MIHICTEPCTBO OCBITH I HAYKH, MOJIOJI TA CLIOPTY YKPATHHI
HAKA3

M. Kuis
23.08.2012 Ne 947

[Ipo 3arBepkenHs [IpuMipHOi 1HCTPYKITiT
3 BEJICHHS JIUTOBO1 JIOKYMEHTAIlii B
MO3aITKUIPHUX HAaBYAJIBHUX 3aKja1ax

Ha BukoHanHs nmyHKkTy 2 noctaHoBu KaOinery MiHicTpiB YKpainu BIJI
30 mucronaga 2011 poky Ne 1242 “IIpo 3aTBepmkeHHs TUIIOBOI 1HCTPYKIIi 3
JIJOBOACTBA Y IIEHTPAJIbHUX OpraHax BUKOHABYOi Blagu, Pami MiHICTpIB
ABtoHOMHO1 PecnyOnmiku Kpum, MmicueBux opraHax BHKOHAaBYOi Biagu” Ta 3
METOI0 BCTAHOBJIEHHA €JIMHUX BHUMOI JO BEJCHHS JUIOBOI JOKyMEHTalli B
MO3alIKUIbHUX HABYAJIBHUX 3aKJIa/J1aX CUCTEMHU OCBITH

HAKA3VYIO

1. 3arBepautu IlpuMipHy 1HCTPYKIIIO 3 BEJCHHS NUIOBOI JOKYMEHTaIlii B
MO3aITKUIbHUX HABYAJIBHHUX 3aKJIa/1aX, 1110 JOA€THCA.

2. MiHicTepcTBY OCBITH 1 HayKH, MOJOJI Ta CHOPTYy ABTOHOMHOI
PecnyOmiku  Kpum,  ynpaBmiHHSAM — ocBiTM  oOsacHux, KwuiBcbkoi  Ta
CeBacTOnoNbChKOI ~ MICBKHX  JI€pKaBHUX  aAMIHICTpaliii  3a0e3nedyuTH
BIIPOBAKCHHS 11€1 1HCTPYKLIi B MPAaKTHUKYy POOOTH MO3AIIKUIBHUX HaBYAJIBHUX
3aKJ1a/1B, HEYXWJIbHE TIOTPUMAaHHS 1i BUMOT.

3. KoHTponb 3a BUKOHAaHHSM I[bOTO Haka3y IOKJIACTH Ha 3aCTYIHHKA
Minictpa XKebposcbkoro b. M.

Minictp J1. B. Tabaunuk



3ATBEPIXKEHO

Haka3 MinictepcTBa OCBITH 1
HayKH, MOJIOZ1 Ta CIIOPTY YKpaiHu
23 cepnns 2012 poky Ne 947

INPUMIPHA IHCTPYKIIA
3 BeJIeHHS JAiJI0BOI JOKYMEHTAaIil
B M03AIIKIIBHUX HABYAJIBHUX 3aKJIA/1aX

I. 3aranabH1 MOJIOKEHHS

1.1. IlpumipHa 1HCTPYKIIS 3 BEICHHS JUIOBOI JOKyYMEHTAIlli B
MO3alIKUIPHUX HAaBUAJIBHUX 3aKianax (gam — [HeTpykiis) po3pobiieHa BiAMOBIIHO
10 BUMOr 3akoHIB Ykpainu “IIpo ocBity” Ta “IIpo mno3amkiabHy OCBITY”,
noctaHoBu Kabinety MinictpiB Ykpainu Big 30 nucromama 2011 poky Ne 1242
“ITpo 3aTBepmkeHHS THUNOBOI THCTPYKIIIl 3 AUIOBOACTBA y LEHTPAIBHUX OpraHax
BUKOHaBYOi Biaau, Pani miHicTpiB ABTOHOMHOI Pecny6miku Kpum, micueBux
opraHax BHUKOHABYOl BIaAu , Haka3y [ OJIOBHOrO apXiBHOTO YHPABIIHHS MpH
Kaobineti MinictpiB Ykpainu Bia 20 munas 1998 poky Ne 41 “IIpo 3arBepxeHHs
[lepeniky TUIOBUX JOKYMEHTIB” (13 3MiHAMU).

1.2. IHCTpyKIisi BCTaHOBIIOE TEpENIK OOOB’SI3KOBOI OpraHi3aliiHo-
PO3MOPSATIOL JOKYMEHTAIIl1 111 KEPIBHUKIB Ta THIIUX MPAIIBHUKIB MO3AIMKIIEHUX
HaBYAJbHUX 3aKJIa/iB, MpaBUja JOKYMEHTYBaHHS OISUIBHOCTI 3aKJIaJIB CHUCTEMHU
OCBITH (KpIM JAUTSIYO-IOHALBKUX CIIOPTUBHUX ILIK1T).

1.3. JloTpuMaHHA TpaBWwiI 1 pEeKOMEHJAINN MOJ0 TOPSAKY 3A1HMCHEHHS
JIJIOBUX MPOIIECIB, BCTAHOBIICHUX I11€10 [HCTpyKIIi€r0, € 000B’I3KOBUMU JIJIST BCIX
KEpIBHUKIB 1 MEJAroriyHUX MPALIBHUKIB MO3AIIKUIBHUX HABYAJIBHUX 3aKJajiB.
[lenaroriydi mpamiBHUKHA, MPUAHATI HA POOOTY, MOBMHHI OyTH O3HAOMJIEHI 3
BUMOramu [HCTpyKIii Ta BUKOHYBATH iX.

1.4. Opranizamis AUIOBOJICTBA B MO3aIIKIIBHUX HaBYAIBHUX 3aKJIaJIax Ta iX
CTPYKTYPHHUX MiIPO3/iIax MOKIAAAETHCSI Ha CHEIiadbHO MPU3HAYCHUX JJIS IIHOTO
oci0.

1.5. BiamoBimanpHICTH 3a OpTraHizaililo IIJIOBOACTBA B IMO3ANIKUIBHUX
HaBYaJbHUX 3aKJIaJ]aX HECYTh 1X KEPIBHUKH.

KepiBHUKM TO3aIIKiIIbHUX HABYAJIBHHX 3aKJIaJiB BIAMOBIIAIOTH 3a 3MICT,
AKICTh TIATOTOBKM Ta OGOpPMIIEHHS JOKYMEHTIB Ha HAJIEKHOMY piBHI. 3a
OpraHi3ailito J1JI0OBOJCTBA Ta 30epiraHHs JOKYMEHTIB y CTPYKTYPHHX IiJIpO3/iIax
MO3AMIKIIFHUX HaBUAJbHHUX 3aKJIA B BIJIIOBIIAIOTh KEPIBHUKHU IIHUX IT1IPO3/ILIIIB.

1.6. KonTposap 3a BUKOHAHHSIM BHUMOT i€l [HCTPYKIIi 31HCHIOIOTh OpraHu
yOpaBiHHS OCBITOIO, y cdepl sSKuX nepeOyBaroTh IMO3AIIKUIbHI HaBYaJIbHI



3aKJIaIu.
I1. lokymMeHTyBaHHS AiSUTHHOCTI MO3AMIKITPHIX HaBUYAIbHUX 3aKJIa]iB

2.1. JlokyMeHTyBaHHs YIIPaBIIHCHKOi 1HGOpMAIl MOJArae y CTBOPEHHI
JOKYMEHTIB, y SKHX (IKCYETbCS 3 JOTPUMAHHSIM YCTAHOBJICHHX IPABHII
1H(OopMallis TPo yIpaBIIHCHKI Jii.

2.2. IligcraBoto Al CTBOPEHHS JTOKYMEHTIB € HEOOXiJHICTh 3aCBIIUYEHHS
HAsSBHOCTI Ta 3MICTYy YOpPaBIIHCBKHX [id, TiepeBedeHHs, 30epiraHHs 1
BUKOPHUCTaHHA 1HGOpPMAIllil MPOTATOM IIEBHOTO Yacy ab0 MOCTIHHO.

2.3. JIOKyMEHTH CKJIAJaloThCsl JIEPKABHOK MOBOIO, KpIM BHUIIAJIKIB,
nependayeHux 3akoHoM Ykpainu “IIpo 3acaam nep>kaBHOI MOBHOI MOJITHKHA .

JIoOKyMeHTH, sIKI HaJACHUJIAIOThCS 1HO3EMHHUM ajpecaraMm, O(QpOpPMIIOIOTHCS
YKpaiHCbKOIO MOBOIO a00 MOBOIO JepxaBu-aapecaTa, ab0 OJHIEI0 3 MOB
MI>)KHAPOJIHOTO CHIJIKYBaHHS.

2.4. JlokymeHTH MOXYyTb OGOpPMIIIOBATUCA Yy BIJNOBIAHUX KHUIAX,
XKypHanax a0o Ha narnepi popmarom A4 (210 x 297 mm) Ta AS (146 x 210 mm).
CknaaHHs IOKYMEHTIB Ha Marepl JOBUIBHOTO opMaTy HE T03BOJISETHCA.

2.5. Oprani3aiiiHo-po3nopsadil JTOKYMEHTH MOXKYTb O(OpPMIIIOBATUCA Ha
0JIaHKax, 110 BUTOTOBJISIOTHCS 3T1IHO 3 BUMOTaMH i€l [HCTpyKITii.

brnanku KOXHOTO BHJly BHUTOTOBIISIIOTBCS HAa OCHOBI KyTOBOTO a0o
MO3/I0OBXHBOTO PO3MIIIEHHSI PEKBI3UTIB. PEKBI3UTH 3arojioBKa pO3MIIIYIOTHCS
IEHTPOBAHUM (IIOYATOK 1 KiHEIb KOXKHOTO PsJKa PEKBI3UTY OJIHAKOBO BijdasieH1
Bl MEX 30HM pO3TAIlyBaHHS PEKBI3UTIB) a00 NpamopoBUM (KOXKHUU PAAOK
PEKBI3UTY TIOYMHAETHCA BIA JIIBOI MEXI 30HHM PO3TAIIYBaHHS PEKBI3UTIB)
CIIOCOOOM.

3pa3ok OJlaHKa MO3alIKIIFHOTO HAaBYAJILHOI'O 3aKjaJy Ha OCHOBI KyTOBOTO
PO3MIIIICHHS! PEKBI3UTIB HABEACHO Y JOAATKY 1.

3pa3ok OJlaHKa TO3allKUILHOTO HABYaJbHOTO 3aKjajy Ha OCHOBI
MO3/I0OBXHBOTO PO3MIIICHHS PEKBI3UTIB HABEJCHO Y TOJATKY 2.

2.6. Jlns BUTOTOBJEHHS OJaHKIB BUKOPUCTOBYIOTHCS apKyIlll Namnepy
dbopmary A4 (210 x 297 mutimetpiB) Ta AS (210 x 148 minimeTpiB).

Jlo3BosieHO BUKopucToByBaTH OnaHku ¢opmaty A3 (297 x 420 miniMeTpiB)
— 111 0()OPMIICHHS TOKYMEHTIB Y BUTJISII1 TaOIHILb.

brnaHku 1OKyMEHTIB MOBUHHI MaTH Taki MoJist (MUTIMETPIB):

30 — niBe;

10 — pasge;

20 — BEepXHE Ta HUXKHE.

Cxman pexsizutiB OnankiB: JlepkaBumit ['ep0 VYkpainu (mopsimok
BUKOPHUCTAHHS BH3HAYAETHCS 3aKOHOM), HAllMEHyBaHHS MIHICTEPCTBA, IHILIOTO
HEHTpaJbHOro  (MICHEBOrO) OpraHy BHUKOHABYOi BJagu, HallMEHyBaHHS
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MO3alIKUTFHOTO ~ HABYAJNBHOTO  3aKjady, IMeHTU(DIKAIIAHANA  KOM, 1HJEKC
MIJMPUEMCTBA 3B’SI3KY, MOIITOBA aapeca, HoMep TenedoHy, e-mail (3a HasIBHOCTI)
HOMEp paxyHKy B OaHKy, Miclle NI 3a3HAYCHHsS JIaTH, PEECTPAIIHHOTO 1HIIEKCY,
MOCHUJIaHHS Ha JIaTy Ta peeCTpaIliiHui 1HAEKC BXiTHOTO TOKyMEHTA.

brnanku MOKyMEHTIB MOBHWHHI BHUTOTOBISTHCS IPYKapChKUM CIIOCOOOM Ha
O1710My Tarepi BUCOKOI IKOCTI (hapOaMu HACUYEHUX KOJIbOPIB.

3a pillleHHsIM KEpiBHUKA TMO3AIIKUIBHOTO HABYAJIBHOIO 3aKkiaay OJIaHKu
MOKYTh BUTOTOBJISITHCH 32 JIOTIOMOTOIO0 KOMITFOTEPHOI TEXHIKH.

2.7. OxpeMi BHYTpIIIHI JOKYMEHTH (3asBU, MOSICHIOBAJIbHI, JOMOBIAHI
3aUCKH, TOIIO) O(POPMITIOIOTHCS HE Ha OJIaHKaX.

2.8. Knuru Tta xypHanu (KpiM KypHaiiB 00diKy poOOTHM rypTKa, CEKIi,
00’€IHAHHS, KOJIEKTUBY), IO BEAYThCS B MO3AIIKUIBHUX HABYAJIBHHUX 3aKIaJaXx,
000B’SI3KOBO MOAPKYLIHO MPOHYMEPOBYIOTHCS, IPOUTHYPOBYIOTHCS, MiIMACYIOTHCS
KEPIBHUKOM 1 CKPIIUTIOIOTHCS MEYATKOIO.

2.9. JlinoBi nanepu, siKi HAAXOASITh /10 MO3AIIKUIBHUX HAaBUYAJIILHUX 3aKJIa/iB
YU BIAOPABISIIOTECA 3 HUX, PEECTPYIOThCS B JKypHall BXIJHOI Ta BUXIJHOI
KOpPECHOHJIeHIlI. Y  BUXIJHIM KOpeCHOHJEHIl (BUXIAHIA  JTOKyMEHTAIII)
BUIIPABIICHHSI HE JOMYCKaloTbcd. J[omyIleHl BUMNpPABICHHS B MOTOYHIN JLIOBIH
JOKYMEHTAIli 3aCTepIratoThCs 1 CKPIIUTIOIOTHCS MIAMKCOM BIANOBIIAIBHOI 0COOU
Ta MEYaTKOIO.

2.10. Best mimoBa AOKyMeEHTallisl 30€pira€TbCsi B CHELIAIBLHO OO0JIaIHAHUX
madax uu cerdax 1 He TOBUHHA MaTH JOCTYIY CTOPOHHIX 0CiO.

