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IncTpykuis 3 nizioBoacTBA
Y KOMYHaJIbHOMY 3akiaji «HaBuajbHO - BUXOBHE 00'€THAHHSI
(cepennst mikoJa I-III cTryneHiB — JOIIKUIbHUI HABYAJIBHUH 32K -
Nno3amKiIbHUN HaBYaJabHui 3akjaan) M.Ilokpos JIHinponeTpoBchbKoi 00J1acTi»

I. 3araabHi MoJ10KeHHSA
1. s IHcTpykilisi BCTAHOBIIOE 3arajibHI BHUMOTH IMIOJI0 JAOKYMEHTYBaHHS YIPaBIiHCHKOT
iH(popMalii Ta opraHizaiii poOOTH 3 JTOKyMEHTaMH y KOMYyHaibHOMY 3akianl «HaBuanbHO -
BUXOBHE 00'eqHaHHs (cepemns mkoina I-III cTymeHiB — MOMKIIbHMA HaBYAIBHUN 3aKjai-
MO3alIKUTPHUN ~ HaBuanbHMK 3akman)  M.IlokpoB JlHimporeTrpoBchkoi obmacTi» (mam —
K3 «<HBO»).

2. JloTpuMaHHS BHUMOT IIOJO TOPSAKY BEICHHS JOKYMEHTYBAaHHS, BCTAHOBJICHHUX IIIi€IO
IHcTpykIieto, € 060B's13k0BUM 151 K3 « HBOW).

3. 3akyiaj OpraHi3oBy€ MAUIOBOJICTBO BIAMOBIAHO A0 IHCTPYKIi, sSika po3poOJisiHa Ha OCHOBI
«IHCTpYKIIIT 3 MUTOBOACTBA y 3aKiajaxX 3arajibHOi cepeaHbOI OCBITH», 3aTBEPIKCHOI HaKa30M
MOHY Ne 676 Bin 25 uepBHs 2018 poky, 3apeecTpoBaHoi B MiHICTepCTBI I0CTULIT Y KpaiHu

11 Bepecus 2018 p. 3a Ne 1028/32480.

4. Opranizaiiis JOUIOBOJACTBA 1 KOHTPOJb 3a CBOEYACHUM PO3TIAIOM Ta MPOXOHKEHHSIM
JOKYMEHTIB Y 3aKiajl 31ACHIOIOTHCS BIAMOBIJATBHOI 0CO00I0, sKa MPU3HAYAETHCS
KEpPIBHUKOM 3aKJaiy.

5. CTBOpeHHS €NEKTPOHHUX JOKYMEHTIB 31MCHIOETHCS BIAMOBIAHO 0 3akoHiB Ykpainu "IIpo
CJIEKTPOHHI JOKYMEHTH Ta eJNeKTpoHHuN aokymeHTooOir", "IIpo enexTpoHHMiI umbpoBUi
nignuc", Hakazy MinictepcTBa roctuiii Ykpainu Big 11 nucronana 2014 poxy Ne 1886/5 "Ipo
3arBepkeHHs [lopsaky poOGOTHM 3 €IeKTPOHHHUMH JOKYMEHTaMH Yy JAUTOBOACTBI Ta iX
HiATOTOBKH JI0 TIepejaBaHHs Ha apXiBHE 30epiranHs’, 3apeecTpoBaHOro B MiHiCTepPCTBI FOCTHIIIT
VYkpaiau 11 muctomana 2014 poky 3a Ne 1421/26198.

3akiaa Moke CTBOPIOBATH JOKYMEHTH TUM4YacoBoro (10 10 pokiB BKIIIOYHO) CTPOKY 30epiraHHs
JUIIE B €JIEKTPOHHIN (opMi 32 YMOBHM HAsIBHOCTI BIAMOBIIHOIO TEXHIYHOTO 3a0e3MEYeHHS 3
ypaxyBaHHSIM BUMOT 3aKOHOAABCTBa YKpaiHu Ta i€l [HCcTpyKii.

6. Ilopsmox opranizamii IiTOBOACTBAa 3a 3BEPHEHHSAMH TPOMAJsH, 3alUTaMUd Ha ITyOJIYHY
iH(dopmarlliro Bu3HavaeTbesa 3akoHamMu Ykpainu "Ilpo 3BepHenHs rpomanss", "IIpo goctym o
my6siuHoi iHpopMmarii".

7. Y 3akmanmi IiIOBOACTBO 3IIHCHIOETHCS JCPKABHOIO MOBOIO. JIOKYMEHTH CKIIaIarOThCs
JIEP’KaBHOIO MOBOIO, KPiM BUTIA/IKIB, TIEpe10aYeHIX 3aKOHOAAaBCTBOM TPO MOBH B Y KpaiHi.



JIOKyMEHTH, SIKi HaJCHUIIAIOThCsl IHO3EMHUM ajpecaTaM, O(pOPMITIOIOTECS YKPAaTHCHKOK MOBOIO,
ab0 MOBOIO JIepKaBU-aApecara, abo OHIE€I0 3 MOB MIXKHAPOIHOTO CIUIKYBaHHSI.

8. Crpoku 30epiraHHs [OKyMEHTIB, IO CTBOPIOIOTHCS IIiJI Yac MAISUIBHOCTI 3aKiamy,
BHU3HAYAIOThCS Haka3oM MinictepcTBa roctumii Ykpainu Big 12 kBiTHsS 2012 poky Ne 578/5
"IIpo 3atBepmkenHs [lepeniky THUMOBUX JTOKYMEHTIB, IO CTBOPIOIOTHCS I 4Yac MISTBHOCTI
JIEp’KaBHUX OpraHiB Ta OPraHiB MICHEBOIO CaMOBPSIYBaHHS, IHIIMX YCTaHOB, MIIPUEMCTB Ta
oprasizauiif, 13 3a3Ha4€HHAM CTPOKIB 30epiraHHs JOKYMEHTIB", 3apeecTpOBAaHUM Yy
MinictepctBi roctuiii Ykpainu 17 kBiTHS 2012 poky 3a Ne 571/20884 (31 3MiHaM#).

I1. 3aranbHi BUMOIM 10 CTBOPEHHS, 0()OPMJIEHHS TA JOKYMEHTYBAaHHS YIPaBIiHCbKOT
iHgopmanii
1. JlokymMeHTyBaHHs yOpaBJIIHCbKOI 1H(opMallil 3aKiany Moysirae y CTBOPEHH1 JOKYMEHTIB, L0
CIIPSIMOBaHI Ha BUPIIICHHS yPABIIHCHKHUX PIIICHb.

2. Ha3Ba Bumy mokyMmeHTa (Haka3, MPOTOKOJI, JIOTOBiTHA 3alKcKa TOIIO) Ma€ BiAMOBITaTH
Ha3BaM, IepeadadeHuM posaiioM 3 JlepkaBHOro KinacudikaTopa yrnpaBIiHCHKOI JOKYMEHTAITi
JAIK 010-98, 3aTBepmxeHoro HakazoM JlepkKaBHOro KOMITETY YKpaiHM O CTaHAApTU3allii,
MmeTposorii Ta ceprudikarii Big 31 rpynns 1998 poxy Ne 1024 (31 3miHamu).

OdopmiieHHST PEKBI3UTIB  OPraHi3allifHO-pO3MOPSIAY0i  JOKYMEHTAIil Ta TMOpANOK  iX
po3TallyBaHHs MaroTh BiAmoBinath HamionanbHOMY craHmapty Ykpainm "Jlep:kaBHa
yHipIKOBaHa CcHUCTEMa JOKyMEHTalli. YHi(ikoBaHAa CHCTEMa OpraHi3aliiiHO-po3nopsa 4ol
nokymenTaiii. Bumoru no odpopmmroBanus moxkymenti. JJCTY 4163-2003", 3aTBepKeHOMY
Haka3oM Jlep>kaBHOTO KOMITETY YKpaiHW 3 MUTaHb TEXHIYHOTO PETYJIOBaHHS Ta CHOXKHUBYOI
nonituku Big 07 kBiTHs 2003 poky Ne 55 (mani - ACTY).

3. OpranizaiiitHo-po3nopsa4dl JOKYMEHTH O(QOpPMITIOIOTHECS Ha OJaHKax, 10 BUTOTOBISIOTHCS
3rigHo 3 BumMoramu JICTYVY Tta wmiei [HcTpykuii.

V 3akiajii MOKYTh BUKOPUCTOBYBATHUCS TaKl OJIAHKU TOKYMEHTIB:

e 3araylbHUN OJNAaHK JJI1 CTBOPEHHS PI3HUX BUJIIB JTOKYMEHTIB (0e3 3a3HaueHHs y OJaHKy
Ha3BU BUNlY JOKYMEHTA);

e (QJIaHK JINCTA;
e (OyaHK HaKa3y.

4. TlocamoBi ocobu MiAMHCYIOTh JAOKYMEHTH B MEXKax CBOIX IOBHOBa)XCHb, BU3HAUYECHUX
3aKOHOJABCTBOM YKpaiHM, CTaTyTOM 3aKjiajay, IMOCAaZOBHUMH IHCTPYKIISIMH, HAKa30M Ipo
PO3M0J1171 000B'SI3KIB MI’K KEPIBHUKOM 3aKjIaay Ta HOro 3aCTyMHUKAMH TOIIIO.

BinOuTkom meuaTky 3akiIaay 3acBiMUyIOTH MIIMUC MTOCAJA0BOT 0OCOOM HA JTOKYMEHTaX i3 MHUTAaHb
opraHizaniiHoi Ta (piHaHCOBO-TOCTIOAAPCHKOI MiSUTBHOCTI 3a MEPENiKOM JTOKYMEHTIB, Ha SKHX
MIITUC TTOCa0BOI 0COOM 3aCBITUYETHCS BIAOMTKOM TMEYATKHU 3aKIaay, HABEJACHUM Y JOJATKy 2
1o i€l [HeTpykmii.

BigOUTOK IT€YaTKU CTABUTHLCA Tak, 100 BiH OXOIUIIOBAB OCTAaHHI KUIbKa JITEP HaWMEHYBAHHSI
[mocaj M 0coOH, KA IManucaia JOKYMEHT, ajie He IMIMNUC MOCaa0B0oi 0co0H, a00 IIPOCTABISAETHCA
Ha OKPEMO BHIIJIEHOMY JUIA IILOr0 Micii 3 BiaMiTkor "M. I1.".

5. 3axyaz MoKe 3aCBiAUYBATH KOMIi JIMIIE TUX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS B HHOMY, & TAKOXK
y BHUIaJIKax, nependayeHux B ab3all ApyroMmy boro myHKTY.

