K3 «JIMCUYAHCBHKA CIIELIIAJII30OBAHA IIKOJIA I-1II CTYIIEHIB Ne 8
JIMCUYAHCBHKOI MICBKOI PAZIN JIYT AHCBKOI OBJIACTI»

HAKA3
21.12.2018 p. Ne 552

[Tpo 3aTBepmkenHs [HCTPyKIIT 3 A1IOBOICTBA
y K3 «Jlucnyancpka crenianizoBaHa MKoja
[-1IT ctyneniB Ne§ Jlucuuancbkoi MiCbKOI paau
Jlyrauncekoi o0acti»

Bianosinno no nynkty 8 IlonmoskeHHs mpo MIiHICTEpPCTBO OCBITHM 1 HAyKH
VYkpainu, 3arBep/pkeHoro mnoctaHoBoro Kabinery MinicTpiB Ykpainu Big 16
#oBTHS 2014 poky Ne 630, nmynkty 369 miany npioputeTHux aid Ypsay Ha 2018
pIK, 3aTBep/KEeHOTO posnopspkeHHsM Kabinety MinictpiB Ykpainu Big 28
oepesns 2018 poxy Ne 244-p,

HAKA3VYIO:

1. 3arBepautu IHcTpykuio 3 nutoBoacTBa y K3 «Jlucnyanceka crnemiani3zoBaHa
mkona [-1II cryneniB Ne 8 JIucuyancbkoi Micbkoi paau JIyrancbkoi 00sacTi», 110
TIOJTAETHCSL.

2. s inctpykiis Habupae ynaHOCTI 3 01.01. 2019 poxky.

3. KoHTpomb 3a BUKOHaHHSM IIOTO HaKa3y 3ajMINalo 3a COO0IO.

JupexTop mKoau I''M. Hukudopenko



3ATBEP/IKEHO
Haxka3 K3 «/Iucnyancbka cneniaiizoBaHa K012
I-I1I cryneniB Ne 8 JIucu4aHcbKoOi MicbKOI pagu

JIyrancbkoi 06s1acTi»
21.12. 2018 p. Ne 552

Incrpykuis 3 gitoBoacrea K3 «JIlucnuancsbka cneniagizoBana mkodia I-I11 cryneniB Ne 8
JIncuyancbkoi Micbkoi paau Jlyrancbkoi oos1acti»

1. 3arajJpHi moJioxeHHsa

1. s IHcTpyKuis BCTaHOBIIOE 3arajbHi BUMOTH IIOJO JOKYMEHTYBAHHS YIPaBIiHCHKOI
iHdopmMarii Ta opranizarii podbotu 3 nokymeHTamu y K3 «JlucuvaHchka creriaaizoBaHa IIKoJia
[-IIT crymeniB Ne 8 Jlucuyancbkoi Micbkoi paau Jlyrancekoi obmacti» (nani — HaBYaJTbHHMA
3aKiIan).

2. JloTpuMaHHS BUMOT MIOAO TMOPSAKY BEICHHS JOKYMEHTYBAaHHS, BCTAHOBJICHUX III€I0
[HcTpykii€ro, € 000B'I3KOBUM JIJIsl BCIX MPAaIliBHUKIB HABYAIBHOTO 3aKJIATy.

3. linoBOACTBO y HaBYAJILHOMY 3aKJIajli OPraHi30BYEThCS BiIMOBIMHO 110 mi€i [HCTpyKii,
sKa po3po0OiieHa Ha ocHOB1 [HCTpyKIIii 3 1TOBOACTBA y 3aKjIa/iax 3arajibHOI CEPEIHbOI OCBITH.

4. Opranizaimisi AUTOBOACTBA i KOHTPOJIb 33 CBOEYACHUM PO3IIIAIOM Ta MPOXOKCHHIM
JOKYMEHTIB y HABYAILHOMY 3aKiaji 3IiHCHIOITHCS BiAMOBITATBLHOI 0C00010 (CekperapemM
HABYAJILHOT'O 3aKJIay).

5. Tlopsaok opranizaiii A1TIOBOJCTBA 32 3BEPHEHHSAMH T'POMAJISH, 3aIUTAMH Ha MMyOJIi4HYy
iH(popmariro Bu3HavyaeThest 3akoHamu Ykpainu "lIpo 3BepHenHs rpomansH", "lIpo moctyn mo
nyOmiuHoi iHpopMmarrii”.

6. i0BOACTBO 3/IHCHIOETHCS AEP)KaBHOIO MOBOIO. JIOKYMEHTH CKIIAJaf0ThCs JePKABHOIO
MOBOIO, KpiM BHIIaJIKiB, Ilepe10aueHruX 3aKOHOJIaBCTBOM MPO MOBU B YKpaiHi. JIoKyMeHTH, sKi
HAJICUJIAIOTHCA 1HO3EMHHM ajapecaraMm, O(GOPMIIIOIOTHCS YKPaiHChKOI MOBOK, a00 MOBOIO
JepKaBu-aipecara, abo OJIHI€I0 3 MOB MIKHAPOJIHOTO CIIKYBaHHS.

7. Crpoku 30epiraHHsi JOKYMEHTIB, 110 CTBOPIOIOTHCS IMiJI Yac JISJIBHOCTI 3aKiajny,
BU3HAYal0ThCs Haka3zoM MiHictepcTBa roctuii Ykpainu Big 12 kBitHa 2012 poky Ne 578/5 "IIpo
3aTBepkeHHsT [lepenmiky THIOBUX JIOKYMEHTIB, IO CTBOPIOIOTBCS TiJ 4Yac isUTbHOCTI
JEp>KaBHUX OpPTraHiB Ta OpPraHiB MICIEBOTO CaMOBPSIYyBaHHS, 1HIIUX YCTaHOB, MiAMPUEMCTB Ta
oprasi3zalii, 13 3a3Ha4€HHSM CTPOKIB 30epiraHHs JOKYMEHTIB", 3apeecTpoBaHUM y MiHICTEPCTBI
foctuii Ykpainu 17 kBiTHs 2012 poky 3a Ne 571/20884 (31 3MiHaMu).

Il. 3aranbHi BUMOIrH 10 CTBOPEeHHS, 0()OPMJICHHS Ta IOKYMEHTYBAHHS
ynpasJiHcbKol iHpopManii

1. JloxyMeHTyBaHHS yHpPaBIIHCHKOI 1H(OpMali HaBYAJBHOTO 3aKJaAy MOJsIrae y
CTBOPEHHI JOKYMEHTIB, 1110 CIPSIMOBaHI Ha BUPILICHHS YIPABIIHCHKUX PIllICHb.

2. Ha3Ba Buay nmokymeHTa (HaKas, MPOTOKOJ, JOTIOBIHA 3alMCKa TOIIO) MA€ BiJMOBIIaTH
Ha3BaM, nependaueHuM po3aiioM 3 JlepskaBHOro KiacHQikaTopa YHpaBIiHCHKOI JOKYMEHTAIil
JK 010-98, 3arBepmkeHoro HakazoM JlepaBHOTO KOMITETY YKpaiHM MO CTaHAapTU3alii,
metpodorii Ta ceptudikamii Big 31 rpyaus 1998 poky Ne 1024 (31 3minamu). OdopmiieHHS
PEKBI3UTIB OpraHi3zalifHO-pO3NOPSAAY0l JOKYMEHTAIlll Ta MOPSAIAOK IX pO3TallyBaHHS MAaioTh
BignoBigatu HarionansHomy cranmapty VYkpainm "JlepxkaBHa yHiikoBaHa cucTeMa
JOoKyMeHTallli. YHi(ikoBaHA CHCTeMa OpraHi3aIliiHO-pO3MOpsAIdoi JOoKyMeHTallli. Bumoru mo
opopmmtoBanHs gokymentiB. JICTY 4163-2003", 3arBepikeHOMY Haka3oM J[lepxaBHOro
KOMITeTy YKpaiHu 3 MUTaHb TEXHIYHOTO PEryJIIOBaHHS Ta CIOXHBYOI MOJMITUKH Bif 07 KBITHS

2003 poxy Ne 55 (mauni - JICTY).



3. Y HaBUaNbHOMY 3aKJIaJi MOXYTh BUKOPHCTOBYBATHCS TaKi OJAHKH JOKYMEHTIB:
® 3arajibHUil 0JIAHK JJI CTBOPEHHS Pi3HUX BUIIB JTOKYMEHTIB (0e3 3a3HaUeHHS Y
0JIaHKY Ha3BU BUY T0KYMEHTA);
e OJIaHK JINCTA;
e (0JaHK HakKa3zy.

Bumoru 10 oopmiieHHS TOKYMEHTIB, 1110 BUTOTOBJISIOTHCS 32 JOTIOMOTOK KOMIT'IOTEPHOT
TEXHIKH, HaBeJIEHO B oaaTKy 1 g0 miel [HeTpykiii.

