MIHICTEPCTBO OCBITHU I HAYKU, MOJIO/II TA CIIOPTY YKPAIHU

HAKA3

23.08.2012 Ne 947

IIpo 3arBepa:xenns [IpumipHOI IHCTPYKIIIi 3 BeleHHS JTJI0BOI
JOKYMEHTAIIl B MO3AMKIJIbHIUX HABYAJIbHUX 3aKJIA1aX

Ha Bukonanns nynkry 2 nmocranoBu Kabinery MinictpiB Ykpainu Big 30 muctonaaa 2011 poky
Ne 1242 "TIpo 3arBepxeHHss THUMOBOT IHCTPYKLIT 3 JUIOBOACTBA y HEHTPAIBHUX OpraHax BUKOHABYO1
Biagu, Pani minictpiB ABroHoMHOI PecnyOnmiku Kpum, MicneBux opraHax BHKOHABYOI BiIaau" Ta 3
METOI BCTAaHOBJIEHHS €IMHUX BUMOT JI0 BEJICHHS IIOBOI TOKYMEHTALlli B MO3AIIKUIBHUX HaBYaJIbHUX
zakiagax cucremu ocBiti HAKA3YIHO:

1. 3arBepautu llpumipHy I1HCTPYKIIIO 3 BEACHHS MOUIOBOI JOKYMEHTalli B TMO3AIIKIIEHUX
HaBYaJbHHUX 3aKJIagax, 1110 JOJA€ThCA.

2. MiHicTepcTBY OCBITH 1 HayKH, MOJIOJI Ta criopTy ABToHOMHOI Pecny6niku Kpum, ynpasiiHHIM
ocBitn oOmacHuX, KuiBchkoi Ta CeBacTONMONBCHKOI MICBKHX JIEPKABHUX aIMIHICTpaIlii 3a0e3MeunTn
BIIPOBAKEHHS 111€1 [HCTPYKIIi1 B MPaKTUKy POOOTH MO3AMIKIIBHUX HAaBYAIbHUX 3aKJa/liB, HEYXUIIbHE
JIOTPUMAaHHS 11 BUMOT.

3. KoHTposb 32 BUKOHaHHSM LIbOTO Haka3y MOKIJIACTH Ha 3acTynmHuka MiHicTpa XKeOpoBchKoro
b.M.

MiHnicTp J.B. Tabaunnk


https://zakon.rada.gov.ua/rada/show/1242-2011-%D0%BF

3ATBEPIKEHO

Haxka3 MinicrepcTBa
OCBITH i HayKH,

MOJ10/1i Ta CIOPTY YKpaiHu
23.08.2012 Ne 947

INPUMIPHA IHCTPYKIIA
3 BeJIeHHS JJI0BOI JOKYMEHTAaNil B MO3AIIKIILHUX HABYAJIbHUX
3aKJagax

1. 3arajbHi MOJIOKEHHSA

1.1. TlpumipHa IHCTPYKIiS 3 BEACHHS JAUIOBOI JOKYMEHTAIlii B MO3AIIKUIPHUX HAaBYAJIbHUX
3aknanax (mami - IHcTpykiisi) po3poOieHa BIAMOBIIHO 10 BUMOT 3akoHIB Ykpainu "IIpo ocBity" Ta
"[Ipo mo3amkinbHY OCBITY", moctanoBu Kabinety MinicTpiB Yikpainu Big 30 nucromana 2011 poky Ne
1242 "TIpo 3arBep/keHHs THUIOBOT IHCTPYKIIT 3 AIJIOBOJCTBA y LIEHTPAJIbHUX OpraHax BHUKOHABYOI
Biagu, Pani minicTpiB ABroHoMHoOi PecryOmiku Kpum, micieBux opranax BUKOHABYO1 Biaau'", HaKa3y
TonoBHoro apxiBHOTO ynpasmiaas npu Kabineri MinictpiB Ykpainu Big 20 qunas 1998 poky Ne 41
"ITpo 3arBepxeHHs [lepeniky THIIOBUX TOKYMEHTIB" (13 3MIHAMN).

1.2. IHCTpyKLis BCTAHOBIIOE MEpeiiK OOOB'SI3KOBOI OpraHi3aliiHO-pO3MOPSAAU0I JOKYMEHTAIl1
JUIST  KEepIBHMKIB Ta IHIIMX TMPAIliBHUKIB IMO3alIKUIBHMX HABYAJBbHUX 3aKJajiB, IpaBHIIa
JOKYMEHTYBaHHS JiSUTbHOCTI 3aKJIaJ{iB CUCTEMH OCBITU (KPIM JUTSYO-IOHAIBKUX CTIOPTUBHUX IIKLN).

1.3. JlotpumaHHS mpaBWiI 1 PEKOMEHJIAIlM IIOAO TOPSAJAKY 3AIMCHEHHS IUIOBHUX IPOIIECIB,
BCTAHOBIICHUX I1i€t0 [HCTpyKIli€to, € 000B'A3KOBUMH [IJIsl BCIX KEPIBHUKIB 1 MEAArOriYHUX MPAIliBHUKIB
MO3AIIKITPHUX HAaBYAJIBHUX 3akiafaiB. [legaroriuni nmpaiiBHUKW, TPUHHATI HA pOOOTY, MOBUHHI OyTH
O3HalloMJIeH1 3 BUMOraMu [HCTpyKIlii Ta BUKOHYBAaTH iX.

1.4. Opranizaiiis JiIOBOACTBA B MO3AMIKIIPHUX HABYAIBHUX 3aKJafaXx Ta IX CTPYKTYPHHX
TiAPO3/1IaX MOKIAAAE€THCS Ha CIEMiaIbHO MPU3HAYCHUX IS IIBOTO OCi0.

1.5. BignoBiganpHICTh 3a Oprasizaiii JUIOBOJICTBA B TO3AIIKUIBHUX HABYAJIBHHUX 3aKJIaJax
HECYTh 1X KepiBHUKHU.

KepiBHMKM TO3aIIKUIBHUX HABYAJIBHHUX 3aKJIAJIIB BIAMOBIAAIOTH 3a 3MICT, SKICTh MiJTOTOBKH Ta
oopMJICHHST TOKYMEHTIB Ha HaJeKHOMY piBHI. 3a Opraizamilo JIUIOBOACTBAa Ta 30epiraHHs
JOKYMEHTIB y CTPYKTYPHHX IMiIpO3aiIax TMO3alIKUTPHAX HABYAIBHUX 3aKJIa/iB  BIiJNOBIIAIOTH
KEPIBHUKHU LUX M1IPO3ILTIB.

1.6. KonTposnp 3a BUKOHAHHSIM BUMOT i€l [HCTpyKLii 311iCHIOIOTh OpraHy YIpPaBIiHHSA OCBITOIO,
y cdepi SKux nepedyBaroTh MO3aIIKIIbHI HaBYAIbHI 3aKJIa IH.

I1. lokyMeHTYBaHHS AislJILHOCTI MO3AMKIJIbHUX HABYAJIbHUX 3aKJIA/1IB

2.1. JloKkyMeHTyBaHHsI YINpPaBIiHCHKOI 1H(OpMaLi MOJSArae y CTBOPEHHI IOKYMEHTIB, Y SIKHX
(biKCy€eThCS 3 JOTPUMaHHIM YCTaHOBJICHUX MPaBWII iH(OpMAIIist TPO YIPABIIHCHKI .

2.2. TlincraBoro A CTBOPEHHS TOKYMEHTIB € HEOOXIAHICTh 3aCBIIYEHHS HASBHOCTI Ta 3MICTY
YIpaBIIHCBKUX i, MepeBefeHH s, 30epiranis 1 BUKOPUCTaHHs iH(popMalii IpoTAroM MEBHOTO Yacy
a00 MOCTINHO.

2.3. JIOKyMEHTH CKJIQJaloThCsl JACPKABHOK MOBOKO, KpiM BHIIAJKIB, Nepea0adeHux 3aKOHOM
VYkpainu "[Ipo 3acanu aepkaBHOI MOBHOT MOITUKH'".

JIoKyMeHTH, sIKi HaJICHJIAI0THCS IHO3EMHUM ajipecaram, 0(hOpMITIOIOTHCS YKPaiHCHKOIO MOBOIO 200
MOBOIO JIep>KaBU-a/ipecara, a0o OHIE€I0 3 MOB MI’)KHAPOIHOTO CIILJIKYBaHHSI.

2.4. JIOKyMEHTH MOXYTh O(OPMIIIOBATHCS Yy BIAMOBIIHMX KHHUTax, >KypHajgax a0o Ha marepi
dbopmatom A4 (210 x 297 mm) ta AS (146 x 210 Mm).

CxutajaHHs TOKyMEHTIB Ha nanepi JOBUIbBHOTO (pOpMaTy HE J03BOJISETHCS.

2.5. OpranizaiiitHo-po3nopsia4yi  JTOKYMEHTH MOXYTh O(opMIIIOBaTHUCS Ha OJaHKax, M0
BUTOTOBJISIIOTHCS 3T1IHO 3 BUMOTaMH ITi€l [HCTpyKIIii.

brnaHky KOKHOTO BUAY BUTOTOBISIOTHCSI HA OCHOBI KyTOBOIO a00O MO3JIOBXHBOIO PO3MIIIEHHS
PeKBi3UTIB. PeKBI3UTH 3arolioBKa pO3MIIIYIOTHCS IIEHTPOBAHUM (IIOYATOK 1 KiHEIb KOXKHOTO psi/IKa
PEKBI3UTY OJIHAKOBO BIJITAJIEHI B MEK 30HU PO3TAILyBaHHS PEKBI3UTIB) a00 MPanopoBUM (KOKHUI
PAIOK PEKBI3UTY MOYMHAETHCS BiJl JTIBOT MEX1 30HU PO3TAIIyBaHHS PEKBI3UTIB) CIIOCOOOM.

3pa3zok OnaHka TMO3aMIKUIBHOTO HABYAJBFHOTO 3aKiIagy Ha OCHOBI KyTOBOTO PO3MILICHHS
PEKBI3HUTIB HABEJEHO Y JOJATKY 1.

3pa3ok OnaHka MO3aMIKUIBHOTO HABYAJIBHOTO 3aKiIagy Ha OCHOBI MO3JOBXHBOTO PO3MILICHHS
PEKBI3UTIB HaBE/IEHO Y JA0AATKY 2.

2.6. Jlna BUTOTOBIIEHHS OJIaHKIB BUKOPUCTOBYIOThCS apKyini mamepy ¢opmary A4 (210 x 297
mimimeTpiB) Ta AS (210 x 148 minmimeTpis).

Jlo3BonieHO BUKOpHCTOBYBaTH Onanku ¢opmary A3 (297 x 420 mimiMeTpiB) - 1y opopmieHHS
JIOKYMEHTIB y BHUIJISII TaOIHIIb.

brnanku MOKyMEHTIB MTOBHHHI MaTH TaKi MoJist (MIJTIMETPIB):
30 - miBe;

10 - mpage;


https://zakon.rada.gov.ua/rada/show/1060-12
https://zakon.rada.gov.ua/rada/show/1841-14
https://zakon.rada.gov.ua/rada/show/1242-2011-%D0%BF
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20 - BEpXHE Ta HUXKHE.

Cknan pexBizuTiB OnaHkiB: Jlep:kaBHuit I'ep0 Yipainu (MOpsIOK BUKOPUCTAHHS BU3HAYAETHCS
3aKOHOM), HaliMEHyBaHHS MIHICTEPCTBA, IHIIOTO IIEHTPAJIBHOTO (MICIIEBOTO) OpraHy BHKOHABUYOI
Bla/{, HAllMEHYBaHHs [MO3AlIKIILHOTO HABYAJBHOTO 3aKiany, IAeHTHU(IKAIHHUN KOA, 1HIEKC
MiANPUEMCTBA 3B'SI3KY, MOILITOBA ajpeca, HoMep TenedoHny, e-mail (3a HasIBHOCTI) HOMEp paxyHKy B
0aHKy, MicIe IS 3a3HaYE€HHS JIaTH, PEECTPALliiHOrO 1HAEKCY, MOCUIaHH Ha JaTy Ta peecTpauiiHuit
1HJIEKC BX1JTHOTO JIOKYMEHTA.

bnanku JOKyMEHTIB MOBHHHI BUTOTOBJISITUCS JIPYKapChKUM CIIOCOOOM Ha OioMy marepi BUCOKOT
AKOCT1 (papOaMu HACMUEHUX KOJIbOPIB.

3a pilIeHHsAM KEpiBHMKA IMO3AIIKIIBHOTO HABYAIBHOTO 3aKiaay ONaHKW MOXYTh BUIOTOBIATUCH
3a IOTIOMOTO0 KOMIT'FOTEPHOI TEXHIKH.

2.7. Okxpemi BHYTpIllIHI JOKYMEHTH (3asBH, IOSCHIOBAJbHI, [OMOBIJHI 3allUCKH, TOILO)
0 OpPMITIOIOTHCS HE Ha OJTaHKaX.

2.8. Kuuru Ta xxypHaiu (KpiMm KypHauiB oOmiKy poOOTH TypTKa, CeKIlii, 00'e JTHaHHS, KOJIEKTHBY),
10 BEAYThCS B MO3AMIKUIBHUX HAaBYAJBHMUX 3aKja/iaX, 000B'SI3KOBO MOAPKYIIHO MPOHYMEPOBYIOTHCH,
IPOIIHYPOBYIOTHCS, MIMUCYIOThCS KEPIBHUKOM 1 CKPIIUIIOIOTHCS IIEYATKOIO.

2.9. JlinoBi nmanepu, siKi HAIXOIATh A0 MO3AMIKITPHIX HABYABHUX 3aKJIa/11B UM BiAMPABISIOTHCS 3
HUX, PEECTPYIOTHCS B KYpPHAII BXiTHOI Ta BUXITHOI KOPECTOHICHINI. Y BUXITHINA KOPECHOHJIEHITI
(BuXiIHIA JOKyMEHTAIlll) BUIIPABICHHS HE JOIMYyCKaloThCs. JlomylieHl BUMNpaBICHHS B MOTOYHIM
TJIOBIM  JOKYMEHTAIlll 3acTepiraloTbCsl 1 CKPITUTIOIOTHCS TIAMUCOM  BIiAMOBiAaNbHOI 0ocoOM Ta
II€YATKOIO.

2.10. Bes ginoBa qokyMmeHTarlist 30epiraeTbes B criemiaibHO 001aaHaHuX madax un cerdax i He
MOBHHHA MaTH JIOCTYITy CTOPOHHIX 0Ci0.

2.11. Ilicns 3akiHYEHHS TEPMiHY 30€piraHHs JOKYMEHTIB, SIKI HE MIJUISralTh Nepeaadl apXiBHUM
YCTaHOBAM, JOKYMEHTHU CIIUCYIOTHCSI KOMICIEIO MO3AIIKIIBHOIO HaBYAJIBHOIO 3aKjaly 3 MPOBEICHHS
eKCIEePTU3H LIHHOCTI IOKYMEHTIB, SIKy MpPHU3HAYa€ KEPIBHUK HABYAIBLHOTO 3aKIaqy (Zadi - eKcrepTHa
komicisi). Ha cmmcany JOKyMEHTAIlll0 €KCIepTHa KOMICis ckiagae BinmoBinmHuil akT. Crmcana
JIOKyMEHTALIsl 3HUIILY€ThCSI.

