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MIHICTEPCTBO OCBITU | HAYKU, MONOO] TA CMOPTY YKPAIHU
HAKA3
Bif, 23 cepnHga 2012 poky N 947

Mpo 3aTBepAaXxeHHA MpUMipHOI IHCTPYKLUIi 3 BeAeHHA AiNoBoi AOKYMeHTauii B No3alKiNIbHUX
HaBYaNbHUX 3aKnagax

Ha BUKOHaHHSA NYHKTY 2 NocTaHoBM KabiHeTy MiHicTpiB YKpaiHu Big 30 nuctonaga 2011 poky N 1242
"Mpo 3aTBEepPaXKEHHA TMMOBOI IHCTPYKLLIi 3 AiNMOBOACTBA Y LieHTPpanbHMX OpraHax BMKOHaBYOI Blaau,
Paai MiHicTpiB ABTOHOMHOI Pecrny6nikm Kpurm, MicLieBrX opraHax BMKOHaBYoi Bflaan" Ta 3 MeToto
BCTaAHOBMIEHHSA EANHMNX BUMOTI 00 BeAeHHS OiN0BOI AOKYMEHTaLLii B MO3alKiTbHUX HAaBYanbHMX
3aKNagax CMCTEMM OCBITV HaKa3y!o:

1. 3aTBEPAUNTU MNPUMIPHY IHCTPYKLIO 3 BeAeHHS A4iNoBOi AOKYMeHTalii B MO3alKiMbHMX HaBYalbHMX
3aKlagax, Wo 0OOAETbCA.

2. MiHiCTepCTBY OCBITK i HayKu1, MoJfiofi Ta crnopTy ABTOHOMHOI Pecny6niku KpuMm, ynpaBaiHHAM
OCBITW 06nacHux, KniBcbkoi Ta CeBacToOMONbCbKOI MICbKUX AePyaBHUX aaMiHICTpaLin 3abe3neunTm
BMPOBadYXKeHHs L€l IHCTPYKLIT B MpaKTUKY pobOTK NO3alUKIiNTIbHUX HaBYalbHMX 3aKNadiB, HeyXubHe
OOTPUMMaHHSA ii BUMOT.

3. KOHTpO/b 3a BUKOHAHHAM LLbOrO Haka3sy MOK/acTW Ha 3acTyrnHMKa MiHicTpa XXebpoBcbKkoro b. M.

MinicTp . B. TabauyHuK

3ATBEPOXXEHO

Haka3 MiHicTepcTBa OCBITU | HayKW,
MOMOAI Ta CNOPTY YKpPaiHM
23.08.2012 N 947

MPUMIPHA IHCTPYKLIA
3 BeleHHS AiNoBoi AOKYMEHTaLii B MO3aLlKiIbHMX HaBYallbHUX 3aKnagax



l. 3aranbHi NMONOYXXeHHSHA

1.1. MpWMipHa IHCTPYKLiA 3 BeOeHHS OiNTOBOI JOKYMeHTaLii B MO3aLKiTbHMX HaBYaNbHMX 3aKnagax
(mani - IHCTpyKUia) po3pobieHa BiAMOBIAHO A0 BMMOT 3aKOHIB YKpaiHu "Mpo oceiTy" Ta "Mpo
Mo3alKinbHYy OCBITY", NocTaHoBWM KabiHeTy MiHicTpiB YKpaiHu Big 30 nuctonaga 2011 poky N 1242
"Mpo 3aTBepmXeHHA TUMOBOI IHCTPYKLLT 3 LiNOBOACTBA Y LLeHTpalbHUX OpraHax BMKOHaBYOi BNagu,
Paai MiHicTpiB ABTOHOMHOI Pecny6nikn Kpunm, MicLueBMX opraHax BUMKOHaBYoi Bfagn', Hakasy
FONOBHOIO apXiBHOroO ynpaBAiHHA Npu KabiHeTi MiHicTpiB YKpaiHu Big 20 nmnHA 1998 poky N 41
"Mpo 3aTBepmKeHHA Nepeniky TUNOBMUX AOKYMEHTIB" (i3 3MiHaMM).

1.2. IHCTpYKL,ia BCTAaHOB/MOE Nepenik 060B'A3KOBOI OpraHi3auinHo-po3nopaaYvoi JoKyMeHTauii anqa
KepIiBHMKIB Ta iHWWMX NpaLiBHUKIB MO3aLLKiTIbHUX HaBYalbHMX 3aKMadiB, NpaBwmia QOKYMeHTYBaHHA
LianbHOCTI 3aKadiB CUCTEMM OCBITU (KPIM AMTAYO-IOHALLbKMX CIOPTUBHUX LLKIM).

1.3. JOoTpUMaHHSA NpaBu i pekoMeHaalin Woao nopanky 3nimcHeHHS OiToBMX NPOLLECIB,
BCTAHOBEHUX Li€to IHCTpYKLiE, € 060B'a3KOBUMIM O/19 BCiX KEPIBHUKIB | NedaroriyHMx npawuiBHUKIB
Mo3allKiNbHUX HaBYanbHMX 3aKkNagiB. MenarorivyHi npauiBHUKU, NPUNHATI Ha POBOTY, MOBUHHI ByTH
O3HAMOMMEHI 3 BUMOraMu IHCTPYKLIii Ta BUKOHYBATKU iX.

1.4. OpraHizayida 4iNnoBoACcTBa B MO3aLUKIMIbHUX HaBYaIbHMX 3aKNafdax Ta iX CTRYKTYPHUX Aigpo3ainax
MOKIAJAETbCA Ha CneLlianbHO NMPM3HAYEHUX A9 LLbOro ociob.

1.5. BignoBiganbHiCTb 32 OpraHisaLito 4ifoBoACTBa B MO3aLUKINMbHUX HAaBYaNbHMX 3aK1afdaX HeCYTb iX
KepiBHUKMN.

KepiBHMKKM NO3aLUKINbHMX HABYaNbHMX 3aK1adiB BignoBiOatoTb 3a 3MICT, AKICTb NiArOTOBKM Ta
odopMIeHHs JOKYMEHTIB Ha HafeXXHOMY pPiBHI. 3a opraHisayito OinoBoacTBa Ta 36epiraHHs
OOKYMEHTIB Y CTPYKTYPHMX Nigpo3a4ifiax No3allKiibHUX HaBYanbHMX 3aKNadiB BigMOBIiOAOTb
KepIiBHUKM LKMX MNigpo34inis.

1.6. KOHTPO/1b 338 BUKOHAHHAM BUMOT Lii€l IHCTPYKLIiI 30iMCHIOTb OpraHy ynpaBfiHHA OCBITO, Y
chepi akmx nepebyBatoTb NO3aLLKINbHI HaBYabHi 3aKNagu.

Il. JoKyMeHTyBaHHS AiaNbHOCTI No3allKiNnbHUX HAaBYalIbHUX 3aKNaaiB

2.1. JoKyMeHTyBaHHS yMpaBMiHCbKOI iHpOpMaLLii monara€ y CTBOPEHHI AOKYMEHTIB, Y 9KMX diKCYyETbCH
3 JOTPUMaHHAM YCTaHOBIEHMX NpPaBW iHPpOopMaLLig Npo ynpaBiHCbKI 4ii.

2.2.MigcTaBoto 019 CTBOPEHHS AOKYMEHTIB € HeOOXiOHICTb 3aCBiAYeHHS HAagBHOCTI Ta 3MiCTy
yrpaBfiHCbKUX OiN, NepeBeneHHa, 36epiraHHa | BUKOPUCTaHHA iHpopMaLlii NMpoTAroM NeBHOro yacy
abo MocCTinHO.

2.3. lokyMEeHTW CKNaaatoTbCsa AePXKaBHOK MOBOID, KPIM BUNaaKiB, nepenbadyeHrx 3aKkoHOM YKpaiHM
"Mpo 3acagn OeprkaBHOi MOBHOI MONITUKN",

[JoKyMeHTU, aKi HaacuIalTbCcd IHO3EMHUM afpecaTaM, 0POPMIIIITLCA YKPaiHCbKOK MOBOID abo
MOBOI AepXaBu-agpecarta, abo ofHi€lo 3 MOB MIXXHAPOOHOIO CMifIKyBaHHS.

2.4. JOKYMEHTU MOXXYTb 0opopMItoBaTUCSH y BIAMNOBIOHUX KHMUIaX, )y pHanax abo Ha nanepi dopmaTtom
A4 (210 x 297 MM) Ta A5 (146 x 210 MM).

CKnagaHHa OOKYMEHTIB Ha manepi goBinbHoro Gopmarty He OO03BOMAETHCA.

2.5. OpraHizaLlinHo-po3nopaaYi OOKYMEHTU MOXYTb odopMItoBaTMCH Ha 6aHKax, Lo
BUIFOTOBMAKOTbLCA 3rigHO 3 BUMOramMum L€l IHCTpyKUii.

BrnaHkM KOXXHOIro BMAOy BUTOTOBMAIOTLCH Ha OCHOBI KyTOBOIO ab0o MO300BXHbOMO PO3MillleHHA
PEKBI3UTIB. PEKBI3MTM 3aro/IOBKa PO3MIlLLYOTbCA LLeHTPOBAHMM (MOYATOK i KiHELb KOXXHOIo paaka
PEeKBI3VTY OAHAKOBO BigdaneHi Big Mex 30HM po3TallyBaHHSA PEKBI3UTIB) abo MpanopoBUM (KOXKHM
PAOOK PEKBI3UTY MOYMHAETHLCA Bifl NiBOI MeXi 30HM po3TallyBaHHA PeKBi3MUTIB) cnocoboMm.

3pa30okK 6/1aHKa No3aLlKiNIbHOro HaBYaNbHOIO 3aKafy Ha OCHOBI KYTOBOIO PO3MilLleHHS PEKBI3UTIB
HaBeOeHo y ooaaTky 1.

3pa30kK 6/1aHKa No3allKiNIbHOrO HAaBYalbHOIO 3aK/1ady Ha OCHOBI MO300BYXHLOMO PO3MiIlLEHHSA
PEKBI3UTIB HaBeOdeHO y A0AaTKY 2.

2.6. [1na BUroToBMeHHs 6M1aHKiB BUKOPUWCTOBYOTLCH apKyLUi nanepy dopmaTty A4 (210 x 297



MiniMeTpiB) Ta A5 (210 x 148 MiniMmeTpiB).

[o3B0oTIeHO BUKOPUCTOBYBaTM BiaHkm dopMaTy A3 (297 x 420 MminiMeTpiB) - Ana opopMieHHA
OOKYMEHTIB Y BUrNa4i Tabnuub.

BrnaHky OOKYMEHTIB MOBWMHHI MaTK Taki nonga (MinimMeTpis):

30 - niBe;

10 - npaBge;

20 - BEPXHE Ta HMUIXKHE.

Cknap pekBi3nTiB 6naHkiB: [lepxkaBHWM Mep6b YKpaiHM (MOpSAoK BUKOPUCTAHHA BU3HAYAETbCS
3aKOHOM), HaMMEHYBaHHSA MIHICTEPCTBA, iHLIOMo LLeHTPalbHOro (MicLEeBOro) opraHy BMKOHaBYOI
BMladu, HaMMeHyBaHHS MO3alUKiMbHOro HaBYaAbHOIO 3aknaay, iAeHTUdIKaLIMHMIM Ko, iHOeKC
nNignpPMEMCTBaA 3B'dA3Ky, MOLWITOBA agpeca, HoMep TenedoHy, e-mail (3a HAABHOCTI) HOMep pPaxyHKy B
OaHKy, Micle A9 3a3HadYeHHs AaTu, PeECTpaLiMHOro iHOeKCy, NoCKMaHHA Ha AaTy Ta peecTpauimHnm
iHOEKC BXigHOro OOKyMeHTa.

BrnaHkn OOKYMEHTIB MOBUHHI BUIOTOBAATUCH OPYKAPCbKMM CMOocobBoM Ha 6inoMy nanepi BUCOKOI
aKkocTi dapbaMm HAaCMUYEHMX KONMbORIB.

3a pilleHHaM KepiBHMKa MO3alUKiNbHOro HaBYalbHOIo 3akagy 6aHKM MOXXKYTb BUTOTOBATUCH 3a
[JOMOMOrot KOMM'IOTEPHOI TEXHIKN.

2.7. OKpeMi BHYTpPILLUHI OOKYMEHTW (3a9BU, MOACHIOBasIbHI, OMOBIAHI 3aNMCKK, TOLLO) 0DOPMIIOKOTHCH
He Ha 6naHKax.

2.8. KHUMUM Ta XKypHanu (KpiM »ypHanis obniky poboTu rypTka, cekuii, 06'eaHaHHs, KONeKTMBY), Lo
BeOyTbCs B MO3aLUKITbHMX HaBYaNbHMX 3aKnagax, 060B'A3KOBO NOAPKYLLUHO NPOHYMEPOBYIOTLCS,
MPOLLHYPOBYIOTbCS, MiAMMCYIOTBCA KEPIBHMKOM i CKPIMIOTLCA NeYaTKolo.

2.9. AinoBi manepu, aki HagxoaaTh 00 MO3alUKiNIbHMX HaBYaibHMX 3aKMaaiB UM BiANpPaBAalOTbCA 3 HUX,
PEECTPYIOTbCA B XY pPHani BXiaHOI Ta BUXiAHOT kopecnoHaeHLUii. Y BUXiOHIM KopecnoHaeHLii (BMXigHiN
OOKYMEHTALIT) BUMNpaBAeHHA He OoMyCcKatoTbca. [lonyLleHi BUNpaBAeHHT B MOTOYHIM OiN0BIN
JOKyMeHTaLlii 3acTepiratoTbCs i CKRIMIOTLCA MiANMCOM BianoBiganbHOI 0cobu Ta NneyaTKolo.

2.10. Bca pinoBa OoKyMeHTaLia 36epiraetbca B crnelianbHO obnagHaHmX wadax Ym cendax i He
MOBWMHHA MaTW OOCTYMY CTOPOHHIX OCib.

