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3arajbii NoJOKEeHHA

1, [TosoKeHHs PO JIIOBOACTBO ¥ 3aKapnaTChbKOMy YrOPCbKOMY 1HCTHTYTI
imeni ®@.Paxomi II (mami — 31, IHcTHTYT) BCTAHOBIIIOE €AHI BUMOTY JOKYMEHTYBaHHS
yIpaBIiHCEKOI iH(GopMalii Ta opraHizauii pobotu 3 qokyMeHTaMu B 3V, He3aIeKHO
BiJ crocoOy dikcarii Ta BinTBopeHHs iH(opMalii, sKa MICTUTBCS B JOKYMEHTax,
BKJIIOYAIOYH X ITiITOTOBKY, peecTpaLilo, 00K i KOHTPOJIb 3a BUKOHAHHSM.

Z [Topsimok oprasizanii eJIeKTPOHHOr0 JOKYMEHTOO00Iry 13 3aCTOCYBaHHIM
@IIEKTPOHHOrO LU(POBOro miANMCy, poOOTH 3 EJNEeKTPOHHUMM JIOKyMEHTaMH B
autooAcTBl 3VI, 3mificHEHHs JIJIOBOJICTBA 3@ 3BEPHEHHSIMU I'POMAJIsiH, 3alIMTaMU Ha
indopmarliio BU3HAYaIOThCsI OKPEMUMH HOPMATUBHO-ITPABOBUMM aKTaMHU.

3. [HCTUTYT OpraHi3oBy€ HiTOBOACTBO Ha MijcTaBi poro IlonoxkeHHs 3
ninoBojcTsa (aii — [onoxenHs ), po3pobieHoro Ha migcTaBi TumoBoi iIHCTPYKINIT
3 IIJIOBOJICTBA, & TAKOXK PErJIaMEHTIB Ta HaIliOHAJIBHUX CTAaH/IapTiB Ha OpraHizaliifHo-
PO3MOPSIIY MOKYMEHTAITiIo (Halli — perjJaMeHTH Ta HaI[lOHAIbHI CTaHIapTH).

TexHomorii aBTOMaTH30BAHOTO OIPAIFOBAHHS 3aJ0KYMEHTOBaHOI iH(opMaIlil
B 3Y1 noBMHHI BiANOBIaTH BUMOTaM [HCTpyKIIii.

4. BinmoBimadbHICTB 3a opraHizariito aizoBojcTea B 3Y1 Hece pexTop.

3a 3MICT, fKICTh HIArOTOBKM Ta OGOpPMIIEHHS Ha  HaJeXHOMY  pIBHI
JOKYMEHTIB, 110 po3poOJsIOTECS Ha BHKOHAHHS 3aBIaHb, BU3HAUYEHUX Yy 3aKoHAX
VYxpainu, nocranosax Bepxosnoi Pagu Yxpainu, aktax ta gopydeHHsx [lpesunenta
Vkpainu, aktax Kabinmery MinicTpiB VYkpainu, mopydeHHSX Ipem’ep-MiHicTpa
VxpaiHu i MiclIeBUX OpraHiB BUKOHABYOI BJIay (1aJli — aKTH OpraHiB AeprKaBHOI BIau
Ta JIOPYYEeHHs BHIIUX IOCAIOBUX Oci), a TAKOX BiIMOBiNel HA 3aMUTH 1 3BEPHEHHS
HApOJHUX JemyTaTiB VYkpalHM Ta JenyTaTiB MICLEBHX paj, KOPECIOHJIEHI0
Bepxosnoi Pagu Ykpainu, Anminictpauii [lpesunenta Ykpainu, Kabinery Minictpis
Ykpainu (maii — 3amuTH, 3BEpHEHHS, & TaKK KopecmoHneHIlis Bepxoshoi Pauu
Ykpaiau, Anminicrpanii Ilpesunenra VYkpainu, Kabinmery Minictpie VYxkpaiuwu),
IIOrOJIKEHHS! NPOEKTIB HOPMATHBHO-IIPABOBUX aKTIiB BiAMOBinawoTe nmpopektopu 3VYI
3riJIHO 3 PO3MNOAiIOM (PYHKIIOHATEHUX 000B’A3KiB.

BignosigaapHICTh 3a Oprasisauilo AiJIOBOJICTBA B CTPYKTYPHHX IIiApO3Iinax
3VI, norpumanHs npaBuin uporo I[lomokeHHs BciMa mMpaliBHUKaMH CTPYKTYPHHX
MAPO3/iNiB, a TaKOX 3a 30epexeHHs NOKYMEHTIB 3 MOMEHTY iX CTBOpeHHs abo
HaJIXOPKEHHS 1 10 BiAnpaBiaeHHs abo nepenadi 10 apXiBy MOKIIaIaEThCs Ha KEPIBHUKIB
CTPYKTYpPHHUX IIApo3auiB. Opraxizaris Ai0BOJCTBA Y CTPYKTYPHUX Miaposinax 3V
MOKIIAJA€ThCsl HA CIELiaJbHO NPU3HAYSHUX IS IILOTO 0Cib.

KepiBHUKHU CTPYKTYpPHHUX HiAPO3AiTIiB IOBHHHI CBOEYACHO iHYOPMYBATH BiJULiI
oprasizauii fokymeHToobiry 3YI mpo 3MiHy y NnepCoOHaIbHOMY CKJIaji MpalliBHUKIB,
BIJTIOBIIAJIBHUX 34 BeJICHHS IIJTOBOJICTRA B CTPYKTYPHUX ITiAPO3MdiIax.

Opranizanisi Ai10BOJCTBa, METOJAMYHE KEPIBHUITBO 3ilCHEHHS KOHTPOIIO 32
CTPOKAMH BHMKOHAHHS JIOKYMEHTIB, IO HAAXOISTH BiJ JepiKaBHUX OPraHiB,
MOKIAZaeThess Ha BIAALT opranizauil gokymentooGiry 3VI (mami — ciyx6a
JUJIOBOJICTBA).

5. OCHOBHHUM 3aBIaHHSM CIyXOU JiIOBOACTBA € BCTaHOBJIEHHS B 3VYI
€IMHOrO IMOPANKY HOKYMEHTYBaHHS YIpaBliHCbKOI iH(opmanii i pobotu 3
JOKYMEHTaMH 13 3aCTOCYBaHHSM CyYaCHHX aBTOMATH30BAHUX CHCTEM, METOIHMYHE
KEPIBHUITBO 1 KOHTPOJb 3a IOTPUMAHHSAM YCTAHOBIICHOIO IIOPSAKY po0OTH 3
JTOKYMEHTAMH Y CTPYKTYPHHUX Iiapo3iiaax.



Bingin opranizauii 1okyMeHTOOOITY BiIIIOBIZHO [0 MOKIAJEHHUX HA HBOIO
3aBJIaHb;
- po3pobJIsie IHCTPYKIIIIO 3 JUI0BOACTBA Ta HOMEHKIATYPY crpas B 3VYI;
- 31iMiCHIOE peecTpamiio Ta Beae OOMIK JOKYMEHTIB BXimHOI Ta BHXimHOI
KOPECTIOH IeHIIIT;
- OpraHi3oBy€ NOKyMEHT000ir, GopMyBaHHs Cripas, iX 36epiraHHs Ta i [roTOBKY
1o nepenadi B apxiB (maui — apxis 3YI);
- 3a0e3nedyye BNPOBA/[PKEHHS Ta KOHTPONIOE NOTPUMAHHS CTPYKTYPHHMHU
nigposginaMa 3YI Bumor uporo IlonoKeHHs, perilaMeHTIB Ta HalliOHANBHUX
CTaHJ1apTiB;
- y Mexax KOMIIETEHIli] BXMBA€ 3aXOMiB 10 3MEHIICHHS 00CATY CIykGOBOro
nuctyBaHHs B 3Y] Ta CTpyKTYpHHX MiIpo3finax, W0 HalexaTh n0 cdepu Horo
yIpaBJIiHHS;
- IIPOBOMUTH PETYJISAPHO TEPEBIPKY CTaHy MAITOBOACTBA y CTPYKTYPHHX
nigposainax 3VI;
- Oepe  ydyacTh y BHPOBa/PKEHHI Ta  BHKOPUCTaHHI  iHdopmariiiHo-
TeJIeKOMYHIKalliiHOT crcTeMu Ainosozactsa B 3V,

- 3/1IIICHIOE KOHTPOIIb 32 CBOEUACHUM PO3IVISIOM Ta MPOXOIKEHHSIM JIOKYMEHTIB
B 3VI;

- 3abesreduye MOTPUMAaHHA E€IHHHX BHMOI LIOAO MiATOTOBKM JOKYMEHTIB Ta
opraHisarii po60oTH 3 HUMH B YMOBaX €JIeKTPOHHOTO JT0KYMEHTOO0BIry;

- NPOBOJIUTE aHAI3 iH(popMaii Ipo J0KyMeHTO00ir, HEOOXIIHOI It NPUHHATTS
YIIPaBIIHCHKUX PillIEHB;

- OpraHi3oBye 30epexeHHs JoKyMeHTaliitHoro Gouay 3V Ta KOpUCTyBaHHS HIM;
: iHiLio€ Ta Oepe yuacTh B opraisaiii migsumenns kpanmidikarii mpaniBHUKIB
3¥1 3 nuTaHsk JIi10BOACTBA,;

- 3acBiauye odiliffHOIO MeYaTKo JOKyMEeHTH, MignucaHi kepiBHUITBOM 3VYI.

6. Honepxanns BuMOr mboro I[lomokeHHs € OOOB’S3KOBHM JUIsi BCiX
npatiBHuKiB 3VI,

IIpu 3BiNbHEHHI MpaIliBHUKA, AKUH BUKOHYE N10BOHI GYHKIT Y CTPYKTYpHOMY
MAPO3ALTL, a TakoX y pasi Horo BimmycTku 4 BimpspkeHHs, yci Heodopmieni
ClyXKOO0BI  JIOKyMEHTH, 3a BKa3iBKOIO KepiBHHKA CTPYKTYpPHOrO MiApO3ILTY
[epeJlatoThest 0co01, Ka Horo 3aMimnae.

L. ToxkymenTyBaHHA ynpaBiiHcbKoi iHdopmamii,
3arajibHi BHMOTH 0 CTBOPEHHS JOKYMEHTIB.

o JlokyMeHTyBaHHs ynpaBmiHCHEKOI iH(OpMauili monsrae y cTBOpeHHi
JIOKYMEHTIB, B IKHX (iKCY€ThCS, 3 TOTPUMAHHSAM YCTAHOBIEHUX MPaBUI, iHGOpMaItis
[1PO yIpPaBJiHCHKI il

8. IlpaBo Ha CTBOpeHHS, MiANHCAHHS, [OrOUKEHHS, 3aTBEPKCHHS
JIOKyMEHTIB BU3HAYAE€ThCS aKTaMH 3aKoHonaBcTBa, CtatytoM 3V, MONoKeHHSIMHU TIPo
CTPYKTYPHI MiAPO3AiIM, KOHTPAKTAMHE 1 TOCAIOBUMM IHCTPYKIIiSIMH.

9. B 3Vl BusHauyaeThcs CYKyNHICTH JOKYMEHTIB, IepenbadeHHx
HOMEHKJIATYPOIO CIIpas, HEOOXIAHMX i JOCTATHIX Uil JOKYMEHTYBaHHS iH(popMarii
IIPO WOTO HiSUIBHICTb.

3 IMTaHb, 110 CTAHOBIIATE B3AEMHUI iHTEPEC 1 HAJIekKATh 10 KOMITCTEHIII] PI3HUX



YyCTaHOB, MOXKYTb CTBOPIOBATUCH CITUIbHI JOKYMEHTH.

10. Bubip Bu1y JOKyMeHTa, NPU3HAYEHOTO JUIS JOKyMEHTYBaHHSI
yHnpaBIiHCBKOI iH(popMalil (Haka3, pO3MOPSHKEHHS, PIlIeHHS, MTPOTOKONI TOIIO),
3yMOBJIIOETBCS MpPaBoBUM craTtycoM 3YI, KOMIETEHUi€l0 1 MOBHOBAKEHHIMU
KOHKPETHOI I10¢a/10BO1 0CO0M Ta MOPSAAKOM MPUUHATTS YIPaBIIHCHKOTO pillieHHs (Ha
Mi/IcTaBl € TMHOHAYAIBHOCTI a00 KOJIeT1aIbHOCT ).

11.  JIoKyMeHT [IOBHHEH BiJAITOBIJATH IOJIOKEHHSIM aKTiB OpPraHis Jiep>kaBHO1
BJIaJIM Ta CIPSMOBYBAaTUCh Ha BUKOHaHHsA 3Y] moknaneHwWX Ha HBOrO 3aBIAHb 1
(GYyHKITIH.

12.  Kiacu ynpaBniHCBKOI JOKYMEHTAIlil BU3HAYAIOTHCS 3TiAHO 3 Jlep:kaBHUM
KJIacu(iKaTopoM yHIpaBIiHCEKOT JokyMeHTamil (mami — JIKY ).

OnHUM i3 KJIaciB ynpaBiaiHCBKOI JOKyMeHTalii, 110 3abe3rnedyye opraHizariito
IPOLIECIB  YNPABIiHHS, € OpraHi3aliifHO-po3mopsiaYa JOKyMeHTaIlisl. PekBi3uTu
OpraHi3allifiHO-pO3MOPsAAY0i  JOKYMEHTalil Ta TOPSIOK iX  PO3TallyBaHHs
Bu3HauaroTees CTY 4163-2003 - VHidikoBaHa cucTeMa OpraHizarliitHo-po3nopsadol
nokyMeHTanil. Bumoru o odopmitoBanns noxkymenti (mami — JCTY 4163- 2003).

13, JIOKyMEHT IOBHHEH MICTHTH OOOB’S3KOBI Ui TIEBHOTO HOro BHAY
PEKBI3UTH, L0 PO3MIIIYIOTECS B YCTAHOBICHOMY IMOPAAKY, 8 came: HaliMeHyBaHHs
3BO-aBTopa noKymeHTa, Ha3By BHIY JOKyMeHTa (KpiM JIUCTIB), AaTy, peecTpauiinuii
1HJIEKC JIOKYMEHTa, 3aroJI0OBOK JI0 TEKCTY, TEKCT, ITiIIHC.

ITix yac miAroToBKHM Ta 0POPMIICHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBATHCEH HE
TiIBKM OOOB’SI3KOBI, @ TAKOX IHII PEKBI3WTH, AKIIO L€ BiAMOBiAA€ MPH3HAUEHHIO
IOKyMeHTa abo criocoby HOro omparroBaHHs.

14. 3 meroro miABUINEHHS e(EeKTUBHOCTI Ta OIEpPATHBHOCTI oOpramizarii
po6oTH 3 TOKyMEHTaMM OJHAKOBI 3a 3MiCTOM JOKYMEHTH MOXYTh OyTH yHi(ikoBaHi
LIITXOM po3pobieHHs TpadapeTHUX TEKCTIB.

15. Bignosimno no Crartyty, 3VYI 3xilicHioe BHYTpillHE IiIOBOICTBO
YKPalHCBKOIO Ta YrOpChbKOIO MOBaMHu. IIpH 1[bOMY TOKYMEHTH, SIKi HaICHIAFOTHCS
(HagarThes) BITUM3HSHHM ajpecaraM, O(OPMIIOIOTHECS BUKIIOYHO YKPaiHCHKOIO
MOBOIO.

JIOKYMEHTH, sKI HaJCHJIAIOTBCS IHO3EMHHMM ajpecaraM, O(OPMIIOIOTELCS
YKPalHCLbKOIO MOBOIO a0 MOBOIO JepKaBH-agpecata, abo OJHI€0 3 MOB
MDKHAPOIHOTO CIIJIKYBaHHSI.

16.  OdopmineHHs [OKYMEHTIB, IO BHTOTOBISKOTECS 33  JONOMOIOIO
IPYKapchKUX 3ac001B, 311HCHIOETHCS BiITIOBIIHO JI0 BUMOT, 3a3HAYEHUX Y JOAATKY 1.

OxpeMi BHYTpIIlIHI JOKYMeHTH (3asBM, MMOSCHIOBAJIBHI Ta JOIOBIIHI 3alUCKU

TOILO), ABTOPAMH SIKUX € TI0CaI0BI 0CO0H, T03BOSIETHCA 0(DOPMILIOBATU PYKOIHUCHUM
crioco0om.

baanku nokymeHTiB

17.  OpranizauiifHo-po3nopsadi ToKyMeHTH 0()OPMITIOIOTECS Ha OI1aHKaX, 10
BUT'OTOBIISIOTECS 3TiHO 3 BUMOTaMu Hiel [HeTpyKiii.

J1s BUrOTOBIIEHHs OJaHKIB BUKOPHCTOBYIOTBCS apKylI mamepy ¢opmary
A4 (210 x 297 wmimimerpiB) Tta A5 (210 x 148 winimetpiB). lo3BomeHO
BUKOpUCTOBYBaTH Oianku dpopmary A3 (297 x 420 minimerpis) — ast ohopmiaeHHs
NOKYMEHTIB Y BUMJIsIAI Tabmuup i A6 (105 x 148 wminmiMeTpiB) — mis pe3omrorriii



(@opyd4eHb).

biiaHKM TOKYMEHTIB IMOBMHHI MaTH Taki 1moJist (MUTIMETPIB):

30 — niBe;

20 — npase;

20 — BepXHE Ta HUXKHE.

braHKM KOXHOrO BHIY BUIOTOBISIOTHCSI Ha OCHOBI  IOB3J0BXKHBOIO
pO3MIILIEHHST PEeKBI3UTIB. PexBI3UTH 3arojoBKa PO3MILIYIOTECS LIEHTPOBAHUM
(mouarok 1 KiHElb KOKHOI'O psJKa PEKBI3UTY OJHAKOBO BiafalieHi BiJ MEX 30HH
pO3TalllyBaHHs PEKBI3UTIB) a00 MParopoBUM (KOKHUH PSIOK PEKBI3UTY TTOYMHAETHCS
BIJI JTIBOT MeXXi 30HU PO3TaIlyBaHHS PEKBI3UTIB) CIIOCOOOM.

18. B 3VI BUKOpUCTOBYIOTH TaKi OIaHKH JOKYMEHTIB:

- OmaHK JUIs JTKCTIB (1oaaToK 2);

- OmaHK KOHKPETHOro BHIY JOKyMeHTa (i3 3a3HayeHHSM Ha OJIaHKY Ha3BH
BUJly ITOKYyMeHTa) (HoaarTku 3, 4, 5).

Tunorpadre BUroToBneHHs ONaHKIB KOHKPETHHX BHIB JIOKYMEHTIB
JOIIyCKA€EThCs, SKIIO IX KUTBKICTh nepesuinye 200 oquHUIb Ha PiK.

19.  biaHku CTPYKTYpHOrO HiPO3JLTY CTBOPIOIOTECS y pasi, KON KePiBHUK
CTPYKTYPHOTO I1IpO3J1ILYy YH [10cai0Ba 0co0a MalOTh MPaBO MiAMHCYBATH JOKYMEHTH
B Mexax IX [OBHOBa)KeHb, 3a3HaueHHX y MyHKTI 51 1poro [Tosokenns.

20. B 3VI nns nuctyBaHHS 3 MOCTIHHUMHU 1HO3eMHMMHU KOPECIIOHIEHTAMH,
Ha peKBi3UTax OJIaHKIB 3a3HAYAIOTHCS [IBI MOBH: JIIBOPYY — YKpalHCHKa, IPaBOpyY —
yropeeka. Odiuiiinuii repd 3YI Ha Takux OnaHKax MPOCTABIAETHCS Y LEHTPI
BEPXHbOTO OIS

21. brnankKu JOKYyMEHTIB BUTOTOBISIOTHCS APYKAPCHKIM CITOCOO0M Ha Giomy
nanepi BUCOKOI SIKOCTI (papOaMu HACHYEHHUX KOJILOPIB.

3ane:kHO Bl xapaktepy misutbHOocTi 3YI GiaHKM BUTOTOBISIOTBCS 34
JOIIOMOI'OK) KOMIT' FOTEPHOT TeXHIKH.

22. Buau 6naHKiB, IO BHUKOPHUCTOBYIOTBCA B 3YI Ta mopamok ix obuiky
BU3HAYyaloThCs iHCTpyKIiero 3VYI.

Pimenns npo HeoOXinHicTh 00Ky 67IaHKIB, BUTOTOBJIEHUX TUIOrPapCHKUM
cmocobom, InpuiiMae pexrop Ta/abo mpesmmeHT 3YI. Ocobu, sKi I€pPCOHATBLHO
BIAMOBIZAlOTE 3a 00K, 30epiraHHs Ta BUKOPHUCTAHHS OJIAHKIB, BU3HAYAIOTHCS
pexkropoM 3VYI, Npo 10 BUAAETHCS PO3MOPSIAYNN JOKYMEHT.

23.  Jlesixi BHYTpillHI JOKyMEHTH (3asBH IMpAalliBHUKIB, JOIOBIHI 3aIIHCKH,
JIOBIIKH TOLIO) Ta JOKYMEHTH, L0 CTBOPIOIOTHCS Bifl iMEHI KiIBKOX yCTaHOB, MOXKYTh
odopmIIoBaTHCS He Ha GIaHKax.

OdopwiieHnsi pekBi3HTIB JOKYMEHTIB

24, TIim 9ac TIArOTOBKM  OpraHizalliifHO-pO3MOPSIUUX  JOKYMEHTIB
npauisHuky 3Y1 odopmisiroTs ix 3 ypaxysarusm sumor JICTY 4163-2003.

Koam
25. Kox 3VI mpocrasnsieTsest 3rifHo 3 €IUHUM OEp)KaBHUM PEECTPOM
mianpueMcTB Ta oprasizanii Ykpaiam (€IPIIOY). Ha 6nankax ams JIHCTiB
3a3HAYEHUM KO/ PO3MILILYETHCS TICIS peKBi3UTYy — JlOBIIKOBI AaHi PO yCTaHOBY.
26. Kox dopmu moxymeHTa (3a HasiBHOCTI) posMilgyerses 3rigao 3 JKY I



BHILIE Ha3BU BUY TOKYMEHTA.

HaiimenyBauns 3Y1

27. Haiimenysanus 3YI - asTopa JOKYMEHTa [IOBHUHHE BIAIIOBIJATH
HalMCHYBaHHIO, 3asHadeHomy B Horo Cratyti. Cxopouene ualimenyBanHs 3VYI
BXXUBAETHCS Y pasi, KoK BOHO o(iniifHo 3adikcoBaHO B 3a3HAYEHUX JOKYMEHTAX.

Hosiakosi gani npo 3YI1

28.  Hosinkosi mani npo 3YI MicTATh: MoITOBY ajapecy, HoMepH TenedoHiB,
TenedakciB, paXyHKiB y OaHKy, anpecy eleKTpoHHOI momTH Tomo. JoBinkosi naui
PO3MIIIYIOTHCS HIDKYe HaiimeHyBaHHs 3Y1 abo CTpyKTypHOro minposminy.

PexBi3uTH 1MOMITOBOI aZpecy 3a3HAYAIOTHCS B TaKiM IOCIIZOBHOCTI — Has3Ba

BYJIUI, HOMep OYyIHHKY, Ha3Ba HACEJIEHOr0 IYHKTY, palioHny, o0JacTi, MOLITOBHIA
1HIEKC.

Ha3zBa Buay noxkymenTa

29. HasBa BuIy nokymeHTa (Hakas, pO3IOPSKEHHS, IOMOBIIHA 3aIlMCKa
TOIO) 3a3HAYAETHCS HA 3arallbHOMY OIIaHKY [APYKOBAHHM YU MAlIHHOMHCHHUM
crrocodom 1 MOBMHHA BiANOBinaTH HasBaMm, nepenbadenum JJKY 1.

Jdata nokymenTa

30.  Jlaroro JOKyMEHTa € BiIMOBIAHO AaTa MOro IilHCcaHHs, 3aTBePIIKEHHS,
NPUHHATTSA, peectpalii abo BumanHs. JlaTa 3a3HauaeTbes apaGCHKUME HU(pPaMH B
OMMH DPAMOK Y TaKili MOCHiMOBHOCTI: 4YHCIO, Micsib, pik. Jata 0GhOpPMISIETHCS
urppoBuM abo clioBecHO-IH(POBUM criocobom. Y pasi ohopMIIeHHS 1aTh UG poBUM
CIIOCOOOM YHCJIO i MicCsllb IMPOCTABISAIOTLCS IBOMA MapaMu IHOP, PO3AiIEHAME
Kparkolo; pik — 4oTMpMa udpamu, Kparnka HaNpUKiHii He cTaBuThes. Hampukma:
12.03.2011

Y TeKkcTax HOPMAaTHBHO-NMPABOBUX AKTIB Ta TOCHIIAHHIX HA HUX i JIOKYMEHTaX,
IO MICTATh BiXOMOCTi (hiHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIIOBECHO-IU(BPOBHii
croci6 3a3HaueHHs OaT 3 IPOCTABISHHSIM HyJIsl B IO3HAYEHHI JHS MICAI, SKIIO BiH
MicTuTh onny 1mopy, Hanpukiax: 02 ksitag 2011 poky. JI03BONSETHCS BKUBATH
CIIOBO «PIK» Y CKOPOYEHOMY BapiaHTi — «p.», Hampukian: 03 uepsrs 2011 p.

SIKIIO TOKYMEHT CKIIaieHo He Ha OJaHKy, Jara 3a3HAYaeThesl HUMYKUE IiIIHCY
niBopyd. Jlata OKyMeHTa IPOCTABISLETHCS OCA0BOIO 0COBO0, KA HOTro MiAMHCYE
a0o 3aTBEepIIKYE.

OG0B’ 13KOBOMY IATYBAHHIO 1 MiAMUCAHHIO MiJISTAlOTh yci cinyx00Bi BigMiTKH
Ha JIOKyMEHTaX, IIOB’S3aHi 3 X IPOXOKEHHSIM Ta BHKOHAHHAM (pe3orolil,
MOTO/KCHHS, Bi3M, BIIMITKH IO BHKOHAHHS IOKYMEHTA i HAIIPaBIEHHS HOrO 0
CIIpaBH).

Ha jioxymenTi, Bunianomy 1soMa abo Ginblile ycTaHOBaMH, 3a3HAYAETHCS OJHA
Jata, sika BIINOBIJae aTi OCTAHHBOTO i IUCY.



PeecTpaniiinuii inaexc 10KyMeHTIiB

31. Impexcauist JOKYMEHTIB MOJSIra€ y MPUCBOEHHI IM YMOBHHX MMO3HAYEHb
IHJIEeKCIB, SIKI HAIaI0ThCS JOKYMEHTaM IIiJ 4ac iX peecTpaliil.

Peecrpamiiinuii iHZeKC CKIaJaeThcsi 3 MOPSJIKOBOIO HOMEpa JOKYMEHTa Y
MeXax I'pyld NOKYMEHTIB, 10 PEECTPYIOThCS, KU ITOTIOBHIOETHCS [HIEKCAMH, IO
3aCTOCOBYIOTBCSI B YCTAaHOBI, 30KpeMa IHIeKCaMHM 3a HOMEHKJIATYpOIO CIIPaB,
CTPYKTYPHOTO ITiJIpO3/IiJly, KOPECIIOH/EHTIB, MOCaI0BUX OCi0, sKi po3risgaroTs abo
MiIIMCYIOTh JOKYMEHT, BUKOHABIIIB, ITUTAHb JisUIbHOCTI SIKUX CTOCYEThCS JHOKYMEHT,
TOLIIO.

JIOKYMEHTH peecTpyIOThCS B MeXaxX I'PYIl Y 3aJISKHOCTI BiJ KOPECIIOH/IeHTa Ha
MiCTaBl HOMEHKIaTypu. Hampukian, oKpeMo peecTpyroThCS YPANOBI JTOKYMEHTH,
Haka3zu MiHicTepcTBa OCBITH 1 HAyKu YKpaiHu, po3mopsmkeHHs 3akaprnarchkol OJIA,
pimeHHs beperiBcbkol MiCBKOT pau, Hakas3u, PO3MOPSHKEHHS 3 OCHOBHOI Jis/IbHOCTI,
HaKa3® 3 0CO00BOro CKJIaly CTYAEHTIB, IMCTYBaHHS 3 YCTAHOBAMH, OPTaHI3aIlisIMU 3
IIUTaHb OCBITHU Ta iH.

CkJ1a/10B1 YaCTHHU PEECTPAIIITHOTO 1HIEKCY BiOKPEMIIIOIOTECA OJHA Bij OIHOT
NpaBoOiYHOIO TIOXWUJIOK) PUCKOI0. IIOCHIJTOBHICTh HAIMCAHHS CKIAJOBHX YaCTHH
peecTpamiiHoro iHAeKCy MOJKe 3MIHIOBATHCS 3aJIeXKHO Bl TOro, SKUH JOKYMEHT
PEECTPYEThCS — BXITHUM YU Takuii, 1o creopenuii 8 3Y1.

Jia BXITHMX JOKYMEHTIB PeECTpalliiHUi IHAEKC CKIIANAETheS 3 IOPAAKOBOTO
HOMepa Ta IHJAEKCY 3a HOMEHKIATypolo cIpaB abo iHOIOro iHjekcy, 1o
3acrocoByeThes B 3Y1, Hanpuknan: 845/01-10, ne 845 — nopsimkosuii Homep, 01-10 —
IHJIEKC CIpaBH 32 HOMEHKJIIATYPOIO.

Y BHXIZHOrO JOKYMEHTa peecTpauilffHuil iHIEKC MO)Ke po3MillyBaThcs Y
3BOPOTHIH MOCITIIOBHOCTI — IHAEKC 38 HOMEHKIIATYpoo crpas (y pasi morpebu Moske
3a3HaYaTUCh TAKOX 1HINWH iHAEKC, 110 3acTocoByeThes B 3V Ta mopsakosuii Homep,
Harpuknaa: 02-15/258, ne 02-15 — nopsiaxoBuii HoMep, 258 — iHpexc CIIpaBH 3a
HOMEHKJIaTYPOIO.

3 MeTOoI0 PO3pI3HEHHS TPYyN JOKYMEHTIB 10 PEECTPAIiMHOIO iHIEKCY MOKe
NojlaBaTHCs BIIMITKA, KA CKIIQMAEThes 3 yitep, Hanpukiaan: «UA» abo «HUy, mo
3aCTOCOBYIOTBCA  JUIA IIO3HAYEHHS JOKYMEHTIB BHMIOTOBJIEHHX  BiJIIIOBIJHO
YKPalHCBKOI0 a00 yropChKO0 MOBaMH.

Micue posranryBaHHSA peecTpaliHOrO iHAEKCY Ha JOKYMEHTI 3aJieKUTh Bif
BH/ly OJlaHKa Ta BUY TOKYMEHTA.

IMocuianus Ha peecrpanilinumii ingekc i aTy
32.  Jlis BEXIIHUX JOKYMEHTIB ITOCUJAHHS Ha peecTpaliifHuil inmexc i gary
JDOKyMEHTa BK/IIouac B cebe peecTpallifHui iHAEKC 1 IaTy TOrO JOKYMEHTa, Ha SKUH
Ja€eTbes BIANOBiAE. Llelt pekBi3UT € 060B’I3KOBHM 1 PO3TAIIOBYETHCS Hibkue abo Ha
PiBHI peecTpalifHOro iHIEKCY y CIelianbHO BiiBeIeHOMY Miclli Ha GIaHKY.

Micue ckJiajieHHs a00 BUAAHHSA

33. Bigmomocrti npo Micie ckianeHHs abo BHIAHHS 3a3HAYAIOTHECS HA BCIX
JOKyMeHTaX, KpiM JHUCTIB. 3a3HaueHi BiOMOCTI OGOPMIISIOTLCS BiAMOBIAHO 1O



aIMiHICTpaTHBHO-TEpUTOpiaNbHOTO  moAiny YkpaiHd. Sfkmo  BigomocTi  IIpo
reorpadivne MiCLUE3HaX0KEHHS BXOIATE J10 HAHMEeHYBaHHS YCTaHOBH, LIl PeKBI3UT
He 3a3Ha4acThCs.

Anpecar

34.  JJoxkyMeHTH aapecylOThcs yCTaHOBI, il CTPYKTYpPHHM Mimpo3aiiam abo
KOHKpPETHIH mocamoBili ocobi. Y pasi agpecyBaHHS MOKYMeHTa yCTaHOBI abo 1i
CTPYKTYPHUM TIifipo3fdiiam Oe3 3a3HadeHHS I0OCaJoBOi 0coOM 1X HaliMeHyBaHHSI
HABOJATHCS Y HA3UBHOMY BiIMIHKY, HATIPUKJIA;

HamionanbHe areuTcTBo
3 IATaHb JIePIKABHOI CITYXOH

SIKIO TOKYMEHT HaJCHIIaeThes MTOCcCafoBiil 0co01, HAMEHYBaHHs YCTaHOBH Ta
il CTPYKTYPHOTO IiIPO3/ILTy HABOISTECS Y HA3UBHOMY BIIIMIHKY, a [10CaJa i pi3BHUILE
ajzpecaTta — y J1aBaJbHOMY, HATIPUKIIA:
HeprxaBHa apxiBHa ciryx0a
DiHaHCOBO-EKOHOMIYHE YIIpaBJIiHHS
HavanpHuky ynpaBiiHHS
TIpi3BUIe, iHiMiamy (1HiIiar iMeHi)

Y pasl KOIM JIOKYMEHT aJpecyeThcs KepiBHUKOBI YycTaHOBH abo Horo
3aCTYIHUKOBI, HailMEeHyBaHHS YCTAHOBH BXOAUTH JI0 CKJIaly HalMEHyBaHHS IOCaIu
azpecara, sIKe HaBOJIUTHCS Y JaBaJIbHOMY BIAMIHKY, HaIlpHUKIIa:

I'onosi /lep:xaBHOT MUTHOI C1y)kOH Ipi3BUINE, iHiIiany (iHimian iMeHi)

JKImo MOKyMEHT afmpecyeTbesl KINBKOM OJHOPIIHHM 32  XapaKTepoM
NiSNBHOCTI yCTAaHOBaM, 3a3HAYA€THCS y3aranbHeHe HalMEHYBaHHS ajpecaris,
HaNpUKJIaI;

LleHTpanbHUM AepKaBHUM apxiBam

JlokyMEeHT He NOBMHEH MaTu Oinblie 4oTHphoX azapecatiB. CJIOBO «KOTIisI»
nepesl HakMeHYBaHHSIM APYroro, TPeThbOro, YeTBEPTOTO AAPECATiB HE CTABUTHCS. Y
pa3i HaJCUIIAHHS JOKyMeHTa GiNbIlle HiXK YOTHPBOM ajpecaTaM, CKIAAaeThes CIIHCOK
Ha PO3CHIIKY 13 3a3HAaYCHHSIM Ha KO)KHOMY JIOKYMEHTI TUIBKM OTHOTO aapecarta.

