3ATBEPJI’KEHO
Haka3 PIBHEHCHKOTO Jep>KaBHOTO
TYMaHITapHOTO YHIBEPCUTETY

30 ceprias 2024 p. Ne 145-01-01

IHCTPYKIIA

3 nij10Bo/AcTBA Y PiBHEHCHKOMY /Iep:KaBHOMY I'yMAaHITAPDHOMY YHIBepCcHTETI

I. 3araabHi nonoxkeHHs
1. s IHCTpYKIISI BCTAHOBIIOE BHMOTH IIOJI0 JOKYMEHTYBaHHS YIPAaBIIHCHKOI iH(popMarii Ta
oprasizainii po6OTH 3 TOKyMEHTaMH, CTBOPEHHMH Yy MamnepoBii ¢opMi Ta eIeKTpOHHIN (opmi
PiBHEHCHKMM JIepKaBHUM I'yMaHiTapHUM yHiBepcuteToM (mami- PATY).
2. Tlopsimok 3niiCHEHHS MIOBOJCTBA CTOCOBHO JOKYMEHTIB, IO MICTATh iH(OpMAIo 3
O0OMEKEHUM JIOCTYIIOM, 32 3BEPHEHHSIMH TI'POMAJSH, 3alUTaMH Ha iHPOPMALi0 BH3HAYAETHCS

OKpPEMUMHU HOPMATHBHO-IIPABOBUMHU AKTAMHU Ta HEC MOKE PCr'yJIFOBATHCA L[iGI-O IHCTp}II(HiGIO.

3. OCHOBHI MTOBHOB&)KEHHS CTPYKTYPHHUX MiApo3AiIiB 3 AutoBojacTBa B P/AI'Y 3aiiicHIOIOTECS B
nanepoBiii opmi.

He nmomyckaerbcsi oHOYAacHE MPOXOPKEHHS OJHOTO 1 TOTO JK JOKYMEHT B €JIEKTPOHHIN Ta
naneposiii popmi.

4. BianoBiganbHICTh 3a opraHizauito auiosozactsa B PJII'Y Hece pektop.
5. 3a miAroToBJIEHUH MPOEKT JOKYMEHTA B1ANOBIJAIIBHUM € HOro aBTop.
6. Opranizamis autoBoactsa B PII'Y noknanaetscst Ha 3aransHui Biain PATY.

7. Opranizainis AUI0BOACTBAa y mamepoBiil ¢opMi B CTpyKTypHUX migpo3ainax PAIY
MOKJIAJIA€ETHCS HA CHELIaIbHO PU3HAYEHUX Ui IBOTO 0Ci0.

II. lokymMeHTyBaHHA yNPaBJIiHCbKOI iH(popmauii
3araJjbHi BUMOTH 11010 CTBOPEHHS JIOKYMEHTIB
8. JIoKyMeHTyBaHHS YINpaBIIHCHKOI iH(poOpMalii Moisirae y CTBOPEHHI JOKYMEHTIB, B SIKHUX

¢bikcyeTbes 3 TOTPUMaHHSAM YCTaHOBJIEHMX MpaBWil (ZoAaTok 1) iH(opMmalis npo yrnpaBiliHChKI
i,
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9. Ilimx d4ac mATOTOBKH OpraHi3aIliiHO-PO3MOPSAYMX JOKYMEHTIB mpamniBHuku PIATIY
odopmistoTh iX 3 ypaxyBanusm Bumor JACTY 4163-2020.

10. IlpaBo Ha CTBOpEHHS, MiAMKUCAHHS, MTOTOKEHHS, 3aTBEPKECHHS JOKYMECHTIB BU3HAYAETHCS
[TonmoxeHHAMH TPO CTPYKTYPHI MIAPO3AUIH, MOCAAOBUMH IHCTPYKIIsAIMH Ta [HCTpyKIi€w 3
ninoBojctea PJTY.

