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VKPAIHA
PIBHEHCBHKA OBJIACHA JIEP)KABHA AJIMIHICTPALIISA
YIIPABJIIHHSI OCBITHU I HAYKHA

HAKA3

24.12.2013 M. PiBHe Ne 860

[Ipo  3arBepmkenHs  [HcTpykmii 3
JUJIOBOJCTBA Yy TPOdECIiHO-TEXHIUHUX
HaBYAJIbHUX 3aKjajaX yciX THUIIB Ta
dhopM BIACHOCTI

BigmoBimnno 1o moctanoBu Kabinery MinictpiB  Ykpaiam  ,IIpo
3aTBEp/KEHHA THWIOBOI 1HCTPYKINi 3 [IJIOBOJACTBA Yy IEHTPAIbHUX OpraHax
BUKOHABUOi Biaau, Pami wmiHicTpiB ABToHOMHOI PecmyOmiku Kpum, MicieBux
opranax BukoHaBuoi Biaau’ Bix 30 mucromama 2011 poky Ne 1242, mynxty 106
[lonoxkeHHsT MpO  3arajJbHOOCBITHIM  HaBYAJIBHUN  3aKjaj, 3aTBEPIKEHOTO
noctanoBoro KaGinety MinictpiB Ykpainu Big 27 cepmast 2010 poky Ne 778, myHKTY
10 TlomoxkeHHS TIPO TMPOQECIiHHO-TEXHIYHUN HaBUYaJIbHUN 3aKJIaj, 3aTBEPKEHOTO
noctanoBoro KaGinety MinictpiB Ykpainu Bim 05 cepmust 1998 poxy Ne 1240,
[lepeniky THUIOBUX JOKYMEHTIB, IO CTBOPIOIOTHCS I dYac isSUIBHOCTI OpraHiB
JIEp>KaBHOI B Ta MICIIEBOIO CAMOBPSIIYBaHHSI, IHIIMX YCTAaHOB, MIAIPHUEMCTB Ta
oprasizaiiii, 13 3a3HA4YE€HHSIM CTPOKIB 30€piraHHs JOKYMEHTIB, 3aTBEPKEHOTO
Haka3oM MinicTepcTBa roctuiii Ykpainu Big 12 kBitHs 2012 poxy Ne 578/5,
3apeectpoBaHoro y MiHictepcTBi roctuilii Ykpainu 17 kBiths 2012 poky 3a
Ne 571/20884, nakasiB MinictepcTBa OCBITH 1 Hayku Ykpainu ,Illogo murtaHsb
opranizamii po6otn 3 mimoBoactBa” Big 09 cepmas 2013 poxy Ne 1140, ,IIpo
3aTBEPKEHHSI TUITOBOI 1HCTPYKIIII 3 J1J0BOJCTBA y 3araJlbHOOCBITHIX HaBYaJIbHHUX
3akyagax ycix tumiB Ta Gopm BrmacHocti” Big 28 cepmus 2013 poxy Ne 1239 Ta 3
METOI0 JIOTPUMAaHHS €IWHUX BUMOT JO BEJACHHS JUIOBOI JOKYMEHTalii Yy
npodeciifHO-TEeXHIYHUX HaBYAJIBHUX 3aKJIaJ1ax,

HAKA3VIO:

1. 3arBepautu IHCTpyKIitO 3 JIJIOBOJACTBA y MPOQeCiiHO-TEXHIYHUX
HaBYAJIbHMUX 3aKjagax ycix TumiB i (opMm BiacHocTi (mami - IHCTpyKIis), Mo
JTOJTA€THCS.

2.  Bigainy npodeciiiHo-TeXHIYHOI Ta BHIINOi OCBITU YIPABIIHHS OCBITH 1
HayKu oOnjepkaaMidicTpauii, HaByanbHO-MeTOAMYHOMY LEHTPY HpodeciiiHo-
TEXHIYHOI OcBITM y PiBHeHCBKil o0Onacti, HaB4yanbHO-METOAMYHOMY LEHTPY
€CTETUYHOIO0 BUXOBAHHS YYHIB NPO(PECciiHO-TEXHIYHUX HABUYAJbHUX 3aKIaIIB Y
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PiBHeHchKiNl 00nacTi, aupekTopam MpodeciiiHO-TeXHIYHUX HaBYAIBHUX 3aKJIaJliB
3a0€3MeYnTH TOTPUMAHHS BUMOT 11i€i [HCTpyKITi.

3. KoHTposib 32 BUKOHaHHSIM Haka3y NOKJIACTU Ha 3aCTyMHHKA HayalbHHUKA
VOPABIIHHSA — HauyaJbHUKA BIAAUTY NOpO(eciiiHO-TEeXHIYHOI Ta BHINOI OCBITH
YIOPABIIHHS OCBITH 1 HaykH obiaepxaaminicTpaiii Kopxkescrkoro I[1.M.

\_.J :

HavanbpHuK ynpaBiiiHHS I'. Taproucekuii

VAR



3ATBEPI>XKEHO

Haka3 ynpaBiiHHs OCBITH 1 HAYKH
PiBHEHCBKOIT 00J1acHOT IepKaBHOT
agMiHICTpamii

. 2013 Ne

IncTpykuis
3 ALI0BOACTBA y NPOodeciiiHO-TeXHIYHUX
HABYAJIbHHUX 3aKJAaJaX yciX THIIB i ¢popM BJIacHOCTI

1. 3arajbHi M0JI0KeHHA

1.1. IHCTpyKlisi BCTAaHOBIIOE 3arajibHi BHMOTH IOAO JOKYMEHTYBAHHS
yIpaBIHCHKOI 1H(GOpMAIIii, opraHizaiii poOOTH 3 JOKyMEHTaMU Ta MEPEIiK TUITOBUX
JIOKYMEHTIB, 110 OOOB'SI3KOBO CTBOPIOIOTHCS IIJI Yac AISUTBHOCTI MpodheciiiHo-
TEXHIYHMX HaBYAIbHUX 3aKJIA/IB 13 3a3HAUYCHHSIM CTPOKIB 30epiranus (1oaatok 9).

1.2. JlorpumMaHHS BHMOT 1 PEKOMEHJAIlM IMOA0 MOPSIAKY 3IIMCHEHHS
JIOKyMEHTYBaHHS, BCTAHOBJICHUX I1i€10 [HCTpyKIli€t0, € 00OB’S3KOBUM i BCIX
MPaIliBHUKIB MTPOQECITHO-TEXHIYHUX HABYAILHUX 3aKJIa]IIB.

[IpamiBHUKY, IPUKHHATI Ha POOOTY, MOBUHHI OyTH O3HAHOMIIEHI 3 BUMOTaMHU
[HCTpyKIIi1 Ta BAKOHYBATH 1X.

1.3. [epxaBuuii HarsAq (KOHTPOJIb) 32 BUKOHAHHSIM BUMOT Mi€i [HCTpyKIIii
3MIMCHIOITh JlepkaBHa 1HCIIEKIlIS HaBYAJIBHUX 3aKjIafiB YKpaiHU Ta LEHTPaIbHI
OpraHu BUKOHAaBYOI BJIaJiM, OPraH BUKOHABYO1 Biagu ABTOHOMHOI PecryOmiku Kpum
y cdepl OCBITH, MICUEBI OpPraHM YIpPaBIiHHSA OCBITOIO, SKUM IMiJIOPSAIKOBaHI
npodeciiiHO-TeXHIYH1 HaBYaJIbHI 3aKJIA/IH.

1.4. BianoBimaiapHICTh 3a OpraHizaiilo JiJOBOJCTBA, 3MICT, SKICTh
MIATOTOBKH Ta OGMOPMIICHHS JOKYMEHTIB B MPOQECiHHO-TEXHIYHUX HaBUYAJIbHUX
3aKJIa/1aX HECYTh 1X KEPIBHUKH.

15. Opranizamis auoBojacTBa B mpodeciiHO-TEXHIYHUX — HaBYAJIbHHUX
3aKJiaJlaX MOKJIaIa€ThCs Ha CIEIialIbHO TPU3HAYCHY (IPU3HAYEHUX) JUIS IIbOTO 0CO0Y
(oci6). CreriaapHO IpH3HaYeHa 0c00a, BIAMOBIAHO 0 MOKIAACHUX Ha Hel 3aBaHb;

3MIIMCHIOE peecTpalliro Ta BeJie 001K JOKYMEHTIB,;

OpraHi3oBy€ JOKYMEHTOO00Ir, (hopMyBaHHS CIpaB, iX 30epiraHHs;

3IACHIOE TTOTOYHHIA KOHTPOJIb 32 CBOEUACHUM PO3TJISIOM Ta MPOXOIKEHHSIM
JIOKYMEHTIB B YCTaHOBI;

3a0e3nevyye JOTPUMaHHS €IMHUX BUMOT IOJO MiATOTOBKH JOKYMEHTIB Ta
oprasizaiiii poOOTH 3 HUIMH B YMOBAaX €JIEKTPOHHOI'O JOKYMEHTOOOITY;

y3arajpHO€ 1H(OpMalll0 TpPO JOKYMEHTOOOIr, 10 HeoOXigHa A
MPUIHATTS YIPABIIHCHKUX PIIIEHB;

OpraHi3oBy€ 30€peKeHHs JOKYMEHTAIIHOTO (DOHIY Ta KOPUCTYBaHHS HUM
TOILIO.

2. IoKyMeHTYBaHHA JIisIbHOCTI Ta 3arajibHi BAMOI'M /10 CTBOPEHHS Ta
0(opMIIeHHSI JOKYMEHTIB y Ipo(deciiiHO-TeXHIYHMX HABYAJIbHUX 3aKJIANIB



2.1. JlokyMeHTyBaHHSA [ISUIbHOCTI TPO(]ECiiiHO-TEeXHIYHMX HaBYAIBHUX
3aKJIa/1iB TOJSATAE Y CTBOPEHHI JOKYMEHTIB, Y SKHX (IKCyeThbcsl iH(pOpMAIlis Mpo
yIpaBIiHCbKY (OpraHizaliiHO-po3nopsa4uy) AiSUTbHICTh Ta 3MIMCHEHHS HaBYaJIbHO-
BUXOBHOTO TIPOIIECY.

2.2. TlincraBoro 1l CTBOPEHHS JOKYMEHTIB € HEOOXITHICTh 3aCBIIUCHHS
HasBHOCTI Ta 3MICTY JISUIBHOCTI, IIEPEBEJICHHs, 30€piraHHs 1 BUKOPHUCTAHHS
1H(pOopMaIlli TPOTATOM MEBHOTO Yacy abdo MOCTIHHO.

2.3. Y npodeciiHO-TEXHIYHUX HaBUaJbHUX 3aKjiaaax JiJOBOJICTBO
3IIMCHIOETHCS AEPKaBHOIO MOBOIO.

JIOKyMEeHTH, $SIKI HaJCHJIAIOThCS 1HO3EMHHMM ajapecaraM, O(OpPMIIOIOTHCA
YKpaiHChKOIO MOBOIO a00 MOBOK JiepkaBU-ajpecaTa, ab0 OJHIEID 3 MOB
MIKHApPOJITHOTO CHIIKYBaHHS.

2.4. Bumoru 10 TOKYMEHTYBaHHS JIsJTEHOCTI Ha OJIaHKax:

2.4.1. OpranizaiiitHo-po3mopsiayul JOKYMEHTH MOXYTh O(opmIioBaTHCS Ha
0JIaHKaXx, II0 BUTOTOBJISIOTHCS 3T1HO 3 BUMOTaMH Ii€i [HCTpyKITii.

brnaHku KOXHOTO BHUIYy BUTOTOBISIOTHCSI HA OCHOBI KyTOBOrO abo
MO3/I0OBKHBOTO PO3MIIICHHS PEKBI3UTIB.

PekBi3uTH 3arojoBKa PO3MILIYIOTHCSA 3LEHTPOBAaHMM (MIOYATOK 1 KiHEIb
KOXXHOTO psAJIKAa PEKBI3UTY OJIHAKOBO BIJJAJICHI BiJi MEX 30HU PO3TAllyBaHHS
PEKBI3HTIB) a00 TpanopoBUM (KOKHUH PSAIOK PEKBI3UTY MOYMHAETHCS BiJl JTIBOi MEXi
30HH PO3TAlIyBaHHS PEKBI3HUTIB) CIIOCOOOM.

3pa3ok Onanka NpodeciiiHO-TEXHIYHOTO HaBYAJIBHOTO 3aKjaJy Ha OCHOBI
KyTOBOT'O PO3MIIIEHHS PEKBI3UTIB HABEJIEHO Y J0AaTKy 1.

3pa3ok Onanka npodeciiiHO-TEXHIYHOTO HaBYAJIBHOTO 3aKjagy Ha OCHOBI
MO3/I0OBKHBOTO PO3MIIIICHHS PEKBI3UTIB HABEJCHO Y JOJATKY 2.

2.4.2. ]Jlna BUTOTOBIEHHS OJaHKIB BHKOPHUCTOBYIOTHCS apKyIlll mamnepy
dopmary A4 (210 x 297 minimetpi) Ta A5 (210 x 148 MinimeTpiB).

Jlo3BosieHo BukopucToByBath Onanku Gopmary A3 (297 x 420 minimMeTpiB)
U1t opOpMIICHHS IOKYMEHTIB Y BUTJISII TaOJHUIIb.

braHku TOKYMEHTIB MOBUHHI MaTH Taki moJist (MUTIMETPIB):

30 — miBe;

10 — npage;

20 — BepxHE Ta HIKHE.

24.3. bnaHku JOKYMEHTIB TOBHHHI MICTUTH HACTYIHI PEKBI3UTH:
HaliMeHYBaHHS TPO(ECiiHO-TEXHIYHOTO HABYAJIBHOTO 3aKjady, 1IeHTU(IKAIIMHUI
KOJI IOPUJIMYHOI OCOOM, MOIITOBa ajpeca, 13 3a3HAYCHHSIM I1HJEKCY IMIINPUEMCTBA
3B’ 13Ky, HOMep Teiedony, &-mail (3a HassBHOCTI), HOMEp PEECTPAIiiHOTO PaXyHKY B
oOciyroByrouiii (iHaHCOBIM ycTaHOBi (3a MOTpeOH), MicIe A 3a3HAYCHHS JaTH,
PEECTPALIITHOTO 1HAEKCY, MOCWIAHHS Ha JaTy Ta pEeecTpalidHUN 1HIEKC BX1JHOTO
JIOKYMEHTA.