2.12. Texuonorii aBTOMAaTW30BAaHOTO OINpPAIIOBAaHHS 33aJOKyMEeHTOBaHOI iH(dopmarii B
MO3aIKIIbHOMY HaBYaJIbHOMY 3aKJIaJll IOBUHHI B1AMOBIaTH BUMOTaM i€l [HCTpyKIii.

II1. 3aranbHi BUMOTH 10 CKJIa/IeHHS Ta 0(OPMJIEHHS IOKYMEHTIB

3.1. JIoOKyMEHT TMOBHMHEH MICTHUTA OOOB'SI3KOBI /Jisi TEBHOTO HOr0 BHUAY PEKBI3UTH, IO
PO3MINIYIOTECS B YCTAHOBICHOMY TIOPSIKY, a caMe: HailMEHyBaHHS 3aKJady, Ha3By BUAY JOKYMEHTa
(KpiM JHUCTIB), AaTy, peECTpAIIHUHN 1HIEKC JOKYMEHTA, 3aT0JIOBOK /IO TEKCTY, TEKCT, T ITHC.

Ilin yac miArotoBk Ta OGOPMIIEHHS OKYMEHTIB MOXYTh 3aCTOCOBYBATUCh HE TUIBKU
00O0B'SI3KOBI, a TAKOX 1HIL1 PEKBI3UTH, SKIIO 1I€ BIANOBIAA€ MPU3HAYEHHIO JOKyMeHTa abo crocoly
fioro omparoBaHHS.

3.2. OcdopmieHHSI JOKYMEHTIB, IO BUTOTOBIISIIOTHCS 3a JIOMOMOTOIO JIPYKYBAaJBbHHX 3ac00iB,
3IIMCHIOETHCS BIIMOBITHO 0 BUMOT, BU3HAYEHUX Y JOJATKY 3.

3.3. Oxkpemi BHYTpIIIHI JOKYMEHTH (3asBH, IOSCHIOBAJbHI Ta JOMOBIJHI 3alMlUCKUA TOIIO),
aBTOpaMH SKMX € I0CaoBl Ta 1HII (I3UYHI OCOOH, JO3BOJSETHCS O(OPMIIIOBATH PYKOIMHCHUM
CIOCOOOM.

3.4. SIKmo NMOKYMEHTH, IO CKIAJAI0Th Y IMO3AIIKIIFHOMY HaBYAJIIbHOMY 3aKjaji, BEIYTHCS Yy
dbopmi KHHUTH, TO TaKi PEKBI3WTH, SK HaMEHyBaHHS OpraHi3allii BHIIOrO PIiBHS, Ha3Ba 3aKjaay He
3a3HaYal0Th.

3.5. Ha noxkymeHTax, IO CKJIaJal0Th y MO3AIIKIJILHOMY HaBYAJIbHOMY 3aKiajil, HallMeHyBaHHS
oprasizarlii BUIIIOTO PiBHs 3a3HA4alOTh CKOPOYEHO, a B pa3i BIACYTHOCTI O]iIliHiHO 3apeecTpOBAHOTO
CKOPOUYEHHS - TIOBHICTIO.

3.6. HaiimenyBaHHS  TO3aIIKUIBHOTO  HABYAJBHOTO  3aKJaqy IOBHHHO  BIJMOBIIATH
HallMEeHyBaHHIO, 3a3HauyeHoMY B cTaTyTi. CKOpoueHe HailMEeHyBaHHS IO3aLIKUIBHOTO HaBYAJIbHOTO
3aKJIay BKMBAETHCS B pasi, KO BOHO 0QiliiiHO 3a¢ikcoBaHo y ctaTyTi. CKOpOUYEHY Ha3BYy MONAIOTH Y
Iy)kKax (a0o 6e3 HUX) HIKY€ TIOBHOT, OKPEMHUM PSIJIKOM Y IIEHTPI.

3.7. JIoBinKOBi aHi PO 3aKJIa] MICTATh: MOLITOBY aJpecy, HOMepH TenaedoHiB, (pakciB, paxyHKiB
y 0aHKy, aJpecy eJIeKTPOHHOI MOITH TOIIO. /[OBIAKOBI JaHI PO3MINIYIOTHCS HIKYE HANMEHYBaHHS
3aKJany.

PexBi3uTH MOIITOBOI aJpecH MO3alIKUIBHOTO HABYaJbHOTO 3aKjaly 3a3HAyaroTbcsd B Takiil
MOCTIZIOBHOCTI - Ha3Ba BYNIHWII, HOMEp OyIWHKY, Ha3Ba HACEJECHOTO ITyHKTY, paioHy, 00jacri,
MHOIITOBUHN 1HIEKC.

3.8. Ha3Ba Buay JmokymeHTa (Hakas, pillICHHs, JIOTIOBiJHA 3alMCKa TOIIO) TIOBHHHA BIAMOBIIATH
Ha3BaM, nependadeHum Jlep:kaBHUM Ki1acu(iKaTopoM yNpaBiIiHCHKOI JOKYMEHTAI].

3.9. Jlaroro JOKyMeHTa € BIAMOBIAHO JaTa Horo miAmucaHHs abo 3arBepmkeHHs. Jlara
3a3HAYAETHCS apaOChKUMU ITU(paMu B OJUH PSAIOK y TaKiil MOCIIIOBHOCTI: YUCIIO, Micsllb, pik. [lara
opopmisieThes 1TUpPoBUM ab0 ciioBeCHO-IM(ppoBUM criocobom. Y pasi opopmiieHHS 1aTh mUPPOBUM
CHocoOOM YHCIIO 1 MICsIb MPOCTABIAIOTHCS JBOMa HapaMu LU(pP, PO3AUIEHUMH KpAamKolO; PIK -
qoTHpMa nuppaMu, Kpanka HarpuKiaii He craBuThes (Hanpuknan: 02.03.2012).

VY TekcTax JOKYMEHTIB, IO MICTSATh MOCUJIAHHS HAa HOPMAaTMBHO-IIPABOBI aKTH, Ta JOKYMEHTIB,
0 MICTATh BIAOMOCTI (DIHAHCOBOIO XapaKTepy, 3aCTOCOBYEThCA CIOBECHO-IM(PPOBHH crocid
3a3HA4eHHS JaT 3 MPOCTABISHHIM HYJS B TO3HAUEHHI JHS MICALS, SKIIO BiH MICTHTh OIHY HUPY,
Hanpukian: 03 kBitHs 2012 poky. [{o3BonsieThCcst BXKUBATH CI0BO "piK" y CKOpodeHOMY BapiaHTi "p.",
Hanpukiaza: 03 yepsus 2012 p.



SIKIIo0 TOKyMEHT CKJIaIeHO He Ha OJaHKy, JaTa 3a3HA4aeThCsl HUKYE MIANUCY JiBopyd. Jlara
JOKYMEHTA MPOCTABISIETCS MTOCAA0BOIO0 0CO00I0, SIKa MOTo MAMUCY€E a00 3aTBEPIIKYE.

[IpuMipHU#i TIepeNniK JOKYMEHTIB, IO 3aTBEPHKYIOTHCS 3 MPOCTABISHHAM Tpuda 3aTBepHKCHHS,
HaBEJICHO Y J0MAaTKY 4.

3.10. Inpekcaniss JOKyMEHTIB IOJIATAa€ y MPUCBOEHHI IM YMOBHMX MO3HAY€Hb - 1HJEKCIB, SKI
Ha/Ial0ThCs TOKYMEHTaM IIiJ1 4ac iX peecTparii.

3.11. Anpecaramu JOKyMeHTa MOXYTh OyTH YCTaHOBH, IX CTPYKTYPHI HiZpO3IiiH, Oprasizaiii,
3aKJIaaM, X MOCaao0Bl 0COOU Ta TPOMASTHH.

SIKIIO JAOKYMEHT aJpecoBaHO opradizamii abo ii cTpyKTypHOMY Migpo3AiioBi 0e3 3a3HaueHHS
M0CaoBOi 0cO0H, IX HalIMEHYBaHHS HABOAATHCS Y HA3UBHOMY BiIMiHKY.

IloBHa aZipecCa 3a3HA4Ya€ThCA Y pa3i HaACUJIaHHA JOKYMCHTA pa30BUM KOPCCIIOHACHTAM.

SIKI0 JOKYMEHT aJIpecoBaHO KEPIBHMKOBI YCTaHOBU ab0 HOro 3acTYNHUKOBI, HaliMEHyBaHHS
YCTaHOBHM BXOAWTH JO CKJaly HallMEHyBaHHs MOCaHu ajapecara, sIke HAaBOJUTHCA y JaBajJbHOMY
BiJIMIHKY.

SIKIIO0 TOKYMEHT HAJCHIIAEThCS MOCamoBiil 0co0i, HAHMEHYBAaHHS YCTAHOBH Ta ii CTPYKTYpHOTO
HiIpO311Ty HABOJAThH Y HA3UBHOMY BIJIMIHKY, a OCaly 1 IPI3BHILE apecara - y JaBajbHOMY.

VY pa3i HaaCWIaHHA JTOKyMEHTa (i3uyHil 0coO0l CIOYaTKy 3a3HAYA€ThCS Y HA3MBHOMY BIIMIHKY
npi3BHIIe, iM'st Ta Mo OaThKOBi (iHIIIAMM YW 1HIIIA] iMEHI), TTOTIM TOIITOBA ajapeca (BYJIUIl, HOMED
OyAMHKY 1 KBApTUPH, HACEJIEHUH MyHKT, pailoH, 00J1acTh, OIITOBUH 1HIEKC).

3.12. 3aroioBoOK /10 TEKCTy JIOKyMEHTA MOBHHEH MICTUTH KOPOTKHM BUKJIAJ 3MICTY JOKYMEHTA 1
OyTH MaKCUMaJbHO CTHUCIIHM.

3aroyioBOK BIJMOBIIa€ Ha muTaHHA "mpo mo?", "koro?", "goro?". Hanpukian Hakas (mpo 1mo?)
po HaJaHHS BIAMYCTKH; JUCT (Ipo I110?) MpO OpraHizallio Hapajau; MPOTOKoa (d4oro?) 3acigaHHs
arecTaliitHol KOMicii; mocaaoBa IHCTPYKLis (KOro?) BUXOBAaTEJsl.

be3 3aronmoBka M03BOJIAETHCS CKIIAJIaTH KOPOTKI TOKYMEHTH Ha OnaHkax ¢opmary AS, 30kpema
CYIIPOBIi/IHI JIUCTH, TEJIETPaMu, Tele(oHorpamu.

3.13. Tekct moKyMeHTa MICTHTH iH(pOpMaIito, i 3aikCyBaHHS SKOi HOro Oyio cTBOpeHo. TekcT
JIOKyMEHTA IMOBUHEH OyTH BUKJIAJICHUN CTUCIIO, TPAMOTHO, 3pO3yMIJIO Ta 00'€KTUBHO O€3 MOBTOPIB Ta
BXKMBAHHS CIIB 1 3BOPOTIB, SIKI HE HECYTh 3MICTOBOTO HABAHTAXKEHHS, 1 IOBHHEH CTOCYBATHUCSA TOTO
MUTaHHS, SKe CPOPMYIILOBAHE B 3aTOJIOBKY JIO TEKCTY.

Teker qokymMeHTa 0QOPMITIOETHCS Y BUIVISIAL CYLIBHOTO 3B'SI3HOTO TEKCTY, aHKETH YU Tabiui abo
IUISIXOM TIO€AHAHHS IUX (OPM.

CyminpHuH 3B'SI3HUNA TEKCT JOKYMEHTA MICTUTh I'PAaMaTUYHO Ta JIOTIYHO Y3TO/DKEeHY 1H(OopMaIlio
npo ynpaiiHCbki Aii. Taka ¢opma BUKIAJEHHS TEKCTy JOKYMEHTAa BHKOPUCTOBYETHCS i 4Yac
CKJIaJIaHHSI MTOJIOKEHbB, MOPAIKIB, IPABUII, PO3MOPSAYUX JOKYMEHTIB 1 JIUCTIB.

VY TekcTi JOKyMEHTa, MiJArOTOBJICHOTO BIAMOBIAHO O JOKYMEHTIB IHIIWX YCTaHOB a0o0 paHiie
BHUJIAHUX JOKYMEHTIB, 3a3HAYalOThCA iX PEKBI3UTH y TaKiil MOCTIAOBHOCTI: Ha3Ba BUAY JOKYMEHTA,
HaliMEHYBaHHS yCTAHOBH - aBTOpa JOKYMEHTA, J1aTa, PEECTPAIIHIN 1HIEKC, 3aTOJIOBOK JI0 TEKCTY.

TekcTu CKIaAHUX 1 BEMUKHUX 32 OOCSTOM JTOKYMEHTIB (JOMOBiAi, 3BITH TOINIO) MOMIISIOTHCS Ha
PO3IUIH, MiAPO3AUTH, MYyHKTH, MiAIMYHKTH. [IyHKTH y TEKCTI HyMepyroThcs apaObcbkuMu mudpamu 3
Kpamkoo, a MAMYHKTH - apaOCbKUMU LUPPaMU 3 TyKKOIO.

3.14. TlocamoBi oco0u MiAMHMCYIOTH JOKYMEHTH B MeEXKaxX CBOiX IOBHOBa)XE€Hb, BH3HAUYEHHUX
CTaTyTOM TO3AIIKUIBHOTO HaBYAJIHHOTO 3aKJIaTy, MOCAIOBUMH IHCTPYKIIISIMU, HAKA30M PO PO3IMOJILT
000B'SI3KIB MIDK KEPIBHUKOM Ta HOTO 3aCTYIMHHKAMHU TOIIO. Y 3a3HAYCHHX JOKYMEHTaX BU3HAYAETHCS
TAKOXK TOPSIIOK IMIJIMCAHHS JJOKYMEHTIB 1HIIMMHU 0co0aMH y pa3i BIICYTHOCTI KepiBHHUKA 3aKJaay Ta
MOCaI0BHX 0Ci0, AKi YIOBHOBa)KEHI X IMiIIHCYBAaTH.

[Tignmuc ckiagaeTbes 3 HAMMEHYBaHHS MOCAIN OCOOHM, SIKa IMiIMUCY€E JTOKYMEHT, (IIOBHOTO - SIKIIIO
JOKYMEHT HAJpPyKOBaHUU HEe Ha OJIaHKY, CKOPOYEHOTO - Ha JOKYMEHTI, HaJIpyKOBaHOMY Ha ONaHKY),
0COOHMCTOrO MiANHKCY, iHiNiamiB (1HIiax iMeHi), Pi3BHUIIA.