Pexsizut -Aznpecar Moxe BkmouaTH azapecy. I[lopsmok 1 ¢opma 3amucy
BiZIOMOCTEH ITpO aJjpecy yCTaHOBY IOBUHHI Binnosimatu [IpaBuiaM HaJaHHS MOCTYT
MIOLITOBOIO 3B’SI3KY, 3aTBEPKeHUM IrtocTaHoBoo Kabinety MinicTpiB Ykpainu Big 5
Oepesns 2009 p. Ne 270 (O¢inifinuii BicHuk Ykpainy, 2009 p., Ne 23, ct. 750). IToBHa
azpeca 3a3HA4Ya€TbCs Yy pa3i HAICHIAHHS IOKYMEHTA Pa3OBUM KOPECIOHJIEHTaM,
HaIPUKIA];

MIiHICTEepPCTBO IOCTHUIIIT
ByJ. 'oponensxoro, 6yxa. 13, m. Kuis, 01001

V pasi HajgcwiaHHS JOKyMeHTa (i3uvHid 0co0l CroYaTKy 3a3HAYAETHCS Y



HA3UBHOMY BiJIMIHKY IIpi3Bullle, iM’s Ta 1o 0aTbkoBi (iHimiamu 4w iHiIiam iMeHi),
TMOTIM TIOILTOBA ajpeca, HapUKIad:

INonuapyk Onexcannp CeprifioBuy

ByJ1. CypikoBa, Oyn. 3a, kB. 1,

M. Kuig, 03178

Y pasi HaACHIIaHHA JOKYMCHTaA OpraHaM 3aKOHOJaBY0]1 i BUKOHaBYOI BJIaaH,
MOCTIMHUM KOpeCIIOHACHTaM iX momIToBa aapeca Ha JOKYMCHTAaX HE 3a3HavdacThbCA.

I'pud 3aTBepaAKeHHA JOKYyMeHTA

35, JIOKyMEHT 3aTBEp/UKYEThCS peKTopoM abo IPOpeKTopamH, [0
NIOBHOBaYKEHb SIKUX HAJICXKUTH BUPILICHHS MUTaHb, HABEIEHUX y TaKOMY JOKYMEHTI,
abo posnopsguuM pokymentom 3YI. HopMaTuBHO-paBOBI akTH (IIOJIOXKEHHS,
IHCTpYK1Iii, MpaBuiIa, MOPSAKH TOIO) 3aTBEPKYIOTECS PO3TOPSIYMM TOKYMEHTOM
3V1 Ta BBOJSITECS B JIiI0 HAKa30M peKTopa abo/Ta Impe3uaeHTa.

3aTBep/KEHHs NEeBHUX BUIIB IOKYMEHTIB 3MIMCHIOETECS 3 IPOCTABIEHHIM
rpuda 3aTBepKeHHS (10AaTOK 6).

JIKIIO JIOKYMEHT 3aTBepJUKYETHCS KOHKPETHOIO IMOCAmOBOI0 0c00010, rpud
3aTBep/yKeHHs cKiagaerbes 13 cnoBa «3ATBEP/DKVYIO», HaliMeHyBaHHS IIOCajd,
mianucy, iHinianis (iHimiany iMeHi) i mpisBumia oco0H, sKa 3aTBEpAuia JOKYMEHT,
JlaTH 3aTBeppKkeHHs. Hampukia:

3ATBEP/IKVIO
Pexrop 3VI nianuc, ininianuy, npizuiie
JlaTa

Y pasi Konu AOKyMEHT 3aTBePIUKYETHCS IIOCTAHOBOIO, PIIIEHHSM, HaKa30M,
PO3IOPSIUKEHHSAM, IpU( 3aTBEp/KEeHHs ckianaerbes i3 cioBa «3SATBEPDKEHO»,
Ha3BH BHJly JOKYMEHTA, SKUM 3aTBEPPKYETHCI CTBOPEHUI TOKYMEHT, Y HA3UBHOMY
BIJIMIHKY 13 3a3HaU€HHSIM Horo gaTtu i Homepa. Hampukmnan:

3ATBEP/IXKEHO
Haxa3 MiHicTepcTBa OCBITH 1 HAyKH Y KpaiHu

I'pud 3arBep/KEHHS PO3MIIIYETHCS Y IIPABOMY BEPXHBOMY KYTKY IEpIIIOTO
apKylla JOKyMeHTa.

Y pasi 3aTBep/DKEHHS NOKyMEHTa KUIBKOMa IOcaJoBUMH ocobamMu rpudu
3aTBEPPKEHHS PO3TAIIOBYIOTHCS Ha OJTHOMY PiBHI.

Peszouronis

36. Pesomouis — 11e HamUC Ha JOKYMEHTI, 3po0ienuit kepiBuuirsom 31, 1110
MiCTUTh BKa31BKH I1[0JI0 BAKOHAHHS JTOKYMEHTA.

Pesommonis cknagaeTsesa 3 TaKkuX eNeMEHTIB: TMpi3BHINE, iHIliadH BHKOHABI
(BUKOHABLIIB) Y JaBaJbHOMY BIAMIHKY, 3MICT JIOpYYEHHS, CTPOK BHKOHAHHS,
ocobucTHi mignuc pexkropa (npesuaeHrta) abo MpopeKkTopis, aaTa.

SIKIIO TIOpYYeHHs HaaHO KiIbKOM IT0Ca[0BUM 0c00aM, TOJIOBHUM BHKOHABLIEM
JOKYMEHTa € 3a3HaveHa Iepior ocoba, sSKii HagaeTbCs MpaBO CKIMKATH IHIIHAX



BHKOHABI(IB Ta KOOPAUHYBATH X pobory. [lepinoro, sk npaBuiio, 3a3HaUacThes 0co0a,
sKa 3a¥iMae BUIy abo piBHY mocany.

Ha nokymeHTax i3 cTpokamMy BHKOHaHHs, SKi HE MOTPeOYIOTH N0JATKOBHX
BKa31BOK, y Pe30IIOLli{ 3a3Ha4al0THCsl BUKOHABEIIb, i IIIUC aBTOPa Pe30IIolii, JaTa.

Pesonontist mpocTapiseTses Ge3nocepeniHbO HA TOKYMEHTI HUKUYE PEKBI3HUTY
~AllpecaT napajnenpbHO 0 OCHOBHOTO TeKCTy. JSIKIO MicIs s  pe3osrolii
HEJI0CTAaTHbBO, 1l MOJKHA ITPOCTABJIATU HA BUIBHOMY BiJl TEKCTY MICIli Y BEPXHill YacTUHI
MepLIoro apKyiia TOKYyMEeHTa 3 JIMIBOBOTO OOKy, aje He Ha MoJi JOKYMEHTa,
[PU3HAYCHOMY JAJIs i JIIMBAHHS.

Y pasi KouM JOKYMEHT IUIArae I[OBEPHEHHIO, BU3HAYAECTHCS JETATBHUMH
NOPSAZ0OK BUKOHAHHsS JOKyMEHTa a0 YTOYHIOIOTHCS BHKOHABII, PE30JIOLIS MOKe
0hOPMIIATHCS Ha OKpPEeMHX apKyllax abo CHeliaJbHUX ONaHKaX i3 3a3HaYeHHSIM
PeeCTpaiHOro iHAeKCy 1 JaTH TOKYMEHTa, SIKOTO BOHA CTOCYEThCH.

3aroJioBoK 0 TEKCTY JOKYMEHTAa

37.  3arojioBOK 10 TEKCTy JOKYMEHTa IIOBUHEH MICTHTH KOPOTKMiIl BHKJIA
3MICTY JOKyMeHTa i OyTM MAaKCHMaJbHO CTHCIHM. 3arojioBOK (OPMYTIOEThCS
TMPAI[iBHAKOM, SIKUH CTBOPIOE JOKYMEHT. 3arojioBok, obcsr skoro mepesuirye 150
3HAKiB (5 pAIKIB), MO3BONSETHCS MPOJOBXKYBATH 0 MeXi mpasoro mons. Kparmka B
KIHII 3aroJIOBKA HE CTABUTHCS.

3aroJloBOK BiANOBia€ Ha 3alIUTaHHs PO 10?7, Koro?, yoro?. Hanpuknan Hakas
(IIpo 1107) MpO HajaHHA BiANMYCTKH; JUCT (Ipo I0?) MPO OpraHizaiio Hapajiu;
nportokos (4oro?) 3acimanHs Buenoi pamu; mocanosa iHcTpykis (koro?) roJoBHOTO
crieujanicra.

Be3 3aronoBka mO3BOJIAETBCS CKIAfaTH KOPOTKI JOKYMEHTH Ha OJIaHKax

¢opmary AS (210 x 148 wmimiMerpiB), 30KpemMa CyNMpOBiIHI IHCTH, Teierpamu,
Tese)OHOrpaMH.

BigmiTka npo KOHTpOJIBL

38. BiamiTka 0po KOHTPOJIb O3HAYAE, IO JOKYMEHT y3iTO Ha KOHTPOJb IS
3a0e31e4eH s HOro BUKOHAHHS B YCTAHOBIEHUH CTPOK.

BinMiTka 0po KOHTPOIb POOGHTHCS HUIIXOM NpOCTaBieHHs jiTepn «K» un
cioBa «KOHTPOJIb» (BiX pyku abo 3 BUKOPUCTAHHSM IITaMIIa) Ha JiBOMY II0JIi MepIiol
CTOPIHKH JIOKYMEHTA Ha PiBHI 3aroJIoBKa 10 TEKCTY.

Y pasi HeoOXIIHOCTI MOBEPHEHHS JOKYMEHTa YCTAHOBI-aBTOPOBi abo (isuumiii
0c001 BIAMITKA [P0 B3ATTS HOro Ha KOHTPOIb IPOCTABISIETHCS HA OKPEMOMY apKyIIi
JUTSL PE30JIOLLIT.

TexcT 1OKyMeHTa

39. Texer nokymenTa micTuTh iH(OpMaLito, /st hikcyBaHHs IKOi Horo 6yio
cTBOpeHO. IH(Qopmanis B TeKCTi JOKyMeHTa BHKIANA€ThCS CTUCIO, I'PaMOTHO,
3pO3yMiNI0 Ta 00’ €KTUBHO. JIOKyMEHT He [OBHHEH MICTUTH MOBTOPIB, @ TAKOXK CJIB i
3BOPOTIB, sIKi HE HECYTh 3MiCTOBOIO HaBaHTa)KEHHs. [1iJ[ yac CKiIamaHHs JOKyMEHTIB
BYKMBAETBCSL IUIOBHH CTHIIb, 74 AKOTO XapaKTepHHUM HeHTpaJbHUH TOH BHUKIAACHHS,
no3basyneHuit 06pa3HOCTi, eMONiTHOCTI Ta IHMBIIyalbHIX aBTOPCHKUX PHC.



Texcr TOKyMeHTa ITOBHHEH CTOCYBATUCSI TOTO ITUTAHHS, sike c(hOpMylIbOBaHE B
3ar0JIOBKY /10 TEKCTY.

Texer mokyMeHTa ODOPMISIETECS Y BUIVISAAL CYLUIBHOIO 3B’SI3HOIO TEKCTy abo
aHKeTH 4¥ Tabauii, abo MUIIXOM MOeAHAHHS LUX GOopM.

CyuiibHuM 3B’SI3HMM TEKCT JOKyMEHTa MICTUTh TI'paMaTHYHO 1 JIOTIYHO
y3ro/pkeHy iHdOpMalio Ipo yrpaBiiHcbki Ail. Taka ¢opma BHUKIAQJEHHS TEKCTY
JIOKyMEHTa BHKOPHCTOBYETBHCS TNl Yac CKJIAJaHHS MOJIOKEHb, MOPSIKIB, MPaBui,
PO3MOPSTINX JOKYMEHTIB 1 JIUCTIB.

CyuiieHuH 3B’ SI3HUH TEKCT, SIK MPABHIIO, CKIANAETECS 3 TBOX YACTHH. Y TEpIIiH
(BcTymHIM) uwacTHHI 3a3HAuUaAEThCS MiACTaBa, OOIPYHTYBaHHS abo MeTa CKIIa[eHHS
JNOKYyMEHTa, y Opyrid (3ak/rouHii) 4acTHHI — BHUCHOBKHM, IIPOIO3UIIii, pPILICHHS,
npoxaHHsI. B OKkpeMHX BHITagKaxX JOKyMEHT MOXKe ITiCIsl BCTYITHOI YACTHHU MICTHUTH
MOTHUBYBaJIbHY YaCTHHY, B sIKiii 0OIPYHTOBYETHCS ITO3HULIISI YCTAHOBH.

Y TeKCTl NOKyMEHTa, MiArOTOBJCHOrO BIJMOBIIHO [0 JOKYMEHTIB IHIIHUX
ycraHoB abo paHille BHJI@HWX MIOKYMEHTIB, 3a3HAYAIOTHCS IX PEKBI3UTH Y TaKii
II0CJIIJOBHOCTI: Ha3Ba BUAY JOKYMEHTa, HalMEHYBaHHS YCTAHOBH aBTOPa JOKYMEHTA,
nata, peecTpalliiHuii HOMep, 3aroJIOBOK 10 TEKCTY.

Texern cKIaaHMX 1 BeIMKUX 3a 00CATOM JOKYMEHTIB (ITOJIOKEHHS, MpaBHIa,
IHCTPYKIii, OIJISIAM, 3BITH TOIIO) MOMUISIOTECS HA PO3IUIM, IiAPO3MIIH, MYHKTH,
miamyHKkTd. [IyHKTH y TeKCTi HyMepyroThesl apaOChKuMU LE(paMu 3 Kpankolo, a
MiAIYHKTH — apabCchbKUMU HUbPaMu 3 TyKKOIO.

B okpemux BHmazkax pO3AUTH MOXYTb TMOMUISATHCS Ha TIJIABH, a4 TaKOX
HYMEpPYBaTUCs PUMCBKUMHU LA(DpaMu.

40. ®dopma aHKETH BUKOPUCTOBYETHCS Y pa3i BUKIIAJCHHS y HUPpOBOMY abo
CIIOBECHOMY BUIUIAAl 1H(poOpMauii mpo oauH O0’€KT 3a MEeBHHUM OOCITOM O3HaK.
IocTiiinoro iH(dOpMaIi€lo B aHKETI € y3aralbHeHI HailMEeHYBaHHS O3HAK, 3a IKUMU
IIPOBOJUTHCS OIHUC 00’€KTa, a 3MIHHOIO — KOHKPETHI XapaKTepPUCTHKH.

41. Tabnuuyna Gopma AOKyMEHTa BUKOPUCTOBYETHCS Y Pa3i BUKIAAEHHS y
uppoBOMY ab0 CJIOBECHOMY BHIIISA iH(GOpMALIIT PO KinbKa 00’ €KTIB 3a psAIOM O3HAK.
3aronoBku rpad Tabmui ITHLITY THCS 3 BEJTHKOT mTepH Mi/13arOJIOBKU — 3 MaJIOT JIiTepH,
SIKILO BOHHM CTAHOBJISThH OJIHE IUIE 13 3aroJIOBKOM, 1 3 BEJIMKOI — SIKIIO I1iA3ar0J0BOK
Mae camocTiliHe 3HaveHHs. Kpamku B KiHIN 3arojIOBKIB 1 IIi/I3arojOBKiB rpad He
CTaBIATHCSA. 3arONOBKM 1 MiA3arojioBKH rpad Ta pPsOKiB TAOMUIl MMOBUHHI OyTH
BUKIIaIeHI IMEHHUKOM Y HAa3WBHOMY BIIMiHKY OTHHHHU. Y 3aroJI0BKax i IMi/13aroloBKax
PSAKIB 1 rpad Tabiull BXKUBAIOTHCA JIMIIE 3araJIbHONPUUHATI YMOBHI ITO3HAUEHHS i
ckopoueHHsl. ['padu Tabmmii, sKi pO3MINIYIOTHCS HA KUIBKOX CTOPIHKAX,
HyMepytoThesa. Ha mpyrift Ta HACTYNMHHUX CTOpiHKAaX TaOJHII 3a3HAYAOTHCS HOMEPH
rpag, a TakoXX y BEpXHBOMY IIPaBOMY KYTKY — clioBa «IIpoToBKeHHS TaOIIHIII>>.

BinmiTkn npo HasiBHicTH JOAATKIB

42.  JlomaTku 10 NOKYMEHTIB, KpIM JOAATKIB 1O CYHPOBIOHUX JIUCTIB,
CKJIQalOThCs 3 METOI0 OMOBHEHHS, MOSICHEHHS OKPEeMHX IHUTaHb IOKyMeHTa abo
JOKYMEHTa B LIJIOMY.

43. JlomaTku 00 JOKYMEHTIB MOXYTh OyTH TaKUX BH/IIB:

- JIOJaTKH, 10 3aTBEPKYIOTHCS PO3MOPSIINMHI JOKYMEHTaMU (TI0JI0KEHHSI,
THCTPYKIIIT, IpaBuIIa, MOPSIIKK TOLIO);



- JoAaTKH, 110 J[JONOBHIOIOTE Ta/ab0 TOSCHIOIOTHE 3MICT OCHOBHOI'O
IOKYMEHTa;

- JIOJIaTKH, 1[0 HAJCUJIAIOTECS 13 CYIPOBITHUM JIMCTOM.

44, Ha nomaTkax, 110 3aTBepIKYIOTHCA PO3MOPSAYUMH JIOKYMEHTAMU
(mostokeHHs, iHCTpyKuii, TpaBuia, MOPSAKH TOIIO), IPOCTABISETECA TPU)
3aTBEPIKEHHs BLINOBIAHO M0 MyHKTY 38 miel THCTpykiii. VY BigmoBimHuX myHKTax
po3opsAa40l YacTHHHM JOKyMEHTa POOUTHCS IOCHIAHHS: IO AOMAETHCA»> abo
«(momaeTses)».

Ha nomatkax 10 JOKYMEHTIB, LI0 3aTBEP/DKYIOTBCS  PO3NOPSIUUMHE
JIOKyMEHTaMH, POOUTHCS BIIMITKA Y BEPXHHOMY IIPABOMY KYTKY IEpILOro apKylla
J10J1aTKa, HAITPUKJIA:

Honatox 6
no Inerpyxuii (myHxT 38)

45.  JlomaTKu JOBIAKOBOro a0 aHANITHYHOIO Xapakrepy (rpadiku, cxemwu,
TabJUIll, CNMCKHM TOIIO) [0 OCHOBHOIO JOKyMEHTa TMOBHHHI MaTH BiMIiTKYy 3
NOCH/IAaHHAM Ha LeH JOKyMEHT, Horo naty i HoMep, HanpuKJa;

HomaTok

no nakasy MinictepcrBa ocBiTH i Hayku Ykpainu 20.04.2009 Ne 295

Y TEeKCTi OCHOBHOT'O JOKYMEHTa POOUTHCS BIZIMITKA PO HAABHICTH J0ATKIB:
IO JIOJAETLCS», «3TiAHO 3 OAATKOMY, «(IOMaTOK 1)»; «BIAIOBITHO HO AOJATKA 25>
abo «(MB. 10ATOK 3)».

46.  [Hdonarku opopmIIAIOTECS, K IPABHIIO, HA CTAHAAPTHHUX apKyllax namnepy.
Ha npyromy i HacTymHMX apKyIuax JojaTtka poOHThCs Biamirka: «[1popoBkeHHs
noaarka>, «IIpomoexenHs gomgartka 1».

Y pasi HasBHOCTI KiJTbKOX JIOJATKiB Ha HUX 3a3HAYAIOTHLCS IOPSIKOBI HOMeEpH,
nHanpuxiian:  Honarox 1, [logatox 2 tompo. 3Hak «No>> mepen  mu@ppoBuM
MO3HAYEHHAM HE CTABUTLCA.

Yl 1o1aTKK 10 JOKYMEHTIB Bi3YIOThCS IPAIliBHUKOM, SIKMH CTBOPHB JOKYMEHT,
Ta HaYaIbHUKOM CTPYKTYPHOI'O ITiIpO3 ALy, B IKOMY HOro CTBOPEHO.

HoaaTku HOpMAaTHBHO-TIPABOBOT'O XapakTepy (OJIOKEHHsI, iIHCTPYKLiT, MpaBuna,
MOPSIZIKK TOWIO), LIO 3aTBEP/UKYIOTHCS PO3MOPSIINMHI TOKYMEHTAMM, MiAMHCYIOThCS
Ha4YaJIbHUKOM CTPYKTYpHOro ninposaity 3V Ha muisoBomMy 6011i 0CTaHHEOrO apKyIa
J0JJaTKa.

47. 'V pasi KoM NOJNATKH HaJCHIAIOTHCS i3 CYNPOBITHUM JIHCTOM, BimMiTKa
[P0 HAsIBHICTB 110/1aTKiB PO3MILLY€ETHCS IiCIISl TEKCTY JIMCTA TIepe] ITiAMHCOM.

JKII0 TOKYMEHT Ma€ JoJaTKH, [I0BHE HAaMEHYBaHHs SIKMX HABOIUTHCS B HOro
TEKCTI, BI/IMITKA IIPO HAsIBHICTH JOAATKIB 0(OpMIIIETECS 3a Takoro GopMoro: JIo1aTok:
Ha 7 apK. y 2 mpum.

SKIO JMOKYMEHT Mae JOJATKH, IIOBHE HAAMEHYBaHHS SKUX y TEKCTI He
HaBOJUTBCSA, 1X HEOOXIAHO MEeperiuuTH TMicis TEKCTY i3 3a3HAYeHHSM KiIbKOCTi
apKyIIiB y KOXXHOMY JIOJAaTKy Ta KUIBKOCTI IX IIPUMIPHHUKIB, HATIPUKIA/;:

Joyatku: 1. JloBigka mpo BUKOHAHHS IUIaHY PO3BAHTAXKYBAIBHUX POOIT 32
kBaptan 2010 p., Ha 5 apk. B | mpum.

2. I'padix pemonTHHX pobit Ha I kBapran 2010 p., va 3 apk. B 1 npum.

SIKIIO 10 JOKYMEHTa JIOMAeThes IHIIMI TOKYMEHT, SIKUM Mae JI01aTKy, BiIMITKY
PO HAsBHICTH JI0AaTKa OQOPMIISIOTH 33 TaKOIO (JOPMOIO:



Honatok: muct Yrpaepxkapxisy 20.09.2010 Ne 595/ 04-12 i momaTok 10 HEOTO,
Bchoro Ha 20 apk. B 1 mpum.

Y pasi Ko JOKYMEHT MICTHUTH OlJIbllle IEeCSITH NOJaTKIB, CKIAJAEThCs OIUC 13
3a3HaYeHHSIM Y JOKYMEHT] TaKoi BiAMITKHU:

Hopatok: 3riiHo 3 OMMCOM Ha 3 apk.

SIK1I0 10/1aTOK HAACUIIAETLCS He 3@ BCiMa 3a3Ha4€HUMH B JOKYMEHTI a/IpecaMu,
BIJIMITKa IIPO HAsIBHICTh JOKYMeHTa 0hopMIISIETECS 3a Takoio hopmoro: JlomaTok: Ha 5
apK. y 2 mpyM. Ha TeplIy ajapecy.

IMianuc

48. Tlocanosi ocobu MiANUCYIOTh NTOKYMEHTH B MeXKaX CBOIX MOBHOBa)KEHb,
BU3HAUYeHUX y cTaryTi 3VYI, MOJOXKEeHHSX MPO CTPYKTYPHI MiIpO3/iiK, MOCAT0BUX
IHCTPYKIIsAX, KOHTpaKTaxX, Hakasi (pO3MOpsIKEHHI) MPo PO3MOAia 000B A3KIB Mix
PEKTOPOM/TIPE3UICHTOM Ta MPOpPeKTOpaMu. ¥ 3a3HAUYEeHUX JOKYMEHTAX BU3HAUAEThLCS
TAaKO)K MOPSNOK MiANKUCAHHA JOKYMEHTIB IHIIMMH oco0aMu y pasi BiJCYTHOCTI
pexropa 3Y1 Ta mocanoBux 0ci0, sIKi YIIOBHOBaXKEHI IX IIiIIKCYyBaTH.

JIOKyMEHTH, 110 HaJICUIAIOTHCS IO OPraHiB Aep’KaBHOI BIIAIH, ITiAMHCYIOTHCS
PEKTOPOM Ta/abo MPE3UISHTOM UM 3a IX JOpYUYEHHIM — npopekropamu 3 V1.

JIOKyMeHTH, L0 HaJCHUJIAIOTECS MIAIIPUEMCTBAM, YCTAHOBaM, OpraHizallisaM,
rpomajisiHaMm, NiANUCYIOThCS peKTOpoM (TIpe3uieHToM ) abo npopekTopamu 31 3rigHo
3 PO3IIO/IJIOM ITOBHOB&)KEHB a00 HaYaIbHUKAaMH CTPYKTYPHHX HiApO3/i/IiB BiANOBIAHO
J10 TX ITOBHOBaKEHb.

ITinmuc cknagaeTses 3 HaWMEHyYBaHHS IMOCaaId 0Co0H, AKa MiANHUCYE TOKYMEHT
(MOBHOrO — SKIIO IOKYMEHT HaJIpyKOBaHWI He Ha OJIaHKY, CKOPOYEHOro — Ha
JIOKyMeHTi, HaJpyKoBaHOMY Ha OJlaHKY), ocobucTOro mimmwucy, imimianis (iminiasmy
IMeH1) 1 [pi3BUIIA, HAITPUKIA:

Pexrop mignuc  iniuianu (iHimian imMeni), npizsuiie abo

Pexrop 3VI nianuc ininianu (iHimian iMeHi), pi3suiie

49. Y pasi HaJcWIIaHHs JIOKYMEHTa OJJHOYACHO KIIBKOM YCTAHOBaM OIHOTO
a0o BUILIOro PiBHSI peKTOp (IPE3UAEHT) IiIMUCY€E BCi HOro MpuMipHUKH.

Y pasi HajacuiaHHS JOKYMEHTa OJHOYACHO KiJTBKOM IIiIOPSIKOBAHUM
YCTaHOBAM IIJIIUCYETCS TUIBKUA OPUTIHAN, SIKUH 3aIMIIA€THCS y CIPaBl yCTAHOBH —
aBTOPA, a Ha MICI[SI PO3CHIIAIOTHCS 3aCBiUEH] CIIy)KOOK0 JIiI0BOICTBA HOro Kormii,

50. JloxyMeHTH HiANUCYIOTBCS, SIK IPABUIIO, OJHIEIO [10CAI0BOI0 0C000I0, & Y
pasi, KoJIu 3a 3MiCT JOKYMEHTA HECYTh BiIOBIAATBHICTE KijibKa 0ci6 (akTH, GpiHancoBi
JIOKYMEHTH TOILO), — ABOMa abo Oinblie nmocaoBuMu ocobamu. [Ipu 1isoMy migmucu
110caZloBUX 0Ci0 pO3MIILYIOTbCS OQUH MiJ] OMHUM BiAMOBIIHO IO IiAMOPSAKOBAHOCTI
oci0. Hanpuknan:

Pextop ITigmc iHiniany (iHiuian iMeHi), npi3Buiie
["onosHuit Oyxranrep mianue iHimiamy (1Himian iMeHi), npi3BuUiLe

51. JIoKyMEHTHM KOJErialbHUX OPIaHiB IiJIUCYIOTh I0JIOBa KOJETiaIbHOTO
opraHy i cexperap, HalpHUKIIaI;



["onoa Buenoi pau Mi/ATIC iHiiamm (iHinian iMeHi), npi3BUILe

Cekperap i JITHC iHimiany (iginian iMeHi), Mpi3BuIIe

52. 'V pasi BIACYTHOCTI ITocaaoBoi 0cobu, HaltMeHyBaHHs [10CaId, IIPI3BHIIIE,
1HiLlamy (1H1miam IMeHl) SKoT 3a3Ha4veHo Ha MPOEeKTi JOKyMEHTa, HOro miaImucye ocoba,
10 BUKOHYe 11 0OOB’sA3kM, abo il 3acTymHukK. Y TakoMmy pa3i 000B’S3K0OBO
3a3HavyaloThesl (hakTUUHa mocaxa, iHinianw (iHimian iMeHi), mpi3Buine ocobu, sKa
minucanga JOKYMEHT (BHUIpaBJIEHHS BHOCATH PYKONUCHMM ab0 MalIMHOMHCHUM
crnocodoM, SKINO JOKYMEHT HEMOXKIMBO NepeapyKyBatu). He momyckaerbes i gac
MIJIUCaHHS JOKYMEHTa CTaBUTH INpPUAMEHHHK «3a» 4Yu MpaBobiuHy MOXUITY
pUCKYy IlepeJl HalMeHyBaHHAM Tmocamu. JlomaBaHHS 10 HaliMEHYBaHHS II0CaId
KepiBHUKaA ciiB «BukoHyroumii o0oB’s3km» abo «B.o.» 3milicHIoeTBCs y pasi
3aMillEeHHs peKTopa HaKa3oM (pO3MMOPSIKEHHIM ).

53.  3acBiUeHHS €JEKTPOHHOTO MAOKYMEHTa 3MiMCHIOETHCS 3a JOIOMOIOIO
€JISKTPOHHOTO IIU(PPOBOTO MiIMKCY 31IHO 13 3aKOHOIaBCTBOM.
54.  @axkcuMUIBbHE BiJTBOpPEHHsS miamucy pekropa (mpesumenta) 3YI Ha

OpraHizalifHO-pO3NOPAIYNX, (IHAHCOBMX, OyXTalTepChKUX JIOKYMEHTax 3
JI0IIOMOI'0K0 MeXaH14uHOro abo IHIIOro KOMIIOBaHHS He HOMYCKAEThCS.

Bizu Ta rpud noroxkenus

55. 'V pa3i BUHUKHEHHA NOTpeOM Yy TIPOBEAEHHI OIHKH HOMIIBHOCTI
CTBOPEHHS JIOKyMEHTa, HOro oOIpyHTOBAaHOCTI Ta BiANOBIAHOCTI 3aKOHOIABCTBY
3[11HCHIOETHCS TOTOJKEHHS IIPOEKTY JOKYMEHTA.

56. Iloromkenns moxe 3aikicHoBaTrcs sk B 3Y] mocanosumu ocobamu, ski
BIZIIIOBITHO [0 IX KOMIIETEHIT BUPIIIYIOTh MUTAHHSI, TIOPYIIEH] B IIPOEKTI JOKYMEHTA
(BHYTpilIHE NOrO/DKEHHS), TaK 1 3a MHOro MeXaMM IHIIMMM 3alliKaBICHHMH
yCTaHOBaMU (30BHIIIHE TTOTO/KEHHS ).

57. BHYTpilHE NMOTO/PKEHHS OQOPMISIETHCS LUISXOM IPOCTABISHHS Bi3H.
Biza Bxmovae: ocobuctuit mignuc, ininiamu (imimian iMeni) i npissuiie ocobu, ska
Bi3y€ JOKYMEHT, [aTy Bi3yBaHHS i3 3a3Ha4YeHHSAM y pasi notpebu HaliMeHyBaHHS
110caau i€l ocoou.

58. Biza mpocTaBnsieTbesl SIK Ha JIMI[BOBOMY, TaK 1 Ha 3BOPOTHOMY OoIi
OCTaHHBOT'O apKyllla IPOEKTY JOKYMEHTA, SIKIO MICIISI Il Bi3yBaHHs Ha JIMI[LOBOMY
OOIli OCTaHHBOTO apKylla JOKyMEHTa HeNOCTATHRO. B3 NpOCTaB/ISIOTHCS HA
NPUMIPHHUKAX JOKYMEHTIB, 10 3auiiaTscs B 3Y1.

59. 3ayBakeHHs 1 IIPONO3ULIT DO NMPOEKTy MOKyMEHTa BUKIIAJAIOTHCS Ha
OKpPEMOMY apKyllli, PO 110 Ha MPOEKTi pOGUTHCS BiAIIOBIAHA BiMITKA:

HavabHUK 1OpUIUYHOTO BiJIILTY

mijnmce, ininiany (iHinian iMeni), npizsuiie 3ayBaXKeHHS i MPOTIO3HIIT 101210 ThCH.

Ilata

[Ipo HagBHICTE 3ayBakeHb 000B’A3KOBO MOBIJOMIISIFOTE 0001, SIKa MiATTHUCYE
JIOKYMEHT.

60. [Ilepemxik nocanoBux oci, siKi MOBUHHI 3aBi3yBaTH JOKYMEHT, BU3HAYAE



NPAIiBHEK, SKUH CTBOPIOE JOKYMEHT, BUXOJSYH 3 HOT0 3MicTy.