2.4.4. briaHku TOKYMEHTIB MOBHWHHI BUTOTOBJISITUCS JAPYKAPCHKUM CIIOCOOOM
ab0o 3a JOMOMOTOI0 KOMITIOTEPHOI TEXHIKM Ha OUIOMYy Tamepi BHCOKOI SKOCTI
dbapbamu HACHUYEHUX KOJIHOPIB.

2.5.300paxxenns [epxxaBHoro repba Ykpainu:

2.5.1. 306paxenns Jlep>kaBHoro rep0a YKpaiHU pO3MIIIYEThCS Ha OJaHKax
TOKyMeHTIB BianoBigHO 10 [loctanoBu Bepxomuoi Pamu Ykpaiaum Bim 19 mrortoro



1992 p. Ne 2137-XI1 «I1Ipo JepxkaBuuii rep0 Ykpainu».

2.5.2. 306paxenns [lep:xaBHoro repba YKpaiHu po3MIIIyEThCS HA BEPXHBOMY
noJti GJ1aHKa 3 KyTOBUM PO3TAIllyBaHHAM PEKBI3UTIB HAJl CEPEIUHOI0 HaiMEHYBaHHS
Ha3BU MPOo(deciiiHO-TEXHIYHOr0 HAaBYAJIbHOTO 3aKjiaay, a Ha OJaHKaX 13 MO3J0BXKHIM
pO3TallyBaHHSIM PEKBI3UTIB — Yy IEHTPI BEPXHbOTO Mojsi. Po3mip 300paxeHHS:
BUcOTa — 17 MiliMeTpiB, muprHa — 12 MiniMeTpiB.

2.6. Bumorwu 1o ckiazeHHs Ta 0pOpMIICHHS JOKYMEHTIB!

2.6.1. JIokyMEeHTH MOXYTb ogopmatoeamuca y 6i0N0BIOHUX KHUZ2AX,
aocypuanax abo na mnamepi popmarom A4 (210 x 297 mm) ta A5 (146 x 210 Mm).
CkItaianHs TOKYMEHTIB Ha Marepl JOBUIBHOTO opMaTy HE T03BOJISETHCA.

JIOKyMEHT TIOBMHEH MICTHUTH OOOB'SI3KOBI JJII HOTO BUAY PEKBI3UTH, IO
PO3MIILYIOTECA B YCTAHOBJICHOMY MOpPSJIKY, a caMe: HalilMeHyBaHHs NpodeciiiHO-
TEXHIYHOTO HAaBYAJIBHOTO 3aKjiaay, 1AeHTU(]IKAINHUNA KOJ IOPUIWYHOI 0CO0H,
MOIIITOBA ajpeca, 13 3a3HaYeHHSIM 1HJEKCY MiNPUEMCTBA 3B’ 3Ky, HOMEp Tenedony,
e-mail, Homep peecTpaliiHOr0 paxyHKy B 0OCIyroByrodiii (iHaHCOBIH ycTaHOBI (3a
notpebu), Ha3By BHAY JOKyMeHTa (KpiM JIMCTIB), NaTy, pPEECTpaIlifiHUN I1HAEKC
JIOKyMEHTA, 3aT0JIOBOK JI0 TEKCTY, TEKCT, MIIHC.

PexBi3zuTu momroBoi agpecu npodeciiHO-TEXHIYHOTO HABYAIBLHOTO 3aKJIay
3a3HAYAOTHhCSI B TakKil IOCIITOBHOCTI — Ha3Ba BYJHWII, HOMEp OYIHMHKY, Ha3Ba
HACEJIEHOTO IMMyHKTY, pailoHy, 001acTi, MOITOBHM 1HAEKC.

[lin 4Yac miAroTroBKM Ta O(OPMIIEHHS JOKYMEHTIB MOXYTh JOJATKOBO
3aCTOCOBYBATHUCH 1HIIN PEKBI3UTH, SKIIO II€ BIJIMOBIIa€ MPU3HAYEHHIO JOKYMEHTa ab0
cnoco0y Moro onpartoBaHHs.

2.6.2. OdopMmieHHS [TOKYMEHTIB, IO BHUTOTOBISIOTHCS 3a JOMOMOTOIO
JIPYKyBaJbHUX 3ac00iB 200 KOMI'IOTEPHOI TEXHIKH, 3I1ACHIOETHCS BIIMOBIIHO 0
BHMOT, BU3HAYEHUX Y A0AATKY 3.

2.6.3. OkpeMmi BHYTpIlIHI AOKYMEHTH (3asBM, IOSCHIOBAJIbHI, IOIOBIIHI
3aIMCKHU TOIIO) I03BOJISETHCS 0hopMITIOBAaTH Ha Oitomy marepi popmatom A4 (210 x
297 mm) ta A5 (146 x 210 MmMm) pykonucnum cnocooom.

2.6.4. Ha pokyMmeHTax, IO CKIAJalOThCa Yy MpodeciitHO-TEXHIYHOMY
HaBYAJIbHOMY 3aKJIaJii Horo HaiMeHyBaHHS TMOBHHHO BIAMOBIJAaTH HAaMMEHYBaHHIO,
3a3HauyeHoMy B craryTi. CkopodeHe HailMeHyBaHHS MpodeciitHO-TeXHIYHOTO
HABYAJIBHOTO 3aKJIaJy 3aCTOCOBYETHCS B pasi, KOJIM BOHO O(DiliiiHO 3a(iKCOBAHO Y
crarytri. CKOpoYeHe HalMEHYBaHHsS NOJAIOTh y IyKKkax (a0o Oe3 HUX) HIDKYE
MTOBHOT, OKPEMHM PSIKOM Yy IIEHTI.

Ha Gnankax ycTaHOBM, sika Mae€ MOJBiMHE a00 MOTpiiiHEe MIANOPSIKYBaHHS,
3a3HAYalOThCAd HAaWMEHYBaHHS YCIX YCTaHOB BHUIIOTO PIBHS.

2.6.5. Ha3Ba Buay nokymeHTa (Hakas, pillleHHs, JOIOBIJHA 3alKCKa TOIIO)
NMOBUHHA BIAMNOBIJATH Ha3BaMm, IMependadyeHuM JlepkaBHUM Kjiacudikatopom
ynpasiiHcbkoi gokymenTariii JIK010-89, mio 3arBepmkeHo HakazoM Jlep:kaBHOTO
KoMiTeTy YKpainu no cranpaptusaiii Big 31 rpynns 1998 poxy Ne 1024.

2.6.6. Jlaroro mOKyMEHTa € BIANOBIAHO JaTra HOro IMiANMKCaHHA abo
3aTBepKeHHA. Jata 3a3HavaeThcs apaOChbKUMH IMpaMu B OJUH PSJIOK y Takiid
MOCJIIIOBHOCTI: YHCIIO, MICSIb, piK. JlaTa odopmitoeTbes uppoBuM ado CIOBECHO-
nudpoBuM crnocoboMm. Y pasi ohopMiIeHHS AaTH HUGPOBHUM CIIOCOOOM YHCIO 1
MICAIb MPOCTABJISIOTHCS JIBOMA MMapaMu LU(dp, PO3AUIEHUMHU KpaIKow;, piK —



JoTUpMa Irdpamu, Kparka HalpUKiHIl He cTaBuThes (Hanmpukaan: 01.12.2013).

VY TekcTax JOKYMEHTIB, IO MICTSATh MOCUJIAHHS HAa HOPMATHUBHO-IPABOBI
aKTH, Ta JOKYMCHTIB, III0 MICTATh BIZOMOCTI (piHAHCOBOTO XapakTepy,
3aCTOCOBYETHCS CIIOBECHO-IIMGPOBUI CIIOCIO 3a3HAaUCHHS JaT 3 MIPOCTABISIHHAM HYJIS
B IIO3HAYCHHI JTHS MICSIlS, SKIIO BIH MICTUTHh OAHY Iudpy, Hanpukiaaa: 03 rpymgHs
2013 poky. /103BOJISIETHCS 3aCTOCOBYBATH CIOBO «PIK» y CKOPOUEHOMY BapiaHTI «p.»,
HanpukJjaa: Ol rpyans 2013 p.

SIK10 JOKYMEHT CKJIaZeHO He Ha OJaHKYy, JaTa 3a3HAYAEThCSA HIDKYE ITiITUCY
aiBopyd. /lata qOKyMeHTa MPOCTaBISETHCS MOCATOBOIO 0CO00I0, KA WOTO MIiAMUCYE
abo0 3aTBEPIIKYE.

[IpuMipHu#l mepenik MOKYMEHTIB, IO 3aTBEPIKYIOTbCS 3 MHPOCTABISHHAM
rpuda 3aTBEpHKEHHS, HABEJACHO Y J0AATKY 4.

2.6.7. Innekcarrist JOKYMEHTIB MOJISITa€ y MIPUCBOEHHI iIM YMOBHUX MO3HAYEHb
— IHJIEKCiB, K1 HaJIAlOThCS IOKYMEHTaM IIi]T Yac iX peecTpalrii.

2.6.8. Anpecaramu TOKyMEHTa MOXKYTb OyTH IOPUANYHI 0COOHU, iX CTPYKTYpHI
IIIPO3/IIIN Ta ITOCa0B1 0COOH, a TaKOXK (h13UIHI OCOOH.

Ko MOKYMEHT aJpecoBaHO MOPHAMYHINA 0c001 abo ii CTPYyKTypHOMY
nigpo3auty 0e3 3a3HavyeHHsl MOCagoBOI O0COOM, iX HaWMEHYBaHHS HAaBOMISTHCS Y
Ha3MBHOMY BIJIMIHKY, HaIIpUKJIaI:

HaBuaapHO-METOIUIHUN [ICHTP
npodeciiiHO-TEeXHIYHOI OCBITH
y PiBHeHCBKI 00J1acTI

[TomroBa anmpeca 3a3HA4aeThcs y pasi HAACWIAHHA JTOKYMEHTa Pa30BHM
KOPECIIOH/ICHTaM.

SIKII0 AOKYMEHT aJpecOBAHO KEPIBHUKOBI YCTAHOBHU 200 HOr0 3aCTYNMHUKOBI,
HalilMEHYBaHHS YCTaHOBU BXOIWTH JIO CKJIQTy HaMEHYBaHHS IMOCAIH ajapecara, sSKe
HABOJIUTHCS y JIaBATbHOMY BIIMIHKY, HAITPUKIIA/I:

HavanpHUKY yrpaBmiHHS
OCBITH 1 HAyKH 0OJIFIepKaIMiHICTpaIlii
Taproncekomy I'.M.

SKIII0 JOKYMEHT HaJICHJIA€ThCS TTOCaA0BIi 0c001, HAfMEHYBaHHS YCTAaHOBHU Ta
il CTPYKTYpPHOTO MAPO3/IITy HaBOJSATh Y HA3UBHOMY BIJIMIHKY, a MOcaja 1 Mpi3BUIIE
ajpecara — y AaBajbHOMY, HAITPUKJIAI!

VYrpaBiiHHs OCBITH 1 HayKu PiBHEHCHKOI
obnepxKaaMiHICTpaIlil

Binain npodeciiiHo-TeXHIYHO1

Ta BUIIO1 OCBITH

3acTyNMHUKY HadaJbHUKA YIPaBIIHHS —
HayaJlbHUKY BIAAUTY TPOQECiiiHO-TEXHIYHOT
Ta BUIIOI OCBITH YIIPaBIIHHS
Kop:xkescbkomy I11.M.

VY pa3i HajgcunaHHsA JOKYMEHTa (i3W4HiN 0c001 CIOYaTKy 3a3HAYAETHCS Y
HA3MBHOMY BiJIMIHKY Ipi3BHINE, iM'S Ta 1Mo OarbkoBi (iHiIiaaud 4M iHiIad iMeHi),
HOTIM TomTOBa anpeca (ByjMilsg, HOMEp OYAMHKY 1 KBapTHpPH, HACCICHHH IMYHKT,
paiioH, 001aCTh, IOMITOBHH 1HACKC), HAPUKJIAL;

boituyk Tamapa MuxaiiniBHa



ByJ.3elIeHa, 25

¢. Kopaun
PiBHEHCHKHI palioH
PiBHeHCBHKa 00s1aCTh
35304

VY pasi HajicWJIaHHS JTOKYMEHTa OpraHaM 3aKOHOJIaBYOi Ta BUKOHABYOI BJIaJIH,
MOCTIHUM KOPECTIOH/ICHTaM iX TOIITOBA aJpeca Ha JOKYMECHTAaX He 3a3HAYAEThCS.

2.6.9. 3arosoBoOK 10 TEKCTYy JOKYMEHTa MOBUHEH MICTUTH KOPOTKHI BUKJIAJ
3MICTY JOKyMEHTa 1 OyTH MaKCUMaJIbHO CTUCIIHM.

3aroJ0BOK BIAMOBiIa€ Ha TUTAHHA <IIPO MIO?», «KOTO?», «JOT0?»,
HaIPUKJIAI;

[Ipo HananHs iHpOpMaIlii

be3 3arosioBka J03BOJISETHCS CKIAMATH KOPOTKI JOKYMEHTH Ha OJlaHKax
dbopmary A5, 30kpema CypoBiHI JIUCTH, TEIETPAMH, TEICPOHOTPAMH.

2.6.10. BigMiTka Tpo KOHTPOJb O3HA4Ya€, IO JOKYMEHT Vy34TO Ha
KOHTPOJIb ISl 3a0€3eYeHHs HOTO BUKOHAHHS B YCTAHOBJICHUH CTPOK.

BiamiTka mpo KOHTPOJIb pOOUTHCS MIISXOM TPOCTaBieHHA Jitepu «K» dm
cioBa «KouTpons» (Bing pykd a00 3 BHKOPHCTAHHSIM IITaMIla) HaJIIBOMY IO
MEepIIoi CTOPIHKM JIOKYMEHTa Ha PIBHI 3arojloBKa 0 TEKCTY.

2.6.11. TexcT MOKyMEHTa MOBHHEH OyTH BHUKJIAIACHUN CTHUCIO, TPaMOTHO,
3p03yMiJ10, 00’ €EKTUBHO O€3 MOBTOPIB Ta BKMBAHHS CJIB 1 3BOPOTIB, SIKI HE HECYTh
3MICTOBOTO HABAaHTKCHHS, 1 TIIOBHHEH CTOCYBAaTHCS TOTO IIMTAHHSI, SKE
copMyIbOBaHE B 3ar'0JIOBKY /10 TEKCTY.

