MIHICTEPCTBO OCBITU | HAYKW/, MONOAI TA CTMOPTY  YKPAIHW
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M. Kuis
23.08.2012 Ne 947

[Ipo 3arBepmxenns [IpumipHoi IHCTPYKIIIi
3 BEJICHHS J1JI0BO1 IOKYMEHTAIIli B

MO3aIIKIJIbHUX HaBYAJIbHUX 3aKjagax

Ha Bukonanus myHkTy 2 noctanoBu Kabinetry MinicTpiB Ykpainu
Bix 30 mucromama 2011 poky Ne 1242 “IIpo 3arBepmkeHHss TUmoBoi 1HCTPYKIIT 3
JUJIOBOJICTBA Y IIEHTpPAJbHUX OpraHax BHMKOHABUOi Biaau, Pani MiHICTpiB
ABroHoMHO1 PecniyOniku Kpum, MiclieBUX opraHax BUKOHABUOI BJIaid” Ta 3 METOIO
BCTAHOBJICHHS €JIMHUX BUMOT JIO BEICHHS AUIOBOT JTOKYMEHTAIlll B MO3AIIKIIBHUX

HaBYAJIbHUX 3aKJIaJIaX CUCTEMU OCBITH
HAKA3VIO

1. 3arBepautu I[lpuMmipHY IHCTPYKIIiIO 3 BEACHHS JIJIOBOI JIOKYMEHTAIlli B
MO3AMIKIILHUX HAaBYAJbHUX 3aKjIagaXx, 0 JOJAETHCS.

2. MiHICTEpCTBY OCBITH 1 HayKH, MOJIO/I Ta criopTy ABTOHOMHOI Pecry0miku
Kpum, ympaBniasM ocBitH oOmacHuX, KuiBchkoi Ta CeBacTONMOIBCHKOI MICBKHX
JEep’KaBHUX aAMIHICTpaliid 3a0e3MeYyuTH BIPOBAKEHHA I€1 1HCTPYKILIl B
MPAKTUKYy pOOOTH TO3AIIKIILHUX HaBYAIBHUX 3aKJIadiB, HEYXHJIbHE JOTPUMaHHS
11 BUMOT.

3. KoHTponb 3a BHUKOHAaHHSM LIbOIO HaKa3y IOKJIACTH Ha 3acTyIlHHKa
Minictpa XebGposcrkoro b. M.



MiHicTp J1. B. Tabaunuk

3ATBEP/I’KEHO

Haka3 MinictepcTBa OCBITH 1
HayKH, MOJIOZI1 Ta COPTY YKpaiHu
23 cepnins 2012 poky Ne 947

IHPUMIPHA IHCTPYKUIA
3 BeleHHH [iJ1I0BOI JIOKYMEHTALil
B M03AIIKUIBHUX HABYAJIBHHUX 3aKJIa1aX

1. 3arajgpH1 TOIOKEHHSA

1.1. IIpuMipHa IHCTPYKIiS 3 BEACHHS JI1IJIOBOT JOKYMEHTAIlI] B TTO3aIIKITBHUX
HaBYIbHUX 3akiafgax (mam — [HCTpykiis) po3poOiieHa BIAMOBITHO 10 BUMOT
3akoHIB YkpaiHnu “IIpo ocBity” Ta “IIpo mozamkiJibHy OCBITY”, MOCTaHOBU
Kabinery MinictpiB VYkpainu Big 30 mmcromaga 2011 poky Ne 1242 “IIpo
3aTBep/KeHHST TWIMOBOT 1HCTPYKII 3 JMAUIOBOJACTBA Y IEHTPAJBbHUX OpraHax
BHKOHABUOi Biagu, Paxi minicTpiB ABTOoHOMHOI PecmyOmikm Kpum, wmicrieBux
opraHax BHMKOHABYOi BiaAu~’, Haka3zy [OJOBHOro apxXiBHOro YOpPABIIHHS IpU
Kab6ineri MinictpiB Ykpainu Bia 20 nunas 1998 poxy Ne 41 “IIpo 3aTBepaxeHHs
[Tepeniky TUITOBUX TOKYMEHTIB” (13 3MIHaMM).



1.2.  Tucrpykmis BCTaHOBJIIOE MePEITiK 000B’SI3KOBOI
OpraHizaliifHO-po3nopAIYOl TOKyMEHTALli /Il KEPIBHUKIB Ta 1HIIMX MpPalliBHUKIB
NO3AILKUIBHUX HABYAJbHUX 3aKJIaJiB, IpaBWiIa JOKYMEHTYBaHHS MAiISUIBHOCTI

3aKJ1a/liB CUCTEMH OCBITH (KPIM JIUTSAYO-FOHAIILKUX CIIOPTUBHMX IIKLI).

1.3. JloTpumaHHs mpaBWi 1 PEKOMEHAAIN 100 TMOPSAKY 3A1HCHEHHS
JTOBHX TIPOIIECIB, BCTAHOBIICHUX IIi€0 [HCTPYyKIi€r0, € 000B’I3KOBUMH JIJIST BCIiX
KEpIBHUKIB 1 TMEJAroriyHuX MPaliBHUKIB IMO3AMKUIBHUX HABYAJBbHUX 3aKJIaIiB.
[lenaroriuyni mpaiiBHUKH, TMPUHHATI Ha poOOTYy, MOBHHHI OyTH O3HaWOMIICHI 3

BUMOTamMu [HCTpyKIlii Ta BAKOHYBAaTH iX.

1.4. Opranizariis JUJIOBOACTBA B MO3aIIKUIFHUX HABYAJIBHUX 3aKjIagaxX Ta ix
CTPYKTYPHHX MiApO3/ijaxX MOKJIAJAEThCSA HA CIEMIalIbHO MPU3HAYCHHUX IS I[HOTO
oci0.

1.5. BignoBiganpHICTH 3a OpraHizaiilo AUIOBOACTBA B TMO3alIKUIBHUX
HaBYAJIbHUX 3aKJIaJlaXx HECYTh iX KCPiBHHUKH.

KepiBHUKH TMO3alIKITFHUX HaBYAIBHUX 3aKJIaJIB BIJIMOBIIAIOTH 3a 3MICT,
AKICTh MIATOTOBKA Ta OG(OPMIICHHS [OKYMEHTIB Ha HaJIEKHOMY piBHI. 3a
Oprasizailiio JUIOBOACTBA Ta 30€piraHHs JTOKYMEHTIB y CTPYKTYPHHUX MIIPO3ALIAX
MO3aIIKITFHUX HaBYAJIBHUX 3aKJIa/1B BIAMOBIAAIOTh KEPIBHUKHU ITUX MiAPO3ILIIB.

1.6. KoHTpOab 32 BUKOHAHHSM BUMOT I11€i [HCTPYKIIil 3M1MCHIOIOTh OpPTraHu
VOpPaBIiHHS OCBITOIO, Yy cdepi sAkux mepedyBaloTh IMO3AMKUIbHI HaBYaJIbHI

3aKJIaIu.
II. lokymMeHTYyBaHHS TisTTLHOCTI TTO3AMTKUTFHAX HAaBUAJIBHUX 3aKJIAJiB

2.1. JlokyMeHTyBaHHsl YIIpaBIiHCHKOI iH(opMaIli Hojsrae y CTBOPEHHI
JOKYMEHTIB, y SKHUX (IKCYETbCS 3 JOTPUMAHHSM YCTAHOBJIEHUX IPABUII

iH(opMallisi mpo ynpaBIiHCHKI ii.

2.2. IlixcraBoro 1jisi CTBOPEHHSI JOKYMEHTIB € HEOOXIJHICTh 3aCBiIUCHHS

HAsBHOCTI Ta 3MICTy VYOpPABIIHCHKUX I, TepeBeleHHs, 30epiranHs 1



BUKOPUCTAHHS 1H(pOpMAIIil MPOTATOM MEBHOTO Yacy ado MOCTIHHO.

2.3. JIOKyMEHTH CKJIQJaloThCsl JEp’KAaBHOIO MOBOIO, KpIM BHIIAJKIB,
nependadeHux 3akoHoM Ykpainu “IIpo 3acanu gep:kaBHOI MOBHOI OJIITUKH .

JIOKyMEHTH, $IKI HAJCWIAIOTBCA I1HO3EMHHUM ajapecaraM, O(OpPMIIOIOTHCA
YKpailHCbKOIO MOBOIO a00 MOBOIO JepxaBu-ajpecara, ab0 OJHIEI0 3 MOB

MDKHAPOIHOTO CHIJIKYBaHHS.

2.4. JIOKyMEHTH MOXKYTh 0()OpMJITIOBATHCS Y BIAMOBIIHUX KHUTAX, )KypHaIax
a60 Ha manepi popmarom A4 (210 x 297 mm) Ta AS (146 x 210 mm).
CkJazanHs TOKYMEHTIB Ha Tarnepi JOBUTLHOTO (OopMaTy HE JO3BOJISETHCS.

2.5. OpranizaniitHo-po3nopsadl TOKYMEHTH MOXYTh O(GOpMIIIOBAaTHUCS Ha
OJlaHKaX, I10 BUTOTOBJISIOTHCS 3T1IHO 3 BUMOTaMHu I1i€l [HCTpyKiii.

bnanku KOXXHOTO BHIy BHIOTOBJISIOTBCS HAa OCHOBI KyTOBOTO abo
MO3/IOBKHBOTO PO3MIIICHHSI PEKBI3UTIB. PEKBI3UTH 3arojioBKa pO3MIITYIOTHCS
IIEHTPOBAaHUM (TIOYATOK 1 KIHEIh KOXKHOTO PsIJIKAa PEKBI3UTY OJHAKOBO BiajIeHI
BiJl MEX 30HH pO3TallyBaHHS PEKBI3UTIB) ab0 MpamopoBUM (KOKHUU PSTIOK
PEKBI3UTY TIOYMHAETHCA BIJI JIBOI MEXI 30HH pO3TAllyBaHHS PEKBI3HUTIB)
CIIOCOOOM.

3pa3ok OJlaHKa MO3aIIKUIBHOTO HAaBYAJIBHOTO 3aKJaJy Ha OCHOBI KYyTOBOTO
PO3MIIIIEHHS PEKBI3UTIB HaBEJICHO Y JOJATKY 1.

3pa3ok OmaHkKa TO3AIIKUIBHOTO HABUaJbHOTO 3aKjaay Ha OCHOBI
MO370BKHBOT0 PO3MIILIEHHS PEKBI3UTIB HABEACHO Y JIOAATKY 2.

2.6. Jlnsg BUTOTOBJIEHHS OJIaHKIB BUKOPUCTOBYIOTHCSI apKYIll TMarnepy
dbopmary A4 (210 x 297 minmimerpiB) Ta A5 (210 x 148 minimMeTpiB).

Jlo3BonieHo BuKopuctoByBaTH O1anku hopmary A3 (297 x 420 mimiMeTpiB) —
s opOpPMIIEHHS! TOKYMEHTIB y BUIVISAI TaOIUIb.

braHku JOKYMEHTIB MOBUHHI MAaTH TaKl MOJIs (MUTIMETPIB):

30 — xdiBe;

10 — npage;

20 — BEpXHE Ta HUXKHE.



Ckmag pexBi3utiB  OnankiB: JlepxaBuuii Iep0 Vkpainu (mopsook
BUKOPHUCTaHHS BHU3HAYA€THCS 3aKOHOM), HAaMEHYBaHHS MIHICTEPCTBA, 1HIIOIO
HEHTPAJIbHOIO  (MICLIEBOTO) OpraHy BHKOHAaBYOi BJaaM, HallMEeHyBaHHS
MO3alIKUIPHOTO ~ HABYAJIILHOTO  3aKkjiany, 1ACHTHU(IKAIMHUN  KOA,  1HJIIEKC
HiANPUEMCTBA 3B 53Ky, NIOIITOBA ajpeca, HoMep TenedoHy, e-mail (3a HasIBHOCTI)
HOMEp paxyHKy B OaHKy, MiClle JJi1 3a3HAYEHHS JaTH, PEECTPAITHOTO 1HACKCY,
NOCWJIAHHS Ha JIaTy Ta PEECTPALIMHUMA 1HJEKC BXI1JHOTO JOKYMEHTA.

brnanku MOKyMEHTIB MOBHWHHI BUTOTOBJISITHCS JAPYKAapCHKUM CIIOCOOOM Ha
OimoMy marmepi BHCOKOI AKOCTI (apOamMu HACHUYEHHUX KOJIbOPIB.

3a pillIeHHSIM KEpIBHUKA TMO3alIKUILHOTO HABYAJBHOIO 3aKiaay OJIaHKU

MOXYTb BUT'OTOBJIATUCH 3a HOIIOMOTOXO KOMH'IOTGpHO‘l‘ TEXHIKHU.

2.7. Oxpemi BHYTpIIIHI JOKyMEHTU (3asBH, MOSICHIOBAJIbHI, JOMOBIIHI
3aIMCKH, TOIO0) 0()OPMITFOIOTHCS HE Ha OJIaHKaXx.

2.8. Kauru Ta xypHanu (KpiM >KypHaJIiB OONIKYy poOOTH TypTKa, CEKIIii,
00’€THAHHS, KOJEKTUBY), IO BEAYTHCS B IMO3AMKUIPHUX HABYAIBHUX 3aKIaaaXx,
000B’SI3KOBO MOAPKYIITHO MPOHYMEPOBYIOThCS, MPOITHYPOBYIOTHCS, TiAMUCYIOTHCS
KEPIBHUKOM 1 CKPITIIIOIOTHCS MIEUaTKOIO.

2.9. [inoBi manepw, sKi HAAXOAATH JO MO3AIIKITbHUX HaBYAIbHUX 3aKJIaJliB
Yy BIANPABISIOTECA 3 HUX, PEECTPYIOTHCA B JKypHAJIl BXIJHOI Ta BUXIIHOI
KOPECTOHIeHITi. Y  BUXIAHIN KOpecmoHMAEHII (BUXIAHIA JOKyMEHTAIIii)
BUIIPABJICHHSI HE JOIMYCKatOThCs. JlomylleHl BUIIpaBi€HHS B MOTOYHIA 1I0BIA
JIOKYMEHTAIII1 3aCTepIraroThcsl 1 CKPITUIIOITHCS MIAMUCOM BiAMOBIIAIBLHOT 0COOH

Ta IICYAaTKOIO.

2.10. Bcs ginoBa mokyMmeHTarlisi 30epiraeTbCs B CHEIladbHO OOIaJHAHUX
madax uu cerax 1 He MOBUHHA MATH JIOCTYITy CTOPOHHIX OCi0.

2.11. Ilicns 3akiHYEHHS TEPMiHY 30€epiraHHs TOKYMEHTIB, SIKi HE MiAIATal0Th
nepeaadi apXiBHUM yCTaHOBaM, JOKYMEHTHU CIIUCYIOThCS KOMICIEI0 MO3aIIKIIBHOTO
HABYAJILHOTO 3aKjaay 3 TMPOBEACHHS EKCHEePTU3H I[IHHOCTI JIOKYMEHTIB, SIKY
MpU3Ha4Ya€ KEePIBHUK HABYAIBHOTO 3akKiany (maimi — exkcmepTtHa kowicis). Ha



CHHMCaHy JOKYMEHTAIII0 €KCIIEpTHA KOMICisl cKiafae BiAMoBigHUM akt. CrmcaHa
JOKYMEHTAIIisl 3HUIILYETHCS.