11. B PAI'Y Bu3Ha4yaeThCcsl CYKYIHICTh JOKYMEHTIB, Mepea0adeHnX HOMEHKJIATYpOIO CIIPaB,
HEOOXIJTHHX 1 JOCTATHIX JUIsl JOKYMEHTYBaHHS iH(opMaIlii npo Horo AisuIbHICTb.

3 mUTaHb, IO CTAHOBIIATH B3AaEMHUU IHTEpEC 1 HaJeXaTh 10 KOMIETEHIl pi3HUX YCTaHOB,
MOXYTb CTBOPIOBATHCS CITIJIbHI JOKYMEHTH.

12. Bubip Buay MOKyMEHTa, NMPU3HAYEHOTO I JOKYMEHTYBAHHS YIpPaBIIHCHKOI iHGopmarii
(Haka3, pO3MOPSIPKEHHS, TMPOTOKOJ TOIINO), 3YMOBIIOEThCS MpaBoBuM cratycom PJTIY,
KOMIIETEHIII€I0 MOCa0BOT 0COOU Ta MOPSAKOM MPUUHSATTS YIPABIIHCHKOTO PillICHHS.

13. JIoKyMeHT TOBMHEH BIANOBIAaTH TOJOXKECHHSAM aKTiB OpraHiB JAep)KaBHOI BIAAM Ta
CIIPSIMOBYBAaTHCSl HA BUKOHAHHSI YHIBEPCUTETOM ITOKJIQJICHUX HAa HHOTO 3aBJaHb 1 PYHKIIIH.

14. Knacu ympaBiiHChKOI TOKyMEHTallli BU3HAYAIOThCS 3TiAHO 3 JlepaBHUM KiacubikaTopom
yrpasiiHchkoi gokymenTarii JIK 010-2021 (mami - AKY D).

15. JIOKyMEHT TIOBUHEH MICTHUTH OOOB’SI3KOBI JJIsi HOro TEBHOTO BUAY PEKBI3UTH, IO
PO3MIIIYIOTECS B YCTaHOBIICHOMY TIOPSIKY, a caMe: HalMEHYBaHHS YCTaHOBH - aBTOpa
JIOKYMEHTa, Ha3By BUJIY JOKyMEHTa (KpiM JIMCTiB), JaTy, peecTpalliiHUN 1HIEKC TOKYMEHTa,
3aroJIOBOK JIO TEKCTY, TEKCT, ITiJIITHUC.

[Tix wac maroTtoBku Ta OQGOPMIICHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBATHUCS HE TIJIbKU
000B’S3KOBi, @ TaKOX IHIII PEKBI3UTH, SKIIO II€ BiJNOBIJAE MPHU3HAYCHHIO JTIOKYMEHTa abo
croco0y 1oro onpartoBaHHS.

16. VYwuiBepcuTeT 3IIHCHIOE JUTOBOJACTBO JEPKaBHOK MOBOIO. JIOKYMEHTH CKIJIaIalOThCs
JEp>KaBHOIO MOBOIO, KpIM BUTAJKIB, IepeI0aueHUX 3aKOHOJAaBCTBOM PO MOBH B YKpaiHi.

17. oxymeHTH, $IKI HAJCWIAIOTHCA I1HO3EMHHUM ajpecaTaMm, OQGOPMIIIOIOTHCS JAEPIKABHOIO
MOBOIO a00 MOBOIO JiepKaBH-apecara, abo OJHIEI0 3 MOB MIXKHAPOTHOTO CIILTKYBaHHSI.

18. Oxpemi BHYTpIlIHI JOKYMEHTH (3asBH, MOSCHIOBAIbHI Ta JONOBIJHI 3amHCKH TOIIO),
aBTOpaMU SIKMX € M0CaJioBl Ta 1HII (PI3UYHI 0COOH, 103BOJISAETHCS OQOPMITIOBATH PYKOITUCHUM
CIIOCOOOM.