Texcr gOoKyMeHTa OGOPMIIIOETHCS Y BUIJISIAL CYLIJIBHOTO 3B’ SI3HOTO TEKCTY,
aHKETH 4M TabJuIl a00 NUITXOM MO€E€THAHHS 1TUX GOpM.

VYV TekcTi AOKyMEHTa, MiArOTOBJICHOTO BIJAMOBIAHO JO JOKYMEHTIB IHIIHUX
yCTaHOB a00 paHilie BUJAHUX JOKYMEHTIB, 3a3HAYAIOTHCSA iX PEKBI3UTH Y TaKii
MOCJIIJIOBHOCTI: Ha3Ba BHJY JIOKYMEHTa, HallMEHYBaHHS YCTaHOBU — aBTOpa
JIOKyMEHTa, JlaTa, peecTpaIliiHui 1HEKC, 3ar0JIOBOK /10 TEKCTY.

TexkcTH CKIAAHMX 1 BETUKUX 32 00CATOM JOKYMEHTIB (IOIOBI/Ii, 3BITH TOILO)
MOMUIAIOTBCS Ha PO3JUIH, MIAPO3IIIN, MYHKTH, MIANYHKTU. [IyHKTH y TeKCTi
HYMEpPYIOTbCSI apaOChKUMHM LU(PpaMu 3 Kparkow, a MIAMYHKTH — apaOChKUMHU
nudpamu 3 1yKKOH0.

2.6.12. TlocamoBi ocoOuM WANHCYIOTH JOKYMEHTH B MEXaxX CBOIX
NOBHOBAXXEHb, BHU3HAYEHUX CTATYTOM NPO(PECIiTHO-TEXHIYHOTO HABYaJIbHOTO
3aKjaay, MOCAJOBUMM IHCTPYKIIISIMM, HaKa3oM PO pO3MOJIT OOOB'S3KIB MIXK
KEpIBHMKOM Ta MOTO 3aCTYIMHUKAMH TOIIO. Y 3a3HAYCHUX JOKYMEHTAX BU3HAYAETHCS
TAKOX MOPSIOK MIANUCAHHS JOKYMEHTIB 1HIIMMH Oco0aMu y pas3l BiICYTHOCTI
KEepiBHUKA 3aKjaJy Ta MOCaJ0BUX OC10, sIK1 YIIOBHOBAXEHI iX MIMUCYBaTH.

[linmuc cknagaeTbes 3 HaWMEHYBaHHS II0Caad OCOOM, sIKa IMIJIMHCYE
JTOKYMEHT, (ITOBHOTO — SIKIIIO TOKYMEHT HapyKOBaHHUW HE Ha OJIAHKY, CKOPOYEHOTO —
Ha JOKYMEHTI, HaJIpyKOBaHOMY Ha OJIaHKY), 0COOMCTOr0 MiANHUCY, iHimiamiB (iHimiat
iMeH1), MPi3BHIIA.

VY pasi BiICYTHOCTI MOCaI0BOi 0COOH, sSKa IMMOBHHHA IIAMUCYBATH JOKYMEHT,
foro mignucye ocoba, MO BUKOHYE 11 000B’a3ku, a00 ii 3aCTymHHUK. Y TakoMmy pasi
000B’ I3KOBO 3a3HAYaIOThCs (paKTUYHA IMocaja, iHimiaau (iHimiaja iMeHi), Tpi3BHIIe



ocobu, sKa TMmiamucana JAOKyMEHT (BHIpaBICHHS BHOCATh PYKONMHUCHUM abo
MAIIMHOIUCHUM  CIOCOOOM, SKIIO JOKYMEHT HEMOXKIHBO IICPEIPYKYyBaTH).
JlonaBaHHs 70 HallMEHYBaHHS MOCaJM KEpiBHHKA CIiB «BukoHyroumii 000B’I3Ku»
abo «B.o.» 3miiicHIOETRCA y pa3l 3aMillleHHS KEpIBHMKAa 3a HaKa30M
(pO3mOPSIKEHHSIM).

2.6.13. BigOuTkoM II€YaTKH HaBYAJbHOI'O 3aKJIaJy 3acBIIYYIOTH ITiJIIHC
MOCaJ0BOT 0COOM Ha JOKYMEHTaX 3 MUTaHb (DIHAHCOBO-TOCIOJAAPCHKOI MiSIIBLHOCTI.
BiaOnTOK medyaTku CTaBUTHCS TaKUM YHMHOM, IIOO BIH OXOIUIIOBAB OCTaHHI KUIBKA
JiTep HaMEHYBaHHS MMOCAU 0COOH, sIKa MiANMucana JOKyMEHT.

2.6.14. TlpodeciiiHO-TEXHIYHMA HABYAJLHUN 3aKjaJ MOXE 3acBiUyBaTH
KOIIii JIMIIe THX JOKYMEHTIB, IIO CTBOPIOIOTHCS B HBOMY, a TaKOXX y BHIAJKaX,
nepeadayeHux B ad3aill ApyroMy Uboro myHkTy. Komisi JOKyMeHTa BUTOTOBIISETHCA 1
BUJIA€THCS TUIBKU 3 J03BOJIy KEpiBHUKA 3aKJajly, HOTO 3aCTYNHHKIB a00 KEpiBHUKA
CTPYKTYPHOTO TI1IPO3LIY.

VY pasi miAroToBKM JOKYMEHTIB JUIS HaJaHHS CYJOBHM OpraHam, I 4ac
BUPIMICHHS MHUTaHb I0JI0 MPHHHATTS OCi0 Ha poOOTY, HaBYAHHS, 3aCBIIUEHHS iX
TPYJOBUX Ta IHIIMX MpaB Yy B3aEMOBIJIHOCHHAX 13 3aKJIaJIoM, a TAaKOX I Yac
dbopmyBaHHS OCOOOBUX CIIpaB MPAIIBHUKIB MPOQPECIHHO-TEXHIYHUN HaBYAILHUN
3aKJiaJ MO’KE€ BUTOTOBJISTH KOIIii JOKYMEHTIB, BUAAHUX IHIIUMH yCTaHOBaMH (KOl
JOKYMEHTIB ITPO OCBITY TOIIIO).

Bigmitka «Komisi» nOpocTaBisieThCs Ha JIMIILOBOMY OOIll Yy BEPXHBOMY
paBOMY KYTKY IEPIIIOro apKyla JOKYMEHTA.

Hamuc mnpo 3acBiiueHHs JOKYMEHTAa CKJIaJalTh 31 CIiB «3TiAHO 3
OpUTiHAJIOM», HallMEHYBaHHSI MOCaJH, OCOOMCTOrO MiAMUCY OCOOM, sKa 3acBiAUye
Komito, 11 imimiamiB (iHimiaay iMeHi) Ta TNpi3BUINA, JaTH 3aCBIIYCHHS KoMl i
MIPOCTABIIIETHCS HIDKYE PEKBI3UTY MOKyMeHTa «[liamuc», Hanmpukia;

3riJTHO 3 OPUTIHATIOM

KepiBHUK HaBUAJIBHOTO 3aKJIaqy  IIIIHUC iHiiany (iHimianz iMeHi),
MPI3BUIIE
Jlara

3acBiUECHHS MIAMKUCY EYATKOIO.

2.6.15. Bci xHuru Ta sxypHanu (KpiM KJIacHHUX), 0 BEAyThCA Y MpodeciiHo-
TEeXHIYHUX HaBYAITBHUX 3aKajax, MOAPKYIITHO IPOHYMEPOBYIOTHCS,
IPOILIHYPOBYIOTHCS Ta MIAMUCYIOTHCA KepIBHUKOM. [inmuc KepiBHUKA 3aCBIIUY€ETHCS
MIEYaTKOIO HaBYAIBHOTO 3aKJIafy.

2.6.16. Kuuru o6miky Ta Bumadi (peectpariii) aTectariB Ipo MOBHY 3arajibHy
CEpeIHI0 OCBITY, AUIIOMIB KBaIi()iKOBAHOTO POOITHUKA, TUILJIOMIB MOJIOJIIOTO
crierianicTa, 30JI0Ty MeJalb ,3a BUCOKI JOCSITHEHHS y HaBYaHHI" Ta CpiOHY Meaib
»3a JOCSITHEHHS Yy HaBYaHHI , HyMEpPYIOTbCA IO CTOpiHKAaX, MPOUIHYPOBYIOTHCA 1
MMTUCYIOTHCSA KEPIBHUKOM YTPABIIHHSA MPO(ECiiHO-TEXHIYHOI OCBITH KOOPIWHAITI]
TUSTBHOCTI BHINUX HABYANBHUX 3aKJIQAIB 1 HAyKH, SKOMY MiANOPSAIKOBAHHMA
npodeciiiHO-TeXHIYHUN HaBYaNbHUM 3akiajn. [lianmuc kepiBHHUKA 3acBIIUyETHCS
MEYaTKOIO BIJIMOBIIHOTO OpraHy YIpaBJIiHHS OCBITOIO.

2.6.17. Haka3u 3 OCHOBHOI AisUIHOCTI Ta 3 KaJpOBUX MUTaHb (0COOOBOTO
cki1aay) oOpMITIOIOTECS Y IPYKOBAaHOMY BUTIIAI. TTicis migmucaHHsA KepiBHUKOM,
PEECTPYIOTBCS Y KHUTAX PEECTpallii HaKa3iB.



Kuuru peectparfii Hakas3iB 3 OCHOBHOI JisUIbHOCTI (aaMiHICTpaTHBHO-
rOCHOJaPChKUX MUTaHb), 3 KaAPOBUX MUTaHb (0COOOBOIO CKJIaay) MOBHHHI MICTUTH
Taky iH(popMalliio: HOMEp Hakasy, JIaTy HOro peectpaillii, 3arojoBOK (KOPOTKHii
3MICT).

2.6.18. V KiHIII KaJICHITapHOTO POKY OPUTIHATU HAKa31B IPYIYIOTHCS Y CIIPaBU
(y XpOHOJOTIYHOMY  TOPSAAKY), KOXXKHA  CTOpiHKA  SIKHX  HYMEpYEThCH,
MIPOIITHYPOBYETHCS.

CnpaBu MiANHCYIOTbCS KEPIBHUKOM Ta CHELIaJbHO MPU3HAYECHOK IS
BEJICHHS JUIOBOJICTBAa 0co0o0t0. Ilimmucu 3acBimuyroThCsl TMEYaTKoOw mpodeciiiHo-
TEXHIYHOTO HABYAJIBHOT'O 3aKJIajly.

2.7. JlinoBi mamnepu, Kl HaIXOIATh 10 MPOQECiiHO-TEXHIYHUX HABYAIBHUX
3aKJIa/IB UM BIAIPABISIIOTECA 3 HUX, PEECTPYIOTHCSA B KYpHAJl BXIJHOI Ta BUXITHOL
KOpECHOHJCHIII. Y  BUXiOHIA  KopecmoHAeHIi  (BUXigHIN  JOKyMEHTAIlil)
BUIMPABJICHHS HE JIONYCKAIOThbCSA. BumpaBieHHS B  JUIOBIH  JOKyMEHTAIlii
3aCBITUYIOTHCSl  MIJMUCOM KEpiBHMKAa Ta TI€YaTKOK MpOodeciitHO-TeXHIYHOTO
HABYAJILHOTO 3aKJIATy.

2.8. Bcsa nmioBa JOKyMEHTarisi 30€pira€TbCs B CIHCIAIbHO OO0JIaJHAHUX
OPUMIIICHHSX, IMadgax 4u ceu(bax 3 JOTpUMaHHAM BUMOT 3akoHy Ykpainu ,lIpo
3aXUCT MEPCOHAIILHUX JaHUX" 1 HE MOBUHHA MATH JIOCTYITYy TPETIX 0cCiO.

2.9. TexHoMOTIT aBBTOMaTH30BaHOTO OIpaIfoBaHHs iH(opmartii B mpodeciifHo-
TEXHIYHOMY HaBYaJIbHOMY 3aKJa/il IOBUHHI BIAMOBIAATH BUMOraM 1i€i [HCTpyKiii.

3. Oco0,1uBi BUMOTH CKJIA/IEHHS IeAKUX BU/AIB TOKYMEHTIB

3.1.Haka3 (po3nopsiKeHHs).

3.1.1. Haka3 (po3mops/KeHHsI) — IOKYMEHT, SIKAW 3acBiquye pilICHHS
OpraHizaiiiHo-po3nopsAauoro xapakrepy. Hakasu (po3mopsymKeHHS) BUAAIOTHCSA 3
OCHOBHUX IIHTaHb JISVIBHOCTI, AOMIHICMPAmMu8HO-20CNOO0APCbKUX NUMAHL MaA
KaJpoBUX NHTaHb (0CO00BOrO CKIaAy) MpodeciiHO-TEXHIYHOTO HaBYAIbHOTO
3aKIIamy.

3.1.2. Haka3 (po3nopsiuKeHHs) MiIMUCYEThCS BiAMOBIAHO 10 MyHKTY 2.6.11.
i€l [HcTpykiii.

3.1.3. Ilicns mnipnucanHs Hakazy (pO3NOPS/DKEHHS) 3MIHHM 1O HBOTO
BHOCSITHCS JIMIIE [UISIXOM BHJIaHHS HOBOTO Haka3y (PO3MOPSIKEHHS) MPO BHECCHHS
3MiH.

3.1.4. Haka3 (po3nopsypKeHHS), SIK MPaBWIO, OPOPMITIOEThCS Ha OJaHKY
npo¢eCiifHO-TEeXHIYHOT'O0 HABYAIHLHOTO 3aKIay.

3micT Haka3y (pO3MOPSKECHHS) KOPOTKO BHKJIAJAETHCS B 3ar0JIOBKY, SKHI
MOYMHAETHCS 3 MpuiiMeHHUKa «[Ipo» Ta cKiIamaeTbes 3a JOMOMOIOK0 BiJIIIECIIBHOTO
imexauka («IIpo 3aTBep/uKeHHs...», «I[Ipo cTBOpeHHS...») abo imeHHuka («IIpo
HiJICYMKH...»).

3.1.5. Tekcr Hakazy (pO3MOPSUKCHHS) 3 MHUTaHb OCHOBHOI MJiSUTBHOCTI
podeciiiHO-TEeXHIYHOTO HABYAIBHOTO 3aKJIaJly Ta aJMiHICTPATUBHO-TOCIIOAAPCHKUX
MUTaHb CKJIAAEThCA 3 IBOX YaCTUH — KOHCTaTy04oi (rpeamMOyIin) 1 po3mopsaioi.