VY pa3i miAroToBKM JTOKYMEHTIB JJIS HaJaHHs CYJOBHUM OpraHaM, IIiJi 4ac BHPIMICHHs MUTaHb
IIOJI0 IPUUHATTS TPOMAJISTH HAa pOOOTY, HABYAHHS, 3aCBITYEHHS 1X TPYAOBHX Ta IHIIUX MPaB y



B3a€EMOBIJTHOCHHAX 13 3aKJIaJ0M, a TaKOX IiJ 9ac (opMyBaHHS OCOOOBHUX CHpaB MpalliBHUKIB
3aKJIaJ MO>KE€ BUTOTOBJIATH KOMIiil TOKYMEHTIB, BUJAHUX 1HIIMMHU yCTAaHOBAMH (KOTIii TOKyMEHTIB
PO OCBITY TOIIIO).

Binmitka "Komist" mpocTaBisieThCsl Ha JTUIBOBOMY OOIl Y BEPXHHOMY MPABOMY KYTKY MEPIIOTO
apKyIa J0KyMEeHTa.

Komii HakaziB, IHIIMX JOKYMEHTIB 3acBia4ye BIIMOBiTaJIbHA 0co0a 3a OpraHi3alio
JJIOBOJICTBA Y 3aKJadl.

6. Y pa3t norpeOM TPOBEACHHS OLIHKA JOLUIBHOCTI CTBOPEHHS JOKYMEHTa, WOro
OOTpYHTOBAHOCTI Ta BIJMOBITHOCTI 3aKOHO/IABCTBY 3/1HCHIOETHCS MOTOJIKEHHS JOKYMEHTA.

[ToromkeHHs TOKYMEHTIB MOXe 3/1IHCHIOBATHCH TTOCAJIOBUMHU 0CO0aMHM 3aKJIany, sSKi BIMOBITHO
710 1X KOMIIETEHII1 BUPINIYIOTh MUTaHHS, MOPYIIEHI B JOKYMEHTI (BHYTPIIITHE TOTOKEHHS), a
TaKOX 3alHTEPECOBAHUMHU YCTAaHOBAMH (30BHIIIHE TTOTOHKCHHS).

[ToromxeHnHs AOKYMEHTIB 3/IMCHIOETHCS BIAMOBIAHO J0 BUMOT Hakazy MiHicTepcTBa FOCTHINT
Vkpainu Big 18 uepBHs 2015 poky Ne 1000/5 "Ilpo 3arBepmkenHs IlpaBun opranizamii
JJIOBOJICTBA Ta apXIBHOTO 30€piraHHs JOKYMEHTIB Y JEpKaBHUX OpraHax, OpraHax MiCII€BOTO
CaMOBpSJlyBaHHS, Ha MIANPUEMCTBAX, B YCTAHOBaX 1 OpraHizamisix', 3apeecTpoOBaHOTO Yy
MinicrepctBi toctuuii Ykpainu 22 yepBHs 2015 poky 3a Ne 736/27181 (mam - IlpaBuna
oprasizariii JJIOBOJICTBa Ta apXiBHOT'O 30€piraHHs JOKYMEHTIB).

I'pud moromxeHHs po3mimyroTh Hmwkue pekBizutTy "[liamuc". BiH ckimagaeTbcs 31 clioBa
[IOI'OJI’KEHO (6e3 mnamok), Ha3BU MOcagud ocoOu, sKa TOTOMKYE ITOKYMEHT (pa3oMm 3
HallMEHyBaHHAM 3aKJaay), DiANKUCY, 1HIiany(i1B) 1 IPi13BUIIA, 1aTH TOTOIKEHHS.

IIpuxnao
[TOT'OJI’)KEHO
Hupexrtop riMHasii No 5
[Tlignuc  Iwmimian(u),  mpi3Buie
02.01.2018

7. 3aTBEepAKEHHS YNPABIIHCHKUX JTOKYMEHTIB 3A1MCHIOETHCS OCOOMCTO KEPIBHUKOM 3aKJaay
BIJIMMOBITHO 710 HOTO TIOBHOBa)XE€Hb a00 PO3MOPSIYNM JOKYMEHTOM 3aKJIaay 13 3a3HAYCHHSM Ha
JOKYMEHTI rpuda 3aTBepAKeHHs, 0OPMICHOr0 BiAMOBITHUM YHHOM.

[Topsimok 3aTBep/KEHHS TOKYMEHTIB 3IHCHIOEThCS BIAMOBIMHO A0 I[lpaBunm opranizarii
JIOBOJICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB.

I'pud 3atBepmrenHs ckinamaetbes 31 cmoBa 3ATBEPJ/KYIO (6e3 mamok), Ha3Bu mocaiu,
nianucy, ininiany(iB) i npi3Buina 0codH, sika 3aTBEpAUIa TOKYMEHT, 1aTH 3aTBEPIKEHHSI.

IIpuxnao:
3ATBEPIKVYIO
Hupexrtop riMHasii No 5
[Tigmuc [Himian(m), MIPi3BUIIE
02.01.2018

VY pa3i 3aTBep/DKEHHS JOKYMEHTa PINICHHAM KOJETIalbHOTO OpraHy Tpu] 3aTBEpKCHHS
cknanaetees 31 cinoBa 3ATBEPJIDKEHO (6e3 namok), Ha3BW, JaTH 1 HOMEpa JTOKYMEHTa Y
Ha3MBHOMY BIJIMIHKY.



3ATBEP/KEHO
[Iporokon 3acigaHHs MEAaroriyHol paau
rimMuasii Ne 05 02.01.2018 Ne 04
I11. Oco0uBi BUMOTHY 10 CKJIAJAHHSA 1eAKUX BUAIB JOKYMEHTIB
1. Hakaz - posmopsauuii JOKYMEHT, SKUW BHUAA€ KEpPIBHUK 3aKiaJy Ha IIpaBax
€IMHOHAYAJBbHOCTI Ta B MEKaX CBO€EI KOMIIETCHIT, 0OOB'I3KOBHI JIJIS BUKOHAHHS ITIJJICTINMU.
Haka3zu BumarOTbcs 3 OCHOBHOI JISJIBHOCTI, aAMiHICTPATUBHO-TOCIIOJAPCHKUX, KaJIpPOBHUX
MATaHb 3aKJIaay, a TAKOXK PyXY YUHIB.

1.1. Haka3u 3 OCHOBHOI AISUIBHOCTI, aIMIHICTPATUBHO-TOCIIOJAPCHKUX, KaIPOBUX MUTAHb, PYXY
YYHIB/BUXOBAHIIIB MIANHUCYIOThCA KEPIBHUKOM 3aKJIaay, a 3a MOro BIACYTHOCTI - 0C00010,
sIKa BUKOHY€E HOro 000B'SI3KH, Ta PEECTPYIOTHCS B KypHaJlaX peecTpallli Hakas3iB.

ITicns HiI[HI/IcaHHSI HaKa3sy 3MIHU A0 HbBOI'0O BHOCATLHCA JIHUIIC HUIAXOM BHIAHHA HOBOI'O HAaKaly
IIPpO BHCCCHHA 3MIH.

Hakas oopmittoeTbest Ha O1aHKy Haka3y 3akiaiy.

1.2. 3MicT HaKa3y CTUCIIO BUKIAAETHCS B 3arOJIOBKY, IKUW TOYMHAETHCSA 3 puiiMeHHuKa "[1po”
Ta CKJIaJaeTbcs 3a gornomororo BigmiecaiBHoro imeHHuka ("IIpo 3arBepmkenns...", "IIpo
cTtBopeHHs...") abo imennuka ("IIpo miacymku...").

TexcT Haka3zy 3 OCHOBHOI [isJIBHOCTI, aJMIHICTPAaTHBHO-TOCIOJAPCHKUX TMHTAHb Ta PYXy
YUHIB/BUXOBAHIIIB CKJIQIA€THCA 3 IBOX YACTHH - KOHCTATYI04O0i (TIpeamMOyIn) 1 po3mopsiayuoi.

VY KOHCTaTyro4iil 4yaCTHHI 3a3Ha4yaeThbcs MiJCTaBa, OOTPYHTYBaHHsA ab0 MeTa BUIAHHS Hakasy.
Posnopsimua yactuHa Hakasy mounHaeThes 13 cinoBa "HAKA3VYIO", sike ApykyeTbes 3 HOBOTO
psaKa BEIMKWMMHU JiTepaMu Oe3 BIJICTYIYy BiJl JIBOTO MOJS 1 JIAMOK, MICJIS YOTO CTaBUTHCS
JIBOKpAIIKa.

1.3. SIxmo Haka3 BHJIAETHCS HA MiJCTaBi IHIIOTO PO3MOPSIYOTO TOKYMEHTA, Y KOHCTATYIOUii
YaCTHHI 3a3HAYAlOThCS Ha3Ba BHUJY IBOTO JIOKYMEHTa, HWOTO aBTOp, Jara, HOMEp Ta
3aroJIOBOK.

1.4. Haka3um HyMepyIOThCS B TMOPSJAKY iX BHJAHHS B MEXaxX KaJCHIAPHOTO POKY; Haka3u 3
OCHOBHOT JISUTBHOCTI, PyXy Y4HIB/BUXOBAHIIIB, aAAMIHICTPATUBHO-TOCIIOAAPCHKHX, KaIPOBUX
MUTaHb MAalOTh OKPEMY IOPSIKOBY HyMepallito. 3 METOK PO3Pi3HEHHS IpyIl HaKasiB J0
peeCTpaIliiHOTO 1HIEKCY HaKasy yepe3 Aedic T0Aa€ThCs JTITEpPHA BIAMITKA, HATTPUKIIAI!

— Hakasu 3 aJMIHICTPaTUBHO-TOCIOAApChKUX TUuTaHb - Ne 01 -rp;

— HaKasW 3 KaJpOBUX MMUTaHb TPUBAJIOT0 30epiranns - NeO1-x/Tp

— HaKasu 3 KaJpOBUX MMUTaHb TUMYACOBOTO 30epiranns - NeOQlx/Tm.
— HaKasu 3 pyxy yuHiB/BuxoBaHIiB — Ne 01-3.