61. Ilopsiok Bi3yBaHHS NMEBHUX BUIIB NOKYMEHTIB 3a3HavyaeThes B 3YI uum
[TonoxxeHHsIM.

62.  3a 3MiCT NOKyMEHTa, sIKMU Bi3yeThecsl KiNbKOMa 0co0amm, Taki 0cobu
BIJIIOBIIAIOTE 3riHO 3 KOMIIETEHIII€l0.

63. SIxmio mig yac Bi3yBaHHS 3’SICYEThCS, 110 Y i rOTORISHHUH 10 T AMUCAHHS
JIOKYMEHT HeOOXi/[HO BHECTH iCTOTHI 3MiHH, BiH OTpebye MOBTOPHOrO Bi3yBaHHS.

64.  30BHIIIHE IOrOJKEHHS IIPOEKTIB TOKYMEHTIB O(GOPMISETHCS LULIXOM
MPOCTABICHHs Ha HUX Tpuda IOro/MKeHHs, SKUH BKIIOYac B cebe CJI0BO
«[IOI'OJPKEHO>, naiimMeHnyBaHHs ocaii 0co0H Ta yCTAHOBH, 3 AKOKO TOTOUKYETCS
[POEKT JIOKyMEHTa, 0COOUCTHH miamuc, ininianu (inimian iMeni), mpissunie i gaty a6o
Ha3By JIOKYMEHTa, IO MiATBEPUKYE IOrOKEHHs, Horo naty i Homep (iHmexc),
HaTPUKIIA]:

[TOT'OJPKEHO
MinicTp ocBiTy i Hayku YKpainu
nianuc, iiniany (ininian imeni), npissume Jara Ne

[HOI'OIXKEHO

[IpoToxour 3acimanHs

LlenTpasnbHOi eKxcriepTHO-TepeBipHOi KOMicii YkpaepxapxiBy
[lara Ne

65.  I'pud moromkeHHs CTaBUTECA HIDKYE INIANMMCY HAa JIMLBOBOMY GOILi
OCTAHHBLOI'O apKYyIlla [IPOEKTY JOKYMEHTA.
06. VY pasi KON 3MICT JOKyMEHTa CTOCYEThCS Oijblie HiX TPHOX YCTAHOB,

CKIIaZIA€TECs K APKYLI TIOTOIDKEHHS», IIPO IO POOHTHCS BiAMITKA y JOKyMEHTI Ha
Micli rprda MoroKeHHsI, HAPHKIIA;:

ApKyII NOTOKSHHS TOJAETHCS.
ApKyuI IOroKeHHsI 0(OPMIIETECS 32 TAKOKO (HOPMOIO:
APKYIITIOI'ODKEHHA
HasBa nmpoexty nokymenTa
Halimenysauns mocaam mnignuc  ininianu (iniuian imeni), npissuime Jata

[Tinnuc mocamoBoi ocobu ckpimmoerses odiliiiHoo (repbOBOIO) MEYATKOIO.

67.  30BHIIIHE IOTOKEHHS y pasi MmoTpebH, BU3HAYEHO! 3aKOHOJABCTBOM,
3[1HCHIOETBCS B TaKiii IOC/IIIOBHOCTI:

- 3 yCTaHOBAaMHM OZHAKOBOI'O PiBHA Ta IHIIMMH YCTAHOBAMU;

- 3 IPOMAaJCBKMMM OpraHi3ailisMu;

- 3 OpraHam, sKi 30iHCHIOIOTE JIep)KaBHHI KOHTPOIIb B NIEBHIH cdepi;

- 3 YCTaHOBaMH BHUIIOTO PiBHI.

BinourTok meyarku



68. Ha nokymeHTax, 110 3aCBLI4yIOTh [IpaBa rpoMajisiH 1 FOpUANYHUX 0ci0, Ha
SIKUX (PIKCY€ThCS (paKT BUTPATH KOIUTIB 1 MPOBEIEHHS Olepalliii 3 MaTepialbHUMU
[IHHOCTSIMU, MiANUc pekrtopa (mpesumeHTta) abo BiAmosimandbHOI 0co6H
CKpIILTIOEThes odinitinoro nmeyatkoro 3VYI.

[lepenik IHIIMX AOKYMEHTIB, MiJNMCH Ha SIKUX HEOOXIOHO CKPIILIOBATH
odiuiitHor0 meuyaTko, BuUsHAvaeThes 3YI Ha mimcTaBi HOPMATHBHO-NIPABOBHX
aKTIB Ta NPUMIPHOTO IEepeNiKy NOKYMEHTIB, IAIKUCH Ha SKHUX CKPIILIIOIOTHCS
o¢iniiiHoro nevaTkow (gogarok 7), um [TonokeHHaM.

69. Binbutox mneuatku, Ha sKif 3a3HaYeHo HalimenyBaumus 3YI abo i
CTPYKTYPHOT'O IIJPO3J1ILY, CTaBUThCS TaKOXX Ha KOIAX JOKYMEHTIB, IO
HaJICAIIAIOThCS B 1HILI YCTAHOBH, Ta Ha PO3MHOXXEHUX ITPUMIPHHKAX PO3IIOPSIIMX
JOKYMEHTIB y pa3i pO3CHJIaHHS.

BijiOuToK meyaTky cTaBUTLCS TAKUM YHHOM, 00 BiH OXOIUIIOBAB OCTAHHI
KiIbKa JIITep HailMeHyBaHHs Iocaau ocobu, AKa MiAmucana JOKyMEHT, ajle He
IinMe 1ocagoBoi ocobu, abo Ha OKpeMoO BHJIIEHOMY [JIsS [EOTO Micli 3
BIIMITKOIO «MID>».

70. Haxasom (po3mopsypkeHHsIM) pekTopa Ta/abo mpesumenTta 3VYI
BU3HAYAETLCS TOPSIOK BUKOPUCTaHHs, Micie 30epiranns odimiiinol meyatku i
rocasosa ocoba, BiANoBiganbHa 3a 11 30epiranHs, a TakoXx Iepetik ocid, manucu
SIKMX CKPIIUTIOIOTHCS OMIIiHOIO 1Te9aTKoko.

BiamiTka npo 3acBiqueHHs komiii JOKyMeHTIB

71. 3VI moxe 3acBiIUyBaTH KOII{ JIHIIE THX JOKyMEHTIB, 1[0 CTBOPIOIOTHCS
B HbOMY, & TaKOX y BUIIAJKax, epefdadyeHux B ab3ali JpyroMy IBOTO MYHKTY.
Komiss nOKyMeHTa BHTOTOBIISIETBECS 1 BHIAETHCS TIMBKM 3 JO3BOJNY PEKTOpA
(npesuaenTa) 3Y1, npopekTopis ab0 HauaIbHUKA CTPYKTYPHOTO I APO3ILITY.

Y pasi miAroTOBKH NOKYMEHTIB Ul HaJaHHS IPABOOXOPOHHHM, CYHLOBHM
opratam, Il 4ac BUPILLEHHs NMUTaHb LIOA0 IPUNHATTA I'POMaisH Ha PobOTy,
HAaBYaHHsA, 3acBIAYEHHs iX TPYHOBUX, JKUTIOBHX Ta IHIIHX TpaB y
B3aeMoBiTHocHHax 3 3VYI, a Takoxk mig dac (opmyBaHHS 0COOOBHX CIIPaB
NPaliBHUKIB [HCTUTYT MOKe BUTOTOBISTH KOIIi JIOKYMEHTIB, BHIAHUX IHIIUMHU
yCTaHOBaMH (KOl TUIIJIOMIB, CBIIOLTB PO OACPKaHHS OCBITH TOIIIO).

Binmitka «Komist» npoctaBisieThess Ha JHMIBOBOMY OOl y BEPXHBOMY
[IPaBOMY KYTKY I1epIIOro apKylia JoOKyMeHTa.

72. Hammc mpo 3acBiiueHHsI JOKYMEHTa CKIIAMAa€Thes 31 CIIiB «3rigHo 3
OpUTIHAJIOMY, HAHMEHYBaHHS [10CaIH, OCOOUCTOTO MiAMKCY 0co0H, sIKa 3aCBiauye
Komito, il imimiamiB (iHimiamy iMeHi) Ta TMpi3BHINAG, JATH 34cBijueHHs Komil i
IPOCTABIIAETECS HUKYE PEKBI3UTY oKyMeHTa «lliamucy, Hampukia;:
3riguHo 3 opurinanoM IIpoBigHuit cnenianicT BigIiny oprauisanii J0KyMeHTO00Iry

MiAITIC iHiianK (iHiuian iMeHi), Ipi3BuILe
Jara
Hanuc npo 3acBi9eHHS KOTIiT CKPITUTIOETHCS TEYATKOIO i3 3a3HaYeHHSIM

Ha HiA HaliMenyBaHus 3VYI (0e3 300paxkenHs repba) aGo Ie4YaTKOrO
CTpYKTypHOTO mijipo3ainy 3VY1.



73. Ha xomisix BHUXiJHMX JOKYMEHTIB, L0 3anumarTscs y 3YI, Tekct
O71aHKIB MOJKe He BIITBOPIOBATHCS, & 3a3HAYAETLCS JIUILE ATa IMiAMHCAHHS JOKYMeHTa
Ta WOro peecTpalliifHuii iHIeKC, Imocaaa oco0u, SKa 3acBiguuia Komito, i1 ocoducTuit
IUIKC, 1aTa 3aCBIIYEHHs Ta BIAOUTOK MevaTKy CIIy>KOu ILI0BOICTBA, HANPUKIIA/:

Jarta, iHgeKc

PexTop iHiLlamy (1Himian iMeHi), npi3Buile 3riJHO 3 OPUTiHATIOM

[IpoBigauii criemianict BiaaiTy
Opranizanii ToKyMeHTo00iry oignuc  iHigiany (iHimian iMeHi), mpi3BUIle
BiTOUTOK TTeUaTKu

Jlata

Ha xomisix BUXITHMX JOKYMEHTIB, IO 3aJMIIAIOTECS y crpaBax 3Y] noBuHHI
OyTH Bi3u TOCaJOBHX OCI0, 3 IKMMH BOHH IIOTO/KEH], T4 Bi3 BUKOHABLIB.
Konist nokyMeHTa NOBUHHA BiINIOBiAATH OpUTIHAIY.

BiamiTKH npo cTBOpeHHSs1, BHKOHAHHA
AOKYMEHTa, HasiIBHICTh HOro B eJIeKTPOHHIi dopmi Ta Haaxomkennst 10 3Y1

74. TIlpisBuie mpauniBHUKA, SKAH CTBOPUB JOKYMEHT, 1 HOMep HOTO
ciry>x60Boro TenehoHy 3a3Ha4arOTHCS Ha JTUIEOBOMY 0OIl B HUKHBOMY JIIBOMY KYTKY
OCTaHHBOI'0 APKyIla JJOKYMEHTa, HallpUKJIaI:

ITerpenko O.I. 256 23 29 a6o
ITerpenko Onena IBaniBua 256 23 29

75. llicns 3aBepIeHHsS poOOTH 3 JOKYMEHTOM IPOCTABIISEThCS BiIMITKA PO
HOro BUKOHaHH:. BiiMiTKa PO BUKOHAHHS IOKYMEHTa CBITYUTE IPO Te, IO PobOTy
HaJl JOKyMEHTOM 3aBepIleHO | Horo MoXKHa JOJIYYMTH /O CrpaBH. BimmiTka Mosxe
MICTUTH cloBa «Jlo cnpaBu», HOMep CIpaBH, MTOCHIAHHS Ha JaTy i peecTpaliiHuii
IHJIEKC TIOKyMEHTa, SIKUil 3acBiuye HOro BUKOHAHHS, HAWMEHYBaHHS [TOCA/H, ITiIIHC
i gary. Takox moxe OyTW BiaMiTka NpO HaJaHHs BIANOBiAl, i3 3a3HavYeHHAM ii
peecTpalifiHoro iHjekcy. SKumo AoKyMeHT He moTpebye MHCHBMOBOI Bifmosiji,
3a3Ha4YaloOThCs KOPOTKI BimoMocTi mpo BHKOHaHHs. [ligmuc 1 gary BiaMiTky
NpOCTaBjsie TpAliBHUK, SKWH CTBOPUB (BUKOHYBaB) NOKYMEHT, a00 HadalbHHK
CTPYKTYPHOTO IiApO3/iay. 3a3HaueH i PeKBI3UT MPOCTABIIAETHCS Bill PyKH Y JIiBOMY
KYTKY HHXXHBOTO I1OJIA Ha JIMIFOBOMY OO11i IIEPIIOro apKylia, HalpUuKIal;

o copasu Ne 03-10 o crpasu Ne 05-19

JIuer-Bignosinas Bix 20.05.2011 [TuTanHs BUpilIEeHO MTO3UTUBHO i

Ne 03-10/01/802 gac TenedonHoi po3moru 04.03.2011

rmocana, miOmUe,  1Hiianm rocaza, IIAIMC,  1HIaIA
(iHiLiasn iMeHi), (imimiam imeHi),

npizsunie 21.05.2011 npizeuime 05.03.2011



76. BiamiTKa IIpo HasBHICTH KOIii TOKYMEHTa B eNeKTPOHHIH GopMi MiCTHTB
moBHe iM’s (aiiiy 1 Horo micie 30epiranHs, Ko omeparopa Ta iHII IMOIIYKOBI JaHi.
BigMiTka cTaBHTBCS Ha JIUIBOBOMY OOI Y LEHTPI HIKHBOTO II0JIS MIEPILOr0 apKyla
IIOKyMeHTa, Hanpukiaa: ¢:/viddil/proekt/2011/instr _1.doc

i BingMiTka npo HagxomkeHHs HokyMeHTa A0 3YI mpocTaBiseThes Bif
pyk# abo 3a 1OIIOMOTIOIO IITaMIa, aBTOMATHYHOTO HyMepaTopa Ha JIMIIbOBOMY IIOJI y
NpaBoMy KyTKy HIDKHBOI'O [IOJSI IIEpIIOrO apKylla OpHUTIiHATy JTOKyMEHTa.
Enemenramu 3a3Ha4eHOro PeKBI3UTY € ckopoueHe HaiimenyBanus 3YI — ogepikyBaua
JIOKYMEHTA, peecTpaliifHuil iHnekc, mara (y pasi HOTpeOH — rofuMHa i XBUJIMHH)
Ha/JIXOUKEHHA JOKyMeHTa. Y pasl 3acTOCyBaHHS aBTOMAaTH30BaHOI CHCTEMM
peecTpalliil 3a3HaveHa iH(opMallisi HAHOCUTHCS 32 JOTTOMOTOI0 HITPUX-KO/TY.

SIKIIO KOpeCHOHAEHIIis He PO3KPUBAETHCS BIAMOBIAHO 10 MyHKTY 149 mporo
ITonosxeHHs, BITMITKa IPO HAJXO/PKEHHS JOKYMEHTA IPOCTABISIETECS HA KOHBEPTaX
(ymaxyBaHHSX).

Y pasi Hagxo/pKeHHs 30pOIIypOBaHUX NOKYMEHTIB pasoM i3 CyNpOBiiHHM
JIMCTOM BIAMITKA CTaBUTHCS HA CYIIPOBIIHOMY JIHCTI.

Y pasi xoau A0 IHCTUTYTY aBTOp JOKyMEHTa IIOAa€ IMPAI[iBHUKY
BIJIIOBIJaJIBHOMY 3a [iJIOBOACTBO JOKYMEHT pa3oM 3 MOro KoOIi€ro, Ha KOIIil
JNOKyMeHTa, 1o ImoBepTaeTbcs 3Y1 — aBTOpoBi, peecTpauiinuii IwTamn He
NPOCTABIAETECS, OJHAK MO)Ke OyTH IMPOCTaBICHO BiIMITKY 3 JATOK NPUHAHATTS
JIOKYMEHTA Ta [PI3BUIIEM IIpalliBHUKA, SIKHM IIPHUHIB JOKYMEHT.

3anuc npo aAep:kaBHY peecTpaunio

78.  3anmc npo JepskaBHY PeecTpalilo poOHUThCS HA HOPMATHBHO-IIPABOBUX
akrax 3V, BKIIOUEHUX 10 €IHUHOTO JEPXKABHOIO PEECTPY HOPMATHBHO-TIPABOBMX
aKTiB y BIAIOBITHUX OpraHax FOCTULT B yCTAHOBIEHOMY 3aKOHOIaBCTBOM MOPSIIKY.

Ha mepuiii cTopiHLI HOpMaTUBHO-IIPABOBOTO aKTa [l IIPOCTABIEHHS BiAMITKH
PO JIep’KaBHY peecTpalilo NMoBUHHE OyTH BimbHe Micue (60 x 100 minimerpis) y
BEPXHbOMY MIPaBOMY KyTKY IiCjIsl HOMepa aKTa 9H IIicisl rpuda 3aTBepIKeHHs.

II. CknaneHHst qesikHX BHAIB JOKYMEHTIB
Haxka3su (po3nopsiizkeHHs1)

79. Haxasu (posnopspkeHHs) BHIAIOTBECS SIK PillIEHHS OpradiariiiHo-
PO3IMOPSAIIOro Y HOPMATUBHO-IIPABOBOIO XapakTepy. 3a 3MICTOM YIPaBIiHCHKOL A1l
HaKa3W BUAAIOTHCS 3 OCHOBHUX ITUTaHb AisuibHOCTI 3V, kanpoBux mutansb (0co60BOro
CKIIaay, Ipo MPUMHATTA Ha poOOTy, IEpEeBeCHHS, 3BITEHEHHS, HaJaHHs BiJyCTKH,
BiZIPsIDKEHHS TOLIO), 3 0cO60BOI0O CKIIa/ly CTYIEHTIB (ITpO 3apaxyBaHHsl, IIepeBe/IeHHS,
3a0X0YEHHS, CTSATHEHHs], BiJpaXyBaHHs), aJIMIHICTPATHBHO-TOCTIOAAPCHKUX [TUTAHb.

80. IIpoektn  HakaziB  (po3MOpS/KEHB) 3  OCHOBHOI  MiSNIBHOCTI,
aIMiHICTPATUBHO-TOCIIOJAPCHKAX ITHTAHb TOTYIOTHCS 1 IMONAIOTECS CTPYKTYPHUMHU
MiAPO3JinaMi 3a JOPYYeHHsSM pekropa (mpesupieHta) 4um mpopekropa 3VY1 um 3a
BIIACHOIO 1HiNiaTuBOI0. [IpoekTH HakasiB (PO3MOPSIKEHb) 3 KaJpPOBHX [THUTAHb
(ocoboBoro ckmamy) (Mpo NPUHHATTS Ha poOOTy, IepeBeleHHs, 3BiILHEHHS,



HaJaHHs BIAMYCTKH, BIAPSAIKEHHS TOIIO) FOTYE BT KaJIpOBOTo 3a0e3IeueHHs Ha
TiCTaBi JOMOBIIHUX 3aMHCOK HAYANbHUKIB CTPYKTYPHHMX MiIpO3AUIB, 3asB
NPAaIiBHUKIB, TPY/OBUX JOTOBOPIB Ta IHIIUX JOKYMEHTIB.

81. IIpoexTn Haka3ziB (pO3MOPSKEHb) 3 OCHOBHOI MISITBHOCTI, 3 0COOOBOIO
CKJIaNy CTYAEHTIB, aJMIHICTPATUBHO-TOCIOJAPCHKUX NUTaHb Ta JONATKU 10 HHUX
BI3YIOTHCS TPAIIBHUKOM, SIKUH CTBOPHUB JIOKYMEHT, HAYaJILHUKOM CTPYKTYPHOIO
iAPO3IiTy, B SIKOMY HOTO CTBOpeHO, FopucToM 3V, BIAMOBINaTbHIM 38 KOHKPETHHH
HampsiM JISUTBHOCTI, IHIIMMH ITOCAJIOBUMHM 0CO0aMH, SIKHX CTOCYETHCS NOKYMEHT.
[TpumipHuk (Komisl) Hakazy y 2-I€HHHH TepMiH o0co0010, BiAMOBIAAJILHOIO 3a
ninoBoacTBO B 3Y1, HOBOAMTHCS 10 MOCAIOBUX OCi0, SIKi BU3HAYEHI y MOKYMEHTI 5K
BHUKOHABIII 3aB/1aHb.

82. TlpoekTtn Haka3iB (pO3MOpPSIHKEHb) 3 KAAPOBUX NHUTaHb (0cobOBOTO
CKJIMy) BI3YIOTBCS MPalliBHUKOM BiAIUTY KaJpoBOro 3ade3nedeHHs, KU CTBOPUB
JIOKYMEHT, Ta HOTO KepiBHUKOM, OyXrauTepi€ero, IHIIUMH 10CaJ0BUMH 0C00aMHU, SKUX
CTOCYETHCS JOKYMEHT.

83. IOpuct 3VI 000B’s3K0BO Bi3yIOTH 32 HAsBHOCTI YCiX HEOOXITHHX
BMKOHABCHKHX Bi3 NPOEKTH HakKa3iB HOPMAaTMBHO-INPABOBOIO XapakTepy, a TaKOxX
HaKa3Wd 3 KaJpOBUX MHTaHB (0COOOBOTO CKIamy) Ta 3 IHIIUX ITHTaHb, BU3HAUEHUX
iHcTpyKuieo 3YI.

[IpoexTu Haka3ziB (PO3MOPSMKEHD), 10 HANAIOTLCS Ui IIJMNUCAHHS PEKTOPY
(mpesunenty) 3VYI, BI3yIOTbCI TPOPEKTOpPAMH  BIAMOBIAHO 10  PO3MOILILY
GyHKLIiOHAIBHUX 000B’s13KiB. Hakasu, iHiliaTopoM, aBTOPOM i BHKOHABIEM SIKHUX €
0CcOo0HCTO peKTOp (TIpe3uaeHT) Ta mpopekTopu 3V, Bi3yIOThCS I0pUCTaMHU JIMILE B pasi
BU3Ha4YeHHS KepiBHUUTBOM 3VY HOLIILHOCTI UM HAIBHOCTI CIIPHUX ITUTaHb.

VY pa3i HEOOXiHOCTI NPOBEJECHHSI OLIHKHA 3MICTy Ta JOLUIBHOCTI BUIAHHS
HaKazy (pPo3MOpsKeHHS) 30 HCHIOETHCS 30BHIIITHE TTOTO/KEHHS IPOEKTY TOKyMEHTa
3 IHILIMMU 3alliKaBICHUMHU YCTaHOBAMH.

Ao B npoueci MOTOKEHHS A0 IPOeKTy  Hakasy  (pO3IOps/KeHHs)
BHOCSITHCSI ICTOTHI 3MiHMU, BiH MiISATae TOBTOPHOMY ITOTOIKEHHIO.

84. Haxasu (po3mopsypkeHHs) MANUCYIOTECS pekropoM 3VYI, a y pasi itoro
BIJICYTHOCTI — IIOCa/I0BOIO 0C00010, sIKa BUKOHYE HOT0 000B’SI3KH.

[Ticns mipnucanHs Hakasy (PO3MOPSIHKEHHS ) 3MIHH JI0 HBOT'O BHOCSTHCS JIMILE
IIUISIXOM BHJAaHHS HOBOT'O HAaKa3y IO BHECEHHs 3MiH a00 HOBOI peaKilii HaKasy.

85. Haka3s (posnopsypkeHHst) ohopMIisieThes Ha OTaHKy Haka3y. 3MIiCT Haka3zy
KOPOTKO BHKJIANAEThCS B 3arOJIOBKY, SKHM MOYMHAETHCS 3 NpuiMeHHMKA «[Ipo>» 1
CKJIaJIA€THCS 3a IOMOMOror0 BiaaieciBHoro iMeHHEKa («[Ipo 3arBepmuxenHs...», «[Ipo
BBeIeHH:...», «lIpo crBOpeHHs...»,) abo iMenHuka ({Ipo miacymxku...», «IIpo
3aXO0JIU...»).

86. TekcT Haka3y (pO3MOPSIKEHHS ) 3 MUTaHb OCHOBHOI JiSJIBHOCT] yCTAHOBH
Ta 3 aJMIHICTPATHBHO-TOCIONAPCHKUX THUTAHb CKIATAETBCS 3 [ABOX YacTHH —
KOHCTaTyI040]1 (mpeamMOyJsin) 1 po3mopsiauoi.

VY KOHCTATyrO4ill YacTWHI 3a3HA4YAIOTHCS IiJIcTaBa, OOIPYHTyBaHHA abo MeTa
BUAHHS HAKa3y. 3a3HaveHa 4YacTHHA MOYKe MOYMHATUCS 13 cIiB «Ha BUKOHaHHS>>,
«3 MeTO0I0> TOIIO. SIKIIO JAOKYMEHT BHIAETHCS HA IIJICTaBi HIIOTO PO3IOPSIIOTO
TOKYMeHTa, y KOHCTATyIO4ii YaCTHHI 3a3HA4YaloThCs Ha3Ba BHUJY LBOIO JOKYMEHTa,
iforo aBTop, JMara, HOMep Ta 3arojoBoK. Kpamka B KIHIII KOHCTATyIOUOl YaCTHHU HE



CTaBUTBCH.

Posmopsnua dvacTMHa Hakasy mnoudHaeThes i3 cnoBa «HAKA3VIO»,
pO3NOpsIDKEHHS MOXe TounHaTHes 13 cnoBa «30BOB’S3VIO»>, ske apykyerses 3
HOBOTO PsIIKa BEITMKMMH JIiTepaMu 0e3 BiACTYITy Bij JiBOTO OIS i IAIOK, MiCJIS YOTO
CTaBMTHCS JIBOKpAITKA.

Posmopsiua yacTiHa MOJINSETHCS. HA IYHKTH 1 MIAMYHKTH, SKi HYMEPYIOThCS
apaOCekuMH IMppaMu. Y KOKHOMY IYHKTI HOBMHHI OyTH 3a3HAueHi BUKOHABII
(CTpYKTypHi Timpo3)inu abo KOHKpeTHI mocamoBi (cmyx6oBi) ocobu), KOHKpeTHi
3aBJaHHs (IOPYYCHHA) I CTPOKH 1X BHKOHAHHS. BUKOHaBLI MOXYyTh OYyTH Ha3BaHi
TAKOX y3aralbHEHO, HaNpPUKIa: «3aBigyBadaM Kadeapy, «KepiBHUKAM CTPYKTYPHUX
HAPO3ALITIBY.

Ilpy UboMy, fAK IpaBHIIO, HE 3aCTOCOBYETHCS HAMMCAHHSA HEKOHKPETHHX
JOpy4eHb, SIKI MICTATBH CJIOBA: «IPHCKOPUTIY, KIONIMIIMTHY, «aKTHBi3yBaTH,
«3BEPHYTHU yBary»» TOILO.

87. JSxkmo  Hakazom (pOSHOpH,E[}KeHHHM) BIIMIHAETBCS ~ TOTIEPEHIM

pO3HOp5{Jl‘lHH ,IIOKyMeHT ¥ pOSHOleI‘IlH JaCTHHI 3a3HAYAETHCS IIYHKT, SIKAM ITOBUHEH
IIOYUHATHUCH 13 CJIIB: «BusHaTu TaxKuM, IO BTPaTHB ‘HfIHHlCT]’: 2%

3MiHM, 10 BHOCSATBCS 10 Hakasy (pO3MOPSIKEHH:) ocpopMJImoTLcsI OKpeMHUM
HAKA30M (PO3IOPSIKCHHSAM ), AKMH [TOBMHEH MaTH TakuH 3arojioBok: «[1po BHeceHHs
3MIH [I0 Hakasy (PO3MOPSIKEHHS)...» i3 3a3HAYEHHSM JaTH, HOMepa, HAa3BH BHIY
pO3MOPANYOro JOKYMEHTa, JI0 AKOr0 BHOCAThCS 3MiHM. Po3mopsiiya yacTuHa Hakasy
(PO3MOPSAKEHHS ) IIOYHHAETHCS 3 TAKOI'O IMYHKTY:

1. BaecTn 3MiHM 10 Hakazy (PO3IOPSIKEHHS).

Hani okpemMuMm MigmyHKTaMH (OPMYIIOIOTBCS 3MiHH 1O PO3HOPSIUOTO
JIOKYMEHTA, HAPUKIIAT:

1) myHKT 2 BUKJIACTH B TaKil pefakiii: .. .;

2) MyHKT 3 BUKJIIOYHTH;

3) ab3a1 Apyruif MyHKTY 4 JOMOBHUTH CIOBAMY . ...

SIKIIO 3MIHKM JI0 PO3MOPAAYOTO NOKYyMEHTa OGOPMISIIOTECS HA OKPEMOMY
apkymi  (apkymax), B TepIIOMY [yHKTI pO3MOpsuol  YacTHHH — HAKasy
(PO3NOPSIKEHHS ) 3a3HAYACTHCA:

1) Buecru 3min# 110 ... (1ogarorbes).

88.  OcranHili MyHKT PO3MOPSAAYOl YACTHHH y pasi MOTpeOM Moke MiCTHTH
PILIEHHS TIPO NOKJIaIeHHS Ha CTPYKTYPHHI iapo3ain abo nocanory ocoby dyHKIIii 3
KOHTPOJIIO 3a BUKOHAHHSM Haka3zy (pO3MOpSIKEHHS).

89. [lo HakasiB (po3mOpsmKeHb) He MOXKe BKModaThcs IyHKT «Haxas
(PO3MOPAIKEHHS) OBECTH IO BimoMa...». CTPYKTYpHi Miapo3/iiny, mocanosi ocobu,
IO BiJIOMa SKMX JOBOAMTHCS Haka3 (PO3MOPSKEHHS), 3a3HAYAIOTECA Y MOKAKUMKY
(CIUCKY ) PO3CUIIKH, SIKHH yK7Iajau TOTy€e Pa3oM 3 IPOEKTOM PO3NOPSAAIOro JOKYMEHTa
I mepejae NpaliBHUKY BiIMOBiJaNIbHOMY 3a Ain0BOACTBO B 3VYI michs mimnwcanws
TaKOro JJOKyMeHTa.

90. Hakasu 3 KaapoBMX mIHTaHb (0cOGOBOro ckiamy) OGOPMISIOTECS Y
BUIIISIN  IHAMBIIYalnbHHAX 1 3BelleHMX. B IHAMBiZyanbHHMX Haka3ax MiCTUTBCS
IH(popMaLis PO OJHOTO MpalliBHUKA (CHIBPOGITHUKA), y 3BEAEHUX — IIPO  KiJIBKOX,
HE3aJIeIKHO BiJl TOTO, AKi YIPaBIiHCHK] PIlEHHS 1010 HUX IPHAMAIOTHCS (TIPUIHSTTS
Ha po0oTy, NpU3HAYEHHS HA IOcaly, IepeBelleHHS Ha iHmy mocamy (poboTty),
3BUTBHEHHS TOIIO).



91.  3micT iHAMBiTyanbHOTO HaKa3y 3 KaJPOBUX MHTaHbL (0cOGOBOrO CKIamy)
CTUCJIO BUKJIQJA€TbCA B 3arolIOBKY, SIKUM NO4YMHaeThes 3 mpuiiMeHHnka «I1po>> i
CKJIAJIa€ThCsl 3@ JOIOMOTOK  BiUIIECTIBHOrO iMeHHMKa, Hampukiag: «IIpo
NpU3HAYCHHA...>>, «[Ipo TpUHHATTA...». VY 3BemeHMX Hakazax (PO3INOPSIKEHHS)
MOXe€ 3aCTOCOBYBATUChH Yy3arajJbHEHUH 3aroioBok, Hanpukiam: «[Ipo kamposi
nurands», «I1po ocoboBmit ckmam.

92. 'V TexcTi HakaziB 3 KaJpOBUX IUTaHb (0COBGOBOTO CKIIaLy), sIK IPaBUIIO,
KOHCTaTyKO4a 4aCTUHA HE 3a3Ha4a€ThCs, KPIM BUITAJKIB IPU3HAYEHHS Ha Tocaxy abo
3BUIBHEHHS 3 110CaJM KePiBHUX IIPAL[iBHUKIB OPraHOM BHIIOTO piBHS a60 3a iHIIO0
IOPOIEAYPOI0. Y TakOMy pa3l B KOHCTATYIOYil YaCTHHI HABOAUTHCS I[MOCHJIAHHSA Ha
BIINOBIIHUM ITpaBOBUII aKkT opraHy BHIIOro piBHA abo 3acHoBHMKa 3VI y Takii
MOCJIIIOBHOCTI: BUJL aKTa, Oro aBTop, AaTa, HOMEp, [I0BHE HaliMEHyBaHHS.

93. Posnopsyya yacTuHA HakKasy MOYMHAETHCS, SIK [IPABUIIO, 3 JI€CIOBA Y
dopmi indinitusy: [TPUUHATU, TTPUSHAUUTHY, ITEPEBECTH, 3BUILHUTH,
BIAPAIUTHU, HAILATHU, OI'OJIOCHUTU Tomo. Jlani 3a3HA4arOTBCS BEIHKUMH
JiTepaMd Ipi3BHIIE IpaliBHUKA, HA SKOIO MOUIUPIOETHCS Misl HAKA3Y, i MATUMH —
iM’s1, 10 6aTBKOBI NpalliBHUKA Ta TEKCT Haka3y. Y 3BEIEHUX HAKa3ax Mpi3BHIIA OCi0 y
MeKax IyHKTiB PO3MIILYIOTLCS 3a an(aBiToM.

94. 'V naxasi npo mpusHaueHHs abo 3BUTBHEHHS TPALiBHMKA 33a3HAYACTHCS
OBHA J1ara (YMC/I0, MICALb, piK) (aKTHUYHOTO BHUXOMy IMpalliBHHKA HA pobGOTY
(MPUITMHEHHSA TPY/A0OBHUX BIJIHOCHH), PO3MIPH HOTO MOCAT0BOI0 OKJIALy BiAIOBIAHO 10
LITATHOT'O PO3IIUCY, Ha10aBOK Ta JOTLIAT.

