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|. 3arajgpHi M0J0KeHHS

1. g IHCTpyKIis BCTaHOBIIOE 3arajbHi BUMOTU IIOAO JOKYMEHTYBAaHHS YIIPaBIIHCHKOT
iH(opmanii Ta opranizaiii po6oTH 3 JOKyMeHTaMH y BinokpeMiaeHOMy CTPYKTypHOMY HiApO3aiTi
«MacniBcpkuii arpapuuii ¢axosuii xkonemx iM.I1.X.["apkaBoro BinorepkiBchbKOTO HamiOHAIHLHOTO
arpapHoro yHiBepcutety» (mani — Komemx).

2.  JloTpuMaHHS BUMOT IIOAO TOPSIKY BEICHHS JOKYMEHTYBAHHS, BCTAaHOBJICHUX III€IO
IcTpyKIiero, € 060B’s13k0BUM Tt Konemxky.

3. Konemx opranizoBye IUI0OBOJICTBO BiAMOBiqHO 10 THUMOBOT IHCTPYKIIT 3 TOKyMEHTYBaHHS
YIpaBIiHCHKOT iH(pOpMAaIi B €IeKTpOHHIA ¢opMi Ta opraHizamii poOOTH 3 €IEeKTPOHHUMHU
JOKYMEHTaMHU B JUIOBOJCTBI, €JIEKTPOHHOTO MDKBIZOMYOTO OOMiHY Ta TwuIOBOI IHCTPYKUIi 3
JUTOBOJACTBA B MIHICTEPCTBAX, IHIIMX LIEHTPAJbHUX Ta MICIIEBUX OpraHaXx BMKOHAaBYOl BIIaJH,
3arBeppkeHux [loctanoBoro KMV Big 17 ciuns 2018 p. Ne 55.

4. s IHCTpyKIiS NOIIMPIOETHCS Ha BCl EJNEKTPOHHI Ta MamepoBl JOKYMEHTH, IO
CTBOPIOIOTHCSI, BIIIPABIIAIOTHCS a00 oAepKyroThest Kosemkem.

Oco6nuBocTi Oprasizaiii JUIOBOACTBA 3 JOKYMEHTaMH, IO MICTITh iH(opMmalio 3
O0OMEXEHHUM JOCTYIOM, JUIOBOJCTBA 32 3BEPHEHHSIMH TPOMAJSH, 3alUTaMd Ha IyOJiduHYy
iHpOpMaIIiI0 BU3HAYAIOTHCS OKPEMHUMH HOPMATHBHO-TIPABOBHMH aKTaMH, MPHU IIbOMY BHMOTH
i€l [HCTPyKI[li MOMMPIOIOTHCS HAa 3a3HaY€H1 BUJM JAUTOBOJICTBA B YACTHHI 3arajlbHUX NMPUHIUITIB
poOOTH 3 JTOKyMEHTaMH Ta B Tii YacTWHI, SKa MPsIMO HE BH3HAYCHAa OKPEMHUMH HOPMATHBHO-
MIPaBOBUMH aKTaMHU.

Bumorn wiei Inctpykuii 70 poOoTH 3 NEepBUHHO-00IIKOBOO, OaHKIBCHKOIO, (hIHAHCOBOIO,
3BITHO-CTATHCTHYHOI, HAYKOBO-TEXHIYHOIO JTOKYMEHTAI[IEIO IOIUPIOIOTHCS JIUIIE B YaCTHHI
3arajibHUX MPUHIMUIIB POOOTH 3 JOKYMEHTaAMH.

5. OcHoBHa (popma IPoBaPKEHHS UT0BOICTBA B KosemKi € eTeKTpOHHa.

JlokyMeHTyBaHHsI yIpaBiiHChKOT 1H(OpMaIii 3MIHCHIOETBCS B €JIEKTPOHHIM (opmi i3
3aCTOCYBaHHSAM KBasi(h)iKOBAaHOTO €JIEKTPOHHOTO MIAMUCY, KBATI(PIKOBAHOI €IEKTPOHHOI MIEYaTKH
Ta KBaTi(pIKOBaHOI €JIEKTPOHHOI MO3HAYKH Yacy, KpIM BHMAJAKIB HAsSBHOCTI OOTPYHTOBAHHX
MiACTaB JUIsi JOKYMEHTYBaHHsI yIpaBiiHChKOI 1H(opMamii y mnanepoBiii dopwmi, SKAMH
BU3HAIOTHCS:

JOKYMEHTH, IO MICTATHh iH(POpMAIIi0 3 0OMEKEHUM JOCTYIIOM, BUMOTA 100 3aXHCTY SKO1
BCTaHOBJICHA 3aKOHOM;

€JICKTPOHHI IOKYMEHTH, 110 HE MOXXYTh OYTH 3aCTOCOBAaHI SIK OpUTIHAJ 3T1HO 3 BUMOTaMHU
3aKOHY;

JOKYMEHTH, BUMOT'a IIOJ0 OIpAIIOBAHHS SKUX Y IanepoBiid (opMi BCTAHOBJICHA aKTaMHU
KaGinety MinicTpiB YkpaiHu.

6. He nomyckaeTbcst 0HOYACHE MPOXOJPKEHHSI OJHOTO 1 TOTO K JOKYMEHTa B €JICKTPOHHIN
Ta rarmepoBii hopmi.

Jlo eneKTpOHHUX JIOKYMEHTIB, MiANUCaHUX (MOTO/KEHUX) 13  3aCTOCYBAaHHSIM
KBaJIi()iIKOBAHOTO €JIEKTPOHHOTO MiANHCYy abo 3acBiM4eHHX KBali(hiKOBAHOIO EIEKTPOHHOIO
MeYaTKOI, BUMAraTu BiATBOPEHHS BI3YalbHOTO MIAMHCY a00 BIAOMTKA MEYaTKU HE3aJIEKHO Bif
0co0IMBOCTEHN 0(OPMIICHHS TOKYMEHTIB HE JI0MYCKAETHCS.

7. BignoBinanabpHICTH 3a Oprasizailiro aioBocTBa B Kosemki Hece TUpeKTop.

8. 3a miArOoTOBIEHUI NPOEKT JOKyMEHTa Yy €JeKTPOHHIH 4M mnamepoBiit  (opmi
BIJIMOBIAATLHUM € HOTO aBTOP.

9. Opranizamiss autoBoactBa B Komemki mokmamaerbess Ha Bigainm gokyMeHTooOIry i
KaJipoBoro 3abe3neueHHs. Opranizaiis AUTOBOJICTBA B MIPO3JIUIAaX MOKIAIAETHCS HA CHEIiaTbHO
MPU3HAYEHY TSI IBOTO 0CO0Y, sSIKa BU3HAYAETHCS KEPIBHUKOM IIBOTO MiIPO3ILTY.

10. V uiit IncTpykuii TepMiHU BXKMBAIOTHCS Y TAKOMY 3HAYEHHI:

1) GmaHK eNEeKTPOHHOTO JOKyMeHTa (OnaHkK) - yHiikoBaHa QopMa eJIeKTPOHHOTO
JOKYMEHTa YCTaHOBHU a00 1l CTPYKTYPHOTO MiAPO3/iTy 3 BIAMOBIAHUMHU PEKBI3UTAMH Ta MOJSIMU
MOCTIiIHOI 1 3MiHHOT iH(OopMaIii;

2) BizyaJi3ailis - MpolLeC BIATBOPEHHS JaHUX Y (opMi, IO CIPHUAMAETHCS JTFOJHHOIO;



3) BUTAT - 3aCBiJUEHa KOIIS YaCTHHU TEKCTY EJIEKTPOHHOTO JOKYMEHTA, KU MICTHTBH
neBHuii o0csr iHpopmarii abo 3amucy peecTpy;

4) Bi3yBaHHS MPOCKTY EJICKTPOHHOTO JOKYMEHTa (BI3yBaHHS) - HAaKJIaJaHHS IOCAJIOBOIO
0c00010 KBaNi(hiKOBAHOTO EJEKTPOHHOTO MIJMHCY HA MPOEKT EJIEKTPOHHOTO JOKYMEHTa JUIs
3acBiTYCHHS (PAKTy MOTOPKEHHS IIEF0 0COO0I0 3aBi30BAHOTO MPOCKTY JTOKYMEHTA;

5) eneKkTpoHHMI TOKyMEHTOOOII YCTAaHOBHU - 00Ir (IIPOXOJPKEHHS) CIIy)KOOBHX €ICKTPOHHUX
JTOKYMEHTIB 3 MOMEHTY iX CTBOPEHHSI 200 OJiepKaHHs JI0 3aBEPIICHHS] BUKOHAHHS, BIIIPaBICHHS,
3HUIICHHS a00 MepegaBaHHs 0 apXiBHOTO MiAPO3/iTy YCTaHOBH;

6) eleKTpOHHA KOIIis EJEKTPOHHOTO JOKYMEHTa - Bi3yallbHE IIOJaHHS EJICKTPOHHOTO
JOKYMEHTa B €JIeKTPOHHIH Gopmi 0e3 KBalli(hikoBaHUX €IEKTPOHHUX MIANHUCIB, IKUMHU HOro OyIo
3aBi30BaHO Ta/ab0 MIANHMCAHO, BIAMOBIIHICTE Ta MPABOBUM CTAaTyC $AKOI 3acBITYEHO
KBaJ11()1IKOBAHOIO €JIEKTPOHHOIO MEYaTKOIO;

7) eNeKkTpOHHA KOIIis OpPHUTiHAY MArepoBOro A0KyMeHTa (POTOKOIIs) - Bi3yalbHe MOJAaHHS
[anepoBOr0  JIOKyMEHTa B  €JNeKTPOHHIH  (opMi, OTpUMaHEe LUISIXOM  CKaHYBaHHS
(dboTorpadyBaHHs) MarnepoBOro JOKyMEHTa, BIAMOBIIHICTh OPUTIHATY Ta MPABOBUI CTATyC SKOTO
3aCB1IYEHO KBaJII()IKOBAHOO €IEKTPOHHOIO MIEYATKOIO YCTAaHOBH;

8) KOHTPOJIb - KOMITJIEKC 3aXO/IiB, IO 3AIHCHIOIOTHCS UTS MEPEBIPKU Ta OI[IHKM BHUKOHAHHS
MOCTABJICHUX 3aBAaHb (YIPaBIIHCHKUX PIILIEHB);

9) mamepoBa KOIIisi OPUTIHATY EJIEKTPOHHOTO JJOKYMEHTA - Bi3yaJibHE MOJAaHHS SJICKTPOHHOTO
JOKYMEHTA y nanepoBiit popMi;

10) migmucaHHsS TPOEKTY EIEKTPOHHOTO JOKyMeHTa (MiAmMcaHHs) -  HaKJIaJaHHS
YIOBHOBAXXEHOIO 0C00010 (YHOBHOBa)XEHMMHU OCO0aMM), 3a3HAYEHOIO (3a3HAUYEHUMH) Y
PEKBI3UTAaX TOTO, XTO MIANMHUCYE TAKOTO JOKYMEHTa, KBaJi()IKOBAHOTO €JECKTPOHHOTO IMiAIMUCY
(miamuciB) Ha TPOEKT €IEKTPOHHOTO JOKYMEHTa JUTsl 3aCBiMUeHHs (PaKTy HOTO 3aTBEPIKCHHS;

11) moromkyBad - ToOcazoBa 0c00a, IO 3OIMCHIOE Bi3yBaHHS (TIOTODKEHHS) MPOEKTY
JIOKYMEHTa;

12) mpaBoBwii cTaTyc - HAOpAHHS €ICKTPOHHUMU JaHUMH FOPHINIHOT CHITH,

13) mpuMIpHHUK €JIEKTPOHHOTO JOKyMeHTa - (hailyl, sKuii MICTHTh HaOIp JaHHX, TOTOKHUMN
OpUTiHally €JeKTPOHHOTO JOKYMEHTA;

14) mpOEKT eNEeKTPOHHOIO JOKyMEHTa - JOKYMEHT B €JIEKTPOHHIM (OopMi 0 HaKIaJCHHS
KBaTi(pIKOBAHOTO  €JIEKTPOHHOTO IMIAMKCY YIMOBHOBAXEHOK 0C000I0  (YITOBHOBOKCHUMH
oco0aMu), 3a3HAYCHOIO (3a3HAYECHUMHU) y PEKBI3UTAX MiAMUCYyBaHa TAKOTO JJOKYMEHTA;

15) penmakuiiiHa mnpaBka — Oy/ab-sKE€ peOaryBaHHS MPOEKTY EJIEKTPOHHOIO JOKyMEHTa,
BUKOHYBaHE aBTOPOM, MOI'0JKyBayeM a0o MiANUCYBavyeM;

16) peectparop - mpaIliBHUK CIYy:KOM IIJIOBOJCTBA YCTAaHOBH ab0 0co0a, Ha Ky MOKJIAJACHO
¢byHKIIT peecTpanii JOKYMEHTIB, YIIOBHOBa)XEHI Ha 3MIMCHEHHsI peecTpamii BXIIHUX Ta/abo
BHYTpIIIHIX, Ta/a00 BUXIIHUX JTOKYMEHTIB B YCTaHOBI;

17) peKkBi3UT EIEKTPOHHOrO [IOKyMeHTa - iHdopmarlis, 3adikcoBaHa B EJIEKTPOHHOMY
JOKYMEHTI 75 Horo ineHTHdikalii, opraizaiii o0iry Ta HagaHHs HOMY IOPUIUYHOT CHITH;

18) cucrema eNEeKTPOHHOTO JOKYMEHTOOOI'Y YCTaHOBH - CYKYITHICTh MPOTIPAMHO-TEXHIYHUX
3ac00iB, MPU3HAUYEHUX JJIsl aBTOMATU3alLlll opraHizauii poO0TH 3 €JIeKTPOHHUMHU JTOKYMEHTaMH Y
JTOBOJCTB1 YCTaHOBH,

19) cnyx0a AinoBOACTBA - CTPYKTYPHHUIl MifpO3/in abo BiAMOBigaibHA 0CO0A YCTAaHOBH, IO
3a0e3neuye peecTpalioo, O0OJiK, OpraHi3alilo JOKYMEHTOOOIry Ciy>KOOBHX JOKYMEHTIB,
30epiraHHsl JOKyMeHTaliiiHoro (onHmy abo Horo 4acTMHM 10 NEpeAaBaHHs Ha 30epiraHHs o
apxiBHOTO MiPO3JUTy YyCTaHOBM, abo0 BiAMOBiIanbHAa 0CO0a YCTAHOBH, Ha SIKYy MHOKIJIAIECHO
BUKOHAHHS 3aBJIaHb 1 QYHKIIIH 11i€1 cryxou;

20) xoprnopaTHBHA €JIEKTPOHHA MOMITA - €IEKTPOHHA MOIITa (TIOIITOBAa CKPUHBKA) TpaIliBHUKA
Konemxy, cdopmoBaHa 3 BHKOPHCTAaHHSIM JOMEHHOTO IMEHiI y JOMeHI btsu. i oOMiHY
YIIPaBIIIHCHKOIO 1H(OpPMAITi€t0, IKa HE Ma€ IOPUIMYHOT CHITH;

21) ynoBHOBaxkeHa ocola - oco0a, sika HaJllIeHa MPaBOM BUYMHSTH [ii Ta BIIMOBIAE 3TiTHO i3
3aKOHOJIAaBCTBOM 32 HACTIJKHU X BUMHEHHS;



22) ynpaBiiHCbka iH(QoOpMaIllis - CYKYIHICTh HEOOXITHMX JaHHX, SKi CIPHUITUMYTb
BUPILICHHIO YIIPABIIHCHKUX PillICHb;

23)ynpaBiiHCbKE pillleHHS - Oy/Ab-siKe 3aBJaHHS, BHU3HAYHE IMOCAJIOBOIO 0CO00I0 abo
KOJIETiaJJbHUM OPraHOM B MeXaX MOBHOBA)XEHb Ta CIPSMOBAHE Ha JOCSITHEHHS TOCTABICHHX
inei;

|. JlokyMeHTyBaHH$ ynpasBJiHCbKOI iHpopManii
3azanvHi 6umozu 00 cmeopeHHs 0OKYMeHMi8

1. JlokyMeHTyBaHHsI YIPaBIIHCHKOI iH(OpMaIlil NoJsIrae y CTBOPEHHI JOKYMEHTIB, B SIKUX
(bikcyeThCsl 3 JOTPUMAHHSIM YCTaHOBJICHUX TpaBuil (Hojatok 1) iHdopMaris mpo ynpaBIiHCHKi
.

2. OpranizaniitHo-po3nopsiadi  1okyMeHTH Koiemky odopmiTioloTeess Ha OnlaHKaX, IIo
CTBOPIOIOTBCSI B €IEKTPOHHIN (hopmi 3rigqHo 3 BuMoramu Iiei [Hcrpykumii. [lin yac miarotoBku
OpraHizallifHO-pO3NOpSAAUMX JOKYMEHTIB y TnamnepoBii Qopmi mnpaniBHuku Kosemky
opopMIISIFOTH X 3 ypaxyBauHsM BuMor JICTY 4163-2003.

3. B Konemxi BHM3HA4YaeThCS CYKYIHICTh JOKYMEHTIB, Tepen0adyeHuX HOMEHKIATYPOIO
CHpaB, HEOOXTHUX 1 JOCTATHIX JUIsl TOKYMEHTYBaHHs 1H(popMallii Ipo HOro JisUIbHICTb.

4. BuOip BuIy AOKYMEHTa, MPU3HAYEHOTO JJIsl TIOKYMEHTYBaHHs YIPaBIiHCHKOI 1HPopMaIii
(po3mopsiKeHHs, HaKa3, MPOTOKOJ TOIIO), 3YMOBIIOETHCS KOMITETEHIIIEIO MOCaI0BOT 0coOM Ta
MOPSIIKOM ~ IPUAHATTSA YIPaBIIHCBKOTO pimleHHS (Ha MiACTaBl €IMHOHAYalIbHOCTI abo
KOJIET1aJIbHOCTI).

5. Konmemk 3mificHIOE  JUTOBOJCTBO  JCP)KaBHOK MOBOIO. JIOKYMEHTH CKIIaIaroThCs
JIEp>KaBHOIO MOBOTO, KPIM BHUITAJIKIB, TIEpe10aYeHIX 3aKOHOJAaBCTBOM PO MOBH B YKpaiHi.

JIoKkyMeHTH, $KI HaJCHJIAIOTHCS IHO3EMHHM ajpecaraM, O(OPMITIOIOTHCS JEPKABHOIO
MOBOI0 a00 MOBOIO JIepKaBH-aipecaTa, abo OJIHIEI0 3 MOB MIKHAPOIHOTO CIUIKYBaHHS.

6. Oxkpemi BHYTpIIIHI JOKYMEHTH (3asBU, TMOSCHIOBAJIbHI Ta JOTOBIAHI 3aMMCKH TOIIIO),
aBTOpPaMH SIKUX € TMOCAJOBi Ta 1HII (i3UYHI 0COOHU, JTO3BOJAETHCS OPOPMITIOBATH PYKOITHMCHUM
CIIOCOOOM.

biaanku 10KyMeHTIB

7. Jlnst GIaHKIB OpraHizamiitHO-po3nopsAIINX JTOKyMEHTIB KosemKy BCTaHOBIIOIOThHCS
€IMH1 BUMOTH BIIMTOBIIHO 70 Ii€T IHCTPYKITI.
8. OpranizamniiHo-po3nopsaadi  JTOKYMEHTH, JJIsi OINpalloBaHHS B IalepoBid 4H

€JEKTPOHHIN (opMi Ta HE € MPUMIPHUKAMHU a00 KOMISIMH JOKYMEHTIB, CTBOPEHUX B €JIEKTPOHHIN
dhopmi, opopMITIOIOTHCS Ha OJIaHKAaX, 110 BUTOTOBJIIIOTHCS 3TIAHO 3 BUMOTamHu 1€l [HCTpyKItii.