VY KOHCTaTyrO4ill 4acTHHI 3a3HAYAIOTHCS MiJICTaBa, OOTPYHTYBaHHS a00 MeTa
BUJIaHHS Haka3ly. 3a3HaueHa JyacTHHA MOKe TIOUYMHATHCSA 13 ciIiB «Ha BUKOHAHHS...»



«3 METO10...» TOMIO. SIKIIO0 TOKYMEHT BUJAETHCS HA IMIJICTABl 1HIIOTO PO3MOPSIIOTO
JIOKYMEHTa, B KOHCTaTyIOulil YaCTUHI 3a3HA4alOThCsl Ha3Ba BUAY LOTO JOKYMEHTA,
fioro aBTOp, J1aTa, HOMEpP Ta 3arojioBoK. Kpamka B KiHIII KOHCTaTylO4Oi YaCTHHHU HE
CTaBUTHCS.

Posmopsiqua wactuHa Hakasy mnoumHaeTbes 13 cioBa «HAKA3VYIO»,
po3HopsIKeHHs Moxke nounHatucs i3 cnoBa «30B50B SI3YIO», ke apyKyeThes 3
HOBOTO DsIKa BEJIMKUMHU JIiTepaMu O€3 BIACTYITy BiJl JIIBOTO TOJIS 1 JIATOK, MICJHA
YOro CTaBUTHCS JIBOKpAIIKa.

Posnopsinua 4actMHa TOAUISETHCS HA TYHKTH Ta MIANYHKTH, SKI
HYMEPYIOTbCSl apaObChbKUMU 1UppamMu. Y KOKHOMY IYHKTI MOBHHHI OyTH 3a3HayveHi
BUKOHABII, KOHKPETHI 3aBJaHHs (JOPYYCHHs) 1 CTPOKHM iX BUKOHAHHS. BUKOHaBII
MOXYTh OyTH Ha3BaHI TaKOXX y3araJlbHEHO: «KEpIBHUKAM METOJAMYHUX 00’ €THAHb»,
«3aCTyNMHHUKaM Jaupektopa». [Ipu npoMy, K MpaBUiIo, HE 3aCTOCOBYETHCS HAIMCAHHSA
HEKOHKPETHUX JIOPYYE€Hb, SKI MICTATh CJIOBA: <IPUCKOPUTH», IOJIMIIATHA,
«aKTHUBI3yBaTH», <3BEPHYTH yBary» TOIIIO.

SIkio Haka3oM (PO3MOPSIKEHHSM) BIIMIHAETHCS TMONEPEAHIA PO3MOPS UM
JIOKYMEHT, Y pO3MOpsAIYiil YaCTHHI 3a3HAYA€THCS MYHKT, SIKUA OBUHEH OYMHATHUCS
13 cimiB: «BU3HATH TaKuUM, IO BTPATUB YUHHICTB,...».

3MiHH, IO BHOCATHCSA JO Hakasy (pO3MOPSIKEHHS), OGOPMIIIOIOTHCS
OKpEMHUM Haka3oM (pO3MOPSIKCHHSIM), IKHH MOBHHEH MaTH TaKHil 3aroioBok: «[Ipo
BHECCHHSI 3MiH JI0 Haka3y (pO3MOpS/DKEHHS)...» i3 3a3HAYCHHSIM JaTH, HOMEpa,
3aroJIoBKa pO3MOPSIYOro JOKYMEHTA, 10 SKOTO0 BHOCATbCS 3MiHM. Posmopsgua
YacTUHA HaKa3y (pO3MOPSKCHHS) TIOYMHAETHCS 3 TAKOTO ITyHKTY:

«1. BHectu 3MiHM 710 HaKa3y (PO3MOPSIHKEHHS). .. ».

Jam oxpeMuMH NiANYHKTaMU (OPMYIIOIOTHCS 3MIHHM J0 PO3MOPSIUOrO
JIOKyMEHTA, HAIPUKIAI:

«1) MyHKT 2 BUKJIACTH B TaKid peAaKIii:...»;

«2) MyHKT 3 BUKJIIOYUTH,

«3) ab3ar1| Ipyruil NyHKTY 4 TOTIOBHUTH CIOBaMH...».

SIKIO 3MIHM 10 PO3MOPATYOro JOKyMEHTa O(OpPMIIOIOTHCS Ha OKPEMOMY
apkymn  (apkymrax), B IEpPIIOMY IIYHKTI PO3MOPSI40i YaCTHHM  HaKazy
(po3mOpsIKEHHS) 3a3HAYAETHCS

«1. Buects 3MiHH [10... (101aI0THCS)».

3.1.6. OcTaHHI} MYHKT PO3MOPSAYOT YACTHHH Y pa3i MOTPEOH MOKE MICTUTH
pILIEHHS MPO MOKJIAJEHHS Ha MOCaJ0BY 0CO0Y (PYHKIIN 3 KOHTPOIIO 32 BUKOHAHHSAM
Haka3zy (po3MopsIKEHHS).

3.1.7. Haka3z (po3nopsypKeHHs) 3 KaJpOBHX MUTaHb (0COOOBOTO CKIay)
ohopMIIIETECA Y BUIIIAL 1HAWBIAyadbHOro abo 3BeneHoro. B iHauBiAyaqbHOMY
Hakasi (pO3MOpsKEHHI) MICTUThCS 1HQOpMALSE MPO OJHOTO TpaIliBHUKA; Y
3BEICHOMY — IPO KUIbKOX, HE3AJIEKHO BiJ TOrO, SIKI YIPaBIIHCHKI PIIIEHHS 00
HUX MPUAMAIOThes (IPUHHATTS HA pOOOTY, MPU3HAYCHHS HA MOCay, ICPEBEICHHS Ha
iHIIY ocany (poOoTy), 3BUIbHEHHS TOIIIO).

3.1.8. 3MmicT iHaUBIAyaJIbHOTO Haka3y (PO3MOPSAIKEHHS) 3 KaJAPOBHUX IHUTAHb
(0ocoOoBOro CKJIaay) CTHCIO BHKIAAETHCS B 3arojiOBKY, SKUM TIOYMHAETHCS 3
npuiiMeHHuKa «[Ipo» 1 CKJIagaeThCs 3a JIOMOMOTOKO BIIIIECIIBHOIO 1MEHHHMKA,
Hanpukian: «lIpo npusHayeHHs...», «[Ipo NPUUHATTA...». Y 3BEIEHUX HaKa3zax



(po3MOpsHKEHHAX) MOXE 3aCTOCOBYBATHUCH Yy3arajJbHEHHH 3aroJIOBOK, HAIPHUKIAI:
«[Ipo kaapoBi nutaHH», «[Ipo ocoboBuUil CKIamI».

3.1.9. V Tekcti Haka3y (pO3MOPSKCHHS) 3 KaapoBUX MuUTaHb (0COOOBOTO
CKJIaJy), sIK TPaBUIJIO, KOHCTATyIO4a YacTHHA HE 3a3HAYA€EThCS.

3.1.10. Posnopsimya yacThHa Hakazy (pO3MOPSKCHHS) MOYMHAETHCS, SIK
npaBuio, 3 giecinoBa 'y ¢opmi iHOiHITHBY: «[lpuitHaTu», «l[IpuzHauntu»,
«[lepeBecT», «OTOI0CUTH TOIIO.

Jlani 3a3HayaroThCsl TPI3BUIIE, 1M's, MO OaThbKOBI MpalliBHHWKA, Ha SIKOTO
HOLIMPIOETHCS JIisl HAaKa3y Ta TEKCT Hakaldy. Y 3BEJICHOMY Haka3zi (pO3mopsKeHHi)
Mpi3BUILA OCI0 Y MeXaX IMyHKTIB pPO3MILIYIOThCS 3a ai(aBiTOM.

3.1.11. YV mHakasi (po3mOpsS/KeHHI) TpO TpU3HAYCHHS a0 3BUTbHCHHS
NpaliBHUKA 3a3HAYA€ThCS IMOBHA jAara (YHCIIO, MICAIb, PIK) (AKTUYHOIO BHXOY
npaiiBHUKa Ha poOoTy (NMPUNMHEHHS TPYAOBUX BIJHOCHH), PO3MIpH HOTO
MOCaJI0BOT0 OKJIAAY BI/IMOBIIHO JI0 IITATHOTO PO3IUCY, Ha10ABOK Ta JOTLIAT.

3.1.12. Y 3BemeHoMy Hakasi (pO3MOPS/DKEHHI) 3 KaJPOBHUX ITHUTaHb
(ocoboBoro CKIaAy) 10 PO3MOPSIU0l YACTHHH BKJIIOYAETHCS iH(OpMAIlis, 0
PO3MIIIYEThCS Yy TaKid TOCHIIOBHOCTI: TPUUHATTA Ha poOOTYy, IepeBeeHH!,
3BIJILHCHHS.

3.1.13. ¥V KkOXKHOMY TYHKTiI Haka3y (pO3MOPSIKCHHS) 3 KaIpOBUX IHTaHb
(ocoboBoro ckiaay) 3a3Ha4a€ThCS IiJICTaBa MO0 HOro BUAaHHs (3as1Ba MpalliBHUKA,
KOHTPAKT, JOIOBIHA 3aMKCKa, PIIICHHS aTeCTal[iiHOT KOMICIT TOIIO).

3.1.14. Tlix 4ac o3HaAOMIJICHHS 3 HakKa30M (pO3MOPSIKEHHIM) BKa3aHUMH Y
HbOMY 0CO0aMH Ha MEepUIOMY MPUMIPHUKY HaKa3y MPOCTAaBISIOTHCS iX MIJIMUCH 13
3a3HauYEHHSIM JaTH O3HAMOMJICHHS.

3.1.15. Haka3zu (po3mOpsKEHHS) HYMEPYIOTBCS Yy MOPSIKY iX BHIAHHS B
MeKax KaJCHIAPHOTO POKY; Hakasu (pO3mOpsKCHHS) 3 OCHOBHOI JisSUIBHOCTI Ta 3
KaJpOBHUX MHUTaHb (0COOOBOI0 CKJIay) MalOTh OKpPEMY MOPSIKOBY HyMEPpaIIito.

3.2.11poToko.1.

3.2.1. [IpoTOKOJI — TOKYMEHT, KUK (hIKCy€e X1 BEJICHHS 3acigaHb, IPUUHATTS
B MPOQeCiiHO-TEXHIYHOMY HABUaJbHOMY 3aKjajl PIlIeHb KOMICISIMU, AOPATIUMHU
opraHamu, 300paMu TOIIIO.

[IpoTokon ckamaeTbcsl Ha IMiJICTaBl 3aIMCIB, 3pOOJICHUX OE3MocepeIHbO i1
yac 3acijiaHb, MOJIAaHMX TEKCTIB Ta Te3 JOMOBIAEH 1 BUCTYIIIB, JIOBIJIOK, MPOEKTIB
pILIEHB TOILIO.

3.2.2. TIpoTokosI cKIamaeTbes B CTUCHIN (opmi. Y TPOTOKOM (IKCYHOThCS
JIUIIE TPUNHATI PIIICHHS, a HE X1/ OOrOBOPEHHS TUTAHHS.

3.2.3. Jlatoro TIPOTOKOJYy € naTa MPOBEIACHHS 3acillaHHsA. SIKIIO 3acimaHHs
TPUBAJIO KiJIbKa [IHIB, TO Ye€pe3 TUPE 3a3HAYAIOTHCS MEPIIMA 1 OCTaHHIN JEHb
3acigaHHs.

3.24. Homep mnpoTOKOJy TOBHHEH BIAMOBIAATH TMOPSIAKOBOMY HOMEPY
3aciganHsg. Hymepartis mpoTOKOIiB BEACTHCA B MEKax KAJICHIAPHOTO POKY OKpPEMO 3a
KOXXHOIO TPYIOIO0 MPOTOKOJIB 3aciaHHS BIAMOBITHOTO KOJETI1albHOTO OpraHy. Y
PEKBI3UTI «MICIIe 3aCiIaHHSA» 3a3HAYA€ThCS Ha3Ba HACEIICHOTO ITYHKTY, B SKOMY
B110yI10CS 3aciTaHHS.

3.2.5. 3aron0BoK /10 TEKCTy IPOTOKOJIY IIOBUHEH BiI0OpakaTH BHJ 3aCiTaHHS
(mapana, 300pH, KoH(pepeHIlis Tomo) abo KojeriaabHol aisabHOCTI (KoMicis, pana,



300pH, poOoYa rpyra TOoIo) i BKIFOYATH Ha3By BUAY TOKYMEHTA.

3.2.6. TekcT MPOTOKOJY CKJIAIA€ThCS 13 BCTYITHOI Ta OCHOBHOT YaCTHH.

3.2.7. Y BCTyIHINA YacTHHI MPOTOKOJIY 3a3HAYAIOTHCS MPI3BUINA Ta 1HIIIAIN
TOJIOBU 200 TOJIOBYIOYOTO, CEKPETaps, 3alpOIICHHX, a TAKOX MPUCYTHIX OCI0.

VY chnmMcky TPHUCYTHIX 3a3HAYalOThCs B al(aBITHOMY TMOPSIIKY CIOYATKY
MpI3BUINA Ta IHIIIATM MPUCYTHIX TOCTIMHUX YJIEHIB KOJETiaJIbHOTO OpraHy 0e3
3a3HAYCHHs TOCaj, MOTIM — 3alpoIIeHMX OcCi0 13 3a3HAUYECHHSIM IOcCaa Ta y pasi
noTpeOu HallMEHYBaHb YCTAHOB. SIKIIO KUIBKICTh MPHUCYTHIX MepesBuinye 15 ocif,
3a3HAYAETHCS iX 3arajbHa KiIBKICTh 3 MOCHJIAHHSM Ha CIHCOK, IO JOJAETHCSA 0
IIPOTOKOIY.

BcerynmHa wacTMHA BKJIIOYAE TOPSIOK JEHHWA — TEpeIiK pPO3TISTHYTHX Ha
3acijaHHl MWUTaHb, 110 PO3MIIIEHI B MOPSAIAKY iX 3HAYYIIOCTI 13 3a3HAYEHHSIM
JIOTIOBi/Taua 3 KOXKHOTO MUTaHHsA. [lopsmok AeHHUI MOJA€ThCA HAIIPHUKIHIN BCTYITHOT
YaCTUHU.