2.11. Tlicns 3akiH4YeHHS TepMiHy 30epiraHHs JOKYMEHTIB, SIKi HE
MJUISITal0Th Tepeadl apXiBHUM YCTaHOBAaM, JIOKYMEHTU CITUCYIOTHCS KOMICIEIO
MO3alIKUIBHOTO HABYAJIBHOTO 3aKJajy 3 TMPOBEJCHHS EKCHepPTH3U IIHHOCTI
JIOKYMEHTIB, SIKy MPU3HAYa€ KEPIBHUK HABYAIBHOIO 3aKiady (mami — eKcrepTHa
Komicist). Ha cnmcany qokyMeHTarlio eKCrepTHa KOMICIS CKJIaJae BiAMOBIAHUMN
akT. Cricana TOKyMEeHTalls 3HUILYEThCS.

2.12. TexHomorii aBTOMAaTH30BAHOTO OIPAIIOBAaHHS 3aJ0KYMEHTOBAHOI
iHopmallii B TO3aMIKITLHOMY HAaBYAJIBHOMY 3aKJiajii TOBHHHI BIIMOBIIATH
BUMOTaM I1i€l [HCTpyKiii.

[I1. 3aranpH1 BUMOTH 10 CKIAJACHHS Ta 0()OPMIICHHS IOKYMEHTIB

3.1. JIoKyMEHT TOBHMHEH MICTHUTH OOOB’SI3KOBI MJI TEBHOTO HOTO BHUIY
PEKBI3UTH, IO PO3MINIYIOTHCS B YCTAHOBJICHOMY TMOPSKY, @ CaMe: HallMeHyBaHHS
3aKjiaay, Ha3By BHJy JOKyMeHTa (KpIM JIHCTIB), JaTy, PEECTpAIiiHUN 1HIEKC
JIOKyMEHTA, 3aTOJI0OBOK JI0 TEKCTY, TEKCT, ITI/IIHC.

I[Tig yac miATOTOBKK Ta OQPOPMIICHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBAaTUCH
HE TUIbKA OOOB’SI3KOBI, a TaKOX I1HII PEKBI3UTH, SKIIO L€ BIAMOBIIAE
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IPU3HAYEHHIO JOKYMEHTa a0 croco0y HOoro onpartoBaHHs.

3.2. OdopmieHHS TOKYMEHTIB, IO BHUTOTOBJISIOTHCS 3a JOTIOMOTOIO
IPYKYBAJILHUX 3ac00iB, 3MIHMCHIOETHCS BIAIMOBITHO 0 BUMOT, BHU3HAYCHHUX Y
JTOJATKy 3.

3.3. Oxpemi BHYTpIllIHI JOKYMEHTH (3asBH, MOSICHIOBAJIbHI Ta JOMOBIIHI
3aMMCKH TOIIO), aBTOPAMU SIKUX € TTOCaJ0BI Ta 1HIII (I3UYHI 0COOH, TO3BOJISIETHCS
0 OpPMITIOBATH PYKOITUCHUM CITOCOOOM.

3.4. Sxmo MOKyMEHTH, M0 CKIAAA0Th Yy MO3alIKiTFHOMY HABYAIBHOMY
3aKjajai, BeAyThcs Yy ¢oOpMl KHUTH, TO TakKi PEKBI3UTH, SK HaWMEHYBaHHS
oprasizaiiii BUIIIOTO PiBHsI, Ha3Ba 3aKjIaay HE 3a3HAYAIOTh.

3.5. Ha pokyMeHTax, W0 CKJI3Jal0Th y IMO3AIIKUIBHOMY HaBYAJILHOMY
3aKial, HaiMEHyBaHHSI OpraHi3alii BHUIIOTO PIBHA 3a3HAYalOTh CKOPOYEHO, a B
pasi BiICYTHOCTI O(IIIIIHO 3apeECTPOBAHOIO CKOPOUYEHHS — OBHICTIO.

3.6. HaiimMeHyBaHHS MO3alIKIIBHOIO HABUYAJIbHOIO 3aKjaay IIOBHUHHO
BIJINOBIJIATH HalMEHYBaHHIO, 3a3HaAY€HOMY B cTaTyTi. CKOpoueHe HalilMEHYBaHHSI
MO3alIKUIBHOTO HAaBYAJIbHOT'O 3aKJIaJly BXKMBAETHCS B pa3l, KOJIM BOHO OQILIAHO
3adikcoBaHo y ctatyti. CKOpoueHy Ha3By NOAAlOTh Yy JyXKax (abo 0e3 HuX)
HUKY€ IMOBHOI, OKPEMHUM PSIIKOM Y LEHTPI.

3.7. JloBimkoBi daHi TpO 3aKjaj MICTATh: IMOIITOBY ajpecy, HOMEpPH
tenedoHiB, (akciB, paxyHKiB y OaHKy, aapecy eJeKTPOHHOI MOIITH TOIIO.
JIOoBIAKOBI JaH1 PO3MINIYIOTHCS HU)KU€ HaiMEHYBaHHS 3aKJIafy.

PexkBI3UTH MOLITOBOI aJpecu MO3alIKUIBHOIO HABYaJIbHOIO  3aKiaay
3a3HAYAlOThCAd B TaKiil MOCHIZOBHOCTI — Ha3Ba BYJHII, HOMEp OyIMHKY, Ha3Ba
HACEJIEHOTO IYHKTY, pailoHy, 001acTi, MOIITOBHM 1HAEKC.

3.8. Ha3Ba Buay nmokymeHTa (Haka3, PIlIEHHs, JOMOBIJHA 3aMKCKa TOIIIO)
MOBUHHA BIJMOBIIATH Ha3BaM, IepeadadeHuM JlepkaBHUM Kiacu(pikaTopoM
YIPABIIHCHKOT JOKYMEHTAIII].

3.9. Jlaroro nOKyMmMeHTa € BIAMOBIAHO JaTa WOro MiANUCAaHHS a0o
3atBep/KeHHs. [laTa 3a3HayaeThCcsi apaOChKUMU IUGpaMU B OJIUH PANIOK Y TaKii
MOCTIAOBHOCTI: 4YHCIO0, Micsanb, pik. Jlata odopmiseTbess mUGPOBUM abo
CIIOBECHO-ITU(POBUM CIIOCOOOM. Y pasi ohopMIICHHS JaTH ITU(PPOBUM CIIOCOOOM
YHUCJIO 1 MICSIIh MPOCTABJISAIOTHCS IBOMA MapamMu Iudp, po3IIICHUMHU KPAIKOI0; PiK
— qotupmMa I pamu, Kparka HalpuKiHil He ctaButhes (Hampukian: 02.03.2012).

VY TekcTax JOKYMEHTIB, IIO MICTSTh MOCWJIAHHS Ha HOPMATUBHO-IIPaBOBI
aKTH, Ta JOKYMEHTIB, IO MICTATh BIOMOCTI (PIHAHCOBOIO XapakTepy,
3aCTOCOBY€ETHCS CJIOBECHO-IIM(POBUIN CIIOCIO 3a3HAYEHHS JaT 3 MPOCTABISHHSIM
HYJISI B TIO3HAYEHH1 JTHSI MICSII, SIKIO BiH MICTUTh OAHY 1udpy, Hanpukiaa: 03
KBITHS 2012 poky. J103BOJIIETHCS BXKMBATH CJIOBO “piK”’ y CKOPOUCHOMY BapiaHTI



“p.”, nanmpukiazn: 03 yepsus 2012 p.

SIKIO JTOKyMEHT CKJIaJIeHO HE Ha OJaHKy, JaTa 3a3HavaeThCsl HIDKYE
mianucy JiBopyd. Jlata JoKyMeHTa MpOCTaBIIETHCS TTOCATIOBOKO 0c00010, sika HOTOo
MIJMHUCY€E a00 3aTBEPJIKYE.

[TpumipHUii TIEpemik JOKYMEHTIB, IO 3aTBEPUKYIOTHCS 3 MPOCTABIISTHHAM
rpua 3aTBepHKEHHS, HABEICHO Y IOAATKY 4.

3.10. [aekcaiiist TOKyMEHTIB MOJISITa€ y MPUCBOEHH iM YMOBHHX MO3HAYEHb
— 1HJIEKCIB, K1 HaJIAlOTHCA JIOKYMEHTaM II1]T Yac iX peecTpaliii.

3.11. Anpecaramu JOKYMEHTa MOXYTh OYTH YCTaHOBH, iX CTPYKTYpHi
PO3A1H, OpraHi3ailii, 3aKkIaau, iX mocagoBi 0coOu Ta TPOMaSTHHU.

SKkimo JOKYMEHT aJIpecoBaHO opraHizamli abo 1i  CTPYKTypHOMY
MIPO3/17I0B1 0€3 3a3HAaYEHHs MOCaJ0BOI 0COOM, iX HailMEHYBaHHS HaBOISTHCS Y
HA3MBHOMY BIJIMIHKY.

[loBHa anpeca 3a3HAa4yaeTbCsl y pa3l HAACUIAHHSA JIOKYMEHTa pa3OBHM
KOPECIIOHICHTAM.

S0  OKYMEHT aJpecoBaHO KEpIBHUKOBI  ycTaHOBU abo  HOro
3aCTYyNIHUKOBI, HaliMEHYBaHHS YCTAHOBU BXOAUTHb [0 CKJIaay HalMEHYyBaHHS
10cajyu ajipecara, Ike HaBOAUTHCA y JaBaJIbHOMY BIAMIHKY.

SIKII0 TOKYMEHT HaJICUJIa€ThCs MOCcaoBiil 0co0l, HalMEHYBaHHS YCTaHOBU
Ta ii CTPYKTYPHOTO MIAPO3JAUTY HABOJASTh Y HA3MBHOMY BIJIMIHKY, a IMocany 1
IPI3BUILE apecara — y JaBAIbHOMY.

VY pa3i HajcuiIaHHA JOKyMEHTa (Pi3uyHIA 0cO0l CIOYaTKy 3a3HAYAETHCS Y
Ha3MBHOMY BIJIMIHKY Mpi3BHUILE, IM’sl Ta MO 0aThKOBI (IHILIAIM YU 1HILIAT 1MEH1),
MOTIM TOIITOBA aapeca (ByJIULs, HOMEP OyAMHKY 1 KBapTUPHU, HACEIEHUMN MYHKT,
paiioH, 00J1acTh, MOIITOBUM 1HICKC).

3.12. 3aronoBoK 10 TEKCTy JOKYMEHTa MOBUHEH MICTUTH KOPOTKUW BUKIIA]
3MICTY JOKyMEHTa 1 OyTH MaKCUMAaJIbHO CTUCIIHM.

3arojoBOK BIJMOBia€ Ha MUTaHHS “mpo mo?”, “koro?”, ‘“doro?”.
Hanpuknaag Haka3 (mpo 1mo?) mpo HaJaHHsS BIAMNYCTKU; JUCT (Mpo 1m10?) mpo
OpraHizallilo Hapaau, MPOTOKON (4oro?) 3aciaHHs aTecTaliiHOi KOMICI,
10CaI0Ba IHCTPYKIIA (KOro?) BUXOBATENS.

be3 3arosioBka J03BOJISETHCS CKIAMATH KOPOTKI JOKYMEHTH Ha OJIaHKax
dbopmaty AS, 30KpeMa CympoBiIHI JIUCTH, TEJErpamMu, TeaehOHOTPAMH.

3.13. TekcT JOKyMEHTa MICTUTh 1H(QOpMaLito, s 3adiKCyBaHHS SKOi HOro
Oyino cTtBopeHo. TekcT noKyMeHTa MOBUHEH OyTH BUKJIAJEHUN CTHUCIIO, TPAMOTHO,
3p0o3yMiJI0 Ta O0’€KTMBHO O€3 MOBTOPIB Ta BXKMBAaHHA CJIIB 1 3BOPOTIB, Kl HE
HECYTh 3MICTOBOTO HaBAaHTAKEHHS, 1 TOBMHEH CTOCYBaTHCS TOTO MUTAHHSI, SKE
c(hOpMyJILOBAHE B 3ar0JIOBKY JI0 TEKCTY.
Tekct qokymMeHTa O(POPMITIOETHCS Y BUTJISII CYLIJIBHOTO 3B’ SI3HOTO TEKCTY,
aHKETH 9M TaOIuI a00 MUISIXOM IMO€ETHAHHS [UX (GOpPM.
CyuiibHUN 3B’S3HMHA TEKCT JOKyMEHTAa MICTUTh TPaMaTUYHO Ta JIOTIYHO
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y3roJDKeHy 1H(pOpMaIlifo Mpo ympaBmHCHKI Ail. Taka ¢hopma BUKIAACHHS TEKCTY
JIOKYMEHTa BUKOPUCTOBYETHCS IMiJI Yac CKJIAJaHHS TOJI0XEHbB, MOPSIKIB, TIPABHIL,
PO3MOPSATIUX TOKYMEHTIB 1 JIUCTIB.

VY TekcTi JOKyMEHTa, MiATOTOBJIEHOIO BIAMOBIAHO O JIOKYMEHTIB 1HIIUX
yCTaHOB a00 paHille BUJAHUX JOKYMEHTIB, 3a3HAYAIOThCSA iX PEKBIZUTH Yy TaKid
MOCIIZIOBHOCTI: Ha3Ba BHUIY JOKYMEHTa, HAalMEHYBaHHS YCTaHOBH — aBTOpa
JIOKYMEHTa, J1aTa, peECTpaIliiHui 1HIEeKC, 3ar0JI0BOK JI0 TEKCTY.

TexcTn CKIagHUX 1 BETUKHX 3a 00CSITOM JOKYMEHTIB (IOTOBimi, 3BITH
TOIIO) TOMIISIOTHCS HAa PO3MALIH, MIAPO3IUIH, MYHKTH, MANYHKTH. [IyHKTH Yy
TEKCTI HYMEpYIOTbCA apaOChKUMU HHPpaMyd 3 Kpamkow, a MIAMYHKTH —
apaObChKUMU ITUPPaAMHU 3 Ty>KKOIO.

3.14. TlocamoBi ocoOu MIANKCYIOTh JOKYMEHTH B MeEXax CBOIX
NOBHOBA)KE€Hb, BU3HAYEHUX CTATyTOM I[O3alIKIIBHOIO HABUYAJIBHOTO 3aKJafdy,
NOCaJI0BUMH IHCTPYKUISIMH, HaKa3oM MpPO pPO3MOALIT 000B’S3KIB MK KEPIBHUKOM
Ta WOro 3acTyNMHUKAMH TOMIO. Y 3a3HAYEHUX JTOKYMEHTAaX BHU3HAYAETHCS TaKOX
NOPSIOK MIANUCAHHS JOKYMEHTIB IHIIMMH 0cO0aMU Yy pasi BIJICYTHOCTI KEPIBHHUKA
3aKJajy Ta MOCa0BUX OCI0, sIK1 YIIOBHOBAXEHI X IMiIMUCYBaTH.

[linmuc cknagaeTbcsi 3 HallMEHYBaHHS NOCaad OCOOM, sKa MIANUCYE
JOKYMEHT, (TIOBHOTO — #KIIO JOKYMEHT HaJpyKOBaHUII He Ha OJaHKy,
CKOPOYEHOT0 — Ha JIOKYMEHTI, HAIpyKOBAaHOMY Ha OJIaHKY), OCOOMCTOrO MiJINUCY,
1H1miasiB (1HiliaJl IMEH1), TPI3BUIIIA.