Jlyis BUrOTOBJICHHS OJIaHKIB BUKOPUCTOBYIOThCS apkyini mamepy dopmary A4 (210 x 297
MmitimerpiB) Ta AS (210 x 148 minimerpi). J[03BoJI€HO BUKOPUCTOBYBaTH OnaHku dopmaty A3
(297 x 420 miniMeTpiB) A OPOPMIICHHS JOKYMEHTIB y BUTJISIII TaOIHIIb.

brnanku 1oKyMeHTIB OBHHHI MaTH Taki moJist (MUTIMETPIB):

30 - miBe;

10 - mpage;

20- BepXHE Ta HIKHE.

9. bnaHku JOKYMEHTIB MOXXYTb BHMIOTOBIIATHCS B JApPYKapHi Ha OLIOMY Mamepi BHCOKOI
SIKOCTi (papOaMu HACHYEHHX KOJBOPIB (MamepoBi ONaHKHM): TUIUIOMH, TOJATKU A0 JIUILIOMIB,
ONaHKM aKaJeMIYHHUX JOBIJOK TOIIO.

10. Buau OmaHkiB, IO BUTOTOBIIEHI JPYKAPCHKUM CHOCOOOM, MiANSATAalOTh OOMNIKYy Ta
OOJIIKOBYIOTHCS 3T1THO 3 I[i€0 IHCTPYKITIEIO.

OO6nik BeaeThCsl 32 MOPSAAKOBUMHU HOMEpPAMHU, IO MPOCTABISIFOTHCS JPYKAPCHKUM Ha JIIBOMY
TIOJTi JIMIILOBOTO OOKY OaHKa.

Oco6u, sKi IepcOHAJIbHO BIANOBIIAIOTHh 32 BEJEHHs OOINIKY, 30epiraHHs Ta BUKOPHUCTaHHS
ONaHKiB, BU3HAYAIOTHCS HaKa3oM aupekTopa Konemky.

BuroroBiieHHs1 OJIaHKIB KOHKPETHHMX BHIIB JOKYMEHTIB JONYCKA€ThCA, SKIIO KUIBKICTh
3apeecTpOBAHUX JOKYMEHTIB y MamepoBiii ¢opMi Takoro BHUIy B YCTaHOBI MepEeBUINYE 2 THC.
OJIMHMIIb Ha PIK. SIKIIO KUTBKICTh 3apeecTpOBAaHUX JOKYMEHTIB y ManepoBiii ¢popmi MeHIe 2 THc.
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OJIMHUIb, JOKYMEHT JPYKYETbCSI 3 TEKCTOBOIO PENAKTOpa, B SKOMY MHOro CTBOpPEHO, 0Oe3
3aCTOCYBaHHS OJIaHKIB, BATOTOBJIEHUX JAPYKAPCHKUM CIIOCOOOM.

11. THmi BHYTpIIHI TOKYMEHTH (3asiBH MPAIiBHUKIB, TOTOBIIHI 33111 CKH, JOBIIKH TOIIO)
0(OPMITIOIOTECS HE Ha OJIaHKax

3o0paxenns [depxaBHoro I'epb6a Ykpainu

12. 3o6paxenns [epxaBHoro I'epba YkpaiHu po3MinryeTrbcsi Ha OJlaHKaX JOKYMEHTIB
BIIOBITHO 10 TocTaHoBU BepxoBHoi Pamu Vkpainu Bin 19 motoro 1992 p. Ne 2137-XII "TIpo
HepxaBHuii repd Ykpainu'.

13. 3o6paxenns JepxxaBHoro ['epba YkpaiHu po3MIlIyeTbes MO HEHTPY BEPXHBOTO MOJIS.
Po3mip 300paskeHHs CTaHOBUTH 17 MiUTIMETPIB 3aBBUILKH, |12 MUTIMETpPIB 3aBIIHPIIKH.

HaiiMeHyBaHHS YCTAaHOBH

14. Bignosinno o Ilonoxxenns Konemky y opraHizaniiiHO-po3nOpsSAYMX AOKYMEHTax
3a3HavyaeThCs Ha3Ba BimokpemiieHuit cTpykTypHU minpo3ain «MacimiBebkuil arpapHuil haxoBuii
konemxk iM.Il.X.I'apkaBoro binonepkiBCbKOTO HAIIOHAJBHOTO arpapHOro  YHIBEPCUTETY»,
ckopoueHe HaiimeHyBaHHsA - BCII «MacniBebkuit AOK BHAVY». CkopoueHe HailMeHyBaHHS
posMinyeTbes (y AyxkKax abo 0e3 HUX) HIKYE MOBHOTO HAMEHYBAHHS OKPEMHUM DSIKOM TIO
LEHTPY HOKYMEHTA.

VYcranoBa Bumoro piBHS - MiHICTEpCTBO OCBITH 1 HayKd YKpaiHH a00 CKOPOYEHO —
MOH, y oprasizaliifHO-pO3NOPsSAYUX JOKYMEHTaX 3a3HAYA€ThCSl Y CKOPOUYEHOMY BUTJISIL, a B
OKpPEeMHX BUIAJKaX - TOBHICTIO.

VYcranoBa BUIIOTO piBHSA — biloLepKiBChbKHMI HaI[lOHAIbHUI arpapHuil yHIBepcUTET abo
ckopoueHo — BHAY, y opranizaniiiHo-po3nopsaux JOKyMEHTaX 3a3HAYA€ThCSA Y CKOPOUCHOMY
BUTJISAI, @ B OKPEMHUX BHITQ/IKaX - MMOBHICTIO.

JoBinkoBi 1aHi Npo ycTaHOBY

15. JloBinkoBi mani npo Koisemk MICTATh MOMITOBY ajapecy, HOMep TenedoHy, aapecy
€JIEKTPOHHOI MOIMTH. PEKBI3UTH MOIMITOBOI aJipecu 3a3HA4YaAlOThCS B TaKild MOCTIAOBHOCTI: Ha3Ba
BYJIHIII, HOMEp OyJIHWHKY, Ha3Ba HACEJICHOTO MYHKTY, palOHY, 001acTi, MOMTOBHUI 1HIEKC.

Ha3zBa Buay 10KymeHTa

16. Ha3pa Buy noKyMeHTa (Haka3, pIICHHS, JOTOBIIHA 3aIllMCKa TOIIO) 3a3HAYAETHCS HA

OJIaHKy Ta TOBUHHA BiNMOBiIaTH Ha3BaM, nepeadadeHum JAKY 1.
Jdara nokymeHTa

17. Jlatoro nokymeHTa € nara ioro peectpaiii. Jlata 3a3navaeThcst apabcbkuMu nudpamu
B OJIMH PSJIOK Y TaKiil MOCIIIOBHOCTI: YKCIIO, MicsIlb, pik. J[ata odopmtroeTsest 1iudpoBuM adbo
CII0BECHO-IU(PPOBUM criocoboM. Y pa3zi odopMIleHHS JaTu MUPPOBUM CIIOCOOOM YHUCIO 1 MICAILb
MPOCTABIIIOTHCS JBOMA Tapamu udp, po3AUICHUMHU KPAIKO; PiK - YoTUpMa uppaMu, Kparka
HarnpuKiHii He craBuThes. Hanpukmam: 30.10.2022.

VY Tekcrax HOPMATHUBHO-TIPABOBUX AaKTIB Ta IMOCHJIAHHSAX HA HUX 1 JOKYMEHTaX, IIO
MICTSTh BIZOMOCTI (pIHAHCOBOTO XapakKTepy, 3aCTOCOBYETbCA CJIOBECHO-LU(POBHI crocid
3a3HAYCHHS JIaT 3 MPOCTABJISIHHAM HYJISl B TIO3HAYEHHI JHS MICSILS, SIKIIO BiH MICTHTh OJHY
uudpy, Hanpuknag: 30 xoBTHA 2022 poky. Jl03BONISAETHCS BXHUBATU CIOBO "piK" y CKOPOUEHOMY
BapianTi "p.", Hanpukiax: 30 sxoBTHs 2022 p.

SIKIO AOKYMEHT CKJIaJIeHO He Ha ONaHKy, JaTa 3a3HayaeTbCs HIDKUYE MiAMUCY JIBOPYY.
Jlata TOKyMeHTa POCTaBIISIETHCS MTOCAIOBOIO 0CO00T0, siKa Horo mignucye abo 3aTBEPAKYE.

OO0O0B’A3KOBOMY JAaTyBaHHIO 1 MiAMHCAHHIO MiUIATAIOTh YCi CIyKOOB1 BIAMITKH Ha
JOKYMEHTaX, MOB’sA3aHl 3 iX MPOXOJ/KEHHSIM Ta BUKOHAHHIM (PE30JIOLii, MOTO/HKEHHS, Bi3H,
BIIMITKU MTPO BUKOHAHHS JOKYMEHTA 1 HalpaBlIeHHS HOTO JI0 CIIPaBH).

PeecTpaniiinuii inieKc T0KyMeHTIB

18. Tmnekcailiss JOKYMEHTIB MOJISITA€ Y MPUCBOEHH] IM YMOBHUX MO3HAYEHD - IHACKCIB, SKi
HAJAI0THCS IOKYMEHTaM IIiJ] 4ac iX peecTparii.

PeecTpartiiinuii iHAEKC CKIAAA€ThCSA 3 TMOPSIKOBOTO HOMEpa JOKYMEHTa y MeXaX TPYIH
JOKYMEHTIB, IO PEECTPYIOTHCS, SKHUM JIOMOBHIOETHCA IHIEKCaMHU, IO 3aCTOCOBYIOTHCS B
Konemxi, 30kpeMa iHIeKcaMH 3a HOMEHKJIATypOIO CIIPaB.
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CknazoBi YacTUHU PEECTPALIAHOIO IHIEKCY BIJOKPEMIIIOIOTBCS OJHA BIA  OJHOL
MPaBOOIYHOIO TOXUJIOI pUCKOIO. I10CTIIOBHICTS HANIMCAHHS CKJIQJOBUX YACTUH PEECTPALITHOTO
innekcy € HacrymHumu: 01-10/569, ne 01-10 - ingekc cnpaBu 3a HOMEHKIATyporo, 569 -
MOPSAAKOBUN HOMED.

Micue po3TanryBaHHs PEECTPAIIfHOTO 1HIEKCY BU3HAYAETHCS (POPMOIO OIaHKa.

JIJiss HaHECCHHsI PEECTPAIIMHOTO 1HIEKCY 3aCTOCOBYEThCS IITPUX-Koa Ta/abo QR-xox y
MOPAIKY, ependoadyeHoMy [HCTpYKIIi€lo 3 AUIOBOJCTBA B €NEKTPOHHIN (opMmi.

IocuiaHHs HA JOKYMEHT

19. TlocunanHs y TEKCT1 JOKyMEHTa Ha JOKYMEHT, Ha SIKHH Ja€Thcsa BIAMOBiAb abo Ha
BHKOHAHHS SIKOTO MJATOTOBJIICHO IeH JOKYMCHT, HABOJUTHLCS Y TaKid IMOCTIIOBHOCTI: Ha3Ba BUIY
JOKYMEHTa, HallMEHyBaHHS YCTaHOBM - aBTOpa JIOKyMEHTa, JaTra Ta peecTpaliiHuil 1HJEeKC,
KOPOTKHH 3MICT JOKYMEHTa. Y pa3l MOCUJIAHHS Ha 3apeeCTPOBaHU HOPMATHBHO-IIPABOBHUM aKT
JI0JTATKOBO 3a3HAYAIOThCS TaKl peecTpaliiiHi JaHl: Aara Jep>KaBHOI peecTpallii, HOMep akra
3rigHo 3 Jlep>kKaBHUM peecTpOM HOPMATUBHO-TIPABOBUX AKTIB MIHICTEPCTB Ta IHIIMX OpPraHiB
BUKOHABYOI BJIA/IU.

[Tocunanusa y TeKCTi AOKYMEHTa Ha MOPSAKOBI HOMEpPU PO3JUIIB, MiAPO3IUIB, TIIaB,
CTaTel, MyHKTIB Ta MIANYHKTIB HOPMAaTUBHO-IIPABOBOIO aKTa POOUTHCS Ludpamu; MOPSIKOBI
HOMEpU 4YacTUH cTaTeil, ab3amiB 1 pedyeHb - cioBamu. [locunaHHs y TEKCTI HOpMaTHBHO-
MIPaBOBOrO akTa Ha e JOKyMeHT abo MOro CTpyKTYpH1 OJMHHUII POOUTHCS 3 BUKOPUCTAHHSIM
BKa3IBHOIO 3aliMeHHHKA "11eii".

Micue ckianeHns: a00 BUIAHHS

20. Bimomocti mpo Micrie cKIajeHHS a00 BUIAHHS 3a3HAYAIOTHCS HA BCIX JIOKYMEHTAX,
KpiM JHCTIB. 3a3HadeHl BimoMOCTi O(QOpPMISIIOTECS BINMOBIIHO MO aJAMIHICTPATHBHO-
TEPUTOPIATTLHOTO TOALTY YKpaiHu. SKmo BimoMocTi mpo reorpadiyHe Micle3HAXOHKESHHS
BXO/ISITh 1O HailMEHYBaHHS YCTAHOBH, LI€H PEKBI3UT HE 3a3HAYAETHCS.

Anpecar

21. JIokyMeHTH aJpecyloTbCsl YCTaHOBi, a00 KOHKpETHIH mocaaoBid 0cobi. Y pasi
aZpecyBaHHs JJOKYMEHTa YCTaHOBI a00 ii CTPYKTypHHM Minpo3auiaM 0e3 3a3HadeHHs M0Caa0BOi
0co0u iX HaliMEHYBaHHS HaBOJATHCS Y HA3UBHOMY BIIMIHKY, HaIIPUKIA[;

butonepkiBChkMii HAIIOHAILHUI arpapHU YHBEPCUTET

SIKIIO JOKYMEHT HAaJCHJIA€ThCS IOCAAOBIM 0c00l, HaliMEHYBaHHS YCTAHOBM Ta Il
CTPYKTYPHOTO IMIJPO3AUTY HABOJATHCS Y HA3MBHOMY BIIMIHKY, a IMOcaja 1 MpI3BUINE aapecara - y
JaBaJIbHOMY, HallpUKIAL;:

ApxiBHa cityx0a

HavaneHuky Bigainy kaapis

Bnacue im’s [TPI3BUIE

VY pasi KoiM JOKYMEHT aJpecyeThCsl KEpIBHUKOBI YCTaHOBM a00 HOro 3aCTYHMHHMKOBI,
HallMeHyBaHHsl YCTaHOBU BXOJUTH JI0 CKJIaAy HallMEHYBaHHs [OCAIH ajpecara, sKe HaBOJUTbCS
y JaBaTbHOMY BIIMiHKY, HAIIPUKJIA;

I'onosi [lep»aBHOT MUTHOI CITY>KOU

Bnacue im’s ITPI3BUILE

SIKIIO JIOKYMEHT aJpecyeTbCcs KUIBKOM OJHOPIAHMM 32 XapakTepoM AisIbHOCTI
yCTaHOBaM, 3a3HAYAEThCA y3arajibHeHe HaHMEHYBaHHs aJjpecariB, HalpUKIal;:

LleHTpasibHUM JIepKaBHUM apXiBam

JIOKyMEHT He TOBHMHEH MaTH Oulbllle 4YoTHphOX ajapecariB. CroBo "komis" mepen
HallMeHyBaHHSM JPYroro - 4YeTBEPTOro aJPECATIB HE CTABUTHCS. Y pa3i HAJCUJIAHHS JOKYMEHTa
OLIbIIe HDK YOTHPHOM aJpecaTaM CKJIAJAA€ThCS CIIUCOK Ha PO3CHIIKY 13 3a3HAUYEHHSIM Ha KO)KHOMY
JTOKYMEHTI TUIbKM OJTHOTO aJipecarta.

PexBizut "Anpecar” moxxe Bkitodatu aapecy. [lopsnok i ¢popma 3ammcy BizomMocTelt mpo
ajZipecy YCTaHOBM TMOBUHHI BiamoBigatu I[IpaBuiaM HagaHHS MOCIYr TOLITOBOTO 3B SI3KY,
3aTBep/UKeHNUM noctaHoBolo Kabinery MinicTpiB Ykpainu Big 5 6epesns 2009 p. Ne 270. IToBHa
azipeca 3a3HavyaeThCs y pa3i HaJICHJIAaHHS JOKYMEHTa Pa30BUM KOPECIIOHJICHTaM, HallPUKJIIa/I:

MiHicTepcTBO OCBITH 1 HAYKH YKpaiHu



By ['oponenpkoro, Oya. 13, m. Kuis, 01001
VY pasi HagcunaHHs AOKyMeHTa (i3u4Hii 0c00l1 CIOYaTKy 3a3HAYA€ThCS y JABAIBHOMY
BIIMIHKY BJIaCHE iM’s Ta Mpi3BUILE, TOTIM MOIITOBA a/ipeca, HAPHKIIAI:

Onexcannpy 'onuapyky

Byn. CypukoBa, Oyn. 3a, kB. 1, M. Kuis, 03178

VY pa3i HajcuIaHHA TOKYMEHTa OpraHaM 3aKOHOJaBYOi i BUKOHABYOI BIaJW, MOCTIHHUM
KOPECMOH/ICHTaM IX MOIITOBA aJpeca Ha JOKyMEHTaxX He 3a3HaYa€ThCsl.

VY pasi KonM JOKYMEHT aJpecyeTbcs KOHKPETHiI 0co0i, y JHMCTi HMXK4Ye aTpuOyra
"agpecar" MOKe HAaBOJUTHCH OCOOMCTE 3BEPTAHHS Y KIIMYHOMY BIIMiHKY:

[Tane (mani) Bacue iM’s a6o

[Tane (mani) Ipi3Buiie

abo

[Tane (mani) mocaaa abo 3BaHHS

abo

[TanoBe

Hanpukian:

[Tane Onekcanapy

[Tani qupexTop

YV pa3i nHeoOxigHOCTi mepen cimoBoMm "llame", "Ilani" abGo '"IlanoBe" Moxe
BuKopuctoByBatucs cioBo "lllanoauit", "lllanoBHa" abo "lllaHoBHI" BIAMOBIIHO, HAIPUKIIAT;

[[TanoBHa mani IBaHOBA.

I'pu¢ 3aTBepaKeHHs JOKYMEHTA

22. JIOKyMEHT MO’K€ OyTH 3aTBEp/UKEHUN PO3MOPSIYNM JOKYMEHTOM YCTaHOBH a00 Y
BHIAJKaX, BU3HAYCHHUX I10CAI0OBOI0 0C000I0 (MOCAaTOBUMH 0CO0OaMH), J0 TMOBHOBRKEHB SKOI
(IKMX) HaJeXaTh MUTAHHS, 3a3HAa4Y€Hl Y TakoMy AOKyMeHTi. [lonokeHHs, 1HCTpyKIlii, TpaBuia,
MOPSIIKK TOILO 3aTBEPKYIOTHCS Haka3oM nupekTopa Kosemxky.