1.5. Po3nopsigua 4yacTiHA MOAUISAETHCS HA MMYHKTH Ta MIAMYHKTH, SIKi HyMEPYIOThCS apaOChKUMU
uuppamu. Y KO)KHOMY IYHKTI TOBUHHI OyTH 3a3HadyeHl BUKOHABIIl, KOHKPETHI 3aBJaHHS
(mopyueHHs1) 1 CTPOKHM IX BHMKOHaHHS. BuKoHaBHI MOXyTh OyTH Ha3BaHI TaKOX
y3arajJbHEHO: «KEpIBHUKAM METOJIMYHUX 00’ €HAHBY, «3aCTyNMHUKaM aupekTopa». [lpu
I[bOMY, SIK IIPaBHJIO, HE 3aCTOCOBYETHCS] HAIIMCAHHSA HEKOHKPETHUX JIOPYUYEHb, SIKI MICTATh
CJIOBA: «IIPUCKOPUTH», «IIOJIIIIMTHY», «AKTUBI3YyBaTU», «3BEPHYTH YBary» TOUIO.
VY3aranpHeH1 Ha3BH a00 MpPI3BUIA BUKOHABIIB PIllIEHh NOJAIOTh Y JAaBATHHOMY BiAMIHKY.
[Tpomo3wuitii, siki MICTATbCS B HakKa3l HEOOXIAHO Y3TO/DKYBaTH 3 paHIIIe TPUHHATAMU
PIIIEHHSMH 3 [IbOI'O IUTAHHS, 11100 YHUKHYTH IIOBTOPIB 200 CyNepeyHOoCTeN.



1.6.

SIKIo0 Haka30M CKacOBYETbCS TMOMEpPEIHIN pO3MOpSIYHM JOKYMEHT, Y pO3MOpsayiil
YACTHHI 3a3HAYAETHCS MYHKT, KW MOBUHEH MOYMHATHCS 31 CiB: «BU3HATH TakuM, 110
BTPaTUB YUHHICTH...». 3MIHM, IO BHOCATHCS [0 Hakazy, OQOPMIIOIOTHCS OKPEMHUM
HaKa30M, KM MMOBMHEH MaTH TakWil 3aroioBok: «[Ipo BHeceHHs 3MiH 10 Haka3zy...» 13
3a3HAYCHHSM JIaTH, HOMEpA, 3aroJIoBKa PO3MOPSAYOTO TOKYMEHTA, JO SIKOTO BHOCSTHCS
3Mminu. Po3nopsua yacTuHa HaKa3y MOYMHAETHCA 3 TaKOro MyHKTY: «1. BHecTn 10 Hakazy
kepiBHUKa 3akiany Biax 01 rpymaas 2018 poky Ne 100 «IIpo...» Taki 3MiHH: «...». Jami
OKpPEeMHMH MIANYHKTaMd (HOPMYJIOIOTHCS 3MIHM J0 PO3MOPSAIYOrO  JOKYMEHTa,
Hanpukiaa: «1) TyHKT 2 BUKJIACTH B TaKId PENaKIi:...»; «2) MYHKT 3 BUKIIOUUTH»; «3)
ab3any Apyruil MyHKTY 4 JOMOBHUTH CJOBaMH...». SIKIIO 3MIHM JI0 PO3MOPSAYOTO
JOKyMeHTa O(QOPMIIIOIOTECS Ha OKPEMOMY apKyIni (apkymiax), y TMepuoMy TyHKTI
PO3MOPSATIOT YACTHHH HaKa3y 3a3HadaeThes: «1. BHecTH M0 Hakasy KepiBHHMKA 3aKJIaTy Bij
01 rpynust 2018 p. Ne 100 «d1Ipo ...» 3MiHH, IO JOAAIOTHCS.

1.7. OctanHil TYHKT PO3MOPSAY0i YaCTHHH, Y pa3l MOTpeOH, MOKe MICTHUTH PIIICHHS PO

1.8.

1.9.

1.10.

1.11.

1.12.

1.13.

1.14.

MOKJIaJICHHS Ha TMOCaoBy 0co0y (DYyHKIIIM KOHTPOJIO 32 BUKOHAHHSAM Hakasy. J[o HakasiB
HE MOXe BKJIIoUaTucs MyHKT «Haka3 qoBectu 10 Bigoma ...». [locamosi (cioy:x00Bi) ocoou,
710 BiJJOMa SIKUX JOBOJMUTHCS HAKa3, 3a3HAYAIOTHCA y MOKAKYUKY CIHUCKY, SKUH yKIaaad
TOTy€ pa3oM 13 MPOEKTOM pPO3MOPSAYOro JOKYMEHTa 1 mepemae ocobi (ocobam),
BI/IMOB1AJIbHIN (BIAMOBITATFHUM) 32 ILUTOBOACTBO, MICHISI MIAMUCAHHS TaAKOTO JOKYMEHTA.

Haka3 3 kanpoBux nurtaHb (0COOOBOro CKIIaAy), PyXy YUHIB O(QOPMIIOETHCS y BHUIIISAIL
iHaUBIMyadpHOTO abo 3BemeHoro (y pasl HamgaHHSA IIOPIYHOI OCHOBHOI BIANMYCTKH
MpaliBHUKAM 3aKaay, 3apaxyBaHHsS y4YHIB JI0 MEPIIUX Ta MEPEBEACHHs J0 HACTYITHHX
KjaciB). B iHauBiAyanpbHOMY Haka3zl MICTUThCA 1H(pOpMALis NMPO OAHOIO MpalliBHUKA
(3moOyBaua OCBITH); Y 3B€ZICHOMY — IIPO KIJIbKOX.

3MICT 1HAMBIAYaldbHOTO Haka3dy 3 KaJpOBHX NUTaHb (0COOOBOTO CKJIaAy) CTHCIO
BHUKJIAJIAETHCS B 3arOJIOBKY, SIKWW MMOYMHAETHCS 3 TpuiiMeHHHKA «IIpo» 1 ckiamgaeTbes 3a
JOTIOMOTOI0  BUIJIIECTIBHOTO 1MEHHHWKA, Hampukiaa: «lIpo mnpuszHauenHs...», «lIpo
NPUWHATTA...». Y 3BEJACHUX HAKa3aX MOXE 3aCTOCOBYBATUCH Y3araJIbHEHHUH 3aroJIOBOK,
Hanpukian: «IIpo HagaHHS MOPIYHUX OCHOBHUX BIAITYCTOKY.

VY TekcTi Hakazy 3 KaapoBHX MUTaHb (OCOOOBOTO CKJIaay), SIK MPaBHIO, KOHCTATyHOUa
YaCTHHA HE 3a3HAYA€ThHCA.

Posnopsiiua yacTuHa Haka3y MOYMHAETHCSA, SIK MPABUIIO, 3 JiecioBa y Gopmi iHbIHITHBA:
«[IPUUHSATU», «[IPUSHAUUTU», «IIEPEBECTU», «OI'OJOCUTH» Ttomo. Jami
3a3HAYAIOTHCS BEIMKUMU JITEpaMy MpPI3BUILE MpAl[iBHUKA, 1 MAJTUMU - IM’s, IO OAaTHKOBI
MpaIiBHUKA, HA SKOTO MOIIMPIOETHCS JIisl HAKa3y Ta TEKCT HaKa3y, HAMPHUKIAA: Y 3BEJICHHUX
HakKazax, fKi CTOCYIOThCS KUIBKOX TPAIliBHUKIB, Npi3BUINA O0cCi0 y MeXax ITyHKTIB
PO3MIIIYIOTHCS 32 andaBiTOM.

VY Hakazi npo npu3HadeHHs a00 3BUTbHEHHS MpAaIliBHUKA 3a3HAYA€THCS TIOBHA J1aTa (YHCIIO,
Micsillb, piK) (PAaKTUYHOTO BHUXOAY MpalliBHUKA Ha pPOOOTY (IMPHUIMHEHHS TPYIOBUX
BIJIHOCHH), PO3MipU MOro MOCAJOBOTO OKJAAy BIAMOBIHO JO IITaTHOTO PO3IMHCY,
Ha/10aBOK Ta JOTUIAT.

Y KOXXHOMY ITYHKTI Haka3y 3 KaJpOBUX TMHTaHb (OCOOOBOTO CKIJIATy) 3a3HAYAETHCS
MiJICTaBa MO0 HOTo BUAHHS (3asBa MPAIliBHUKA, KOHTPAKT, TOTIOBIIHA 3aIMCKa, PIllIEHHS
aTecTaIllifHOi KOMICIi TOIIO).

KepiBHuK 3akiagy OCBITH MiAMUCY€ HAKa3d OCOOMCTO, B MEXaX CBOIX MOBHOBAaXKCHb,
BHU3HAYCHHUX CTATYTOM 3aKJIaJy 3arajlbHOI CepeAHbOI OCBITH, MOCATOBHUMH 1HCTPYKIISIMH,
HAKa30M MPO PO3MOALT OOOB’S3KIB MDK KEpPIBHHKOM Ta Horo 3acTymHuKamu. [ligmuc
CKJIAIa€ThCA 3 HAWMEHYBaHHS MOcagl 0COOM, siKa MIANUCYE JOKYMEHT, (IOBHOTO — SIKIIO
JOKYMEHT HaJIPYKOBAaHU HE Ha OJIAaHKY, CKOPOUYEHOTO — Ha JJOKYMEHTi, HAAPYKOBAaHOMY
Ha OmaHKy), ocobucTtoro mignucy, iHimiamiB  (iHimiam — iMeHi), Tpi3BHUIIA.
«Jlupextop (mignuc) (iHimianw, TPI3BHUINE) 3aKiaagy 3arajibHOl
CepeaHboi OCBITM» 3a BIACYTHOCTI KEpiBHHKA, Y pa3i HOro 3aMilIeHHs, HAaKa3 IMiJIUCYE




ocoba, siIka BHUKOHYE HOro OOOB’SI3KM. Y TakoMmy pasi OO0OB’SI3KOBO 3a3HAYAIOThCS
¢dakTuuHa mocana, iHiIianM, Mpi3BUIIE 0cOOM, fKa MiANKCANa HaKa3 Ta JOJAIOTHCS IO
HallMEeHyBaHHS TOCaaM KepiBHUKa cioBa «Bukonyrouuit 000B’s3ku» abo «B. o.».
BinOuTkom meuyaTky 3akiay 3acBiIYYIOTH MMiJMKC MOCA0BOI 0COOM HA HaKa3ax 3 MUTaHb
aJMIHICTPATUBHO-TOCIOIaPCHKOI A1STbHOCTI. BiIOUTOK MeYaTKu CTaBUTHCA TAKUM YUHOM,
1100 BIH OXOIUIIOBAaB OCTAaHHI KUIbKA JIITEp HalMEHYBaHHS MOcaaud ocolu, sika Mmignucana
JIOKYMEHT.