VY pasi BiJICyTHOCTI MOCa0BOI 0COOH, sIKa MOBUHHA MMIIMMUCYBATH IOKYMEHT,
Horo mianucye ocoda, Mo BUKOHYE i1 000B’s3KH, a00 ii 3aCTyMHHUK. Y TakoMmy pasi
000B’SI3KOBO 3a3Ha4YarOThCs (haKTUYHA TOocaa, 1Hiiamy (1Himiaa iMeH1), pi3BUIIe
ocobu, fKa MmiAnucana JAOKYMEHT (BUIPaBICHHS BHOCITh PYKOMUCHUM a0o
MaIIMHONUCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOXXJIMBO IEpeApyKYyBaTH).
JlonaBaHHs 10 HailMEHYBaHHS MOCAM KEepIBHUKA CiB “BukoHyrounii 000B’sI3K1”
abo “B. 0.” 3IIMCHIOEThCS y pa3l 3aMIlICHHS KEpiBHUKA 3a HaKa3oM
(pO3MOPSAKEHHSIM).

3.15. BigOutkoM meyaTKy 3akiaay 3acBiAUYIOTh MIAMUC MOCaT0BOI 0cOOH
HAa JOKyMEHTax 3 TUTaHb (PIHAHCOBO-TOCTIONAPCHKOI MIsIIbHOCTI. BinOuTok
MEYaTKH CTAaBHTHhCSA TAaKUM YHHOM, 100 BiH OXOIUIIOBAB OCTAaHHI KiNbKa JITEP
HallMEHYBaHHS [OCaId 0COOH, SIKa MiaIUcaia JOKYMEHT.

3.16. IlozamkiibHUIA HAaBYAIBLHUN 3aKJIaJl MOXKE 3aCBIUYBATH KOIIi JIUIIE
TUX JOKYMEHTIB, III0 CTBOPIOIOTHCSI B HBOMY, @ TAaKOX y BUIAAKaX, MepeadadyeHnx
B a03all Apyromy Lboro myHkTy. Komisi JOKyMeHTa BUTOTOBIISIETHCS 1 BUJIAETHCS
TIIBKA 3 J03BOJY KepiBHMKA 3aKjaqy, HOro 3acTymHHUKIB a0o KepiBHUKa
CTPYKTYPHOTO MiJIPO3JLITY.

VY pa3i miAroTOBKM JOKYMEHTIB JUIsl HaJaHHS CYJOBHUM OpraHam, IiJ 4Yac
BUDINICHHS TMUTaHb IIOJAO0 NPUUHATTS TPOMAASH Ha pOOOTy, HaBUYaHHS,
3aCBITUEHHS iX TPYJAOBUX Ta 1HIIMX MPaB y B3a€EMOBIJHOCHMHAX 13 3aKJIaJOM, a
TakoXX Mg 4Yac ¢GopMyBaHHS OCOOOBHUX CIIpaB MPAIIBHUKIB TO3AIIKIILHUN



8

HAaBUYAJbHUN 3aKJIa]l MOKE€ BHUTOTOBJISITH KOMIl JOKYMEHTIB, BHJIAHHMX I1HITUMHU
yCTaHOBaMHU (KOIIi TUTJIOMIB, CBIJIOIITB MPO OJICPYKAHHS OCBITH TOIIIO).

Bigmitka “Komis’” mOpoCTaBISEThCS Ha JHUILOBOMY OOIll Y BEPXHBOMY
MIPaBOMY KYTKY IE€PIIIOTo apKyllla TOKYMEHTA.

Hamuc mnpo 3acBimueHHsS JOKyMEHTa CKJIQJarTh 31 CiiB  “3rigHo 3
OpUT1HAJIOM”’, HAWMEHYBaHHS MOCAIX, OCOOMCTOTO MIAMUCY OCOOM, SIKa 3aCBIIUYE
Koo, ii 1HimiamiB (iHimMiadxy iMEH1) Ta Mpi3BUINA, JATH 3aCBITYEHHS Komii 1
MPOCTAaBIISIETbCA HUKYE PEKBI3UTY HoKyMeHTa “Ilianuc”, Hampukiaz:

3TiJTHO 3 OpUTIHATIOM

3aBiayBay mianuc iHimany (1Hiiam iMeHi), mpi3BUIIe

JlaTa

Hanuc npo 3acBigueHHs KOMii CKPIMIIOETHCS IEYATKOIO.

Komist jokymMeHTa MOBUHHA BiJIMOBIAATH OPUTIHAITY.

IV. CknagenHs nesikux BUJIB JOKYMEHTIB

4.1. Haxa3 (po3nopsI>KeHHs).

4.1.1. Haka3 (po3nOpsKEHHSI) — JIOKYMEHT, SKUM 3acBIIUY€ PIIICHHS
OpraHizauiifHO-po3NOPAI4Oro Y HOPMATUBHO-IIPABOBOI0 XapakTepy. 3a 3MICTOM
YOpaBIIHCHKOI J1i Haka3u BHUJIAIOTHCS 3 OCHOBHMX MHTaHb JisJIBHOCTI
MO3AIIKITLHOTO HABYaJbHOIO 3aKkjiaay, aJAMIHICTPATUBHO-TOCIOJAPCHKUX a0o
KaJIpPOBUX MMUTAHb.

4.1.2. Tlpoekt Haka3zy (pO3MOPS/DKEHHS) 3 OCHOBHOI JiSTIBHOCTI,
aJIMIHICTPATUBHO-TOCTIOJJAPCHKUX TMUTAaHb TOTYETHCS Ta MOJAETHCS 3aCTYITHUKOM
Yl  KEPIBHUKOM CTPYKTYpHOTO MIAPO3JAUTY 32 JIOPYYEHHSM KEpIBHHKA
MO3alTKUIFHOTO HABYAIBHOTO 3aKJIay Y 32 BIACHOIO 1HIIIaTUBOIO.

4.1.3. Tlpoekt Hakazy (pO3MOPSKEHHA) 3 KaJApOBUX TNUTaHb (IIpo
OPUIHATTS Ha poOOTY, 3BUIBHEHHS, HAJaHHSA BIJIYCTKU, BIAPSKEHHS TOILO)
rOTYETbCS ~ HA  MIJCTaBl  JIOMOBIAHOI  3alMCKU  3acTYNHHUKA  KEpIBHHUKA
MO3AIIKITLHOTO HABYAJILHOTO 3aKjaJy YM KEpPIBHHUKA CTPYKTYPHOTO MIiAPO3ALTY,
3asiBM MpalliBHUKA, TPYJIOBOTO JOTOBOPY Ta IHIIMUX JOKYMEHTIB.

4.1.4. Haka3 (po3nopsipKeHHs) MiANMUCYEThCSA BIAMOBIIHO 10 NMYHKTY 3.14
uiei [HeTpyKiii.

4.1.5. Tlicns mnianvcaHHs Haka3y (PO3MOPSIKEHHSA) 3MIHU JO HbBOIO
BHOCSITbCS JIMIIE TUIAXOM BHUJAHHS HOBOTO Haka3y (pO3MOPSKEHHS) TMPO
BHECEHHSI 3MIH.

4.1.6. Haka3 (posmopsimkeHHs) ohOpMIISIETbCSI Ha OJIAHKY MO3AIIKITLHOTO
HABYAJIBLHOTO 3aKJIATYy.

3MicT Haka3y (PO3MOPSIKEHHS) KOPOTKO BUKJIAJAAETHCS B 3ar0JIOBKY, KU
MOYMHAEThCS 3 nOpuilMeHHuka ~TIpo* Ta ckinagaeTbecss 3a  JIOMOMOIOIO
BiiecniBHoro iMmeHHuka (“Ilpo 3atBepmxenHs...“, “IIpo ctBOpeHHSs... ) abdo
imennuka (“TIpo nmigcymku...”, "IIpo 3axoau... ).

4.1.7. Texkctr Hakazy (pO3MOPSKEHHS) 3 MUTaHb OCHOBHOI MJiSTTBHOCTI
MO3alIKUIBHOTO HAaBYAJIBHOIO 3aKjaay Ta aJAMIHICTPaTUBHO-TOCIOAAPCHKUX
MUTaHb CKJIAMA€ThCS 3 JBOX YacTMH — KOHCTaTyrouoi (mpeamMOynm) 1



pO3nOpAIUOL.

VY KOHCTaTylouiii 4YacTHHI 3a3HAYAIOThCS MijJcCTaBa, OOIPYHTYBaHHsS a0o
MeTa BHUJAHHS Haka3y. 3a3HaueHa YacTHMHA MOXE Mo4yuHaTucs 13 ciiB “Ha
BUKOHAHHS...“, ”3 MeTo...”“ Tomo. SKIIO0 JOKYMEHT BHJA€ThCS Ha IJICTaBI
IHIIIOTO  PO3MOPSIYOr0 JOKYMEHTa, B KOHCTATyIOUld YacTHHI 3a3HAYalOThCS
Ha3Ba BUAY LbOIO JOKyMEHTa, HOro aBTop, JAaTa, HOMEp Ta 3arojioBok. Kparmka B
KIHI[I KOHCTaTYyI040i YaCTUHU HE CTaBUTHCSI.

Posmopsimua wactTMHa Hakaly mnounHaeThes 13 cinoBa HAKA3VIO®,
PO3MOPSAKEHHST MOKE ourHaTHCA i3 cnoBa 30BOB SI3VIO“, ske  apyKyeThes
3 HOBOTO psJIKa BEJIMKUMH JIiTepaMu 0€3 BIACTYIY Bif JIBOTO MOJISA 1 JIAMOK, MiCIs
YOro CTaBUTHCS JBOKPAIKA.

Posmopsimua uyacTMHa TMOAUIAETHCA HA TYHKTH Ta MIANYHKTH, SK1
HYMEpPYIOTbCSI apaOCBKUMHM LHUPpaMu. Y KOXHOMY IYHKTI MOBHHHI OyTH
3a3Ha4Y€H1 BUKOHABIl, KOHKPETHI 3aBAaHHs (JOPYYEHHS) 1 CTPOKH iX BUKOHAHHS.
BukoHaBIl MOXyTh OyTH Ha3BaHI TAaKOX y3araJbHEHO, HAMPUKIA: ~KEPIBHUKAM
METOAMYHUX 00’ €qHaHb, ’3acTynmHUKaM nupektopa‘. [Ipu nupomy, sik mpaBuio, He
3aCTOCOBYETbCSI HAlMCAaHHA HEKOHKPETHUX JOpPY4Y€Hb, SKI MICTATh CIJIOBa!
“HPUCKOPUTH, ”MOMIMIIUTU , ”aKTUBI3YBaTH ", 3BEPHYTH yBary* ToIio.

SIk10 Haka3oM (pO3NOPSAKEHHSIM) BIAMIHSETHCS MONEPEIHINA PO3NOPSAUNI
JOKYMEHT, y pO3MNOpsiAuid YacTHHI 3a3HAYa€ThCsl IYHKT, SKUM TOBHHEH
MOYMHATHUCSA 13 CJIiB: "BU3HATH TaKuM, 1110 BTPATUB YHHHICTA,... .

3MiHM, IO BHOCATBCS JI0 Hakazy (pO3MOPSIKEHHS), O(QOPMISIOTHCS
OKpPEMHUM Haka3oM (PO3NOPAKEHHSIM), SKUW MMOBUHEH MaTH TaKMH  3aroJjOBOK:
“IIpo BHECEHHsI 3MIH 10 Haka3y (pO3MOpSIKEHHS)...“ 13 3a3HAYCHHAM JaTH,
HOMEpA, 3arojloBKa PO3MOPSAIYOro JOKYMEHTA, J0 SIKOIO BHOCSTBHCS 3MIHU.
Poznopsiaua yactuHa Hakasy (pO3MOPSAIHKEHHS ) MOYMHAETHCS 3 TAKOTO IMyHKTY:

1. BHecTH 3MiHM 10 HaKazy (pO3MOPSIHKEHHS). .. .

Jam okpeMuMH TiANYHKTaMU (OPMYIIOIOTHCS 3MIHHA A0 PO3MOPSIUOrO
JIOKYMEHTAa, HaIPUKJIa/:

1) myHKT 2 BUKJIACTHU B TaKiil pefakiii:... ;

’2) MyHKT 3 BUKIIIOUUTH';

’3) ab3ail qpyruil MyHKTY 4 JOMOBHUTHU CJIOBaMH... .

SIKIO 3MIHM A0 pO3MOPSAAYOrO JOKYMEHTa O(QOPMIISIOTHCS Ha OKPEMOMY
apkymii  (apkymax), B TepHIOMy TMyHKTI pO3MOPAIY0i YaCTUHU HaKazy
(pO3MOPSIKEHHS) 3a3HAYAETHCS:

1) Buectu 3MiHHM 110... (TOAQIOTHCS) .

4.1.8. OcTaHHI# TYHKT pO3NOPAIYOI YACTMHHM Y pasl MNOTpedu Moxke
MICTUTH PIlIEHHS TPO MOKJIAJEHHS Ha MOCaJ0BY 0cO0y (DYHKIIIM 3 KOHTPOJIIO 3a
BUKOHAHHSIM Haka3zy (PO3NOPSAIKEHHS).

4.1.9. Haka3 (po3nops/pkeHHs1) 3 KaapOBUX NHUTaHb OQOPMIIIETHCA Y
BUTJISIAI  IHAMBIAyalbHOTO a00 3BeleHoro. B iHAMBIMyambHOMY — Hakasi
(pO3MOPSIKEeHH1 ) MICTUTHCA 1H(GOpPMAITS PO OJHOTO TMPAIliBHUKA; Y 3BEJICHOMY —
PO KITBKOX, HE3aJeKHO BIiJ TOrO, SKI YMNPaBIIHCHKI PIMIEHHS MO0 HUX
NpUIMaOThCs (MIPUUHATTS Ha poOOTY, MPU3HAYEHHS HA MOCady, EPEeBEeICHHS Ha
1Y ocay (po6oTy), 3BUTbHEHHS TOLIO).
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4.1.10. 3micT I1HAMBIAYyaJIbHOTO Haka3y (pPO3MOPSAIKEHHS) 3 KaapOBHUX
MUTaHb CTUCIIO BUKIIAJAETHCSA B 3arojIOBKY, SKUW MOYMHAETHCS 3 NMPUUMEHHHMKA
“IIpo*“ 1 cKiIamaeTbcss 3a JIONMOMOIOK BIJIJIIECIIBHOTO IMEHHHUKA, HAIIPUKJIA:
“IIpo  nmpuszHaueHHs...“, “Ilpo  npuitHATTA...”“. Y  3BEAEHUX  HaKazax
(pO3MOPSKEHHSIX) MOXKE 3aCTOCOBYBATHUCH y3araJIbHEHHUI 3aroJioBOK, HAIIPUKJIIA:
“IIpo xanxponi nutanHs ", “IIpo ocoOoBMit ckiIag’.