JIOKyMeHT, KU HE € IPUMIPHUKOM a00 KOIT€I TOKYMEHTa, CTBOPEHOTO B €JICKTPOHHIN
dhopmi, MOke OYTH 3aTBEP/PKCHHI KOHKPETHOIO IMOCAT0BOI0 0C00010. Y TakoMy BHUTIAIKY Tpud
3aTBepKeHHs ckiamaeTrbest 13 cimoBa "3ATBEP/DKVYIO", nHaiimenyBaHHS MOcaau, MiAIMHKCY,
BJIACHOTO IMEHI 1 Mpi3BHILA 0COOU, sIKa 3aTBEpAUIIa TOKYMEHT, 1aTu 3aTBepkeHHs. Hampukian:

3ATBEP/IXXVYIO

Jupexrop BCII «MacmiBchkuii arpapHuit
(haxosuii konemx BHAY»

migmuc Bioacue im’s [TPI3BUIE

30 xxoBTHs 2022 p.

Y pa3i KoM JOKYMEHT 3aTBEPIXKYEThCS IOCTAHOBOIO, PIIICHHSIM, HaKa3oM,
po3nopsiKeHHaM, rpud 3aTBepmkeHHs ckianaeTscs 13 cnoBa "3ATBEP/KEHO", na3zsu Buny
JOKYMEHTA, SIKUM 3aTBEPKYEThCS CTBOPEHUI TOKYMEHT, Y HA3UBHOMY BIIMIHKY 13 3a3HaYEHHSIM
roro natu i HoMmepa. Hampukian:

3ATBEP/I’KEHO

Haxka3 MinicrepcTBa ¢iHaHCIB

12 Gepesns 2017 p. Ne 298

I'pud 3aTBepmKEeHHS PO3MILIYETHCS Y MPaBOMY BEPXHBOMY KYTKY MEpIIOi CTOPIHKHU
JOKYMEHTA.

VY pasi 3aTBep/KEHHS JOKYMEHTa KUIbKOMa MOCaJOBUMHU oco0amMu rpudu 3aTBEPHKEHHS
PO3TAIIOBYIOTHCS HA OJJTHOMY PIBHI.

Pe3osonin

23. Pe3omtonis € ocHOBHOIO (hopMOIO pearizallii ynpaBIiHCbKUX JOPYY€Hb y MHUCbMOBIH
¢dopmi, mo mepeadavae MOCTAHOBKY KOHKPETHOTO 3aBIAaHHS, BUZHAYCHHS WOTO MPEAMETa, METH,
CTPOKY Ta BiIMOBIIaTHHOT 32 BUKOHAHHS OCOOH, 110 BUKJIAJIEHA Y BUTIISA/I HAMKUCY HA JOKYMEHTI.

Peszomronii Mae Taki OOOB’S3KOB1 CKJIAJOBi: MpI3BUINE, BIACHE iIM’ST BHUKOHABIISA
(BMKOHABIIIB) Yy aBAIbHOMY BIIMIHKY, 3MICT JOPYYEHHS, CTPOK BUKOHAHHS, OCOOMCTHH MiAMUC
pekTopa, iara.

/



SIKImo JOpydeHHS HaJaHO KUTbKOM IOCAJOBUM o0co0aMm, TOJIOBHUM BHUKOHABLEM
JOKYMEHTA € 3a3Ha4YCHa MEePIIoto 0c00a, SKili Halae€ThCs PABO CKIMKATH IHITUX BUKOHABIIIB.

Ha noxymeHTax i3 cTpoKaMu BHKOHAHHS, SIKi HE MOTPEOYIOTh NOJATKOBHUX BKa3iBOK, Y
PE30JTIONIIT 3a3HAYaI0THCSI BAKOHABEIIb, ITIAMKC aBTOPA PE30JIIONIi, 1aTa.

Pezomromisi mpocTaBisieThCsl O€3MOCEpEIHBO HA JOKYMEHTI HIDK4Ye pekBi3uTy "Anpecat"
mapajieibHO JI0 OCHOBHOTO TEKCTy. SIKIIO Micusl Juis pe3oJiiollii HEeIOCTaTHBO, ii MOJXKHA
MPOCTABIISATH HA BUIBHOMY BiJl TEKCTY MICIi Yy BEpPXHii YacCTHHI MepuIoi CTOPIHKH JOKyMEHTa 3
JUIBOBOTO OOKY, ajie He Ha MOJIi JOKYMEHTa, PU3HAUYCHOMY JUIS IiIIIHBAHHS.

KopoTtknii 3micT 10KymMeHTa

24. 3aronoBOK /0 TEKCTY (KOPOTKMH 3MICT) JOKYMEHTa TOBHHEH MICTHTH CTHUCIHA
BHUKJIaJ] CyTl JIOKYMEHTA. 3arojloBOK J0 TEKCTy JOKyMEHTa (KOPOTKHH 3MICT), 0OCAr SKOro
nepesuinye 150 3HakiB (I1’STh PSJKIB), JO3BOJIAETHCS MPOJOBKYBATU JO MEXI MPAaBOrO MOJIS.
Kparmka B kiHII1 3ar0JIOBKa HE CTABUTHCH.

25. 3aroyoBoK (KOpOTKHIA 3MiCT) BiAmoBifae Ha mutaHHs "mpo mo?", "koro?", "qoro?".
Hampuknan: nakas (mpo mo?) mpo HafaHHS BIAMYCTKU; JHCT (Ipo 1m0?7) MpO OpraHizailiro
Hapaau, MPOTOKOJ (4oro?) 3acigaHHs aTecTaliiiHoi Kowicii; mocajgoBa IHCTPYKLIsA (KOro?)
TOJIOBHOTO CIEIiaicTa.

CynpoBigHi JMCTH, JOMOBIIHI Ta CIYXOOB1 3alMCKU JI03BOJISIETbCA CKIIagaTH 0e3
3aroJjIOBKa.

TekcT IOKyMeHTa

26. Tekct nOKyMmMeHTa MICTUTh iH(oOpMaIio, ausd (IKCyBaHHS SKOI HOTO CTBOPEHO.
[adopmarriss B TEKCTi JOKyMEHTAa BUKIAIAETHCS CTUCIIO, TPAMOTHO, 3pO3yMUTO Ta 00 €KTUBHO.
JIOKyMEHT HEe MOBWHEH MICTUTH TOBTOPIB, a TAKOX CJIB 1 3BOPOTIB, Kl HE HECYTh 3MICTOBOTO
HaBaHTaxeHHs. Ilin uyac ckiIafgaHHA JOKYMEHTIB B)KMBA€TbCS JUIOBUI CTHIIb, JUISL SKOTO
XapaKTEePHUN HEUTPATbHUIA TOH BUKIIQJICHHS, T030aBIeHN 00pa3HOCTI Ta EMOIIITHOCTI.

Texct noxymeHTa 0GOpPMIIETbCA Yy BUINIAAL CYLUIBHOIO 3B’SI3HOIO TEKCTY, aHKETH YU
Ta0MIll 00 MUIIXOM MOETHAHHS [UX (HOopM.

CyninpHUN 3B’SI3HUNA TEKCT JOKYMEHTa MICTUTh TPaMaTUYHO 1 JIOTIYHO Y3TOJDKEHY
iHbopmarito mnpo ynpaBmiHchki  mii. Taka Qopma BHKIAaIEHHS TEKCTYy JOKyMEHTa
BUKOPUCTOBYETHCS 11 Yac CKJIaJaHHs IOJIOKEHb, OPAKIB, PABUII, PO3NOPAAYUX JOKYMEHTIB 1
JIUCTIB.

Texcr, sk mpaBWIIO, CKIAJA€THCS 3 BCTYNHOI, MOTHBYBAJBHOI Ta MPUKIHLEBOI YaCTUH.
BerynHa yacTrHa MICTUTh MIJICTaBY, OOIPYHTYBaHHS a00 METY CKJIaJIeHHS JJOKYMEHTa,
MOTHBYBajJbHa - OOIPYHTYBaHHs IIO3HMIIi YCTAaHOBU, B TPHKIHIIEBIH - BUCHOBKH, IPOITO3HIIIi,
pILLIEHHS, TPOXaHHS.

TekcTu ckiIagHUX 1 BEIMKUX 32 00CATOM JTIOKYMEHTIB (IIOJIOKEHHS, IIPaBUiia, IHCTPYKIIIi,
OTJISiAM, 3BITM TOWIO) TMOJUIAIOTBCA HA PO3IAUTM, MIAPO3AUIM, MYHKTH, MIAMYHKTH, K1
HYMEpYIOThCS 32 JOTMIOMOTOI0 PUMCHKHX ab0 apabcbkux 1mudp 0e3/3 kpamkoio ado IYKKOIO.
A03a1] TyHKTY Ta MiANYHKTY MOYMHAETHCS 3 BIACTYIY Bil JIBOTO MOJS CTOPIHKH 0e3 OyIb-aKoi
no3Hauku (nedic, kpanka Tomo). KokHa CTpyKTypHa OJUHMLS HOPMAaTHBHO-IIPABOBOIO aKTa
(xpiM ab3aIry) BITOKPEMIIOETHCS BiJl MONEPEAHBOI MPOIMYCKOM psijka. BU3HAUE€HHS TEpPMIHIB Y
HOPMaTHBHO-TIPABOBOMY aKTi1 HAaBOJATHCS B aj(aBiTHOMY MOPSJIKY 1 B HA3UBHOMY BiIMIHKY.

BinmiTkn npo HasiBHICTH 10aTKIB

27. JlonaTku 10 JOKYMEHTIB, KpiM JOJATKIB JO CYNPOBIIHUX JIUCTIB, CKJIAJAIOTHCA 3
METOIO JIONIOBHEHHS, MOSICHEHHS! OKPEMUX MMUTaHb a00 JOKyMEHTa B LIIOMY.

28. JloaTku 10 JOKYMEHTIB MOXKYTh OyTH TaKUX BHIB:

JOJAaTKH, L0 3aTBEPKYIOTHCS PO3MOPAIUUMH JOKYMEHTaMHU (IOJIOXKEHHS, IHCTPYKLIT,
MpaBUiIa, HOPSAKH TOLIO);

JOJJaTKH, 1110 JIOTIOBHIOIOTH Ta/ab0 MOSCHIOIOTH 3MICT OCHOBHOT'O IOKYMEHTA;

JOJaTKH, 1110 HAJICUJIAIOTHCA 13 CYIPOBIIHUM JHCTOM.

VY TeKCTi OCHOBHOTO JOKyMEHTa pOOUTHCS Taka BIIMITKA MpO HasBHICTH JOJATKIB: "HIO
nomaetbes”, "3rimHo 3 ogatkom"”, "(momatox 1)", "BiamoBimHO 10 moaarka 2" abo "(AMB. 10/1aTOK

3)".
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29. Jlomatku opopMITIOIOTHCS, SIK MIPABUIIO, HA CTAHAAPTHUX apKyliax nanepy. Ha apyrii
1 HacTymHid cTOpiHKax jJojaTtka poOuThcst Taka Biamitka: "IIpomoBxkenHs nmonmaTka",
"[Iponosxenns gogatka 1".

CTopiHKH KOKHOTO JI0JIaTKa MaroTh CBOIO HyMmepallito. Y KIHII MiJ TEKCTOM JI0JIaTKa
MIPOCTABIISETHCS PUCKA, IO CBITYUTH MPO HOTO 3aKiHYCHHS.

VY pa3i HAagBHOCTI KUIBKOX JIOJATKIB HAa HHUX 3a3HAYAIOTHCS TOPSIKOBI HOMEpH,
HanpuKIaa: goaatok 1, momatok 2. 3uak "Ne" mepex nuppoBUM MO3HAYEHHSIM HE CTABUTHCS.

VY pasi KoM JOJaTKH HAACHUIIAIOTHCS 13 CYNPOBIIHUM JIUCTOM, BIIMITKA MPO HASBHICTH
JOJATKIB PO3MILTYETHCS MICIS TEKCTY JINCTA MEPe]] MiIITHICOM.

SIKIIO JOKYMEHT Ma€ JI0JIaTOK, MOBHE HaiMEHYBaHHSI SIKOTO HABOAWUTHCS B HOTO TEKCTi,
BIJIMITKA TIPO HASIBHICTH I[LOTO JI0JIaTKa 0(DOPMITFOETHCS 32 TaKOI0 (hOPMOIO:

Jonarok: Ha 7 apK. y 2 pUM.

IMignuc

30. IlocamoBi o0coOM WIANUCYIOTH JOKYMEHTH B MeEXax CBOIX IIOBHOBAKEHB,
BU3HAYCHUX aKTaMW 3aKOHOJABCTBA, IHITUMH HOPMATHBHO-TIPAaBOBHMH aKTaMH BIIIOBITHO [0
uiei Inctpykuii. Ilopsnok mignMcaHHd AOKYMEHTIB IHIIMMHU 0co0aMH Yy pasi BIJACYTHOCTI
mupektopa Kosepky Ta mocagoBux ociO, K1 YHOBHOB@KEHI iX MIANKUCYBaTH, BU3HAYAETHCA
HAKa30M JIMPEKTOpA.

31. Iligmuc cKIamgaeThes 3 HaWMEHYBAHHS ITOCAJM OCOOM, KA IMAMHCYE JTOKYMEHT
(MoBHOTO - y pa3i, KOJU JOKYMEHT HaJpyKOBaHUN He Ha OJaHKy, CKOPOYEHOTO - y pasi, KOJIu
JOKYMEHT HaJpyKOBaHUN Ha OJaHKy), OCOOMCTOTO MIJNUCY, BJIACHOTO IMEHI 1 MPI3BUILA,
HaTPUKJIIAI;

Minictp dinaHciB TITIC Bnacue im’s [TPI3BUIIE
abo
Minictp ITIAITNC Bmacue im’s ITPI3BUILE

32. JloKyMeHTH MiAMHUCYIOTHCS, K MIPABUIIO, OJHIEIO MTOCAT0BOI0 0C00010, a Y pa3i, KOJIu
3a 3MICT JOKYMEHTa HECYTh BIAMOBITAIBHICTh KUIbKa 0Ci0 (akTH, (piHAHCOB1 JOKYMEHTH TOIIIO), -
JIBOMa abo OuTbIlle MOCaZoBUMHU ocobamu. [Ipu mbOMy MIANMKMCH MOCATOBUX OCIO PO3MIIIYIOTHCS
OJIMH ITiJT OJHUM BIATOBIAHO JI0 MIAMOPSAAKOBAHOCTI 0ci0. Hampukia:

Jlupexrop TITIC Bnacue im’s [TPI3BUIIE
["osoBHMIA OyxTanrep TIITIC Bnacue im’s [TPI3BUIIE

33. VY pasi BiICyTHOCTI TUPEKTOpa, HaiMEHYBaHHSI [IOCA/U, MPI3BHIIE, BIACHE 1M s AKOI
3a3Ha4YEHO Ha MPOEKT1 JOKYMEeHTa, HOoro mianucye ocoda, 1o BUKOHYE 1i 000B’s13KH, abo i

3aCTYIHHUK. Y TakoMy pa3i 00OB’SI3KOBO 3a3HayaroTbcsd (AKTUYHA [0Caja, BJIacHe IM’S 1
Ipi3BUILE OCOOM, siKa MiAnucana JOKYMEHT, MPU LIbOMY BHIIPABIEHHS BHOCUTh PYKOIHMCHUM
crocoboM ocoba, sika MmiAMUcye MTOKyMeHT. He momyckaeTbes Mif 4yac MiANHUCAHHS JOKYMEHTa
CTaBUTHU NpUHMEHHUK "3a" 4u MpaBoOIYHY NOXHUIY PUCKY Nepes HalMeHYBaHHIM mocaau. Y pasi
3aMIIlIeHHs] KepIBHUKA 332 HakKa30oM (pO3MOPSPKEHHSIM) /10 HaliMEHYBaHHsS MOCaIH J0JAI0ThCS
cumsosid "B. 0.".

34. dakcuMmiabHE BIATBOPEHHS MIAMHUCY MOCaTOBOi 0COOM Ha JOKyMeHTax He Bizu Ta
rpu¢ NOroKeHHs JUIsd JOKYMEHTIB, 1110 CTBOPIOIOTHCS Y ManepoBii Gopmi.

35. BHyTpilIHE MOTOPKEHHS JAOKYMEHTa O(GOPMIIIOETHCS HUIAXOM MPOCTABISIHHS BI3H.
Biza Bkirowae ocoOMCTHI MiANUC, BIACHE iM’S 1 MpI3BHIE 0COOM, SIKa Bi3ye JOKYMEHT, JaTy
BI3yBaHHS 13 3a3HAUCHHSIM Y pa3i MoTpeOu HallMEeHyBaHHS MOCaU 11i€l 0COOH.

36. Biza mpocTaBiseThCcsl Ha JMIBOBOMY ab0 B pasi, KOJM MICISl HAa JHUIIbOBOMY OOIIi
OCTAaHHBOTO apKyIlla HEJOCTaTHbO, Ha 3BOPOTHOMY OOIll OCTaHHBOTO apKyIla MPOEKTY
JOKyMeHTa. Bi3u mpoCTaBIsSIOTHCS Ha MANEPOBUX MPUMIPHUKAX JOKYMEHTIB, III0 CTBOPIOIOTHCS Y
pa3i HasBHOCTI MIiJACTaB, sIKI BHU3HAIOTbCA OOIPYHTOBAHMMHU JUIi CTBOPEHHS YCTAHOBOIO
JOKYMEHTIB y ManepoBiii (opMi, Ta 3aIMIIAIOTHCS B YCTAHOBI.



BinouToK meyaTkn

37. Ha nokymeHTax, IO 3acBiAYYIOTh MpaBa TPOMAJASH 1 IOPUIUYHUX OCI0, Ha SKHX
¢ikcyeTbcsi (aKT BUTpauaHHS KOUITIB 1 MPOBEAEHHS OMNEpalliii 3 MarepialbHUMU I[IHHOCTSMH,
MIAIKC TOCaA0BO1 (BIIMOBIAAEHOT) 0COOU CKPIILTIOETHCS TEPOOBOIO MMEYATKOKO YCTAHOBH.

[lepenik iHmMMX OOKYMEHTIB, WIINUCH Ha SKUX HEOOXIAHO CKPIIUIIOBATH TepOOBOIO
MI€YaTKOI0, BU3HAYAETHCS YCTAHOBOKO HA IMIJCTaBi HOPMATUBHO-TIPABOBUX AKTIB Ta MPUMIPHOTO
neperiKy JOKYMEHTIB, ITIIIMICH Ha SIKUX CKPIILTIOIOTHCS TepOOBOIO MEYATKOTO.

38. BinOuTok meuyaTkH, Ha Kl 3a3HAYEHO HAMEHYBaHHsS yCcTaHOBU (0e3 300pa)kKeHHs
repba) y pa3i moTpeOu CTaBUTHCS Ha KOMISX JOKYMEHTIB Ta Ha PO3MHOKCHUX MPUMIPHHKAX
PO3NOPSATINX TOKYMEHTIB.

Bin0uTok mevyaTku CTaBUTHCS TAaKUM YMHOM, 100 BIH OXOIUTIOBaB OCTaHHI KUTbKa JITEP
HallMEHYBaHHsI TIocaid 0coOu, sKa Mmianucana JOKyMEHT, ajie He MIAMIC 0caJ0Boi ocodu, abo Ha
OKpPEMO BUAUICHOMY JIJIsl IIHOTO MicCIli 3 BigmiTko0 "MIT".

