npusHadeHHs ab0 3BUIbHEHHS IMpalliBHUKA 3a3HAYAE€THCS MMOBHA
nata (4Mciio, Micslb, PpiK) (PaKTUYHOTO BHUXOAY TMpalliBHUKA Ha poOoTy
(MpUMUHEHHS TPYAOBUX BIAHOCHH), PO3MIpHU HOTO MOCAJ0BOTO OKJIaay BiATIOBITHO
710 MITATHOTO PO3MUCY, HAA0ABOK Ta JIOIUIAT.

12) V koXKHOMY TyHKTI Hakazy 3 KaJpOBHUX TNHUTaHb (0COOOBOTO CKIIAIY)
3a3HAYA€ThCA TMIJICTaBa MO0 MWOTO BHJAHHS (3asBa TpAIIBHUKA, KOHTPAKT,
JOTIOBITHA 3aIMCKa, PIIEHHS aTeCTaIlliHOI KOMICii TOIIO).

13) KepiBHUK 3akiagy OCBITH HIANUCY€E HAKa3d OCOOHCTO, B MEXKaX CBOIX
NOBHOB&)X€Hb, BH3HAUEHHMX CTaTyTOM 3akKjaJy 3arajlbHOl CEpelHbOi OCBITH,
NOCAJOBUMU 1HCTPYKLISIMHU, HAKA30M PO PO3MO/ILT 000B’S3KIB Mi>K KEPIBHUKOM Ta
JI0T0 3aCTyITHUKAMHU.

[linmuc cknagaeTbes 3 HAWMEHYBaHHSI MOCAAu OCOOH, SKa MIAMUCYE JTOKYMEHT,
(ITOBHOTO — SKIIO JOKYMEHT HAJpyKOBaHWH HE Ha OJaHKY, CKOPOYECHOTrO — Ha
JIOKYMEHTI, HaJIpyKOBaHOMY Ha OJIaHKY), 0COOMCTOTO IIiJIMKCY, BIACHOTO 1MEHi Ta
Ipi3BHUIIA.

3a BIJCYTHOCTI KEpiBHUKA, Yy pa3i HOro 3amilieHHs, Haka3 MiAMHCYe ocoa, siKa
BUKOHY€E MOTro 000B’s3KU. Y TakoMy pasi 00OB’SI3KOBO 3a3HAYAIOTHCS BIIACHE 1M S
Ta MpI3BUILE OCOOHW, sSKa IMJANKcaga Haka3, Ta JOJAIOThCA 10 HalMEHYBaHHS
nocajy KepiBHUKa cioBa « Bukonytounii 000B’s13km» abo «B. 0.».

Bin6uTtkoM meuaTku 3akiany 3acBiAUYYIOTH MIAMHC MOCAA0BOI 0COOU BiAMOBIIHO
1o 3akony Ykpaiam Ne 1982-VIII Big 23.03.2017 «IIpo BHECEHHS 3MiH A0 AESIKUX
3aKOHO/IAaBYMX AaKTiB YKpaiHW IMOAO BHUKOPUCTAHHS TICUYATOK FOPUIAYHUMU



ocobamu Ta (GI3UMYHUMH-0CO0AMU TANPUEMIISIMIY. Bi1OUTOK MeyaTku CTaBUTHCS
TaKUM YHMHOM, 100 BIH OXOIUIIOBaB OCTAaHHI KiJIbKa JIITEp HaMEHYBaHHS IOCaIU
ocoOwu, siKa MminMcana JOKYMEHT.
14) I1ig gac o3HallOMJIEHHS 3 HAKA30M BKAa3aHMMH B HOMY 0COOaMHU Ha MEPIIOMY
OPUMIPDHUKY Hakazy MPOCTABISIIOTHCS iX MIANUCH 13 3a3HAYEHHSAM JIaTH
O3HAaMOMJICHHSI.
Haka3u 000B’43KOBO JOBOASTHCS 10 BijoMa 0ci0O, po3mopsiaya 4YacTUHA SIKHX
CTOCY€EThCS, a00 BCHOTO MEAATOTiYHOTO KOJIEKTHBY.
[Tig yac o3HallOMJICHHS 3 HaKa30M BKa3aHUMH y HbOMY 0COOAMH Ha TEPIIOMY
NPUMIPHUKY Haka3y TMPOCTaBISAIOTBCS 1X TMIAMUCH 13 3a3HAYEHHSM JaTH
03HaMOMJIEHHSI, MPI3BUILA TA 1HIIIAJIB Ta M1 ITUCY.
15) Hakasu HymepyroThCsi B MOPSAKY iX BUAAHHS B MEXaX KaJeHAAPHOIO POKY;
HakKa3W 3 OCHOBHOI MJISTIBHOCTI, PYXY YYHIB, aJMiHICTPaTHBHO-TOCIIOJIAPCHKUX,
KaJpOBHX MUTAaHb MAIOTh OKPEMY MOPSAKOBY HYMEpAIlil0. 3 METOI PO3PI3HEHHS
rpyn HakKa3iB JI0 pPEECTPAIifHOTO 1HACKCY Haka3zy uepes nedic T0JaeThes JiTepHa
BIJIMITKa, HAITPUKJIA]I:
HaKa3| 3 OCHOBHOI IisuTbHOCTI — Ne 2-O/];
HaKa3u 3 KaJpOBUX MUTAHb TPUBAIOTO 30epiranus — Ne 2-K;;
HaKa3| 3 KaJpOBHX MUTaHb TUMUYAcoBOro 30epiranHs — Ne 2-KT;
HaKa3| 3 aAMIHICTPaTUBHO-TOCIIOAAPCHKUX MUTaHb — Ne 2-AT’;
HaKa3| 3 pyxy yuHiB — Ne 2-PV.
16) Jlns odopmieHHs Haka3iB BUKOPUCTOBYEThCS TapHiTypa Times New Roman,
mpudr — posmipom 12-14 apykapchbkux NYyHKTIB, wmpUPT po3mipom 8-12
JIPYKapChKUX MyHKTIB.