4. TlocaioBi 0cOOM MIIMUCYIOTh TOKYMEHTH B MEXaX CBOiX MOBHOBa)XEHb, BU3HAUEHUX
3aKOHOJIAaBCTBOM YKpaiHH, CTAaTyTOM HaBYAJIBHOTO 3aKjaay, IOCAJOBUMH I1HCTPYKIISMHU,
HaKa30M PO PO3MOILT 000B'A3KIB MiXK KEPIBHHKOM 3aKJIaly Ta HOTO 3aCTYITHUKAMHU TOIIIO.

BinbutkoMm mewatku 3akiany 3acBiIUYIOTh MiJNHC MOCAJ0BOI 0coOM Ha JTOKyMEHTax i3
MMTaHb OpraHi3aliiHoil Ta (iHaHCOBO-TOCIIOAAPCHKOT AISUTPHOCTI 3a MEPENiKOM TOKYMEHTIB, Ha
SKUX MIAMAC TOCaT0BOI OCOOM 3aCBIAUYETHCS BIIOMTKOM I€UATKW 3aKJaay, HaBEICHUM Y
JIoaaTKy 2 1o 1iei [HeTpykiii.

BinOuTok meuaTKM CTaBHTBCS Tak, W00 BiH OXOIUIIOBAaB OCTaHHI KiTbKa JIiTEp
HallMEHYBaHHA MMOCaJu 0cOOH, siKa Mignmucaia JOKYMEHT, aje He MiAMKC MocaaoBoi ocodu, abo
IPOCTABISETHCS HA OKPEMO BHIUICHOMY JUIsl IOTO MicIli 3 BiamiTkoro "M. I1.".

5. HapuanpHMil 3akiag MoXke 3acBiIUyBaTH KOIMIi JHUIIE THUX JOKYMEHTIB, IO
CTBOPIOIOTHCSI B HHOMY, a TAKOXK Y BHIIAJKaX, IepeadadueHnx B ad3alli APyroMy bOro MyHKTY.

VY pa3i miAroTOBKM JOKYMEHTIB AJisi HAJaHHS CYAOBUM OpraHam, MiJl 4ac BHUPIIICHHS
NUTaHb 100 MPHHHATTS IPOMAISH Ha poOOTY, HAaBYAaHHS, 3aCBITYCHHS X TPYIOBHX Ta IHIIUX
IpaB Yy B3a€EMOBIJHOCHMHAX 13 3aKJIaJoM, a TaKOXK IMiag yac QopMyBaHHS OCOOOBUX CIIpaB
NpaliBHUKIB 3aKJIa/l MOYKE BUTOTOBIIATH KOIIii TOKYMEHTIB, BUAAHUX 1HIIMMHU yCTaHOBAaMH (KOTIii
JIOKYMEHTIB PO OCBITY TOIIIO).

Binmitka "Komist" mpocTaBise€ThCsl Ha JMIILOBOMY OOIl y BEPXHBOMY IPABOMY KYTKY
MEPIIOro apKylla JOKYMEHTA.

Komii Haka3ziB, iHIIMX JOKYMEHTIB 3acBi4ye€ BiQIOBiJaJlbHA 0c00a 3a OpraHi3aliio
JTOBOACTBA Y 3aKJIaIi.

6. YV pasi moTpeOM NPOBEACHHS OIIHKK JOIUIBHOCTI CTBOPEHHS JIOKYMEHTa, HOTro
OOTpYHTOBAHOCTI Ta BIATMOBITHOCTI 3aKOHOAABCTBY 3/1HCHIOETHCS TIOTOIKEHHSI TOKYMEHTA.

[ToropkeHHsT JOKYMEHTIB MOXe€ 31MCHIOBATUCH MOCAJAOBUMH 0COOAMH  HAaBUAIBHOTO
3aKiaay, sKli BIAMOBIAHO JO X KOMIIETEHI[] BHUPIIIYIOTH MUTaHHS, MOPYLIEHI B JOKYMEHTI
(BHYTPpIIIHE MOTOKEHHS), @ TAKOK 3a1HTEPECOBAHUMH YCTAaHOBAMH (30BHIIIHE TIOTOPKEHHS).

[ToromxeHHsT JOKYMEHTIB 3A1MCHIOETHCS BIAMOBIIHO 1O BUMOT Haka3zy MiHicTepcTBa
foctunii Ykpainu Big 18 uepHs 2015 poky Ne 1000/5 "IIpo 3atBepmxenns [IpaBun opranizarii
JIOBOZICTBA Ta apXiBHOIO 30epiraHHs JOKYMEHTIB y JIEp’KaBHMX OpraHax, opraHax MICLEBOTO
CaMOBpslyBaHHS, Ha MIANPHEMCTBAX, B YyCTaHOBaX 1 oOpraHizamisx", 3apeecTpoBaHOrO Yy
MinictepetBi toctuilii Ykpainu 22 gepHs 2015 poky 3a Ne 736/27181 (mami - Ilpasumma
oprasizauii A1JI0OBOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB).

['pu¢ moromxeHHs po3MillyroTh Huxk4e pekBizuty "[lianuc". Bin ckiamaeTscs 31 cioBa
[IOI'O/IXKEHO (6e3 nmamok), Ha3BM MOcaad OCOOH, fKa TMOTOHKYE JIOKYMEHT (pa3oM 3
HallMEHYBaHHAM 3aKJIajy), NIAMKUCY, 1HIMiany(iB) 1 MPi3BUILA, TATH MOTOKEHHS.

IIpuknan:

[MOI'OI’KEHO

Mupextop K3 «JIncnyancoka
crneranizoana mkoda I-111
cTymneHiB Ne 8

[Mignuc Ininian(u), npi3Buiie
05.09.2018

7. 3aTBep/KEHHS YIMPABIIHCHKUX JIOKYMEHTIB 3/IMCHIOETBCS OCOOMCTO KEPIBHUKOM
3aKJIay BIAMOBIAHO 110 HOro MOBHOBaXEHb a00 pO3MOPSIYMM JOKYMEHTOM 3aKJIaay i3
3a3HauEHHSM Ha JIOKYMEHTI1 rpuda 3aTBepPKeHHs, OPOPMIIEHOTO BIIOBIIHUM YHHOM.



[Topsimox 3aTBEepMKEHHSI MOKYMEHTIB 3IiHCHIOETHCS BignmoBimHo ao [IpaBun opranizamii
JIIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB.
['pud 3arBepmxenHs ckinamaetses 3i cnoBa 3SATBEPJXKVYIO (6e3 namok), Ha3Bu mocajy,
MiAnMCy, iHimiany(iB) 1 mpi3BUIA 0COOH, sIKa 3aTBEpInjIa JOKYMEHT, JaTH 3aTBEPKCHHSI.
ITpukian:
3ATBEP/KYIO
Mupextop K3 «JIucuyancoka
crnerjanizoana mkoia I-111
cTymneHiB Ne 8
[Migrmuc Taimian(u), npizBuiie
05.09.2018
VY pasi 3aTBepAKEHHS JTOKYMEHTa PIIICHHSAM KOJIET1albHOTO Oprany rpu¢ 3aTBepKCHHS
cknamaerbes 31 cnoBa 3ATBEPJDKEHO (6e3 nmamok), Ha3Bu, JaTH 1 HOMEpa IOKyMEHTa Yy
HA3UBHOMY BIJIMIHKY.
ITpukian:
3ATBEP/[’KEHO
[Tporoxoi 3acinaHHs
NeAaroriyHol paau
K3 «JIucuuancoka
cnenianizoana mkoia I-111
cTymneHiB Ne 8
06.09.2018 Ne 4

I11. Oco0sMBi BUMOTH 10 CKJIAJAHHA JesIKUX BUIIB JOKYMEHTIB

1. Haka3z - po3nopsauuii JOKYMEHT, SIKUIl BHJAa€ KEpIBHUK HABYAJIbHOI'O 3aKiajy Ha
npaBax €IMHOHAYABHOCTI Ta B MeEXax CBOEI KOMIETEHIii, OOOB'SI3KOBUIl JUII BUKOHAHHS
nignernuMu. Hakasum BHJAIOTBCS 3 OCHOBHOI AiSUIBHOCTI, aJMiHICTPaTUBHO-TOCHOJAPCHKUX,
KaJpOBUX MUTAaHb HABYAJIBHOTO 3aKJaay, a TAKOXK PyXy Y4UHIB.

Haxka3u 3 0CHOBHOI AisITBHOCTI, a/]MiHICTPaTUBHO-TOCIIOJAPCHKUX, KaJPOBUX MUTaHb, PyXY
YUHIB/BUXOBAHLIB MiNUCYIOTHCSI KEPIBHUKOM HaBUYaJIbHOIO 3aKjiajay, a 3a HOro BIJCYTHOCTI -
0c00010, sIKa BUKOHYE HOro 000B'S3KH, Ta pEECTPYIOTHCS B XKYpHAJaxX peecTpallii Hakas3iB.

