MIHICTEPCTBO OCBITU I HAYKHU, MOJIOJI TA CIIOPTY YKPAIHU
HAKA3

M. Kuis

23.08.2012 Ne 947

[Tpo 3atBepmkenns [IpumipHoi iHCTpYKIIii
3 BEJICHHS ILJIOBOI JOKYMEHTAIlii B
MO3AIIKIIPHUX HABYAIBHUX 3aKJIaJax

Ha Bukonanus nyHkty 2 mnoctaHoBu KabGinety MinicTpiB VYkpainu
Bix 30 muctomana 2011 poxky Ne 1242 “TIpo 3arBeppxkeHHs TUMOBOT IHCTPYKITIT 3
JIJTOBOACTBA Y IIEHTPAJIbHUX OpraHax BHUKOHABUYOi Blagu, Pamai MiHICTpIB
ABtoHOMHO1 PecnyOnmiku Kpum, MmicueBux opraHax BHKOHaBYOi BiIagu” Ta 3
METOI0 BCTAHOBJICHHS €IWHAX BHMOT JO BEACHHS MUIOBOI JOKyMEHTAIlli B
MO3aNTKUTFHAX HaBYAIBHHX 3aKJIa/1aX CUCTEMHU OCBITH

HAKA3VYIO

1. 3arBepautu [lpumipHy IHCTPYKIIIIO 3 BEAEHHS AUIOBOI JOKYMEHTAIlil B
MO3alTKUTPHUX HAaBYAJIBHUX 3aKJIa/1aX, 1110 JOA€THCA.

2. MiHicTepcTBY OCBITH 1 HayKH, MOJOJI Ta CHOPTY ABTOHOMHOI
PecniyOniku  Kpum,  ymnpaBmiHHSM ~ ocBiTM  obnacHux, KwuiBcbkoi  Ta
CeBacTOINONBCHKOI ~ MICBKUX  JIEp)KaBHUX  aAMIHICTpaliii  3abe3nequTH
BIIPOBAKCHHS 111€1 1HCTPYKIIi B MPAKTHUKY POOOTH MO3AIIKUIBHUX HaBUAIBHUX
3aKJ1a/1B, HEYXWIbHE TOTPUMaHHS 11 BUMOT.

3. KoHTponbs 3a BUKOHAaHHSAM IbOTO HakKa3y IIOKJIACTH Ha 3aCTYIHHKA
Minictpa XKebposcbkoro b. M.

Minictp J1. B. Tabaunuk



3ATBEP/IXKEHO

Haka3 MinictepcTBa OCBITH 1
HayKH, MOJIOZ1 Ta CIIOPTY YKpaiHu
23 cepnust 2012 poxy Ne 947

INPUMIPHA IHCTPYKIIA
3 BeJIeHH$ JAiJI0BOI JOKYMEeHTAaIil
B M03AIIKIIBHUX HABYAJIBHUX 3aKJIA/1aX

I. 3aranbH1 MOJIOKEHHS

1.1. TIlpumipHa I1HCTPYKIS 3 BEACHHSA JIJOBOI JOKyYMEHTallii B
MO3alIKUTBPHUX HAaBUAJIBHUX 3aKiaziax (gam — [HeTpykiist) po3pobiieHa BiAMOBIIHO
10 BUMOr 3akoHIB Ykpainu “IIpo ocBity” Ta “IIpo mno3amkiapHy 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 Pecny0miku Kpum, micueBux
opraHax BUKOHABYOl BJagu’, Haka3y [ OJIOBHOrO apXiBHOTO YIPABIIHHS MpPH
Kabineti MinictpiB Ykpainu Bia 20 nunas 1998 poky Ne 41 “IIpo 3arBepkeHHs
[lepeniky TUMOBUX JOKYMEHTIB” (13 3MiHAMHU).

1.2. IHCTpyKIis BCTaHOBIIOE TMEpedik OOOB’SA3KOBOI  OpraHi3aliiHoO-
pO3MOPSAIYOT TOKYMEHTAIIT JJ1s1 KEPIBHUKIB Ta 1HIIUX MPAI[IBHUKIB MO3AITKUIBHUX
HaBYAJIbHUX 3aKJIaiB, MpaBUja JOKYMEHTYBaHHS NISUIBHOCTI 3aKJIaJiB CHUCTEMHU
OCBITH (KpIM JAUTSYO-IOHALBKUX CIIOPTUBHUX ILKLN).

1.3. JloTpuMaHHA MpaBWwiI 1 pEeKOMEHJAINN M0J0 TOPSAAKY 3A1HMCHEHHS
JIJIOBUX TMPOIIECIB, BCTAHOBIICHUX I11€10 [HCTpPyKIIi€t0, € 000B’I3KOBUMU JIJIST BCIX
KEpIBHUKIB 1 MEJAroriyHUX MpaliBHUKIB MO3AIIKUIBHUX HABYAJIBHUX 3aKJajiB.
[legaroriudi mpamiBHUKHA, MPUAHATI HA POOOTY, MOBMHHI OyTH O3HAMOMIIEHI 3
BUMOramu [HCTpyKii Ta BAUKOHYBATH iX.

1.4. Opranizarist AUIOBOJICTBA B MO3aIIKUIBHUX HaBYAIBHUX 3aKJIaJlax Ta iX
CTPYKTYPHUX MIAPO3/iiaxX MOKIATAETHCS HA CHEIIaTbHO MPU3HAYCHUX IS I[HOTO
oci0.

1.5. BiamoBimanpHICTh 3a OpTraHi3aililo JIIJIOBOACTBA B IMO3AIIKUIBHUX
HABUYAJIBHUX 3aKjaJaxX HECyTh iX KEpiBHUKH.

KepiBHUKH TO3aIIKiIILHUX HABYAJIbHHMX 3aKJIaJiB BIIMOBIIAIOTH 3a 3MICT,
SKICTh TIATOTOBKM Ta OGOpPMIIEHHS JOKYMEHTIB Ha HAJICKHOMY piBHI. 3a
Oprasi3alfiio A1JIOBOJICTBA Ta 30epiraHHs JOKYMEHTIB Y CTPYKTYPHHUX HiAPO3ALIax
MO3AIIKIIFHUX HaBUAJbHHUX 3aKJIAJIB BIMOBIIAIOTh KEPIBHUKHU ITUX MiAPO3ILTIB.

1.6. KoHTpOab 32 BUKOHAHHSAM BUMOT L€l [HCTPYyKIIIi 3A1MCHIOIOTh OpraHu
yOpaBIiHHS OCBITOIO, y cdepl sSKuxX mnepeOyBarOTh IO3AIIKUIbHI HaBYaJIbHI



3aKJIaIu.
II. lokymeHTyBaHHS AiSUTHHOCTI MO3AMKIUTPHIX HaBUYAJIbHUX 3aKJIaiB

2.1. JlokyMeHTyBaHHs YIIPaBIIHCHKOI 1HGOpPMAIl MOJArae y CTBOPEHHI
JOKYMEHTIB, y SKHX (IKCYETbCS 3 JOTPUMAHHSIM YCTAHOBJICHHX IPAaBHII
iH(opMalliss Tpo yrmpaBIiHCHKI Iii.

2.2. IligcraBoto Al CTBOPEHHS JTOKYMEHTIB € HEOOXiJHICTh 3aCBIIYEHHS
HAsSBHOCTI Ta 3MICTYy YOpPaBIIHCBKHX [id, TiepeBeleHHs, 30epiraHHs 1
BUKOPHUCTaHHA 1HGOpPMAIlli MPOTATOM IEBHOTO Yacy abo MOCTIHHO.

2.3. JIoKyMEHTH CKJIAJaloThCsA JEP>KAaBHOIO MOBOIO, KpIM BHUIMAJKIB,
nependayeHux 3akoHOM Ykpainu “IIpo 3acaau nep:kaBHOI MOBHOI MOMITHKHA .

JIOKyMEHTH, SIKI HaJCUJIAIOThCS 1HO3EMHUM ajpecaraM, O(OPMIIIOIOTHCA
YKpaiHCbKOIO MOBOIO a00 MOBOIO JepxaBu-aapecaTa, ab0 OJHIEI0 3 MOB
MIKHApPOJHOTO CHUIKYBaHHS.

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

2.5. OpranizaiiiHo-po3nopsadi J0KYMEHTH MOXYTh o(opmiroBaTucs Ha
0JIaHKaXx, 110 BUTOTOBJISIOTHCS 3T1IHO 3 BUMOTaMH i€l [HCTpyKITii.

brnankym KOXHOTO BHJly BHUTOTOBIISIIOTHCS HAa OCHOBI KyTOBOrO a0o
MO3/I0OBXHBOTO PO3MIIIEHHSI PEKBI3UTIB. PEKBI3UTH 3arojioBKa pO3MIIIYIOTHCS
IEHTPOBAHUM (IIOYATOK 1 KiHEIlb KOXKHOTO PsJKa PEKBI3UTY OJIHAKOBO BijdasieH1
Bl MEX 30HHM pO3TAIlyBaHHS PEKBI3UTIB) a00 NpanopoBUM (KOXKHUH PAAOK
PEKBI3UTY TIOYMHAETHCA BIA JIIBOI MEXI 30HHM pO3TAIIYBAaHHS PEKBI3UTIB)
CIIOCOOOM.

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

3pa3ok OJlaHKa TO3allKUIBHOTO HABYaJbHOTO 3aKjajy Ha OCHOBI
MO3/I0OBXKHBOTO PO3MIIIICHHS PEKBI3UTIB HABEJICHO Y JOJATKY 2.

2.6. Jlns BUTOTOBJEHHS OJaHKIB BUKOPUCTOBYIOTHCS apKylll Namnepy
dbopmaty A4 (210 x 297 minmimetpiB) Ta AS (210 x 148 MuTiMeTpiB).

Jlo3BosieHO BUKOpucToBYBaTH OiaHku dopmaty A3 (297 x 420 miniMeTpiB)
— 1 oOpMIICHHST JIOKYMEHTIB Yy BUIVISAI TaOJIHIIb.

brnaHku 1OKyMEHTIB MOBUHHI MaTH TaKi MoJist (MUTIMETPIB):

30 — niBe;

10 — mpage;

20 — BepXHE Ta HIKHE.

Cxman pexsizutiB OnankiB: JlepkaBumit ['ep0 VYkpainu (mopsimok
BUKOPUCTAHHS BU3HAYAETHCA 3aKOHOM), HAaWMEHYBaHHS MIHICTEPCTBA, 1HIIIOTO
HEHTpaJbHOro  (MICLEBOTO) OpraHy BHUKOHABYOi BJIagu, HallMEHyBaHHS
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MO3alIKUTFHOTO ~ HABYAJNBHOTO  3aKjady, IAeHTU(DIKAIIWHANA  KOM, 1HJEKC
MIMPUEMCTBA 3B’SI3Ky, MOIITOBA ajapeca, HoMep TenedoHy, e-mail (3a HasIBHOCTI)
HOMEp paxyHKy B OaHKy, Miclle JIUIS 3a3HAYCHHsS J1aTH, PEECTPAIIfHOTO 1HJIEKCY,
TIOCHUJIaHHS HA JJaTy Ta PEeECTPaIliiHUN 1HJIEKC BXiJTHOTO JOKYMEHTA.

brnanku MOKyMEHTIB MOBHWHHI BHUTOTOBISTHCS IPYKapChKUM CIIOCOOOM Ha
O1710My Tarepi BHUCOKOiI SKOCT1 ¢hapbaMu HACHYEHHUX KOJBOPIB.

3a pillleHHsIM KEpiBHUKA TMO3AIIKUIBHOTO HABYAJIBHOIO 3aKkjiaay OJIaHKu
MOXXYTh BUTOTOBJISITHCH 32 JTIONIOMOTOI0 KOMII'FOTEPHOT TEXHIKH.

2.7. OxpeMi BHYTpIIIHI JOKYMEHTH (3asBU, MOSICHIOBAJIbHI, JOMOBIAHI
3aIIMCKH, TOII0) OPOPMITIOIOTHCS HE Ha OJIaHKaX.

2.8. Kaurm Ta xypHanu (KpiM XKypHamiB 00JiKy poOOTH TypTKa, CEKIIii,
00’eHaHHS, KOJEKTUBY), 10 BEAYThCS B MO3AIIKIIBHUX HABYAJIBHHUX 3aKJIaaax,
000B’13K0OBO OAPKYIIHO TPOHYMEPOBYIOTHCS, TIPOLUIHYPOBYIOTHCS, MiAMUCYIOTHCS
KEPIBHUKOM 1 CKPIIUTIOIOTHCS MIEYATKOIO.

2.9. JlioBi namnepu, siKki HAAXOASTh /10 MO3AIIKUIBHUX HABYAJIILHUX 3aKJIa/iB
YU BIAOPABISIIOTECA 3 HUX, PEECTPYIOThCS B JKypHadl BXIJHOI Ta BUXIJHOI
KOpPECHOHJIeHIII. Y  BUXIJHIM KOpECHOHJEHIT (BUXIAHIA  JTOKyMEHTAIlI)
BUIIPABIICHHSI HE JOMYCKaroTbcd. [[omylleHi BUMNpPABICHHS B MOTOYHIN JUIOBIM
JIOKYMEHTAIIli 3aCTepIraloThCs 1 CKPIUIIOIOTHCS MIAMUCOM BiAMOBITAIBHOT 0COOU
Ta MEYaTKOIO.

2.10. Best mimoBa AOKyMeHTallisl 30€pira€TbCsi B CHELIAIBHO OO0JIaJHAHUX
madax uu ceidax 1 He TOBUHHA MaTH JOCTYIy CTOPOHHIX 0CiO.

2.11. Tlicns 3akiH4YeHHS TepMiHy 30epiraHHs JOKYMEHTIB, SIKi HeE
MJUISITal0Th TIepeiadl apXiBHUM YCTaHOBaM, JOKYMEHTH CIUCYIOTBCS KOMICIEIO
MO3aIIKUIBHOTO HABYAJIBHOTO 3aKjaay 3 MPOBEACHHS EKCHEPTH3W IIHHOCTI
JIOKYMEHTIB, SIKy MpU3HAYa€ KEPIBHUK HABYAIBHOIO 3aKiady (mami — eKcriepTHa
Komicis). Ha cmmcany qokyMeHTarliro eKCrepTHa KOMICIS CKJIaJae BiAMOBIIHUMN
akT. Cricana TOKyMEHTaIls 3HUILYEThCSI.