17) KinpkicTh Haka3iB 1 MEPIOUYHICTh 1X BUJIAHHS BU3HA4Ya€ KEPIBHUK 3aKJIaly 3
ypaxyBaHHSM THITY 3aKJIajay, Horo morped Ta crienudiku JiSIbHOCTI.

18) Haka3zu maroTh OyTH:
- HayKOBO-OOIPYHTOBaHUMU;
- TPAMOTHUMU;
- 3aKOHHHMH,
- HE CYNIEpEWIMBUMH 32 3aMICTOM;
- CBOEYACHUMU;
- YITKUMH, JOTTYHO MMOCIIIOBHUMU, 3aKIHUCHUMU,
- KOHKPETHUMHU.
Haka3 nmomiapHO mucatd KOPOTKUMH PEYCHHSIMH. TekcT Mae OyTH TOYHHM, HE
JOITyCKaTH Pi3HUX TiiyMadeHb. KojkHa HOBa JyMKa BUKIIAJA€ThCS 3 a03alry.
19. Knuea peccmpayii nakasis.
Hakasu opopmittoroTbest y apykoBaHOMY BUTVIsiAL. [lics mignmucaHHs KEPiBHUKOM,
PEECTPYIOTHCS Y )KypHAJIaxX peecTpallii HakaziB (J101aTOK S ).
3anucu B KypHaIl peecTpariii TOBUHHI BIJMOBIIATH HASIBHUM HaKa3aM.
2. [Iporokon — 1OKyMEeHT, y sikoMy (IKCyeThCsl TepeOir BEICHHS 3aciiaHb,
yXBaJICHHS PIIIEHBb JOPAIYUMHU Ta KOJIETIaJTbHUMU OpraHaMu, KOMiCIsIMHU TOIIO.
1) IIporokonu 3aciiaHb MEJATOTIYHHUX paj, IHIIUX IOPATIUX Ta KOJIETIaTbHUX
OpraHiB MOXYTb CKJIAJaTUCA B CTHCIIA (opMmi. Y NOpOTOKONII, CKIAAEHOMY B



cTuctiii ¢popmi, GIKCyIOThCA JIUIE MPUNHATI pillieHHs Oe3 JeTanizaiii rnepeodiry
00rOBOpPECHHS ITUTAHHS.

2) V pasi norpebu 3a pilIEeHHSIM 3araJibHUX 300piB (KoH(pepeHIlii) KOJIEeKTUBY
MIPOTOKOJIM 3arajbHUX 300piB (KOH(EPEHI) KOJIEKTUBY MOXYTh CKIIQIaTHCS Y
HOBHIH Qopmi.

3) IIpoTokon 000B’I3KOBO MICTUTh TaKl PEKBI3UTH:

HOMEp/IHJIEKC PEECTpallii;

Jiata ¥ MICIIE;

Ha3Ba BUY JOKYMEHTA,

TEKCT;

T IITUCH.

4) HanncanHs mpOTOKOJTY 3aCiJIaHHS [E€aroTr14HOl PaJIu.

TekcT MpoTOKOITY CKIIaIa€ThCs 31 BCTYIHOI Ta OCHOBHOT YaCTHH.

VY BCTYIHINM YacTHHI MPOTOKOJIY 3a3HAYAIOTHCS MIPI3BUINA TA 1HIIIAIN TOJIOBH
abo TOJIOBYIOUOTO Ha 3acijaHHi, 300pax TOII0, CEKpeTaps, 3alpoIIeHNX, a TAKOX
MPUCYTHIX 0Ci0.