2.11. Micnga 3aKiHYeHHa TepMiHy 36epiraHHa OOKYMEHTIB, 9Ki He NigndaratoTb nepenadi apXxiBHUM
yCTaHOBaM, JOKYMEHTU CMMCYHOTbCA KOMICIEK MO3aLUKiNIbHOro HaBYaNbHOIO 3ak/1ady 3 NpoBeaeHHS
eKCMnepTM3M LLIHHOCTI OKYMEHTIB, AKy NPKM3HaYaE KepiBHMK HaBYaNbHOIro 3akiaay (oani - ekcnepTHa
KoMiciq). Ha cnmcaHy OokyMeHTaLito eKcrnepTHa KoMicia cknagae BignoBiaHmM akT. CnmncaHa
OOKYMEHTaLia 3HULLYETbCS.

2.12. TexHonorii aBToOMaTM30BaHOro onpaLtoBaHHSA 3a40KyMeHTOBAHOI iHbopMaLLii B MO3aLUKiIbHOMY
HaBYanbHOMY 3aKfafi NMOBWMHHI BigNOBIigaTV BUMOram Li€i IHCTpyKLUii.

I1l. 3aranbHi BUMOrn Ao ckiageHHsa Ta opopMIeHHA AOKYMEHTIB

3.1. JoKyMeHT NOBMHEH MICTUTU 0B0B'A3KOBI A9 NMEBHOIO MOro BUAOY PEKBI3UTU, WO PO3MILLYyOTbCA
B YCTaHOBMeHOMY MOopSaadKy, a CaMe: HaMMeHyBaHHA 3ak/1afy, Ha3By BMOY OOKyMeHTa (KpiM NnCTiB),
0aTy, PeECTpaLiMHUI iIHOEKC OOKYMEHTa, 3arofiIoBOK OO0 TEKCTY, TEKCT, nignmc.

Mig yac NiAroToBKM Ta opopPMIEeHHA OOKYMEHTIB MOXXYTb 3aCTOCOBYBATUCh He TiNlbKM 060B'A3KOBI, a
TaKOX iHLLI PEKBI3NTK, AKLLO Lie BiAMoBigaE NpuU3HadeHHI0O JOKyMeHTa abo crnocoby noro
onpauoBaHHS.

3.2. ObopMNeHHa 0OKYMEHTIB, L0 BUIOTOBMAIOTHCA 3a AOMOMOIoH0 APYKYBanbHMX 3acobiB,
30INCHIOETbCS BIAMOBIOHO OO BMMOT, BU3HAYEHMX Yy A0OATKY 3.

3.3. OKpeMi BHYTPRILLHI JOKYMEHTU (3as9BU, MOACHIOBAbHI Ta OOMOBIOHI 3aMNMUCKM TOLLO), aBTOPaMM
AKMX € MOCAAO0BI Ta iHWI Pi3nYHI ocobu, 003BONAETECA OPOPMITIOBATU PYKOMUCHMM CMOCOOOM.

3.4. AKLO OOKYMEHTU, O CKNadatoTb Y MO3alUKiNIbHOMY HaB4YalbHOMY 3aKnadi, BeayTbca y GopMi
KHUTU, TO TaKi PEKBI3UTU, 9K HAMMEHYBAHHA OPraHi3aLlii BULLOro piBHA, Ha3Ba 3ak/1agy He
3a3HavatoTb.

3.5. Ha moKyMeHTax, o CKNagatoTb Y MO3alUKiNIbHOMY HaB4YallbHOMY 3aKnadi, HaMMeHyBaHHA



OopraHisauii BULOro piBHA 3a3Ha4YatoTb CKOPOYEHO, a B pa3i BiACYTHOCTI 0diLiMHO 3apeecTpoBaHOro
CKOPOYEHHS - MOBHICTIO.

3.6. HanMeHyBaHHSA NO3aLUKINIbHOIrO HaB4YabHOIO 3akfaay MOBUMHHO BigNOBiAaTV HaMMeHYBaHHIO,
3a3HayeHOMYy B CTaTyTi. CKOpoYeHe HaMMeHyBaHHS NO3alUKiNIbHOIrO HaBYa/lbHOIO 3akagy
BXXMBAETbCHA B Pa3i, KoM BOHO 0diLiMHO 3adikcoBaHO y cTaTyTi. CKOpoYeHy Ha3By MoOatoTb Y OyXKKaxX
(abo 6e3 HUMX) HUXKYE MOBHOI, OKPEMUM PAOKOM Y LLeHTPI.

3.7. JoBigKoBIi AaHi Npo 3aknag MicTaTb: MOLWTOBY agpecy, HoMepu TenedoHiB, daKciB, paxyHKIB y
OaHKy, agpecy eNeKTPOHHOI MoLTK ToLo. [JJOBIAKOBI AaHi PO3MILLYIOTbCH HMYKUYE HaMMeHYBaHHS
3aKnagy.

PeKBi3UTK NOLWTOBOI aApeck NOo3aLUKifIbHOro HaBYaNbHOMO 3aK/1ady 3a3HaYaloTbCa B TaKiM
MOCNiOOBHOCTI - Ha3Ba BY/WLL, HOMep ByanHKY, Ha3Ba HaceeHoro rNyHKTy, panoHy, obnacrTi,
MOLUTOBUI iHOEKC.

3.8. HasBa BMAOy OOKYyMeHTa (Haka3s, pilleHHs, OoMNoBigHa 3anmMcKa ToLWo) NMoBMHHa BignoBigaTH
Ha3BaM, NepegbadyeHM JeprKaBHUM KnacndikaTopoM yMpaBliHCbKOI AOKyMeHTalLlii.

3.9. [aToto NOKYMeHTa € BiAMNoBiAHO AaTa Moro nignmncaHHa abo 3aTBepaykeHHA. [JaTa 3a3Ha4acTbCs
apabCbKMMU LMPPaMM B OOAMH PSAOK Y Takih MOCNiAOBHOCTI: YNCO, MicAub, piK. [laTa odopMIaeTbCa
LMPPOBUM abo CNOBECHO-LLIMDPOBUM CMOoCcoboM. Y pasi odpopMneHHa 0aTth LnppoBrM cnocobom
4MCNOo i MicAaLb NPOCTAaBAAIOTbCA ABOMaA MapaMm LMdP, PO3AINEHMMU KPAMKOLO; PiK - YOTUPMA
umdpamMm, Kpanka HanpuKiHLi He cTaBMTbcA (Hanpukniag: 02.03.2012).

Y TeKCTax AOKYMEHTIB, Lo MICTATb MOCUIaHHA Ha HOPMATUBHO-MPaBOBI aKTK, Ta OOKYMEHTIB, WO
MICTATb BigOMOCTi GpiHAHCOBOIO XapaKTepy, 3aCTOCOBYETbCA CTOBECHO-LUMDPOBUM cnocio
3a3Ha4YeHHa 0aT 3 NPOCTAaBNAHHAM Hy/d B MO3HAYeHHI OHA Micauq, KO BiH MICTUTb ogHY LMdPY,
Hampukniaa: 03 kBiTHA 2012 poky. [103BONSETbCA BXXMBATK COBO "piK" y CKOpOoYeHOMY BapiaHTi "p.",
Hanpuknag: 03 yepsHa 2012 p.

AKLLO OOKYMEHT CKMafeHo He Ha GnaHKy, JaTa 3a3HavdacTbCa HMyKYe mignucy nisopyd. OdaTta
JOKYMeHTa NpOoCTaBNAETbCA NOCaA0BOK 0COO010, AKa MOro nignmcye abo 3aTBeparkyeE.

MPUMIPHMK Nepenik OOKYMEHTIB, LLO 3aTBEPOXKYIOTbCS 3 MPOCTaBAFHHAM rpuda 3aTBe pPOXKEHHS,
HaBeOeHo y 00OaTKY 4.

3.10. IHoeKcalia OOKYMEeHTIB nondara€ y NpUCcBOEHHI iM YMOBHMX MO3HAYeHb - iHOEKCIB, 9Ki HaJatoTbCca
OOKYMEHTaM Mif Yac ix peecTpadiii.

3.11. AopecaTtaMu OOKyMeHTa MOXYTb BYTW YCTaHOBMW, iX CTPYKTYPHI Nigpo3ainuy, opraHisadii, 3aknagw,
iXx NocagoBi ocobu Ta rpoMagaHu.

AKLLO OOKYMEHT afpecoBaHO opraHizauii abo ii CTpyKTYpPHOMY Migpo34inoBi 63 3a3HauyeHHs
rnocagoBoi 0cobu, iX HaMMeHyBaHHA HaBOOATbCSH Y HAa3MBHOMY BiAMIiHKY.

NMoBHa afpeca 3a3HaYaETbCa Y Pa3i HaOCKMaHHA OKYMEHTA PAa30BMM KOPECMNOHAEHTaM.

AKLLO OOKYMEHT afpecoBaHO KePiBHMKOBI yCTaHOBM abo MOro 3acCTyNHMKOBI, HAMMEeHYBaHHA
YCTaHOBMW BXOOWTb OO CKNady HaMMeHyBaHHSA Mocaau agpecaTa, AKe HaBOAMTbCA Yy AaBallbHOMY
BiOMIHKY.

AKLLO OOKYMEHT HaACWNAETbCA NOCaaoBin 0cobi, HaMMeHyBaHHS YCTaHOBM Ta ii CTPYKTYpPHOIro
nigpo3niny HaBoaATb Y HAa3MBHOMY BiOAMIiHKY, @ mocaay i Mpi3BuLLE agpecaTa - Y OaBa/lbHOMY.

Y pasi HaacuNaHHa OoKyMeHTa di3nyHIM 0cobi cnoYvaTKy 3a3HaYacTbCq Yy HAa3UBHOMY BiAMIHKY
npisBuMLLe, iM'a Ta No 6aTbKOBI (iHiLianM YK iHiLian iMeHi), NoTiM MowToBa agpeca (BynuMud, HoMep
OYOMHKY | KBAPTUPW, HACENEHWI NYHKT, PanoH, 06nacTb, MOLLTOBUIN iHOEKC).

3.12. 3aronoBoOK 00 TEKCTY AOKYMEHTa NMOBUHEH MICTUTU KOPOTKMM BUKNA4 3MICTY OOKYMEHTa i 6yTu
MaKCMMalibHO CTUCTUM.

3aronoBOK BignoBigae Ha NMTaHHA "NMpo wo?", "koro?", "yoro?". Hanpuknan Haka3 (Npo Wwo?) npo
HagaHHA BiAMNYCTKM; NMMCT (MPOo Wo?) Npo opraHisauito Hapaaw; NpoToKoN (Yoro?) 3acigaHHA
aTecTauiMHOI KOMICIi; MocagoBa iIHCTPYKLiA (KOro?) BuxoBaTens.

Be3 3aronoBka 003BOMAAETLCA CKNAOaTV KOPOTKI AOKYMEHTU Ha 6naHkax dopmaTy A5, 3okpema
CynpOBIiOHI NNCTKU, Tenerpamu, TenedoHorpamm.

3.13. TeKCT DOKyMeHTa MICTUTb iHpopMaLito, A4 3adikCyBaHHA AKOi Moro By/o CTBOpeHO. TeKcT



JOKYyMeHTa NoBMHEH ByTU BUKMAOEHUW CTUCO, FPAaMOTHO, 3p03yMifo Ta 06'eKTUBHO 6e3 MoBTOPIB
Ta BXXWMBaHHA CMiB | 3BOPOTIB, AKi HE HECYTb 3MICTOBOIO HaBaHTaXXEeHHS, | MOBMHEH CTOCYBaTUCH TOIrO
MMUTaHHA, ake chopMyNboBaHe B 3aro/ioBKY 00 TEKCTY.

TeKCT OOKYMeHTa OPOPMIIOETLCA Y BUMNA4I CYLLINIbHOTO 3B'A3HOIO TEKCTY, aHKeTM UM Tabnuui abo
LLSXOM MOEOHAHHSA LX GOPM.

CyuinbHMI 3B'A3HUM TEKCT OOKYMEHTa MICTUTb rpaMaTMyYHO Ta SIOTIYHO Y3rogXkeHy iHpopMadito nNpo
yrnpaBniHCbKI dii. Taka dopMa BMKIaOeHHa TEKCTY OOKYMEHTA BUKOPUCTOBYETbCA Mifd Yac CKNadaHHS
MosoXXeHb, MoOPAAKIB, MPaBWJI, PO3MOPAAYMX OOKYMEHTIB | TUCTIB.

Y TeKCTi AOKYMEHTa, NiAroTOBAEHOro BiANoBiAHO 00 OOKYMEHTIB iHWKMX yCTaHOB abo paHille
BUOAHMX OOKYMEHTIB, 3a3HAYatoTbCH iX PEKBI3UTU Y Taki MOCAIOOBHOCTI: Ha3Ba BMAOY AOKYMEHTa,
HaMMeHyBaHHSA YCTAaHOBW - aBTOpaA OOKYMEHTa, OaTa, PeECTPaLiMHNM iHOEKC, 3aro/TOBOK 40 TEKCTY.
TeKCTU CKNagHUX i BENUKMX 33 06CAroM OOKYMEHTIB (A0MoBiai, 3BiTW TOLLO) NOAINAOTbCH Ha PO3AiNN,
MigpPO3Minm, MyHKTU, NiONYHKTU. MYHKTW Y TEKCTI HYMepyoTbCa apabebKMM LndpamMu 3 Kparkoto, a
MNignyHKTW - apabCbKMMU LdPaMm 3 Oy>KKOIO.

3.14. MocagoBi 0cobu NiANUCYIOTb JOKYMEHTM B MeMXax CBOiX MOBHOBAa)E€Hb, BU3HAUYEHMX CTaTyTOM
MO3aLUKiIbHOrO HaB4YaNnbHOro 3aKknagy, MocagoBMMUM IHCTPYKLIAMW, HAKA30M MPo po3mnodin
060B'A3KIB MiYX KEPIBHMKOM Ta MOIro 3acTyMHUKAMM TOLLO. Y 3a3Ha4YeHMX JOKYMEHTax BM3HAYaETbCA
TaAKOXX MOPAAOK NiANMCAHHA OKYMEHTIB iHLWMMM ocobaMmM Yy pa3i BiACYTHOCTI KepiBHMKa 3aKany Ta
rMocagoBUX OCi6, aKi yrNoBHOBayKeHi ix mignvcysaTu.

Mignmc cknagaceTbcs 3 HaMMeHyBaHHSA rnocaam ocobu, aKka NianmMcye QOKYMeHT, (MOBHOIO - SKLLO
OOKYMEHT HagpyKOBaHMM He Ha B6MaHKy, CKOpO4YeHOro - Ha JOKYMEHTI, HaapyKoBaHOMYy Ha 6naHky),
ocobucToro mignucy, iHiuianis (iHiuian iMeHi), NpisBuLla.