CrnoBa «llopsamok neHHUN» APYKYIOTHCS BiJ MEX1 JIBOTO TOJIS, MICJSA HHUX
CTaBUTHCS JIBOKpanka. KokHe NHUTaHHS HYMEpYeEThCs apabChbKuMu mUPpamMu 1
IpYKyeThcs 3 ab3aryy. PopMyBaHHS NMUTAaHb Yy TOPSAIKY JACHHOMY IOYMHAETHCSA 3
npuiMmeHHUKA «IIpo».

3.2.8. OcHOBHA 4YacTHHA IIPOTOKOJIY CKJIAIA€ThCS 3 PO3JLIB, SKi ITOBHHHI
BIJIMOBIJIATH MYHKTaM TMOPSAKY JA€HHOro. Po3ainu HyMepyroTbCs apaOChKUMU
nudpamu 1 OyIyI0ThCS 32 TAKOIO CXEMOIO!

CIVXAJIM - BUCTYIIWIM - BHUPIIIWIMA (YXBAJIWIIN,
I[TOCTAHOBUIJIN).

3a3HayeHl ciIoBa JAPYKYIOThCS BEJIMKUMU JITepamMu 0e3 BIACTYNy BIJ MEXI
aiBoro nouis. [licisg uux ciiB CTaBUTHCSA JBOKpAIKA.

3.2.9. Ilicns cnoBa «CJIYXAJIM» 3a3Ha4aeTbcs CTHCIUN TEKCT BHUCTYITY
OCHOBHOTO JiomoBifava. [Ipi3Buie Ta iHiIadM KOXHOTO JOIMOBiIadya JPYKYIOThCS 3
HOBOTO psiika. CTUCIHI TEKCT BUCTYIY BUKJIAJAAETHCS Y TPETi 0C001 OJTHUHMU.

3.2.10. Texkctu abo Te3W JMAOMOBIAI Ta BHUCTYIIB, OPOPMIIEHI K OKpeMmi
JOKYMEHTH, JO TEKCTy MPOTOKOJIy He BKIOYaroThesa. [licis BigomocTed mpo
JIOTIOBi/IaYa CTaBUTHCS THPE 1 3a3HAYaeThCs: «TeKCT aAomoBiai (BUCTYIy) 10Ma€ThCS
JI0 TIPOTOKOITY.

3.2.11. Ilicnsa cioBa «BUCTYIIMJIN» ¢ikcytoThcs BUCTYNH THX OCi0, sKi
B35UIM y4acThb B OOTOBOPEHHI JOMOBiAl. BuUCTynu opopMisitoTbCs y MpOTOKOMI 13
3a3HAYCHHSIM T0CaJ, MPI3BUIN Ta 1HIIIAJIB MPOMOBIIB Y HAa3MBHOMY BIJIMIHKY, a
TaKOXX 3 CTHCJIIMM BHUKJIAJICHHSIM 3MICTy MUTAHHS Ta BIAMOBIAECH HAa HBOTO. 3MICT
BUCTYIIIB BUKJIAJAAETHCS Bl TPEThO1 0COOM OJTHUHM.

3.2.12. [Ticns cJoBa «BUPILINIIN» («<YXBAJINJIN»,
«[TIOCTAHOBWJIN») dikcyeThcsi MPUHHATE PIlICHHS 3 00rOBOPIOBAHOTO MUTAHHS
MOPSIZIKY JEHHOTO. PillieHHs MOBUHHE OYTH KOHKPETHUM 1 BKJIFOYATH CKJIAJOBI, IO
BIJIMOBIAIOTh HA TaKi MUTaHHS. KOMY, 110 3pOOUTH 1 B IKUH CTPOK.

Pimrenns1, mo MicTSTh KijbKa IWTaHb, MOAUISIOTH HAa IYHKTH 1 IMMYHKTH, SIKI
HyMepyIoThbcsl apaOcbkumu  1udpamu. I[lignmyHKTH HymMepyroThes 1udpamu 3
Kparkoro.

3.2.13. VY pa3i xonu Ha 3aciJaHH1 PUIUMAETHCS PIIICHHS MPO 3aTBEPIKEHHS
JIOKYMEHTa, SIKWM OOTOBOPIOBABCS Ha 3acifaHHl, IIed JOKYMEHT JOJA€ThCs MO



MPOTOKOIY 1 B HBOMY POOWTHCS TOCHJIAHHS Ha HOMEp 1 JaTy MpPOTOKOIy. 3a
HAsBHOCTI 1HIIIMX JOKYMEHTIB, III0 PO3MISIAIMCS Ha 3acigaHHl Ta (haKkT 0OroBOPECHHS
AKuX Oyyo 3adiKCOBaHO y TEKCTI MPOTOKOJY, BOHHM HYMEPYIOTHCA apaOChKUMHU
mudpamu (doxarox 1, ogatox 2). YV BIAMOBIAHUX MYHKTaX MPOTOKOIY POOUTHCS
IIOCHJIaHHS Ha Il JOJATKH.

3.2.14. TIpoTOKOJ MiMUCYETHCS TOJIOBYIOUMM HA 3aCiJIaHHI KOJIET1aJbHOTO
OpraHy Ta CeKpeTapeM.

3.3.Cmyx00BU JTHCT.

3.3.1. Cnyx00BHi1 JIMCT CKIAMAIOTHCS 3 METOI0 OOMiHY iH(OpMaIiero Mix
yCTaHOBaMH SIK:

BIIMOBI/II PO BUKOHAHHSA 3aB/IaHb, BU3HAYEHUX B aKTax OpPraHiB Jep KaBHOI
BJIaJIH, JOPYUYCHHSX BUIIMX MMOCATOBUX OCIO;

BIJINOBI/Il HA BUKOHAHHS I0PYY€Hb YCTAaHOB BUIIOTO PIBHS;

BI/IMOBI/II HA 3aIIUTH 1HIIUX YCTaHOB,;

BI/IMOBIII HA 3BEPHEHHS TPOMAJISH;

BI/IMOBIII HA 3alUTH Ha 1HPOpMAIIio;

1HII[IaTUBHI JIUCTH,

CYHPOBIIHI JTUCTH.

3.3.2. Ciyxx00Buii 1UCT 0opMIISIEThCS HA OlaHKy MpodeciHHO-TEXHIYHOTO
HABYaJIBHOTO 3aKJIATy.

3.3.3. JIucT Mae Taki peKBI3UTH. AaTa, PEECTPAIlIMHANA 1HIEKC, TTOCHIIAHHS Ha
peecTpalifHUi 1HJIEKC 1 JaTy JOKYMEHTa, Ha SKUW Jae€TbCsl BIJMOBIAbL, ajpecar,
3aroJI0BOK JIO TEKCTy, TEKCT, BIJIMITKAa MPO HasSBHICTH JojatkiB (y pasi morpedu),
MIJINAC, BIAMITKA ITPO BUKOHABIIA.

JlaToro mucTa € mara MOro MIAMNHCAHHS, sSKa MOBHMHHA 30IraTucs 13 JaToro
peecTpallii BUX1JHOT KOPECITOHICHIII.

3.3.4. OCHOBHUM PEKBI3UTOM CIY>KOOBOTO JIUCTA € TEKCT, IO, SK MPaBUIIO,
CKJIaJIA€ThCS 3 JIBOX YACTHH. Y TEPIIiil YaCTHUHI 3a3HAYAETHCS MPUYHHA, ITicTaBa abo
OOTpYHTYBAaHHS MiJITOTOBKU JIUCTA YU HABOJATHCS TMOCHJIAHHS HA JIOKYMEHTH, IO
OyJIH II1JICTaBOIO ISl HOTO CKIIaJICHHS.

Jlpyra yacTrHa BKJIIOYAa€ BUCHOBKH, MPOMO3UILT, MPOXaHHS, PIIIEHHS TOIIO,
K1 pO3MINIYIOThCS 3 a03ally.

3.3.5. fIk mpaBwmIIO, y TMCTI MOPYIIYETHCS OJHE MUTAHHS.

Teker nucTa BUKIAAAE€THCS BiA MepIinoi 0coOM MHOXKHHH 3 BUKOPUCTaHHSIM
CJIIB: «TIPOCUMO TMOBIJIOMUTH...», €PO3'SICHIOEMO, II0...».

Cnyx00BHH JIUCT MIANMKCYETHCA BIAMOBIAHO g0 MyHKTY 2.6.12 1riei
[HCTpYKIIII.

3.4. AKT.

341. Axr — [OKyMEHT, CKJIQJCHWA JeKUIbKOMa ocobamMu  Ta
MIATBEPKYIOUNN yCTaHOBJICHI (PakTu 1 Ail. AKTU 0GOPMIIIIOTECS 332 PE3yIbTaTOM
peBi3iif, mpu npuioMi-Tiepenadi crpan, CIUCaHH1 MaifHa TOIIIO.

3.4.2. Axt oopMIISETHCS HA CTaHAAPTHOMY apkyir marnepy dopmary A4 i
Ma€ TaKi PEeKBI3UTH. Ha3Ba JOKYMEHTY, rpu¢ 3aTBepipkeHHS (pu HEOOXiTHOCTI),
JaTa 1 MicIle CKJIaJaHHs, 3arojOBOK J0 TEKCTY, TEKCT, MAmucu ociO (He MeHIIe
TPBOX), AKI CKJIaJaIH aKT.

3.4.3. TekcT aKkTa CKIQAA€ThCA 13 BCTYHOI Ta KOHCTATyI04Y0i YaCTHH.



Y BCTymHIM dYacTWHI BKa3yIOThCS TIJCTaBH JJIA CKJIQJIaHHS akKTa Ta
HA3MBAIOTHCSI 0COOH, K1 CKIIAIH aKT 200 OYyJIM MPUCYTHI MIPU IILOMY.

VY KOHCTaTyrO4ii YaCTHHI BUKJIAJIA€THCA CYyTh, 3aBJIaHHSI, XapaKTep BUKOHAHOI
po6oTH, BCTaHOBIIEHI (haKTH, MPOMO3UIlii Ta BUCHOBKU. KOHCTaTyloua yacTuHA MOXKeE
0hOpMITIOBATHUCS y BUTIISII TAOJIHIII.

VY KiHIIl TEKCTY aKTa 3alMuCyIOThCS JaHl PO KUTHKICTh €K3eMIUIAPIB aKTa Ta iX
MICIIE 3HAXOKECHHS.

3.4.4. Axtr mianmucyeTbcs BciMa oco0amu, sKi Opamud y4dacTh y HOTO
CKJIaJaHHI.

3.4.5. Oco0a, sika Ma€e 3ayBaKCHHS JI0 3MICTY aKTa, MAMKCY€E HOTO 1 BUKJIaIae
CBOIO T[YMKY Ha OKPEMOMY apKyIili, SKUi TOJAETHCS A0 aKTa.

3.5. Teneponorpamu

JIJIsl omepaTHBHOTO BUPIMICHHS CIYKOOBUX IMUTaHb JO3BOJIIETHCS Iepeaada
tenedoHorpam. Tenegonorpamu 0hOpMIIIIOTHCS B OTHOMY €K3EMIUISIPI, iX MiMUCYE
KEepIBHHUK MPO(PECiiTHO-TEXHIYHOTO HABYAJILHOTO 3aKJIaly.

3.6. Jlonatku 10 TOKYMEHTIB.

Jlomatkn 10 JOKYMEHTIB, KpiM JOAAaTKIB JI0 CYIPOBIJIHUX JIHCTIB,
CKJIAJIAalOThCSI 3 METOIO0 JIOTIOBHEHHSI, TIOSICHEHHSI OKPEMUX MUTaHb JIOKyMEHTa abo
JIOKyMEHTA B IIJIOMY.

Jlomatku opopMIISIOTHCS, SIK TIPABHIIO, HA CTAHIAPTHUX apKymiax nmamepy. Ha
OpYyroMy 1 HACTYyNMHHMX apKyllax JojaTtka poOuThes BiaMmiTka: «lIpogoBxeHHs
nomatka», «lIpomoBxeHHs qogaTka 1».

VY pa3i HagBHOCTI KUIBKOX JOJATKIB HA HUX 3a3HAYAIOTHCS TOPSAKOBI
Homepu, Hanpukiaa: Jlomatok 1, Jlomatok 2 Tomro. 3Hak «Ne» mepen mUPpPOBUM
MTO3HAYCHHSIM HE CTABUTHCS.

VY pasi koiau JoAaTKA HAJACWIAKOTHCS 13 CYNPOBIAHUM JIMCTOM, BIAMITKA PO
HASIBHICTH JIOJIATKIB PO3MIIIYETHCS TICISA TEKCTY JIUCTA TIEPE MiIMUCOM HANTPUKIIAI!

JHonarok: Ha 5 apk. y 2 npum.

SIKIo JOKyMEHT Mae€ JO0JaTKH, TOBHE HAWMMEHYBAHHS SIKUX Yy TEKCTI HE
HABOJUTHCS, TO iX HEOOXIAHO MEPENIUUTH MICIS TEKCTY 13 3a3HAYEHHSIM KUIBKOCTI
apKyIIIiB Y KOXXHOMY JTOJATKy Ta KUIBKOCT1 IXHIX TPUMIPHUKIB, HAIPUKIIA];

Honatku: 1. JloBiaka npo negaroriyamii crax Ha 1 apk. B 1 mpum.

2. I'padik podotn Ha 1 apk. B 1 mpum.

4. Peectpaliist JOKyMEHTIB

4.1. Jloxymentd B mnpodeciiHO-TEXHIYHOMY HaBUYaJbHOMY  3aKJaji
PEECTPYIOTHCS HE3aJIEKHO BiJl CIIOCOOY X CTBOPEHHS, OJIepKaHHS, YA BIATBOPEHHS.

4.2. Peectpailisi TOKYMEHTIB MPOBOJUTHCS 3 METOIO 3a0€3IeUeHHs X 00Ky,
KOHTPOJTIO 32 BUKOHAHHSM 1 ONIEpaTUBHUM BUKOPUCTAHHAM 1H(pOpMAIIii.