2.12. TexHonorii aBTOMAaTHU30BAaHOIO OMNPALIOBAHHSA 33J0KYMEHTOBaHOI
iHpopMmarii B MO3aIIKUIBHOMY HaBYAJIBHOMY 3akjaji TOBWHHI BIJIMOBIIATH
BUMOTaM 1€l [HCTPyKITi.

[II. 3aranbH1 BUMOTH 10 CKJIaJAEHHS Ta O(POPMIICHHS TOKYMEHTIB

3.1. JIoOKyMEHT TOBHHEH MICTUTH OOOB’S3KOB1 MJi TMEBHOTO MOrO BUIY
PEKBI3UTH, 110 PO3MILIYIOTHCS B YCTAHOBJICHOMY MOPSIIKY, a caMe: HallMEHyBaHHS
3aKiaay, Ha3By BHUIY JOKyMeHTa (KpiM JIMCTIB), JaTy, PEECTPAIIHUIN 1HIIEKC
JOKYMEHTA, 3ar0JIOBOK J0 TEKCTY, TEKCT, T ITHC.

[1ix yac miArOTOBKM Ta OPOPMIIEHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBAaTHCh
HE TUIBKM OOOB’S3KOBI, a TaKOX 1HIN PEKBI3UTH, SKIO 1€ BiAMOBIIAE
MPU3HAYCHHIO JJOKYMEHTa 200 croco0y Horo onmpairoBaHHS.

3.2. OdopmiieHHS JOKYMEHTIB, M0 BHUIOTOBIISIIOTHCA 32 JIOMIOMOTOIO
APYKyBaJIbHUX 3aco0iB, 3MIMCHIOETHCS BIAMOBITHO JO BHUMOT, BHU3HAYCHHUX Y
JONIaTKy 3.

3.3. Okpemi BHYTpIIIHI JIOKYMEHTH (3asBH, MOSCHIOBAJIbHI Ta JOMOBIJIHI
3aMMCKH TOIIO), aBTOPAMHU SIKUX € MOCa0B1 Ta 1HII (Pi3udHI 0COOH, T03BOJISIETHCS
0OpMITFOBATH PYKOITMCHUM CIIOCOOOM.

3.4. Skmo AOKYMEHTH, IO CKIAJaioTh Yy MO3alIKIILHOMY HaBYAJIbLHOMY
3aKkyani, BeayTbcsi y (OpMi KHHUTH, TO Taki PEKBI3UTH, SK HallMEHYBaHHS

oprasizallii BUIIIOTO PiBHS, Ha3Ba 3aKJajy HE 3a3HAYaIOTh.

3.5. Ha poxymeHTax, 11O CKJIaAalOTh Yy MO3aUIKUJIBHOMY HaBYAJIbHOMY
3aKyiaji, HaliMEeHyBaHHS OpraHi3aiii BUIIOTO PiBHS 3a3HAYalOTh CKOPOYCHO, a B
pasi BIICYTHOCTI O(IIIHHO 3apEECTPOBAHOTO CKOPOUYEHHS — IMOBHICTIO.

3.6. HaiimeHnyBaHHS MO3alIKiIIFHOTO HABYAJIBHOTO 3aKJIaJy MOBUHHO



BIJIMOBIIaTH HaliMEHYBaHHIO, 3a3HaueHOMY B cTaTyTi. CkopoueHe HaiiMEeHyBaHHS
MO3alIKUIBHOTO HAaBYAJIBHOTO 3aKJIaqy BXKMBAETHCS B pas3l, KOJIM BOHO OQILIIHO
3adikcoBaHo y craryTi. CKOpOUeHY Ha3By MOJAIOTh Y AyKKaX (a00 03 HUX) HUKYIEC
MOBHO1, OKPEMHUM PSIIKOM Y LIEHTPI.

3.7. JloBimKOBI JaHi MPO 3aKjaj MICTATh: TIOIITOBY aapecy, HOMEpPH
TenedoHiB, (akciB, paxyHKIB y OaHKy, aapecy eJeKTPOHHOI MOIITH TOIIO.
JIOB1AKOBI J1aH1 PO3MILIYIOTHCSI HU)KUE HAHMEHYBaHHS 3aKiauy.

PexBi3uTH MOIITOBOI aJpecd MO3AIIKUIBHOIO HABYAJIBHOIO 3aKjaay
3a3HAYAIOThCSl B TakKiil MOCTIAOBHOCTI — Ha3Ba BYJUIlN, HOMEp OyIWMHKY, Ha3Ba

HACEJICHOTO MYHKTY, paliloHy, 00JIacTi, MOMITOBUH 1HAEKC.

3.8. Ha3Ba Bumy nokyMeHTa (Haka3, pIillICHHS, JOMOBIJHA 3alMCKa TOIIO)
MOBUHHA BIJANOBIIATH Ha3BaM, MnependadyeHuM JlepaBHUM KiacugikaTopoM
yYIPaBIIHCHKOI JOKyMEHTAIII1.

3.9. Jlatoro 10OKyMEHTa € BUIMNOBIAHO Jara WOro MmiaAmUcaHHsS abo
3arBepkeHHs. Jlara 3a3HadaeTbes apaObChbKUMU IMdpaMu B OJUH PSAOK y Takid
MOCTIIOBHOCTI: 4YHCIIO, Micslb, pik. [lata odopmiaserscs 1udpoBum abo
cioBecHO-IIM(ppoBUM criocoboM. Y paszi opopmieHHs aatu HUGPOBUM CIOCOOOM
YHUCJIO0 1 MICAIh MPOCTABIISIIOTHCS JABOMA Mapamu Iudp, po3AiICHUMU KPAIKOI0; PiK
— qoTupmMa nmudpamu, Kparka HanpuKiHIl He ctaBuThes (Hanpukiam: 02.03.2012).

VY Tekcrax JOKYMEHTIB, IIO MICTATh MOCHJIAHHA HAa HOPMAaTHUBHO-IIPABOBI
aKTH, Ta JOKYMEHTIB, III0 MICTITh B1IOMOCTI (DIHAHCOBOTO XapakTepy,
3aCTOCOBY€ETHCS CIOBECHO-IIMGPOBUI cHOCIO 3a3HAYeHHS AT 3 MPOCTABISIHHAM
HYJIS B TIO3HAYCHHI JHS MICSII, SKIIO BiH MICTUTh OAHY MUY, HAIPUKIIAI: 03
kBiTHS 2012 poky. Jl03BOJSETHCS BKHUBATU CIOBO “pIK” y CKOpPOUEHOMY BapiaHTI
“p.”, Hanpuxnan: 03 wepsusa 2012 p.

Ko AOKYMEHT CKJIaJeHO He Ha ONaHKy, Jara 3a3HauyaeTbCsd HUKYE
MiAIUCy JTiBOpyd. Jlara mokymMeHTa mpoCTaBISIEThCS MOCAT0BOI0 0CO0010, SKa OTro
MiIIUCY€E a00 3aTBEPIKYE.

[IpumipHull nepenik JTOKyMEHTIB, IO 3aTBEPAKYIOTHCA 3 MPOCTABISHHAM
rpuda 3aTBepKEHHS, HABEACHO y J10/1aTKy 4.



3.10. Iamexcarrisi TOKyMEHTIB MOJSTAE y MPUCBOEHH] M YMOBHHX MTO3HAYEHb

— IHJEKCIB, K1 HATAIOTHCS JOKYMEHTaM ITiJT 9ac iX peecTpaiiii.

3.11. AnpecaramMu JOKyMEHTa MOXYTb OyTH YCTaHOBH, IX CTPYKTYpHI
M1IpO3J1IM, OpraHi3auii, 3aKi1aam, iX 1ocajoBl 0COOM Ta rPOMaJISHU.

SKI110 TOKYMEHT aJpecoBaHO opraHi3zailii abo ii CTpyKTypHOMY IiAPO3/1I0B1
0e3 3a3HaueHHs MOCaTO0BOI O0COOM, X HAWMEHYBaHHS HABOISATHCA Y HA3UBHOMY
BiJIMIHKY.

[ToBHa ampeca 3a3HA4aeThCs y pa3l HAACWIAHHS JOKYMEHTa pPa30BHM
KOpPECIIOHACHTaM.

SIkmo  AOKYMEHT — aJpecoBaHO  KEpPIBHHMKOBI  yCTaHOBHM abo  i#oro
3aCTYITHUKOBI, HaliMEHyBaHHS YCTAHOBM BXOIUTh JI0 CKJIaTy HaWMEHYBaHHS
MOCa/IM ajipecara, sike HaBOAUTHCA Y JaBaJIbHOMY BIJIMIHKY.

SIKII0 TOKYMEHT HAJCWIIA€ThCs MOCaa0Bii 0co0l, HaHMEHYBaHHS YCTAHOBH
Ta 1l CTPYKTYpHOTO IMiJIPO3/AUTY HABOASATh Yy HA3MBHOMY BIJIMIHKY, a Tocamy 1
Npi3BUIIE aJpecara — y AaBaIbHOMY.

VY pa3i HaacwiaHHS JOKyMeHTa (Pi3u4YHIi 0co0l CIOYaTKy 3a3HAYa€ThCS Y
HAa3UMBHOMY BIJIMIHKY TpI3BHUIIE, M’ Ta 1O OaThbKOBI (I1HIIIaJ X YU 1HIIIA] IMEHI),
MOTIM TIOMITOBA ajjpeca (Byaulls, HoMep OyAMHKY 1 KBapTUPH, HACEJICHUHN MyHKT,

paiioH, 006acTh, MOMITOBUH 1HAEKC).

3.12. 3arojoBOK 10 TEKCTy JHOKyMEHTa MOBHHEH MICTHUTH KOPOTKUN BUKJIAA
3MICTY JOKYMEHTa 1 OyTH MaKCUMaJIbHO CTHCIIHM.

3aroyioBOK  BIJIMOBIIa€ HAa MNHTaHHA ‘“‘Tipo 10?7, “Koro?”, ‘“‘doro?”.
Hampuknag naka3 (mpo mio?) mpo HajgaHHSA BIANYCTKH; JIUCT (Mpo 110?) Tpo
Oprasizailito Hapajau; IpOTOKoJ (40ro?) 3acilaHHs arecTaliifHol KOMICii; mocaaoBa
THCTPYKIIis (KOro?) BUXOBATENsl.

be3 3aronoBka JO3BOJSETHCS CKJIAAAaTH KOPOTKI JOKYMEHTHM Ha OJaHKax
dbopmary A5, 30kpemMa CyNpoBIHI JIUCTH, TEJIETpaMu, TeIeHOHOTPAMH.

3.13. Tekct nokymeHTa MICTUTH 1H(DOpMaIlito, it 3adiKCyBaHHS KO HOTO
Oyno ctBopeHo. TekcT moKymMeHTa MOBUHEH OyTH BUKIIQJEHWUN CTHUCIIO, TPAMOTHO,



3p03yMiJ0 Ta 00’€KTMBHO O€3 MOBTOPIB Ta BXKMBAaHHS CIIB 1 3BOPOTIB, SIKI HE
HECYTh 3MICTOBOTO HABaHTAXCHHS, 1 TMOBHHEH CTOCYBATHCS TOTO INHUTAHHS, SKE
c(hopMyJIbOBaHE B 3aTr0JIOBKY 110 TEKCTY.

Texkct nokyMeHTa OGOPMITIOETHCS Y BUIVISIIL CYILIJILHOTO 3B’ SI3HOTO TEKCTY,

aHKETH 4d Ta0nuill abo NUIAXOM MOEAHAHHS LUX QOpPM.
CymunbHUil 3B’S3HMI TEKCT JOKYMEHTAa MICTUTh TpaMaTUYHO Ta JIOT1YHO
y3rojkeHy 1HQopMalliro npo ynpasiiHckki aii. Taka ¢opma BUKIIAIEHHS TEKCTY
JIOKYMEHTa BUKOPHUCTOBYETHCS IMiJI Yac CKJIAJIaHHS TOJIOKEHb, MOPSAKIB, MPABUI,
PO3MOPSATIUX TOKYMEHTIB 1 JIUCTIB.

VY TekcTi AOKyMEHTa, MiArOTOBJICHOTO BIAMOBIIHO /10 JIOKYMEHTIB 1HIIMX
yCTaHOB a00 paHillie BHIAHUX JOKYMEHTIB, 3a3HAYAIOTHCS 1X PEKBI3UTH Yy TaKid
MOCIZIOBHOCTI: Ha3Ba BHUIY JOKYMEHTa, HAallMEHYBaHHS YCTaHOBU — aBTOpA
JOKYMEHTA, JjaTa, PEECTPAIitHUN 1HACKC, 3aT0JIOBOK /IO TEKCTY.

TexkcTu CKIagHUX 1 BEJIMKUX 32 00CATOM JIOKYMEHTIB (JOTMOBIi1, 3BITH TOIIIO)
NONUIAIOTECA Ha PO3AUIH, MIAPO3AUIM, MYHKTH, MAMYHKTH. [IyHKTH y TeKCTI
HYMEpYIOTbCA apaOCbKUMHU MHU(PpaMu 3 Kparkow, a MANYHKTH — apabChbKUMU
udpamu 3 TyKKOIO.

3.14. IlocamoBi oco0u MIAOUCYIOTH JOKYMEHTH B MeXaX CBOIX
MOBHOB2XCHb, BU3HAYCHUX CTAaTyTOM TIO3AIIKUIBHOTO HAaBYAJIBLHOTO 3aKiIafy,
MOCaJI0BUMH 1HCTPYKIIISIMHM, HaKa30M PO PO3MOAiT 000B’A3KIB MI>K KEPIBHUKOM Ta
HOro 3acTymHUKaMHU TOINO. Y 3a3HAYEHUX JOKYMEHTaX BH3HAYAETHCA TaKOX
MOPSAJOK MIJNUCaHH JOKYMEHTIB IHIIUMHU 0c00aMu y pa3si BiJICYTHOCTI KEpiBHUKA
3aKiaay Ta MoCaJoBHUX OCIO0, sIKI YIOBHOBAaXXEHI 1X MIJMUCYBATH.

[linmuc ckiIagaeTbcsi 3 HaWMEHYBaHHS MOCAaAU OCOOM, sSiKa MiANHUCYE
JOKYMEHT, (IIOBHOTO — SIKILIO JOKYMEHT HaJpyKOBaHUI HE Ha OJIaHKY, CKOPOUEHOTO
— Ha JIOKyMEHTI, HaJpyKOBaHOMY Ha OJaHKY), OCOOMCTOrO MiJMUCY, 1HIliaJiB
(iHi1as iMeH1), Ipi3BUIIA.