BiamiTka npo 3acBiTueHHs nanepoBuX KOMiii JOKYMeHTIB

39. Komemk Moxe 3acBiq4yBaTH KOIii JIMIIE THUX JOKYMEHTIB, IIO CTBOPIOIOTHCS B
HbOMY, KpIM BHUIIJIKIB CTBOPEHHS ANIEPOBUX KOMIN €JIEKTPOHHUX TOKYMEHTIB, 1110 HaJAIWIUIN J10
YCTaHOBU 4e€pe3 CHCTEMY €JIEKTPOHHOI B3a€MOJIi OpraHiB BUKOHABYOl Biaau (Aajii - cucrema
B3a€MO/I11), @ TAKOXK y BUIAJIKaX, epe10ayeHuX UM MyHKTOM.

VY pa3i niaroToBKU JTOKYMEHTIB JUIsl HQJaHHS OpraHaM CyAOBOi BJIaJM MiJ Yac BUPIIICHHS
MUTaHb WIOJ0 TNPHUHHATTS TPOMAAsH Ha pPOOOTYy, HAaBYAHHS, 3aCBIMYCHHS iX TPYAOBUX, Y
B3a€MOBITHOCHHAX 3 YCTaHOBOIO, a TaKOX MiJ 4ac (opMyBaHHS OCOOOBHX CIpaB MpaliBHUKIB
Konemxy Moxe BUTOTOBIIATH KOMIT JOKYMEHTIB, BUAAHUX IHIIUMH YCTaHOBaMHU (KO AUIJIOMIB,
CBIZIOIITB MPO OJIEP>KaHHSI OCBITH TOIIIO).

Bigmitka "Komis" mpocTaBisi€ThCs y BEPXHBOMY TMPABOMY KYTKY IMEpIIOi CTOPIHKH
[arepoBOro JT0KyMEHTA.

40. Hammuc mpo 3acBiIUYEHHS MamepoBOi Komii JOKyMEHTa Yy TManepoBid ¢opmi
CKJIAZA€ThCs 13 CIiB "3TiAHO 3 opUriHaioMm", HAWMEHYBaHHI TTOCAIHU, 0COOMCTOTO MIMUCY 0COOH,
sIKa 3aCBIIYY€E KOTIIO, BJIACHOTO IMEHI Ta MPI3BHUINA, JATH 3aCBIMYCHHS KOIIIi Ta MPOCTABISETHCS
HIDKYE PeKBI3UTY AokymeHTa "[linnuc", Hanmpukia:

3rigHO 3 OPUTIHAIOM
Incnexrop minnuc Brnacue im’st [TPI3BUIIE 3 xanpis
Hara
41. Hamumc npo 3acBimyeHHs ManepoBOi KOl CKPIMUTFOETHCS MEYATKOO 13 3a3HaYEHHAM Ha Hil
HallMEHYBaHHSA KOJIEKY 300paskeHHsM repoa.
47. Komist TOKyMeHTa MOBUHHA BIAMOBIAATA OPUTIHAITY.

BiamiTku npo cTBOpeHHs, BAKOHAHHSA JOKYMEHTA

48. BmacHe iM’s Ta Tpi3BUIE MpAI[iBHUKA, SKUA CTBOPHUB JOKYMEHT, 1 HOMEp HOro
ciny:k00Boro TeneoHy 3a3HAualOTbCA B HIDKHHOMY JIIBOMY KYTKYy OCTaHHBOI CTOPIHKH
MarepoBOro J0KyMEHTa, HalpUKIal:

Onena Ilerpenko 256 23 29

49. Tlicna 3aBepiieHHS poOOTH 3 JOKYMEHTOM HPOCTaBISETHCSA BIIMITKA NMpo HOro
BUKOHaHHA. BigMiTKa Mpo BUKOHAHHS JOKYMEHTA CBITUUTH IPO Te, 10 POOOTY HajJ JOKYMEHTOM
3aBEpILEHO 1 oro MokHa JOIYYUTH A0 clipaBd. Bigmirka moxke Mmictutu ciosa "Jlo crnpasu",
HOMEp CIpaBH, NOCWJIAHHS Ha JaTy 1 peecTpalifHuil 1HIEKC AOKyMEHTa, SIKUM 3acBiquye HOro
BUKOHAHHA, HaliMEHYBaHHs IOCaay, MIANUC 1 JaTy. SIKIIO JOKyMEHT He MoTpedye MUChMOBOI
BIMOBI/I, 3a3HAYalOTbCA KOPOTKi BIIOMOCTI Mpo BHKOHaHHA. Ilimmuc 1 jmaty BiAMITKH
MIPOCTABJIsI€ MPALIBHUK, KU CTBOPUB JIOKYMEHT, a00 KEpPIBHUK CTPYKTYpPHOIO MiAPO3ILTY.
3a3HaueHU PEKBI3UT MPOCTABISAETHCA BiA PYKH Yy JIBOMY KYTKY HHXHBOTO TOJS MEpUIOi
CTOPIHKHU, HAPUKIA;

Jo cripasu Ne 03-10 o copasu Ne 05-19
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AbGo

JIMCT-BiAMOBIIb Big [lMTaHHA BUPINIEHO MO3UTUBHO IIi Yac TenepOHHOT pO3MOBH
20.05.2011  Ne  03- 04.03.2011 ,

nocaza nignuc Bracne im’s [IPI3BBUILE B acHe
rocaja Iiarmc i

21.05.2011 05.03.2011

50. BigMiTka mpo HaJAXOPKEHHS MarepoBOTO JOKYMEHTa JI0 YCTAaHOBH MPOCTABISETHCS Bij
pyku abo 3a JOMOMOrol0 HITaMINa Ha JIMIBOBOMY IOJ1 y NMPaBOMY KYTKY HHMXKHBOTO IMOJIS
MEPIIOTO apKylla OpUTiHaly NOKyMeHTa. EjleMeHTaMu 3a3Hau€HOTO PEKBIZUTY € CKOpPOYEHE
HallMEHYBaHHS YCTaHOBH - OJIep)KyBaua JOKYMEHTa, peecTpauiiHui iHAaekc, narta (y pasi
MOTpeOH ro/IMHa 1 XBUJIMHH ) HAAXOKEHHS TOKYMEHTA.

SIKIO KOpECHOHJEHINsI HE PO3KPHUBAETHCA, TO BIAMITKA IPO HAJIXOJKEHHS JOKYMEHTa
MIPOCTABIISETHCS HA KOHBEPTAX (yHMaKyBaHHSIX).
CriaieHHs1 1esIKUX BUAIB JOKYMEHTIB
Haxka3zu (poznopsooicenns)

51. Haka3u (po3mOpsKEHHS) BHJAAIOTHCA SK PINIEHHS OpraHi3aliiiHO-po3nopsaiyoro 4u
HOPMAaTHUBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIpPaBIIHCHKOT il Haka3M BHJAIOTHCA 3
OCHOBHOI JisibHOCTI Kosemxy, aaMiHICTpaTUBHO-TOCIIOAAPCHKUX a00 KaJpOBUX MUTaHb, MO0
CTYJICHTIB ICHHOI 1 3a09HO1 (JOpM HABYAHHSI, 100 HAYKOBO-IOCIITHOT pOOOTH.

52. Tlpoektn Haka3iB (pO3MOPSIKEHb) 3 OCHOBHOI [ISUTBHOCTI, aJMIHICTPATUBHO-
rOCHOJAPCHKUX MHUTaHb IOTYIOTHCS 1 MOJAKOTHCS CTPYKTYPHUMHM MIAPO3JAUIAMHU 32 JOPYYEHHSIM
mupekTopa Kosemky uu 3a BIIaCHOO IHIIIATHBO.

[Ipoextn Haka3iB (poO3MOPSIKEHb) 3 KaIpoBUX NHUTaHb (0coOoBOro ckiamy) (Tpo
NPUHHATTS Ha poOOTYy, 3BUILHEHHS, HAJaHHS BIAMYCTKH, BIAPSHKEHHS TOINO) TOTYE BIIUILIT
JOKYMEHTOOOITY 1 KaJApoBOro 3a0e3leueHHs Ha IMJICTaBi pimeHb (BKa3iBOK) JAUpPEKTOpa
OpraHizaliifHO-pO3NOPSAAUOTO YH HOPMATHUBHO-IIPABOBOIO XapaKTepy, JOMOBIIHUX 3alHCOK
KEpIBHUKIB CTPYKTYPHUX TWIAPO3AUIIB, KOHKYPCHHUX JOKYMEHTIB (IIPOTOKOJIB Ta pIlIcHb
aTeCTaIlliHOT YW KOHKYPCHOI KOMicii), 3asB TNpalliBHUKIB, TPYJOBHX JOrOBOPIB Ta IHIIHUX
JIOKYMEHTIB.

53. IlpoekTn Haka3iB (pO3MOPSAIHKEHb) 3 OCHOBHOI JiSJIBHOCTI, aJMiHICTpPATHBHO-
rOCIOIAPCHKUX MHUTaHb CTBOPIOIOTHCS Ta BI3YIOTHCA BIAMOBITATBHUMH O0COOAMH BUKIIOYHO Y
CIEKTPOHHIM Qopmi, NUIAXOM HaKIaJaHHSA KBaliikoBaHOTO IUGPOBOTO MIAMUCY 13
000B'I3KOBOIO BIIMITKOIO Hacy.

54. TlpoexkTn HakaziB (pO3MOPSKEHB) 3 KaApPOBUX MHTAaHb LIOJI0 OCOOOBOTO CKIATy
MpaliBHUKIB Bi3ylOThcsi HauanbHUKOM BiAAUTY AOKYMEHTOOOIrY 1 KaJpoBOro 3abe3medeHHs, a
TaKOoX 3aJI€KHO B BHUJIB Haka3iB MOCAJOBUMH 0COOAMU CTPYKTYpHOTO MiIPO3ALTY 3 MHUTaHb
3aro0iraHHs Ta BUABJIEHHS KOPYILii, OyXraaTepchbkoi Ciy:K0H, IHIIUMH MOCaJ0BUMH 0COOaMH,
SIKUX CTOCYETbCS TOKYMEHT.

55. Haka3 (po3nopsakeHHs) opOpMITIOETbCS Ha OJIaHKy Haka3y (pO3MOpsUKEeHHs). 3MicT
Hakazy (pO3MOPSAKEHHS) KOPOTKO BHKJIATAE€TbCA B 3arojiOBKYy, SIKHH TMOYMHAETHCA 3
npuiiMeHHuka "IIpo" 1 ckmagaerscs 3a  gomomororo  BingiectiBHoro iMeHHuka ("IIpo
3arBepukeHHs...", "[Ipo BBenenns...", "IIpo ctBopenHs...") abo imennuka ("IIpo mizcymkw...",
"ITpo 3axoau...").

56. VYV mpeamOyni 3a3Ha4alOThCS MifcTaBa, OOTPYHTYBaHHS ab0 MeTa BUIAHHS Hakasy.
3a3HaveHa yacTHHA MoYMHAeThes 13 cniB "Ha BukoHanus", "3 meroro" Tomo. SKIO AOKYMEHT
BUJIA€THCS HA MIACTaB1 IHIIOTO PO3MNOPSAYOrO JOKYMEHTA, Y KOHCTaTylouil yacTuHi (mpeamOyii)
3a3HAYa€THCS MOCUTIAHHS HA BIIMOBITHUN JOKYMEHT.

Posnopsiiua  yacTMHa TOYMHAETHCS 13 CioBa '"Haka3ylo', a pO3NOPS/KEHHS -
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"3000B’513y10", K€ JPYKYETHCS KUPHUM MIPU(TOM, TICIS IKOTO CTAaBUTHCA ABOKPAIIKA.

57. Po3nopsimya 4YacTHMHA TOAUISETHCS HA IYHKTH 1 MIAMYHKTH, SKi HYMEpYIOThCS
apabcbkuMu mudpamu. Y KOXKHOMY ITYHKTI HOBHHHI OyTH 3a3HaueHi OpraHizaliifHo-po3nopsria
Tist (3aTBEp/KEHHS a00 BBEJICHHS B JII0 IHCTPYKIIii, TOJIOKESHHS TOIIO) a00 KOHKPETHE 3aBIaHHS
(mopydeHHsI) 13 CTPOKOM MOro BUKOHAHHS Ta CTPYKTYpPHI IMIPO3AUTM - HOTO BHKOHABIII,
HaTPUKIIAI;

HaBYAJILHINA YaCTHHI,

KepiBHUKAM CTPYKTYPHUX MIIPO3ALIiB;

TOJIOBHOMY OyXTalnTepy.

58. [Ticnst HaOpaHHs YUHHOCTI HaKa30M (PO3MOPSHKEHHSM) BHECEHHSI 3MiH 10 HBOTO,
BU3HAHHS HOTO TaKWM, [0 BTPATUB YMHHICTh, YM HOTO CKACyBaHHS 3IIHCHIOETHCS JTUIIE MIITXOM
BUJIAHHSI HOBOTO HaKa3y (PO3MOPSHKECHHS).

59. VY pa3i BUAaHHSA Hakazy (pO3MOPSIKEHHsS) PO BHU3HAHHS TaKUM, IO BTPATHB
YUHHICTh, a00 CKAacyBaHHS IHIIOTO HakKa3zy, Y PO3NOPSAAYINd YAaCTHHI 3a3HAYAETHCS IYHKT, KU
MOBUHEH MMOYMHATHUCA 13 ciiB "BuU3HaTH TakuM, 110 BTPAaTUB YMHHICTB,..." abo "CkacyBatu ..."
B1JITTOB1JTHO.

60. KoHTpoih 32 BUKOHAHHSM 3aBIaHb (IOPYYEHbB), 3a3HAYCHHUX y HaKa3i (PO3MOPSHKEHHI),
MOKJIA/IA€ThCSl Ha KEPIBHUKA MIIPO3AUTY Yy SKOMY CTBOPEHO Hakas (pO3MOpsKEHHS), BUBHAYCHY
JTUPEKTOPOM 0c00y ab0 3aIHIIAETHCS 32 AUPEKTOPOM.

61. JIns o3HalOMJIGHHS 3 Haka3oM (pO3MOPS/DKCHHSIM) VKIagad TOTye Ta IIOJa€ Ha
peecTpariirto pa3oM 3 MIAMUCAHUM PO3MOPSITIAM JOKYMEHTOM TIEpENiK YCTaHOB, CTPYKTYpPHHX
MIAPO3LUTIB, MOCAA0BUX (CIYKO0BUX) OCI0, IKUX Tpeba 03HANOMHUTH 13 LIUM JTOKYMEHTOM.

62. Haka3u (po3mopsypKEeHHs) 3 KaapOBHX MHUTaHb (0COOOBOTO CKIamay) O(GOpMITIOIOTHCS Y
BUTJISA IHAWBIAyaAIbHUX 1 3BEACHUX HakaziB (pO3MOps/DKeHB). B IHAMBIIyalbHMX HaKa3ax
(po3MOpsAHKEHHSX ) MICTUTHCS 1H(OPMAITiS PO OJTHOTO TMpaIlliBHUKA (CIIBPOOITHHKA), Y 3BEICHUX
- MpO KUIBKOX HE3aJeKHO Bil TOTO, SKI YIPABIIHCHKI PIMIEHHS MO0 HUX MPUUMAIOTHCA
(mpuitHATTS Ha poOOTY, MpHW3HAYEHHS Ha TOCany, MEPEeBEACHHS Ha IHIIY mocany (pobory),
3BUIBHEHHS TOIIIO ).

63. 3MICT IHAUBIIYyaJIBHOTO Haka3y (pO3MOPSAIDKEHHS) 3 KaapOBHX IHTaHb (0COOOBOTO
CKJIaZy) CTHCIIO BHKJIQJA€ThCS B 3aroJIOBKY, SKHH IMOYMHAEThCA 3 mNpuiiMeHHuka "IIpo" i
CKJIQZIAETHCS 3a JIOTIOMOTOIO BIIIIECTIBHOTO iMeHHUKa, Hanpukiad: "[Ipo npusnadenus... ", "IIpo
NPUAHATTA...". Y 3BEJICHHMX Hakazax (PO3MOPS/HKEHHSX) MOXKE 3aCTOCOBYBATHUCS Yy3araJlbHEHUH
3arosoBok, Hanpukiaa: "Ilpo kaapori mutanus", "[Ipo ocoboBuii ckiman'.

64. Po3nopsimya yacTuHa Hakasy (PO3MOPSHKEHHS) 3 KaApOBUX MUTaHb (0COOOBOTO CKIIANY)
IIOYMHAETBCS, K NPAaBMIIO, 3 jgiecaoBa y dopmi indinirusy "TIPUAHATH", "TIPUSHAUUTH"
"ITIEPEBECTHN", "3BIJIbHUTU", "BIAPAJUTN", "HAOLATHN", "OI'OJIOCUTH" Tomro. Hamni
3a3HAYal0ThCS BEIMKUMH JIITepaMu MPI3BUIIE MpalliBHUKA, Ha

SIKOTO TIOLIUPIOETHCA il Haka3y (pO3MOPAKEHHS), 1 MaJUMH - MOTO BIACHE iM’Sl Ta TEKCT
HakKazy.

Y KOXHOMY ITYHKTi Haka3y (PO3MOPSIKEHHS) 3 KaIPOBUX MUTAaHb 3a3HAYAETHCA IMiJICTaBa AJIs
Moro BUJaHHS.

ITin yac o3HalOMJIEHHS 3 Haka3oM (pO3MOPS/UKEHHSM) 3raJlaHMMM y HbOMY oco0aMHu Ha
NepuioMy MPUMIPHUKY Haka3y 4YM Ha CIeliaJbHOMY OJIaHKy HpPOCTaBISAIOTHCS MiINUCH 13
3a3HaYeHHSAM J]aTU O3HaHOMJIICHHS.

VY Haka3i (po3MOps/DKEHHI) Mpo NpU3HAuYeHHS a0o0 3BUIbHEHHS MpAaLliBHUKA 3a3HAYAE€THCS
MOBHA JaTta (YMCI0, MICslb, PIK) (AKTHUYHOIO BUXOAY MpalliBHUKA HAa poOOTY (IPUIIMHEHHS
TPYIOBUX BIHOCHH), PO3MIpH HOro MOCAJ0BOr0 OKJIAAY BIAMOBIIHO O IITAaTHOTO PO3IHUCY,
Ha/10aBOK Ta JIOTLIAT.

65. V 3BemeHux Hakazax (pO3MOPSUKEHHSAX) 3 KaJpPOBUX MUTaHb (0COOOBOTO CKIAay) A0
PO3MOPSATUOT YACTUHU BKIIOYAETHCA 1H(pOpPMAIlisl, 10 PO3MIIIYETHCS y TaKidl MOCTIOBHOCTI:
NPUKAHATTS Ha poOoTy (ciyx0y), mepeBeeHHs, 3BUIbHEeHH. [Ipy 1bOMY 710 OJJHOTO 3BEJEHOTO
Haka3zy He MOXe BKJIIOYaTHCs iHQopmalis, sSKa 3TiJHO 13 3aKOHOJABCTBOM Ma€ pi3Hi CTPOKH
30epiraHHs.
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VY 3BefieHNX Hakazax (PO3MOPSAKEHHSX) MPI3BUIIA OCI0 y MeKax MYHKTIB PO3MIIIYIOThCS 32
andasirom.

66. Hakasu (po3nops/pKeHHs1) HyMEPYIOThCS y HOPSAAKY iX BUIAHHS Yy MEXax KaJleHJapHOTO
pPOKy; Haka3u (pO3MOPSHKCHHS) 3 OCHOBHOI [ISUTBHOCTI, aaMIHICTPATUBHO-TOCIIOAAPCHKUX
MMUTaHb Ta 3 KQJPOBUX MUTaHb (0COOOBOTO CKIIAAY) MAIOTh OKPEMY MOPSIIKOBY HYMEPAIlito.

