3ATBEP/I’DKEHO
Hakaz no 3/10 Nel
28.05.2025p. Ne 48-O/]

IHCTPYKIIA
3 nisioBoAcTBa y ['oOMHCBbKOMY 3aKkiai oMKiILHOI ocBiTH Ne 1 «/[3BiHOYOK»
I'nodouHcbKOI MicbKOI paau

1. 3arajanHi moJioxeHu s

1. Lz [HCTpYKIIis BCTAHOBIIOE 3arajibHi BAMOTH IIOA0 JOKYMEHTYBaHHS YIPABIIHCHKOT iHpopMarii
Ta oprasizamii po6otu 3 mokymeHTamu y [710OMHCBKOMY 3akiaji JOWIKUIEHOI OcBiTH Ne 1
«/13BiHOUOK» ['TOOMHCHKOT MICHKOT pajiu (faii — 3aKiiaa OCBITH)

2. 3akJiaJ OCBITH OPTaHi30BY€ JIJIOBOACTBO BIAMOBIIHO JO 1HCTPYKLIi 3 A1IOBOACTBA 200 MOPSIAKY
JIOKYMEHTOO0ITY, fKa (sSKui) po3polisierbess Ha ocHOBI Ilpumipnoi I[HcTpykmii (3aTBepakeHOl
HakazoM MOH VYkpainu Big 09.05.2025p. Ne711 (nani — [IpumipHa [HCTpyKIis)) Ta 3aTBEPIKYETHCS
KEpIBHUKOM 3aKJIaJly OCBITH.

3. Oprani3anis AJIOBOACTBA 1 KOHTPOJIb 32 CBOEYACHUM PO3IJIAAOM BIAMOBIAAIBHUMU 0co0aMH Ta
JIOBEJICHHSIM JI0 KOJIa IUJIbOBUX OCI0 TOKYMEHTIB Yy 3aKJal OCBITH 3I1MCHIOIOTHCS A1JIOBOAOM a00
BIJIMOBIAAIEHOIO 0CO00I0, SIKa MPU3HAYAETHCS KEPIBHUKOM 3aKIIay OCBITH.

4. CTBOpEHHS €IIEKTPOHHUX JIOKYMEHTIB 3IIMCHIOETBCS BIAMOBIAHO a0 3akoHiB Ykpainm «IIpo
€JIGKTPOHHI JIOKYMEHTH Ta EJeKTPOHHUH NOKyMeHTooOir». «Ilpo enexTpoHHy imeHTH(ikamio Ta
eJIeKTpOHHI JoBipul nmociyru». Hakazy MinictepcTBa roctuiiii Ykpainu Bif 11 nucronana 2014 poky
Ne 1886/5 «IIpo 3aTBepmxenns [lopsaky poOOTH 3 eNEKTPOHHUMH JOKYMEHTaMH y J1JIOBOJCTBI Ta
iX MIATOTOBKY JI0 MepeaaBaHHs Ha apXiBHE 30epiraHHsa», 3apeecTpoBaHOr0 B MiHICTEPCTBI FOCTHIIIT
Vkpainu 11 nmuctonana 2014 poky 3a Ne 1421/26198.

3axiajl OCBITH MOX€E CTBOPIOBATU JOKYMEHTH TUM4acoBoro (0 10 pokiB BKIIIOUHO) CTPOKY
30epiraHHs JUIIE B €JEKTPOHHIH ¢opmi 3a YMOBH HAsSBHOCTI BIAMOBIJHOTO TEXHIYHOTO
3a0e3neueHHs 3 ypaxyBaHHSM BUMOT 3aKOHO/aBcTBa Ykpainu Ta [IpumipHoi [HcTpyxkii.

5. Tlopsmok oprasizamii TiJOBOJCTBA 3a 3BEPHEHHSMH TPOMAISIH, 3alUTaMH Ha IMyOJiYHY
iHpopmariro Bu3HauaeThcsl 3axkoHamMu Ykpainu «lIpo 3BepHenHs rpomansa». «I[Ipo moctym 1o
nmyOiuHoi iH(popMarii».

6. 3akyaa OCBITH 31HCHIOE J1IJIOBOJICTBO JIEPKAaBHOIO MOBOIO. JIOKyMEHTH CKJIaIat0ThCS ICPIKABHOIO
MOBOIO, KPiM BUMAJIKIB, epeI0ayeHNX 3aKOHOJaBCTBOM PO MOBH B Y KpaiHi.

I1. 3arajnbHi BUMOTH 10 CTBOPEHHS, 0OPMJIEHHSI TA IOKYMEHTYBAHHS
ynpasJiHcbKol iHopmanii

1. JlokyMeHTyBaHHs YIpPaBIIHCHKOI iH(pOpMAIil TOJIATaE y CTBOPEHHI JTOKYMEHTIB, B SKHX
(bikcyeTbes 3 TOTPUMAHHSAM YCTAaHOBJICHUX MPaBHI (JoaaTok 1) iHdopmariist mpo yrnpaBIiHChKI ii.

2. B 3aknaji oCBITH BU3HAYAETHCS CYKYNHICTh JJOKYMEHTIB, Iepe10ayeHnX HOMEHKIIATYPOIO CIpaB,
HEOOXITHHX 1 TOCTaTHIX JIJIsl JOKYMEHTYBaHHS iH(opMaIlii mpo Horo AisUIbHICTb.

3. Ha3Ba Buay JOKYMEHTa Ma€ BIJMOBIIATH HAa3BaM, Iiepe10auyeHUM HaIllOHAIBHUM Ki1acu(ikaTopom
ynpasiiHcbkoi nokymenTanii HK 010:2021.

OdopmiieHHsT PpEKBI3UTIB  OpraHi3alifHO-pO3NOPsAIYOl JOKYMEHTalii Ta MOpsAIoK iX
po3ramryBanHs MaroTh Bignosigatu JCTY 4163:2020 (nami - ACTY).



4. OpranizamiitHo-po3Mopsa4i JOKYMEHTH 0(OPMITIOIOTECS Ha OJJaHKaX, 110 BUTOTOBJISIOTHCS 3T1THO
3 sumoramu JICTYVY ta IIpumipHoi [HCTpyKIIii.

VY 3akiani OCBITH MOXYTh BUKOPUCTOBYBATHCS TaKi OJJaHKU JJOKYMEHTIB:

3araJibHUi ONaHK I CTBOPEHHS Pi3HUX BUJIB JOKYMEHTIB (0e3 3a3Ha4yeHHs y OJaHKY Ha3BU BHIY
JTIOKyMeHTa) (1oaaTok 2);

OJ1aHK JHCTa (701aTOK 3);
OnaHk Haka3y (1oaaTok 4).

5. Oxpemi BHYTpIIIHI TOKyMEHTH (3asBH, IMOSCHIOBAJILHI Ta JOTOBI/IHI 3alMCKH TOIIO), aBTOPaMHU
SIKUX € TI0Ca0B1 Ta 1HII (i3u4dHI 0cO0U, T03BOISIETECA O(OPMITIOBATH PYKOITUCHUM CIIOCOOOM.

6. IlpaBo Ha CTBOPCHHS, MIAMHCAHHS, IOTOPKCHHS, 3aTBEP/KCHHS JIOKYMCHTIB BH3HAYAETHCS
aKTaMH 3aKOHOJ/IaBCTBA, CTATYTOM 3aKJIa ly OCBITH, I0CaJOBUMH IHCTPYKIIISIMH Ta MO>KE BU3HAYATHUCS
IHCTPYKIII€I0 3 JIUTOBOACTBA 200 TOPSAKOM JTOKYMEHTOOOIry, 3aTBEpIKCHOIO (-HHM) 3aKJIaJOM
OCBITH.

BinOuTkoMm mevaTku 3akyiafy OCBITH 3aCBIAYYIOTH MIJIUC OCAJ0BOI 0COOU Ha IOKYyMEHTAX 3
NEeBHUX MUTAaHb OprasizauiiHoi Ta ()IHAHCOBO-TOCIOAAPCHKOI HisUIbHOCTI. BiaOuTok mnevyatku
CTAaBUTHCSI TaK, MO0 BiH OXOIUTIOBAaB OCTAHHI KIJIbKa JIITEp HAWMEHYBaHHS IMOCAJAN OCOOH, sKa
nignucana JOKyMEeHT, ab0 MPOCTaBISIE€ThCSA HA OKPEMO BUAUIEHOMY Ul LIbOTO MICIi 3 BIIMITKOIO
«M. IL».

[TpumipHuii Tepenik JOKYMEHTIB, MIANHCH SKUX OOOB’S3KOBO IMOBHWHHI OYTH CKpIIUICHI
[e4aTKO0, HaBeJIeH1 y JOJaTKy S A0 i€l IHcTpykuii.

7. 3aknaa OCBITM MOJKE 3acCBiAUyBaTH KOMIi JIMILIE TUX JOKYMEHTIB, 110 CTBOPIOIOTHCSA B HHOMY, a
TaKOX, y BUIAJIKaX, epea0auyeHux B a0d3all Apyromy 1bOro MyHKTY.