VY pa3si BiICyTHOCTI TTOCAI0BOT 0COOH, siIka MMOBUHHA IMIAMKUCYBATH JOKYMEHT,
foro mignucye oco0a, 1m0 BUKOHYE ii 000B’s13KH, a00 ii 3acTynmHUK. Y TakoMmy pasi
000B’SI3KOBO 3a3HAYaIOTHCH (haKTHUHA MMOcaja, iHimiamy (1Himian iMeHi), Tpi3BUIIe
ocoOu, sfKa Mianucana JAOKYMEHT (BUIIPABICHHS BHOCITh PYKOIMCHUM abo
MAIIMHOMUCHUM  CIIOCOOOM, SIKIO JIOKYMEHT HEMOXIIHUBO MepeApyKyBaTH).



JlonaBaHHA 10 HaliMEHYyBaHHS MOCaau KepiBHUKa CHiB “BukoHyrounii 000B’sI3k1”
abo “B. 0.” 3milficHIOETbCS Yy pa3l 3aMmillleHHs KEpiBHUKAa 3a HaKa3oM
(pO3TOPSIIKEHHSIM).

3.15. BigOuTkoM meyaTku 3aKjiaay 3acBiIUyOTh MiAMKC OCaI0BOT 0cOOM Ha
JOKYMEHTaxX 3 MUTaHb (DIHAHCOBO-TOCIIONAPCHKOT MisIbHOCTI. BinmOuTok meuaTku
CTaBUTHCS TAaKUM UYMHOM, [I00 BiH OXOIUTIOBaB OCTaHHI KUIbKa JIITEp

HaliMEHYBaHHS MOCcaau 0coOH, sKa Minucaia JT0KyMEHT.

3.16. Ilo3amkinpHUN HaBYAJIBHUM 3aKjaJ MOXE 3acBIIUYBaTH KOMIl JIMIIE
TUX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS B HbOMY, a TAKOXK y BUIAKAX, epeadayeHnX B
ab3ai Jpyromy Ib0ro myHKTY. KoImisi JOKyMEHTa BHTOTOBIISIETHCS 1 BHJIA€THCS
TIIBKA 3 J03BOJy KEpIBHMKA 3aKiagy, HOro 3acTYNHUKIB abo0 KepiBHHKA
CTPYKTYPHOTO TI1IPO3ILTY.

VY pa3i miAroToBKM AOKYMEHTIB JJIsi HaJ@aHHsS CyJOBHM OpraHam, I 4yac
BUPIIIEHHS MUTaHb OJI0 MPUUHATTSA IPOMASH Ha poOOTY, HABYaHHS, 3aCB1TUEHHS
iX TpyHOBUX Ta IHIIMX IMpaB y B3a€MOBIAHOCHHAX 13 3aKJaJ0M, a TaKOX IIiJ 4ac
(dbopMyBaHHS OCOOOBHMX CIIpaB MpAal[iBHUKIB MO3AIIKUIBHUA HaBYaJIbHUM 3aKiajl
MOXKE€ BHUTOTOBJISTH KOIMNi JOKYMEHTIB, BHJAHUX I1HIIUMU yCTaHOBaMHu  (Korii
JUTIJIOMIB, CBIJIOITB NMPO OJE€PKaHHS OCBITH TOIIO).

Bigmitka “Komiss” mpocTaBise€ThCs Ha JIMIBOBOMY OOIll Y BEPXHBOMY
MpaBOMY KyTKY TIEPIIOTO apKyIlla JOKyMEHTA.

Hammc mnpo 3acBigueHHs JAOKYMEHTa CKJIagaloTh 31 CiliB  “3rigHo 3
opuriHajgoM”’, HaWMEHYBaHHS MOCAaHU, OCOOMCTOTO MIAMUCY 0COOH, AKa 3aCBIIUYE
Komito, ii iHimiamiB (iHiLiamy i1MEHi) Ta Mpi3BUINA, AATH 3aCBILAYEHHS KOMIil 1
MPOCTABIISIETHCS HIXKYE PEKBI3UTY JoKyMeHTa “Ilinnuc”, Hanpukian:

3riJIHO 3 OPUTIHATIOM

3aBiayBad mianuc iHimiamm (1Hiaa iMeHi), Mpi3BUILe

Jlata

Hanuc npo 3acBiqueHHs KOIii CKPIMIIOETHCS EYATKOIO.

Komis mokyMeHTa mMOBMHHA BiATIOBIJaTH OPUTIHAITY.

IV. CxnaieHHs 1esiKuX BUAIB JOKYMEHTIB



4.1. Haka3 (po3nopsjKeHHs).

4.1.1. Haka3z (po3mops/pKeHHSI) — JOKYMEHT, KM 3acBII4y€ PIlICHHS
OpraHizaiiifHo-po3nopsAI40or0 YU HOPMATHUBHO-IIPABOBOTO XapaKTepy. 3a 3MICTOM
VOPAaBIMIHCHKOI [Ii Haka3W BUJAIOTBCS 3 OCHOBHUX TMHTaHb iSUTBHOCTI
MO3AIIKITFHOTO HABYAJIBHOTO 3aKkjiady, aJMIHICTPATUBHO-TOCIOAAPCHKUX abo
KaJpOBHX MUTaHb.

4.1.2. TIlpoekr Hakazy (pO3MOpPSKEHHS) 3 OCHOBHOI JIiSUTBHOCTI,
aJMIHICTPAaTUBHO-TOCTIOAAPCHKUX TMMHTAaHh TOTYETHCS Ta TMOMAETHCS 3aCTyITHHUKOM
YM  KEPIBHUKOM CTPYKTYpHOTO MiAPO3AUTY 3a JOPYYEHHSM  KEpIBHUKA
MO3aIIKIJIFHOTO HAaBYAIBHOTO 3aKJIaJy UM 3a BIACHOIO 1HIIIATHBOIO.

4.1.3. ITpoekT HaKa3y (pO3MOPSAIKEHHS) 3 KAAPOBUX NUTAHb (IIPO NPUINHATTA
Ha poOOTY, 3BUIbHEHHS, HAJaHHS BIJIYCTKHU, BIIPSHKCHHS TOIO) TOTYETHCS HA
M1JICTaB1 JOMOBIAHOI 3alMCKH 3aCTYMMHUKA KEPIBHUKA MO3AIIKIJIBHOTO HABYAJILHOTO
3aKiaay 4u KepiBHUKA CTPYKTYPHOTO MIAPO3/LTY, 3asBU MpaliBHUKA, TPYJOBOTO
JIOTOBOPY Ta I1HIIMX JIOKYMCHTIB.

4.1.4. Haka3 (po3mopsi/pKeHHs) MiAMUCYETHCS BIAMOBIAHO 10 MyHKTY 3.14
i€l [HeTpykiii.

4.1.5. Iicns mianucaHHs HaKazy (PO3MOPSIPKEHHS) 3MIHH J10 HbOTO
BHOCATHCSl JIMIIE NUISIXOM BHUJAHHS HOBOTO Hakazy (PO3MOPSHKEHHS) TMpO
BHECCHHS 3MiH.

4.1.6. Haka3z (po3nopsikeHHs1) oopMIsieTbess Ha OJIaHKY MO3aIIKUTBHOTO
HABYAJILHOTO 3aKJIaJTy.

3MicT Hakazy (pO3MOPSIHKEHHS) KOPOTKO BUKIIAAETHCS B 3arOJIOBKY, SKHIA
MOYMHAEThCA 3 npuilmMeHHuka ~1Ipo* Ta ckimagaerbcss 3a  JTOIOMOIOIO

(1

BiiecniBHoro imeHHuka (“IIpo 3arBepmxkenHs...”, “IIpo cTBOpeHHA...“) abo
imennuka (“Tlpo miacymku..., “TIpo 3axonu...*).

4.1.7. Tekct Hakazy (pO3MOPSKCHHS) 3 TUTaHb OCHOBHOI iSUTBHOCTI
MO3aIIKUIBHOTO HABYAIBHOTO 3aKJIa1y Ta aMiHICTPAaTUBHO-TOCTIOAAPCHKUX
MUTaHb CKJIAJIA€THCA 3 IBOX YACTUH — KOHCTAaTY04oi (ImpeamOyinn) i
pO3MOPAIUOL.

VY KoHCTaTyrouiif YaCTUHI 3a3HAYAIOThCS MijIcTaBa, OOTPyHTYBaHHS aboMeTa

BHUJIaHHA Haka3dy. 3a3Ha4eHa dYacTWHA MOXe TMounmHatucs 13 chmiB “Ha



(13

BUKOHAHHA...“, 3 METOI0...

(13

TOIIO. SIKIIO JOKYMEHT BHUIAETHCS Ha MiACTaBl
THIIOTO PO3NOPAIYOro JOKYMEHTA, B KOHCTATYyIOUid YaCTHHI 3a3HAYAIOTHCS

Ha3Ba BUJy ULbOTO JIOKYMEHTa, MOro aBTOp, Jara, HoMep Ta 3aroioBok. Kparmka B
KIHII KOHCTaTyIO40i YaCTUHHU HE CTABUTHCHI.

Posnopsiqua uactuHa Hakasy mnounHaeTbes 13 cimoBa HAKA3VYIO®,
PO3MOPSKEHHS MOXe rmounHatucs i3 ciioBa "30BbOB A3VHO®, sike
JIPYKY€ETBCS 3 HOBOIO psJIKa BEIUKUMH JIITEpaMu 0Oe3 BIACTYyNYy BiJl JIIBOTO
MOJIsAL 1 JIATOK, MICJS YOTO CTAaBUTHCS JIBOKpAIIKa.

Posnopsiqua wacTMHA TOAUISETHCS HA TMYHKTH Ta MANYHKTH, SKI
HYMEpYIOTbCA apaOChbKUMU LHUPpaMu. Y KOKHOMY ITyHKTI TOBUHHI OyTH
3a3Ha4YeHl BUKOHABIl, KOHKPETHI 3aBAaHHS (IOPYYEHHS) 1 CTPOKH 1X BUKOHAHHSI.
BukoHnaBii MoxxyTh OyTH Ha3BaHI TakoX y3arajbHEHO, HANPUKIAMA: ~KepiBHUKAM
METOAMYHUX 00’ €qHaHb, “3acTynHUKaM AupekTopa®. [Ipu npomy, ik mpaBuiio, HE
3aCTOCOBYETHCS HANHMCAHHS HEKOHKPETHUX JOPY4YeHb, SKi MICTATH CJOBa:
HPUCKOPUTH, "TIONIIMIIUATH , ”aKTUBI3yBaTU, ’3BEPHYTH yBary* TOIIIO.

Axio HakazoM (PO3MOPSKEHHSIM) BIAMIHSAETHCS TONEPEAHIN PO3NOPSIIUUit
JOKYMEHT, Yy pO3NOpSAYIA YacTHHI 3a3HAYA€TbCS MYHKT, SKHM TOBHUHEH
MOYMHATHUCS 13 CJiB: "BU3HATU TakuM, 110 BTPATUB YUHHICTA,... .

3MiHHM, IO BHOCATBCS JO Haka3y (po3mopsKeHHs), O(QOpMIISIOThCS
OKpPEMHUM HaKa30M (PO3MOPSAIKEHHSM ), AKUW TOBUHEH MaTH TaKUI
3aronoBok: “IIpo BHECEHH 3MiH IO HaKa3y (pO3MOPSAIKEHH)...« 13
3a3HAYCHHSIM JIaTH, HOMEpA, 3arojioBKa PO3MOPSAYOTO JIOKYMEHTa, IO SKOTO
BHOCATbCS 3MiHU. Po3nopsiaua yacTuHa Hakazy (PO3MOPSIKEHHS) MOYMHAETHCA 3
TaKOTO MYHKTY:

1. BHecTu 3MiHM 10 HaKa3y (PO3MOPSIKEHHS). .. .

Jam okpeMHMH TiANYHKTaMu (OPMYIIOIOTHCA 3MIHU JI0 PO3IMOPSIYOro
JOKYMEHTA, HAllPUKJIIa/I:

1) myHKT 2 BUKJIACTH B TaKii pemaxitii:... ;

’2) yHKT 3 BUKJIIOYUTH;

’3) ab3an Apyruil MyHKTY 4 TOMMOBHUTH CJIOBaMH... .

SIKo 3MiHH A0 PO3MOPSAIYOrO JOKyMEHTa O(OPMIISIOTHCS HA OKPEMOMY
apkymi (apkymiax), B TEpHIOMY TIYHKTI PpO3MOPSAY40i YacTUHU  HakKasy
(pO3NOpSII>KEHHS) 3a3HAYAETHCS:



1) BHecTH 3MiHH J0... (I0AaI0ThCs ).

4.1.8. OcTaHHIi MyHKT pO3MOPAIYO0i YACTUHHU y pa3l HOTPEOH MOXKe
MICTUTH PIIICHHS MPO TMOKJAJIEHHS Ha MOcajoBy ocoly (yHKIIH 3 KOHTPOIIO 3a
BUKOHAHHSIM Haka3zy (PO3MOPSIKESHHS).

4.1.9. Haka3 (po3nopsiikeHHs ) 3 KaJpOBUX MUTaHb 0(QOPMIISIETHCS Y BUIIISI
IHAUBIAyaIbHOTO a00 3BeAeHOoro. B iHAMBiAyadbHOMY Hakasl (pO3MOPSAKEHHI)
MICTUTBCSl 1HQOpMAIIST PO OJHOTO MPAIIBHUKA; Y 3BEICHOMY — IPO  KIJIBKOX,
HE3QJICKHO BIJ TOTO, SKI YMPaBIIHCHKI PIIIEHHS MO0 HUX NPHUHAMAIOTHCA
(mpuiHATTS Ha poOOTY, MPU3HAYCHHS Ha IMOCaiy, MEPEBEJCHHA Ha IHIIY MOCaay
(po6oTy), 3BUILHEHHS TOIIO).

4.1.10. 3MiCT 1HAUBIIYaILHOTO HaKa3y (PO3MOPSIKEHHS ) 3 KaIPOBUX
MUTaHb CTUCJIO BUKJIAJAE€THCS B 3arojiOBKY, SIKMM MOYMHAETHCS 3 MPUIMEHHUKA
“IIpo* 1 ckIagaeTbcs 3a JOMOMOIOK BiAJIIECTIBHOTO IMEHHHKA, HANPUKIIAL:
“IIpo  npusHayeHHd...“, “llpo  npuHATTA...”. Y  3BeNEHMX  Hakazax
(pO3NOPSAKEHHSIX) MOXKE 3aCTOCOBYBATHUCH Y3arajlbHEHUI 3aroJIOBOK, HAPUKIIAL:
’TIpo kanmposi nutanus ™, ”IIpo ocoboBuii ckia™.

4.1.11. Y tekcti HaKa3y (PO3MOPSIKEHHS) 3 KaAPOBUX MUTaHb, SIK MPABUJIIO,
KOHCTaTyl04ya YaCTHHA HE 3a3HAYa€ThHCS.

4.1.12. Posmnopsaya yacTHHA Hakazy (pO3IMOPSHKEHHS) TMOYHUHAETHCS, SK
mpaBuio, 3 giecnoBa 'y Qopmi iHbiHITUBY: ZTlpmitHaTu®, “Tlpusnauntu
“TlepeBectu®, “OronocuTu’ TOIIO.