2.12. TexHonorii aBTOMATH30BAHOTO OIPAIFOBAHHS 3aJI0KYMEHTOBAHOT
iHdopmalli B TO3aMIKITLHOMY HAaBYAJILHOMY 3aKJajli TOBUHHI BIIMOBIIATH
BUMOTaMm TIiel [HCTpyKITii.

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

3.1. JIoKkyMEeHT TOBMHEH MICTHUTH OOOB’SI3KOBI MJii TMEBHOTO HOTO BHUIY
PEKBI3UTH, IO PO3MINIYIOTHCS B YCTAHOBJICHOMY TMOPSKY, a CaMe: HallMeHyBaHHS
3aKjaay, Ha3By BHJY JOKyMeHTa (KpiM JIMCTIB), JaTy, PEECTpaIliiHuN 1HIEKC
JIOKyMEHTA, 3aT0JIOBOK JI0 TEKCTY, TEKCT, M1 IMHC.

[Tix gac miaroToBKu Ta OPOPMIIECHHS JOKYMEHTIB MOKYTh 3aCTOCOBYBATHCH
HE TIIBKA OOOB’SI3KOBI, a TaKOX I1HII PEKBI3UTH, SKIIO L€ BIAMOBIIAE
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NPU3HAYEHHIO JOKYMEHTa a0 croco0y HOoro onpartoBaHHs.

3.2. OdopmieHHS TOKYMEHTIB, IO BHUTOTOBJISIOTHCS 3a JOTIOMOTOIO
IPYKYBAJIbHUX 3ac00iB, 3MIMCHIOETHCS BIAMOBITHO IO BUMOT, BHU3HAYCHHUX Y
JTOJATKY 3.

3.3. Oxpemi BHYTpIllIHI JOKYMEHTH (3asBH, MOSICHIOBAJIbHI Ta JOMOBIIHI
3aMUCKH TOII0), aBTOPAMU SIKUX € TTOCaJ0BI Ta 1HIII (I3UYHI 0COOH, TO3BOJISIETHCS
0 OPMITIOBATH PYKOITUCHUM CITOCOOOM.

3.4. Sxmo MOKyMEHTH, IO CKIAAA0Th Yy MO3alIKiTFHOMY HaBYAIBHOMY
3aKjaji, BeAyThcs Yy ¢GOpMl KHUTH, TO TakKi PEKBI3UTH, SK HaWMEHYBaHHS
oprasizaiiii BUIIIOTO PiBHsI, Ha3Ba 3aKjIaay HE 3a3HAYAIOTh.

3.5. Ha pokyMeHTax, W0 CKJIAJal0Th y IMO3AIIKUIBHOMY HaBYAJILHOMY
3aKial, HaiMEHyBaHHS OpraHi3allii BHUINOTO PIBHA 3a3HAYalOTh CKOPOYEHO, a B
pasi BiICYTHOCTI O(IIIIIHO 3apeeCTPOBAHOIO CKOPOUYEHHS — OBHICTIO.

3.6. HaiimMeHyBaHHS MO3alIKIIBHOIO HABUYAJIbHOIO 3aKjaay IIOBHUHHO
BIJIOBIJIATH HalMEHYBaHHIO, 3a3HAY€HOMY B cTaTyTi. CKOpoueHe HalilMEHYBaHHS
MO3alIKUIBHOTO HAaBYAJIbHOT'O 3aKJIaJly BXKUBAETHCA B pa3i, KOJIM BOHO OQILIHHO
3adikcoBaHo y ctatyti. CKOpoueHy Ha3By NOAAlOTh Yy JyXKax (abo 0e3 HuX)
HUKY€ TMOBHOI, OKPEMHUM PSIIKOM Y LEHTPI.

3.7. JloBimkoBi mdaHi TpO 3aKjaj MICTATh: IMOIITOBY ajpecy, HOMEpPH
tenedoHiB, (akciB, paxyHKiB y OaHKy, aapecy eJeKTPOHHOI TMOIITH TOIIO.
JIoBIAKOBI JaH1 PO3MINIYIOTHCS HU)KU€ HaiMEHYBaHHS 3aKJIay.

PekBI3UTH MOLITOBOI aApecd NO3alIKUIBHOTO HABYaJIbHOIO  3aKiaay
3a3HAYalOThCAd B TaKiil MOCHIZOBHOCTI — Ha3Ba BYJHMII, HOMEp OyIMHKY, Ha3Ba
HACEJIEHOTO IMyHKTY, pailoHy, 001acTi, MOIITOBHM 1HAEKC.

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

3.9. Jlaroro nOKyMmMeHTa € BIAMOBIAHO JaTa WOro MiANUCAaHHS a0o
3atBep/KeHHs. [laTa 3a3HavaeThcsi apaOChKUMH IUGpaMu B OJIUH PANIOK Y TaKii
MOCTIAOBHOCTI: 4YHCIO0, Micsanb, pik. Jlata odopmiseTbess THGPOBUM abo
CJIIOBECHO-ITU(POBUM CIIOCOOOM. Y pasi ohopMIICHHS JaTH ITU(PPOBUM CIIOCOO0M
YHUCJIO 1 MICSIIh MPOCTABJISIOTHCS IBOMA MapamMu 1udp, po3IiICHUMHU KPAIKOI0; PiK
— gotupmMa IdpamMu, Kparka HalpuKiHIl He ctaBuThes (Hanpukiam: 02.03.2012).

VY TekcTax JOKYMEHTIB, IIO MICTSATh MOCWJIAHHS Ha HOPMATUBHO-TIPaBOBI
aKTH, Ta JOKYMEHTIB, IO MICTATh BIAOMOCTI (PIHAHCOBOIO XapakTepy,
3aCTOCOBY€ETHCS CJIOBECHO-IIM(POBUN CIIOCIO 3a3HAYEHHS JaT 3 MPOCTaBISHHSIM
HYJIsI B TIO3HAYEHHI JHS MICSIA, SKIIO BIH MICTUTh OAHY UHUGPY, HAMPUKIAMI:
03 kBitTHa 2012 poky. Jl03BOISETHCS BXKUBATH CJIOBO “PIK’ Y CKOPOUYEHOMY
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BapiaHTi “p.”, Hanpukuiaa: 03 yepsus 2012 p.

SIKIO JTOKyMEHT CKJIaJIeHO HEe Ha OJNaHKy, JaTa 3a3HadaeThCsl HUKYC
mianucy JiBopyd. Jlata JoOKyMeHTa MpOCTaBIIETHCS TTOCATOBOIO 0c00010, sTka HOTOo
MIJMHUCY€E a00 3aTBEPJIKYE.

[TpumipHUi TIEpemik JOKYMEHTIB, IO 3aTBEPDKYIOTHCSA 3 MPOCTABIISTHHAM
rpuda 3aTBepHKEHHS, HABEICHO Y IOAATKY 4.

3.10. [aekcariist TOKyMEHTIB MOJSITa€ y MPUCBOEHH] iM YMOBHHX MO3HAYEHb
— 1HJIEKCIB, K1 HaJIalOThCA JIOKYMEHTaM II1]T Yac iX peecTpaliii.

3.11. Anpecaramu JOKYMEHTa MOXYTh OYTH YCTaHOBH, iX CTPYKTYpHi
HiAPO3/UTH, OpraHi3allii, 3aKkjiaau, iX MocaxoBl 0cOOH Ta TPOMAISHHU.

SKimo JOKYMEHT aJpecoBaHO opraHizamli abo 1i  CTPYKTypHOMY
MIIPO3/17I0B1 0€3 3a3HAYEHHS MOCAJ0BO1 0COOM, iX HaliMEHyBaHHS HAaBOJSATHCS Y
Ha3MBHOMY BIJIMIiHKY.

IloBHa anpeca 3a3Ha4yaeTbCs y pa3l HAACUIAHHSA JIOKYMEHTa pa30BHM
KOPECIIOH/IEHTaM.

SKII0  IOKYMEHT aJpecoBaHO KEpIBHUKOBI  ycTaHOBU a0o  HOro
3aCTYIHUKOBI, HAliMEHYBaHHS YCTaHOBM BXOJUTh JO CKJIaay HallMeHyBaHHs
1ocaju ajipecara, Ike HaBOJAUTHCA y JaBaJIbHOMY BIAMIHKY.

SIKII0 TOKYMEHT HaJICUJIa€ThCs MOCaroBiil 0co01, HalMEHYBaHHS YCTaHOBU
Ta ii CTPYKTYPHOTO MiJAPO3JUTY HABOJAATh Y HA3MBHOMY BIJIMIHKY, a IMoOcany 1
Mpi3BUIIE ajpecaTa — Y JaBAIbHOMY.

VY paszi HagcwiaHHs JHOKyMeHTa (i3uyHId 0c001 CIOYaTKy 3a3HAYAEThCS y
HA3MBHOMY BIJIMIHKY Mpi3BHUILE, 1M s Ta MO OaThKOBI (IHILIAJIM YU 1HILIAT 1MEH1),
NOTIM TOIITOBA ajpeca (ByJIULs, HOMEp OyAMHKY 1 KBapTUPH, HACEIEHUM MYyHKT,
paiioH, 00J1acTh, MOIITOBUM 1HACKC).

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

3arojoBOK BIJNOBia€ Ha MUTaHHS “mpo mo?”, “koro?”, ‘“doro?”.
Hanpuknag Haka3 (mpo 1mo?) mpo HaJaHHS BIANYCTKH; JIUCT (po 110?) Tpo
OopraHizaiil0 Hapaau; MOPOTOKOJ (4oro?) 3acigaHHsA aTecTaliiiHOl KOMICIT;
10CaI0Ba IHCTPYKIUIA (KOro?) BUXOBATENS.

be3 3arosioBka J03BOJISETHCS CKIAIATH KOPOTKI JOKYMEHTH Ha OJIaHKax
dbopmaty AS, 30KkpeMa CynpoBiIHI JIUCTU, TEJIErpamMu, TeaehOHOTPAMH.

3.13. TekcT AOKYMeHTa MICTUTh 1HQOpMaIio, s 3adiKCyBaHHS SKOi HOro
Oyno cTtBopeHo. TekcT noKyMeHTa MOBUHEH OyTH BUKJIAJAEHUN CTHUCIIO, TPAMOTHO,
3p0o3yMiJI0 Ta 00’€KTUBHO O€3 MOBTOPIB Ta BXKMUBAHHS CIIB 1 3BOPOTIB, SIKI HE
HECYTh 3MICTOBOTO HaBaHTAKEHHS, 1 TOBHHEH CTOCYBATHCS TOTO MUTAHHSI, SKE
c(hopMyIbOBaHE B 3ar0JI0BKY /10 TEKCTY.
Tekct qokymMeHTa O(POPMITIOETHCS Y BUTJISI CYLIJIBHOTO 3B’ SI3HOTO TEKCTY,
aHKETH 4M TaOJuIl a00 MUISIXOM IMO€ETHAHHS [UX (GOpM.
CyuinbHUN 3B S3HMHA TEKCT JOKyMEHTAa MICTUTh TPaMaTUYHO Ta JIOTIYHO
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y3roJDKeHy 1H(pOpMaIlifo mpo ympaBmHCHKI Ail. Taka ¢Gopma BUKIAACHHS TEKCTY
JIOKYMEHTa BUKOPHCTOBYETHCS IMiJI Yac CKIAJaHHS TOJI0XEHbB, MOPSAKIB, TIPABHI,
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, 3ar0JIOBOK JI0 TEKCTY.

TexcTn CKIagHUX 1 BETUKHX 3a 00CSITOM JOKYMEHTIB (IOTOBimi, 3BITH
TOIO) TOMIISIOTHCS HA PO3MALTH, MIAPO3IUIH, MYHKTH, MANYHKTH. [lyHKTH Yy
TEKCTI HYMEpYIOTbCA apaOChKUMU HHPpaMyd 3 Kpamkow, a MIAMYHKTH —
apaObChKUMU ITUPPaAMHU 3 Ty>KKOIO.

3.14. TlocamoBi ocoOu MIANKHCYIOTh JOKYMEHTH B MeEXax CBOIX
NOBHOBA)KE€Hb, BU3HAYEHUX CTATyTOM [O3alIKIIBHOIO HABUYAJIBHOIO 3aKJafdy,
NOCaJ0BUMH IHCTPYKUISIMH, HaKa3oM MpPO PO3MOALT 000B’S3KIB MK KEPIBHUKOM
Ta WOro 3aCTyNMHUKAMH TOMIO. Y 3a3HAYEHUX JTOKYMEHTAaX BU3HAYAETHCS TaKOX
NOPSIOK MIANUCAaHHS JOKYMEHTIB 1HIIMMH 0cO0aMU Yy pasi BIJICYyTHOCTI KEPIBHHUKA
3aKJajy Ta MOCaoBUX OCI0, sIKi YIIOBHOBAXEHI iX MMiIMUCYBaTH.

[linmuc cknagaeTbcsi 3 HallMEHYBaHHS IMOCaad OCOOM, sKa MIANHUCYE
JOKYMEHT, (TIOBHOTO — #KIIO JOKYMEHT HaJpyKOBaHUII He Ha OJaHKy,
CKOPOYEHOr0 — Ha JIOKYMEHTI, HAIpyKOBAaHOMY Ha OJIaHKY), OCOOMCTOrO MiIUCY,
1H1I1aiB (1HiiaJI IMEH1), TP13BUIIIA.

VY pasi BiJICyTHOCTI MOCaI0BOI 0COOH, sIKa MOBUHHA MMiIMKUCYBATH IOKYMEHT,
Horo mianucye ocoda, 10 BUKOHYE i1 000B’s3KH, a00 ii 3aCTymHHUK. Y TakoMmy pasi
000B’SI3KOBO 3a3Ha4arOThCs (haKTUYHA TOocana, 1Hiiamy (1Himiaa iMeH1), Mpi3BUIIe
ocobu, fKa MiAnucana JOKYMEHT (BUIPaBJICHHS BHOCITh PYKOMUCHUM a0o
MaIIMHONUCHUM CIOCOOOM, SIKIIO JOKYMEHT HEMOXKJIMBO IEpeApyKYyBaTH).
JlonaBaHHs 10 HailMEHYBaHHS MOCAIM KEepIBHUKA CiB “BukoHyrounii 000B’sI3K1”
abo “B. 0.” 3IIiCHIOEThCS y pa3l 3aMIlIEHHS KEpiBHUKA 3a HaKa3oM
(pO3HOPSAIKEHHSIM).

