KOMYHAJIBHUH 3AKJIA L
«HOBOBOJIOJIA3BbKA CAHATOPHA HIKOJIA»
XAPKIBCBKOI OBJIACHOI PAJIN

HAKA3
01.01.2024 cmT HoBa Bojgosiara Ne 2

IIpo npu3HaveHHs BiAMOBiXaJIbHUX
oci0 3a opranizamilo Ta BeJeHHS
JIJIOBOACTBA y 3aKJaAi YNPOAOBXK
2024 poky

BianosiiHO 10 BUMOT YMHHHX 3aKOHIB Ykpainu «lIpo ocBity», «IIpo 3aransny
cepenHIo OcBiTY», «IIpo momkinepHy OCBITY», Bumor g0 odopmiileHHS TOKYMEHTIB
VHi(ikoBaHOI ccTeMH OpraHizaniiiHo-po3nopsadoi fokyMenrtauii ACTY 4163-
2020, TlpaBun opraxizamii AUIOBOACTBAa Ta apXiBHOro 30epiraHHs JOKYMEHTIB Y
JIEp’)KaBHUX OpraHax, OpraHax MiICIIEBOTO CaMOBPSIyBaHHs, Ha MIANPUEMCTBAX, B
yCTaHOBaX 1 OpraHizaiisix, 3aTBEpP)KEHUX Haka3oM MIiHICTEpCTBa HOCTHUIIIT YKpaiHu
Bix 18.06.2015 Ne 1000/5,1aka3y MinictepcTBa rocTuilli Ykpainu Big 12 xBitas 2012
poky Ne 578/5 «Ilpo 3aTBepmkeHns [leperniky THIOBUX JOKYMEHTIB, 11O CTBOPIOIOTHCS
miJ] Yac JISJBHOCTI JIEPKABHUX OPraHiB Ta OpraHiB MICIIEBOTO CaMOBPSIIyBaHHS,
IHITMX YCTAHOB, MIJMPUEMCTB Ta OpTaHi3aIlii, 13 3a3HAYCHHSIM CTPOKIB 30epiraHHs
TOKYMEHTIBY», 3apeecTpoBaHuM y MiHicTepcTBi tocTullli Ykpainu 17 kBiTHs 2012 poky
3a No 571/20884 (31 3minamu), [HCTpyKuii 3 JiJOBOJACTBA y 3aKjiajiax 3arajibHOI
CepeHbOI OCBITH, 3aTBEPAXKEHOI Haka30M MiHiCTepCTBa OCBITH 1 HAYKU Y KpaiHU Bij
25.06.2018Ne 676,ITpumipHOT 1IHCTPYKIIiT 3 ALIOBOJICTBA y JAOLIKIILHUX HaBYAIBHUX
3aKjaaax, 3aTBEpKEHOT Haka3oM MiHICTepCTBa OCBITH 1 HAyKH, MOJIOJI Ta CIIOPTY
VYkpainu Big 01.10.2012 Nel059, naka3zy MinicTepcTBa OCBITH 1 HayKd YKpaiHU Bif
08.08.2022 Ne 707 «Ilpo 3aTBepmkeHHs [HCTpyKIIi 3 BeIeHHS I1710BOT JOKYMEHTAIll1
y 3akjajax 3arajbHOl CepeAHbOi OCBITH B EIEKTPOHHIA (QopMi», 3 METOI0
BCTAHOBJICHHSl €JIMHMX BHUMOI 1 MOJAJBIIOTO BIOCKOHAJIEHHS CHUCTEMHU pPOOOTH
Komynanenoro 3aknany «HoBoBomoma3pka caHaTOpHA KOy XapKiBChKOT 001acHOT
pamu (mami — K3 «HCII» XOP) 3 Bemenns ainoBojcTBa BIpoaoBxk 2024 poky,

MIIBUIIIEHHS B1AMOBIIaTLHOCTI MPaIiBHUKIB 32 BEJECHHS J1I0BOI JOKyMEHTAITI1
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HAKA3VIO:

1. 3aGe3neuynTH BEACHHS AUTOBOI JOKyMEHTallli YKpaiHCHKOIO MOBOIO 3 0€3yMOBHUM
JOTPUMAHHSM TIpaBWJI 1 PEKOMEHJAlId 00 TOPAIKY 3HIMCHEHHS I1IOBUX
MPOIIECIB, YCTAHOBJCHUX BUINEC3a3HAYCHUMH 1HCTPYKIISIMH 3 JiJIOBOJICTBA,
BIJIMOBIAHO 10 3aTBEPXKEHOI HOMEHKJIATypH cripaB Ha 2024 pik.