Jlani 3a3HauvarOThCsA MPI3BHUIINE, 1M’s, MO OAaTbKOBI MpalliBHUKA, Ha SKOTO
MOIIMPIOETHCA /ISl HaKa3zy Ta TEKCT Haka3zy. Y 3BeIEHOMY Hakasi (PO3MopsaKeHHI)
Mpi3BHINA OCI0 y MEKax MYHKTIB PO3MINIYIOThCS 3a asipaBiTOM.

4.1.13. Y mHakasi (po3mOpsHKEHHI) MpOo TpU3HAYeHHS a00 3BUTLHCHHS
MpalliBHUKA 3a3HAYA€ThCSl MOBHA Jara (YUCIIO0, MICSIb, PIK) (PAKTUYHOTO BUXOAY
nmpariBHMKa Ha poOOoTy (IPUNUHEHHsS TPYAOBUX BIIHOCHH), PO3MIpPH HOTO
MOCaJI0OBOTO OKJIAY BIAMOBIIHO J0 IMITATHOTO PO3MUCY, HaA0aBOK
Ta JOIUIAT.

4.1.14. Y 3BeneHoMy Haka3l (pO3MOPSKEHHSIX) 3 KaJpOBUX MUTaHb JO
pPO3MOPSATYOT YACTUHHM BKIIIOUAETHCS 1HGOpMAIli, 0 PO3MIIIYEThCS Yy TaKii
MOCTIIOBHOCTI: MPUUHATTS Ha pPOOOTY, NEPEBEACHHSI, 3BITLHEHHS.

4.1.15. YV KO)XKHOMY IyHKTI Haka3zy (pO3MOpSKEHHs) 3 KaJpOBUX MUTaHb



3a3HAYAETHCSA IIIJICTaBa MO0 WOrO BHJAHHA (3asBa TMpAaIliBHUKA, KOHTPAKT,
JIOTIOBITHA 3aMMCKa, PIIIEHHS aTecTalliiHOi KOMICIi TOIIo).

4.1.16. Ilig yac o3HaliOMIJICHHS 3 HaKa30M (PO3MOPSIHKEHHSIM) 3ralaHUMHU
y HbOMY 0CO0aMHU Ha MEpIIOMY MPUMIPHUKY HaKa3y MPOCTABIISIIOTHCS iX
MIOUCH 13 3a3HAYEHHSIM JaTd O3HAaNOMJICHHS.

4.1.17. Haka3u (po3nOpsIKEHHSI) HYMEPYIOTbCA Y MOPSAAKY iX BUAAHHS B
Mekax KaJeHIapHOTO POKY; Hakaszu (pO3MOpPsHKEHHs) 3 OCHOBHOI JISIBHOCTI Ta 3
KaJ[pOBHUX MUTAaHb MAIOTh OKPEMY MOPSAJIKOBY HyMEPAIIifo.

4.2. IIporokou.

4.2.1. Tlporokonm — JOKYMEHT, sSKuUH (iKCye  Xia BEICHHsS 3acijiaHb,
OPUMHATTS B MO3AIIKUIBbHOMY HaBYaJIbHOMY 3aKjajil pIlIeHb KOMICIsIMHU,
JOpaIIrMH OpTaHaMH, 300paMu TOIIIO.

[IpoToKOa CKIIaJa€eThCs Ha MIJACTaBl 3aMKCIB, 3p00JEHUX Oe3MOCcepeaHbO i
4ac 3acijiaHb, MOJAaHUX TEKCTIB Ta T€3 JOMOBIAEH 1 BUCTYIIB, JOBIJOK, MPOEKTIB
pilIeHb TOIIO.

4.2.2. TIpoTokonm MOXe CKJIaaaTucs B TOBHIA abo crtucmiit dopmi. Y
MIPOTOKOMI, CKIIaJIEHOMY B CTUCHIN (hOpMi, PIKCYIOTHCS JIMILE MPUIAHSATI PILLICHHS, a
HE X171 OOTOBOPEHHSI MTUTAHHS.

4.2.3. JlaToro MpOTOKONY € jJara MPOBEACHHS 3acimaHHsA. SIKIO 3acigaHHS
TPUBAJIO KUIbKa JAHIB, TO 4Yepe3 THUPE 3a3HAYaloThbCA MEPIIMK 1 OCTaHHINA JCHb
3aciaHHs.

4.2.4. Homep mnpoTOKONYy NOBUHEH BIJANOBIIATH TMOPSAKOBOMY HOMEPY
3aciganHsa. Hymeparltis mpoTOKOJIIB BEIEThCS B MEKaX KaJICHIAPHOTO POKY OKPEMO
3a KOXKHOIO TPYIIOI0 TTPOTOKOJIB 3aCiIaHHS BIATIOBITHOTO KOJIET1aIbHOTO
opraty. ¥ peKBI3UTI ’Micle 3aCiJJaHHA " 3a3Ha4a€ThCs Ha3Ba HACEIEHOTO
yHKTY, B IKOMY BiJ10yJIOCS 3aCi/IaHHS.

4.2.5. 3aroioBOK JI0 TEKCTY IPOTOKOTY TTIOBUHEH BiJI0OpaKaTH BUJ
3acimanHs (Hapama, 300pu, KOHQEpEHIls ToImo) abo KoJeriaabHOi MisSITBHOCTI
(koMmicisi, paaa, Kojieris, poboua rpyra TOI0) 1 BKJI0YaTH Ha3By BUIY
JTOKYMEHTA.

4.2.6. TekcT TMPOTOKONY CKIAMAETBCA 13 BCTYMHOI Ta  OCHOBHOL

HYaCTHH.



4.2.77. Y BCTyIHIN 4acTHHI MPOTOKOJIY 3a3HAYAIOThCA TMPI3BUILA Ta 1HILIATN
roJIOBH a00 TOJOBYIOUOIO, CEKpeTaps, 3alpolIeHUX, a TAaKOX MPUCYTHIX OcCIO.

VY cnucky NpUCYTHIX 3a3HA4yalOThCcsl B al()aBITHOMY TMOPSAKY CIIOYATKY
MpI3BUINA Ta I1HIIIATM MPUCYTHIX MOCTIMHUX YICHIB KOJIETIaJbHOTO OpraHy 0e3
3a3Ha4YeHHs] TOCaj, MOTIM — 3ampoIleHuX 0ci0 13 3a3HauEHHSAM MOcaj Ta y pasl
noTpeOn HalMEHYBaHb YCTaHOB. SKIO KIJIbKICTh MPUCYTHIX MEPEBUIIYE
15 oci0, 3a3HauaeThcd iX 3arajdbHa KUIBKICTH 3 IIOCHJIAHHSM Ha CIIMCOK, IIIO
JOAA€THCS A0 IPOTOKOITY.

Berynna yacThHa BKIIIOYA€ MOPSAJOK JEHHUW — MEpENiK PO3MIAHYTHX Ha
3aCilaHHl MHUTaHb, IO PO3MILIEHI B MOPSAKY iX 3HAYYIIOCTI 13 3a3HAYEHHSIM
JI0TIOB1/Ia4a 3 KOXKHOTo mNUTaHHS. [lopsaok AEHHWM MOoAaeTbCcsl HAMPUKIHIN
BCTYITHOI YaCTUHU.

Crnosa “Tlopsimok A€HHUR™ NPYKYIOTHCS BiJ MEXI JIIBOTO IOJISA, MICIsA HHUX
CTaBUTbCS JBOKpanka. KokHe NMUTaHHA HyMepyeThCs apaOCbKUMU LHUPpaMH 1
IpYKyeThCst 3 ab3aiy. @opMyBaHHS MUTaHb y MOPSAKY JEHHOMY MOYMHAETHCS 3
npuiiMeHHuka “TIpo®.

4.2.8. OcHOBHA YacTHHA TMPOTOKOIY CKJIAJAETHCS 3 PO3MAUIIB, SKI MOBHHHI
BIJINOBIJIATH IMYHKTaM TMOPSAKY JeHHOro. Po3minu HyMepyroThecsi apabCbKUMU
mudpamu 1 OyAyrOThCA 3a TaKOK CXEMOIO:

CIVXAJIM - BUCTYIIMWJIIM - BUPIIIWIIMA (YXBAJIWIIN,
[TOCTAHOBWJIN).

3a3HaueHl cJIoBa JIPYKYIOThCS BEJIMKUMU JIiTepaMu 0€3 BIACTYIY BIJ MEXi
miBoro moss. Ilicas mux ciB CTaBUTBCS JIBOKparka.

4.2.9. Ilicns cnoBa “CIIYXAJIN® 3a3Ha4a€ThCcsi TEKCT BUCTYIYy OCHOBHOTO
nomosinava. [Ipi3Buie Ta iHIIIATM KOKHOTO JOMOBia4a APYKYIOTHCS 3 HOBOTO
psaaka. TekcT BUCTYyIy BUKIAIAETHCS Y TPETIH 0CO01 OTHUHH.

4.2.10. Tekctu abo Te3W MOMOBIJI Ta BUCTYIIB, OQOPMIICHI SIK OKpeMi
JOKYMEHTH, O TEKCTy IpOTOKOJIy He BKJIouHaroThes. Ilicas BigomocTeil mpo
JIOTIOB1/1a4a CTABUTHCSI TUPE 1 3a3HAYAETHCS: ~TEKCT MOMOBII (BUCTYITY) TOMAE€THCS
110 TPOTOKOIY .

4.2.11. Tlicnsa cnoBa "BUCTVYIINIIN® dikcyroTbcsi BUCTYIIM THUX OCI0, sKI
B35UIM y4acTh B OOTOBOpPEHHI J0moBil. Buctynu opopmisitoThesi y mpoOTOKOII 13
3a3HAUCHHSM I10CaJl, TPI3BUIN Ta IHIIIATIB MPOMOBIIIB Y HA3UBHOMY BiJIMIHKY, &



TaKOX 3 BUKJIAJCHHSIM 3MICTy TUTAHHS Ta BiMOBIAEH HA HHOTO. 3MICT
BUCTYNIB BUKIIAJAEThCA BIiJ TPETHOI OCOOM  OJHUHH.

4.2.12. [Ticns cJIoBa "BUPILIAIIA CYXBAJINJIN®,
"TIOCTAHOBUWIJIN®) dikcyeTbcsi TPHUAHATE pilllEHHS 3 OOrOBOPIOBAHOTO
MMUTAHHA TIOPSANKY JEHHOro. PimeHHs MOBMHHE OyTH KOHKPETHHM 1 BKJIOYATH
CKJIaJIOBI, 1110 BIJIIOB1JAIOTH Ha Takl MHUTaHHA: KOMY, IO 3poouTH 1
B SIKMHM CTPOK.

PimenHs, 1o MiCTATh KUJIbKa MMATAaHb, TOALISIOTH HA TyHKTH 1
HiAMYHKTH, SKI HyMepyloTbcs apabcbkumu mubpamu. [liAMyHKTH HyMepyroTbCs
uudpamMu 3 JTyKKOIO.

4.2.13. YV pa3i xoiv Ha 3acCiJJaHHI MPUUMAETHCS PIIIEHHS PO
3aTBEP/DKEHHS JOKyMEHTa, SKHH OOrOBOpIOBABCS Ha 3acifjaHHI, 1Ied JTOKYMEHT
JOAA€THCA JO TMPOTOKONY 1 B HbOMY pOOUTHCSA TMOCWUJIAHHS HA HOMEp 1 Jary
MPOTOKOIY. 32 HAIBHOCTI 1HIIMX JOKYMEHTIB, 110 PO3MIIsAaIICs Ha
3aciaHH1 Ta pakT 0OTOBOPEHHS AKUX OyJ10 3a)iKCOBAHO y TEKCTI
MIPOTOKOITY, BOHM HYMEpYIOThCs apadcbkumu mudpamu (Jomarox 1,

Honarok 2). Y BIAMOBIIHUX IYHKTaX IMPOTOKONY POOUTHCS IMOCWIAHHA Ha Il
JOMATKH.

4.2.14. TIpoTokos MANMUCYETHCA TOJIOBYIOUMM Ha 3aciiaHH1 KOJIET1aJlbHOTO

opraHy Ta CeKpeTapeM.

4.3.Cny>K00BUM JTUCT.

4.3.1. Cnyx00BU JTUCT CKJIAJIAIOThCSA 3 METOIO OOMIHY 1H(opMaIi€ro Mix
YCTaHOBaMH SIK:

BIJIMTOBI/II TPO BUKOHAHHS 3aB/IaHb, BU3HAYCHUX B aKTaX OpraHiB
JIep>KaBHOI BlIaJid, JOPYUYCHHSX BHIIMX I[OCAJOBUX OCIO;

BI/IMOBI/Il HA BUKOHAHHS JOPYYE€Hb YCTAHOB BUIIIOTO PIBHS;

BIJIMOBI/1 HA 3aIUTH 1HITUX YCTAHOB,;

BIJIMTOBI/II HA 3BEPHECHHSI TPOMAJISH;

BIJIMOBI/1 HA 3aMUTH Ha 1H(OPMAIIiIO;

1HIIIaTUBHI JIUCTH;

CYIIPOBIIH1 JIUCTH.

4.3.2. Cnyx60Buii nuct oG(OpPMISETbCS Ha ONaHKY MO3AIIKUIEHOTO



HAaBYAITHHOTO 3aKJIay.

4.3.3. JIucT mMae Takl peKBI3UTH: JaTa, PEECTPALINHUI 1HAEKC, TOCUTIaHHS
Ha peeCTpalliiHU 1HJEKC 1 1aTy JOKyMEHTa, Ha SIKMK Ja€ThCs BIJMOBIIb, apecar,
3arojIOBOK J0 TEKCTY, TEKCT, BIIMITKa MMPO HASBHICTh MOMATKIB (y pasi moTpedu),
MIUC, BIAMITKAa PO BUKOHABIIS.

JlaTroro nucra € gara WOro MIANHCAHHS, SKa ITOBHHHA 30iraTucs 13 JaTO0
peecTpallii BUXiJHO1 KOPECTIOH ICHIII1.

4.3.4. OCHOBHHMM PEKBI3UTOM CITY’KOOBOTO JINCTA € TEKCT, 1110, K
MPaBUIIO, CKIIATAETHCS 3 IBOX YACTHH. Y TIEPIIii YaCTHHI 3a3HAYAETHCS
NpUYMHA, TMiAcTaBa a00 OOIPYHTYBAaHHS IIJTOTOBKM JINCTA YH HABOASTHCS
NOCWJIAHHS HAa JOKYMEHTH, IO OyJIu MiACTaBOIO AJiA MOTO CKIaJACHHS.

Jlpyra dacTiHa BKJIIOYAa€ BUCHOBKH, TIPOIO3UIIii, TPOXAaHHS, PIIICHHS TOIIIO,
SIK1 PO3MINITYIOTHCS 3 a03aIry.