[Ticns migmucaHHs Haka3y 3MiHM 70 HBOTO BHOCSTBHCS JIMIIE NUISIXOM BHIAHHS HOBOTO
Haka3y [po BHECEHHS 3MiH.

Hakaz odopmittoeThest Ha OJ1aHKY HaKa3y HaBYAIBHOTO 3aKJIATy.

3MiICT Haka3y CTHMCJIO BHUKJIAIAETbCA B 3aroJIOBKY, SIKWH MOYMHAETHCA 3 NPUHMEHHHKA
"IIpo" Ta cknamaeTbes 3a gornomMororw BijmiecaiBHoro imeHHuka ("IIpo 3atBepmxenns...", "IIpo
cTBOpeHHs...") abo imenHuka ("IIpo migcymku...").

TekcT Haka3y 3 OCHOBHOI AISUIBHOCTI, aJAMIHICTPATUBHO-TOCTIOAAPCHKUX NMUTaHb Ta PyXy
YUYHIB/BUXOBAHI[IB CKJIAJIA€THCS 3 IBOX YaCTHH - KOHCTATyr04o1 (IIpeaMOyin) i po3nopsiayoi.

VYV KoHcTaTyloulll 4YacTHHI 3a3HAuYa€ThCsl MiJCTaBa, OOIPYHTYBaHHA a00 MeTa BUIAHHS
Haka3y. Posnopsaua yactuHa Haka3zy nounHaeTbed 13 cnoBa "HAKA3VIO", ake apykyerbes 3
HOBOTO psi/IKa BEJIMKUMHU JiTepaMu 06e3 BIACTYITY BiJ] JIIBOTO MOJIS 1 JIAMOK, MICJISl YOTO CTaBUTHCS
JIBOKpAIKa.

Skuo Haka3 BUAAETHCS HA MIJACTaBl IHIIOTO PO3MOPSIYOro TOKYMEHTA, Y KOHCTATYyIoUli
YaCTHHI 3a3HAYAIOTHCS HA3Ba BUAY 1IbOTO JIOKyMEHTa, HOro aBTOp, 1aTa, HOMEpP Ta 3aroJ0BOK.

Haxa3n HyMepyroThCs B TOPSAKY iX BHIAHHS B MeXaX KaJleHIApHOTO POKY; HaKa3W 3
OCHOBHOI [ISUIBHOCTI, PyXy Y4YHIB/BHXOBaHIIIB, aJMiHICTPaTUBHO-TOCIOJAPCHKUX, KaJpOBUX
NUTaHb MAalOTh OKpEMY TMOPSAKOBY HyMepaliio. 3 METOI PO3pI3HEHHS Tpyl HakasziB [0
peecTpaliitHoro iHeKkCy Hakasy uepes Jedic J01aeThes JTiTepHa BiAMITKA, HATPUKIIA:

e HaKa3H 3 a/IMiHICTPATUBHO-TOCNIOJAAPCHKHUX MUTAHB - Ne 2-1;
e HAKAa3M 3 KAAPOBHUX NUTAHb — Ne 2-K;




e HaKa3W NP0 HAJAaHHS WIOPIYHHX OCHOBHMX BiJIlyCTOK Ta BilIlyCTOK y 3B'SI3KY 3
HABYAHHSAM NPANiBHUKIB - Ne 2-B;
e HAKa3W 3 PyXy y4YHiB/BUXOBaHUiB — Ne 2-y.

2. IIpoTOKOA - MOKYMEHT, y KOMY (IKCYeTbCsl TepeOir BeAeHHs 3aciiaHb, YXBaJCHHS
pillleHb TOpaAYMMH Ta KOJIETiaAIbHUMHU OpraHaMu, KOMICISIMHU TOIIIO.

[IpoTokonu 3aciaHb MENaroriyHUX paj, IHIIUX JOPaJAYUX Ta KOJIETIaJbHUX OpraHiB
CKJIaJIAIOThCSI B CTUCIIN (hopMi. Y MPOTOKOIMI, CKIQAEHOMY B CTUCHIN (opMi, PIKCYIOThCS JIUIIIE
MIPUIHATI pilieHHs O0e3 AeTaiizallii nepediry o0roBopeHHs MUTaHHS.

VY pa3i morpebu 3a pimieHHSIM 3arajdbHUX 300piB (KOH(pEpeHIii) KOJIEKTUBY MPOTOKOIH
3arajbHUX 300piB (KOH(EPEHIIiT) KOJIEKTUBY MOXKYTh CKJIAJaTHCS y IMOBHIN GopMi.

Hymepanis npoToKoJiB 3acifiaHb MEAaroriyHoi pajaud BEAEThCS B MEXax HABUAIBHOTO
POKY, IPOTOKOJIIB BUOOPHUX OPraHiB - y MeKax iX MOBHOBAYKEHb.

Hymepanis mpoTOKOMIB BEIETbCS OKPEMO 3a KOXKHOIO TPYIOI0 MPOTOKOJNIB 3aciaHb
BIJIMOB1THOT'O KOJIET1AJIBHOTO OpPTaHy.

3. JlaToro mpOTOKOIY € J1aTa MPOBEACHHS 3aCiTaHHS.

3arooBOK 0 TEKCTy IMPOTOKONY Mae BimoOpakaTu BuJ 3acimaHHs (Hapana, 30opw,
KOH(epeHIIist TOII0) abo KoJeTianbHOI AisUTBHOCTI (KoMicis, pana, 300pu, podoya rpymna Tomo) i
BKJIIOUATH Ha3BY BHUY IOKYMEHTA.

TeKcT mpOTOKOITY CKIIAIA€ThCS 31 BCTYITHOI Ta OCHOBHOT YaCTHH.

Y BCTymHIA 4YacTHHI TPOTOKONY 3a3HAYalOThCA IMpPI3BHINA Ta 1HILIATH TOJOBH abo
TOJIOBYIOUOTO HA 3aciJlaHHi, 300pax TOIO, CeKpeTaps, 3alIPOIICHIX, a TAKOXK IMPUCYTHIX 0CI0.

VY pasi norpebu 3a pillIeHHSM BIAMNOBITHOTO OPraHy y CIHUCKY MPHUCYTHIX 3a3HAYAIOTHCS
MOCAU 3aMpOIICHUX 0Ci0 Ta HaWMEHYBAaHHS YCTAaHOB. SIKIIO KUTbKICTh MPUCYTHIX MEPEBUIIYE
15 oci0, 3a3HayaeTbcsa iX 3arajgbHa KUIBKICTh 3 MOCHUJIAHHSAM HA CIHUCOK, IO JOJAETHCS N0
IPOTOKOJTY.

4. BcrynmHa dYacTMHA MICTHTH MOPSAOK JEHHHM: MEpeliK pPO3MISHYTHX Ha 3aciJaHH1
nuTaHb. [lopsI0K NeHHUH 0Ja€THCS HATPHUKIHII BCTYITHOI YaCTHHH.

CrnoBa "lIlopsimok AeHHUH" NPYKYIOTbCA Bil MEXI JIIBOTO MOJIA, MICHS HUX CTaBUTHCS
nBokparnika. KokHe MHUTaHHS HyMEpyeTbCsl apaOChKUMHU IUdpaMu 1 APYKYEThCA 3 ab3zairy.
dopMyBaHHS MUTaHb y NOPAAKY AEHHOMY ITOUYMHAEThCA 3 puiiMeHHuKa "[Ipo".

5. OcHOBHa YacTHHA MIPOTOKOJY CKJIAJIAETHCS 3 PO3ALIIB, SIKI MAIOTh BIANOBIAATH MYHKTaM
HnopsiAKy JAeHHoro. Po3minmu HymepyroTbecs apaOCbkuMU IdpamMu 1 OyayloTbes 3a TaKoIO
CXEMOI0:

e s ctuciaoi ¢popmu npotokoinis: "CIIYXAJIN - YXBAJINIIN",
e s moBHOI popmu npoTtokoiB: "CIIYXAJIU - BUCTVYIIUIIN - YXBAJIMJIN".

[Ticnst cnosa "CIIYXAJIN" 3 HOBOrO psijika 3a3HavaroThes MPI3BHILE Ta iHIMIamK (1HiiaT
IMEH1) KO’KHOTO0 JI0TOB11aya.

V noBHi#t ¢popmi nporokoiy micis cioa "BUCTVYITMIIN" ¢pikcyroTbest BUCTYIIH THX 0Ci0,
Kl B3SUIM y4yacTb B OOrOBOPEHHI JONOBiAI (MHUTaHHSA TMOPSAKY JEHHOro). Buctynu
0o(OpPMITIOIOTECS B MPOTOKOI 13 3a3HA4YEHHSIM MOCaj, MPI3BHII Ta iHiMiamiB (iHimiamty), iMeH
JIOTIOBIJIaviB Y HA3UBHOMY BIJIMIHKY, BUKJIaJIEHHSM 3MICTY BUCTYNY a00 MUTaHHS, BIJMOBIAlI Ha
HBOTO.