Y pa3i morpebu 3a piICHHSIM BiAMOBIAHOTO OpPraHy y CIHCKY MPUCYTHIX
3a3HAYAIOTHCS IOCAAW 3alpOolIeHUX OCl0 Ta HalMEHyBaHHA YyCTaHOB. Ko
KUIBKICTh MPUCYTHIX IepeBulnye 15 oci0, 3a3HavaeTbes iX 3arajbHa KUIBKICTH 3
MOCHJIAHHSM Ha CTIHUCOK, 1110 T0JTA€THCS 10 MPOTOKOIY.

Bcerynmna dacTmHa MICTUTH TIOPSIOK JCHHHMA: TEPEiK pPO3IISHYTHX Ha
3acijaHH1 MUTaHb. [TopsiioK AEHHUHN MTOAAETHCS HATTPUKIHII BCTYITHOI YACTUHH.

OcHOBHa 4YacTMHA TMPOTOKOJY CKJIQJIA€ThCsl 3 PO3AUIIB, 5Kl MaroTh
BIJIMOBIATH IyHKTaM TMOPSAKY JeHHOTO. Po3mimum HymepyroTbes apaOChbKUMU
udpamu 1 OyIyrOTHCS 32 TAKOIO CXEMOIO:
st ctuciioi hopmu ripotokodiB: «CIITY XAJIN — YXBAJINIINy;
mwis  1moBHOI popmu nporokoinis: «CIIYXAJIN — BUCTVYIIUIIN —Y XBAJINJIN».
[Ticnsa cnoBa «CIITYXAJIM» 3 HOBOTO psijiKa 3a3HaYarOThCs MPI3BULIE Ta 1HILIAIA
(1H11I1aJT IMEH1) KOXKHOTO JO0TMOB1gaya.

VY mnoBHiil ¢opmi npotokony micas cioBa «BUCTYIIWIIN» ¢ikcyrorbes
BUCTYNHU THUX OCIO, SIK1 B3sJIM y4acThb B OOTOBOPEHHI JOMOBiAl (MUTAHHS MOPSAIKY
JeHHoro). Buctynu oopMITior0ThCSI B IPOTOKOIL 13 3a3HAYEHHSM MOCa, TPI3BHUIIL
Ta iHImiamB (iHiIiany), IMEH JIOMOBIJIa4iB y HA3UBHOMY BIJIMIHKY, BUKJIQJICHHSIM
3MICTY BUCTyIy a00 MUTaHHS, BIJIMOBII1 HA HHOTO.

TexcTu BUCTYIIIB Y TPOTOKOJI BUKIAAAIOTHCS B1Jl TPETHOI 0COOU OJHUHHU.
Tekct abo Te3u q0moBil, opopMiIeH] K OKpeMi JOKYMEHTH, 10 TEKCTY MPOTOKOITY
HE BKIIOUalOThes. [licis BimoMocCTed Mpo J0MoBijada CTaBUTHCS THUPE 1
3a3HadaeThes « TeKCT MOMOBIL TOMAETHCS IO MPOTOKOITY .

[Ticns cnoBa «YXBAJIMJINY» dikcyeTbcsi MpUAHATE PIICHHS 3 0OrOBOPIOBAHOTO
NMUTAHHS TOPSAKY JEHHOTO, SIKE BKJIIOYA€E CKIIQJIOBI, IO BIAMOBINAIOTh HA Taki
NUTAHHS: KOMY, 110 3pOOHTH 1 B SIKUW TEPMIH.

VY pasi K0 MPUUMAETHCS PIMICHHS PO CXBAJICHHS, MOTOKEHHS, 3aTBEPIKECHHS
JIOKyMEHTa, SIKMH OOroBOpIOBaBCS Ha 3acifjaHHl, 1€ JOKYMEHT J0Ia€ThCS 0
MPOTOKOJTY. 32 HAsABHOCTI 1HIIMX JIOKYMEHTIB, 110 PO3IISAaINCs Ha 3aciJlaHHl Ta
dakT oOroBopeHHsi SKHX Oyno 3adiKCOBaHO B TEKCTI MPOTOKOIY, BOHH



HYMEpYIOThCs apabchkumu mudpamMu (Hampukiag, nomatok 1, momatok 2). YV

BIJIMMOBIAHUX MMYHKTAX IIPOTOKOJY IIPOCTABIISIOTHCS IMOCHIIAHHS Ha 111 JOJIaTKH.
[IpoTokon mianucye rojJoBYIOYMI Ha 3aCillaHHI KOJIETiaJbHOTO OpraHy Ta

cekperap (3a HasBHOCTI). [IpoTokonm 3acimaHb KOMICIM MIAMUCYIOTh YCI YJICHH

KOMicii.

[Iporokon opopMIsEThCSA HE MI3HIIIE 5-TU POOOUMX AHIB 3 MOMEHTY MPOBEIECHHS

3aC1JIaHHS.

