3ATBEPJI’KEHO
Hakazom nupexropa
«[Ipo morpumanHs [HCTPYKIIii 3 ALTOBOJICTBAY
Ne 141/06-01 Bix 05.11.2018
Incrpykuis 3 ninosoxacrea y rimuasii Ne 11 m. bepanuena
|. 3arajabHi noJ10:KeHHA
1. s [HCTpyKLiS BCTAHOBIIOE 3arajibHi BUMOTH IIOJO JOKYMEHTYBaHHs iH(opmanii y rimuaasii Ne 11 wm.
bepauueBa (mami 3aKiaa OCBIiTH).

2. JloTpuMaHHS BUMOT WIOAO TMOPSIKY BEACHHS JTOKYMEHTYBAaHHS, BCTAHOBIEHUX Wi€l0 [HCTpyKIli€w, €
00O0B'SI3KOBUM.

3. OprasizoBY€ThCS JIJTIOBOJICTBO B 3aKJa/l OCBITH BIMOBITHO 10 ITiE€T IHCTPYKIIII.

4. Opranizanis IUJIOBOJACTBA 1 KOHTPOJIb 32 CBOEYACHUM DPO3IIIAJOM Ta NMPOXOPKEHHSIM JOKYMEHTIB Y
3aKjaal OCBITH 3JIIHCHIOIOTHCS BIAMOBIIAILHOIO 0CO000 (BIAMOBIMAILBHUMHA 0CO0aMH), sIKa (K1) MPU3HAYAETHCS
(pU3HAYAIOTHCS) KEPIBHUKOM 3aKJIaay, SIK TPABHIIO —II€ CEKpeTap-apyKapKa.

5. CTBOpeHHS €IeKTPOHHUX JOKYMEHTIB 3/I1HCHIOEThCS BiMOBIIHO 10 3akoHiB Ykpainu "[Ipo enekrponHi
JOKYMEHTH Ta eJIEKTPOHHUN TOKyMeHTooOIr", Hakasy MiHicTepcTBa foctuilii Ykpainu Big 11 mucromana 2014
poky Ne 1886/5 "IIpo 3atBepmxkeHHs [lopsaky poOOTH 3 €IEKTPOHHUMH JOKYMEHTaMHU y JIJIOBOJCTBI Ta iX
MIJTOTOBKYU JI0 TEepelaBaHHA Ha apXiBHE 30epiranHs", 3apeecTpoBaHoro B MiHicTepceTsi toctuiii Ykpainu 11
mucromana 2014 poky 3a Ne 1421/26198.

JIOKyMEHTH MOXYTh CTBOPIOBATHUCS TUMYAcOBOTO (10 10 poKiB BKIIOYHO) CTPOKY 30€piraHHs JUIIE B
SJIICKTPOHHIN (opMi 3a yMOBM HAsIBHOCTI BIJIOBIJIHOTO TEXHIYHOTO 3a0€3INEUYCHHS 3 ypaxXyBaHHSM BUMOT
3aKOHOJIABCTBA Y KpaiHH.

6. ITopsimok oprauizaiii AiTOBOJICTBA B 3aKJIa1l OCBITH 3a 3BEPHEHHSAMHU I'POMAJISH, 3allUTaMHU Ha MyOIiuHy
iH(popMallil0o BHU3HauaeThecsl 3akoHamu Ykpainu "IIpo 3BepHenHs rpomaznsH", "[Ipo goctynm no myOGmiuHOI
iHpopmarii".

7. Y 3akmazi OCBITH MAUIOBOJCTBO 3/IMCHIOETHCS JIEPKABHOIO MOBOK. JIOKYMEHTH CKJIaJaloThCs
JIepKaBHOIO MOBOIO, KpiM BUTIA/IKiB, TIepe0aueHNX 3aKOHOAABCTBOM PO MOBH B YKpaiHi.

JIOKyMEHTH, sIKi Ha/ICWJIal0ThCs IHO3EMHUM ajipecaTaM, 0(hOpMITIOIOTHCS YKPaiHCHKOI0 MOBOIO, 200 MOBOIO
NepaBu-ajipecara, abo 0JIHI€I0 3 MOB MIXKHAPOJIHOTO CIUIKYBaHHS.

8. Ctpoku 30epiraHHs TOKyMEHTIB, IO CTBOPIOIOTHCS MiJ Yac AisTbHOCTI 3aKJIajly, BU3HAUYAIOThCS HAaKa30M
MinicreperBa roctuuii Ykpainu Bix 12 kBiTHS 2012 poky Ne 578/5 "Ilpo 3arBepmxenHs Ilepeniky TUIIOBUX
JOKYMEHTIB, 1[0 CTBOPIOIOTHCS i Yac MisIBHOCTI IePKaBHUX OPraHiB Ta OpraHiB MiCIIEBOTO CAMOBPSAYBaHHS,
IHIIMX yCTAHOB, MIANPUEMCTB Ta OpraHizamii, 13 3a3HAYeHHSIM CTPOKIB 30epiraHHs JOKYMEHTIB'",
3apeecTpoBaHuM y MiHicTepcTBi roctuilii Ykpainu 17 kBitHs 2012 poky 3a Ne 571/20884 (31 3miHamu).

Il. 3araabHi BUMOIrHM 10 CTBOpPEeHHS, 0(p)OPMJIEHHSI TA JIOKYMEHTYBAaHHS YNIPaBJiHCbKOI iH(popmauii
1. JlokyMeHTyBaHHS YyIpaBIiHCbKOI 1H(pOpMAIli 3aKiIaay OCBITH MOJIATa€ y CTBOPEHHI JOKYMEHTIB, IO
CIPSIMOBAaH1 Ha BUPIIIEHHS YIPaBIIHCHKUX PIIIEHb.

2. Ha3Ba Buay nOKyMeHTa (Haka3, IPOTOKOJI, JOIMOBiJHA 3alMcKa TOIIO) Mae€ BIANOBIAATH Ha3BaM,
nependadeHuM  posniiom 3 JlepkaBHoro kiacugikaropa ympaBiiHchbkoi gokymentarii  JIK  010-98,
3aTBEP/KEHOr0 Haka3oM Jlep)kaBHOrO KOMITeTy YKpaiHu 10 CTaHJapTH3allii, MeTpoJiorii Ta ceptudikamnii Bix 31
rpyans 1998 poky Ne 1024 (31 3miHamu).

OdopmiteHHs PEKBI3UTIB OpraHi3aliifHO-pO3MOPI 401 JOKYMEHTALl Ta MOPSAJOK X PO3TalllyBaHHS MalOTh
BiamoBimatu HamionameHoMy cranmapty Ykpaimm "JlepkaBHa yHi(iKOBaHa cHCTeMa JOKYMEHTAIlii.
VYHidikoBaHa cucTeMa OpraHi3aliifHO-po3nops 40l JoKyMeHTalii. BuMoru 1o odpopmiitoBaHHs TOKyMEHTIB.



3. OpranizamiiiHo-po3nopsI4i  JOKYMEHTH 3aKJaay OCBITH OQOPMIIOIOTBCS Ha OllaHKax, MIo0
BHUTOTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY Ta i€l [HcTpyKkii.

V 3akiaji OCBITH MOXYThb BUKOPUCTOBYBATHUCS TaKi OJaHKU JOKYMEHTIB:

e 3arajbHUN OJAaHK Al CTBOPEHHS PI3HMX BHIIB JOKyMEHTIB (0e3 3a3HaueHHs y OJaHKY Ha3BH BUIY
JIOKYMEHTA),

o OJIAHK JINCTA;
e OJIaHK HaKazy.

4. TlocamoBi 0coOM MIAMKUCYIOTH JOKYMEHTH B MEXaX CBOIX MOBHOBa)XCHb, BU3HAYCHUX 3aKOHOIABCTBOM
VYkpaiHu, CcTaTyToM 3aKiaay OCBITH, IMOCAJOBHMH I1HCTPYKIIISIMH, HAaKa30oM IIPO PO3MOJILT OOOB'S3KIB MIXK
IUPEKTOPOM 3aKjaly Ta HOTo 3aCTYITHUKAaMH TOIIO.