4.1.11. YV Tekcti HaKa3y (pO3NOPSAKEHHS) 3 Ka[pOBUX MUTaHb, K MPaBUJIO,
KOHCTaTyl04ya YaCTHHA HE 3a3HAYa€ThCS.

4.1.12. Po3nopsaya yacTMHa Haka3y (pO3MOPSHKEHHS) MOYUHAETHCS, SK
npaBuiio, 3 giecioBa y ¢opmi iHQiHITHBY: Zllpuiinatu®, “TlpusHauntu
“TlepeBectu, ”Orosiocutu’ TOIIO.

Jlam 3a3HaudaroThCS TPI3BUINE, 1M’S, O O0ATHKOBI MpalliBHUKA, Ha SKOTO
NOIIMPIOETHCS /1Sl HaKa3y Ta TEKCT Haka3y. Y 3BEJIEHOMY Hakasl (pO3MOpsIKEHHI)
Mpi3BHINA OCI0 Y MeXaX IMyHKTIB PO3MINIYIOThCS 32 ajihaBiTOM.

4.1.13. YV Hakazi (po3MOpsAIKEHHI) MpPO TMPU3HAYECHHS a0 3BUIbHEHHS
MpalliBHUKa 3a3HAYA€THCS MOBHA JaTa (YUCIIO, MICSIb, PIK) (PAKTUYHOTO BUXOIY
mpaiiBHMKa Ha poOoTy (IpUMHHEHHS TPYJAOBUX BIJHOCHH), PO3MIpH HOTO
[I0CaJJ0BOr0 OKJIaay BIJNOBIJHO O IITATHOTO PO3MHCY, HaJA0aBOK Ta
JOTLIaT.

4.1.14. Y 3BeneHomy Hakasl (pO3MOPSIKEHHSIX) 3 KaJIpOBUX MHUTaHb 0
pO3MOPSAIYOi YACTUHHM BKJIIOYAETHCSA 1H(POpPMALIis, IO PO3MIIIYEThCA Yy Takid
MOCJIIIOBHOCTI: IPUMHATTS HA poOOTY, EPEBENCHHS, 3BLIIbHEHHS.

4.1.15. YV x0XHOMY MYyHKTI Hakazy (pO3MOPSAKEHHS) 3 KaJpOBHX IMUTaHb
3a3HAYa€ThCs TMIJACTaBa IIOAO0 WOro BHUAAHHS (3asBa MpalliBHUKA, KOHTPAKT,
JIOTIOBITHA 3aMCKa, PIIICHHS aTeCTallitHOT KOMICIT TOIIIO).

4.1.16. Ilin yac o3HAHOMIIEHHSI 3 HAKa30M (pPO3MOPSIKEHHSIM) 3ralaHUMHU
y HhOMY 0COOaMHU Ha MEPIIOMY MPUMIPHUKY HaKa3y MPOCTABIAIOTHCS X  MIJIMUCH
13 3a3HAYEHHSAM JaTU O3HAHOMIICHHS.

4.1.17. Haka3u (po3mnopsipkeHHs]) HYMEPYIOThCSL y TOPSAIKY iX BUIAHHS B
MeXaxX KaJIeHJapHOTO POKY; Haka3u (PO3MOPSIKEHHS) 3 OCHOBHOI JiSUTLHOCTI Ta 3
KaJIpPOBUX MMUTAHb MAIOTh OKPEMY MOPSAKOBY HyMEpaIlito.

4.2. ITpoToko.

4.2.1. Ilpotokon — MAOKyMeHT, sIKUiM ¢IKCye XiJ BEICHHS 3acilaHb,
OPUIHATTS B MO3AIKUIBHOMY HaBYAJNBHOMY 3aKJaJl pIilIeHb KOMICISIMHU,
JOpauuMH OpraHaMu, 300paMH TOIIIO.

[TpoTokon ckilaaeTbcs Ha MiACTaBl 3aMKCIB, 3p00JICHUX O€3MoCcepeaHBO i
yac 3aciJlaHb, MOJaHUX TEKCTIB Ta Te€3 JOIMOBIACH 1 BUCTYIIB, IOBIJIOK, MPOEKTIB
pillIeHb TOIIO.

4.2.2. Tlpotokon MoXxe CKJIaaaTtucs B TOBHIA abo crtucmit dopmi. Y
MIPOTOKOJ, CKIQJICHOMY B CTUCIIH opMi, (DIKCYIOTHCS JTUIIIE PUMHSTI PIIICHHS, a
HE X1J1 00TOBOPECHHS MUTaHHS.

4.2.3. JlaToro pOTOKOJIY € J1aTa MPOBEACHHs 3acijaHHs. SIKIIO 3aciiaHHS
TPUBAJIO KUIbKA JHIB, TO 4Y€pe3 THPE 3a3HAYAIOTHCSA MEPIIM 1 OCTaHHIN NeHb
3aciJaHHSl.
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4.2.4. Homep mpoTOKOJy TOBHHEH BIAMOBIAATH TMOPSAKOBOMY HOMEPY
3acimanHs. Hymepaliis mpoTOKoJIiB BEJETHCS B MEXKAX KAJICHIAPHOTO POKY OKPEMO
3a KOYKHOIO TPYIIOI0 MPOTOKOJIIB 3aCiJaHHs BIJMOBIIHOTO KOJICTIAJIbHOTO OpraHy.
VY pekBi3UTI “Micle 3acijaHHSA" 3a3HAYa€ThCS Ha3Ba HACEIIEHOTO NYHKTY, B
SKOMY BI1JI0YJIOCS 3aCi/IaHHS.

4.2.5. 3arojioBOK 10 TEKCTY IMPOTOKOJIY TIOBUHEH BiI0Opa)kaTh BUJ
3aciganHsa (Hapazga, 300pu, KoHdepeHIlis Toio) ado KoJeriaabHOoi TisIIbHOCTI
(komicist, paga, Kojeris, poOoda Trpyma TOIIO) 1 BKIOYATH Ha3By BHIY
JTIOKYMEHTA.

4.2.6. TekCT MPOTOKOJNY CKIIAJIA€ThCSA 13 BCTYIHOI Ta OCHOBHOI YaCTHH.

4.2.7. Y BCTynHi#l 4yaCTHHI MPOTOKOJIY 3a3HAYAIOTHCS MPI3BUILA Ta 1HILIATN
TOJIOBH 200 TrOJIOBYIOUOTO, CEKpeTapsl, 3apoIIeHUX, a TAKOXK MPUCYTHIX OCiO.

VY cnucky NpUCYTHIX 3a3HA4YarOThCAd B ali(paBITHOMY MOPSAJKY CIOYATKY
MpI3BUINA Ta 1HIIIATK MPUCYTHIX MOCTIMHUX WICHIB KOJEriaJlbHOro OpraHy 0e3
3a3HAYEHHS TOCajl, MOTIM — 3allpOIIeHUX OcCi0 13 3a3HAYEHHSIM IMOCcaja Ta y pasl
noTpeOu HaliMeHYBaHb YCTAHOB. SIKIIO KUTHKICTh MPUCYTHIX MEPEBUIILYE 15
0ci10, 3a3HAYAETHCS 1X 3arajibHa KIJIBKICTh 3 TOCHJIAHHSIM Ha CITUCOK, IO JI0IA€ThCS
710 IPOTOKOJTY.

BerynHa dacTuHa BKIIIOYA€ MOPSIOK JIGHHUNM — TEPENiK PO3MISTHYTUX Ha
3acilaHHl TUTaHb, 110 PO3MIIIEHI B MOPSIKY iX 3HAYYMIOCTI 13 3a3HAYCHHSIM
JIOTIOBIJladya 3 KOXKHOro mnuTaHHsA. [lopsigok JeHHUN TOAAEThCS HANPHUKIHII
BCTYIHOI YaCTUHMU.

CrnoBa “Tlopsimok NeHHHMI APYKYIOTHCS BiJ MEXI JIIBOTO MOJISI, MICIAS HHUX
CTaBUThCA JABOKpanka. KokHe NMHUTaHHS HyMepyeThCcs apaOChKUMHM Ludpamu i
IpyKyeTbes 3 ab3ary. @opMyBaHHSI MUTaHb Yy MOPSIAKY JIEHHOMY TMOYHMHAETHCS 3
npuriMeHHuka ~1Ipo®.

4.2.8. OcHOBHA YaCTHWHA TPOTOKOJY CKJIAJAETHCS 3 PO3MALIIB, SAKI MTOBUHHI
BIJINOBIJIATH TMYyHKTaM TMOPSAKY JAEHHOTo. Po3minu HyMmepyloTbes apabChbKUMU
udpamu 1 OyIyIOTHCA 32 TAKOIO CXEMOIO:

CIYXAJIN - BUCTYIIWIN - BUPIIIWIN (YXBAJIWIIN,
[TOCTAHOBWIJIN).

3a3HaveHi cloBa JIPYKYIOTHCS BEJIMKWMU JIiTepaMu 0€3 BIACTYITY BiJ Mexi
aiBoro nojis. [Ticns mux cIliB CTaBUTHCS JBOKpAIIKa.

4.2.9. Iicas cnosa “"CJIIYXAJIN* 3a3Haua€eThCs TEKCT BUCTYITY OCHOBHOTO
nonoBigaya. [Ipi3Buie Ta iHIMIAIM KOXKHOTO JOMOBiada APYKYHOTHCS 3 HOBOTO
psanka. TekcT BUCTYITy BUKJIAJAETHCS Yy TPETIH 0CO01 OJTHUHHU.

4.2.10. Texctu abo Te3W MOMOBIAI Ta BHUCTYMIB, O(QOpPMIIEHI SK OKpeMi
JIOKYMEHTH, JI0 TEKCTy MPOTOKOJYy He BKItouaroThes. [licis BimomocTeil mpo
JIOTIOB1/Iaya CTABUTHLCS TUPE 1 3a3HaYa€ThCs: ~TEKCT A0MOBiAl (BUCTYIY) TOAAETHCS
JI0 IPOTOKOIY*".

4.2.11. Iicas caosa "BUCTYIINIIN® ¢ikcyroTbes BUCTYNH THX 0C10, SKi
B3SUTH y4acTh B OOTOBOPEHHI J0MOBiAi. Buctynmu ohopMIsSIoThCS Y MPOTOKOJI 13
3a3HauEHHSAM M0Ca[l, MPI3BUIL Ta 1HII1aJIIB MPOMOBIIIB Y HA3UBHOMY BIIMIHKY, a
TaKOXX 3 BHKJIAQJCHHSIM 3MICTY MNHTAaHHS Ta BIAMOBIIEH HaA HBOTO. 3MICT
BUCTYTIB BHKJIAIAETHCS B TPEThOI OCOOM OIHHHH.
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4.2.12. [Ticns CJIOBa "BUPHIINIIA C’YXBAJINJIN®,
"IIOCTAHOBWJIN®) dikcyeTbcs NpuiiHATE PIlIEHHS 3 OOrOBOPIOBAHOTO
MUTaHHS TOPSIKY JAEHHOTO. PileHHS NMOBUHHE OYTHM KOHKPETHHUM 1 BKJIIOYATH
CKJIQJIOB1, 110 BIAMOBIJAIOTh Ha Takl MHUTaHHSA: KOMY, IO 3pPOOUTH 1 B SKUHU
CTpOK.

Pimiennsi, mo MICTATh KiJbKa MHWTaHb, TMOJAUIAIOTh HA TMYHKTH 1
MIJMYHKTH, SKI HyMEpYyrTbcs apadbchbkumu mudpamu. [liAMyHKTH HyMepyOThCS
udpamMu 3 Ty>KKOIO.

42.13. YV pa3l komu Ha 3aciiaHHI anﬁMaeTLCﬂ pillIeHHA TPO
3aTBEP/DKEHHS JOKYMEHTA, KM OOTOBOPIOBABCS HA 3aciaHHI, IIEH JIOKYMEHT
JIOTA€ThCS 0 TPOTOKOIY 1 B HBOMY pOOUTHCST TIOCWJIAHHS HAa HOMEp 1 JaTy
MPOTOKONY. 3a HAsABHOCTI IHIIWX JOKYMEHTIB, 10 pPO3TISAJaIuCsS Ha
3acijanHl  Ta (akT oOOroBopeHHs fAKuUX Oylo 3a(IKCOBaHO y  TEKCTI
IPOTOKOIY, BOHU HyMEpylHOThcs apabcekumu 1mdpamu  (Homatox 1,
HNonarok 2). Y BIANOBIIHUX MYHKTaX MPOTOKOIY POOUTHCS TMOCUJIAHHSA Ha IIi
JTOJTaTKH.

4.2.14. TIpoToKOJ MIANMUCYETHCS TOJIOBYIOUMM Ha 3aCiIaHHI KOJETiaJIbHOTO
OpraHy Ta CeKpeTapeM.

4.3.Ciy>x00BUIA JTUCT.

4.3.1. Ciy>)x00BUIi JTHCT CKIANAIOTHCS 3 METOI0 OOMIHY 1H(POPMAIIEID MIX
YCTAaHOBAMM SIK:

BIAMOBIZI TPO BUKOHAHHS 3aBJaHb, BHU3HAUYEHMX B aKTax OpraHiB
Jep KaBHOI BJIaJId, JOPYYEHHSAX BHIIMX TMOCAJOBUX 0Ci0;

BI/IMOBI/Il HA BUKOHAHHSI IOPYYEHb YCTAHOB BUILIOTO PIBHS;

BI/IMOBI/Il HA 3aMUTH 1HIIUX YCTAHOB,;

BIJIMTOBI1 HA 3BEPHEHHS IPOMAJISIH;

BIJIMTOBI/1 HA 3aIMUTH Ha 1H(OpMaIIiio;

1HILIaTUBHI JIUCTH;

CYTPOBIHI JUCTH.

4.3.2. Cnyx0o0Buii 1ucT OQOPMISETHCA Ha OJaHKY MO3aIKUIBHOTO
HaBYAJILHOTO 3aKJIajy.

4.3.3. Jluct mae Taki peKBI3UTH: JlaTa, PEECTpaIliiHUN 1HIEKC, TTOCHIAHHS
Ha peecTpaliiHui 1HJIEKC 1 1aTy TIOKYMEHTa, Ha SIKUM Ja€ThCsl BIAMOBIIb, ajipecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKA MPO HASABHICTh JOJATKIB (y pasi moTpedu),
MIJITNAC, BIAMITKA TPO BUKOHABIIS.

JlaToro nmcTa € ngata MOro MIANMMCaHHS, SKa MOBHHHA 30I1raTucs 13 JaTOO
peecTpaliii BUXiHOT KOPECITOHSHIII].

4.3.4. OCHOBHUM PEKBI3UTOM CIIY’KOOBOTO JIUCTA € TEKCT, 1110, IK  MPABUJIO,
CKJIAJIa€ThCSl 3 JBOX YaCTHH. Y TIEPIIid YacTHHI 3a3HAYAETHCS IPUINHA,
mijcTtaBa ab0 OOTPYHTYBAaHHS MIATOTOBKH JINCTA YU HABOJATHCS
MOCWJIAHHS Ha TOKYMEHTH, 10 OYJIU TCTaBOO ISl HOTO CKJIAJICHHS.