3. JIMCTH CKIIAaJaoThed 3 METOI0 OOMIHY 1H(GOpPMALI€0 MK 3aKiIaJoM Ta
opraHamMu JCp)KaBHOi BIaJd, OpPTaHAMH MICIIEBOTO CaMOBpPSIyBaHHS, iX
MOCAJOBUMHU 1 CIIYy)KOOBUMH 0CO0aMH, 3aKjIaJaMH, yCTAHOBAMH, OpraHi3allisiMu Ta
THITAMH (P1I3UIHUMU 1 OPUJIUYHUMHE 0COOaMHU.

1) brianku aucTa MarOTh Taki PEKBI3UTH:

HallMEHYBaHHSI ~ 3aCHOBHMKA 3aKJajy;

MMOBHE HalMEHYBaHHS 3aKJ1a/Ty BIATIOBITHO JI0 YCTAHOBYUX JIOKYMEHTIB;

JIOBIJIKOBI J1aHi Mpo 3akjiaj (MOIToBa aapeca, HoMep TeleoHy,  eJIeKTpOHHA
TOIIITa TOIIO).

2) PexBi3uTamm JHUCTa €: Jara, PEECTPAMIMHUN 1HAEKC, TMOCWUJIAHHSI Ha
peecTpamiifHuil 1HACKC 1 Jary JOKYMEHTa, Ha SKWUW HaIaeThCs BIAMOBIAL (3a
noTpedu), ajgpecar, 3arojJoOBOK J0 TEKCTY, TEKCT, BIAMITKA PO HASABHICTh JOJIATKIB
(3a moTpedu), mamnuc, BIAMITKA TPO BUKOHABIISL.

Jlaroro nucta € jgara Woro mMiJMMCaHHS, sKa Mae 30IraTucs 13 JaTol0 peecTparii
BUX1JIHOI KOPECITOHIEHIII].

TekcT aucTa BUKIATAETHCS BiJ] MEpIIoi 0COOM MHOXXHUHU 3 BUKOPHUCTAHHSM CIIIB:
«MPOCUMO TOBIJOMHUTH...», «PO3'SICHIOEMO, II10...».

3a3Buuail y JTUCTI MOPYIIYETHCS OJIHE MUTAHHS.

4. AKT — JIOKyMEHT, CKJIaJICHUW TPYMHor 0ci0 AJis 3aCBITYEHHS! BCTAHOBJICHUX
daktiB abo momi. AKTH O(QOPMITIOIOTHCS 3a pe3yabTaramMH pPeBi3iil (hiHaHCOBO-
rOCTIOJIaPChKO1 TISUTBHOCTI, IMiJI 4Yac NMpUWMaHHS-TIepeAaBaHHs CIpaB, CIUCAHHS
MapHa TOUIO.

1) Jaroro akra € nata HOro CKJIaJieHHS.

2) TekcT akTa CKJIaIa€ThCs 31 BCTYMHOI Ta KOHCTATyl0uO1 YaCTHH.

a) Y BCTYyNHIM 4YacCTUHI 3a3HAualOThCA MIACTABM [JIs CKJIAJaHHS aKkTa Ta
HA3MBAIOTHCS 0COOH, SIK1 CKJIAIM aKT a00 OyJau MPUCYTHI IPH LIbOMY.

0) Y KoHCTaryrodiii 4YacTMHI BHUKIAJAIOThCS CyTh, 3aBJAaHHS, XapakTep
BUKOHAHOI1 poOOTH, BCTaHOBJIEHI (aKTH, MPOMO3UITI Ta BUCHOBKH.
Koncraryioua yactuna moxke oOpMITIOBATUCS Y BUIJISIII TaOJIHIII.

3) V KiHIIl TEKCTy aKTa 3alKMCYIOThCS JIaHl MPO KUIbKICTh MPUMIPHUKIB aKTa Ta iX
MICLIE3HAXO/KEHHSI.

AKT MiAMUACYIOTh yC1 0cO0H, sIKi Opasin y4acTh y HOTO CKJIa/IaHHI.

Oco0a, sika Mae 3ayBaKeHHsI JO 3MICTy akTa, MiJMUCYyE HOro 1 BHUKIIA/Ia€ CBOIO
JYMKY Ha OKpEMOMY apKylili, SKUH JOAAETHCS 10 aKTa.

IV. PeecTpauisi 10KyMeHTIB
1. JIoKyMeHTH B 3aKJIaJll PEECTPYIOTHCS LIEHTPAJI30BAHO HE3AJIEKHO B1Jl CIIOCOOY
iX CTBOpEeHHsI, O/Iep>KaHHS UM BiATBOPECHHS.



2. PeecTpaiiisi JOKyMEHTIB 3/11MCHIOETHCS BiIMOBIAHO /10 [IpaBun opraunizanii
JJIOBOJICTBA Ta apXIBHOTO 30epiraHHs JOKYMEHTIB.