95.Y s3BemeHMX Haka3aX 3 KaJpPOBHX NHTaHb (0cOGOBOro CKIamy) Mo
pO3MOpAAY0l YACTHHM BKJIIOYA€ThCA iHQOpMaLis, IO po3MillyeThes y Takiii
MOCIIIOBHOCTI: NPUHHATTS Ha poboty (cmyxkOy), mepeBeneHHs, 3BiIbHEHHS. [lpu
BOMY JIO OJJHOT'O 3BEIEHOI0 HaKa3y He MO)Ke BKIIOYATHCS iHpOpMallis, sKa 3TiTHO
13 3aKOHOJaBCTBOM Ma€ Pi3Hi CTPOKM 30epiranHs.

96. Y KOXKHOMY ITyHKTI HaKa3y 3 Ka[pOBHX UTAHb 3a3HAYAETHC [11/CTaBa L1010
MOro BHIaHHA (3asdBa MpaliBHUKA, KOHTPAKT, MOMNOBiJHA 3aIKMCKa, pilleHHS
aTecTaliiHOI KoMicil To1o).

97.1lim 4ac o3HalfOMJICHHS 3 HAKa30M 3rajlaHUMU y HHOMY 0co0aMM Ha

IEPIIOMY NPUMIPHMKY HakKa3dy 4Yd Ha CIeLiadbHOMY OJIaHKY MpPOCTABISIOTECS iX
IIJUIMCH 13 3a3HAYSHHSAM JATH 03HAHOMIIEHHS,

98. CriinpHKM HaKa3 yCTAHOB OJHOTO PiBHS O(OPMIISETECS Ha YHCTUX apKYIIax
nanepy dopmaty A4 (210 x 297 minmimerpis). Hdepxasauit ['ep6 Ykpainu uu BaacHa
cumBoiika 3BO mig dvac odopMieHHS TaKMX HakKasiB He BiATBOPIOETHCS.
HaliMenyBaHHs yCTaHOB PO3MIIIYIOTECS Ha OHOMY PiBHI, a Ha3Ba BUJLY JOKYMEHTA —
nocepenuui. JlaTa coinpHOro Hakasy (pO3IOPSIDKEHHs) MMOBUHHA OyTH €IWHOIO,
BINIOBiZIaATH JIaTi OCTAaHHBOTO IIIIKCY, & peecTpaliliHuii iHgeKkc JOKyMeHTa —
CKIIaJIaTHCs 3 PEECTPAlliMHUX iHAEKCIB, SKi IPOCTABISIOTHCS dYepe3 IMPaBoOiduHy
MOXWIy PHCKYy B IIOCHJOBHOCTI IIJMHCAHHS Haka3ly KepiBHUKAMHM YCTAHOB.
Posnopsaaya gyactiHa noynHaerbed 13 cinosa «HAKA3YEMO (30BOB’SI3YEMO)» .
ITinmicu KepiBHHUKIB yCTaHOB PO3TAIIOBYIOTHCS HU)KYE TEKCTY HA OJHOMY PiBHi i
CKPIIITIOIOTBECS O(INiHHUMH ITeYaTKaMy [UX YCTaHOB.

KinpxkicTe NpUMIpHHKIB CHITBHMX Hakas3iB (pO3MOpsKeHb) IIOBHHHA
BIJUIOBLIATY KiJILKOCTI YCTAHOB, 1110 iX BUAAIOTE.

aa, [Topsimok miaroTOBKM HaKa3iB HOPMATHBHO-IIPABOBOIO XapakTepy, AKi



IiUIAraloTh OepyKaBHIM peectpailii B MiH’10CcTi, HOro TepUTOpladbHUX OpPraHax,
BU3HAYAETHCS 3aKOHOIABCTBOM.

100.  Hakasu (po3nopsuKeHHsI) 3 OCHOBHOI iSUTBHOCTI, aAMIHICTPaTUBHO-
rOCIIOAPCHKUX MUTAHb Ta 3 KaJAPOBHUX MUTaHb (0COO0BOI0 CKIaJy) HYMEPYIOTLCS Y
MOPSAAKY 1X BUJIAHHS y MEXXaxX HABYAIBHOTO POKY; BXi[HA Ta BUXiTHA KOPECIIOHICHIIIS
MaIOTh OKpPEeMY MOPsIKOBY HyMepallito.

101. Komii HakaziB (pO3MOpSIKEeHb) 3aCBiIUyIOThCS —IpalliBHUKOM
BiMOBinanmpHUM 3a AioBoAcTBO B 3YI UM BIiOAIIOM KaipiB 1 HaJCHIAIOTHCS
3al[lKaB/ICHUM YCTAHOBaM, CTPYKTYPHHM IiJIpo3[inaM, I0cagoBUM ocobam,

npariBEUKaM. CITHCOK PO3CHIIKH CKIANAETHCS 1 MIAMUCYETHCS TMPALiBHUKOM, SIKUN
HOro CkKJiasB.

IIpoTokoman

102. ¥V npotokonax dikcyerscs iHdoOpMalis Opo XiJ BeJeHHS 3acijiaHb,
npuitHATTS B 3YI pimens Buenoro pamoro, kadenporo, KOMICISIMH, IOpaIduMu
opra"am, 300pamM# ToIo. IIpoTOKO CKIAMAETHCS Ha I1JICTaBl 3aMKciB, 3p00IeHUX
Oe3rocepeIHBO IIiJl Yac 3acijaHb, MOJAHUX TEKCTIB Ta Te3 JOIOBiJeH 1 BUCTYIIIB,
JIOBIIOK, ITPOEKTIB PillIeHb TOIIO.

103. [IpoToKOIHM MOXYTh CKJIamaTHCs B MNOBHIA abo crucinid dopmi. VY
[POTOKOJIAX, CKIaJICHUX Y CTUCIIH (opMi, (PIKCYIOTHCS JIUILE IIPUMHATI PILIEHHS, a He
X171 OOTOBOpPEHHS TUTAHHS.

104, [Tpotokon odopMIIseTECS Ha OMaHKY MPOTOKONY (3@ HAABHOCTI TaKOTO
Onanky) abo Ha 3arambHOMY OJIaHKY YCTAHOBH, a y pasi, KoJIM OJIaHKU He TiependadeHi,
— Ha yrcToMy apkyii mamnepy ¢dopmary A4 (210 x 297 miniMeTpiB) 3 MO3TOBKHIM
PO3TaIlyBaHHIM PEKBI3UTIB.

105. JlaToro mpoTOKONy € JaTa MpoBelAeHHs 3aciiaHHs. fKino 3acijiaHHs
TPUBAIO KUIbKA JHIB, TO Yepe3 THUPe 3a3HA4YalOThCSA IEPINU 1 OCTaHHIN JeHb
3acijaHHs.

106. Homep (iHI€KC) MPOTOKOIY TOBUHEH BiJIIIOBIIATH TMOPSIKOBOMY HOMEpPY
3acimaHHs. HyMepariis mpoTOKOIiB BeAeThCs B MeXKaxX KaJeHIapHOTO POKY OKpeMo 3a
KOKHOIO I'PYIIOI0 IIPOTOKOJIIB 3aCiJaHHsI BiAMIOBIAHOIO KOJIETiaIbHOrO Oprany: Buenoi
panu, kadeap, KoMiciit ToIo.

107. 3aroyioBOK 10 TEKCTY MPOTOKOJIY MOBHHEH BiJOOpa)kaTw BHJ 3aciaHHS
(3acimanHs, Hapana, 30opu, KoHbepeHlis Touo) ado KoleriajbHOl AisUIBHOCTI
(xoMicisi, pana, Kouerisi, poOoua rpyma TOII0) i BKIIIOYaTH Ha3BY BUAY JOKYMEHTA.

108. TexcT 1MpoTOKOIY CKIaAa€ThCs 3 BCTYIIHOI Ta OCHOBHOI YaCTHH.

109. V BerynHiii 4acTHHI HPOTOKOJY 3a3HAYAIOTHCS IMPI3BHINA Ta iHiLliann

(iHiIian imeHi) TonoBH abo0 TOJOBYIOUOTO, CEKpeTapsl, 3alpolleHUX, a TaKOoX
NPHUCYTHIX 0ci0.

VYV ChucKy NIPHCYTHIX 3a3HA4aloThess B andaBiTHOMY MOPSJIKY CIIOYaTKy
Npi3BHILIA T 1HIIaJIX TPUCYTHIX IMOCTIHHUX WIEHIB KOJETiaJbHOI0 OpraHy, IOTIM —
3aITPOIIeHUX OCi0 13 3a3Ha4YeHHSIM MMOcaj Ta y pasi noTpedu HaMeHyBaHb YCTaHOB.
3a3HayvaeThCs 3arajbHa KiTbKiCTh MPUCYTHIX 13 MOCHIAHHSIM Ha CITUCOK, 110 JOJAETHCS
JI0 IPOTOKOITY.

BeTynmHa 4yacTMHA BKIIOYAE MOPSAOK JEHHUH — Iepellik pO3IMNIAHYTHX Ha
3aCIJIaHHs IHUTaHb, [0 PO3MIMIEHI Yy MOPSAKY 1X 3HAUYLIOCTI 13 3a3HAYEHHAM
JI0OMOBiIauya 3 KOKHOTO NUTaHHS. ITopsimok JeHHWH NaeThbCs HAMpPUKIHIL BCTYIHOL



HYaCTHHH.

Cnosa «Ilopsmox neHHHMI>> APYKYIOTBCS Bifl MeKi JIBOro MoJjis, MiciHs HUX
CTAaBUTECS IBOKpanka. KoxHe NIHMTaHHS HYMepYyeThes apaOCBKUMHU IU(paM i
ApYKyeTbest 3 absamy. DopMyBaHHS ITHTaHb Yy MOPSAAKY AEHHOMY IIOYHHAETHCH 3
npuiiveHHuka «I1Ipo».

110. OcHoBHa 4acTWHA MPOTOKOJNY CKIIAJAETHCS 3 PO3MIINIB, sIKi MOBUHHI
BINOBI/IATH MyHKTAM IIOPSAKY JEHHOro. Posminmu HymepyroThes apaGchKUMM
nudpamu i 6yIyrOThCS 32 TAKOK CXEMOIO:

CIIY XAJIN-BUCTYTIMJIM-BUPIIINIIN (YXBAJIUJIN, IIOCTAHOBWIIN).
3azHaueHi cloBa APYKYIOTBCSl BEIMKHMH JiiTepamMu 6e3 BifcTymy Bim Mesxi
nisoro nous. ITicns cmiB cTaBUTHCS ABOKpaIKa.

111. Thicns cnoBa «CIIYXAJIM» 3a3Ha4aeThesi TEKCT BUCTYIY OCHOBHOTO
Aomnosijiava. [pissuine Ta inirianu (iHimian iMeHi) KOKHOrO JONOBia49a IPYKYIOTHCS
3 HOBOT'O psnka. TeKCT BUCTYITy BHKIIANAETLCS Y TPETil 0cobi ofHUHY.

Texcru abo Te3u MomoBini Ta BUCTYIIB, 0QOPMIIEH] SIK OKPEMi JJOKYMEHTH, 10
TEKCTy IPOTOKOJIY He BKirodaroThes. [Ticist BigomocTed mpo momosigava cTaBUThCS
TUpe 1 3a3HauaeThes: « TekeT nomnoBiai (BUCTYITY) HOJA€ThCS 10 IPOTOKOIYY.

112. ITicna cnoa «BUCTYITUIIM>> dikcytoThest BUCTYIH THX 0cCi0, SIKi B3I
ydacTb B o0OrosopeHHi nomnosini. Bucrtymu odopmisitorses y mpotokoni i3
3a3HAYEHHSM I10Ca, MPI3BHIL Ta 1HiNiamB (iHiliamy iMeHi) IPOMOBLIB y Ha3WBHOMY
BIZIMIHKY, @ TaKOXX 3 BHKJIAJEHHSIM 3MICTy NMUTaHHS Ta BiAMOBifel Ha HHOTO. 3MicT
BHCTYIIIB BUKJTATAETHCS BiJl TPETHOI OCOOM OHUHH.

113. Tlicis  cmoBa «BUPIIIWIM (YXBAJIWIN, TTOCTAHOBUWJIN)»
(bikcyeTbess TMpuliHATE pillleHHS 3 OOGTOBOPIOBAHOIO IUTAHHS TMOPSANKY JEHHOTO.
PimeHHst noBuHHE OYTH KOHKPETHUM 1 BKIIIOYATH CKJIAIOBI, 110 BiAMOBI1AI0Th HA TaKi
[UTAHHS: KOMY, IO 3pO0OUTH 1 B SIKHI CTPOK.

Pimenns, mo MicTsTh Kinbka MUTaHb, MOAUIAIOTS HA IYHKTH i IMiIMyHKTH,
SAKI HyMepyroThesi apabcbkumu uudpamu. [TiAMyHKTH HyMepyroThesl HU(paMu 3
Y KKOIO.

114.Y pasi, konu Ha 3aciTaHHI MPUHMAETHCS PILIEHHS PO 3aTBEPKEHHS
JNOKYyMEHTa, fAKHH OOroBOproBaBcs Ha 3acifaHHi, el JOKYMEHT IOJAETHCS [0
IIPOTOKOIY 1 B HLOMY POOUTBCS TOCUIIAHHS Ha HOMED i JIaTy MPOTOKOIY. 32 HassBHOCTI
IHINMX JIOKYMEHTIB, IO PO3TIISIANKCS Ha 3aciiaHHl Ta (akT 06roBopeHHs AKux 6ymno
3a(iKCOBAHO y TEKCTI IIPOTOKOIY, BOHH HYMEPYIOThCA apabChKuMy LuppamMu
(Homarox 1, Homarox 2). ¥V BiIOBITHUX ITyHKTaX IPOTOKOIY pOOUTECS IIOCHIIAHHS HA
11 TOaTKH.

Pexsizur «BiamiTKa Npo HasBHICTH JOAATKIB» HANPHKIHI[ TEKCTY MPOTOKOIY
HE 3a3HAYa€ThHCA.

115, IIporokon mMmiNUCyeThCs TOJOBYIOUMM Ha 3aciflaHHi KoJeriaabHOro
OpraHy Ta CeKpeTapeM.
116. Jeski mpoTokosd 3aciaHp (TEXHIYHHX KOMITETIB, METOIUUYHMX,

€KCIIEPTHUX, HAYKOBUX Paj 1 KOMICIH TOIIO) Mi/UIAraloTh 3aTBEPKEHHIO. Y TaKOMY
pasi IPOTOKOJI IIOBHHEH MaTH IpH() 3aTBEPIKEHHS.

117.  Komii npoTokoniB a00 BUTSITH 3 HHUX 3aCBiAUylOThCsA nedarkono 3VYI
1 HaicunalTbed y pas3i MOTpeOH 3alliKaBIeHHM YCTaHOBAM, CTPYKTYpHHM
MiZpo3aiaM, NocamoBuM ocobam, mpaniBHukaM. CIHMCOK PO3CHIKHM CKlajae 1
IIJIIKCYE CeKpeTap.



Cay:x00Bi JucTH

118.  Ciryx0oBi nuCTH CKIaaloTBCS 3 METOK OOMiHY iH(OpMariclo Mixk
yCTaHOBaMHU SIK:

® BI/NOBi/i TPO BUKOHAHHS 3aBaHb, BU3HAYEHUX B aKTAX OPTaHiB JIepKaBHOL
BJIaJIM, JOPYUYCHHSX BHIIUX I10CAJOBUX 0Ci0;

® BIJINOBiMI HA 3aITUTH, 3BEPHEHHS, 4 TAKOXK KOpecIoHeH1i10 BepxosHoi Paau
Ykpainu;

® BIAIOBI/JI Ha BUKOHAHHSA JOPYYEHb YCTAHOB BUIIOTO PiBHS;

® BIAIOBI/I HA 3aIIMTH {HILMX YCTAHOB; BIAIOBi/i HA 3BEpHEHHS IpOMaIsIH,

® BIIOBIJ Ha 3aIUTH Ha iH(OpMALlilo; iHILIaTHBHI THUCTH;

® CYIPOBIIHI JTUCTH.

119.  CnyxGosuil muCT 0hOPMIISIETHCS Ha CHEMiaIBHOMY ISl TUCTIB GaHKy
opmary A4 (210 x 297 mimimMerpiB). SIKIIO TEKCT JIUCTA HE NEPEBUIIYE CEMH PSI/IKIB,
MOJKe BUKOpUCTOBYBaTHCs Onank Gopmary AS (210 x 148 minmimerpis).

120.  JImer mae Taki peKBi3UTH: Jara, peecTpalilHuil iHIeKe, TOCHIaHHS Ha
peecTpaliiHuil iHAeKe 1 maTy DOKyMeHTa, Ha SKMH JaeThes BiJIIOBIiZb, anpecar,
3arojIoBOK 10 TEKCTY, TEKCT, BIAMITKA NP0 HAasBHICTh MOJATKIB (y pasi morpe6u),
IIJIIIUC, BIAMITKA [TPO BUKOHABIIS.

Hatoro nucra € nara MOro MiANWCAaHHS, sKa MOBMHHA 30iratucs i3 maToio

peecTpaii BUX11HOT KOPEeCIOHeH Il y MpaliBHUKA BiAMOBIIAIBHOTO 33 AiJI0OBOICTBO
y 3VL

JIucr, opopmiennii Ha 6ianky dopmary A4 (210 x 297 miniMerpis), MoBHHEH
MaTH 3arojIoBOK /10 TEKCTY, 1[0 BiAIIOBila€ Ha MUTAHHS «IIPO 1107 .

121, OcHOBHUM peKBi3UTOM CIIy’KG0BOTO JIHCTA € TEKCT, 110, K MPaBHIIO,
CKJIa[a€ThCS 3 IBOX YACTUH. Y MEpIIii 4acTHHI 3a3HAYa€ThCS MTPUYMHA, MifcTaBa abo
OOIPYHTYBaHHS MIATOTOBKH JIUCTA Y HABOASLTHCS [IOCHIIAHHSA HA TOKYMEHTH, 1110 OYJIH
miJICTaBo0 111 Horo cknafeHHs. JIpyra 4acTHHA BKJIFOYA€ BUCHOBKM, NPOMO3HIL,
NPOXaHHs, PilIEHHs TOIIO, SKi PO3MILIYIOTHCS 3 ab3aiy.

122, Ik mpaBuno, y JUCTi MOPYIIYETHCS OHE ITUTAHHS.

Texer mcra BUKIaa€eThes Bil epIoi 0co6u MHOXKHHY 3 BUKOPUCTAHHSM CJIiB:
«IIPOCUMO TOBITOMHTH. . .», PO3’ACHIOEMO, III0...» abo Bil TpPeThoi 0coOM OJHWHU
— «3¥YI indopmye...», «3VYI BBaXkae 3a JOLIIBHEY .

SKuIo nMcT cKnazeHo Ha OnaHky mocamoBol ocobu 3VYI — mpesumenta aGo
peKTopa, TEKCT BHUKJIAJAETBCA BiA IepIIoi OCOOM OJHWHH — «IPOLILY...»,
«IIPOIIOHYIO. . .» TOIIO.

Ciyx00B1 JHUCTH NIiANMHCYIOTHCS BIIIOBIAIHO 10 NyHKTIB 42-52 1bOro
[lonoxeHHsl.

Odiuiinoro neuatkoro 3Y1 3acBiuyroThes JIIe rapaHTiiiHI THCTH.

123, Cayx6GoBuil nuct Bizye MpalliBHUK, SKUH CTBOPUB JIOKYMEHT, KEPiBHUK
nigposainy 3VI, B sxoMmy Horo crBopeHo, a B pasi morpebu (4KIO B JHCTI
IIOPYIIYFOTHCS BayKJIKMBI Ta MPUHITUITOB] ITUTAHHS) — KEPIBHUKHM IHIIMX 3al[iKaBIEHUX
migposainie 3YI, a Takox mnpopexkropu 3VYI BigmosigHO 10 (PyHKIIOHATBHUX
000B’A3KIB (AKIIO JHMCT IIOBUHEH Ii/INUCYBaTH PEKTOpP) Ta IOPUCTU. JIMCTH,
IHIIIATOPOM Ta aBTOPOM SIKUX € 0COOUCTO pekTop (Mpe3uueHT) Ta nmpopexTopu 3VYI,



BI3YIOTbCS IOPHCTAMHU JIMIINE B pa3i BU3HAYEHHS KepiBHUITBOM 3V foiinbHocTi un
HasBHOCTI CITIpHHUX [TUTAHb.

AoxymenTn 10 3acizanb KoseriaabHux Oprasis

124.  TligroroBka ta odopmienHs JAOKYMEHTIB 0 3acifaHb KoJeriaJbHHUX
OpPraHiB MNPOBOMSTHECA 3 METOI  3/iHCHeHHS [IOBHOBA)KE€Hb, IepenbayeHux
ITOJIOYKEHHSIMH TIPO 111 KOJIeTianbHi Opraqu.

125. 3acimaHHsA KojeriaJbHUX OpraHiB NpPOBOASATHCS BiANIOBIIHO 110
3aTBEPDKEHMX TIAHIB iX pobOTH Ta y pasi moTpedu.

Y niani po6GoTH KoseriaisHOro OpraHy 3a3Ha4arOThCs NMUTAHHS, 10 TOBHHHI
PO3IIIsIaaTuCs, gara posrAmy, Npi3BHINe, iHiliann (imimian imeni) pomoBimava Ta
HalMEHYBaHHS BiJUITy, SIKUii rOTye TOKYMEHTH TSt PO3TJISAY IUTAHHS KOJIETrialbHIM
OpraHoM, CTPOK IIOJAHHS JOKYMEHTIB.

I1poekT nnany pobotu KoreriaapHOro OpraHy CKIIQJa€ThCsl CEKPETAPEM I[HOTO
oprany abo iHIIOI IOCANOBOK 0cOGO0I0, KA BIIIOBITHO 710 CBOIX MOBHOBAXKEHD
3a0esnedye oprasisanilo poGoTH I1HOrO OpraHy 3 ypaxyBaHHSM [POIO3ULil
KePIBHULTBA Ta CTPYKTYpPHUX IIiApo3aitis V1.

KepiBuuku cTpykrypHux migposainis 3VI 3aByacho HOJAIOTh Ui BKJIIOYEHHS
10 TIaHy poOOTH KOJETialbHOro OpraHy mepesik IIUTaHb, SKI BOHU BBAXXAIOTh 3a
HeoOXilHe PO3INISHYTH Ha f0oro 3acimamHi. o meperniky momaeTbcst moBimka 3
OOIPYHTYBaHHSM I1i/ICTAB BHECEHHS UTAHHS HA PO3TIISZ KOJETIaJIbHOTO OpraHy.

3aTBepKeHUH KOJeTialbHUM OpraHoM IJIaH poboTH OBOAUTHCS 10 Bimoma
YICHIB KOJIETiabHOTO Oprany i KepIBHHUKIB CTPYKTYpHHUX migpossinis 3Y1. JlogaTkosi
[TUTAHIS! 110 3aTBEPIDKEHOrO IUIaHYy POOOTH KOJerialbHOTo opramy MOXYTbh OyTH
BKJIIOYEH] 3a PIllIEHHSM HOTO TOJIOBH. Cexperap koneriansHoro oprarny a6o imima
nocazioBa ocoda, fKa BiANOBIIHO 10 CBOTX MOBHOBAKEHE 3a0esneuye oprauizanmiro
poGoti Takoro oprady, iHhpopMye Bcix uieHiB KOJIErialbHOTO OpraHy Ta
BIIIOBITAILHIIX BUKOHABIIIB PO BHECEH] 10 IUTaHy 3MiHH.

126. JIOKyMeHTH 3 muTaHb, MO BHOCATHCS HAa PO3IIISLT KOJIEriajbHOrO
OpraHy, NOBUHHI [I0JaBAaTHCS He Mi3HiLlE HiX 3a I'ATh JHIB 10 3acijanHs, a y pasi
[IPOBENICHHA [103a4€PTOBOr0 3aCiJaHHs — He Mi3HiIle HIK 3a OJIUH JIeHb. 3a3HaydeHi
JOKYMEHTH MiCTSITh:

JIONIOBIIHY 3aITHCKY, aJpecoBaHy KoJIeTianbHOMYy oprany (y pasi noTpebu), B
SIKIH IPYHTOBHO BUKJIA/IeHi TUTAHHS 3 BUCHOBKAMH i IIPOIO3HUILIIMH;

NPOEKT pillleHH (PO3MOPSKEHHS, NOCTAHOBH) ~KOJIETiallbHOrO ~ Opramy,
3aBI30BaHUI KepiBHMKAMHU 3aI[iKaBIeHHX MiZPO3/IiNiB, Ta MOKyMEHTH 10 HBOTO
(aHamTHYHI 10BiAKHM, Tabnumi, Aiarpamu TOIIO), 3aBi30BaHi X KepiBHUKaMH, a y pasi
IOTPeOH — IPOEKT HaKazy;

Yy pasi motpebm — OBiAKY NP0 TOrOmKeHHS IIPOEKTY  pillleHHH
(PO3IOPSAIKEHHS, MOCTAHOBH) i3 3alliKABICHUMU miaposinamu 3YI Ta iHmmMu
YCTaHOBAaMU;

CIUCOK 0cib, sIKi 3ampoILylOThCs Ha 3acifaHHsd KOJNeriaisHOro oprasy; iHmi
JIOKYMEHTH, HeOOXIHI I pO3IIIsiy [TUTAHb.

127.  JloxymenTH, mifrotosneni mus PO3ITISITy KOJIEriallbHUM OpPraHoM, a
TaKOXK OJIMH NPUMIPHUK iX Komiit 36epiraroThes y CeKpeTapsi KOJETialnbHOr0 OpraHy
abo iHmol mocamoBoi ocobu, sKa BIZITIOBIJTHO /10 CBOTX [TOBHOBAKEHE 3abe3mneuye



OPraHisalito pobOTH TaKOro OpraHy, OKPEMO 3 KOIKHOTO 3aciaHHs.

128.  3a cBoeuacny Ta HAJIOXKHY ILATOTOBKY JOKYMEHTIB JUIS TIPOBENEHHS
3aCiaHb KOJIeTialbHOr O OpraHy BiJIIOBIal0Th JONOBIqaui Ta KEPIBHUKU CTPYKTYPHUX
nigposninis 3VI.

129. Cekperap komeriansHoro oprany a6o imma mocajzoBa ocoba, sika
BIAIOBI/IHO /10 CBOTX OBHOBAXKEHD 3abe3mnedye opranizanito poGOTH Takoro opramy,
3MIHCHIOE KOHTPOJIb 38 CBOEUACHHMM IOJAHHIM JIOKYMEHTIB Ha PO3IJIS Ta TepeBipsie
IX Ha HAsABHICTh ¥ OBHOMY 06Csi3i Ta IPaBUILHICTD O(OPMIICHHSL.

JloKymMeHTH, mofjaHi 3 mopyeHH M YCTaHOBIJICHOTO IOPSAKY i CTPOKIB, 10
pO3risily He NIPUIMAIOThCS.

130.  [IpoTokon KoKHOTo 3acimanus KolerialbHOro OpraHy CKJIaJa€Thesl 3
YPaxyBaHHsIM BUMOT, 3a3Ha4eHuX y myHKTax 102-117 msoro ITonoskerHs.

I131. Piwenns xomerili (mapan kepisuunTsa, Buerof panu, KoH(pepeHmil
TPYROBOTro KOJEKTUBY, pajx) 3VI peanmisyloTbes NIIIXOM BUNAHHS HAKA3iB Ta
PO3IOPATKCHE PEKTOpoM (TpesunenTom) 3VI, posmopsimkeHnb IIPOPEKTOPIB 3rigHO
po3moiny (GyHKIiOHANBHUX OGOB’SI3KIB, SKMMH BOHH BBOIATECS B Jif0. Y pasi
MOTPeOU BUKOHABISIM MOXKYTh HAICHJIATHCS KOIIL IPOTOKOJIB a00 BHUTATIB 3 HHX.
Butsiru 3 mpotokonis opopmimorotses Ha BIANOBIIHOMY OIaHKy i 3acBimayroThes
odiuidHO0 reyarkoro 3V,

HoxymenTu npo ciyx00Bi Biapsikenns

132, Cnyx06oBi Binpsmxenns mparisaukis nependavaroThCs y Miani po6oTu
3VL. V pasi BHHHKHEHHS TOTpeGU Y HanpaBIeHHI NMpaliBHUKA y BiApsIKCHHS, He
nependauese riaHom po6otu 3VYI, kepiBHHKOM CTPYKTYPHOTO MiJPO3IiTy, B IKOMY
NPALIOE NPAiBHUK, TOTYETHCS MOMOBIAHA 3aITHCKa Ha iM’s npesugeHrta 3YI, B axiii
3A3HAYACTRCS NPO T€, KyAW, HA AKWM TEPMiH i 3 SIKOIO METOo BIJIPSIKAETHCS
[palliBHUK.

Homosinna 3ammcka paszom 3 IIPOEKTOM HaKasy TIpO BiJpsKeHHS,
IrOTOBJICHUM  BITIOBIAHO J10 OyHKTy 85 uporo Ilomoxenns, [IepeIaEThCs
npesunenty 3Y1 gepes pekropa (ocoby, Bi/IOBiTaTBHY 32 IIJI0BOJICTBO), SIK IIPaBUIIO,
HE Ii3Hille HIX 3a TPH TO6H 10 TIOYATKY BiPSIIKEHHS.

Jts peectpauii Bigps/pKeHb BeneThes KypHal (nopaTok 8).

133. TIlicis moBepHenns 3 Bigpsikenus NpaliBHUK BiAIOBIIHO [0 TOPSAKY,
BU3HAYCHOTO KepIBHUUTBOM 3VI, rotye y TpumeHHwuit CTPOK ITMCBMOBHH 3BIiT ab0
TMOBIAOMIISIE TIPE3UAEHTY (PEKTOPY Yu IIPOPEKTOPaM) Ta KepPiBHUKOBI CTPYKTYPHOIO
MIZPO3MAINY HPO pe3yNbTaTH BHUKOHAHHS 3aBAaHHsd, a TakKOX II0JA€e 3BIT Ipo
BUKOPHUCTAHHS KOLUTIB y CTPOKH, BU3HAYEH] 3aKOHOJABCTBOM.

3BIT MpO BiAPSIKEHHS (BUKOHAHHS 3aBJIaHHS) 3aTBEPIKYETHCS KepiBHUKOM
CTPYKTYPHOT'O ILAPO3JILTY, 3BIT IPO BAKOPUCTAHHS KOLITIB, HaTaHKX Ha BIAPSKEHHS,
MINKCY €THCS TPALiBHUKOM, TTiC/IsS YOro nepenaeTses 10 Oyxranrepii 3V1.

IIL. Oprauizauis 10kyMenT00Giry Ta BUKOHAHHS AOKYMEHTIB
Bumorn moxo panionanizauii AOKYMEHTO00iry

134. loxymentooGir 3VI — 1e npoxomkeHHs AOKyMeHTiB B 3YI 3 MomenTy
IX CTBOpEeHHs ab0 OflepXKaHHsA 0 3aBepIIEHHsS BUKOHAHHS a6o BiNIpaBiIeHHs.

JlokyMeHTH, HesalnexHO Bia criocofy (ikcamii Ta BIITBOPEHHS iH(MOpMarii,
POXOJIATH 1 ONPalbOBYIOThCA B 3Y] Ha €1UHIX OpraHizaliffHUX Ta IPaBOBHUX 3aCanax



opraizauii 10KymMeHTo0Giry.

135.  Edexrusua opranizanis JOKYMEHTOo00Iry rnepenbayae:

- IPOXOJDKEHHA NOKYMEHTIB B 3Y] HAKOPOTILIMM IIUTSIXOM:;

- CKOPOYCHHSI KINBKOCTI IHCTAHLiM, MO SKUX MOBHHHI HaIXOUTH
AOKYMEHTH (HaIpUKIAJ, IiJl Yac IIOTO/KEHHS);

- OJIHOPAa30BICTh OIepaliifi 3 OmpalIOBaHHS JIOKYMEHTIB, YHUKHEHHS
nyOmOBaHHS I1i1 Yac poGOTH 3 HUMH;

- LeHTpaJli3allilo, 30Cepe/KeHHs 3/iMCHEHHS OIHOTHITHIX olnepariii 3
JOKYMEHTaMH B OJTHOMY MiCIIi;

- pawioHanbHe posTamysanss B 3Y1 ninposninis i poGounx Micie.

136. [Topsanox  noxyMeHTOOGIry permaMeHTyeThCS HUM  [I0JOKEHHSM,
IHITMMU 00K eHHAME 3V, 0CcafioBUMH IHCTPYKITisMH, KOHTPaKTaMH TOLIO.
137.  OcobmuBocTi oprasizariii €JIeKTPOHHOIO JOKYMEHTOO00ITy

BU3HAYAIOTHCS OKPEeMOI0 IHCTpyKiiero 3Y] 3 ypaxyBaHHSM —BHMOT HOPMAaTUBHO-
[IpaBOBUX aKTiB y milf chepi, mo maoTh BUILY IOPHAUYHY CHIIy, a TaKOX
XapaKTepPUCTUK TeXHIYHUX i MporpaMHux 3acobiB, M0 GyHKIIOHYOTE B 3VT.

V pasi Bopoamkenss B 3V1 cuctemu aBTOMaTH3alil I1JI0BOACTBA ab0 CHUCTEMU
CIICKTPOHHOIO JOKYMEHTOOOIry HpalliBHUK BiAINOBIiAAaNbHUM 33 HiIOBOICTBO y 3V¥I
pa3oM i3 Bimainom, o BianoBsinae 3a aBTOMAaTH3aLiI0, pO3pObIIsie pernaMeHTH poboTtu
3 JIOKyMEHTaMH B €JIEKTPOHHIH (opmi.