Jlpyra 4acTuHa BKJIIOYa€ BUCHOBKH, MPOTIO3HIIi1, TPOXaHHS, PIIEHHS TOIIO,
K1 pPO3MINITYIOThCS 3 a03aIry.

4.3.5. Slk mpaBuIIO, y JIMCTI MOPYIIYETHCSA OJHE MUTAHHS.
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Texkct 1nucta BUKJIAAaeThCs  BiJ MEpHIOi  OCOOM  MHOXHHH 3

[

BUKOPHUCTAHHSM CJIIB: ~TPOCUMO MOBIJIOMHUTH...*, ”PO3'ICHIOEMO, I110...*.
Cny>x00BUH JTUCT MIAMUCYETHCS BIAMOBIAHO 10 MYHKTY 3.14 1€l [HcTpyKItii.
4.4, AKT.
44.1. AKT — JOKyYMEHT, CKJIaQJIcHUi JCeKUIbKOMa ocobamMu Ta

MITBEPKYIOUNHA yCTaHOBJEHI (hakTH 1 J1i. AKTH 0DOPMIISIOTHCS 3a PE3yIhTaTOM
peBi3iii, mpu nMpuoMi-iepeaadi crpas, Ipuiomi-niepeadi, CIMCaHH1 MaiiHa TOIIO.

4.4.2. AXT opopmIsieThCS Ha CTaHAAPTHOMY apKyli mnamnepy ¢opmary A4 i
Ma€ Takl PeKBI3UTU: Ha3Ba JOKYMEHTY, Ipu( 3aTBep KeHHS (MPU HEOOX1ITHOCTI),
JaTa 1 Miclle CKJIaJaHHs, 3aroJIOBOK JI0 TEKCTY, TEKCT, MAMHUCH Oci0 (HEe MEHIe
TPBOX), K1 CKJIaJJaIN aKT.

4.4.3. TexkcT aKTa CKJIAJAEThCS 13 BCTYITHOI Ta KOHCTATYIOYO1 YaCTHH.

VY BCTynHIM YacTHHI BKa3ylOThCS MIACTaBM JJIA CKIAJaHHA aKTa Ta
HA3UBAIOTHCS 0COOH, SIK1 CKJIAIM aKT a00 OyJIu MPUCYTHI IIPH IIbOMY.

Y KOHCTaTyroouil 4YacTHUHI BUKIAJAEThCA CYTh, 3aBJAaHHS, XapakTep
BUKOHAHOI poOOTH, BCTAHOBJICHI (haKkTH, Mporo3ullii Ta BUCHOBKU. KoHcTaryroua
YacTHUHA MOK€ O(OPMIISITUCS Y BUTIISAII TAOJIHIIL.

VY KiHIII TEKCTY aKTa 3alUCyIOThCA JaHl MPO KUIbKICTh €K3EMIUIIPIB aKTa Ta
iX MicClle 3HaXOJKEHHS.

4.43. AKT mIOOUCYyeEThCs BCIMa ocobaMu, sIKi Opaii y4acTb y WOro
CKJIaJIaHHI.

4.44. Ocoba, sika Mae 3ayBaKeHHS 10 3MICTY aKTa, HIJIUCYE HOro 1
BUKJIJ[a€ CBOIO JYMKY Ha OKpEMOMY apKyIIIi, sSIKHi TOAA€ThCA 0 aKTa.

4.5. Jlnsg onepaTUBHOTO BHUPILIEHHS CIIY)KOOBHX IWTaHb JO3BOJISIETHCS
nepenaya tenedonorpam. Teneponorpamu oPopMIIIIOTECS B OTHOMY €K3EeMILISIP,
iX MAMUCY€E KePIBHUK MO3AMKIILHOTO HABYAJIBLHOTO 3aKJIaTy.

4.6. lomaTtku 110 JOKYMEHTIB, KpiM JOJATKIB JO CYIPOBIJIHHMX JIUCTIB,
CKJIAJAI0ThCA 3 METO JIOMOBHEHHS, MOSCHEHHS OKPEMHX MUTaHb JOKYMEHTa abo
JIOKyMEHTA B IIJIOMY.

Jonatku oopMIISIIOTECA, SIK MPABWIIO, HA CTAaHIAPTHUX apKyllax Marepy.
Ha npyromy i1 HacTymHHX apKyiax jojaTtka poOuthcs BiamiTka: “TIpomoBkeHHs
nonatka”, “IIpomoBxkeHHs nogarka 17

VY pa3l HasBHOCTI KUIBKOX JOJATKIB HAa HUX 3a3HAYAIOThCS TMOPSIKOBI
HoMepH, Hanpukiad: Jogatok 1, JlogaTtok 2 Tomio. 3Hak “Ne” mepen nuudppoBuM
MO3HAYCHHSM HE CTAaBUTHCS.

VY pasi Kojau J0AaTKK HAJICWIIAIOTHCS 13 CYMPOBIIHUM JILCTOM, BIIMITKA IPO
HAsBHICTh JIOJIATKIB PO3MINIYEThCS TMICHS TEKCTY JIMCTa Tepea  MiamucoM
HaAIPUKJIIA;

HonaTok: Ha 5 apk. y 2 npuM.

k10 TOKyMEHT Ma€ J0JIaTKH, TOBHE HAWMEHYBaHHSI SIKUX Y TEKCT1 HE
HABOJUTHCSA, TO iX HEOOX1JHO MEPETIUUTH MICs TEKCTY 13 3a3HAYEHHAM KIJIbKOCTI
apKyUIiB y KOXXHOMY JIOAATKY Ta KIJIBKOCTI IXHIX MPUMIPHUKIB, HAIPUKIIA:
Honatku: 1. JloBinka mpo negaroriyHuil crax Ha 1 apk. B 1 mpum.
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2. I'padix pobotu Ha 1 apk. B 1 mpum.

V. Ilepenik 000B’A3KOBO1 1JIOBOI JOKYMEHTAIIi1
MO3aIIKIJIEHOTO HaBYAIBHOTO 3aKJIaay

5.1. CtatyT Mo3amkiJbHOTO HABYAIBHOTO 3aKIIafy.

5.2. CBimonTBO MPO JEpKaBHY aTECTallll0 IMO3AMKIIFHOTO HaBYAJILHOTO
3aKiamy.

5.3. Marepianu aep»aBHOI aTecTallli MO3alIKiJIbHOIO HaBYAJIBLHOTO 3aKJIay.

5.4. Axtu npuiiomy-nepeqaydi Mo3allKiIbHOTO HaBYAJIBHOTO 3aKiany (Mpu
3MiHI KEPIBHUIITBA).

5.5. KoHTposibHO-BI3UTAIlIfHA KHHUTA.

5.6. CtaTtuctuuHa 3BiTHICTH 32 opmoro Ne 1-I13 (ocBiTa).

5.7. HomeHknatypa crpas.

5.8. TonokeHHsT PO CTPYKTYPHI MIAPO3ILIM MO3aIIKUIBHOIO HaBYAILHOTO
3aKknany (BiAaAuUM, 1a00opaTopii, HEHTPHU TOIIO0) — 3a X HASIBHOCTI.

5.9. JlineH3ia Ha HaJlaHHS OCBITHIX MOCIYT Yy cepi npodeciiHO-TeXHIYHOI
OCBITU — Yy pa3l 3aiiicHeHHs mnpo¢eciiiHOi MIATOTOBKA 1 MEpeniaroTOBKU
pOOITHUYUX KaJPIB.

5.10. VYromgm mnpo (QyHKIIOHYBaHHSA TYpPTKIB 1 TBOpPYMX OO’€IHAHb ¥y
MPUMIILICHHSIX 3arajbHOOCBITHIX, MPO(ECIMHO-TEXHIYHUX HaBYAIBHUX 3aKJIafdiB,
HABYAJIbHO-BUPOOHMYMX  KOMOIHATIB, MIJNPUEMCTB, OpraHizaiii, BHIIUX
HAaBUYAJbHUX 3aKJaJiB, HAYKOBUX YCTaHOB, Ha 0a3i CIOPTUBHUX OyiBENb 1
CTaJ10HIB TOIIO (32 HASBHOCTI TAKMX BITHOCHH).

5.11. [Inan po6OTH MO3AMIKIIBHOTO HABYAJILHOTO 3aKJIa/ly HA MOTOYHHM PIK.

5.12. HaBuanbpHuUii miaH.

5.13. HaBuanwHi iporpamu (Jj1st TYpTKiB, CEKIIIi, 00’ €IHaAHb, KOJICKTHBIB).

5.14. Po3kiaj 3aHSTE.

5.15. Kypnan o6iiky poOoTH rypTKa (CeKxiii, 00’ eIHaHHS, KOJEKTUBY).

5.16. Kuura oO0xiky Ta BHJayl CBIIOUTB (ITOCBIAYEHB) MPO MO3ALIKUIBHY
OCBITY (3a moTpedn).

5.17. MeauuHi TOBIJKA BUXOBAHLIB (Y4YHIB, CIyXayiB) AJIA 3apaxyBaHHS 10
CHOPTUBHUX, CIOPTUBHO-TEXHIYHUX, TYPUCTCHKUX, XOopeorpapiyHux o0'€HaHb,
MOYaTKOBUX  CICIIaTI30BaHMX MHCTEIbKUX HaBYaJIbHUX 3aKjadiB — TIpo
BIJICYTHICTh y BHXOBaHIIB (y4YHIB, CJIyXauiB) NPOTHIOKa3aHb IJs 3aHATh Y
3a3HAUYCHMX HaBYAIBHUX 3aknamax (BiamoBigHo g0 cr. 14 IlomoxkeHHS mpo
MO3alTKUTbHUNA HABYAJIBHUM 3aKJiajl, 3aTBEP/DKEHOTO IMOcTaHOBOK KalbiHery
MinictpiB Ykpainu Big 6 TpaBas 2001 poxy Ne 433).

5.18. Kaura Haka3ziB 3 OCHOBHOI JiS7THOCTI.

5.19. Kaura Haka3iB 3 KaJpOBHX MTUTaHb.

5.20. TpynoBi KHUKKH MPAIiBHUKIB.

5.21. Oco6oBi cripaBu MpaliBHUKIB.

5.22. Kaura 001Ky TpyJIOBUX KHUYKOK IPALIBHUKIB.

5.23. llItaTHuii po3nuc MpaliBHUKIB.

5.24. IlpaBuna BHYTPIIIHBOTO TPYAOBOIO PO3MOPANKY MO3ANIKUILHOTO
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HABYAJILHOTO 3aKJagy, po3poOJieHI HAa OCHOBI TUIIOBUX MPaBWUI BHYTPIIIHHOTO
pO3MOPSIIKY JJIS TPAIiBHUKIB  JIEpKABHUX HABYAJIbHO-BUXOBHUX  3aKJIAJlIB
Ykpainu.

5.25. TlocamoBi 1HCTPYKIIIi MpaIliBHUKIB.

5.26. KHura rnpoToKoJIiB 3aciaHb MeIaroriaHoi pajy.

5.27. Kaura npoToKoJiB 3acijiaHb 3arajlbHUX 300piB (paau, KOHGEpeHIil)
KOJICKTHUBY.

5.28. Knura BHyTpIilIHBOTO KOHTPOJIIO.

5.29. TlepcrieKTMBHHI TJIaH TPOXOPKCHHS MiJBUINEHHS KBasi(ikarii,
aTecTallli meAaroriYyHuX MpaiiBHUKIB.

5.30. AtecraniiiHi MaTepiaiyu MeJaroriYHuX MpalliBHUKIB.

5.31. CaniTapHi KHIKKH [IPAIiBHUKIB.

5.32. Kypuanu 001Ky BX1JHOI Ta BUX1THOI KOPECTIOH IEHLII].

5.33. Kypnain 0611iKy 3BEpHEHb Ta 3asB TPOMA/ISH.

5.34. Kypuanu peectparili IHCTPYKTaXIB 3 TEXHIKH OE€3MEKH Ta OXOPOHU
mparli NpaiiBHUKIB MO3aMIKIJIbHOTO HABYAJIBHOTO 3aKJIady.

5.35. Kypuanu peectparili iHCTPYKTaXIB 3 TEXHIKHM OE€3MEKH Ta OXOPOHU
mpaili BUXOBaHIB (Y4YHIB, CIyXadiB) IiJ] 4YaC HaBYAJIbHO-BUXOBHOTO MPOIIECY.

5.36. XKypHan peecTpailii HEIIACHUX BUMAJKIB 3 MpallIBHUKAMU,
BUXOBAHIIMHU (YUHSIMH, CITyXadyaMH) TO3aIIKIILHOTO HABYAIBHOTO 3aKJIaIy.

5.37. IHBEHTapHO-TEXHIYHUII MACHOPT MO3AIIKUIBHOTO  HAaBYAJIBLHOIO
3aKiamy.

5.38. JlokyMeHTH (CB1IOLITBA, aKTH, IOTOBOPU) Ha 3€MJI0, CIIOPYIH, MalHO,
Ha MPaBO BOJIOJIIHHS, KOPUCTYBAHHSI, PO3TOPSIKEHHS MAaTHOM.

5.39. AkT npuitmaHHs ¥ nepepadi OyAiBenb, NPUMIIIEHb, 3E€MEIbHUX
JUISTHOK Y KOPUCTYBAHHS 3aKJIafdy.

5.40. [uBeHTapH1 )KypHAIH 00JIIKY OCHOBHUX 3aC001B.

5.41. InBenTapHa kHura 6167110T€4HOTO (HOHTY — 32 HAIBHOCTI 010JT10TEKH.

5.42. [uBeHTapuU3alliifHi OMKCH, aKTH.

5.43. Komropucu Ha TpPOBEICHHS KaliTalbHOTO PEMOHTY — 3a YMOBHU
IPOBEJICHHS TaKOrO.

5.44. JloxymeHTH (AOTOBOpH, yrOAHW, aKTH) MPO MNPUWMAHHS 1 3/1aBaHHS
Oy/iBelNb, IPUMIIICHb B OPEH/Y — 32 HASBHOCTI OPEHIHUX BiJIHOCHUH.

5.45. JlokyMeHTallisi MPAaKTUYHOI'O TICUXOJIOTa, COIIAJIbHOTO IIejarora
(3riAHO 3 BIAMOBIAHUMH HOPMATUBHO-IIPABOBUMU JOKYMEHTAMM).

VI.  Peecrtpanis 1oKyMeHTIB

6.1. JlokyMeHTH B TO3alIKUILHOMY HaBYAIBHOMY 3aKja/li PEECTPYIOTHCS
HE3aJIeKHO BiJ] CIOcO0y 1X IOCTaBKH, Mepeaadi Yd CTBOPECHHSI.