4.3.5. SIx nmpaBUiIO, y JUCTI NOPYUIYETHCS OJHE MHUTAHHS.

Tekct nucTa BUKIIAIA€THCS B1Jl MEPIIOi 0COOM MHOKHHHU 3
BUKOPHUCTAHHSM CIIIB: ~MPOCUMO MOBIIOMHTH...*, ”pO3'ICHIOEMO, III10...".

Cy>x00BHI JIUCT MIAMUCYETHCS BIAMOBIAHO 10 MyHKTY 3.14 1iei [HcTpyKii.

4.4. Axr.

44.1. AKT — [OKyYMEHT, CKJIaJeHUA JeKUIbKoMa ocob0amMu Ta
MIATBEPKYIOUH ycTaHOBIEH! (HakTH 1 Aii. AKTH OPOPMIISIIOTECS 3a Pe3yJIbTaTOM
peBi3iii, mpu MpHiioMi-Tiepeaadi crpas, IpuioMi-niepeadi, CIUCaHHI MalfHa TOIIIO.

4.4.2. AKT oOopMIISETHCS HA CTaHJAPTHOMY apKylui namepy gopmary A4 1
Ma€e TakKl PEeKBI3UTH: Ha3Ba JOKYMEHTY, Tpud 3aTBepKEeHHs (TpH HEOOX1THOCTI),
JaTa 1 MICIIe CKJIaJlaHHS, 3arojOBOK JO TEKCTY, TEKCT, MIANUCH 0ci® (He MeHIie
TPBOX), SIKI CKJIAJaJIH aKT.

4.4.3. TekcT aKTa CKJIAJAEThCS 13 BCTYIHOI Ta KOHCTaTyI04Y0i YaCTHH.

Y BCTymHIM 4YacTUHI BKa3ylOThCS MIJACTAaBU JUIsl CKJIQJaHHS aKTa Ta
HA3WBAIOTHCSA 0COOMU, K1 CKIIAIH akT a00 OyJIu MPUCYTHI TIPU LIbOMY.

Y KOHCTaTyrwod4ili 4YacTWUHI BHUKJIAJAETHCS CyTh, 3aBIaHHS, XapakTep
BUKOHAHO1 pOOOTH, BCTaHOBJIEHI (DaKTH, MPOMO3UIIi Ta BUCHOBKU. KoHcTaryroua
YaCTHHA MOXE OQOPMIIATHUCS Y BUTVISI TaOIHII.

VY KiHII TEKCTy aKTa 3aMUCyIOThCA JaHl MPO KUIbKICTh €K3EMILUIAPIB aKkTa Ta

1X MicCle 3HAXOKECHHS.



4.4.3. AKT mianucyeTbcsi BciMa oco0amu, SKi Opanu ydacTb y HOro
CKJIaJaHHI.

4.44. Ocoba, sxa Mae 3ayBaX€HHsI 10 3MICTYy aKTa, MIJMNUCYE€ HOro 1
BUKJIAJ[a€ CBOIO AYMKY Ha OKPEMOMY apKylill, KW JOAA€THCA A0 aKTa.

4.5. Jlnga omepaTMBHOTO BUPIMIEHHS CIIY>KOOBUX MHUTaHb J103BOJISETHCS
nepenada tenedonorpam. Tenedonorpamu oQopMIISIIOTECS B OAHOMY €K3EMILISPI,

iX TAMUCY€ KePIBHUK MO3AIIKITLHOTO HABYAJILHOTO 3aKIIaTy.

4.6. JlomaTku 110 JOKYMEHTIB, KpIM JOJATKIB JO CYMNPOBIAHUX JIKCTIB,
CKJIQJAI0ThCS 3 METOIO JONOBHEHHS, MOSICHEHHS OKPEMUX MUTaHb JOKyMEHTa abo
JIOKyMEHTA B IILJIOMY.

Jonatku opopMIISIIOTECS, SIK MPABHUIIO, HA CTAHIAPTHUX apKyIiax manepy. Ha
IpyroMy 1 HAacTyIHUX apKyllax JdoAaTrka poOuThbes BiaMiTKa: “IIpogoBikeHHs
nonarka”, “IIpogoBxeHHs fogatka 17.

VY pa3i HagBHOCTI KIJBKOX JOJATKIB HAa HUX 3a3HAYAOTHCS ITOPSIKOBI
Homepu, Hanpukman: Jogarok 1, Jlomarok 2 tomro. 3Hak “No” mepen nudpoBum
MMO3HAYCHHSIM HE CTaBUTHCH.

VY pa3i koM AOAATKHM HAJACWIAKOTHCS 13 CYHPOBIJHUM JIMCTOM, BIJIMITKa PO
HAsSBHICTh JIONATKIB PO3MINIYEThCA TMICIA TEKCTy JHUCTa Tepeln MiANUCcOM
HaITPUKJIIAI;

Jlonarok: Ha 5 apk. y 2 pum.

SIKIo MOKYMEHT Ma€ JO0AAaTKH, MOBHE HalMEHYBaHHS SIKMX y TEKCTI He
HaBOJUTHCS, TO iX HEOOX1THO MEPEeNIUUTH MICIA TEKCTY 13 3a3HaYEHHSIM KiJIbKOCTI
apKyIIiB Y KOXKHOMY JTOJIaTKy Ta KIJIbKOCTI iXHIX MPUMIPHHUKIB, HATPUKIAL;
Honarku: 1. JloBigka npo negaroriyHuii ctax Ha 1 apk. B 1 npum.

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

V. [lepenik 060B’A3KOBOT A1JIOBOI JOKYMEHTAII11
MO3aIIKIJIBHOIO HABYAJILHOTO 3aKIaTy

5.1. CtaryT No3alIKIJIbHOTO HABYAJILHOTO 3aKJIaLy.
5.2. CBiAOUTBO MpO JEpKaBHY AaTeCTallll0 IMO3aLIKIIBHOIO HaBYAJIBHOTO



3aKJIamy.

5.3. Marepianu aepKaBHOI arecTallii MO3alIKIJIbHOTO HABYAJIBHOTO 3aKJIay.

5.4. AxTu npuiiomy-nepeaayl Mo3alKUIbHOTO HABYAJBLHOTO 3akiany (mpu
3MiH1 KEPIBHUIITBA).

5.5. KonTponpHO-Bi3UTAIlIifHA KHUTA.

5.6. CraructuuHa 3BITHICTB 32 (popmoro Ne 1-113 (ocBira).

5.7. Homenkiarypa crpas.

5.8. [lonoxkeHHsI PO CTPYKTYPHI MIAPO3IIIN MO3AMIKUIBHOTO HaBYAIBHOTO
3aknany (Bimmiim, 1aboparopii, IEHTPHU TOIIO) — 3a iX HASBHOCTI.

5.9. JlineH3is Ha HaJaHHA OCBITHIX MOCIYT Yy cdepi npodeciiiHO-TEXHIYHO1
OCBITM — Yy pasi 3ailicHeHHsS mnpodeciiHOi MIArOTOBKH 1 MepemiAroTOBKU
pPOOITHUYUX KaJpIB.

5.10. VYromu mnpo ¢yHKIIOHYBaHHS TYpPTKIB 1 TBOpYMX OO ’€IHaHb Y
MPUMILIEHHSAX 3arajJlbHOOCBITHIX, MPO(ECIHHO-TEXHIYHUX HaBYaJIbHUX 3aKJadiB,
HaBYAJIbHO-BUPOOHMYMX  KOMOIHATIB, MIANMPUEMCTB, OpraHizaiiii, BHIIUX
HAaBYAIbHUX 3aKJaJiB, HAyKOBHX YCTAaHOB, Ha 0a3l CHOpPTUBHUX OymiBenb 1
CTaI0HIB TOIIO (32 HASIBHOCTI TAKUX BiTHOCHH).

5.11. Ilnan poOOTH MO3AIIKIILHOTO HABYAIBHOTO 3aKjIaay Ha NOTOYHUH PIK.

5.12. HaBuanbHuUl IJ1aH.

5.13. HaBuanbHi nporpamu (111 TypTKiB, CEKIIii, 00’ €/JHAaHb, KOJIEKTUBIB).

5.14. Po3kiaz 3aHATS.

5.15. XKypnan oGmiky poOoTH rypTKa (cekiii, 00’ €THaHHS, KOJIEKTHURY ).

5.16. Kuura o06iyiky Ta BuJadil CBIZONTB (IOCBIAYEHB) MPO IMO3AMIKIIBHY
OCBITY (3a MOTpeoH).

5.17. MenuuHi TOBIAKM BUXOBAHINB (YUYHIB, CIIyXadiB) JUJIsl 3apaxyBaHHS JI0
CHOPTUBHHUX, CIIOPTUBHO-TEXHIYHHMX, TYPHCTCHKUX, XOpeorpagidyHux oO0'€JHaHb,
MOYaTKOBUX  CIEIIai30BaHUX MHUCTEUbKUX HaBYAJIbHUX 3aKJIagiB — MpoO
BIJICYTHICTh y BHXOBAaHIIB (y4HIB, CJIyXaudiB) MPOTHUIOKA3aHb MJIA 3aHATh Y
3a3HaYCHUX HaBYAJIBHUX 3akiagax (BignmoBimHo A0 cT. 14 ITlojmoxenHs mpo
MO3AIIKITFHUM HaBYAJIBHUW 3aKiajl, 3aTBEpPIKEHOro rmnocraHoBoro KaliHety
MinictpiB Ykpainu Big 6 TpaBus 2001 poky Ne 433).

5.18. Kanra HakasiB 3 OCHOBHOI JiSTTbHOCTI.

5.19. Knura Haka3iB 3 KaJpOBUX MMUTaHb.



5.20. TpynoBi KHUKKH MPAIiBHHUKIB.

5.21. Oco0oBi cripaBH MpaliBHUKIB.

5.22. Kuura o6511Ky TpyJIOBUX KHIKOK MPAIliBHUKIB.

5.23. llltarHuii po3nuc NpaIliBHUKIB.

5.24. llpaBuna BHYTPIIIHHOTO TPYAOBOTO PO3MOPSAKY MO3AMIKIIHHOTO
HAaBYAJIBHOIO 3aKJIaay, po3po0JeHI Ha OCHOBI THUIOBHX MPaBWJI BHYTPIIIHbOTO
PO3MOPAIKY IS MPAIIBHUKIB JIEP>KaBHUX HABYAJIbHO-BUXOBHUX 3aKJIaiB YKpaiHU.

5.25. [locamoBi 1HCTPYKIIIT IPAIIBHUKIB.

5.26. Knura mpoToKoJIiB 3aci/laHb NeIaroriuHoi paim.

5.27. Knura nmpoTOKOMIB 3aciiaHb 3arajbHUX 300piB (paau, KoH(pepeHIii)
KOJICKTHBY.

5.28. Kaura BHyTPIIITHLOTO KOHTPOJIIO.

5.29. llepcrieKTUBHUN TIJIaH MPOXOMKCHHA TMIABHUILEHHS KBamiQikari,
aTecTallii nearoriyHuX MpaiiBHUKIB.

5.30. Arecrarriiini MaTepiaJiv MeIaroriyHuX MpaliBHUKIB.

5.31. CaniTapHi KHUXKHU TIPAIiBHUKIB.

5.32. Kypnanu 00Ky BXiTHOT Ta BUX1THOI KOPECTIOH IEHIT].

5.33. XKypnan 00Ky 3B€pHEHb Ta 3asiB TPOMA/ISIH.

5.34. Kypnanu peecTparllii IHCTPYKTaXIB 3 TEXHIKH O€3MEKH Ta OXOPOHU
Tpalli MpamiBHUKIB MMO3AIIKIIEHOTO HABYAJILHOTO 3aKJIaTy.

5.35. Kypnanu peectparlii iHCTPYKTaXIB 3 TEXHIKH OE3MEKU Ta OXOPOHU
mpalli BUXOBaHIIIB (YUHIB, CJIyXadiB) IMiJ] 4aC HaBUYAJIbHO-BUXOBHOTI'O MIPOIIECY.

5.36. Kypunan peectpaiii HeEHNIaCHUX BHIAJKIB 3 MpalliBHUKAMU,
BUXOBAHISIMU (YUHSIMH, CIIyXadyaMu ) MO3aIIKIJIbHOTO HABYAIBHOTO 3aKIIay.

5.37. IHBEHTapHO-TEXHIYHUI MACMIOPT MO3AIIKUIBHOTO HABYAJIBHOTO
3aKnany.

5.38. JlokymeHTH (CBIIOLITBA, aKTH, JOTOBOPH) Ha 3€MIIIO, CIIOPYIH, MAHO,
Ha TIPABO BOJIOIHHS, KOPUCTYBAHHS, PO3MOPSIKEHHS MaTHOM.

5.39. Akt mnpuiimanHs ¥ mepemadi OymiBenb, MNPUMIIIEHb, 3€MEIbHUX
JUISTHOK Y KOPUCTYBaHHS 3aKjaiy.

5.40. TuBeHTapH1 KypHAIH 00Ky OCHOBHHX 3aCO01B.

5.41. InBenTapHa kHura 6i16;1i0TeqHOr0 (HOHIY — 32 HAIBHOCTI O10T10TEKH.

5.42. InBeHTapU3aIliifHi ONUCH, AKTH.



5.43. Komropucu Ha TPOBEACHHS KamiTaJbHOTO PEMOHTY — 3a YMOBH
MPOBENIEHHS TAKOTO.

5.44. JlokymeHTH (IOTOBOpH, YrOAM, akTH) MPO MpHUIMaHHS 1 37AaBaHHS
Oy/iBesb, MPUMIIIIEHb B OPEHIY — 32 HAIBHOCTI OPEHIHUX BITHOCHUH.

5.45. JloxkymeHTarlisi MPaKTUYHOTO TICUXOJIOTa, COIIaJIbHOTO TIeaarora

(3riHO 3 BIAMOBIAHUMHU HOPMATUBHO-ITPABOBUMH JTOKYMEHTaMU).

VL PeecTpartisi JOKyMeHTIB

6.1. JlokyMeHTH B MO3alIKUILHOMY HaBUaJbHOMY 3aKJIaJll PEECTPYIOThCS
HE3aJIeKHO B1J] CIOCO0y 1X JOCTaBKH, Mepeiaul Y1 CTBOPEHHS.

6.2. Peectpartiss TOKyMEHTIB IPOBOAUTHCS 3 METOIO 3a0€3IMEUCHHS iX OOIIKY,
KOHTPOJTIO 32 BUKOHAHHSM 1 OIIEpaTHBHUM BUKOPHUCTAHHSM HAasBHOI B JOKYMEHTaX
1H(popmarrii.

6.3. Peectparliss TOKYMEHTIB MOJISITA€ y BEACHHI 3amMUCy OONIKOBUX JaHHUX
PO JOKYMEHT 32 BCTAHOBIJICHOIO PEECTPAIIHHOI0 (OPMOIO, IKUM (IKCYETHCS (HaKT
CTBOPCHHSI, BIMPaBICHHS a00 OfepKaHHS JTOKyMEHTa IUIIXOM MPOCTABICHHS Ha
HbOMY PEECTPALIIHOIO 1HJAEKCY 3 MOJAJBIIMM 3alMCOM Y 3a3HaueHux (opmax
HEOOX1THUX B1JIOMOCTEH MPO JOKYMEHT.