3.15. BigOutkoM meyaTKd 3akiaay 3acBiAUYIOTh MIJAMUC MOCaT0BOI 0COOH
HAa JOKyMEHTaXx 3 TUTaHb (PIHAHCOBO-TOCTIONAPCHKOI MIsIIbHOCTI. BinmOuTok
MEYaTKN CTAaBHTHhCSA TAaKUM YHWHOM, 100 BiH OXOIUIIOBAB OCTAaHHI KiNbKa JITEP
HallMEHYBaHHS [OCaId 0COOH, SIKa MiIUcaia JOKYMEHT.

3.16. IlozamkiibHUIA HAaBYATBLHUN 3aKJIaJl MOXKE 3aCBIUYBATH KOIIi JIUIIE
TUX JOKYMEHTIB, III0 CTBOPIOIOTHCSI B HBOMY, a TaKOXK y BUIAAKaX, MepeadadyeHnx
B a03all Apyromy Lboro myHkTy. Komisi JOKyMeHTa BUTOTOBIISIETHCS 1 BUJIAETHCS
TIIBKA 3 J03BOJY KepiBHMKA 3aKjaqy, HOTO 3acTymHHKIB a0o KepiBHUKa
CTPYKTYPHOTO MiIPO3LITY.

VY pa3i miAroTOoBKM JAOKYMEHTIB JUIsl HAaJaHHS CyJOBHUM OpraHam, IiJ 4Yac
BUDIIICHHS TMUTaHb IIOJAO0 NPUUHATTS TPOMAAsSH Ha pOOOTy, HaBUYaHHS,
3aCBITUEHHS iX TPYJAOBUX Ta 1HIIMX IMPaB y B3a€EMOBIJHOCHMHAX 13 3aKJIaJOM, a
TakoXX miJg 4Yac ¢GopMyBaHHS OCOOOBHUX CIIpaB MPAIiBHUKIB TO3aIIKIILHUAN
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HAaBUYAJIBHUN 3aKJIaJl MOKE BUTOTOBJISATH KOMIi JOKYMEHTIB, BUIAHUX I1HIIHMH
ycTaHOBaMH (KOMIii JUIIJIOMIB, CBIJIOLTB MPO OJEP)KaHHS OCBITH TOIIIO).

Bigmitka “Komis’” mOpoCTaBISEThCA Ha JHUIOBOMY OOIll Y BEPXHBOMY
MpaBOMY KYTKY IEPIIOTo apKyllla JOKyMEHTA.

Hamuc mnpo 3acBimueHHsS JOKyMEHTa CKJIQJarTh 31 CiiB  “3rigHo 3
OpUTiHAJIOM”’, HAMMEHYBAHHS TOCAJH, OCOOMCTOTO MIJAMKUCY 0COOH, sIKa 3aCBiUye
KOIto, ii 1HimiamiB (iHiMiadxy iMEH1) Ta Mpi3BUINA, JATH 3aCBITYEHHS KOMii 1
POCTABIISIETbCA HUKUYE PEKBI3UTY HoKyMeHTa “Ilianuc”, Hampukiian:

3TiJTHO 3 OpUTIHATIOM

3aBiayBad mianuc iHimamm (1Hiiam iMeHi), mpi3BUIIe

Jlata

Hanuc npo 3acBigueHHs KOMii CKPIMIIOETHCS IEYATKOIO.

Komist jokymMeHTa MoBHUHHA BiJIMOBIAATH OPUTIHAITY.

IV. CknagenHs nesikux BUJIB JOKYMEHTIB

4.1. Haka3z (po3nopsiisKeHHs).

4.1.1. Haka3 (po3nopsipkeHHs])) — JOKYMEHT, SIKMil 3acBIIUy€ PpIIICHHS
OpraHizaliitHo-po3MnopsIY0r0 Y HOPMATUBHO-TIPABOBOI'O XapakTepy. 3a 3MICTOM
YOpaBIIHCHKOI J1i Haka3d BHUJAIOTBCS 3 OCHOBHHUX MHUTaHb JisJIBHOCTI
MO3AIIKITLHOTO HABYaJbHOIO 3aKkjiaay, aJAMIHICTPATUBHO-TOCIOJAPCHKUX a0o0
KaJIpOBUX MMUTAHb.

4.1.2. Tlpoekt Haka3zy (pO3NOPS/DKEHHS) 3 OCHOBHOI JiSTIBHOCTI,
aJIMIHICTPATUBHO-TOCTIOJJAPCHKUX TMUTAaHb TOTYETHCS Ta MOJAETHCS 3aCTYITHUKOM
YM  KEPIBHUKOM CTPYKTYpPHOTO TIAPO3NLTY 3a JIOPYYCHHSIM KEpiBHUKA
MO3alTKUTFHOTO HABYAIBHOTO 3aKJIaly Y 32 BIACHOIO 1HIIIATUBOIO.

4.1.3. Tlpoekt Hakazy (pO3MOPSKEHHA) 3 KaJApOBUX TUTaHb (IIpo
OPUIHATTS Ha poOOTY, 3BUIBHEHHS, HaJaHHSA BIJIMYCTKU, BIAPSIXKEHHS TOIIO)
TOTYETbCS Ha  MIACTaBl  JOMOBIJHOI  3alMCKM  3aCTylHUKAa  KEpIBHUKA
MO3AIIKIJILHOTO HAaBYAJILHOTO 3aKjaJy YM KEpPIBHHUKA CTPYKTYPHOTO MIAPO3ALTY,
3asiBM TPALIBHUKA, TPYAOBOrO JIOTOBOPY Ta IHIIUX JIOKYMEHTIB.

4.1.4. Haka3 (po3nopsipKeHHs) MiANUCYEThCSA BIAMOBIIHO 10 NMYHKTY 3.14
ui€ei [HeTpykii.

4.1.5. Tlicns mnianvcaHHs Haka3y (PO3MOPSIKEHHSA) 3MIHU A0 HbBOIO
BHOCSITHCSl JIMIIE MUISIXOM BHUAAHHA HOBOTO Haka3y (PO3MOPSKEHHS) Mpo
BHECCHHSI 3MIH.

4.1.6. Hakaz (po3nopsipkeHHs) oopmMisieTbesl Ha OJIaHKY MO3aITKUIBHOTO
HABYAJIBHOTO 3aKJIaTYy.

3MicT Haka3y (pO3MOPSIKEHHS) KOPOTKO BUKJIAJAETHCS B 3arOJIOBKY, KU
MOYMHAEThCS 3 mnOpuilMeHHuka ~TIpo*“ Ta ckinagaeTbcs 3a  JAOMOMOIOIO
BipmiecniBHoro iMmeHHuka (“Ilpo 3atBepmkeHHs...“, “IIpo cTtBOpeHHs... ) abdo
imennuka (“Ilpo miacymku...“, “TIpo 3axoau...).

4.1.7. Texkctr Hakazy (pO3MOPSKEHHS) 3 MHUTaHb OCHOBHOI MiSTTBHOCTI
MO3alIKUIBHOTO HAaBYAJIBHOTO 3aKJaqy Ta aJAMIHICTPATUBHO-TOCIOIAPCHKUX
MWTaHb CKJIAJA€ThCI 3 JBOX YacTMH — KOHCTaTywouoi (mpeamOynm) 1



pO3nOpAIUOL.

VY KOHCTaTylouiii 4YacTHHI 3a3HAYAIOThCS MijJCTaBa, OOIPYHTYBaHHsS a0o
MeTa BHUJAHHS Haka3y. 3a3HaueHa YacTHMHA MOXE Mo4yuHaTucsa 13 ciiB “Ha
BUKOHAHHI. .., 7’3 MeTo10...“ TOmo. SIKIIO0 JOKYMEHT BHUJAETHCS Ha IMJICTaBl
IHIIIOTO PO3MOPSATYOr0 JOKYMEHTa, B KOHCTATYIOUld YAaCTHHI 3a3HA4YaloThCs
Ha3Ba BUJly LIbOIO JOKYMEHTa, HOro aBTOp, Jara, HOMEp Ta 3arojioBok. Kpamka
B KiHI[I KOHCTaTyIO40i YaCTUHU HE CTABUTHCSI.

Posmopsimua wacTMHa Hakaly mounHaeThes 13 cinoBa HAKA3VIO®,
pO3HOPS/DKEHH  MOKe  mouuHatucs i3 crnoBa  30BOB S3VIO®,  sxe
JIPYKYETHCSL 3 HOBOTO PANKA BETMKUMHU JiTepaMu  0e3 BIACTYIy BiJl JIBOTO
1oJisl 1 JIamoK, MICHIS YOro CTaBUTHCS JBOKpArKa.

Posmopsiqua dacThHa MOMUISETHCS HA TMYHKTH Ta MIAMYHKTH, SKi
HYMEPYIOTbCSI apaOCBKUMHM LHUPpaMu. Y KOXHOMY IMYHKTI MOBHHHI OyTH
3a3HA4Y€H1 BUKOHABILl, KOHKPETHI 3aBJaHHs (JOPYYEHHS) 1 CTPOKH iX BHKOHAHHS.
BukoHaBIl MOXyTh OyTH Ha3BaHI TaKOX y3araJbHEHO, HANPUKIA: ~KEPIBHUKAM
METOAMYHUX 00’ €qHaHb, ’3acTynmHUKaM nupekropa‘. [Ipu npomy, sik mpaBuio, He
3aCTOCOBYETHCSI HAMMCAaHHA HEKOHKPETHUX JIOPYY€Hb, SIKI MICTSATh CJIOBa:
“HPUCKOPUTH, ”MOMIMIIATH , ”aKTUBI3yBaTU , ”3BEpPHYTH yBary* TOIIO.

Sxio Haka3zoM (PO3MOPSHKEHHSIM) BIAMIHIETHCS MOMEPEIHIN PO3TOPS UM
JIOKYMEHT, y PO3MOpSAYid YacTUHI 3a3HAYAETHCS IYHKT, SKUM [MOBHUHEH
MOYMHATHUCS 13 CIiB: "BU3HATH TaKuM, 10 BTPATUB YHUHHICTb,...".

3MiHM, IO BHOCATBCS JI0 Hakazy (pO3MOPSIKEHHS), O(QOPMISIOTHCS
OKpEMHUM  Haka3oM (PO3MOPSKCHHSIM), SKAM TOBUHEH MaTH  TaKWil
3arosioBok: Ilpo BHeECeHHs 3MiH J0 Haka3zy (po3mOpsKeHHs)...“ 13
3a3HAYEHHSM JlaTM, HOMEpa, 3arojioBKa pO3MOpPAIYOro JOKYMEHTa, J0 SIKOTO
BHOCSThCA 3MiHU. Po3mopsiiua yacTuHa Hakaszy (pO3MOPSAKEHHS) TOYMHAETHCS 3
TaKOTO MyHKTY:

1. BHecTH 3MIHM 10 HaKa3y (pO3MOPSIKEHHS). ..

Ham okpeMuMH MiAMYHKTAaMU (OPMYITIOIOTHCS 3MIHHA JO PO3MOPSIIOTO
JIOKyMEHTA, HAPUKJIA/;

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

’2) MyHKT 3 BUKIIOUUTH';

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

SIKIo 3MIHM A0 pO3MOPSAIYOTrO JOKYMEHTa O(GOPMIISIIOTHCS Ha OKPEMOMY
apkymi (apkyimax), B [epIIOMY MyHKTI pO3MOPANYOi YAaCTUHU HaKazy
(pO3MOPSIKEHHS) 3a3HAYAETHCS:

1) Buectu 3MiHH J10... (I0AAIOTHCS) .

4.1.8. OcTaHHI# TYHKT pO3MOPAIYOi YACTMHM Y pa3l MNOTpedu Moxke
MICTUTH PIIIEHHS TPO MOKJIAJEHHS Ha MOCaJ0By 0co0y (DYHKIIIM 3 KOHTPOJIIO 3a
BUKOHAHHSIM Haka3zy (PO3NOPSAIKEHHS).

4.1.9. Haka3 (po3mopskeHHs) 3 KaapoBUX NHTaHb OQOPMIISIETHCA Y
BUTJISIAI  IHAMBIAyalTbHOTO a00 3BeleHOro. B iHAMBIMyaqbHOMY — Hakasi
(po3MOpPsIKEeHH1 ) MICTUTHCA 1H(GOpPMAITS PO OJHOTO TMPAIliBHUKA; Y 3BEJICHOMY —
npo  KUIBKOX, HE3QJIEKHO BiJ TOTO, SIKI YIPAaBIIHCHKI PIMICHHS MO0 HUX
IpUIMalOThCs (MIPUUHATTS Ha poOOTY, MPU3HAYEHHS Ha TOCay, MEPEeBEICHHS Ha
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1HIIY ocaay (po6oTy), 3BUTbHEHHS TOLIO).

4.1.10. 3MicT 1HAUBIAYyAJIBHOIO Hakazy (pO3MOPSIHKEHHS) 3 KaJIpOBUX
MUTaHb CTUCIO BUKIIAJAETHCS B 3arojIOBKY, SKUW MOYMHAETHCS 3 NMPUUMEHHHKA
“IIpo* 1 ckmamaeTbcs 3a JOMOMOTOIO BIJIECTIBHOIO IMEHHHMKA, HAMPUKIAL:
“IIpo  nmpuszHaueHHs...“, “IIlpo  npuitHATTA...”“. Y  3BEACHUX  HaKazax
(pO3MOPSIKEHHSIX) MOXKE 3aCTOCOBYBATHUCH y3araJIbHEHHUI 3aroJioBOK, HAIIPUKIIAI:
“IIpo xanxponi nutanHs ", ”IIpo ocoOoBMit ckiIag’.