6.2. PeecTpaiiist JOKYMEHTIB TIPOBOJUTKLCS 3 METOIO 3a0e3MeueHHs iX 00Ky,
KOHTPOJTIO 32 BUKOHAHHSM 1 ONIEPATHBHUM BHUKOPUCTAHHSM HasIBHOI B JIOKYMEHTaxX
1Hpopmarrii.
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6.3. PeecTpaliis JOKYMEHTIB TOJISATA€ y BEAEHHI 3aluCy OOJIKOBHX JAHUX
PO JIOKYMEHT 3a BCTAHOBJICHOIO peeCTparliiiHo GopMoro, SKUM (PikcyeTbes hakT
CTBOpEHHSI, BiAMpPaBICHHS a00 OfepXaHHS JTOKYMEHTA IUIIXOM MPOCTaBICHHS Ha
HBOMY PEECTPAIlifHOTO 1HACKCY 3 MOJAJIBIINM 3alMCOM y 3a3HadueHuX (opmax
HEOOX1THUX BIJJOMOCTEH PO JIOKYMEHT.

6.4. JIoKyMeHTH, SKi HagXOIsATh N0 3aKiIady, PEECTPYIOThCS B KypHai
peecTpaiii BXiTHOT KOPECMOHACHINI, a Ti, IO BIAMPABISIOTECA 3 HBOTO, — Y
KypHaJIi peecTpamii JOKYMEHTIB, CTBOPEHHX IMO3alIKiIbHUM HABYAIbHUM
3aKJIaJIOM.

[Ipumipra ¢opma KypHaldy peecTpaiii BXIAHOT  KOPECHOHACHIIIT
MO3aIIKiTPHOTO HABYAJILHOTO 3aKJIaly HaBeICHAa B JJOJATKY 5.

[Ipumipna ¢opma KypHaly peecTpaiii JIOKYMEHTIB, CTBOPEHUX
MO3alTKUIbHUM HaBYAJILHUM 3aKJIaJ0M, HaBeJIeHa B TOJATKY 6.

6.5. JIOKyMEHTH PEECTPYIOThCS 3a TIpymnamMu 3ajJeXHO BiJI HA3BU BUY,

aBTOpa Ta 3MICTY JOKyMEHTIB. Hanmpukiaza, okpeMo peecTpyroThCs:

aKTU OpraHiB JEep>KaBHOI BIaAM, JOPYYEHHS BHUIIUX TMOCATOBUX OCIO,
3alUTH, 3BEPHEHHS, 4 TAKOK KOPECIOHICHIIIsI, 1[0 HAJIIAIIIIA JI0 3aKJIay;

Haka3u (PO3MOPSKEHHS) 3 OCHOBHUX IMUTaHb JISUTBHOCTI MO3aIIKIIBHOTO
HABYAJIBHOTO 3aKJIAY;

HaKa3M 3 KaJIpPOBUX IMUTAHb;

aKTH peBi3iil (P1IHAHCOBO-TOCIIOAAPCHKOI MISIIBHOCTI;

OyXraiaTepchKi IOKYMEHTH;

CITY>KOOBI JIUCTH,

3BEPHEHHS TPOMA/JISH;

3alMUTH HA IHPOPMALIIO.

6.6. dakcorpamu (mamepoBi Komii JOKYMEHTIB, MepeiaHl 3 BUKOPUCTAHHIM
3ac001B (PAKCUMIIIBHOTO 3B’A3KY) PEECTPYIOTHCS OKPEMO BiJ IHIIHUX JOKYMEHTIB.

6.7. JIokyMeHTH, L0 NEepeAaroTbCs €IEKTPOHHOI MOIITOK y CKaHOBaHIN
dbopmi 0Oe€3 eNeKTPOHHOTrO LU(POBOTO MIANUCY, PEECTPYIOTHCS 3a MOTPEeOU —
OKpEeMO BIJ] IHIIKUX JOKYMEHTIB 13 3a3HAYEHHSIM €JIEKTPOHHOT aJpecH BiANpaBHHUKA
Ta ajpecara.

6.8. ITlin wac peectpauii JTOKyMEHTY HAJA€TbCS YMOBHE IO3HAYEHHS —
peecTpaliiHui 1HACKC.

JInst  BXIAHMX  JOKYMEHTIB  PEECTPALlIMHUN  1HAEKC CKIAJa€eThCs 3
MOPSIIKOBOTO HOMEpa Ta 1HAEKCY cmpaBu, Hampukiam: 45/01-10, ne 45 —
nopsiikoBuit Homep, 01-10 — iHIEeKC cpaBH.

Y BUXITHOTO TOKYMEHTa PEECTpaIliiHUN 1HACKC MOXKE PO3MINLyBaTUCS Y
3BOPOTHIM TOCHIOBHOCTI — IHJIEKC CIpPaBU Ta MOPSJAKOBUNA HOMEp, HAIPUKJIIAI:
02-15/58, ne 02-15 — iHaEeKC cpaBu, 58 — MOPSIAKOBUM HOMED.
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6.9. YV mozamkigbHUX HaBYAJIBHUX 3aKJIaJlaX MOXKE 3aCTOCOBYBATHUCS OHA 3
dbopm peecTpamii JOKYMEHTIB — JKypHaJlbHa, YW aBTOMaruh3oBaHa (3
BUKOPHUCTAHHSM CIEIliaIbHIX KOMIT FOTEPHUX MTPOrpam).

6.10. TlpumipHuil nepemik AOKYMEHTIB, IO HE MIJIATal0Th peecTparii
CIIY’>K0010 JIJIOBOACTBA (A1JIOBOJIOM) TO3AMIKIILHOIO HAaBYAJIBHOTO 3aKiaay,
BUKJIQJICHUH Y JIOJATKY 7.

VII. CxknageHHs HOMEHKJIATypH CIpaB

7.1. Homenkatypa cripas — 11e 000B’I3KOBHI JJII KOYKHOTO TIO3AIIKIITEHOTO
HABYAJILHOTO 3aKJIaJy CHCTEMAaTH30BaHUM MeperiiK Ha3B (3arojoBKiB) CIpas, IO
(GOpMYyIOThCS B 1OT0 I1JIOBOJICTBI, 13 3a3HAYEHHSIM CTPOKIB 30€piraHHs CIpasB.

7.2. HomeHknaTypa cripaB npu3HavY€Ha JiJIsl BCTAHOBJICHHS B MO3aNIKIIBHOMY
HABYAJIBLHOMY 3aKjajl €MHOTO TOPANIKY (OopMyBaHHS CIpaB, 3a0€3MeUeHHs iX
00JIIKy, ONEPATUBHOTO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BU3HAUCHHS
CTPOKIB 30€epiraHHs CIpaB 1 € OCHOBOIO JUIsl CKJIQJ€HHSI OIKCIB CIIpaB IMOCTIMHOTO
ta TpuBasoro (moHax 10 pokiB) 30epiraHHs, a TaKOX I OOJIKY CIpaB
TUMYACcOBOTO (710 10 poKiB BKJIIOYHO) 30€piraHHs.

7.3. IlpumipHa popMa HOMEHKJIATypH CHpPaB MO3ALIKIILHOTO HAaBYAJIBLHOIO
3aKJiaJy HaBeJeHa y I0AaTKy 8.

7.4. 3arojloBOK CIpaBd NOBUHEH YITKO Yy CTHCIIM y3arajabHeHid (opmi
B1JI00pakaTu CKJIaJ 1 3MICT JJOKYMEHTIB CIIPaBH.

3aroyioBOK CITpaBU CKJIAJA€THCS 3 €JIEMEHTIB, 10 PO3MIIIYIOTHCA y TaKii
MOCJIIIOBHOCTI: Ha3Ba BUAY CIIpaBU (JIMCTYBaHHS, )KypHaJI, KHUTa TOIIO) Y4 BUIY
JIOKyMEHTIB y cIpaBi (Haka3W, MPOTOKOJH, aKTH TOIIO); aBTOp JOKYMEHTIB
(HallMeHyBaHHS 3aKJaj]ly); KOpPECTOHAEHT abo aapecar (HalilMeHyBaHHS yCTaHOBH,
0 SIKO1 aapecoBaHl abo0 Bia AKOI HAMIANUIM JTOKYMEHTH); KOPOTKHM 3MICT
JIOKYMEHTIB CIipaBu (NUTaHHS, 3 AKOTO (OPMYEThCS cIipaBa); Aara (Mepion), A0
AKO1 HaJieaTh JIOKYMEHTH CIPaBH; BKAa31BKM HAa HASABHICTh KOMiN JOKYMEHTIB Y
crpasi (y pasi moTpeon).

VY 3arosioBkax 0COOOBUX Ta 1HIIUX CIIPaB, IO MICTITh JIOKYMEHTH 3 OHOTO
MUTaHHS, MOB’s13aH1 MOCIIIIOBHICTIO BEICHHS MPOIEAYp AIJIOBOJICTBA, BXKUBAETHCS
TepMiH “cnpaBa’, Hanpukia: “OcoboBa crpasa’.

VY 3arojoBkax crpaB, IO MICTATh JOKYMEHTH 3 OJHOTO ITUTaHHS, HE
MOB’s13aH1 TIOCJIIOBHICTIO BEICHHS MPOLEIYp MIJIOBOACTBA, BKWUBAETHCA TEPMIH
“IOKYMEHTH, a TMICII1 HhOTO B JYXKaxX 3a3HAYalOThCSl OCHOBHI BUM JOKYMCHTIB
cnpaBu, Hampukiaaa: “JlokymeHTH (TUTaHW, AHKETH, JOBIAKW) MPO TPOBEICHHS
OTJISiAY CTaHy AUIOBOJCTBA Ta apXiBHOI CIPaBH y TMO3AMIKIIBHOMY HAaBYAIIBHOMY
3akiamal’.

TepMiH “HOKYMEHTH BXXMBA€TbCA TAKOX Y 3aroJIOBKax CIpPaB, IO MICTATh
JTOKYMEHTHU-IOJATKA 10 Oyab-SKOTO HOPMAaTHBHO-TIPABOBOTO  aKkTa  abo
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PO3MOPSAUOTO TOKYMEHTA 3aKIaTy.

VY 3aronoBkax cmpaB, II0 MICTSATh IUIAHOBO-3BITHY JOKYyMEHTAIllO,
3a3HAYa€ThCs Tepioa (Micsllb, KBapTal, MIBPIYYsl, PIK), B SIKOMY IUIAHYEThCS
CTBOPEHHSI IOKYMEHTIB, a00 mepiof iX (pakTHYHOro BUKOHAHHS, HAIIPUKIA/I:

1. [Inan ocCHOBHUMX OpraHizalliiHuX 3axo/iB 3akiaany Ha 2012 pik;

2. 3BIT mNOpO BUKOPUCTAHHSA OIOJDKETHUX  KOIITIB  MO3AIIKUILHOTO
HaBYaJIbHOTO 3akiaay 3a 2012 pik.

[Tim dac po3MilieHHs 3arojoBKIB CIPaB y HOMEHKJIATYpl BPaxOBYETHCS
BOKJIMBICTh JOKYMEHTIB, BKJIIOUEHUX JIO0 CIIPaBH, iX B3a€MO3B’s30K. Ha mouaTky
PO3MINTYIOTHCS 3aTOJIOBKM CIIPaB IOAO JOKYMEHTIB, SIKI HAIIWIIUIA BiJ OpraHiB
BUIIIOTO PIBHS, JaJi — MO0 OPTaHi3alliifHO-PO3MOPSAII0l JOKYMEHTAIT1, TIJIaHOBO-
3BITHOI JJOKYMEHTAIlli, JIUCTyBaHHS, OOJIKOBO-JOBIIKOBHX BH[IB JOKYMEHTIB. Y
KOXHIH 3 ITUX TPyH JOKYMEHTH TaKOK PO3MIIIYIOTHCS 3 YPaXyBaHHIM BaXKITHBOCTI
Ta CTPOKIB 30€piraHHs.

VIII. ®opmyBaHHs CcripaB

8.1. dopmyBaHHS CIIpaB — 1€ TPYMYBaHHS BUKOHAHUX JOKYMEHTIB y CIPaBH
BIJITIOBIJTHO 10 HOMEHKJIATYPH CIIPaB.

8.2. Ilin wac QopmyBaHHs cnpaB CIiJ AOTPUMYBATHCS TaKUX 3arajlbHUX
IpaBWiI: BMINyBaTH Yy CHOpaBU TUIBKM BHUKOHAHI JIOKYMEHTH BIJIIOBIIHO [0
3aroJIOBKIB CIpaB B HOMEHKJIATYypl; TPYNyBaTU y CIpaBU JTOKYMEHTH, BUKOHAHI
IPOTSATOM OJHOTO KaJICHIAPHOTO POKY, 32 BUHATKOM MEPEXiTHUX crpaB (BEIyThCs
POTATOM KUIBKOX POKIB), 0COOOBHX CITpaB; BMIIIyBaTH y CIPABH JIUILIE OPUTTHAIH
ado0 B pa3l iX BIJICYTHOCTI 3aCBIAYEHI B YCTAHOBJICHOMY TMOPSAAKY KOIIii
JOKYMEHTIB; HE€ JOIyCKaTH BKJIIOYEHHS 1O CIpaB YOPHOBUX, OCOOMCTHX
JIOKYMEHTIB, PO3MHOXEHUX KO Ta JOKYMEHTIB, IO MiAJSATalOTh MOBEPHEHHIO;
OKpEeMO TpYIyBaTH y CIpaBU JOKYMEHTH MOCTIMHOTO 1 THMYAcOBOTO 30€piraHHs;
3a 00carom crpaBa He moBHHHA TiepeBunryBatu 250 apkymiiB (30-40 mimiMerpiB
3aBTOBIIIKH).

8.3. JlokymMeHTH TpymymOThCS y CHOpPaBH B XPOHOJOTIYHOMY Ta/abo
JIOTTYHOMY MOPSAKY.

8.4. TlonoxeHHs, MpaBwiIa, IHCTPYKI[T TOIIO, 3aTBEPKEHI PO3TOPSIUNMHU
JIOKYMEHTaMU, TPYIYIOThCS pa3oM 13 3a3HAYECHUMHU IOKYMEHTaMHU.

8.5. Haka3u 3 mutaHb OCHOBHOI JISJIBHOCTI 3aKjiaay, 3 aJAMIHICTPATUBHO-
TOCIIOAAPCHhKUX MUTaHb, 3 KAIPOBUX MUTaHb TPYMYIOTHCS B pi3HI cipaBu. Hakasu 3
KaJIpOBUX MHUTaHb (0COOOBOTO CKJIAAy) TPYMYIOTHCS BIAMOBITHO JO iX BHIIB Ta
CTpPOKIB 30€piraHHs.