VY pasi BiACYTHOCTI MOCaJ0BOi OCOOM, siIka TMOBMHHA MiAMHCYBaTH JOKYMEHT, HOro MiAMHCye
ocoba, 1o BUKOHYe ii 000B'i3kM, a00 ii 3acCTYMHHUK. Y TakoMy pasi OOOB'S3KOBO 3a3HAYAIOTHCS
(akTryHa nocaja, iHimianu (iHiian iMeHi), Ipi3BUIIEe 0COOH, sKa MiANucaa J0KyMEHT (BUIIPaBIICHHS
BHOCSITh PYKOIIMCHUM 200 MAIIMHOIMCHUM CIIOCOOOM, KO JOKYMEHT HEMOXIIMBO IEpeIpyKyBaTH).
JlonaBaHHs 10 HaillMEHyBaHHS IOCaaAM KepiBHHMKa cliB "Bukonyrouwii o6oB's3ku" ab6o "B. o."
3IIHCHIOETHCS Y pa3i 3aMillIeHHs] KEPIBHUKA 32 HAKa30M (PO3MOPSHKEHHSIM).

3.15. BigOuTkoM meyaTku 3akiaay 3acBIUYIOTh MIAMHC MOCAAOBOI OCOOM Ha JOKyMEHTax 3
MUTaHb (iHAHCOBO-TOCTIOAAPCHKOT MisITFHOCTI. BiIOMTOK MeYaTku CTaBUTHCS TAaKUM YMHOM, 100 BiH
OXOIUTIOBaB OCTAaHHI KUIbKa JIITEp HalMEHYBaHHs [10CaN 0COOHU, sIKa MiJnrcaia JOKYMEHT.

3.16. TlozamkinpHUN HABYANBHUUN 3aKJIa] MOXKE 3aCBIAUYBaTHU KOIMii JHUIIE TUX JOKYMEHTIB, IO
CTBOPIOIOTHCS B HBOMY, a TAKOXK y BHITJIKaX, IependadyeHux B ad3alli ApyroMy mporo myHKTy. Komis
JIOKYMEHTA BUTOTOBIIIETHCS 1 BUJAETHCS TUTBKHU 3 JTO3BOJTY KEPIiBHUKA 3aKjIay, HOTO 3aCTYIMHHUKIB 200
KepiBHUKA CTPYKTYPHOTO MIAPO3ALTY.

V pasi miAroToBKH JOKYMEHTIB JJIsl HAJIlaHHS CyJOBUM OpraHam, Iij Yac BUPIMIEHHS MATaHb MO0
NPUMHATTA TpoMaasiH Ha poOOTy, HaBUaHHS, 3acBIMYEHHS IX TPYIOBUX Ta IHIIMX TMIpaB y
B3a€MOBIJTHOCHHAX 13 3aKJaJoM, a TakoX IMiJ 4ac (opMyBaHHS OCOOOBHX CHpaB IPalliBHUKIB
MO3AIIKUTPHANM HABYAJIBHUN 3aKiIaJ MOXKE BHUTOTOBJIATH KOIMii JOKYMEHTIB, BUIAHHUX IHIIUMH
ycTaHOBaMU (KOTTi1 IUIIOMIB, CBIJIOIITB MIPO OJIEPIKAHHS OCBITH TOIIIO).

Binmitka "Komig" mpocTaBiisieTbCsl Ha JTMILOBOMY OOl y BEPXHHOMY MPaBOMY KYTKY MEpILIOTO
apKyIa JOKyMeHTa.



Hamie npo 3acBigyeHHsT TOKyMEHTa CKJIaaroTh 31 CiiB "3riHO 3 opuriHajgoM', HaWMEHYBaHHS
nocajid, 0COOMCTOrO MiAMHUCY 0COOHU, KA 3aCBiAUy€ KOMito, 11 iHiIianiB (iHiliaxy iMeH1) Ta Ipi3BHILIA,
JIaTH 3aCBITYEHHS KOIIii 1 MPOCTABISAETHCS HIDKYE PEKBI3UTY nokyMeHTa "[linnuc", Hanpukiam:

3riJiHO 3 OpUTIHAIOM

3aBigyBad Minuc 1Himianu (1Hiian iIMeH1), Mpi3BUILe
[ara

Hanuc npo 3acBigueHHs Komii CKPIMIIOETHCS MEYaTKOIO.

Korist ;okymMeHTa MOBUHHA BiJIOBIIAaTH OPHUTiHAIY.

IV. CkiageHHst fessKMX BUAIB IOKYMEHTIB
4.1. Haka3 (po3mopsipKeHHS ).

4.1.1. Haka3 (po3mopsypKeHHs) - JOKYMEHT, SKHH 3acBiquye pIlIeHHS Oprafi3amiiHo-
pPO3MOPSAAUOrO UYMW HOPMATUBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIPaBIIHCHKOI [1i Hakaszu
BUJIAIOTHCS 3 OCHOBHMX MUTaHb JTISUIBHOCTI MMO3AIIKIJIBHOTO HABYAJIBHOIO 3aK/Ialy, aIMIHICTPAaTUBHO-
rOCHOAAPCHKUX a00 KaJpOBUX MMUTAHb.

4.1.2. Tlpoekr Haka3zy (pO3MOPSAKEHHS) 3 OCHOBHOI JiSUTBHOCTI, aJMIiHICTPAaTHBHO-
TOCHOAAPCHKUX IHUTAaHb TOTYETHCS Ta IOJAETHCS 3ACTYIIHUKOM YHM KEpPIBHUKOM CTPYKTYPHOTO
HiIPO3UTy 3a JOPYYCHHSM KEepiBHMKA IO3aMIKUIBHOTO HABYAJIBHOTO 3aKJIaay YH 3a BIACHOIO
1HI[1aTUBOIO.

4.1.3. Ilpoektr Hakazy (pO3MOPSPKEHHS) 3 KaJIpOBUX MUTaHb (PO HPUHHATTA Ha poOOTY,
3BUIBHCHHS, HAJaHHS BiIIMyCTKH, BIAPS/HKCHHS TOIINO) TOTYETHhCS Ha MiACTaBl JOIMOBIAHOI 3aIlTCKU
3aCTYITHUKA KEPIBHUKA MO3AMIKIILHOTO HABYAJILHOTO 3aKJIay UM KEPIBHUKA CTPYKTYPHOTO TiIPO3ILTY,
3asiBU MpAaIiBHUKA, TPYAOBOTO JOTOBOPY Ta IHIINX JOKYMEHTIB.

4.1.4. Haka3z (po3nopsipKeHHs) TAMUCY€EThCS BIMOBITHO 10 MYHKTY 3.14 1i€l [HCTpyKIii.

4.1.5. Tlicas mignucaHHs Hakasy (pO3MOPSKEHHS) 3MIHM J0 HbOTO BHOCSTBHCS JIMILIE MUISIXOM
BUIAHHS HOBOTO Haka3y (pO3MOPSHKEHHS) PO BHECEHHS 3MiH.

4.1.6. Haka3s (po3nopsiikeHHs) ohopMIII€ThCs Ha OIaHKy MO3aIIKUIBHOTO HABYAJIBHOTO 3aKJIay.

3MicT Haka3y (pO3MOPSIKEHHS) KOPOTKO BHUKJIAJAETHCS B 3arojiOBKY, SKUN INOYMHAETHCA 3
npuiimennuka "IIpo" Ta ckmamaerbcs 3a  gomomoror  BimmiechiBHoro imenHuka  ("IIpo

3arBepmkeHHs...", "IIpo ctBopenHs...") abo imennuka ("IIpo migcymku...", "IIpo 3axoqm...").

4.1.7. Tekcr Hakazy (pO3MOPSAIDKEHHS) 3 THWTaHb OCHOBHOI [ISJIBHOCTI IO3aIIKUIBHOTO
HABYAJIBHOTO 3aKJaJly Ta aJMIHICTPAaTMBHO-TOCIOJAPCHKUX MUTAHb CKJIAAEThCSA 3 JBOX YaCTHH -
KOHCTaTyro4oi (mpeamOynu) i po3nops4oi.

VY KOHCTaTylO4ill 4acTHHI 3a3HAYalOThCA MiJCTaBa, OOIPYHTYBaHHA a00 MeTa BHUIAHHS HaKasy.
3a3HaueHa yacTUHA MOXKe MmounHaTucs i3 ciiB "Ha Bukonanus...", "3 meroro..." Tommo. SKIo 10KyMeHT
BUIA€THCSI HA MIJCTaBl 1HIIOTO PO3MOPSAYOTO JOKYMEHTA, B KOHCTATYIOWiM YacCTHHI 3a3HAYAIOTHCS
Ha3Ba BUJY L[bOTO JIOKyMEHTa, HOoro aBTop, JaTa, HOMep Ta 3aroyioBok. Kpamnka B KiHI[I KOHCTAaTyrOUu0i
YaCTHHU HE CTaBUTHCSI.

Po3nopsiqua uyactuHa Hakazy mnouuHaeTrbes 13 cinoBa "HAKA3VIO", posnopsiixeHHS Moxe
nouynHatucs 13 ciaosa "30BOB'I3VIO", sike ApyKyeTbcs 3 HOBOIO psiika BEIMKMMHM JiTepamu 0e3
BIJICTYITY BiJI JIIBOTO IOJIA 1 JIAMOK, MICJIS YOTO CTaBUTHCS JIBOKpAIKa.

Po3nopsiqua yacTMHA MOAUIAETHCS HA MYHKTU Ta MIANYHKTH, SKI HYMEPYIOTbCA apaOCbKUMU
mubpamu. Y KOXKHOMY MYHKTI MOBUHHI OyTH 3a3Hau€H1 BUKOHABII, KOHKPETHI 3aBAaHHA (JOPYUYEHHS) 1
CTPOKM iX BHKOHAaHHSA. BuKOHaBLI MOXYyTh OyTH Ha3BaHI TaKOX Yy3arajibHEHO, HAIPUKIAL:
"KepiBHUKaM MeTOAMYHHX 00'eqHanp", "3acTtymHukam aumpektopa’. Ilpum mpomy, SIK mpaBmiio, HE
3aCTOCOBYETHCS HANMCAaHHA HEKOHKPETHUX JIOPY4YeHb, SKI MICTATh CjoBa: 'TpUCKOpUTH'",
"moninumuuTh", "akTUBi3yBaTu", "3BEpHYTH yBary" TOLIO.

Sxmo HakazoM (pO3MOPAIKEHHAM) BIAMIHSETbCS MOMEPENHIA pPO3MNOPAIUUM JOKYMEHT, Yy
pO3MOPsAIYIN YaCTHHI 3a3HAYAETHCS MTyHKT, IKUH MOBUHEH MOYMHATHCA 13 ciiB: "Bu3HaTu Takum, 1o
BTPATHB YUHHICTB, ...".

3MiHH, IO BHOCATHCS JO0 Hakazy (pO3MOPSIKEHHS), O(QOPMISIOTHCS OKPEMHUM HaKa3oM
(po3mopsKEeHHSIM), SKUW TOBUHEH MaTH Takuil 3aronoBok: "[Ipo BHeceHHs 3MIH [0 Hakaszy
(po3mopsiikeHHs)..." 13 3a3HAUEHHSAM JIaTH, HOMEpa, 3aroJIOBKa PO3MOPSIIOr0 TOKYMEHTa, 10 SKOTO
BHOCATHCS 3MIHU. Po3nopsiaua yactuHa Haka3y (pO3MOPSIXKEHHS ) TOYNHAETHCS 3 TAKOTO ITYHKTY:

"1. BaecTu 3MiHM 10 HaKa3y (pO3MOpsKEHHS)..." .

Jlani okpeMuMu TiANyHKTaMU (DOPMYITIOIOTHCS 3MIHU JI0 PO3IOPSIYOTO JOKYMEHTA, HAlTPUKIIAI;
"1) myHKT 2 BUKIJIACTH B Takid pemakiii: ...";

"2) MyHKT 3 BUKJTIOUUTH'";

"3) ab3ar Apyruil MyHKTY 4 JOMOBHUTH CJIOBaMH...".

SIKIIo 3MiHU 10 PO3MOPSAIUOrO JOKYMEHTa O(QOPMIIIOTHCS HAa OKPEMOMY apKymli (apkymiax), B
NepUIOMY MYHKTI PO3MOPSAAYO0i YACTUHH HaKazy (PO3MOPSIKEHHS) 3a3HAYAEThCS:

"1) Buectn 3miHu 10... (10mar0ThCs)".

4.1.8. OcraHHIi MyHKT PO3MOPAIYOl YACTMHU Yy pa3l MOTpeOM MOXKe MICTUTH PIIIEHHS PO
MOKJIa/IeHHS Ha M0CaIoBy 0cO0y (YHKIIIH 3 KOHTPOJIIO 32 BUKOHAHHSAM Hakazy (PO3MOPSIKEHHS).

4.1.9. Haka3 (po3nopsi/pkeHHsI) 3 KaJpOBUX MUTaHb OPOPMISETHCA Y BUIVISAL 1HAMBITYaIbHOTO
abo 3BenmeHoro. B iHamBimyanpbHOMY Hakasi (pO3MOPSKEHHI) MICTUTHCA 1H(GOpMALisS PO OIHOTO
MpaIiBHUKA; y 3BEACHOMY - MPO KUIHKOX, HE3aJEKHO BiJl TOTO, SIK1 YIPABIIHCHKI PIMIEHHS IIOJI0 HUX



NpUAMarOThesl (MPUUHATTS Ha POOOTY, NMPU3HAUYEHHS Ha MOCaay, TEPEeBElIEHHs Ha IHIIYy Mocamy
(po6oTy), 3BIILHEHHS TOIIIO).

4.1.10. 3micT I1HAWBIIyaJIBHOTO Hakazy (pPO3MOPSKEHHS) 3 KaJIpOBUX NUTaHb CTHCIIO
BUKJIQJIA€THCSA B 3arOJIOBKY, SIKUM MOYMHAETHCA 3 mpuiiMeHHuKa "[Ipo" i ckiagaeTbes 3a JOMOMOTOIO
BiJ/Ii€CITIBHOTO iMeHHMKa, Hampukiuan: "llpo mpusnadenHs...", "lIpo npuitHsarrs...". YV 3BeneHux
Hakazax (pO3MOPSHKEHHSAX) MOXKE 3aCTOCOBYBAaTHCH Yy3araJlbHEHH 3aroiioBok, Hampukiam: "IIpo
kaspoBi nmutanHs", "[Ipo ocoboBuii ckian'.

4.1.11. YV Tekcti Haka3y (pO3NOpS/DKEHHS) 3 KaJIpOBUX TNHTaHb, SK MPAaBUIO, KOHCTAaTyrO4a
YacTHUHA HE 3a3HAYAEThCA.

4.1.12. Po3nopsinya yacTMHA Haka3y (PO3MOPSIKEHHs) MOYMHAETHCS, SIK MPABUIIO, 3 JIECIOBA Y
¢dopwmi indinitusy: "[puitaatu", "[Ipusaauntu", "Iepeectu", "Oromocutn" Tomio.