6.4. JlokyMeHTH, $IKI HAAXOIATh [0 3aKjiaay, PEECTPYIOTbCS B >KypHai
peectpallii BXigHOT KOPECIOHJICHII, a Ti, IO BIANPaBIAIOTBCA 3 HBOTO, — Y
KypHaJIlL peecTparii OKyMEHTIB, CTBOPEHUX MO3AIIKUIBHUM HaBYAJIbHUM
3aKJIaJIOM.

[Ipumipna dopma KypHally peecTpaiii BXIJIHOI  KOPECHOHACHI]
MO3alTKUTFHOTO HABYAJILHOTO 3aKJIaly HaBEICHA B JIOJIaTKY 3.

[Ipumipna ¢opma KypHalmy peecTpamii JOKyMEHTIB, CTBOPEHUX
MO3AIIKITLHUM HAaBYAJIBHUM 3aKJIaJi0OM, HaBelI€Ha B JOAATKy O.

6.5. JIOKyMEHTH PeeCTPYIOThCA 3a TpyNaMu 3aJICKHO Bl HaA3BU BUILY, aBTOpa
Ta 3MICTy TOKYMEHTiB. Hampukiaa, OoKpeMo peecTpyroThCs:
aKTH OpraHiB Jep>KaBHOI BIAJu, JOPYYEHHS BHIIHUX IOCATOBUX OCIO,



3aIlUTH, 3BEPHEHHS, a TAKOXK KOPECIIOHICHIIIA, 10 HaAIWIIUIA JI0 3aKJIay;

Haka3u (PO3MOPSIHKEHHS) 3 OCHOBHUX MUTaHb AISUTLHOCTI MO3alIKUIBHOTO
HABYAJILHOTO 3aKJIaJy;

HaKa3| 3 KaJpOBHUX MUTAHb;

aKTH peBi3iil (P1HAHCOBO-TOCTIOAAPCHKOI TiSUTHHOCTI;

OyXTaJITepChbKl JOKYMEHTH;

CITY>KOOBI JIUCTH;

3BEPHEHHSI TPOMA/ISIH;

3alUTH Ha 1H()OPMALIO.

6.6. ®@akcorpamu (manepoBi Komii JOKYMEHTIB, Mepeani 3 BUKOPUCTAHHIM
32c001B (PAKCUMIIBHOTO 3B’SI3KY) PEECTPYIOTHCS OKPEMO BiJ 1HIIUX JOKYMEHTIB.

6.7. JIOKyMEeHTH, L0 NEepeJaloThCsl E€JIEKTPOHHOIO0 MOIUTOI Y CKaHOBaHIN
dopmi 0Oe3 eNeKTPOHHOTO IH(PPOBOTO MiAMUCY, PEECTPYIOTHCA 3a MOTPEeOH —
OKpEMO BiJ IHIIUX JOKYMEHTIB 13 3a3HaYCHHSIM €JIEKTPOHHOI aJpecH BiANpPaBHUKA
Ta ajipecara.

6.8. Ilim wac peecrtparlii TOKyMEHTY HAJIa€ThCS YMOBHE MO3HAUYCHHS —
pEECTpALIITHUI 1HAEKC.

JIns  BXiIHMX JIOKYMEHTIB  pPEECTpallifHUNA  1HACKC CKJIAJa€ThCs 3
MOPSIIKOBOTO HOMEpa Ta IHACKCY crpaBu, Hampukian: 45/01-10, ne 45 —
nopsiakoBuii Homep, 01-10 — iHIekc crpaBy.

VY BUXIZHOTO JOKYMEHTa PEECTpalliiHUN 1HAEKC MOXKE PO3MIILYBaTUCA Yy
3BOPOTHIN TMOCHIIOBHOCTI — 1HAEKC CIpaBU Ta MOPSIKOBUI HOMEp, HANPUKIAMI:
02-15/58, ne 02-15 — inaeKC crpaBH, S8 — MOPSIKOBUI HOMED.

6.9. Y mo3amkiapbHUX HABYATBHUX 3aKjIa/lax MOXKE 3aCTOCOBYBATHCS OJIHA 3
dbopMm peecTparii JOKYMEHTIB — OKypHaJbHa, 4YM aBTOMaTu3oBaHa (3

BUKOPHCTAHHSM CIIEIIaIbHUX KOMIT FOTEPHHUX IIporpam).

6.10. IlpumipHu#l mnepenik TOKYMEHTIB, [0 HE MIUISTaloTh peecTparli
CIIY)KOOI0  JIJIOBOJICTBA (JUJIOBOAOM) TO3aIIKUIBHOTO HAaBYaJbHOTO 3aKjajny,



BUKJIAJICHUU y JOJATKY 7.

VII. CxJaieHHsI HOMEHKJIATypH CIIpaB

7.1. Homenknarypa cmpaB — 11e 000B’ I3KOBUH JIJIsT KOXKHOTO TIO3AITKITEHOTO
HABYAJBHOTO 3aKjaay CHUCTEeMaTH30BaHWI TepeiKk Ha3B (3aroyioBKiB) CIpaB, IIO
(hopMyIOTECS B 1OTO JUIOBOACTBI, 13 3a3HAYEHHSIM CTPOKIB 30epiraHHs CIpaB.

7.2. Homenkmnarypa crpaB MpuU3HA4YeHA JIJIs1 BCTAHOBJICHHS B TTO3ANTKUTEHOMY
HAaBYAIBHOMY 3aKjajl €IUHOro MNOpsAnKYy (OpMyBaHHs crpaB, 3a0€3MEUeHHs iX
001Ky, OMEepaTUBHOIO TOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BU3HAUYCHHS
CTPOKIB 30epiraHHs CIpaB 1 € OCHOBOIO JJIsI CKJIAJICHHSI OIMCIB CMPaB IMOCTIHHOTO
ta TpuBajoro (moHax 10 pokiB) 30epiranHs, a TakoX s OOJIKYy CIpaB
TUMYacoBOro (10 10 pokiB BKIIFOYHO) 30€piraHHsl.

7.3. IlpumipHa (popMa HOMEHKJIATYpH CIIpaB IMO3AMIKIILHOTO HAaBYAILHOTO

3aKjaay HaBe[eHa y JOJaTKy 8.

7.4. 3arojioBOK CIpaBU TOBHHEH YITKO y CTHUCIIN y3arajbHEHiN dopmi
B1JI00pakaTH CKJIaJ 1 3MICT IOKYMEHTIB CIIPaBHU.

3arojoBOK CHpaBU CKJIAJA€THCS 3 €IEMEHTIB, [0 PO3MIILIYIOThCS y TaKid
MOCIIOBHOCTI: Ha3Ba BUAY CIIpaBU (JIMCTYBaHHS, KypHAJl, KHUIa TOIIO) YU BUAY
JIOKyMEHTIB y cIlpaBi (Haka3W, IPOTOKOJM, aKTH TOIIO0); aBTOP JOKYMEHTIB
(HaiiMeHyBaHHS 3aKjIaay); KOPECIOHJEHT abo aapecaT (HailMeHyBaHHS YCTaHOBH,
710 sKOi aapecoBaHi ab0 BiA SKOI HAINIIIN JOKYMEHTH); KOPOTKHH 3MiCT
JIOKYMEHTIB CIlpaBU (TIUTaHHS, 3 SIKOTO (opMyeThes cripaBa); aara (mepion), A0
AKO1 HaJlexaTh JOKYMEHTU CHpaBH; BKa31BKM Ha HASIBHICTh KOMiM TOKYMEHTIB Y
crpasi (y pa3si motpedn).

VY 3aronoBkax 0coOOBUX Ta IHIIUX CHPaB, IO MICTATh JOKYMEHTH 3 OJHOTO
MATAHHS, TIOB’A3aH1 MOCIJI0OBHICTIO BEJECHHS MPOLEIYpP AIOBOACTBA, BXKUBAETHCS
TEepMIH “‘cripaBa’”, Hanpukia: “OcoboBa cripaBa’.

VY 3arojoBkax copaB, IO MICTATh JOKYMEHTH 3 OJHOIO NUTaHHs, HE

MOB’sI3aH1 TMOCHIZOBHICTIO BEAEHHS MPOIENyp AIIOBOJCTBA, BKHUBAETHCS TEPMiH



“IOKYMEHTH’, a MICII HhOTO B JQY)KKaX 3a3HAYAIOTHCS OCHOBHI BHIIA JIOKYMCHTIB
cnpaBu, Hampukiaza: “‘/lokymeHTH (TUTaHM, aHKETH, JOBIAKHU) MNP0 TMPOBEACHHS
OMIAly CTaHy AUIOBOJACTBA Ta apXiBHOI CIPaBU Yy MO3AIIKUIBHOMY HaBYaJIbHOMY
3aKJam’.

Tepmin “goKyMeHTH BKHBAETHCA TAKOXK y 3arojIOBKax CIpaB, IO MICTIThH
TOKYMEHTH-TOJATKH 70  OyIb-SKOTO  HOPMAaTWBHO-TIPABOBOTO  akTa  abo
PO3MOPSIYOTO IOKyMEHTA 3aKJIaTy.

Y 3arojoBkKax cmpaB, IO MICTATh IIIAHOBO-3BITHY JOKYMEHTAIIIIO,
3a3Ha4ae€Tbcad Tepion (Micslb, KBapTal, MiBpidus, piK), B SIKOMY IIJIAHY€EThCS
CTBOPEHHSI IOKyMEHTIB, a00 mepiof iX PaKTUYHOTO BUKOHAHHS, HAITPUKJIIA:

1. Il;man OCHOBHUX OpraHi3aliiHuX 3aX0/aiB 3akiaay Ha 2012 pik;

2. 3BIT mNpO  BUKOPUCTAHHA  OIOMKETHUX  KOMITIB  MMO3alIKUIBHOTO
HaBYAJIBHOTO 3akimany 3a 2012 pik.

[lin 4yac po3MmileHHs 3arojoBKIB CHpaB y HOMEHKJIATypl BPaXOBYEThCS
BaXUIMBICTh JIOKYMEHTIB, BKJIIOUEHUX JI0 CIpPaBH, iX B3a€MO3B’si30K. Ha mouarky
PO3MIIIYIOTHCSl 3ar0JIOBKH CIIPaB IMIOJ0 JOKYMEHTIB, SIKI HAQJIMIIIN BiJ OpraHiB
BUIIOTO PIiBHA, Jajdi — TIOAO OpPTaHi3alliiHO-PO3MOPSAY0i JTOKyMEHTAIlll,
MJIAHOBO-3BITHOT  JOKYMEHTAallli, JIUCTYBaHHsS, OOJIKOBO-IOBIJIKOBUX  BHUJIIB
JOKYMEHTIB. Y KOXHIA 3 LHUX Tpyln JOKYMEHTH TaKOX PO3MILIYIOThCS 3

ypaxyBaHHSIM BaXJIMBOCTI Ta CTPOKIB 30€piraHHs.
VIII. ®opMmyBaHHs cipaB

8.1. ®opmyBaHHS CrpaB — 1€ TPYIyBaHHSA BUKOHAHUX JJOKYMEHTIB Y CIIPaBU
BIJITOBITHO 10 HOMEHKJIATYPH CIIPaB.

8.2. Ilig ywac ¢opmyBaHHSA CIpaB CIiJ TOTPUMYBATHCS TaKWUX 3araJbHUX
MpaBWJI: BMIIIYBaTH Yy CIHpaBH TIJIbKKM BUKOHAHI JOKYMEHTH BIIMOBITHO 10
3arojOBKIB CIpaB B HOMEHKJATYpi; TPyMyBaTH y CIpaBU JOKYMEHTH, BUKOHaHI
MIPOTSATOM OJTHOTO KaJICHIAPHOTO POKY, 32 BUHSATKOM IEPEXiTHUX CIpaB (BEAYyThCS
MPOTATOM KUTBKOX POKiB), 0COOOBUX CHpaB; BMIIIYBaTH y CIPABH JIUIIEC OPUTIHAIN
a00 B pasi iX BIJICYTHOCTI 3aCBIYCHI B YCTAHOBIICHOMY TMOPSIIKY KOTIii JOKYMEHTIB;

HC [OOIIyCKaru BKJIIOYCHHA 10 CIIpaB YOPHOBHX, ocoducTUX I[OKYMCHTiB,



PO3MHOXKEHUX KOIMIA Ta JOKYMEHTIB, IO MiUISATal0Th MOBEPHEHHIO; OKPEMO
IpymyBaTH y CIOpaBH JOKYMEHTH IIOCTIHHOTO 1 THMYacoBOTO 30epiraHHs; 3a
obOcsirom crnpaBa He mMoBuHHA mepeBuiryBatd 250 apkymi (30-40 mimiMeTpiB

3aBTOBIIIKH).

8.3. JlokymMeHTHM TpymHylThCsS Yy CIHOpaBM B XPOHOJIOTIYHOMY Ta/abo
JIOTIYHOMY MOPAJKY.

8.4. IlonoxxeHHs, mpaBuiia, THCTPYKUIi TOIIO, 3aTBEPIXKEHI PO3MOPSATINMU
JOKYMEHTaMH, TPYIYIOThCS Pa3oM i3 3a3HAYCHUMH IOKyMEHTaMHU.

8.5. Hakasm 3 nmnuWTaHb OCHOBHOI  [JISJIBHOCTI  3akiamy, 3
a/IMiHICTPAaTUBHO-TOCIIOAAPCHKHUX MUTaHb, 3 KaPOBUX MUTAHb IPYITYIOTHCS B Pi3HI
cnpaBu. Hakas3u 3 kagpoBux nutaHb (0COOOBOTO CKIIay) IPYyHYIOThCS BIAMOBIIHO
710 X BUIB Ta CTPOKIB 30epiraHHs.

[Iporokonu 3acifaHp KoJETiadbHUX OpPraHiB MO3AlIKUILHOTO HaBYAIHHOTO
3aKJIaly TPYNYIOTbCS Yy CHOpPaBH B XPOHOJOTIYHOMY MOPSAKY 1 32 HOMEpPaMHU.
JIOKyMEeHTH 10 3aciiaHb 3a3HAaYeHHX OpPTaHIiB CHCTEMAaTH3YyIOThCS 3a JaTaMH Ta
HOMEpaMHU MPOTOKOJIB, a B MEXax IPylu JOKYMEHTIB, IIO CTOCYIOThCS OIHOTO
IIPOTOKOITY, — 3a MOPSIIKOM JJ€HHUM 3aCiIaHHS.

8.6. JlopyueHHs YCTaHOB BHIIOTO PIBHA Ta JIOKyMEHTH, TMOB’s3aHl 3 iX
BUKOHAHHSAM, TPYIYIOThCS Y CIpaBU 3a HampsiMaMH AISUTBHOCTI 3akiany abo 3a
aBTOpaMu  1HII[IaTUBHUX JOKYMEHTIB. J[OKYMEHTHM Yy HEBENUKiil KUIBKOCTI
IPYNYyIOThCS B OJIHY CIIpaBy. Y CIpaBl JOKyMEHTH CHUCTEMATU3YIOThCS 3a JaTaMu
JOPYYEHb.