1.15. Tlin yac o3HaifOMJIEHHS 3 HaKa30M BKa3aHUMH B HHOMY OCOOaMHU TMPOCTABISIOTHCS iX
mianucu. Haka3um o00B’S3KOBO JTIOBOASTHCA /0 BiJioMa OCi0, po3mopsiiuya YacTUHA SIKUX
CTOCY€TbCSI 200 BCHOTO IEIAaroTiYHOTO KOJICKTUBY, a00 KOHKpeTHOi ocobu. OcobucTtuit
HiIIUC TOTPIOHO po3mupyBaTH — BKa3aTH MOPS 13 HUM IHIIIAIKM Ta Mpi3BuUIile. Ko
MpaIiBHUK HE 3TOJIEH 3 TEKCTOM Haka3zy ab0 Moro OKpeMHUMH MYyHKTaMH, BIH Ma€ MpPaBo
BHCJIOBUTH CBOIO HE3TOJy, HANPWKIIAJ, 3a3HAYMBINU: «3 HaKa3oM He 3rojcH» abo «He
3rojieH 3 myHKToM | Haka3y». lle mpaBo MOMIMPIOETHCS JIMILE HA HakKa3u 3 0COOOBOTO
ckiany (xaaposi). Cekperap, MpaiiBHUK CIY>KOW OiTOBOJICTBAa a00 BIAALTY KaJpiB HE
MOJKE 3arepedyBaTy MPOTH BHECCHHS TAKOTO 3aIKCy 0 HaKa3y 3 0COOOBOTO CKIIadYy.

1.16. Haka3u maroth OyTH:

— HayKOBO-OOTPYHTOBaHUMU;

— TPaMOTHUMHU; -3aKOHHUMU;

— HE CYNEpEWIMBUMU 3a 3aMICTOM;

— CBO€YACHHMH,

— YITKUMH,

— JIOT14YHO ITOCJIIJIOBHUMH,

— 3aKIHYECHUMH;

— KOHKPETHUMHU.
Haka3 momisibHO mucatv KOPOTKUMHU peYCHHSIMHU. TeKCcT Mae OyTH TOYHUM, HE JIOMYCKATH
pi3HuX TiiymMaueHb. KojkHa HOBa JlyMKa BUKIIAJIA€ThCS 3 ab3alry.

1.17. Knaura peectpaiiii Haka3iB
Hakaszu odopmimoroTbest 'y apykoBaHomy Burisgi. Ilicns mignmucaHHs KEepiBHUKOM,

PEECTPYIOTHCS Y JKypHajaxX peectpamii HakasiB. JKypHamu peectpariii Haka3iB 3 OCHOBHOI
TiSTBHOCTI  (aAMIHICTPAaTUBHO-TOCMIOIAPCHKUX THUTaHb), 3 KAJAPOBUX IMHUTAaHb TPHUBAIOTO
30epiraHHs, 3 KaJpOBUX MHUTaHb TUMYAcOBOro 30epiraHHs TIOBHHHI MICTUTH TaKy
1H(popMalli0: HOMEp Haka3zy, JaTa Horo peecTpallii, 3arojloBOK (KOPOTKUN 3MICT). 3amucu B
KypHaJi TIOBHHHI BIIMOBiZaTH 3amucaM y Hakazax. lIpaiiBHUK, sKHI Belae KypHal
peecTparlii Haka3iB, IOBUHEH 3allOBHIOBATH Trpadu CTHCIIO 1 BIJMOBIIHO JO TEKCTIB HAKa3iB.
3anucu B OKypHajJi peecTparii TOBHUHHI BIJNOBIIaTH HAsIBHUM Haka3zaM. Y KIHII
KaJIeHJAApHOTO POKY OpUriHaiM OJaHKIB HAaKa31B TPYMYIOThCS Y cipaBu (y XpOHOJIOTTUHOMY
MOPAJIKY), CTOPIHKH SIKHX HYMEPYIOThCSI Ta MPOITHYPOBYIOTHCS. CHpaBH IMiIMTUCYIOTHCS
KEepIBHUKOM 3aKJIaJy 3arajibHOI CepeHhOI OCBITH Ta CIEIiadbHO MPU3HAYCHOIO JIJISl BEICHHS
Ji70BOJIcTBa 0c00010. [1imucu 3aCBiIUyIOTHCS IEYATKOTO.

2. IIpoToKOd - TOKYMEHT, Y SIKOMY (DIKCYEThCSI mepeOir BeeHHs 3acijaHb, YXBaJCHHS PIIICHb
JOpaTdMMH Ta KOJETiaTbHUMH OpraHaMH, KOMICIsIMH TOIIIO.

[IpoTokonu 3acijaHp MENAroTiYHUX paja, IHIIMX JOPaTyuX Ta KOJIETIAIbHUX OpPTaHiB
CKJIaIal0ThCs B CTUCHIN opMi. Y IPOTOKOIII, CKIIaIEGHOMY B CTHCIIH (opMi, PIKCYIOTHCS JIUIIIE
NPUKAHATI pimeHHs 0e3 Aeranizalii mepediry 00roBOpeHHs MTUTaHHS.

Y pasi morpebu 3a pimeHHSAM 3arajJbHUX 300piB (KoH(pepeHmii) KOJEKTHBY MPOTOKOJIU
3arajgbHUX 300piB (KoH(]EpeHIlil) KOJIEKTUBY MOXYTh CKIaJaTUCS Y TIOBHIN (hopMmi.



HywMmepauist npoTokoiB 3acifjaHb MEJaroriyHoi paau BEAETbCS B MEXKax HaBYaJIbHOI'O POKY,
MPOTOKOIIB BUOOPHUX OPraHiB - y MekKax iX MOBHOBA)KEHb.

Hywmepariis mpoTOKOJIB BENEThCS OKPEMO 3a KOXKHOI TPYIHOK TPOTOKOJIB 3acilaHb
BIJIMOBITHOTO KOJIET1aJIbHOTO OPTaHy.

3. JlaToro MpOTOKOJY € J1aTa MPOBEASHHS 3aCiJaHHs.

3arojoBOK JI0 TEKCTy TIPOTOKONYy Mae BimoOpakaTd BHJI 3acimaHHs (Hapama, 300pH,
KoH(pepeHIIis ToIo) ado KojerialbHOI AIsUThHOCTI (KoMicis, panaa, 300pHu, pododa rpymna TOIIO) 1
BKJIFOUATH HA3BY BUY IOKYMEHTA.

TexkcT NpoTOKOJYy CKIIaIa€ThCS 31 BCTYITHOI Ta OCHOBHOI YaCTHH.

VY BCTymHIN 4acTHHI IPOTOKOJY 3a3HA4al0ThCs MPI3BUILA Ta 1HILIAIU FOJIOBH 200 rOJIOBYHOYOI0
Ha 3acigaHHi, 300pax TOIIO, CEKpeTapsl, 3aMpoIIeHUX, a TAKOXK MPUCYTHIX 0Ci0.

VY pa3i notpedu 3a pilIeHHSIM BiJIOBIAHOTO OPTaHy y CHUCKY MPHUCYTHIX 3a3HAYAIOTHCA MOCATU
3ampoIIeHUX 0Ci0 Ta HatMEHYBaHHS YCTaHOB. SIKIIO KUIBKICTh MPUCYTHIX MepeBHInye 15 ocib,
3a3HAYAETHCSA iX 3arajgbHa KUTbKICTh 3 TOCHJIAHHSAM Ha CIIHACOK, IO JOJAETHCS 0 IPOTOKOIY.

4. BerynHa yacTMHA MICTUTh HOPSAJOK ACHHHM: MEpenik po3rJISHYTHMX Ha 3aciaHHI MUTaHb.
[Topsimok NeHHUI MOIA€ThCS HAIPUKIHIN BCTYTHOI YaCTUHH.

Cnosa "[lopsiiok neHHUR" ApyKyIOThCS B1Jl MEX1 JIBOTO MOJIS, MICIS HUX CTaBUTHCS ABOKpAIIKA.
KoxxHe mutaHHs HymepyeTbesi apaOChKMMU IM(paMu 1 JAPYKyeThcs 3 ab3amy. PopMyBaHHS
MIATaHb Y NOPSIKY ICHHOMY ITOYMHAETHCA 3 puiiMeHHuKa "[Ipo".

5. OCHOBHa 4YacTHHA MPOTOKOJY CKIAJAEThCS 3 PO3ALUIIB, SKI MalOTh BIANOBIAATH MYyHKTaM
NOpANKY JAeHHOro. Po3minu HyMmepyroThes apaOChkuMu LudpaMu 1 OyQylOThCS 3a TaKOIO
CXEMOIO:

e s ctucnoi popmu nporokonis: "CIIYXAJIN - YXBAJINIIN";
e s noBHOI popmu npoTokodis: "CIIYXAJIU - BUCTYITWIIN - YXBAJIAJIN".

[Ticns cnosa "CJIYXAJIN" 3 HOBOTO psifika 3a3HAYAIOTHCS MPI3BUIIE Ta 1HIIaTK (1HIIIaT iIMEeH])
KO’KHOT'O JIOITOB1ava.

VY noBHiii ¢popmi porokoy micis cinoBa "BUCTYITMIIN" dikcyroThcsi BUCTYNH THX 0Ci0, sIKi
B35UIM y4acTh B OOTOBOPEHHI AOMOBII (MUTaHHS MOPSAAKY JE€HHOT0). Buctynu opopMitoroThes
B TMPOTOKOJI 13 3a3HAYEHHSM MOCaJ, TPI3BUIN Ta iHimiamiB (iHimiany), iMEH JOMOBiTaYiB y
HA3WBHOMY BIMIHKY, BUKJIAJICHHSM 3MICTY BUCTYITy a00 MUTaHHSI, BiIMOBI/II HA HHOTO.

6. TexcTu BUCTYIIB Y MPOTOKOJII BUKJIAAAI0THCS BiJl TPETHOI OCOOH OJHUHHU.

Texkcr abo Te3n AomoBiai, oQOpMIIEHI SK OKpPeMi JOKYMEHTH, JO TEKCTy IPOTOKONIY He
BKITIOYaroThCsl. [licnst BimoMocTel Tpo JOMOBifada CTaBUTHCS THpE 1 3a3HadaeTbes "Tekct
JIOTIOB1/I1 TOJAETHCA 10 IPOTOKOMY".

[Ticns cnoa "YXBAJIMIIN" ¢ikcyeTbcsi MpUHATE pIlIEHHS 3 OOrOBOPIOBAHOIO MHUTAHHS
MOPSAKY JAEHHOTO, SIKE Ma€ BKJIIOYATH CKJIAJ0BI, IO BIAMOBIJAIOTH HA TaKi MUTAHHA: KOMY, IO
3pOOUTH 1 B IKUH CTPOK.

VY pasi AKIIo MPUHMAETHCS PIICHHS PO CXBAJICHHS, TOTOKEHHS, 3aTBEP/DKCHHS JOKYMEHTA,
SKWii OOTOBOPIOBABCS Ha 3aciliaHHi, el JOKYMEHT JOJAEThCS 10 MPOTOKOJY. 3a HAsBHOCTI
IHIIMX JOKYMEHTIB, IO pO3MIIAJAINCsS Ha 3acigaHHi Ta (akT OOroBOpeHHS SKHUX OYI0



3ahiIKCOBAaHO B TEKCTI MPOTOKOJY, BOHH HYMEPYIOTbCS apaOChbKuMu IudpamMu (HapUKIAI,
nonatok 1, mogaTok 2). Y BIINOBIAHUX ITYHKTAX MPOTOKOY MPOCTABIISIFOTHCS MOCHJIAHHS HA I
TOJATKH.