VY pasi miAroToBKM JOKYMEHTIB Il HaJJaHHS CYJOBUM OpraHam, IiJl 4ac BUPILICHHS MUTaHb
1010 IPUUHATTS TPOMaJIH Ha POOOTY, 3M00yTTA OCBITH, 3aCBIIUEHHS iX TPYJOBHX IMpaB, paB Ha
OCBITY Ta IHIIMX NpPaB y B3aEMOBIJHOCHHAX 13 3aKJIQJIOM OCBITH, a TAKOX, MiJ 4ac (OpMYBaHHS
0COOOBHUX CIIpaB MpAIliBHUKIB, BUXOBAHI[IB 3aKJaj] OCBITH MO>XE€ BUTOTOBJIATH KOIIi TOKYMEHTIB,
BUJAHUX IHIIMMHU YCTaHOBaMHM (3aKJaJiaMH), OpraHi3alisiMH, TOBapUCTBAMM (IIANPHUEMCTBAMHU)
(xomii TOKYMEHTIB MPO OCBITY, 3100yTy KBaJi(PiKaIiO TOIIO).

BigmiTka «Kormish» mpocTaBiseThCs Ha TUIBOBOMY OOIli y BEPXHBOMY IMPABOMY KyTKY TIEPIIIOTO
apKyIia JOKyMEHTa.

Komii Haka3iB, I1HIIMX JOKYMEHTIB 3acBiAuye BiANOBiJalibHa o0co0a 3a Oprasizaumio
JIJIOBOJICTBA Y 3aKJajll OCBITH.

8. ¥ pa3i motpebu nmpoBeaeHHS OLIHKU AOIIBHOCTI CTBOPEHHS IOKYMEHTa, HOro o0rpyHTOBAaHOCTI
Ta BIJIMOBITHOCTI 3aKOHOJIABCTBY 3/IIMCHIOETHCS TTOTO/KEHHS JJOKYMEHTA.

[oromxenHs: TOKYMEHTIB MOXe 3IiHCHIOBATUCS MOCAJOBUMH OCOOAMHM 3aKJIagy OCBITH, SIKi
BIJIMOBITHO IO iX KOMIETEHII BHPINIYIOTh IHUTAHHS, MOPYIICHI B JOKYMEHTI (BHYTpIIIHE
MOTOJI)KEHHS ), & TAKOXK 3aiHTEPECOBAHUMH YCTAHOBAMH (30BHIIIHE ITOTOKEHHS).

[ToromkeHHsT TOKYMEHTIB 3IIHCHIOETHCS BIJIIMOBITHO 0 BUMOT Haka3y MiHicTepCcTBa FOCTHIL
VYxpaiau Big 18 uepsus 2015 poky Ne 1000/5 «I1po 3arBepmxenns [IpaBun opranizamii Ai10BoJCTBa
Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JIEp’)KaBHUX OpPraHax, OpraHax MiCIIEBOTO CaMOBPSIyBaHHS,
Ha MANPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allisx», 3apeecTpoBaHOro y MiHiCTepCTBi ocTHIIT YKpaiHu
22 ygepBHs 2015 poky 3a Ne 736/27181 (mani — [IpaBuna opranizamii IiJIOBOJCTBa Ta apXiBHOTO
30epiraHHs JOKYMEHTIB).



I'pud moromxkenns ckmanaerses 31 cimosa [IOI'OJIPKEHO (6e3 nanok), HaiiMeHyBaHHS TIOCaIH
0co0M, SIKa TIOTOJKY€ TOKyMEHT (pa3oM 3 HallMEHYBaHHSM 3aKJIa/ly OCBITH), OCOOMCTOTO i ITUCY,
BJIACHOTO IMEHI Ta MPi3BUINA, JATH MTOTOHKCHHS.

Ilpuknao:
I[MOTrOJIXKEHO
Hupextop 310 Nel
Hanis BJIACIOTA

HiAnuc

Jara

9. 3aTBepKEHHSI YIIPABIIHCHKUX JOKYMEHTIB 3/11CHIOETBCS OCOOUCTO KEPIBHUKOM 3aKJIaly OCBITH
BIJIMIOBITHO JI0 OTO MOBHOB)KEHB 200 PO3MOPSIYUM JTOKYMEHTOM 3aKJIaly OCBITH 13 3a3HAYCHHSIM
Ha JOKyMeHTI rpuda 3aTBepIKeHHs, 0()OPMIIEHOTO BiAMOBIIHIUM YHHOM.

[Topsimok 3aTBep/KEHHS TOKYMEHTIB 3IIACHIOETHCS BiAmoBimHO 10 I[IpaBun opranizarii
JIIIOBOJICTBA Ta apXiBHOT'O 30epiraHHs JOKYMEHTIB.

I'pud 3aTBepmxenHs ckianaerscs 31 cinoBa JATBEPJDKVIO (6e3 namnok), HaliMeHyBaHHs
rnocajgy 0coOH, sika 3aTBEPKY€E TOKYMEHT (pa3oM 3 HallMeHyBaHHSM 3aKJajay OCBITH), MiJIHCY,
BJIACHOTO 1IMEHI Ta MPi3BUILAa 0COOM, fKa 3aTBEpAnIa JOKYMEHT, 1aTH 3aTBEPI’KEHHS.

Ipuxnao:

3ATBEP/KVYIO
Hupextop 310 Ne 1
Hanis BJIACIOT'A

T IHC

Jara

VY pasi 3aTBepKEHHS JOKYMEHTa PIIICHHSM KOJETiallbHOTO OpraHy rpud 3aTBepIKCHHS
cknanaethes 31 cnoBa. SATBEP/PKEHO (6e3 nanok), Ha3BH, AaTH 1 HOMEpa IOKYMEHTa Y HA3UBHOMY
BiJIMIHKY.

Ilpuknao:
3ATBEPJI’KEHO
[Tpotoxon Ne  3acimaHHs

nexarorigynoi paau 3/10 Ne 1

nara

III. CxnaneHHs 1esIKUX BUIB JOKYMEHTIB
Haka3n

1. Haka3u BHMJarOTbCcs $K PpILIEHHS OPraHi3aliiHO-PO3MOPAIUOro Xapakrepy. 3a 3MICTOM
YIPaBIIHCHKOI J1i HAKa3u BUIAIOTHCS 3 OCHOBHOI MISUTBHOCTI 3aKjIaay OCBITH, aaMIHICTPATHBHO-
TOCIIOIAPCHKUX, KAJIPOBUX MUTAHb, PYXY BUXOBAHIIIB.

Hakasu 3 OCHOBHOI isJIBHOCTI, aJMiHICTPATHBHO-TOCIIOAPCHKHUX, KaJPOBUX IHTaHb, PyXY
BUXOBAHI[B MiANMHUCYIOThCA KEPIBHUKOM 3aKjaly OCBITH, a 3a HOro BiCYTHOCTI - 0CO0OI0, sfKa
BHKOHYE H0ro 000B’I3KH, Ta PEECTPYIOTHCS B JKypHAJIaX peecTpalii HaKasiB.



2. Hakaz oopmitroeThest Ha OJIaHKY Haka3y 3aKjiajly OCBITH.

3. Tekcr Haka3y 3 MUTaHb OCHOBHOI JISTBHOCTI 3aKJIaJy OCBITH, aJMiHICTPaTUBHO-TOCTIOAAPCHKUX
IUTaHb Ta PyXy BUXOBAHIIIB CKJIAAA€THCS 3 TpeaMOyiIH Ta PO3NOPAIUO] YACTHHHU.

VY npeamOyJi 3a3HAa4alOTHCS MMiJCTaBa, OOTPYHTYBaHHS a00 MeTa BUAAHHS Haka3y. 3a3HaueHa
YaCTHHA MOJXKE TIOUYMHATHCA 13 cIlliB «Ha BukoHaHH», «3 MeTOI0» TOMIO. SIKII0 TOKYMEHT BHIAETHCS
Ha MIJACTaBl IHIIOTO PO3MOPATYOrO TOKYMEHTa, Yy TNpeamOyIi 3a3HAYalOThCS IOCHJIAHHA Ha
BiAMOBIIHMIA JOKyMeHT. Kpamnka B KiHIIi KOHCTAaTYI0401 YACTUHH HE CTABUTHCA.

Posnopsiiua yacTiHA Haka3y MOYMHAETHCS 13 CIIOBA «HAKA3yIO», SIKE JPYKYETHCS 3 HOBOTO
psKa, BEJIMKUMH JITEpaMU Ta >KUPHUM HIPU(TOM, MICIs SKOTO CTaBUThCS ABOKpAIIKa.