4.3. Peectpallisi JOKYMEHTIB TOJIATAE Y BEJCHHI 3aMTUCy OOJIIKOBUX JaHUX TIPO
JOKYMEHT 3a BCTAHOBJICHOIO PEECTpaliiHO (opMoto, SIKUM (QIKCYeTbea (aKT
CTBOPEHHSI, BIANpAaBIECHHA a00 OTPUMAHHS JOKYMEHTa IUIIXOM IPOCTABJICHHS Ha
HbOMY PEECTPAIIMHOrO 1HAEKCY 3 TOAAIBIIMM 3alHMCcOM Yy 3a3HayeHux (opmax
HEOOX1THUX BIJJOMOCTEH PO IOKYMEHT.

4.4. JlokyMeHTH, SIKI HaAXOASTh JO 3aKIagy, PEECTPYIOTbCS B JKypHall



peecTpalii BXiJIHOT KOPECTIOHEHITi1, a Ti, [0 BIAMPABISIOTHCS 3 HHOTO, — y KypHaJi
peecTpailii JOKYMEHTIB, CTBOPEHUX MPOECIfHO-TEXHIYHUM HAaBYAILHUM 3aKJIa0M.

[Ipumipna ¢dopma peecTpamiiHOTO KypHaldy BXIJIHUX JOKYMEHTIB
npodeCifHO-TEXHIYHOT0 HaBYaILHOTO 3aKJIay HaBeJIeHa B JI0JIaTKY D.

[Ipumipna ¢Gopma peecTpamiifHOTO JKypHaIy BHXIJIHUX JOKYMEHTIB,
CTBOpPEeHUX (BHYTPIIIHIX) TPOQeCiHHO-TEXHIYHMM HaBYAJIbHUM 3aKJIaJI0M, HaBeJICHA
B J10J1aTKYy 6.

4.5. JIokyMEHTH peecTpyIOThCs 3a IpyIllaMU 3aJie)KHO BiJl Ha3BU BUIY, aBTOpa
Ta 3MICTY JOKYMEHTIB. OKpEMO peeCTpyIOThCA:

aKTH OPTaHiB JEP>KaBHOI BJIAJIU, JOPYUYEHHS BUILIUX MOCATOBUX OCI0, 3aIUTH,
3BEpHEHHS, a TAKOXK OfiepKaHa KOPECTIOHICHIIIS,

Hakasu (pO3MOPSKCHHS) 3 OCHOBHHMX IHMTaHb MiSUTBHOCTI TPOQeciiiHO-
TEXHIYHOT'O HABYAJILHOTO 3aKJIady;

HaKa3M 3 KaJIpOBUX MHUTaHb,

aKTU peBi3iil (IHAHCOBO-TOCIIOAAPCHKOI TISITBHOCTI;

OyXTanTepchKki TIOKYMEHTH,;

CITY’KOOBI JIUCTH;

3BEpPHEHHS TPOMAJISH;

3aMUTH Ha 1HPOPMAITIIO.

4.6. ®akcorpamu (mamepoBi Komil JOKYMEHTIB, NepeJaHi 3 BUKOPUCTAHHSIM
3ac00iB ()aKCUMIIBHOTO 3B’ SI3Ky) PEECTPYIOTHCS OKPEMO BiJl IHIIUX JOKYMEHTIB.

4.7. JIOKyMEHTH, 110 NEPEeNaroThCs EJIEKTPOHHOKO IMOIITOI0 Y CKaHOBaHIN
dbopmi 6e3 eNeKTPOHHOTO LU(PPOBOTrO MIAMKUCY, PEECTPYIOTHCS OKPEMO BiJ THIIMX
JIOKYMEHTIB 13 3a3HAUEHHAM €JIEKTPOHHOI aJIpecy BIANpaBHUKA Ta aapecara.

Opurinan J0KyMeHTa, IKUH HaIIAIIoB micis gakcorpaMu abo €JIeKTPOHHOIO
MOIITOIO B CKaHOBaH1M (hOpMi, peecTpy€eThCS BIAMOBIIHO 10 TyHKTY 4.4. [HCTpyKIIi.

4.8. Tlin 4vac peectpamii JOKYMEHTY HAJIa€TbCd YMOBHE TO3HAYCHHS —
peecTpanifHui 1HIeKC.

JIJist BXiTHUX IOKYMEHTIB pEECTpAIliiHUN 1HIEKC CKIIATAETHCS 3 TIOPSIKOBOTO
HOMEpA Ta 1HJEKCY CIIPaBH.

VY BUXIIHOTO JOKYMEHTa PEECTpAIliiHUN I1HJAEKC MOXE PO3MIIIYBATUCA Y
3BOPOTHIHN TOCITITOBHOCTI — IHJIEKC CIIPaBU Ta MOPSIIKOBUI HOMED.

4.9. V npodeciitHO-TeXHIYHMX HaBYAIBHUX 3aKJIaJIlaXx MOXE 3aCTOCOBYBATHCS
KypHaJIbHa YMd aBTOMAaTH30BaHa (3 BHUKOPHCTAHHSM CIICHIAJbHUX KOMII FOTEPHHUX
nporpam) gopma peecTpallii JOKYMEHTIB.

4.10. TlpumipHui TIepemiK JAOKYMEHTIB, IO HE MMJIATalOTh pPeeCTparlii,
BUKJIQJICHUN Y TOAATKY 7.

5. Cki1ajieHHs HOMEHKJIATYPHU Ta GOopMYBaHHS CIIPaB

5.1. Homenkiarypa crpaB — 11e 000B’SI3KOBUN MJisi KOXKHOTO TIpodeciitHo-
TEXHIYHOT'O HABYAJIbHOIO 3aKJaJy CHCTEMAaTH30BaHUU TeEpeNik Ha3B (3aroJioBKiB)
crpas, 10 GOPMYIOTHCS, 13 3a3HAYCHHSAM CTPOKIB 30€piraHHs CIIPaB.

5.2. HomeHknaTtypa crpaB TMpU3HAUEHA /I BCTAHOBIEHHSA B TpodeciitHo-
TEXHIYHOMY HaBYAIBHOMY 3aKJIaJll €IMHOTO TOpsAKY (opMyBaHHS CIpasB,
3a0e3MnedeHHs iX 00J1IKy, ONEPAaTUBHOIO MOLIYKY JOKYMEHTIB 32 iX 3MICTOM 1 BUJIOM,



BU3HAYCHHS CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO JIJISi CKJIQJCHHS OIKCIB CIIpPaB
nocrtiiiHoro Ta tpuBajoro (moHam 10 pokiB) 30epiraHHs, a TaKOX IS OOJIKY CIpaB
tuM4acoBoro (10 10 pokiB BKIIIOYHO) 30epiraHHs.

5.3. 3BesicHa HOMEHKJIATypa CIpaB YCTAHOBHU MIOPOKY (HE Mi3HilIe rPpyaHs)
YTOUYHIOETHCSI Ta BBOJUTHCA B Jit0 3 1 Ci4HS HACTYIHOTO KaJIEHJAPHOTO POKY.

5.4. Ilpumipna ¢dopmMa HOMEHKIATypu cHpaB MpodeciiHO-TEXHIYHOTO
HaBYAJILHOTO 3aKJIaJy HaBEJCHA y TOATKY 8.

5.5. 3aronoBOK copaBu IMOBUHEH YITKO Yy CTHCHIIM Yy3arajJbHeHid (opmi
B1JI0OpaXkaTu CKJaJ 1 3MICT JOKYMEHTIB CIIPABH.

3arojoBOK CHpPAaBH CKJIAJAE€THCS 3 €JIEMEHTIB, IO PO3MILIYIOThCA Y TaKid
MOCITIIOBHOCTI: Ha3Ba BUJAY CHpPaBH (JIUCTYBaHHS, XXypHaJ, KHUIa TOINO) YH BHIY
JOKYMEHTIB y cmpaBi (Haka3W, IMPOTOKOJH, aKTH TOIIO); aBTOP JOKYMECHTIB
(HafiMmeHyBaHHS 3aKJIa/ly); KOPECIIOHACHT a0o aapecar (HaliMEHYBaHHsI YCTAaHOBH, 10
KO aJpecoBaHi ab0 BiJ SKOi HAMIMIUIA JOKYMEHTH); KOPOTKUH 3MiCT JOKYMCHTIB
cnpaBu (MUTaHHSA, 3 AKOT0 (opMyeThcs crpasa); mata (mepiof), 10 AKOT HalIekKaTh
JOKYMCHTH CIpaBH; BKa3iBKM Ha HAsSBHICTh KOIIH JOKyMEHTIB y cmpaBi (y pasi
noTpeoHn).

VY 3arosoBkax 0cOOOBHX Ta 1HIIUX CIIPaB, IO MICTATh JOKYMEHTH 3 OJTHOTO
MUTaHHS, TOB'sI3aHI MOCJIIOBHICTIO BEICHHS MPOIEAYpP IJTOBOJICTBA, BIKHUBAETHCA
TEPMIH «CHpaBa».

Y 3aronoBKax cmpaB, MO MICTATh JOKYMEHTH 3 OJHOTO IIMTAaHHS, HE
MOB’ s13aH1 TIOCJIIIOBHICTIO BEJCHHS MPOLEAYp IUIOBOJACTBA, BXKUBAETHCA TEPMIH
«TOKYMEHTH», a TICII HbOTO B AYXKKAaX 3a3HAYAlOThCS OCHOBHI BHIIU JTOKYMCHTIB
CIIpaBH.

TepMmiH «IOKYMEHTH» BXKHBAETHCS TaKOX y 3arojoBKax CIIPaB, IO MICTATh
JTOKYMEHTH-TOAATKU 0 OyIb-SIKOTO PO3MOPSAIIOrO JOKYMEHTA 3aKIIay.

Y 3arojoBkax cmpaB, IO MICTATh INIAHOBO-3BITHY JOKYMEHTAIIiO,
3a3HAYa€ThCA Tmepioa  (MicsAlb, KBapTaji, MiBpidYsA, PIK), B SKOMY IUIAHYEThCS
CTBOPEHHS JIOKYMEHTIB, a00 Mepiof] iX PaKTUYHOTO BUKOHAHHS.

[lim dYac po3mileHHs 3arojoBKIiB CIpaB y HOMEHKIATYypl BPaxOBYETHCS
BOXJIMBICTh JTOKYMEHTIB, BKJIIOYEHHUX JI0 CIpPaBH, iX B3a€MO3B'sa30K. Ha mouarky
PO3MIIIYIOTBCS 3aroJIOBKH CIpPaB MO0 JOKYMEHTIB, SIKI HAIWIUIA BiJl OpPraHiB
BUIIIOTO PiBHS, JaJli — IIOJ0 OpTraHi3aliifHO-pO3NOPSAIY0i JOKYMEHTAIlll, MJIaHOBO-
3BITHOI JIOKYMEHTAIlli, JIMCTYBaHHS, OOJIIKOBO-IAOBIJKOBUX BHU/IB JOKYMEHTIB. Y
KOXHIH 3 IIUX TPYIT TOKYMEHTH TaKOX PO3MIIIYIOTHCS 3 YpaXyBaHHIM BaKIMBOCTI Ta
CTPOKIB 30€epiraHHs.

5.6. ®opmyBaHHS CpaB — Il TPYMYBaHHS BUKOHAHUX JOKYMEHTIB Y CIIpaBH
BIJITOBIJTHO /10 HOMEHKJIATYPH CIIPaB.

5.7. Ilin 4ac ¢dopmyBaHHS CHpaB CliJl AOTPUMYBATUCS TAKUX 3arallbHUX
IpaBWj. BMIIIYBaTd Yy CHpPaBH TUIBKA BHUKOHAHI JOKYMEHTH BIAMOBIIHO [0
3aroJIOBKIB CIIpaB B HOMEHKJIATYpi, TPYMyBaTU y CIpaBU JOKYMEHTH, BHUKOHAaHI
HOPOTSITOM OJHOTO KaJCHIApHOTO POKY, 32 BHHITKOM IMEPEXiTHHUX CrpaB (BeayThCs
NPOTITOM KIIBKOX POKIB), OCOOOBHX CIIpaB; BMIII[yBaTH Y CIPABH JIHIIE OPUTIHAIH
ab0 B pasi iX BiJICYTHOCTI 3aCBiT4€HI B YCTAHOBJICHOMY MOPSIKY KOIIii TOKYMEHTIB;
HE JIONyCKAaTH BKIIOYEHHS [0 CIOpaB YOPHOBUX, OCOOMCTHX JIOKYMEHTIB,
PO3MHOKEHUX KOIMM Ta JAOKYMEHTIB, W0 MIJIATal0Th IMOBEPHEHHIO; OKPEMO



TpyIyBaTH y CIPaBHU JOKYMEHTH MOCTIHHOTO 1 THMYAaCOBOTO 30€piranHs; 3a 00ciarom
crpaBa He moBuHHA nepesuinyBatu 250 apkyinis (30-40 misiMeTpiB 3aBTOBIIKH).

5.8. JIokyMeHTH TPYIYIOTBCS Y CIIPaBH B XPOHOJIOTIYHOMY Ta/abo JOTIYHOMY
MOPSJIKY.

5.9. Ilonoxenns, mpaBujia, IHCTPYKINI TOIIO, 3aTBEPHKCHI PO3MOPSIIMMU
JIOKyMEHTaMU, TPYMYIOTHCS Pa3oM 13 3a3HAYCHUMH JIOKYMEHTAMH.

5.10. Haka3m 3 muTaHb OCHOBHOI JisJTBHOCTI 3aKjiamy, 3 aJIMiHICTPaTHBHO-
TOCIOJAPCHKUX IUTaHb Ta HAaKa3W 3 KaJpOBUX NHUTaHb (0COOOBOTO CKIIAMY)
TPYNYIOTHCA B PI3HI CIPABH BIAIOBIIHO JI0 X BHUJIIB Ta CTPOKIB 30€pIraHHS.

[Iporokonu 3aciilaHb KOJIETIANbHUX OpraHiB  MpodeciiiHO-TEXHIYHOTrO
HAaBYAJILHOTO 3aKjaay TPYNYIOThCSA y CIpaBd B XPOHOJIOTIYHOMY TOPSAKY 1 3a
HOoMepamu. JIoKyMeHTH A0 3acilaHb 3a3HAUYECHUX OpPTraHiB CHCTEMATHU3YIOTHCA 32
JaTaMH Ta HOMEpaMHU TPOTOKOJIB, a B MEXax IpylH JOKYMEHTIB, IO CTOCYIOTHCS
OJIHOT'O MTPOTOKOJY, — 32 MOPSJIKOM JICHHUM 3aCiTaHHS.