BinOuTkoM meuaTKu 3akiIagy OCBITH  3aCBIAUYEThCA MIAMUC IUPEKTOpa HAa JOKYMEHTaxX i3 IHTaHb
oprasizariitHoi Ta piHaHCOBO-TOCTIOIAPCHKOT TISITLHOCTI.

BimOuTOK TeYaTKM CTaBUTHCS Tak, MO0 BiH OXOIUTFOBAB OCTaHHI KiUIbKA JIiTep HAaWMEHYBAaHHS TOCAIU
ocoOwu, sika MmiJnucana JOKyMEHT, ajle He IMiIMTUC TI0CaJ0BOi 0CO0H, a00 MPOCTABISETHCS HA OKPEMO BHIIIICHOMY
JUTS 15OT0 Mict 3 BigMmiTkoro "M. I1.".

5. 3akyiaz OCBITH MOXe€ 3aCBiYyBaTH KOMIii JINIIE TUX TOKYMEHTIB, IO CTBOPIOIOTHCS B HHOMY, @ TAKOX Y
BUIIaKaX, nepeadadueHux B ad3alli IpyromMy bOTO ITYHKTY.

VY pa3i MiArOTOBKM JOKYMEHTIB JUIsl HAQJaHHS CYJAOBHM OpraHaMm, Iijf Yac BHPIIICHHS NUTaHb I0J0
NPUUAHATTS TPOMaJIiH Ha poOOTY, HABYAHHS, 3aCBIAUEHHS 1X TPYIOBHX Ta IHIIMX NPaB y B3a€EMOBIIHOCHHAX 13
3aKJIaJI0M, a TAKOX TiJ 9ac (JopMyBaHHs 0COOOBHX CIpaB MPAIliBHUKIB 3aKJIay OCBITH MOYKE BUTOTOBIIATH KOl
JOKYMEHTIB, BUJJAHUX 1HIIMMH YCTAHOBaMHU (KOIIii JIOKYMEHTIB IPO OCBITY TOIIIO).

Bigmitka "Komist" mpocTaBisieTbcsi Ha JIMLIBOBOMY OOIll y BEpXHbOMY NPaBOMY KYTKY IMEPIIOrO apKylla
JIOKYMEHTA.

Konii Haka3iB, IHIIMX JTOKYMEHTIB 3aCBiuye (3aCBiAUyIOTh) BIANOBIJaIbHA 0co0a (BIAMOBIAAIBHI OCOOM)
3a oprasi3alliio JJI0BOJACTBA Y 3aKiall.

6. Y pa3i norpedbu MpoBENEHHS OLIHKUA JOLUIBHOCTI CTBOPEHHS JIOKYMEHTa, HOro OOIPYHTOBAHOCTI Ta
Bi/ITIOBITHOCTI 3aKOHO/IaBCTBY 3/IIHCHIOETHCS TMOTO/IKEHHS IOKYMEHTA.

[ToromxeHHs: TOKYMEHTIB MOXE 3/1MCHIOBATHCH TMOCAJOBHUMH OCO0aMM 3aKiaay, sKl BUAMOBIAHO N0 iX
KOMIIETEHI[il BHpIIIYIOTh IUTAaHHSA, TMOpPYIIEHI B JOKYMEHTI (BHYTpILUIHE TIOTO/DKEHHS), a TaKoX
3a1HTEPECOBAHUMHU YCTaHOBAaMHU (30BHIILIHE TIOTOJKEHHS).

[ToromxeHHs: TOKYMEHTIB 3[1HCHIOETHCS BIATIOBITHO 10 BUMOT Haka3zy MiHicTepcTBa FOCTHUIlT YKpaiHu Bij
18 uepsust 2015 poky Ne 1000/5 "IIpo 3arBepmxkenHs [IpaBun opranizaitii AiI0BOACTBA Ta apXiBHOTO 30epiranHs
JOKYMEHTIB y JIep’)KaBHUX OpraHax, opraHax MICIEBOTO CAMOBPSAYBaHHS, Ha MiANPUEMCTBAX, B YCTAHOBaxX 1
opranizauisx", 3apeectpoBaHoro y Minicrepctsi octuilii Ykpainu 22 uepsHs 2015 poky 3a Ne 736/27181 (namni -
[IpaBuiia oprasi3zanii A1JIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB).

I'pud moromxenHs po3minyroTh HUx4e pekBizuty "llignuc". Bin cknanaerscs 31 cnosa [TOI'OJPKEHO
(Oe3 mamok), Ha3BU MoOcagu 0coOu, SKa IMOTOJKYE JOKYMEHT (pa3oM 3 HaliMEHYBaHHSAM 3aKiaay), IMiJIucy,
iHiIiany(iB) 1 MPI3BUILA, 1aTH TOTOKEHHS.

ITpukian:

MNOTrOJI’KEHO

Hupexrop rimuaazii Ne 11
[Mignuc Taimian(u), mpizBuie
05.02.2018



7. 3aTBepIPKEHHS YMPABIIHCHKHX JIOKYMEHTIB 3JIHCHIOETHCS OCOOMCTO AMPEKTOPOM 3aKjiaay OCBITH
BIJIMOBI/THO JI0 HOT'O MTOBHOBAYKEHb 200 PO3MOPSAYNM TOKYMEHTOM 3aKjaay 13 3a3HAUCHHSM Ha IOKYMEHTI rpuda
3aTBEPKEHHS, 0()OPMIIEHOTO BiIIOBITHUM YHHOM.

[Topsimok 3aTBEepKEHHS JTOKYMEHTIB 3iHCHIOETHCS BiANMOBIAHO 10 [IpaBwmir opranizaiii AimoBojacTBa Ta
apXxiBHOTO 30epiranHs JOKyMEHTIB.

I'pud 3arBepmxenns ckmagaerbesi 31 ciaoBa 3ATBEP/DKYIO (6e3 namok), Ha3Bu mocanu, HiANHUCY,
iHimiamy(iB) 1 mpi3BUIAa 0COOH, KA 3aTBEPAMIIA JOKYMEHT, IaTH 3aTBEPKESHHS.

ITpuknan:

3ATBEP/IKYIO

Hupexrop rimuazii Ne 11

[Mignuc Taimian(u), mpizBuiie

07.03.2018

VY pa3i 3aTBepKEHHs JTOKyMEHTa PIIICHHSAM KOJIET1aJbHOTO OpraHy rpud 3aTBepKEHHs CKJIAAA€ThCs 31
cioBa SATBEPJIDKEHO (6e3 s1anok), Ha3By, JaTy 1 HOMepa JOKyMEHTa y Ha3UBHOMY BiJMIHKY.

[Tpuknan:

3ATBEP/I’KEHO
[Iporokon 3acinaHHs
NIeIarorivyHol pajan
rimHazii Ne 11
06.05.2018 Ne 40
I11. Oco6,MBi BUMOTH 10 CKJIAJaHHSA JeSIKMX BU/IIB IOKYMEHTIB
1. Haka3 - po3nopsiquuii TOKyMEHT, SIKHH BHJIA€ TUPEKTOP 3aKjaay OCBITH Ha MpaBaxX €IMHOHAYAIBHOCTI
Ta B MEXax CBO€i KOMIETEHIii, 0OOB'I3KOBUI Ui BUKOHAHHS MijuiernuMu. Haka3su BUIAIOTBCS 3 OCHOBHOL
TUSTTEHOCTI, aJIMIHICTPAaTUBHO-TOCTIOIAPCHKUX, KaIPOBUX IMUTAHb, a TAKOXK PYXy YUHIB.

Hakazn 3 OCHOBHOI [JisUIBHOCTI, aJMIHICTPATUBHO-TOCIOAAPCHKUX, KAJAPOBUX MHTaHb, pPYyXy
YUHIB/BUXOBAHLIIB MIANMUCYIOTHCS AUPEKTOPOM 3aKJIaTy OCBITH, a 32 MOT0 BIJICYTHOCTI - 0C000I0, IKa BUKOHYE
fioro o0OB'sI3KH, Ta PEECTPYIOTHCS B J)KypHaJlaX peecTpalii HakasiB.

[Ticns mignmucaHHs Haka3zy 3MiHM JI0 HBOTO BHOCSTHCS JIMIIE IUISXOM BUAAHHS HOBOTO Hakazy Ipo
BHECEHHS 3MiH.