Baanku 10KymMeHTIB

19. OpranizamiiHo-po3mopsa49l  JOKYMEHTH, M0 MAalTh OOIPYHTOBaHI MIiACTaBH s
OTpallOBaHHA B HanepoBiid Gopmi Ta He € MPUMIPHUKAMU a00 KOIisSMHU JJOKYMEHTIB, CTBOPEHHUX
B €JIEKTPOHHIN (popmi, opopmMIIOIOTECS Ha OJTaHKaX, M0 BUTOTOBJISIFOTHCS 3TITHO 3 BUMOTaMHU
i€l [HeTpykuii.

Jlns BUroTOBIIEHHS OJIaHKIB BUKOPHUCTOBYIOThCS apkyli mamepy ¢opmaty A4 (210 x 297
MmimiMeTpiB) Ta A5 (210 x 148 minimerpiB). Jl03BOJIEGHO BUKOPUCTOBYBATH OnaHKH Gopmarty A3
(297 x 420 minimeTpiB) a7t 0OPMIIEHHS TOKYMEHTIB Y BUIJIA TaOJINIb.
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brnanku TOKyMEHTIB TOBMHHI MaTH Taki Mo (MUTIMETPIB):
30 - nmiBe;
10 - mpage;
20 - BepXHE Ta HUKHE.
20. Buau 01aHKIB JOKYMEHTIB BU3HAYAIOTHCS 1i€0 [HCTPYKITIEIO 3 T1IOBOJICTBA. .
20. YHiBepcUTET 3aCTOCOBYE OJIaHK JOKYMEHTY (10AaTOK 2).

21. Jlesxi BHYTpIIIHI JOKYMEHTH (3asBM IpAaIliBHHUKIB, JOIMOBIIHI 3alMCKH, JOBIJIKH TOIIO) Ta
JOKYMEHTH, 1[0 CTBOPIOIOTHCS BiJl IMEHI KIIBKOX YCTaHOB, O(hOPMITIOIOTHCS HE HA OJIaHKaX.

3o0paxenns lepxaBHoro I'epda Ykpainu
22. 3o0paxenns epxaBHoro ['epba Ykpainu posmimiyerbcs Ha OnaHKy nokymenty PIIY
BIZIMOBITHO /10 ocTaHoBU BepxoBHoi Paau Ykpainu Big 19 mortoro 1992 p. Ne 2137-XI1 “TIpo

HepxaBHuii Tepd Ykpainu”.

23. 3o00paxenns [epxaBHoro ['epba YkpaiHH pO3MINIYETHCA MO LIEHTPY BEPXHBOTO MOJIS.
Po3mip 300pakeHHs1 CTaHOBUTH 17 MiJTiMETPiB 3aBBUIIKH, 12 MUIIMETPIB 3aBIIMPIIKH.

Konu

24. Kog PAI'Y mpocrtaBnsieThCcs 3rigHO 3 €AMHUM JAEpPKaBHUM PEECTPOM MiANPHEMCTB Ta
oprauizamiit Ykpainu (€APIIOY). 3a3naueHuit Koa po3MIIIyeThCs MIiCHs peKBI3UTY “J[0B1IKOBI
JlaHl PO YCTaHOBY .

25. Kox ynidikoBanoi ¢popmMu JOKyMeHTa (3a HassBHOCTi) po3MinryeTbes 3rigHo 3 JAKY /] Bue
Ha3BM BUJly JOKYMEHTA.

HaiimenyBanusa PAI'Y
26. PiBHEHCBHKHMI Jep)KaBHUM TyMaHITapHUM YHIBEPCUTET — BIJIOBIA€ HallMEHYBaHHIO,
3a3HaueHoMy B CtaTyTi PiBHEHCHKOro Aep:kaBHOrO ryMaHiTapHOro yHiBepcurery. CKopodeHe
HaiimenyBanHs PJII'Y BxuBaerbcs odimiiHo Ta  3adikcoBaHo B Craryti PiBHEHCBHKOTrO

JIEP>KaBHOTO T'YMaHITApHOTO YHIBEPCHUTETY.

HaﬁMeHYBaHHH YCTAaHOBH BHUIIIOTO piBHH 3a3HAYA€THCS IMOBHICTIO.