[TpoTOKO MiAMUCYE TOJOBYIOUMH Ha 3acilaHHI KOJIETiaJbHOTO (JI0paIaoro) opraHy Ta cekperap
(3a HasBHOCTI). [IpoTOKOM 3aciaHb KOMICIH MIAMUCYIOTh YC1 YICHU KOMICii.

7. JIuctu CKIagaroThcs 3 METOK OOMIHY 1H(pOpPMAITIEID MK 3aKIaJ0M Ta OpraHaMH Jep KaBHOI
BJIaJM, OpraHaMH MICLIEBOIO CaMOBPSAIYBaHHSA, iX MOCAaJOBUMH 1 CIY)XKOOBUMH ocoOamy,
3aKJIaJlaMi, yCTaHOBAaMU, OPTaHI3alisiMU Ta THIIUMH (I3UYHUMU 1 FOPUIUYHUMHU 0COOAMH.

brnanku aucTa MarOTh Taki peKBI3UTH:

e HaliMEHYBaHHS 3aCHOBHUKA (3aCHOBHUKIB) 3aKiaay (Hanpukiaa, Onecbka Micbka paia);
® [IOBHE HaliMEHYBaHHS 3aKJIay BIAMOBIIHO /10 YCTAHOBYHMX JOKYMEHTIB;

e JIOBIJIKOBI JIaHl Mpo 3akiaj (momToBa aapeca, HoMepu TelaedoHiB, (aKciB, PaXyHKIB Y
0aHKy, aipecy eJIeKTPOHHOI MOUITH TOIIIO).

PexBizuTamu nucta €: qata, peecTpaliiHui iHACKC, TOCUIaHHS Ha PEECTPALITHUMN 1HIEKC 1 AaTy
JIOKYMEHTA, Ha KWW HAJA€ThCS BIAMOBIIb (32 MOTpeOu), ajpecar, 3arojioBOK 0 TEKCTY, TEKCT,
BIIMITKa PO HASABHICTH JOJATKIB (3a MOTPEOH ), MiAMKC, BIIMITKA PO BUKOHABIIS.

JlaToro nucTa € Jara WOro miANMUCaHHS, sSKa Mae 30iraThcs i3 JaTOI peecTparlii BHXIIHOI
KOPECITOHACHITIT.

TekcT nucTa BUKIAZAEThCS BIJ MEPIIOi 0COOM MHOXKHHHM 3 BHKOPHCTAHHSAM CIIB: "TIPOCHMO
MOBIAOMHUTH...", "p0O3'aCHIOEMO, 1110...".

3a3BuUyail y IMCTI MOPYLIYETHCSA OJHE MUTAHHS.

8. AKT - TOKYMEHT, CKJIaJIeHU} TPYyNOI0 0ci0 Ui 3aCBITUEHHS BCTAHOBJIEHUX (aKTiB ab0 MOJIH.
AxTH 0POPMITIOIOTBCA 32 pe3yIbTaTaMH peBi3iil (PiHAHCOBO-TOCIOAAPCHKOI MiSNIBHOCTI, TiJ] Yac
NpUMMaHHS-TIEPEAABAHHS CIIPAB, CIIUCAHHS MalHa TOLIO.

JlaToro akTa € gara Horo CKJIaacHHS.
TekcT akTa cK1aaeThes 31 BCTYIHOT Ta KOHCTATYHOYO1 YaCTHH.

VY BCTYNHIN YacTHHI 3a3HAYAIOTHCS MIJACTaBH JUIS CKIAJAaHHS aKTa Ta Ha3WBAIOTHCS OCOOM, SIKi
CKJIaJIA aKT 200 OyJiM MPUCYTHI IPU LOMY.

Y KOHCTaTyloUili YacTHHI BHKJIAIAIOTHCS CYTh, 3aBJaHHS, XapaKTep BHKOHAHOI poOOTH,
BCTaHOBJICHI (paKTH, MPOMO3HULlii Ta BUCHOBKU. KOHCTaTyr04a yacTMHa MOXKe 0(OPMITIOBATHCS Y
BUTJISLI1 TaOIALI.

Y KIHII TEKCTy aKTa 3alHuCyIOThCS JdaHi MpO KUIBKICTh NPUMIPHHMKIB akTa Ta iX
MICLIE3HAXOKEHHS.

AKT MINUCYIOTh yci 0cO0H, sIKi Opaiii yyacTh y HOTO CKJIaaHHI.

Oco0a, sika Mae 3ayBakKeHHsS /10 3MICTY aKTa, MIJNUCYEe HOTO 1 BUKIAZA€ CBOIO JTyMKYy Ha
OKpPEMOMY apKylIl, SIKHH JOJAETHCS 10 aKTa.



IV. PeecTpaniss 1okymMeHTiB
1. JlokyMeHTH B 3aKiajii peECTPYIOTHCS LEHTPATI30BAaHO HE3aJIeKHO Bif CIOCO0Y iX CTBOPEHHS,
OJIep’KaHHs 4YM BIATBOPEHHA. Y 3aKiaJl MOXXE 3acCTOCOBYBAaTHCS aBTOMAaTH30BaHa (opma
peectpaliii JOKYMEHTIB 3 BUKOPUCTaHHSM CIEL1aIbHUX KOMIT'FOTEPHUX MPOTPaAM.

2. Peectparist TOKyMeHTIB 3IHCHIOEThCS BiAmoBiaHO A0 IlpaBun opranizariii AIOBOJACTBA Ta
apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. Peectpaniss 1OKyMEHTIB NPOBOAUTHCS 3 METOI0 3a0e3MeyeHHs iX O0O0JIIKy, KOHTpOJIIO 3a
BUKOHAaHHAM 1 ONEPAaTHBHMM BUKOPUCTaHHSAM 1H(oOpMalii Ta MOJdsIrae y BEJIEHHI 3amucy
OOJIIKOBUX JaHUX TPO JOKYMEHT, SKUM (IKCyeTbcsl (DaKT CTBOpPEHHS, BimpaBicHHS abo
OTpUMAaHHS JOKYMEHTa IUIAXOM IPOCTABJICHHS HA HhOMY PEECTPALIIMHOIO 1HAEKCY 13 3aIIHCOM Y
BI/IMOBIIHUX XKypHaIaxX (0a3ax aBTOMAaTU30BAHUX CHUCTEM) pPEeCTpallii HeOOX1THUX B1IOMOCTEH
PO JOKYMEHT.

4. Peectpamii mianasAraroTh BXIiAHI, BUXITHI Ta BHYTPINIHI JOKYMEHTH (JIOBIJIKH, IOTIOBIIHI
3aMMCKH, 3a5BH, POTOKOJIM 3aCifjaHb MeJaroriyHuX paji, KOMIiCii TOIIo).

5. JIokyMeHTH peecTpyrOThCs JIMIIIE OJWH pa3: BXIJIHI - Y ACHb HAJIXOKCHHS a00 HE Mi3HiIIe
HACTYMHOI0 poO0YOoro AHs, SKIIO JOKYMEHT HaJIMIIOB y HEpOOOUMid Yac, CTBOPIOBAHI - Y JI€Hb
MiAMUCaHHS 200 3aTBEPHKCHHS.

6. JIokyMeHTH, sIKi HAJXOASATh JI0 3aKJIaay, PeECTPYIOThCS B XKYypHaJl BXiIHOT KOPECIIOH/ICHIII],
Ti, IO BIANPABISIIOTHCA, - Yy KypHaIl BUXIIHUX JOKYMEHTIB, BHYTDIIIHI - Yy >KypHaJi
BHYTPIILIHIX TOKYMEHTIB, HAKa3M - y JKypHaJlaX peecTpallii Haka3iB.

[lepenik MOKYMEHTIB, IO HE MIAJIATalOTh PEECTpAIlil CHEHiaIbHO MPU3HAYCHOK ISl I[HOTO
0c00010, HaBeJIeHO Y A0JATKy 3 10 wi€i [HeTpyKuii.

dopmy peecTpalliiiHOro *)ypHaly Haka3iB KepIBHHMKA 3aKiIaly HABEACHO Yy NOAATKy 4 10 miei
[HCTpYKIIIi.

[Tpumipni dopMu peecTpariiHUX >KypHaIiB BXIJHHX, BHUXITHUX, BHYTPIIIHIX JOKYMEHTIB
HaBeJEeHO y gonatkax 5 - 7 go IlpaBun opranizaiii IUTOBOACTBAa Ta apXiBHOTO 30epiraHHS
JIOKYMEHTIB.

7. JIOKyMEHTH PEeECTPYIOThCS 3a TpYIaMH 3aJIeKHO BiJl HA3BH BUAY, aBTOpa Ta 3Micty. OkpeMo
PEECTPYIOTHCA:

— BXIiJHI IOKYMEHTH;

— Haka3" 3 OCHOBHOI JIsJIBHOCTI;

— HaKa3W 3 pyXy YUHIB/BUXOBAHIIIB;

— HakKa3W 3 aJIMiHICTPAaTUBHO-TOCIIOIAPCHKHUX TTUTAHb;

— HaKa3W 3 KaJpOBHUX MUTaHb TPUBAJIOTO 30€piraHHs;;

— Hakas3W 3 KaJApOBUX MUTaHb THMYACOBOTO CTPOKY 30€piraHHs;;

— BHYTpIIIHI JOKYMEHTHU (TIPOTOKOJH, TOBIKH, TOMOBIIHI, MOSICHIOBAJIbHI 3aIMCKH, 3a5BU

MPAIiBHUKIB TOIIO);

— OyXraiaTepchbki TOKYMEHTH;

— 3BEpPHEHHS IPOMAJIsIH, Y TOMY YHCIl 0aThKIB a00 3aKOHHMX MPEJCTAaBHUKIB YUHIB;

— 3amuTH Ha MyOumiyHy iH(OopMaIIiio.
8. JlokyMeHTH, WO TMEpPEeAaroThCs EIEKTPOHHOI TIOIMITOK Y CKaHoBaHid Gopmi 06e3
€JIEKTPOHHOTO IHU(PPOBOro MIAMUCY, PEECTPYIOTHCA OKPEMO BIJ IHIIUX JIOKYMEHTIB 13
3a3HAYEHHSIM €JIEKTPOHHOI aJpecH BiJIIIpaBHUKA Ta aJpecarta.