Po3nopsiiua yacTrHa MOAUISETHCS HA MYHKTH 1 MIAMYHKTH, sIKi HyMEPYIOThCS apaOChKUMHU
uudpamu. [TiMyHKTH HyMepYIOThCS apaOChbKUMH LUPPaMU 3 Ty’KKOI0. Y KOXKHOMY ITyHKTI TOBUHHI1
OyTH 3a3HaueH] BUKOHABI[i, KOHKPETHI 3aBAaHHS (IOPYYESHHS) i CTPOKHM X BUKOHAHHSI.

4. BHeceHHS 3MiH A0 HaKa3y, BU3HAHHA Horo TaKHUM, IO BTPATUB tII/IHHiCTb, 4M MOro CKaCyBaHHA
3I[iI>JICHIO€TBC$[ JIMIIC NUIAXOM BHUAAHHA HOBOI'O HAaKas3zy.

5. Hakasu, sKMM BHOCATBCS 3MiHH, OOPMITIOETECS 3 ypaxXyBaHHAM TaKHX BUMOT':

1) 3aroI0BOK HaKa3y MOYMHAETHCS 13 CIiB «IIpo BHECEHHS 3MiH JI0 HaKa3y...» 13 3a3HAYCHHSM JIaTH,
HOMepa, Ha3BU BUJY PO3MOPSAUOT0 JOKYMEHTA, 0 SKOTO BHOCITHCS 3MiHU;

2) po3nopsiaya YacTHHA HaKa3zy MOYMHAETHCSA 3 MyHKTY:
«1. BHecTu 10 HaKa3sy ... Taki 3MiHU:» y pa3l BUKJIAJCHHS 3MiH y TEKCT1 HaKa3y;

«1. Baectu 10 Haka3zy ... 3MiHH, 10 JOJAIOTHCA.» y pa3l BUKIAJEHHS 3MiH Yy BUIJISAI OKPEMOIO
JIOKYMEHTA;

3) bopMyITIOIOTECS 3MIHM Yy BUTJISA1 ITYHKTIB Ta MiAMYHKTIB PO3MOPSAYOro XapakTepy, HalpuKiIal:
«1. TIyHKT 2 BUKJIACTH B TaKid peJaKiIii:..»,

«2. IIyHKT 3 BUKJIIOUUTHY;

«1) ab3a1 qpyruii MyHKTY 4 TOMOBHUTHU CIIOBAMHU...»,

«2) y TIAMYHKTI 2 MyHKTY 7 CJIOBA «...» 3aMIHUTHU CJIOBAMHU «...»;

6. Y pa3i BUIaHHS Haka3y MPO BU3HAHHS TAaKUM, IO BTPATHB YHWHHICTh, a00 CKacCyBaHHs 1HILIOTO
Haka3zy, y PO3MOpsAIUii YaCTHUHI 3a3HAYAETHCS MYHKT, SIKMA TMTOBUHEH MOYMHATHCA 13 ClliB « Bu3natu
TaKWUM, 10 BTPATUB YHHHICTb,...» a00 «CKacyBaTH ...» BIIAMOBITHO.

7. Haka3u 3 kaapoBUX MUTaHb (0COO0BOTO CKJIaAy) oGOpPMISIIOTBECS y BUTJISL, 1HAWBIIYyadbHUX 1
3BeICHUX. B 1HIWBiIyalbHUX Hakazax MICTUThCS 1H(OpMAIisl PO OJHOrO MpalliBHUKA
(ciBpoOITHHKA), y 3BEICHUX — MPO KUIBKOX HE3aJIEKHO BiJ TOTO, SKI YIPABIIHCHKI PIIEHHS 1100
HUX TIPUAMAIOThCS (IPUHHSTTS Ha poOOTY, MPU3HAYCHHS Ha MOCay, MIEPEBEACHHS HA 1HIIY TIOCaITy
(pob6oTy), 3BUTEHEHHS TOIIIO).

8. 3MicT iHIUBIAYyaNbHOTO HaKa3y 3 KaJpOBHX MUTaHb (OCOOOBOTO CKIIAy) CTHUCIIO BHKJIAJAETHCS B
3aroJIOBKY, SIKUI MounHaeThCs 3 npuiiMeHHNKa «IIpo» 1 ckinagaeTsest 3a JOMOMOI 00 BiIIECTIBHOI'O
iMmeHHuka, Hanpukinan: «[Ipo mpusnauenHs...», «[Ipo MpUAHATTA...». Y 3BEACHHUX HaAKazax MOXKeE
3aCTOCOBYBATUCH y3araJlbHEHHUH 3aroioBok, Hampukiaa: «IIpo kaaposi nuranHs», «IIpo ocoOoBmit
CKJIaI».

9. Posmopsiqya yacTMHA HaKazy TMOYMHAETHCSA, SK TMpaBWiIo, 3 jiecioBa y ¢opmi iHOIHITHBY:
«(IPUUHSATU», «[IPUBHAUUTU» «IIEPEBECTU», <«3BUIBHUTU», «BIAPSAUTNy,
«HAJIATU», «OI'OJIOCUTH» Tomo. Jlami 3a3HAa4alOThCS BEIMKUMHU JIITEPAMHU  IPi3BHUIIEC
MpaliBHUKA, HA SKOTO MOIIMPIOETHCS Jisi HaKa3y, 1 MAJIMMH - HOTO BIIaCHE iM'sl Ta TEKCT HaKazy. Y
3BEICHUX HaKa3ax Mpi3BHILA 0Ci0 y MeKaX MyHKTIB PO3MIIIYIOThHCS 32 aln(aBiToOM.



10. ¥V 3BeneHnmx Hakazax 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIay) A0 PO3MNOPAIYOi YaCTHHH
BKJIIOYAETHCS 1HPOpMAILlis, [0 PO3MINLYEThCS Yy TaKid MOCHIJOBHOCTI: MPUHHATTA Ha pPOOOTY,
nepeBeieHHs, 3BUIbHEHHS. [Ipm 1bOMy 10 OZHOTO 3BEAEHOTO HAKa3zy HE MOXKE BKIIOYATHUCS
iH(opMallis, siKa 3TiTHO 13 3aKOHOJJABCTBOM MA€ Pi3HI CTPOKHU 30epiraHHsl.

11. Haka3u HymMepyrOThCs Y TIOPSIKY iX BHIAHHS y MeXaX KaJCHIApPHOTO POKY; HaKa3H 3 OCHOBHOI
JiSTTBHOCTI, aJAMIHICTPATUBHO-TOCTIOAAPCHKUX MUTAHD Ta 3 KAaJIPOBHX MUTaHb (0COOOBOTO CKIIANY)
MAaIOTh OKPEMY TOPSIIKOBY HyMEpaIlifo.

IIporokon

1. YV npotokonax ¢ikcyeTbes iHGoOpMallis Ipo XiJ BeeHHs 3aciiaHb, YXBaJICHHS PillieHb JOPaAuuMU
Ta KOJIETIAIbHUMH OpraHaMHt, KOMICISIMHU TOIIIO.

2. TIpoTtokonu MOXYTh CKJIaJaTHUCA B MOBHIN abo ctuchiii ¢Gopmi. Y MNpOTOKONAX, CKIAJEHUX Yy
cTuchiit popmi, GIKCYIOTHCS JIHIIE TPUUHATI pilleHHs 0€3 X04y 0OTOBOPEHHS TUTAHb.

3. [IpoTokonu opraHiB ynpaBiiHHS 3aKJIaJy OCBITH, BU3HAUYEHI 3aKOHAMH, BEIyTHCS B MAlepOBOMY
Ta eJIeKTpoHHOMY BHUTIISA L. [IpoTokon opopmittoeThes Ha odiiitHOMY OTaHKY KOJIET1aJIbHOTO OpTaHy
abo Ha yucToMy apkyuui nanepy ¢opmary A4 (210 x 297 minimMeTpiB).

[IpoTokonu I1HIIMX KOJETiaJIbHUX Ta JOpaJuuX OpraHiB 3aKiaay OCBITH BEIyThCS B
€JIEKTPOHHOMY BHIJISAI (200 PyKOMKCHO) Ta MIANUCYIOTHCS TOJIOBOIO Ta CEKPETAPEM.

4. I[Iporokoinu 3aciJlaHHs IeIaroridyHoi pagu HyMEpYyOThCs YIIPOJOBK HAaBYAIBHOTO POKY.

Hywmepaiiis mpoTOKONiB BEAEThCSI OKPEMO 3a KOXKHOK TPYIOI MPOTOKOJIB 3aciJaHb
BI/IMIOBITHOTO KOJIET1aJIbHOTO OpPraHy.

5. Jlatoro mpoOTOKOJIy € jAaTa MpoBeAeHHs 3acinaHHs. Homep mpoTokoidy MOBMHEH BiANOBiAATH
MOPSAIKOBOMY HOMEpPY 3aCiaHHS.

6. 3aroJI0BOK J0 TEKCTY MPOTOKOJYy Mae BioOpakaTu BUJ 3acilaHHs (Hapazaa, 300pu, KoH(pepeHLis
ToI110) a00 KOJIeriaJIbHOT AiIsUIbHOCTI (KoMicis, pada, 300pu, poboya rpymna TOoIIO) 1 BKIIOYAaTH Ha3BY
BUJY JOKYMEHTA.