JloBiaAKOBI 1aHi IPO YCTAHOBY

27. JIoBiIKOBI JaHi PO YHIBEPCHTET MICTSTH MOMITOBY aJIpecy, HOMEpH Tele(oHiB, Teredakcis,
aZpecy eNeKTPOHHOI ToWTH, aapecy odimiiiHoro BeO-caiity Tomro. J[loBiakoBi naHi
PO3MIIITYIOThCS HIDKYE HaitmenyBanHs PJITY.
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PexBi3uTi TOMITOBOI aJpecu 3a3HAYarOThCA B TaKid MOCHIIOBHOCTI: Ha3Ba BYIHI, HOMEp
OyAMHKY, Ha3Ba HACEJICHOT O MMYHKTY, pailoHy, 00J1acTi, MOIITOBHA 1HIEKC.

Ha3Ba BuIy 10KyMeHTA

28. Ha3Ba Buay mokymeHTa (Haka3, pilICHHsS, JOTOBIAHA 3amKCKa TOIIO) 3a3HAYAETHCS Ha
OJlaHKy Ta MOBMHHA BiAMOBIIaTH Ha3BaM, nependaueHum JJKVY /1.

Jdara nokymeHnra

29. Jlatoro JOKyMeHTa € naTta ioro peecrpamii. Jlara 3a3HadaeThcsi apaOCbKUMHU IU(pamMu B
OJIMH PSAJOK y TaKii MOCIIIOBHOCTI: YMCJI0, Micslb, pik. Jlata odopmMittoeTbest uppoBUM abo
cioBecHO-1IU(poBUM criocoOoM. Y pa3i opopMIICHHS 1aTH TUPPOBUM CIIOCOOOM YHCIIO 1 MICSIh
NPOCTAaBISIOTHCS TBOMA NapamMu mudp, pO3IIICHUMH KPAIKOI0; PiK - YoTHpMa I paMu, Kparka
HanpuKiHIi He cTaBuThes. Hanmpuknana: 02.12.2024.

VY TeKcTax HOPMATHUBHO-TIPABOBUX AaKTIB Ta MOCHJIAHHSIX HA HHUX 1 JIOKYMEHTax, IO MICTATh
BiTOMOCTI (PIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIOBECHO-IIM(PPOBUN CIIOCIO 3a3HAYCHHS
JaT 3 TMPOCTABISHHSAM HYJS B TMO3HAYEHHI JHA MICALS, SKIO BiH MICTUTh OJHY LUy,
Hanpukian: 02 rpymas 2024 poky. [103BOJNSE€TBCS BXHUBAaTH CJIOBO “piK” Yy CKOPOYCHOMY
BapiaHTi “p.”, Hanmpukian: 03 rpynus 2024 p.

SIKII0 TOKYMEHT CKJIaJIeHO He Ha OJaHKy, JaTa 3a3HAa4aeThCs HUXKYE Mianucy JiBopyd. [lara
JIOKYMEHTA TIPOCTABIISIETHCS TOCAT0BOI0 0CO0O0K0, sIKa KO0 MiIIHCYe a00 3aTBEPIKYE.

OO00B’3K0BOMY JaTyBaHHIO 1 MIAMUCAHHIO MiAIATAIOTH YCi CIyk00BI BIAMITKY HA JOKYMEHTaX,
NOB’s3aHI 3 1X MPOXOJ/UKCHHSM Ta BUKOHAHHSAM (PE30JIOIii, OTO/PKEHHS, Bi3H, BIIMITKH PO
BUKOHAHHS JIOKYMEHTA 1 HAallPaBJICHHS HOTO 0 CIIPaBH).

Ha noxymenTi, BumaHomy aBoMa abo Oinblile yCTaHOBaMH, 3a3HAYa€ThCS OJHA JaTa, sKa
BIJINOB1/Ia€ JaTi OCTAHHBOTO MIAMHCY.