3. Peecrpairisi TOKYMEHTIB IMPOBOAMTHLCS 3 METOIO 3a0€3MCUCHHS iX OOJIIKY,
KOHTPOJTIO 32 BUKOHAHHSM 1 ONIEPAaTUBHUM BUKOPUCTAHHSAM 1H(POpPMAITIi Ta TOJIATAE
y BEICHHI 3amucy OOJIKOBUX JAaHUX NP0 JOKYMEHT, AKHUM (QikcyeTbcs (akt
CTBOPCHHSI, BIMpaBIEHHS a00 OTPUMaHHS JOKYMEHTA IUISIXOM MPOCTABICHHS Ha
HbOMY PEECTPALIITHOTO 1HAEKCY 13 3alMcoOM Yy BIANOBIAHUX KypHajax
peecTpailii HeoOX1ITHUX BIJOMOCTEH MPO TOKYMEHT.

4. Peectparmii miyisararoTh BXIJHI, BUXIJHI Ta BHYTPIIIHI JTOKYMEHTH (JOBIAKH,
JIOTIOBIJTH1 3aITUCKH, 3asBH, IPOTOKOJIHU 3aciaHb MEJaroriyHux paji, KOMICIH TOIIIO).
5. IOKyMEHTH peeCTpYIOThCS JIMILE OJIMH pa3: BXIAHI — y JI€Hb HAJIXOMKEHHS a00
HE TI3HIIIE HACTYMHOTO poOOYOTro JIHS, SKIIO JOKYMEHT HAJIMIIOB y HEPOOOUMid
4ac, CTBOPIOBAHI — y JIEHb MMiIMKUCAaHHS a00 3aTBEPI>KEHHS.

6. JlokymMeHTH, fKI HaIXOASATh N0 3aKjiaay, PEECTPYIOThCS B KypHal BX1AHOI
KOpEeCTOHeHINT (1oaaToK 6), Ti, IO BIAMPABISIOTHCA, — Y KypHajl BUXITHUX
JIOKYMEHTIB (JI01aTOK 7), HaKa3W — Yy )KypHaJlaX peecTparlii Haka3iB (J0aaTok 5).
[Tepenik JOKYMEHTIB, IO HE MIUISITAIOTh PEECTpallii CHeriaabHO MPU3HAYCHOIO
JUIS1 IbOTO 0CO0010, HABEJICHO Y 10AaTKy 4 10 1iel [HCTpyKIi.

7. JIOKYMEHTH pPEEeCTPYIOTbCA 3a TIpylaMu 3aJIeKHO BIJ Ha3BU BHJy, aBTOpa
Ta 3MicTy. OKpeMo pPeeCTPYOThCS:

BX1/IHI IOKYMEHTH,;

BUXIJIHI JIOKYMEHTH;

HaKa3" 3 OCHOBHOI JISUTLHOCTI;

HaKa3| pyXy YUHIB;

HaKa3| 3 aJMIHICTPaTUBHO-TOCTIOAAPCHKUX MMUTAHb;

HaKa3M 3 KaJpOBHUX MUTaHb TPUBAJIOTO 30€pIraHHs;

HaKa3M 3 KaJpOBHUX MMUTaHb TUMYACOBOTO 30€pIraHHs;

BHYTpIIIIHI JTOKyMEHTH  (TIPOTOKOJIM, JOBIAKH, JIONOBIJIHI, TOSICHIOBAJIbHI
3aMHCKH, 3asBH MPAIIBHUKIB TOIIIO);

OyXranTepchbKi JOKYMEHTH;

3BEPHEHHS TPOMAJISIH, Y TOMY YHUCITi 0aThKiB 400 3aKOHHUX MPEJCTABHUKIB YUHIB.
8. ITiq yac peecTpallii TOKyMEHTa HAAAETHCS MMO3HAYEHHS — MOPSAKOBHI HOMED.

V. Cki1alaHHSI HOMEHKJIATYPH CIIPaB
1. Homenknarypa cnpaB — 00OB'SI3KOBHI I 3aKJIaly CUCTEMATU30BaHUM TIEPEITiK
Ha3B (3ar0JIOBKIB) CIIPaB, 110 (OPMYIOTHCSA 13 3a3HAYEHHSIM CTPOKIB
30epira”Hs Crpas.
2. HomeHkIaTypa crpaB CTBOPIOETHCS 3 METOI0 BCTAHOBJICHHS B 3aKJIaJl €IMHOTO
nopsAnKy (GopMyBaHHSI CHpaB, 3a0e3MeueHHs iX OONIKYy, ONEPATHBHOIO MOIIYKY
JOKYMEHTIB 3a 1X 3MICTOM 1 BHJIOM, BH3HAU€HHS CTPOKIB 30epiraHHs CIpaB 1 €
OCHOBOIO JUISl CKJIaJaHHs ONMUCIB CIpaB IMOCTiifHOro Ta TpuBajioro (monan 10
pOKiB) 30epiraHHs, a TakoX i oOdiKy cmpaB TumyacoBoro (1o 10 poki
BKJIFOYHO) 30€piraHHs.