Jlani 3a3Ha4aloThCs MPI3BUILE, iM's, 1O OaTHKOBI MpalliBHUKA, HA SKOTO MOLIUPIOETHCS i HaKa3y
Ta TEKCT Hakasy. Y 3BEICHOMY Hakasi (pO3MOps/PKEHHI) mpi3BHIIa OcCi0 y MeXax IYHKTIB
PO3MIIITYIOTHCS 32 an(aBiTOM.

4.1.13. YV nHaka3i (po3nopsKeHHI) PO MpU3HAYCHHS a00 3BUTbHEHHS MpPALliBHUKA 3a3HAYAETHCS
NOBHA Jara (YHcio, MicsIb, pik) (paKTHIHOTO BUXOAY MpalliBHUKA HA POOOTY (IPUIIMHEHHS TPYIOBHUX
BIJIHOCHH), PO3MIpH HOTO TTOCAIOBOTO OKJIATy BiJMOBIIHO /IO MITATHOTO PO3MHKCY, HaA0aBOK Ta JIOIIAT.

4.1.14. V 3BeneHoMy Haka3i (pO3MOPAHKEHHSIX) 3 KaJPOBUX MUTAHb O PO3MOPSAUOi YaCTUHU
BKJIIOYA€EThCA 1H(OpMalLlisg, M0 PO3MILIYETbCS y Takiid MOCHIJOBHOCTI: MNPUUHATTS Ha poOoTYy,
HepeBe/ICHHS, 3BUIbHEHHS.

4.1.15. Y KO)KHOMY TIYHKTi Haka3y (pO3MOPSKEHHS) 3 KaJ[pOBUX IMHUTAHb 3a3HAYAE€THCS ITiCTaBa
110710 OoTo BUAAHHS (3asBa MpalliBHUKA, KOHTPAKT, JOMOBIIHA 3aITMCKa, PIICHHS aTeCTaIlliHOT KOMICii
TOIIIO).

4.1.16. Ilix yac o3HAOMIIEHHS 3 HaKa30M (PO3MOPSHKEHHSAM) 3TaIaHUMH Y HbOMY 0CO0aMH Ha
NepIIOMY TIPUMIPHUKY HaKasy MPOCTABIISIFOTHCS 1X MIAMKCH 13 3a3HAYCHHSIM JaTH 03HAHOMIICHHSI.

4.1.17. Haka3u (po3nopsiKeHHs) HyMEPYIOThCS Y MOPSJIKY X BHJAHHSA B MEKax KaJeHIApHOIO
pPOKy; Haka3u (pO3MOPSHKEHHS) 3 OCHOBHOI MISUTBHOCTI Ta 3 KaJIpOBUX IHUTaHb MalOTh OKpPEMY
HOPSIIKOBY HyMepallito.

4.2. Ilporoko.

4.2.1. IIpoTokon - TOKyMEHT, IKUi (DIKCye XiJ BEIEHHs 3aciiaHb, IPUHHATTS B MO3ALIKIILHOMY
HABYAJILHOMY 3aKJIaJli pillIeHb KOMICIsIMH, T0paIuuMH OpraHaMu, 300paMu TOIIO.

[IpoTokon cKIama€eThCs Ha TMIACTaBl 3amUCiB, 3pOoOJeHUX O€3MOCepPeHbO ITiJI Yac 3acijiaHb,
MOJIJAHUX TEKCTIB Ta T€3 JOMOBIACH i BUCTYIIIB, TOBIOK, TPOEKTIB PIIIICHH TOIIIO.

4.2.2. IIpoTokos MOXe CKJIaaaTvucs B MOBHINA abo ctuchii Gopmi. ¥ mpOTOKOMI, CKIIaJIECHOMY B
cTucaiil popmi, PiKCYyIOThCS JMIIE PUMHATI PILICHHS, a HE X1J] 0OTOBOPEHHS MUTaHHS.

4.2.3. JlaToro mpOTOKOIY € Jara MpOBEACHHS 3acifaHHs. SIKII0 3aciTaHHs TPUBAJIO KUIbKA JAHIB, TO
yepes TUPE 3a3Ha4al0ThCs MEpIInid 1 OCTaHHINM JeHb 3aCiJaHHs.

4.2.4. Homep mpoOTOKOJNYy IMOBHHEH BIAMOBIAATH TMOPSAKOBOMY HOMeEpy 3acimanusa. Hymeparris
MIPOTOKOJIIB BEAETHCS B MEXKaX KaJICHAapPHOTO POKY OKPEMO 3a KOKHOIO I'PYIIO0 ITPOTOKOJIB 3aciJaHHs
BIJITIOBIJTHOTO KOJIETiaJIbHOTO OpraHy. Y pekBi3uTi "Miclie 3aciiaHHs" 3a3Ha4aeThCsl Ha3Ba HACEIEHOTO
MIYHKTY, B IKOMY BiZI0y/10Cs 3aciiaHHsl.

4.2.5. 3aroioBOK JI0 TEKCTY MPOTOKOJY MOBHHEH BioOpaskaTh BHJ 3acijaHHs (Hapazia, 300pH,
KoH(epeHLis Touio) abo KoseriaJbHOI MisIBHOCTI (KOMicis, paja, Kojieris, pododa rpymna Toupo) i
BKJTIIOUATH Ha3BY BUAY JIOKyMEHTA.

4.2.6. TekcT IpOTOKOITY CKJIAIA€ThCA 13 BCTYITHOI Ta OCHOBHOT YAaCTHH.

4.277. YV BCTynHIl YacTHHI MPOTOKONY 3a3HAYAIOTHhCSl MpPI3BHMILNA Ta I1HILIAJM TOJOBH a0o
TOJIOBYIOUOTO, CEKpeTaps, 3alpOolIeHHX, a TAKOXK IMPUCYTHIX 0CiO.

VY crnmcKy MPUCYTHIX 3a3HaYaroThCsl B al(aBITHOMY IMOPSIAKY CHOYATKY IMPI3BUIIA Ta iHIIiaIN
MPUCYTHIX MOCTIMHUX WICHIB KOJIET1aIbHOTO OpPTaHy 0e3 3a3Ha4eHHS 10CaJl, MOTIM - 3alpPOIICHUX 0C10
13 3a3HaueHHSM Tocaa Ta y pa3i morpedbu HaliMeHyBaHb YCTaHOB. SIKIIO KUTBKICTH MPHUCYTHIX
nepesuirye 15 ocib, 3a3Ha4a€eThCs IX 3arajibHa KUIbKICTh 3 MOCUJIAHHSAM Ha CITMCOK, IO JTOJAE€THCS 710
MIPOTOKOIY.

BerynHa wacTrHa BKITIOYAE MOPSAIOK JACHHHM - TEpeiiK pO3NISIHYTUX Ha 3aciJaHHI MUTaHb, 10
pPO3MINIEHI B TOPSAKY IX 3HAYYIIOCTI 13 3a3HAYCHHSM JOMOBifada 3 KOXKHOTO MHTaHHS. [lopsaok
JIEHHUH TTOJIa€ThCS HATPUKIHII BCTYITHOI YaCTHHHU.

Crosa "llopsiiok neHHMA" QPYKYIOTHCS BiJl MEXI1 JIBOTO IOJIS, MICH HUX CTaBUTHCS JBOKpAIKa.
Koxne nutanHs HymMepyeThesl apaOChkuMu nudpaMu i IpyKyeThes 3 ab3aiyy. DopmyBaHHS MUTaHb Y
MOPSAJKY JEHHOMY ITOYMHAETHCA 3 TpuiiMeHHuKa "IIpo".

4.2.8. OcHOBHA YacTWHA MPOTOKOJIY CKJIAJAETHCS 3 PO3MIUIIB, SIKI MOBUHHI BIAMOBIAATH ITyHKTaM
MOpAIKY AeHHOro. Po3nimm HymepyroThesi apaOChKUMM HHU(PpaMu 1 OyAyIOTbCA 3a TaKOI CXEMOIO:
CIIYXAJIN - BUCTVYIIWUJIN - BUPIIINIIN (Y XBAJIWJIN, IIOCTAHOBUJIN).

3a3HaveHi CIIOBA JPYKYIOTHCS BEIMKAMH JIiTepamMH 0e3 BIACTYIy Bia Mexi JiBoro mos. Ilicis
IIUX CJIiB CTAaBUTHCS JIBOKpAIIKa.

4.2.9. Tlicas cnosa "CIIY XAJIN" 3a3Ha4a€THCS TEKCT BUCTYITy OCHOBHOTO J0T0Bi1ayda. [IpizBuiie
Ta 1HILIaJIU KOXKHOTO JIOTIOBIJaya APYKYIOThCS 3 HOBOTO psiaka. TeKCT BUCTYIy BUKIIAAA€ThCS Y TPETIH
0c001 OTHUHH.

4.2.10. Texctn abo Te3W IOMOBiAlI Ta BHUCTYIIB, OPOPMIICHI SK OKPEMi JOKYMEHTH, IO TEKCTY
MPOTOKOJTy HE BKJIIOYAIOTHCA. [Iicisi BiIOMOCTEH MpO AOIOBia4a CTABUTHCS THUPE 1 3a3HAYAETHCS:
"TekcT 10oMoBiAl (BUCTYILY) IOJAE€THCS 10 MPOTOKOTY".



4.2.11. Tlicna cnoa "BUCTVYIINJIN" ¢ikcyroTbCs BUCTYMH THX OCIO, SKI B3sUIM y4acTb B
0o0roBopeHHi JomoBiai. Buctynu odopMisitoTbess y MpOTOKOMI 13 3a3HAYEHHSAM IOCaj, MPI3BHIL Ta
iHIITiaJIiB TIPOMOBIIIB Y Ha3MBHOMY BiJIMIHKY, & TAaKOX 3 BHUKJIAJCHHAM 3MICTy NMUTAHHS Ta BiJIMOBiIeH
Ha HbOTO. 3MICT BUCTYIIB BUKJIAJIA€THCS B/l TPETHOT 0COOU OJTHUHH.

4.2.12. Tlicns cnoea "BUPIIIWIIA" ("YXBAJIMJIN", "TIOCTAHOBWIIN") dikcyeTbes
NPUMHATE pIillleHHS 3 OOrOBOPIOBAHOIO NUTAHHS MOPAAKY JEHHOro. PimeHHs mnoBUHHE OyTH
KOHKPETHUM 1 BKJIIOYATH CKJIQJIOBI, IO BiJMOBIJAIOTh HA TaKi MUTAHHS: KOMY, IIIO 3pOOUTH 1 B SKHI
CTpOK.

Pimennsi, mo MICTATh KijbKa MHUTaHb, MOAUIAIOTH HA TMYHKTH 1 MIAMYHKTH, SKI HyMEPYIOTHCS
apa0cekumu uppamu. [liIMyHKTH HyMEpYIOTHCS HUPPaMU 3 TyKKOIO.

4.2.13. V pa3i konu Ha 3aciJaHHI NMPUIMAETbCs PIMIEHHS MPO 3aTBEPIKEHHS JTOKYMEHTA, SIKUU
00rOBOPIOBABCS HA 3aCi/IaHHI, IEH IOKYMEHT JIOAAE€THCS 10 IPOTOKOIY 1 B HBOMY POOUTHCS TTOCUIIaHHS
Ha HOMeEp 1 1aTy IPOTOKOJTY. 32 HAasBHOCTI 1HIIMX JOKYMEHTIB, 110 PO3IVIsaIcs Ha 3acifianHi Ta (akt
00roBOpeHHs AKHX OyJ10 3a(piKCOBAHO y TEKCTI MPOTOKOIY, BOHU HYMEPYIOThCS apaOChKUMU IU(ppaMu
(Homarox 1, JIomatok 2). ¥V BIAMOBIIHUX MYHKTaX MPOTOKOJIY POOUTHCS MOCUIIAHHS Ha 111 JOJATKH.

4.2.14. TIpoTOKO MiIMUCY€ETHCS TOIIOBYIOYMM Ha 3aCiJJaHH] KOJIETiaJIbHOTO OPraHy Ta CEKpPeTapeM.
4.3. Crty>x00BUI JTUCT.
4.3.1. City>x00BUi1 TUCT CKIAIAETHCS 3 METOIO OOMiHY iH(OpMaIli€ro MiX YCTAaHOBAMH SIK:

BIJIIIOBI/Ii MPO BUKOHAHHS 3aBIaHb, BU3HAYEHUX B aKTax OPraHiB JACPKaBHOI BIAIH, TOPYUCHHSIX
BHIIMX [TOCAIOBHUX 0OCIO;

BI/ITTOB1/1l HA BUKOHAHHSI IOPYY€Hb YCTAaHOB BUIIIOTO PIBHS;

BIJIMOBi/Il HA 3aMUTH 1HIIUX YCTAHOB,;

BIJITTOBI1/I1 HA 3BEPHEHHS TPOMA/ISH;

BIJIMTOBI/II HA 3aMUTH Ha 1H(OPMAIIIiFO;

1HIIIaTUBHI JIUCTH;

CYTIPOBIIHI JIHCTH.

4.3.2. Cny»060Buii TUCT 0POPMIISIETHCS HA OJaHKY MO3AIIKITBHOTO HABUATIHHOTO 3aKIIaTy.

4.3.3. Jluct Mae Taki peKBI3WTH: JaTa, PEECTPALIMHUI 1HIEKC, MOCHJIAHHS Ha PEeECTparliiHui
IHIEKC 1 IaTy TOKYMEHTA, Ha KU JTa€ThCs BIAIMOBIIb, aJIpecart, 3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKa
PO HASABHICTH JOJATKIB (y pa3i moTpedu), miImucC, BIAMITKA PO BUKOHABIIS.

JlaToro nucTa € jJara MOro MiAMUCaHHS, sKa IMOBMHHA 301raTucs 13 JaTOI peecTpariii BUXigHOT
KOPECTIOH/IEHIII1.

4.3.4. OCHOBHUM PEKBIZUTOM CIY>KOOBOTO JIUCTA € TEKCT, 110, K MPABUIIO, CKIIAIAETHCA 3 JIBOX
YacTUH. Y TepIIiii YaCTUHI 3a3HAYa€ThCs MPUYHMHA, MiACTaBa a00 OOTPYHTYBaHHS MiATOTOBKHU JIUCTA
YW HaBOJASTHCS MOCUIIAHHS HA JOKYMEHTH, 10 OYJIH MiICTABOIO AJIs HOTO CKIIAJCHHS.

Jlpyra yacTuHa BKJIIOYA€ BUCHOBKH, ITPOMO3UILii, MPOXaHHS, PIICHHS TOIIO, SKi PO3MIITYIOTHCS 3
ab3arry.

4.3.5. SIk npaBuUiIO, y JUCTI MOPYLIYETHCS OJHE MUTAHHS.

TexcT nucra BUKIAAA€TbCs BiJ MepIIoi 0coOM MHOXKHHU 3 BHUKOPUCTAHHIM CHIiB: "MPOCHUMO
noBiTIOMUTH...", ""po3'aCcHIOEMO, T110...".