6. TekcTH BUCTYIIIB y MPOTOKOJII BUKJIATAFOTHCS BiJl TPETHOT 0COOM OJTHHUHHU.

Texct abo Te3u nomoBizi, oopMIIEHI SK OKpeMi JOKYMEHTH, JO TEKCTY MPOTOKOIY HE
BKJIFOYarOThes. [licas BioMocTelt mpo JomoBifada CTaBUTHCS TUpE 1 3a3HadaeTbes "TekcT
JIOTIOB1/1i JOJA€THCS 10 IPOTOKOITY".

[Ticns cnosa "YXBAJIMJIN" dikcyeTbes npuiiHATE pillieHHsS] 3 00rOBOPIOBAHOTO MUTAHHS
HOPS/IKY JIEHHOTO, SIKe€ MA€ BKIIIOYATH CKJIAJIOBI, 110 BIANOBIJAIOTh HA TaKi MUTAHHA: KOMY, I10
3poOUTH 1 B IKUI CTPOK.

VY pasi gKmo MNpuiMaeTbcs pIlIEHHS NP0 CXBAJIEHHs, IMOTOJUKEHHS, 3aTBEPXKCHHS
JIOKYMEHTA, KM OOTOBOPIOBABCS HA 3aCiJIaHHI, 1€ TOKYMEHT JO0JIA€ThCA IO MPOTOKOIY. 3a
HasIBHOCTI 1HIINX JIOKYMEHTIB, 110 PO3IJISAAINCS HA 3aciJlaHH] Ta (PaKT OOrOBOPEHHs SAKHX O0yio



3a(pikCOBaHO B TEKCTI NMPOTOKONY, BOHM HYMEPYIOThCS apaOChKUMH IM(pamu (HAIpUKIA,
nomatok 1, momatok 2). Y BIAMOBITHUX IMYHKTaX MPOTOKOIY MPOCTaBIISIOTHCS MOCHJIAHHS Ha 111
JIOJTATKU.

[IpoTokoa miAMKMCYye TOJIOBYIOUMK Ha 3aciJaHHI KOJIETIaJbHOTO (IOpaadoro) OopraHy Ta
cekpertap (3a HasiBHOCT1). [IpoTOKOI 3acifaHb KOMICIH TiAMUCYIOTh yCi YWICHH KOMICII.

7. JIuctu CKIAMAIOTHCS 3 METOK OOMIHY IH(OpPMAIIIEI0 MK HaBUYaJIbHUM 3aKJIaJoM Ta
OpraHaMH JIep>KaBHOI BJIAU, OpPTraHaMd MICIEBOTO CaMOBPSIYBaHHS, iX IOCAJOBUMHU 1
CIIYy)KOOBUMH 0c00aMM, 3aKjiaJlaMd, YCTaHOBaMH, OpraHi3allisiMd Ta I1HIIMMH (I3UYHUMHA 1
IOPUIMYHUMEU 0CO0aMHU.

bnanku nucta MaroTh Taki PeKBI3UTH:

e HaiiMeHyBaHH$ 3aCHOBHHKA 3akJjany (Jlucuyancbka Mmichbka pajaa);

e TMOBHEe HaliMeHyBaHHS HABYAJIBLHOI0 3aKJaly BiANOBIIHO [0 YCTAHOBYMX
JOKYMEHTIB;

e JIOBiIKOBIi JaHi NMpo0 HaBYAJbHHMH 3akJaj] (MOWITOBAa ajapeca, HOMepHu TeJie()OHIB,
PaxyHKiB y 0aHKY, ajpecy eJIeKTPOHHOI MOIITH TOIIO).

PekBizuTamu nucTa €: 1aTa, peecTpaliiHui 1HIEKC, MOCUJIAaHHS Ha PEECTPALIIMHUN THACKC 1
JaTy JOKYMEHTa, Ha SKWH HAJa€ThCs BIAMOBIAB (3a MOTpeOH), aapecar, 3arojoBOK 0 TEKCTY,
TEKCT, BIIMITKa PO HASIBHICTh TOJATKIB (32 MOTpeOHn ), MiAMUC, BIAMITKA PO BUKOHABIIA.

Jaroro nucTa € mata WOro migmucaHHs, sKa Mae 30iraTucs i3 JaTO peecTparii BUXiTHOT
KOPECIOH/ICHIIII.

TekcT JncTa BUKIIAAA€THCS BiJ] IIEPIIOi 0COOM MHOXXUHH 3 BUKOPUCTAHHSM CIIIB: "MTPOCHMO
MOBIIOMUTH...", "po3'sicHIOEMO, 1110...".

3a3BUYail y IMCTI TOPYITYETHCS OJTHE TTUTAHHSL.

8. AKT - TOKyMEHT, CKJIaJIeHUi TPYIoI0 0ci0 A 3acBiIYEHHS BCTAaHOBJICHHX (haKTiB abo
oM. AKTH OQOPMITIOIOTECS 3a PEe3yJIbTaTaMHU PEBi3ii (HiHAHCOBO-TOCIIOAAPCHKOI MisITBHOCTI,
Mi]] yac npuiMaHHs-TiepeaBaHHs CIpaB, CIIMCAHHSA MaifHa TOMIO.

JlaTtoro aKkTa € marta Woro CKiajeHHS.

TekcT akTa CKJIaJaeThes 31 BCTYIMHOI Ta KOHCTATYIO4YO0i YaCTHH.

VY BCTynHIM 4aCTHHI 3a3HAYaIOThCSA MIJICTABU JUIS CKJIQJaHHS aKTa Ta Ha3HUBalOThCSA 0co0H,
K1 CKJIAJIM aKT a0o OyJM NPUCYTHI MPH LIOMY.

VYV KOHCTaTylouill 4acTHMHI BUKJIAJAIOThCS CYTh, 3aBJAHHS, XapaKTep BUKOHAHOI poOOTH,
BCTaHOBIIEHI (paKTH, MPOMO3ullii Ta BUCHOBKU. KoHCTaTyroua yacTiHa MOXe O(pOPMITIOBATUCS Y
BUTJISII TAOIHIIL.

VY KIHII TEKCTy aKTa 3allUCYIOThCS JaHl PO KUIBKICTh MPUMIPHHMKIB akTa Ta iX
MICIIE3HAXOKEHHS.

AKT IiANUCYIOTH yci 0co0u, sIKi Opaiii y4acTb y HOTO CKJIaJaHHI.

Oco0a, sika Mae 3ayBa)kKeHHs JI0 3MICTY aKTa, MIANKCYE HOro 1 BUKJIAJA€ CBOIO TYMKY Ha
OKpPEeMOMY apKyIlli, SKHi JOJAETHCS 10 aKTa.

IV. PeecTpanisi 10KkymMeHTIiB

1. JIOKkyMEHTH B HaBYaJIbHOMY 3aKJIaJi PEECTPYIOTHCS LEHTPATI30BAHO HE3AJIEKHO Bij
crioco0y iX CTBOpEHHs, OJEpKaHHS UM BIITBOPEHHSA. Y HAaBYAIBHOMY 3aKjaji MOXe
3aCTOCOBYBAaTUCSl aBTOMaTH30BaHa (¢opma peecTpamii JTOKYMEHTIB 3 BHMKOPHCTaHHSIM
CHemiaJIbHIX KOMITTOTEPHUX MPOTPaM.

2. Peectpariisi TOKyMEHTIB 3/IIHCHIOETHCS BiAMOBIAHO 10 [IpaBun opranizailii AiToBOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

3. PeecTpallis TOKyMEHTIB MPOBOJUTHCS 3 METOIO 3a0e3MeueHHs iX 00Ky, KOHTPOJIIO 32
BUKOHAHHSIM 1 ONEpaTUBHUM BHUKOPUCTAHHSAM 1HQOpMAIl Ta TNOJSArae y BEACHHI 3alucy
OOJIKOBUX JAaHUX MPO TOKYMEHT, SKHUM (IKCYeTbCcsl (akT CTBOPEHHS, BIJMpaBIeHHS abo
OTPUMAaHHS JOKYMEHTA IIJISXOM TPOCTABJICHHS HAa HHOMY PEECTPAIiHOTO 1HACKCY 13 3aIHCOM Y



BIZIMOBITHHUX KypHaiax (06a3ax aBTOMaTH30BAaHUX CHUCTEM) peecTpallii HeoOXiIHUX B1IOMOCTEH
PO JOKYMEHT.

4. Peectpamii mijisararoTh BXiqHI, BUXIIHI Ta BHYTPIIIHI JOKYMEHTH (IOBIJAKH, TOTOBIIHI
3aMKMCKH, 3as5BU, IPOTOKOJIM 3aCijaHb MEIaroriuHuX paj, KOMIiCiil TOIO).