3. Cknananss Ta opOpMIICHHS] HOMEHKJIATYPH CIIpaB 3A1MCHIOETHCA BiMIOBITHO 10
BuMor maBu 1 posmury IV IlpaBun opranizamii IiJOBOACTBA Ta apXiBHOTO
30epiraHHs.

4. Homenkiiatypa cmopaB 3akiagy po3poONISI€ETbCS  BIAMOBITAIBHOK 0CO00I0
(BiAMOBIAIBHIMH 0CO0aMM) 3a OpraHi3aIliio JIOBOICTBA Y 3aKJIA/I.

5. Homenknarypa crpaB 3akiaay MiAMUCY€EThCSI 0CO00I0, BIANOBILAAIBHOIO 32
OpraHizaimilo  JIJIOBOJACTBA Yy  3aKjajdl, BI3YETbCA IMOCAJOBOIO  0CO00I0,
BIJIMOB1AAILHOIO 3a apXiB, Ta cxBamoeThesa EK 3aknany.

6.Homenknarypa cmpaB mopoky (He mi3Hime 20 TpyaHsi) YTOYHIOEThCS,
3aTBEPIKYETHCSI KEPIBHUKOM 3aKJIaqy Ta BBOTUTHCS B Jir0 3 01 ciuHsS HACTYMHOTO

POKY.

VI. ®opmyBaHHA CHIPaB, 30epiraHHsi J0KYMEHTIB
1. ®opMyBaHHs CIIpaB — rpyIyBaHHS BUKOHAHUX JIOKYMEHTIB Y CIIPaBH BiIOBIHO
710 HOMEHKJIATypH CIIpPaB.
2. ®opMyBaHHS CHpaB 3akjaay 3IIHCHIOETbCS 3 JOTpUMaHHSM BuMOr [IpaBui
oprasizailii IUJTOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.
3. Haka3zu 3 OCHOBHOI MJisSUTBHOCTI 3aKiany, aJAMiHICTPaTHBHO-TOCTIOAAPCHKUX,
KaJpOBUX MUTaHb Ta PYXy YUHIB IPYNYIOThCS B Pi3HI CHPaBU Y XPOHOIOTTUHOMY
HOPSAKY BIAMOBIAHO A0 iX BHUIIIB T CTPOKIB 30€piraHHs.
4. JlokyMeHTH, 3aTBEPKEHI HAKa30M KEPIBHUKA 3aKJIaJly, € JOJATKaMH J10 HbOTIO 1
TPYMYIOTHCS PA30M 13 UM PO3MOPSIIYUM TOKYMEHTOM.
5. JluctyBaHHSI TPYNYEThCS 3a 3MICTOM 1 KOPECIOHJIEHTCHKOIO O3HAKOK Ta
CUCTEMATH3y€TbCSI B  XPOHOJIOTIYHOMY MOPSAKY: JOKYMEHT —  BIAMNOBiAb
PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.
6. Angasimmna KHuea YuHi6, OJUCYPHAIU 2SPYNU NOOO0BICEH020 OHS, OOIKY
NPONYWeHUX | 3aMIHeHUX YPOKi8, KHU2U 001Ky ma euoadi ciooymas i 000amKis 00
ceidoyms npo 0a308y 3a2allbHY CEePeoHi0 0CBImy, C8i0oYma ma 000amKie 00
C8I00YME Npo NOBHY 3A2ANbHY CEPeoOHi0 O0CBImY, 3010Mmux meoauneli «3a BUCOKI
00CACHEHHSl Y HABYAHHI» ma cpibHux meoaneu «3a OO0CACHEHHS Y HAGUAHHIY
NPOUWIHYDOBYIOMbCA, a4 CMOPIHKU HyMepylombcs. Ha ocmanniv cmopinyi sxcypuany
poOUmMbCsL 3anUC NPo KilbKICMb CMOPIHOK V' JHCYPHANL, AKY NIONUCYE KepIBHUK
3axnady. Ilionuc kepieHuKka cKpinaioemvcs nedamxoro 3aKaiaoy.

VII. Excniepru3a HiHHOCTI JOKYMEHTIB
IopsiioK MiATOTOBKY CIPaB /10 NepeIaHHs JJIs aPXiBHOI0 30epiraHus

1. ExcriepTH3a 1IHHOCTI JOKYMEHTIB Ta MOPSIOK IMiITOTOBKU CIPAB JI0 MEpEIaHHs
JUIS.  apXiBHOTO 30epiraHHsl 3IIMCHIOIOThCA Ha mijactaBl IlpaBunm opranizarii
JIJIOBOJICTBA Ta apXIBHOTO 30epiraHHs JOKYMEHTIB.