Haxka3z odopmitoeTbes Ha Gi1aHKY Hakasy 3aKjay OCBITH.

3MICT Haka3dy CTHUCIO BHKIATA€ThCS B 3aroJiOBKY, SKWW TOUYMHAEThCsl 3 npuiiMenHuka "[Ipo" Ta
CKJIAZIAa€ThCsl 3a jomomororo BimmiecniBHoro imenHuka ("[Ipo 3arBepmxenHs...", "IIpo crBopenHs...") abo
imennuka ("IIpo migcymku...").

TekcT HaKa3zy 3 OCHOBHOI AISUIBHOCTI, aIMIHICTPATUBHO-TOCIIOIAPCHKUX MUTAaHb Ta PyXY YUHIB/BUXOBAHIIIB
CKJIAJJA€THCS 3 IBOX YACTHH - KOHCTATYI04Oi1 (MpeaMOyin) i po3nopsiayoi.

VY KOHCTaTyrouiil YacTUHI 3a3Ha4aeThCs MifcTaBa, OOIPyHTYBaHHA a00 MeTa BHJIAHHs Haka3y. Posmopsaua
yacTHHA Haka3y nmounHaeThes 13 ciaoBa "HAKA3VYIO", sike apykyeTbes 3 HOBOTO PsIIKa BEIMKUMU JIiTepamMu 0e3
BIJICTYIMY BiJ JIIBOTO MOJIA 1 JIAMOK, IMIiCIIS YOTO CTABUTHCS ABOKpAIIKa.

SIKmo Haka3 BHWJAETbCA HA MIJACTaBl IHIIOTO PO3MOPSAIUOrO JOKYMEHTAa, y KOHCTAaTYOYid YacTHHI
3a3HavyaroThCs Ha3Ba BUJy LIbOTO JOKYMEHTAa, 0ro aBTop, Aara, HOMEp Ta 3aroj0BOK.

Haxka3u HymMepyroThbcs B MOPSAAKY X BUJAHHS B MEKaxX KaJICHIAPHOTO POKY; HaKa3u 3 OCHOBHOI JisSUTBHOCTI,
PYXy VyUYHIB/BUXOBaHIIIB, aJMIHICTPAaTHBHO-TOCIOIAPCHKUX, KAJAPOBUX NUTaHb MAalOTh OKPEMY TOPSIKOBY
HyMepalilo. 3 METOI0 PO3pi3HEHHS TPyl Haka3iB J0 PEECTpaLifHOrO iHIEKCY Haka3y depe3 nedic T0TaeTbes
JiTepHa BIIMITKA, HAIPUKIIAT;



e HAKa3M 3 aIMIHICTPATUBHO-TOCIIOAPChKUX MUTaHb - No 02/02-2-r;
e HaKa3W 3 KaJipoBux nutanb — Ne 02/02-2-k;
e HaKa3W 3 pyxy yuHiB/BuxoBaHiis — Ne 22/03-3.

2. [IpoTOoKOJ - TOKYMEHT, Yy SIKOMY (DIKCYEThCS Mepedir BeIeHHs 3aCiIaHb, YXBAJICHHS PIICHb JOPATIUMHU
Ta KOJIETialbHUMHU OpraHaMu, KOMiCiSIMU TOIIO.

[IpoTokonu 3acizaHp MEAATOTIYHUX paj, IHIIMX JOPAT4UX Ta KOJETiaIbHUX OpraHiB CKIIAAAIOTHCS B
cTUCTIN ¢opMi. Y NPOTOKOJI, CKIAAECHOMY B CTHUCHIH ¢opmi, (IKCYIOThCA JHINE MPUHHATI pIlICHHS 0e3
neranizaiii mepediry 00OroBopeHHs MTUTAHHS.

VY pasi motpedu 3a pilIeHHSAM 3araJbHUX 300piB (KOH(pEpeHIlii) KOJEKTUBY MPOTOKOJN 3arajilbHUX 300piB
(xoH(]epeHT1iT) KOIIEKTUBY MOXYTh CKIQAATHUCS Y TIOBHIN (HOpMi.

Hywmepariiss mpoTokoJiB 3acijaHb NEeNaroriyHoi paau BEIEThCS B MEXax HaBYAIBHOTO POKY, IMPOTOKOJIIB
BHOOPHHX OPraHiB - y MeKaxX X TOBHOBA)KEHb.

Hywmepariiss mpoTOKOJIB BEAETHCS OKPEMO 3a KOXKHOIO TPYIOI0 IMPOTOKOMIB 3acifiaHb BiJMOBITHOTO
KOJIETiaIbHOTO OpraHy.

3. JlaToro mpOTOKOIY € 1aTa MPOBEACHHS 3aCiJaHHs.

3aroJioBOK 10 TEKCTY MPOTOKOIY Mae BigoOpakaTu BHJ 3acilaHHs (Hapana, 300pu, KOH(MEPEHIIis] TOIIO)
abo0 KoJeriabHOI ASUIBHOCTI (KOMicis, paja, 300pH, podoua rpyma ToIo) 1 BKIFOYATH Ha3BY BULY TIOKYMEHTA.

Tekct ITPOTOKOJIY CKIAAA€ThCA 31 BCTyrIHOi Ta OCHOBHOI YaCTHH.

VY BCTYNHIN YacTHHI TPOTOKONY 3a3HAYAIOTHCS TMPI3BHINA Ta iHINIadH TOJOBH ab0 TOJIOBYIOYOTO Ha
3aciJlaHHi, 300pax TOII0, CEKpPeTapsl, 3alPOLICHHX, a TAKOXK MPUCYTHIX 0ciO.

VY pa3i morpebu 3a pilIEHHSAM BIJMOBIHOTO OpraHy y CIHCKY MPHUCYTHIX 3a3HAyaroTbCs IOCAaAU
3anpouleHux oci0 Ta HallMeHyBaHHS YCTaHOB. SIKIIO KUIBKICTh MPUCYTHIX NepeBuIlye 15 ocib, 3a3HavaeThCs ixX
3arajibHa KUIbKICTb 3 TIOCHJIAHHSM Ha CIIUCOK, 10 I0/IA€ThCA 0 IPOTOKOITY.

4. BerynHa yacTHMHA MICTUTh MOPSAIOK JCHHM: MepetiKk po3IJsSHYTUX Ha 3acifaHHl nurtadb. [lopsmox
JICHHUH MOAA€THCS HAIPUKIHII BCTYTHOT YaCTHHHU.

Cnosa "[lopsnok qeHHMHA" IPYKYIOTBbCS BiJl MEXI JIIBOTO IMOJISA, MICHAS HUX CTaBUThCS JABOKpanka. KoxxHe
MUTaHHS HyMepYyeThesl apaObChbKUMU UG paMH 1 IpYyKyeTbes 3 ad3ary. PopMyBaHHS MUTaHb y MOPSAKY IEHHOMY
MIOYNHAETHCS 3 puiiMeHHuka "[Ipo".

5. OcHOBHa yacTHHa MPOTOKOIY CKJIAJAa€ThCS 3 PO3JAUIIB, SKI MalOTh BIANOBIAATH ITYHKTaM HOPSIKY
JeHHOTro0. P03/ HyMepyIoThCsl apabChbKUMU IIUPpamMH 1 OYAYIOTHCS 32 TAKOK CXEMOIO:

e 11151 ctucnoi popmu npotokouis: "CIIY XAJIN - YXBAJIWIIN",
o 17151 moBHOT hopmu nporokodis: "CIIYXAJIN - BUCTYIINIIA - YXBAJIMJIN".

[Ticns cnosa "CIIYXAJIN" 3 HOBOTO psijiKa 3a3HAYAIOTHCS MPI3BUIIE Ta 1HIMaIM (1HIIIaT IMEeH1) KOXKHOTO
JIOTOBigava.

VY moBHiit dopmi miporokony micas ciaoa "BUCTYIINIIN" ¢ikcyroTbCs BUCTYNH THX 0Ci0, SIKI B3sUIN
ydacTb B OOTOBOpPEHHI J0NOBiAI (DUTaHHS MOPAAKY JeHHOro). Buctymu odopmioroThesi B MPOTOKOII 13
3a3HaYeHHSAM I0CaJ, NPI3BHI Ta iHiianiB (iHiliandy), iMEH JOMOBiJauiB y HA3MBHOMY BiJIMIHKY, BUKJIAQJEHHSAM
3MICTY BHUCTYITY @00 TUTAaHHS, BIAMOBIII HA HHOTO.