4.1.11. Y TekcTi Haka3zy (pO3MOPSKEHHS) 3 KaAPOBUX MHUTAHb, K MIPABUIIO,
KOHCTaTyl04ya YaCTHHA HE 3a3HAYA€THCS.

4.1.12. Po3nopsaya yacTMHa Haka3y (pO3MOPSKEHHS) MOYMHAETHCS, SK
npaBuiio, 3 giecioBa y ¢opmi iHQiHITHBY: Zllpuitnatu®, “TlpusHaunt
“IlepeBectu®, ”Orosiocutu’* TOIIO.

Jlani 3a3HauyaloThCs MpPI3BUILE, IM’s, MO OaThbKOBI MpalliBHUKA, HA SIKOTO
MOIIHUPIOETHCS JIisl HaKa3y Ta TEKCT Hakaszy. Y 3BElIEHOMY Hakasl (PO3MOpsIKEHH])
Mpi3BHINA OCI0 Y MeXaX IMyHKTIB PO3MINIYIOThCS 3a ajiaBiTOM.

4.1.13. YV Hakazi (po3MOpSAIKEHHI) MPO MPU3HAYECHHS a0 3BUIbHEHHS
IpalliBHUKa 3a3HAYAETHCS MOBHA JaTa (YUCIIO, MICSIb, PIK) (PAKTUYHOTO BUXOMY
mpaiiBHMKa Ha poOoTy (IpUNUHEHHS TPYJAOBUX BIJHOCHH), PO3MIpH HOTO
[0CAaJOBOrO0  OKJaay  BIANOBIAHO A0  IITaTHOTO  PO3MHUCY,  HaJI0aBOK
Ta JOoIUIarT.

4.1.14. Y 3BeneHoMy Hakasl (pO3MOPSIKEHHSIX) 3 KaJIpOBUX MNHUTaHb 0
pO3MOPSIAYOT YACTUHU BKJIOYAETHCA 1H(GOpPMAILiS, L0 PO3MIIIYEThCA Yy Takid
MOCJIIJIOBHOCTI: NPUUHATTS HAa POOOTY, NEPEBEACHHS, 3BIbHEHHS.

4.1.15. YV K0XHOMY NMYyHKTI Hakazy (pO3MOPSIKEHHS) 3 KaJpOBHX IMUTaHb
3a3HAYA€ThCS IIJICTaBa IIOAO0 HOTO BUJAHHS (3asBa MpalliBHUKA, KOHTPakKT,
JIOTIOB1/IHA 3aIIMCKa, PIIICHHS aTeCTalliHOi KOMICIi TOIO).

4.1.16. Ilim gac o3HallOMJICHHSI 3 HaKa30M (PO3MOPSKEHHSIM) 3ralaHUMHU
y HBOMY o0cOo0aMH Ha TEpIIOMY MPUMIPHUKY HaKa3y MPOCTABISIIOTECA iX
MINACH 13 3a3HAYEHHSAM [JaTH O3HAWMOMJICHHS.

4.1.17. Haka3u (po3nopsipkeHHs]) HYMEPYIOThCS Yy TOPSAIKY iX BUIAHHS B
MeXaxX KaJIeHJapHOTo POKY; Haka3u (PO3MOPSIKEHHS) 3 OCHOBHOI AiSUTLHOCTI Ta 3
KaJIpPOBUX NMUTAHb MAIOTh OKPEMY MOPSAKOBY HyMEpaIlito.

4.2. Tlporoxou.

4.2.1. Ilpotokon — HAOKYMEHT, SKWUWA (IKCye  XiJ BEICHHS 3acilaHb,
OPUMHATTS B MO3AIUKIJIBHOMY HaBYAJIbHOMY 3aKJaJil  pIIIEHb KOMICISIMHU,
JOpaJuiMH OpraHaMu, 300paMu TOIIO.

[IpoTokon ckilamaeTbcs HA MiACTaBl 3aMKCiB, 3p00JIeHUX Oe3MocepeHBO i
yac 3acijiaHb, MOJAaHUX TEKCTIB Ta T€3 JOMOBiJEH 1 BUCTYMIB, JAOBIJOK, MPOEKTIB
pIIIeHb TOIIIO.

4.2.2. Tlpotokon MoXxe CKJIaaaTtucs B TOBHIA abo crtucmit dopmi. Y
MPOTOKOJI, CKJIAJICHOMY B CTHUCHTIHN popmi, (PIKCYIOThCS JHIIEe TPUIHSATI PIIIICHHS,
a He X171 0OOroBOPEHHS ITUTAHHS.

4.2.3. JlaToro pOTOKOJIy € J1aTa MPOBEACHHs 3acijaHHs. SIKIIO 3aciiaHHS
TPUBAJIO KUIbKa JHIB, TO 4Y€pe3 THPE 3a3HAYAIOTHCSA MEPIIU 1 OCTaHHIN JeHb
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3aciJaHHSl.

4.2.4. Homep mnpoTOKOJy TOBHHEH BIANOBIAATH TMOPSAKOBOMY HOMEPY
3acimanHs. Hymepaliis mpoTOKoJIiB BEJETHCS B MEXKaX KAJICHIAPHOTO POKY OKPEMO
32 KOXHOIO TPYNOI TPOTOKONIB 3acCiJaHHs BIJMOBIJTHOTO KOJET1aJIbHOTO
opraHy. Y pekBI3UTI ~Micle 3acijaHHS 3a3HA4a€ThCsl Ha3Ba HACEJIEHOTO
MYHKTY, B SIKOMY B1JI0YJIOCS 3aCiJIaHHS.

4.2.5. 3aroyioBOK 10 TEKCTY IMPOTOKOJY TIOBUHEH BiI0Opa)kaTh BUJ
3acimanHs (Hapama, 300pw, KoH(pepeHIlis Tomo) abo KoJeriaabHOI MiSUTHHOCTI
(komicis, paga, Kojeris, poOoda Trpyma TOIIO) 1 BKIOYATH Ha3By BHIY
JIOKyMEHTA.

4.2.6. TekcT TPOTOKONY CKIATAEThCA 13 BCTYMHOI Ta  OCHOBHOI
YaCTHH.

4.2.7. Y BCTynHIM 4acTHHI MPOTOKOJY 3a3HAYalOThCs MPI3BUIIA Ta 1HILIAIH
rojioBu ab0 TOJIOBYIOUOTO, CEKpeTaps, 3alpoIIeHHX, a TAKOXK MPHUCYTHIX 0ciO.

VY cnucky NpUCYTHIX 3a3HAYarOThCA B alipaBITHOMY MOPSJIKY CIOYATKY
NpI3BUINA Ta 1HIIATK MPUCYTHIX MOCTIMHUX WICHIB KOJEriaJlbHOro OpraHy 0e3
3a3HAYEHHS TOCajl, MOTIM — 3allpoIIeHUX OcCi0 13 3a3HAYEHHSIM IMOCcaja Ta y pasl
noTpeOu HallMEeHyBaHb YCTaHOB. JSIKIIO KUIBKICTh TPHUCYTHIX TEPEBUIILYE
15 ocib, 3a3HayaeThCd 1X 3arajbHa KUIBKICTH 3 ITOCHJIAHHSM Ha CIIMCOK, IO
JIOJTA€THCS JIO MPOTOKOITY.

BcerynmHa dacThHa BKITOYA€E TOPSIOK JMEHHUW — TEPENTiK PO3TVISTHYTHX Ha
3aCilaHHl TUTaHb, 110 PO3MIIIEHI B MOPAAKY iX 3HAYYIIOCTI 13 3a3HAYECHHSIM
JIOTIOBIJladya 3 KOXKHOro mnuTaHHA. [lopsaok AeHHUN TOAAEThCS HANPHUKIHII
BCTYIHOI YaCTUHMU.

CrnoBa “Tlopsinok NeHHHMI APYKYIOTHCS BiJ MEXI JIIBOTO MOJISI, MICIAS HHUX
CTaBUTbCA JIBOKparka. KokHe muTaHHsS HyMepyeTbcs apaOChbKuMM Ludpamu i
JIpYKyeThes 3 ab3airy. GopMyBaHHS MUTaHb y TOPSJIKY JEHHOMY IMOYHUHAETHCS 3
npuiiMeHHuka “TIpo®.

4.2.8. OcHOBHA YacTHWHA TPOTOKOJY CKJIAIAETHCS 3 PO3MALIIB, AKI MTOBUHHI
BIJINOBIJIATH TYyHKTaM TMOPSAKY JAEHHOro. Po3minu HyMmepyroTbes apabChbKuMU
mudpamu 1 OyAyIOThCS 3a TaKOKO CXEMOIO:

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

3a3HayeH1 cloBa JIPYKYIOThCS BEJIMKUMU JIiTepaMu Oe3 BIACTYIY BiJ Mexi
aiBoro mojs. Ilicms 1ux CiiB CTaBUTHCS JIBOKparka.

4.2.9. Iicas cnosa “CIIY XAJIN* 3a3Haua€eThCs TEKCT BUCTYITy OCHOBHOTO
nonoBigaya. [Ipi3Buie Ta 1HIMIAIM KOXKHOTO JOMOBiada APYKYHOTHCS 3 HOBOTO
psanka. TekcT BUCTYITy BUKIJIAJAETHCS y TPETIH 0CO01 OJTHUHHU.

4.2.10. Texctu abo Te3W MOMOBIAI Ta BHUCTYMIB, O(QOpPMIIEHI K OKpeMi
JIOKyMEHTH, JI0 TEKCTy MPOTOKOJY HE BKIIOYArOThCA. [licis BimomocTtel mpo
JIOTIOB1/Taua CTaBUTHCS TUPE 1 3a3HAYAETHCS: ~TeKCT AOMOBII (BUCTYIY) J0IA€THCA
JI0 IPOTOKOIY*".

4.2.11. Iicas caosa "BUCTYIINIIN® ¢ikcyroTbes BUCTYNH THX 0C10, SKi
B3SUTH y4acTh B OOTOBOPEHHI JOMOBiAl. Buctynmu ohopMIISIFOTECS Y MPOTOKOJI 13
3a3HAYCHHSIM TI0CaJl, MPI3BUI Ta IHIMIATIB MPOMOBIIIB Y HA3UBHOMY BiJIMIHKY, a
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TaKOXX 3 BHKJIAQJCHHSIM 3MICTY MHTAaHHS Ta BIAMOBIIEH HA HBOTO. 3MICT
BUCTYINIB BHUKJIQJAEThCA BIJI TPETHOI OCOOM OJHUHH.

4.2.12. [Ticns CJI0Ba "BAPILINIIN* C’YXBAJINJIN®,
"IIOCTAHOBWJIN®) ikcyeTbcs NOpUiiHATE PIIIEHHS 3 OOrOBOPIOBAHOTO
MUTaHHS TOPSJIKY JEHHOTO. PileHHS NMOBUHHE OYTH KOHKPETHHUM 1 BKJIIOYATH
CKJIaJIOBI, III0 BIMOBIAAIOTh HAa Takl IMTAHHSA: KOMY, IO 3poOUTH 1 B
AKUH CTPOK.

PimenHs, 1m0 MICTATh KiJdbKa THMTaHb, MOJUISIOTE HA TYHKTH 1
HIAMYHKTH, SIKI HyMEpYIOTbCs apaOcbkumu mudpamu. [TiAMyHKTH HyMepyrOThCs
mudpaMu 3 TYKKOIO.

42.13. YV pa3l komu Ha 3acilaHHl TOPUUMAETHCA PIMIEHHS PO
3aTBEP/KEHHS JOKYMEHTA, SIKHH OOrOBOPIOBAaBCA Ha 3aciaHHI, LI JOKYMEHT
JOJIA€TbCA A0 NPOTOKOJIY 1 B HbOMY POOMTBHCS MOCHJIAHHS Ha HOMEpP 1 Jary
OPOTOKONY. 3a HasABHOCTI IHINUX JIOKYMEHTIB, 10 PO3TJSJalIncs Ha
3acilaHHl  Ta QakT oOroBopeHHs SKUX Oyilno 3a(iKCOBaHO y  TEKCTI
NPOTOKOIY, BOHU HYMEpYyIOThcsi apabcekumu 1udppamu  (Jomartox 1,
Honarok 2). Y BIANOBIIHUX MYHKTaX MPOTOKOJIY POOUTHCS TMOCHUJIAHHSA Ha IIi
JOJTaTKH.

4.2.14. TIpoToKOJ MIAMUCYETHCS TOJIOBYIOUMM Ha 3aCiIaHHI KOJET1aJIbHOTO
OpraHy Ta CEKpEeTapeM.

4.3.Cny>k00BUM JIUCT.

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

BIAMOBIAI TIPO BUKOHAHHS 3aBJaHb, BH3HAUYCHMX B aKTax OpraHiB
JIep>KaBHOI BJIaJId, JOPYYCHHSX BHUIIUX IOCATOBUX OCI0;

BIJIMOBI/Il HA BUKOHAHHS JIOPYYEHb YCTAaHOB BUIIIOTO PIBHS;

BIJIMTOBI/1 HA 3alUTH 1HIITUX YCTAHOB,;

BIJITOBI1 HA 3BEPHEHHS IPOMAJISIH;

BIJIMTOBI1 HA 3aIMUTH Ha 1H(OpMaIIiio;

1HILIaTUBHI JIUCTH;

CYNPOBIHI JUCTH.

4.3.2. Cnyx0oBuii 1ucT OQOPMISETHCA Ha OJaHKY MO3aIIKUIBHOTO
HaBYAJIBHOTO 3aKJIaTYy.

4.3.3. Jluct mMae Taki peKBI3UTH: JlaTa, peecTpalliiHui 1HIEKC, MOCUIaHHS
Ha peecTpaliiHui 1HJIEKC 1 1aTy IOKYMEHTa, Ha SIKUM JTa€ThCsl BIAMOBIIb, ajipecar,
3aroJIoBOK J0 TEKCTY, TEKCT, BIIMITKA PO HASIBHICTh NOAATKIB (y pasl motpedu),
MIJMNAC, BIAMITKA MPO BUKOHABIIA.

JlaToro nucTa € marta Moro ImANKMCaHHS, sSKa MOBHHHA 30IraTHCS 13 JaTOO
peecTpalili BUXiTHOI KOPECTIOHICHITI1.