2. lns opraHizaiii Ta TPOBENCHHS EKCIEPTU3U I[IHHOCTI JOKYMEHTIB, IO
YTBOPUIIUCS y AUIOBOACTBI 3akiany, yrBoproeThesi EK 3akmany. CtBopennst EK Ta
opraHizamisi i poOOTH B3IIMCHIOIOTHCA BIAMOBIMHO 10 TocTaHOBH Kabinery
MinictpiB Ykpainn Bix 08 cepnus 2007 poky Ne 1004 «IIpo npoBeneHHs



eKCIIEPTU3U I[IHHOCTI JJOKYMEHTIBY» Ta Hakasy MiHicTepCcTBa FOCTHUIlT YKpaiHu Bij
19 uepBHusa 2013 poky
Ne 1227/5 «Ilpo 3arBepmkeHHs THUIIOBOTO TMOJIOKEHHS PO EKCIEPTHY KOMICIIO
JICpKABHOTO OpraHy, OpraHy MICIIEBOTO CaMOBpSIyBaHHs, JEpKaBHOTO 1
KOMYHAJIbHOTO TMIANPUEMCTBA, YCTAHOBU Ta OpraHizalii», 3apeecTpoBaHOTO B
MinictepcTsi roctutii Ykpainu 25 uepBHs 2013 poky 3a Ne 1062/23594.
Cknan EK Ta moniokeHHs Npo Hel 3aTBEpPKYIOThCSl HAKa30M KEpIBHHMKA 3aKIIaJy.
I'onosoro EK mpu3HavaeTbest OIMH 13 3aCTYITHUKIB KEPIBHUKA 3aKJIady, CEKpETaApeEM
— 0co0a, BIAMOBIAJIbHA 32 IOKYMEHTH, SIK1 MIJJISITaI0Th 30€pIraHHIo Ta MepeaaHHI0
B apXiB.
Ho ckmany EK 3akmany 3a iX 3rofior0 MOXYTh BXOJUTH MPEACTABHUKU OPraHy
BUIIIOTO PiBHSA (BIJMOBIIHOTO OpraHy YIMPaBIIiHHSI OCBITOIO), METOJMYHMX LICHTPIB,
npodeciiHUX CIiIOK, X 00'€ THaHb.
3. CnpaBu mnoctiiiHOrO Ta TpuBajoro (moHaa 10 pokiB) 30epiraHHs mepeaaroThes
Ha 30epiraHHs ocoOi, BIANOBITAIBHIM 3a apXiB, 3a OMUCAMHM, SKI CKJIQJIarOThCS
ocobaMu, BIAMOBIAAIBHUMH 3a (OPMYBaHHS CIpaB 3 BIAMOBIAHOTO
HampsMmy.
[TpuitHATTA KOXKHOI CHpaBU 3AIMCHIOETbCS y MPHUCYTHOCTI MpaliBHUKA, SKUAN
nepeaae JOKyMEHTH.
4.V KiHIl KO)KHOTO IPHUMIpPHHMKA ONHUCY 0co0a, BIAMOBIJIAJbHA 3a apXiB 3aKJaiy,
NOPOCTaBIs€ MIANUC IIOA0 MNPUHHATTA CHOpaB 3 OOOB'SI3KOBUM 3a3HAuYCHHSIM
KUTbKOCTI (1iudpamu 1 cli0BaMM) NIEPEeIaHuX CIPAB 1 3a3HAYAE JIATYy.
5.Ilicns mpudHATTA cHpaB MOCTIHHOro Ta TpuBaioro (moHaa 10 pokiB)
30epiraHHs, 3 KaJpoBUX IUTaHb 0c00a, BIAMOBIJAIbHA 3a apxXiB 3aKjaay, Ha
MiJICTaBl OIMKCIB CIIpaB, 3a SKAMH 3JIIMCHEHO TNPUUHATTA JOKYMEHTIB, 3a
BCTAHOBJICHOIO (hOPMOIO TOTY€E PIYHI PO3LIH 3BEICHUX OIUCIB CIIPaB:
MOCTIHHOTO 30epiraHHs
tpuBasoro (moHaa 10 pokiB) 30epiraHHs;
3 KaJIpOBUX MHUTAHb.
Oco0oto, BIAMOBIAAIBHOI 32 apxiB, CKJIAMA€ThCA aKT MPO BUIYUYCHHS IS
3HUILEHHS JIOKYMEHTIB.
6. 3BeicHMII omHMC CHpaB IMOCTIMHOrO 30epiraHHs CKIANA€TbCAd Yy TPbOX
npumipaukax. [licng cxBanenns EK 3akiiaqy npuUMipHUKU ONKCY HANpaBJstOTHCS
Ha cxBajeHHs EK oprany ynpasminHs ocBiToto. Ilicisi moBepHEHHS BCIX
IPUMIPHUKIB OMHUCY MHOro 3aTBeppKye KepiBHUK 3akiany. [lepmmii mpumipHUK
onucy 30epiraeTbcsi B 3aKJIaJl SK HEIOTOPKAHUW, APYrUd — € pobdoyuM 1
BUKOPHUCTOBYETHCS JIJIsl MOTOYHOTO TOIIYKY CIIpaB, TPETIA MOXE HaJCUIATUCS IS
KOHTPOJIIO BIJIIIOBITHOMY OpraHy YIPaBlIiHHSI OCBITOIO.