5. JIoKyMeHTH pPEeCTPYIOThCS JIMIIE OJWH pa3: BXIAHI - y JIeHb HAJIXO/DKCHHS abo He
MI3HIIIE HACTYITHOTO pOOOYOTO JHS, SAKIIO TOKYMEHT HaJIIUIIOB Y HEpoOOUHil Yac, CTBOPIOBaHI -
y J€Hb MiMHCaHHs a00 3aTBEP/KEHHS.

6. JloKkyMeHTH, $KI HaAXOIATh MO 3aKJagy, pPEECTPYIOTbCS B IKypHaIl BXITHOL
KOPECHOHICHI, Ti, IO BIANPABISAIOTHCA, - y KYPHaJIl BUXIIHUX JOKYMEHTIB, BHYTPILIHI - Y
JKypHaJIl BHYTPIIIHIX IOKYMEHTIB, HaKa3! - y )KypHaJIax peecTpallii Haka3iB.

[epenik JOKYMEHTIB, IO HE MiUIATAIOTh PEECTPaLii CrIeialIbHO MPU3HAUEHOIO JUISI IIHOTO
0c00010, HAaBEJIEHO Y A0/aTKy 3 110 1i€i [HeTpyKIii.

DopMy peecTpaliifHOTO KypHally HaKa3iB KepiBHHKA 3aKjaly HAaBEJACHO y NOJATKy 4 10
i€l [HeTpykmii.

[TpumipHi popMu peecTpamiifHUX >KypHAIiB BXiIHUX, BUXITHHX, BHYTPIIIHIX JOKYMEHTIB
HaBeZeHO y jaogatkax 5 - 7 go IlpaBun opranizamii Oi0BOACTBA Ta apXiBHOTO 30epiraHHs
JIOKYMEHTIB.

7. JIOKYMEHTH PEeeCTPYIOThCS 3a IpyHamH 3aJIeKHO BiJ HAa3BU BUIY, aBTOpa Ta 3MICTY.
OKpeMo peecTpyrOThCS:

e BXIiJHI IOKyMEHTH;

e HAKAa3M 3 OCHOBHOI JislJIbHOCTI;

e HAKAa3M 3 PyXy Y4HiB;

e HAKa3H 3 aIMiHICTPATHBHO-TOCNOJAPCHLKHUX MUTAHD;

e HAKAa3M 3 KAAPOBHUX NUTAHb TPUBAJIOIr0 30epiranHs;

e HAaKa3HW 3 KA/IPOBUX MUTAHb THMYACOBOI0 CTPOKY 30epiranHs;

e BHYTPIIIHI JOKyMeHTH (IIPOTOKOJIH, IOBIIAKH, JOMOBiIHi, MOSCHIOBAJIbHI 3aNIMCKH,
3asiBM PaliBHUKIB TOLIO);

e OyxrajarepcbKi JOKYMEHTH;

e 3BEepPHEHHSI POMAJISIH, Y TOMY YHCJIi 6aTbKIB 200 3aKOHHUX MPeCTABHUKIB YUHIB;

e 3anuTH HA MyOJivyHy iHpopmaniro.

8. JlokymMeHTH, MO0 TepeqaroThCs EJICKTPOHHOIO IOMITO0 Yy CKaHOBaHIW ¢opMmi 0e3
€JIEKTPOHHOIO 1U(POBOro MIAMUCY, PEECTPYIOTbCS OKPEMO BiJl IHIIMX JOKYMEHTIB 13
3a3HaYCHHSM €JIEKTPOHHOI a/IpecH BiJIpaBHUKA Ta aJipecara.

9. Ilix yac peecTpalii JOKyMEHTa HaJa€ThCsl YMOBHE MTO3HAUEHHS - PEECTpaLlifHUM 1HIEKC.
CkianoBl 4YacTMHM pEECTPAllIMHOTO 1HJAEKCY JOKyMeHTa (KpiM 3BEpHEHb TI'POMAJIsH)
BiJTOKPEMITIOIOTHCSI OZIHA BiJl OJTHOT MPAaBOOIUYHOIO MOXHIIOK PUCKOIO.

10. [Inst BXIJHUX JOKYMEHTIB peeCTpalliiHUM 1HIEKC CKIaIa€ThCs 3 MOPSIKOBOIO HOMEpa
Ta 1HJEKCY cripaBu, Hanpukiaan 89/02-04, ne 89 - mopsakoBuit HOMEp JOKYMEHTa y MeXaX POKY,
02-04 - ingexc crpaBu 32 HOMEHKJIATYPOIO CIIPaB.

11. V BuXigHOTO Ta BHYTPIUIHBOIO (32 BHUHATKOM HaKa3iB, MPOTOKOJIIB) JOKyMEHTa
peecTpalifHuil 1HIEKC CKJIAJaeThesl 13 IHACGKCY CHpaBHM 3a HOMEHKJIATYpOIO CIpaB Ta
nopsiAKOoBOro Homepa, Hampukiag 02-04/176, ne 02-04 - impekc crpaBHU 3a HOMEHKIJIATYPOIO
crpas, 176 - MOpSIAKOBUI HOMEDP TOKYMEHTA y MEKaxX POKY.

V. Cki1aiaHHs HOMEHKJIATYPH CIIPaB

1. HomenknaTypa crpaB - 00OB'S3KOBUI Ul HABYAJIBHOTO 3aKJIay CHCTEMAaTH30BaHHM
TIepeITiK Ha3B (3aroJIOBKIB) CIIpaB, 10 (GOPMYIOTHCS 13 3a3HAYCHHSM CTPOKIB 30epiraHHs CIpaB.

2. HomeHkiiaTypa crpaB CTBOPIOETHCS 3 METOIO BCTAHOBJIGHHS B HaBYAJIbLHOMY 3aKJIaji
€IMHOTO TOpANKY (opmMyBaHHs crmpaB, 3a0e3nmedeHHs iX OOJiIKy, OMNEepaTUBHOTO TOIIYKY
JIOKYMEHTIB 32 iX 3MICTOM 1 BHJIOM, BU3HAUEHHS CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO JUIA
CKJIa/IaHHS OMMKCIB CIIpaB MOCTIHHOrO Ta TpuBajioro (moHay 10 pokiB) 30epiraHHs, a TaKOX IS
007Ky cripaB TUMYacoBOTO (10 10 poKiB BKIFOUHO) 30epiraHHsl.



3. Cxnanmanss Ta 0OpMIICHHS HOMEHKIATYpH CIPaB 3J1HCHIOETHCS BiAMOBITHO O BUMOT
riaBu 1 pozainy IV TIpaBui opraHizaitii 1iJI0BOACTBA Ta apXiBHOIO 30€piraHHs.

4. HomeHkaTypa CIpaB HaBUAIBHOTO 3aKJIaay PO3pPOOJISETHCS BiAMOBIAAIHHOIO 0CO00I0
3a OpraHi3allilo IUTOBOJICTBA Y HABUYAJILHOMY 3aKJal i3 3aIydeHHsIM aJMiHICTparllii.

5. HomeHkmarypa crpaB yXBalllOE€ThCS €KCIIEPTHOIO KoMmiciero (mami - EK) HaBuampHOTO
3aKJia1y, SIka CTBOPIOETHCS BIAMOBIIHO JI0 3aKOHOIABCTBA.

6. HaBuanbHuii 3aKi1a]] MOroKye HOMEHKIIATYypy crpaB 3 EK Micbkoro Biaainy ocBiTH.

7. HomeHkmaTypa crmpaB HaBUaIBHOTO 3aKiajy IIiUISTa€ TOTOPKEHHIO 3 MICBKUM
BIJIJIOM OCBITM OJMH pa3 Ha M'ATh POKiB a00 HEBIAKIAAHO B Pa3i ICTOTHUX 3MiH y (dopmi
BJIACHOCTI, CTPYKTYPi, PYHKIIISAX Ta XapakTepi poOOTH.

8. Iloromxkeny EK MicbKOro BifIily OCBITH HOMEHKJIATYpPY CIIPaB 3aTBEPIKYE KEPIBHUK
HABYAIBHOTO 3aKJIay.

9. HanpukiHili poKy HOMEHKJATypa CIpaB 3aKPUBAETHCS IMIJCYMKOBHM 3alHCOM PO
KaTeropii Ta KiJIbKICTh CIIpaB, 3aBEACHUX Y BIJMOBITHOMY POIIi.

10. Homenknatypa crpaB mopoky (He misHime 20 rpyaHs) YTOYHIOETCS, 3aTBEPIKYEThCS
KEPIBHUKOM HABYAJIbHOTO 3aKJIJy Ta BBOJUTHCS B Jit0 3 01 CiYHS HACTYITHOTO POKY.

VI. ®opmyBaHHs cipaB, 30epiranHsi JOKyMeHTIiB

1. ®opmyBaHHS CIIpaB - TPYNMyBaHHS BHUKOHAHHMX JOKYMEHTIB y CIPaBH BiJMOBIIHO 10
HOMEHKJIaTypH CIIPaB.