7. TeKCT mMpOTOKOITY CKIIAJAETHCS 31 BCTYIMHOT Ta OCHOBHOI YaCTHH.

8. Y BeTynHIN YacTHHI MPOTOKOJTY 3a3HAYAIOTHCS MIPI3BUILE Ta BJIACHE iM’sI TOJIOBU 200 TOJIOBYIOUOTO
Ha 3acijaHHi, 300pax TOIIO0, CEKpeTaps, 3apOIICHNX, a TAKOX MPHUCYTHIX 0Ci0.

V pasi morpeOu 3a pilIeHHIM BiJIIOBITHOTO OPTaHy y CIIUCKY MPUCYTHIX 3a3HAYAIOTHCS ITOCATH
3ampoIIeHuX 0ci0 Ta HaWMEHYBaHHs YCTaHOB. SIKIIO KUTBKICTh MPHCYTHIX MepeBuirye 15 ociO,
3a3HAvYa€THCS 1X 3arajbHa KUIBKICTh 3 OCHJIAHHIM Ha CIIMCOK, L0 JOAAETHCA JI0 IPOTOKOY.

BcerynHa yacTrHa BKITIOYAE MOPSIOK JCHHUH - IEPETTiK MUTaHb, 3aIUIAHOBAHUX J0 PO3TIIILY Ha
3aciiaHHi, 110 PO3MIIICHI Y MOPSAKY X 3HAUYIIOCTI 13 3a3HAUEHHSM JIOTIOB1/1a4ya 3 KO>KHOTO TUTAHHS.
[Nopsimok AeHHNH TA€ThCsT HATIPUKIHII BCTYITHOT YaCTHHU.

CrnoBa «[lopsimoxk JeHHHI» IPYKYIOTHCS BiJl MEXI JIIBOTO TIOJISA, MICIS HUX CTaBUTHCS
nBokpanka. KoxkHe NHTaHHS HyMepyeThCs, apaOChbKuMHM LudppaMu 1 JIpyKyeTbcs 3 al3aiy.
@opMyBaHHs IUTAHb Y MOPSAKY ICHHOMY IIOYMHAETHCA 3 IpUiiMeHHUKa «IIpo».

9. OcHOBHA YaCTHHA MPOTOKOJTY CKJIAJIA€THCS 3 PO3ALTIB, SIKI MOBUHHI BiJIMTOBIIaTH MTYHKTAaM MOPSIIKY
neHHoro. Po3inu HyMepyroThes apadchkuMu mudpaMu i Oy ayroThes 3a Takoro cxemoro: CJIY XAJIN
- BUCTYIIWJIN - BUPILIWIIN (Y XBAJIUJIU, TIOCTAHOBUJIN).

3a3HaueHi cI0Ba APYKYIOTHCS BETUKUMHU JIiTepaMu 0€3 BiACTYITy Big Mexi JiBoro mos. [licis
CIIiB CTAaBUTHCS IBOKpAIIKa.



[Ticnsa cnoBa «CJTY XAJIN» 3a3Ha4aeThCcsl TEKCT BUCTYIy OCHOBHOTO joroBinava. [Ipi3Buiie
Ta BJIACHE iM’sl KOXKHOTO JIOTIOBilada IPYKYIOThCS 3 HOBOTO PsiiKa. TEKCT BUCTYITY BUKIIATAETHCS Y
TpeTiit 0cO01 OTHUHH.

Texctn abo Te3W NOMOBiAI Ta BHUCTYMIB, OGOPMIIEHI SK OKpeMi TOKYMEHTH, JO0 TEKCTYy
MPOTOKOJIY HE BKJIIOYarOThCs. Ilicis BigoMocTel mpo J0MoBiiaya CTaBUTHCSA THPE 1 3a3HAYAETHCS:
«Texkct momoBifi (BUCTYITY) JOJAETHCS IO TPOTOKOITY .

[Ticna cmoBa «BUCTYIIMJIN» ¢ikcyroTbess BUCTYNMM THX 0OCiO, sKI B3sSUIM y4acTh B
00roBOpeHHI JIOTMOBIII. BUCTymH 0GopMIISIFOTECS Y TIPOTOKOJII 13 3a3HAYCHHSM I1OCAJ, MPI3BUI Ta
BJIACHUX IMEH NPOMOBIIIB Y HAa3MBHOMY BIJIMIHKY, a TaKOX 3 BUKJIAJICHHSIM 3MICTy MUTaHHS Ta
BIJIMIOBI/ICH HA HHOTO. 3MICT BHCTYIIIB BUKIIAIAETHCS BiJl TPETHOT 0COOU OJTHUHHU.

ITicns cnoBa «BUPIINIINY («YXBAJINIINy, « I TOCTAHOBUJINY) hikcyeTbes MpUAHSITE
pillicHHST 3 0OrOBOPIOBAHOTO IMHUTAHHS TOPSAKY JACHHOTO. PillIeHHS MOBUMHHE OYTH KOHKPETHUM 1
BKJIFOUATH CKJIAJIOBI, 110 BIAMOBIJAIOTH HAa TaKi MUTAHHS: KOMY, 10 3pOOUTH 1 B SIKUI CTPOK.

Pimenns, mo MiCTATh KiIbKa MUTaHb, MOJUISIOTh HA IMYHKTH 1 MAITYHKTH, SIKI HyMEPYIOThCS
apabcbkumu udpamu. [ligMyHKTH HyMepyIOThCs HUPPaMU 3 TYXKKOIO.

10. Konu Ha 3acijiaHH1 IpUHMaEThCS PIIIEHHS PO 3aTBEPKEHHS IOKYyMEHTA, IKMi1 00rOBOPIOBABCS
Ha 3aciJjaHHi, el JOKYMEHT J10JIa€ThCs 10 MPOTOKOJY 1 B HbOMY POOUTHCS] OCUIIAHHS HAa HOMeEP 1
JaTy TPOTOKONY. 3a HAsSBHOCTI IHIIMX JOKYMEHTIB, IO PO3TJIANANUCS Ha 3acigaHHi, Ta (axT
00roBOpeHHs SIKUX, Oyn0 3a(iKCOBAaHO y TEKCTI MPOTOKOJIy, BOHH HYMEpPYIOTbCS apaObCbKUMU
uudpamu (Jonarox 1, onatok 2). Y BIANOBIAHUX IMyHKTaX MPOTOKOJIY pOOUTHCS IMOCUIIAHHS Ha 11l
J0JaTKH. SIKIIO B IPOTOKOJII JOAATOK JIUILIE OJJMH, TO HOMEP J0JAaTKy HE CTABUThHCS.

11. TIpoTokon MiANUCYETHCS TOJIOBOIO/TOJOBYIOYMM Ha 3acijaHHI KOJEriaJbHOro OpraHy Ta
CeKpeTapeM.

Cuay:x00Bi 1ucTH
1. Ciry:x00Bi JTMCTH CKJIQAAIOTHCS 3 METOI0 OOMiHY 1H(OpMAIIi€0 MiXK 3aKIaJOM OCBITH Ta OpraHaMH
Jep>KaBHOT B, OPTaHAMH MICIIEBOT'O CAMOBPSTyBaHHS, X TIOCaIOBUMH 1 CITy’)kO0BUMH 0coOamu,
3aKJIaZlaMi, YCTaHOBaMH, OpTraHizallisiMU Ta iHIIUMHU (PI3UYHUMH 1 OPUAUIHUMHU 0COOaMH.

2. JIucT Mae Taki peKBI3UTH: JaTa, PEECTPALIMHIN 1HJEKC, TOCHJIAHHS HA JIOKYMEHT, Ha SIKUH JAa€ThCS
BiJIMIOBi/Ib, aIpecaT, 3ar0JI0BOK JI0 TEKCTY, TEKCT, BiIMITKa PO HAsIBHICTh JOJATKIB (Y pa3i moTpedn),
ITiJITHAC, BIIMITKA TTPO BUKOHABIIA.

JlaToro mucTa € nara Woro MiAMUCaHHSA, sIKa TIOBUHHA 30iraTHcs 13 JaTOK0 peecTpallii BUXiaHOT
KOPECITOHACHITII.
IV. PeecTpanist noKkyMeHTiB
1. JlokymMeHTH B 3akjajJi OCBITH PEECTPYIOTHCS IIEHTPAI30BAaHO HE3aJEKHO B CIOCOOY iX
CTBOPEHHS, OZICpKaHHS YU BIATBOPEHH:. Y 3aKjajli OCBITH MOXKE 3aCTOCOBYBATHCS aBTOMAaTH30BaHa
(dhopma peectpailii JOKyMEHTIB 3 BAKOPUCTAHHIM CITCIIaIbHUX KOMIT IOTEPHUX MPOTPaM.