9. Ilix vac peectpaiii JOKYMEHTa HAJIA€ThCS YMOBHE ITO3HAYEHHS - PEECTPALIMHMNA 1HICKC.
CknasioBi YacTUHU PEECTPAIlIMHOTO IHAEKCY JOKyMeHTa (KpiM 3BEpHEHb TI'POMAJISH)
B1JIOKPEMJTIOIOTHCS OJTHA B1JI OJTHOT MPaBOOIYHOO TIOXUJIOK PUCKOIO.

10. [Inst BXiZHUX JOKYMEHTIB PEECTpAllIMHUN 1HACKC CKJIANAa€ThCs 3 MOPSIKOBOTO HOMEpa Ta
iHaeKkcy crpaBu, Hanpukiaa 89/02-04, ne 89 - mopsaKOBHA HOMEpP JTOKYMEHTa y MeXax POKY,
02-04 - inmekc cupaBH 3a HOMEHKJIATYPOIO CITPAB.

11. YV BuxigHOr0o Ta BHYTPIIIHBOTO (32 BHUHSATKOM HakasiB, MPOTOKOIIB) JOKYMEHTa
peecTpaliiHuil 1HIAEKC CKIAJAaeTbes 13 1HAEKCY CIpPaBH 3a HOMEHKIATYPOIO CIIpaB Ta
mopsiAKOBOTO HOMepa, Hampukian 02-04/176, ne 02-04 - iHgekc cnpaBu 3a HOMEHKJIATYpOIO
cupas, 176 - mOpsAaAKOBUM HOMEP JOKYMEHTA Y MEXax pOKY.

V. Ckii1alaHHsl HOMEHKJIATypH CIIPaB
1. Homenkmnatrypa copaB - OOOB'SI3KOBMM Ul 3aKjIaJly CHUCTEMAaTHU30BAHWW TEPETIK Ha3B
(3aroJioBKiB) cIipaB, 1110 GOPMYIOTHCS 13 3a3HAYCHHSAM CTPOKIB 30€piraHHs CIpaB.

2. HoMmeHkatypa CHpaB CTBOPIOETHCS 3 METOIO BCTAHOBJICHHS B 3aKJaJl €IMHOTO TMOPSAKY
(dhopmyBaHHS cIIpaB, 3a0€3MEUCHHS X 00Ky, OIEPaTUBHOTO TMOIIYKY TOKYMEHTIB 3a iX 3MiCTOM
1 BUJIOM, BU3HAUYEHHsI CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO JJisl CKJAJaHHs OIKCIB CIIPaB
mocTiiHoro Ta TpuBajgoro (moHan 10 pokiB) 30epiraHHs, a TakKoX I OOJIKy CcIpaB
TUMYacoBOro (710 10 poKiB BKIIOYHO) 30epiraHHs.

3. Cxnananus ta 0oOpMIICHHS HOMEHKJIATYPH CHpaB 3A1MCHIOETHCS BIMOBIAHO O BUMOT TJIaBU
1 po3ainy IV IlpaBun opranizaiiii 1UTOBOJCTBA Ta apXiBHOTO 30€piraHHs.

4. HomeHkIiaTypa CIpaB 3akKjiaqly po3poOJse€Thes BiAMOBIIATBLHOI 0CO0010 (BIAMOBIAATBHUMU
ocobamM) 3a oprasizalilo AUIOBOJCTBA Y 3aKiaji 13 3alydyeHHsSM (axiBIiB CTPYKTYpHUX
MPO3IITIB 3aKiany (3a iX HasiBHOCTI).

5. HomenknaTtypa cnpaB yXBalIO€ThCS eKclepTHow Kowmiciero (mami - EK) 3akmamy, sika
CTBOPIOETHCA BIAMOBIHO JI0 3aKOHO/IaBCTBA.

6. KepiBHUK HOBOCTBOPEHOIO 3akjaay 3000B's3aHHMI HE IMI3HIIIE OJHOTO POKY 3 IOYaTKy
misutbHOCTI Tonmatu cxBaneHy EK 3akmagy HOMEHKIATypy CHpaB Ha PO3TISIT €KCIIEPTHO-
nepeBipHiit komicii (mami - EIIK) mickkoi pamu, y 30HI KOMIIJIEKTYBaHHS SIKOTO TepeOyBae
3aKJai.

7. 3aknan noroJxKye HoMeHkatypy crnpas 3 EK oprany ynpaBiiHHS OCBITOO

8. HomenknaTtypa crnpaB 3akiaay MiIarae MmoroKEHHIO 3 BiAMOBITHUM OPTaHOM YIPaBIiHHS
OCBITOIO OJIUH Pa3 Ha M'ATh POKIB a00 HEBIAKIAAHO B pa3i ICTOTHUX 3MiH y (pOpMi BJIACHOCTI,
CTPYKTYpi, QYyHKIIISAX Ta XapakTepi poOOoTH.

9. lloromxeny EK oprany ymnpaBmiHHA OCBITOI0O HOMEHKIATYpy CIIpaB 3aTBEpPIKYE KEpiBHUK
3aKIamy.

10. HanpukiHii poKy HOMEHKJIaTypa CIpaB 3aKPUBAETHCS MiJICYMKOBUM 3aIICOM PO KaTeropii
Ta KUIBKICTh CIIPaB, 3aBEJICHUX Y BIMOBIIHOMY pOIl

11. HomenknaTypa crpaB mopoky (He mizHime 20 TpyaHs) YTOYHIOETHCS, 3aTBEPIKYETHCS
KEpPIBHUKOM 3aKJIay Ta BBOAUTHCS B [it0 3 01 Ci4HS HACTYITHOTO POKY.

VI. ®opMyBaHHS CIIPaB, 30epiraHHs J0KYMEHTIB
1. ®opmyBaHHsS cCHpaB - TPYIyBaHHS BUKOHAHWUX JOKYMEHTIB y CIIpaBH BIAMOBIIHO [0
HOMEHKJIATYPH CIIpPaB.



2. ®opMyBaHHS CIpaB 3aKjIany 3MIHCHIOETbCA 3 AOTpUMaHHAM BuMor [IpaBui opranizamii
T1IOBOJCTBA Ta apXiBHOTO 30€piraHHs JOKyMEHTIB.

3. Haka3u 3 0OCHOBHOI AISUIBHOCTI 3aKJIay, aAMIHICTPATUBHO-TOCIIOJAPChKUX, KaJAPOBUX MUTAHb
Ta pyXy YYHIB/BUXOBAHI[IB TPYMYIOTHCS B Pi3HI CIPABU Y XPOHOJOTTYHOMY MOPSAIKY BiAMOBITHO
70 X BHJIIB Ta CTPOKIB 30€epiraHHs.

4. JlokymMeHTH, 3aTBEp/>KE€HI HaKa30M KEpIBHMKA 3aKJIay, € T0JaTKaMH J0 HbOTO 1 TPYMYIOThCS
pa3oM 13 UM PO3NOPSIYUM JOKYMEHTOM.

5. JIuctyBaHHS IPYIy€eTHCS 32 3MICTOM 1 KOPECTIOHACHTCHKOK O3HAKOIK Ta CUCTEMATU3Y€EThCA B
XPOHOJIOTITYHOMY MOPAJIKY: JOKYMEHT-BIJIIIOBIIb PO3MIILYETHCS 3@ JOKYMEHTOM-3aIIUTOM.

6. AndaBiTHa KHHIa Yy4YHIB/BUXOBAaHINB, J>KYpHAJIW TPYHH TMOJOBKEHOTO JHSA, OOJIKY
MPOMYIIEHUX 1 3aMiHEHUX YPOKIB, KHUTH OOJIIKYy Ta BHJadi CBIJIOITB 1 JOJATKIB 10 CBIiJOITB
mpo 0a30By 3arajabHy CEPEIHIO OCBITY, aT€CTATIB Ta JOJATKIB JI0 aT€CTATIB PO MOBHY 3arajibHy
CEpEIHIO OCBITY, 30JI0TUX Mejaanied "3a BHCOKI JOCATHEHHS y HaByaHH1" Ta CpiOHUX Meaayen
"3a JOCATHEHHS y HaBYaHHI" MPOLIHYPOBYIOTHCS, a CTOPIHKM HyMepyroThcs. Ha ocranHii
CTOPIHIIl KYpPHAIY/KHUTH POOUTHCS 3alHC MPO KUIBKICTh CTOPIHOK Y >KYpHAI/KHU31, IO
MIJNUCY€e KepIBHUK 3akiany. [Tianuc kepiBHUKA CKPIIIIOETHCA IEYATKOIO 3aKIay.

7. Y pa3l morpebu 3a pIllIEHHSAM MEJAroridyHoi paju y 3aKiaji MOXKYThb CTBOPIOBATHCS Ta
BECTHCS 1HIII KypHaIU (’KypHaJI IPAaKTUIHOTO MICHXOJIOra, COL[IaIbHOTO TIejarora TOoIo).

VIL.LEkcnepTHU3a iHHOCTI JOKYMEHTIB.
IHopsaok miAroTOBKH CIpaB A0 MepeJaHHs AJIsA apXiBHOIO 30epiranus
1. ExcrepTu3a IIHHOCTI JOKYMEHTIB Ta MOPSJAOK MIATOTOBKU CIIpaB JO TMEpENaHHs s
apxiBHOTO 30epiraHHs 3IHCHIOIOTBbCS Ha mifactaBi [IpaBun opranxizaiii Ji0BOJCTBA Ta
apxiBHOTO 30epiraHHs JTOKYMEHTIB.

CrierianbHi BUMOTH JI0 €KCIIEPTHU3HM I[IHHOCTI JIOKYMEHTIB Ta IMOPSAKY IIATOTOBKH CIIpaB JI0
nepeaHHs sl apXiBHOTO 30epiraHHs 3akiaay nepeaodoadeHi mieto [HeTpykirieto

2. Jlna opranizauii Ta NpPOBEACHHS EKCHEPTH3W I[IHHOCTI JOKYMEHTIB, IO YTBOPWJIMCS Y
JIOBOACTBI 3aKjaay, Ta MOJAHHS PE3yJbTaTiB €KCIEePTU3U I[IHHOCTI JOKYMEHTIB Ha PO3IJIsij
EIIK nepxaHoro apxiBy (EK apxiBHOro Bimjiny pailoHHOI Jep>kaBHOI aaMiHicTparlii abo
Micbkoi pamu) yrBoproeThesi EK 3akmamy. CrtBopennss EK Tta opranizamis ii pobortu
3M1MCHIOIOTHCS BIMOBIAHO A0 moctaHoBU Kabinety MinicTtpiB Ykpainu Big 08 ceprus 2007
poky Ne 1004 "IIpo mpoBeneHHsI €KCHEPTU3M LIHHOCTI JOKYMEHTIB" Ta Haka3zy MiHicTepcTBa
foctulii Ykpainn Binm 19 wepBHa 2013 poxy Ne 1227/5 "Ilpo 3arBepmxeHHs THIOBOTO
MOJIOKEHHSI TIPO EKCIEPTHY KOMICIIO JIEp>KaBHOT'O OpPTraHy, OpraHy MIiCIEBOTO CaMOBPSAyBaHHS,
JIeP’KaBHOTO 1 KOMYHaJIbHOTO MiJIPUEMCTBA, YCTAHOBM Ta OpraHizaiii’, 3apeecTpoBaHOrO B
MinicrepcTsi roctuuii Ykpainu 25 yepBus 2013 poky 3a Ne 1062/23594.