8.7. 3arBep/KeH1 IUIaHu, 3BITH, KOIUTOPUCH TPYIMYIOTHCS Y CIPaBH OKPEMO
BiJl IPOEKTIB [IUX TOKYMEHTIB.

8.8. JIucTyBaHHS TPYIYETHCS 32 3MICTOM 1 KOPECTIOHJEHTCHKOIO 03HAKOIO
Ta CHCTEMATU3YEThCA B  XPOHOJOTIYHOMY MOPSAKY: JOKYMEHT-BIANOBIAb
PO3MIILYETHCS 32 JOKYMEHTOM-3aIIUTOM.



8.9. MeronuuHe KepIBHUITBO 1 KOHTPOJb 3a (POPMYBaHHSIM CIpPaB y
NO3alIKIILHOMY HaBYaJbHOMY 3aKkjaJl Ta MHOro CTPYKTYpHHX MiAPO3/iiIax
3MIACHIOETHCS  JUIOBOJIOM 4YH OCO0O0I0, Ha SKy TMOKIAJa€ThCsl OpraHizallis
IJIOBOJICTBA B 3aKJIal.

IX. 30epiraHHs TOKYMEHTIB

9.1. lokymMeHTH 3 4acy CTBOPEHHs (HaIXOHKCHHS) 1 JI0 Mepeiadi 10 apxiBy
3aKJIay 30epiraroThes 3a MicIeM iX (OpMyBaHHS.
KepiBHUK MO3alIKiTFHOTO HABYAIBHOTO 3aKJIaay Ta MpaliBHUKHU, BiAMOBIJaIbHI 32
oprasizaiiio IiIOBOACTBA, 3000B’s3aH1 3a0€3MEUUTH 30€piraHHs JOKYMEHTIB 1
CTIpaB.

9.2. CnipaBu MOBUWHHI 30epiraTucs y BEpPTHUKAIbHOMY TOJIOKEHHI B madax,
10 3aKpUBa0Thcs. Ha KOpIHISIX 00KIaMHOK CIIpaB 3a3HAYA0OTHCS 1HJEKCH CITPAaB.

9.3. Bwumawa chnpaB y TUMYacoBe KOPUCTYBaHHS  IIpalliBHUKAM
MO3alIKUTFHOTO HABYAJIBHOTO 3aKJIaly 3IIHCHIOETHCS 3 YCHOTO JI03BOJY MOTO
KEepIBHUKA, a 1HIIMM YCTaHOBaM — 3 HOTo MUCHhMOBOTO J03BOYy. Ha Buaany cnpany
CKJIAJa€ThbCsl KapTka — 3aMIHHUK. Y KapTIl 3a3HayaloThCsd 1HACKC CIIpaBH,
3aroJIOBOK CIpaBH, Jara ii Bujadi, ocoba, sKid chopaBy BHJAHO, Jara ii
MOBEPHEHHS, MIAMKUCH 0Ci0, K1 BUAAIN Ta IPUIHSIIN CIIPABY.

Hananus cripaB y TUMYacoBe KOPUCTYBAaHHS 31MCHIOETbCA HE OUTbII SIK Ha
OJIVH MICSIIb.

9.4. BunyuyeHHS [OKYMEHTIB 13 CHOpaBU MOCTIHOTO 30epiraHHs
3a00pOHSETHCA. Y BUHATKOBUX BHITAJKaX BWIYYCHHS JOKYMEHTIB JOMYCKAETHCS 3
J03BOJIy KEpIBHHMKA IMO3AIIKIIFHOIO HABYAIBHOTO 3aKiagy 3 OO0OB’SI3KOBUM

3aJIMIIEHHSIM Y CTPaBi 3aCBITUYEHUX HAJICKHUM YUHOM KOTIiH.

9.5. Ctpoku 30epiranHs AIOBOI IOKYMEHTAIlli MO3alIKIILHOTO HAaBYaJIbHOTO
3aKJIay HaBEACHO y JOAaTKy 9.



Honatoxk 1

A

THCTPYKIIiil 3 BeICHHS

1o [pumipuoi

000B’SI3KOBOI J1JI0BO1
JIOKyMEHTAIII1 B MO3AMKITEHUX
HaBYAJbHUX 3aKJIagax

(myHKT 2.5)

3pa3ok
opopMiIeHHS 0JIAaHKA MO3AKIJIBHOTO HABYAJIBHOIO 3aKJIaAy
HA OCHOBI KyTOBOI'0 PO3MilllcHHSI PeKBI3UTIB

A

MiHicTepcTBO OCBiTH i HAYKH, MOJIOI
Ta CHOPTY YKpaiHH
KuiBcbhkuii nep:xaBHUil OyTHHOK XY10:KHbOI
Ta TEXHIYHOI TBOPYOCTI
oynbB. Tapaca IlleBuenka, 27, M. Kuis, 01032
Ten./axc 0 (44) 01032, e-mail: bhttl@ukr.net
Kox €IPTIOY 03072632

No




Ha Ne BIJ

Jlogarok 2

A

IHCTPYKIIiT 3 BEICHHS

1o [TpumipHoi

000B’I3KOBOI J1710BOT
JIOKyMEHTAIII1 B MO3AMKITEHUX
HaBYaJIbHUX 3aKJIaJax

(myHKT 2.5)

3PA30K
opopMiIeHHS (0JIAaHKA MO3AKIJILHOTO HABYAJIBHOI0 3aKJIATLY
HA OCHOBI MO3/10BKHBOT0 PO3MillleHHSI PEKBI3UTIB

A

MiHicTepcTBO OCBITH I HAYKH, MOJIOAI Ta CIOPTY YKPaiHU

KHIBCbKUH JEP)KABHUH BYJIUHOK XYJIOXHbOI

TA TEXHIYHOI TBOPYOCTI (KJ BXTT)

oyneB. Tapaca IlleBuenka, 27, m. Kuis, 01032, Ten/dakc: 0 (44) 01032, e-mail bhtt@ukr.net
Kox €IPTIOY 03072632

No




Ha Ne BIJI

Honatox 3

A

THCTPYKIIil 3 BeICHHS

1o [pumipuoi

000B’SI3KOBOI I1JI0BO1
JIOKyMEHTAIII1 B MO3AMKITEHUX
HaBYAJbHUX 3aKJIagax

(myskr 3.2)

BUMOI'
10 0GOpMJIECHHS JOKYMEHTIB, III0 BUIOTOBJISIIOTHCS
3a JI0MOMOI0I0 IPYKYBAJbHUX 3aC00iB

1. Jna 1apykyBaHHS TEKCTIB CIIy)KOOBHX JOKYMEHTIB BUKOPUCTOBYETHCS
rapuitypa Times New Roman, mpudt posmipom 12-14 npykapChbKuX ITyHKTIB.
J103BOJISIETHCS. BUKOPUCTOBYBATH MIPUPT po3MipoM §-12 npykapChbKuX MyHKTIB AJIs
IpyKyBaHHS pekBI3UTY “IIpi3BHIlle BUKOHABIS 1 HOMEP HOTO0 TeleQOoHy”’, BUHOCOK,
MOSICHIOBAJIbHUX HAlMCIB JI0 OKPEMHUX EJIEMEHTIB TEKCTy JOKyMeHTa a0o Horo



PEKBI3UTIB TOIIO.
[lim dac JpykyBaHHS 3arojIOBKiB  JO3BOJIIETHCS  BUKOPHUCTOBYBATH
HaBKUpHUM mpudT (nMpsmuii a0 KypcuB).

2. Tekct nokyMmeHTiB Ha mamepi Gopmary A4 (210 x 297 wminimerpiB)
PEKOMEHIOBAHO JpyKyBaTu 4epe3 1-1,5 MixpsankoBoro iHTepBaiy, a ¢popmary AS
(148 x 210 mimimeTpiB) — yepe3 1 MIKPSAIKOBUN 1HTEPBAI.

JIOKyMeHTHU MTOBHUHHI MaTH Taki MoJisi (MUTIMETPIB):

30 — niBe;

10 — npasge;

20 — BEpXHE Ta HUXKHE.

PekBizutn mokymeHTa (KpiM TEKCTY), AKI CKJIAAlOThCs 3 KITBKOX PSAJIKIB,
IpyKyloThcs depe3 1 MibkpsakoBuii iHTepBan. CKIagoBi YaCTMHU PEKBI3UTIB
“Anpecar”, “I'pud 3arBepmkerts”, “I'pud nmoromxeHHs” BiIOKPEMIIIOIOTHCS OAUH
BiJl OTHOTO uepe3 1,5 MIKPSAIKOBOTO iHTEpBAY.

PekBi3uTH nOKyMEHTa BiIOKPEMIIOIOTHCS OAMH BiJl ogHOro uepe3 1,5-3

MDKPSJIKOBUX 1HTEPBAJIH.
3. Ha3Ba BHly JOKyMEHTa APYKYETbCS BEIUKUMHU JIITEPAMHU.

. Posmm BaHHSA IMJINOKACY B PEKBI3UTI e IpyKyeTbCsd HA PIBHI
4. P y y “II 7 YKy
OCTaHHBLOTO PsIKA HA3BU TTOCAIH.

5. He poOutbcs BIACTYN BiJ MEXI JIBOro Iois Jjis pekBizuTiB ““Jlara
JTOKyMeHTa”, ‘3aroloBok 10 TekcTy maokymenrta”’, “Tekcr” (0Oe3 abzaiiB),
“BinMiTka Tpo HasBHICTh aoAarkiB”, “IIpi3Buine BHKOHABISL 1 HOMEpP HOTO
teneoHy”, HaiiMeHyBaHHS Tocagu Yy pekBiuTax “Tlignuc” Ta “Tpud
MOTOJKSHHS 3aCBIIUyBaJIbHOTO HaIUCy “3rigHo 3 OpUTIHAJIOM”,
takok ciiB “CIIYXAJIN”, “BUCTYITWJIN”, “BUPIIINJIN™, “YXBAJINJIN”,

[TIponomxeHHs nogarka 3

“HAKA3VYIO”.
6. 3a HasIBHOCTI KIIBKOX TpH(pIB 3aTBEPIKEHHS 1 MOTOIKEHHS BOHU



PO3MIIYIOTECSI Ha OJHOMY DPiBHI BepTUKaIbHUMH psiakamu. [lepumuit rpud — Big
MEX1 JIIBOTO MOJIs; Apyruid — uepe3 104 MuTiMeTpu BiJl MEXI1 JIIBOTO MOJIS.

7. Ilix yac odopMiieHHSI TOKYMEHTIB Ha JBOX 1 OUJIbIIIE CTOPIHKAX JApyra Ta
HACTYIHI CTOPIHKH MOBHHHI OyTH IpoHyMepoBaHi. Homepu CTOpIHOK cTaBIAThCA
MOCEpEeIMHI BEpXHBOTO MOJIs apKylia apadChKUMU udpamu 6€3 3a3HaYEHHS CJI0Ba
“cTopiHka” Ta po3aioBuX 3HaKiB. [lepiiia cTopiHka HE HyMEpPY€EThCH.

8. TekcTn AOKYMEHTIB MOCTIIHOTO 30epiraHHs APYKYIOThCS Ha OJHOMY Oo1Ii

apkyma. J[OKyMeHTH 13 CTpOKOM 30epiraHHs 10 5 pPOKIB MOXHa JIpPYKyBaTH Ha
JUIIBOBOMY 1 3BOPOTHOMY OOI11 apKyIIIa.

Jlonarok 4

A

THCTPYKIII1 3 BeJIEHHS

1o [IpumipHoi

000B’SI3KOBOI A1JI0BO1
JIOKyMEHTAIII1 B MO3AMKITEHUX
HABYAJIbHUX 3aKJIaJlax

(myskr 3.9)

MMPUMIPHUM NEPEJIIK
AOKYMEHTIB, 110 3aTBEPIKYOTHCS
3 NPOCTABJISIHHAM rpuda 3aTBepIKeHHSA

1. AxTH (aKkT npuiiomy-nepeaadl Mo3amKiIbHOTO HABYAJIbHOTO 3aKJady; akT
npuiiMaHHs ¥ mepemadi  OyniBesib, TPHUMINICHb, 3€MEIbHUX JUISTHOK Y
KOPUCTYBaHHS 3aKJIAy).

2. HomeHknatypa cipas.

3. 3BiTH (3BIT PO OCHOBHY JIsIbHICTB; 3BIT MPO BIAPSIHKEHHS TOIIIO).

4. Onucu crpas.



5. [Inanu (Tuian poOOTH MO3AMIKIIBHOTO HABYAJIBHOTO 3aKiIaly Ha MOTOUYHUHN
piK; HAaBYAJIbHUI IUIaH; TUIAH POOOTHU CTPYKTYPHOTO MIAPO3AUTY MO3AMKUIBHOTO
HABYAJIBHOTO 3aKJaJy Ha MOTOYHUM PIK (32 HASIBHOCTI) TOIIIO).

6. ITocagoBi iIHCTPYKIIii.

7. llpaBuna BHYTPIIMIHBOTO TPYAOBOTO  PO3MOPSAKY MO3AIIKIIBHOTO
HAaBYAJIBHOTO 3aKJIAJy.

8. Po3kiaay 3aHsTh.

9. Crarytu (IIOJIOKEHHS) YCTAHOB (CTAaTyT IMO3AIIKIIBHOTO HAaBYAJILHOTO

3aKJ1aJTy, IOJIOKEHHS PO CTPYKTYPHUH MIAPO3ALT 3aKIaay (3a HasIBHOCTI)).
10. tatH1 po3nucu.