2. Peectparisi JOKyMEHTIB 3HiHCHIOEThCA BiamoBimHO a0 IlpaBun opranizamii IijoBOACTBA Ta
apXiBHOTO 30€piraHHs TOKYMEHTIB.

3. Peectpamis JOKyMEHTIB MpPOBOJIUTHCS 3 METOIO 3a0e3neueHHs iX o00JiKy, KOHTpPOJIIO 3a
BUKOHAHHIM 1 ONIEPAaTHBHUM BHUKOPHCTAHHSAM iH(OpMaIlii Ta moisirae y BeJeHHI 3a1ucy 00JIKOBUX
JaHMX PO TOKYMEHT, IKUM (PiKCY€eThCsI ()aKT CTBOPEHHSI, BIIIPaBICHHS a00 OTpUMaHHs JOKYMEHTa
NUITXOM MPOCTABIICHHS Ha HbOMY PEECTPAIlIHOTO I1HAEKCY i3 3alMCOM Y BiIIOBITHHUX XKypHajax
(6a3ax, aBTOMaTH30BaHUX CHCTEM) pEECTpaIlii HEOOX1THUX BIZIOMOCTEH PO JTOKYMEHT.

4. Peectpartii miayraroTh BXigHi, BUXIIHI Ta BHYTPIIIHI JOKYMEHTH (JIOBIJKH, JOTIOBIIHI 3aIHCKH,
3as1BH, MPOTOKOJIM 3aCi/IaHb NIEIaroriYHuX pajl, KOMiCii TOIIO).



5. JIoKyMEHTH peecTpYIOThCS JIMIIE OAWH pa3: BXiAHI — y J€Hb HAJXOJDKEHHS abo HE Mi3HiIe
HAaCTYIHOTO poOOYOro JHS, SKIIO JOKYMEHT HaJIMIIOB Yy HEpoOOUMil Yac, CTBOPIOBAaHI — y JICHb
i IMUCaHHS a00 3aTBEPIKEHHS.

6. JIokyMeHTH, SIKi HaJIXOAATh JI0 3aKJIaJy OCBITH, PEECTPYIOTHCS B )KYPHAIl BXiJIHUX, JOKYMEHTIB
(momatok 6), Ti, 110 BiAMPABISIOTECS, — Y )KypHAJIl BUXIIHAX JOKYMEHTIB (10JaTOK 7), BHYTpILIHI —
y J)KypHaJIi BHYTPIIITHIX JJOKYMEHTIB (IoAaToK 8), Hakas3| — y )KypHaJIax peecTpallii Haka3iB (H0JaToOK
9).

[lepenik TOKyMEHTIB, IO HE MiUISITAIOTh 00OB’I3KOBOT peecTparii CemiaibHO MPU3HAYCHOIO
JUTSI IbOTO 0c000t0, HaBeAeHO y noaatky 10 mo miei [HeTpykiii.

7. JIOKYMEHTH PEECTPYIOThCS 3a TPyINaMH 3aJIe)KHO BiJl Ha3BU BUIY, aBTOpa Ta 3MmicTy. OKpemo
peeECTPYIOThCS:

BX1IHI IOKyMCHTH,

HaKa3H 3 OCHOBHOI JisIILHOCTI;

HaKa3| 3 pyXy BUXOBAHIIIB;

HaKa3| 3 aIMiHICTPATUBHO-TOCIOIAPCHKUX MMUTAHB;

HaKa3| 3 KaJIpOBUX MTUTaHb TPUBAJIOI0 30€piraHHs;

HAaKa3| 3 KQJAPOBUX MMUTaHb TUMYACOBOT'O CTPOKY 30epiraHHs;;

BHYTPILIHI JOKYMEHTU (IIPOTOKOJIM, JTOBIAKH, JIOIOBIJIHI, MOSCHIOBAJIbHI 3alUCKH, 3asBU
MPaIiBHUKIB TOIIO);

OyXranaTepchbki JOKYMEHTH;

3BEPHEHHS IPOMAJISIH, Y TOMY YHCIIi OaThKIB 200 3aKOHHUX MPEICTaBHUKIB BUXOBAHIIIB,
3alUTU Ha MyOJiyHy 1H(OopMaliio.

8. I BXiTHUX JOKYMEHTIB peecTpalliiiHuii iHIEeKC CKIIAaeThes 3 TOPSAKOBOTO HOMEpa Ta 1HACKCY
cnpaswu, Hanpukian 89/02-04, ne 89 - mopsaKoBUit HOMEP TOKYMEHTa y MexaX poky, 02-04 - ingexc
CIIPaBH 32 HOMEHKJIATYPOIO CIIPaB.

9. ¥V BUXIIHOTO Ta BHYTPIIIHBOTO (32 BUHSATKOM Haka3iB, MPOTOKOJIIB) JOKYMEHTa peecTpaliiiHuii
1HEKC CKIAJa€Thcsd 3 1HIACKCY CIpPaBU 3a HOMEHKIATYpOIO CIpaB Ta IOPSIKOBOIO HOMEpa,
Hanpuknan 02-04/176, ne 02-04 - iHgekc cripaBU 3a HOMEHKIIATYPOIO crpaB, 176 - mopsiaKoBUi
HOMEpP JOKYMEHTa y MeXaX pPOKY.

V. Cucremarusauis ta 30epiranusi 10KyMeHTIB

I. HomeHknaTypa cripas - 11e 000B'SI3KOBHIA JIs1 KOKHOTO 3aKJIAy OCBITH CHCTEMATU30BaHUH MIEpeTiK
Ha3B (3aroJIoBKiB) CIIpaB, 0 (GOPMYIOTBCS B 3aKjIaji OCBITH, 13 3a3HaYEHHSM CTPOKIB 30epiraHHs
CTIpasB.

2. Homenknarypa cmpaB NpH3HA4YeHA JJIsI BCTAHOBJICHHS B 3aKIadl OCBITH €IMHOTO TOPSIKY
(dopmyBaHHS cripaB, 3a0e3medeHHs X 00JiKy, OIePaTUBHOTO IMOIIYKY JOKYMEHTIB 32 iX 3MIiCTOM i
BUJIOM, BHM3HAYEHHS; CTPOKIB 30epiraHHs CrIpaB i € OCHOBOIO IJISi CKJIaJaHHS OIMCIB CIIpaB
noctiifHoTO Ta TpHBasoro (mouas 10 pokiB) 30epiranHs, a TaKOX I 00JIIKY CIIpaB THMYACcOBOTO (710
10 pokiB BKJIIFOYHO) 30epiraHHsl.

3. Cxiaganss Ta oOpMIICHHST HOMEHKIIATYPH CIIpaB 3A1MCHIOETHCS BiMOBIAHO O BUMOT TJaBu 1
posainy IV IIpaBun opranizamii 1iJIOBOJCTBA Ta apXiBHOTO 30€piraHHs;.

4. HoMmeHkaTypa CHpaB CXBATIOEThCS eKCIepTHO kowmiciero (mami — EK) 3akmamy ocBith, sika
CTBOPIOETHCS BiJIIIOBITHO IO 3aKOHOJIABCTBA, MOTOKY€EThcsi EK MicIieBOro oprany ympaBiiHHS Y
cdepi OCBITH Ta 3aTBEPKYETHCS KEPIBHUKOM 3aKJIaly OCBITH.



5. HomeHKaTypa crpaB 3aKiiajly OCBITH HiJISrae MOTO/PKEHHIO 3 OPraHOM: YHpaBIiHHS Yy cdepi
OCBITH OAMH pa3 Ha I’ATh POKiB a00 HEBIIKIAJHO B pa3i ICTOTHHX 3MiH y (opMi BIacHOCTI,
CTPYKTYp1, QYHKIIISIX Ta XapakTepi poOoTH.

6. HanpukiHii poKy HOMEHKJIATypa CIpaB 3aKPHBAETHCS IMiICYMKOBHM 3allMCOM PO KaTeropii Ta
KUIBKICTB CITpaB, 3aBEJICHUX y BiJIOBITHOMY POIIi.

7. Homenknarypa cmpaB miopoky (He misHime 20 TpymHs) YTOYHIOETHCS, 3aTBEPIKYETHCS
KEPiBHUKOM 3aKJIaJly OCBITH Ta BBOAUTHCS B 110 3 01 CiyHS HACTYMHOTO POKY.

8. dopmyBaHHs CIpaB — I TPYIMyBaHHS BHKOHAaHHMX JOKYMEHTIB y CIpPaBH BiJIOBITHO 0O
HOMEHKJIATypH CIIPaB.

9. ®opMyBaHHS CIpaB 3aKJIaay OCBITH 3IMCHIOETHCS 3 JOTPUMaHHAM BUMoOr [IpaBmi opranizarii
JIJIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB.