5.11. JlopyueHHS YCTaHOB BHIIOTO PIBHS Ta JIOKYMEHTH, TMOB's3aHl 3 iX
BUKOHAHHIM, TPYIYIOThCS y CIOpaBU 3a HampsMaMmH JisSUIBHOCTI 3akiamy abo 3a
aBTOpaMH IHIIIIATUBHUX JOKYMEHTIB. JIOKYMEHTHM y HEBENMKId KIUIBKOCTI
TPYIYIOTHCA B OJIHY CIIPABY Ta CUCTEMATU3YIOThCA 3a 1aTaMH JIOPYYCHb.

5.12. JIuctyBaHHS TPYIMYETHCA 3a 3MICTOM 1 KOPECIIOHACHTCHKOIO 03HAKOIO Ta
CHUCTEMATU3YETHCA B XPOHOJIOTTYHOMY MOPSAKY: JOKYMEHT-BIANOBI/Ib PO3MILLY€ETHCS
3a JOKYMEHTOM-3aIHUTOM.

6. 30epiranHs Ta 3HMIIEHHA JOKYMEHTIB

6.1. Jloxymentu (cmpaBu) 3 MOMEHTY CTBOpPeHHs (ojepikaHHsS) abo
dbopmyBaHHS 30€pIraloThCs y 3aKiIajil 10 Tepeiayl apXiBHINA yCTaHOBI.

KepiBHuk mnpodeciiiHO-TEeXHIYHOTO HABYAIBHOTO 3aKJIaay Ta CHeUiaibHO
npusnauena (npusnaueni) 01a uvozo ocobda (ocoou), 30006 azani 3a0e3MCUNTH
30epiraHHs JOKYMEHTIB 1 CIIPaB.

6.2. CpaBu TOBHHHI 30epiraTucs y BEPTUKAILHOMY MOJIOKEHHI B miadax,
10 3aKpUBaOThCs. Ha KOpIHIIX OOKJIaIMHOK CIIpaB 3a3HAYAIOTHCS 1HACKCH CTIPAB.

6.3. Bumaya cmpaB y TEMuYacoBE KOPUCTYBAaHHS IpalliBHUKaM TpodeciiiHo-
TEXHIYHOT'O0 HABYAJIBHOTO 3aKJIaay 3A1HCHIOETHCS 3 YCHOTO J03BOJY MOr0 KEPIBHUKA,
a IHIIUM YCTaHOBaM — 3 MOT0 MUCHMOBOTO J103BOJy. Ha BumaHy cripaBy CKiIalaeThes
KapTKa — 3aMIHHHUK. Y KapTIli 3a3HAYalOThCS 1HIEKC CIIPaBH, 3ar0JIOBOK CIIPaBH, JaTa
il Bumayi, ocoba, SIKii crpaBy BUJIaHO, JaTa ii MOBEPHEHHS, IMAMUCH OCi0, SKi BHIAIN
Ta PUNHSINA CIIPABY.

Hananus cnpaB y THUM4YacoBe KOPUCTYBaHHS 3IMCHIOETHCS HE OUTBIN K Ha
OJIUH MICSIITb.

6.4. BuwiydeHHs JOKYMEHTIB 13 CIOpaBu TIOCTIMHOrO  30epiraHHs
3a00pOHSAETHCS. Y BUHATKOBHX BHUIAJKaX BHIIYYCHHS JOKYMEHTIB JOMYCKAETHCS 3
JI03BOJTy KepiBHUKA MPO(DECIiHO-TEXHIYHOTO HABYAIBHOTO 3aKJiaay 3 00OB’ I3KOBUM
3aJIMIIEHHSIM Y CIPaBl 3aCBIIYEHUX HAJIEKHUM YMHOM KOTMIi.

6.5. Ctpoku 30epiraHHs AiIOBOI JOKYMEHTaIlli MpoQeciiiHO-TEXHIYHOTO
HABYAJILHOTO 3aKJIay HABEACHO Y A0JATKy 9.

6.6. Ilicns 3akiHYeHHs] TepMiHY 30€piraHHsi JOKYMEHTIB, sIKi HE MiJJIsraioTh



nepeaaydl apxXiBHUM YCTaHOBAaM, JTOKYMEHTH CHHCYIOThCS KOMICi€0 mpodeciiiHo-
TEXHIYHOTO0 HAaBYAJIBHOTO 3aKJIaJy 3 MPOBEJACHHS €KCIEPTU3H I[IHHOCTI JOKYMEHTIB,
Ky TpU3HAYa€ KEpPIBHUK HaBUaJbHOTO 3akiany. Ha cmucaHy noKyMeHTalliro
SKCIIEpPTHA KOMICIS CKJIajae BiAmoBigHui akT. CrincaHa JOKyMEHTAIlisl 3HUIIYEThCS.

3acTyNHUK HavyaJlbHUKA YIPABIiHHS —

HaYaJIbHUK BIJIUTY TPOQECIHHO-TEXHIYHOT

Ta BUILOI OCBITH YIIPaBIIHHS

OCBITH 1 HayKH 00JepKaaMIHICTpaLli P o I1. KopxkeBchkuit

7



3pasok

Homatok 1

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i
dhopM BIACHOCTI

(mysxr 2.4.1.)

oopmiieHHSI OJIaHKA NPO(PeCiHHO-TEXHIYHOT0 HABYAJIbHOT0 3aKJIANAy
HA OCHOBI KyTOBOI'0 PO3MilllecHHS PEKBI3UTIB

MiHicTepCTBO OCBITH 1 HAYKH YKpaiHU
VYnpaBiiHHsS OCBITH 1 Hayku PiBHEHCBKOT
00JacHOI AepKaBHOI agMiHICTpaLii
3n0a10yHiBchKMi mpodeciiinni inei
3aJII3HUYHOT0 TPAHCIIOPTY

By1. SIcHa, 6, M.310n0yHiB, PiBHEHCHKa 00U,
35705, ten/dakc. (03652)2-25-41,
e-mail: zplzt@ukr.net Kog €IPTIOY 02547122

Bix No

Ha Ne BIJI



mailto:zplzt@ukr.net

Jonarok 2

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i

dhopM BIACHOCTI
(mysxr 2.4.1.)

3PA30OK
oopMmJieHHSI OJIaHKA MPOPeCiiHO-TEXHIYHOT0 HABYAJIBLHOI'0 3aKJIAY
HAa OCHOBI MO310BKHBOI'0 PO3MIILICHHA PEKBI3UTIB

N

MIHICTEPCTBO OCBITU I HAYKU YKPATHU
YIIPABJIIHHS OCBITH 1 HAYKHM PIBHEHCBKOI OBJIACHOI JIEP2KABHOI AJIMIHICTPALIII

310JIBYHIBCHbKUI MPO®ECIMHUAN JIIIEN 3AJI3BHUYHOI'O
TPAHCIIOPTY

ByJI. SlcHa, 6, M.310110yHiB, PiBHeHChKa 0011., 35705, Ten/dakc. (03652)2-25-41,
e-mail: zplzt@ukr.net Koxg €ZIPTIOY 02547122

Big No

Ha Ne BIJI



mailto:zplzt@ukr.net

Honarok 3

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i

dhopM BIACHOCTI
(myskT 2.6.2.)

BUMOI'A
10 0popMJIEeHHS TOKYMEHTIB, III0 BUTOTOBJISIIOTHCH
3a 10NMOMOT 010 IPYKYBAJIbHUX 32C00iB 200 KOMII OTEPHOI TeXHIKH

1. Jlns npykyBaHHS TEKCTIB CIY>KOOBHUX JIOKYMEHTIB BHUKOPHUCTOBYETHCS
rapHiTypa Times New Roman, mpudt po3mipom 12-14 npykapChKHX ITyHKTIB.
J103BOMISIETHCST BUKOPUCTOBYBATU MIPUDT po3mipoM 8-12 npykapChbKUX IMyHKTIB JJIS
IpyKyBaHHsS pekBi3uTy «[Ipi3Buiie BUKOHABIIS 1 HOMEp MOro Tesne(oHy», BUHOCOK,
MOSICHIOBAJIbBHUX HAIIUCIB JI0 OKPEMHX CJIEMEHTIB TEKCTy JOKyMeHTa abo #oro
PEKBI3UTIB TOIIO.

[lim wac JpyKyBaHHS  3aroJIOBKIB  JIO3BOJISIETHCS  BHUKOPHUCTOBYBATHU
HaMBXAPHUN PUPT (IpsMuii a0 KypcuB).

2. Tekcr nokymenrtiB Ha mamepi ¢opmary A4 (210 x 297 wminiMeTpiB)
PEKOMEHJI0BaHO JApyKyBaTu yepe3 1-1,5 mixkpsnakoBoro iHTepBaiy, a ¢opmarty AS
(148 x 210 minimeTpiB) —vyepe3 1 MKPSAKOBUI THTEPBAJL.

JIOKyMEHTH TIOBUHHI MaTH TaKi mosist (MUTiMETpiB):

30 — miBe;

10 — mpasge;

20 — BepxH€E Ta HIKHE.

PexBisutn mokymeHTa (KpiM TEKCTy), sIKi CKIaJaloThCsA 3 KUIBKOX PSIIKIB,
IpYKyloThcsi depe3 1 MikpsakoBuil iHTepBasi. CKiIaloBI YaCTUHU PEKBI3UTIB
«Anpecar», «['pud 3aTBep/KeHHS», «[ pud) MOromKEHHI» BIIOKPEMIIIOIOTHCS OJIMH
B1JT 0JTHOTO yepe3 1,5 MIKPSAAKOBOrO 1HTEPBATY.

PexBi3uTn JOKyMEHTa BIJIOKPEMIIIOIOTBCS OJMH BiJ ojaHoro uepe3 1,5-3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buly TOKyMEHTa JPYKYEThCSI BETUKHUMU JTITEPaAMHU.

4. Po3mmdpyBaHHS MIANUCY B peKBI3UTI «llianmuc» NIpyKyeTbcs Ha PIBHI
OCTaHHBOTO PAJKA HA3BH MOCA/IH.

5. He poOutbcs BiacTynm BiJ MexXi JIBOTO TMOJS s PEKBI3UTIB «/lata
JOKYMEHTa», «3aroJioBOK JI0 TEKCTy JoKyMeHTa», «Tekct» (0e3 abd3amiB), «BiaMiTka
PO HAsBHICTh J0AaTKIB», «lIpi3Bullle BUKOHABIS 1 HOMEpP HOro TenepoHy»,
HaliMeHyBaHHA mocaau y pekBi3utax «lligmuc» Ta «['pud moromxeHHs»,
3aCBIIYYBAJILHOIO HAIKMCY <«3TiAHO 3 OpHUTiHAIOM», Takoxk ciiB «CJIIYXAJIN»,
«BUCTVYIINJIN», «<BUPIHINJIN», «Y XBAJINJIN», <HAKA3VYIO».

6. 3a HasSBHOCTI KITbKOX TpuGIB 3aTBEP/KCHHS 1 IOTOKEHHS BOHHU
PO3MIIIYIOTECS Ha OJHOMY DPIiBHI BEepTHUKaIbHUMHU psiakamu. [lepmuit rpud — Bix
MEX1 JTIBOTO ToJIst; apyruil — yepe3 104 mimimMeTpu B MEXKi JIBOTO TOJIA.

7. Ilix vac oopmieHHST TOKYMEHTIB Ha JBOX 1 OUIbIIEe CTOpPIHKAaX apyra Ta
HACTYMHI CTOPIHKA MOBUHHI OyTHM MpoHyMepoBaHi. Homepu CTOPIHOK CTaBIATHCA



MOCEepe/IMHI BEPXHBOTO MOJISI apKyla apabchbkumu 1udpamMu 0e3 3a3HAUYECHHS CIOBa
«CTOPIHKa» Ta pO3/IIJIOBUX 3HaKIB. [lepia cTopiHka HE HyMepYy€eThCs.

8. TexcTu MOKYMEHTIB MOCTIHHOTO 30€piraHHs JIPYKYIOThCS HA OJHOMY OOIl
apkymia. JIokyMeHTH 13 CTpOKOM 30epiraHHs J0 S pPOKIB MOXHa JIpyKyBaTH Ha
JUILOBOMY 1 3BOPOTHOMY OOIIi apKyIiIa.



Honartok 4

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodecifHO-TeXHIYHUXHaBYATbHUX
3aKJa/ax ycixX TUIIB 1 popM
BJIACHOCTI

(myskr 2.6.6.)

MNPUMIPHUN NEPEJIK
AOKYMEHTIB, 110 3aTBEPAKYIOTHCH
3 IPOCTABJISIHHAM rpuga 3aTBepAKeHHs

1. Axtu (akT mnpuiiomy-iepeaadi MpoeciiiHO-TEXHIYHOTO HaBYAIBHOTO
3aKjaay; akT MpUMaHHS U mepenadi OyaiBesb, MPUMIIIEHb, 3eMEIbHUX JUISTHOK Y
KOPUCTYBaHHS 3aKjay).

2. Homenkiatypa cripas.

3. 3BiTH (3BIT MPO OCHOBHY AiSUTLHICTB; 3BIT PO BIAPSAIHKEHHS TOIIIO).

4. Onucu crpas.

5. [nanu (w1aH poOOTH MPOodeciHHO-TEXHIYHOTO HABYAIBHOTO 3aKjIany Ha
MOTOYHUM PiK; poOOUNA HaBYAIBHUM IJIaH; IUJIaH POOOTH CTPYKTYPHOIO MiAPO3JLTY
npoQeCIHHO-TEXHIYHOTO HABYAJILHOTO 3aKjaly Ha TOTOYHHHA pik (3a HAsSBHOCTI)
TOIIIO).

6. [TocamoBi iHCTPYKIIIi.

7. I'padixmu.

8. IlpaBuia BHYTPINIHBOTO TPYAOBOTO PO3MOPAAKY MPOPECiitHO-TEXHIYHOTO
HABYAJILHOTO 3aKJIATy.

O. Po3knang 3aHATE.

10.Ctatytu  (mosiokeHHs1)  ycTaHOB  (cTaryT  mpodeciiHO-TEXHIYHOTO
HABYAJIILHOTO 3aKJIajJy, TOJIOKEHHS TPO CTPYKTYpHHU Migpo3ain 3akiany (3a
HasIBHOCTI)).

11. IITaTHi po3nucH.



Joparok 5
1o [HcTpyKii 3 A110BOACTBA y TpOdeCciitHO-
TEXHIYHMX HaBYAJbHUX 3aKJIa[aX YCIX THUMIB 1

¢dbopM BIACHOCTI
(myskr 4.4.)