Cknan EK Ta monmosxeHHs po HeT 3aTBEpKYIOTHCS HaKa30M KepiBHMKa 3aknany. ['onoBoro EK
MIPU3HAYAETHCS OJIMH 13 3aCTYITHUKIB KEPIBHUKA 3aKIaay, CEKpeTapeM - 0coda, BiMOBIJaIbHA 32
JOKYMEHTH, IO MiIIATal0Th 30€piraHHIO Ta IEPEaHHIO B apXiB.

Jlo ckmany EK 3akmamy 3a iX 3rofor0 MOXXYTh BXOAWTH TPEACTABHUKH apXiBHUX YCTaHOB,
OpraHy BHILOTO PiBHA (BiANOBIIHOTO OpraHy YHPaBIiHHS OCBITOI0), METOAWYHHX IICHTPIB,
npo¢eciiiHuX CHiNIOK, X 00'€1HAHB.

3. Crpasu noctiiiHOro Ta TpuBayoro (moHax 10 pokiB) 30epiraHHs mepeaaoTbes Ha 30epiranHs
0co01, BIIMOBITAJIbHIN 32 apXiB, 3a OMHUCAMH, 110 CKJIAAIOThCA 0CO0aMu, BIAMOBITAIbHUMH 32
(dbopMyBaHHS CIIPaB 3 BIAMOBIAHOTO HAMIPSMY.



[TpuiHATTS KOXHOI CIpaBW 3IIMCHIOETHCS y TPHUCYTHOCTI TpaIliBHHKA, SKUW Tepenae
JOKYMEHTH.

4. Y KiHLI KO>XHOTO NPUMIPHUKA ONUCY 0co0a, BIAMOBIAAIbHA 32 apXiB 3aKJIany, IPOCTaBISE
MIMNAC 010 TPUHHATTS CIpaB 3 000B'I3KOBHUM 3a3HAY€HHSAM KiTbKOCTI (IudpaMu i CJIOBaMH)
NepeJaHKX CIpaB i 3a3Havae Jary.

5. ITicnst mpUHATTSA CpaB MOCTIHHOTO Ta TpuBaioro (moHaa 10 pokiB) 30epiraHHs, 3 KaIpOBUX
MUTaHb 0c00a, BIJMOBIIalIbHA 32 apXiB 3aKjajy, Ha IMiICTaBl OMUCIB CIPaB, 3a SIKUMH 31HCHEHO
NPUMHATTS TOKYMEHTIB, 32 BCTAHOBJICHOIO (DOPMOIO TOTY€E PIuHI PO3AUIM 3BEJIEHUX OIMCIB
CIIpaB:

e TpuBanoro (nmoxaz 10 pokis) 30epiranHs;
® 3 KaJpOBHX IUTAHb.

Oco00r0, BIAMOBITATBPHOI 3a apXiB, CKIAMAEThCA aKT MPO BHUIYYCHHS JJIs 3HHIICHHS
JIOKYMEHTIB, He BHeceHUX 10 HAD.

6. 3Benenuii onuc TpuBanoro (monayn 10 pokiB) 30epiraHHs CKIAAA€ThCA Y TPHOX MPUMIPHUKAX.
J10 HBOTO BKJIIOUAIOTHCS TAKOK CIIPaBH, SIK1 32 HOMEHKJIATYPOIO CIIPaB MalOTh CTPOK 30epiraHHs
"mo mikBimarii 3akmany". Ilicnsa cxBanenus EK 3akimany mpuMipHUKY ONMKCY HAIPaBISIOTHCS HA
cxBaieHHs1 EK oprany ymnpapmiaHs ocBiToro. [licis moBepHEHHs BCiX MPUMIPHUKIB OMKCY HOTO
3aTBEp/UKY€e KepiBHUK 3aknany. [lepmmili npuMipHUK omucy 30epiraeTbcsi B 3aKiafl  sK
HEJIOTOPKAHUH, OpYyTHil - € poOOYMM 1 BHUKOPHUCTOBYETHCS UIsI TIOTOYHOTO MOIIYKY CIIPaB,
TPETIi MOXe HAACHIATHUCS ISl KOHTPOJIIO BIATIOBITHOMY OpPTaHy yIPaBIiHHS OCBITOO.

7. Omuc cipaB 3 KaJpOBUX MUTAHb CKIAJIAE€THCS y 3aKiIal Y IBOX MPUMIPHUKAX.

8. 3aroyoBKM crpaB ONHUCY 3 KaJPOBUX MUTAHb CUCTEMATHU3YIOTHCS 33 HOMIHAJIBHOIO O3HAKOIO
(rpymyBaHHs B O/IHY CIIPaBy JOKYMEHTIB OJJHOTO BHY) Y TaKii MOCIIJOBHOCTI:

— Haka3W KepiBHHUKA 3aKJIaly 3 KaJ[POBHUX IMUTaHb;

— HaKa3W KepiBHUKA 3aKjIaay 3 pPyXy YUHIB/BUXOBAHIIIB;

— 0O0JIKOB1 JOKYMEHTH;

— CIIUCKHU YYHIB/BUXOBaHIIB (ayipaBiTHA KHUTA YUHIB/BUXOBAHIIIB);

— KypHaJIM peecTparii Haka3iB 3 KaJPOBUX MUTAHb;

— 0cO0OBI crIpaBH MpaIliBHUKIB;

— KOHTPAKTH, TPYAOBIi JOTOBOPH;

— Oyxrantepcbki TOKyMEHTH (0CO0OB1 paXyHKH 13 3apoOITHOI IJIaTH, B pasi iX BIICYTHOCTI
- pO3paxyHKOBI BIJIOMOCTI 13 3apIijiaTH);

— JIOKYMEHTH Tpo Tapudikarito (TapudikamiiiHi BiJoMOCTi (CIIHCKH));

— JIOKYMEHTH O MPOBEICHHS JeP>KaBHOI aTecTarllil;

— KHUTH OOJIIKY 1 BUJa4l CBIIOITB Ta AOJATKIB IO CBIJIOITB MPO 0a30BY 3arajibHy CEpPEeIHIO
OCBITY; aTecTariB Ta JOJATKIB JO aTecTaTiB MpO MOBHY 3arajbHy CEpPEHIO0 OCBITY,
30J10THX Mezdanedl "3a BUCOKI JOCSATHEHHS y HaBuaHHI" Ta cpiOHMX Memaneil "3a
JOCSATHEHHS y HaBYaHHI'";

— JIOKYMEHTH TIpO HEUIaCHI BUMAKH (aKTH, TPOTOKOJIM, BUCHOBKH, KYpPHAJIN);

— OKypHaJIM peecTpallii 0ci0, MOTepIianuX BiJ HEIACHUX BUIIAJIKIB;

— JKypHaJIM 00JIKY pyXy TPYJOBHUX KHI)KOK Ta BKJIAJIOK JI0 HUX;

— KypHaJ peecTparlii Haka3iB 3 pyXy Y4HIB/BUXOBaHIIiB;

He3aTpeOyBaHi 0COOMCTI JOKYMEHTH MPALiBHUKIB (TPYIOB1 KHIKKH).
9. Oco60131 CIpaBU IMPALIBHUKIB BHOCSTBHCS JI0 OMNMCY 3a POKOM 3BUIBHEHHs IpalliBHUKA 1
CHCTEMATHU3YIOThCS 3a MPI3BUILIAMU 3BUIBHEHUX MIPALIBHUKIB B aji(paBITHOMY HOPSIAKY.



10. 3BeneHi omucu crpaB MOCTIHHOTO, TpuBajoro (monaa 10 pokiB) 30epiraHHs, 3 KaapOBHUX
MUTaHb Ta aKT MPO BWIYYCHHS IS 3HUIIEHHS OKYMEHTIB (Jali - aKT MpO BHJIYYCHHS IS
3HUIICHHS JOKYMEHTIB), po3rsinatoTees EK 3aknany ogHo4acHo.

11. 3aknaj omucH crpaB 3 KaJpOBUX MHUTAHb Pa3oM 3 aKTaMU MPO BUIYYEHHS JUIS 3HUIICHHS
JTOKyMeHTIB micis cxBajeHHs iX EK 3akmamy momae Ha posrmsn EK apxiBHoro Bigmiry
apXiBHOTO BIALTY MichbKOi paau. Onucu cripas TpuBaioro (moHasn 10 pokiB) 30epiraHHs Mmicis
cxBaneHHs EK 3aknany nonarotecs Ha po3risig EK oprany ynpaiiHHS OCBITOIO.

12. TloromkeHi (cXBaJeHi) aKTH PO BIIYYCHHS JJIS 3HUIIECHHS JOKYMEHTIB 3aTBEPKYIOTHCS
KEPIBHUKOM 3aKiafy.

13. ITicnsa 3aTBCPIKCHHA aKTa IIPO BUIIYUCHHS IJIA 3HUIICHHA ,Z[OKYMGHTiB 3aKJjIaJa Ma€ I1paBo
SHUIIWUTHU JOKYMCHTH.

16. KepiBHuk 3akiany 3000B'si3aHuil 3a0e3meyuTH 30epekeHHsS JTOKYMEHTIB, a y pasi
BKJIFOYEHHSI 3aKJaay A0 CHOHCKY IOpUAWYHUX oci0 - mkepen (opmyBanns HA® micns
3aKiHUYEHHS BCTAHOBJICHMX TPaHUYHHUX CTPOKIB iX 30epiraHHs B IIbOMY 3aKJajl - 3a0€3MCUUTH
nepefaHHs JOKYMEHTIB Il MOCTIMHOTO 30epiraHHsS O BIiAMOBIAHOT Jep)kKaBHOI apXiBHOI
YCTaHOBH UM apXiBHOTO BIJALTY MICBKOI paJiu.