Yuponosx 2024 poky

2. Tlokmactu opranizarito nutoBojacTBa y 3akiami Ha BOJJOJIAJXKYEHKA O.B.,
cekpeTaps.

Yrponosx 2024 poky

3. BOAOJIA’KYEHKY O.B.:

3.1. IIpoBoauTu KypHaiIbHy (popMy peecTpallii JOKyMEHTIB.
Yupoaosx 2024 poky
3.2. 3piiicHIOBATHU Tepeaady JOKYMEHTIB Ha BUKOHAHHSA 0c00aM, 3a3HaYEHUM Y
PE30JIIoIIiT UPEKTOpAa.
Heraitno
3.3. 3na1licHIOBaTH KOHTPOJIb 32 BUKOHAHHSM JIOKYMEHTIB.
Yuponosx 2024 poky

4. TlpaniBHUKaM 3aKJiaay, BIAMOBIJAJIbHUM 3 MiITOTOBKY Ta BAKOHAHHS IOKYMEHTIB,
3a0e3neunuTy O00OB’SI3KOBE JOTPUMAHHS HOPMATHUBHO BCTAHOBJIEHUX BUMOT
BEJIEHHS JUIOBOACTBA.

Yuponosxk 2024 poky

5. T'oJIOBHOMY BHMKOHABIIO JOKYMEHTa, 3a3HAYEHOMY Y PE30JOLil aupekropa/
B.0. JUPEKTOpa, OPraHizoByBaTH poOOTY CIIBBUKOHABIIIB, 30KpeMa BH3HA4YaTH
CTPOKH TOJIaHHS HUMH MPOTIO3UI[IH, TTOPAIOK MiJATOTOBKH, TOTOJKEHHS MPOCKTY
JOKyMEHTa. Y pa3l HECBOEYACHOTO TOJAHHS MPOMO3UILN CIIBBUKOHABIISIMU
iH(MOpMYBaTH PO 1IE TUPEKTOPA 3aKIIATy.

Yuponosxk 2024 poky

6. YcraHoBuTH, 110 B AIEPOBOMY Ta €JIEKTPOHHOMY BUIJISA1 BEAYThCSA JOKYMEHTH,

3a sIK1 BIAMOBIAAIOTH 3a3HaueH1 Hkue npaniBauku K3 « HCI» XOP:
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6.1. Haxka3u 3 ocHoBHOI AisibHOCTI — KAJIAIIIHUK JI.B., 3acTynHuk qupekropa
3 HABYAJIbHO-BUXOBHOI pOOOTH.

6.2. Haka3u 3 KaipoBUX MUTaHb, PO HAJAHHS BIAMYCTOK, PO KOPOTKOCTPOKOBI
BIIPS/DKEHHS B MeKaX YKpaiHU Ta 3a KOPJAOH, MPO HAKJIAACHHS CTATHEHb —
BOJIOJIA’KYEHKO O.B.., cekperap.

6.3. Haxka3u mono pyxy yudiB ta BuxoBaHiiB — BOJOJIAXKUEHKO O.B.,
CeKpeTap.

6.4. IIpoTokomnu 3aciiaHb MeAaroriyHOl paju — CEKpeTap MeaaroriyHoi pajiu.

6.5. IIporokonu Hapaj npu TUPEKTOPOBI — CEKpETap HApaIu.

6.6. IIporokomu 3acimanp 3araJbHUX 300piB (KOH(EpeHIlii) KOJEKTHBY —
CeKpeTap 3arajibHuX 300piB (KOH(pEPEHIIiT).

6.7. Ilporokonm 3araJibHEX 300piB TPYIOBOTO KOJEKTUBY — CEKPETap 3arajlbHUX
300piB TPYAOBOTO KOJIEKTHBY.

6.8. IlIporokonm 3acimanb meroaumdHoi paau - KAJIAIIHUK JI.B., 3actynmHuk
JTUPEKTOPA 3 HABYAJILHO-BUXOBHOI pOOOTH.

6.9. Ilporokonu 3araJbHOMIKIIEHUX 0aThKIBChKUX 300piB — KAJIAIITHUK JI.b.,
3aCTYITHUK TUPEKTOPA 3 HABYAIHHO-BHXOBHOT pOOOTH.

6.10. I[Iporokomu kiacHMX OaThKIBCBKUMX 300piB — KiacHI KepiBHUKH 2-11-x
KJIACIB.

6.11. [Iporokonu OaTBbKIBCHKUX 300piB Yy MAOMIKIIBHUX TPYyMax — BHUXOBATENl
JOMIKUTHHUX TPYII.

6.12. Ilporokonwu 3acizanb aTecTariiinoi komicii [-ro pisas - KAJIAIIIHUK JI.b.,
3aCTYITHUK TUPEKTOPA 3 HABYAIBHO-BHXOBHOT pOOOTH.

Yuponosxk 2024 poky

. BignosimanbHuM oco0aM 3a BeAEHHS CHpaB, 3a3HAayeHUX y myHkrtax 6.1 — 6.12

IIbOTO HaKa3y:

7.1. Bectu KHUTH peecTpaiii Haka3iB Ta MPOTOKOJIB, IO TOAPKYITHO
IIPOHYMEPOBaHi, MPOIIUTI Ta CKPIIJICH] MEYaTKOIO.

Yupoaosxk 2024 poky

7.2. 3abe3neunTH 30€peKEHHS CIPaB HA POOOUYHMX MICIISX.