Peectpauiiinuii inexkc 10KyMeHTiB

30. Innekcarlis JOKYMEHTIB MOJIATAE Yy MPUCBOEHHI M YMOBHHMX MO3HAu€Hb - 1HAEKCIB, SKi
HAJAI0THCS IOKYMEHTaM I11]1 4ac iX peecTparlii.

[TprcBO€HHS peecTpaliiHOTO 1HAEKCY 3IHCHIOETHCS IIJIIXOM IPOCTABJICHHS ITAMIIA.

Peectpariiinnii 1HIEKC CKIIAMA€ThCA 3 TOPSJIKOBOTO HOMEpa JOKYMEHTa y Mexax TpyInu
JIOKYMEHTIB, 1110 PEECTPYIOTHCS, KU JOMOBHIOETHCS 1HJEKCAMHU, 0 3aCTOCOBYIOThCS B P/II'Y,
30KpeMa 1HAEKCaMU 32 HOMEHKJIATYPOIO CIIPaB, CTPYKTYPHOTO MAPO3ILITY.

CkJ1a10Bi YaCTHHU PEECTPALIHHOIO 1HIEKCY BIJOKPEMITIOIOTHCS OJHA BiJ OJHOI MPaBOOIYHOIO
NOXUiIo puckoro. [locmioBHICTh HamuCaHHS CKIJIAJOBUX YaCTUH PEECTPALIHHOTO 1HIEKCY
MOYK€E 3MIHIOBATUCS 3aJIEXKHO BiJl TOTO, KM JOKYMEHT PEECTPYEThCA, - BXIAHUN YU TaKuH, 110
CTBOpPEHHH B ycTaHOBi, Hampukiam: 845/01-10, ne 845 - mopsakoBuii HOMep, 01-10 - iHmekc
CIpaBU 32 HOMEHKJIATYpPOIO.

Miciie po3TanryBaHHs peecTpaliifHOrO iHAEKCY BU3HAYA€ThCs (POPMOIO OJIaHKa.
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ITocuiaHHA HA TOKYMEHT

31. ITocwiaHHs y TEKCTI Ha JIOKYMEHT, Ha SKUH JAa€TbCsS BIAMOBIAb a00 Ha BUKOHAHHS SIKOTO
HiATOTOBJIEHO LEH TOKYMEHT, HAaBOIUTHCA y TaKiid MOCIIZOBHOCTI: Ha3Ba BHIY JOKYMEHTa,
HalMEHYBaHHsI YCTAaHOBH - aBTOpa JIOKYMEHTA, JlaTa Ta PEECTPAIliiHIIA 1HIEKC, KOPOTKUH 3MiCT
JOKyMEHTa. Y pa3i MOCHJIaHHS Ha 3apeeCTPOBAHHMI HOPMATHBHO-TIPABOBHH aKT JOJATKOBO
3a3HA4YalOThCS TaKi peecTpaliiiHi JlaHi: JaTa JepXKaBHOI peecTpallii, HOMEp aKTa 3TiTHO 3
JlepaBHUM peECTPOM HOPMATHUBHO-IIPABOBHX AKTIB MiHICTEPCTB Ta IHITUX OPTaHiB BUKOHABYOI
BJIA]TH.

[TocumanHst y TEKCTI JOKYMEHTa Ha HOPSAKOBI HOMEPH PO3MILIB, MiAPO3MALTIB, IJaB, CTaTei,
MYHKTIB Ta MiJMyHKTIB HOPMaTHBHO-IIPABOBOIO aKTa POOHUTHCS IUbpaMu; MOPSIIAKOBI HOMEpHU
YaCTHH CTaTei, ad3alliB 1 pedeHb - cioBamu. [locuiiaHHS y TEKCTI HOPMATUBHO-TIPABOBOTO aKTa
Ha 1€l MOKyMeHT ab0 HOro CTPYKTYpHI OJIMHHUIN POOUTHCS 3 BHKOPHUCTAHHSM BKa31BHOTO
3aliMeHHHKa “‘1ieii”.