67. Komii Haka3iB (po3MOPSIKEHBb) 3aCBITIYIOTHCS CITYKOOIO JIUIOBOJICTBA UM KaJPOBOIO
CIIy’)k0010 1 HAJCHIIAIOTHCS 3aIHTEPECOBAHUM YCTAaHOBAM, IMOCAJIOBHM 0c00aM, IMpaiiBHUKaM Yy
eNeKTpoHHI Qopmi. VY pasi HEOOXITHOCTI HAACWIAHHSA KOMil Hakasy J0 Wiapo3ainy
VYHiBepcuTeTy, SKH HE € YYaCHHKOM CHUCTEMH E€JEKTPOHHOTO JOKyMEHTOOOIry, Homy
HAJCHIIAEThCS KOsl y mamnepoBiid Gopmi. Y TakoMy BUMNAAKY CKIAIAE€THCS CIIHCOK PO3CHIIKU
(e moAo0 TUX MIAPO3JUIIB, SKUM HAJCWIAEThCA Yy NHamnepoBiil (opmi), M0 MIANHCYETHCS
MPAIIBHUKOM, SIKHI MOTO CKJIaB.

IIpomokonu

68. ¥ mpotokonax (ikcyeTscs iHGOpMaIis po XiJ BeIeHHS 3aciianb, MpuiHATTS B Konemki
pIIEHb KOMICISIMH, TOpaJ4MMH OpraHamu, podounmu rpynamu touo. [IpoTokos ckiagaeTbes Ha
MiJCTaBl 3ammciB, 3poOJIeHUX Oe3mocepeaHbo I Yac 3acilaHb, TMOJaHMX TEKCTIB Ta Te3
JIOTIOB1/IEH 1 BUCTYIIIB, IOBIIOK, MTPOEKTIB PIIIEHH TOIIO.

69. TIpoTokoaM MOXYTh CKIQAAaTHUCS B TMOBHIA abo ctucimiii ¢opmi. Y NOpoTOKOIax,
CKJIaJIEHUX Yy CTHUCHTIN QopMi, (QIKCYIOTbCS JUIIEe NMPUHHATI pilieHHs 0e3 XoIy OOroBOpPEHHS
MTUTAHb.

70. TIpotoxon odopmirroeTsesi Ha OQIMIHHOMY Ha YHCTOMY apKymii mamepy ¢opmaty A4
(210 x 297 muTiMeTpiB) 3 MO3IOBXKHIM PO3TAIIYBAHHSIM PEKBI3HTIB.

71. V pexsizuti "micie 3acigaHHs" 3a3HAYA€THCS Ha3Ba HACEJIECHOTO MYHKTY, B SKOMY
B110yJIOCS 3aciiaHHs.

72. KopoTkuii 3MICT 10 TEKCTy MPOTOKOJIY IMOBUHEH BiIOOpa)kaTW BHUJ 3acilaHHs (Hapaja,
300pu, KoH(pepeHIis Tomo) abo KojerialbHOi MISNIBHOCTI (KOMICIS, paja, KOJeris, Jopaaduil
oprat, po0Ooua rpyma TOII0) 1 BKIIOYaTH Ha3BYy BUY TIOKYMEHTA.

73. TekCT MpOTOKOIY CKJIaIa€ThCS 3 BCTYIHOT Ta OCHOBHOT YaCTHH.

74. Y BCTymHIA YacTHHI MPOTOKOJIY 3a3HAYAIOTHCS MPI3BHUINA Ta BJIAcHE IM’S TOJOBH abo
rOJIOBYIOUYOTO, CEKpeTaps, 3alpolIeHUX, a TAKOXK MPUCYTHIX OCi0.

VY cnMcky OpHUCYTHIX 3a3HAa4yaloThCsl B al(paBITHOMY MOPSIKY CIIOYATKy MpI3BHINA Ta
BJIACHE 1M sl TIPUCYTHIX MOCTIMHUX WICHIB KOJETIaJIbHOTO OpraHy, MOTIM - 3alpolIeHuX 0ci0 13
3a3HAYEHHSAM ITI0CaJ Ta Yy pasi moTpedbu HaMEHYBaHHS YCTAaHOB. SIKIIO KUIBKICTh MPHCYTHIX
nepeBuinye 15 ocid, 3a3HadaeThCcs iX 3arajibHa KUIBKICTh 3 TMOCWJIAHHSAM Ha CIIHCOK, IO
JOJTAETHCS 10 MPOTOKOY.

Berynna wacThHa BKIIIOYAaE TOPAIOK ACHHUN - TEpeiiK MUTaHb, 3alJIAaHOBAaHHUX J0
PO3IIIsAay Ha 3aCiIaHHi, UI0 PO3MILEHI y MOPSAKY IX 3HAYYIIOCTI 13 3a3HAYEHHSAM JOMOBiIava 3
KOXHOTO nuTaHHs. [lopsaok NeHHUI qaeThes HAMIPUKIHII BCTYITHOT YaCTHHH.

PimenHs, mo MICTATh KiIbKa NHUTaHb, MOAUIAIOTH HA MYHKTH 1 MIAOYHKTH, SKi
HYMEpPYIOThCs apaOchbkumMu nudpamu. [linnyHKkTH HymMepyroThes HUuppaMu 3 TyKKOIO.

75. YV pa3i KoM Ha 3acilaHHI MPUUMAETbCS PIMIEHHS MPO 3aTBEPKEHHS JOKYMEHTa, KU
0o0OroBOpIOBaBCS Ha 3acCiaHHI, L€l JOKYMEHT J0JA€ThCs JI0 MPOTOKONIY 1 B HBOMY POOMTBHCS
MOCUJIAHHS Ha HOMEp 1 JIaTy MPOTOKOJY. 3a HasIBHOCTI IHIIUX JOKYMEHTIB, 110 PO3IJIsAINCs Ha
3acilaHHl Ta (QakT OOrOBOpPEHHs SKHX 3a(IKCOBAHO y TEKCTI MPOTOKOJIY, BOHHM HYMEPYIOThCS
apabcbkumu 1udpamu (Jonarok 1, Jlogatok 2). YV BIIHOBIIHUX MYHKTaX MPOTOKOIY POOUTHCS
MOCHUJIAHHS Ha L1 I0JIaTKH.

PexBidur "BinMmiTka Tpo HAsABHICTb JOJATKIB" HANPUKIHIII TEKCTYy MPOTOKOJIY He
3a3HAYAETHCS.

76. I[IpoTokon miAMUCyeTbcs 0CO0010, IO TOJIOBYE HA 3acifjaHHI KOJIET1aIbHOTO OpraHy Ta

CeKpeTapeM.

Cnyorcoo8i nucmu
77.Ciy>kO0B1 JIUCTH CKJIAaJAlOThC 3 METOI0 OOMiHY iH(OpMAIli€l0 MDK yCTaHOBaMHU SIK
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BIJINIOBi/Ii HA BUKOHAHHS 3aBJaHb, BU3HAYCHUX B aKTaX OpPTraHiB JCP KaBHOI BIAIH, TOPYYECHHSIX
BHIIUX TIOCATOBUX OCIO, HA 3alWTH, 3BEPHCHHS, a TaKOXX KOpecHoHACHIi BepxoBHoi Pamu
VkpaiHu, Ha BUKOHAHHS JOpPYYeHb YCTAaHOB BHIIOTO pIiBHS, Ha 3alUTH IHIOIMX YCTAaHOB,
3BEpHEHHS I'POMA/ISH, 3alIUTH Ha iH(OPMAIIifo, a TAKOXK SK IHIIIaTHBHI Ta CYIPOBIIHI JIUCTH.

78. Ciyx00Bi JIMCTH MIAMUCYIOTHCA BIAMOBIMHO 10 i€l iHCTpYKIii. ['epOOBOIO MEYaTKOrO
3aCBIAUYIOTHCS JIMIIE TapaHTIHHI JIUCTH.

79. CnyxOoBuil nucT y manepoBiii GopMi Bi3ye aBTOp JOKYMEHTa, KEPIBHHK CTPYKTYPHOTO
MiPO3/IUTY YCTaHOBH, B SIKOMY HOTO CTBOPEHO, Y pa3i moTpeOH (SKIIO B JIMCTI MOPYIIYIOTHCS
BAXUIMBI Ta NPUHIUIIOBI THTAaHHS) KEPIBHUKH 3aiHTEPECOBAHUX CTPYKTYPHUX MiAPO3/UTIB
YCTAHOBH, a TAaKOX 3aCTYIIHUK KEpIBHHUKA YCTAaHOBH, SIKHH KOOPIMHYE POOOTY CTPYKTYPHOTO
MIAPO3JUTY YCTAaHOBH, B SIKOMY CTBOPEHO BIIIOBIIHHUM JIUCT.

Opranizanisi J0KyMeHT000IiI'y Ta BHKOHAHHSA JOKYMEHTIB
Bumoeu wooo payionanizayii ooxymenmoooicy

80. JlokyMeHTH, CTBOpPEHi y MarepoBiii popmi, MPOXOIATh 1 ONPAILOBYIOTHCS B YCTAaHOBI Ha
€IMHUX OpraHi3allifHMX Ta NPaBOBHUX 3acajax OpraHizaiii JOKYMEHTOOOIry i3 JOKyMEHTaMH,
CTBOPEHUMHU B €JIEKTPOHHIN (popmi. Y pasi HaIBHOCTI MIACTaB, SIKI BU3HAIOTHCS OOTPYHTOBAaHUMU
JUTsI CTBOPEHHST YCTAHOBOIO JOKYMEHTIB y TTAniepoBiil (hopMi, 3aCTOCOBYIOTHCS 3aca i OpraHizarlii
JOKYMEHTOOOITY, BU3HAYEHI Ii€ro [HCTpyKITiero.

81. EdexruBHa opraHizallis JOKyMEHTOOOITy mepeadadae:

[TpoxoKeHHS JOKYMEHTIB B YCTAHOBI HAWKOPOTIIUM MUISIXOM;
[TpuiiMaHHS Ta IEpBUHHE OTIPAIFOBAaHHS JOKYMEHTIB, IO HAJIXOIATh JI0 YCTAHOBH

82. JloctaBka JOKYMEHTIB JIO YCTAaHOBH 3IMCHIOETHCS Yepe3 CHUCTEMY B3aEMOJIII, a TaKOX
MOXe€ 3/IIHCHIOBATHUCS 3 BUKOPUCTAHHSIM 3aC0O0IB MOIITOBOTO 3B’ SI3KY, KYp €PCHKOIO CITY»K0010.

[TomToro Ta 4yepe3 Kyp’€pchbKy ClHyX)Oy TOCTaBISETHCA MUCHbMOBAa KOPECHOHJCHINA Y pasi
HasIBHOCTI MIJICTaB, SKI BU3HAIOTHCS OOTPYHTOBAHUMHU JJISI CTBOPEHHS YCTAaHOBOIO JIOKYMEHTIB Y
narepoBiii (opmi, OIMITOBI KapTKH, OaHAEpoIi, IpiOHI MaKeTH, a TaKOXK IMEePIoUYHI JPYKOBaHI
BUJIaHHS.

83. Yci 1okyMeHTH, 10 HAAXOAITh A0 YCTAHOBH, MPUHMAIOTHCS CEKPETapeM.

[Tops0K pO3KPUTTS KOHBEPTIB BU3HAYAETHCS IIEF0 THCTPYKITIETO.

PexomennoBaHa, crieriaibHa Ta KOPECTIOHICHITIS 3 OTOJIONICHOIO MIHHICTIO MPUUMAETHCS il
PO3IHUCKY B JKypHaJi, peecTpi a00 MOBIIOMIICHHI IIPO BPYyYEHHS.

84.Y pasi HaIXO/DKEHHsI KOPECHOHJIeHIIi 3 BigMiTkoio "TepmiHOBO" (IKCyeThbCs HE JHIIE
Jarta, a 1 TOJAMHU Ta XBUJIMHU JI0OCTABIICHHSI.

85. KonBeptu 30epiraroTbCsl 1 JOAAIOTHCSA 10 JTOKYMEHTIB y pasi, KOJU JUIIE 32 KOHBEPTOM
MO>XHAa BCTAHOBUTH aJipecy BIANpaBHUKA, Yac BIAMPABICHHS Ta OJIEpP)KaHHA JAOKyMEHTa abo y
KOHBEPTI BIJICYTHI OKpeMi JTOKYMEHTH YU BCTAaHOBIIEHO HEBIIMOBIIHICTh HOMEpPIB JOKYMEHTIB
HOMEpaM, 3a3HAYCHHM Ha KOHBEPTI, a TaKOX aJapecHi SIPJUKH PEKOMEHIOBAaHHX KOHBEPTIB 1
MAKeTiB.

86. JlokyMeHT moBepTaeTbCs BIANPABHUKOBI 0€3 pO3IsiAy y pa3i HOro HaaXOIKEHHS He 3a
aJIpecor0, HAJIXO/KEHHS MaNepoBOTO MPUMIPHHKA JIOKYMEHTa, SKUW BXX€ HaAIUIIOB Yy
eJIEKTPOHHIN (popMi yepe3 cucteMy B3aeMoii, a00 HaJIXOIKEHHs IOKYMEHTa y namnepoBiil popmi
0e3 HasBHMX Ha Te MIJACTaB, sIKI BU3HAIOTHCS OOIPYHTOBAaHMMHU JUIS CTBOPEHHS YCTaHOBOIO
JOKYMEHTIB y naneposiii ¢opmi.

87. Bci BXiJIHI TOKyMEHTH NJIATal0Th ONEPETHBOMY PO3TIISLYy CEKpeTapeM.

88. Ilix yac momepeIHbOr0 PO3IIISALY BU3HAUAETHCA:

Y1 Ma€ JIOKYMEHT OyTH JOTMYILIEHHUH 0 peecTparlii;

g1 1noTpeOye po3risdy KEpIBHUITBOM YCTaHOBM a00 mepeaadi Iicis peecTpamii a0
CTPYKTYPHOTO MiJpo3iny a0o CTPYKTYpHHX HiAPO3ALTIB BIAMOBIAHO /0 (YHKIIOHATHHOTO
po3noaiTy 000B’A3KiB B YCTaHOBI;

YH HAJIEXKHUTh JI0 JOKYMEHTIB TEPMIHOBOTO PO3IIISLY (OMpPALFOBAHHS).

89. Ha cranii monepeaHboro po3risay 3A1HCHIOETbCs BiI0Ip JOKYMEHTIB, 1[0 HE MiUIAraloTh
peecTparii, a TakoX TakKuX, IO TMEpeJaroTbcs IS  CIELiabHOTO OOJIKY CTPYKTYpHUM
MiAPO3/LUIaM.
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Peecmpayisn ookymenmie
90. Peecrtpamis JOKyMEHTIB BCiX KaTeropiil MoJsrae y CTBOPEHHI 3amHcy OOJTIKOBHX JaHUX
PO JOKYMEHT, 32 JOIIOMOTOI0 SIKUX (iKCYETbCs (PaKT CTBOPEHHS, BiANpaBieHHs ab0 oJepKaHHs
JOKYMEHTA IIJISTXOM IIPOCTABJICHHS HA HhOMY PEECTPAIIIHHOTO HICKCY.
VY BeOG-MOayIi CUCTEMH B3aEMOJIIT T0OJATKOBO PEECTPYIOTHCS JIMIIE JOKYMEHTH, SIKi HaIHIIUTA
abo OyayTh BifpaBIIcHI Uepe3 CUCTEMY B3a€MOIII.

Peectpamiss JOKYMEHTIB MPOBOAMUTHCS 3 METOIO 3a0e3redeHHs iX 00Ky, MOHITOPUHTY
CTaHy BUKOHAHHS 1 OTIEPaTUBHOTO BUKOPUCTAHHS HAsIBHOT B IOKyMEHTax iH(opmarii.

Micue  peectpamii  OKpeMHX  TpyIm  CHEIialli30BaHUX  JOKYMEHTIB  (HaKasu
(po3HOpsIIKEHHS), JOTOBOPH, 3BiTH, NPEHCKYypaHTH, 3asBH TOMIO) BH3HAYAETHCS IO
IHCTPYKIIETO.

91. JIokyMEHTH PEECTPYIOTHCS JIUIIIEC OJUH pa3: BXiJHI - y JIeHb HAJIXOJKCHHS, CTBOPIOBaHI -
y JIeHb NIANHUCaHHS a00 3aTBEp/KECHHS.

92. JIOKyMEHTH pEECTPYIOThCS 3a TpyIaMH 3aJeKHO BiJl Ha3BH BHIY, aBTOpa 1 3MICTy
JTOKyMeHTIB. Harmpukiaz, OKpeMo peecTpyrOThCS:

93. Hakasu (po3mopspKeHHs) 3 OCHOBHUX MTUTaHb JISIBHOCTI YCTAaHOBH;

94. Hakasu (po3mopsi/pKeHHS) 3 CTYICHTCHKOTO CKJIay,

95. Hakasu (po3Mops/DKCHHS) 3 KaJpOBUX MHTAaHb (0COOOBOTO CKIAMy) (BIAMOBIIHO 1O iX

BH/IIB Ta CTPOKIB 30epiraHHs);

96. ®iHaHCOBO-TOCIIOAAPCHKOI TISITLHOCTI;
97. ByxrantepcbKi TOKYMEHTH;
98. biranku Ha MaTepiaIbHO-TEXHIYHE TIOCTAYaHHS;
99. 3BepHEHHS IPOMA/ISH;
100. 3anuTu Ha iHPOpMAITIFO.
101.Peectparis nokymenTa B Kosemki 31HCHIOETBCS Y BIMOBITHUX MANEPOBUX JKYpPHAIAX y
€IMHIA IEHTPaTI30BaHii 0a3l peecTpaliiHuX IaHuX, 110 3a0e3Meuye MpaliBHUKIB 1H(POpMAaIli€ro
PO BC1 IOKYMEHTH YCTAaHOBH Ta iX MICII€ 3HAXO PKECHHS.
Opeanizayis nepedaui OOKyMeHmie ma ix 6UKOHAHHS
102.3apeecTpoBaHi JOKYMEHTH MEPEAlOThCS HA PO3IIISLT AUPEKTOPY B JEHb 1X HAJIXOKEHHS
a00 HACTYyMHOro poOOYOro AHS Yy pa3l iX HaIXOKEHHs micias 17 ToauHu. AKTH OpraHiB
JIepKaBHOT BJIaJIU, TOPYUYEHHS BUIUX MMOCAJ0BUX OCI0, 3aIIUTH 1 3BEPHEHHS HAPOJHUX JEMyTaTiB,
a TakoX KopecrnoHaeHIiss BepxoBHoi Pamm VYkpaiam, Anminictpamii Ilpesmaenta Ykpainw,
Kabinery MinicTpiB YKpaiHu, KOPECHOHJEHIIISA, IO HAJXOJUTh BiJi YCTAaHOB BHWIIOIO PiBHA,
MepelaloThCsl Ha PO3IIISLT HEBIAKIAIHO.
103.lokyMeHTH, pO3IJISHYTI JTUPEKTOPOM, TOBEPTAIOTHCS 3 BIAMOBIIHOIO PE3OJIOLIEI0
CEeKpeTaplo, sika 3/IICHIOE Tepeaayy JOKYMEHTIB Ha BUKOHAHHSL.
104.®axT nepenadi JOKYMEHTIB BUKOHABIISIM (DIKCYEThCS ILISIXOM MPOCTABICHHS BIAMOBIIHOT
BIIMITKU Yy JKypHalil peecTpallii JOKyMEHTa, Y SKOMY OTpPUMYyBad CTaBUTh MIAMHC, IO HOMY
nepelaHo MarnepoBUii OpUTIHAT JOKYMEHTa Ta/abo HOro Kormii.
105.11epenaua JOKYMEHTIB y MeXaxX CTPYKTYPHOTO MiAPO3AUTY 3AIMCHIOETBCA 4epe3 0coOy,
BIJIMOBIAATBHY 32 JIUIOBOJICTBO (CEKpeTaps).
106.BinnoBizanpHICTh 32 BUKOHAHHS JTOKyMEHTa HECYTh OCOOM, 3a3HAUYE€HI y PO3NOPSAYOMY
JOKYMEHTI, Ppe30JIIollli JAUPEeKTOpa, Ta TMpaliBHUKU, SKUM Oe3MocepeqHbO JOPYYeHO HOro
BHUKOHAHHS.
107.BukoHaHHs JOKyMeHTa nependavae 30MpaHHs Ta ONpPALIOBaHHS HEO0OXiTHOI iHpopMarlii,
MIATOTOBKY MPOEKTY BIANOBIAI Ha JOKYMEHT 4YM HOBOTO JOKYMEHTa, HOro O(OpMIIEHHS,
MOTOJKEHHS, OAAaHHS JUIS MiANUCaHHA (3aTBEP/DKEHHS) BINOBIAHOMY KEPIBHUKY.
108.lokyMeHT MOAA€ThCS HA MIAMUC pa3oM 3 JTOKyMEHTaMM, Ha BUKOHAHHS YU Ha MiJCTaBi
SIKUX MOTO CKJIAJIEHO.
109.5Ikmo TOKyMEHT HaJACHIIA€ThCS M0 KUTbKOX YCTAHOB, K HE € KOPHUCTYBAa4aMH CHUCTEMH
B3a€MOIIi, Mmicast Horo peecrtparuii ceKperap OpraHi3oBy€ BUTOTOBJIEHHS HEOOXIJHOI KiJIbKOCTI
MPUMIPHHUKIB.
110.ABTOp OKYMEHTa y pa3i BiIIIyCTKH, BIIAPSKEHHS, 3BUIbHEHHS 3000B’s3aHUIl mepenaTu
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IHIIOMY MpPAaLiBHUKOBI 3TIHO 3 JIHCHUM pPO3MOJUIOM YyCi HEBUKOHAHI JOKYMEHTH Ta
noinGopMyBaTu CiyK0y KOHTPOJIIO PO IMeperady JOKYMEHTIB, BUKOHAHHS SKHX IepeOyBae Ha
KOHTPOI.