6. TekcTu BUCTYIIB Y IPOTOKOJII BUKJIAJAIOTHCA BiJl TPETHOT OCOOM OJHUHH.



Tekcr abo Te3u nomoBiai, opopmieHi K OKpeMi JOKYMEHTH, 10 TEKCTY MPOTOKOIY HE BKIIOYAIOTHCA.
[Ticns BimoMoCTE# Tpo JA0TMOBI1aua CTaBUTHCS TUPE 1 3a3HAaYa€ThCs "TEeKCT TOTOBIII JOAAETHCS 10 MPOTOKOITY".

[Ticna crnoBa "YXBAJIMJIN" ¢ikcyeTbcss NpUiHATE pillleHHS 3 OOTOBOPIOBAHOTO IMHUTAHHS MOPSAKY
JIEHHOTO, SIKE Ma€ BKJIFOYATH CKJIaI0BI, 110 BIMOBIJAIOTh HAa TaKl MUTaHHS: KOMY, 11O 3pOOUTH 1 B SIKHH CTPOK.

VY pasi SKImo NpUAMAaeThCs PINICHHS MPO CXBaJCHHS, NOTOJDKEHHS, 3aTBEP/KCHHS JTOKYMEHTA, SKHI
0OTrOBOPIOBABCS HA 3aCiIaHHI, e TOKyMEHT JIOJA€ThCS JIO MPOTOKOTY. 32 HASIBHOCTI IHIIUX JOKYMEHTIB, IIIO
po3rsianvcs Ha 3acigaHHl Ta ¢akT oOroBOpeHHs SKUX Oyno 3adikcoBaHO B TEKCTI MPOTOKOJY, BOHHU
HYMEPYIOThCSI apaOChbKUMH LU paMu (HaIpuKIaa, 104aToK 1, mogatok 2). Y BIANOBIAHUX MyHKTaX MPOTOKOIY
MIPOCTABIISIOTHCS MMOCHIIAHHS Ha 111 JOJAaTKH.

[Tporokon mignmucye TOJOBYIOUMH Ha 3aciJaHHI KOJETiadbHOro (JOpaauoro) opraHy Ta cekperap (3a
HassBHOCTI). [IpoTOKOJ 3acijlanb KOMICIH MiAMUCYIOTh yCi YICHU KOMICI.

7. Jluctn ckiamaroThes 3 METOI0 OOMiHY iH(GOpPMAIlE0 MK 3aKJIaJoM Ta OpraHaMH JIEPXKaBHOI BIIAJIH,
OpraHaMH MiCIIEBOTO CaMOBPSIyBaHHS, 1X TOCAJOBHMH 1 CIIy’)KOOBUMH 0CO0aMH, 3aKjaJiaMd, yCTaHOBaMH,
oprasizarmisiMy Ta iHIMUMHU (HI3UIHUMH 1 FOPUAUIHUMH 0COOaMH.

bnanku nucTa MarOTh Taki peKBi3UTH:

e HAalMCHYBAaHHS 3aCHOBHHMKA (3aCHOBHHKIB) 3aKjally, OpraHy YIpaBliHHSA (Hanmpwkian, bepawdiBcbka
MiChbKa pajia, ynpaBIiHHS OCBITH);

e IOBHE HallMEHYBaHHS 3aKJIa/1y BIAMOBIIHO /10 YCTAHOBYUX JIOKYMEHTIB;

e JIOBIJIKOBI JaHi mpo 3akiaj (momToBa aapeca, HoMepu TenedoHiB, dakciB, paxyHKIB y OaHKy, aapecy
CJICKTPOHHOI TOIIITH TOIIIO).

PekBizuramu nucTta €: jgara, peecTpamiiiHUil 1HAEKC, TMOCWUJIaHHS Ha pPEeCcTpaliiHui 1HAEKC 1 Jary
JOKYMEHTA, Ha KU HaJaeTbCs BIAMOBIAL (3a MOTpeOU), aapecaT, 3arojoOBOK J0 TEKCTY, TEKCT, BIAMITKA Mpo
HasBHICTh JOJATKIB (3a MOTpedu), MANUC, BIAMITKA PO BUKOHABIIS.

JlaToro ucTa € jaTta Horo MiANKCaHHS, SIKa Ma€ 30iraTucs 13 1aTOI0 peecTpallii BUXiAHOT KOPECTIOHISHII]].

Texkct nMcTa BUKIAMAETHCA BiJ TEPIIOi OCOOM MHOXHHH 3 BHKOPUCTAHHSAM CIIB: "TIPOCHUMO
MOBIAOMUTH...", "pO3'ICHI0EMO, 1110...".

3a3Buuail y JIMCTI MOPYLIYETHCS O/HE MUTAHHS.

8. AKT - JOKYMEHT, CKJIQJIeHUW TPyMHor oci0 I 3acBiTYEHHS BCTAHOBJIEHUX (akTiB ab0 mojid. AKTH
oopMIIOIOTECSL 32 pe3ynbTaTaMHM peBi3iil  (piHaHCOBO-TOCIIONAPCHKOI AIAIBHOCTI, MiA Yac HpUAMaHHI-
TiepeaBaHHs CIIpaB, CIIUCAHHS MaifHa TOIIO.

JlaToro aKkTa € j1aTta Horo CKJIafgeHHS.
TekcT akTa cKi1agaeThes 31 BCTYMHOI Ta KOHCTATYIOUO1 YaCTHH.

VY BCTyIHIN YacTUHI 3a3HAYaIOThCA MiJICTaBH JJIs CKJIaJlaHHS aKTa Ta HA3MBAIOTHCS 0COOU, K1 CKJIAIH aKT
abo Oynu MPUCYTHI IPU LBOMY.

VY KOHCTaTyIOYill YaCTHHI BMKJIAQJAIOTHCA CYTh, 3aBIAaHHS, XapakTep BUKOHAHOI poOOTH, BCTaHOBJEHI
¢axTH, mpono3uii Ta BUCHOBKH. KoHCTaTyroua yacTuHa MOXe 0(pOpMITIOBATHCS Y BUTIISAI TaOIUII.

VY KiHLI TEKCTYy aKTa 3alHUCYIOThHCS JaHl PO KUIbKICTh MPUMIPHUKIB aKTa Ta iX MICIE3HAXO/KEHHS.
AKT MAMUCYIOTH yCi 0c0OH, K1 Opajii y4acTh y HOTO CKJIaJIaHHI.

Ocoba, ska Mae 3ayBaKEHHs J0 3MICTy aKTa, MIAMUCYE HOro 1 BUKJIANAE CBOIO JAYMKY Ha OKPEMOMY
apKyIIi, IKUI J0Ja€ThCs 10 aKTa.



IV. PeecTpanist JOKyMeHTIB
1. IokyMeHTH B 3aKjajJii OCBITH PEECTPYIOTHCS LEHTPATI30BAHO HE3AJICKHO Bij CIOCOOY iX CTBOPEHHS,
OJICpKaHHS YM BIATBOpEHHS. Y 3aKiaji OCBITM MOXE 3aCTOCOBYBATHCS aBTOMAaTH30BaHa (popma peecTparii
JOKYMEHTIB 3 BUKOPUCTAHHSIM CIeL1aJIbHIX KOMI'TOTEPHUX MPOTpam.

2. PeecTparisi JOKyMEHTIB 371l CHIOETHCS BIAMOBIAHO 10 [IpaBui opranizamii AiI0BOACTBA Ta apXiBHOTO
30epiraHHs JOKYMEHTIB.

3. PeecTpariisi TOKyMEHTIB IIPOBOJIUTHCS 3 METOIO 3a0e3IeUueHHs iX OO0JIiKYy, KOHTPOJIIO 32 BUKOHAHHSM 1
OIEPaTUBHUM BHKOPHCTAHHAM iH(POpMALi Ta MOJISrae y BeACHHI 3auCcy OO0IIKOBHUX JaHUX MPO JOKYMEHT, SIKUM
¢ikcyeTbcsi GakT CTBOPEHHS, BiANpaBiICHHS a00 OTPUMaHHS TOKYMEHTa MUISXOM IPOCTABJICHHS HAa HHOMY
peecTpaliifHoro iHIEKCy 13 3alMMcoM Yy BiIMOBIAHHUX KypHalax (0a3ax aBTOMAaTH30BaHUX CHCTEM) peecTparlii
HEOOX1THUX BIJIOMOCTEH MPO JOKYMEHT.