Micue ckiageHus a00 BUIaHHA

32. BimomocTi mpo wmicne ckianeHHs a00 BHUAAHHS 3a3HAYAIOTHCS HA BCIX JIOKYMEHTaX, KpiMm
HCTIB. 3a3HaueH] BiZOMOCTI OQOPMIISIOTHCS BIAMOBITHO 0 aMiHICTPAaTUBHO-TEPUTOPIATBHOTO
noniny VYkpainu. koo BimomocTi mpo reorpadiyHe MiClIE3HAXOKEHHS BXOIATH JI0
HaiimenyBaHHs1 PJIT'Y, 1ieil pekBi3UT HE 3a3HAYA€THCS.

Anpecart

33. JIoOKyMEeHTH aJpecyloThCcs YCTAaHOBi, ii CTPYKTYpHUM Migpo3aisiaM a0o KOHKPETHii
nocajoBiii ocoli. Y pasi aapecyBaHHs JOKYMEHTa YCTaHOBI abo ii CTPYKTypHUM MiApo3aiiam
0e3 3a3HaueHHS TOCANOBOI 0coOM iX HaliMEHYBaHHS HABOIATHCA Yy HA3MBHOMY BIIMIHKY,
HAIIPHUKIIAL;

HamionanbHe areHTCTBO 3 MUTaHb JEP:KaBHOI CITYKOU

SIKI10 JOKYMEHT HaJICUIIAETHCS TTOCAI0B1 0c001, HAtMEHYBaHHS YCTAHOBH Ta i CTPYKTYPHOTO
HiApO3/iTy HABOASTHCS Y HA3UBHOMY BIJIMIHKY, a 110ca/ia 1 Mpi3BHUIIE ajipecara - y JaBaIbHOMY,
HaTpUKIAI;

Jlep>xaBHa apxiBHa ciryx0a
HauanbHuky iHaHCOBO-€KOHOMIYHOTO YIIPABIIHHS
Bnacue im’s [TPI3BUIIE

Y pa3i KoM JOKYMEHT aJpecyeTbcs KEpIBHUKOBI YCTaHOBM abo0 #Oro 3acTYMHUKOBI,
HallMEHYBaHHS YCTAaHOBH BXOJUTH J0 CKJIAy HaiMEHYBaHHS MOCAIU ajpecaTa, TKe HaBOJIUTHCS
y laBaJIbHOMY BiAMIHKY, HAITPUKIA/I;

["onoBsi [lepaBHOT MUTHOT CITY>KON
Bnacue im’sa [IPI3BULIE

SKIO0 OKYMEHT aJpecyeTbcs KUIBKOM OJHOPIAHMM 3a XapakTepoM AisUIbHOCTI YCTaHOBaM,
3a3HAvYa€ThCs y3arajibHeHe HallMEeHyBaHHS a/ipecariB, HAPUKIA;

LleHTpanbHUM JIepKaBHUM apXiBam
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JIokyMeHT HE TIOBUHEH MaTh Oulbllle 4YOTHUPHhOX anpecariB. CrmoBo “komis”’ mepen
HallMEHYBaHHSM JIPYTOro - YeTBEPTOrO aJpecariB HE CTAaBUTHCA. Y pa3i HAACHIAHHS JOKYMEHTA
Oulbllle HIXK YOTHPHbOM aJpecaraM CKIIAJAa€ThCsl CIMCOK Ha PO3CHIKY 13 3a3HAYCHHSIM Ha
KO>)KHOMY JIOKyMEHTI TiJIbKM OZJHOTO aJpecara.
Pekgizut “Anpecar” Moxe BKItouaTH aapecy. [lopsaok i popma 3anucy BioMOCTEH Tpo aapecy
yCTaHOBU MOBUHHI Bignosiaatu [IpaBuiaM HagaHHS MOCTYT MOIITOBOIO 3B’ SI3KY, 3aTBEPAKEHUM
nocrtanoBoro Kabinery MinictpiB Ykpainu Bim 5 O6epesnst 2009 p. Ne 270 (OdimiiiHui BiCHUK
VYkpaian, 2009 p., Ne 23, ct. 750). IloBHa anpeca 3a3Ha4aeThCcs y pasi HAJICUIIAHHS JOKYMEHTA
Pa30BUM KOPECIIOHICHTaM, HAITPUKIIAI;
MiHicTepCcTBO IOCTHIIIT