4.3.4. OCHOBHHUM PEKBI3UTOM CIy’)KOOBOTO JIUCTa € TEKCT, IO, SK
MPaBHJIO, CKJIAMAETHCSA 3 JIBOX YAaCTHH. Y TMEpINiid 4YacTHHI 3a3HAYAEThCS
NpUYMHA, TiACTaBa a00 OOTPYHTYBaHHS MIATOTOBKM JIMCTA YW HABOASITHCS
MOCWJIAHHS Ha JOKYMEHTH, IO OyJW TMiJACTaBOIO JJIT WOTO CKIIAJCHHS.

Jlpyra 4acTuHa BKJIIOYa€ BUCHOBKH, MTPOTIO3HUIIi1, TPOXaHHS, PIIEHHS TOIIO,
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K1 pPO3MINITYIOThCS 3 a03aIty.
4.3.5. Sk mpaBuIIO, y JUCTI MOPYIIYEThCS OJHE MHTAHHI.
Tekct nmcTta  BHKIAQAAEThCS Bl  MepImioi  0COOM  MHOXKHHH 3

[

BUKOPHUCTAHHSM CJIIB: TPOCUMO MOBIJIOMUTH...*, PO3'ICHIOEMO, I110...*.
Cny>x00BUM JTUCT MIAMUCYETHCS BIAMOBIAHO 10 MYHKTY 3.14 i€l [HcTpyKItii.
4.4. AKT.
44.1. AKT — JOKyYMEHT, CKJIaQJICHUi JCeKUIbKOMa ocobamMu Ta

HiATBEP/HKYIOUNH ycTaHOBIEH] (hakTh 1 Jii. AKTH 0pOPMIIAIOTHCS 32 Pe3yIbTaTOM
peBi3iif, Mmpu mpuiioMi-iepenavi crpas, MNpUOMi-Tiepenadi, CHHCAHHI MaifHa
TOIILIO.

4.4.2. AxT opopmIsieThCS Ha CTaHAAPTHOMY apKyli namepy dopmary A4 i
Ma€ Takl PeKBI3UTU: Ha3Ba JOKYMEHTY, rpud 3aTBep/keHHS (MpU HEOOX1THOCTI),
JaTa 1 MIClle CKJIaJIaHHS, 3aroJIOBOK JI0 TEKCTYy, TEKCT, MiANUCU OcCi0 (HEe MEHIIe
TPHOX), SIKI CKJIaJIaTH aKT.

4.4.3. TekcT aKTa CKJIaJA€eThCs 13 BCTYITHOI Ta KOHCTATYIOUYOi YaCTHH.

VY BCTymHIA 4YacTUHI BKa3ylOTbCA MIJACTaBU JUIsl CKJIAJaHHS aKkTa Ta
HA3UBAIOTHCS 0COOMU, SIK1 CKJIAIM akT a00 OyJIu MPUCYTHI IIPH IIbOMY.

VY KOHCTaTyloould YacTUHI BHKJIAQNAEThCS CyThb, 3aBJAaHHS, XapakTep
BUKOHAHOi poOOTH, BCTAHOBJIEHI (PaKTH, MPONO3uLii Ta BUCHOBKU. KoHcTaTyroua
YacTHUHA MOKe O(OPMIISITUCS Y BUTIISAII TAOJIHIIL.

VY KIHLI TEKCTY aKTa 3alUCYIOThCA AaHl MPO KUIbKICTh €K3EMIUISIPIB aKTa Ta
1X MICIIE 3HAXOKEHHS.

4.43. AKT mianucyeTrbcs BCIMa 0co0aMH, sIKI Opalid y4acTb y WOro
CKJIaJIaHHI.

4.4.4. Ocoba, sika Mae 3ayBa)XCHHS 10 3MICTY aKTa, MIANUCYE HOro 1
BUKJIQJIa€ CBOIO JYMKY Ha OKpPEMOMY apKyIili, SIKHi JOJA€ThCS JI0 aKTa.

4.5. Jlnga omepaTMBHOTO BUPIMICHHS CIY)KOOBUX THUTaHb J03BOJISIETHCS
nepenaya tenedonorpam. TenedoHorpamu 0hOPMIIIIOTECS B OTHOMY €K3eMIUISIPI,
iX MAMUCY€E KePIBHUK MO3AMKIILHOTO HABYAJIBLHOTO 3aKJIaTy.

4.6. JlomaTku 10 JOKYMEHTIB, KpiM JOJATKIB JO CYIPOBIJIHHUX JIUCTIB,
CKJIQJAI0ThCA 3 METOIO0 JIOMOBHEHHS, MOSCHEHHS OKPEMHX MUTaHb JOKYMEHTa abo
JIOKyMEHTA B I[IJIOMY.

Honatku oOpMISIOTECS, K MPaBWIO, HA CTAaHAAPTHUX apKyllaxX Marnepy.
Ha npyromy i HacTymHMX apkyImiax jojarka poouThcs BinMiTka: “IIpomoBikeHHs
nonatka”, “IIpomoBxkeHHs nogarka 17

VY pa3i HasgBHOCTI KUIBKOX JOJATKIB HAa HUX 3a3HAYAIOThCS TOPSIKOBI
HoMepH, Hanpukiaa: Jogatok 1, JlogaTtok 2 Tomo. 3Hak “Ne” mepen nuudppoBuM
MO3HAYEHHSM HE CTAaBUTHCS.

VY pasi KoM J0MaTKU HAJACWIAIOTHCS 13 CYMPOBIIHUM JIMCTOM, BiIMITKA TIPO
HAsSBHICTh JIOJATKIB PO3MINIYEThCSA TICIS TEKCTY JHUCTa Tepen MiAIucoM
HaAIMPUKJIIA;

HonaTok: Ha 5 apk. y 2 npuMm.

Ko MOKYMEHT Ma€ JT0MaTKH, MOBHE HAaWMEHYBaHHS SKUX y TEKCTI He
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HABOJUTHCSA, TO iX HEOOX1JHO MEPETIUUTH MICIs TEKCTY 13 3a3HAYEHHAM KIJIbKOCTI
apKYIIiB Y KOXXHOMY JI0JIaTKy Ta KIJILKOCT1 IXHIX MPUMIPHUKIB, HAIPUKIIAI:
Honatku: 1. JloBinka mpo meaaroriyHui ctax Ha 1 apk. B 1 mpum.

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

V. Ilepenik 000B’A3KOBO1 I1JIOBOI JOKYMEHTAII11
MO3aIIKIJIEHOTO HaBYAIBHOTO 3aKJIaay

5.1. CraryT no3amkiibHOTO HABYAJILHOTO 3aKIay.

5.2. CBimonTBO PO JEpKaBHY aTeCTaIlil0 IO3alIKIILHOTO HaBYAIBHOTO
3aKiamy.

5.3. Marepianu Aep>kaBHOI aTecTallli MO3allKiJIbHOIO HABYAJIBLHOTO 3aKJIay.

5.4. Axtu npuiiomy-niepeadl MO3alIKIILHOTO HABYAJIBHOTO 3akiany (mpu
3MiH1 KEpIBHUIITBA).

5.5. KoHTponsHO-BI3UTAllIfHA KHUTA.

5.6. Cratuctuyna 3BITHICTB 3a (hopmoro Ne 1113 (ocBita).

5.7. HomenknaTypa copas.

5.8. T[onoxeHHs PO CTPYKTYPHI MiAPO3IIIN MO3aMTKUTEHOTO HaBYAJILHOTO
3aKkiaay (BiAAUIM, Ta00OpaTopii, HEHTPHU TOIIO0) — 3a X HASIBHOCTI.

5.9. Jlinewn3ist Ha HaJaHHS OCBITHIX MOCHYT y cdepl mpodeciiHO-TeXHITHOT
OCBITU — Yy pa3l 3OiIMCHEHHA npodeciiiHOoi MIArOTOBKH 1 TNEPENmiAroTOBKU
POOITHUYUX KaJpiB.

5.10. VYromu mnpo ¢yHKIIOHYBaHHA TYPTKIB 1 TBOpYMX OO ’€IHAHb Y
MPUMIIICHHSIX 3arajlbHOOCBITHIX, MPOGEeCIHHO-TEXHIYHUX HaBYAIBHUX 3aKJIaIiB,
HAaBYAJIbHO-BUPOOHWYMX  KOMOIHATIB, MIANPHEMCTB, OpraHizamidi, BHIIHUX
HAaBUYAJbHUX 3aKJaJiB, HAyKOBUX YCTAaHOB, Ha 0a3i CHOPTUBHUX OyaiBenb 1
CTaJII0HIB TOIIO (32 HASBHOCTI TAKUX BITHOCHH).

5.11. Inan poOOTH MO3AIIKIIBHOTO HABYAJILHOTO 3aKjaay Ha NOTOYHUH PIK.

5.12. HaBuanbHMiA 1J1aH.

5.13. HaByasnbHi iporpamMu (a7t TYpTKiB, CEKIIiii, 00’ €JHaHb, KOJIEKTHBIB).

5.14. Po3kiaz 3aHATE.

5.15. XKypnain 061Ky poO0oTH TypTKa (CeKlii, 00’ € THaHHS, KOJIEKTUBY).

5.16. Kuura o0xiky Ta BHaadi cBiIONTB (ITOCBiAYEHB) MPO MO3AMIKIIBHY
OCBITY (32 moTpedn).

5.17. MenuyHi TOBIIKM BUXOBaHIIIB (Y4HIB, CIyXadiB) JJI 3apaxyBaHHS /10
CIIOPTHUBHHX, CIIOPTHBHO-TEXHIYHUX, TYPUCTCHKUX, XopeorpadiuyHuUX 00'€HaHB,
MOYATKOBHX  CIICIIAI30BAaHMX MHCTCIKUX HaBYAJIBHUX 3aKjadiB  — IIPo
BIJICYTHICTh y BHXOBAHIIB (y4YHIB, CJIyXauiB) NPOTHIOKa3aHb IJs 3aHATh Y
3a3HAYCHUX HaBYAJIBHUX 3akiagax (BigmoBigHo a0 cr. 14 IlomoxeHHsS mpo
MO3alTKUTbHANA HABYAIBHUM 3aKJiaj, 3aTBEP/DKEHOTO MOcTaHOBOK KalbiHnery
MinictpiB Ykpainu Big 6 TpaBas 2001 poxy Ne 433).

5.18. Kawnra HakasiB 3 OCHOBHOI JISUIBHOCTI.

5.19. Knura Haka3iB 3 KaJJpOBUX MUTaHb.

5.20. TpynoBi KHUKKH TIpaIliBHUKIB.

5.21. OcoboBi cripaBU MpailiBHUKIB.
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5.22. Knura o011iKy TpyAOBHUX KHUKOK IPAI[IBHUKIB.

5.23. llTaTHU# po3nuC MpaIiBHUKIB.

5.24. TlpaBuiia BHYTPIIIHBOIO TPYAOBOTO PO3MOPSAKY TMO3AMIKIIEHOTO
HABYAJIBHOTO 3aKJaay, PO3pOO0JIeHI Ha OCHOBI TUIOBUX MPABWJI BHYTPIIIHBOTO
pO3MOPSIIKY JJIS TPAIiBHUKIB  JIEpKAaBHUX HABYAJIbHO-BUXOBHUX  3aKJIaJlIB
Ykpainu.

5.25. TTocagoBi 1IHCTPYKIIi1 IIpaIliBHUKIB.

5.26. Knura npoTokoiB 3aciiaHb MeJaroriyHoi pajiu.

5.27. Kaura mpoTOKOJIB 3acijaHb 3arajibHUX 300piB (pamau, KoH(epeHIii)
KOJICKTHUBY.

5.28. Knura BHYTpIIIHBOTO KOHTPOJIIO.

5.29. IllepcnekTHUBHUI IUTaH TPOXOJKEHHS TIABHUILEHHS KBamidikari,
aTecTallii eAaroriyHuX MpariBHUKIB.

5.30. ATecrariitHi MaTepiajiy MeIaroriYHuX MpaIiBHUKIB.

5.31. CaniTapHi KHUKKH MPAIIBHUKIB.

5.32. Xypnanu 061Ky BX1JIHOI Ta BUX1JHOI KOPECIIOHCHIT].

5.33. XKypnain 0611iKy 3BEpHEHB Ta 3asB TPOMA/ISH.

5.34. KypHanu peectpaliii 1HCTPYKTaXKIB 3 TEXHIKA O€3MEKU Ta OXOPOHU
Tparli MpamiBHUKIB MO3AIIKITIEHOTO0 HABYAIBHOTO 3aKJIaTy.

5.35. XKypHanu peectpaiiii 1HCTPYKTaXIB 3 TEXHIKA O€3MEKU Ta OXOPOHU
mparll BUXOBaHIIB (Y4HIB, CTyXadiB) Mij] 4YaC HaBYaJbHO-BUXOBHOIO MPOIIECY.

5.36. XKypmam peecrparlii HENIACHMX BHUMAJKIB 3 MpalliBHUKAMU,
BUXOBAHIIMHU (YUHSIMU, CITyXauaMH) MO3alIKIIBHOTO HABYAJIBLHOTO 3aKJIaly.

5.37. |HBEHTapHO-TEXHIYHUI TMAaCMOpPT MO3alIKITFHOTO HABYAJIBHOTO
3aKnamy.

5.38. JlokymeHTH (CBiONTBA, aKTH, JOTOBOPH) HA 3€MJTIO, CTIOPY/IH, MAIHO,
Ha TIPABO BOJIOIIHHS, KOPUCTYBAHHS, PO3MOPSIKEHHS MaHOM.

5.39. Axr mnpuiiMaHHa ¥ mepenadi OyiBeNb, MPUMINIEHb, 3EMEJIbHUX
JUISTHOK Y KOPUCTYBAHHS 3aKJIady.

5.40. TuBeHTapH1 KypHaIU 00JIKY OCHOBHHX 3aCO01B.

5.41. TuBeHTapHa KHMTra 610J110TEYHOTO (POHTY — 32 HASIBHOCT1 010JT10TEKH.

5.42. TaBeHTapHU3aIllliHi OIUCH, AKTH.

5.43. Komropucu Ha TPOBEACHHS KaIiTaJbHOTO PEMOHTY — 3a YMOBH
MIPOBEJICHHSI TAKOTO.

5.44. ]JlokyMeHTH (IOTOBOPH, YrOJW, aKTH) MPO NpUMUMaHHS 1 37aBaHHS
Oy/iBeNb, MPUMIIIIEHb B OPEH/Ty — 3a HAsBHOCTI OPEHIHUX BIAHOCHH.