2. ®opmyBaHHS CHpaB HABYAIBHOTO 3aKJIaay 3IHCHIOETHCS 3 JOTPUMAHHSM BHMOT
[TpaBuu oprani3anii A1JIOBOJICTBA Ta apXiBHOTO 30epiranHs JOKYMEHTIB.

3. Hakasm 3 OCHOBHOi MisUTBHOCTI HAaBYAIBHOTO 3aKJady, aIMiHICTPaTHBHO-
rOCHOJApChKUX, KaJpPOBUX IUTaHb Ta pyXy Y4YHIB TIPYINYIOTbC B pI3HI CHOpaBu Yy
XPOHOJIOTIYHOMY TOPSIIKY BiATIOBIAHO 110 iX BHIIIB Ta CTPOKIB 30epiraHHs.

4. JloKyMeHTH, 3aTBEpAKEHI HaKa30M KEpiBHUKA HaBUAIbHOT'O 3aKJajy, € J0JaTKaMH JI0
HBOTO 1 TPYIYIOTHCS Pa30M 13 UM PO3MOPATINM JOKYMEHTOM.

5. JluctyBaHHS TpYNYyeTbCS 3a 3MICTOM 1 KOPECHOHAECHTCHKOIO O3HAKOK Ta
CUCTEMATHU3YEThCS B XPOHOJOTIYHOMY TMOPSJKY: JOKYMEHT-BIANOBLAb PO3MIIIYETHCS 3a
JTIOKYMEHTOM-3aIIUTOM.

6. AndasiTHa KHUTa y4HIB, KypHAJU TPYIH TOJOBKEHOTO IHS, OOJIKY MPOIYIIEHHUX 1
3aMIHEHUX YpPOKIB, KHUTHU OOJIKY Ta BHAAyl CBIIOUTB 1 JOAATKIB JO0 CBIIOUTB Mpo 0azoBy
3arajlbHy CEpeIHIO OCBITYy, aTecTaTiB Ta JOJATKIiB JIO0 aTECTaTiB MPO MOBHY 3arajibHy CEpeIHI0
OCBITYy, 30JI0TUX Mezaaied "3a BHMCOKI JIOCATHEHHA y HaBuaHHI" Ta cpiOHMX Menaneil "3a
JIOCSATHEHHS Y HaBYaHH1" MPOLIHYPOBYIOTHCS, a CTOPIHKK HyMepyroTbesa. Ha ocTanHii cTopiHIl
KYpPHaITY/KHUTH POOMTHCS 3amHMC MPO KUIBKICTh CTOPIHOK Yy >KypHall/KHU31, L0 HiANUCYE
KEepIBHUK HaBYaJIbHOIO 3akyady. [lianuc kepiBHHUKa CKPIIUIIOETHCS MEYATKOK HaBYaJIbHOIO
3aKyIamy .

7. Y pa3l morpeOu 3a pILIEHHSM IEJaroriyHoi pajgd y HaBYaJIbHOMY 3aKJIaZll MOXYTb
CTBOPIOBATHCS Ta BECTHUCS IHIII JKypHaTu (KypHal MPAaKTUYHOIO IICHUXOJIOTa, COLIajIbHOTO
nejarora ToImo).

VIl. ExciepTu3a HiHHOCTI IOKYMEHTIB.
ITopsinok MiAroTOBKHU cnpas /10 NepeAaHHs AJ1s apXiBHOI0 30epiranHs
1. ExcriepTH3a LIHHOCTI JOKYMEHTIB Ta MOPSAAOK MiATOTOBKU CIpaB 0 MEpeJaHHs JUis
apxiBHOro 30epiraHHs 3AiMCHIOIOThCS Ha miAcTaBl [lpaBun opranizamii JiI0BOACTBAa Ta
apxiBHOTO 30epiraHHs JOKyMEHTIB.
CreuianbHi BUMOTH JI0 €KCHEPTU3H I[IHHOCTI JOKYMEHTIB Ta MOPSJIKY MIATOTOBKU CIIpaB
JI0 TIepeIaHHs 7S apXiBHOTO 30epiraHHs HaBYaJIbHOI'O 3aKjaly nepeadadeHi 1iero [HeTpykiieto



2. Jlnsa opraizamii Ta NMPOBEJACHHS €KCIIEPTU3U LIHHOCTI JOKYMEHTIB, L0 YTBOPHJIUCS Y
JIIJIOBOJICTBI HABYAIBHOTO 3aKJIaay, Ta MOJAaHHS PE3yJIbTATIB €KCIIEPTHU3HU IIIHHOCTI JOKYMEHTIB
Ha po3risin EIIK nepxaBHoro apxiBy ado Micbkoi paju yrBoproeTbess EK HaBuansHOro 3akiany.
CrBopennst EK Tta opranizaris ii poOoTH 3[1MCHIOIOTHCS BIAMOBITHO 10 rmoctaHoBU KaOiHery
MinictpiB Ykpainu Bin 08 ceprust 2007 poxy Ne 1004 "IIpo mpoBeneHHs eKCIEPTU3U LIHHOCTI
JTOKyMeHTIB" Ta Haka3zy MiHicTepcTBa roctuilli Ykpainu Bin 19 gepBus 2013 poky Ne 1227/5
"IIpo 3arBepmkeHHA THIIOBOTO MOJOXEHHS NPO EKCIEPTHY KOMICiI0 JepKaBHOTO Oprasy,
OpraHy MICIIEBOI'O CAMOBPSIyBaHHs, JI€P’KaBHOI'O 1 KOMYHAJIbHOI'O MiPUEMCTBA, YCTAHOBU Ta
opranizauii", 3apeectpoBanoro B MinicTepcTsi foctumii Yipainu 25 uepBusa 2013 poky 3a Ne
1062/23594.

Cxnax EK Ta mosioskeHHsI IpO HEl 3aTBEP/KYIOTHCS HAaKa30M KEpiBHHUKA HAaBYAIBHOTO
3aknany. ['onoBoro EK npu3HavyaeThcst OAMH 13 3aCTYIHHMKIB KEPIBHMKA HAaBYAJIBHOIO 3aKiany,
CeKpeTapeM - 0coba, BIANOBIIaIbHA 32 JOKYMEHTH, IO MiUIATal0Th 30epiraHHIo Ta TepeIaHHI0
B apXiB.

o cknany EK 3akmany 3a iX 3roJjor0 MOXXYTh BXOAMTHU MPEICTABHUKH apXiBHUX YCTAaHOB,
MICBKOT'O BIJIILTY OCBITH , METOAMYHUX LIEHTPIB, MPOQPECIHHUX CHIOK, iX 00'€THAHb.

3. CnopaBu mocriiiHoro ta tpuBaioro (monan 10 pokiB) 30epiraHHs TepearoThCS Ha
30epiraHHsi CEKpeTapl0 HaBUAIBHOIO 3aKialy, BIAMOBIJANbHIN 3a apxiB, 3a OMHCAMHU, IO
CKJIaJIAlOThCSl 0COOAaMU, BIAMOBIAaTbHUMU 32 OPMYBAHHS CIIPAB 3 BiIIOBITHOTO HAMPSIMY.

[TpuiHATTS KOXHOI CHpaBU 31HCHIOETBCS y MPHUCYTHOCTI IpalliBHUKA, SKUHA Iepenae
JOKYMEHTH.

4. YV KIHIl KOXXHOTO MpHUMIpHHKA OMHCY oco0a, BIAMOBiJalbHA 3a apxiB 3akKiafy,
MPOCTABJISIE MIIKC TI0J0 TIPUHHATTS CIpaB 3 000B'SI3KOBUM 3a3HAUYEHHAM KUTBKOCTI (udpamu i
CJIOBaMM) TepelaHuX CIpaB 1 3a3Hayvae JaTy.

5. Iicna npuiHATTS cnpaB mocTidHOro Ta TpuBaioro (moHax 10 pokiB) 30epiraHus, 3
KaJpOBUX MHUTaHb 0c00a, BIAMOBiIalIbHA 3a apXiB HABYAJIHHOIO 3aKJIaqy, Ha MiJCTaBl OMUCIB
CHpaB, 3a SIKUMH 3JIHCHEHO MPUHHSATTSA JOKYMEHTIB, 32 BCTAaHOBJICHOIO (POPMOIO TOTYE pidHi
PO3/I1IH 3BEJICHUX OIKCIB CIIPAB:

e mocTiitHOrO 30epiranns (y 3akiyafi, 1o € Jxepenom popmysanas HAD);
e TpuBajoro (nmonan 10 pokis) 30epiraHHs;
e 3 KaJIpOBUX ITUTAHb.

Oco6o010, BIANOBIAAIBHOIO 32 apXiB, CKIAJAETbCS aKT MPO BHIYYEHHS Ul 3HULICHHS
JIOKYMEHTIB, HEe BHeceHux 10 HAD.