Jooamox 1

1o [HcTpykiii 3 AiTOBOACTBA Y
KOMYHaJIbHOMY 3akiaai «HaBuanbHO —
BUXOBHE 00'eHanHs (cepenns mkouna [-111
CTYIIEHIB — JIOUIKIJIbHUN HaBYAJIbHUN
3aKJIaJI-TTO3aIIKUIBHUNA HaBYaJIbLHHUM 3aKjIan)
M.ITokpoB JIHITpONIETPOBCHKOI 00J1aCTI»

(myHKT 3 posminy I1)

BUMOI'
10 0OpMJIEHHSI TOKYMEHTIB, 110 BUTOTOBJISIIOTHCS
3a 10NOMOTI0K0 KOMII'IOTEPHOI TeXHIKH
1. Jlnst ipyKyBaHHSI TEKCTIB CIIy>)kKOOBUX TOKYMEHTIB BUKOPHCTOBYETHCS rapHiTypa Times New
Roman, mpudr - posmipom 12 - 14 apykapchbKux MyHKTIB. J{03BOJIIETHCSI BUKOPUCTOBYBATH
mpudt posmipom 8 - 12 apykapCchKMX IYHKTIB Ui JApyKyBaHHS pekBi3utTy "llpizBurie
BUKOHABII 1 HOMep #oro TenedoHy", BHHOCOK, MOSCHIOBAJIBHUX HAMHCIB JI0 OKPEMHUX
€JIEMEHTIB TEKCTY IOKyMeHTa a00 HOT0 peKBi3UTIB TOIIO.

[Tin uyac ApyKyBaHHS 3arojIOBKIB JIO3BOJIAETHCS BUKOPHUCTOBYBATH HAMIBXHUPHUN MIPUQPT
(mpsimuit a00 KypCuUB).

2. Tekct nmokymeHTiB Ha mamepi Qgopmaty A4 (210 x 297 wminmiMeTpiB) pEeKOMEHI0OBAHO
apykyBatu uyepe3 1 - 1,5 mikpsaakoBoro iHntepsainy, a ¢opmary AS (210 x 148 mimimeTpiB) -
gyepe3 | MIKpPAIKOBUI IHTEPBAIL.

JIOKyMEHTH TTOBUHHI MaTH TaKi NOJIs (MUTIMETPIB):

— 30 - niBe;
— 10 - npase;
— 20 - BepxH€ Ta HUKHE.



PexBizuTu gokymeHTa (KpiM TEKCTY), SIKI CKJIaIalOThCS 3 KUIBKOX PSAIKIB, IPYKYIOThCS depes 1
MbKpsaaKoBuil iHTepBan. CkiamoBi yactuHu pekBisutTiB "Axapecatr", "I'pud 3arBepmxenns’,
"I'pud moromxeHH" BIIOKPEMITIOIOTLCSA OAMH BiJl OHOTO uepe3 1,5 MIKPSIKOBOTO iHTEpBay.

PekBi3uTH MOKyMEHTa BiJOKPEMIIIOIOTBCS OJHMH BiJl omHOro dYepe3 1,5 - 3 MDKpPSIIKOBUX
IHTepBaJIH.

3. Ha3Ba Buay JOKyMeHTa APYKYETHCS BEJIMKUMHU JIITEPaAMHU.

4. PosmudpyBanas manucy B pekBizuTi "[lianmuc" apykyeTbcs Ha piBHI OCTAaHHBOTO PsAKa
Ha3BU MOCAIH.

5. He poOuThCs BIICTYI BiJ MEXI1 JIIBOTO MOJs AJig pekBi3uTiB "JlaTta mokymenrta", "3aroioBok
1o Tekcty gokymenTa", "Tekct" (6e3 ab3amiB), "BigmiTka po HasBHICTh HoaaTkiB", "[Ipi3Buiie
BHKOHABIISA 1 HOMep Horo tenedony", HaliMmeHyBaHHs Ttocaau y pekBizuTax "[lignuc" ta "I'pud
noropkeHHsA", Hanucy "3rigHo 3 opuriHaioM", a Takox ciiB "CJIIYXAJIA", "BUCTYIIUJIN",
"VXBAJIMJIN", "HAKA3VYIO".

6. 3a HasgBHOCTI KIJIbKOX T'pU(IB 3aTBEPKEHHS 1 MOTOJKEHHS BOHU PO3MILIYIOTHCS Ha OJTHOMY
PiBHI BepTUKATLHUMHU psakaMu. Ileprmuii rpud - Big Mexi JIBOTO MOJs, Apyrui - depes 104
MUTIMETPHU BiJl MEXI1 JIIBOTO TOJISL.

7. Ilig yac opopMiIeHHS TOKYMEHTIB Ha JBOX 1 OLIbIIe CTOPIHKAX Jpyra Ta HACTYIHI CTOPIHKH
MaroTh OyTH poHyMepoBadi. [lepiia cropiHka HE HyMepy€eThCS.

8. TexkcTn NOKYMEHTIB TMOCTIMHOTO 30€piraHHs IPYKYIOThCA Ha OJHOMY OOl apKyIia.
JIOKYMEHTH 13 CTPOKOM 30epiranHs 10 5 pOKiB MOXKHA JPYKYBATH Ha JTUIILOBOMY 1 3BOPOTHOMY
OoI11i apkymia.

JlomaTok 2
bi e} [HCTpYyKITIT 3 JIJIOBOJICTBA
y KOMyHaJdbHOMYy 3akmani  «HaBuampHO -
BUxoBHe o0O0'eqHanHs (cepemusi mkona [-11I
CTYNEHIB — JOMKIIbHUA HaBYAIBHUN 3aKiaj-
HO3alIKIIbHUNA HaBYaJIbHUUI 3aKJIa)

M.IToxpoB [[HinmporneTpoBchKOi 00IacTi»
(myHKT 4 po3miny II)

MMEPEJIIK
JOKYMEHTIB, Ha AKHMX HIJNKC 10CA10BO0I 0cO0M 3aCBiI1Yy€THCH BIIOMTKOM NeYaTKH
3aKJIaxy
1. Axtu (BUKOHaHHS pPOOIT, CIUCaHHS MaTepiaibHUX MIHHOCTEH, (PIHAHCOBUX IEPEBIPOK,
BIJTYYCHHS JOKYMEHTIB JIJIsl 3HUILIEHHS, TIepeIaBaHHs CIPaB TOIIO).

2. JloBiaku (PO BUKOPUCTAHHS OIOJKETHUX aCUTHYBaHb Ha 3apo0iTHY IUIaTy, HApaxXyBaHHS 13
3apOo0ITHOI TIATH TOIIO).

3. JloroBopu (mpo MaTepiajdbHYy BIJMOBIANBbHICTG, HAYKOBO-TEXHIUYHE CITIBPOOITHHUIITBO,
TiAPSAIN, OpEHAY MPUMIIICHb, BUKOHAHHS POOIT TOIIIO).

4. JlokyMeHTH (ZIOBiAKH, MOCBIMYEHHS TOIIO), IO 3aCBIIYYIOTh MpaBa IPOMAJISH 1 IOPUIMIHUX
oci0.

5. Jlopy4yeHHs Ha OJiep>KaHHs TOBapHO-MaTepialIbHUX IIIHHOCTEH.



6. 3aBnaHHs (Ha MPOEKTYBaHHS 00'€KTIB, TEXHIYHUX CIOPY/, KamiTaabHe OyIiBHUIITBO, TEXHIYHI
TOIIO).

7. 3pa3ku BIQOUTKIB TEYaTOK 1 MIAMUCIB MPaIiBHUKIB, $KI MalTh MPaBO 3A1HMCHIOBATH
(h1HaHCOBO-TOCTIOIAPCHKI OTepalrii.

8. Komrropuc BuTpaT (Ha KaIbKYJIAIIIO 3a JOTOBOPOM, Ha KalliTajabHe OyAIBHUIITBO TOIIIO).
9. Jluctu rapanTiitHi (Ha BUKOHaHHS poOiT, HaJlaHHS MOCTYT TOIIIO).

10. Onucu cnpaB mocTifHOTO, TprBaioro (moHas 10 pokiB) 306epiranHs, 3 KaApOBUX MUTAHb.
11. IITaTHi pO3MHCH.

12. TpymoBi KHIKKH.

Jlonatok 3
bi e} [HCTpYKITIT 3 IJIOBOJICTBA
y KOMyHaJibHOMY 3aknani  «HaBuanpHO -
BUXOBHE 00'eqHanHsa (cepemns mkoina [-III
CTYNEHIB — JMOMIKITbHUM HaBYAIbHUN 3aKiaj-

MO3alIKUIbHUNA HaBYaAJIbHUU 3aKJIa)
Mm.ITokpoB JIHITpOMeTpOBCHKOT 00IACTI»
(myHkT 6 po3ainy IV)
MMEPEJIIK

AOKYMEHTIB, 1110 He MIIAral0Th peecTpauii creniaaibHo NPU3HAYEHOIO VISl IbOI0 0C00010
1. I'padiku, Hapsau, 3asIBKU, PO3ZHAPSIKY.

2. 3BeneHHs Ta iHdOpMallis, HaliclIaHl 10 BijloMa.

3. HaBuanbHi mianu, OCBITHI porpamu (Komii).

4. PexnaMHi MOB1IOMJICHHSI, TJIAKaTH, IPOTrPaMu Hapaa, KOHPEPEHIIIH TOIIIO.
5. HopMmu BUTpat mMartepiaiis.

. BitanpHi 11cTH 1 3anpoIIeHHS.

. lpykoBaH1 BUJaHHs (KHUTH, )KypHaJH, OI0JIETEeH]).

. MicsiyHi, KBapTaJibHi, MIBPIYHI 3BITH.
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. @opMH CTATUCTUIHOI 3BITHOCTI.

10. Jorosopwu.



Peectpamniitnmii
1HIIEKC

(HOMED)
HakKazy

Jlonatok 4
bi (o) [HCcTpyKITii 3 IIJIOBOJCTBA y
KOMyHaJapHOTO 3akimany  «HaBuanpHO -
BUXOBHE 00'eqHanHHs (cepenns mkoma I-111
CTYNEHIB — JIOIIKUIbHUM  HaBYaJIbHUU
3aKJIaJI-TT03aIIKUIPHUNA HaBYAIBHUN 3aKjIan)
M.ITokpoB JIHITTpONIETPOBCHKOI 001aCTi»

PeecTpaniiinmii :xypHaJ HaKa3iB KepiBHUKA 3aKJIaxy

Jata 3aroJiIoBOK
HakKa3zy Hakazy

(myHKT 6 po3ainy V)

[pizBuie,
HIIaIH [Ipi3Bue,
MpaiiBHUKA, | 1HIIATH
Ha  SKOTO | BIAMOBIAAIBHOL :

. A A [IpumiTkn
MOKJIAJCHUN | ocoou
KOHTpPOJIb 32 | (BIAMOBIAQIBHUX
BUKOHAHHSA | 0cCi0)
HaKazy
4 5 6