Ciyx00BMii JTUCT MIIMUCYETHCS BIAMOBIAHO 10 MyHKTY 3.14 miei [HcTpyKIii.
4.4. AxT.

4.4.1. AKT - TOKYMEHT, CKJIaICHUH JIeKIJIbKoMa 0co0amMu Ta MiATBEPKYIOUNH YCTaHOBJIEHI (DakTh
1 mii. AKTH OpOPMIISIFOTBCA 3a PE3YNIBTAaTOM PEBi3ii, Mpu NMpuiioMmi-iepenadi crpas, IpuiioMi-niepenaui,
CIMCaHHI MalHa TOILO.

4.4.2. AKT opopMIISIETBCS HAa CTAaHIAPTHOMY apKyuli nanepy ¢opmary A4 i Mae Taki peKBI3UTH:
Ha3Ba JOKyMEHTa, TpHu( 3aTBepKEeHHs (IpU HEOOXITHOCTI), Jara i Micle CKJIaJaHHs, 3aroJ0BOK 10
TEKCTY, TEKCT, IMAMKUCH 0ci0 (He MEHIIE TPhOX ), K1 CKIIAaTH aKT.

4.4.3. Texct aKTa CKJIAJA€THCS 13 BCTYMHOI Ta KOHCTATYIOYO1 YaCTHH.

VY BCTymHIH YacTHHI BKa3yIOTHCS MiACTaBH JJsI CKJIAQJAaHHS aKTa Ta HA3WMBAIOTHCS OCOOW, SIKi
CKJIaJIU aKkT ab60 OyJIi MPUCYTHI NP LIbOMY.

Y KOHCTaTylodiii 4YacTHHI BUKIANAETHCS CyTh, 3aBIaHHS, XapakTep BHKOHAHOI pPOOOTH,
BCTAHOBJICHI (haKTH, MPOIMO3UIIT Ta BUCHOBKH. KOHCTaTyl0oua YacTiHa MOXKe O(DOPMIIATUCS Y BUIVISAIL
TaOIHIII.

Y KIHII TEKCTy aKTa 3amuCYIOThCS JaHI MpO KUIBKICTh EK3eMIUBIpIB akTa Ta ix
MiCII€3HAXOIKEHHSI.

4.4.3. AKT mianucyeTbes BciMa ocobaMu, iK1 Opaii ydacTh y HOro CKJIaJIaHHI.

4.4.4. Ocoba, sika Mae 3ayBa’kK€HHsI /10 3MICTy akTa, MiJIHCYE MOTO 1 BUKJIAJA€ CBOIO TYMKY Ha
OKpEMOMY apKyIli, SKUI JONAETHCS 0 aKTa.

4.5. JIns onepaTvBHOTO BUPILIEHHS CIIY:KOOBHX MUTaHb JI03BOJISIETHCA Tepenada TenedoHorpam.
Tenedonorpamu 0oGOPMISIOTECS B OJHOMY €K3EMIUISPl, IX TMIAMHCYE KEPIBHUK IMO3aMIKITEHOTO
HABYAIBHOTO 3aKIIAYy.

4.6. Jlonatku 10 JOKYMEHTIB, KpIM JOJATKIB /0 CYHPOBIIHUX JIUCTIB, CKJIAJalOTHCS 3 METOIO
JIOTIOBHEHHSI, TIOSICHEHHSI OKPEMHX IMUTaHb IOKYMEHTa 200 JIOKYMEHTA B IIJIOMY.



Jlonatku oQOpMIISIOTBCS, SK TPaBWJIO, HAa CTaHJAPTHHX apkymax mamepy. Ha apyromy i
HACTYITHUX apKyllax goaarka poouthes BiamiTka: "[Ipomosxkenns nomarka", "IlpomoBkeHHs goaarka
1",

VY pa3i HasBHOCTI KUIBKOX JOJAaTKIB Ha HMX 3a3HAYalOThCSl IMOPSIKOBI HOMEpH, HANpHUKIALI:
Honatoxk 1, lonarok 2 Tomo. 3Hak "Ne" nmepen udpoBUM MO3HAYECHHSM HE CTAaBUTHCA.

VY pasi KoM JOJATKX HAJCUIIAIOTHCS 13 CYNMPOBIAHUM JIMCTOM, BiIMITKA MPO HASIBHICTH JIOJIATKIB
PO3MINIYETHCS MiCIsl TEKCTY JIMCTA TIEPE] MiAMUCOM, HATPUKIIA;

Honarok: Ha 5 apk. y 2 IpuM.

SIKIIO JTOKYMEHT Ma€ JONATKH, MOBHE HAaWMEHYBAaHHS SIKUX y TEKCTI HE HaBOIUTHCS, TO iX
HEOOXiHO TEePeNYNTH MICIsT TEKCTY 13 3a3HAYEHHSM KUIBKOCTI apKyIIiB y KOXHOMY JOJAaTKy Ta
KUTBKOCTI1 IXHIX IPUMIPHUKIB, HATIPUKITA]T:

Honatku: 1. JloBinka nmpo neparoriyHuii ctTaxk Ha 1 apk. B 1 mpum.

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

V. IlepeJiik 000B's13K0BOI AJ10BOI TOKYMEHTAIlil MO3aIIKIJILHOTO
HABYAJIBHOTO 3aKJIAXY

5.1. CraryT no3amkKiabHOTO HAaBYAIBHOTO 3aKJIadYy.

5.2. CBizouTBO Npo AEpKaBHY aTeCTaIlil0 MO3AMIKITBHOTO HABYAIBHOTO 3aKJIay.

5.3. Marepianu ep>kaBHOI arecTallii Mo3anKibHOTO HaBYaJIbHOTO 3aKIIaTy.

5.4. AkTu mpuiiomy-niepenadi mo3amKiIbHOrO HaBYAIbHOTO 3aKaay (Tpy 3MiHI KEPIBHUIITBA).
5.5. KoHTponbHO-BI3UTAIlIiHA KHUTA.

5.6. CraructuyHa 3BiTHICTB 32 popmoro Ne 1-I13 (ocBira).

5.7. HomeHknarypa crpas.

5.8. TlomoxeHHs1 MPO CTPYKTYPHI MiAPO3AUINM MO3AIIKIIFHOIO HABYAJIBHOTO 3aKjiany (Biaiiw,
naboparopii, HEHTPHU TOIMIO) - 32 iX HASIBHOCTI.

5.9. JlineHsis Ha HajaHHS OCBITHIX Hocayr y cdepi mpodeciiiHO-TeXHIUHOI OCBITH - y pasi
3aificHeHHs MpodeciifHOT MiATOTOBKH 1 MEPETiAroTOBKH POOITHUYNX KaIPiB.

5.10. VYromm mpo (QyHKIIOHYBaHHS TypTKIB 1 TBOpuMX OO'€qHAHb Yy MNPUMIMIEHHIX
3araJIbHOOCBITHIX,  NPOQECiiHO-TeXHIYHUX  HaBYAJIbHUX  3aKJIaJiB,  HaBYAJIbHO-BUPOOHHUYHUX
KOMOIHATiB, MIAMPUEMCTB, OpTaHi3alliii, BUIIMX HAaBYAJILHUX 3aKJIaJiB, HAyKOBHX YCTaHOB, Ha 0a3i
CIIOPTUBHUX OY/IiBEJIb 1 CTAJ1I0HIB TOMIO (32 HASSBHOCTI TAKMX BITHOCHH).

5.11. Ilnan poOOTH MO3AMIKIIBHOTO HABYAIBHOTO 3aKJIa/ly Ha TIOTOYHUH PiK.

5.12. HaBuanpHuii miaH.

5.13. HaBuanbHi mporpamu (s TypTKiB, CEKIIiid, 00'eTHaHb, KOJIEKTUBIB).

5.14. Po3knan 3aHTE.

5.15. XKypnan o61iky poboTH rypTka (CeKInii, 00'eTHaHHS, KOJICKTHBY ).

5.16. Knura o6miky Ta Buaui CBiqoNUTB (MOCBIIYEHB) PO MO3AMIKIIEHY OCBITY (32 MOTPEOn).

5.17. MeauuHi NOBIAKM BHUXOBaHLIB (Y4HIB, CIyXayiB) JUIsl 3apaxyBaHHsS 0 CIIOPTUBHHX,
CHIOPTUBHO-TEXHIYHUX, TYPUCTCHKHUX, XopeorpadiyHux o00'eqHaHb, MOYATKOBHX CIIEliali30BaHUX
MHUCTELbKUX HaBYAJIBHUX 3aKJIaJiB - IPO BIACYTHICTh y BUXOBAHIB (YUHIB, CIIyXadiB) POTHUIIOKA3aHb
JUI 3aHATh Yy 3a3HAUEHMX HaBYAJIBHUX 3akiaaax (BigmoBimHo m0 cr. 14 TlomoxkeHHS 1po
MO3aIIKUTPHUI HaBYAJBHUN 3aKJIaJl, 3aTBEP/KEHOTO mocTaHoBoro Kabinety MinictpiB Ykpainu Big 6
TpaBHa 2001 poxy Ne 433).

5.18. Kunra HakasiB 3 OCHOBHOI JisUILHOCTI.

5.19. Knaura Haka3ziB 3 KaJJpOBUX MUTAHb.

5.20. TpynoBi KHMKKH TIPAIliBHUKIB.

5.21. Oco0oBi cripaBu MpaIiBHUKIB.

5.22. Kaura o061iKy TpyA0BHX KHM)KOK IPaIliBHUKIB.
5.23. llltaTHU# pO3MHC MPALiBHUKIB.

5.24. IlpaBuia BHYTPIIIHBOTO TPYAOBOTO PO3MOPSAKY IO3AIIKIIPHOTO HABYAJIBHOTO 3aKJany,
po3po0iieHi Ha OCHOBI THIIOBUX TNpaBWJI BHYTPILIHHOTO PO3MOPSIKY JAJS MPALIBHUKIB JEpP>KaBHUX
HaBYAITBHO-BUXOBHUX 3aKJIa/liB YKpaiHH.

5.25. llocanoBi iHCTPYKLIi IpalliBHUKIB.

5.26. Kaura npoTokoJiiB 3acijaHb MeAaroriaHol paiu.

5.27. Kuaura npoTOKOIiB 3acijaHb 3araibHuX 300piB (paau, KoH(peEepeHIlii) KOJIEKTUBY.
5.28. Kaura BHYTpIIIHBOTO KOHTPOJTIO.

5.29. IlepcrieKTUBHUI TUIaH TPOXOPKEHHS ITiIBHINEHHS KBamidikaiiii, aTrecTarii meaaroriyHux
MpaliBHUKIB.

5.30. ArecraniiiHi MaTepiajiu NeJaroriYHuX MpaiiBHUKIB.
5.31. CaniTapHi KHW)KKH TPAIliBHUKIB.
5.32. KypHanu o0miKy BXiIHOT Ta BUX1JHOI KOPECIIOH/ICHIII].

5.33. )Kypnan o0niKy 3BepHEHb Ta 3asB TPOMaJIsH.


https://zakon.rada.gov.ua/rada/show/433-2001-%D0%BF

5.34. Kypnanu peectpallii iHCTPYKTaXIB 3 TEXHIKA OE3IMEKHM Ta OXOPOHHU TpaIlll IMpalliBHUKIB
MO3aIIKITFHOTO HABUATIHLHOTO 3aKIIaTy.

5.35. XKXypnanu peectparlii IHCTPYKTaxiB 3 TEXHIKM O€3MEKH Ta OXOPOHM Mpalll BUXOBAHIIIB
(yuHiB, ciyxauiB) mij 4ac HaBYAIbHO-BUXOBHOTO MPOIIECY.

5.36. Kypnan peectparii HENIACHUX BHUIAJKIB 3 TMpAI[iIBHUKAMH, BHUXOBAHIIMU (YUHSIMU,
CJlyXadyaMH) TI03aIIKiIbPHOTO HABYAIBHOTO 3aKJIaJy.

5.37. IHBeHTapHO-TEXHIYHUH MACTIOPT MO3AMIKITPHOTO HABYAIBHOTO 3aKIIadYy.

5.38. JlokymMeHTH (CB1IOITBA, aKTH, IOTOBOPH) Ha 3eMJII0, CIOPYAU, MaifHO, HA TIPABO BOJIOIHHS,
KOPHUCTYBaHHSI, PO3MOPSII>KEHHS MAHOM.

5.39. Akt npuiiMaHHsa ¥ miepenavi OymiBeNnb, MPUMIIMIEHb, 36MEJIbHUX JUISTHOK Y KOPHUCTYBaHHS
3aKiauy.

5.40. IauBeHTapHI XKypHAIN 00JIIKY OCHOBHHUX 3aC001B.

5.41. InBenTapHa kHura 6i6;moTedHoOro hoHIy - 32 HAABHOCTI 010I10TEKH.

5.42. luBeHTapU3aIliiiHi ONTUCH, aKTH.

5.43. Komrtopucu Ha MpoBEIEHHS KalliTaIbHOTO PEMOHTY - 32 YMOBH ITPOBE/ICHHS TaKOTO.

5.44. JloxymeHTH (IOTOBOPH, yTrO/v, aKTH) MPO MPUHMaHHS 1 34aBaHHs Oy/IiBENb, MPUMIIICHb B
OpEH/Y - 32 HasIBHOCTI OPEHIHUX BiTHOCHH.

5.45. JlokymeHTallis TMPaKTUYHOTO TICHXOJIOTa, COIIaJbHOTO TeAarora (3TiHO 3 BIAMOBITHUMU
HOPMAaTHUBHO-TIPABOBUMU JTOKYMEHTAMH).

VI. PeecTpanisi 10KyMeHTIB

6.1. JlIokyMeHTH B MO3aIIKIJILHOMY HaBYAJIbBHOMY 3aKJa/l PEECTPYIOTHCS HE3AJIEKHO Bija CriocoOy
X TOCTaBKH, Mepeaavi Y1 CTBOPCHHSI.

6.2. Peectpariisi TOKYMEHTIB TPOBOAWTHCS 3 METOIO 3a0e3MeYeHHs I1X OOJiKy, KOHTPOIIO 3a
BUKOHAHHSM 1 ONIEPaTHBHUM BUKOPUCTAHHSM HassBHOI B JOKYMEHTax iH(opmarrii.

6.3. Peecrpaliiss JOKyMEHTIB MOJISITa€ y BEICHHI 3alMUCy OOJIKOBUX JAaHUX MpPO JTOKYMEHT 3a
BCTAHOBJICHOIO PpEECTPALIiHOI (OpMOI0, SKMUM (IKCYeTbCSl (DAKT CTBOpPEHHS, BIANpPABICHHS a0o
OZIep’KaHHS JIOKYMEHTa IUISIXOM IPOCTABICHHS HAa HBOMY PEECTPALIHHOIO iHIEKCY 3 TONAJIBIINM
3aMMCOM Y 3a3HauyeHUX popMax HeOOX1JHUX BIIOMOCTEH PO TOKYMEHT.