10. JIokyMeHTH TPYIYIOThCS y CIIPABH B XPOHOJIOTIYHOMY Ta/a00 JIOTIYHOMY TOPSIKY.

11.V cnpaBu popMyroTh TOKYMEHTH, BUKOHAaH1 IPOTATOM OJIHOT'O KAJIEHAAPHOI'O POKY, 3a BUHATKOM:
NepexiTHUX, CIpaB (BEAYThCS, IPOTATOM KIIBKOX POKIB);
0c000BHUX CHpaB (0XOIUTIOIOTh Mepio]l poOoTH: / 3700yTTS OCBITH 0Ci0 Yy 3aKJIajil OCBITH);
CIpaB, [0 XapaKTePU3yIOTh OCBITHIN MPOLEC (BELYyThCS MPOTITOM HaBYAIbHOI'O POKY).

12. Haka3u 3 OCHOBHO{ JisUIBHOCTI 3aKjaly OCBITH, aAMiHICTPaTHBHO-TOCIIONAPCHKUX, KaJpPOBUX
MUTaHb Ta PyXy BUXOBAHI(IB I'PYIYIOTHCS B Pi3HI CHPABH Y XPOHOJIOTTYHOMY MOPSIAKY BIJIOBIIHO J10
X BHJIIB Ta CTPOKIB 30€piraHHs.

13. TlonmoxxeHHs, mpaBuia, IHCTPYKIII TOIIO, 3aTBEP/KEHI PO3MOPATUUMH JTOKYMEHTAMH,
IPYIYIOTHCS pa3oM 13 3a3HAYCHUMHU JTOKyMEHTaMH.

14. JluctyBaHHS TPYMYETHCS 32 3MICTOM Ta KOPECHOHACHTCHKOIO O3HAKOIO 1 CUCTEMATH3YETHCS B
XPOHOJIOTIYHOMY TOPSIAKY: TOKYMEHT-BIIIOBIIb PO3MIIIYETHCS 32 JOKYMEHTOM-3aIIUTOM.

VI. Excneprusa ninnocri fokymeHTiB. [lopsizok nigroroBku cnpas 10 nepeiaBaHHs
AJIs1 apXiBHOTO 30epiranus

1. EkcriepTu3a iHHOCTI JOKYMEHTIB Ta MOPSAJOK MIATOTOBKH CIIPaB 0 MepelaBaHHs sl apXiBHOTO
30epiranHHs 37iHCHIOIOThCS Ha TiacTtasi [IpaBun opranizarii IiJOBOJCTBA Ta apXiBHOTO 30epiraHHs
JTOKYMEHTIB.

2. Jlns opranizanii Ta npoBeIeHHs eKCIIEPTU3HU IIIHHOCTI JOKYMEHTIB y 3aKJIaJli OCBITH CTBOPIOETHCS
€KCTIepTHA KOMICisl.

CrBopennst EK Ta opranizauis ii poO0oTH 3/11lCHIOIOTECS BINIOBIIHO 10 mocTaHoBU KabiHety
MinictpiB Ykpainu Big 08 cepmas 2007 poky Ne 1004 «IIpo mpoBemeHHS eKCHEpTH3W I[IHHOCTI
JIOKYMEHTIB» Ta Haka3y MiHicTepcTBa roctuiiii Ykpainu Big 19 uepsusa 2013 poky Ne 1227/5 «IIpo
3aTBEpKCHHS THIIOBOTO TIOJNIOKEHHS NPO EKCIIEPTHY KOMICII0 AEp)KaBHOTO OpraHy, OpraHy
MICIICBOTO CaMOBPSIYBaHHS, JEpPKABHOTO 1 KOMYHAQJIBHOTO MIANPHEMCTBA, YCTAaHOBU Ta
opranizariii», 3apeectpoBaHoro B MiHicTepcTBi roctuilii Ykpainm 25 yepBHs 2013 poky 3a Ne
1062/23594.

3. ExcneptH3a 1iHHOCTI JOKYMEHTIB ITPOBOIUTHCS IMIOPOKY €KCIIEPTHOI KOMICIEIO 3aKJIaly OCBITH.

4. Tlix yac TpOBENEHHS EKCIEPTHU3M I[HHOCTI JOKYMEHTIB 3/iHCHIOEThCS BiIOip JOKYMEHTIB
nocTiitHOro Ta TpuBajoro (monan 10 pokiB) 30epiraHHs I Tepenadi 10 apXiBy 3akKjaay OCBITH,
BIWJIyYEHHS JJIs1 3HUILEHHS JOKYMEHTIB 1 CIpaB 3a MHUHYJI pPOKH, CTPOKHM 30epiraHHs SKHX
3aKIHYHITUCS.

BurydeHHsT JOKYMEHTIB JIJIsl 3HUIICHHS 0€3 MPOBEICHHS TOMEPEIHBOT CKCIIEPTU3H iX IIIHHOCTI
3a00pOHSETHCS.



5. 3a pe3ynbTaTaMu €KCIEPTH3U I[IHHOCTI IOKYMEHTIB Y 3aKJIaJli OCBITH CKJIQJIAIOTHCS OIHCH CIPaB
mocTiifHoro, TpuBaioro (monan 10 pokiB) 30epiraHHs, 3 KaApoOBUX MUTaHL (OCOOOBOTO CKIIATy) Ta
aKT BWJIYYCHHS JUIs 3HUIICHHS JIOKYMEHTIB, HE BHECCHHUX JI0 apXiBHOTO (DOHY.

6. 3BeJICHI ONKCH CTIPaB MOCTIHHOTO, TpuBasoro (moHas 10 pokiB) 30epiraHHs Ta 3 KaJAPOBUX TUTAHb
(0co00BOTO CKITaTy) Ta aKT PO BIUTYUYCHHS JIJIs1 3HUIIIEHHS JOKYMEHTIB, HE BiJTHECEHUX J10 apXiBHOTO
(dboHIY 3aKIaay OCBITH, PO3TISAAIOTHCS EKCIEPTHOK KOMICI€I0 3aKJIaay OCBITH ojfHOYacHO. Taki
aKTH pa3oM 3 OMKCAMH CIIpaB MOCTIHHOro 30epiraHHs Ta 3 KaJpOBUX MHUTaHb (0COOOBOTO CKIIAIY)
MOJIAIOTECSI B YCTAHOBJICHOMY IMOPSAKY Ha PO3IISAJ EKCHEepTHO-TIEPEBIpHOT apXiBHOI KOMICII.
[TorokeHi akTH 3aTBEPIKYIOTHCS KEPIBHUKOM 3aKJIy OCBITH, MICJISI YOTO 3aKJIa]] OCBITH MA€ MPaBO
3HHIIUTH JIOKyMEHTH.

7. JlokymeHTH TUMYacoBoro 30epiranss, copMoBaHi y CIpaBH, HE MiAIIMBAIOTHCSA, apKylli HE
HYMEpYIOThCS, YTOYHCHHSI €JIeMEHTIB Oo(hOpMIICHHSI OOKJIQJIMHKU HE MPOBOIUTHCS, 32 BHHITKOM
MIEPBUHHOI OYXTanTepChKOi JOKYMEHTAIIi.

8. CnpaBu mocrtiitHOTO Ta TpHBasioro (monaz 10 pokis) 30epiranus, 3 KaJpoOBUX MUTaHb (0COOOBOTO
CKJIaJly) uepe3 JiBa POKHM IIiCJIs 3aBEpILICHHS IX BEJICHHS NEepeAaloThCs 10 apXiBy 3aKiajay OCBITH B
YHOPSAKOBAHOMY CTaH1 JUIsl TOIAJIBIIOrO 30€piraHHs Ta KOPUCTYBAHHS.

CrpaBu TumMuacoBoro (10 10 pokiB BKIIIOYHO) 30epiraHHs MOXKYTh IEepeaaBaTUCS 0 apXiBYy
3aKJay OCBITH 3a PIIEHHSM HOTO KEPIBHUKA.

9. CipaBu noctiiiHoro Ta Tpuajuoro (moHax 10 pokiB) 30epiraHHs neperarThCs 10 apXiBy 3aKiIagy
OCBITH 3a OIUCaMHU.

VY KiHLli KOXXHOT'0 IPUMIpHHUKA OITUCY 0c00a, BiJNOBIJalIbHA 32 BEACHHS apXiBY 3aKJa/ly OCBITH,
PO3MHUCYETHCS Y TMPUUHSTTI CIIpaB 3 O0OOB'SI3KOBUM 3a3HAYEHHSAM KUTBKOCTI (Iudpamu 1 CIIOBaMH)
NepeJaHuX CIIpaB 1 MPOCTABIISE JaTy.

10. KepiBHuk 3akiaay ocBiTH 3000B'i3aHui 3a0e3neuynTy 30epiraHHs apXiBHUX JOKYMEHTIB Ta
nepeqady JOKYMEHTIB, L0 HajeXaTb J0 apXiBHOTO (DOHIy, Micis 3aKiHUE€HHS BCTAaHOBJICHUX
IPaHUYHHUX CTPOKIB iX 30epiraHHs B apXiBl 3aKJIaJy OCBITH /10 BIAMOBIIHOI J€p»aBHOi apXiBHOI
YCTaHOBH YU JI0 apXiBHOTO BIAILITY MICHKOI (CLTBCHKOT, CEUIIHOT) paiu 7Sl MOCTIHOTO 30€piraHHs.