138. Opranizanis  nokymentoo6iry y pasi 3aCTOCYBaHHS 3aco0iB
aBTOMaTH3allil MiOBOJICTBA IOBUHHA 3a6e3MeYHTH CYMICHICTh TpaJMLIHHOTO Ta
aBTOMAaTU30BaHOI'0 CIOCO0Y ONpAllIOBAaHHA JOKYMEHTIB i3 MOM/IMBOCTSIMM 3ac0oGiB
aBTOMaTHU3allil IiJI0OBOJCTRA.

061k 00cATy 10OKYMEHTOO06Iry

139. OGesr noxymentoobiry 3YI — me cymapHa KilbKicTs OTPUMaHUX
(BxiaHuX) i cTBopeHnx B 3YI (BHYTpimHIX, BUXIJIHUX) JIOKYMEHTIB 3a MEBHMUIT Iepioj
(kBapTad, piK).

140.  IlinpaxyHok KinbkocTi JOKYMEHTIB 3J[IliCHIOETECS 3a peecTpalliiHuMHU
(popmamu B Micisix ix peecTpar.

3a omuHuO 0O6NiKy GepeThcs JOKYMEHT. PosMHOMeHi NPUMIPHHKH,
OnpalbOBaHi MPAIiBHUKOM BiMOBIIaILHAM 3a JiI0BOJCTBO B 3VI, mixpaxoByroThcs
OKpeMO Ha OCHOBI npuitHaATOl B 3V cructemun 061Ky H0KyMEHTIB.

OOk oKyMeHTIB Moe 3milicHroBaTHCS 5K 3a 3V B LIJIOMY, TaK 1 38 KOXHUM
iIPO31IiIoM, 32 IPYIIO JIOKYMeHTiB. OKpeMo [ PaXOBYIOTHCS 3BEPHEHHS I'POMa/ISTH,
3aIIUTH Ha iHdopMalliro.

PesynpTaTu O0JiKy  JOKYMEHTIB  y3arajbHIOIOTHCS NpaniBHUKOM
BiIIIOBIJAJIbHUM 3a J(IIOBOJICTBO i TTONAIOThCS pexropy 3V mns BXKHUTTA 3aX0MiB [UIs
YZOCKOHAJIEHHS] POOOTH 3 JOKYMEHTAMH.

141, IlincymxoBi nmami o6miky o6csry JIOKyMEHTOOOITy TIO/alOThCs B
TabnuaHil hopmi (nogaTok 9).

IIpuiiMaHHs Ta NepBHHHE ONPANIOBAHHS AOKYMEHTIB, 10 HAAX0AATh /10 3YI

142, JlocraBka joxkymenTiB mo 3VI 3MIACHIOETHCS, $K [PAaBUIIO, 3



BUKOPHCTaHHIM 3ac00iB IOIITOBOIO 3B’513KY i €JIEKTPO3B’A3KY, @ TAKOXK Kyp’ €pPCHKO0
Ta (ellb/1’ erepehKoIo Ciry:k60r0.

Homwroro  ta wepes kyp’epceky CIlyk0y  OCTaBISETHECS  ITHCHMOBA
KOPECIOH/ACHLIs, TIOIITOB] KapTKu, OaHAepoI, ApiOHi MaKeTH, a TaKkokX INepiomryHi
JPYKOBaHI BUIAHHS.

DeJIb’ ErepehKOI0 CITykO0I0 TOCTABISETHCS CHelliaJIbHa KOPECIIOHIEHIis.

KananamMu eeKTpo3B’s3Ky HOCTAaBISIOTHCA: TellerpamMu  (TeseTalinorpamu),
(hakcorpamu, — Teme(OHOrpamMH,  eNEKTPOHHI JMOKYMEHTH i3  3aCTOCYBaHHAM
CICKTPOHHOTO  M(BPOBOTO MiMUCY Ta TOKYMEHTH B eTeKTPOHHIi bopmi  Ges
CICKTPOHHOrO LU(poBoro mianucy (y ckanosaHiit Gopmi).

143.  Vci noxymenTs, o naaxonsts 1o 3V, MPUAMAKOTECS LIEHTPATI30BaHO
Y Bianini oprasisartii 1okymMeHToo6iry.

Pexomen/ioBana, cremianbha Ta KOPECHOHIEHINS 3 OrONOMIEHOK I[HHICTIO
MPUAMAETBCS I11)] PO3MUCKY B XKypHaI, peectpi abo 1oBiqoMIeHHi IIPO BPYUCHHS.

Y pasi HaZXOJUKEHHS! KOPECIIOHASHINT 3 BimMiTKOIO «TepMiHOBO>> (ikcyeThes
He JIWIIe J1aTa, a 1 FOJUHH Ta XBHJINHH JJOCTABKH.

Y pasi NOIKOMKEeHHs: KOHBEpTa poOHTHCS BiANOBiIHA BimMiTKa y HOLITOBOMY
peectpi.

144.  TlpaumiBHUK BimnoBiganeHUH 3a mimoBojcTBO B 3VI pPO3KpUBAE BCi
KOHBEPTH, 32 BHHITKOM THX, III0 MAIOTh HAITUC KOCOOUCTOY).

145.  KouBepr 36epiraoThes i OAAIOTHCS 10 JOKYMEHTIB Yy pasi, KoJu JHiIe
38 KOHBCPTOM MOXKHA BCTAHOBUTH aIpecy BiJNpaBHUKAa, 4Yac BiJANMpaBIeHHS Ta
ONCPKAHHS NOKyMeHTa abo KOIM y KOHBepTi BifCYTHI OKpeMmi MOKYMEHTH 4u
BCTAHOBJICHA HEBIAIOBIJHICTE HOMEPIB JIOKYMEHTIB HOMEpaM, 3a3HaYeHHM Ha
KOHBEPTI, 4 TAKOX aJPECH] SPIUKH PEKOMEHIOBAHMX KOHBEPTIB i IMaKeTiB.

Y pasi BHUSABIEGHHS BiACYTHOCTI IOMATKiB, 3a3HAYECHUX y IOKyMeHTi, abo
OKPEMHX apKyIIiB, a TAaKOK MOMUJIOK B 0OPMICHHI JJOKYMEHTA, 1110 YHEMOXIIUBITIOE
HOro BUKOHAaHHA (BifCYTHICT MmiAmucy, BimOGHTKY mneuaTkw, rpudy 3aTBepIKEeHHS
TOIIO) NOKYMEHT HE PEECTPYETHCS i BiNPAaBHHKOBI HAICUIACTHCS THCHMOBUH 3AIIAT
a00 HOMy MOBIIOMIISIETBCS PO 1ie TeNehOHOM. Ilpw nboMy Ha JOKyMeHTI poBUTECS
BIIIOBINHA BiZIMITK i3 3a3HAYEHHAM JATH 3amUTy (po3MoBHU TenedoHOM), TOCAH Ta
npisBuIma ocoGu, sKil 3pobiaeHo 3ammr, nignucy, ininianis (imimiamy imewni) Ta
Npi3BUIIA 0COOH, 110 3iHCHUIA 3aITHT.

VY pasi BiicyrHocTi abo HerimicHOCTI BKJIaJIeHb, MOLIKO/KEHHsSI KOHBEPTA,
YIAKyBaHHs, IO TPHU3BENO /10 HEMOXJIMBOCTI NPOYHTAHHS TEKCTY JOKYMEHTa,
CKIa[la€TbCs aKT y JABOX MpuMipHukaX. ONUH TPUMIPHHK aKTa HAACHIAETHCS
BIIMPABHUKOB], IHUMI — 36epiraeTbes y TpauniBHMKa BiAMmoBigagpHOrO 3a
JIIJIOBOJICTBO.

146.  Hapicnani He 3a aipecoro JOKyMEHTH [IOBEPTAIOTHCS BIJINIPaBHUKOBI Oe3
IX po3IyIsiy.

147.  ®axri nata HaAXOMKEHHS AoKyMeHTa 10 3Y] 000B’A3K0BO (iKCyrOThCsS
3a IpaBHJIaMH, 3a3Ha4Y€HHMHU B yHKTI 157 uporo [MomoxkeHHs.

148.  EnextpoHHi Hocii inpopmarii 0608’ s13K0B0 nepenaroTecsa g0 3VI i3
cynpoBigauM nuctom. ITix yac npuitMaHHs Takux JDOKYMEHTIB OIIPAI[bOBY €ThCS TiNLKH
CYIIPOBIIHUI JIHCT.

149, Y pasi HamgXO/DKCHHS JOKYMEHTIB, HamiCIaHuX TernedarcoM,
NepeBipsEThCS 3arallbHa KilbKIiCTh apKYIIiB Ta BiAMOBIAHICTE TX Tiid KIJIBKOCTI, 1110



3a3HaICHa Ha NepIIOMy apKyIli, a TaKoX HalexXHa AKiCTb APyKy. V pasi oxepikarus
(akcuMinpHOrO mMOBiTOMITEHHS He B IIOBHOMY 00Cs31 ab0 3a HasBHOCTI TeKCTy
HEHAIIEIHOI AKOCT] JIOKYMEHT HEe PeeCTPYEThCS i PO Iie 060B’I3KOBO IHQOPMYIOTD
BIIITPaBHUKA.

Ilonepenniii po3rasia foKymenTin

150.  JlokymeHnTn, agpecoBani pekropy (npesuzenty) 3VI, a takox Taxi, B
SIKMX HE 3a3Ha4YCHO KOHKPETHY 1ocafoBy ocoby abo BiIin sk ampecar, mimisraioTs
TIONePEHBOMY PO3IIISIY TPALIBHUKOM Biily oprasizarii JIOKYMEHTOO0ITrYy.

I51. Meroro momepesHbOro posrisy JIOKYMCHTIB € BUOKPEMJIEHHS TaKUX,
o MOTPedyIoTh 060B’ A3KOBOTO PO3IIIsLY PEKTOPOM (Tpe3uaeHTOM), popeKTOpaMu
3V1, abo npauiBHUKaMu CTPYKTYPHHUX ITiApO3/iiB.

OG0B’ s13K0BOMY PO3IIISITYy PEKTOPOM (mpesunentom) 3YI mimmsrarots akTH
OpraHiB JIepXKaBHOI BIIA/H Ta JOPYYEHHS BUIUX TOCATOBHX oci0, 3aIKTH, 3BepHEHHS,
4 TaKo) KopecmoHneHuUis BepxoBroi Pamu Vkpaixu, Anminicrparii [pesunenta
Ykpainu, Kabinery Minictpis Ykpainu, KPIM TOTO, KOPECTIOH IEHIIis], 1110 HAAXOTUTD
BiJl YCTAHOB BUILOTO PiBHS; pillleHHS OpraHiB MiCLIEBOTO CaMOBPSITyBAHHS, a TAKOXK
HAHBAXKIIUBILI JIOKYMEHTH, SIKi MiCTATB iHQOPMAILLiIO 3 OCHOBHHX MHTAHK TISUTBHOCTI
3V11inotpeGyroTs BUpilIeHHS Ge3Mmocepe b0 PEKTOPOM (IIPE3UIEHTOM).

[Hmni lokyMenTH mepenaroThCs mpopexTopam a6o BHUKOHABIISIM BIJIMOBIIHO 0
X QyHKLIOHATBHUX 0608’ S3KIB.

152, Tlonepexmuiit po3ras; NOKYMEHTIB MOBHHEH 3M1ACHIOBATHCS Y JIeHb
HAaIXOJDKeHHS a0 B IepIInii HACTYNHHUI poGOYHMi 1eHb ¥ pasi HaJIXo DKeHHs iX Triciis
3aKiHYeHHs poOOYOro JHs, y BHXIiJHI Ta CBITKOBI Hepoboui aui. JlopydeHHs ycraHos
BUIOTO PiBHS, TeNerpaMH, Tee(OHOTPaMHU PO3TIISIAF0THCS HETaHHO.

153. Ha crazii monepexusoro PO3IISINY 3AIMCHIOETECST BinGip MOKYMEHTIB,
110 He Mi/UISraloTh PeecTpallii npariBHUKOM BiZIIOBiaJbHUM 3a TiI0BOICTBO
(mopatok 10), a Takox Takux, mo [IEPENAIOTECST VI PeECTpallli CTPYKTYpPHUM
011po3ainam.

Peecrpanis noxkymenTin

154, Peectpanis AOKYMEHTIB IOJIATAE Y BeJCHH] 3aMUCy OOIIKOBUX HAaHHUX
TIpO OKYMEHT 32 BCTAHOBIICHOIO PEECTPallifiHO0 (HOPMOI0, SKHM dikcyeTbest daxT
CTBOPCHHS, BIAUpABIEHHS a60 ONEepKAHHSA JOKYMEHTA ILIIXOM IIPOCTABJIEHHS Ha
HBOMY PEECTpPAIiiHOTO IHAEKCY 3 MOMANBIIMM 3aITHCOM y 3asHadeHux ¢opmax
HeoOXi/IHMX BITOMOCTEH Npo JOKyMeHT. Peectpanis nokymenTiB npoBaguThes 3
METOI0 3abe3neveHHs iX O6JIKy, KOHTPONIO 32 BHKOHAHHSM i ONEePaTHBHUM
BUKOPHCTaHHAM HasiBHOI B JOKyMeHTax indopmarrii.

PeectpyroThes TOKyMeHTH Hes3anexHO Bin crnocoby iX JocTaBKHM, mNepenaui
YH CTBOpPEHHS.

155, Peecrpanis axriB oprauis ACPKaBHOI BIAJU Ta JOPYYEHH BHILUX
N0CaJIOBUX 0ci0, 3amuTiB, 3BCPHCHB, a TaKoX KopecnoHmeHuii Bepxosnoi Pamu
Ykpainu, Ajaminictpauii ITpesumenta Ykpainy, KaGinery Minicrpis YKpainy,
JIOKYMEHTIB, 110 HAAIMIIIH Ha pO3risiz pextopa (npesugenra) 3VI ta IIPOPEKTOPIB,
PO3MOPSIYUX IOKYMEHTIB, JIMCTIB 3a MiANKCOM peKTopa (IpesunenTa) Ta 1ipopekTopis,



NPOTOKOJIB 1 pillleHh  KOJEeriaJbHIX OpraHiB IIPOBOMHUTHCSA IIEHTPAi30BAHO
IIpalliBHUKOM BiATIOBIZAIbEHUM 32 JIJIOBOJICTBO.

[HImi  joxymeHTH, IO CTOCYIOTBCS HaNpsAMIB  JIIANBHOCTI  CTPYKTYPHHX
miaposainis 3Y1, MoXyTh peecTpyBaTHCs B IUX nigposminax.

Peecrpanii miansraiors Takox 1okymenTH, cropesi B 3Y1 (mosiaxu, [omosiwi
3AITMCKH, 3as1BH TOLIO).

156.  JlokymeHTH peecTpyloThCA JHIIE OJUH pa3: BXigHI — Yy J€Hb
Ha/XO/UKEHHs ab0 He Ii3Hille HACTYIHOIrO IHS, SIKIIO JAOKyMEHT HaJiHIIoB y
HepoOoYMii yac, CTBOPIOBaHI — y JIeHb miAmHcanHs abo 3aTBEPKEHHS.

157. JloxymMeHTH peecTpyrOThCS 3a Ipymami 3aleskHO Bill Ha3BW, BHY,
aBTOpa i 3MiCTy NoKymenTiB. Hanmpuknan, okpemo PEECTPYIOTHCS:

- aKTH OPTaHiB JEpXKaBHOI BIaly Ta JOPYYEHHs BUINKX MOCANOBUX oci0,
3allUTH, 3BCPHEHHS, & TaKO0X KOPECIIOH IEHILs Bepxosnoi Pamu Vkpaiuy, mo
HaAlmH 0 3VI;

- Haxasu MiHicTepcTBa ocBiTH i Hayku Vkpaiuu;

- posnopskeHHs 3akaprnatchkol OJ[A;

- pimenss BeperiBcbkoi Michkoi paju Ta beperiscpkoi paitonHoi paau;

- HaKa3M (PO3MOPSIKEHHS) 3 OCHOBHOI MisLIbHOCTI:

- HaKa3su (PO3NOPSAIKEHHS) 3 aJIMiHICTPaTUBHO-TOCIIOIAPCHKIX THTAHE;

- Hakasl (pO3MOPS/UKEHHsS) 3 KaJpOBHX MHTAHb (ocoboBoro ckiany)
(BLAMoBioHO 70 IX BUOIB Ta CTPOKiB 30epiranns);

- Hakasu 3 0c000BOro CKlasy 3100yBadiB OCBITH;

- aKTH PEBi3ifl GpiHaHCOBO-TOCTIONAPCHKOT TisUTbHOCTI;

- CI1y>k00Bi JTHCTH;

- 3BEPHEHHSI TPOMA/ISH;

- 3anUTH Ha iH(opMaliiro.

158.  ®axcorpamu (maneposi komii JIOKYMEHTIB, Nepe/laHi 3 BUKOPHUCTAHHIM
3ac001B (pakCHMITBEHOrO 3B’S3KY) PCECTPYIOTECS OKPEMO BiJl HIIUX JOKYMEHTIB.

159. JloxymenTy, mo nepenatorscs CJICKTPOHHOIO IIOIUTOK Y CKAHOBAHIH
dopmi Ge3 enexTporHOro HU(POBOrO MAIKCY, PEECTPYIOTHCS OKPEMO Bif iHIIAX
JIOKYMEHTIB i3 3a3HaYeHHAM eTeKTPOHHO] aZlpecy BiIIpaBHUKA Ta ajpecaTa.

160.  Opwurinan nokymenTa, sikuii Hagiiinos BiZpasy micnst dakcorpamu a6o
C/ICKTPOHHOIO  ITOIITOI0 B  CKAaHOBaHiH ¢opmi, peectpyerbes Y BIAMOBigHHX
peectpanifnux Gpopmax BianosigHO 10 INYHKTY 157 UbOTo moJIosKeHHs.

I6l. Tlix wac peectpauii moxymenTy Hamaerbcs YMOBHE IO3HAYEHHS —
PeeCTpaliiiHuii iHjeKe, skuil ohopmiIoerses BI/IMOBiZHO 10 mymKTY 31 1BOrO
ITonoxennsl.

162. B 3VI 3acrocoyerscs KypHalbHa (opma peecTpanii JOKyMEHTIB
(mopatkm 11, 12).

Opramnizanis nepexaui nokymenTis Ta ix BHKOHANHS

163. JloxymeHtu mnepenmatotscss Ha PO3IIIAL  PEKTOPY (Ipe3suieHTy) Ta
npopekTopam 3YI B meHs iX HamxomkeHHS a6o HACTYITHOTO po6oYoro aHs y pasi
HAJXOJUKCHHS JOKYMEHTIB y HepoGoumii wac. Temerpamu, TeseoHOrpaMy,
CJICKTPOHHI Ta 1HIII TEPMIHOBI JOKYMEHTH Iepe1aloThCsl HeTalHoO.

Y reui 3 rpudom «Heinknamgaon PeKTOpyY (MPe3HIeHTy) NepenaroThes aKkTH
OpraHiB IepXKaBHOI BIAU Ta N0PYYEHHS BUIIUX MOCATOBHX oci6, 3anuTy, 3BepHEHHS,



a4 TaKOX KopecnoHieHlis Bepxosroi Pamm Ykpainu, Anmidictparii Ilpesunenta
Yxpainu, Kabinery Minictpis Ykpainu, KOPEeCIOH/ICHLIIs, 1110 HaIXOAUTh BiJl yCTAHOB
BHLIOI'O PiBHS.

164.  JlokymMeHTH, pO3IVIAHYTI PEKTOPOM (npesunentom) 3VI1 noeepraroTsest 3
Bi/INIOBI/THOIO Pe30TIONI€I0 10 BiZITy Opra’isauil JoKyMeHTooGiry, skuil 3icHIoe
peecTpaliro Ta nepenady J0KyMEHTIB HA BUKOHAHHS.

165. JIOKyMEHT, BUKOHABLIAMH SIKOTO € KiJIbKa BUKOHABIIB, I1€PeIacThCS iM
Y HOpANKY BU3HAYEHHS IX B pe3omowii a6o oxHOUacHO y BUIVILAL Komii, OpHTIiHAT
30epiractbess y  Bipaimi oprasizatil JIOKyMeHT000Iry. VY pasi BIIPOBAI’KEHHSI
CJICKTPOHHOTO JIOKYMEHTOODIrY CIiBBUKOHABLI OTPUMYIOTH TOKYMEHT B CINEeKTPOHHIM
bopwmi.

166. ®axT mnepenadi JOKYMEHTIB BHKOHABIIM (DIKCYETHCS —IILTAXOM
NMPOCTABICHHS BIANOBIAHOI BIIMITKM B peecTpamiiiniii (opmi i3 3a3HaueHHIM
iH(opMalii po BUKOHABIIB, IKUM Nepeaano Komii JOKyMeHTa.

167.  Ilepemaua moxymenra 3 ofHOrO CTPYKTYPHOI'O MiJPO3MILIY A0 1HIIOTO B
000B’SI3KOBOMY NOPSAKY 3AIHCHIOETBCS Yepes Bimi oprasizamnii HOKyMeHTOOGIry,
AKUH 3apeecTpyBaB JOKyMeHT. JIOKYMEHTH, BUKOHAHHS SKHX nepedyBae Ha KOHTPOJI,
NEepelAIOTECS 10 IHIIUX CTPYKTYPHHX MiAPO3IiiiB a60 {HIIMM BUKOHABIIIM TUIBKH 3
TMOBIJJOMJIEHHSIM TIPO L& TIpaliBHUKA BiIIOBIIAILHOTO 3a A1JI0BOACTRO.

168.  OG6mix noxymeHTiB, MmO mepenaroThCs 3 OJIHOI'O  CTPYKTYPHOI'O
nigposniny 3YI 1o iHmoro, 3miCHIOETHCS MITSXOM IPOCTABJIEHHS BiJIIOBIIHUAX
BIIMITOK Yy peecTpaliifinux dQopmax, ski Bene NPaLiBHUK BIiATOBIJanbHUM 3a
T1JIOBOJICTBO.

169.  BinnosinaneHicTs 32 BUKOHAHHS JOKYMEHTa HECYTh 0CO0H, 3a3HaueHi
Y PO3NOPANYOMY NOKYMEHTI, pesomouii pekropa (npesunenta) 3VI ta IIpalliBHUKH,
SIKHUM 0e311ocepeIHbO IOPYyUeHO BHKOHAHHS.

['onoBuuii  BHKOHaBeus opramizoBye poboTy cHiBBHKOHABIIB, 30KpeMa
BU3HAYa€ CTPOKM IIOaHHs HUMM IMPOIO3MIIH, NMOPSAOK MOTOPKEHHS 1 MiArOTOBKH
[IPOEKTY JJOKYMEHTA.

CriBBUKOHABLI BifMOBiTarOTH 32 Mi/ICOTOBKY Ha HAJIE)KHOMY PiBHI T4 CBOEYacHe
TIOMAHHS TOJIOBHOMY BHMKOHABIIO IMPONO3MIiH. Y pasi HecBoewacHOro momamHs
MPONO3KLIA CIiIBBUKOHABLSIMH TOJIOBHHH BHKOHABEI[b iHdOpMYyE Tpo Le KepiBHUKA,
SIKMH HAJaB JIOPyYEeHHS.

170. Buxonamms nokymenTta mnepenGauac 30MpaHHS Ta ONpAIfOBAHHS
HeoOXinHol indopmanii, miarorosky IPOEKTY BIATNOBINI HAa JOKYMEHT YW HOBOTO
JIOKyMEHTa, HOro  OQOPMIEHHS, Y3rO/KEHHs, MOZAHHS JIf  [LATHCAHHS
(3aTBep/pKeHHs) pekTopy (mpesuzenty) 3VI, a Y AeAKUX BUITA/IKaX — IPOPEKTOpaM, a
TaKOX y pasi NOTPeOH — MiArOTOBKY ISl IIepeCHIanHs azpecary.

171 Ilepex monaHHsM mnpoekTy pOKyMeHTa Ha Mmimmmc BIAIIOBITHOMY
KepIBHUKOBI MpAliBHUK, SKWH MiAroTyBaB AOKYMEHT, 3000B’s3aHUN mNepeBipuTH
NPaBUJIBHICTB HOTO CKIIaZeHHs Ta 0)OPMIICHHS, TOCHIIAHHS Ha HOPMAaTHBHO-IIPAaBOBi
aKTH, YTOUHUTH UU(PPOBI 1aHi, HasIBHICT HEOOXIQHHUX Bi3 i 10MATKIB.

JloKyMeHT nonaeThest Ha mmianuc pasom 3 JOKYMEHTaMHU, Ha MiJCTaBi SIKUX HOTO
OyJ1o cxitafeHo.

172, SIKIO TOKYMEHT HaICHIaeThCsI J0 KUTBKOX YCTaHOB, TICJS HOro
peecTparii  BHKOHABELb OPraHi3oBye BHUTOTOBICHHS HEOOX1HOT  KITBKOCTI



MPUMIPHHKIB,

['73. [lpauiBHuk, BianmoBimansHuit 38 BHKOHAHHS JOKYMEHTa, y pasi
BI/IYCTKY, BIAPSUKEHHS, 3BIIbHEHHS 30608 3aHMi NiepeaTy 1HIIOMY NpaliBHUKOBI
33 IOTOJUKEHHSAM 13 CBOIM Ge3rocepenHiM KepiBHMKOM yci HeBUKOHAHi JIOKYMEHTH
Ta MOIH(OPMYBATH NpALiBHMKA BiITOBIZATBHOIO 33 IIJTOBOLCTBO Ipo Iepemady
FIOKYMEHTIB, BUKOHAHHS AKMX epefyBae Ha KOHTDPOI, IHIIOMY BHKOHABLIEBI.

Opramnizaniss KOHTPOJII0 32 BHKOHAHHAM AOKYMEHTIB

174. KoHTponb 3a BHMKOHAHHSM NOKYMEHTIB 3IiHCHIOETHCS 3 METOMo
3a0€31eUEHHS CBOEYACHOTO Ta HAIEKHOIO X BUKOHAHHSL.
175. Konrtpone 3piiicHioeTsecs 32 BUKOHAHHSIM YCIX 3apeecTpoBaHUX

JIOKYMEHTIB, B IKHX BCTAHOBIICHI 3aBJJAHHS, & TAKOX 33 BUKOHAHHSIM yCiX BHYTpIlIHIX
PO3NOPAIYNX JJOKYMEHTIB KepiBHHIITBA 3V,

O00B’A3K0BO KOHTPOJIIOETHCS BUKOHAHHS 3aB/laHb, IepeAdauyeHuX B akKTax
OpraHiB Jep)kaBHOI BIAgW Ta AOPYYEHHAX BUIIMX I10CaJI0BUX 0CI0, HajaHHS
BiAIOBiZlell Ha 3amuTy, 3BEPHCHHS, a TaKoXk KopecnonzaeHuiro BepxosHoi Paju
Yxpainu, Anminicrpanii Ipesumenta Yxpainu, KaGimery Minictpie Vkpainm,
Minicrepersa ocBitu i nayku Yipainy, 3akapnatcekoi OJIA, BeperiBcbkoi Michkol
panu, beperisebkoi paitorHOT pagu, posmopsai JOKYMEHTH Ta JOPYUIEHHsI peKTopa
(mpesunenta) 3V, pimeHHs KoneriagpHOro Oprasy, 3aruTH Ha iH(opMariiro.

Opranizaliito KOHTPOIO 33 BUKOHAHHIM 3aBJlaHb, BUSHAYEHUX B aKTaxX OpraHin
ACPIKABHOT BIIA/IM Ta JIOPYUECHHSIX BHIIUX TTOCAIOBUX OCI6 3iHCHIOIOTE POPEKTOPH,
KepIBHUKM CTPYKTYPHHX Mipo3mimiB Bimmosimmo 1o pPO3NOALTY (YHKIIOHANTEHHX
000B’sI3KiB.

176. 3MiCHEHHS KOHTPOJIIO 32 CTPOKAMH BUKOHAHHS B 3Y] IIOKJIaIa€ThCs
Ha BIJNIT opranizarii JNOKYMEHTOOOIrYy.

Y cCrpykTypHuX migposminax OesnocepenHiil KOHTPOIb 3a BHKOHAHHSIM
AOKYMEHTIB 31iHCHIOE KepIBHUK 1ifpo3/iiny

177. CTpok BHKOHAHHS TOKYMEHTa MOJKE BCTAHOBIIOBATHCS Yy HOPMaTHBHO-
IPaBOBOMY aKTi, pO3NOPSIYOMY JOKYMEHTi a6o pesomronii pexropa (mpesujeHTa)
3V1. CTpokM BHKOHAHHS BHYTpimIHiX JIOKYMEHTIB OGYHCIIOIOTECS B KaleHIapHUX
JHSX MOYMHAIOYY 3 JATH MU CAHHS (peectpariii), a BXigHHX — 3 naT HaIXOKEeHHS
(peecTpartii).

K110 ocTaHHiI#H feHb CTPOKY BHKOHAHHS AOKYMEHTa MpUIajae Ha Hepobouuit
JICHb, OCTaHHIM [HEM CTPOKY BUKOHAHHS JIOKYMEHTA BBAKACTHCS NEePIINN IeHb MicIIs
HepoOodoro maus.

178.  Crpoxu MoxyTh 6yTH THIOBAMHU 260 IHAMBI Ty ambHUMH.

Tunosi cTpoxy BUKOHAHHS TOKYMEHTIB YCTaHOBITIOIOTHCS 3aKOHO[ABCTBOM.

CTpokH BHKOHAHHS OCHOBHMX JIOKYMEHTIB HaBOZATHCS Y A0oAaTKy 13.

[HnMBIAYaNbHI CTPOKH BCTAHOBIIOIOTHCS PEKTOPOM Ta MPOPEKTOPaAMH.

Kinnepuit cTpok BUuKOHaHHS 3a3HAYAETHCS Y TEKCTi IOKyMeHTa ab0 pe3osTroLii,

179.  JlokyMeHTH, B SIKMX HE 3a3HAYEHO CTPOK BHKOHAHHS, [OBMHHI OyTH
BUKOHAHI He Mi3Hilue Hix 3a 30 KaJeHIapHuX JHIB 3 MOMEHTY peecTpamii JoKyMeHTa
B oY1

180. JKIoO 3aBlaHHS MOTpedye TEPMiHOBOTO BHKOHAHHS 000B’13K0BO
peoy P ,



3a3HA4ACTbCSA KOHKPETHUH KIHLIEBHH CTPOK BUKOHAHHS.

Hopy4enns Ge3 3a3HAaueHHS CTPOKY BUKOHAHHS 3 [I03HAYKOIO «TEPMIHOBO»
IOBHHHI OyTH BUKOHAHI poTsrom 7 KaJeHIapHuX JTHiB.

181. CniBBuKkOHaBIi 3000B’s13aHi mogaBaTH IPOMO3MULITI  TOJIOBHOMY
BUKOHABLIO TPOTArOM IEpIIOl IOJOBHHU CTPOKY, BiBECHOrO JUI BHKOHAHHS
JOPYY€HHs, 3aBIaHH.

182, InauBinyansHWH CTPOK BHKOHAHHS AOKYyMEHTa MOXe OyTH 3MiHEHUH
JIMIIIE 33 BKa3iBKOIO [10CaA0BO1 oco0w, sika 1oro BCTaHOBUIIA, a B pasi 11 BigCyTHOCTI —
1ocaioBol ocodu, gKka 11 3aMirmae.

183. 'V pasi norpe6u cTpok BHKOHAHHS TOKYMEHTA MOYKE OyTH NPOIOBIKEHO 3a
OOIDYHTOBAHHM TIPOXAHHSM BHUKOHABI, SIKE IONACTHCSA He Mi3HilIe HiX 3a TpH
poGoumx nHi 0 3aKiHYEHHS BCTAHOBJIEHOTO CTPOKY, a LIO0 JOKYMEHTa, B IKOMY HE
3a3HAYCHO CTPOK, — N0 3aKIHYEHHS TPUIIITUICHHOTO CTPOKY Bif naTH Horo
peecTpaltii.

184. 'V pasi 3MiHM CTPOKIB BHKOHAHHS [IPOCTABJISETHCS HOBUM CTPOK, J1ara i
ninuc. BinnosinHi 3MiHM BHOCSTECS JI0 )KypHaIy.

185.  B3aTTa mokymeHTa Ha KOHTpOIB 3/iHCHIOETBCS Ha MI/ICTaBl Pe30IroLil
pexTopa (mpe3ujienTa) Ta npopekropis 3YL.

186.  KoHTpob 3a BUKOHAHHAM JOKYMEHTIB BKJIIOYAE B3SITTS JIOKYMEHTIB Ha
KOHTPOJIb, OOJIIK KOHTPONBHUX 3aBIaHb, BU3HAYCHHS dopm i Meronis koHTpoIIIO,
IEPEBIPKY XOAY CBOEYACHOTO MOBEICHHS JIOKYMEHTIB 0 BHKOHABI(iB, KOHTPOIb 34
CTaHOM BHKOHAHHS, 3HATTS NOKYMEHTIB 3 KOHTDOJIKO, y3arajbHEHHS Ta aHali3
Pe3yJbTaTIB BUKOHAHHS [OKyMEHTIB, HAIPABIEHHS BHKOHAHOIO JOKYMEHTa [0
CIPaBd, OOJIK, ysaralbHEHHsS Ta aHasli3 pe3ylIbTaTiB BHKOHAHHS JNOKYMEHTIB,
iHhopMyBaHHS pexTOpa (IpesujieHTa) Ipo XiA Ta pesymbraTH ix BUKOHaHHS,
NPOBEJCHHS IEPEBIPOK CTaHY BUKOHABCHKOT MUCIIMILTIHN Y CTPYKTYPHHX IiApo3/inax
iHCTHTYTY.