Y pasi BigcyTHOCTI NocagoBoi ocobu, aka MoBMHHA NiANMCYBaTW OOKYMEHT, Moro nianmcye ocoba, LWo
BUKOHYE ii 060B'a3KM, abo ii 3aCTyNHUK. Y TaKkoMy pa3i 060B'a3koBO 3a3Ha4vatoTbca dakTMUHa nocaga,
iHiLianu (iHiuian iMeHi), NpisBuMLLe ocobu, aka nignmcana JOKYMeHT (BUMpaBfieHHa BHOCATb
PYKOMUCHUM ab0 MaLLMHOMMUCHUM CNOCOBOM, SKLLO AOKYMEHT HEMOXX/IMBO NepenpyKyBaTh).
[JonaBaHHA 0O HAaMMeHyBaHHSA Mocaam KepiBHMKaA cniB "BUKOHYOUMIM 060B'a3kM" abo "B. 0."
30INCHIOETbCA Y Pa3i 3aMillleHHS KepiBHMKa 33 HAaKa30M (pO3MopamXKeHHAM).

3.15. BinObuTKOM mevaTKK 3aKknany 3acBigdvyoTh Mignmc nocagoBoi 0cobm Ha OOKYMEHTax 3 MMTaHb
$PiIHAHCOBO-IrOCNOAaPCbKOI AiANbHOCTI. BiabUTOK MevyaTKM CTaBUTbCA TaKUM YMHOM, LLO6 BiH
OXOM/IIOBAB OCTaHHI KiflbKa NiTep HarMeHyBaHHA nocaam ocobu, aka nigrnvcana OOKYMEHT.

3.16. Mo3alWwKiNbHMIM HaBYabHMM 3aK1ad MOXKe 3acCBigvyBaTV KOMii nMLle TUX OKYMEHTIB, Lo
CTBOPIOIOTbCA B HbOMY, @ TaKOXK Y BUMaaKax, nepenbadeHmx B ab3ali ApyromMy Liboro nyHKTy. Koniga
OOKYMeHTa BUIOTOBMAETbCSH | BUOAETbCS TifTbKU 3 AO3BOJY KEPIBHMKA 3aKany, MOro 3acTynHUKIB abo
KepiBHMKaA CTPYKTYPHOro niapo3ainy.

Y pas3si NigrotoBKM OOKYMEHTIB A9 HadaHHA CydOBMM OpraHaM, nig Yac BMpilleHHS MMTaHb Woado
MPEUNHATTA rPOMaAdaH Ha poboTy, HaBYaHHS, 3aCBigYeHHs IX TPYOOBUX Ta iHLUMX NpaB Y
B33aEMOBIAHOCUHAX i3 3aK/1aoM, a TaKoxK Mig Yac popMyBaHHA 0COBOBUX CrpaB MpaL,iBHUKIB
Mo3alUKiIbHMIM HaBYaNbHMIM 3aKNag MOXe BUIOTOBMATM KONii OOKYMEHTIB, BUOAHUX IHLWLMMM
ycTaHoBaMu (Komii QMMIOMIB, CBIOOLUTB NpO O4epP»XaHHA OCBITU TOLLO).

BioMiTka "Konig" npocTaBnaeTbca Ha NMMLbOBOMY OOLL Y BE€PXHbOMY MPaBOMYy KyTKY MepLloro
apKyLla OOKYyMEHTa.

Hannc npo 3acBigYeHHa OOKYMeHTa CK1agdatoTb 3i cniB "3rigHo 3 opuriHanoM', HaMMeHyBaHHS

0aTW 3acBig4YeHHs KoMii | MPOCTAaBAAETbCSA HMKYE PEKBI3UTY AOKyMeHTa "llignuc", Hanpuknaa;
3rigHo 3 opuriHanom

3aBigyBay mignuc iHibianu (iHiuian iMeHi), NpisBuLLe

HaTa

Hanunc npo 3acBigyeHHa KomMii CKPIMMOETbCA MeYaTKoo.

Konig gokyMeHTa NMoBWMHHa BignoBigaTv opuriHany.



IV. CknapeHHSs aesKnx BUAiB AOKYMEHTIB

4.1. Haka3s (po3rnopaoyXeHHs).

4.1.1. Haka3s (po3mopaoyXXeHHSa) - OOKYMEHT, AKMM 3aCBigvye pilleHHA OpraHi3aL,inHO-pO3Mopaayoro Ym
HOPMaTMBHO-MPABOBOI0O XapaKTepy. 3a 3MiCTOM YyMNPaB/iHCbKOI Aii Haka3n BMOATbCA 3 OCHOBHMX
MMTaHb OiANbHOCTI NO3aLUKINbHOrO HAaBYaIbHOIoO 3aknany, aaMiHICTPaTUBHO-FOCMNOA4APChKMX abo
KagpoBWX MUTaHb.

4.1.2. [MpOeKT Hakazy (po3nopaayKeHHs) 3 OCHOBHOI AiS/1bHOCTI, aMIHICTPAaTUMBHO-rOCMO4aPCbKMX
MMTaHb FOTYETbCA Ta MOAAETbCHA 3aCTYMHMKOM UM KEPIBHMKOM CTPYKTYPHOIO Migpo3ainy 3a
OOPYYEHHAM KEPIBHMKA MO3aLUKIIbHOMO HaBYaNbHOMO 3aK/1ady UM 3a B/1ACHOO iHILiaTUBOLO.

4.1.3. MNpoeKT HaKa3y (po3nopamyKeHHs) 3 KagpoBUX NMUTaHb (MPO MPUNHATTS Ha poBOoTY, 3BifIbHEHHS,
HaOaHHA BiOMNYCTKM, BigpamyXeHHa TOLO) roTyeETbCA Ha MiACTaBi AOMOBIAHOI 3arNMCKKM 3acTyMHMKA
KepiBHMKa MO3aLUKISIbHOrO HaBYaNbHOro 3aKagy UM KepiBHMKaA CTPYKTYPHOMO Nigpo3ainy, 3asBu
npauiBHMKaA, TPYAOBOrO AOrOBOPY Ta iIHLLMX OOKYMEHTIB.

4.1.4. Haka3 (po3nopaoyKeHHs) NianmcyeTbca BigMoBiaHO A0 NYHKTY 3.14 ui€i IHCTpyKLii.

4.1.5. MMicng nignmcaHHSa Hakasy (Po3MopPaaXKeHHS) 3MiHM 40 HbOro BHOCATBLCH SIMLLUE LWAGXOM BMOAHHA
HOBOIO HaKa3y (po3nopamKeHHs) NPo BHECEHHS 3MiH.

4.1.6. Hakas (po3nopamxkeHHa) opopMMAFETbCA Ha BNaHKy NO3alUKiNIbHOro HaBYalbHOIrO 3aknaay.
3MICT HaKazy (po3nopamiXKeHHA) KOPOTKO BMKMaOAETbCA B 3arONOBKY, AKMM MOYMHAETLCS 3
npunMeHHmKa "lMpo" Ta ckNnagaeTbca 3a 4OMOMOro BiadiecniBHOro iMmeHHuKa ("lMpo
3aTBepyKeHHA..", "Tpo cTBopeHHd..") abo iMeHHMKa ("TTpo nigcyMkn..", "Tpo 3axogn...").

4.1.7. TeKCT Hakazy (po3nopsaaXKeHHs) 3 MMTaHb OCHOBHOI AiS/IbHOCTI MO3alUKiTbHOroO HaBYaslbHOro
3aKnagy Ta agMiHICTPaTUMBHO-IFOCMOOAaPCbKMX MUTaHb CKNAOAETbCS 3 ABOX YaCTMH - KOHCTaTYO4Yoi
(Npeambynn) i posnopaayoi.

Y KOHCTaTyouiM YaCTMHI 3a3HadatoTbCa MigcTaBa, obrpyHTyBaHHA abo MeTa B/OaHHA Haka3y.
3a3HavyeHa YaCTUHa MOXKe MoYMHaTUCS i3 cniB "Ha BUKOHaHHSA..", "3 MeTo10..." TOLWO. 9KLIO AOKYMEHT
BMOAETbCS Ha MNiACTaBi IHLWIOrO PO3NopaAYOoro OKYMEHTA, B KOHCTATYOUiM YaCcTMHI 3a3HaYatoTbCca
Ha3Ba BMAOy LLbOro JOKYMEHTa, Moro aBTop, AaTa, HOMep Ta 3arofloBok. Kpanka B KiHLLi KOHCTaTyouYoi
YaCTUHWM He CTaBUTbCS.

Po3nopgaaya YacTUHa Hakasy MoOYMHAETbCA i3 cnoBa "HAKA3YIO", po3nopsaayKkeHHa MoOyKe nodmHaTmuca
i3 cnoBa "30B0OB'A3YI0", ake OAPYKYETbCA 3 HOBOIO PsaAKa BeIMKMMU fliTepamm 6e3 BiacTyny Big
NiBOro nong i nanok, Nicas 4Yoro CTaBMUTbCA OBOKpPaAmkKa.

Po3mnopsaada YacTMHa NOAINAETbCA Ha MYHKTKW Ta NignyHKTK, aKi HyMepytoTbca apabCbKUMM LMdpaMu.
Y KOXXHOMY MYHKTi MOBUHHI ByTW 3a3HaYeHi BUKOHABLLi, KOHKPETHI 3aBOaHHA (AOPYYEeHHSs) | CTPOKM ix
BMKOHaHHA. BUKOHaBLi MOXXYTb BYTW Ha3BaHi TaKoXX y3arafibHeHO, HanMpuKNaa: "KepiBHMKaM
MeToaANYHUX 06'egHaHb", "3acTynNHMKaM gmpekTopa'. Npun LboMy, 9K MPaBMIO, HE 3aCTOCOBYETbLCH
HaMMCaHHA HEKOHKPETHMX OOPYYEHD, AKi MICTATb C/10Ba: "MPUCKoOpPUTK", "MoninwmnTn', "akTmBilyBaTn',
"3BepHYTM yBary" Toulo.

AKLLO HaKa30M (pO3NopaaXKeHHAIM) BIAMIHAETbCA NONepefHin PO3Nopaaunii JOKYMEHT, Y
pOo3MnopaaYi YaCTUHI 3a3HAYAETbCA MYHKT, AKMW MOBUHEH MOYMHATMCSA i3 CMiB: "BM3HATU TaKMM, LWLO
BTPATMB YMHHICTD, .."

3MIiHU, WO BHOCATLCA 4O HakKa3zy (po3mopaarKeHHs), opopMAaAIOTbCH OKPEMMM HaKa30M
(po3nopAmIKEHHAM), AKMM MOBUHEH MaTW TakKMM 3aronoBokK: "MNpo BHECEHHS 3MiH 00 HaKa3y
(po3nopamKkeHHs).." i3 3a3HaYeHHAM OaTn, HOMePa, 3aro/ToBKa PO3MopPaaYOoro AOKYMeHTa, 40 AKOro
BHOCATbCHA 3MiHM. Po3nopsaa4a YacTuHa Hakasy (po3nopsaayKeHHs) MOYMHAETbCA 3 TAKOIO MYyHKTY:

"1. BHeCTu 3MiHM 00 Hakazy (po3nopamKeHHa)..."

Hani okpeMunmu nignyHKTaMm GopMyMtoloTbCA 3MiHKM 00 PO3MopaaYoro 4oKyMeHTa, Hanpuknaa;

"1) NYHKT 2 BUKIACTU B Takiv pegakuii: ..";

"2) MyHKT 3 BUKOYMTU";

"3) ab3aL, ApyrMM NyHKTY 4 OOMNOBHUTK CIOBaMMU..".

AKLLO 3MiHM 00 PO3MNopanYoro gokyMeHTa odopMIAOTbCA Ha OKPEMOMY apKyLUi (apkyLlax), B



nepLlwoMy MyHKTI pO3nopaayoi YaCTUHU Hakasy (Po3NopamiKeHHA) 3a3HaYaETbCS:

"1) BHecTu 3MiHM fo... (oogatoTbca)".

4.1.8. OCTaHHIN NMyHKT PO3ropaayvoi YaCTUHU Y pa3i NoTpebn MoyKe MICTUTK PilleHHd MPo
MoKMageHHA Ha NOCcadoBy 0COBY PYHKLLIM 3 KOHTPOSO 338 BUKOHAHHAM HaKa3y (po3nopamoKeHHs).
4.1.9. Haka3 (po3nopaaXKeHHda) 3 KagpoBUX MMTaHb 0POPMAETbCA Y BUrNaai iHOMBIAyanbHOro abo
3BegeHoro. B iHOMBiOyanbHOMY Hakasi (po3nopsamykeHHi) MicTUTbea iHbopMaLLia Npo ogHoOro
npaLiBHMKa; y 3BeAeHOMY - MPO Ki/TbKOX, HE3aNeXHO Bif TOro, aKi ynpaBniHCbKI pilleHHA Woa0 HUX
NPEUNMaTbCS (MPUNHATTA Ha PoBOoTY, MPU3HAYeHHa Ha nocany, NepeBeaeHHa Ha iHLy rnocany
(poboTYy), 3BiNbHEHHS TOLLO).

4.1.10. 3MICT iHOMBIAYaNnbHOMO Haka3ly (PO3MopPSaOYXKEHHS) 3 KAOPOBUX NMUTaHb CTUCIO BUKNAOAETLCA B
3aronoBKYy, AKMM NOYMHAETLCS 3 MPUMMeHHMKa "Mpo" | CKNagaeTbCs 3a AOMNOMOroto Bigaiec/iBHOro
iIMEHHUKa, Hanpuknaa: "Mpo npu3HadveHHa..", "Mpo NPUMHATTA..". Y 3BegeHMX Haka3ax
(po3nopamiKeHHAX) MOXKe 3aCTOCOBYBATMCh y3arasibHEHMM 3aroNo0BOK, Hampukiag: "lMpo KagpoBi
nMTaHHa", "Mpo ocoboBUI cknag

4.1.11. Y TeKCTi HaKasy (po3nopsamXKeHHs) 3 KaAPOBUX MMUTaHb, 9K MPABMIIO, KOHCTATYto4a YacTUHa He
3a3Ha4vYaETbCs.

4.1.12. Po3nopanya YacTUHa Haka3sy (po3nopsaayKeHHs) NOYMHAETbCS, 9K MPaBwMIo, 3 OiecnoBa y GoOpMi
iHOIHITUBY: "TTpunHATK", "TMpn3HaunTK", "Mepesectn', "OronocmT" TOLO.