HinoBox Tersana YEMEJIIOX



Honatok 1

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(mynkT 1 po3ainy II)

3AT'AJIBHI ITPABUJIA
0(pOpMJICHHSA TOKYMEHTIB

1. dns oopMieHHS TEKCTIB CITy>)KOOBHMX JTOKYMEHTIB BHKOPHCTOBYETHCs TrapHiTypa Times New
Roman ta mpudt posmipom 12-14 npykapcbkux myHKTIB abo 8-12 ApykapChbKuX IYHKTIB IS
JIpyKyBaHHs pekBi3uTy «lIpi3BHIle BUKOHABI 1 HOMEp HOro TenedoHy», BAHOCOK, TTOSICHIOBATBHUX
HAMUCIB JO OKPEMHX €JIEMEHTIB TEKCTY JOKYMEHTa abo Horo peKBi3UTIB TOIIO.

2. [Tpu opopmIiIeHHI 3aCTOCOBYETHCS MIPUPT:

HAMBXUPHUN MPUDT BEIUKUMHU JIITEPAMH - JJI HA3BH BUJLY IOKYMEHTA;

HaNBXUPHUHN (MpsMUil a00 KypCcUB) - 17151 3ar0JIOBKIB Ta KOPOTKOT'O 3MICTY JJOKYMEHTA.
3. [Ipu odopMiIeHHI TEKCTIB MIKPSAIKOBUM 1HTEpBAT IOBUHEH CTAHOBUTH:

1 - nns ckIaOBUX TEKCTY JOKYMEHTA, peKBI3UTY «JloAaTOK» Ta MOCUIIAHHS HA JOKYMEHT, 110
CTaB M1JICTaBOIO JUJIsl MIJITOTOBKU (BUJIaHHS) IOTOYHOI'O IOKYMEHTA;

1,5 - ny1s1 ckImagoBUX YaCTUH PEKBI3UTIB «AnpecaTy Ta «I'pud 3aTBEpIKSHHSY;
1,5-3 - 115 BiIOKpEMIIEHHS PEKBI3UTIB JJOKYMEHTA OJJUH BiJl OJTHOTO.
JIoKyMeHTH OBHHHI MaTH Taki HOJs (MUIIMETPIB):

30 — miBe;

10 — mpage;

20 — BepxHE Ta HUXKHE.

4. BriacHe iM’s Ta Tipi3BUILIE B peKkBI3UTI «IliAMKC» po3MIly€eThCsl Ha PIBHI OCTAHHBOTO PSAIKa HA3BU
MIOCA/IH.

5. MakcumanbHa JOBXKHHA psiaKa OaraTOpsSIKOBUX PEKBI3UTIB (KpiM PEKBIZUTY TEKCTy) — /3
MiTiMeTpH (28 IpyKOBaHHX 3HAKIB).

6. SIKo0 KOpOTKHUH 3MICT 10 TeKCTy mepeBuinye 150 3HakiB (IT’ATh PAAKIB), HOTO JTO3BOJISIETHCS
MIPOJOBXKYBATH JI0 MEXI IpaBoro nouisd. Kparka B KiHII 3aroJIOBKa HE CTaBUTHCSI.

7. I1pn oopMIIeHHI TOKYMEHTIB BiZICTYII BT MEKi JIIBOT'O TOJISI IOKYMEHTA CTAHOBUTD:
125 minmiMeTpiB - Iu1s iM’s Ta mpi3BUINa pekBizuty «Iligmucy;
100 mimimeTpiB - aist pekBizuta «I'pud 3aTBEpIKEHHSY;
90 MiJTiMeTpiB - U1 PEKBI3UTY «Apecary,
10 mizmiMeTpiB 115 a03alliB y TEKCTI;
0 minimeTpiB:

mia  cimB:  «CIIYXAJIIW», «BUCTYIIUIN», «BUPIIHUWIN», «YXBAJIWINY,
«HAKA3VYO», «(30b0B’A3VYHOx;

IUTs pekBi3uTiB: «/laTa nokymeHTa», «KopoTkuii 3micT qokymeHTay, « Tekct» (6e3 ab3aiiB),
«BinMiTKa mpo HasBHICTH A0JaTKiBY», «[Ipi3Buile BUKOHABI i HOMEp Horo Tenedony», «BiamiTka
PO BUKOHAHHS JOKYMEHTa 1 HAJCHJIAHHS HOro JI0 CIpaBH», CJIOBO «Jl0gaToOK», pPEKBI3UTH
«lomarox» Ta cioBo «IlimcraBa» 3amucy Mpo MOCHIAHHS HAa JOKYMEHT, IO CTaB IiJCTaBOIO JJIS



MIATOTOBKK (BHJIAaHHS) TMOTOYHOTO JIOKYMEHTa, HalMEHyBaHHs Tocaau y pekBi3uTI «lliamucy,
3aCBIQUYBAJIBHOTO HAmUCy «3TiHO 3 OpUTiHAJIOM» Ta s nepmoro peksizura «l'pud
3aTBEPDKCHHS», SKIIO iX B JOKYMEHTI JBa.»;

8. Ilig yac odopmiieHHST TOKYMEHTIB (OJIaTKIB 10 HWX) HA JBOX 1 OUIbINE CTOpIHKAax JApyra Ta
HACTYITHI CTOPIHKY MTOBUHHI OyTH MPOHYMEPOBaHI.

9. Homepu CTOPIHOK CTaBJIATHCS MOCEPEMHI BEPXHBOTO MOJIS CTOPIHKH apaOchbkuMu nuppamu 6e3
3a3HauCHHS CJIOBA «CTOPIHKa» Ta PO3AUIOBHX 3HaKiB. [lepmia cTOpiHKa HE HYMEPYEThCS Hi B
JIOKYMEHTI, Hi B KO)KHOMY 3 JTOJIaTKiB. JIOKYMEHT 1 KO’KEH 3 JJOJIaTKiB MalOTh OKPEMY HyMepallito.

10. TexcTn TOKYMEHTIB JPYKYIOThCS Ha OZHOMY OOIi apkyia. JJOKyMeHTH HEe MOCTIHHOTO CTPOKY
30epiranHas obcsroM Oinbine 20 CTOPIHOK JOIMYyCKA€THCS APYKYBAaTH HA JUIIBOBOMY i 3BOPOTHOMY
ool apKy1ia.



JonaTtok 2

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 4 po3ainy II)

W

I IOBUHCBKUM 3AKJIA L JOIIKIJIBHOI OCBITH Ne 1 «JI3BIHOUYOK»
I'’IOBUHCBHKOI MICBKOI PAJIN



HonaTok 3

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 4 po3ainy II)

Jluctn

W

I'IOBUHCHKUHA 3AKJIAJL JOIIKIJIBHOI OCBITH Ne 1 « I3BIHOYOK»
I’IOBUHCBKOI MICBKOI PAJTA

ByJl. Bunorpanna, 17, m. ['nodbune, Kpemenuyupbkuii paiion, IlontaBceka o6sacts, 39000,
ten.: (053650) 24-4-73, E-mail:dnz1_dzvinotchok@ukr.net,
Web: https://dzvinotchok1.wixsite.com/dzvinotchokl
Kon €/IPTIOY 25693174

03.06.2025 Ne 02-25/29 Ha Ne BIJ

Bigmin ocBit
I'1oGMHCHKOT MICHKOT pagu
HauansHuxy

Ceitmani HAJITOILII

AnMiHicTpauisd ['moOUHCHKOro 3akiaay AOmKUIbHOT ocBITU Nel «JI3BIHOUOK»
['mo6unchkoi MickkoOi paau mpoxae Bac mpusHaunTH Hag0aBKy 3a CKIAAHICTH Ta
HaIpy>KeHICTh B poOOTI B po3mipi 50% mocasoBOro okjiaay Ta HOMICSYHY MPEMIIO B
po3mipi 100% mocamoBoro oknaxy TPYBIII Karepuni CepriiBai 3 02.06.2025 mo
29.06.2025p. B 3B’A3Ky 3 NEPEBEACHHSIM iI KyXapeM Ha 4ac 3aMIHHU BIJIITYCTKU
OCHOBHOTO npainiBHuka XKanuu Hazaposoi.