4. Peectpariii miansararoTh BXiHI, BUX1IHI Ta BHYTPIIIHI JOKYMEHTH (IOBIJIKH, JOTOBI/IHI 3allUCKHU, 3a5BH,
MIPOTOKOJIN 3aCiJIaHb MeJaroriYHuX pajl, KOMICIH TOIIO).

5. JIOKYMEHTH peeCTPYIOThCS JIMIIE OJIMH pa3: BXiJHI - y JIeHb HAJXOJKCHHs a00 HE Mi3HIIIe HACTYITHOTO
pobodYoro MHS, SKIOO0 JAOKYMEHT HAIIHIIOB y HEpPOOOYM dYac, CTBOPIOBaHI - y JeHb MmiAnucaHHsA abo
3aTBEPPKCHHSI.

6. JIOKyMeHTH, SIKi HAQJAXOIATh JT03aKIaay OCBITH, PEECTPYIOTBCS B JKypHalll BXiJHOT KOPECTIOHAEHII1, Ti,
IO BIANPABISIOTECS, - Y JKYpHaJll BUXIJHHX JOKYMEHTIB, BHYTPIIIHI - Y KypHail BHYTPIIIHIX JTIOKYMEHTIB,
HaKa3W - y )KypHaJlaX peecTparii HakasiB.

7. JIOKyMEHTH pPEECTPYIOThCS 3a TpylaMd 3aJIeKHO BiJl HAa3BU BHUJY, aBTopa Ta 3Micty. OKkpemo
PEECTPYIOTHCA:

e BXi/IHI IOKyMEHTH;

e HaKa3H 3 OCHOBHOI HisSJILHOCTI;

e HaKa3M 3 pyXy y4YHiB/BUXOBAHIIIB,;

e HaKa3u 3 aJIMIHICTPATUBHO-TOCTIOIAPCHKHUX MMUTAHb;

e HaKa3M 3 KaJIpOBUX MUTaHb TPUBAJIOIr0o 30epiranHs;

e HAKa3M 3 KaJIPOBUX MUTaHb TUMYACOBOTO CTPOKY 30epiraHHs;

e BHYTPIIIHI JOKYMEHTH (TIPOTOKOJH, IOBIIKH, JOMOBIIHI, TMOSCHIOBAIbHI 3alMCKH, 3asBHU TMPAI[iBHUKIB
TOIIO);

e OyXranTepchKi JOKYMEHTH;

e 3BEPHEHHS TPOMAJISIH, Y TOMY YHCHi 0aThKiB 200 3aKOHHUX MPEJCTaBHUKIB YUHIB;

e 3aMUTHU Ha MyOJ1YHY 1H(pOpPMAILLiIO.

8. JlokymeHTH, 10 NepenaroThCs ENEeKTPOHHOI MOUITOI Yy CKaHOBaHIM (opmi 06e3 eIeKTpOHHOTro
M(POBOrO MIANUCY, PEECTPYIOTHCS OKPEMO BiJ IHIIUX JOKYMEHTIB 13 3a3HAUEHHSM ENEeKTPOHHOI ajpecu
BI/IMMpaBHUKA Ta ajJpecara.

9. Ilixg ywac peectparii TOKyMEHTa HAJAa€ThCS YMOBHE MO3HAYECHHS - peecTpariiauii iHjekc. CkiamoBi
YaCTUHU PEECTPAIIHOTO 1HIEKCY MOKyMEHTa (KpiM 3BEpHEHb IPOMAsH) BiIOKPEMIIIOIOTHCS OJIHA BiJl OJIHOI
MPaBOOIYHOIO MMOXUIIOI0 PUCKOIO.

10. [ng BXiAHHUX JOKYMEHTIB pEeCTpalliiHUN 1HJIEKC CKIIAJAEThCsl 3 MOPSAKOBOTO HOMEpa Ta IHJEKCY
cnipaBu, Hanpukian 89/02-04, ne 89 - mopsaAKOBUI HOMEP JOKyMEHTa ymexkax poky, 02-04 - ingexc cnpasu 3a
HOMEHKJIATypOIO CIIPAB.



11. YV BUXigHOTO Ta BHYTPIIIHBOTO (32 BUHATKOM Haka3iB, IPOTOKOJIB) JOKYMEHTA PEeCTpaLliiHUM 1HIEKC
CKJTaJIa€ThCS 13 IHAEKCY CIpaBH 3a HOMEHKJIATYPOIO CIIPaB Ta IMOPSAKOBOro HoMmepa, Hampukiaan 176/02-04, ne
02-04 - ingexc cpaBu 32 HOMEHKJIATYPOIO CpaB, 176 - MOPSIIKOBHIA HOMEP JOKYMEHTA Y MEXKax POKY.

12. OdopmieHHs XypHaIIB BiIOyBaETHCS BIMOBIMHO A0 Tumnoi iHCcTpykii 3 ainoBosactea B 33CO.

V. CkiaiaHHsl HOMEHKJIATYPH CIIPaB
1. HomeHnknarypa crpaB - OOOB'SI3KOBMM Ul 3aKjajy CHUCTEMAaTU30BaHMH Iepenik Ha3B (3arojIOBKIB)
crpas, 110 (OPMYIOTHCS 13 3a3HAYEHHSM CTPOKIB 30epiraHHs CIpas.

2. HomeHkiarypa crpaB CTBOPIOETHCS 3 METOI BCTAHOBICHHS B 3aKja/ii OCBITH €IHMHOTO TOPSAKY
dbopmyBaHHS cnpaB, 3a0e3leueHHs iX OO0JiKy, OIMEepaTHBHOrO IOIIYKY TOKYMEHTIB 3a iX 3MICTOM 1 BHIOM,
BU3HAYCHHSI CTPOKIB 30€piraHHs CIpaB i € OCHOBOIO JJIS CKJIaJaHHS OMMCIB CIPaB MOCTIHHOTO Ta TPUBAIOIO
(monan 10 pokiB) 30epiraHHs, a TAaKOX JJis1 00JIIKY cIipaB TUMYacoBOro (110 10 pokiB BKIHOYHO) 30epiraHHsl.

3. Cxyaganns Ta oOpMIIEHHSI HOMEHKJIATYpH CHPaB 3[IHCHIOETHCS BiJIMOBITHO /10 BUMOT IJ1aBu | po3ainy
IV IlpaBun oprasni3zaiiii 1iJI0BOICTBA Ta apXiBHOTO 30epiraHHsl.

4. HomenknaTypa crpaB 3akjiajay OCBITH pO3pOOJSETHCA BiAMOBITAIBHOI 0CO000 (BiAMOBIIAIBHUMU
0cobaMM) 3a OpraHi3alito JiJT0BOACTBA.

5. HomeHknaTypa cripaB yXBaJIIO€ThCS eKcHepTHOW komiciero (mani - EK) 3akmanmy, sika CTBOPHOETBCS
BIZIIOBIHO 10 3aKOHOIABCTBA.

8. 3aknazx OCBiTH, y AiSTBHOCTI SIKOTO HE YTBOPIOIOTHCS JOKyMEeHTH HA®, moromkye HOMEHKIIATypy CIpaB
3 EK ympaBninnas ocBitu bepanuiBcbkoi Micbkoi paiu.

9. Homenkmnarypa crpaB 3akjiaqy OCBITH IIJUISTa€ TOTOJDKCHHIO YIPaBIIHHAM OCBITH bepaudiBchKoi
MICBKOI pajii OAMH pa3 Ha M'ATh POKIB a00 HEBIJIKIAAHO B pa3i ICTOTHHX 3MiH Y (OpMi BIACHOCTi, CTPYKTYpI,
GbyHKIIAX Ta XapakTepi podoTu.

10. [ToromkeHy HOMEHKIIATYpyY CIIpaB 3aTBEPKYE TUPEKTOP 3aKJIaly OCBITH.