187.  ABToMaTu30BaHWIi  KOHTPOJIbL 332  BHKOHAHHIM JOKYMEHTIB
3AIMCHIOETBCS 32 IOMOMOTOI0 CIIeliaTbHIX KOMIT FOTEPHUX MPOIPaM.

188.  ABTOMAaTH30BaHWIt KOHTPOJL 33 BHKOHAHHSM OOKYMEHTIB BHUKJIIOYAE
nowlyK HeoOXijHoi iH(popmarii, sxuit 3milicHioeTses 3 YPaxyBaHHIM BHXITHHX,
BXIIIHUX peecTpalifiHuX IHJIEKCIB, BHIIB JAOKYMEHTIB, JIaTH, HOMepa JIOKYMeHTa,
BUKOHABIA, KOPECIIOHICHTA, CTPOKY BUKOHAHHSI, 3MICTY TOLLO.

189.  IlepeBipka xony BHKOHAHHS JOKYMEHTIB IIPOBOAUTLCS HA BCIX eTanax
NPOXOIKCHHA ~ NOKYMEHTa OO0  3aKiHYeHHS  CTPOKY  MOro  BHKOHAHHS
(rorepe KyBanbHIN KOHTPOIIb 3a TOMOMOrOIO HarazayBaHb).

190. 3usrrs 3 KOHTPOJIIO 3/IiHCHIOETHCS TTICIIs TOAHHS JI0 BIJJILTY KOHTPOJIIO
KOIii JIMCTa-BIANOBIAI 10 NOKyMeHTa, 1m0 nepedyBaB Ha KOHTPOII, i3 3a3HAYEHHSIM
BUXIZIHOIO HOMepa 1 1aTy, mpi3Bama Ta Tene(hoHy Ge3NoCepeIHEOr0 BUKOHABLS UM
Ha/TAHHsI 1HIIOrO NiATBEPUKEHHS BUKOHAHHS.

191.  Iliciast BuUKOHAHHS JIOKYMEHT 3HIMAEThCs 3 KOHTpoJIO. JlokymeHTH
BBAXKAIOTBCSl BUKOHAHMMH 1 3HIMAIOTBCSL 3 KOHTPONIO IiC/s BUKOHAHHS 3aB/laHb,
3aIIUTIB, IMOBITOMIICHHS MPO Pe3yIbTATH 3aIlikaBICHIM ycraHoBaM i ocobam abo
IHITIOTO MiATBEPIKEHHS BUKOHAHHSL.

3HATH JIOKYMEHT 3 KOHTPOJIIO MOKe TilbKH kepiBHUK 3BO, skuil BcTaHOBUB
KOHTPOJIBHHH CTPOK Yy pesoniomii, abo 3a ix JOpYYE€HHSAM — BIJIOBIJalbHA 34
JI0BOACTBO 0coba.



192. Jlnem BUKOHAHHS 3aBIAaHb BBAYKAECTHCS JICHD peectpauii B 3VI Buxigamx
JIOKYMEHTIB, 110 MIiCTATE iHOPMALIiIO IPO BHKOHAHHS BiTIOBI THUX 3aBJIaHb.

193. ABromaTH30BaHHII KOHTPOJIb 38 BUKOHAHHSM JOKYMEHTIB nepenbayae
aBTOMAaTH4HEe ()OPMYBAHHS BIIOMOCTEH MPO X BUKOHAHHS (noparTox 14).

Y3araabHenns inpopmanii npo BHKOHAHHS 3aBIaHb

194, Indopmariist npo BUKOHAHHS B3STHUX Ha KOHTPOJIb 3aBAaHb IIOMICAYHO
(y pasi HeobXimHOCTI WIOTHKHEBO) Y3arajlbHIOETECS  BIJIIOM  Oprasizanii
JIOKYMEHTOO0Iry i MomaeThest KepiBHHUKaM CTPYKTYPHHUX MiIPO3MiNiB y BUMISI
3BEJICHE (MepeniKiB) HEBUKOHAHHMX 3aBJaHb Ta 3aBHaHb, BUKOHAHMX 3 NOPYILIEHHAM
CTPOKIB (aoaaTok 15).

195, Indopmaris npo npuauan NIOPYIICHHS CTPOKIB BUKOHAHHS 3a3HAYEHUX
y TIeperliKy 3aBIaHb 3aIOBHIOETHCS CTPYKTYPHHMH MiAPO3iIaMu Ta HalpaBJISIETECS
JO BIIUTY KOHTPONIO JUIsl  y3arajbHeHHS iHbopmanii Ta momaHHA pekTOpY
(Ipe3uaeHTy).

196.  Ha mincrasi Bimomocreii IIPO CTaH BHUKOHABCHKOI MUCI[UIUIIHMA BiIif
OpraHisalii J0KyMeHTOOOIry mepioguyHO (opmye 3BiTH OI0 cTaHY BHKOHABCHKOT
JUCHMIUIIHY IHCTHTYTI Ta Hajae X HA PO3TIISL peKTopy (Ipe3uaenTy).

Iopsizok onpanioBanHs Ta HAICHIAHHS BUXiXHHX AOKYMEHTIB

197. BuxinHi nokymMenTH HajmcumaroTbes ajgpecataM 3 BHKOPHUCTaHHIM
3aC001B MOIITOBOIO 3B’SI3KY, SIIEKTPO3B’A3KY, & TAKOXK J[OCTABIIIOTHCS Kyp’ €pChKOIO,
(bemb/1’erepebKor0 Ci1y kG010,

198. OnpaltoBatus JOKyMEHTIB Juis BIJIIPABIICHHS TIOMITOBUM 3B’S3KOM
3MIHCHIOETECS MpPalliBHUKOM BIJIITOBIJAJTBHUM 32 IiJOBOACTBO B 3VI BIJIIOBIAHO 0
I1paBun HaJaHHS TOCITYT ITOMITOBOrO 3B’SI3KY.

199. 3 Bukopucranusam 3acobis CJICKTPO3B’A3KY MpPAaliBHUK BiAMOBIanbHHIH
32 NIIOBOACTBO  37ilfCHIOE Tepenauy TenerpaM, (akcorpam, TenedoHOrpam,
CJICKTPOHHUX JTOKYMEHTIB i3 3aCTOCYBAHHAM €JEKTPOHHOTO nudposoro mianucy ta
JIOKYMEHTIB y CKaHOBaHi# Gopmi Ge3 €JIEKTPOHHOTO [H(POBOTO MiAmKCY.

200. 'V pasi Hagcunanns dakcorpam i JOKYMEHTIB y CKaHOBaHii (opmi Ge3
CJIEKTPOHHOIO U(PPOBOTO MiIHCY HEOOXITHO HAMICIATH TAKOK OpHUTiHaJ JOKyMeHTa
B I1anepoBii ¢popmi.

201.  Indopmariitni, TEJIeKOMYHIKaIlliHi Ta iHpopMariiiino-
TJICKOMYHIKaLiWHI CHCTEMHU TTOBHUHHI 3a0e31euyBaTH 3aXHCT BijJ HECAHKIIIOHOBAHUX
JUH, SKi MOXKYTb TIPH3BECTH 1O BHNAZKOBHX a0 YMHUCHHMX 3MIH YM 3HUIICHHS
iHhopmarlii,

202. BuxinHi 1okymenTn OTIPALlbOBYIOTHCS 1 HAACHIIAIOTECS LIEHTPATI30BaHO
B [IEHb 1X HAJXO/KEHHS BiJl BAKOHABLIB a60 He Mi3Hille HACcTYITHOI'0 po60Yoro jH4.

203. He pomyckaerscs Hamcmianus a6o nepemada NOKYMEHTIB 0e3 ix
peecTpanil y npaniBHMKa BiAOBiAATEHOrO 38 JiJI0BOICTEO.

204. Ilix gac npuiiMaHHs Bin BUKOHABIIB BUXiTHUX JOKYMEHTIB IPaLliBHUK
BLNIOBIMaIbHII 32 1iN10BOICTBO 30608’ 13aHHiL IIEPEBIPUTH:

NPaBUJIBHICTE OQOPMIIEHHS JOKYMeHTa (Ckias i PO3MILIEHHS B HBOMY BCiX
PEKBI3UTIB);



HASABHICTD | IPABUITBHICTD 3a3HAYEHHS apecH;

HasBHICTh HA JOKYMEHTI BiMITKH PO NOJATKH;

HasBHICTh YCiX HEOOXITHUX mimnucis Ha AOKYMEHTI Ta JOJIaTKaxX 110 HbOTO;

HAsIBHICTL Bi3 Ha BiJmycky — xomii BUXigHOrO AOKyMEHTa, 110 3aJIMIIAECTHCS Y
3BO;

HAasIBHICTB i IOBHOTY J0/ATKIB;

BIAIOBIIHICT KUIBKOCT] IIPUMIPHUKIB KibKOCTI azpecaris.

Ocobw, BiATOBi nabHi 3a 1iT0BOACTBO ¥ CTPYKTYPHUX IiApO3ainax, 30608’ 13aHi
M vac Tnepeiadi BHXiTHEX MOKYMEHTIB Ha BIANPABKy 10 Bijtiny opranizarii
JIOKyMEHTOOOIry TepeBipsTH HasBHICTh Bi3, KOMIH BHXiTHHX JOKYMEHTIB, IO
3a/MIIAIOTLCA y ClIpaBaX CTPYKTYPHOIO MiJIPO3AiNy, TOBHOTY JOATKIB, HiAMHCY Ha
JIOKYMEHTI Ta HasiBHICTb i IPaBUIBHICTE 3a3HAYCHHS aJipec.

205. JoxymenTn, mo ohOpMJIEHI HEHANEKHUM YHHOM I1JUIATal0Th
TIOBEPHEHHIO.
206. JIOKyMEeHTH, 110 HaACHIAIOTHCS OIHOYACHO OTHOMY 1 TOMYy X

aApecaToBi, BKJIANAOTBCS B  OJMH  KOHBEPT (ymakypanHus). Ha komBeprti
TIPOCTABIIAIOTECA PeECTPALiiHI IHAEKCH BCIX JOKYMEHTIB, IKi MiCTSITHCS Y KOHBEpTi.

207.  JIoKyMeHTH, 1m0 aIpeCyIOTbCA  MOCTIMHUM  KOPECIIOH eHTaM,
PEKOMEHIYEThCST BIANPABISITH y KOHBEPTaX 13 3a3HAYCHHSIM aJipec oZlepKyBaya Ta
BI/IIPABHUKA, 10 BUTOTOBISIOTHCS 3a31aJeriib MaIlMHOMHCHIM abo IIpyKapChKUM
crocoboM,

208.  Jocumanus abo 3aMina posiciaHoro pasime JIOKYMEHTA 3J11HCHIOEThCS
38 BKa3iBKOIO I10CaJ0BOT 0co0H, gKa miamucana JAOKYMEeHT, abo mnpaliBHuKa
BI/INIOBIIAILHOTO 32 ILTOBOACTBO.

209.  CrpyxrypHi miapossainu Ta okpemi BUKOHABLI 30608’ s3a5H] nepenaBaTH
BUXIJHI JOKYMEHTH Ta iHII MOIITOBI BIATIPABJICHHS 110 CIIy*6HU HinoBoacTsa no 14
POJMHY JTHS JIJIs BIATIpABIIEHHS.

IV. Cucremarn3zauis Ta 36epiranus JAOKYMEHTIB y AiJIOBOJACTBI
Cx1ajeHnsi HOMeHKIATYpH cnpas

210. Homenknatypa crpas — e 0608’ si3koBuit mis 3VI CHCTEMATHU30BaHHUHN
nepeik Ha3B (3aroIOBKiB) CIIPaB, MO (OPMYIOTHCH B ii IIJIOBOJICTBI, 13 3a3HaYeHHsIM
CTPOKIiB 36epiranus crpas.

211. HomenknaTypa cripap mpu3HaueHa IS BCTAHOBJICHHS B 3VI enunoro
NOpsifKy (GopMyBaHHA chpaB, 3aGes3medeHHs iX 00JIiKy, OMepaTHBHOro MOLIYKy
JIOKYMEHTIB 3a iX 3MiCTOM i BHIOM, BH3HAUYCHHS CTPOKiB 30epiranHs crpas i €
OCHOBOIO /I CKIIAZCHHS OIMCIB CIIPAB MOCTIMHOTO Ta TPUBAIOTO (monax 10 pokis)
30epiranus, a Takox as oGmiKy CIpaB THMYacoBoro (10 10 poxiB BKIHOYHO)
30epiraHus.

212. B 3VI cknanaroTses HOMCHKIIATYPH CIIPaB CTPYKTYPHHX IiAPO3/IiJIiB
(momarox 16) i 3Besnena HOMeHKIIaTypa cnpas 3V (nomatok 17). Homenxnarypa
CIIpaB  CTPYKTYPHOTO MIAPO3JAILY po3pobiseTsess He mismime 15 JiucTonaaa
MTOTOYHOrO  pOKY IOCaloBOIO 0CO00M, BiANOBINATBHOIO 33 IIJIOBOACTBO Y
CTPYKTYPHOMY MIJIPO3MiJi, Ha MiJCTaBi JOKyMEHTIB 3 YCIX MUTaHb HOTO MisIbHOCTI 13
3aJly4CHHAM (axiBLiB, SKi TaM IPaIOIOTh.

3Be/leHa HOMEHKIIATYpAa CIIPaB  CKIAJA€ThCS apxiBoM 3YI Ha ocHOBI



HOMCHKJIATyp CTIPaB CTPYKTYPHUX ITiAPO3IiiB.

213.  3Besena HoMeHknaTypa cripas 3V cXBATIOETHCS €KCIIEPTHOIO KOMicCiero
3V1 3 nposejienus €KCIIePTH3H HIHHOCTI JOKYMEHTIB (fai — CKCIIEpTHA KoMicis) Ta
HIOTOMKYEThCS eKCIEPTHO-IEPEBIPHOIO KOMICi€lo AepkapXiBy 3akapnarcekoi 06macti
(mani nepxaBHMIT apxXiB) OIMH pa3 Ha m’STh pokiB abo HeBinKnamHO y pasi 3Minu
dopmu BiacHOCTI, CTPYKTYpH, ®yHKIiH Ta xapakrepy poboru 3VI, micisg uoro
3aTBEPIKYETHCA PEKTOPOM.

214.  3Benena HoMmeHknatypa cmpaB 3Y]  cknamaerscs Yy YOTUPBOX
NPUMIPHHKAX, HA KOJKHOMY 3 SKHX I0BHHEH OyTH 3alOBHEHMI TpH() HOrOKEHHS 3
AiepKaBHUM apxiBoM. [lepruii (HeqoTopkanHuMii) NPUMIPHUK 3B€/ICHOI HOMEHKIATYPH
crpaB 30epiraeTbes y Bifiii opranizanii inosoacTsa, APYTHH BUKOPUCTOBYETHCS SIK
pobouni, Tperili mepenaerscs no apxiBy 3VI, s sxificHeHHs KOHTPOJIIO 3a
(hopMyBaHHSM CIIpaB y CTPYKTYpHHX Iifpo3finax, YETBEPTHI — HAJICHIIAETHCS [0
JIepKaBHOTO apXiBy.

Crpyktypri migposginu 3VI oTpumyioTs BUTArH 3 BIAMOBIHAX PO3/iNiB
3aTBEP/DKEHOT 3Be/ICHOI HOMEHKIATYPH CIIPAB [T BAKOPHCTAHHS y poOoTi.

215.  3BeleHa HOMeHKIaTypa cmpas 3YI IOPOKY (He Hi3Hime rpynHs)
YTOTHIOETLCSA Ta BBOIUTECA B JIIFO 3 1 CiUHA HACTYIIHOTO KaJeHIapHOro POKYy.

216.  Jlo HOMEHKIAaTypu cripaB BKITIOUAKOTECS HA3BH CIIpaB, 110 GOPMYIOTECS
Ta BiOOPaXKalOTh yci AiNSHKYE poGOTH, SIKa AOKYMEHTY€eThCs B 3VI, 30kpema cripaBu
NOCTIHHUX Ta TUMYACOBO AIIOYMX pai, KOMICil, KOMiTeTiB TOI10. J[0 HOMEHKIIATYpH
CIpaB BHOCATELCS TAKOXK HA3BH CIIPAB, 110 BE[yThCS JIMIIIE B €I€KTPOHHILL dopwmi.

217.  T'padu HOMEHKIATYPH CIIPaB 3aMIOBHIOIOTHCS TAKHM YHHOM.

Y rpadi 1 mpocraBnserses iHmEKC KOXKHOT cnpaBu. Iumekc crpasu
CTPYKTYPHOTO IiIPO3AiTY CKIajaeThes 3 iHmeKcy CTPYKTYPHOIO mifipo3ainy (3a
IITaTHEM PO3MHUCOM abo kmacuikaTopoMm migposainis) Ta MOPAAKOBOTO HOMeEpa
COpaBy B Mexax minposainy. Hanpukian: 06-12, ne 06 — inmexc camMocTiiiHoro BIJILITY,
12 — nopsinkosuit Homep cripasu, a6o 04.1 — 07, e 04.1 — IHAeKC Miapo3miny y ckmazi
BiJUTiTy, 07 — mOpsiAKOBHiA HOMED CIIpaBH.

3a HasBHOCTI y cIpaBi TOMIB (4aCTHH) IH/IEKC CTaBUTHCS HA KOXKHOMY TOMI,
Hanpukiag: 1. 1, T. 2 Touyo.

Y rpady 2 BKIIIOYaOTHCS 3ar0I0BKH CIIPAB (TomiB, yacTuH).

3aroJoBOK CIIpaBH MOBUHEH YiTKO y CTHCITH y3araiibHeHii ¢popmi Bigobpaxkatu
CKJIaJl i 3MiCT JJOKYMEHTIB CIIpaBH.

He 103BONIsA€THCS BYKMBAHHS B 3ar0I0BKAX CIIPaB HEKOHKPETHUX (POPMYIIFOBAHb
(«pi3Hi Marepianu», «3arajbHe JIUCTYBAHHA , «BXiHA KOPECTIOHIEHITis» ,« BUXiaHA
KOPECIOH/ICHLIISI» TOIIO), 4 TAKO)K BCTABHUX CIiB i CKJIaIHIX CHHTaKCHYHUX 3BOPOTIB.

Ilin gac dopmymoBanns 3arooBkis CIIpaB BPaxOBYIOThCS TaKi O3HAKH
(opmyBaHHS crpaB, sIK HOMiHANbHA, aBTOPCBKA, KOPECIIOHIAEHTCHKA, MpeIMEeTHO-
UTalbHa, XPOHOIIOTIYHA, reorpadivna. JlokyMenTH (bopMyIOTECS Y CIIpaBU HA OCHOBI
OKPeMOI 03HaKH a00 CIIONYYEHHS O3HaK.

3aro/oBOK CIpaBU CKIAAETHCS 3 EIEMEHTIB, IO PO3MIIIYIOTECA y TaKiif
[I0CIIOBHOCTI: Ha3Ba BHAY CIPaBH (JTHCTYBaHHS, KYpHAJI, KHUTa TOLIO) YU BHIY
JIOKyMEHTIB Yy CIpaBi (HaKasu, IIPOTOKONM, AKTH TOLIO); aBTOpP JOKYMEHTIB
(HaliMeHyBaHHS yCTaHOBH, CTPYKTYPHOTO IiJPO3AiNy); KOPECIOHAEHT abo apecar
(HallMEHYBaHHS YCTAHOBH, 110 AKOI ampecoBaHi abo Bin sioi HAIMIIIY TOKYMEHTH);
KOPOTKUH 3MICT JOKYMEHTIB CIIpaBH (IIUTAaHHS, 3 SKOTO (GopMyeThes cripaBa); HasBa



perioHy (Teputopii), 3 KO OB’ s3aHMI 3MicT JIOKYMEeHTa; jara (repioj), 1o AKoi
HAJICKaTh NIOKYMEHTH CIIpaBU; BKA31BKM HA HASBHICTH KOMiii JIOKYMEHTIB y crpasi (y
pasi notpedn).

Y 3aronoBkax ocoGoBux (IIlepCoHaNbHMX) Ta IHMUX CHPaB, O MICTATH
AOKYMEHTH 3 OJIHOrO IHTAaHHS, IIOB’A3aHi MOCHIOBHICTIO BeIeHHS IpOLEeIyp
[TOBOJICTBA, BIKUBAETLCS TEPMiH «cnpaBa», Hampukinax: «OcoGosa crpasay,
«llepconanbna cripasa.

Y 3aronoBKax chpas, 10 MiCTATh JOKYMEHTH 3 OIHOTO IIMTaHHS, He MOB’sI3aHi
MOCITI/IOBHICTIO BeACHHs MPOLEYp AiTOBOJCTBA, BKUBAETHCS TEPMIH «JIOKYMEHTH>>,
a micas HBOTO B IYKKaX 3a3HAYAIOTHCS OCHOBHI  BHIM JIOKYMEHTIB CIIpaBH,
HanpuKian: «JokyMeHTH (IaHu, aHKeTH, AOBIAKHM) IPO HpOBEAEHHS OLIANY CTaHy
JIII0BO/ICTBA Ta apXiBHOT ciipaBu y 3BOy.

TepMin «10KyMeHTH>> BIKHUBAETBCSA TAKOXK Y 3arojIoBKax CIpas, IO MICTATh
AOKYMEHTU-TI0NATKH [0 OY/1b-SKOr0 HOPMAaTUBHO-IIPABOBOr'O aKTa a6o PO3MOPSIIOTO
JOKYMEHTA YCTAaHOBH.

Y 3aroNoBKax Crpas, IPU3HAYEHHX JUTS IPYIIyBaHHs JIOKYMEHTIB OJTHOI'O BHJLY,
3a3Ha9aCThCAd BUJ NIOKYMEHTA y MHOXKHHI Ta aBTOp NOKYMEHTIB, HAIIPHUKIAM:
«IIporokonu 3acinans Buenoi pagu 3Y1y.

Y 3arooBKax CIpas, L0 MiCTATB JMCTYBAHHS, 3a3HAYAIOTHCS KOPECIIOHJIEHT i
KOPOTKHH 3MICT MOKYMEHTIB, HANpPHKIaL: «Jlucrysanns 3 MinicTepeTBOM 0CBITH i
HayKH 10/10 OpraHizaii 0OCBITHEOro mpouecy.

Y 3aronoBkax cmpas, IO MICTSTb JIMCTYBaHHSL 3 KOPECIIOH/IEHTaMH,
OJIHOPIZIHMMH 32 XapaKTepoOM isIbHOCTI, TaKi KOPECTIOH/ICHTH HE IIepesiuyIoThCs, a
3a3HAYAETLCS IX y3araibHeHe HalMeHyBaHHSA, HAPUKIA; «JIucTyBaHHS 3 opranamMu
MICIIEBOTO  CAMOBDSIIYBaHHS 3 [MTaHb 3a6e3neucHHs COLIaJIBHOTO  3aXHCTY
HACEIIeHHsY.

Y 3aronioBkax CIpas, 1O MiCTSTh JHUCTYBAHHS 3 PI3HUMH KOpPECIIOH/IGHTaMH,
Taki KOPECIOHICHTH He 3a3HAYaI0ThCS, Hanpukaan: «JIucTyBaHHs Tpo oprasizaiio
CeMIHAPY 3 [ ABMIIeHH s KBasihikauii npaniBHUKIB Ka/IPOBUX CITY)KO».

VY 3aronoBkax CIIpaB, IO MICTATH MTAHOBO-3BITHY TOKYMEHTAIIO, 3a3HAYACThCS

mepioz (Micsip, KBapTai, MiBpivus, pik), B SIKOMY IIJIaHY€ThCS CTBOPEHHS JOKYMEHTIB,
abo mepiof iX hakTHUHOTrO BUKOHAHHS, HaIlIpUKJIa;

lis [Inan ocHOBHUX opramizariiiHux 3axomis ycranosu Ha 2021 pik;

2, 3BIT PO BUKOPHUCTaHHS GIOKETHIX KOIIITIB ycTanoBoro 3a 2020 pik.

Jkuo cnpaBa cknmamaeThes 3 KiMBKOX TOMIB a6o YaCTUH, (DOPMYJIHOETHCS
3arajbHUI 3ar0/I0BOK CIIPABH, a IOTIM Y Pa3i MOTPeGH — 3aroOBOK KOKHOI CIIpaBH.

[Tin wac posmimeHHs 3arososkis CIIpaB y HOMEHKIATypi BpaxOBYeThCs
BaXJIUBICTh JOKYMEHTIB, BKIIOUEHHX 0 ClpaBH, iX B3aeMo3B’s30K. Ha mowartky
PO3MILIYIOTLCSI 3arOJOBKH CIIPAB LIOZO JOKYMEHTIB, fKi HajiHumuM Big opramis
BHILIOTO PIBHS, Aali — I0MI0 OpraHi3alifHO-pO3NOPSI40i JOKyMeHTAIl, [J1aHOBO-
3BITHOT NOKyMeHTalil, JMCTYBaHHSA, OOJIKOBO-IOBIIKOBUX BH/IIB JOKYMEHTIB, Y
KOKHIHN 3 1IMX IPYI JOKYMEHTH TAKOXK PO3MIIYIOTECS 3 ypaXyBaHHSIM BaXkIMBOCT] Ta
CTPOKIB 30epiranus.

I'pada 3 HOMeHKIATYpH 3aMOBHIOETHCS HaNPUKIHUI KaJeHIapHOIO POKY.

Y rpadi 4 HOMEHKIATYpH 3a3HAYAIOTHCS CTPOKHU 30epiraHHs CIPaB, HOMEpH
CTaTeil 3a MepeNiKoM JOKYMEHTIB i3 CTpoKaMu 30epiranss.

Y rpadi 5 «BigmiTka» pobsThCs Mo3HAUKH PO NEPEXi/IHi CIPaBH; PO CIIPABH,



O BEAyTBCS B €NEKTPOHHIM (opmi; Tpo mocanoBux oci6, BifmoBimanpHHX 3a
(hopMyBaHHS cTIpaB; mpo mepenauy cnpas 10 apxiBy 3VI uu inmmx ycranoB s ix
IIPOTOBIKEHHS TOIIO.

225.  Hanpukinni poky HOMeHKIaTypa CIIpaB 3aKPUBAETHCSA 3 ITiJICYMKOBUM
3aIIMCOM I1PO X KIJIBKICTb.

D®opmyBaHHS cnpaB

226.  ®opMyBaHHS CIPaB — Ll TPYIyBaHHSI BUKOHAHUX JOKYMEHTIB y CIIpaBH
BIINOBITHO /10 HOMEHKIIATYPH CIIPAB.

227.  Cunpasu dopmyrotses B 3V, sk mpasmio, ACUEHTpali30BaHo, TOOTO y
CTPYKTYPHUX HiApO3/ijax.

228.  Ilim yac dopmysanHs crpaB ciin JOTPUMYBATHUCST TAKHX 3arajibHUX
NPaBUJI: BMILIYBATH Y CTIPABH TilbKU BUKOHAHI JOKYMEHTH BiMMOBLIHO 10 3aI0/NOBKIB
CIpaB B HOMEHKIIATYpi; IPYIMyBaTH y CIIPABM NOKYMEHTH, BUKOHAHI IIPOTSTOM OJHOIO
KaJICHIapHOro POKY, 33 BUHATKOM IEPEXiMHUX CIpaB (BEMyThCS IPOTACOM KUTBKOX
POKIB), 0cOGOBHX CIIpaB; BMiuIyBaTH y CIpaBH JMIIe OpuriHamu abo y pasi ix
BIJICYTHOCTI 3acBimueHi B YCTaHOBIICHOMY TOPSI/IKY KOTIil JOKyMEHTIB; HE NOIMyCKATH
BKJIIOIEHHA 1O CIIPAB OPHOBHUX, OCOOMCTHMX IOKYMEHTIB, PO3MHOMEHMX KOIiH Ta
JIOKYMEHTIB, 1O Ii/UISTal0Th [OBEPHEHHIO; OKPEMO IPYIyBaTH y CIIPaBU JOKYMEHTH

MOCTIHOrO i THM4acoBoro 36epiraHHs; 3a 06CATOM CIpaBa He ITIOBHHHA
nepesuntysatu 250 apkymri (30-40 minimerpis 3aBTOBIIKH).
220, JOKyMEHTH TIpynylOTBCSI y CHpaBH B XPOHOJIOriYHOMY Ta/abo

JIOTIYHOMY TIOPSIZKY.

230.  TlonoxeHus, npaBuia, 1HCTPYKII ToIo, 3aTBEPJUKEH] PO3MTOPSTUUMHA
AOKYMEHTaMH, TPYIYIOTECS Pa30M i3 3a3HAYEHUMH JJOKYMEHTaMH,

231, Haxasu 3 mmrane ocHOBHO! misnpHOCT] 3VI1, 3 apminicTpaTuBHO-
'OCIIONIaPCHKAX  IIMTaHb, 3 KAOpPOBHX MHUTaHb (0COGOBOrO CKIamy CTY/ICHTIB)
IPYylOThess y pisHi crpaBu. Hakasu 3 KagpoBux NUTaHB (ocoGosoro  ckaamy
CTYIEHTIB) IPYyIyIOTBCA BiIOBIAHO 10 X BUB Ta CTPOKIB 30epiranHs.

232.  JloKyMeHTH 3acifaHp KOJerialbHuX OpraHiB IPYIyIOThCA Y IBi CIIPABY:
NPOTOKONIM | NOKYMEHTH [0 HHX ([OmOBini, JOBI/IKH, TIPOEKTH DIlIeHb TOIIO);
JIOKYMEHTH 3 opraHi3amii 3acifanb (MOpSIOK DeHHWi, MakeT PO3MIIIEHHS, CIIMCOK
3alIPOIIEHUX TOIIO).

233.  Ilportokonu 3acinadb KojeriagpHuX OpraHiB IPYIYIOTHCS y CIPAaBH B
XPOHOJIOTIYHOMY MOPSAAKY 1 3a HOMepaMH. JIOKyMeHTH [0 3acimaHp 3a3HAuEHUX
OpraHiB CHCTEMATH3YIOThCA 3a IaTaMH Ta HOMEpaMH IPOTOKOJIB, a B MeXax IpyIH
AOKYMEHTIB, II0 CTOCYOTHCS OHOIO IPOTOKOIY, — 32 IIOPSIKOM JEeHHHM 3aCiTaHHsl.

234, Jlopyuenns ycraHoB Bumoro pisHs i JOKYMEHTH, IIOB’s3aHl 3 1X
BUKOHAHHSIM, TPYILYIOTECS y CIPABHU 3a HaIpIMaMHu TisuteHocTi 3YI a6o 33 aBTOpaMH
IHILIaATHBHUX JTOKYMeHTIB. JJoKyMeHTH Y HEBEJIMKIN KiIbKOCTI IpyIyIOTECS B OXHY
COpaBy. Y cHpasi JOKyMEHTH CHCTEMATH3YIOThCS 3a TATAMHE JIOPYYCHbB.

235.  3aTBepmxeHi miaHu, 3BiTH, KOIITOPUCH TPYIYIOTBCA Y CIIPABH OKPEMO
BIJ] IPOEKTIB LUX JOKYMEHTIB.

236. JluctyBaHHs TrpymyeTbcs 3a  3MicTOM  Ta KOPECTIOHIEHTChKOIO
O3HAKOK 1 CHCTEMATH3YETHCS B XPOHONIOTIYHOMY TIOPSIZIKY: AOKYMEHT-Bi/INOBib
PO3MILIYETHCS 32 JIOKYMEHTOM-3aIIMTOM.



237, OcoboBi cnpaBu (GopMyloThes Biamosinmo 1o ITopsinky BemeHHS
0co00BHX CIIpaB.

238.  Po3paxyHKOBO-ILUIATIKHI BiTOMOCTI (0co00BI paxyHky) npariBHUKIB 3Y]
CHCTEMATH3YIOTECSL B MeXaX POKy 3a Ipi3BUINAMHM B ai(aBiTHOMY MOPSLIKY, a
BIIOMOCTI Ha BHILIATY rpomei (Bigomocrti HapaxXyBaHHsA 3apoO0ITHOI MJ1aTH) [TOBUHHI
Oyrtu cpopmosani momicsius 3a pik.

239.  MetonuyHe KepiBHHIITBO i KOHTPOJIb 3a popMyBaHHsM cripas B 3VI Ta
Horo mimposminax 3mificHIOETECS PaliBHUKOM BilNOBIZANBHUM 3a JiI0BOICTBO Ta
apxiBom 3VI.

30epiranns gfokymenris B 3VI

240.  JlokyMeHTH 3 4acy CTBOPEHHS (HazxomwkenHs) i 10 nepesadi 1o apxisy
3V1 36epiratoTscs 3a Micuem ix GopmyBaHHSL.

Havanbnuku crpyxryprux migposainis 3VI i IpaliBHUKH, BiANOBigaabHi 3a
OpraHisallilo JiJTOBOJICTBA B HUX, 30008’ 13aHi 3a0e3MeUnTH 30epiraHHs TOKYMEHTIB i
CIpas.

241. 'V pobouux KiMHaTax CIpaBH [TOBUHHI 30epiraTucst y BepTHKAIEHOMY
NomoXeHHi B madax, mo 3akpusarotbes. JUis miaBHILCHHS OTIePaTHBHOCTI PO3LIYKY
JIOKYMEHTIB CIIPaBH PO3MILIYIOTHCS BIAMOBiHO 10 HOMEHKJIATypH cnpas. Ha
KOPIHI[IX 0OKITaIMHOK CIIPaB 3a3HAYAIOTHCS 1HIEKCH 3a HOMEHKJIaTypolo.

242, Maruithi ctpiuku Ta nubposi Hocii inpopmanii 3 donorpamamu
3aci1aHb KOJIeTialbHOro oprady 36epiraioThes y Horo cexpetaps. Ha crpiuwi i kopo6ui
pobuThCS BiMITKa PO AaTy 3aciaHns i yac 3amucy. Cexperap KoJeriallbHOro opramy
BIAIIOBi1a€ 3a iX 30epiranus.