Jupektop Hanis BJIACIOT'A



HonaTok 3

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 4 po3ainy II)

W

I'’IOBUHCBKHUH 3AKJIA I JOIIKIJIBHOI OCBITH Ne 1 «JI3BIHOYOK»
I'’IOBUHCHKOI MICBKOI PAJIU

ByJ. Bunorpaana, 17, m. ['mobune, Kpemenuyupkuii paiion, [TontaBceka o6mnacts, 39000,
ten.: (053650) 24-4-73, E-mail:dnz1_dzvinotchok@ukr.net,
Web: https://dzvinotchokl1.wixsite.com/dzvinotchokl
Kox €IPTIOY 25693174

17.03.2025 Ne11/02-25

JOBIJIKA
Bungana BJIACKO3I fni PycnaniBai B TiM, IO BOHa JIHCHO MpaIiO€ B
I'moGuHchKOMy 3akiaji TomKuUIbHOI OcBITH Nel «JI3BiHOYOK» I'TTOOMHCHKOTI MICBKOT
pamu 3 01.02.2011 poky (maka3 Ne5 Big 01.02.2011p.) 1 B manuit yac 3 20.03.2025p.
(naka3z Ned8-x/tp Bim 14.03.2025p.) BuXoOBarenb IepeOyBae y BiamycTii 0e3
30epexeHHs 3apOoOITHOI MJIaTH Ha MEp10J BOEHHOTO CTaHy B Y KpaiHi.

JloBijKa BHJIaHa 3a MICIIEM BUMOTH.

Jupektop Hanis BJIACIOT'A



Honatok 4

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 4 po3ainy II)

[JIOBUHCBHKUM 3AKJIAJ JOLIKIJILHOI OCBITU Ne 1 «I3BIHOYOK»
'JIOBMHCBKOI MICBKOI PAJIU

Kon €IPTIIOY 25693174
HAKA3
12.05.2025 M. ['moGune No50-x/Tp
IIpo HaJIaHHS MaTtepiaiabHOI
JOTIOMOTH Ha 03JI0pOBJICHHSI

MTOMIYHUKY BUXOBATEIIS
At AgamMeHKo

HAKA3VYIO:

Bumnatutu AIAMEHKO A, mOMIYHUKY BUXOBATelsl TPYNH JOUIKIIFHOTO BIKY,
MaTepiaJibHy JOTMOMOTY Ha O370POBJICHHS, Yy 3B’SI3Ky 3 IIOPIYHOIO OCHOBHOIO
BIJIMMYCTKOIO TepMiHOM Ha 28 kaynenmapuux 1HiB 3 02.06.2025p. mo 29.06.2025p. 3a
nepion 3 20.10.2024p. o 19.10.2025p.

[Tincrara: 1. 3asBa Annu Anamenko Bix 12.05.2025p., 3apeectpoBana 3a Nel24,

2. Hakaz Bim 12.05.2025 poky Ne 38-x/TM «lIpo HagaHHS MIOPIYHOI OCHOBHOL

BIJIITYCTKU MOMIYHUKY BUXOBATENs ATl AJaMEHKOY.

Jlupektop Hanis BJIACIOT'A

3 Haka3oM O3HaMOMJICHA:
Anna AJJAMEHKO




HonaTok 5

no IacTpykmii 3 nmimoBoACcTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 6 po3ainy II)

Ilepenik noKymeHTiB,
MiNUCH AKMX 000B'I3KOBO CKPIIVIIIOTHCHA MEYATKOI0

1. Axtu (BUKOHaHHA pOOIT, CIUCaHHA, (IHAHCOBHX NEPEBIPOK: BUWIYYCHHS JOKYMEHTIB st
3HUILEHHS; IepeIaBaHHs CIIPAB TOIIIO).

2. JloBiku (BUKOpUCTaHHS OIOPKETHUX aCUTHYBAaHb Ha 3apIlIaTy; PO HapaxOBaHy 3apIuiaTy TOIIO).
3. JoroBopu (Impo MaTepialibHy BiIOBIIaTbHICTh, OPEH/Iy TPUMIIIEHb, TPO BUKOHAHHS POOIT TOMIO).
4. IokyMeHTH (JIOBIJKH, TIOCBITYCHHS TOIIIO), IO 3aCBIIYYIOTH IPaBa TPOMAJISH 1 FOPUIUIHHUX OCi0.

5. JJopyueHHs Ha oJiep>KaHHS TOBapHO-MaTepialbHUX LIHHOCTEH, OI0/KEeTHI, 0aHKIBChKi, MEHCIIHI,
IUIATIXKHI.

6. 3pa3ku BIIOMTKIB MMEYATOK 1 MIAMKUCIB MPALiBHUKIB, sIKI MalOTh NPaBO 3J1HCHIOBAaTH (hiHAHCOBO-
rOCTIOJIaPChKI Omepartii.

7. Komrropuc BUTpaT (Ha KaJbKyJIALIO 32 JOTOBOPOM TOLIO).

8. JIuctu rapanTiiiHi (Ha BUKOHaHHS poOIT, HaJIaHHA [TOCJIYT TOLLO).

9. Onucu crpaB nocTiHOTO, TpuBaioro (moHas 10 pokiB) 30epiranHs, 3 KaApOBUX .MMUTaHb.
10. TpynoBi KHHXKKH.

11. IlItaTHi po3nucHu.



JonaTok 6

no Iacrpykmii 3
I'mo6uncekomy 310 Nel

JIJIOBOJCTBA

(myHKT 6 po3miry 1V)
KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB*
ara Kopecmionaeut . ITignuc BigmiTtka
A p HICHT, . | Pesoromis abo 1 .
HaJIXOMKEHHA | nara Ta iHgekc | Koporkwuit . ) . | ocobwu, sika npo
) . BIIITOBITAJIBHUI
Ta 1HIEKC 0JIEP)KaHOTO 3MICT oTpuUMasa BUKOHAHHS
BUKOHABEIb
JIOKyMEHTa JIOKyMEHTa JIOKYMEHT JIOKyMEHTa
1 2 3 4 5 §)

*V pasi morpedu xKypHas MOKe JOIMOBHIOBATUCH JOJATKOBUMHU rpadamu.




Honatok 7

no IacTpykmii 3 HUTOBOACTBA
I'mo6uncekomy 310 Nel

(myHKT 6 po3ainy IV)
KYPHAJI
peecTpauii BUXiTHMX JOKYMEHTIiB*
Hara Ta BigmiTka po
1HIEKC Kopecnonaent Koportkwii 3micT 8 P
JOKyMeHTa BUKOHAHHS JOKYMEHTA
1 2 3 4

*V pasi moTpeOu KypHaj MOKE IONMOBHIOBATHCH TOJATKOBUMH rpad)aMH.



HonaTtok 8

no IacTpykmii 3 nmimoBoACcTBA Y
I'mo6uncekomy 310 Nel

(myHKT 6 po3ainy IV)
KYPHAJI
peecTpauii BHyTPIillIHiX JOKYMEHTIiB*
. [Tinrmc ocobu .

[ara ta Pe3omtonis a6o A ’ Binmitka po

. .. . . . | sKa oTpuMmana

1HIEKC Kopotkuii 3micT BiMOBiAAMbHMH | BUKOHAHHS
JIOKYMEHTa BUKOHABEI[b HOKY e JIOKyMEHTa

OTPUMAaHHS
1 2 3 4 5

*V pasi moTpedu KypHaaI MOXKe JIOTIOBHIOBATHCH TOJIATKOBUMU TpadaMu.



HonaTtok 9

no IacTpykmii 3 HUTOBOACTBA

I'mo6uncekomy 310 Nel

(myHKT 0 po3mainy IV)
KYPHAJI
peecTpanii HaKka3iB
Peectpamiitanii
Nes/m | inpmexc (Homep) | [ara Hakasy 3aroJ0BOK HaKa3y [TpumiTka
HaKazy
1 2 3 4 5

*V pasi moTpedu KypHaI MOXe JIONOBHIOBATHCH JTOJIATKOBUMU Tpadamm.

y



Honatox 10

no IacTpykmii 3 nmiToBoACTBA Y
['moouncrkoMy 3/10 Nel
(myHKT 0 po3miny IV)

IMEPEJIIK
JOKYMEHTIB, sIKi He mOTpe0yI0Th 000B’SI3K0BOI peecTpanii

creniajbHO NPU3HAYEHOIO VISl IbOT0 0C00010

1. I'padixu, Hapsiau, 3asIBKU, POIHAPSIIKH.

. Po3kiaan.

. 3BeieHH Ta iH(pOopMaIlis, HaAicTaaHi 10 BiIoMa.

. [Imanu, ocBiTHI, mapmianeHi Tporpam#u (korrii), [HAuBIyanbHI MPOTpaMHu PO3BUTKY.
. PexnaMH1 OB1IOMJICHHS, TUTAKATH, TPOrpaMu Hapas, KoH(epeHIiil Tomo.

. Hopmu BuTpat marepiaiis.

. BiTanpHi McTH 1 3aTTpOIIIEHHS.

. JlpykoBaHi BUIaHHs (KHUTH, )KypHaJIH, OI0JIETEH1).

. 3BiTH.

. @opMH CTAaTUCTUYHOT 3BITHOCTI.

— O o0 9 O WU Kk~ WLWoNDDN

0. Jorosopu.