Opeanizayiss MOHIMOPUH2Y BUKOHAHHS OOKYMEHMIB

111.0OcHoBHI 3acamy TPOBEICHHS MOHITOPUHTY BHKOHAHHS JOKYMEHTIB BH3HAYAIOTHCS
[HCTpYKITiErO 3 AUTOBOACTBA B €ICKTPOHHIN Popmi.

112,V crpykTypHHX NiApo3ALIax Oe3mocepeaHii KOHTPOJIb 32 BHUKOHAHHAM JOKYMEHTIB
31MCHIOE 0c00a, BIAMOBIAaIbLHA 3a JUIOBOACTBO.

113.Ctpoku MOXKXyYTh OyTH TUITOBUMH a00 1HIMBITyabHUMHU.

TUMoBi CTPOKHM BUKOHAHHS JOKYMEHTIB YCTaHOBIIOIOTHCSI 3aKOHOIaBCTBOM.

114.JlTokymeHTH, B SKHX CTPOK BHKOHAaHHS HE€ 3a3HAu€HO, SKI HE € JOKyMEHTaMu
1HpopMaLIiiHOTO XapakTepy abo He MICTATh KOHTPOJBHHUX 3aB/iaHb, IOBUHHI OyTH BUKOHaHI HE
nizHime Hix 3a 30 THIB 3 MOMEHTY peecTpaillii JOKyMeHTa.

115.5kmo 3aBaaHHsA MOTpeOye TEPMIHOBOTO BUKOHAHHS, Y TEKCTI 3aBJaHHA OOOB’S3KOBO
3a3HAYa€THCSI KOHKPETHUN KIHIEBUN CTPOK BUKOHAHHSI.

116.CriBBUKOHABIII 3000B’sI3aHI IMMOJABaTH IPOIIO3UIlii TOJIOBHOMY BHKOHABIIO IPOTATOM
MePIIoT MMOJIOBHHU CTPOKY, BIIBEICHOTO JUUIsl BUKOHAHHS JIOPYYCHHS, 3aBIaHHS.

117.V pa3i noTpedu HAMBINYyaJIbHUN CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTHU MPOJIOBKEHO
3a OOIPYHTOBAaHMM IIPOXAHHSIM BHKOHABIA, SKE IOJA€ThCA O€3 TMOTO/PKEHHS 3 IHITUMH
CTPYKTYPHUMH MIJAPO3JUIaMU O€3MOCEepeHbO MOCaN0BId 0co0i, sfKa BCTAaHOBWJIA CTPOK.
BinmoBigHe mnpoxaHHS NOJAETbCS HE Mi3HINIE HDK 3a TpU pOOOUYMX JIHI /10 3aKIHYEHHS
BCTaHOBJICHOTO CTPOKY.

Tlopsoox onpayrosanus ma HAOCUNAHHS BUXIOHUX OOKYMEHMIG

118.BuxinHi nmoxymeHTH cTBOpeHi B Komexi, HaJCWIAIOTBCSA aapecaTaM 3 BUKOPHUCTaHHSIM
3aco0iB MOMITOBOTO 3B’SA3KY, €JIEKTPO3B’SI3KY, & TAKOXK JOCTABIISIOTHCS KYp €PCHKOIO CITYKOO¥O.

119.0mpamntoBaHHsT  JOKYMEHTIB  JUIsl  BiINpaBieHHsS 3aco0aMH  TOIITOBOTO 3B S3KY
3MIACHIOETHCS CeKpeTapeM BinmoBinHo 10 [IpaBwi HagaHHS TOCIYT MOMITOBOTO 3B SI3KY.

120.BuxinHi OKYMEHTH ONpPAIbOBYIOTHCS 1 HAACHJIAIOTHCS IIEHTPATI30BaHO B JCHB 1X
HAaJIXODKEHHS BiJ MIAPO3AUTIB - BAKOHABINB a00 HE Mi3HIIIE HACTYITHOTO pOOOYOTro JAHS.

121.11ix yac mpuiiMaHHS Bl BUKOHABIIIB BUXITHUX JOKYMEHTIB IIPAIIBHUK TIEPEBIpSIE:
MPaBUIBLHICTH 0(DOPMIICHHS TOKYMeHTa (CKJIaj 1 pO3MIllIEeHHsS] B HhOMY BCiX PEKBI3UTIB);
HAsIBHICTH 1 MPAaBUJIBHICTh 3a3HAUEHHS a/IpECH;

HasBHICTh Ha JOKYMEHTI1 BIAMITKH MPO J0JATKH;

HasBHICTh yCiX HEOOXITHUX MIAMKUCIB (II€YaTOK) Ha IOKYMEHTI Ta JI0JjaTKax 10 HbOTO;

HAsIBHICTH JOJATKIB Ta iX BIANOBIIHICTh 3asBJICHOMY CKJIaY;

BIIMTOBIIHICTh KUIBKOCTI MPUMIPHHKIB KUTBKOCTI aJpecariB;

HAsBHICTh BI3 Ha ManepoBOMY NPUMIPHUKY BUXITHOTO JOKyMeHTa (y pa3i HEOOXiqHOCTI Horo
CTBOPEHHS1), 0 3AJIMIIAE€THCS Y CIIPaBaX yCTaHOBU.

122.Ha opwurinanax JOKYMEHTIB, SIKi HiAJSATaIOTh MOBEPHEHHIO, HA BEPXHHOMY MPABOMY MO
nepIioi CTOPiHKK cTaBUThCS mtamm "[lijyisrae moBepHeHHIO" .

123.JlokyMeHTH, 1110 HAJICUTIAIOTHCS OJHOYACHO OJTHOMY 1 TOMY K aJIpecaToBi, BKIAAAIOThCS B
OMH KOHBepT (ymakyBaHHs). Ha KOHBepTI MpOCTaBIAIOTBCSA pPEECTpALiiiHl 1HAEKCH BCIX
JOKYMEHTIB, SIKI MICTATBCS] Y KOHBEPTI.

124. Anpecu MOXYTh HAHOCUTHCS Ha KOHBEPT JPYKAPCHKUM CIIOCOOOM.

125.Jlocunannas abo 3amiHa HAAICIAHOTO paHIlIe JTOKYMEHTa 3A1MCHIOIOTHCS 3a BKa3IBKOIO
MOCaioBoi 0co0H, AKa MiAmucana JOKyMEHT. Y TakOMy BUIIQJKy B JOKYMEHTI 3a3HA4a€ThCs, 1110
BiH € JIOCHJIaHHSIM 200 HAJCHUIIAEThCS HA 3aMiHy paHIIIe HAICIaHOMY.

IV. CucremaTn3anis Ta 30epiraHHsi J0OKyMeHTIB y AiJT0BOACTBI
CrnaodenHs HOMeHKIamypu cnpas
126.0OcHoBHI 3acaau CKJIAJEHHS HOMEHKIATypH clpaB, (popMyBaHHs cripaB Ta 30epiraHHs
JOKYMEHTIB B yCTAHOBAX BU3HAYAIOTHCA LI€I0 IHCTPYKIIIEIO.
127.Homenknarypa crnpaB - Iie OOOB’SI3KOBUH JUIi KOXHOI YCTaHOBH CHCTEMaTH30BaHUI
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nepesiik Ha3B (3aroJIOBKIB) crpas, 10 GOPMYIOThCS B ii JIJIOBOJCTBI, 13 3a3HAYCHHSIM CTPOKIB
30epiraHHs BiJMIOBIHUX CIIPAB.

128.3BeieHa HOMEHKJIATYpa CIpPaB yCTAHOBU CKIANAE€THCA Y YOTHPHOX MPUMIPHUKAX, Ha
KOKHOMY 3 SIKHX 3allOBHIOETHCS TPH(] TOTOKEHHS 3 JEp)KaBHUM apXiBoM M. MUpOHiBKa.
[lepmmii (HETOTOpPKAHHWI) NPHUMIPHUK 3BEACHOI HOMEHKIATypu cHpaB 30epiraerscst y
CeKpeTapsi, IPYruil - BUKOPUCTOBYETHCA SIK pOOOUYMH, TpPETid - MepemaeThcsi 10 apXiBHOTO
MiPO3AUTY YCTAaHOBU ISl 3MIHCHEHHS KOHTPOJIO 32 (POPMYBAHHSM CIIPaB Yy CTPYKTYpHHX
MIAPO3/IUIAaX, YSTBEPTHH - HAJCUIIAETHCS JI0 JICPIKABHOTO apXiBY.

129.CTpyKTypHi MiIpO3AUTM YCTAaHOBH OTPUMYIOTH BHTATH 3 BIJNOBIAHHUX PO3.IUTIB
3aTBEPUKEHOT 3Be/IEHOT HOMEHKJIATYpPH CIIPaB JUIsi BAKOPUCTAHHS Y POOOTI.

130.I'pad HOMEHKJIATYPH CIIPAB 3aIMIOBHIOKOTHCS TAKUM YHHOM.

VY rpadi 1 mpocraBiseTbes 1HAEKC KOKHOI CIIpaBu. [HIEKC CrpaBH CTPYKTYPHOTO MIAPO3ALTY
CKJIQZIAETHCS 3 1HJIEKCY CTPYKTYPHOTO MIAPO3AUTY (3a IITaTHUM PO3MUCOM a00 Kiacupikatopom
CTPYKTYpPHHUX MIAPO3/JUIIB) Ta MOPSAKOBOIO HOMEpA CHpaBH B Mexax migposnury. Hanmpuximan:
06-12, e 06 - iHIEKC camMoOCTiiHOTO Biauny, 12 - mopsakoBuil HoMep crpasu, adbo 04.1-07, ne
04.1 - inmexc Bigainy y ckianai yrnpasiidHas, 07 - MOPSIKOBUI HOMEp CIIPaBH.

VY pa3i HasgBHOCTI y CIIpaBi TOMIB IHJEKC CTABUTHCS HA KOKHOMY TOMI, HApUKIAL: T. 1, T. 2.

VY rpady 2 BKIIOYaIOTHCS 3ar0JIOBKHU CHpaB (TOMIB).

3arosioBOK cIipaBu MOBUHEH YITKO Yy CTHCIIN y3araibHeHid GopMi BitoOpakaTu CKIaj 1 3MICT
JIOKYMEHTIB CITPaBH.

He no3BonsieTbes BKUBaHHS B 3aroJIOBKAax CIpaB HEKOHKPETHUX (opmyntoBaHb ("pi3Hi
Matepianu", "3arajgpbHe JUCTyBaHHA", "BXigHa KOpecHoHJeHINis", "BUXiJHa KOpecrnoHAeHIis"
TOIIO), & TAKOK BCTABHUX CJIIB 1 CKJIQJIHUX CHHTAaKCUYHHUX 3BOPOTIB.

[Tin ywac QopmymroBaHHS 3aroJIOBKIB CIpaB BPAaxXOBYIOTHCS TakKi O3HaKW (opMyBaHHS
CHpaB, SK HOMIHaJbHa, aBTOPCbKAa, KOPECHOHJIEHTChKA, MPEAMETHO-NUTAJIbHA, XPOHOJIOTIYHA,
reorpadiyHa.

JloxymeHTH (OPMYIOTBCS y CITpaBU Ha OCHOBI OKPEMO1 03HAKH a0 CIIOTy4YEHHS O3HAK.

3aroJjI0BOK CIpPaBH CKIIAJIAETHCS 3 €IEMEHTIB, 110 PO3MINIYIOThCS Y TaKiid MOCHITOBHOCTI:
Ha3Ba BUJy CIpaBU (JUCTyBaHHS, )KypHAJI, KHUTA TOIIO) UM BUIY JOKYMEHTIB y CcrpaBi (Haka3u,
MPOTOKOJIM, aKTH TOILNO); AaBTOP JOKYMEHTIB (HaiilMEHyBaHHS YCTaHOBH, CTPYKTYpHOTO
MIPO3AUTY); KOpeCIoHAeHT abo anpecaT (HaiMEHyBaHHS YCTaHOBH, JIO0 SKOI aJpecoBaHi abo Bif
SIKOT HAIIMIIIITA JJOKYMEHTH ); KOPOTKHH 3MICT JOKYMEHTIB CIIpaBH (IMUTAHHS, 3 IKOTO (DOPMYETHCS
CIpaBa); Ha3Ba pPErioHy (TepHTOpii), 3 SKOI TOB’SA3aHUN 3MICT JOKYMEHTa; nata (Tmepion), 10
SIKOT HAJIe)KaTh JOKYMEHTH CIIPaBH; BKa3iBKM Ha HAasBHICTH KOIK JOKYMEHTIB y cmpaBi (y pasi
noTpeon).

VY 3aronoBkax 0co0OOBUX (MEPCOHANBHUX) Ta IHIIUX CIpPaB, IO MICTITh JOKYMEHTH 3
OJIHOTO MHUTAHHS, TIOB’A3aH1 MOCIITOBHICTIO BEACHHS MPOIIEYp ALUTOBOICTBA, BAKUBAETHCS TEPMIH
"crpasa", Hanpukiaz: "OcoboBa cnpaa”, "llepconanpHa cpasa.

VY 3aroyioBKax cmopaB, MO0 MICTATh JOKYMEHTH 3 OJHOTO MHUTaHHS, HE TIOB’sI3aHi
MOCIIZIOBHICTIO BEACHHS MPOIEAYp IUIOBOJCTBA, BXKHMBAETHCA TEPMIH "JOKyMeHTH'", a micis
HBOTO B JY)KKaX 3a3HaYalOTbCs OCHOBHI BHJM JIOKYMEHTIB CIIpaBH, Hampukiai: "JIoOKyMeHTH
(naHu, aHKeTH, MOBIIKH) MPO MPOBEICHHS OIJISAAY CTaHy AUIOBOJCTBA Ta apXiBHOI CIIpaBU Y
BHIIMX HaBYAJBbHUX 3aKIagax'.

Tepmin "HoKkyMeHTH" BXKMBA€ETHCS TAKOXK Y 3aroJIOBKax CIpaB, IO MICTATh JTOKYMEHTH-
JO0JaTKU 710 Oy/ib-SIKOTO HOPMaTHUBHO-TIPABOBOT'0 akTa abo po3MOPSIUOro JOKYMEHTa YCTaHOBH.

Y 3aronoBkax chpaB, NpU3HAYEHUX [UIsI TPYIyBaHHS JOKYMEHTIB OJHOTO BHIY,
3a3HaYa€ThCS BHUJ JIOKyMEHTAa y MHOXHHI Ta aBTOp AOKyMeHTIB, Hampukiaa: "lIpoToxonun
3acifanp Koserii JlepskaBHOT apXiBHOT Ci1y»x0u".

V 3aroyioBkax cIipaB, II0 MICTSTh JMCTYBaHHS, 3a3HAYAIOThCS KOPECHOHACHT 1 KOPOTKHI
3MICT JIOKyMEHTIB, Hampukiaaa: "JlucryBanHa 3 MIHICTEpCTBOM OCBITHM PO 3aTBEpPKEHHS 1
3MIHY HITaTHOTO PO3MuUcy".

VY 3arojoBkax CHpaB, IO MICTATh JUCTYBaHHS 3 KOPECIOHAEHTAMH, OJHOPIIHUMH 32
XapakTepoM JSTBHOCTI, TaKi KOPECHOHIEHTH HE IepepaxoBYIOThCS, a 3a3HAYa€ThCs IX
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y3araibHeHe HaliMeHyBaHHs, Hanpukiaa: "JIucTyBaHHS 3 OpraHaMH MiCLIEBOTO CaMOBPSITyBaHHS
3 MATaHb 3a0€3MEYCHHS COIIaTbHOTO 3aXUCTY HACEICHHS .

VY 3arojoBkax chpaB, IO MICTSTh JUCTYBAaHHS 3 PI3HUMHU KOPECHOHICHTAMH, TakKi
KOPECIIOHJCHTH HE 3a3HA4YaloThCs, Hampukiaan: "JIucTyBaHHS TpPO OpraHizaiilo ceMiHapy 3
MIABUIICHHS KBaTi(iKaIlil mpariBHUKIB KaIpOBUX CITyx0".

VY 3aroioBKax crpas, IO MICTSTh IUIAHOBO-3BITHY JOKYMEHTAIIII0, 3a3HAYAETHCS MEPioa
(Micsip, KBapTall, MIBpiUYs, pik), B SKOMY IUIAHYEThCS CTBOPEHHS JIOKYMEHTIB, a00 mepiof ix
(aKTHYHOTO BUKOHAHHS, HATIPUKIIA !

1. TlnaH OCHOBHHUX OpraHi3aliifHuX 3ax0/iB yctaHOBH Ha 2012 pik.
2. 3BIT PO BUKOPUCTAHHS OIO/DKETHUX KOWITIB ycTaHOBOM 3a 2011 pik.

Sxmo cmpaBa CKJIANAETBCA 3 KUIBKOX TOMIB, (OPMYITIOETHCS 3arajJilbHUN 3aroJioBOK
CTIpaBH i3 3a3HAUYEHHSIM HOMEpa TOMA.