[ani 3a3Ha4vatoTbcsa Npi3BULLE, iM'G, Mo 6ATbKOBI MPaLiBHMKA, Ha AKOIo MOLLUMPIOETLCA OiF HaKasy Ta
TEeKCT Hakasy. Y 3BeeHOMY Haka3i (po3nopsaayKeHHi) Npi3BuLLa oCib y Mexkax MyHKTIB pO3MiLLyoTbCA
3a andaBiToMm.

4.1.13. Y Haka3i (po3nopamKeHHi) Npo NpU3HaYyeHHs abo 3BiTbHEHHS NpPaLiBHMKA 3a3HA4YaETbCA NOBHA
naTa (4mcno, Micsaub, pik) akTUYHOIro BMxoay NpaLiBHMKa Ha poboTy (MpUNMHEHHS TPpYO0BMX
BiJHOCUH), PO3MipK MOro NocagoBOro okaay BiAMoBiAHO 00 WTAaTHOMo Po3nucy, HanbaBokK Ta
gonnar.

4.1.14. Y 3BegeHOMYy Hakasi (po3nopamKeHHaxX) 3 KaapoBUX NMUTaHb 00 PO3MNopPaa40i YacTUHMU
BK/OYAETbCA iHPOPMaLLigd, LLO PO3MILLYETLCHA Y TakiM NMOCNiAOBHOCTI: MPUNHATTA Ha PObOTY,
nepeBeneHHs, 3BiTbHEHHS.

4.1.15. Y KOXXHOMY MYHKTI Haka3y (po3nopamKeHHsa) 3 KagpoBUX NMMTaHb 3a3HaYaETbCca NiacTaBa Woao
MOoro BMOaHHS (3a9Ba NpaLuiBHMKA, KOHTPAaKT, 4OMNOBIAHA 3anMcKa, pilleHHA aTecTaliMHOIT KOMICIT
TOLLO).

4.1.16. Mig Yac o3HaMoOMMeHHS 3 Haka3oM (POo3MopPaayKEHHAM) 3ragaHnMmM Y HbOMy ocobamMm Ha
nepLlIoMy MPMMIPHUKY Hakasy MPOCTaBAAOTbCS iX NIAMMUCK i3 3a3HaYEHHAM OaTW O3HAMOMIIEHHS.
4.1.17. Hakasu (po3nopaaykeHHs) HyMepyoTbCa Y MOPAOKY iX BUOAHHA B MeXXaxX KaneHagapHoro poky;
Haka3u (po3nopsaayKeHHs) 3 OCHOBHOI AiANbHOCTI Ta 3 KaOpPOBMX MMTAaHb MatOTb OKPEeMY NopaaKOBY
HyMepau,ito.

4.2. NMNpoTokon.

4.2.1. MpoToKoN - AOKYMEHT, kM dikCye Xig BeaeHHsa 3acigaHb, MPUNMHATTA B MO3aLLUKINIbHOMY
HaBYaNbHOMY 3aKnafi pilleHb KoMiciaMu, [opaaYMMmM opraHamm, 36opamm ToLLO.

MNpOoTOKO CKNagaeTbCca Ha NiAcTaBi 3anmciB, 3pobneHnx 6e3nocepenHbo Nifg Yac 3acigaHb, MOOaHMX
TEKCTIB Ta Te3 OomnoBiaen i BUCTyNiB, AOBIOOK, MPOEKTIB pilleHb TOLLO.

4.2.2. NpOTOKON MOXKe CKIadaTncsa B MOBHIiM abo cTUCin dopMi. Y NpOTOKOI, CKNageHOMy B CTUCIN
dopMi, dikCyoTbCa NMLLE NMPUNHATI PilleHHS, a He Xig 06roBopeHHs NMMTaHHS.

4.2.3. [1aTotO NPOTOKONY € AaTa MpoBeAeHHs 3acigaHHa. AKLO 3acigaHHa TPMBAIo KiflbKa OHIB, TO
yepes TUPe 3a3HaYatoTbCa NEPLLUMI | OCTAHHIM OeHb 3acigaHHs.

4.2.4. HoMep NpoToOKONy MOBMHEH BiAnoBigaTv NMopaaKoBOMY HOMepy 3acigaHHa. HymMmepauiq
MPOTOKONIB BEAETbCH B MEXKaxX KaneHO4apHOro POKY OKPEMO 3a KOXHOI FPynoto MPOTOKOMIB
3acigaHHA BiAMNOBIAHOMO KONEriaibHOro opraHy. Y pekKBi3nTi "MicLe 3acigaHHAa" 3a3Ha4YaEeTbCAa Ha3Ba
HaceneHoro nNyHKTy, B AKoMy Bigbynoca 3acigaHHs.

4.2.5. 3aronoBokK 00 TEKCTY MPOTOKO/Y MOBMHEH BigobparkaTn BMA 3acigaHHa (Hapaga, 36opu,
KOHdepeHLida Tolwo) abo KonerianbHoi AianbHOCTI (KOMicigd, paga, konerig, poboya rpyna ToLo) i



BKOYATV Ha3BY BUAY OOKYMEHTa.

4.2.6. TeKCT NPOTOKOSY CKMAOAETbCA i3 BCTYMHOI Ta OCHOBHOI YaCTUH.

4.2.7.Y BCTYMHIN YaCTUHI NPOTOKOSY 3a3Ha4vatoTbCsH NPIi3BMLLA Ta iHiLiann ronosu abo rofloByoYoro,
ceKkpeTaps, 3anpoLleHUX, a TaKOX MNPUCYTHIX ocib.

Y CMMCKY NPUCYTHIX 3a3Ha4atoTbcsa B andaBiTHOMY MOPSaaKy CroYaTKy Mpi3BMLLA Ta iHiLianm
MPUCYTHIX MOCTIMHUX YNEHIB KonerianbHOro opraHy 6e3 3a3HadeHHa nocaf, MoTiM - 3arnpoLleHnX ocib
i3 3a3HaYeHHaM nocag Ta y pa3i NoTpebun HaMMeHyBaHb YCTAaHOB. AKLLO KiNTbKICTb MPUCYTHIX
rnepeBuLLye 15 ocib, 3a3Ha4acTbCs iX 3arasibHa KiNbKiCTb 3 MOCUTAaHHAM Ha CMWCOK, LLO O0O3aETbCA 00
MPOTOKONY.

BcTynHa YacTUHa BKAOYAE NOPALOK AEHHUMN - NepeniK PO3ragHYTUX Ha 3acifaHHI NUTaHb, Wo
PO3MilleHi B MOPAAKY iX 3HaYYLLOCTI i3 3a3Ha4YeHHAM OOMoBigada 3 KOXXHOro MmMTaHHA. NopaaoK
OEeHHMIM NoOAETbCA HAMPUKIHL BCTYMHOI YaCTUHMN.

CnoBa "lopafoK AeHHMN" APYKYOTbCA Bif, MEXi MiBOro nong, nicnsa HUX CTaBUTbCA ABOKparka.
KoyKHe MMTaHHAa HyMepyEeTbCa apabCbkMMK LMbpaMm i ApyKyeTbcs 3 ab3aly. POpMyBaHHS MUTaHb Y
nopsaaKy AeHHOMY MOYMHAETbCA 3 MPUMNMeHHMKa "Mpo".

4.2.8. OCHOBHa 4YaCTMHa MPOTOKOY CKMadaETbCs 3 PO3a4iNiIB, 9Ki MOBMHHI BiAMOBIAATY MyHKTaM
MopPSaOKY AeHHOro. Po3ainn HyMepytoTbca apabCbKMM LindpamMu | ByayoTbCs 33 TAKOK CXEMOHO:
CNYXAINN - BUCTYTMNITN - BUPILLNITN (YXBAJTTNTTA, MTOCTAHOBWIIN).

3a3Ha4eHi crnoBa ApYKYTbCS BENMKMMK NiTepaMu 6e3 BiACcTyny Big Mexki niBoro nong. MNicna ymx
CNiB CTaBUTbCA ABOKparka.

429. Micna cnoea "CITYXAJTN" 3a3Ha4Ya€ETbCA TEKCT BUCTYMYy OCHOBHOIO ornoBigada. MpisBuLLe Ta
iHiLiaNM KOXXHOro gonoBigada APYKYOTbCS 3 HOBOIrO paaKa. TEKCT BUCTYMY BUKMIAOAETbCA Y TPETIN
0Ccob6i OgHUHMN.

4.2.10. TekCcTn abo Te3n gonosiai Ta BUCTYNiB, 0popMIIeHi 9K oOKpeMi JOKYMEHTU, 00 TEKCTY
MPOTOKO/Y He BKtoYatoTbeo. icna BigoMocTen Npo gornoBigada CTaBUTbCA TUPE | 3a3HaYaETbCs:
"TekcT ponoBigi (BMCTyny) A4OOAETLCA 00 NPOTOKONY".

4.211. Micnga cnoea "BUCTYTMUNITN" dikcytoTbCa BUCTYNKM TUX OCI6, 9Ki B3a1M y4acTb B OOroBOpPEHHI
gonosigi. Buctynm odopmMnaoTbca y MPOTOKOSI i3 3a3Ha4YeHHAM nocag, Npi3BuLL Ta iHiLianiB
MPEPOMOBLLIB Y HA3MBHOMY BiAMIiHKY, @ TAKOX 3 BUKNAAEHHAM 3MICTY NMMTAHHA Ta BiAMNOBIAeN Ha HbOrO.
3MICT BUCTYMIB BMKNAAAETbCA Bifl TPETbOi 0CO6M OOHMHMN.

4.212. Micnga cnosa "BUPILLNIN" ("YXBATNITN", "MTOCTAHOBWNITN") dikcyeTbca MPUMHATE pilleHHS 3
06roBOPIOBAHOIO NMUTAHHSA NOPAAKY AEeHHOro. PilleHHA MOBUHHE BYyTW KOHKPETHUM i BKIIOYaTH
CKadoBi, WO BiAMOBIAaoTb Ha Taki MUTaHHS: KOMY, LLIO 3Pp06UTU | B AKMIA CTPOK.

PilleHHS, WO MICTATb KiNlbKa MMTaHb, MOAINA0OTb Ha MYHKTU | NIANYHKTW, 9Ki HyMepytoTbcA
apabcbkMU LmdpaMu. MignyHKTU HyMepyoTbca UndpamMim 3 Oy»KKOIo.

4.2.13. Y pasi Konu Ha 3acifaHHi NPUMNMAETbCA pilleHHS MPOo 3aTBEPIXXEHHA OOKYMEHTa, AKUI
06roBOpPIOBABCA Ha 3acifaHHi, Lley JOKYMEeHT O0AaETbCA A0 MNPOTOKONY i B HbOMY pobUTbCco
NOCUMNAaHHA Ha HOMepP | 4aTy NPOTOKO/Y. 332 HAABHOCTI iHLLWMX OOKYMEHTIB, WO po3rnaaanmcsa Ha
3acifaHHi Ta dakT 06roBopeHHs AKMx Byno 3adikCoBaHO Yy TEKCTI MPOTOKOMY, BOHU HyMepYyoTbCA
apabebkMm undpamm (Jopatok 1, JoaaTok 2). Y BignoBiOAHMX MyHKTax MpoTOKOY pobuTbca
MOCKMTaHHS Ha Ui oOaTKK.

4.2.14. MpoToOKOoN NiAMMCYETLCA MONMOBYKOUYMM Ha 3acifaHHi KonerianbHOro opraHy Ta cekpeTtapeM.
4.3. Cny>60BUM NNCT.

4.3.1. Cny»K6OBUM NUCT CKNAdaETbCH 3 MeTO 0OMiHY iHDOpPMaLLIE Miy yCTaHOBaMU aK:

BiAMOBIAI MPO BMKOHAHHA 3aBAaHb, BU3HAaYEeHMX B aKTax OpraHiB Aep>kaBHOI BNaau, 4opy4YeHHax
BULLMX MOCa0BKX OCi6;

BiOMOBiIAI HA BUKOHAHHA OOpPYyYeHb YCTAHOB BULLIOIMO PIiBHS,

BiOMOBIAI HA 3aMNUTU IHLWKMX YCTAHOB;

BiOMOBIOi Ha 3BePHEHHA rpoMaasaH;

BiOMoOBiIAI HA 3aNUTK Ha iIHDOpPMaLLito;

iHILIaTUBHI NNCTWY;



CynpoBigHi INCTW.

4.3.2. Cny>60BUIN NNCT 0POPMMIFETHCH Ha B1aHKy MO3allKiNIbHOMrO HaBYa/IbHOIO 3aK/laay.

4.3.3. JINCT Mae Taki peKBi3UTW: AaTa, PEECTPaLLIMHMI iHOEKC, MOCUITaHHA Ha PeECTPaLiMHMIM iHOEKC i
OaTy OOKYMeHTa, Ha 9K OAETbCA BiAMNOBIAb, agpecaT, 3aro/loBOK A0 TEKCTY, TEKCT, BiAMITKa Npo
HagBHICTb AodaTkiB (y pasi noTpebun), nianuvc, BigMiTKa Npo BUKOHAaBLA.

[JaToto NnUCcTa € gaTa Moro nignmcaHHg, gka NoBMHHa 36iraTmcd i3 0aTtoto peecTpaLlii BUXigHoI
KopecnoHaeHLii.

4.3.4. OCHOBHUM PEKBI3UTOM CMy»KO60BOTI0 IMCTa € TEKCT, LLO, 9K MPaBU/I0, CKIaOacETbCs 3 ABOX
YaCTWMH. Y MepLWin YacTUHI 3a3HavYaeTbca NPUUMHa, NigcTasa abo obrpyHTYBaHHA MiArOTOBKM NNCTA
UM HAaBOOATbCH MOCUTaHHA Ha JOKYMEHTU, Lo Bynu MigcTaBoto 419 MOro CKaaaeHHs.

[pyra 4YacTMHa BKIIOYAE BUCHOBKM, MPOMO3UnLLii, MPOXaHHS, PilleHHS TOLLLO, AKi PO3MILLYOTbCS 3
abzaLy.

4.3.5. dKk npaBuno, y MNCTI NOPYLUYETbCA OQHE MUTAHHSA.