243, Bwunaua cripaB y THMYacoBe KOPUCTYBaHHS MPALiBHUKAM CTPYKTYpPHHX
migposninis 3YI 3pilicHIoeThCH 3 JI03BOTy KEpiBHUKA MiZPO3.iny, B AKOMY OyiIo
c(hOpPMOBAHO CIIpaBy, iHIIUM YCTAHOBAM — 3 MHCHMOBOTO A03Bomy pexkropa 3VYI. Ha
BUIaHy copaBy CKIaNacThCs —KapTKa-3aMiHHHK. Y  KapTmi  3a3HA9aroThes
HalMEeHYBaHHs MiXPO3/iy, IHAEKC CIpaBy, 3aro0BOK CIpaBH, fata il Bumaui, ocoba,
SKIH crpaBy BHJaHO, mara ii MOBEPHEHHS, MIANHUCH oci0, ski Bumamy Ta IPUMHSIIA
CIpaBy.

244, HapaHHs cripaB y THMYAacOBe KOPHUCTYBaHHS 31 HCHIOETHCS He OiIbI AK
Ha OJJUH MICSIIb.

245. BuiyyeHHs JJOKYMEHTIB i3 CIIpaBU MOCTIHHOTO 30epiranHs 3a60pOHIETHCS.
Y BUHATKOBHMX BHIIAIKaX BHITyYeHHS JIOKYMEHTIB [I0IyCKa€ThCS 3 HO3BOIY PEKTOpa
3Y1 3 000B’A3KOBUM 3aATHIIEHHAM Y CIIpaBi 3aCBiTYEeHUX HAJEKHIM YHHOM KOIIiil.

V. llopsizok miaroroBkH cnpas no0 nepeaavi 11s apxiBHoro 36epiranus
Excneprunsza ninnocri nokymenris

246.  IlpoBeleHHs eKCIIEPTH3H [IHHOCTI JIOKYMEHTIB IOJIATae y BeeGiuHOMY
X BUBYEHHI 3 METOIO BHeCeHHs! 10 HarioHanpHOro apxiBHOTO GOHIY ab0 BHIYUEHHS
3 HbOTO Ta BCTAHOBJEHHS CTPOKIB 30epiraHHS NOKYMEHTIB, IO He ITi/ISTaiOTh
BHECEHHIO 110 HarioHanbHoro apxiBHoro Gpoumy.

247.  Jlns oprauisanii Ta mpoBejeHHS €KCIIePTH3H LIHHOCTI JOKYMEHTIB y
3YI1 yrBoprotoThes ocTiitao miroua eKCIIepTHa KOMicisl,



248.  ExcriepTu3a HiHHOCT] JOKYMEHTIB MPOBOAUTHCS LIIOPOKY Y CTPYKTYPHUX
niposainax 3VYI OesnocepenHpO 0coGaMu, BiAMOBINATEHUMY 34 Oprasi3aliro
JIJIOBOZICTBA B HMX MiApo3ainax, pa3soM 3 eKCIEPTHOK KOMICI€O I1iJI MEeTOOUYHUM
KePIBHUIITBOM ITPALiBHUKA BilNOBI JaIEHOTO 32 JiTOBOLCTEO Ta apxiBy 3VI.

249.  Ilix 4ac mpoBeJieHHs eKCIIePTH3H LIHHOCTI JNOKYMEHTIB 3/iHCHIOETELCS
BIAOIp JIOKYMEHTIB MOCTIHHOTO Ta TpHBaioro (monan 10 pokis) 36epiramns s
nepenadi 1o apxiBy 3V, BuilydeHHS 1S 3HUIIEHHS AOKYMEHTIB 1 CIIpaB 3a MUHYII
POKH, CTPOKHM 30€epiraHHs SIKHUX 3aKiHYHMITHCSL.

Buityyennss noxymeHTiB 178 3HuIEHHS Oe3 NPOBEAEHHS IOMepPeHLOT
eKCIIEPTH3H 1X LIHHOCTI 3a60pOHAETHCSI.

250.  Binbip moxyMmenTiB mocriiinoro 30epiranHs 3/iHCHIOETbCS HA MTiACTAaBi
THIIOBUX Ta BIAOMYMX (Tally3eBHX) NEPENiKiB JOKYMEHTIB i3 CTpOKaMHu 30epiraHus,
HOMEHKJIATYpH cnpaB 3V LUIsIXOM Neperisay KOXKHOIO apKyIla CIIPaBy.

3a60opoHsieTbes BiIGIp JOKYMEHTIB 15 TOAATBIIOr0 30epiranus abo 3HUILEHHS
Ha MiJICTaBi 3aT0JIOBKIB CIIpaB B onuci a6o HOMEHKJIATYpi CIIpaB.

251, 3apesympraTamMu eKCHIePTU3HU LiHHOCTI TOKyMeHTIB B 3V ckiafaroThes
OIMCH CIpaB MOCTIHHOro, TpuBanoro (moHax 10 pokiB) 36epiranus, 3 KaJ[pOBUX
IMTaHk (0c0GOBOIO CKNIAjy) Ta aKT NpO BHJIYYEHHS /IS 3HUIIEHHS JOKYMEHTIB, He
BHECEHMX J10 Hanionansnoro apxisaoro dony (nogatok 18).

252, 3BeJieHl ONMUCH CIpaB MOCTIHHOTO, TPHBAIOTO (monax 10 pokiB)
30epiranHs Ta 3 KaIPOBUX MHTaHb (0COGOBOTO CKJIaly) Ta aKT IIPO BUIIYYEHHs IS
SHUILEHHS JOKYMEHTIB, He BigHeceHHX n0 HalloHalIbHOTO apxiBHOro (oHy,
POSIIANAIOTLECS eKCIIEPTHOIO KoMicieto 3V oxnouacHo. Taki akTH pasoM 3 omucamu
CTpaB MOCTIHHOIO 30epiraHHs Ta 3 KaJpOBUX [UTaHb (ocoboBoOro ckiajy) mogarThHCs
B YCTAHOBJICHOMY TIOPAJKY Ha PO3IJIS/ €KCIEPTHO-TIEPEBipHOT KOMicii JlepxapxiBy
obnacti. [Toromxeni akTn 3aTBepKyOTBCS pexTopom, micas yoro 3VI mae mpaso
SHUILIUTH TOKYMEHTH.

253.  AKT IpO BWIyYEHHS JUIS 3HHUINCHHS JOKYMEHTIB, HE BHECEHHX JIO
HauionansHoro apxiBHoro ¢Gonjy, cknanaerses, gk IIPaBHJIO, HA CIIPaBH BChOro 3YI.
SIKIIO B aKTi 3a3HAYEHO CIIPABH KiJIbKOX CTPYKTYPHHX MiAPO3iNiB, IX HaiMeHyBaHHs
3a3HAYAIOTECS NIEPE/l TPYIIOI0 3ar0J0BKiB CIPaB LBOIO M APO3iTy.

Cruiagenns onucis cnpas

254, Omnuc cmpaB — apxiBHuit IOBinHUK, NpU3HaYeHUM a1 obuniky Ta
PO3KPUTTS  3MICTYy OIMHHIE 30epiraHHs, OJMHMID 00Ky, 3akpimieHHs IX
CHCTeMaTH3allil y MeKax apXiBHOro GoH/y.

255. Onucu crpaB  yKiaaroTeCs OKpeMO Ha CIIpaBH MOCTIHHOrO Ta
TpuBajoro (monax 10 pokis) 36epiraHHs Ta 3 KaApPOBUX [TUTAHb (ocoboBoro ckmamy
CHIBPOOGITHUKIB Ta 0COGOBOTO CKIamy CTYZEHTIB).

Ha cnipasu tmuacoBoro (10 10 pokis) 36epirauns omucyu He CKJIaJJar0ThCAL.

Y pasi JikBifanil UM peoprauizamii Taki OmucH cKIama0THCS 0608’ I3KORO.

256. Ornucu cripas cTpykTypHUX migposminis 3VI ckramaoTses LIOPOKY 3a
BCTAHOBIIEHOI0 (opMoio (momaTok 19) mocamoBoio 0co6oro, BIZINIOBI TAILHOIO 34
JIIOBOJCTBO Y CTPYKTYPHOMY HiZPO3JiMi, 38 METOAMYHOI HOTOMOrH apxiBy 3VL

257.  Homep omnucy crpas CTPYKTypHOro mnigposainy 3VI mnosunen
CKJIAJIATUCA 3 U(PPOBOIO MO3HAYSHHS LbOTO T IPO3iNy 3a HOMEHKJIaTYPOIO CIIPaB 3



AOZIABAHHSM TOYATKOBOI JIiTepH HA3BU KATEropii JOKyMEHTIB, 1[0 BKIIOYAIOTHCS 10
OIACY, Ta YOTUPBOX LUPP POKY, B AKOMY PO3IOYATO CIIPABH, BKIIOUEH] 10 OIHUCY.

Hanpuknan, omuenm cnpas mocrtiitHoro, TpuBanoro (moxaxm 10  pokis)
30epiranHs Ta 3 KaJpoBMX NHTaHb (0COGOBOro Cknamy) Bimuimy Ne 5, mo
00/1IKOBYIOTBCS 38 HOMEHKJIATYPOIO cnpaB i posmodari y 2011 poui, MaruMyTs Taki
Homepu: 5 IT1-2011; 5T -2011; 5 OC -2011.

258.  Ilin 4ac CKIa/IaHHs OIKCIB CTIPaB CIiJ| ZOTPHUMYBATHCS TAKHX BHMOL:
KOXHa CTIpaBa BHOCHTHCS 110 ONUCY I CAMOCTIHHUM MOPSIAKOBAM HOMEPOM (SIKIIO
CIpaBa Mae KiJlbKa TOMIB ab0 YacTHH, KOXKHHN TOM a60 YacTHHA BHOCSTECS J10 OTUCy
I/l OKPEMUM HOMEpOM); Tpady OmHCY O(OPMITIOIOTBCS BIAIOBIAHO /10 BimomocTel,
3a3HaYEHMX Ha OOK/IaAVHUI (TUTYIBHOMY apKylili) CIIpaBH; y pasi BHECEHHS JI0 ONHUCY
KITBKOX CTIPaB IIAPSA 3 OFHAKOBHM 3arojOBKOM 3a3HAYAETHCS MOBHICTIO IIMINe
3ar0JI0BOK IEPIIOT CIPABH, a BCi iHII OAHOPIHI CIpaBH MO3HAYAIOTHCS CIIOBAMU «TE
came», TIpH UbOMY IHIII BiOMOCTi PO CIPaBHM BHOCATBCS O OIHUCY MOBHICTIO
(Ha KO)KHOMY HOBOMY apKyIIli OIIHCY 3ar0I0BOK BiITBOPIOETHCS IOBHICTIO); Tpada
onucy «IIpuMiTKa>> BUKOPHCTOBYETHCS IS BiAMITOK PO 0COOIUBOCTI (i3HUHOTO
CTaHy Cripas, 1po nepenayy crpas iHumM miaposainam 3Y1 abo immiii ycranosi, po
HasBHICTb KOMil JIOKyMEHTIB y crpai.

259. Omnmcu cnpaB BelyThCS NPOTATOM KiTBKOX POKIB 3 BHKOPHUCTAHHSIM
€MHOI HacKpi3HOI Hymepanil. CrpaBu KOXHOTro POKY CTaHOBIIATH PIYHHM PO3MINI
OITHCY.

260. Y kiHUi onucy poGUTBCS MifCyMKOBHIT 3aIHUC i3 3a3HAYEHHSIM KLTBKOCT]
(uudpamu i cnopamm) crpas, 10 OGTIKOBYIOTBCS 34 OTIMCOM, MEPIUH 1 OcTaHHii
HOMEPH CIIpaB 3a OIIMCOM, & TAK0XK 00YMOBIIIOIOTECS 0COBIMBOCTI HyMepallii crpas B
omuci (miTepHi Ta npomymeni Homepw cmpas). Y piuHMH po3xin ommcy cnpas
BHOCATBCA TaKOXK CIPABH, HE 3aBEpIICHI IPOTArOM KaJeHIapHOro poKy. Y Takux
BUITAJIKax y KiHIi PiYHUX PO3ILUTIB ONUCY KOKHOTO HACTYIHOT'O POKY, IPOTATOM SIKOTO
CIpaBH IIPOJIOBXKYBAIKCH B IIJIOBOICTBI, 3a3HAYAETHCS:

«JIOKYMEHTH 3 IbOTO IIUTAHHS MUB. TAKOX Y PO3ALII 32 pik, N ».

261.  Onuc cnpas 3VI mnignucyerscs YKIaza4eM 13 3a3HaueHHAM MHOTo
flocalil, MOTO/UKYETBCS 3 MPALiBHAKOM BiANOBIJaNbHMM 33  AiIOBOJCTBO |
3aTBEPKY€EThCA HAYaIbHUKOM CTPYKTYPHOTO ITiIpO3IiTy.

262.  Omnwuc cnpas 3YI ckiramgaerses Yy NBOX IPUMIPHUKAX, OAMH 3 SKHUX
NepeNaeThes pasoM i3 cmpaBamMu 10 apxiBy 3YI, a iHmmMH samumaerses sx
KOHTPOJIBHUN IPUMIPHHUK Yy BifIimi.

263.  Ha ocHoBi omuciB cripaB cTpyKTypHHX nigposniniB apxis 3VI rorye
3BCJEHI OMKCH CIPaB NOCTiiiHOrO Ta TpuBamoro (mouax 10 pOKiB) 30epiranns, 3
KaJipoBUX MUTAHB (0COOOBOTO CKIIamy).

264.  3BeneHuil omUc crpaB MOCTIHHOTO 30epiraHHs CKIafa€eThes y Y0TUPHOX
NPUMIPHUKAX, AKi MICISI CXBaJeHHs eKCIIepTHOI0 KoMiciero 3YI B YCTaHOBIIEHOMY
TOpANKY TMOMAIOTECS JUIsl CXBAlleHHs eKCIIEPTHO-TIEPEBIPHOIO KOMiCielo mep:aBHOro
apxiBy, THCIS YOro  3aTBEpPIIKYIOTHCS pextopom  3VI. OauH npumipHHK
3aTBEPKCHOTO OIUCY MOJAETLCSA JAEPIKABHOMY apXiBy.

265. 3BezieHl omucH copaB TpuBanoro (moHax 10 POKiB) 30epiranms
CKIaNaroThesl y IBOX NPUMIPHUKAX, CXBATIOIOTHCS €KCIEPTHOIO Komiciero 3VYI i
3aTBEP/KYIOTHCSI PEKTOPOM.



266. 3BelleHI ONMMCH CIpaB 3 KaJpOBHX MHTAHb (ocoboBoro ckmany
CTiBPOOITHUKIB, 0cO60BOrO CKIaLy CTY/ICHTIB) CK/IANAIOTBCS Y TPhOX MPHMIPHHUKAX,
HIUTMCYIOTBCS YKIIa[aueM, CXBATIOFOThCS CKCIEePTHOIO KoMmiciero 3V, moromkyiorses
3 CKCIEPTHO-TIEPEBIPHOIO KOMICIEr0 IepXKaBHOTO apXiBy 3akapraTchkoi 06macTi, mcs
HOTO 3aTBEPILKYIOTECSI peKTopoM 3Y1. OnuH NpUMipHUK 3BeI€HOTO OMICY MOAACTECS
ACpKAaBHOMY apxiBy 3akaprarchkoi o61acTi.

267.  JlokymeHTH MOCTIHOTO Ta TPHBAIOro (monan 10 pokis) 36epiranns, 3
KaJpOBHX IIMTaHb (0COOOBOIo CKIa/Ay CTYAEHTIB) 060B’I3KOBO OIHUCYIOTBCS Yepes JBa
POKH Miciisl 3aBepIIeHHs CrpaB Y JiJIOBOJCTBI. JoxymeHTH nocriitHoro 36epiraHms
BIAIIOBIHO /10 3aTBEPIKEHUX OIHCIB CIIPAB [epealoThCy 10 JEPXKABHOTO apXiBy
3akapriaTchbkoi 001acTi B yCTaHOBIEH] 3aKOHOIABCTBOM CTPOKH.

Odopmaenus cnpas

268. Odopmiienns cnpaBu MOCTIHHOrO i TpHBasOro (monan 10 pokis)
30epiranns nepenbayac HyMeparliro apKyIis y cipasi, cknanenHs (y pasi norpe6u)
BHYTDILIHBOIO ONHCY HOKYMEHTIB CIIPABH, HASBHICTH 3aCBiZTYYyBATLHOTO HAMKCY
CIIPaBH NP0 KINBKICTh apKyIIiB i mpo ocoGiuBocTi ¢isnanoro cTaHy Ta (pOpMyBaHHS
COpaBH, MiAIMBAaHHS ab0 OnNpaBieHHs crpaBu, OMGOPMICHHS OOKIAIUHKH
(THTYJIBHOTO apKyIa) CrpaBy.

269. Hokymentu tumuyacoBoro 3Gepiranms, copmosani y CIIpaBH, He
[JIIMBAOTECSA, ApKYyII He HyMepYIThbe, YTOUHEHHS elleMeHTIB ohopMiIeHHs
0OK/IaIMHKH HE MPOBOUTBCS, 38 BAHATKOM IIePBUHHOT OyXranTepchKoi JoOKyMeHTaljil.

270.  OcoboBi cripaBy Ta OKpeMi TPy CIIPaB MOCTIHHOIO 30epiraHHsi, Ha3BHU
SKUX He TOBHICTIO PO3KPHMBAIOTH 3MIiCT (CHpaBH, IO MiCTSTh IIOCTaHOBH,
PO3TOPSIIDKEHHS, HaKa3W, PIIIEHHs TOMIO), TOBUHHI MATH pO3MilIeHHi Ha [I0YaTKY
CIpaB{ BHYTPIILIHIH OIMKC JOKYMEHTIB y CIPaB.

271, Tlicnst 3aKiHYeHHs AIOBOJHOTO POKY 40 HAMWCIB Ha 0OKJIaIMHKAX
CIpaB  IOCTIHHOTO i TpuBamoro 36epiraHHs BHOCATBCS HeOGXinHi YTOUHEHHS,
IEPEBIPSETLCS Bi/lNOBIHICTL 3ar0IOBKIB CIIpaB Ha OGKIATHHIL 3MICTY [TiIIIATHX
JIOKYMEHTIB, BHOCSITECS ¥ pa3i NOTpeGH [0 3arosioBka CIIPaBH JOAAQTKOBI BiIOMOCTI
(IIPOCTaBNAIOTECS. HOMEPH HaKasiB, IMPOTOKOMIB, 3a3HAYAIOTHCS BUAA 1 Qopmu
3BITHOCTI TOIIIO).

272.  Jlata Ha oOKIamuHI CIIpaBM IOBHMHHA BIATOBIAATH POKY IOYATKY i
3aKiHYEHHs CIIPaBM; y CIpaBi, IO Mae JIOKYMEHTH 32 OUIBII paHHI POKH, Hik pik
YTBOPCHHSL CTIPABH, 1T IATOK0 POOUTECS HAIKC: K€ JOKYMEHTH 34 ... DOKH.

273. Ha obxnaguakax CIIpaB, IO CKIAJarOThCs 3 KIJIBKOX TOMIB (yacTun),
NPOCTABISIOTECS JIATH MEPIIOTo 1 OCTAHHBOTO JOKYMEHTIB KOKHOTO TOMY (yacTuHM).
Y pasi 3a3Ha4eHHs TOYHO! KaJeHIapHO! 1aTH IIPOCTABJIAETECS YKCIIO0, MICSLb | piK.
1cio 1 piK Mo3HaYAIOTHCS apabCHKUMU LU(DPAMH, MiCSITh THIIETECS CTOBOM.

274.  Ha ofkmamuHIi CrpaBd HPOCTABISETHCS HOMED CIIpaBH 3a 3BeJeHHM
OIMCOM i 3a IMOrOKEHHAM 3 apxiBoM 3V1 — HoMep omucy i bouny.

275. Y pasi 3sminu HaliMerysanns 3Y1 nporsrom nepiofy, SKUM OXOITIOTh
JIOKYMEHTH CTIpaBH, abo i 9ac nepefadi Cpasy [0 iHIIO! yCTaHOBH (cTpyxTypHOIrO
MiApO3ainy) Ha OOKIAJMHII CIPABH 3a3HAYAETHCH HOBE HalHMEHYBaHHS yCTaHOBU
(cTpykTypHOrO TMaPO3AiNy), 8 Momepe/He OepeThCsi B IykKKH.

276.  Hamucu Ha o6KiagwHKaX CIpaB MOCTIHHOTO Ta TpuBajoro (noxazn 10



POKiB) 30epiranHsi poOIATHCS YiTKO YOPHHUM CBITJIIOCTIHKHM YOpHHMIOM ab0 MacToro.
3a00poHsETLC HAKICIOBAHHS TUTYJIbHOTO apKyllia Ha OOKJIaTUHKY CIIPABH.

Ilepeaaua cnpag g0 apxisy 3V1

271. Copasu moctiitHoro ta TpuBsamoro (mosax 10 pokiB) 30epiranHs, 3
KaJIpOBHX IUTaHb (0COG0BOrO CKIay CriBpOoOITHHKIB Ta CTYJICHTIB) Yepe3 J1Ba POKH
MicJis 3aBepIICHHS X BEJCHHS NepealoThes 0 apxiBy 3VYI B ynopsyikoBaHoMy cTami
AJIs OJAJIBILOrO 30epiraHHs Ta KOPUCTYBaHHS.

CopaBun  TumyacoBoro (mo 10 pokis BKJIIOYHO) 30epiraHHs MOXKYTb
nepefasatucs 10 apxisy 3V1 3a pintenssim pexropa.

278.  llepemawa cmpaB no apxiBy 3V sgificHioerbes 3a rpagikom,
NOTO/UKEHUM 3 KePIBHMKaMHM CTPYKTYPHMX TMiApo3ginis i 3aTBepKEHUM
PEKTOPOM.

279.  Slxuio okpemi cripaBy HeOOXiIHO 3ATMIIUTH y MIPO3IiMi Ui IOTOYHOT
pobotw, apxis 3Y1 odopmisie Buiady crpas y THMUAcOBe KOPUCTYBaHHS.

280. IIpuiiManHs-IIepesiada KOXKHOI CIIpaBH 3MiMCHIOETBCS OpaLiBHUKOM,
BI/IIOBIfaIbHEM 3a apxiB 3V, B mpucyTHOCT mpauiBHiKa CTPYKTYPHOTIO MiJIpO3/Iiy,
SIKUH Nepenae yrnopsaaKoBaHi Ta 0o(popMIiIeHi cpasH.

281.  Cnpasu mocrifinoro Ta Tpusanmoro (monax 10 POKiB) 30epiraHHs
nepejalTees 10 apxiBy 3VI 3a onucamm.

Y KiHLI KO)KHOTO NPUMIPHUKA OTUCY TIPALIBHUK, BiANOBINaIbHUI 34 apxiB 3V1,
PO3IIMCYETBCS Y IPUMHSATTI CIPaB 3 000B’ I3KOBUM 3a3HAYEHHAM KiLTLKOCTI (uudpamm
I ClOBaMM) IIepelaHUX CHpaB i NpOCTABIsE Aaty. OmUH NOpUMIPHUK omucy
TIOBEPTAETECS CTPYKTYPHOMY IiAPO3ALTY, BCi iHIIi 3aMialoTees B apxisi 3V,

282. CrmpaBy, 10 NepefaroThCs 0 apxiBy 3VI, mosunHi 6yTH 3B’s3aHi
HAJIC)KHUM YHHOM.

283. 'V pasi nikBiganii abo peopranizarii CTPYKTYPHOTO Miipo3ainy ocoba,
BIJIOBIJla/IbHA 3a OpraHi3aliio Tam J1JI0BOJICTBA, B MEPios MIPOBEICHHS JIIKBIAAI HHIX
3axo/iB popMmye BCi JOKYMEHTH y CIipasH, ohopMmIIIOE CIipaBH i mepenae 1x 10 apxiBy
3V1 nesanesxHo Bin cTpokis 36epiranns. [lepenaua CIIpaB 3/1HCHIOETHCS 33 OIIMCAMHU
CIIPaB i HOMEHKJIATYPOIO.

3V1 30608’ 13anuit 3a6e3neunt 36epiranus apXiBHMX JJIOKyMEHTIB Ta Nepeady
JIOKYMEHTIB, 10 Hanexarth 10 HanioHamsHOro apxisHOro bonny, micis 3akiHueHHS
BCTaHOB/JICHUX IPaHUYHUX CTPOKIB iX 30epiranHs B apxisi 3YI mis mocTiiiHoro
30cpiranss j10 JepkapxiBy o6nacri.



Jomatox 1
(yHKT 16)

BUMOT'H
/10 0(OPMJIEHHS JIOKYMEHTIB, IO BUTOTOBJISIOTHCS 32 A0MIOMOIOI0
APYKYBAJbHHX 32C00iB

I. Jlas ApyKyBaHHS TEKCTiB CITyGOBUX JOKYMEHTIB BHKOPHUCTOBYEThCS
rapuitypa Times New Roman, mpudr posmipom 12-14 OPYKApPChKUX [MyHKTIB.
Jl03BONISIEThCS BUKOPUCTOBYBATH MIPH(BT posmipom 8-12 npykapchKMX MyHKTIB st
APyKyBaHHs peKBi3uTy «lIpi3BuIe BUKOHABI i HOMep iHoro TeNe(oHy», BHUHOCOK,
NOACHIOBA/ILHUX HAIUCIB JI0 OKPEMHX ENEMEHTIB TEKCTy JOKyMeHTa a6o HOro
PEKBI3UTIB TOLLO.

[Tin yac ApyKyBaHHS 3ar010BKIB JO3BOJISETHCS BUKOPUCTOBYBATH HAITiBXKHUPHUHI
WpHT (mpsimuit abo Kypcus).

2. Texer nmokymentiB Ha mamepi dopmary A4 (210 x 297 MiJliIMeTpiB)
PEKOMEHI0BaHO ApYKyBaTH 4epes 1-1,5 MixpsikoBoro inTepsaiy, a popmary A5 (148
X 210 MinimeTpiB) — yepes | mixpsiakoBuit inTepBa.

TexcT noxyMeHTa, IO TOJAETHCS IS ACpIKaBHOI peecTpauii n0 miapo3ainis
Min’tocty, npykyerbes Ha mamepi dopmary A4 (210 x 297 winimeTpiB) 3
BHKOPUCTaHHAM rapHiTypu Times New Roman Ta wpudry posmipom 14 IPyKapChbKHX
NyHKTIB, Yepe3 1,5 MixkpsiakoBoro inTepsany.

PexBisut nokymeHTa (KpiM TeKCTY), SIKi CKIANAIOTHCH 3 KLIBKOX PAKIB,
APYKYIOTbCsL vepe3 1 MbxpsiakoBuii inTeppan. CKIALOBi YaCTHHH peKBIi3WTIB
«Anpecary, «I'pud 3arBepmKeHHSY, «I'pud moro/pKeHH» BiNOKPEMIIOIOTECS OMH
BLIL 0/IHOTO Yepe3 1,5 Mixps/IKOBOrO iHTepBay.

PeKBisuTh JI0KyMeHTa BiTOKPEMIIOIOTECS OMMH Bij OZHOTO 4epes 1,5-3 mix
PAIKOBUX IHTEPBAIIH.

3. HasBa Bumy JOKyMeHTa IpyKYEThCS BEIUKUMU JiTEpamMHu.

4. Posumdpysanns mignucy B pexsizuri «Ilizmucy JPYKY€ETbCSl Ha PiBHI
OCTaHHBOI'O PSIIKA HA3BH I1OCAIH.

5. MaxcumanbHa JOBXHHA psKa 6araTOpsIKOBHX PEKBI3UTIB (KpiM
PeKBI3UTY TeKeTy) — 73 minimerpu (28 apykoBaHux 3HaKiB).

Akino 3aromoBok 10 Tekery mepeBuinye 150 3HakxiB (5 psanxis), Horo
AO3BOJIAETECS MPOMOBXKYBATU JI0 MeXi IpaBoro moist. Kpamka B KiHmi 3arojioska He
CTaBUTHCH.

6.  Ilix 9ac odopmiieHHS JOKYMEHTIB CITiT JOTPUMYBATHCSA TAKHX BIJCTYIIIB
BiJI MeXi JIiIBOTO oIS JIOKYMEHTA:

12,5 minimetpa — st aG3aiiB y TeKCTi;

92 MiNiMeTpH — 17Is PeKBI3UTY «Anpecary,

104 minimMerpu — mnst pexsisuty «['pud 3aTBepIKEHH>>;

125 minimeTpis — s posmmdpyBanHs miAnucy B pepizuti « [ Tixmucs.

7. He poburscs Bimcrynm Bim Mexi JBOro moms s pexBizuTiB «/lara
JOKYMEHTa», «3arojl0BOK 0 TEKCTY JOKYMEHTaY, « TekcT» (Oe3 a63artis), «BigmiTka
PO HAsBHICTE JIOAaTKiB», «[Ipi3BHINe BUKOHABIA i HOMEp ioro Tenedony»,
«BinmiTka 1po  BHKOHAHHS JOKyMEHTa 1 HaJCWJIaHHA WOro Jo CIIpaBM»,
HaMCHYBaHHS mocaid y peksisurax «[lizmuc» Ta «T pud TOroKEHHS,



3aCBI/4yBaTBHOrO HAMHUCY «3rimHo 3 OpHTiHAIOM», a Takox ciiB «CIYXAJIN»,
«BHUCTYTIUIIN>>, «BAPIHIINIIN>>, «YXBAJIUJIN», «HAKA3VYIO»,
«30BOB’SI3VIO».

8. 3a HasIBHOCTI KIIBKOX rpudiB 3aTBEpPKEHHS 1 IMOrOMKEHHS BOHM
PO3MILIYIOTECA Ha OJAHOMY DiBHI BepTHUKAILHUMH psaaxkamu. Ilepumii rpud — Bix
MeX1 JIIBOTO MOJIA; Apyruii — uepes 104 MIJIIMETPH BiJl MEXi JIiBOTO moJsl,

9. JSIKmo B TeKCTi JOKYMEHTa MICTHUThCA TIOCHIAHHS Ha nonatku abo Ha
JOKYMEHT, IO CTaB IIACTABOIO JUIs HOro BHAAHHS, croBa «Jlomatok»s i «Ilincrasay
APYKYIOTBCA BiJ{ MeXK JIIBOTO 110151, @ TEKCT 710 HUX — yepes 1 MDKPSIIKOBHH iHTEpBa.

10.  ITix gac opopmieHHs JOKYMEHTIB Ha ABOX i OLIbIIE CTOpPIHKax jpyra
Ta HACTYIIHI CTOPIHKM MOBHMHHI GyTH MPOHYMepOBAHI.

Homepn cropinok crausatees mocepenuni BEPXHBOTO MOJIS  apKylla
apabcbkuMu LubpamMu Oe3 3a3HaveHHS CI0Ba «CTOpiHKa» Ta PO3MiJIOBHX 3HAKIB.
Ilepmma cTopinka He HymepyeThest.

11.  TekcTH HOKYMEHTIB MOCTIHHOrO 30epiranHs IpyKYIOTBCS HA OJHOMY
Ooui apkyma. JlokymeHTH i3 cTpokoM 36epiranss 10 5 POKiB MOXKHa JIPyKyBaTH Ha
JIMIBOBOMY 1 3BOPOTHOMY GOIIi apKyIna.



—

3AKAPMATCHKHIA YTOPChKHI
IHCTUTYT IM. ®EPEHLIA
PAKOLII I

HonaTok 2
(rrysxT 18)

I1. RAKOCZI FERENC
KARPATALJAI
MAGYAR FOISKOLA

90202 Ykpaina, M. beperoso,
nn.Kouryra Ne6, A/c: 33. Ten./daxc
(8-031-41)2-34-62,en.:4-29-68
z=7 foiskola@kmf.uz.ua
www.kmf.uz.ua

Peectp. Ne

90202 Ukrajna, Beregszasz, Kossuth
tér 6, Pf.33. tel./fax (00-380-3141)2-
34-62, tel.: 4-29-68
#=7 foiskola@kmf.uz.ua
www.kmf.uz.ua




Jlonarox 3

(myHKT 18)
3AKAPIIATCHBKWUM YIOPChKUI 1I. RA;{(’)CZI FERENC
IHCTUTYT IM. ®EPEHLIA KARPATALJAI
MAGYAR FOISKOLA

PAKOLI IT

90202 Vkpaina, M. beperoso,
. Kowyta Ne6, A/c: 33. Ten./dakce
(8-031-41)2-34-62,ren.:4-29-68
#=" foiskola@kmf.uz.ua
www.kmf.uz.ua

90202 Ukrajna, Beregszasz, Kossuth
tér 6, Pf.33. tel./fax (00-380-3141)2-
34-62, tel.: 4-29-68
#=7 foiskola@kmf.uz.ua
www.kmf.uz.ua

HAKA3 Ne  Bim«_ » 202 poky



3AKAPIIATCHLKHMI YTOPCbKHM
[HCTUTYT IM. ®EPEHLIA
PAKOLLI IT

Honatok 4
(mmyHkT 18)

11. RA}(OCZI FERENC
KARPATALJAI
MAGYAR FOISKOLA

90202 VYkpaina, M. beperoso,
nn.Kowyra Ne6, A/c: 33. Ten./akc
(8-031-41)2-34-62,1en.:4-29-68
z=7 foiskola@kmf.uz.ua
www.kmf.uz.ua

PO3MOPSIKEHHS e Bin «_ »

90202 Ukrajna, Beregszasz, Kossuth
tér 6, Pf.33. tel./fax (00-380-3141)2-
34-62, tel.: 4-29-68
#7 foiskola@kmft.uz.ua
www.kmf.uz.ua

202__ poky



Jomatok 5

(myHKT 18)
3AKAPIIATCHKHMI YTOPChKUIA 1. RAKOCZI FERENC
THCTUTYT IM. ®EPEHLIA KARPATALJAIL
MAGYAR FOISKOLA

PAKOLI I1

90202 Ukrajna, Beregszasz, Kossuth
tér 6, P£.33. tel./fax (00-380-3141)2-
34-62, tel.: 4-29-68
#=7 foiskola@kmfiuz.ua
www.kmf.uz.ua

90202 Yxpaina, M. beperoso,
. Kouryra Ne6, A/c: 33. test./dakce
(8-031-41)2-34-62,Ten.:4-29-68
#=7 foiskola@kmf.uz.ua
www.kmf.uz.ua

IMPOTOKOJI Ne  Bim«__ » 202 poky
3acilaHHdA (nazBa KoJieriajibHOro oprany — Buenoi paau,
koHdepeHii TPY/10BOro KOJeKTHBY, HAPa1 KePiBHHITBA, HABYAJILHO-

METOAHYHOI paju)




Iomatox 6
(nyHKT 35)

NEPEJIIK
JIOKYMEHTIB, 110 3aTBEPAKYIOTHCSH
3 mpocTaBJsiHHAM rpuda 3aTBepAKeH s

1. AxrtH (roToBHOCTI 00’€KTa O eKCIUIyaTalil; CIHCaHHS; lHBeHTapH3aH11
eKCIIePTU3H; BHIYUCHHS CIPAB JUIs 3HHUIICHH; mepeadi CIIpaB; peopraHisarlii
CTPYKTYPHHX ITiAPO3ALIiB TOLIO).