IMPUMIPHA ®OPMA
JKypHaJy peecTpamii BXiTHOI KOpeCIoOH eIl
NMO03AIIKIJIBHOT0 HABYAJIBHOI0 3aKJIAXy

Ne| JMlara | Kopecnonae Buxinunii Kopotk | Pesomto | Bukonaseus | KoHTposb,
3/ | Hagxo HT HOMEp 15071 st (xTO BIJIMITKa

I | J-KeH (3BigKH (3a3HauaeThCs 3MICT | KEepiBHH | PO3TIsSIaTd po
Hs HAAIMIIOB) | KOpecHOHIEHT Ka Me) BUKOHAHHS
OM) 3aKyIaay (3a3HavYaETH

csl
KOHTPOJIbH
Uil TepMiH
Ta crocid
BUKOHAHHS)

A Honarox 6

1o [IpumipHoi iHCTpPYKIIIT 3

BEIICHHS 000B’SI3KOBOT TIJIOBOT

JIOKyMEHTAIII1 B MO3AMKITEHUX

HaBYaJIbHUX 3aKJIaJgax

(myHKT 6.4)




KYPHAJI
peecTpalii OKYMEHTIB, CTBOPEHUX NO3aLLKiNbHMM HaBYanbHUM 3aKnaaom

[ata Tta iHoekc | KopecrnoHgeHT | KopoTkuin 3amicT BukoHaBeLb
AOKyMeHTa

1 2 3 4

Jlonarok 7

A

IHCTPYKIIIT 3 BEICHHS

1o [TpumipHoi

000B’SI3KOBOI J1JI0BOT
JIOKyMEHTAII11 B MO3AMKITEHUX
HaBYaJbLHUX 3aKJIaJax

(myHKT 6.10)

MPUMIPHUU MEPEJIK
JOKYMEHTIB, [0 He MiJIAralTh peecTpauii cJay:K0010 XiJIOBOIACTBA
(1iJ10BOIOM) MO3AMKIJILHOTO HABYAJBLHOIO 3aKJIaay *

1. I'padiku, Hapsiu, 3aBKU, PO3HAPSIKH.
2. 3BeneHHs Ta iH(opMalis, HaaicIaHl 10 BigoMa.

3. HaBuanpHi tutanu, mporpamu (Korii).



4. PexnamHi IOB1IOMJICHHS, TUTAKATH, TPOTPAMH Hapal, KOH(EpEeHIIii ToIIo.
5. HopMu BUTpaTu marepialis.

6. BiTanbHi JIUCTH 1 3alIPOIICHHS.

7. ApykoBaHi BufaHHs (KHUTH, )KypHAIIU, OIOJIETEH]).

8. MicsiuHi, KBapTaJibH1, MIBPiUHI 3BITH.

9. ®opmu CTaTUCTUYHOT 3BITHOCTI.

10. Jorosopu.

* JIokyMeHTH, 3a3HaueHi y myHkrax 1, 3, 7-10, miamaraioTh creniaJlbHOMYy OOJIKY Yy
BIJIMOBIAHMX CTPYKTYPHHUX MIAPO3UIAaX MO3AIIKUIBHUX HABYAJIBHUX 3aKJaliB (OyXraiarepchKii
ciry>k01, KanpoBii ciyxOi, OibmioTerr).

Honatok 8

A

THCTPYKIIil 3 BeICHHS

1o [pumipuoi

000B’SI3KOBOI J1JT0BO1
JIOKyMEHTAIII1 B MO3AMKIIEHUX
HaBYAJILHUX 3aKjIagax

(myskr 7.3)

3ATBEPIIXKEHO
HaiimenyBaHHS mocaju KepiBHUKA 3aKJIay

(Tmiamuc) (iximianu (iHiiaa IMEH1),TPi3BUIIE )MM
M.II.
HOMEHKJIATYPA CIIPAB
No

(HaﬁMeHyBaHHH MMO3aIIKIJILHOTO HaBYAILHOTO SaKJ'IaIIy')

Ha piK

Ingexc | 3aromoBok | Kinmbkict | CTpok 30epiranus cripaBu (Tomy, yacTuau) 1 | [Ipu




COpaBH | CHpaBU b CIIPaB HOMEpH CTaTei 3a MepeTikoM MITK
(Tomy, (TOMmiB, a
YaCTUHU) | YaCTHH)
1 2 3 4 5
HaiimenyBaHHs mocaau ocoou,
BIIMOBIAAIBLHOT 32 OpPTaHi3aIliio J1IJI0BOICTBA
(miamuc) (iHimiam, Ipi3BUIIE)

20 p.

[lincymKkoBwHii 3amuc TpoO KaTeropii Ta KUIbKICTh CIIpaB, CKIAJICHHUX Y

pOIll y CTPYKTYPHOMY IiAPO3ILITI

3a cTpokamu Pa3 y TOMY YHUCIi
30epiraHHs oM

TAKHX, 110 NEPEXOAAThH

3 BIJIMITKOIO
GGEHK’ b

ITocritHOTO

Tpusasnoro (monaz 10 pokiB)

Tumuacosoro (10 10 pokiB

BKJTIOYHO)

Yerworo

[TincyMKOB1 BIIOMOCTI IepeiaHo 0 CIyXOu A1II0BOJACTBA

HailiMenyBaHHs ocaau ocoOu,
BIIMOBIAIBHOT 32 Mepeady BIOMOCTEM

(mmigmuc) (imimiamm

MIPI3BHIIIC)

20 p.




Jlogarok 9

A

THCTPYKIII1 3 BeJIEHHS

1o [IpumipHoi

000B’SI3KOBOI A1JI0BO1
JIOKyMEHTAIII1 B MO3AMKITEHUX
HaBYAJIbHUX 3aKJIaJ1ax

(myHKT 9.5)

Crtpoxu 30epiranHs aiJioBoi JOKyMeHTalii*

Ne HasBa nokymeHnry Crpok Homep
3/m 30epiraHHs* CTarTi 3a
HepeIikoM
1 2 3 4
1.| CraryT no3aukijbsHOTO HaBYaJIHHOTO 710 JTIKB1aIii cT. 32 a
3aKJaay 3aKJIaIy
2. | CsioouTBO MPO JIep>KaBHY ATECTALIIO MOCTINHO cT. 573
MO3aIIKIIFHOTO HABYAJILHOTO 3aKJIaIy
3. | Marepianu gep>kaBHOI aTecTartii MOCTINHHO cT. 573
MO3aIIKIBLHOTO HABYAIBHOTO 3aKJIaay
4. | Axtu npuiiomy-nepenadi no3amkiibHOro | 10 JIKBiJamii CT. 55 a
HaBYaJLHOTO 3aKjaay (Mpu 3MiH1 3aKJasy
KEpIBHHUIITBA)
5. | Kuwura HakasiB 3 OCHOBHOI JISLIIbHOCTI 110 JIKBImarii cT. 16 a
3aKJaay
6. | Kuwura HakasiB 3 KaApOBUX MUTaHb 75 pokiB cT. 16 0




7. | Kuura mpoTokoJiiB 3aciiaHb 3araJlbHUX no mikBigamii | ct. 1312 a
300piB (paau, KoHEpeHIii) KOJIEKTUBY 3aKJansy
8. | Kuwura npoTokosmiB 3acijlaHb 10 pokiB CT. 587
MeIaroriyHoi pajau
9.| IlonoxkeHHS MPO CTPYKTYPHI MIAPO3AUTA | JI0 JIKBijamii cT. 33
3aknany (Bimmimm, 1aboparopii, HeHTpU 3aKJansy
TOIIO) — 3@ HasIBHOCTI TaKUX
10. | JliteH3is Ha HaIaHHS OCBITHIX MOCIYT y JIOKH HE cT. 573
chepi npodeciiHO-TeXHIYHOT OCBITH — Y MUHE
pasi 3niiicHeHHs podeciitHol norpeba
I1JIFTOTOBKY 1 IEPEMiITOTOBKU
pOOITHUYUX KaJapiB
11.| Homenxkiarypa cripaB 3 poku ct. 1159
12. | XKypHanu 061Ky BX1HOT Ta BUX1THOT 3 poku ct. 100 6
KOPECITOHACHIIIT
13.| XKypnan 061iKy 3BEpHEHD Ta 3asB 5 pokiB CcT. 95
rpoMasH
14. | KoHTposbHO-BI3UTAIlIliHA KHUTA 3 poku CT. 25

* Ctpoku 30epiraHtsi JOKYMEHTIB BU3Hau€H1 BIANOBIIHO /10 [lepeniky THIOBUX JOKYMEHTIB, 110

YTBOPIOIOTBCS B AISUTBHOCTI OpPraHiB JEpXKaBHOI BIaJU Ta MICIIEBOTO CAMOBPSIYBaHHS, 1HIIUX

HiANPUEMCTB, YCTAHOB Ta OpraHi3aliii, i3 3a3HaUYEHHSIM CTPOKIB 30epiraHHs JOKYMEHTIB (Haka3z
Leporckomapxisy 6i0 25.03.2008 Ne 52).

A

[TponoBxeHHs nomarka 9

15.

VYroau npo QyHKIIIOHYBaHHS T'YPTKIB 1
TBOPYHX 00’ €THAHb y MPUMIIIICHHSIX

3 poku

cT. 345




3araJbHOOCBITHIX, MPO(ECITHO-TEXHIYHUX
HaBYaJbHUX 3aKJIaIB,
HaBYaJIbHO-BUPOOHUYMX KOMOIHATIB,
MIIMPUEMCTB, OpraHi3allii, BUIINX
HAaBYIBHUX 3aKJIa/1iB, HAyKOBUX yCTaHOB,
Ha 0a31 CIOPTUBHUX OY/IBEIb 1 CTAIIOHIB
TOIIO (32 HAIBHOCTI TaKMX B1JHOCHH)

16. | Ilnan po6OTH MO3aMIKIILHOTO HABYATIHLHOTO 5 pokiB cT. 153
3aKjaay Ha MOTOYHUH PIK
17. | HaBuanbHwuii 11aH 710 3aMiHU CT. 584 a
HOBUMH,
3 poku
18.| Posknang 3aHsaTh 1 pik cT. 620
19. | HapuanbHi nporpamu (st TYpTKiB, CEKITIH, 1 pix cT. 585
00’ €THaHb, KOJICKTHUBIB)
20. | XKypnau o6aiky po6oTH rypTKa (Cexuii, 5 pokiB CcT. 623
00’ €IHaHHS, KOJIEKTUBY)
21.| HoxymeHTarlisi MpaKTUYHOTO MCUXOJIOTa, JI0 3aM1HHA cT. 398 a
COITiaJILHOTO TIeaarora (3rigHo 3 HOBUMU
BIJIMOBITHUMH HOPMAaTHBHO-TIPABOBUMHU
JOKYMEHTAMH )
22.| Kuwura o0mniky Ta BUaa4i CB1IOITB 75 pokiB cT. 543 a
(TocBiTUEHB) MPO MO3aIIKUIBLHY OCBITY (32
noTpedn)
23.| CraructuuHa 3BITHICTB 3a (popmoro Ne 1o mikBijgamii | cT. 298 6
1-I13 (ocBiTa) 3aKJany
24.| Oco0oBi cripaBu MpaIiBHUKIB MOCTIMHO ctT. 513




25.| LlrarHuit po3nuc npaiiBHUKIB 75 pokiB CT. 525
26. | IIpaBuia BHYTPIIIHBOTO TPYAOBOTO 710 3aM1HU cT. 18 0
PO3TMOPSAKY MO3AIIKIIFHOTO HABYAIBHOTO HOBUMH
3aKJaay, po3po0seHi Ha OCHOBI TUITIOBUX
MpaBUJI BHYTPIINTHBOTO PO3MOPSAKY IS
MpaliBHUKIB JepKaBHUX
HaBYAJIbHO-BUXOBHMX 3aKJIa/liB YKpaiHu
27.| IlocanoBi iHCTPYKIIii MPAI[iBHUKIB MOCTIMHO cT. 49 a
28. | IlepcrniekTUBHUM TIaH MIPOXOIKEHHS 1 pik CT. 656
MiIBUIICHHS KBaiikalii, arecrarrii
NeAaroriyHuX MpaliBHUKIB
29.| ArecrarliiiHi MaTepiajiy NeAaroriyHux 5 pokiB CT. 654
IpaIiBHUKIB
30. | TpymoBi KHUXKKH MPAI[iBHUKIB HE MCHIIIC cT. 539
50 pokiB
A [IponoBxeHHs nonarka 9
31.| Kawura o0miky TpyIOBUX KHHUKOK 50 pokiB cT. 541 a
MpaIliBHUKIB
32.| CanitapHi KHUKKH MPaLliBHUKIB 110 cT. 539
3alMTaHHS
33.| Kuura BHYTPILIHBOTO KOHTPOJIIO (BEIETHCA 3 poku CT. 26
y NOBUTBHIN opMi)
34.| Kypnamnu peectpaliii iIHCTPyKTaxiB 3 10 pokiB cT. 473

TeXHIKH 0e3MeKH Ta OXOPOHU Mpalii




MPAIliBHUKIB MO3aMTKIIEHOTO HABYAJIHLHOTO

3aKnany

35.

XKypHanu peectpallii IHCTpYKTaxXiB 3
TEXHIKU O€3IMEeKH Ta OXOPOHH Ipalii
BHUXOBAHIIIB (Y4HIB, CITyXa4iB) MiJ 4ac

HAaBYAJIbHO-BUXOBHOTO MPOIIECY

10 pokiB

cT. 473

36.

XKypnan peectpallii HEIIACHUX BUIAJIKIB 3
IpaliBHUKAMH, BUXOBAHISIMU (YUHSIMH,
cllyXadaMi ) MO3aIIKUIbHOTO HaBYaJIbHOTO

3aKJansy

45 pokiB

cT. 479

37.

MenuyHi JOBIIKM BUXOBAHIIB (YUHIB,
CIIyXadiB) Jis 3apaxyBaHHS J10
CIIOPTUBHUX, CIOPTUBHO-TEXHIYHUX,
TYPUCTCHKUX, XOpeorpahiyHuX 00'€THAHD,
MOYATKOBUX CIEI1aT130BaHUX MUCTEIBKUX
HaBYAJIbHUX 3aKJIa/11B — PO BIACYTHICTb y
BUXOBAHIIIB (YUHIB, CITyXadiB)
MPOTHUIIOKA3aHb JIJIS 3aHITh Y 3a3HAYCHUX

HaBYaJIbHUX 3aKJjIagax

1 pix

CT. 842

38.

[HBEHTapHO-TEXHIYHUI MACTIOPT

IT03aIIKIJIBHOTO HaBYaJILHOTO 3aKjiaay

10 pokiB

cT. 1731

39.

JlokymeHTH (CB1IOLITBA, AKTH, JOTOBOPH)
Ha 3eMJTI0, CIIOPY/IH, MaifHO, Ha TIPaBO
BOJIO/TIHHS, KOPUCTYBaHHS,

PO3MOPAIKEHHS MATHOM

10 JiKB1mari
3aKJIaay

cT. 31 1

40.

AKT npuiimMaHHS ¥ iepeadi Oy/iiBenb,
MIPUMIIICHB, 3¢MEJIbHUX JIJISTHOK Y

KOPHUCTYBAaHHS 3aKJIaLy

MMOCTIHHO

cT. 1150




41.| IuBeHTapHi )XypHaJIH 00Ky OCHOBHUX 3 poku cT. 318
3aco01B

42.| IuBenTtapHa kHura 610710TeUHOTO POHIY — | [0 JTIKBiAAIi cT. 869
3a HasBHOCTI1 010J110TeKH 010110TeKH

43.| IuBenTapu3aliifHi ONKUCH, AKTU 3 poku ct. 1115

44.| JlokyMeHTH (IOTOBOPH, yTOAH, aKTH) PO 3 poku cT. 1151
MpUiIMaHHA 1 3aBaHHA OyJlIBEIb,
MIPUMIIICHb B OPEH/TY — 32 HAassBHOCTI
OpPEHJHUX BIAHOCHH

45.| Komrropucu Ha MIPOBEICHHS KaiTaIbHOTO 5 pokiB cT. 1378

PEMOHTY — 3a YMOBH IIPOBEIECHHS TaKOTO