[IpoTokonm 3aciilaHb KOJIETIaJbHUX OPraHiB IMO3AMIKUIBHOTO HAaBYAIBHOTO
3aKjIaay TPYMYIOThCS Yy CIOPaBH B XPOHOJIOTIYHOMY TMOPSAKY 1 32 HOMEpPaMHU.
JIoKkyMeHTH 10 3acilaHb 3a3HAUYC€HUX OPraHiB CHCTEMATHU3YIOTHCS 3a JaTamMH Ta



19

HOMEpaMHu TPOTOKOJIB, @ B MEXax IPYyMU JOKYMEHTIB, IIO CTOCYIOTHCSI OJIHOTO
IPOTOKOJIY, — 3a IMOPSIKOM JACHHUM 3aC1JIaHHS.

8.6. JlopyueHHsS YCTaHOB BHIIOTO PIBHSA Ta JOKYMEHTH, IOB’s3aHI 3 iX
BUKOHAHHSM, TPYMYIOThCA y CHpPaBH 3a HaNpsMaMU TiSUIBHOCTI 3akiany ado 3a
aBTOpaMHU 1HILIATUBHUX JOKyMEHTiB. JIOKYMEHTH Yy HEBEIHKIA KIJIbKOCTI
TPYIYIOTHCSI B OJHY CIIpaBy. Y CIIpaBi TOKYMEHTH CHCTEMATHU3YIOThCS 3a JaTaMu

JOPYYCHb.

8.7. 3aTBepKeHI IUTaHU, 3BITH, KOIITOPUCH TPYMYIOTHCSA y CIIPaBH OKPEMO
BiJl IPOEKTIB IIUX JJOKYMEHTIB.

8.8. JluctyBaHHS TpynmyeThCsl 32 3MICTOM 1 KOPECIOHACHTCHKOIO O3HAKOIO
Ta CHUCTEMAaTU3YEThCS B XPOHOJIOTIYHOMY TMOPSAKY: JIOKYMEHT-BIJIIOBI/b
PO3MIIIYETHCS 32 JOKYMEHTOM-3aITUTOM.

8.9. Meroau4He KEpIBHUIITBO 1 KOHTPOJL 3a (OPMYBaHHSAM CIpaB y
NO3alIKUIbBHOMY HaBYaJbHOMY 3aKjaJl Ta HOro CTPYKTYPHUX MIIPO3AUIaX
3MIMCHIOETHCS JIIOBOJIOM YW 0CO00I0, Ha SIKy TOKJIAJAEThCS OpraHizailis
JIIJIOBOJICTBA B 3aKJIaIl.

IX. 30epiranHsi JOKyMEHTIB

9.1. loxymeHTH 3 yacy CTBOpPEHHS (HAIXOMKEHHS) 1 10 mepeaadi 10 apXiBy
3aKiaay 30epiraroThCs 3a MiclieM iX (popMyBaHHS.
KepiBHMK  MO3alIKUIBHOIO  HABYaJbHOIO  3aKjaqy Ta  MpaliBHUKH,
BIIMOBIJaJIbHI 32 OpraHi3allio J1JI0BOJICTBA, 3000B’sI3aH1 3a0€3MEUUTH 30epiraHHs
JIOKYMEHTIB 1 CITpasB.

9.2. CnpaBu mOBUHHI 30epiratucs y BepTHUKaJILHOMY TOJIOKEHHI B Imadax,
10 3aKpUBaIOTHC. Ha KOpIHISIX 00KIaIMHOK CIIpaB 3a3HAYAIOTHCS 1HIEKCHU CITPaB.

9.3. Bupgaua cmpaB y THUMYacoBE€ KOPHCTYBAaHHS  IpalliBHUKaM
NO3AIIKUIBHOTO HAaBYAJbHOTO 3aKiaxy 3A1MCHIOETbCS 3 YCHOIO J03BOJY HOTro
KEepIBHHKA, a IHIITUM YCTaHOBAaM — 3 OT0 MUCHbMOBOTO 103B0OJTy. Ha Buaany cripaBy
CKIIAJA€ThCS KapTKa — 3aMIHHHMK. Y KapTIi 3a3HA4aloThCsl 1HJEKC CIpaBH,
3aroJIOBOK CIIpaBU, JjJara il Bujmadi, o0coba, fKid cOpaBy BUIAHO, J1arta il
MOBEPHEHHSI, MIAMKICH OC10, K1 BUIAU Ta MPUWHSIIA CTIPaBY.

Haganns crpaB y TUMYacoBe KOPUCTYBaHHS 3/11MCHIOETbCA HE OUTBII SIK Ha
OJIMH MICSIIb.

9.4. BwiydyeHHs JOKYMEHTIB 13 CHOpaBM TMOCTIiHOro  30epiraHHs
3a00pOHAETHCS. Y BUHATKOBHX BUIAJKaX BUIYYEHHS JIOKYMEHTIB JOMYCKAEThCS 3
JI0O3BOJIy KEpIBHUKA TO3AIIKIILHOTO HAaBYAJbHOTO 3aKkjiaay 3 OOOB’SI3KOBUM
3aJIMIIEHHSIM Y CIPaBi 3aCB1IYEHUX HAJIEKHUM YMHOM KOITii.
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9.5. Ctpokwu 30epiranss IiJI0BOT JOKYMEHTAIIIl MO3aMKIIbHOTO HABYAJILHOTO
3aKJiajly HaBEJICHO Y JI0aTKy 9.



Jonmatok 1

1o [IpumipHoT iHCTPYKITIT 3
BeIECHHSA 000B’SI3KOBOI1 I1IJIOBOI
JIOKYMEHTAII11 B MO3AIIKITEHUX
HaBYAJILHUX 3aKJIagax

(myHKT 2.5)

3pa3ok
oopmJIeHHS 0JIAaHKA MO3AIIKIJIBLHOI0 HABYAJBHOI0 3aKJIAaXy
HA OCHOBi KYTOBOI'0 pO3MilllcHHSI PeKBI3UTIiB

MiHicTepcTBO OCBiTH | HAyKH,
MOJIOAI Ta CIOPTY YKpaiHu
KuiBcbkuii 1epxxaBHuili OYyAMHOK
XyA0KHbOI Ta TeXHIiYHOI TBOpPYOCTI
OynbB. Tapaca llleBuenka, 27, m. Kuis, 01032
Ten./daxc 0 (44) 01032, e-mail: bhttl@ukr.net
Kon €IPTIOY 03072632

No

Ha Ne BIJ




Jlomatok 2

1o [IpumipHOT iHCTPYKITIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAII11 B MO3AIIKITEHUX
HaBYAJILHUX 3aKJIagax

(myHKT 2.5)

3PA30K
oopmJIeHHS 0JIAaHKA MO3AIIKIJIBHOI0 HABYAJBHOI0 3aKJIAay
HA OCHOBI NO310BKHBOT'0 PO3MillICcHHSI PEKBI3UTIB

W

MiHicTepcTBO OCBIiTH i HAYKH, M0OJIOJI TA CIOPTY Y KpaiHH

KHIBCHKHUM JEPXKABHUM BYJIMHOK XY JOXHBOI

TA TEXHIYHOI TBOPUOCTI (K1 BXTT)
OynbB. Tapaca llleBuenka, 27, m. Kuis, 01032, ten/daxc: 0 (44) 01032, e-mail bhtt@ukr.net Kon
€JIPTIOY 03072632

Ne
Ha Ne BIJI



mailto:bhtt@ukr.net

JomaTok 3

1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAIli B MO3aIIKIIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 3.2)

BUMOI'
10 0(pOpMJIEHHSI JOKYMEHTIB, III0 BUTOTOBJISIIOTHCS
3a J0MOMOTI 010 IPYKYBAJIbHHUX 32C00iB

1. Jlns AapykyBaHHsS TEKCTIB CIIYKOOBHX JOKYMEHTIB BHUKOPHCTOBYETHCS
rapaitypa Times New Roman, mpudt posmipom 12-14 apykapchbKuX IYHKTIB.
J103BOMISIETHCST BUKOPUCTOBYBATH MIpUPT po3Mipom 8-12 npyKapChbKUX IYHKTIB
JUIsL ApyKyBaHHsS pekBi3uTy “lIpi3Buille BUKOHABISI 1 HOMEp ioro TenedoHy”,
BUHOCOK, MOSICHIOBAJIbHUX HAMKCIB JI0 OKPEMUX €JIEMEHTIB TEKCTY IOKyMEHTa a0o
HOTO PEeKBI3UTIB TOIIIO.

[lin wdvac JpykyBaHHS 3aroJIOBKIB  JIO3BOJISIETHCSI BUKOPHUCTOBYBATH
HaMiBXUpHUM mpudt (mpsimMuit abo Kypcus).

2. Tekcr nokyMeHTiB Ha manepi ¢opmary A4 (210 x 297 mimmeTpiB)
PEKOMEHJI0BAaHO APYyKyBaTH 4epe3 1-1,5 mixkpsinkoBoro iHTepBaiy, a popmary AS
(148 x 210 minmimeTpiB) — yepe3 1 MIKPSAKOBUIN 1HTEPBAI.

JIOKyMeHTH MOBUHHI MaTH TakKi MoJjs (MUJTIMETPIB):

30 — miBe;

10 — npage;

20 — BepXHE Ta HUXKHE.

PexBi3uTu nmokymeHTa (KpiM TEKCTY), SIKI CKJIQJarOThCS 3 KIJIBKOX PAIKIB,
JIPYKYIOTBbCS 4epe3 1 MiKpsiakoBui iHTepBas. CKiIaJoBl YaCTHMHM PEKBI3UTIB
“Anpecar”, “I'pud 3aTBepmxenns”, “I'pud noromxeHHs” BIIOKPEMIIIOIOTHCS OUH
B1JT OJTHOTO 4epe3 1,5 MIKPSAAKOBOrO 1HTEPBATY.

PekBi3UTH MOKyMEHTa BIJIOKPEMIIIOIOTHCS OJMH BiJ ofHOro yepe3 1,5-3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buay OKyMEHTa JPYKYETHCS BEIMKUMU JIITEPAMHU.

4. PosmudpyBanua nignucy B pekBizuTi “Ilianuc” apykyeTbcs Ha piBHI
OCTaHHBOTO PSAAKA HA3BU MTOCAIN.

5. He poOutbcst BimCTyn Big MEXI JIIBOTO TOJSI JUisi pekBi3uTiB “JlaTta
JOKyMeHTa”, “3arojgoBoK 10 TeKCTy mokyMeHrta”’, “Tekct” (6e3 ab3ariB),
“BigmiTka mpo HasBHICTH naoAaTkiB”, “IIpi3Buille BHKOHABIS 1 HOMEpP HOro
tenedoHy”’, HaWiMeHyBaHHA Tiocaau y pekBizutax “Tligmuc” Tta “I'pud
MOTOKEHHSI’, 3aCBIIUyBAIBHOTO HAMKUCY ‘“3TiHO 3 OpPUTIHAIOM, TaKOX
caiB “CIIVXAJIN”, “BUCTYIIUJIN”, “BUPIILINJIN", “YXBAJIWIIN”,
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“HAKA3VYIO”.

6. 3a HaAsABHOCTI KUIbKOX TpuU]IiB 3aTBEP/KEHHS 1 MOTOJKEHHS BOHU
PO3MIIIYIOTECS Ha OJHOMY PiBHI BepTUKaIbHUMHM psjakamu. [lepmuii rpud — Bifg
MEXK1 JIIBOTO T0JIST; ApyTHil — uepe3 104 migiMeTpu Bil MEXI JIIBOTO TOJIS.

7. Ilix gyac opopMiIeHHsS JOKYMEHTIB Ha JBOX 1 OLIbIIe CTOPIHKAxX Jpyra Ta
HACTYITIHI CTOPIHKY MOBUHHI OyTH mpoHymMepoBaHi. HoMmepu CTOpIHOK CTaBIATHCA
HOCepEeINHI BEPXHBOTO I10JIs apKyllla apadChbKuMK LuppaMu 6€3 3a3HaueHHs CJI0Ba
“cTopiHka” Ta po3AlIoBUX 3HaKIB. [lepia cropiHka HE HyMEpPY€EThCS.

8. TexkcTu TOKyMEHTIB MOCTIMHOTO 30epiraHHs ApYKYIOThCS Ha OAHOMY OO
apkyma. JIokyMeHTH 13 CTPOKOM 30epiraHHsl 10 5 pOKIB MOXKHa JPYyKyBaTH Ha
JUIILOBOMY 1 3BOPOTHOMY OOITl apKyIIia.



Homatox 4

1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAIli B MO3aIIKIIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 3.9)

IMPUMIPHUU IEPEJIIK
JAOKYMEHTIB, 110 3aTBEP/KYIOThCSI
3 IPOCTABJSIHHAM rpuda 3aTBepaAKeHHs

1. Aktu (akT npuiioMy-nepeaadi No3alIKIIbHOTO HaBYAJIbHOTO 3aKIaay; aKT
npuiimManHs ¥ mepedadi  OyjaiBedb, MPUMIMICHb, 3EMEIbHUX JUISHOK Y
KOPUCTYBaHHS 3aKJIaay).

2. Homenkuartypa cripas.

3. 3BiTH (3BIT PO OCHOBHY JISUIbHICTB; 3BIT MPO BIAPSIIKEHHS TOIIIO).

4. Onucu crpas.

5. [Inanu (Tutan poOOTH MO3ANIKUIEHOTO HABYAIBHOTO 3aKJIaly Ha MOTOYHHM
pIK; HaBYAJIBHUM IUIaH; IJIaH POOOTH CTPYKTYPHOTO MiAPO3UTY MO3aIIKIIBHOTO
HABYaJIbHOTO 3aKJIay Ha MOTOYHUM PIK (32 HASIBHOCTI) TOLIO).

6. [TocaioBi IHCTPYKIII.

7. IlpaBuna BHYTPINIHBOTO TPYAOBOTO PO3MOPSAKY  MO3AMIKIIFHOTO
HABYAJILHOTO 3aKjany.

8. Po3kiagy 3aHATE.

9. Cratytu (MOJOXEHHSA) YCTAaHOB (CTaTyT MO3AIIKIILHOTO HABYaJIbHOIO
3aKj1aay, MOJIOKEHHSI PO CTPYKTYPHHM MAPO3/1T 3aKIaay (3a HAsIBHOCTI)).

10. taTHi po3nucwu.



JlomaTok 5

1o IIpumipHOT iHCTPYKIIii 3 BEICHHS
000B’SI3KOBOT JI1JIOBOT IOKYMEHTAIT1
B IO3AIIKIIBHUX

HaBYaJIbHUX 3aKJIagax

(myHKT 6.4)
MNPUMIPHA ®OPMA
JKYPHAJIYy peecTpauii BXiIHOI KOpecOHAeHIil
MO03aIKIIBHOI0 HABYAJIBbHOI'0 3aKJIATY
Ne Hata | Kopecnonnent | Buxignuiit Homep | Kopotkuii | Pezomomis BukoHnasenp KoHTpoiib, BigMiTKa
3/l | HaIXO.- (3B1IKH (3a3Hava€eTHCA 3MICT KEepIBHUKA (xTo PO BUKOHAHHS
YKEHHS HAJIATIIOB) KOPECTIOHIEHTOM ) 3aKIansy pO3IIIAIaTUME) (3a3HauvaeThCA
KOHTPOJBHUN TEPMiH
Ta crocio
BUKOHAHHS)
1 2 3 4 5 6 7 8
1.
2.