6.4. JlokymMeHTH, sKI HaaXOmATh 1O 3aKJady, PEECTPYIOThCA B KypHajl peecTpariii BXiTHOT
KOPECMOH/IEHIII1, a Ti, IO BIAMPABIAIOTHCA 3 HBOTO, - Y KypHaJi peecTpallii JOKYMEHTIB, CTBOPEHUX
MO3aIIKITPHAM HaBYAJILHUM 3aKJIaJIOM.

[IpumipHa dopma KypHaIy peecTparii BXiTHOI KOPECIOHIEHII MO3alIKiIBHOTO HaBYAJIBHOTO
3aKJay HaBeJeHa B IOJIATKY 5.

[Ipumipna ¢opma KypHamy peecTparii JTOKYMEHTIB, CTBOPEHHX MO3alIKUIbHUM HaBYaJIbHUM
3aKJIaJI0oM, HaBe/IeHA B JIOAATKY O.

6.5. JIOKYMEHTH pEECTPYIOThCS 3a TpylamMH 3aJie)KHO BiJ HA3BH BHUIY, aBTOpa Ta 3MICTY
JOKyMEHTIB. Harpukiiaa, okpeMo peecTpyroThCs:

aKTH OpTraHiB JIep>KaBHOI BJIa 1, JOPYUCHHS BUIIMX MOCATOBUX OCi0, 3aITUTH, 3B€PHEHHS, a TAKOXK
KOPECTIOH/ICHIIIS, 1110 HAAINIIIIA 10 3aKIIay;

Haka3u (PO3MOPsHKEHHS) 3 OCHOBHUX MUTAaHb JISUIbHOCTI MO3aIIKIJILHOIO HABYAJILHOTO 3aKIay;
HaKa3| 3 KaJIpOBUX NIUTaHb;

aKTH peBi3iil PiHAHCOBO-TOCTIONAPCHKOT TiSUIBHOCTI,

OyXranTepchbKi TOKyMEHTH;

CITy>k0OBI JIUCTH;

3BEpPHEHHS I'POMa/IsH;

3amuTH Ha iH(OpMaIliro.

6.6. @axcorpamu (mamepoBi Komii JOKYMEHTIB, NepeAaHi 3 BHUKOPUCTAHHSAM 3aco0iB
(haKCUMIJTBHOTO 3B'13KY) PEECTPYIOTHCS OKPEMO BiJl iHIINUX JJOKYMEHTIB.

6.7. JlokyMeHTH, IO TIEpPEIalOThCS EJIEKTPOHHOI0 TOMITOI Yy CKaHoBaHiil ¢dopmi 6e3
€JIGKTPOHHOTO LU(POBOTO MIANHUCY, PEECTPYIOTHCS 32 MOTPEOM - OKPEMO BiJ 1HIIMX JIOKYMEHTIB i3
3a3HAYCHHSAM €JIEKTPOHHOI aJjpecH BiJIPaBHUKA Ta aJipecaTa.

6.8. ITix yac peecTpallii JOKyMeHTa HAaJa€ThCsl YMOBHE TIO3HAUEHHSI - peecTpalliiiHuil 1HIeKC.

JIy1st BXITHUX TOKYMEHTIB peeCTpaIliiHui 1HACKC CKJIAIa€ThCs 3 TIOPSIKOBOTO HOMEpa Ta 1HIEKCY
cripaBu, Hanpukiaaa: 45/01-10, ne 45 - mopsakoBuit Homep, 01-10 - iHACKC CipaBwy.

Y BHUXIZHOTO JIOKYMEHTa pPEECTpalliiHUA IHIEKC MOXKE pO3MIIYyBaTHCA Yy 3BOPOTHIM
MOCTIJOBHOCTI - 1HJEKC CIIpaBU Ta MOPSAKOBHA HoMmep, Hampukian: 02-15/58, ne 02-15 - inmekc
crpaBu, 58 - MOPSAAKOBUN HOMEP.

6.9. V no3amkiibHUX HaBYAJIbHMX 3aKJIaJaXx MOXKE 3aCTOCOBYBaTHCsS ofHa 3 (opm peectparii
JIOKYMEHTIB - JKypHajJbHa YW AaBTOMAaTH30BaHa (3 BHMKOPUCTAHHSAM CIIELIAJIbHUX KOMI'FOTEPHHUX
porpam).

6.10. TlpumipHHil TIepemiK TOKyMEHTIB, IO HE MIAJIATAIOTh PEeECTpallii CIy»)OOK IiJI0BOACTBA
(mimoBOAOM) MO3AMIKIIFHOTO HABYAILHOTO 3aKIaly, BUKJIAIEHUN Y A0AaTKy 7.

VII. CkiiageHHs1 HOMEHKJIATYPH CIIPAB



7.1. HomeHkmarypa crpas - 1e 000B'SI3KOBHH JJIs1 KOYKHOTO MMO3aIIKIIEHOTO HABYAIBHOTO 3aKJIaIy
CUCTEMAaTU30BaHUI TMepeNiK Ha3B (3arojioBKiB) copaB, IO (GOPMYIOThCS B HOTO IIOBOJACTBI, 13
3a3HaYE€HHSIM CTPOKIB 30epiraHHst CIipas.

7.2. HomeHknaTypa crnpaB NpHU3Ha4deHa s BCTAHOBJICHHA B IO3AIIKUIBHOMY HaBYAJIbHOMY
3aKJIal €IMHOTO TOpPsAKY (opMyBaHHS cHpaB, 3a0e3neueHHsl X OOJiKy, ONEepaTUBHOTO MOIIYKY
JIOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BHU3HAYE€HHsSI CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO IS
CKJIQJICHHS OIMCIB CIIPaB MOCTIHHOTO Ta TpuBajoro (monan 10 pokiB) 30epiranHs, a TaKoXK I 00Ky
crpaB TUM4YacoBoro (710 10 pokiB BKIIOUHO) 30epiraHHs.

7.3. IlpumipHa popMa HOMEHKJIATypU CIPAB MO3AMKUIFHOTO HABYAJIBHOTO 3aKJIaqy HaBelICHA y
JOJATKy 8.

7.4. 3aroNoBOK CIIpaBH MOBUHEH YIiTKO Yy CTUCIIN y3arajabHEHil (popMi BioOpakaTu CKIas i 3MiCT
JIOKYMEHTIB CITpaBH.

3aroyoBOK CIpaBH CKJIAJAETHCS 3 €JIEMEHTIB, 110 PO3MILIYIOTHCS y TaKii MOCIIJOBHOCTI: Ha3Ba
BUJly CHpaBU (JMCTYBaHHS, *KypHaJl, KHUra TOIO) YM BUJLy JOKYMEHTIB y CHpaBi (Haka3u, IPOTOKOJIH,
aKTH TOIIO); aBTOP JOKYMEHTIB (HaliMeHyBaHHS 3aKJiajly); KOPECIMOHIEHT abo ajpecar (HalilMeHyBaHHSA
YCTaHOBH, JI0 SIKOi ajpecoBaHi a0o0 BiA SKOI HAMIMIIUIM TOKYMEHTH); KOPOTKHH 3MICT JOKYMEHTIB
crpaBu (TIUTaHHS, 3 SIKOTO POPMYETHCS CrpaBa); nara (mepiof), 10 SKOi HaJIeKaThb JOKYMEHTH CIIPaBH;
BKa31BKM Ha HAsSBHICTH KO JTOKYMEHTIB y cripaBi (y pasi motpeomn).

VY 3aroioBkax 0COOOBHIX Ta IHIIUX CIPaB, IO MICTITh TOKYMEHTH 3 OJHOTO MUTAHHS, MOB'sS3aH1
TOCTIIOBHICTIO BEICHHS TIPOLIEAYP I1JTOBOICTBA, BXKUBAETHCS TepMiH "cripaBa", Hanpukiaz: "Ocobosa
cripasa'.

VY 3aroyoBKax CHpae, M0 MICTATH JOKYMEHTH 3 OJHOTO THTAHHS, HE IMOB'S3aHI MOCIITOBHICTIO
BEJICHHSI TIPOLIEAYp MJUIOBOJICTBA, BXKWBAETHCS TEPMiH "MOKyMEHTH', a MICIsI HBOTO B JYXKKax
3a3HAYaAIOTHCSl OCHOBHI BUM JOKYMEHTIB CIIpaBH, HaNpuKiIaa: "JIOKyMeHTH (TIJIaHU, aHKETH, TOBIAKH)
PO MPOBENCHHS OISy CTaHy JAUTOBOJCTBA Ta apXiBHOI CIIPaBU y MO3AIKUTBHOMY HaBUYAIBHOMY
3axtam'.

Tepmin "moKyMeHTH" BKMBA€THCS TAKOXK y 3aroJIOBKAaX CIIPaB, IO MICTSATh JOKYMEHTH-IOJATKU
710 Oy/1b-SIKOTO HOPMATUBHO-IIPABOBOTO aKTa ad0 PO3MOPSAYOTO JOKYMEHTA 3aKIIady.

VY 3aronoBkax CHpaB, IO MICTATH TUIAHOBO-3BITHY JOKYMEHTAIlil0, 3a3HAYa€ThCs Tepioa (Micsilb,
KBapTal, MiBpivyus, PiK), B SKOMY IUIAHYEThCS CTBOPEHHS JOKYMEHTIB, ab0 mepion ix (akTHUHOTrO
BUKOHAHHS, HATIPUKJIIA]:

1. ITnan ocHOBHMX OpraHizaiiiiHux 3axoaiB 3axianay Ha 2012 pik;

2. 3BiT NP0 BUKOPUCTAHHS OIOKETHUX KOMITIB MO3aIIKUIBHOTO HaBYAJIBHOTO 3akimany 3a 2012
piK.

[1ix yac po3MillleHHs 3aroJIOBKIB CIpaB y HOMEHKJIATypl BPaXOBYEThCSI BaKJIMBICTh JIOKYMEHTIB,
BKJIIOUEHUX JIO CIIpaBM, iX B3aeMO3B's130Kk. Ha mouaTky po3MilllyrOTbCsS 3aroJIOBKM CIIpaB ILIOAO
JIOKYMEHTIB, sIKI HaJilIUIM BiJl OpraHiB BUIIOTO PIBHS, Jaji - 1100 OpraHi3aliiHO-pO3MOpsAAUOi
JOKYMEHTAIli1, TUIAHOBO-3BITHOI TOKYMEHTaIlii, TUCTYyBaHHS, 00JIIKOBO-/IOBIIKOBHX BH/IIB JOKYMEHTIB.
VYV KOXHIA 3 IUX TPyH JOKYMEHTH TaKOX PO3MIIIYIOTBCA 3 ypaxyBaHHSIM BaKJIMBOCTI Ta CTPOKIB
30epiraHHs.

VIII. ®opmyBaHHA cripaB

8.1. @opmyBaHHS CIpaB - 1€ IPyIyBaHHS BUKOHAHMX JOKYMEHTIB y CIpaBHU BIJNOBIAHO 10
HOMEHKJIaTypH CIpaB.

8.2. Ilix yac ¢opmyBaHHS CHpaB CIiJ TOTPUMYBATUCS TAaKUX 3arajlbHUX MPaBWI: BMIILyBaTH Y
CIIpaBU TIIBKM BHUKOHAHI JJOKYMEHTH BiJIOBITHO JIO 3ar0JIOBKIB CIIpaB B HOMEHKJIATYpl; TPyIyBaTH y
CIpaBU JOKYMEHTH, BUKOHAHI IIPOTATOM OJHOTO KaJEeHJApHOTO POKY, 32 BUHATKOM IE€PEXiJHUX CIpaB
(BemyThCsl IPOTATOM KUIBKOX POKiB), OCOOOBHX CIIpaB; BMIIyBAaTH Yy CIPABU JIMIIE OpUTIHAIH a0o B
pasi ix BIJACYTHOCTI 3acBiY€HI B YCTAHOBJICHOMY IOPSAKY KOMii JOKYMEHTIB; HE€ JOIycKaTu
BKJIIOUEHHSI IO CIPaB YOPHOBMX, OCOOMCTHUX JJOKYMEHTIB, PO3MHOKEHHMX KOMIM Ta JOKYMEHTIB, 10
MiJJIATal0Th TIOBEPHEHHIO; OKPEMO TIPYyNyBaTd y CIpPaBH JOKYMEHTH MOCTIHHOIO 1 THMYacoBOTO
30epiranHs; 3a oOcsroMm cmpaBa He mnoBuHHA mepeBunryBaru 250 apkymiB (30-40 wmimimerpi
3aBTOBIIIKH).

8.3. JIoKyMeHTH TpYIyIOThCS y CIIPABU B XPOHOJIOTTYHOMY Ta/ab0 JIOTTYHOMY TOPSIIIKY.

8.4. TlonoxeHHs, mpaBuiia, IHCTPYKLIi TOLIO, 3aTBEPKEHI PO3MOPATUMMH JOKYMEHTaMH,
TPYMYIOTHCS Pa30M i3 3a3HAUEHUMU JTOKYMEHTAMH.

8.5. Haka3u 3 muTaHb OCHOBHOI AISUIBHOCTI 3aKJIajy, 3 aAMIHICTPaTUBHO-TOCIIOAPCHKUX MTUTAHb,
3 KaJpOBHUX IHMTaHb TPYNYIOThCSA B pi3HI cnpaBu. Hakasu 3 kaapoBux mutaHb (0coOOBOro CKiaay)
IPYNyIOThCA BiIOBITHO A0 iX BUAIB Ta CTPOKIB 30€piraHHs.

[TpoTokonu 3acijaHb KOJIETiaIbHUX OPTaHiB MO3AMIKIIFHOTO HABYAJIBHOTO 3aKJIaay TPYIYIOThCS Y
CIPaBH B XPOHOJOTIYHOMY MOPSAKY 1 3a HOMepaMu. J[OKyMEeHTH J0 3aciiaHb 3a3HaYeHUX OpraHiB
CUCTEMATU3YIOThCS 3a JaraMd Ta HOMEpaMH MPOTOKOJNIB, a B MEXaxX TPyNH JOKYMEHTIB, IO
CTOCYIOTBCS OTHOTO TIPOTOKOITY, - 32 MOPSIKOM JEHHUM 3aCiTaHHs.

8.6. JlopyueHHs yCTaHOB BHILOTO PiBHS Ta TOKYMEHTH, MOB'3aH1 3 IX BUKOHAHHIM, TPYITYIOTbCS Y
CTIpaBU 3a HaNPSIMaMU JiSUTBHOCTI 3aKiIaay ado 3a aBTOpaMH iHIIIaTUBHUX JIOKYMEHTIB. JJOKyMeHTH y
HEBEJIUKiN KiTBKOCTI TPYIYIOTHCS B OJIHY CIIpaBy. Y CIIpaBi TOKYMEHTH CHCTEMATHU3YIOThCS 3a JaTaMHu
JIOPYYEHb.