3Benennii onuc TpuBanoro (moHaa 10 pokiB) 30epiraHHS CKIAAETHCA Y
TPhOX MpHUMIpHUKAaX. [0 HBOTO BKIIOYAIOTHCS TaKOXK CIOpaBH, SKI 3a
HOMEHKJIATypOIO CIIpaB MaloTh CTPOK 30epiraHHs «J10 JIKBiAalii 3aknamxy». [licas
cxBasieHHss EK 3akiiany npuMIpHUKHM ONKCY HampaBisilOThesl Ha cxBajeHHs EK
opraHy ymnpasiiHHs OcBiTO0. [liciis moBEpHEHHS BCIX MPUMIPHUKIB OIMHUCY HOTO
3aTBEpPKY€ KepIBHUK 3akiany. [lepimii npuMipHHUK onucy 30epiraeTbes B 3aKiail
SK HEIOTOPKAHWH, NPYTHil — € pPOOOYMM 1 BHUKOPHCTOBYETHCS IUIS TTOTOYHOTO



MOIIIYKY CIpPaB, TPETI MOXKe HAJCUIATUCS ISl KOHTPOIIIO BIAMOBITHOMY OpraHy
yIPAaBIIiHHS OCBITOIO.
7.3arojoBKM  CIpaB OMNUCY 3 KaJpOBUX MHTaHb CHUCTEMAaTHU3YIOThCS 32
HOMIHAJIbHOIO O3HAKOIO (TPYITyBaHHsS B OJHY CIIpaBy JOKYMEHTIB OJHOTO BHIY) Y
TaKii MOCIITOBHOCTI:
HaKa3W KepiBHUKA 3aKJady 3 KaJpOBUX IMUTAHb;
HaKa3W KEpIBHUKA 3aKJIaay 3 PyXy YUHIB;
0OJTIKOB1 IOKYMEHTH;
CIUCKH YYHIB (aipaBiTHAa KHUT'A YYHIB);
KYpHaJIM peecTpallli Haka3iB 3 KaApOBUX MTUTAHb;
0CO0OBI CITpaBH MpalliBHUKIB;
KOHTPAKTH, TPYIOB1 IOTOBOPU;
JOKYMEHTH Tpo Tapudikalliro (Tapudikaliiiiai BiJoMOCTi (CIIUCKH));
JIOKYMEHTH TIPO TPOBEICHHS JAeP)KaBHO1 aTeCTallil;
KHUTH OOJIKY 1 BHJa4i CBIJOITB Ta JOAATKIB O CBIJOITB MPO 3100yTTS 0a30BO1
CepeNHbOi OCBITH; CBIIONTB Ta JOJATKIB JO CBIJONTB MPO 3A00yTTS TOBHOI
3arajgbHOi CEpPEeaHBOI OCBITH, 30J0TUX Menaneil «3a BHUCOKI JOCSTHEHHA Yy
HaBUaHH1» Ta CPIOHUX Menanei «3a JOCSITHEHHS y HaBYaHHI»;
JOKYMEHTH PO HEIACHI BUMAJIKH (aKTH, IPOTOKOJIU, BUCHOBKH, KYpPHAJIN);
KYpHaJM peecTpalli 0ci0, MOTepHIMX BiJl HEUACHUX BUMA/KIB;
KypHaIU 00Ky PyXy TPYAOBUX KHHKOK Ta BKIQJ0K JI0 HUX;
KYpHaJl peecTpallli Haka3iB 3 pyXy YUHIB;
He3aTrpeOyBaHi 0COOMCTI IOKYMEHTH MPaliBHUKIB (TPYAOB1 KHUKKH).

8. Oco00BI cnpaBH Y4YHIB BHOCATHCS JO OINHUCY 3a POKOM 3aKIHUEHHsS 3aKJaay 1
CUCTEMATHU3YIOThCS 3a MPI3BUIIIAMH B aIaBITHOMY MOPSIIKY.
9. 3Be/ieH] OMUCH CHpaB MOCTIHHOTO, TpuBasioro (rmoHaa 10 pokiB) 30epiranHus, 3
KaIpOBUX TUTaHb Ta aKT TMpPO BWIYYEHHS IS 3HUIICHHS JOKYMEHTIB,
posnspatoteca EK 3aknany ogHodacHo.

10. IToromxeni (cxBajeHi) akTH MPO BUIYUYEHHS U1l 3HHINCHHS JOKYMEHTIB,
3aTBEPIKYIOThCSI KEPIBHUKOM 3aKJIaTy.

11. KepiBHUK 3akiagy 3000B's13aHM 3a0€3MeUNTH 30€peKEHHS JOKYMEHTIB.