Yuponosx 2024 poky
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8. Iloknmactu Ha Bogonmaxuenka O.B., cekpetapsi, BIANOBIAAIBHICT, 3a

JTOKyMEHTaJIbHE 0(DOPMIICHHS KaJpOBOTO JTIJIOBOJICTBA Y 3aKJIA]I].

9. Boponaxuenky O.B.:

9.1.

9.2.

9.3.

3a0e3neynTH BEJCHHS KaJpOBOT0 I1JI0BOACTBA BIMOBIIHO IO 3aTBEPIXKEHOT
HOMEHKJIATYPU CIPaB YKPATHCHKOIO MOBOIO 3 0€3yMOBHUM JOTPHUMAaHHSIM
IpaBWJI 1 PEKOMEHJAIlN 010 TMOPSAAKY 3AIMCHEHHS JUIOBHX MPOIIECIB,
YCTaHOBJICHUX HOPMAaTUBHUMU JOKyMEHTAaMU 3 TUTaHb OpPTaHi3allii KaapoBoi
poboTH.

Yrponosx 2024 poky
30epiratd copaBd B CHEHIAIbHO OOJaJHAHUX METaleBUX celdax 3
JOTpUMaHHS BUMOT 3akoHy Ykpainu «IIpo 3axuct nepcoHanbHUX TaHUX» 1
HE JIOMyCKaTH JI0 JOKYMEHTIB TPETiX OCiO.

Yrponox 2024 poky
O3zHaloMITIOBaTH NPUUHITHX HA POOOTY MPAIliBHUKIB 3aKJIady 3 MOCATOBOIO
IHCTpYKIi€0, KONeKTUBHUM JOrOBOPOM, NPAaBWJIAMH  BHYTPIIIHHOTO
TPYAOBOTO posnopsaky, CraTyToM 3akiaay, Haka3oM IPO TMPUNHHSATTS
(mpuU3HAYEeHHS) M1 MiIIC.

VY nepumii 1eHb poOoTH

10.JlokyMeHTH THUMYacoOBOTO 30epiranHs (opMyBaTH y CIpaBH, 30epiraTh y TeKax

(mamkax) 13 3aB’si3KaMM, IIBUJAKO3IMBAavYax, HE MiANIMBATH 1 HE HymMepyBaTu (3a

BUHSTKOM TEPBUHHOI OYXTaJTEepPChKOi JOKYMEHTallli Ta JOKYMEHTIB 3 rpudom

«/Inst cimy>k60BOr0 KOPUCTYBAaHHS» Ta IHIIMMHU rpudamMu 0OMEKEHOTO JOCTYILY).

Yponosx 2024 poky

11. JlokymenTH mocTiitHOTO 1 TpuBajoro (monasn 10 pokiB) 30epiraHHs, y TOMY YUCIi

3 KaJIpOBUX MHUTaHb (0COO0BOTO CKIay), (GOpMYyBaTH y CIIPAaBU 3TAHO 3 BAMOTaMu

1o ¢dopMmyBaHHsS chpaB (3a 0OCSTOM crpaBa HE MOBMHHA mepeBuiryBatu 250

apkymriB (30-40 MiiMeTpiB 3aBTOBIIKH ) ), MPOIIUBATH, TOAPKYIITHO HYMEPYBATH Ta

CKpil'[J'IIOBaTI/I IIEYaTKOIO.

Yuponosxk 2024 poky
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12.Kowmicii 3 mpoBeaeHHSI €KCIEPTHU3U IIHHOCTI JOKYMEHTIB MPOBOJUTH CHUCAHHS
JOKYMEHTIB, CTPOKHM 30epiraHHs SKAX BHUWIUIM, HAa TiACTaBl CKJIAJCHOTO
BIJIMOB1HOTOAKTY.

13.KepiBHUKaM CTPYKTYpHUX IiIPO3ALIIB Ta CIy>K0 T0BECTH TaHUN HaKa3 JI0 BiloMa
MJICTIINX MPAIliBHUKIB.

14.KOHTpOJII> 3d BUKOHAHHAM JAaHOT'O HAKa3y 3aJIMIIaro 3a c00010.

B. 0. nupexTopa Jlapuca KAJTAITHUK

Bonomaxuenko O.B.

3 maka3om Big 01.01.2024 Ne 2 o3HaiioMIIEH!:
Kanmamnuk JI.b.

Yepnum [.LB.

Koporeupkuit B.II.

Hixtsp HB.

bypsikiceka A.C.

Bononaxuenko T.B.

Boponaxuenko O.B.

Kypuno O.A.

MepenkoBa H.B.