8.7. 3arBepakeH1 IUIaHU, 3BITH, KOILITOPUCHU TPYIYIOTHCS y CIPaBU OKPEMO BiJ MPOEKTIB LUX
JIOKYMEHTIB.

8.8. JluctyBaHHS TPYyIyETHCS 32 3MICTOM 1 KOPECTIOHACHTCHKOI0 03HAKOIO Ta CHCTEMATU3Y€EThCS B
XPOHOJIOTTYHOMY TIOPSJZIKY: JOKYMEHT-BIAMOBIIb PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.



8.9. MeronnyHe KepiBHUITBO 1 KOHTPOJIL 3a (OPMYyBaHHSAM CHpaB y MO3AIIKLIBHOMY
HaBYAJILHOMY 3aKJa/i Ta HOrO CTPYKTYPHHX MiAPO3MALIaX 3MIACHIOETHCS MIJIOBOJAOM YU 0CO0O0I0, Ha
SKY TIOKJIQIA€ThCS OpPTaHi3allis AIJIOBOJICTBA B 3aKJIAI.

IX. 30epiranHs JOKyMeHTIB

9.1. JlokyMeHTH 3 dYacy CTBOpPEeHHsS (HAAXOMKEHHS) 1 [0 TMepenadi A0 apxiBy 3akiamy
30epiraroTbes 3a MicueM ix (hopMyBaHHS.

KepiBHHK MO3aIIKiTbHOTO HABYAJIBHOTO 3aKJaqy Ta IMPaIliBHUKH, BIAMOBIAAIBHI 32 OpraHizaiiio
TITOBOJICTBA, 3000B's13aH1 3a0e3neunTu 30epiranHs JOKYMEHTIB 1 CIIpaB.

9.2. CnpaBu MOBHHHI 30epiratucs y BEpTUKAIBHOMY MOJIOKEHHI B madax, 1mo 3akpuBaroTbes. Ha
KOPIHIX OOKJIaIMHOK CIPaB 3a3HAYAIOTHCS 1HACKCH CIIPaB.

9.3. Bupmaua cnpaB y THUMYacoBe KOPUCTYBAHHS IpalliBHUKAM I03aIIKUIBHOTO HABYaJIBLHOTO
3aKJIay 311HCHIOETBCS 3 YCHOTO JJO3BOJIY MOro KepiBHUKA, a 1HIIUM YCTaHOBAM - 3 HOro MUChbMOBOTO
no3sony. Ha BumaHy crpaBy CKIagaeTbesi KapTKa-3aMiHHMK. Y KapTii 3a3HAYalOThCS 1HJIEKC CIpaBH,
3aroJIOBOK CIIpaBH, Jara ii Bumadi, oco0a, sSKii crpaBy BHJIAHO, J1aTa 1 TOBEpHEHHS, MIAMKUCH OCI0, SIKi
BUJIAJIU Ta IPUNHSIIN CIIPABY.

Hananus cipaB y THMYacoBe KOPUCTYBAaHHS 3/IIHCHIOETHCS HE OUIBII SIK Ha OAMH MICSIIb.

9.4. BunydeHHs TOKYMEHTIB 13 CIIpaBU MOCTIHHOTO 30epiraHHs 3a00pOHSETHCS. Y BHUHATKOBHX
BUMAJKaX BUWJIYYCHHS JTOKYMEHTIB JOMYCKA€ThCA 3 JO3BOJY KEpIBHHMKA MO3AIIKIIEHOTO HABYAIHHOTO
3aKJ1aay 3 00OB'SI3KOBUM 3QJIMIICHHSM Y CIIpaBi 3aCBIAUYEHUX HAJIC)KHUM YHHOM KOTMiii.

9.5. Ctpoxku 30epiranHs AiI0BOI JOKYMEHTAIlii MO3aIIKITEHOTO HABYAIBHOTO 3aKJIady HABEJICHO Y
JoJaTKy 9.



Honatox 1

1o ITpumipHoi iHCTpyKILii

3 BeJIcHHS 000B'SI3KOBOT JI1JTOBOT
JIOKyMEHTAITli B MO3AMKITHHUX
HaBYaJIbHUX 3aKJIagax

(myHKT 2.5)

3PA30K
o(opMiieHHSI O1aHKA MO3AMKITBLHOT0 HABYAJIBHOI0 3aKJIa1y HA OCHOBI
KYTOBOI'0 PO3MilllecHHSI PEKBI3UTIB

4 r
MiHicTepcTBO 0CBiTH | HAyKH,
MOJI0/li TA CIIOPTY YKpaiHH
KuiBcbkmii nepkaBHuii Oy1MHOK
XYA0KHBOI Ta TEXHIYHOI TBOPYOCTI
oyneB. Tapaca IlleBuyenka, 27, m. Kuis, 01032

Ten./axc 0 (44) 01032, e-mail: bhttl@ukr.net
Kon €IPTIOY 03072632

Ne
Ha Ne BIJ



https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n280.emf
https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n280-1.emf
https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n280-2.emf

Jonarok 2

1o [Mpumiproi iHCTpYKIIii

3 BEIIEHHS 000B'I3KOBOI JI1JI0BO1L
JIOKYMEHTAIIli B O3aIIKITbHUX
HaBUYaJIbHUX 3aKJIaJax

(myHKT 2.5)

3PA30K
oopMJIeHHSI OJIAaHKA MO3AMKIJIBHOT0 HABYAJBbHOI'0 3aKJIAly HA OCHOBI
M0310BKHHOI'0 PO3MILIICHHA PEKBI3UTIB

MinicTepcTBO 0CBiTH | HAYKH, MOJIOZi Ta CIOPTY YKpPaiHU

KHIBCbKHI TEPKABHUM BYIUMHOK
XVYI0XKHBOI TA TEXHIYHOI TBOPYOCTI (KJI BXTT)
OynbB. Tapaca llleBuenka, 27, m. Kuis, 01032,
ten/daxc: 0 (44) 01032, e-mail bhtt@ukr.net Kog €JIPTIOY 03072632

No r
Ha Ne BIJ



https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n283-3.emf
https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n286-4.emf
https://zakon.rada.gov.ua/rada/file/imgs/11/p391457n286-5.emf

Jonatox 3

1o [IpumipHoi iHCTpyKIIii

3 BeJIcHHS 000B'SI3KOBOT JI1JIOBOL
JIOKyMEHTAIIli B MO3aIIKITFHUX
HaBYaJIbHUX 3aKJIaaax

(myHKT 3.2)

BUMOI'A
10 0(popMJIEHHSI IOKYMEHTIB, III0 BUTOTOBJISIIOTHCA 32 10IMOMOI010
APYKYBaJbHHUX 32C00iB

1. nga apyKyBaHHSI TEKCTIB CIIy’)KOOBHX JOKYMEHTIB BUKOPUCTOBY€ThCs rapHiTypa Times New
Roman, mpudt posmipom 12-14 apykapcbkux mTyHKTIB. J[03BONSIETHCS BHKOPUCTOBYBAaTH HIPUQT
po3mMipoM 8-12 pykapChKUX IyHKTIB JUIs IpyKyBaHHS pekBi3uTy "IIpi3Bullle BUKOHABIIS 1 HOMEp HOTO
TenedoHy", BUHOCOK, TOSICHIOBAJIbHUX HAMKCIB 0 OKPEMHUX €JIEMEHTIB TEKCTy JOKyMEHTa abo Horo
PEKBI3HTIB TOIIIO.

I1ig gac npyKyBaHHS 3arojOBKIB JO3BOJIIETHCSI BUKOPHCTOBYBATH HAMIBKUPHUN mpUQT (IpsMuit
abo KypcuB).

2. Tekct nokymeHTiB Ha mamnepi ¢popmaty A4 (210 x 297 MiniMeTpiB) peKOMEHI0BaHO JPyKYBaTH
gyepes 1-1,5 mixkpsakoBoro iHTepsaiy, a popmary AS (148 x 210 miniMeTpiB) - yepe3 1 MiXKpsAIKOBUI
1HTEpBaJ.

JIOKyMEHTH IMOBUHHI MaTH Taki MmoJist (MUTIMETpiB):
30 - miBe;

10 - mpage;

20 - BEpXHE Ta HUXKHE.

PexBi3uTu mOoKyMeHTa (KpiM TEKCTY), sIKi CKIIQJAIOThCS 3 KUTBKOX PSIZIKIB, APYKYIOThCs uepes |
MDKpsiakoBui 1HTepBan. CkiagoBi yacTuHU pekBi3uTiB "Anpecar", "I'pud 3arBepmxenns", "Ipud
HOTOJKEHHS" BIIOKPEMITIOIOTHCS OJMH BiJ OHOTO Yepe3 1,5 MIKPSAAKOBOIO IHTEpBAITY.

PexBi3uTH 1OKyMEHTa BIIOKPEMITIOIOTHCS OJIUH BiT OMHOTO Yepe3 1,5-3 MUKpSAIKOBUX 1HTEPBAIIH.
3. Ha3Ba Buly TOKyMEHTa APYKY€ETHCS BETUKUMHU JIITEPAMH.

4. Po3mmdpyBanss mianucy B pekBizuti "[lianuc" npyKyeTbest Ha piBHI OCTAaHHBOTO PsiIKa HA3BU
nocaju.

5. He pobuThCst BiACTYI Bi MEXI JIIBOTO MO JuIsl pekBi3uTiB "/laTa qokymenTta", "3aroioBok 10
Tekcty pgokymenrta", "Tekcr" (6e3 a6zamiB), "BigmiTka mnpo HasBHICTH aoxarkiB", "llpizBuiie
BUKOHABI 1 HOMep ioro tenedony", HaliMeHyBaHHS mocaau y peksizurax "[ligmuc" ta "Ipud
NOTo/pKeHHs", 3acBimdyBanbHOrO Hammcy "3rigHo 3 opuriHanom", takoxk ciuiB "CIIYXAJIA",
"BUCTYITWJIN", "BUPILIWIIN", "Y XBAJIMJIN", "HAKA3VYIO".

6. 3a HasBHOCTI KiJIbKOX I'pu(iB 3aTBEP/HKEHHS 1 MOTOMKEHHS BOHU PO3MIIIYIOTHCS HAa OIXHOMY
piBHI BepTUKaIbHUMHU psakamu. [lepmmii rpud - Big Mexi JiBOro mouss; Apyruii - udepes 104
MIJTIMETPH BiJl MEXKI1 JIBOTO TIOJISI.

7. Iig wac oopmieHHsI JOKYMEHTIB Ha JBOX 1 OlIbIIe CTOpiHKaxX Apyra Ta HACTYIHI CTOPIHKH
MOBUHHI OyTH mpoHymepoBaHi. Homepu CTOpIHOK CTaBISTbCS MOCEPEANHI BEPXHBOTO IMOJIS apKylla
apabcpkuMu nudpamu 0e3 3a3HaueHHs cjoBa "cTopiHKa" Ta po3AiLIOBHX 3HaKiB. [lepia cTopiHKa HE
HYMEPYEThHCH.

8. TexcTn MOKYMEHTIB MOCTIMHOTO 30epiraHHs JIPYKYIOThCS Ha OMHOMY OoIli apkymia. JIokyMeHTH
13 CTpOKOM 30epiraHHs 710 5 pOKiB MOXKHA JPYKyBaTH Ha JIUIbOBOMY 1 3BOPOTHOMY OOI1i apKy1ia.



Jonarox 4

1o IpumipHoi iHCTpyKILii

3 BeJIcHHS 000B'SI3KOBOT JI1JIOBOT
JIOKyMEHTAIIli B MO3aMKITHHUX
HaBYaJIbLHUX 3aKJIagax

(myHkT 3.9)

MNPUMIPHUM NEPEJIK
AOKYMEHTIB, 1110 3aTBEPIKYIOThHCS 3 NPOCTABJIAHHAM rpuda 3aTBepAKeHH

1. Axti (akT mpuiioMy-mepenadi MO3alIKiUIFHOTO HAaBYAJIBHOTO 3aKNIady; aKT NpUHAMaHHS W
nepeaavi Oy/iBelb, MPUMIIIEHb, 3eMEIbHUX TUISTHOK Y KOPHUCTYBAaHHS 3aKJIany).

2. HomeHkiarypa crpas.
3. 3BiTH (3BIT PO OCHOBHY isSUTLHICTB; 3BIT TIPO BIAPSHKCHHS TOIIIO).
4. Onucu cripas.

5. Ilnaam (T1aH poOOTH MO3AIIKUIFHOTO HABYAJIBHOTO 3aKJagy Ha MOTOYHHMU PIK; HABYAIHHHUN
IJIaH; TJ1aH POOOTH CTPYKTYPHOTO IMiIPO3A1TY MO3aIIKIIBHOTO HABYAJIBLHOTO 3aKJIaly Ha MOTOYHHH PIK
(3a HasIBHOCTI) TOIIIO).

6. [Tocanosi iHCTPYKIIII.
7. [IpaBuita BHyTPILIHEOTO TPYIOBOTO PO3MOPSIAKY MO3AIMIKIIBHOTO HABYAIBHOTO 3aKIIaYy.
8. Po3kiiaau 3aHsTE.

9. Crarytu (IOJIOKEHHST) yCTAHOB (CTAaTyT MO3AIIKIIBHOTO HABYAJIBHOTO 3aKJIay, IOJIOKEHHS PO
CTPYKTYPHUH MiIpO3/11J1 3aKIaay (3a HasIBHOCTI).

10. IItaTHi po3nucH.



Jlomarox 5

1o IpumipHoi iHCTpyKILii

3 BeJieHHS 000B'sI3K0BOT J1JIOBOT
JIOKyMEHTAIIli B MO3AMKITFHUX
HaBUYAJILHUX 3aKJIaJax

(myHkT 6.4)
IMPUMIPHA ®OPMA
JKypPHaJy peecTpauii BXiIHOI KOPeCHOH/IeHIIil M03alIKLIbLHOI0
HABYAJIBHOI'0 3aKJaNAy
Ne Hara Kopecnonnent | Buxinuuii Homep | Koportkwuii | Pesomtorisi | Bukonasenp KonTpoms,
3/ | HAIXOKEHHS (3BiIKH (3a3HaYaETHCS 3MICT | KepiBHHKA (xTo0 BIIMITKA TIPO
i HAJIMIIOB) | KOPECTIOHICHTOM) 3aKiaay | po3misigaTUME) | BUKOHAHHS
(3a3Hava€THCS
KOHTPOJIbHUI
TEepPMiH Ta
crocio
BUKOHAHHS)
1 2 3 4 5 6 7 8
1.
2.