11. HampukiHii pokKy HOMEHKIATypa CIpaB 3aKpUBAETHCS IMiJICYMKOBHM 3alllCOM IPO KaTeropii Ta
KUIBKICTD CIIPaB, 3aBEJACHUX Y BIMOBITHOMY POIIi.

12. Homenknarypa crnpaB 1mopoky (He mizHime 20 TpyaHsi) YTOUHIOETHCS, 3aTBEPIKYETHCS AUPEKTOPOM
3aKJIa/ly OCBITH Ta BBOJUTHCS B Jit0 3 01 CIYHSI HACTYITHOTO POKY.

V1. ®opmyBaHHS cnpaB, 30epiraHHs J0KYMEHTIB
1. ®opmyBaHHs cIlipaB - I'pyMyBaHHS BUKOHAHUX JOKYMEHTIB y CIIPaBM BiJIIMOBIHO 10 HOMEHKJIATypu
CIIpaB.

2. ®opmyBaHHS CIpaB 3aKjiaay OCBITH 3AIMCHIOETBCS 3 JNOTpUMaHHAM BuMOr IlpaBmn opranizartii
JIIOBOJ/ICTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB.

3. Haka3m 3 OCHOBHOI MisUTBHOCTI, aIMiHICTPaTUBHO-TOCTIOAAPCHKUX, KaJIpOBUX THTaHb Ta PYXY
YUYHIB/BUXOBAHIIIB I'PYIYIOTHCS B Pi3HI CIIPaBU y XPOHOJOTTYHOMY MOPSIKY BIJAMOBITHO /10 iX BUJIB Ta CTPOKIB
30epiraHHsl.

4. JlokyMeHTH, 3aTBEpKE€HI HaKa30M JUPEKTOpa 3aKjaay, € 10JaTKaMH J0 HbOTO 1 TPYIYIOTHCS pa3oM 13
UM PO3IOPSIYUM TOKYMEHTOM.

5. JluctyBaHHS TPYNYyeThCS 3a 3MICTOM 1 KOPECIOHAEHTCHKOIO O3HAKOK Ta CUCTEMAaTH3YEThCS B
XPOHOJIOTIYHOMY MOPSIJIKY: JOKYMEHT-BIANOB1/Ib PO3MIILYETHCS 32 JOKYMEHTOM-3aITUTOM.

6. AndaBiTHa KHUTA YYHIB/BUXOBAHIIB, >KypHAJIU TPYINH IOJOBXKEHOrO IHS, OOJIKY NpOIyIIEHUX 1
3aMIHEHUX YPOKIB, KHUTH OOJIIKy Ta BHJa4i CBIAONTB 1 JOJATKIB IO CBIJIONTB Npo 0a30BY 3arajbHy CEpPEIHIO
OCBITY, CBIIOIITB Ta JOJATKIB JI0 CBIJOLTB MPO MOBHY 3arajibHy CEpEIHIO OCBITY, 30JI0TUX Meaajel "3a BUCOKi
JOCSITHEHHST y HaBuaHHI" Ta cpiOHMX Menasnei "3a JOCATHEHHsI Y HaBYaHHI" MPOITHYPOBYIOTHCS, a CTOPIHKH
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HyMepyloThcsi. Ha ocTaHHiN CTOpPiHII KYpHATY/KHUTH POOUTHCS 3aITUC MPO KIJIBKICTh CTOPIHOK Y KypHaJIi/KHU3I,
10 MAMKUCYE AUPEKTOp 3akmany. [lianmuc nupekTopa CKpIITIOEThCS MEYaTKO0.

7. Y pa3i motpeOu 3a pillIeHHAM IMEAAaroridHol pajay y 3aKiai OCBITH MOXYTh CTBOPIOBATHUCS Ta BECTHUCS
HIIT1 )KypHaIH (KypHAJ IPaAKTUYHOTO TICHX0JIOTa, COIIaIbHOTO TIeIarora ToIo).

VIL.LEkcnepTu3a nuiHHOCTI JOKYMEHTiB.
ITopsinok MiAroTOBKH cnpas /10 NepeJaHHs AJs apXiBHOIO0 30epiranHs
1. ExcrnepTu3a LIHHOCTI JTOKYMEHTIB Ta MOPSJOK MIJrOTOBKM CHpaB A0 MEpelaHHs Uil apXiBHOTO
30epiraHHs 3AiHCHIOIOThCS Ha mifcTai [IpaBuin opranizaiii 1iI0BOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.

CreniaibHI BUMOTH 10 €KCIIEPTU3H I[IHHOCTI JOKYMEHTIB Ta MOPSIKY MiATOTOBKH CIIpaB JIO MepeIaHHs
11 apXiBHOTO 30epiranHs nependaueHi mieto [HeTpyKItieo

2. Jlns opranizamii Ta NPOBEICHHS EKCIEPTU3HM I[IHHOCTI JOKYMEHTIB, IIO YTBOPHJIHCS Yy AIIOBOJCTBI
3aKjaay OCBITH, Ta MOJAHHS PE3yIbTaTiB €KCIEPTU3H IIIHHOCTI qoKyMeHTIB Ha po3risia EITK apxiBHoro Bimairy
MiceKoi paau yrBoproetbesi EK 3akmany ocBitu. CrBopennss EK Ta opramizamis ii poGoTu 37iiiCHIOIOTHCS
BiIMOBiAHO 10 noctaHoBU Kabinety MinictpiB Ykpainu Bin 08 ceprusa 2007 poky Ne 1004 "IIpo mpoBeneHHs
eKCTIEepTH3U IIIHHOCTI JOKyMEHTIB" Ta Hakazy MiHicTtepcTBa roctuiii Ykpainu Big 19 uepBus 2013 poxy Ne
1227/5 "llpo 3aTBep/pkeHHS THUIIOBOrO TMOJOXKEHHS MPO EKCIEPTHY KOMICII0 JIEP)KABHOI'O OpraHy, OpraHy
MICIICBOTO CaMOBpSAYBaHHs, JEPXKAaBHOIO 1 KOMYHAQJIBHOTO IIiIPUEMCTBA, YCTAaHOBH Ta Oprasizamii',
3apeecTpoBaHoro B MinictepceTsi octuilii Ykpainu 25 uepBHs 2013 poky 3a Ne 1062/23594.

Cknax EK Ta monmokeHHsS Tpo Hel 3aTBEpIUKYIOTHCS HaKa3oM JUpeKTopa 3akiamy ocBitu. ['omoBoro EK
IIPU3HAYAETHCS OJUH 13 3aCTYMHMKIB IUPEKTOpa, CeKpeTapeM - ocola, BIAMOBiJajlibHA 3a JOKYMEHTH, LIO
MJUIATal0Th 30€piraHHIo Ta MEePEIaHHIO B apXiB.

Ho cxmany EK 3akmamy ocBiTM 3a iX 3roJI0I0 MOXXYTh BXOJUTH MPEICTaBHUKH YIIPABIIHHS OCBITH,
npopKoMy 3aKiazy.

3. CopaBu nocrtiiiHoro ta TpuBajioro (moHazg 10 pokiB) 30epiraHHs nepenaroTbes Ha 30epiraHHs ocoOl,
BIJIMOBIAANIbHINA 3a MITIOBOJCTBO, 32 OMHUCAMH, IO CKJIAJAIOThCA OcOo0aMU, BIAMOBiIAaIbHUMH 32 (OpPMYBaHHS
CIIpaB 3 BIJINMOBITHOTO HAIPSIMY.

[TpuiHATTS KOXKHOT CIIpaBH 3A1MCHIOETHCS Y IPUCYTHOCTI MpAL[iBHUKA, IKUH [IEpela€ TOKYMEHTH.

4. Y KiHII KOXXHOTO NMPHUMIPHHMKA OMUCY oco0a, BIAMOBIJalbHA 32 JIIJOBOJCTBO 1 apXiB 3aKiagy OCBITH,
MPOCTABJISE MIANKUC IIOAO0 MPUHHATTS COpaB 3 OOOB'SI3KOBUM 3a3HAYEHHSIM KUIBKOCTI (LMdpaMu 1 cIOBaMHM)
NepeaHuX CIIpaB 1 3a3HaYae JaTy.