TeKCT NNCTa BUKMaOaETbCA Bif, MepLUloi 0COBM MHOXUHK 3 BUKOPUCTaHHAM CAiB: "MpoCcuMo
noBiAOMUTK..", "pPO3'ACHIOEMO, LO...".

Cny»60BMM NUCT NiANUCYETbCA BIAMOBIAHO A0 MYHKTY 3.14 L€l IHCTpYKLLi.

4.4, AKT.

4.4.]. AKT - OKYMEHT, CKTageHU OeKinbkoMa ocobaMu Ta NiIATBEPOXKYIOUMM YCTaHOBNEHI daKTK i aii.
AKTN odopMIAOTbCA 33 pe3ynbTaToM PeBIsin, Mpu NpUMoMi-Nepenadi cnpas, NpMMnomi-nepenadi,
CMMCaHHI MaHa ToLLO.

4.4.2. AKT 0POpPMNAETbCA Ha CTaHOAPTHOMY apKyLi Nanepy dopmMaTy A4 i Mae Taki peKBI3UTU: Ha3Ba
OOKYMeHTa, rpud 3aTBepoXKeHHs (MpW HeobXiaHOCTI), AaTa i MicLle CKadaHHs, 3aro/I0BOK 0 TEKCTY,
TEKCT, MignncK ocib (He MeHLe TPboX), 9Ki CKNaganu akT.

4.4.3. TeKCT aKTa CKMaOa€ETbCA i3 BCTYMHOI Ta KOHCTATYO4YOi YacTUMH.

Y BCTYMHIiM YaCTWHI BKa3ytoTbCA MiACTaBM O719 CKafdaHHa akTa Ta Ha3MBakTbCHa 0CObU, aKi CKManm akT
abo 6y NPUCYTHI MPU LbOMY.

Y KOHCTaTYoUiM YaCTUHI BUKMIAOAETbCA CyTh, 3aBAaHH4, XapaKTep BMKOHAHOI pobOTH, BCTAHOBEHI
daKkTK, Npono3unLii Ta BUCHOBKU. KOHCTaTytoua YacTMHa MoyKe odbopMIaTUCa y BUrNaai Tabnuui.

Y KiHLi TEKCTY aKTa 3aMMCcyoTbCA OaHi MPO KiNMbKICTb eK3eMMAapiB akTa Ta iX MiCLL,e3HaxoayKeHHs.
4.4.3. AKT NiANMCyeTbCca BCiMa ocobaMu, aKi Bpanm y4acTb Y MOro ckagaHHi.

4.4.4. Ocoba, 9Ka Ma€ 3ayBa)KeHHS 00 3MICTy aKTa, NignMcye Moro i BUKIaaaE CBO AyMKY Ha
OKPEMOMY apKyLUi, AKMM 0OOAETbCA 00 aKTa.

4.5. 1na onepaTMBHOIo BUpPiLLeHHSA CNYy>XXO60BUX NMMTaHb 00O3BONAETLCA Nepedada TenedoHorpam.
TenedoHorpamMm odopMIAIOTLCA B OQHOMY eK3eMMAapi, iX MianMcye KepiBHMK MO3aLUKiNIbHOro
HaB4Ya/IbHOrO 3aKagy.

4.6. JogaTKn OO OOKYMEHTIB, KpiM A04aTKIiB 40 CYNpPOBiIOHMX MUCTIB, CKMadatoTbCAa 3 METOHO
OOMOBHEHHS, MOACHEHHA OKPEMMX MUTaHb JOKYMeHTa abo OOKYMeHTa B LisloMy.

JooaTKn odopMNaoTbCs, 9K MPaBuNo, Ha CTaHOAPTHMX apKylLlax nanepy. Ha gpyromy i HacTymMHMX
apKyllax goaatka pobutbes BigMiTKa: "TlpoaoByceHHa gogatka'”, "MNpoaoBxeHHa gonoatka 1"

Y pa3i HagBHOCTI KifIbKOX JOOATKIB Ha HMX 3a3Ha4atoTbCA MOPAOKOBI HOMepU, Hanmpukiag: JooaTok 1,
JopaTok 2 Towo. 3Hak "N" nmepen uMPpoOBUM NO3HAYEHHAM HEe CTaBUTbCS.

Y pa3si Konwv gogaTKM HagCcKM1atoTbCo i3 CyMPOBIOHUM JIMCTOM, BiAMITKa MPO HagBHICTb 4OAATKIB
PO3MILLYETbCA MiCAA TEKCTY IMCTa nepeq Nignmcom, Hanpuknaa;

[JooaTtok: Ha 5 apkK. y 2 npuMm.

AKLLO OOKYMEHT Ma€ 00OaTKU, MoBHE HalMeHYyBaHHA 9KMX Y TEKCTI He HaBOAUTbCH, TO iX HEOBXiAHO
nepenivymTn Micnsa TEKCTY i3 3a3HAYEeHHSAM KiTbKOCTI apKYLWIB Y KOXHOMY 004AaTKY Ta KilTbKOCTI iXHiX
NPUMIPHMKIB, HAaNPWKNaa;

HopaTtku: 1. JJoBigka Npo negaroriyHMm ctaxk Ha 1 apk. B 1 mpuMm.

2. lpadik poboTh Ha 1l apK. B 1 npum.

V. Mepenik 060B'A3KOBOI AiNIOBOI AOKYMeHTaLii No3alKiNnbHOro HaB4YasibHOro 3aKnany



5.1. CTaTyT NO3aWKiNbHOrO HaB4YalbHOIO 3akKagy.

5.2. CBigouTBO Npo OepXkaBHYy aTecTalilo Mo3alUKifIbHOro HaB4YaIbHOIrO 3ak/1aay.

5.3. MaTepianu gep»aBHOI aTecTalii Mo3allKiNbHOro HaBYalbHOIro 3akKnaay.

5.4. AKTV Npurnomy-nepefadi No3allKiibHOro HaBYanbHOroO 3akady (MPWY 3MiHI KepiBHMLUTBA).

5.5. KOHTpONbHO-Bi3UTaLUiMHa KHMUTa.

5.6. CTaTucTunyHa 3BiTHICTb 33 dopmoto N 1-[13 (ocsiTa).

5.7. HoMeHKaTypa crnipas.

5.8. MonoXXeHHs Npo CTPYKTYPHI Migpo3ainm no3allkiNnbHOro HaB4anbHOro 3akniaay (eigginm,
nabopaTtopii, LeHTPMW TOLLO) - 33 iIX HAABHOCTI.

5.9. NiueHsia Ha HagaHHA OCBITHIX mocnyr y cdepi NpodecCiMHO-TEXHIYHOI OCBITU - Y pa3i 3aiNCHEHHS
rnpodeciMmHOI NigroToBKM i MepeniaroToBKM POBITHUYMX KagpiB.

510. Yroau npo ¢yHKLIOHYBaHHA FYPTKIB | TBOPUMX 06'eAHaHb Yy MPUMILLEHHSAX 3arafibHOOCBITHIX,
npodecinHO-TEXHIYHMX HaBYaNbHMX 3aKMa4iB, HABYaIbHO-BUPOOHUUMX KOMbBIHATIB, NiANPUEMCTB,
OopraHizaLin, BULIMX HaBYa/lbHWX 3aKMaiB, HAyKOBKMX YCTaHOB, Ha 6a3i cCMopTUBHMX OyaiBenb i
CTaMioOHIB TOLLO (32 HAABHOCTI TakMX BigHOCUH).

5.11. MnaH poboTK No3aLlKiNbHOro HaBYalbHOMO 3aKNaAy Ha MOTOYHMI PiK.

5.12. HaB4YanbHWM nnaH.

513. HaB4anbHi nporpammn (oN4a rypTKiB, CeKLin, ob6'eqHaHb, KONEKTUBIB).

5.14. Po3knag 3aHAaTb.

5.15. XXypHan obniky poboTu rypTKa (cekuii, 06'eaHaHHs, KONEeKTUBY).

5.16. KHura obniky Ta BMaadi cBigouUTB (MocBigYeHb) Npo rnosallkinbHy OCBiTYy (3a moTpebun).

5.17. MegnuHi OOBIOKM BMXOBAHLIB (Y4YHIB, C/lyxadiB) 414 3apaxyBaHHA 40 CIOPTUBHUX, CMOPTMBHO-
TeXHIUHUX, TYPUCTCbKUX, XopeorpadiuyHmx ob'eaHaHb, MOYATKOBKMX CreLiani3oBaHUX MUCTELbKMX
HaBYaNbHUX 3aKNaaiB - MPO BiACYTHICTb Y BUXOBaHLLIB (Y4YHiB, CllyXadiB) MpOTMMNOKa3aHb O/19 3aHATb Y
3a3HaAYEeHMX HaBYa/lbHMX 3aKagax (BignoBigHO A0 CT. 14 [MoN0XKeHHA NPO MO3aLUKITbHUW HaBYaibHUMN
3aKnag, 3aTBepayKeHoro rnoctaHoBot KabiHeTy MiHicTpiB YKpaiHu Big 6 TpasHa 2001 poky N 433).
5.18. KH1ra HakasiB 3 OCHOBHOI AiAfIbHOCTI.

5.19. KHu1ra HakasiB 3 KagpoBWX MUTaHb.

5.20. TpyooBi KHMYXKW MpaLLiBHUKIB.

5.21. OcoboBi cnpaBu NpauiBHUKIB.

5.22. KHura obniky TpyOooBWX KHVXOK MPaLiBHUKIB.

5.23. lUTaTHMM po3nuMc NpaLiBHUKIB.

5.24. MNpaBnia BHYTPIWHbOro TPYA4OBOro po3nopsaKy no3allkiibHOro HaB4YaribHOro 3akniagy,
pPO3p0ob6neHi Ha OCHOBI TUMOBMX MPaBW/ BHYTPILIHbOIO PO3MNopaaKy o4 NpaLiBHUKIB AepyXaBHUX
HaB4YaNbHO-BMXOBHMX 3aKadiB YKpaiHu.

5.25. MocafoBi iHCTPYKLUIii NpaLiBHUKIB.

5.26. KHUra npoToKoNiB 3acigaHb MegaroriyHoi paau.

5.27. KHMra NpoTOoKOoNMiB 3acifaHb 3arafbHUX 360piB (paaun, KoHbepeHLii) KonekTusay.

5.28. KHUra BHYTPILLUHBOrO KOHTPOSHO.

5.29. MepcneKkTUBHUK MaH NPOXOMKEeHHa NiaBULLEHHSA KBanidikalii, aTecTauii negaroriyHmx
MpPaLLiBHMKIB.

5.30. ATecTauinHi MaTepiann NegaroriyHMx NpauiBHUKIB.

5.31. CaHiTapHi KHMXKW MpaLLiBHUKIB.

5.32. XXypHanu obniky BXigHoi Ta BUXigHOI KopecrnoHaeHLii.

5.33. XXypHan obniky 3BepHeHb Ta 3asB rpoMasH.

534, YXypHanu peecTpalii iIHCTPYKTaxkiB 3 TEXHIKM 6e3rneKn Ta OXOPOHM MpaLli NpauiBHUKIB
MO3aLLUKiIbHOrO HaBYaNbHOro 3aKnagy.

5.35. )XypHanu peecTpalii iHCTPYKTa)iB 3 TEXHIKM 6e3MeKn Ta OXOPOHM MpaLli BUXOBAHLLIB (Y4HIB,
CAyxadiB) Mig Yac HaBYaNbHO-BMXOBHOIO MpoLecy.

5.36. XXypHan peecTpaLii HeWacHUX BUMagKiB 3 NpauiBHMKaMM, BUXOBAHUAMU (YUHAMMU, CyxadamMm)
Mo3aLUKiIbHOrO HaB4YanbHOro 3aKnaay.



5.37. IHBEHTapHO-TEXHIYHMIM NACNOPT NO3aLUKINIbHOro HaB4Ya IbHOrO 3akaay.

5.38. [lokKyMeHTM (CBiAOUTBA, aKTW, OOrOBOPU) Ha 3eM/1t0, CMOopYan, MamHO, Ha NPaBO BONOAIHHS,
KOPWCTYBaHHS, PO3MNOPSIAXKEHHT MalHOM.

5.39. AKT MpnMaHHa M Nepefadi 6yaisens, MPUMILLEHb, 3eMeNbHUX OiNAHOK Y KOPMCTYBaHHS
3aKniagy.

5.40. IHBeHTapHIi XXypHanmn obniky OCHOBHWMX 3acobiB.

5.41. IHBeHTapHa KHUTa BGibnioTeyHoro doHOy - 3a HAABHOCTI BibnioTeKu.

5.42. IHBeHTapM3aLiMHI ONMCK, aKTK.

5.43. KowTopucy Ha NpoBeaeHHs KamiTabHOro PEMOHTY - 32 YMOBMW MNpPoBeaeHHda Takoro.
5.44. [JokyMeHTW (QoroBopwu, Yroau, akTi) Npo NPUNMaHHS | 30aBaHHA OyaiBenb, MPUMIlLeHb B
opeHay - 3a HAagBHOCTI OPeHOHMX BIOHOCUH.

5.45. [loKyMeHTaLLig MpakKTUYHOIr o MCMXonora, colianbHoOro negarora (3rigHo 3 BignoBigHMMM
HOPMaTMBHO-MPAaBOBMMU OOKYMEHTaMU).

VI. PeecTpauisl 4OKYMeHTIB

6.1. JOKYMEHTU B MO3allKiIbHOMY HaBYaNbHOMY 3aK/afi PeECTPYOTbCH He3aneXXHo Bif crocoby ix
OOCTaBKM, Nepenadi Ym CTBOPEHHS.

6.2. PeecTpalig AOKYMEHTIB MPOBOAUTLCS 3 MeTOto 3abe3nedeHHs ix 06MiKy, KOHTPOJO 3a
BMKOHAHHAM i onepaTMBHMUM BUKOPUCTAHHAM HaagBHOI B AOKYMeHTax iHbopMalLii.

6.3. PeecTpallia OOKYMEHTIB nofidarac y BeaeHHi 3anmcy obikoBUX JaHMUX MNPo OOKYMEHT 33
BCTaHOB/IEHOIO pPeecTpaLiHOO GOpPMOLO, AKMM PiKCYETbCA daKT CTBOPEHHS, BianpaBneHHa abo
ofepXKaHHA OOKYMEHTa LUTAXOM MPOCTaB/IEHHA Ha HbOMY PeEeCTPALLIMHOIo iHOEKCY 3 MoadanblUMM
3arMMCOM Y 3a3HavYeHUX popMax HEODXIOHMX BiJOMOCTEN MPO JOKYMEHT.