Jonarok 6

no [pumipHoi iHCTpYKIIii

3 BEIIEHHS 000B'I3KOBOI JI1JI0BO1L

JIOKYMEHTAIIli B O3aIIKITbHUX
HABYAJLHUX 3aKJIaJ1aX

(myHKT 6.4)

KYPHAJI
peecTpanii J0KYMEHTIiB, CTBOPEHHMX MO3AMKIJIbHUM HABYAJIBLHUM 3aKJIa10M

JlaTa Ta iHAeKc
JIOKyMEHTa

Kopecnonnent

Koportkuii 3mict

Bukonasenn




Jonmaroxk 7

no [pumipHoi iHCTpYKIIii

3 BEIIEHHS 000B'I3KOBOI JI1JI0BO1L
JIOKYMEHTAIIli B TO3aIIKITBHUX
HaBUYaJIbHUX 3aKJIaJax

(myHKT 6.10)

MPUMIPHU NEPEJIIK
JOKYMEHTIB, [0 He MIVISIraloTh peecTpamii ciyx0010 IL10BOACTBA
(1i;10BOIOM) MO3ALIKIJIBHOI0 HABYAJIBHOIO 3aKJIaAy ™

—_

. I'padixu, Hapsau, 3asiBKU, pO3HAPSAKH.

. 3BefieHHs Ta iH(dOpMaIlis, HaAICIaHl 10 BiOMA.

. HaBuanpHi ruianm, nporpamu (Komii).

. PexiramH1 oBiOMIIEHHS, TIJIAKaTH, POTPpaMu HapaJl, KoH(EpeHIIii ToIoO.
. Hopmu BuTpaTtu marepiaiis.

. BiTanpHi mUCTH 1 3anIpOIIIEHHS.

. JlpykoBaHi BuaHHs (KHUTH, KypHAJIH, OIOJICTEH1).

. MicsiyHi, KBapTaibHi, MiBpIYHI 3BITH.

O o0 3 N L B W

. @opMH CTATUCTUYHOT 3BITHOCTI.

10. Horosopmu.

* JIokyMeHTH, 3a3Ha4eHi y myHKTax 1, 3, 7-10, mimiararoTs crueniaabHOMY OOJIKY Y BiIIOBITHIX CTPYKTYPHHIX
iAPO3/IIax MO3aMKUIBHUX HaBYaJIbHNX 3aKiIafiB (OyXxranTepehKiil ciy:x0i, KaJpoBii ciyx0i, 6i0mioTeri).



Jonarok 8

1o IpumipHoi iHCTpyKILii

3 BeZIcHHS 000B'SI3KOBO1 JI1JTIOBOT
JIOKyMEHTAIIli B MO3aMKITHHUX
HaBYaJIbHUX 3aKJIagax

(myHkT 7.3)

3ATBEPJ’KEHO
HaiimenyBaHHs mocaju KepiBHUKA 3aKIaay

(mianuc) (ininiany (iHimian iMeHi), IPI3BHIIE)

M. II.

HOMEHKIJIATYPA CIIPAB
No

(HaﬁMeHyBaHHSI [T03AIIKIILHOTO HABYAJILHOIO 3a1<na;[y)

Ha piK
Ianexc 3aroyioBOK CIipaBu Kinbkictb Crpok 30epiranHs crpaBu [Tpumitka
CIIpaBH (TOMY, 4aCTHHH) crpasB (TOMiB, (TOMy, YaCTUHH) 1 HOMEPH
YacTHH) cTareil 3a nepesikom
1 2 3 4 5
HaiimenyBanHs nmocaau ocoou,
BIJIMOB1TAJIEHOT 32 OpTaHi3allio
JIIJIOBOJICTBA
(miamuc) (iHimianm, Ipi3BUIIE)
20 p.
[TincyMkoBHii 3amuc Mpo KaTeropii Ta KUIbKICTh CIIPaB, CKIAACHUX Y poIIli y CTPYKTypHOMY
MipO3 i
3a cTpokamu 30epiraHHs Pazom y TOMY YHCIIi
TaKUX, OO0 NEPEXOJATh 3 BigmiTkoro "EITK"
[TocriiiHoTO

Tpusanoro (nmonaxa 10 pokiB)

Tumuacosoro (;10 10 pokis
BKJIFOYHO)

Yceworo

[TincyMKoOBi BiIOMOCTI MEPEAaHO 10 CIIY>KOM JIIJIOBO/ICTBA

HaiimenyBanHs nocaau ocou,
BIJIMTOBIAANIEHOT 32 TIepeaavdy
BlJIOMOCTEN

(miammc) (1HiIiamy, mpi3BUILE)

20 p.




Jonarok 9

1o [IpumipHoi iHCTpyKIIii

3 BeJICHHS 00OB'sI3KOBOI A1IOBOT
JIOKyMEHTAIIli B MO3aIIKITFHUX

HaB4YaJIbHHUX 3aKJIagax

(myHKT 9.5)

CTPOKHA

30epiraHHs AiJ1I0BOI JOKyMeHTAIii*

No 3/ Ha3Ba nokymenra Crpox Howmep crarti
n 30epiranus™ 3a MepeikoM
1 2 3 4
1. | CraTyT mo3ankiJibHOro HaBYaJIbHOTO 3aKIaay 10 JIKBImarii CT. 32 a

3aKIIaay
2. |CBigouTBO MpO JAEp’KaBHY aTeCcTallilo NO3aIIKIILHOTO MOCTIHHO cT. 573
HABUYAJIBHOTO 3aKJIa/1y
3. | Marepianu aep>kaBHOI aTecTanii Mo3amkKiIbHOTO MOCTIHHO ct. 573
HABYAJILHOTO 3aKJIay
4. | Axtu npuiiomy-nepeaadi mo3anKuIbHOrO HaBYaJIBHOTO 10 JIIKBImarii CcT.55a
3aknanay (Mpu 3MiHI KepIBHUIITBA) 3aKyaay
5. |Kaura HakasiB 3 OCHOBHOI AisLIbHOCTI 10 JIKBImarii CcT. 16a
3aKIJaay
6. |Kuura HakasiB 3 KaJJpOBUX MUTaHb 75 pokiB cT. 16 6
7. |Knura mpoTokomiB 3acijaHb 3araabHuX 300piB (paau, JI0 JIKBigaril ct. 1312 a
KOH(EepeHL111i) KOIEKTUBY 3aKnany
8. | Kaura npoToko:iB 3aciilaHb MeAaroriyHoi paan 10 pokiB cT. 587
9. |[IlomoxxeHHS PO CTPYKTYPHI MiTPO3IUTH 3aKinany (BiLIUH, | 10 JIKBigarii cT. 33
nmabopatopii, IEHTPH TOIIO) - 32 HASBHOCTI TAaKUX 3aKIaay
10. [JlimeHsis Ha HaJJaHHS OCBITHIX MOCIYT y cdepi JIOKU HE MUHE cT. 573
npodeciitHO-TEeXHIYHOT OCBITH - y pa3i 3A1HCHEHHS notrpeda
npodeciiiHol MATOTOBKY 1 MEePerniIrOTOBKU pOOITHUYUX
KaJpiB
11. |HomeHnkinarypa cripaB 3 poku ct. 1159
12. | XKypnanu 06miKy BXiIHOI Ta BUXiTHOI KOPECTIOHACHIIIT 3 poku ct. 100 6
13. | ’Kypnan o6miKy 3BepHEHb Ta 3asiB TPOMaJIsiH 5 pokiB cT. 95
14. | KoHTponbpHO-Bi3UTAaIlIi{HA KHUTA 3 poku CT. 25
15. | Yronu npo ¢yHKIIOHYBaHHS TypTKiB 1 TBOpYHMX 00'€JTHAHD 3 poku cT. 345
y NPUMILIEHHSX 3arajJbHOOCBITHIX, TpodeciiiHo-
TEXHIYHUX HaBYAJIbHUX 3aKJIa/11B, HABYAJIbHO-BUPOOHUUUX
KOMOIHATIB, MiAMPUEMCTB, OpraHi3alliii, BUIIHX
HaBUAJIBHUX 3aKJIa/iB, HAYKOBUX yCTAHOB, Ha 0a3i
CIIOPTHUBHMX OYJIBEJIb 1 CTAJII0OHIB TOIIO (32 HASSBHOCTI
TaKUX BIJTHOCHH)
16. |Ilnan poOGOTH MO3aIIKIIFHOIO HABYAJIBHOTO 3aKIaly Ha 5 pokiB cT. 153
MOTOYHUHN PIK
17. |HaBuanbHuii minax JI0 3aMiHU cT. 584 a
HOBUMH, 3 pOKH
18. | Po3knan 3aHsATH 1 pik cT. 620



https://zakon.rada.gov.ua/rada/show/z0576-98

19. | HaBuanbHi nporpamu (A1 TypTKiB, CEKIIii, 00'€THAaHD, 1 pix cT. 585
KOJICKTUBIB)
20. | Kypnan obmiky poOoTu rypTKa (cekiii, 00'e JHaHHS, 5 pokiB cT. 623
KOJIEKTUBY)
21. |JloxymeHTalis NpakTUYHOTO MICHXO0JIOTa, COIaIbHOTO 710 3aMiHU cT. 398 a
neziarora (3ri{Ho 3 BIANOBITHUMH HOPMaTUBHO- HOBUMH
IIPAaBOBUMH JJOKYMEHTAMH )
22. |Kuwura o06niky Ta BUAa4i CBiIOUTB (MIOCBIIYEHb) PO 75 pokiB cT. 543 a
MO3AIIKIJIbHY OCBITY (32 HOTpeOH)
23. |CraructuyHa 3BiTHICTH 32 popmoro Ne 1-I13 (ocBita) 710 JIIKBigawii cT. 298 6
3aKJaay
24. | OcoboBi cripaBH MpaIiBHUKIB MOCTIIHO cT. 513
25. |llrarHuii po3nuc npariBHUKIB 75 pokiB cT. 525
26. |IIpaBuia BHYTPIIIHBOTO TPYAOBOTO PO3MOPSAKY JI0 3aMiHU cT. 186
MO3aIIKIILHOTO HAaBYAJIBHOIO 3aKJIady, po3po0iieHl Ha HOBUMH
OCHOBI TUIIOBHUX MPaBWJI BHYTPIIIHBOTO PO3MOPSAAKY IS
NPaLliBHUKIB JIepKaBHUX HAaBYaJIbHO-BUXOBHUX 3aKJIA/IIB
VYkpainu
27. |IlocamoBi iIHCTPYKIIii MpaliBHUKIB MOCTIHHO cT. 49 a
28. |IlepcieKTUBHUI IJIaH MPOXOMKEHHS M1 ABUILCHHS 1 pix cT. 656
kBaidikarii, arectarii neAaroriyHux NpariBHUKIB
29. | ArecrariiiHi MaTepiaay Ne1aroriuHux MpaiBHUKIB 5 pokiB cT. 654
30. [ TpynoBi KHUXKKH IIPALliIBHUKIB He meH1e 50 cT. 539
POKiB
31. | Kaura o0miKy TpyaOBHX KHM)KOK IPaIliBHUKIB 50 pokiB CT. 541 a
32. [CaniTapHi KHHKKH MPAIiBHUKIB JI0 3alUTaHHs cT. 539
33. | Kaura BHYTPIIIHBOTO KOHTPOJIO (BEACTHCS Y JTOBIILHIN 3 poku CT. 26
opmi)
34. | ’Kypnanu peectpauii IHCTPYKTaXiB 3 TEXHIKU O€3MeKu Ta 10 pokiB cT. 473
OXOPOHHU TIpalli MPaIiBHUKIB MO3aIIKITFHOTO HABYATHHOTO
3aKIaay
35. [ XKypuanu peectpatiii IHCTPYKTaX1B 3 TEXHIKU O€3MEKHU Ta 10 pokiB cT. 473
OXOPOHM Tpalli BUXOBAHIIIB (Y4HIB, CIIyXadiB) IiJ] 4ac
HaBYAJIbHO-BUXOBHOTI'O MPOLIECY
36. | ’Kypnan peectpauii HeIaCHUX BUMAJIKIB 3 MIPpalliBHUKAMHU, 45 pokiB cT. 479
BUXOBAHIISIMU (YUHSIMH, CITyXadaMH) MMO3aIIKITEHOTO
HABUYAIBHOTO 3aKJIaTy
37. [MenuyHi 10BIAKM BUXOBAHIB (Y4HIB, CIIyXauiB) AJIs 1 pik CT. 842
3apaxyBaHHs 10 CHOPTUBHUX, CHOPTUBHO-TEXHIYHHUX,
TYPHUCTCBKUX, XOpeorpadiyHux 00'eJHaHb, TOYaTKOBUX
CHEI1a1130BaHUX MUCTELbKUX HAaBYAJIbHUX 3aKJIa/lIB - TIPO
BIJICYTHICTh Y BUXOBaHIIIB (YUHIB, CITyXadiB)
NIPOTUIIOKA3aHb JUIS 3aHATh Y 3a3HAUYCHUX HABYAJIBHUX
3aKJIaaax
38. | IuBeHTapHO-TEXHIYHUI MACIOPT MO3AIIKIILHOTO 10 pokiB ct. 1731
HABYAIBHOTO 3aKJIaTy
39. | JoxymeHTH (CBIONTBA, aKTH, IOTOBOPH) HA 3EMIIIO, 10 JIIKBImarii cT. 31 1

CHOPYZHU, MaiftHO, Ha MPaBO BOJIO/AIHHS, KOPUCTYBAHHS,
PO3MOPSIIKEHHS MAHOM

3aKjiaay




40. | Akt mpuiiMaHHA i niepenayi OyaiBelb, IPUMIIIEHb, MOCTIIHO ct. 1150
3eMeNbHUX TUISHOK Y KOPUCTYBaHHS 3aKiIay

41. |IHBeHTapHI )XypHaIH O00JIIKY OCHOBHHX 3aC00iB 3 poku ct. 318

42. |IuBeHTapHa KHUTA 0101i0TeYHOrO (POHTY - 32 HASTBHOCTI 110 JIKBImarii cT. 869
010moTekn 010moTexn

43. |IuBeHTapu3alliiiHI ONUCH, aKTH 3 poku ct. 1115

44. | loxymeHTH (IOTOBOpPH, YTOJIU, aKTH) PO MPUHMAaHHS 1 3 poku ct. 1151

31aBaHHs Oy/iBelb, IPUMIILLIEHb B OPEH/LY - 32 HassBHOCTI
OpPEHJHMX BITHOCHH

45. | Kowmrtopucu Ha MpoBeeHHS KaliTaJIbHOTO PEMOHTY - 3a 5 pokiB ct. 1378
YMOBH NIPOBEACHHS TaKOTO

* Ctpoku 30epiraHast JOKYMEHTIB BU3HA4YCHI BiAMOBIAHO 10 [leperniky THIIOBHX JOKYMEHTIB, III0 YTBOPIOIOTHCS B
JUSUTBHOCTI OpraHiB Aep>KaBHOI BJIaIN Ta MICIICBOTO CaMOBPSAYBaHHS, 1HIINX MiATIPHEMCTB, YCTAHOB Ta OpraHi3allii, i3
3a3HAYEHHSIM CTPOKIB 30epiraHHs 1oKyMeHTiB (Haka3 JlepkkomapxiBy Bix 25.03.2008 Ne 52).

{Texcm 63smo 3 caiimy MOHmonoobcnopmy Ykpainu http://www.mon.gov.ua}
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