JomaTok 6

1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAIli B MO3aIIKIIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 6.4)

KYPHAJ
peecTpauii JOKYMEHTIB, CTBOPEHHUX NMO3AMKIJbHIM HABYAJIbHUM 3aKJI210M

JlaTa Ta iHgeKC Kopecrnonient Kopotkwuii 3micT Bukonasenn
JIOKYMEHTA
1 2 3 4




Jonatok 7

1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAIli B MO3aIIKIIBHUX

HaBYAJIbHUX 3aKjaiax
(myHKT 6.10)

NPUMIPHUM IEPEJIIK
AOKYMEHTIB, 110 He NIJIAral0Th peecTpauii ci1yk0010 1110BOACTBA
(1i;10BO/IOM) MO3ANIKIJIBHOTO HABYAJIbHOT0 3aKJIAXy*

. I'padiku, Hapsau, 3a9BKU, PO3HAPSIKU.

. 3BesieHHs Ta 1H(dOopMallis, HaJicaaH1 10 Bigoma.

. HaBuanpHi rianu, nporpamu (Komii).

. PexiiamH1 mOB1IOMJIEHHS, TUTAKATH, POrpaMu Hapaj, KOHGEPEeHI[iH TOIIO.
. Hopmu BuTpatu marepiasiis.

. BiTanbHi 1MCTH 1 3aMpOIICHHS.

. ApykoBaHi BUaHHs (KHUTH, )KypHAJIU, OIOJIETEH]).

. MicsuHi, KBapTaJbHI, MBPIYHI 3BITH.

. ®opMU CTAaTUCTUYHOI 3BITHOCTI.

0. lorosopmu.

—_— O 00 1O\ WU B~ W —

* JlokyMeHTH, 3a3Ha4yeHi y nyHkrax 1, 3, 7-10, mijudraioTh creuialbHOMY OONIKy Y
BIJIMOBIIHUX CTPYKTYPHHUX MiAPO3JAUIaX MO3AMKUIPHUX HAaBYAIBHUX 3aKiaaiB (OyXraiTepchKii
CITy»01, KaapoBiil ciryx01, 610T10TEII).



Homatok 8

1o [TpumipHO1 1HCTPYKIIT 3
BeIECHHSA 000B’I3KOBOI I1JIOBO1
JIOKYMEHTAIli B MO3aIIKIIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 7.3)

3ATBEP/I’KEHO
HaiimenyBaHHs mocay KepiBHUKA 3aKJIa1y

(migmuc)  (iHimiamy (1HIIaa iMeH1),Ipi3BHILE)

M.IL

HOMEHKIJIATYPA CIIPAB
No

(HaﬁMCHYBaHHH MO3aIKIILHOT0 HABYAJIBHOTO SaKJ'IaI[Y)

Ha pIK
Inpexc 3aronoBok Kinbkictes | Ctpoxk 30epiranns cripaBu | [Ipumitka
CIpaBU CIpaBH CIpaB (TOMy, YaCTUHH) 1 HOMEPH
(TOMY, 4YaCTHHHU) (TOMIB, cTaTel 3a Mmepesikom
YaCTHUH)
| 2 3 4 5

HailiMeHyBaHHs mocagau ocoou,
BIIMOBIJAILHOT 32 OpPraHi3aIliio I1JI0BOJCTBA
(mipanuc)  (iHiLiajdu, MPi3BUIIE)

20 p.

[TincymMKOBHIA 3aIMC PO KATEropii Ta KUIbKICTh CIIPaB, CKIAAEHUX Y
POIIl y CTPYKTYPHOMY TI1IPO3I1T1

3a cTpokamMu Pazom y TOMY YHUCII
30epiranHs TaKuX, M0 MepexoaiITh | 3 BiaMiTkoro “EITK”
ITocriiiHOTO

Tpusasioro (nonaj 10 pokiB)
Tumuacosoro (10 10 pokis
BKJIFOYHO)

Yceboro

[TimcymMKOBi BiIOMOCTI TIEpEIaHO 10 CITYKOM LJTIOBOJICTBA

HaiimenyBaHHsI ocaau ocoou,
BI/IMOBIJAIBLHOT 32 Mepeavy BiJoOMOCTEN

(mmiamuc) (1HiI1a7TK TIP13BHILIE)

20 p.




JomaTtok 9
1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI J1JIOBOI
JIOKYMEHTAIli B MO3aIIKIIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 9.5)

CTtpoknu 30epiranHs AUI0BOI JOKYMeHTALIT*

Ne HasBa noxymeHty Crpok Howmep
3/m 30epiraHHsS™® | CTaTTi 32
MIEePEITIKOM
1 2 3 4
1. | CraryT mo3amkKiJbHOI0 HABYAIBHOTO 3aKJay 10 JIIKB1aarii cT. 32 a
3aKiany

2. | CB1I0UTBO NPO AEpPXKABHY aTeCTAIlIO MOCTIITHO cT. 573
MO3aIIKIIPHOTO HABYAJIFHOTO 3aKIay

3. | Marepianu nep>kaBHOI aTecTallii N03allKiIbHOTO MOCTIITHO cT. 573
HABYAJILHOTO 3aKJIaTy

4. | Axtu npuitomy-nepenadi Mmo3aKkijIbHOTo 10 JIKBIgaIii cT.55a
HABYAJIBHOTO 3aKJay (IIPU 3MiHI KEPIBHUIITBA) 3aKJany

5. | Kaura HakasiB 3 OCHOBHOI AISIJIbHOCTI 10 JIKBIgaIii cT. 16 a

3aKIany

6. | Kauura Haka3iB 3 KaJpOBUX MMUTaHb 75 pokiB cT. 16 0

7. | Knura npoTokoJiB 3acigaHb 3arajibHuX 300piB 1o mikBigamii | cr. 1312 a
(panu, KoH(EepeHI1ii) KOJICKTUBY 3aKJIaLy

8. | Kuura mpoToko:IiB 3aciiaHb MearoriyHoi pajau 10 pokiB cT. 587

9. | [lonosxeHHs Mpo CTPYKTYPHI MiAPO3ALIN 710 JIKBI1AI T cT. 33
3akany (Biaauim, 1abopatopii, IEHTPU TOIIO) — 3aKany
3a HassBHOCTI TaKUX

10. | JlirieH3is Ha HAJAHHS OCBITHIX MOCIYT y cdepi JIOKU HE cT. 573
podeciiiHO-TEXHIYHOI OCBITH — Yy pa3i MHHE
311CHEHHS MPO(ECIMHOI MIATOTOBKH 1 notpeda
nepeniAroToBKA POOITHUYUX KaJpiB

11. | Homenknarypa cripas 3 poku cr. 1159

12. | Kypnanu o065iky BX11HOT Ta BUX1JHOT 3 poku ct. 100 6
KOPECITOHISHITIT

13. | Kypnau 0611iKy 3BEpHEHB Ta 3asB TPOMAISTH 5 pokiB cT. 95

14. | KoHTposbHO-BI3UTAIlIiHA KHUTA 3 poku CT. 25

* Ctpoku 30epiranHs JOKyMEHTIB BU3HAUEH1 BIAMOBIAHO 10 [lepeniky THIIOBUX JTOKYMEHTIB, 110
YTBOPIOIOTHCSI B JIISNIBHOCTI OPraHiB JIEP)KaBHOI BIaJM Ta MICHEBOTO CaMOBPSIyBaHHS, 1HIIMX
HiANPUEMCTB, YCTAHOB Ta OpraHi3allii, i3 3a3Ha4e€HHSAM CTPOKIB 30epiraHHs JTOKyMEHTIB (Haka3s
Hepockomapxisy 6i0 25.03.2008 Ne 52).
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15.| Yroau npo QpyHKIIOHYBaHHS TYPTKIB 1 TBOPUUX 3 poku CcT. 345
00’€THaHb Y TPUMIIIICHHSIX 3araIbHOOCBITHIX,
npodeciiiHO-TeXHIYHMX HaBUYATBLHUX 3aKJIaIiB,
HaBYAJIbHO-BUPOOHUYNX KOMOIHATIB,
HIPUEMCTB, OpPTaHi3alliid, BUITUX HABYAIbHUX
3aKJIaJiB, HAYKOBUX yYCTaHOB, Ha 0a3i
CIIOPTUBHUX OYJiBEJIb 1 CTA10HIB TOIIO (3a
HAssBHOCTI TaKMX B1JHOCHH)
16. | [Inan po6OTH MO3aIIKITEHOTO HABYAIBHOTO 5 pokiB cT. 153
3aKJaay Ha MOTOYHUH PIK
17.| HaBuanpHUI mi1aH 10 3aMIHH cT. 584 a
HOBUMHU,
3 poku
18. | Po3knaz 3aHAThH 1 pix cT. 620
19.| HaBuanbHi nporpamu (AJ1 rypTKiB, CEKLIH, 1 pik cT. 585
00’€/THaHb, KOJICKTUBIB)
20. | XKypHan o0miky podoTH ryprka (CeKIii, 5 pokiB CT. 623
00’ €THAHHS, KOJICKTUBY)
21.| JlokyMeHTallisi pakKTUYHOTO MICUXOJIOTA, 710 3aM1HU cT. 398 a
COIIAJIBHOTO Tefarora (3rijiHo 3 BIANOBAHUMU HOBUMU
HOPMATUBHO-TIPABOBUMH JIOKYMEHTAMU)
22. | Knura o0Jtiky Ta Bujadi CB1IOITB (MOCBIAYCHB) 75 pokiB cT. 543 a
PO MO3AIIKUIBHY OCBITY (3a mOTpeOu)
23.| CratuctruyHa 3BITHICTH 3a (hopmoro Ne 1-113 10 JiKBlamii | ctr. 298 0
(ocBiTa) 3aKJasy
24. | Oco0oBi cripaBu IpaIliBHUKIB MTOCTIHHO cT. 513
25.| lltaTHU pO3NUC NpPalliBHUKIB 75 pokiB cT. 525
26. | ITpaBuia BHYTPILIHBOTO TPYAOBOTO PO3MOPSIIKY 710 3aMIHU cT. 180
MO3alTKUTEHOTO HAaBYAIBHOTO 3aKJIay, HOBUMU
pO3p00IIeH] HA OCHOBI TUITOBHX IPABHIT
BHYTPIIIHHOTO PO3MOPSJIKY TSI MPAIliBHUKIB
Jep’KaBHUX HaBUAJLHO-BUXOBHHX 3aKJIa/I1B
Ykpainu
27.| IlocanoBi IHCTPYKIIii MPAIiBHUKIB MOCTIHHO cT.49 a
28. | [lepciekTUBHUH TIJIaH TPOXOKEHHS 1 pix CT. 656
MiJBUINCHHS KBajidikarii, arecTarrii
MeJJaror1YHUX MpaliBHUKIB
29.| AtecTaniiiHi Matepiail NeaaroriyHux 5 pokiB CT. 654
IpalliBHUKIB
30. | TpynoBi KHMKKHU TPALiBHUKIB HE MEHILIE cT. 539

50 pokiB
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31. | Kaura o0iKy Tpy10BUX KHHYKOK IpalliBHUKIB 50 pokiB cT. 541 a
32.| CaniTapHi KHUXKHU MPAIliBHUKIB 10 cT. 539
3anUTaHHS
33.| Kaura BHYTpIIIHHOTO KOHTPOJIIO (BEIETHCS Y 3 poku CT. 26
JOBUIBHIN (hopmi)
34. | XKypnHanu peectpallii IHCTPYKTaXXiB 3 TEXHIKH 10 pokiB cT. 473
Oe3IeKr Ta OXOPOHH Iparll paliBHUKIB
MO3alTKUIbHOTO HABYAJIBHOTO 3aKJIay
35. | KypnHanu peectpallii IHCTPYKTaXIB 3 TEXHIKH 10 pokiB cT. 473
Oe3MeKH Ta OXOPOHH Ipali BUXOBaHLIB (y4HIB,
CJIyXadyiB) MiJl 4aC HaBYAIbHO-BUXOBHOTO
npolecy
36.| XKypnain peectpallii HEIIACHUX BUIAJIKIB 3 45 poxkiB ct. 479
npaliBHUKaMH, BUXOBAHISIMU (YUHSIMH,
CJlyXxayaMH ) MO3alIKiJIbHOTO HaBYaJILHOTO
3aKJIaay
37.| MeauuHi JOBIJKYA BUXOBAHIIIB (Y4HIB, CIyXayiB) 1 pix CcT. 842
JUTSI 3apaxyBaHHs JI0 CHOPTUBHUX, CIOPTUBHO-
TEXHIYHUX, TYPUCTCHKUX, XOopeorpadiuHux
00'eTHAaHb, MOYATKOBUX CIIEI1a1130BaHUX
MUCTEIPKUX HaBUAJIBHHUX 3aKJIAIIB — PO
BIJICYTHICTh Y BUXOBAHIIIB (YUHIB, CIIyXayiB)
MPOTUTIOKA3aHb IS 3aHAThH y 3a3HAYCHUX
HaBYAJIbHUX 3aKiIa/iax
38. | IHBeHTapHO-TEXHIYHUI MACTIOPT MO3AMIKIIBHOTO 10 pokiB ct. 1731
HABYAJILHOTO 3aKJIady
39.| JlokymeHTH (CBiIOLITBA, aKTH, IOTOBOPHU) Ha 1o JikBigamii | ct1. 31 1
3eMJII0, CTIOPY/H, MaliHO, Ha TIPaBO BOJIO/IIHHS, 3aKasy
KOPHUCTYBaHHS, PO3MOPSIIHKCHHS MaitHOM
40. | Akt npuiiMaHHS i riepeaadi OyaiBeb, MOCTIIHO ct. 1150
MPUMIIICHB, 3eMETbHUX JIIJITHOK Y KOPUCTYBAaHHS
3aKIany
41. | IuBeHTapHi )KypHaIH 00JIIKY OCHOBHUX 3aC001B 3 poku cT. 318
42. | IuBenTapHa kaura 01010T€4HOrO (HOHIY — 32 o JikBimaiii | cT. 869
HAsIBHOCTI 010J110TeKH 010J110TeKN
43.| IuBeHTapu3aliiiHi ONUCH, aKTH 3 poku cr. 1115
44. | JoKkyMeHTH (JIOTOBOPHU, YTOJIU, aKTH) TIPO 3 poku cr. 1151
npuiiMaHHs 1 31aBaHHs OyAiBeNb, IPUMIILIECHb B
OpPEH]Ty — 3a HasIBHOCT1 OPEHAHUX BITHOCUH
45.| Komrropucu Ha NpoBeIeHHs KaliTalbHOIO 5 pokiB ct. 1378

PEMOHTY — 34 YMOBH IIPOBCACHHS TAKOI'O