6.4. [JokyMeHTW, 9Ki HaaxoaaTb 00 3aKaay, PeECTPYOTbCA B XXypHani peecTpauii BXigHoi
KopecnoHaeHLUii, a Ti, Lo BiaNpaBAdaTbCA 3 HbOIO, - Y XXYPHasni peecTpaLllii AOKYMeHTIB, CTBOPeHMX
MO3aLUKITbHUM HaBYaNbHMM 3aKNagoM.

MpuMipHa dopMa XKypHany peecTpalii BXigHOi KopecnoHAeH LU ii Mo3alUKiTbHOro HaB4YaibHOro
3aKnagy HaBedeHa B 0o4aTKy 5.

MpuMipHa dopMa XKypHany peecTpalii AOKYMEHTIB, CTBOPEHMX MO3aLLKINTbHUM HaBYalbHUM
3aKNagoMm, HaBedeHa B JOAOATKY 6.

6.5. [lIoOKyMeHTW peecTpytoTbCA 3a FrpynamMm 3anexHO Bid Ha3BW BMAOY, aBTOPaA Ta 3MICTY AOKYMEHTIB.
Hanpukniag, oKpeMo peecTpytoTbCs:

aKTW OpraHiB Oep>kaBHOI Baau, 0OPYyYEHHSA BULLIMX MOCaAO0OBUX OCI6, 3aMNTK, 3BEPHEHHS, a TaKOX
KopecnoHaeHLuiq, Wo Haginwna go 3akniaay,

HaKa3un (pPo3MopPaayKEHHSA) 3 OCHOBHMX NUTaHb AiFbHOCTI MO3aLKiIbHOMO HaBYaNbHOrO 3aKnagy;
HaKa3u 3 KagpoOBWX NMUTaHb;

aKTU pPeBIi3iv GpiHAaHCOBO-rocrnoaapCbKoi OianbHOCTI;

OyxranTepCbki JOKYMEHTH;

cny>6oBi nnucTK;

3BEpPHEHHS FrPOMaaaH;

3annTU Ha iHbopMaLito.

6.6. ®akcorpamu (NanepoBi KomMii JOKYMEHTIB, NepefaHi 3 BUKOPUCTaHHAM 3acobiB paKCHMMIiNbHOro
3B'A3KY) PEECTPYIOTLCH OKPEMO Bif iHLLIMX OOKYMEHTIB.

6.7. JOKyMeHTH, WO NepeaatoTbCca eTeKTPOHHOO MOLLUTO Y CKaHOBaHIM dopMi 6e3 eleKTPOHHOIo
LUMIPOBOro Nianmcy, PeecTpyoTbCd 3a NOTPEOU - OKPEMO Bif iHLLMX JOKYMEHTIB i3 3a3Ha4YeHHAM
eneKTPOoHHOI aapecu BignpaBHWMKaA Ta agpecaTa.

6.8. Iig yac peecTpalii OOKYMeHTa HaJaETbCA YMOBHE MO3HAYEHHS - peecTpaLliMHMI iHOEeKC.

019 BXiOHWMX OOKYMEHTIB peecTpaliMHMM iIHOEKC CKTagaETbCAa 3 MOPAOKOBOrO HOMepPa Ta iHOeKCY
crpaBu, Hanpwkniag: 45/01-10, oe 45 - nopsakosui Homep, 01-10 - iHOeKc crnpasu.

Y BMXIOHOIO OOKYMEHTa pPeeCcTpaLiMHMM iIHOEKC MOXE PO3MILLYyBAaTUCA Y 3BOPOTHIM MOCAIA0OBHOCTI -
iHOEKC crpaBu Ta NMopAOKOBUM HOMep, Hanpwukiag: 02-15/58, ae 02-15 - iHOeKc cnpasu, 58 -



NopPALKOBUM HOMEP.

6.9. Y no3aLlKifIbHUX HaBYalbHMX 3aK/adax MOXKe 3aCTOCOBYBaTMCcA ofHa 3 GopM peecTpauii
OOKYMEHTIB - XypHalibHa Y/ aBTOMaTM30BaHa (3 BUKOPUCTaHHAM crieLliafibHUX KOMM'tOTePHMX
nporpam).

6.10. MpUMIipHMI Nepenik OOKYMEHTIB, WO He MiandaratoTb peecTpaLllii cny»>k60to OinoBoaAcTBa
(oinoBoaooOM) NMO3aLLKINbHOrO HaB4YaNMbHOMO 3aKnaay, BUKNageHnM y noaatky 7.

VIl. CknapeHHs HOMEeHKNaTypu cnpas

7.]. HoMeHKNaTypa crpas - Lie 000B'A3KOBUIN O/1 KOXHOIO Mo3alUKilbHOro HaBYanbHOro 3akniaay
CMCTEMATM30BaHMM Nepenik Ha3B (3aronoBKiB) cnpasg, Wo GopMyTbCa B MOIro AiNTOBOACTBI, i3
3a3HaYeHHAM CTPOKIB 36epiraHHA cripas.

7.2. HoMeHKnaTypa cnpaB Npm3HayYeHa s BCTAaHOBEHHS B NO3alUKiINIbHOMY HaBYallbHOMY 3aKnagi
€OMHOro nopaaky GopMyBaHHS CrpaB, 3abe3rneydeHHs iX 06/iKy, ONepaTUBHOIO MOLLYKY JOKYMEHTIB
33 iX 3MICTOM i BUOM, BU3HAYEHHS CTPOKIB 36epiraHHa cripas i € OCHOBOI O/19 CKTaeHHa OrnunciB
cnpaB MNocTiMHOro Ta TpuBanoro (MoHaa 10 pokiB) 36epiraHHg, a TakoXX a9 ob6niky crnpas
TUMyacoBoro (Ao 10 pokiB BKIOYHO) 36epiraHHs.

7.3. MpuMipHa dopMa HOMEHKTaTypPW CrpaB MNo3allKiIbHOrO HaBYalbHOIO 3aKady HaBedeHa y
nonaTky 8.

7.4. 3arofIOBOK CrpaBu MOBUHEH YiTKO Y CTUCAIN y3aranbHeHin dopMi Bigobpa)kaTu ckiafm i 3MicT
OOKYMEHTIB CrpaBMu.

3arofioBOK CMpaBUW CKNAAAETbCA 3 €/IEMEHTIB, LLO PO3MILLYIOTbCSA Y TaKi MOCAiAOBHOCTI: Ha3Ba BUAY
cnpaBu (MMCTYBaHHS, XXy pPHasl, KHMIa TOLWO) Y/ BUAOY OOKYMEHTIB Yy CripaBi (Hakasu, NPOTOKON, aKTK
TOLLO); aBTOP AOKYMEHTIB (HaMMeHyBaHHA 3akany); KopecrnoHaeHT abo agpecaT (HamMeHyBaHHS
YCTaHOBW, 00 9KOi agpecoBaHi abo BiO aKoi HaLiMLLAM OOKYMEHTU); KOPOTKMI 3MICT JOKYMEHTIB
cnpaBu (MMTaHHS, 3 akoro GopMyeTbCA CrpaBa); AaTa (mepioa), 0o AKOoi Hane)XaTb JOKYMEeHTU
CnpaBu; BKa3iBKM Ha HadBHICTb KOMiM JOKYMEHTIB y cripaBi (y pa3i noTpebn).

Y 3arofoBkax 0CoOb0OBUX Ta iHLIKMX CMPaB, WO MICTATb AOKYMEHTU 3 OQHOIro NMUTAHHM, MOB'A3aHi
MOCMiOOBHICTIO BeAeHHa npoLuenyp OiNoBOACTBa, BXXMBAETbCA TEPMIH "crpara', HampuKiaa;
"OcoboBa cripaBa".

Y 3arosioBKax crpas, Lo MiCTATb AOKYMEHTU 3 O4HOMO MMTaHHS, HEe NOB'A3aHi MOCAIAOBHICTIO
BedeHHs Npouenyp OiNoBOACTBA, BXXMBAETLCA TEPMIH "OOKYMEHTM", a MiCNa HbOro B Ay»Kax
3a3Ha4YatoTbCA OCHOBHI BMOW OOKYMEHTIB CrpaBu, Hanpuknag;: "NoKyMeHTU (MnaHu, aHKeTW, A0BIAKM)
Npo NpoBedeHHa ornaay cTaHy OiNoBOACTBaA Ta apXiBHOI crpaBy y NO3allUKiNTbHOMY HaB4YalbHOMY
3aKknagi'.

TepMiH "OOKYMEHTU" BXXMBAETLCSH TAKOXK Y 3aro/IOBKax Crpas, WO MiCTATb JOKYMEHTU-A04aTKM A0
Oy Ob-9KOro HOPMaTMBHO-MPABOBOro akTa abo PO3MopPAAYOro JOKYMEeHTa 3akiaay.

Y 3aronoBKax crpas, Lo MiCTATb N1aHOBO-3BITHY JOKYMEHTAL 0, 3a3Ha4YaETbCA Nepion (Micaub,
KBapTasn, NiBpivyg, pik), B AKOMY MAaHyETbCA CTBOPEHHA JOKYMEHTIB, abo nepion ix pakTMUHOro
BMKOHAHHS, Hanpukniaa:

1. MNaH OCHOBHUX OpraHi3aliMHMX 3ax0oaiB 3aknagy Ha 2012 pik;

2. 3BiT MPO BUKOPUCTaHHA BIOOYKETHMX KOLWITIB MO3aLUKISIbHOro HaB4YaNbHOIMo 3akiagy 3a 2012 pik.
Mig Yac po3MilleHHS 3aro/1oBKiB CNpaB Y HOMEHKATYPi BPaXxOBYETbCH BaXK/IMBICTb JOKYMEHTIB,
BK/TIOUEHMX OO CMpPaBK, iX B3aEMO3B'A30K. Ha Mo4aTKy pO3MILLYIOTbCS 3aro/iOBKM CMNpaB Woao
OOKYMEHTIB, 9Ki HaginLWNAM Big OpraHiB BULLOMO PiBHA, Aani - LWOOO0 OpraHi3auinHo-po3nopsaaqoi
OOKYMeHTalii, MNaHoBO-3BITHOI JOKYMeHTaUii, TMCTyBaHHg, 06/1iKOBO-A0BIAKOBUX BUAIB OOKYMEHTIB.
Y KOXXHiM 3 LLIMX FPYyN OOKYMEHTU TaKOoXX PO3MILLyOTbCA 3 ypaxyBaHHAM BaXX/IMBOCTI Ta CTPOKIB
36epiraHHs.

VIlil. ®DopMyBaHHS cripaB



8.1. ®DopMyBaHHA CrpaB - Le rpynyBaHHA BUKOHAHMX OOKYMEHTIB y CnpaBW BigNOBIAHO OO
HOMEHK/IaTypUu CNpas.

8.2. Mig yac dopMyBaHHA cnpaB cif OOTPUMYBATUCA TaKMUX 3aralibHUX NPaBWMI: BMilllyBaTK y cnpaBu
TiNIbKM BUKOHaHI JOKYMEHTM BiAMOBIAHO 0O 3arof0BKiB CMpaB B HOMEHKNATYpI; rpynyBaTK y cripaBu
OOKYMEHTU, BUKOHaHI MPOTAroM O4HOI0 KaleHOApHOro POKY, 33 BUHATKOM MNepexigHUX cripaBn
(BeOyTbCa MPOTAroM KiflbKOX POKiB), 0COBOBUX CrpaB; BMilLlyBaTW y CcnpaBu NnLe opuriHanm abo B
pas3i ix BiACYTHOCTI 3acBigYeHi B yCTaHOBTIEHOMY NOPSAAKY KOMii AOKYMEHTIB; He 4OMYyCKaTH
BKJTKOYEHHS 0O CMpaB YOPHOBKX, OCOOUCTUX AOKYMEHTIB, PO3MHOMEHMX KOMiN Ta AOKYMEHTIB, LLO
NigaratoTb NOBEPHEHHIO; OKPEMO rPynyBaTW Yy CNPaBu JOKYMEHTWM MOCTIMHOMO | TMMYacoBOIro
36epiraHHg; 3a 06CAromM cripaBa He MoBKMHHa rNepeBuMLLyBaTh 250 apkywiB (30 - 40 MinimeTpiB
3aBTOBLLUKM).

8.3. [JOKyMEeHTW rpynytoTbCa Yy CpaBu B XPOHOMOriYHOMY Ta/abo NnoriyHoMy Nopsaakxy.

8.4. [MoNoXXeHHa, NpaBMa, IHCTPYKLII TOLLO, 3aTBEePIXKEH] po3rnopaaymMmM JOKYMEHTaMM,
rpynytoTbCH Pa3oM i3 3a3HaYeHUMU JOKYMEHTaMU.

8.5. Hakasu 3 nuTaHb OCHOBHOI LigNbHOCTI 3aKkniafy, 3 aAMiHICTPaTUBHO-rOCNO4APCbKUX MUTaHb, 3
KaopOBUX MMTaHb rPYnyOTbCA B Pi3HI crpaBu. Hakasu 3 KagpoBUX NMTaHb (0CO60BOro ckiaay)
rpynytoTbCca BiAMOBIAHO 00 iX BUAIB Ta CTPOKIB 36epiraHHs.

[MpoToKOoNM 3acigaHb KoNerianbHMX OpraHiB MO3alUKiTbHOro HaBYaNbHOMO 3aKnagy rpynytoTbea y
CcrpaBu B XPOHOJOTNYHOMY NMOPAOKY i 32 HOMepaMun. [IOKyMeHTM 00 3acifaHb 3a3Ha4YeHUX OPraHiB
CUCTEMATM3YIOTbCA 38 AaTaMU Ta HOMEpPaMM MPOTOKOAIB, @ B MeXaxX rpynu AOKYMEHTIB, WO
CTOCYIOTbCS OHOIMO MPOTOKOIY, - 32 MOPALKOM AEHHMM 3acifaHHs.

8.6. [lopy4eHHS yCTaHOB BULLOIO PiBHA Ta AOKYMEHTU, MOB'A3aHI 3 iX BUKOHAHHAM, FPpynyroTbCa Y
crpaBu 3a HanpsaMaMuM OianbHOCTI 3aknany abo 3a aBTopaMuM iHILIaTUBHUX OOKYMEHTIB. [JOKyMeHTN Y
HEBENUKIN KINbKOCTI rpynytoTbCa B OOHY cripaBy. Y crpaBi JOKYMEHTW CUCTEMaTU3YIOTbCA 3a JaTaMu
OOpYyYeHb.