6. 3BefieHUI OMUC CIIpaB MOCTIHHOTO 30epiraHHs CKJIAJAE€ThCS Y YOTUPHOX MPUMIPHHUKAX.
[Ticns cxBanenHs EIIK nepkaBHOro apxiBy Ta 3aTBEpKEHHSI KEPIBHUKOM 3aKJaay OJWH HOTO
IPUMIPHUK HANPaBJISEThCS JIepKaBHIM apXiBHIA yCTaHOBI UM apXiBHOMY BTy MICBKOT paa, y
30HI KOMIUIEKTYBaHHSI $IKOro mnepeOyBae 3akiaj, Ipyruid NOpUMIPHUK 30epiraeTbcs SK
HEOTOpKaHUH 0c0o0010, BIAMOBIIATBHOIO 3a apxiB 3akjiaxy, TpeTid, ueTBepTHi -
BUKOPHCTOBYIOTBCS Y 3aKJIal AJIsl IOTOYHOTO MOIIYKY CHpaB 1y pasi iX nepeianHs Ha MOCTIHHE
30epiraHHs HaJaXOASTh 0 BiJIMOBIAHOI apXiBHOT YCTaHOBH.

7. 3Benenuit omuc TpuBaioro (moHag 10 pokiB) 30epiraHHs CKJIALAETbC Y TPbOX
npuMipHUKax. Jlo HbOrO BKIIIOYAIOTHCS TAKOXK CIPABH, AKi 32 HOMEHKJIATYpOIO CIIpaB MAalOTh
cTpok 30epiranHs "mo mikBigarii HaB4yambHOTO 3akiany’. Ilicmsa cxBanmenns EK HaBuambHOTO
3aKJIaay MPUMIPHUKH OINUCY HampaBJstOThCs Ha cxBaieHHs EK micekoro Biaainy ocitu. [licns
MOBEPHEHHS BCIX MNPUMIPHUKIB ONHCY HOT0O 3aTBEpIKYy€ KEPIBHUK HABYAJIBHOTO 3aKJIafy.
[Teprmii mpUMIpHHUK OMHUCY 30epiraeThCsl B HABUYAJIBHOMY 3aKJIafl sIK HEIOTOPKAHUH, IPYTUHl - €
pPOOOYHMM 1 BUKOPUCTOBYETHCS JUISI MIOTOYHOTO TOIIYKY CHpaB, TPETIH MOXKe HAICHIATHCS IS
KOHTPOJIIO MiCBKOMY BiJUILTy OCBITH.

8. Omnuc crpaB 3 KaJpOBUX MUTaHb CKJIA/IA€THCS Y HABYAIILHOMY 3aKJIafl, SIKUM:

e ¢ mxepenoM popmyBanas HAD - y TppoX npuMipHUKax;
e He € pxepenoM popmyBanHg HA® - y 1BoX npuMipHHKaX.



9. 3aro10BKH CIpaB ONMUCY 3 KaAPOBUX NUTAHb CHCTEMATH3YIOTHCH 32 HOMIHAJBHOIKO
03HAKOI0 (TPYNIYBAHHS B OIHY CIIPABY IOKYMEHTIB OJJHOT0 BH/Y) Y TaKiii MOCJIII0BHOCTI:

e HAKa3U KePiBHMKA HABYAJILHOIO 3aKJaJy 3 KaJPOBUX MUTAHb;

e HAKAa3M KepiBHMKA HABYAJbHOIO 3aKJIa1y 3 PyXy YUHiB;

e 00J1iKOBi JOKYMEHTH;

e CHHMCKH yuHiB (a;i)aBiTHA KHUTrAa Y4HIB);

e JKYPHAJIM peecTpauii HaKa3iB 3 KaAPOBUX NUTAHD;

e 0c000Bi ClIpaBU NPaliBHUKIB;

e KOHTPAKTH, TPYAOBi 10roBopH;

e OyxraarepcbKi JokyMeHTH (0cO00Bi paxyHKH i3 3apo0iTHOI miaTu, B Ppasi ix
Bi/ICYTHOCTI - pO3paxyHKOBi BiioMocTi i3 3apmiaTn);

e JIOKYMeHTH npo tapudikauniro (tapudikaniiini BizoMocTi (ciuckm));

e JIOKYMEHTH IPO NMPOBe/IeHHS JepKaBHOI aTecTauii;

e KHHMIM 00JIKY i BHJa4Yi CBiIONTB Ta J0JATKIB 10 CBiIOUTB NPO 0a30BYy 3arajbHy
cepe/HI0 OCBITY; aTecTAaTIiB Ta J0AATKIB 10 aTeCTaTiB PO MOBHY 3arajbHYy CepeIHI0
OCBITY, 30J10THX MeaJiei '"3a BUCOKI 1OCATHEHHS Y HaBYaHHI'" Ta cpiOHUX MenaJiei
"3a nocArHeHHs y HABYaHHI'";

e JIOKYMEHTH NP0 HeIIACHI BUNIAJAKH (AKTH, IPOTOKOJIM, BUCHOBKH, )KYPHAJIH);

e JKYpPHaJM peecTpauii ocid, moTepmiiuxX Bil HEIIACHUX BUINIA/IKIB;

e KyPHAaJH 00JIiKY PyXy TPYAOBHX KHHKOK TA BKJIAJOK /10 HUX;

e JKYpHAaJ peecTpauii HaKa3iB 3 pyXy y4HiB;

e He3aTpeOyBaHi 0COOMCTI JOKYMEHTH NPaliBHUKIB (TPYA0Bi KHUKKH).

10. Oco6oBi cipaBu MpaliBHUKIB BHOCSATHCS 10 ONUCY 32 POKOM 3BIJIbHEHHS MPALliBHUKA 1
CUCTEMAaTU3YIOThCS 3a MPI3BHUILAMU 3BUILHEHUX IMPAIIBHUKIB B al()aBITHOMY HOPSIKY.

11. 3Bemeni ommcu cmpaB mocTiiiHOTO, TpuBanoro (monan 10 pokiB) 30epiranHs, 3
KaJpOBMX MUTaHb Ta aKT MPO BWJIyYEHHs Ui 3HUILEHHS JOKYMEHTIB, He BHeceHUx no HAD
(mayi - aKkT mpo BWIYyYEHHS JUIS 3HUIICHHS JOKYMEHTIB), posrisigarorbes EK HaBwambHOTO
3aKJ1a/1y OJIHOYaCHO.

12. HaBuanbHwMiA 3aK1a]1, O HE € JpkepesioM GopmyBanas HA®D, omucu cripaB 3 KaapoBHX
IOUTAaHb Pa3oM 3 aKTaMH PO BHJIYYEHHs I 3HUILEHHS TOKYMEHTIB micis cxBajeHHs ix EK
HaBYAJILHOTO 3akiany nojae Ha posrsin EK  apxiBHoro Binauty Micbkoi panu. Onucu crpas
TpuBasoro (moHax 10 pokiB) 30epiranss micis cxBajieHHs EK HaB4aibHOroO 3akiany moJaroThCs
Ha po3ria EK micekoro Bifaiy OCBITH.

13. Tloromxeni (cxBaJieHi) aKTH PO BHIIYYEHHS 7Sl 3HUILEHHS JOKYMEHTIB, HE BHECEHHX
10 HA®, 3aTBep1KyIOThCSI KEPIBHUKOM HaBYaJIbHOTO 3aKJIATy.

14. Tlicns 3aTBepIKEHHs aKTa MPO BUIYYEHHS JUIsl 3HMIIEHHS JAOKYMEHTIB HaBYaJIbHUN
3aKI1aJl Ma€ NMpaBo 3HUILUTHU JOKYMEHTH.

15. KepiBHUK HaBYaJIbHOI'O 3aKjajay 3000B's13aHUN 3a0€3MeUnTH 30epeKEeHHS JOKYMEHTIB,
a y pa3i BKIIOYEHHS HaBYAJIBHOTO 3akjaay J0 CHHUCKY IOPUINYHHUX OCi0 - mkepen GopMyBaHHS
HA® nicng 3akiHuUeHHsI BCTAHOBJIEHUX ITPAHUYHUX CTPOKIB iX 30epiraHHs B IbOMY HaBYaIbHOMY
3aKiagl - 3a0e3MeYuTH TEepelaHHs JOKYMEHTIB Ui MOCTIMHOTO 30epiraHHs 10 BIAMOBIAHOL
JiepKaBHOT apXiBHOT YCTAHOBH YU apXiBHOTO BTy MICBKOT pajiu.



Honaroxk 1
1o [HCTpyKIii 3 i10BOACTBA
(myHkT 3 po3ainy II)

BUMOI'N
10 0(p)OpMIIEHHS IOKYMEHTIB, 1110 BUTOTOBJISIIOTHCA 32 JIONIOMOI0I0 KOMIT'IOTEPHOI TEXHIKH

1. Inst npyKyBaHHS TEKCTIB CIIY)KOOBHX JIOKYMEHTIB BUKOPHCTOBYETHCS TapHiTypa Times
New Roman, mpudr - posmipom 12 - 14 gpykapchbkux myHKTIB. J{03BONIs€THCS
BUKOPUCTOBYBAaTH MWIPUPT po3mipoMm 8 - 12 apykapChbKuUX MYHKTIB JUIsl APYKYBaHHsS PEKBI3UTY
"Ilpi3BuIle BUKOHABLA 1 HOMep Horo TenedoHy", BHHOCOK, MOSICHIOBAJHHUX HAMHCIB [0
OKPEMHX €JIEMEHTIB TEKCTY JJOKyMeHTa ab0 Horo pekBi3UTiB TOLIO.