5.45. JlokyMeHTallis TPaKTUYHOrO TICHXO0JIOra, COILIaJIbHOTO Meaarora
(3riAHO 3 BIANOBIIHUMH HOPMATUBHO-TIPABOBUMU JTOKYMEHTAMH).

VI. Peectparis 1okymMeHTIB

6.1. JlokyMeHTH B NO3alIKUIbHOMY HaBYAJIBHOMY 3aKJa/ll PEECTPYIOThCS
HE3aJIeXKHO BiJ] CIOCO0Y 1X JI0CTaBKHU, Mepeiadi Yu CTBOPEHHS.

6.2. PeecTpairisi JOKYMEHTIB IPOBOJUTKLCS 3 METOIO 3a0€3MeUeHHs iX 00JIIKY,
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KOHTPOJTIO 32 BUKOHAHHSM 1 ONIEPATHBHUM BHKOPUCTAHHSM HAasBHOI B JIOKYMEHTaX
iHpopMmarii.

6.3. Peectpariis JOKYMEHTIB MOJISATa€ y BEACHHI 3alllCy OOJIKOBHUX JaHUX
PO JOKYMEHT 3a BCTAHOBJICHOIO PEECTPaIiitHOI0 (POPMOI0, IKUM (BIKCYETHCS (PaKT
CTBOpEHHS, BiAMpaBieHHs a00 oJep>KaHHS JOKYMEHTa MUISIXOM MPOCTABICHHS Ha
HBOMY PEECTPAIIMHOTO 1HACKCY 3 MOJAIBIINM 3allUCOM Y 3a3HA4YCHHX (opMax
HEOOX1THUX BIIOMOCTEH MPO JOKYMEHT.

6.4. JlokymeHTH, sIKI HAagXOISATh 1O 3aKIaay, PEECTPYIOTbCA B KypHai
peecTpaiiii BXiTHOT KOPECMOHACHINI, a Ti, MO BIAMPABIAIOTECA 3 HBOTO, — Y
KypHaJIl peecTpamii JOKYMEHTIB, CTBOPEHHUX MO3aMIKIIBHUM HABYAJIbHUM
3aKJIaJIOM.

[Ipumipsa Qopma KypHaly peecTpalii BXIAHOI  KOPECHOHJIEHIIIT
MO3AIIKLTHPHOTO HABYAJIFHOTO 3aKJIaly HaBelIeHa B JJOJATKY S.

[Ipumipna ¢opma KypHaly peecTpalii JIOKYMEHTIB, CTBOPEHUX
NO3aIIKUIBHUM HaBYaJbHUM 3aKjaJoM, HaBeJeHa B J0JATKy O.

6.5. JIokyMEeHTH peeCTpYIOThCS 3a TpyIaMH 3ajJeKHO BiJ Ha3BH BUY,

aBTOpa Ta 3MICTYy IOKYMEHTIB. Hanpukiaza, okpemMo peecTpyroThCs:

aKTU OpraHiB JE€p>KaBHOI BIAAM, JOPYYEHHS BHUIIMX MOCATOBUX OCIO,
3alUTH, 3BEPHEHHS, 4 TAKOK KOPECIOH IEHLIS, 10 HAIIAIIIA 10 3aKJIay;

Hakasu (pO3MOPSIKEHHS) 3 OCHOBHUX MUTaHb JISJIBHOCTI MO3aIIKIIEHOTO
HaBYAJIBHOTO 3aKJIaay;

HaKa3u 3 KaJIpOBUX MMUTAHb;

aKTU peBi3iil (1HAHCOBO-TOCIIOAAPCHKOTL MISITHOCTI;

OyXTanTepchKi TOKYMEHTH;

CITY’KOOBI JIUCTH;

3BEPHEHHS TPOMAJIsH;

3alMUTH HA IHPOPMALIIO.

6.6. dakcorpamu (mamepoBi Komii JOKYMEHTIB, Mepe/iaHl 3 BUKOPUCTAHHIM
3ac001B (PaKCUMUIIBHOTO 3B’SI3KY) PEECTPYIOTHCS OKPEMO BiJ IHIIUX JTOKYMEHTIB.

6.7. lokymMeHTH, 10 MEPEAaroThCS E€JICKTPOHHOI TOIITO y CKaHOBaHIN
dbopmi 6e3 eNeKTPOHHOTO IU(POBOTO MIAMUCY, PEECTPYIOTHCS 3a MOTpeOU —
OKpEMO BiJl IHIIUX IOKYMEHTIB 13 3a3HAYCHHSIM €JIEKTPOHHOT aJ[peCcH BiANMpPaBHUKA
Ta ajipecara.

6.8. Ilix yac peectpalii HOKYMEHTY HAJA€TbCsl yMOBHE TMO3HAYEHHS —
peecTpalliitHui 1HACKC.

Jns  BXIAHMX  JOKYMEHTIB  PEECTpallIMHMM  1HAEKC CKIAJa€eThCcs 3
MOPSIAKOBOIO HOMEpa Ta I1HJEKCY chpaBu, Hanpukian: 45/01-10, ne 45 -
nopsiikoBuit Homep, 01-10 — iHmeKc cipaw.

VY BUXITHOTO JOKYMEHTa PEECTpalliiHUN 1HIEKC MOKE PO3MIILIYBATHCS Yy
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3BOPOTHIN TOCIIIOBHOCTI — 1HJEKC CIpPaBH Ta TOPSIKOBUA HOMEp, HAIPUKIIAI:
02-15/58, ne 02-15 — iHaeKC crpaBH, 58 — MOPSIAKOBUM HOMED.

6.9. ¥V nmo3amkuibHUX HaBYAJIbHHUX 3aKJIaJlax MOXKE 3aCTOCOBYBATHCS OJHA 3
dbopMm peectpamii JOKYMEHTIB — JKypHaJlbHa, YW aBTOMaruh3oBaHa (3
BUKOPHUCTAHHSM CIEI[iaIbHIX KOMIT FOTEPHUX MTPOrpam).

6.10. IlpumipHmii mepenik TOKYMEHTIB, IO HE MiJJISTal0Th pPeecTparii
CIy’)k0010  JUIOBOACTBA (JUIOBOJOM) TMO3AMIKUIBHOTO HABYAJIBLHOTO 3aKjay,
BUKJIQJICHUH Y TOJATKY 7.

VIl. CknaaeHHs HOMEHKJIATypH CpaB

7.1. Homenkiatypa crpas — 11e 000B’I3KOBHI JJI1 KOKHOTO TTO3AIIKLIIEHOTO
HABYAJIBHOTO 3aKJIaJy CHCTEMAaTH30BaHUM MEpesliK Ha3B (3aroJioBKiB) CIpaB, IO
bopMyI0oThCs B 1OT0 I1JIOBOJICTBI, 13 3a3HAYEHHSIM CTPOKIB 30€piraHHs CIpasB.

7.2. HomeHknaTypa cripaB npu3HavYeHa /Il BCTAHOBJICHHS B MO3ANIKIIEHOMY
HABYAJIBLHOMY 3aKJajl €IMHOTO TOPAIKY (OopMyBaHHS CIpaB, 3a0€3MEUeHHs iX
00JIIKy, ONEPATUBHOTO TMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BU3HAUYCHHS
CTPOKIB 30€piraHHsi CIIpaB 1 € OCHOBOIO ISl CKJIAJIEHHSI OMKCIB CIIPaB MOCTIMHOTO
Ta TpuBajgoro (monax 10 pokiB) 30epiraHHsd, a TakoX Il OOJIKY CIpaB
TUMYACcOBOTO (210 10 poKiB BKIIFOUHO) 30€piraHHs.

7.3. IIpumipHa ¢opMa HOMEHKIJIATYpH CIpaB MO3AIIKLUIBHOTO HABYAIHLHOTO
3aKyaay HaBeJeHa y JOJaTKy 8.

7.4. 3arosoBOK CIpaBu TOBUHEH YITKO Yy CTHCIIM y3araimbHeHid (opmi
B1JIOOpayKaTH CKJIAJ 1 3MICT JJOKYMEHTIB CITPaBH.

3aroyioBOK CITpaBU CKJIAJA€THCS 3 €JIEMEHTIB, 10 PO3MIIIYIOTHCA y TaKii
MOCJIIIOBHOCTI: Ha3Ba BUAY CIIpaBU (JIMCTYBaHHS, KypHaJI, KHUTa TOIIO) YA BUIY
JIOKYMEHTIB y cIpaBi (HakKa3W, MPOTOKOJH, aKTH TOIIO); aBTOp JOKYMEHTIB
(HallMeHyBaHHS 3aKJajly); KOpPECTOHIAEHT abo aapecar (HalilMeHyBaHHS YCTaHOBH,
0 SKOi ajapecoBaHi ab0 BiJ SKOi HAIIMIUIA JOKYMEHTH), KOPOTKUH 3MICT
JIOKYMEHTIB CIipaBu (MUTaHHS, 3 AKOT0 (OpPMYEThCS cIpaBa); Aara (mepion), A0
SKOI HaJie)aTh JIOKYMEHTH CIpPaBH; BKAa31BKM HAa HAABHICTh KOMIN JOKYMEHTIB Y
crpasi (y pasi moTpeon).

VY 3aroysioBkax 0COOOBUX Ta 1HIIUX CIIPaB, IO MICTITh JIOKYMEHTH 3 OHOTO
MATAHHS, MOB’s13aH1 MOCIIIIOBHICTIO BEICHHS MPOIEAYp A1JOBOJICTBA, BXKUBAETHCS
TepMiH “cripaBa’, Hanpukia: “OcoboBa crpasa’.

VY 3arojoBkax cmpaB, IO MICTITh JOKYMEHTH 3 OJHOTO IHUTaHHS, HE
MOB’sI3aH1 TIOCJIIIOBHICTIO BEJIEHHS TPOIEAYp AUTOBOJCTBA, BKUBAETHCS TEPMIH
“IOKYMEHTH, a MICII1 HhOTO B JYXKKaX 3a3HAYaIOThCS OCHOBHI BUIM JIOKYMEHTIB
cnpaBu, Hampukiaaa: “JlokymeHTH (TUTaHM, AHKETH, JOBIAKH) MPO TPOBEICHHS
OISy CTaHy JAUTOBOJICTBA Ta apXiBHOI CIIPaBH y MO3aLIKIIbHOMY HaBUaJIbHOMY
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3aKnami’”.

TepmiH “IIOKYMEHTH” BXKHUBA€ETHCS TAKOX Y 3arojIOBKaxX CIpaB, 110 MICTATh
JOKYMEHTHU-IOAATKA 10 OyAb-SIKOTO  HOPMATHBHO-TIPABOBOTO  akTa  abo
PO3MOPSIIYOTO JOKYMEHTA 3aKjaiy.

VY 3aronoBkax cmpaB, II0 MICTSATh IUIAHOBO-3BITHY JOKYMEHTAIllO,
3a3HAYaA€ThCs TIepiof (MicAllb, KBapTal, MIBPIYYs, PIK), B SKOMY IUIAHYETHCS
CTBOPEHHS IOKYMEHTIB, a00 Mepiof] iX PaKTUYHOTO BUKOHAHHS, HATPUKJIIA/:

1. [1nan oCHOBHUX OpraHi3amiifHuX 3aX0iB 3akiaany Ha 2012 pik;

2. 3BIT TpO BUKOPUCTaHHS OIOMKETHMX  KOINTIB  MMO3AMIKIIBHOTO
HaBYaJIbHOTO 3akiany 3a 2012 pik.

[Tim dac po3MilIeHHS 3arojOBKIB CIPaB y HOMEHKIATYpPI BPaXOBYETHCS
BOXJIMBICTh JOKYMEHTIB, BKIIOUEHUX JO CIIPaBH, iX B3a€MO3B’s30K. Ha mouatky
PO3MINIYIOTBCA 3aroJIOBKU CHpaB MIOA0 JIOKYMEHTIB, SIKI HaAIWIUIM BiJl OpraHiB
BUII[OTO PIBHS, JaJi — II0/I0 OPTaHi3allliHO-PO3NOPSAII0i JOKYMEHTAIlii, TIJIaHOBO-
3BITHOI JIOKYMEHTaIlii, JIICTYBaHHS, OOJIKOBO-/IOBIIKOBUX BHJIIB JIOKYMEHTIB. Y
KOXHIM 3 IIUX TPYyN JOKYMEHTH TaKOK PO3MIIIYIOTHCS 3 YPaXyBaHHAM BaXKJIMBOCTI
Ta CTPOKIB 30€piraHHs.

VIIl. ®opmyBanHs cripas

8.1. ®opMyBaHHS cIIpaB — I1¢ TPYIyBaHHS BUKOHAHUX IOKYMEHTIB Y CIIpaBy
BIJIMOBIHO /10 HOMEHKJIATYPH CIIPaB.

8.2. Ilix wac QopmyBaHHA CHpaB CIiA AOTPUMYBATUCS TAKUX 3arallbHUX
npaBWiI: BMIN[YBaTH Yy CHOpaBU TUIbKM BHUKOHAHI JIOKYMEHTH BIJIMOBIIHO [0
3aroJIOBKIB CIIpaB B HOMEHKJIATYpi; TPYIyBaTH y CIpaBU JOKYMEHTH, BUKOHaHI
IPOTATOM OJHOTO KaJIEHAAPHOTO POKY, 32 BUHATKOM MEPEXITHUX CIpaB (BEAyThCs
MPOTATOM KUJTBKOX POKiB), 0COOOBHX CITpaB; BMIIIIYBAaTH y CIPABH JIUIIE OPUTTHAIH
abo B pasi iX BIJICYTHOCTI 3aCBIUYE€HI B YCTAHOBJICHOMY TMOPSIAKY KOIIii
JOKYMEHTIB; HE€ JOIyCKaTH BKJIIOYEHHS 1O CIpaB YOPHOBUX, OCOOMCTHX
JIOKYMEHTIB, PO3MHOXEHUX KO Ta JOKYMEHTIB, IO MAJSATalOTh MOBEPHEHHIO;
OKpEMO TPYIyBaTHU Yy CIIPaBU JOKYMEHTH MOCTIMHOTO 1 THMYAacOBOTO 30€piraHHs;
3a 00csiroM crpaBa He MoBUHHA TepeBulryBaTu 250 apkymiB (30-40 mimiMeTpiB
3aBTOBIIKH).