[lig yac po3MilIeHHS 3arojOBKIB CIpPaB y HOMEHKJIATypl BpPaxOBYEThCS BaXKJIUBICTb
JOKYMEHTIB, BKJIIOYEHUX JI0 CIIpaBH, IX B3a€MO3B’SI30K Ta CTpoKM 30epiraHHsa. Ha mouartky
PO3MIILYIOTECSL 3ar0JIOBKH CIPAaB 1100 JOKYMEHTIB, Kl HaJIWIUIM BiJ OpPraHiB BUIIOIO PIBHSA,
nail - 100 OpraHi3aIlifHO-PO3MOPAIYOi JOKYMEHTAIlli, TUIAaHOBO-3BITHOT JTOKYMEHTAIIIi,
JTUCTYBaHHs, 00JIIKOBO-/IOBIIKOBUX BU/IIB TOKYMEHTIB.

I'pada 3 HOMEHKIIaTypH 3aMIOBHIOETHCS HAMPUKIHII KaJE€HIAPHOTO POKY.

VY rpadi 4 HOMEHKJIATypH 3a3HAYalOThCS CTPOKU 30epiraHHs crpaB, HOMEpPH cTaTeil 3a
MepesikoM JOKYMEHTIB 13 CTpOKaMH 30epiraHHsl.

VY rpadi 5 pobnsAThCA MO3HAUKM NPO NEpexiiHi chpaB; mpo ¢GopMy CTBOPEHHS
JIOKYMEHTIB CIIpaBH (€JIEKTPOHHA, IMarepoBa, 3MilllaHa); PO MOCaA0BUX OCi0, BIAMOBINATBLHUX 32
(dhopmyBaHHS CITpaB; PO Mepeaady CupaB A0 apXiBHOTO MiAPO3LTy YCTAHOBH UM IHIITUX YCTAaHOB
Ui 1X POJOBKEHHS TOIIIO.

Dopmyeanus cnpag
131.®opmyBaHHS crpaB - 1€ TPYNMyBaHHS BUKOHAHUX JOKYMEHTIB Yy CIpPaBH BIAMOBIIHO 10
HOMEHKJIaTypH CIPaB.
132.1Tin wac ¢QopmyBaHHS cHpaB HE JTOMYCKAEThCS BKIIOUEHHS [0 CIpaB YOPHOBHX,
0COOMCTUX JOKYMEHTIB, PO3MHOXECHHMX KOIT Ta JOKYMEHTIB, IO MiIIATAOTh MOBEPHEHHIO.
JIOKyMEHTH TOCTIHHOTO 1 THMYAacOBOTO 30epiraHHs TPYMYIOTHCS y CIIPaBH OKpPEeMO. 3a o0ciarom
cnpaBa y manepoBiii ¢gopmi He moBuHHaA nepeBunryBatu 250 cropiHok (30-40 MmimiMeTpiB

3aBTOBIIIKH).

133./lokyMeHTH TPYNYIOTHCS Y CIIPaBU B XPOHOJIOTIYHOMY Ta/a00 JIOTTYHOMY MOPSIKY.

134. [TonoxxenHsi, mpaBuia, IHCTPYKIIi  TOMIO, 3aTBEPKECHI  PO3MOPSIUYUMU
JOKYMEHTaMHU, TPYIYIOThCS Pa30M i3 3a3HAYCHUMU JIOKyMEHTAMHU.

135. Hakasu (po3mopsipkeHHs) 3 THTaHb OCHOBHOI [iSUIBHOCTI  yCTAHOBH, 3

aIIMiHICTPATHBHO-TOCIIOAAPCHKUX MUTaHb, 3 KaJIPOBHUX MUTaHb (0COOOBOTO CKIIaAy) TPYIYIOThCS
y pi3Hi cnpaBu. Hakasu 3 kaapoBuX MUTaHb (0COOOBOTrO CKJIaay) IPYMYIOThCS BiAMOBITHO J0O iX
BHJIIB Ta CTPOKIB 30epiraHHsl.

136./lokyMeHTH 3aCilaHb KOJIETiaTbHUX OPraHiB IPYNyIOTHCS y AB1 CIIPaBU:

MPOTOKOJIX 1 TIOKYMEHTH JI0 HUX (JOTIOBIi, TOBIAKH, IPOSKTH PIlIEHb TOIIIO);

JOKYMEHTH 3 opraHizamii 3acigaHb (MOPSIOK JEHHHI, MaKeT pO3MIIIEeHHS, CIHUCOK
3aIpOIIEHUX TOILIO).

137.IIpoTtokonu 3acijaHb I'PYNYIOTbCA y CIPaBU B XPOHOJIOTTYHOMY HOPSAKY 1 32 HOMEpaMHu.
JIOKyMEHTH 10 3aciiaHb 3a3HauUE€HUX OpPraHiB CHUCTEeMATU3YIOThCA 3a JaTaMH Ta HOMEpaMmu
MIPOTOKOJIB, @ B MeXax Ipyly AOKYMEHTIB, II[0 CTOCYIOTHCS OJHOTO MPOTOKOJIY, - 3a MOPSJIKOM
JICHHUM 3aCiTaHHs.

138.JlopydeHHs yCTaHOB BHIIOTO pIBHA 1 JOKYMEHTH, IOB’si3aHI 3 1X BHUKOHAHHSM,
IPYNYIOTbCS y CIPaBH 3a HAlpsSMaMH [JisJIbHOCTI YCTaHOBM ab0 3a aBTOpPaMHU iHILIATUBHHUX
JOKYMEHTIB. Y CIIpaBi JOKYMEHTH CUCTEMAaTU3YIOThCS 3a JaTaMu JI0Py4YEHb.

139.3aTBep/pKeHi MIaHH, 3BITH, KOIITOPUCH TPYIYIOTHCS Y CIIPaBH OKPEMO Bil MPOEKTIB LIUX
JOKYMEHTIB.

140.JIucTyBaHHsT ~ TpymyeThCsl 3a 3MICTOM Ta  KOPECHOHJCHTCHKOIO  O3HAKOW 1
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CHCTEMAaTH3YETbCS B XPOHOJIOTIYHOMY TMOPSAAKY: JOKYMEHT-BIANOBINb PO3MILIYETHCS 32
JOKYMEHTOM-3aIIUTOM.

141.Po3paxyHKOBO-IIATKHI ~ BIIOMOCTI  (0COOOBI  paxyHKH) TpalliBHUKIB  YCTaHOBU
CHCTEMATH3YIOThCSI B MEXKaxX POKY 3a MPI3BHIAMH B ayi(aBITHOMY MOPAIKY, a BITOMOCTI LIOJIO
BUIUIATH TPOIIEH (BITOMOCTI IOJI0 HapaxyBaHHs 3apOoOiTHOT IJIaTH) MOBUHHI OyTH copmoBaHi
HIOMICSIIA 32 KaJCHIapHUH piK.

3b6epicanns 0OKyMeHmi6 8 yCmaHo8ax

142.JlTokyMeHTH 3 4Yacy CTBOpPeHHS (HAJXODKEHHS) 1 10 Tepenadvi A0 apXiBHOTO MiAPO3LTY
Konemky 30epiratotbes 3a MiciieM iX CTBOPEHHSI.

143.36epiranHs JOKyMEHTIB i cripaB B Kouepki 3a0€31meuyroTh BiAMOBiTAIbHI 0COOH.

144.CrnpaBu 30epiraroTbcs y ClieliayIbHIA KIMHATI y BEPTUKAJILHOMY IOJIOKEHHI B 11adax, 1110
3aKpuBarOThCs. JlJI MIABUILEHHS ONEPaTHBHOCTI MOIIYKY JOKYMEHTIB CIPaBH PO3MIIIYIOTHCS
BIJIOBIHO JI0 HOMEHKJIATypH crpaB. Ha KopiHISX 0OKIaMHOK CIIpaB 3a3Havyal0ThCs 1HIACKCH 3a
HOMEHKJIATYpOIO.

145.Bunaua cripaB, CKJIa/IeHUX 3 JOKYMEHTIB y ManepoBiit popmi, y TAMYAacOBE KOPUCTYBaHHS
MpaliBHUKAM CTPYKTYPHMX IM1IPO3ALIIB YCTAHOBH 3/11MCHIOETHCS 3 J103BOJYy HayalbHHUKA BIIUTY
JOKYMEHTOOOIry 1 KaJpoBOro 3a0e3MeueHHs, IHIIMM YCTaHOBaM - 3 MHCbMOBOTO J03BOJY
nupektopa. Ha Bugany crpaBy cKiIafaeThCcsl KapTKa-3aMIHHMK. Y KapTIi 3a3HAYarOThCs 1HIEKC
CIIpaBH, 3aroJIOBOK CIpaBH, JaTa il BHAadi, 0coOa, SKid CrpaBy BHJAHO, JaTa ii MOBEPHEHHS,
MIITUCH 0C10, SIK1 BUJIATH Ta TIPUWHSIIA CIIPaBY.

146.HananHs cripaB y TAMYACOBE KOPUCTYBAHHS 3/IIHCHIOETHCS HE OLTBII SIK Ha OJTUH MICSIIb.

147 .BunyyeHHs! JOKYMEHTIB 13 CIIpaBU MOCTIHHOTO 30epiraHHs 3a00pOHSAETHCS. Y BUHITKOBHX
BUIAJKaX BIIYYEHHS JOKYMEHTIB JIOMYCKA€TbCA 3 JIO3BOJIY pekropa 3 000B’SI3KOBUM
3QJIMIIICHHSIM Y CTIPaBi 3aCBiTYEHUX HAJIC)KHUM YMHOM KOITIH.

V. Ilopsiiok miAroTOBKHU CIpasB 10 nepenaayi 1Jsi apXiBHOIo 30epiraHus
Excnepmusa yinnocmi ookymenmie

148.0cHOBHI 3acaau TPOBEACHHS EKCIIEPTHU3M I[HHOCTI, CKJIAJICHHS OIUCIB CIIpaB,
odopMIICHHS CIIpaB Ta Tepeaadi crpaB J0 apXiBy YCTaHOBM BHU3HAYAIOThCsA [HCTpyKIiero 3
JUTOBOJICTBA B €JIEKTPOHHIN (opMmi.

[iero IHCTpyKIliEO BH3HAYAIOTHCS OKpEeMi OCOOJMBOCTI IMIATOTOBKH CIIpaB, CHOPMOBAHHUX Y
narepoBiii hopmi, 10 epeaadi i apXiBHOTO 30epiraHHsl.

149.TIpoBeneHHsT €KCHEPTHU3W I[IHHOCTI JOKYMEHTIB IOJISATae y iX BCeOIYHOMY BHBYCHHI 3
MeTo10 BHeceHHs A0 HamionansHoro apxiBHoro ¢oHy a0 BUIYYEHHS 3 HHOTO Ta BCTAHOBIICHHS
CTPOKIB 30epiraHHs JOKYMEHTIB, 1110 HE MIJIATa0Th BHECEHHIO JI0 3a3Ha4eHOTr0 DoH Y.

150.lnsa opranizaiii Ta MpOBeIEHHS €KCIIEPTU3U I[IHHOCTI TOKyMeHTIB B Koiemxki cTBOpEeHO
MOCTIHO Jif0Ya eKCIePTHA KOMICIS.

151.BunyyeHHsl TOKYMEHTIB [Uisl 3HHUILEHHA 0e3 MpOBEICHHS MOMEPEAHbOI eKCHEPTHU3H iX
IIHHOCTI 3a00POHSETHCSI.

152.Binbip 1OKyMEHTIB NOCTIHHOTO 30epiraHHs 3AIHCHIOETHCS HA MIJACTaBl TUIIOBUX Ta
BiToMUYMX (Tally3eBUX) IMEPENiKiB JTOKYMEHTIB 13 CTpOKaMu 30epiraHHs, HOMEHKJIATypH CIIpaB
YCTaHOBM IUISIXOM TEPEryIsgy KOXKHOTO apKylla crpaBu. JlopydeHHsS OpraHiB BiajJd BHIIOTO
piBHS, 10 HAJIWIUIM 10 YCTAHOBM Yy BUIJIS/I ManepoBoi KOmii, He MOXXyTb OyTH BimiOpaHi sk
JOKYMEHTH HOCTIHHOTO 4 TpuBasioro (moxax 10 pokiB) 30epiraHHsi.

153.3a pe3ynbraTamMu eKCIEepTU3H L[IHHOCTI JOKYMEHTIB CKJIaJa€ThCsl aKT PO BUIYYEHHS JUIs
3HUIIEHHS JOKYMEHTIB Y ManepoBiit popmi.

154.3BeneHi onucu crpaB NOCTIHHOTO, TpUBajoro (moxHaa 10 pokiB) 30epiranHs Ta 3 KaJpoOBUX
nuTaHb (0COOOBOTO CKJIAAY) Ta aKkT MPO BWIYYCHHs JUIS 3HUIIECHHS JOKYMEHTIB, HE BIIHECEHHUX
no HamionansHoro apxiBHOTO (OHIY, PO3IJISAAIOTECS EKCHEPTHOI0 KOMICIEI0 YCTaHOBU
onHOYacHoO. ITicnst 3aTBep/KEHHS aKTa BiJOyBa€ThCsl 3HUILEHHS BU3BHAYEHUX JTOKYMEHTIB.

155.AKT mpo BUIIyYeHHS JUIS 3HMIIEHHS JOKYMEHTIB CKJIAQJA€TbCs IIOJ0 JOKYMEHTIB, HE
BHeceHMX /10 HarionansHOTo apxiBHOTO (POHTY, Ha CIIPAaBU BCi€l yCTAaHOBH..

156.ExcniepTr3a I[IHHOCTI JIOKYMEHTIB B €JIEKTPOHHIM (opMi MPOBOAUTHCS BIAMOBIAHO 10
3aKOHOJIaBCTBA Yy cepi apXiBHOI CIIpaBU Ta AUIOBOJACTBA 32 TUMHU X MPaBUIIAMU, IPUHIIUIIAMH Ta
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KPHUTEPIsIMH, 110 1 JOKYMEHTIB y aneposii Gopmi.

YTOBHOBa)XEHUM 3aCBiqUyBauaM HAJA€ThCS MPABO 3aCBIIUYBATH MMANEPOBi KOTIii eEKTPOHHUX
JOKYMEHTIB, TNpHU3HAueHi i iX mojanbiioi mepenadi Ha 30epiraHHs B apXiBHUN BiIin
(BiIMOBITHOTO EpKaBHOTO apXiBY).

Jlo Takoro Hakazy (pO3MOPSKEHHS) OOOB’S3KOBO JIONAIOTHCS 3pPa3Kd  IIAMKUCIB
BIIACHOPYY yCiX YIIOBHOBXEHHX 3aCBIMIUYBAUIB Ta BIIOMTKIB MEYATOK, CIICIIAIBHO MPU3HAYCHUX
JUTSL 31CHEHHSI 3aCB1TYEHHS TOKYMEHTIB.

YHoBHOBa)KEHI 3acBimM4yBaHi BH3HAYAIOThCA 31 CKJIAQy TMOCTIHHO Mdi040l eKCHepTHOI
KOMiCil.

3a3HaueHnii Haka3 (PO3MOPSKEHHS) BHIAETHCS y ABOX OPHUTIHAIBHHUX TMPUMIpHHUKAX,
OJIMH 3 SIKMX NEePENaeThcs 0 BIAMOBIIHOTO JEPHKABHOTO apXiBY.

157.I1ix yac TpPOBENEHHS EKCHEPTU3HM LIHHOCTI E€JIEKTPOHHUX JTOKYMEHTIB 31HCHIOETHCS
B1101p TOKYMEHTIB MOCTIHHOTO Ta TpuBajoro (rmoHax 10 pokiB) cTpokiB 30epiraHHs i HaJaHHS
JOCTYIy MPaliBHUKY apXiBHOTO BTy, OJTOKYBaHHS MpaBa IHIIKX MPAIIBHUKIB HA peAaryBaHHs;
peecTpaliifHo-MOHITOPUHIOBOI KapTKH JOKYMEHTIB, SIKl MEpeAaroThCsl Ha apXiBHE 30epiraHHs,
BUJIYYCHHS IS 3HUIIEHHS [OKYMEHTIB 1 E€JIeKTPOHHUX CIpaB 3a MHUHYII POKH, CTPOKH
30epiraHHs SKUX 3aKIHIHIIACS.

158. 3a pe3yinbTaTaMH €KCIEPTU3M IIHHOCTI E€JIEKTPOHHUX JOKYMEHTIB B YCTaHOBI
0c00010, BIANOBIAAIBHOI 3a JUIOBOACTBO y MiIpo3aiai, 10 31 TpyaHs HACTYIHOTO pPOKY B
€JIEKTPOHHIN QOpMI CKIIaIal0ThCA: ONKCH EIEKTPOHHUX CIPaB MOCTItHOTO, TpuBaioro (moxaz 10
POKIB) CTpOKIB 30€piraHHs, a TaKOX TOTYIOThCS MPOMO3MI O akTa MpO BWIyYEHHS IS
3HUIICHHS JIOKYMEHTIB, HE BHECeHHX J0 HarionansHoro apxiBHOTO (OHIY, A0 SKHX
BKJIFOYAIOTHCSA €JEKTPOHHI CMNpaBH 3 JOKYMEHTaMH Yy TaNepoBid Ta y pas3l OPUAHATTS
BIJIMTOBITHOTO PIIIEHHS KEPIBHUKOM YCTAaHOBH B €JIEKTPOHHIN (hopmax.

159.Ha mincraBi €MeKTPOHHHUX OMHUCIB €JICKTPOHHUX CIpPaB Ta MPOIO3HINK 10 akTa Ipo
BWJIYYCHHS I 3HUIICHHS JOKYMEHTIB apXiBHUM BIJUIUIOM B €IEKTPOHHINA ¢dopmi Ticis
MPUAHATTS 10 apXiBHOTO BIIAUTY JOKYMEHTIB CKJIAJIAlOTHCS CJICKTPOHHI OMUCU EIEKTPOHHHUX
crpaB TOCTIiHOTO, TpuBayioro (moHaa 10 pokiB) CTpokiB 30epiraHHs (10aaTOK §) Ta akT B
EJEKTPOHHIM GopMi PO BUITYUEHHS SISl 3HUIIIEHHS JJOKYMEHTIB, HE BHeCeHUX 10 HaroHnaasHOTO
apxiBHOTO (OHY.

160.TIponieypa 3HHIIEHHS CICKTPOHHUX JOKYMEHTIB 3IIHCHIOETHCS JIMIIE Y pa3l IPUHHATTS
KEpIBHUKOM YCTaHOBU BIAMOBIAHOTO PIIICHHS Ta BU3HAYAETHCS IHCTPYKIIEI 3 JIUTIOBOJCTBA
YCTAQHOBH.

AKT 1po BUIIYYEHHS Ul 3HULIEHHS JOKYMEHTIB YCTaHOBH, L0 30€epiraroThCsi B €JIEKTPOHHIN
(hopMi, CTBOPIOETHCS JIUIIIE B €IACKTPOHHIA opMi.

Homep Ta nara akta mpo BHUIYYEHHS Ul 3HUIIEHHS JOKYMEHTIB YCTaHOBM MPUCBOIOIOTHCS
CHCTEMOIO €JIEKTPOHHOTO JOKYMEHTOOOII'Y YCTaHOBH IiCisl HOTO 3aTBEpPAKEHHS B €JIEKTPOHHIN
dhopmi.