8.7. 3aTBepOyXKeHi NnaHu, 3BiTH, KOLUTOPUCK FPYMYIOTbCA Y CMPaBW OKPEMO Bif MPOEKTIB LLUX
OOKYMEHTIB.

8.8. JlucTyBaHHA rpynyeTbCcs 33 3MICTOM | KOPECMOHAEHTCbKOK 03HaKOK Ta CUCTEMATU3YETLCH B
XPOHOMOTIYHOMY MOPAAKY: OOKYMEHT-BIAMOBiAb PO3MILLYETbCA 3a AOKYMEHTOM-3aMmMTOM.

8.9. MeToaAnuYHe KepPIBHMUTBO i KOHTPOMb 33 OPMYyBaHHAM CMpaB Yy MO3alUKifIbHOMY HaBYalbHOMY
3ak/1afi Ta Moro CTPYKTYPHUX Migpo3ainax 30iMCHIETbCS OiNTOBOOOM UM 0COb00, Ha AKY
rnoKnagaeTbCa opraHisalia OinoBoacTBa B 3aknagi.

IX. 36epiraHHA AOKYMEHTIB

9.1. JoKYMeHTW 3 Yacy CTBOPEHHA (HagxomKeHHs) i 4o Nnepenadi 0o apXiBy 3aknany 36epiratoTbcsd 3a
MicueM ix opMyBaHHS.

KepiBHMK NO3alUKiNIbHOro HaB4YaIbHOIO 3ak/1ady Ta NpaLuiBHMKKM, BiANoBiganbHi 3a opraHisauito
ninoBoacTBa, 3060B'A3aHi 3a6e3neunT 36epiraHHa JOKYMEHTIB | crnpas.

9.2. CnpaBun MOBUHHI 36epiratnca y BepTUKalbHOMY MOMOXEHHI B Wadax, Lo 3aKpMBatoTbcd. Ha
KOPIiHUAX 0OKNaAMHOK CrpaB 3a3HadyatoTbCa iHOEeKCKM CnpaB.

9.3. Bnaaya cnpaB y TUMYacoBE KOPMUCTYBaHHSA NpaLiBHMKaM NO3alUKiINIbHOIrO HaBYa/lbHOIO 3aKniany
30INCHIOETHCS 3 YCHOIO 403BOMY MO0 KEPIBHWMKA, @ iHWMWM YCTaHOBAM - 3 MO0 MMCbMOBOIO 403BOSY.
Ha BmaaHy cnpaBy CKIaOAETbCSH KapTKa-3aMiHHMK. Y KapTLi 33a3Ha4YatoTbCa iHOEKC CMpPaBK, 3arofioBoOK
cnpaBu, gaTa ii Bugadi, ocoba, aKi cnpaBy BMOaHO, AaTa ii NOBepHeHHS, NianmcK ocib, aki Buganu Ta
NPUWHANK CrpaBy.

HapaHHA crnpaB y TMMYacoBe KOPUCTYBaHHSA 30iMCHIOETbCA He BiNbll K Ha OOAUMH MicALLb.

9.4. BUnyJyeHHa OOKYMEHTIB i3 cnpaBM MOCTiMHOro 36epiraHHa 3ab0poHAETLCH. Y BUHATKOBMX
BMMaaKax BUMyYeHHS OOKYMEHTIB OOMYyCKaeTbCA 3 003BO/Y KEPIBHMKA MO3aLUKiNIbHOro HaB4YalbHOIro
3aknagy 3 060B'A3KOBUM 3a/IMLLEHHAM Y CMpaBi 3acBigvYeHMX HAaNeXHUM YMHOM KOMiN.

9.5. CTpoku 36epiraHHa OiNnoBoi AOKYMeHTaLlii No3allKiNIbHOro HaB4YasilbHOIO 3ak/fady HaBedeHo y
nonatky 9.



3pasok

JonaTtok 1

0o MpuMipHOoi iIHCTpYKLUii 3 BegeHHs

060B'A3KOBOI AiNTOBOI JOKYMeHTaLii B
Mo3alUKiTbHMX HaBYa/lbHMX 3aKlagax
(MyHKT 2.5)

odopMneHHA 6naHKa No3allKifIbHOro HaB4aslbHOIro 3aKNnaay Ha OCHOBI KYTOBOIro po3MilleHHA
peKBi3uTiB

MiHicTepCTBO OCBITU | HayKW,
MoJ1o4i Ta CNopPTY YKpaiHuM
KniBCbKMM geprkaBHUIM ByOMHOK
XYOOXHbOiI Ta TEXHIYHOI TBOPYOCTI
6ynbB. Tapaca LLleB4yeHka, 27, M. Kunis, 01032
Ten./dakc O (44) 01032, e-mail: bhttl@ukr.net
Koo €0PMNQOY 03072632

N
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JopaTtok 2

0o MpuMipHOI IHCTPYKLUii 3 BegeHHs

060B'A3KOBOI AiNOBOI JOKYMeHTaLii B
Mo3alUKiTbHMX HaBYa/lbHMX 3aKlagax
(MyHKT 2.5)

odpopMneHHs 6/1aHKa NO3aLlKiSIbHOro HaB4YaNbHOIO 3aKJ/laay Ha OCHOBI MO3A,0BXXHbOIO
pPO3MilLleHHS pPeKBi3unTIB

MiHicTepCcTBO OCBITU | HAayKM, Moo Ta CrNopTy YKpaiHu
KNIBCbKNI OEPYXABHUW BY OUMHOK XY OOXHbOI
TA TEXHIYHOI TBOPYOCTI (KO, BXTT)
6ynbB. Tapaca LeBueHka, 27, M. Kunis, 01032, Ten/dakc: O (44) 01032, e-mail bhtt@ukr.net Kopg,
€PIMOY 03072632
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JonaTtok 3

00 MNpPUMIPHOI IHCTPYKLIT 3 BeAeHHS
060B'A3KOBOI AiNTOBOI JOKYMeHTaLii B
MO3aLUKINbHUX HaBYaNIbHMX 3aKnagax
(MyHKT 3.2)

BMMOI'n
N0 opopMNeHHS AOKYMEHTIB, LLIO BUrOTOBJ/IAIOTLCA 3a A0MOMOrolo APYKyBallbHUX 3aco6iB

1. Ong opyKyBaHHA TEKCTIB CNy>XO0BUX JOKYMEHTIB BUKOPUCTOBYETbCA rapHiTypa Times New Roman,
WpndT po3MipoM 12 - 14 opyKapCbKMX MYHKTIB. [103BONSETbCA BUKOPUCTOBYBATM WPUDT PO3MipoM 8
- 12 opyKapCbKUX NYHKTIB ON9 OPYKYBaHHS PEKBI3UTY "Mpi3BMLLE BUKOHABLSA | HOMEP MOro
TenedoHy", BUHOCOK, MOACHIOBaTbHMX HAaMKMCIB 00 OKPEMUX efIeMEHTIB TEKCTY OJOKyMeHTa abo Moro
PEKBI3NTIB TOLLO.

Mig Yyac gpyKyBaHHA 3arofOBKiB A03BOMSETbCA BUKOPMUCTOBYBATW HAMIBXUPHUN WPUOT (MpaMmn
abo KypcuB).

2. TeKCT OOKYMEeHTIB Ha nanepi dopmaty A4 (210 x 297 MiniMeTpiB) pekoMeHOoBaHO APYKYBaTU
vepes1-15 MixxpaokoBoro iHTepBany, a opmaty A5 (148 x 210 MiniMeTpiB) - yepe3 1 MbKPAaKOBUN
iHTepBan.

LJOoKyMeHTU MOBUHHI MaTK Taki nonga (MiniMeTpiBs):

30 - niBe;

10 - npaBge;

20 - BEpPXHE Ta HMKHE.

PeKBi3UTV OOKYMeHTa (KpiM TEKCTY), 9Ki CKNadatoTbCs 3 KiSTbKOX PAaKiB, OPYKYOTbCA Yepes |
MiXKpaaKoBUI iHTepBan. CKNagoBi YaCTUHU peKBi3uTiB "Agpecat’, "Ipud 3aTBepoXeHHs", "Tond
noromxkeHHa" BigoKpeMnloTbCa OAMH Bif ogHOro Yepes 1,5 MKpaaKoBoro iHTepBany.

PeKBi3UTK OOKYMEHTa BiJOKPEMSTIOKTLCH OOMH Bif oOHOIrO Yyepe3 1,5 - 3 MiXKPAAKOBUX iHTEpBanu.

3. Ha3Ba BmAay OOKyMeHTa APYKYETbCA BEMMKMMU fliTepamMu.

4. Po3WwmndpyBaHHS MiANUCY B PeKBIi3UTI "Tliannc" OpyKYyETbCS Ha PiBHI OCTaHHbOrO PsAAKa Ha3BuU
nocagu.

5. He pobuTbca BiACTyn Bia MeXXi NiBoro nonsa ansg pekeiauTie "data gokyMeHTa", "3aronoBokK o
TEeKCTY OoKyMeHTa", "TekcT" (6e3 ab3auiB), "BiaMiTKka Npo HadBHICTb goaaTkis", "Mpi3BuLLE BUKOHABLSA
i HOMep noro TenedoHy", HaMMeHyBaHHA Nocagmn y pekaisnTax "Mignnc" Ta "Mprd norog)keHHa",
3acBigyyBanbHOro Hanmcy "3rigHo 3 opuriHanoM", Takoxk cnis "CITY XA, "BUNCTYIMNIA®Y,
"BUPILLNITN", "YXBATTNTN", "HAKA3YIO",

6. 32 HAABHOCTI KifTIbKOX FPUGIB 3aTBEPIXKEHHSA | MOroaXKEeHHS BOHW PO3MILLYIOTHCA Ha OQHOMY PIiBHI
BEPTUKaNbHUMU paoKamMu. Mepwmnin rpmd - Big Mexxi NiBoro nong; opyrumn - yepes 104 miniMeTpu Big
MeXXi fliBoro nons.

7. 1ig Yyac opopMIeHHA JOKYMEHTIB Ha ABOX i OiNnblle CTOPiHKax Apyra Ta HacTyMHi CTOPIHKM MOBUHHI
OyTV NPOHYMEPOBaHi. HoMepu CTOPIHOK CTaBNATbCA MocepednHi BEPXHbOMO NOAS apKyLla
apabebKkMM LndpamMm 6e3 3a3HadeHHsa c/10Ba "CTopiHKa" Ta po3a4i/ToBMX 3HAKIB. [Neplla CTOpiHKA He
HYyMepy€eTbCS.

8. TeKCTU OOKYMEHTIB MOCTIMHOIro 36epiraHHa ApyKyoTbCa Ha 0gHOMY 60LL apkyLwa. [JoKyMeHTH i3
CTPOKOM 36epiraHHAa 00 5 pOKiB MOXXHa APYKYBaTK Ha NMLLbOBOMY i 3BOPOTHOMY OOLLi apKyLua.

Jonatok 4

00 MNpPUMIPHOI IHCTPYKLIT 3 BeOeHHS
060B'A3KOBOI AiNOBOI AOKYMeHTaLlii B
Mo3alUKiNbHMX HaBYalbHMX 3aKlagax
(MyHKT 3.9)



NPUMIPHUM MNEPENIK
DOKYMEHTIB, LLLO 3aTBEPAXKYIOTbCA 3 NPOCTAaBNAHHAM rpuda 3aTBepaXKEeHHS

1. AKTM (aKT NpumomMy-nepenadi No3allKifibHOro HaB4YaNbHOMO 3akady; akT MPUMMaHHA M Nepenadi
oynisesb, NPUMiILLEHb, 3eMeNbHUX OiNTIHOK Y KOPUCTYBaHHSA 3akniany).

2. HoMmeHknaTypa cnpas.

3. 3BiTW (3BIT NPO OCHOBHY LiANbHICTb; 3BIT NPO BiAPAIXEHHSA TOLLO).

4, OnucK cnpas.

5. MnaHu (NnaH po6oTy No3allKiflbHOro HaB4YallbHOMO 3aK/1afy Ha MOTOYHMM PiK; HABYANbHMM MNaH,;
MnaH PoBoTU CTPYKTYPHOrO Migpo3ainy No3allKiIbHOro HaBYaibHOMO 3akK/ady Ha NOTOYHUM PiK (3a
HaagBHOCTI) TOLLO).

6. NMocanoBi iIHCTPYKLUI.

7. MpaBwrna BHYTPIWHbOMO TPYAOBOIO PO3MopsaaKy Mo3allKiibHOro HaBYaibHOro 3akiaay.

8. Po3knagu 3aHAaTb.

9. CtaTyTu (MONOYXeHHa) yCTaHOB (CTaTyT MO3alUKiNbHOro HaBYaibHOIrO 3aknaay, MoOXKeHHA NPo
CTPYKTYPHMIM Nigpo3a4in 3aknagy (3a HagaBHOCTI)).

10. LUTaTHI po3nuncu.

JopaTtok 5

0o NMpUMIpHOT IHCTPYKLLT 3 BeaeHHS
060B'A3KOBOI AiNOBOI JOKYMeHTaLii B
Mo3alUKiNbHMX HaBYa/lbHMX 3aKladax
(MYyHKT 6.4)

NMPUMIPHA ®OPMA
YXypHany peecTpauii BXigHOi KopecnoHAeHLii No3alKiNbHOro HaB4YasIbHOIro 3aKagy

N HaTa KopecnoHgeHT BuxigHum HoMep  KopoTkuii  Pe3ontouia BunkoHaBeUb
3/ HagxomXKeHHA (3BiOKM (3a3Ha4aeTbCA 3MICT KepiBHMKA (xTO

i HaginwoB) KOpeCcnoHOEHTOM) 3akagy po3rnggaTtume)
1 2 3 4 5 6 7

1.

2.

3.