8.3. JlokyMeHTH TpynyrTbCid Y CIOpaBH B XPOHOJIOTIYHOMY Ta/abo
JIOTIYHOMY MOPSIAKY.

8.4. TlonoxxeHHs, mpaBuia, IHCTPYKIlI TOIIO, 3aTBEPKEHI PO3MOPSIAIUMHU
JIOKyMEHTaMU, TPYMYIOThCS Pa30M 13 3a3HAYCHUMH JIOKYMEHTaAMHU.

8.5. Haka3u 3 mutaHb OCHOBHOI AISUTBHOCTI 3aKJIaidy, 3 aJMIHICTPAaTUBHO-
rOCTOJapPChKUX MUTaHb, 3 KAJAPOBUX MUTAaHb TPYNYIOTHCS B pi3Hi cripaBu. Hakasu 3
KaJIpOBUX MHUTaHb (0COOOBOTO CKJIAAy) TPYIMYIOTHCS BIAMOBITHO JO iX BHIIB Ta
CTpPOKIB 30€piraHHs.
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[TpoTokonu 3acigaHb KOJIETiaIbHUX OPraHiB MO3AIIKUIBHOTO HaBYAJIBHOTO
3aKJiajly TPYNYIOThCS y CIPaBU B XPOHOJOTIYHOMY MOPAIKY 1 32 HOMEpaMH.
JIOKyMEeHTH 10 3acilaHb 3a3HAYEHHUX OpraHiB CHUCTEMAaTH3yIOThCS 3a JaTaMH Ta
HOMEpaM{ NPOTOKOJIIB, @ B MEXaxX I'PyNU JAOKYMEHTIB, IIO CTOCYIOTHCS OJHOTO
IPOTOKOITY, — 32 MOPSAIKOM JCHHUM 3aCiTaHHS.

8.6. JlopydeHHsI yCTaHOB BHUIIOTO PIBHA Ta JOKYMEHTH, TOB’s3aHi 3 IX
BUKOHAHHSM, TPYMYIOTbCA y CHpPaBH 3a HaMpsAMaMU TiSUIBHOCTI 3akiany ado 3a
aBTOpaMU IHIIIATUBHUX JIOKYMEHTIB. JIOKYMEHTHM Yy HEBEJIMKIM KUIBKOCTI
TPYMYIOTHCS B OAHY CIpaBy. Y CIpaBi JOKYMEHTH CHUCTEMATHU3YIOTHCS 3a JlaTaMu
JOpyYEHb.

8.7. 3aTBep/KeHi TJIaHH, 3BITH, KOIITOPHCH TPYMYIOTHCS Y CIIPAaBU OKPEMO
B1JI TPOEKTIB LIUX TOKYMEHTIB.

8.8. JluctyBaHHS TPYIYETHCS 32 3MICTOM 1 KOPECIIOHJEHTCHKOIO O3HAKOIO
Ta CHCTEMAaTU3YEThCS B XPOHOJIOTIYHOMY TOPSAKY: JIOKYMEHT-BIJIIOBI/b
PO3MINTYETHCS 32 TOKYMEHTOM-3aITATOM.

8.9. MertoauyHe KEpiBHUILTBO 1 KOHTPOJb 3a (OPMyBaHHSM CIOpPaB y
MO3alIKUIbBHOMY HaBYAJbHOMY 3aKjaJl Ta HOro CTPYKTYPHUX MIIPO3AUIaX
3MIMCHIOETHCS  JIIOBOJIOM YW 0CO00I0, Ha SIKy TOKJIAJA€ThC OpraHizarlis
JIIJIOBOJICTBA B 3aKJIaIl.

IX. 30epiranHs JOKyMEHTIB

9.1. JlokyMeHTH 3 4acy CTBOPEHHs (HaIXOKEHHs) 1 10 Tepeaadi A0 apXiBy
3aKyaay 30epiraroThCs 3a MiclieM iX (popMyBaHHS.
KepiBHMK  MO3alIKUIBHOIO  HABYaJbHOIO  3aKjaqy Ta  MpalliBHUKH,
BIIMOBIJAJIbHI 32 OpraHi3allio J1JI0BOJICTBA, 3000B’sI3aH1 3a0€3MEUUTH 30epiraHHs
JIOKYMEHTIB 1 CITpasB.

9.2. CnpaBu TOBHHHI 30epiraTucs y BEPTUKAIBHOMY MOJIOXKEHHI B madax,
10 3aKpUBatOThCsl. Ha KOpIHISIX 00KIaAMHOK CIIpaB 3a3HAaYal0ThCsl 1HAEKCH CITPaB.

9.3. Bwumaua cmpaB y THUMYacoBe KOPUCTYBaHHS  IpalliBHUKaM
MO3alTKUTFHOTO HABYAIBHOTO 3aKJIaay 3AIMCHIOETHCS 3 YCHOTO JO03BOJIy HOTO
KEepIBHHKA, a 1HIITUM YCTaHOBAaM — 3 MOT0 MUCHhbMOBOTO 103BOJTy. Ha BuaaHy cripaBy
CKIIAJAEThCS KapTKa — 3aMIHHHMK. Y KapTIi 3a3HA4aloThCsl 1HJEKC CIpaBH,
3aroJIOBOK CIIpaBW, Jara ii Bujadi, ocoba, SKii copaBy BHJAHO, jgaTa il
MMOBEPHEHHS, MIAMUCH OC10, K1 BUJATU Ta TPUNUHSIN CIIPABY.

Hananus cripaB y TUM4YacoBe KOPUCTYBaHHS 3[1MCHIOEThCS HE OUTbII SIK Ha
OJIMH MICSIIb.

9.4. BuwiydyeHHs JOKYMEHTIB 13 cCHOpaBH TMOCTiiiHOro 30epiraHHs
3a00pOHSIETbCA. Y BUHATKOBUX BHIIAJKaX BUJIyYEHHS IOKYMEHTIB JIOIYyCKA€ThHCS 3
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JI03BOJTy KEpIBHUKA TMO3AMIKUIBHOTO HAaBYAIBHOTO 3aKiagy 3 OOOB’SI3KOBUM

SAJIMIICHHAM Y cnpaBi SaCBiI[LICHI/IX HaJIC)KHUM YHHOM KOITIH.

9.5. Ctpokwu 30epiraHHs JUJIOBOI JOKYMEHTAIIli MO3aMIKIJIbHOI0 HaBYaIbHOTO
3aKjIaay HaBEJEHO Yy A0JaTKy 9.



Jonmatok 1

1o I[IpumipHoi iHCTpYKITIT 3
BeIECHHSA 000B’SI3KOBOI1 I1IJIOBOI
JIOKYMEHTAII11 B MO3AIIKITEHUX
HaBYAJILHUX 3aKJIagax

(myHKT 2.5)

3pa3ok
oopmJIeHHS 0JIAaHKA MO3ALIKIJIBHOT0 HABYAJBHOI0 3aKJIa1y
HA OCHOBi KYTOBOI'0 pO3MilllcHHSI PeKBI3UTIB

i

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

No

Ha Ne BIJ




Jlomatok 2

1o [IpumipHOT iHCTPYKITIT 3
BEIECHHSA 000B’I3KOBOI I1JIOBOI
JIOKYMEHTAIII1 B MO3AIIKITEHUX
HaBYAJILHUX 3aKJIagax

(myHKT 2.5)

3PA30K
oopmJIeHHS 0JIAHKA MO3AIIKIJIBHOI0 HABYAJBHOI0 3aKJIa1y
HA OCHOBI NO310BKHBOI'0 PO3MillICcHHSI PEKBI3UTIB

Y

MiHicTepcTBO OCBiTH i HAYKH, M0OJIOJI Ta CIOPTY Y KpaiHH

KHIBCHKHUM JEPKABHUM BYJIUHOK XYJOXKHbOI

TA TEXHIYHOI TBOPUOCTI (K1 BXTT)
OynbB. Tapaca IlleBuenka, 27, M. Kuis, 01032, ten/akc: 0 (44) 01032, e-mail bhtt@ukr.net
Kox €IPIIOY 03072632

Ne
Ha Ne BIJI
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JomaTok 3

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

(myHKT 3.2)

BUMOI'
10 oGopMJIEHHSI TOKYMEHTIB, 110 BHIOTOBJISIOTHCSA
3a J0MOMOTr0I0 IPYKYBAJbHUX 3ac00iB

1. Jlns AapykyBaHHsS TEKCTIB CIIYKOOBHX JOKYMEHTIB BHUKOPHCTOBYETHCS
rapuitypa Times New Roman, mpudt posmipom 12-14 apykapchbKuX IYHKTIB.
J103BOMSIETHCS BUKOPUCTOBYBATH MIpUDPT po3Mipom 8-12 npykapChbKUX IYHKTIB
JUIsL ApyKyBaHHsS pekBi3uTy “lIpi3Buille BUKOHABISI 1 HOMEp ioro TenedoHy”,
BUHOCOK, MOSICHIOBAJIbHUX HAMKCIB JI0 OKPEMHUX €JIEMEHTIB TEKCTY JIOKyMeHTa a0o
HOTO PEeKBI3UTIB TOIIIO.

[lin wvac JpykyBaHHS 3aroJIOBKIB  JIO3BOJISIETHCSI BUKOPHUCTOBYBATH
HaMiBXUpHUM mpudt (mpsimuit abo Kypcus).

2. Tekcr moxkymenTtiB Ha mamepi ¢opmary A4 (210 x 297 wminiMeTpiB)
PEKOMEHJIOBAaHO APYyKyBaTh 4epe3 1-1,5 MixkpsiakoBoro iHTepBainy, a popmary AS
(148 x 210 mimimeTpiB) — yepe3 1 MIKPSAKOBUIN 1HTEPBAI.

JIOKyMeHTH MOBUHHI MaTH TakKi MoJjst (MUJIIMETPIB):

30 — niBe;

10 — mpage;

20 — BepxHE Ta HIKHE.

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

PekBi3uTH MOKyMEHTa BiJIOKPEMITIOIOTHCS OJWH BiJ oxHoro yepe3 1,5-3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buy TOKyMEHTa APYKYETHCS BEIUKUMH JIITEPaAMHU.

4. PosmudpyBanna mignucy B pekBizuTi “Ilianuc” apykyeTbcs Ha piBHI
OCTaHHBOTO PSAAKA HA3BU MIOCAIN.

5. He poOutbcst BimcTyn Big MEXI JIIBOTO TOJSI JUisi pekBi3uTiB “JlaTta
JOKyMeHTa”, “3arojgoBoK 10 TeKCTy mokyMeHTta”’, “Tekct” (6e3 ab3ariB),
“BimMiTka Tpo HasBHICTh nomatkiB”’, “lIpi3Buille BHUKOHABII 1 HOMEp HOTO
tenedoHy”’, HaWiMeHyBaHHA Tiocaau y pekBizutax “Tligmuc” Tta “I'pud
NOTOJDKEHHS”,  3acBIQUYBajbHOrOo  Hamucy  “3riiHO 3  OpuriHajioMm”,
takoxk ciuiB “CIIYXAJIN”, “BUCTYITWJIN”, “BUPIIINJIN™, “YXBAJINJIN”,
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“HAKA3VYIO”.

6. 3a HasABHOCTI KUIbKOX TpuU]iB 3aTBEP/KEHHS 1 MOTOJKEHHS BOHU
PO3MIIIYIOTECS Ha OJHOMY PiBHI BEpTUKaIbHUMH psjakamu. [lepmuii rpud — Bifg
MEXK1 JIIBOTO TOJIST; ApyTHil — uepe3 104 migiMeTpH BiJl MEXI JIIBOTO TTOJIS.

7. Ilix gyac opopMiIeHHsS JOKYMEHTIB Ha JBOX 1 OLbIIe CTOpPIHKAxX Jpyra Ta
HACTYITHI CTOPIHKM MOBUHHI OyTH mpoHyMepoBaHi. HoMepu CTOpiHOK CTaBIATHCA
HOCepEINHI BEPXHBOTO 0JIs apKyllla apadCchbKuMK LuppaMu 6€3 3a3HaueHHs CJI0Ba
“cTopiHka” Ta po3AUIoBUX 3HaKiB. [lepiia cTopiHKa HE HyMepy€eThCA.

8. TexkcTu TOKyMEHTIB MOCTIMHOIO 30epiraHHs IpYKYIOThCS HAa OAHOMY OOIIi
apkyma. JIokyMeHTH 13 CTPOKOM 30epiraHHsi 10 5 pOKIB MOXKHa APYKyBaTH 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
AOKYMEHTIB, 110 3aTBEP/:KYIOThCSI
3 IPOCTABJSIHHAM rpuda 3aTBepAKeHHs

1. Aktu (akT npuiioMy-nepeaadi No3alIKiIbHOTO HaBYAJIbHOI'O 3aKIaay; aKT
npuiimManHs W mepedadi  OyjaiBedb, MPUMIMICHb, 3€MEIbHUX JUISHOK Y
KOPUCTYBaHHS 3aKjIany).

2. Homenkiatypa cripas.

3. 3BITH (3BIT PO OCHOBHY JIISUIbHICTB; 3BIT MPO BIAPSII>KEHHS TOIIIO).

4. Onucu crpas.

5. [Inanu (Tutan poOOTH MO3ANTKIIEHOTO HABYAIBHOTO 3aKJIaly Ha MOTOYHHMA
pIK; HaBYAJIBHUM TUIAaH; IJIaH POOOTH CTPYKTYPHOTO MiAPO3UTY MO3aIIKIIBHOTO
HABYAJHHOTO 3aKJIaly Ha MOTOYHHIA PiK (32 HASBHOCTI) TOIIIO).

6. [TocamoBi iHCTPYKIIii.