INPUMIPHA ®OPMA
PeeCTPaliifHOTO KYPHAJY BXiTHMX TOKYMEHTIB
npogdeciiHO-TEXHIYHOT0 HABYAJBHOT0 3aKJIA1y

Ne Jara Kopecnonnent | Buxinuuiit Homep | Kopotkuii | Pesomroris Bukonasenp KoHTposs, BigMiTKa
3/t | Ha;mXon- (3BimKm (3a3HauaeThCs 3MICT KepiBHUKA (xTo PO BUKOHAHHS
KEHHS Ha/TIAIIIOB) KOPECTIOHCHTOM) 3aKJIany PO3TIISIIATHME) (3a3HauaeThCs
KOHTPOJIbHUW TEPMIH
Ta CcIocio
BUKOHAHHS)
1 2 3 4 5 6 7 8
1.
2.




Jonartok 6

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i
dhopM BIACHOCTI

(myskr 4.4.)

INPUMIPHA ®OPMA
PeeECTPaliifHOTO KYPHAJTY BUXITHUX JOKYMEHTIB,
CTBOpeHuX (BHYTPIilIHIX) mpodeciiiHO-TeXHIYHUM HABYAJIbHUM 3aKJIaJ10M

JlaTa Ta iHJIeKC Kopecnonient Kopotkuii 3micT Bukonasenp
JTOKyMEHTA
1 2 3 4




Honarok 7

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i

dhopM BIACHOCTI
(mynxt 4.10.)

MNPUMIPHUN NEPEJIK
AOKYMEHTIB, 110 He MiJIAralTh peecTpamii cneniajbHO NPU3HAYECHOIO 1JIA
IBOr0 000010 NMPOo(eciHHO-TEXHIYHOT0 HABYAJIbHOT0 3aKJIaay™

1. I'padiku, HapsiaK, 3a9BKU, PO3HAPSIKH.

2. 3BeneHHs Ta iH(popMalis, HaaicaaHl 0 BioMa.

3. HaBuasnbHi m1anu, nporpamu (Korii).

4. PexsiamMH1 TOBIIOMJICHHS, TIJIAaKaTH, IpOrpaMy Hapasl, KOH(PEpeHITii ToIO.
5. Hopmu BuTpatu martepiasis.

6. BiTasbHi TMCTH 1 3aMPOIICHHS.

7. [lpykoBaHi BuaHHs (KHUATH, )KYPHAJIH, OFOJICTCHI).

8. MicsiuHi, KBapTajbHi, MiBPIYHI 3BITH.

9. ®opMu CTaTUCTUYHOI 3BITHOCTI.

10. dorosopu.

*  JlokymeHTH, 3a3HadeHi y mnyHkrax 1, 3, 7-10, mimmararoTh cremialbHOMY OOIIKY Yy
BIAMOBIMHUX CTPYKTYPHHX MIiApO3JiIaX MpoQeciiHO-TeXHIYHNX HaBUAIBHUX 3aKiajiB (3a
HasIBHOCTI)



Honarok 8

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
podeCIHHO-TEXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i
dhopM BIACHOCTI

(myskt 5.3)

3ATBEP/IXKEHO
HupexTop mpodeciitHO-TeXHIYHOTO
HaBYAJILHOTO 3aKJIaly

(miarac) (imitianu (iniuian iMeni),npissuiie)

M.IL.

HOMEHKIJIATYPA CIIPAB
No

(HaiiMeHyBaHHS PO ECiiHO-TEXHIYHOTO HABYAIBHOTO 3aKJIa/1y)

Ha pIK
Innexc 3aroioBoK Kinbkicte | Ctpoxk 30epiranns cipaBu | [Ipumitka
CIpaBH CIpaBu CIpaB (ToMy, yaCTHHHM) 1 HOMEpH
(Tomy, yacTHHN) (Tomis, CTaTei 3a Mmepenikom
YaCTHH)
1 2 3 4 5

HaiiMmeHnyBaHHs mocajau ocoow,
BIJIMOBIAIFHOT 32 OpraHi3aIliio JiJI0BOJCTBA

(mmimec) (inirianu, npi3BuUIIe)

20 p.




Jonarok 9

10 ITHCTpyKIIii 3 11JIOBOJCTBA Y
npodeCifHO-TEeXHIYHUX
HaBYAJIbHUX 3aKJIaJIaX yCiX THIIIB i
dhopM BIACHOCTI

(myskr 1.2)

Ilepesiik THUIIOBUX JOKYMEHTIB, 1110 000B’ I3KOBO CTBOPIOIOTHCS i Yac
AIAJIbHOCTI MpodeciiHO-TeXHIYHUX HABYAJBLHUX 3aKJIA/IB i3 3a3HAYEHHAM
CTPOKIB 30epiranus

Ne | Ha3zBa noxymeHTy Ctpok 30epiranss

3/

1 2 3

1. | CraryT npodeciifHO-TeXHIYHOTO HaBYaJIbLHOTO Jlo nmikBigarii 3aKaamgy
3aKiany

2. | CBimonTBO IpoO JACpKaBHY aTECTAIliO Jlo nmikBigarii 3aKaamgy
poeciiiHO-TEXHIYHOTO HABYAJIHOTO 3aKIaay

3. | Marepianu nep:kaBHOI atrecTtariii mpogeciifHo- Jlo mikBimarii 3aKaamgy
TEXHIYHOTO HABYAJIILHOTO 3aKJIa1y

4. | IIpuiimanpHO-37aBaIbHI aKTH PO eciitHo- Jlo mikBimarii 3aKaamgy
TEXHIYHOT'O HaBYAIBHOTO 3aKiay (Mpu 3MiHi
KEPiBHHIITBA)

5. | Xypnanu o00JiKy TiepeBipoK, peBi3id Ta S pokiB
KOHTPOJIIO 3a BHKOHAHHSM IX peKOMeHaIlin
(KOHTPOJIBLHO-BI3UTALIIHHHI KypHAaI)

6. | Craructuyna 3BiTHICTH (hopmm Ne Ne 3H3-1, BignoBigHo 10
Ne 3H3-3, Ne 83-PBK Ta iHiri) pEKOMEH TaIlii

J[epxcrary
7. | HoMenknaTypa crpas S POKIB MiCIIs 3aMiHU
HOBOIO

8. | JlimeHsis Ha IpaBO MPOBEIACHHS OCBITHBOT Jlo nmikBigarii 3aKaagy
JUSITBHOCTI MPO(eCIHO-TEXHIYHUM
HaBYAJIbHUM 3aKJIaZioM (CTOCY€EThCS TaKOXK
NPUBATHUX HABYAJIbHUX 3aKJIa]IiB)

9. | Pobounii HaBUaNbHUM, PIYHUN, TIEPCIIEKTUBHUAN S pokiB
TJIaHU pOOOTH HABYAIBHOTO 3aKJIaly

10. | ITporpamu (mpeameTiB, haKkyIbTaTHUBIB, KypCiB Jlo 3amMiHN HOBUMU
3a BUOOPOM, TYPTKIB, CEKIIii)

11. | KnacHi )xypHaiiv Ta KypHaIu 00Ky S poKiB

(HaBUYaAIBHMX JIOCATHEHD YUHIB, K1
nepeOyBaloTh Ha 1HIMBIAyaJIbHOMY HaBYaHHI,
IJIaHYBaHHS Ta 00Ky poOOTH TypTKa,
(bakyIbTaTUBY TOIO,BUKOHAHHS MEAaroriYyHoro
HaBaHTaXCHHS (TPOIYIIEHUX 1 3aMiHEHHX

YPOKiB))




12.

[TucemoBI  poOOTH y4HIB 3
Jep KaBHOI IMJICYMKOBOI arecTarii

MIPOXOJIKEHHS

1 pik

13. | Haka3u Ta KHUTH peecTpallii HakasiB 3 ocHOBHOI | Jlo JikBijalii 3akmamny
ISUTBHOCTI
14. | Hakazu Ta KHUTM peecTpalii Haka3iB 3 S pokiB
aJMIHICTPATHBHO-TOCIIOJAPCHKUX IMUTAaHb.
15. | Hakasu Ta KHUTH peecTpaiiii Haka3iB 3 | /S pPOKiBY,
KaJpOBHUX MHUTaHb (0COOOBOI0 CKIIAIY) 'HaKazn po
KOPOTKOCTPOKOBI
BIIPSUDKCHHS B MEXKax
YKpainu Ta 3a KOPHOH;
CTATHCHHS, HaJaHHS
IOPIYHUX OTUIaYyBaHUX
BIJIMMYCTOK Ta BIJITYCTOK
y 3B’SI3Ky 3 HaBYaHHSIM
— O POKIB
16. | TpynoB1 KHHUKKH MPAIIBHUKIB, CAaHITapH1 Jlo 3anuTaHHs, HE
KHWKKH 3aTpeOyBaH1 HE MCHIIIC
50 pokiB
17. | Oco0oBi cripaBu MparliBHUKIB (KapTKH) [Ticnst 3BiTBHEHHS 75
POKIB
18. | Oco6oBi cripaBH y4HIB 3 poxu Ticis
3aKiHYEHHS
19. | Kauru o6miky Ta Bumaui (peecrtpairii) arecraris 75 pokiB
Opo TOBHY 3arajlbHy CEpeIHI0  OCBITY,
JTUTIJIOMIB KBaJIi(hiKOBaHOTO poOITHUKA,
JTUTIJIOMIB ~ MOJIOZIIOTO  CHEIIaicTa, 30JI0TY
MeJlalb «3a BUCOKI JTOCSTHEHHSI Y HaBUYaHHI» Ta
CpiOHY Menallb «3a JIOCATHCHHS Yy HaBUYaHHI»,
MOXBAJbHUX JIUCTIB «3a BUCOKI JOCATHEHHS Yy
HABYaHHI» Ta MOXBAJILHUX TPaAMOT «3a 0COOJIHBI
JIOCSITHEHHS Y BUBUEHHI OKPEMHUX MTPEIMETIB»
20. | Knura o06miky OnaHKIB TPYAOBHX KHIDKOK 1 3 poku
BKJIAJIOK JIO HUX
21. | Kypuanu oOisiky BuJadi TPYJOBHX KHHKOK 1 50 pokiB
BKJIAJIOK JIO HUX
22. | [IpaBuia BHYTPIIIHEOTO PO3MOPSIKY 1 pix micis 3aMiHU
npodeCiifHO-TEXHIYHOT'0 HAaBYAJILHOTO 3aKJIay HOBUMH
23. | [TocamoBi IHCTPYKIIIT MPAIIBHUKIB 3aKIaTy S POKIB MiCIIs 3aMiHU
HOBUMU
24. | Tlpotokonu (megaroridyHoi  pajM, 3arajbHHX S pokiB

300piB (koH(MepeHIIil) KOJCKTUBY, aTeCTalliiiHOT
KOMICii, JIep>KaBHUX aTeCTallliHUX KOMICii
TOIILIO)




25. | Knurn  (KypHaiu) peecTpaliii  MPOTOKOJIB 5 pokiB
(memaroriuHol  pajM,  3aralbHUX  300piB
(xoudepeHrii) KOJICKTHBY, aTecTaIliiHO1
KOMICii, JIep)KaBHUX aTeCTalllMHUX KOMICIiH
TOIIIO)
26. | Knura (kypHay) BHYTPIIIHBOTO KOHTPOJIIIO 5 pokiB
(BeneTbes y TOBUTBHIH (hopmi)
27. | PeecTpariifHi )KypHaIu BXiJHUX Ta BUXiTHUX 3 poku
JTOKYMEHTIB
28. | PeecTpariitauii )xypHall 3BEpHEHb TPOMAJISIH 5 poKiB
29. | KypHanu peecTpariii iHCTPYKTaxiB 3 TUTaHb 10 poxkiB mics
OXOPOHU Tparl 3aKIHYEHHS KYpHaTY
30. | XKypnan peectpariii 0cid MOTEPHUIUX BiJl 45 poKiB MicIis
HEI[aCHUX BUIMAJIKIB 3aKIHYEHHS KypHATY
31. | [uBeHTapHO-TEXHIYHUI MTACTIOPT MpodeciitHo- S POKIB MicCIIs JIKBiAAIT
TEXHIYHOTO HABYAJILHOTO 3aKJIa1y OCHOBHHX 3aCc001B
32. | lokymeHTH (CBIIOIITBA, aKTH, IOTOBOPH) HA Jlo mikBigarii 3akmaxy
3eMJTIO, CITIOPY/IU, MaiftHO, Ha MPABO BOJIOIHHSI,
KOPHUCTYBAaHHS, PO3MOPSIIKCHHS] MAiTHOM
33. | Marepianu opranizarii Ta MpoBEACHHS 5 pokiB
aTecTalii meAaroriyHuX MpariBHUKIB (CIIUCKH
YJICHIB, MPOTOKOJIM 3aCiIaHb, PIIICHHS
aTeCcTallifHOI KOMICIi; 3BITH 1 BIZIOMOCTI PO
MIPOBENICHHSI aTeCTallii, 3asBH PO HE3rOy 3
PIIICHHSIMH aTeCTaIiHOT KOMICii Ta JOKYMEHTH
(mOBiKHM, BUCHOBKH) IIPO iX PO3IIIS)
34. | [uBenTapHa kHura 0i16mi0TeYHOTO QOHITY — 32 Jo mikBigamii
HAsIBHOCTI 010J110TeKH 010;110TeKH
35. | Criucku y4uHIB MPoQeCiiHO-TEXHITHUX Jlo nmikBigarii 3aKaamgy

HaBYAJBHUX 3aKIa/iB (adaBiTHA KHUTA 3aITHCy
YUHIB)




HAKA3 IIIAI'OTYBAB:

["omoBHMIA crieIiamicT BIILTY
podecifHO-TEeXHIYHOI Ta BUIIO1
OCBITH yTPaBIIIHHS OCBITH 1 HAyKH
obmepkaaMiHICTparii

[TOr'OJ[KEHO:

3acTyNHUK Ha4YaJlbHUKA YIIPaBIiHHS —
HaYaJIbHUK BIJIUTY TPOQECIiHHO-TEXHIYHOT
Ta BUILOI OCBITH YIIPaBJIiHHA OCBITU 1 HAYKU
obaepsxkaaMiHicTpartii

FOpuckoHCynbT

O. SApmomrok

I1. KopxkeBcpkuit

I. Cunnnpka