[Tix gac apykyBaHHS 3aroJIOBKiB J03BOJIIETHCS BUKOPHCTOBYBATH HAMIBXKUPHHUNA IIPHQT
(mpsiMuii a60 KypcuB).

2. Tekct mokymeHTiB Ha mamepi ¢opmary A4 (210 x 297 minmiMeTpiB) peKOMEHIOBAaHO
IpykyBatu yepe3 1 - 1,5 mikpsankoBoro intepBaity, a ¢opmaty AS (210 x 148 mimimeTpiB) -
yepe3 | MDKpSAKOBUHN iHTEpBAJI.

JIoKyMeHTH OBHHHI MaTH Taki Mo (MUTIMETpiB):

e 30 - miBe;
e 10 - mpase;
o 20 - BepxHE Ta HIKHE.

PekBizutu nokymeHTa (KpiM TEKCTY), SKi CKIAIAIOThCS 3 KIIBKOX PAIKIB, JPYKYIOThCS
yepe3 | wMikpsakouii iHTepBan. CkiamoBi dYacTuHM pekBisuTiB  "Appecar”", "I'pud
3arBepkeHHA", "I'pud moromkeHHA" BIJOKPEMIIIOIOTBCS OAWMH Bijg omHOro uepe3 1,5
MDKPSIZIKOBOTO 1IHTEPBATY.

PekBi3uTH OKyMEHTa BiJJOKPEMIIIOIOTHCS OJMH BiA ojHOTrO uepe3 1,5 - 3 MIKpSAKOBUX
IHTEpBaJIN.

3. Ha3Ba Buy JOKYMEHTA APYKYETbCS BETMKHUMH JIITEPAMHU.

4. Posmnpysanns nianucy B pexsizuTi "[lignuc" qpykyeTbcst Ha piBHI OCTAaHHBOT'O PsiiKa
Ha3BU MOCA/IH.

5. He poOuthcsi BIACTYN Bia MeXi JIBOTO MO sl pekBi3uTiB "Jlata mokymeHra",
"3aronoBok A0 TekcTy pokymeHTa", "Tekct" (6e3 ab3ariB), "BinmiTka mpo HasBHICTh JOJATKIB",
"IIpi3BHUIlle BUKOHABIS 1 HOMEp Horo Tenedony", HalMeHyBaHHs mocaau y peksizurax "[lignuc"
ta "I'pud mnoromxenHs", Hamucy "3rigHo 3 opuriHaiom", a Ttakox cuiB "CIIYXAJIN",
"BUCTVYITWJIN", "YXBAJIMJIN", "HAKA3VYIO".

6. 3a HasBHOCTI KUIbKOX I'pU(iB 3aTBEPPKEHHS 1 MOTOJKEHHS BOHU PO3MIIIYIOTHCS Ha
OJIHOMY piBHI BEpTUKaJIbHUMU psiikamu. [lepmmii rpud - Bi Mexi J11BOro MoJjs, Apyrui - yepes
104 miniMeTpu BiJ MeXi JIIBOTO MOJIS.

7. Ilin yac odopMIIEHHS NOKYMEHTIB Ha JBOX 1 OUIbIIEe CTOpIHKax JApyra Ta HACTYIHI
CTOPIHKH MaloTh OyTH IpoHyMepoBaHi. [lepiia cTopinka He HyMepy€eThCsl.

8. TexcTn AOKYMEHTIB TOCTIMHOTO 30epiraHHs APYKYIOThCS HA OJHOMY OOIll apKyIia.
JIOKyMEHTH 13 CTPOKOM 30epiranHs 10 5 poKiB MOXKHA JPYKYBAaTH Ha JUIILOBOMY 1 3BOPOTHOMY
Oor1ri apkytma.



Jonatok 2
1o [HCTpyKIii 3 i10BOACTBA
(myHKT 4 po3mainy II)

INEPEJIIK
JOKYMEHTIB, Ha SIKHX MiJMKC MOCAI0BOI 0CO0HU 3aCBiA1Y€ETHCS BiIOMTKOM NMeYaTKH
HABYAJIbHOI0 3aKJAaAy

1. Axtu (BUKOHaHHS poOIT, CIIUCAHHS MaTepiaJbHUX I[IHHOCTEH, (PJiHAHCOBUX MEPEBIPOK,
BUJTYYCHHS JIOKYMEHTIB JIJIsl 3HHUIICHHS, TIEpe/IaBaHHs CIIPaB TOIIIO).

2. JloBigku (IIpO BUKOPUCTAHHS OIOJUKETHUX aCHUTHYBaHb Ha 3apoOiTHY IUIaTy,
HapaxyBaHHS 13 3apOOITHOI IIATH TOIIIO).

3. JloroBopu (mmpo marepiajibHy BiJIOBIJaIBHICTh, HAYKOBO-TE€XHIYHE CIIBPOOITHUIITBO,
HipSId, OPEHly PUMIIICHb, BAKOHAHHS POOIT TOILIO).

4. JlokyMeHTH (JOBiAKH, TOCBIAYEHHS TOMLIO), IO 3aCBIAYYIOTH IIpaBa TPOMAISH 1
IOpUIMYHUX OCi0.

5. JlopydeHHsI Ha oJiep>KaHHS TOBApHO-MaTepiabHUX I[IHHOCTEH.

6. 3aBaaHHs (Ha MPOEKTYBaHHS 00'€KTiB, TEXHIYHHX CIOPYI, KamiTajdbHe OYAIBHUIITBO,
TEXHIYHI TOIIIO).

7. 3pa3ku BIOOWTKIB MEYAaTOK 1 MiAMKCIB MPAIiBHUKIB, SIKI MAalOTh MPaBO 3/1HCHIOBATH
(iHAHCOBO-TOCTIOIAPCHKI Orepartii.

8. Komropuc BuTpar (Ha KaJbKYIISIIIO 32 JOTOBOPOM, Ha KamiTalbHe OYAIBHUIITBO TOIIIO).

9. JIucTtu rapanTiiiHi (Ha BUKOHAHHS poO0iT, HAJJAHHS TOCITYT TOMIO).

10. Onucu cnpaB mnocTiitHoro, TpuBayoro (monag 10 pokiB) 30epiraHHs, 3 KaIpOBUX
MTUTaHb.

11. [TaTHi po3nuCH.

12. Tpy10B1 KHUXKKH.



Honmarok 3

1o [HCTpyKIii 3 i10BOACTBA

y 3aKJIaJiax 3arajibHOi cepeaHbOT OCBITH
(myHKT 6 po3ainy 1V)

ITEPEJIIK

JOKYMEHTIB, 110 He MiVIAralTh PeecTpalii cneniajibHO NPU3HAYEHOIO /ISl IILOT0
0c00010

1. I'padiku, HApsAK, 3aIBKU, POZHAPSIKH.

2. 3BeneHHs Ta iHGoOpMaIllis, HaIicaaH1 10 BijgoMa.

3. HaByasnbHi 1u1aHu, OCBITHI porpamu (Komii).

4. PexnamMH1 TOBIIOMJICHHS, TJIAKaTH, POTPaMU HapaJ1, KOH(PEPEHIIii TomIo.
5. Hopmu BUTpaT MaTtepiais.

6. BiTaypHi IUCTH 1 3aIIPOIIICHHS.

7. ApykoBani BUgaHHs (KHUTH, )KypHaJIU, OI0JIETEH]).

8. MicsuHi, KBapTaJbHi, MIBPiYHI 3BITH.

9. ®opMU CTAaTUCTUYHOI 3BITHOCTI.

10. Jorosopwu.



Honarok 4

no [HeTpyKIii 3 AI0BOICTBA Y
3aKJIa/1ax 3arajbHOl CEPEHbOI OCBITH
(myHKT 6 po3ainy 1V)

PeecTpaniiinmii ;KypHaJ1 HaKa3iB KepiBHUKA 3aKJIa1y

[IpizBuie,
HIIIaTH [pi3Buire,
Peecrpariiinumii MpaIiBHUKA, Ha 1HIIIaIn
1HJCKC Jlara | 3arosoBok SIKOT'O BiJIITOBIIaJIbHOT I .
(HOMED) HaKazy HaKazy TTOKJIaJIEHU I ocobu PHMITIH
HaKazy KOHTPOJIb 32 (B1AIIOBITATBHIX
BHUKOHAHHS oci0)
Hakazy

1 2 3 4 5 6