.  3apmaHus (Ha IPOEKTYBAaHHS 00 €KTIB, TEXHIYHMX CIIOpYJ, KalliTalbHe
6y:L1BHMurBo Ha TPOBE/ICHHs HAyKOBO- JOCITIIHUX, TIPOEKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTUHMX POOIT; TEXHITHI TOLIO).

3. 3Bird (PO OCHOBHY MisBHICTB; BIAPSUKEHHS; HAYKOBO-HOCII/IHI pobotu
TOIIIO).

4, Kowmropucu BHTpar (Ha YyTpMMaHHA IWITAaTy IHCTUTYTY, OyIUHKIB,
IPUMillleHb, CTIOPY/(; Ha ITATOTOBKY Ta OCBOEHHS BHPOOHUITBA HOBHX BUpoOiB; Ha
KaritajabHe OyIiBHHLITBO TOLIO).

S.  HomeHknarypu cipas.

6. Hopmarusu (BATpavaHHs CHPOBHHM, MaTepialis, eJIEKTPOeHEePTi;
TeXHOJIOTIIHOT0 NPOEKTYBAHHS; YMCENBHOCT] MPALliBHHUKIB TOILO).

7. OmucH crpas.

8. Tlepemniku (mocaji MpariBHAKIB 3 HEHOPMOBAHHM POOOUMM JTHEM;
TUTIOBHX, BiIOMYHKX (Taly3eBUX) JIOKYMEHTIB i3 CTpoKaMU 30epiraHHs TOLLIO).

9.  TInanu (BUpoGHUYI; Oy IiBeTEHO-MOHTaXHUX, IIPOEKTHO-PO3BIMyBaTIbHHUX,
HAYKOBO-/10CHIAHUX poOiT; poboru Buenoi panw, HaBYaJIbHO-METOAUYHO1 pajH,
HAYKOBOI pajy TOIO).

10. TIlocanosi iHCTPYKIIii.

11, ITporpamu ((iHaHCOBO-eKOHOMi4YHI; IpOBeAeHHA poOIT 1 3aXOmiB;
BiZPSPKEHB TOILIO).

12.  TIpoToKOIH 3aciiaHb KojerialbHuX OpraHiB (3a 1oTpedu).

13. Po3uinky Ha BUKOHAHHS poOiT.

14. Craryr.

15. Crpykrypa.

16. ®opmu yHi)IKOBaHUX TOKYMEHTIB.

17. IllTaTHi po3MUCH.



Tlomatok 7
(rmyHKT 68)

IMMEPEJIIK
IOKYMEHTIB, MiINHCH HA AKUX CKPINIIOI0THCA odiniiiHoI0 NeYaTKOKO

1. Axrtu (BUKOHAHHS POGIT, CIIMCAHHS, €KCIEPTU3H, (IHAHCOBUX IepPeBipOK;
BHTy4EHHS CIIPAB JUIsl 3HULLEHHS; Iepe/iayi Cripas TOLIO).

2. ApKymi HOrOKEHHs TPOEKTIB HOPMATHBHO-TIPABOBUX aKTIB.
3. BuCHOBKHY i BIATYKY Ha JucepTalii Ta aBTopedeparH.
4.  Jlosimkw (TiATBEpPKYIOUi, IPO HAPAXOBaHy 3apILUiaTy TOIIO).

5. Jloroopu (mpo MarepiaibHy Bi/TIOBiNANbHICTD, HAyKOBO-TE€XHIUHE
CIiBPOGITHULITBO, MiAPSAH, OPEH/TY IPUMIiLIEHb TOLIO).

6. JlokyMeHTH (JIOBiZIKH, MOCBITYEHHS TOIIO), IO 3aCBIAYyIOTh IIpaBa
IPOMaJIsiH | FOpUANYHMX OCiO.

7. JlopyudeHHs Ha OJepKaHHs TOBapHO-MaTepiaJbHUX L{IHHOCTEH, OrOIDKETHI,
GaHKiBChKI, TEHCIMHI, MIATIXHI.

8. 3aBjaHHs (Ha IpOeKTyBaHHs 00’€KTiB, TEXHIYHHX CIOPYJ, KalliTalbHe
OymiBHUIITBO TOIIO).

9. 3asBM (Ha aKpeJUTUB, PO BIZIMOBY BiJl aKIENTY TOLIO).
10. 3aasku (Ha 00JaJHAHHS, BAHAXOH TOLIO).

11. 3pasku BiZOWTKIB I€YaToK i MiANKCIB NPALiBHUKIB, sKi MalTh IPABO
3ilicHIOBaTH (HiHAHCOBO-TOCIIOAAPCHKI Oneparii.

12.  KomTopuc BUTpar (Ha yTpUMaHHS IITATy, Ha KaIbKYJIALIIO 38 TOTOBOPOM,
Ha KarmiTansHe 6YIiBHULITBO TOLID).

13. JIucTu rapanTiiiHi (Ha BUKOHAHHs POOiT, HATAHHS MOCIYT TOIIO).
14. HomeHxkyatypu cropas.
15. Omucu crpas.

16. TlomanHs i KionoTadHs (PO HArOPO/UKEHHS OpAeHAMH 1 MeJANAMHU; IIPO
TPEMiIOBaHHS).

17. TIporokonu (TIOTOKEHHS MUIaHIB TOCTABOK).

18.  Peccrpu (dekiB, 610)KETHUX JOPYYEHb).

19. CrinbHi JOKYMEHTH, [iATOTOBIEHI BiJl IMEH1 JBOX 1 OLbIIe yCTaHOB.
21. CraryTH yCTaHOB.

22. TpynoBi KHUKKH.
24, IllraTHi pO3MKCH.



Jlomatok 8
(myHxT 132)

KYPHAJ
peecTpauii BiApsKeHb
Ne [IpizBuie Micue Micue Hata Jlata Hara ]
3/m | Ta iHinianu poGoTH, | BigpskeHHS | 1 HOMEp BUOYTTSL | TIPUOYTTS
mocaja Hakasy | y BiApsd- | 3 BiApsAA-
YKEHHSI YKEHHS
1 2 3 - 5 6 i




Honartox 9
(rryHkT 141)

3BIT*
po obcsir
TOKYMEHTOO00Iry 3a 20_p.
JlokymeHTH KinpKicTh TOKyMEHTIB
OpHTiHAIH KOTIi{ yCBHOTO
1 2 3 4
Bxinsi
Buxinni
Buyrpimmi
Yceroro

HaganpHUK BLILTY
oprasizaiiii 10KyMeHToo0iIy

(miamuc) (iniuianu (iniuian iMeni)
MIPI3BUILE)

20 p.

*V pa3si noTpebu 3BIT MOXKE TONOBHIOBATUCS JTO0AATKOBUMMU rpadamu.



Jomarox 10
(myskT 153)

NEPEJIIK

JOKYMENTIB, L0 He MiJIAraloTh peecTpauii npauiBHHKOM BiANOBIJAJILHHM 32

ALI0BOACTBO™

. I'padiku, Hapsau, 3asBKH, PO3HAPIIKH.
. 3BejieHHs Ta indopMartis, HaIicnaHi 10 BioMa.
. HaBuastpHi n1anu, nporpaMu (Komii).

1
2
3
4. PexTaMHBi MOBIMOMJICHHS, TIAKATH, IPOTPaMy HapaJl, KOH(pEpEeHIIi# TOLIO.
5.
6
7
8

[IpeitckypanTy (KOIII).

. Hopmu BUTpaTH MaTepiallis.
. BiTanpHi JIMCTH 1 3apOIIEHH.

. lpyKoBaHi BUIaHHs (KHUIH, )KypHAIH, OrOIeTeHi).
9.

HaykoBi 3BiTH 3a TeMaMH.

10. Micsuni, KBapTabHi, MiBpPivHI 3BITH.

11. ®opMu CTaTHCTUUHOI 3BITHOCTI.

12. JoroBopwu.

* JlokyMmeHTH, 3a3Haueni y myHkrax 1, 3, 8-12, miansaraioTs cneniaabHOMY
06Ky y BIANOBIAHMX CTPYKTYPHHX migposainax (Oyxranrepii, Biaiiii
KaapiBs, 6i6iorewi, BUIAaBHUYIOMY IIEHTP1).



Honaroxk 11
(rmyHKT 162)

KYPHAII
peecTpallil BXiJIHUX JOKyMEHTIB™*
Hata Kopecmon- | Kopor | Tepwmin | Bigmos | Ilimmuc | BingmiTka
HA/IXOJKEHHS JIeHT, KWl | BUKOHaH | imaimpH | ocobu, npo

Ta IHJEeKC nara Ta 3MicCT HA 15051 sKa BUKOHAHHS

JIOKyMEHTa iHIeKC BHUKOHA | OTpUMala | JOKYMEHTa
oJiepKaHOT BElb | JOKYMEHT

\ 0
TOKYMEHTa
1 i 3 - 5 6

* Y pasi noTpebu KypHAI MOKE TOTIOBHIOBATUCH JI0JJATKOBHMHU rpadaMu.




XKYPHAIJI

peecTpallii JOKyMeHTIB, cTBOpeHHxX 3V I*

Hopatox 12
(myHxT 162)

|
|
|
|

JlaTa Ta iHIEKC KopecnonaeHT KopoTtkwii 3MicT BiamiTka
JIOKYMEHTa IIPO BUKOHAHHS
JOKYMEHTA
N 2 3 4

* 'V pasi noTpedu KypHaI MOKe JOIMOBHIOBATUCH JOAATKOBUMH Ipadamu.




Honatok 13
(myHkr 178)

CTPOKH
BHKOHAHHS OCHOBHHX JOKYMEHTIB

1. Vkasu, po3nopsvkerHs i nopydenns [Ipesusenta YKpaiHu —y pasi, KoJIu
B akTi un gopydeHHi [IpesunenTa YKpainu CTpOK BUKOHAHHS 3aB/IAHHS HE BU3HAUCHO,
oro BUKOHAHHA 3/ilCHIOETbCs MpoTsaroM 30 KaneHAapHHUX JHIB 3 JaTh HaOpaHHA
YHUHHOCTI [IUM aKTOM.

3anuT HAPOHOTO JenyTara YKpaiHu — He MisHilue, HiK y 15-meHHU CTPOK 3
Hs Oro HaIXO/UKeHHS abo B iHImMit ycraHoBineHuit Bepxosroro Pangoro Vkpalnu
cTpoK. 3aruT gAemytata BepxosHoi Panun ABTOHOMHOT PecriyOmikun  Kpum y
1’ ITHAALSATUACHHHIN CTPOK, JEIyTaTa MICIeBOI pajiid — B YCTaHOBJIEHUH 3a3HAYEHOIO
Panoro cTpox.

SIKImo  3allUT HAPOJHOrO JemyTata YKpaiHu (nemyrara BepxoBHol Paau
Agronomuol Pecry6niku Kpuwm, nemyrata MicieBoi pajgy) 3 00’ €KTHBHUX MPUIUH HE
MOKe GyTH PO3IVISHYTO B YCTAHOBJIEHUH CTPOK, HAJICUIAETHCS Bi/IMOBIAHO 10 3aKOHY
[IUCHbMOBE TOBIJIOMJICHHSI Cy0’€KTaM BHECEHHS 3aIUTY.

2. 3BepHeHHs HApPOAHOrO jeryTtarta YKpainu (Jemyrara Bepxosnoi Panu
AgroHoMHOT Pecniy6mixu Kpum, Jemyrara MicueBoi paiy) — NpOTAroM He OLibuI K
10 nuiB 3 IHA HAIXOMKCHHS.

YV pasi HEMOXIMBOCTI PO3IVIsLY 3BEPHEHHsS HAPOJHOIO JemyTara YKpaiHH
(nemyrata Bepxosroi Paju AsroHomuoi PeciryGmixu Kpuwm, geryrata MicieBoi pajiu)
B YCTAaHOBJGHMH CTPOK HOMYy MOBIIOMIIOTE Ipo Ie obiuifinuM jmeToM i3
3a3HAUEHHSIM TIPUYMH  [POJOBXKEHHS CTPOKy po3riasamy. CTpok — posrmsamy
JIEIYyTaTChKOTO 3BEPHEHHs. 3 YpaXyBaHHsAM CTPOKY TPOJMOBXKCHHS HE MOXKE
nepeBuilyBatyd 30 HIB 3 MOMEHTY HOr0 HaIXOKEHHS.

3.  Pimenns Kabinery MinicTpiB YKpaiHu 1010 JOONpALIOBAHHS ITPOEKTIB
HOPMATHBHO-IPAaBOBUX akTiB — 0 10 [HiB MicIs po3riiany IPOEKTy akTa Ha 3aCiIaHHi
Kabinery MinicTpiB YKpainu (SKII0 He BCTAHOBJIEHO 1HIIUH CTPOK).

4. Tlocra"oBu Ta BHcHOBKM Koierii PaxynkoBoi mamaty — 15 OHIB 3 AHA
peccTpalii 10KyMeHTa B yCTAHOBI (SIKIIO IHIIHI CTPOK HE BCTAHOBIEHO Y JOKYMEHT).

5. Tloromxenns mnpoekriB akTiB Kabinery MinicTpiB YKpaiHu ycTaHOBaMmH,
AKUM I1i IPOEKTH HATICIaHO A PO3IIISILY, — Y CTPOK, YCTaHOBJIEHUH TX TOJIOBHUMH
PO3pOOHUKAMH.

6. IIporecT MpoKypopa Ha akT, IO CYyNepeuuTh 3aKOHY, — Y JAECATHICHHUM
CTPOK Iiciisl Horo HaaxomkeHHs. IIpo HacHmiIKu pos3rismy NMpOTecTy B TOU CaMHU
CTPOK MOBIJIOMJISIETECS IPOKYPOPY .

[TMchbMOBHMI IPUIIKMC MTPOKYpOpa MPO YCYHEHHS NOPYIIEeHb 3aKOHY — HeraiHo,
PO IO MOBIIOMIISETHCS IIPOKYPOPY.

[ToganHs IPOKypopa 3 BUMOraMH YCYHEHHS NOPYLIEHb 3aKOHY, MPUYMH LHX
TIOpYLIEHb i YMOB, 110 1M CIIPUSIOTh, Hi/UIIrae HeBiKkIagHOMy posrisny. He mizHime
HK y MIiCSYHMH CTPOK CJIiJi BKHTH BIANOBIIHUX 3aXOJ(B JO YCYHEHHS MOPYLICHbH
3aKOHY, NPUYMH Ta YMOB, WO IX CIPUYUHSIOTH, i IIPO HACHIJAKH [OBIIOMHUTH
[POKYpOpY.



[locTaHoBa MPOKYypopa Mpo MOpYLIEHHs AMCLMILTIHAPHOIO MpOBaKeHHs abo
MpOBa/DKEHHSI [TPO aMiHICTPATUBHE MPABOIIOPYIIEHHS — Y JEeCATHACHHHM CTPOK MiCIIS
1 Ha/IXODKEHHS, AKIIO 1HIIIe He BCTAHOBJIEHO 3aKOHOM.

7. Bamur Ha nyOniumy imdopmauiio Bix QisuuHoi, ropumuuHOi 0codw,
06’cHaHHA rpoMansH Ge3 cTarTycy HOPHANYHOI 0cobu, Kpim CyO’€KTiB BIaJHMX
MOBHOBAXKEHH (1AM — 3aIUTyBadi), Ta HAJAHHS BIAMOBIAI Ha 3amMuUT Ha iH(pOPMAIio
— He Ginplne ’aTH pOOOYHX AHIB B1J JHSA HAJXOJDKEHHS 3alUTY.

Y pasi konu 3amut Ha iHdopManio crocyeThes iHbopmariil, HeOOXIAHOT Hs
3aXVCTY KUTTA 9 CBOGOIHM 0COOH, PO CTAH AOBKIIA, AKICTH XapuOBUX MPOIYKTIB 1
npeaMeris  mo@yrty, aBapii, karactpodu, HeGesredHi NPEPOHI sBMILA Ta IHII
HaA3BUYaiini mojii, wo cramucs abo MOXKYTh CTATHCh 1 3arpoXyroTh Oesmeri
rPOMAJIsH, BiZIMOBIIb IOBHHHA OyTH HaJlaHa He Mi3HilIe HDK MPOTIAroM 48 rOAMH 3 THS
HAJIXO/DKEHHS 3aIUTy.

YV pa3si Konu 3aIUT CTOCYEThCsl BeMHKoOro obcary indopmanii abo norpedye
monTyKy indopmallii cepes 3HauHOI KiNBKOCTI JaHKMX, PO3IOPSTHHUK iHpOpMAaLii MOXe
NIPOJIOBKUTH CTPOK PO3MIsay 3armuty 1o 20 pobodux JHiB 3 00IPyHTYBaHHIM TaKOTO
nponoBKeHHs. [1po MpPOJOBKEHHS CTPOKY PO3HMOPSIHHMK iH(OpMAIli MOBiIOMIISE
3aIUTyBady B MMCHMOBIH hopMi He mi3Hille HiXK IPOTATOM II’ATH POOOUMX IHIB 3 JHS
HA/IXODKSHHSI 3aIIUTY.

BincTpoueHHs B 33/0BOJIEHHI 3alMTy Ha iHMOPMAIiI0 AOIMYyCKAeThCs B pasi,
KOIM 3anuTyBaHa iHGopMmanis He Moxe OyTH HagaHa s O3HAaHOMIICHHS B
nepenbadeHi CTPOKU y pasi HacraHHs oOcTaBHH HemepeOopHoi cwiu. Pimenns mpo
BiJICTpOUYEHHS TOBOIUTLCS /IO BiTOMA 3aIIUTyBa4da y MUCEMOBIH QOpMI 3 po3’ ACHEHHAM
[MOPSJIKY OCKapIKEHHS TIPUWHSITOTO PillIeHHS.

8. 3BepHEHHS rpOMa/isiH — He OLITbIIIe OJIHOTO MICSIS BiA AHA IX HAJAXOKEHHS,
a Ti, AKi He MOTPeOYIOTH OAATKOBOIO BUBYCHHS, — HEBIJIKJIQJIHO, ajie He Mmi3Hime 15
NHIB Bix AHS X HAIXOKEHHS.

SKIo y MicAYHHH CTpOK BHPIIIMTH TOPYIIEHI Yy 3BEpPHEHHI IHUTaHHS
HEMOXJIHBO, pekTop (mpesumeHt) 3VYI abGo mnpopekTop (3riiHO PO3MOALITY
GYHKITIOHATBHUX 000B’3KiB) BCTAHOBIIOIOTh HEOOXiTHUN CTPOK U1t HOTrO PO3IJIALY,
PO 110 MOBIAOMIISIIOTE 0C001, sika rojana 3BepHeHHs. [Ipu oMy 3arajipHUN CTPOK
BUPIIICHHS TUTaHb, HIOPYUICHUX Y 3BEPHEHHI, HE MOKe IepeBHIllyBaTH 45 IHIB.

9.  Jluctu-mopydeHHs 1 JHCTHU-3alIUTH YCTAaHOB BHIIOTO piBHA — JI0
3a3HAaYEHOr0 B HUX CTPOKY.
10. Tenerpamu, B IKUX  MOPYLIYIOTBCS  IHUTaHHS, [0 NOTPeOyIOTh

TEepPMIHOBOTO BUPIIIIEHHS, — JI0 IBOX JIHIB, peTa — npoTsaroM 10 gHiB.



JlopaTtok 14
(nyHkT 193)

3BEJEHH*
PO BUKOHAHHS JOKYMEHTIB, IO [i/UIAraioTh
iHIMBIyallbHOMY KOHTPOJIIO, CTAHOM Ha 20__p.

Ne | Haiimeny- JTOKyMeHTH Ha KOHTPOJI
3/11 BaHHS yCHOTO | HAIIHIILIO 3 HUX
Ta IHACKC 3a BUKOHAHO | BHKOHY- | IIPOJIOB- | IIPOCTPO-
CTPYKTYpPHHX [TOTNEpe/IHIN JOThCS JKEHO YEeHO
- lllﬂp03ﬂlﬂlB MI1CAILEL y CTpOK CTpOK
BHKO-
HAHHS
1 2 3 4 5 6 7 8
HauanpHUK BIALTY
oprasisarii JOKyMeHT000iry
(mimuc) (imimiamu (imiias iMeHi), npi3BUIIe)
20 p.

* V pasi moTpeOH 3BeEHHSI MOXKe JIOIIOBHIOBATHCS 10/IATKOBUMHU rpadamu




JIOKYMEHTIB, HE BHKOHAHUX _

[TEPEJIIK*

JlopaTtox 15
(myHkT 194)

(HalMeHyBaHHs: Ta 1HIEKC CTPYKTYPHOIO APO3ALTY)

y BCTAHOBJICHHH CTPOK CTAHOM Ha 20 B, e
Ne | Haiimeny- | Kopor- | Crpok |Ilpizeume | ITpuivan Cran | Ouiky-
| 3| BaHHdA KU BHKO- | imocaja | HEBMKOHAH- | BUKO- |  BaHa
yCTaHOBH, sMicT | HamHS |BUKOHABIM | Hf ByCTa- | HaHHs | Jara
110 HOBJIEHUH BUKO-
HaJicana CTPOK HaHHS
JIOKYMEHT,
HoMep 1 aTa
| JOKyMEHTa
11 13 3 4 3 8

* Y pasi notpebu nepemK MO’Ke OTIOBHIOBATHCS JIOJATKOBUMHU rpadamu
** ["padm I10CTa, CHOMA i BOCBMA 3aIllOBHIOIOTBCA Y CTPYKTYPHOMY i ApO3 AL




JHonatok 16
(mynkt 212)

3AKAPITATCHKMM YI'OPChKUIM IHCTUTYT IMEHI ®EPEHIIA PAKOLII I
HaiimeHyBaHHS CTPYKTYPHOTO IiIPO3LILY

HOMEHKIJIATYPA CIIPAB
Ne
Ha piK

(Ha3Ba po3aLILy)

Ianexc | 3arosoBOK CIpaBU KinbxicTsh Crpox [IpumiTka
cripaB | (TOMY, YaCTHHH) crpaB 30epiraHHs CIIpaBU
(ToMmiB, (TOMY, YACTHHH)
JACTHH) i HOMepH crateit
| 3a MepesiikoM
. S
i 2 3 3 4

HaiiMenyBaHHS 1mocaayu KepiBHUKA
CTPYKTYPHOT'O ITiJ{PO3ILTY

(migruc) (iniiany (iniuian iMeni), npisBHILE)

20 P.




CXBAJIEHO

[TpoToKon 3aci/[aHHs eKCIepTHOT KoMici

Ne

[TOI'OJXKEHO

KepiBuuk apxiBy (ocoda,

BiJUITOBiTaIbHA 32 apXiB)

V1

(mianuc) (iniviany (iHinian imeni), npizsuiie)

20 p.

ITigcyMKOBHIA 3aIHC PO KaTeropii Ta KITBKICTB CIIpaB, CKIaICHUX Y pori y

CTPYKTYPHOMY IIiJIpO3/ii

3a cTpoxaMu 30epiranus PazoMm VY ToMy uHCIi
TaKHUx, 110 3 BiIMITKOIO
[IepeXoasiTh ExcneprHo-
MepeBipOYHOT
KOMicil
[Tocriitnoro
| Tpupanoro (nonan 10 pokis)
Tumuacosoro
(j1o 10 poKiB BKJIIOYHO)
Ycporo
HaiimMenyBaHHs nocaau
0co0H, BIAIIOBIJAJIEHOT
3a 11IJIOBOACTBO
B CTPYKTYPHOMY ITiIPO3/Iii )
(mignmc) (initiamm (imiwian iveni), npizeuie)

20 p.

ITiicyMKOBI BiZIOMOCTI MepeaHo 10 CIIy:KOu

ninosoxcrsa HaliMenyBaHHS 11ocaan ocoOH,
BiIIOBiAANBHOT 3a Mepe/iavdy BIIOMOCTEH

20 p.

(mignue)

(iminiaau (iHinian imeni),

npi3BHILE)




Homartox 17

(myHKT 212)
3aKaprnaTchbKuil yropchbKui 3ATBEP/DKYIO
igctutyT iMeH1 Pepenna HatiMmenyBaHHS 110CaIN
Paxoi 11 KepiBHuKa 3Y1

(mizmuc) (ininiama (ininiast imeni), npizsuiie)

MIT
20__p.
HOMEHKIJIATYPA CIIPAB
) Ne
Ha piK
Tunexc | 3aromosok crpasu | KinbkicTs Crpoxk [IpumiTka
CIpaBu (TOMy, YaCTHHH) crpaB 30epiraHHs CIIpaBU
(TOMiB, (Tomy, YaCTHHH)
YaCTUH) i Homepu craTeit
= 34 MepeslikoM
i s 3 3 4
(Ha3Ba po3aly)
HaliMeHyBaHHs nocaau
KepiBHHKa CIIyOHU A1TI0BOACTBA
(mimmuc) (iniuiany (iHiuian imeni), npissuie)

20 p.

Bisa kepiBHuKa apxiBy (0c00H, BiAOBINANLHOI 3@ apXiB) yCTAaHOBU



CXBAJIEHO
[TpoToKoJI 3aciJaHHs eKCIIEPTHOL
xomicii 3VYI

No

[TOI'OJKEHO
[TpoTOKOJ 3aci/laHHs EKCIEPTHO-
mepeBipHOT KOMICIT 1epyKaBHOrO
apxiBy

Ne

[TiZcyMKOBHIH 3aITHC IIPO KaTeropii Ta KUIbKICTh CIIPaB, CKIAJICHUX Y poli B
3VI
3a cTpokamu 30epiranss VY Tomy uucii
TaKuX, 1110 3 BiIMITKOIO
NEePEXOIATh EINK

[TocTtifinoro

Tpusasoro (roxnay 10 pokis)

TumyacoBoro
(10 10 pokiB BKIJIFOUHO)

| Yeworo

HaganbHuk Biaaity
opraizaiiii JOKyMeHTo00Iry

20 1

ITincymkoBi BijjomocTi mepenano B apxis 3V

HaiimenyBanHs mocaii ocoou,

BIIMOBITANBHOI 3a Mepeaavy BiIoMOCTeH

(mizmc)

20 D.

(mipmmc) (inimianu (ininiam imeHi),
npizBuULLIE)

(imitiasmw (imiuian iMeHi), mpizeuie)



3akaprnaTCbKUH YTOPCHKHIM IHCTUTYT
imeni @epenna Paxomi 11

AKT
Ne

(micue ckilaiaHHA)
[Tpo BUIydeHHs [JIs 3HHUILEHHS JOKYMEHTIB,
He BHeceHMX 10 HarioHanbsHOro apxXiBHOTO

dony

Ha mijcrasi

JlonaTtok 18
(rryHkT 251)
3ATBEPJIKVYIO
Pextop 3VI

(mignue) (ininianu (iniuian imeni), npizsriLe)
MII
20__p.

(na3Ba i BUXijHi naHi

MIEPENTIKY TOKYMEHTIB 13 3a3Ha“CHHAM CTPOKIB 1X 30€pIraHHs

400 THTIOBOI (IPAMIPHO1) HOMEHKIIATYPH CIIPaB)
BiZiOpaHi 0 3HUIEHHS K TaKi, 0 He MalOTh KyJIbTYPHOI IIHHOCTI Ta

BTPATUIIA [IPAKTHYHE 3HAYCHHSI, JOKYMEHTH (HoHIy No

(HaliMeHyBaHHA doHIY)

Ne | 3aronoBok Hara Homepu | [ngexc copasu | Kime-  [CTpok
3/ | cmpaBU cripaBu | omuciB | (ToMy, Kictb  pOepiraHHs
nm | abo rpynoBui | ado (HOMEH- | YacTHH) CIpaB  [CIIpaBH
3aroJIOBOK OCTaHHI | KIaTyp) |3a (TomiB, |(TOMY,
cripaB naTu 3a piK HOMEHKJIaTy- | 9aCTHH) [JacTHH) i
crpaB (poxu) poro abo HOMEPH
HOMEp CIIpaBU cTaTel 3a
- 33 ONUCOM nepesikoM
L 2 3 4 5 6 7 8
Paszom CIIpaB 34 poKH
(urdpamu i crosamMu)
HaiimenyBanHs
rocajau ocodH, siKa
IPOBOUIIA
eKCIIePTU3Y

L[IHHOCTI JOKYMEHTIB

(migmuc)

20 p-

(iniianu (iniuian iMeHi), NpizBMIIE)



[TOI'OJKEHO CXBAJIEHO

IIpoTokoJ 3acijlaHHs eKCIIePTHO- [TpoToKo: 3acijaHHs eKCTIePTHOL
TriepeBipHOT KOMicil 1epKaBHOTO apXiBy xomicii 3Y1
No Ne
OmnmcH crpaB MOCTIHHOTO (TPUBAJIOT0) 30epiranHs 3a POKH

cXBaJleHi, a 3 0cOGOBOTO CKJIA/y IOTOKEHO 3 EKCIIEPTHO-IIEPEBIPHOIO KOMICIEH0

(HaliMeHyBaHHA LEpPXabBHOL'O apxXlBY)

(IIPOTOKOJT BiJT 20 p. Ne )
JIOKyMEHTH B KiJIbKOCTI CIpaB
(umppamu i cioBaMH)
Barolo KiJIorpaMiB 3JaHO B _

(HaitMeHyBaHHS YCTaHOBH)
Ha TIlepepoOKy 3a NIPUIMAaTbHO-3/1aBAIbHOI0 HAKIAIHOIO BiJL Ne

abo 3HUIIEHO IHIJIAXOM CITaJICHHS.

HaiimeHyBaHH: rocaau ocodwu,
siKa 3/1aj1a (3HUIINUIA) JOKYMEHTHU

(mignuc) (iniuianu (iniuian imeni), npizpuine

20 p.




Jlonarok 19

(myHKT 256)
(flaliMeHyBaHHsA yCTalOBH)
(HaMeHyBaH CIPyKTypHOTO HIAPO3ALTY)
3ATBEP]DKVYIO
PexTop 3VI
(TiATHe) (iHIaHA (iHiial IMCHL), TPI3BHILE)
20__p.
OITUC Ne
S (Ha3Ba pO3aUTY)
Ne [unexc | 3aronosok | Kpaiini | KinekicTs Ctpok [TpumiTKa
3/ | copaBu cripaBu JIaTH apkyuriB | 30epiraHss
(Tomy, (Tomy, CIIpaBu y cIipaBi cripaBd
YACTHHH) | YaCTUHMU) (ToMmy, (ToMmi, (Tomy,
YaCTHHM) | YacTHHI) JACTHUHH ),
CTaTTd  3a
nepeikom™
1 2 3 -+ 5 6 &
V el onuc BKIIOYEHO crpaB 3 Ne _
mo Ne |y TOMY 4HCIHI:
JITEepHI
HOMEpPH
TPOITYIIeHI HOMEPH
HaiimenyBanns rnmocaau
yKJ1aJaua OIucy
(miamac) (iniuiany (imimian iMeHi), npi3Buie)

20_

* I'padpa mocta He 3aIIOBHIOETHCS B OIKCAX CIPaB MOCTIHHOIO 30epiraHHs.




ITOI'OJDKEHO CXBAJIEHO
HavanpHuK BiJIUTYy oprasizawii [TpoTokoi 3acijlaHHs eKCIIEPTHOT
JIOKYMEHTO0O00Iry Kowmicil Ne

(migmac)  (iminianm (imimian iMeni), mpi3BuIne)

20 p.

Ilepenan CIIpaB
(undpamu i cmoramu)

HaiiMenyBaHHs
rnocajgyu
IpaliBHUKa
CTPYKTYPHOI'O
1IpO3 ALY

(migruc) (imiiany (ininian iMeHi), npizsuiLe)

20 p.

[Tpuiinss cpap®**
(uudpamu i cioBamu)

KepisHuk apxiBy
(ocoba,
BIIIIOBIIaJIbHA
3a apXxiB)

3VI

(i jmuc) (ininianu (iHinian imeni), npizsuie)

20 p.

##* [lepenaloThesl pa3oM i3 CIpaBaMu CIIy»KOM I1IOBOJICTBA.