5. Ilicng mpuMHATTS crpaB MOCTiiiHOro Ta TpuBajoro (moxHaa 10 pokiB) 30epiraHHs, 3 KaApOBHX MHUTaHb
oco0a, BIAMNOBiaJIbHA 3a JUIOBOJACTBO B 3aKjiajli, HA MIACTaBl OMHCIB CIIpaB, 3a SKUMH 3J1IHCHEHO NMPUUHATTS
JOKYMEHTIB, 32 BCTAHOBJIEHOIO (DOPMOIO rOTY€E piyHi PO3/ALIHN 3BEIEHUX OIHUCIB CIIPaB:

e NIOCTIMHOTO 30€epiraHHs;
e TpuBanoro (rmoxnay 10 pokiB) 30epiranus;
e 3 KaJpOBHX ITHTaHb.

Oco60t0, BIAMOBIJATHHOIO 32 IUJTOBOJACTBO CKJIAMAETHCS aKT MPO BUIIYUYEHHS ISl 3HUIICHHS JOKYMEHTIB,
He BHeceHux 10 HAD.

6. 3BeZIeHHI OIUC CTIpaB MOCTIHHOTO 30epiraHHs CKIAJA€ThCsl Y YHOTUPHOX MPUMIPHUKAX.

7. 3Benenuii onuc TpuBaioro (moHaxa 10 pokiB) 30epiraHHs CKIAAA€ThCs y TPHOX MpUMipHUKaX. J[o HBOTO
BKJIIOYAIOTHCS TAKOXK CHPABH, K1 32 HOMEHKJIATYpOIO CIIpaB MAalOTh CTPOK 30epiranHs "mo mikBimarmii 3akmamy".
[Ticnsa cxBanenns EK 3aknamy ocBiTH MpUMIpPHUKH OMKCY HAINPaBISIOTHCS Ha cxBajieHHs EK ympaBimiHHS OCBITH.
[Ticis moBepHEHHS BCiX MPHUMIPHHUKIB OMUCY HOTO 3aTBEPIKYE NUPEKTOp 3akiany. [lepmuii nmpuMipHUK onucy
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30epiraeTbcsi B 3aKjaji OCBITH SIK HEIOTOPKAHUH, IpYruil - € poOOYMM 1 BUKOPHUCTOBYETHCS Ul MOTOYHOTO
MOIIYKY CITpaB, TPETii MOYKE HAJCUIIATHCS JJII KOHTPOJIIO 10 YIPaBIIiHHS OCBITH.

8. Onmc crpaB 3 KapOBHUX MUTAHb CKIAAAETHCS y 3aKIa/li OCBITH, SIKHH:

e He € xepenoM popmyBanHs HAD - y ABOX npuUMipHHUKaX.

9. 3arosoBKM CHpaB OMUCY 3 KaJAPOBUX MUTaHb CHCTEMATU3YIOThCS 32 HOMIHATBHOK O3HAKOIO
(rpymyBaHHS B OJIHY CIIpaBy JIOKYMEHTIB OJTHOTO BU/Y) Y TaKii IMOCTIOBHOCTI:

e HaKa3M JIMPEKTOpA 3 KaJAPOBUX ITHTAHb;

e HaKa3u JUPEKTOPA 3 PyXy yUHIB/BUXOBAHIIIB;

e 00JIIKOBI JJOKYMEHTH;

e CIIMCKH YYHIB/BUXOBAHIIIB (ay1(paBiTHA KHUTa YUHIB/BHXOBAHLIIB);
e )KypHAJIA peecTparlii Haka3iB 3 KaJPOBUX IUTaHb;

e 0cCO0OOBI CIIpaBH IpalliBHUKIB,;

e KOHTPAKTH, TPYIOBi IOTOBOPH;

e OyXranTepchKi TOKyMEHTH (0COO0BI paXyHKH i3 3apo0iTHOI IJIaTu, B pa3i ix BICYTHOCTI - PO3paxyHKOBI
B1JIOMOCTI 13 3apIlIaTH);

e JIOKYMEHTH TIpo Tapuikarito (TapudikamiifHi BiJOMOCTI (CITUCKN));
e JOKYMEHTH TIPO IMPOBEJICHHS JEPKABHOI aTecTaIlii;

e KHUTU OOJIIKY 1 BHJadi CBIIONTB Ta JOJATKIB OO CBIIONTB Mpo 0a30BY 3arajibHy CEpeAaHIO OCBITY;
CBIJIONITB Ta JOJATKIB JIO CBIJIONTB PO TOBHY 3arajJibHy CEPEIHI0 OCBITY, 30J0THX Menaned "3a BHUCOKI
JOCATHEHHS Yy HaB4YaHHI" Ta cpiOHMX Meaaneil "3a qocsarHeHHs y HaBYaHHI'";

e JIOKYMEHTH NP0 HEIaCHI BUIMAAKH (aKTH, TPOTOKOJIN, BUCHOBKH, KypHAaJIN);
e XypHaJIU peecTpariii oci0, MOTEepHiINX B/l HEIACHUX BUTIAJIKIB;

e )KypHaJIX OOJIKY PyXy TPYAOBUX KHIKOK Ta BKJIJOK /IO HUX;

e )KypHaJI peecTpalii Haka3iB 3 pyxXy y4HiB/BUXOBAHIIIB;

e He3aTpeOyBaHi 0COOMCTI TOKYMEHTH MPalliBHUKIB (TPYIOB1 KHIKKH).

10. OcoboBi cmpaBu TMpamiBHAKIB BHOCATHCSA IO ONUCY 3a pPOKOM 3BUIBHEHHS TMpalliBHUKA 1
CHCTEMaTHU3YIOThCS 3a NMPI3BUIIIAMHU 3BUTbHEHUX MPALlIBHUKIB B al(aBiTHOMY MOPAIKY.

11. 3Beneni onucu crpaB MOCTIHHOTO, TpuBajoro (moHasa 10 pokiB) 30epiraHHs, 3 KaJJpOBUX MUTaHb Ta aKT
PO BUJIYYSHHS JUIs 3HUIIEHHS TIOKyMEHTIB, po3risaatoThest EK 3akimany ocBiTH 0JHOYACHO.

13. Onucu cnpas 3 KagpoBUX MUTAaHb Pa3oM 3 aKTaMHU MPO BUIYUYEHHS JJIS 3HUILEHHS JTOKYMEHTIB Micis
cxBanienHs ix EK 3aknany ocBitu mnogae Ha posrian EK yrnpaBiiHHS OCBITH.

14. TloromkeHi (cxBaJieHi) akTH HpO BWIYYEHHS JUIsl 3HUIIEHHS JOKYMEHTIB, He BHeceHux a0 HAD,
3aTBEPAKYIOTHCS AUPEKTOPOM.

15. Ilicns 3aTBep/p)KeHHS aKTa TPO BWIYYCHHS Ui 3HUIICHHS JOKYMEHTIB  Ma€ TPaBO 3HUIIUTH
JIOKYMEHTH.

16. upexTop 3akiany OCBITH 3000B'A3aHUN 3a0e3MeUUTH 30€pex eHHs JOKYMEHTIB, a y pa3l BKIIOUEHHS
3aKJIaay 10 CIHUCKY IOpUIUIHUX 0ci0 - mxepen ¢popmyBanHs HA®D micis 3aKkiHUYEHHS BCTAaHOBJICHUX TPAaHUYHUX
CTPOKIB X 30epiraHHsi B 3aKJia/ii OCBITH - 3a0€3MEUUTH MepelaHHs JOKYMEHTIB JUIs MOCTIHHOTO 30epiraHHs 10
BIJIMTOBI/THOI JIEp>KaBHOT apXiBHOI YCTAHOBH UM apXiBHOTO BIJILTY MICBKOI pajiy.