7. IlpaBuna BHYTPIIIHBOTO TPYJOBOTO  PO3MOPSJKY  IMO3AIIKIIBHOTO
HAaBYAJILHOTO 3aKJIafy.

8. Po3kiagy 3aHATE.

9. Crarytu (MOJNIOKEHHS) YCTaHOB (CTaTyT MO3AMIKiIIHLHOTO HABYAIHHOTO
3aKJ1a 1y, MOJIOKEHHS PO CTPYKTYPHHUH MiAPO3/iT 3aKIaay (3a HassBHOCTI)).

10. IlITaTHi po3nucHy.



JlogaTok 5

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

HaBYaJIbHUX 3aKJIagax

(myHKT 6.4)
MNPUMIPHA ®OPMA
JKYPHAJIy peecTpauii BXiIHOI KOpecOHAeHIIl
MO03aIKIIBHOT0 HABYAJIbHOI'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
KOHTPOJIbHUM TEpPMiH
Ta crocio
BUKOHAHHS)
1 2 3 4 5 6 7 8
1.
2.




JlonmaTok 6

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

(myHKT 6.4)

KYPHAJ
peecTpauii JOKYMEHTIB, CTBOPEHHUX NMO3AMKIJIbHIM HABYAJIbHUM 3aKJI20M

JlaTa Ta iHgeKC Kopecrnonient Kopotkwuii 3micT Bukonasenn
JIOKYMEHTA
1 2 3 4
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1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI I1JIOBOI
JIOKYMEHTAIi B MO3aIIKUIBHUX
HaBYAJILHUX 3aKJIagax

(mynukt 6.10)

IMPUMIPHUU IEPEJIK
JOKYMEHTIB, 10 He MiVIAralTh peecTpamii cayk0010 AJIOBOACTBA
(1i;10BOIOM) MO3ANIKIJIBHOTO HABYAJIbHOTI0 3aKJIaLy*

1. I'padiku, Hapsau, 3a9BKU, PO3HAPSIIKU.

2. 3BeneHHs Ta iHPoOpMaIlis, HaIICTaHl 10 BiOMA.

3. HaBuanpH1 rianu, nporpamu (Koii).

4. PexnaMH1 OBIJJOMJICHHSI, IIJIAKaTH, TPOrpamMu HapaJi, KOH(EPEHIIIH TOIIIO.
5. Hopmu BuTpatu Martepiasis.

6. BiTanbHi TMCTH 1 3aMPOIICHHS.

7. ApykoBaHi BUAaHHS (KHUTH, )KypHAJIU, OIOJIETEH]).

8. MicsiuHi, KBapTajabHi, MIBPIYHI 3BITH.

9. ®opMU CTaTUCTUYHOI 3BITHOCTI.

10. Jorosopwu.

* JlokyMeHTH, 3a3HadeHi y nyHkTax 1, 3, 7-10, mijuiraioTh creriaJlbHOMYy OOJIKY Yy
BIJIMOBIIHUX CTPYKTYPHUX MIJIPO3/1JaX MO3AIIKUIBHUX HaBYAJIBHUX 3aKJIaAiB (OyXraiaTepchbKiii
ciyx0i, KaapoBik cmyx0i, 6i0moreri).



Homatok 8

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

(myHKT 7.3)

3ATBEP/I’KEHO
HaiimenyBaHHs mocau KepiBHUKA 3aKJIaly

(Tmiamuc) (imimiamy (1HIIIAT IMEH1),IIP13BHIIE)

M.IL

HOMEHKJIATYPA CIIPAB
No

(HaﬁMCHYBaHHH MO3alIKIILHOT0 HABYAJIBHOTO SaKJ'IaI[Y)

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

HailiMeHnyBaHHs mocagau ocoou,
BIIMOBIJAILHOT 32 OpPraHi3aIliio I1JI0BOJCTBA
(miamuc) (iHimianu, mpi3BUIIE)

20 p.

[TincymMKoBHUiA 3aMC MPO KaTEropii Ta KUIbKICTh CPaB, CKIAAEHUX Y
POIll Y CTPYKTYPHOMY II1IPO3/T1IT1

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

(miamnuc) (iHimiauy Mpi3BUILE)

20 p.




Jonarok 9
1o [TpumipHO1 1HCTPYKIIT 3
BEIECHHSA 000B’I3KOBOI I1JIOBOI
JIOKYMEHTAIi B MO3aIIKUIBHUX
HaBYAJILHUX 3aKJIagax

(myHKT 9.5)

CTtpoknu 30epiranHs AIOBOI JOKYMeHTALII™

Ne HasBa noxymeHty Crpok Howmep
3/m 30epiranHs™® | crarTi 3a
MIEPEITIKOM
1 2 3 4
1. | CtaTyT mO3alIKUIbHOTO HABYAJILHOTO 3aKJIaly 10 JIKB1aarl cT. 32 a
3aKany

2. | CBionuTBO IPO JAEPKaBHY aTECTAIIIIO MOCTIITHO cT. 573
MO3aIIKIIPHOTO HABYAJILHOTO 3aKIay

3. | Marepianu nep>kaBHOT aTecTallli Mo3amKiIbHOTO MOCTIIHO cT. 573
HABYAJILHOTO 3aKJIaTy

4. | Axtu npuitomy-nepenadi Mmo3aKijIbHOro IO JIIKBI1IarIii cT.55a
HABYAJIBHOTO 3aKJay (IIpU 3MiHI KEPIBHUIITBA) 3aKJany

5. | Knura Haka3ziB 3 OCHOBHOI JISJTEHOCTI 70 JmikBigamii | cr. 16a

3aKany

6. | Knura HakasiB 3 KaJJpOBUX MUTaHb 75 pokiB cT. 16 0

/. | Knura npoTokoJtiB 3acijaHb 3arajibHUX 300piB o mikBimami | ct. 1312 a
(panu, kKoH(pEepeHIii) KOJICKTUBY 3aKJIaLy

8. | Knura npoTokoJiB 3acijaHb MeIaroriyHoi pajau 10 pokiB ct. 587

9. | [lonosxeHHs Mpo CTPYKTYPHI MiPO3ALIN 710 JIKBIAIT cT. 33
3aknany (Bigauim, 1abopatopii, IEHTPU TOIIO) — 3aKiIanxy
3a HasiBHOCTI TaKUX

10. | JliteH3is Ha HagaHHS OCBITHIX TIOCTYT y cdepi JIOKU HE cT. 573
npodeciiiHO-TEXHIYHOI OCBITH — Yy pa3i MHHE
31MCHEHHS MPO(eCIMHOI MIATOTOBKH 1 noTtpeda
NepeniAroToBKA poOITHUYUX KaJpiB

11. | Homenknatypa cripaB 3 poku ct. 1159

12. | )Kypnanu o0iKy BX1JHOI Ta BUX1IHOT 3 poku ct. 100 6
KOPECITOHISHITIT

13. | XKypHan o0iKy 3BepHEHb Ta 3a5B TPOMAJISTH 5 pokiB cT. 95

14. | KoHTpOapHO-Bi3UTAIlITHA KHUTA 3 poku CT. 25

* Ctpoku 30epiranHs JOKyMEHTIB BU3HAUEH1 BIAMOBIAHO 10 [lepeniky THIIOBUX JTOKYMEHTIB, 110
YTBOPIOIOTHCSI B JIISNIBHOCTI OPraHiB JEP)KaBHOI BJIaJMU Ta MICHEBOTO CaMOBPSIyBaHHS, 1HIIMX
HiANPHEMCTB, YCTAHOB Ta OpraHi3allii, i3 3a3Ha4e€HHSIM CTPOKiB 30epiraHHs TOKyMEHTIB (Hakas
Jlepoickomapxisy 6i0 25.03.2008 Ne 52).
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15.| Yroau npo QyHKIIOHYBaHHS TYPTKIB 1 TBOPUYUX 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. | ITman poGOTH O3aIIKITFHOTO HABYAJIBHOTO 5 pokiB cT. 153
3aKJaay Ha MOTOYHUH PIK

17.| HaBuanbuwuii rmag 10 3aMIHH cT. 584 a

HOBUMHU,
3 poku

18. | Po3knan 3aHATH 1 pix cT. 620

19. | HaBuainbHi iporpamu (a7t TYpTKiB, CEKIIii, 1 pik cT. 585
00’€/THaHb, KOJICKTUBIB)

20. | XKypnan 06Ky poboTu rypTKa (cekiiii, 5 pokiB CT. 623
00’ €THAHHS, KOJICKTUBY)

21. | loxymeHTallis MPAKTUYHOTO TICUXO0JIOTa, 710 3aM1HU cT. 398 a
COIIAJIBHOTO Tefiarora (3riJiHo 3 BiJIMOBITHUMU HOBUMU
HOPMATUBHO-TIPABOBUMH JIOKYMEHTAMU)

22. | Kaura o0miky Ta BUaadi CBiI0ITB (TTOCBITYCHB ) 75 pokiB cT. 543 a
PO MO3AIIKUIBHY OCBITY (3a mOTpeOu)

23. | CratuctuvHa 3BITHICTH 3a popmoro Ne 1-I13 10 JikBiamii | ctr. 298 0
(ocBiTa) 3aKJasy

24.| Oco0oBI1 cripaBu MPAIiBHUKIB MOCTIIHO cT. 513

25. | llltaTHU po3muc MpaIliBHUKIB 75 pokiB cT. 525

26. | [IpaBmia BHyTPILTHBOTO TPYAOBOTO POMOPSIIKY 710 3aMIHU cT. 180
MO3alTKUTEHOTO HAaBYAIBHOTO 3aKJIay, HOBUMU
pO3p00IIeH] HA OCHOBI TUITOBHX IPABHIT
BHYTPIIIHHOTO PO3MOPSJIKY TSI MPAIliBHUKIB
Jiep’KaBHUX HaBUAJLHO-BUXOBHHX 3aKJIa/I1B
Ykpainu

27.| TlocamoBi IHCTPYKITT TPAIliBHUKIB MOCTIITHO cT. 49 a

28. | [lepcrieKTUBHUH TIJIaH TPOXOIKEHHS 1 pix CT. 656
MiJBUINCHHS KBajidikarii, arecTarrii
MeJJaror1YHUX MpaliBHUKIB

29. | ArecralliiiHi MaTepiajiv NeAaroriyHux 5 pokiB CT. 654
IpalliBHUKIB

30. | Tpya0OB1 KHUXKKH MPaIiBHUKIB HE MEHILIE cT. 539

50 pokiB
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31. | Kaura o0iKy Tpy10BUX KHHUYKOK IMpaIliBHUKIB 50 pokiB cT. 541 a
32. | CaniTapHi KHHXKHU MPAIliBHUKIB 10 cT. 539
3anUTaHHS
33. | Kaura BHYTpIIIHHOTO KOHTPOJIIO (BEIETHCS Y 3 poku CT. 26
JOBUIBHIN (hopmi)
34. | KypnHanu peectpallii IHCTPYKTaXXiB 3 TEXHIKH 10 pokiB cT. 473
Oe3IeKr Ta OXOPOHH Mparll paliBHUKIB
MO3alTKUIBHOTO HABYAJIBHOTO 3aKJIay
35. | KypnHanu peectpallii IHCTPYKTaXiB 3 TEXHIKH 10 pokiB cT. 473
Oe3MeKu Ta OXOPOHU Mpalli BUXOBAHIIIB (y4YHIB,
CJIyXadyiB) I1Jl 4aC HaBYAJIbHO-BUXOBHOTO
poIEeCy
36. | XKypnan peectpariii HEIIACHUX BUITA]IKIB 3 45 pokiB cT. 479
npaliBHUKaMH, BUXOBAHISIMU (YUHSIMH,
CJIyXxayaMH ) MO3alIK1JIbHOTO HAaBYaJIbHOTO
3aKIaay
37.| MeauuHi JOBIJKA BUXOBAHIIIB (Y4HIB, CIyXadiB) 1 pix cT. 842
JUTSI 3apaxyBaHHs 10 CHOPTUBHUX, CIIOPTHUBHO-
TEXHIYHUX, TYPUCTCHKUX, XOopeorpadiuHux
00'eTHAaHB, MOYATKOBUX CIIEI1a1130BaHUX
MHUCTEIBKUX HaBYAJLHUX 3aKJIAIiB — TIPO
BIJICYTHICTh Y BUXOBAHIIIB (YUYHIB, CITyXayiB)
MPOTUTIOKA3aHb IS 3aHATh y 3a3HAYCHUX
HaBYAIIbHUX 3aKiIaiax
38. | [HBeHTapHO-TEXHIYHUN MTACTIOPT MO3AMIKIIBHOTO 10 pokiB ct. 1731
HABYAJILHOTO 3aKJIady
39. | JlokyMeHTH (CBiOIITBA, aKTH, JOTOBOPH) HA o mikBimami | cT. 31 1
3eMJTI0, CTIOPY/IH, MaliHO, Ha TIPaBO BOJIOMIIHHS, 3aKasy
KOPHUCTYBaHHS, PO3MOPSIIHKCHHS MaitHOM
40. | Akt npuiiMaHHS i niepeaadi OyiBeb, MOCTIIHO ct. 1150
MPUMIIICHB, 3eMETbHUX JIIJITHOK Y KOPUCTYBAaHHS
3aKIany
41. | IuBeHTapHi )KypHaIH 00JIIKY OCHOBHUX 3aC001B 3 poku cT. 318
42. | IuBenTapHa kaura 010110Te4HOrO (HOHIY — 3a 1o JikBimaiii | cT. 869
HassBHOCTI 010J110TeKH 610;110TeKH
43. | [uBeHTapu3alliiiHi OUCH, aKTH 3 poku cr. 1115
44.| TokyMEHTH (JIOTOBOPHU, YTOJIU, aKTH) TIPO 3 poku cr. 1151
npuiiMaHHs 1 311aBaHHs OyAiBeNb, IPUMIILIEHb B
OpPEH]ly — 3@ HAsIBHOCTI OPEHJHUX BITHOCUH
45. | Komrropucu Ha NpoBeIeHHs KaliTalbHOIO 5 pokiB cT. 1378

PEMOHTY — 34 YMOBH IIPOBCACHHSA TAKOI'O