161.Y pa3i komu Juis JOKyMEHTa 3a pe3ylbTaTaMu MPOBEICHOI EKCIEpPTU3H I[IHHOCTI
BU3HAYEHO IMOCTIMHMIA CTpPOK 30epiraHHs, YINOBHOBA)KEHUM 3acBIIUyBaue€M BHUIOTOBJISETHCS
rarepoBa KOIis TAKOTO IOKYMEHTa, SIKY BiH 3aCBIIUYE.

3a3HaveHi 3acBiUYEHI ManepoBi KOMil eeKTPOHHUX JOKYMEHTIB (OPMYIOTCS y CIIPaBH, SIKI
NEePeaaoThCsl O apXiBHOTO MIAPO3JUTy YCTaHOBU (BIAMOBIAHOTO JAEP’KAaBHOTO apXiBy) Y
NOPAKY, BU3HAU€HOMY [HCTpYKIIi€IO 3 ALIOBOACTBA, /Il MOCTIHHOTO 30epiraHHs.

CTBOpEHHS IHIIMX MaNepoBUX MPUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB HE BUMAra€eThCsl.

Cknaoenns onucie cnpas, wjo ckiaoewi y naneposii popmi

162.0nuc cnpaB - apXiBHUM JOBIJHMK, NMpPU3HAYEHUH JUIs OONIKY Ta PO3KPUTTSA 3MICTY
OJIMHUIL 30epiraHHs, OJUHHIL OOJIKY, 3aKpIMUICHHS X CHCTeMaTu3allil y MexaxX apXiBHOTO
donmy.

163.0nucu crpaB yKIaJalOThCS OKPEMO Ha CIpaBH IMOCTifHOro Ta TpuBayioro (monax 10
pOKiB) 30epiranHs Ta 3 KaJpoBUX MUTaHb (0coboBoro ckiany). Ha cnpaBu tumuacosoro (1o 10
POKIB) 30epiraHHsl ONMUCH He CKJIaJaroThesa. Y pasi JIKBiAawlii yu peoprasizaiii yCTaHOBU Taki
OIIHCH CKJIQJAIOTHCS 000B I3KOBO.
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164.Howmep onmcy cripaB yCTaHOBH IMOBUHEH CKJIAJATHUCSA 3 IHACKCY 32 HOMEHKJIATYpOIO CIIpaB
3 JIOJJaBaHHSAM T0YaTKOBOI JIITEpU HA3BU KaTeropii JOKYMEHTIB, 1[0 BKIIIOYAIOTHCS JI0 OIHCY, Ta
YOTUPBOX IU(P POKY, B IKOMY PO3MOYATO CIIPABH, BKIIOUEHI 10 OIHCY.

165.11ix yac ckiaganHs OMKCIB CIIPaB CIIiJ JOTPUMYBATHUCS TAKMX BUMOT

KOKHA CIIpaBa BHOCHUTBHCS JIO0 OMHCY ITiJ] CAMOCTIHUM MOPSIKOBHM HOMEPOM (SIKIO CIIpaBa
Ma€ KiTbKa TOMIB, KOXHHI TOM BHOCHUTBCS JI0 OTIMCY Ml OKPEMUM HOMEPOM);

rpadu ommcy OQOPMITIOIOTHCSA BIAMOBIAHO JO BIIOMOCTEH, 3a3HAYCHHX HA OOKIAIUHITI
CIIpaBH;

y pa3i BHECEHHS JI0 OMUCY KUTBKOX CITPaB MiAPSI 3 OJJTHAKOBUM 3ar0JIOBKOM 333HAYAETHCS
MOBHICTIO JIMIIE 3arojlOBOK IEpIIoi CHpaBd, a BCi IHINI OJHOPINHI CHIpaBH IO3HAYAIOTHCS
cioBaMu "Te came", pu IIbOMY IHIII BIOMOCTI PO CHPaBHU BHOCSTHCS JIO OMKCY MOBHICTIO (Ha
KOYHI HOB1M CTOPIHIII ONKCY 3aroJ0BOK BIATBOPIOETHCS MOBHICTIO);

rpada omnwmcy "lIpumiTka" BUKOPUCTOBYETHCS IS BIAMITOK MPO OCOOIMBOCTI (PI3UIHOTO
CTaHy CIMpaB, MpO Mepeaady CIpaB IHIIUM CTPYKTYPHHUM IMiApO3AUIaM YCTaHOBH abo IHIIII
YCTaHOBI, IPO HAsIBHICTb KOMIA JOKYMEHTIB y CIIpaBl.

166.0Ommcu cripaB BeIyThCS MPOTATOM KUTBKOX POKIB 3 BHKOPHCTAHHSIM €IMHOT HACKPI3HOI
Hymepailii. CpaBu KO’KHOTO POKY CTAHOBJIATH PIYHUHN PO3UT OTIUCY.

167.Y xiHIi omucy pOOHMTHCS TMIICYMKOBHU 3amuc i3 3a3HaueHHSIM KUTbKOCTI (muppaMu i
CIIOBaMH) CIIpaB, IO OOJIKOBYIOTHCS 3a OINMKHCOM, a TaKOXX OOYMOBIIOIOTHCS OCOOJIMBOCTI
HyMepallii cipaB B ONKUCI (JITepH1 Ta MPOIMYILIEH1 HOMEPHU CIPaB).

168.Y piuHMIA PO3AUT OMUCY CIpPaB BHOCATHCS TAKOX CIPaBH, HE 3aBEPIICHI MPOTSATOM
KaJICHJapHOTO POKY. Y TaKUX BUIAJKax y KIHLI PIYHUX PO3JUIIB OMUCY KOKHOTO HACTYITHOTO
POKY, TPOTATOM SIKOTO CITpaBU IPOJIOBKYBAIKCS B AUTOBOJICTBI, 3a3HavdaeThcs "JlOKyMeHTH 3
IIbOTO MUTAHHS IMB. TAKOXK y PO3/UTi 3a pik, Ne".

169.0muc cnpaB, CKIaJICHUX y ManepoBid Gopmi, CKIATAETHCS Y ABOX MPUMIPHHUKAX, OJWH 3
SIKUX TIEPENIA€ThCS Pa30M 13 CIIpaBaMu J0 apXiBHOTO MiPO3AUTy YCTAHOBH, a IHITUN 3aJIUIIAETHCS
SIK KOHTPOJILHUM TPpUMIpHUK B Kosemxki.

170.Ha ocHOBI1 OoNMHCIB CpaB CTPYKTYPHHUX IMIAPO3IUTIB apXiBHUU MIIPO3/UT YCTAHOBH TOTYE
3BEJICHI ONHUCH CIpaB IMOCTIifHOTO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3 KaIpOBHUX
NMUTaHb(0COOOBOTO CKIIATY).

171.3Benenuii onuc cCrpaB MOCTIHHOTO 30€piraHHs CKIATAEThCA Y YOTUPHOX MPUMIPHUKAX,
TpuBasioro (rmoHaj 10 pokiB) 30epiraHHs - y IBOX NMPUMIPHUKAX, 3 KJAPOBUX MUTaHb (0COOOBOTO
CKlany) - y TpboxX mnpumipHukax. OAMH TNPUMIPHUK 3aTBEPKEHOTO OIUCY IMOJAETHCS
JepKaBHOMY apXiBy.

172 .Konemx omucye TOKYMEHTHU MOCTiiiHOro Ta TpuBaioro (monan 10 pokiB) 30epiranHs, 3
KaJpOBHX MUTaHb (0COO0BOTO CKIIaay) HE MI3HIIIEe HIK Yepe3 JBa POKH IICIsl 3aBEpIICHHS CIIPaB
y [IUIOBOJACTBI, a TaKOX TMepeAae JAOKYMEHTH TOCTiiHOro 30epiraHHs BiAMOBIAHO MO
3aTBEPKEHUX OIMUCIB CIPaB [0 JIeP>KaBHUX apXiBiB B YCTAHOBJIEH1 3aKOHOAABCTBOM CTPOKH.

Odgpopmnenns cnpas, ckiadenux y naneposii popmi

173.0dopmiienns cnpaBu nocTiiiHOTO 1 TpuBasioro (moHaxa 10 pokiB) 30epiranHs nepeadadae
HYMEpALil0 CTOPIHOK y CIpaBi, CKIAJEHHA y pa3i NOTpeOM BHYTPIIIHBOTO OMHUCY JOKYMEHTIB
CIpaBH, HAasIBHICTh 3aCB1AYYBaJIbHOIO HAIKCY CIIPaBH MPO KUIbKICTh CTOPIHOK 1 PO 0COOIMBOCTI
¢13u4HOTO CTaHy Ta (OpPMYBaHHS CIpPaBH, MiIMIMBAHHA a00 ONpaBJIEHHS CHpPaBH, 0(OPMIECHHS
OOKJIaIMHKY CIIPaBH.

174.JlokyMeHTH THUMYacoBOro 30epiraHHs, CQOpPMOBaHI y CHpaBU, HE MIJIINBAIOTHCH,
CTOPIHKU HE HYMEPYIOThCS, YTOUHEHHS €JIEMEHTIB 0()OpMIIEHHS 0OKJIQAMHKU HE MPOBOJAMUTHCS, 32
BUHSTKOM MEPBUHHOI OyXrajlTepchKoi TOKyMEHTAI{1.

175.1Ticas 3akiHYEHHs JITOBOJHOIO POKY [0 HANMCIB Ha OOKJIAJMHKAaX CHpaB MOCTIMHOTO 1
TPUBAJIOrO 30epiraHHs BHOCATHCS HEOOXIJHI YTOYHEHHS, IepeBIPsEThCS BIAMOBIAHICTH
3aroJIOBKIB CIIpaB Ha OOKJIQAMHII 3MICTY HIAIIUTUX JOKYMEHTIB, BHOCATBHCS Yy pa3i MOTpeOH 110
3aroJioBKa CHOpaBH JOJATKOBI BiOMOCTI (MPOCTaBISIOTHCS HOMEpPU HaKa3iB, MPOTOKOJIB,
3a3Ha4Yar0Thcs BUIM 1 (POPMU 3BITHOCTI TOLIIO).

176. Jlara Ha OOKIaAMHIN CIIpaBU MOBUHHA BIAMOBITATH
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POKY HOYATKy 1 3aKiHYEHHSI CIPaBH; y CIPaBi, [0 Ma€ JOKYMEHTH 3a OUTbII paHHI POKH, HDK PiK
YTBOPEHHS CIPaBH, M/l AATOI0 pOOUTHCS HANUC "€ JOKYMEHTH 32 pOKuU'.

177.Ha oOknmajmmHKax CHOpaB, MO0 CKIAJAIOThCA 3 KUIBKOX TOMIB, IMPOCTABIISIOTHCS [aTh
MEepHIoro 1 OCTaHHBOTO JOKYMEHTIB KOXHOTO TOMY (4YacTWHHM). Y pa3i 3a3Ha4eHHsS TOYHOI
KaJICHJapHOI IaTH MPOCTABISETHCS YUCIIO, MICAIb 1 piK. UKCIo 1 pik MO3HAYAIOThCS apaOChKUMU
U paMu, MICSIb UIIETHCS CIIOBOM.

178.Ha oOkyiaaMHIII CIpaBH TPOCTABISIETHCS HOMEP CIPaBU 3a 3BEACHUM OIMHMCOM 1 3a
MOTO/KEHHSM 3 apXiBHUM MIAPO3IUIOM - HOMED OMHCY 1 POHTY.

179. VY pa3i 3MiHM HaliMEHYBAaHHS YCTaHOBH IPOTITOM TEPiOy, SKUH OXOIUTIOIOTH
JOKYMEHTH CITpaBH, abo Tix yac mepenadi CripaBd M0 1HINOT YCTAHOBHM HA OOKJIAJIUHII CIPaBH
3a3HaYa€ThCSl HOBE HaliMEHYBAaHHS YCTaHOBH, a NONIEpPEIHE OEPEThCS B IY’KKH.

180.Hammcu Ha oOKIagMHKaX CHpaB MOCTIHHOTO Ta TpuBajoro (monazn 10 pokiB) 30epiraHHs
pPOOIATHCS YITKO YOPHUM CBITJIOCTIMKMM YOpHWIOM abo mactoro. HakieroBaHHS THUTYJIBHOTO
apKyIa Ha OOKJIQJIMHKY CIIPAaBH HE JIOITYCKAETHCS.

OdopmiieHHS eeKTPOHHUX CIIPaB

181.3a pe3ynpraTaMu TPOBENEHOI EKCHEPTHU3W MIHHOCTI BifgiOpaHi EeJIeKTPOHHI CIIpaBU
nocTiiHoro 1 TpuBanoro (moHan 10 pokiB) cTpokiB 30epiraHHsi MOTPeOYIOTh CTBOPEHHS
ManepoBOTo MPUMIPHHUKA €IEKTPOHHOI CIPaBU, 3aCBITYEHOT0 3T1AHO 3 LIE0 HCTPYKIIIETO.

[TanepoBi NpUMIPHUKHU €JIEKTPOHHOI CIpaBU MOCTIHHOTO Ta TpuBajoro (moHan 10 pokiB)
CTpOKIB 30€piraHHs CTBOPIOIOTH BIIMOBIaNbHI MpaliBHUKU, SKI (OpMyBalu BIATNOBIIHI
€JIEKTPOHHI CIpaBu. Y pasl peopranizaimii 4 JIKBIAAIil 3a3HA4YeH1 TPUMIPHUKHA CTBOPIOIOTH
BIJIMTOB1/1aJTbH1 0COOM X MPAaBOHACTYITHUKIB.

VY pasi nikBigarii miapo3aiuTy 6e3 BU3HAYCHHS MMPAaBOHACTYITHUKA €KCIIepTH3a IIIHHOCTI Ta
CTBOPEHHS 3a3HAYCHUX MPUMIPHUKIB 3IMCHIOETHCS y MPOIECI JIKBIAAIii M Yac MiArOTOBKH
crpaB [uld NEpelaBaHHs JI0 apXiBy YCTaHOBU. Y TAaKOMY BMIAJKy NOKYMEHTH THMYacCOBOIO
30epiraHHs 3HUIIYIOTHCS TOCTPOKOBO, OApa3y MICHs €KCIIEPTHU3H IIIHHOCTI.

182.1TinroToBKa 10 TIepemaBaHHS JO apXiBy ManepoOBUX MPUMIPHHUKIB €JIEKTPOHHHUX CIIPaB
MIPO3AUIaMHA YCTAaHOBH 3/IIHCHIOETHCS BIMOBITHO N0 i€l [HCTpyKITii.

183./11s1 miArOTOBKM €JIEKTPOHHOI CIpaBH I MEpeaBaHHs JI0 apXiBy B aBTOMaTH30BaHOMY
pexuMi OpOPMITIOETBCST €JIEKTpOHHA i1H(OpMaIliiiHa KapTKa apXiBHOI crpaBu (0OKJIaguHKa
CIIpaBH), IKa MICTUTb TaKi BIiJOMOCTI:

HalMEHYBaHHsI TiAPO3ILTY;

IHJIEKC eJIEKTPOHHOI CIpaBHy;

HOMEp TOMY €JIEKTPOHHOI CIIpaBH;

3aroJIOBOK €JIEKTPOHHOI CIIpaBH (TOMY, YaCTHHH);

KUTBKICTh €JIeKTPOHHUX JOKYMEHTIB;

nepios; popMyBaHHS CIIpaBH;

CTPOK 30epiraHHs CIpPaBH,

€JIEKTPOHHUI OMHIC IOKYMEHTIB CIIpaBy (BHYTPILIHIN);

BIIMITKY PO NpUIMaHHA-TIepelaBaHHs €JIEKTPOHHOT CIIPAaBU JI0 apXiBY YCTaHOBH.

184.dopma 0OKITaJMHKY CIIPaBH Ta Biyaulizalid ii BIZOMOCTEN BU3HAYAETHCS II€IO.

Ilepeoaua cnpas, cknadenux y nanepositi popmi, 00 apxieHo2o niopo30iLy yCmaHosu

185.CnpaBu mocriifHoro Ta TpHuBasoro (monaj 10 pokiB) 30epiraHHs, 3 KaJpOBUX MHUTaHb
(oco0oBoOro CKIaay) yepes JiBa pOKH IICHs 3aBEPIICHHS iX BEJICHHS MEepeaaroThesl 10 apXiBHOTO
BIJIUTY B YIOPSAJKOBAHOMY CTaH1 JJIs MMOJAJIBIIOro 30epiraHHs Ta KOPUCTYBaHHS.

186.3a muchbMOBUM 3BEpHEHHSAM apXiBHUM BT odopMilse BUIAyy CIpPaB, CKIAJEHUX Y
nanepoBiit (opMi, Ha CTPOK JI0 TPhOX MICSIIB.

187.11puitmanHs-niepeiaya KOXKHOI CIpaBU 3IHCHIOETbCS 3aBiyBaueM apXiBy B NMPHUCYTHOCTI
MpaliBHUKA, SIKUH Mepeae ynopsaKoBaHi Ta 0()opMIIeH] CIIPaBH.

188.CnpaBu noctiiiHoro ta TpuBajoro (monan 10 poki) 30epiraHHs NepesaroTbes A0 apXiBy
3a OMHCAMHU.

VY KiHII KOXHOTO MPHUMIPHUKA ONHUCY 3aBiJyBad apXiBy PO3MHUCYEThCS y NMPUNHATTI CIpaB 1
npoctasiisie nary. OJMH NPUMIPHUK OMUCY MOBEPTAETHCS CTPYKTYPHOMY IMiIpO3JiTy, BCI 1HIII
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3aJIMILIAIOTHCS Y apXiBi.
Ilepeoasanns enekmpoHHux cnpas 00 apxieHo2o niOpo30iLy YCMAHO8U

189.IlepenaBanHs €NEKTPOHHUX CHpaB J0 apxiBy YCTaHOBH IOJIATAE€ y HaJaHHI JOCTYIY
3aBiyBady apXiBy Ta OOMEXEHHS NOCTymy (JIMIIE MPaBOM MEPErIsiIy) 0 CICKTPOHHUX CIIPaB
IHIIUM TpaIiBHUKAM YCTaHOBH.

190.ITepenaBaHHs €IEKTPOHHUX CIPaB J0 apXiBY 3IIHCHIOETHCS 3a rpadikoM, IMOTOHKESHUM 3
KEepiBHUKaMH TIIPO3JLUTIB 1 3aTBEpPKEHUM JUPEKTOPOM, ajle HE paHille IBOX POKIB 3 JaTh
3aBepIICHHS €JICKTPOHHUX CIIPaB B JAUIOBOJICTBI.

Hapmanus nmoctymy 3aBimyBady apXiBy 3AIHCHIOETHCS 3TiAHO 13 3a3HaueHUM rpadikoM y
aBTOMATH30BAHOMY PEXUMI CITY)0010 iHPOPMaLiHHUX TEXHOJIOTIH.

191.EnexTpoHHi crpaBW MoCTiiHOTO Ta TpuBajoro (monany 10 pokiB) cTpokiB 30epiraHHs
MepelaloThCs 0 apXiBy YCTaHOBH 3a €JIEKTPOHHUMU ONKCAMU B €JIEKTPOHHIN (HOopMi.

Skmo mix yac mpUIMaHHSA-TIEpEAaBaHHS EJIEKTPOHHUX CIIPaB apXiBy YCTAaHOBH BUSBUB
HEOJIKH, MPAliBHUK MIAPO3JAUTY MOBHUHEH BXXUTH 3aXOJIB JUIsl YCYHEHHSI TaKUX HEIOJIKIB.
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