BUMOI'N
110 0(p)OpPMIIEHHS TOKYMEHTIB, 1110 BUTOTOBJIAKTHCA 32 JJ0NOMOI0K0 KOMII'IOTEPHOI TeXHIKH
1. JInst qpyKyBaHHSI TEKCTIB CITy>KOOBUX IOKYMEHTIB BUKOPUCTOBYeThCsS rapHiTypa Times New Roman,
mpudT - po3mipoM 12 - 14 apykapcbkux MyHKTIB. Jl03BOSETHCS BUKOPUCTOBYBATH MIpUPT po3mipom 8§ - 12
IPYKapChbKUX MYHKTIB Ui IpyKyBaHHs pekBi3uty "IIpi3Buine BUKOHaBIS 1 HOMEp #oro TenedoHy", BUHOCOK,
MOSICHIOBAJILHUX HAIKCIB 10 OKPEMHX EJIEMEHTIB TEKCTY JTIOKyMeHTa a00 HOTro peKBi3UTIB TOLIO.

[Tix wac npykyBaHHs 3aroJOBKIB J03BOJISIETBCS BUKOPHUCTOBYBATH HamiBXKUpHUN mpudt (mpsamuii abo
KYpCHB).

2. Tekct nokymeHTiB Ha namnepi popmaty A4 (210 x 297 MiTiMETpiB) peKOMEHI0BaHO APYKyBaTH depes 1 -
1,5 MixpsakoBoro iHTepBaiy, a popmary AS (210 x 148 minimerpiB) - uepe3 1 MiKpsSIIKOBUIT iHTEpBAJL.

JIOKyMEHTH TOBUHHI MaTH Taki MoJjs (MUTIMETPIB):
¢ 30 - 1iBe;

¢ 10 - mpage;

e 20 - BEpXHE Ta HUKHE.

PexBisutn nokymMeHTa (KpiM TEKCTY), fKI CKJIQHAIOTbCA 3 KUIBKOX PSIIKIB, JPYKYyHOTbCs uepe3 |
MDKpsiiKoBUiA iHTepBai. CkianoBi yacTuHu pekBi3uTiB "Anpecar", "['pud 3atBepmxenns"”, "I'pud noromxeHHs"
BiJJOKPEMITIOIOTHCSI OJTUH BiJl OJJHOTO uepe3 1,5 MiKpsIIKOBOTO iHTEpBaTY.

PekBizuTH JOKyMEHTA BiIOKPEMITFOIOTHCS OJIMH BiJ OAHOTO 4epe3 1,5 - 3 MUKPSAIKOBUX IHTEPBAIIH.
3. Ha3Ba Buly JOKYMEHTA APYKYEThCS BETMKHUMH JIITEPAMHU.
4. PosmudpyBanns nianucy B peksizuti "llianuc" npykyeThcs Ha piBHI OCTAHHBOTO PsIJIKA HAa3BH MOCA/IH.

5. He poGuTthcs BiACTYMN BiJl MEXI JIIBOro MoJist A pekBi3uTiB "Jlata qokymeHnTa", "3aroyioBok /10 TEKCTY
nokymenra", "Tekct" (6e3 ab3ariB), "BinMiTka npo HasBHICTH Aoaatkis", "lIpi3Buille BUKOHABIA 1 HOMEP Horo
tenegony", HaliMeHyBaHHS nocagu y peksizutax "[lignuc" ta "I'pud mnoromxenHsa", Hanucy "3riiHo 3
opurinanom", a Takox ciniB "CIIYXAJIN", "BUCTYIIUJIN", "YXBAJINJIN", "HAKA3VYIO".

6. 3a HasgABHOCTI KUIbKOX TpHU(iB 3aTBEpIKEHHsS 1 MOTOPKEHHS BOHU PO3MILIYIOTHCS Ha OJHOMY piBHI
BEPTUKAIbHUMHU psiikamu. [lepmmii rpud - Bix Mexi JiBOro mojis, Apyruil - depe3d 104 mimimeTpu BiJ Mexi
JIBOTO MOJIL.

7. Ilixg yac opopMIIeHHS AOKYMEHTIB Ha JBOX 1 OUIbllIe CTOpIHKaxX ApPyra Ta HacTYINHI CTOPIHKU MaroTh
OyTtu nmpoHyMmepoBadi. [lepia ctopinka He HyMepyeThCs.

8. TekcTH NOKYMEHTIB MOCTIHHOTO 30epiraHHs OpyKylOTbCs Ha OJHOMY Oormi apkyma. JlokymMeHTH i3
CTPOKOM 30epiraHHs 10 5 poKiB MOKHA IPYKyBaTH Ha JUI[bOBOMY 1 3BOPOTHOMY OOI1i apKyIla.

ITEPEJIIK
AOKYMEHTIB, HAa SIKHX MiINMUC JUPEKTOPA 3aCBiAYYEThCA BiIOMTKOM NEYaTKH KON
1. AkTH (BUKOHaHHSI poOIT, CIMCAaHHS MaTepiaJbHUX ILIHHOCTEH, (PIHAHCOBUX NEPEBIPOK, BUIYUCHHS
JOKYMEHTIB JJIsl 3HUIIEHHS, [IepeJaBaHHs CIPaB TOIIO).

2. JloBigku (1Mpo BUKOpUCTAHHS OIOJKETHUX aCUTHYBaHb Ha 3apOO0iTHY IJIaTy, HapaXyBaHHS 13 3ap0OITHOT
IIJIATH TOIIIO).

3. JloroBopu (mpo MartepiajibHy BiAMOBIIANbHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHUIITBO, MIAPSAIN, OPCHIY
MPUMIIIEHb, BUKOHAHHS POOIT TOIIO).

4. IokyMeHTH ([IOBiAKH, IIOCBITYCHHS TOIIIO), [0 3aCB1IYYIOTH MpaBa TPOMAJISH 1 FOPUANIHHUX OCiO.
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5.

JlopydeHHs Ha oJiepyKaHHs TOBapHO-MaTepialIbHUX I[IHHOCTEH.

6. 3aBnanHs (Ha TPOCKTYBaHHS 00'€KTIB, TEXHIYHUX CHOPY/, KamiTaibHe OyAIBHULITBO, TEXHIYHI TOIIIO).

7. 3pa3ku BIAOWUTKIB TE€YATOK 1 MIAMKCIB TpAIiBHUKIB, SKI MalOTh MpaBO 3/1HCHIOBATH (HiHAHCOBO-
TOCIIOIapPChKI Omepartii.

8. Komrropuc BuTpar (Ha KaabKYJISIIiI0 3a JOTOBOPOM, Ha KaIliTajabHe OY/IIBHUIITBO TOIIIO).
9.

10. Omucu cripaB nocriiiHOTO, TpUBaANIOro (monax 10 poki) 30epiranus, 3 KaJpoOBUX MMUTAHb.

Jluctu rapanTiitHi (Ha BUKOHAHHS POOIT, HaAaHHS TOCIIYT TOIIIO).

11. ltaTHi po3nucH.

12. TpyIOBi KHMKKH.

w0

9.

ITEPEJIIK

AOKYMEHTIB, 110 He Ii/VIAralTh peecTpauii cneniaaibHO NPU3HAYEHOIO /ISl IHOT0 000010

. 'padiku, Hapsiiu, 3asBKH, PO3HAPSIKH.

. 3Be/ieHHs Ta iHpopMaIlis, HaIicaaHi 10 BijaoMa.

. HaBuanbHi 11anu, ocBiTHI mporpamu (Korii).

. PeximamHi moBiJOMIICHHS, TIJIaKaTH, IPOTrpaMu HapaJl, KoH(EpeHIIii TOIIO.
. Hopmu BuTpar marepiaiis.

. BiTanpHi IMCTH 1 3amIpOIIEHHS.

. JlpyxoBaHi BU1aHHS (KHUTH, )KypHaJIU, OIOJIETEH]).

. MicsuHi, KBapTalbHi, MiBPi4HI 3BITH.

@dopMH CTaTUCTUYHOI 3BITHOCTI.

10. Horosopwu.

Peectpauiiinuii :kypHaJI Haka3iB IMpeKTOpa 3aKJa1y OCBITH

IIpi3Buine,
HILIAN . o
) [Ipi3Buie, 1HIIIATH
o . TIpaIliBHUKA, . . N
Peectpaniiinumii BI/IMOB1IANIBHOT
. JlaTa Ha KOT0
1HIeKC (HOMEDp) 3aroy0BOK HaKa3y . ocobu
HakKazy MOKJIa/IeHU I . .
Hakazy (BLAMOBIAAIBHUX
KOHTPOJIb 32 .
oci0)
BUKOHAHHS
Hakazy
1 2 3 4 5
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