JoaaTok 6

0o NMPUMIpPHOT IHCTPYKLLT 3 BeaeHHS
060B'A3KOBOI AiN0BOI JOKYMeHTaLlii B



Mo3alUKiNTbHMX HaBYalbHMX 3aKlagax

(MYyHKT 6.4)
XYPHAN

peecTpauii LOKYMEeHTIB, CTBOPEHUX No3allKiIlbHUM
HaB4YasIbHUM 3aKNagoM

OaTa Ta iHgekc KopecrnoHOeHT KopoTKkunm 3MmicT BukoHaBelb
OOKYMEHTa
1 2 3 4
OJopaTtok 7

0o MpuMipHOI IHCTPYKLUIiT 3 BeOeHHS
060B'A3KOBOI OiNMOBOI AOKYMeHTaLlii B
MO3aLLKINTbHUX HaBYaNIbHMX 3aKnagax
(myHKT 6.10)

NPUMIPHUW NEPENIK
AOKYMEHTIB, L0 He NianaralTb peecTpauii cny)x6olo ainosoacTsa (AiNnoBoaoM) No3aLlKiNlbHOro
HaB4YanbHOro 3aknapy*

1. TpadikK, Hapaau, 3a9BKM, PO3HAPAOKM.

2. 3BeaeHHda Ta iHdopMaLlig, HadicnaHi oo BigoMa.

3. HaBuanbHi mnaHu, Nnporpamu (Konii).

4. PexknaMHi NoBigOMAeHHS, MNaKaTK, NporpamMm Hapan, KoHpepeHL,in ToLLO.
5. HopMu BUTpaTtK MaTepiani..

6. BiTanbHi NCTU | 3anpoLueHHs.

7. dpyKoBaHi BUOAHHSA (KHUTU, XXypHanu, broneTeHi).

8. MicauHi, KBapTanbHi, NiBPIYHI 3BITW.

9. DopMU CTAaTUCTUYHOI 3BITHOCTI.

10. Jorosopwu.

* [JOKYMeHTMU, 3a3HadeHi y nyHkTax 1, 3, 7 - 10, nigndaratoTb cneuianbHOMy 06/iKy Yy BiAMOBIOHMX
CTPYKTYPHUX Migpo3ainax no3allkiNnbHMX HaBYaibHMX 3aKaniB (byxrantepcbkin cny»6i, KagpoBsii
Cny»6i, 6ibnioTeli).

JopaTok 8

0o MpuMipHOI IHCTPYKLiT 3 BeaeHHS
060B'a3KOBOI AiN0BOI AOKYMeHTaLlii B
Mo3alUKiNbHMX HAaBYalbHMX 3aKlagax
(MyHKT 7.3)

3ATBEPOXEHO



HanMeHyBaHHA Nocagm KepiBHMKA
3akniagy

(mignwmc) (iHigianwu (iHiLian iMeHi),
npi3suLLE)
HOMEHKIJIATYPA CIPAB M. .

N

(HAMMeHyBaHHSA MO3aLUKINbHOrO HaBYaNbHOMO 3aK1aay)

Ha piK
3aron10BOK CrpaBu KinbKicTb CTpok 36epiraHHsa crnpaBu MpuMiTKa
IHOeKc (TOMy, YacTMHK) crnpaB (TOMy, YacTMHK) | HOMepU
cnpaBu (Tomis, cTaTen 3a nepenikom
YACTUH)
1 2 3 4 5

HalMeHyBaHHA Mocagu ocobu,

BioMoBiganbHOI 33 opraHisauito OinoBoacTea

(mignnc) (iHiLianwn,
npi3suLLe)
- 20_p
MigocyMKOBMI 3anMc NPo KaTeropii Ta KiNIbKiCTb CMpaB, CKNageHUXy _ poLiy CTPYKTYPHOMY
nigpo3gini
Pazom Yy TOMy umncni

3a cTpoKaMu 36epiraHH4A

TakKX, LWLO NepexoaaTb 3 BigMiTKotO "EMK"

[MocTinHoro

TpwBanoro (noHag 10 pokis)

Tumuacosoro (go 10 pokis
BKJ/THOYHO)

Ycboro



MigcyMKoBi BiQOMOCTI NepegaHo Ao ciy»bu ginoBoacTea
HanmeHyBaHHSA mocagu ocobu,

BioMoBiOanbHOI 33 Mepenadvy BigoMocTen

(iHiLianwm

0o MpuMipHOoI IHCTPYKLUii 3 BegeHHs
060B'A3KOBOI AiNTOBOI JOKYMeHTaLii B
Mo3alUKiTbHMX HaBYa/lbHMX 3aKladax

CTtpok

(mignunc)
npi3suLLe)
_ 20__ p.
JogaTtok 9
(MyHKT 9.5)
CTpoKM 36epiraHHs AinoBoi AOKyMeHTauii*
N Ha3Ba OOKyMeHTa
3/m

CTaTyT NO3aLUKiIbHOro HaBYa/IbHOro 3aKnaay

CBigoLTBO MPO OepXaBHy aTecTalito Mo3aLlKifbHOro
HaB4Ya/lbHOro 3aknagy

MaTepianu gep»aBHOI aTecTal,ii Mo3alUKiNbHOro
HaB4Ya/lbHOroO 3akfagy

AKTU MpUinoMy-repefadi No3allKibHOro HaB4YaibHOro

3aknagy (Npw 3MiHi kKepiBHMLTBA)

KHMra HakasiB 3 OCHOBHOI OiA/TbHOCTI

KHMra HakasiB 3 KagpoBUX NMMNTaHb

KHMra NpoToKoniB 3acifgaHb 3aranbHUX 360piB (paou,
KOHbepeHLii) konekTnay

KHMra NpoToKonMiB 3acigaHb NegarorivyHoi paau

MonoyeHHa MPO CTPYKTYPHI MNigpo3ainn 3aknany
(Bioainu, nabopaTopii, LEeHTPW TOLLLO) - 38 HABHOCTI
TaKnx

36epiraHHg*

0o nikeigau,ii
3aKnagy

MOCTIMHO

MOCTiIMHO

00 nikBigauii

3aknagy

00 nikBigauii
3aKnagy

75 pokiB

00 nikBigaLii
3aKknagy

10 pokiB

00 nikBigauii
3aKknagy

Homep cTaTTi
3a Nnepenikom

CT.32 a

CcT. 573

CT. 573

cT.55a

cT.16 a

CcT.16 6

cT. 1312 a

CT. 587

CT. 33



10.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

NiueHs3ia Ha HagaHHSA OCBITHIX Nocnyr y chepi
NpodeCiMHO-TEXHIYHOI OCBITU - Yy pa3i 34iMCHEeHHS
npodeciMHOI MigroToBKM i MepeniaroToOBKM POBITHUYMX
KagpiB

HoMeHKknaTypa crnpas

XypHanu obniky BxiaHOI Ta BUXiAHOT KopeCcnoHOeHLLi

XKypHan obniky 3BepHeHb Ta 3a9B8 rpoMafaH

KOHTpONbHO-Bi3UTaLiMHa KHUTA

Yroom npo yHKLiOHYBaHHSA FYPTKIB | TBOpYMX 06'€dHaHb
Y MPUMILLLEHHAX 3arafibHOOCBITHIX, NPodeciNHO-
TEXHIYHMX HaBYaNbHUX 3aKNaf4iB, HABYaNIbHO-BUPOOHMYMX
KOMBGIHaTIB, MiANPUWMEMCTB, OpraHizaLin, BULLMX
HaBYa/lbHWX 3aK1afiB, HAYKOBMX YCTaHOB, Ha 6asi
CMOPTUBHMX ByAiBeNb i CTadioHIB TOLO (33 HAABHOCTI
TaKMX BiOHOCUH)

MnaH po60oTKM NO3aLLKIIbHOMO HaBYa/IbHOMO 3aKagy Ha
MOTOYHUM PiK

HaB4YanbHWM NNaH

Po3knag 3aHAaTb

HaBuyanbHi NporpamMu (ANa rypTKiB, cekuin, o6'eqHaHb,
KONMeKTUBIB)

MXypHan obniky poboTh rypTka (cekuii, ob'egHaHHs,
KOMTeKTMBY)

JokyMeHTal,ia NPaKTUYHOro NcuUxosiora, CoLLiarbHOro
megarora (3rigHo 3 BianoBiAHMMKM HOPMaTUBHO-
MpPaBOBMMU OOKYyMEHTaMM)

KHura obniky Ta BUaadi cBigouTs (MoceigYeHb) Npo
Mo3allKiNbHY OCBITY (33 NoTpebn)

CTaTuUCTUYHA 3BITHICTb 3a dopmoto N 1-M3 (oceiTa)

Ocob6oBi cnpaBK NpaL,iBHUKIB

OOKWN He MUHe
rnoTpeba

3 pOKM

3 pOKM

5 pokiB

3 pOKM

3 pOKM

5 pokiB

00 3aMiHun
HOBUMM, 3 POKM

1 pik

1 pik

5 pokiB

00 3aMiHUn
HOBUMMU

75 pokiB

00 nikBigauii

3aknany

MOCTiIMHO

CT. 573

CT. 1159

cT.100 6

CT. 95

CT. 25

CT. 345

CT. 153

CcT. 584 a

CcT. 620

CcT. 585

CT. 623

CT. 398 a

CcT. 543 a

CT.298 6

cT. 513



25.

26.

27.

28.

29.

30.

3.

32.

33.

34.

35.

36.

37.

38.

LLITaTHMI po3MMcC NpauiBHUKIB

MpaBuna BHYTPILWHbOro TPYAOBOIrO PO3MOPIAKY
MO3aLUKIIbHOrO HaBYa/IbHOrO 3aKnany, Po3pobrieHi Ha
OCHOBI TUMOBWX NPaBWT BHYTPILLUHbOIO PO3MOPAAKY 414
MpPauiBHUKIB AePXXaBHUX HaBYaNIbHO-BUXOBHUX 3aKaaiB
YKpaiHu

NocagoBi IHCTPYKLii MpaLuiBHUKIB

MNepCcneKTUBHMM MNaH NPOXOOXKEHHA MiaBULLEHHS
kBanidikaLii, atecTalii megaroriyHmnx nNpawuiBHMKIB

ATecTaliMHi MaTepiany negaroriyHnx NpaLiBHUKIB

TpyAoBi KHMXXKWM MpPaLiBHMKIB

KHura obniky TpyOoBUX KHVKOK MpaL,iBHUKIB

CaHiTapHi KHMKKM NpaLLiBHUKIB

KHMra BHYTPRIWHbOIrO KOHTPOMIO (BEOeTbCA Y OOBINbHIM
popmi)

MypHanu peecTpalii iHCTPYKTaXKIB 3 TEXHIKM 6e3neKku Ta
OXOPOHM MpaLli NpaLiBHMKIB MO3aLUKIIbHOIrO
HaB4YanbHOIro 3aKnagy

XypHanu peecTpalii iIHCTPYKTaXiB 3 TexHIKM 6e3neKkun Ta
OXOPOHM MpaLi BUXOBaHLLIB (YYHIB, CnyxadiB) nig yac
HaB4Ya/lbHO-BMXOBHOIO npoLecy

XXypHan peecTpadlii HelWacHMX BMNagKiB 3
npauiBHUKaMKM, BUXOBAHLUAMM (YUHAMM, Criyxadamm)
MO3aLLKIIbHOrO HaBYaNbHOro 3aKnagy

MeguuHi OOBIOKM BUXOBAHLIB (Y4YHIB, ClyxadiB) onga
3apaxyBaHHAa 00 CNOPTUBHMX, CMOPTUBHO-TEXHIUHMX,
TYPUCTCbKUX, XOopeorpadiyHmnx ob6'eaHaHb, MOYaTKOBUX
creuianizoBaHUX MUCTELLbKMX HaBYalbHWX 3aK1agiB -
MPO BIOCYTHICTb Y BUXOBaHL,IB (YYHIB, CllyXadiB)
MPOTUMOKa3aHb /14 3aHATb Y 3a3Ha4YeHMX HaBYalbHMX
3aKnagax

IHBEHTAPHO-TEXHIYHMI NAacnopPT NO3aLUKiIbHOro
HaB4Ya/lbHOIroO 3aKfagy

75 pokiB cT. 525

00 3aMiHN CT.18 6
HOBUMMU
MOCTIMHO CT. 49 a
1 pik CT. 656
5 pokiB CT. 654
He MeHwe 50 cT. 539
pOKiB
50 pokiB cT.541a
00 3annTaHHSA cT. 539
3 pOKM CT. 26
10 pokiB CT. 473
10 pokiB CT. 473
45 pokiB CT. 479
1 pik CT. 842
10 pokiB CT. 1731



39. [dokyMeHTu (cBigouTBa, aKTK1, 0OroBOpPW) Ha 3eMJto, 00 nikBigauii cT. 314
cnopyau, MaHo, Ha NPaBO BOJIOAIHHA, KOPUCTYBaAHHS, 3aKnagy
PO3MOPAAXKEHHA MalHOM

40.  AKT NMpuiMaHHa 1M nepenadi byaisesnb, MPUMILLEHb, MOCTIMHO cT. 150
3eMeNbHUX OINAHOK Y KOPUCTYBaHHA 3aKknany

41.  IHBeHTapHIi >XypHanu obniky oCHOBHMX 3acobiB 3 poKu CT. 318

42. |HBeHTapHa KHUra 6ibnioTeyHoro doHAOy - 3a HAABHOCTI 0o nikeigauii CT. 869
Bibniotekun Bibniotekun

43, |HBeHTapMU3aLiMHi ONMcK, akTn 3 poKu cT. 1115

44, [NokyMeHTW (OoroBopwu, yrogm, akTu) Npo NpUMMMaHHe i 3 poKu cT. 1151

30aBaHHa ByaiBenb, MPUMILLEHb B OpeHaY - 33 HagBHOCTI
opeHOHWX BiOHOCUH

45, KowTopwmcK Ha NpoBeAeHHS KaMmiTalibHOrO PEMOHTY - 33 5 pokie CT. 1378
YMOBW NPOBeeHHS TaKoro

* CTpoKM 36epiraHHa JOKYMEHTIB BM3HaYeHi BianosiaHo Oo Mepeniky TUMNoBUX OKYMEHTIB, Lo
YTBOPIOOTLCA B AiANbHOCTI OpraHiB AepyKaBHOI B/1aM Ta MiCLLeBOIro caMoBpPAayBaHHS, IHLWKMX
MigNPUEMCTB, YCTaHOB Ta OpraHi3alin, i3 3a3Ha4YeHHAM CTPOKIB 36epiraHHa JOKYMEHTIB (Hakas
HepxkkomapxiBy Big 25.03.2008 N 52).