By ['opoxenskoro, 6ya. 13, m. Kuis, 01001

VY pasi HagcunaHHsA JOKyMeHTa (pi3uuHii 0co0i CIIOYaTKy 3a3HAYA€ThCs Y JaBaIbHOMY BIAMIHKY
BJIACHE iM’s Ta MPI3BUIIE, TIOTIM MOIITOBA aapeca, HaPUKIaI;:

Onekcannpy ['onuapyky
Byn. CypukoBa, O0ya. 3a, kB. 1, m. Kuis, 03178

VY pasi HajcWIaHHS JOKyMEHTa OpraHaM 3aKOHOJABYOi 1 BHKOHABYOI BIAIW, TOCTIHHUM
KOPECIIOHICHTaM iX MOIITOBA a/ipeca Ha JJOKYMEHTaX He 3a3HaYa€ThCsl.

VY pa3i konu JOKYMEHT aJpecyeTbcs KOHKpPETHIH 0co0i, y JHCTI HIK4Ye arpubyra “ampecar”
MOYKE€ HaBOJUTUCHh OCOOMCTE 3BEPTAaHHS Y KIMYHOMY BiIMIHKY:

[Tane (mani) Bmacue im’st
abo

[Tane (mani) [IpizBurie
abo

[Tane (mani) mocana abo 3BaHHS
abo

ITanoBe

Hampukian:

[Tane Onekciro

[Tani IBaneHko

[Tan1 rupexTop

ITaHe MONIKOBHUKY
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VY pasi HeoOximHOCTI TIepen ciaoBoM “Tlane”, “Tlani” abo “IlaHoBe” MOXKE BUKOPHUCTOBYBATHUCS
cinoBo “IllanoBuuii”, “IllanoBHa” 260 “lllaHOBHI” BiAMOBIIHO, HATTPUKIA;

[ITanoBHa nani KoBanbchka.

I'pud 3aTBepaKEHHS TOKYMEHTA
34. JlokyMeHT Moke OyTH 3aTBEep/UKEHHUHN po3mopsauuM jgokymeHnToM P/II'Y abo y Bumanmkax,
BU3HAUEHUX Y JOJATKy 3, MOCAJOBOI0 0CO0O0 (IIOCaJIOBUMHU OCOOaMM), 10 TIOBHOBAXEHD SKOT
(IKMX) HajekaTh IWTAaHHSA, 3a3HA4YCHI y TakoMy JOKyMmMeHTi. HopmaTuBHO-TIpaBOBI aKTH
(TTOTOXEeHHSI, IHCTPYKIIii, TPaBUIIA, TIOPSAKU TOIIO) 3aTBEPKYIOTHCS PO3TOPSIINM JOKYMEHTOM
PATY.
JIoKyMeHT, KMl HE € TPUMIPHUKOM a00 KOITI€I0 TOKYMEHTa, CTBOPEHOTO B €JIEKTPOHHIN (opMi,
MOXe OYyTH 3aTBEpIKCHHMI KOHKPETHOIO II0CaJI0OBOI0 0c00010. Y TakoMy BHMAaKy TIpud
3aTBepKeHHs ckianaeThes 13 cinoBa “3ATBEP/KYIO”, nHalimeHyBaHHS MoOcaau, IiANHKCY,
BJIACHOT'O IMEHI 1 TIpi3BUIIIA 0COOH, SIKa 3aTBEpIMIa TOKYMEHT, 1aTH 3aTBepKeHHs. Hanpukian:
3ATBEP/IKYIO
PexTop PiBHEHCHKOTO JIep>KaBHOTO
TYMaHITapHOTO YHIBEPCUTETY
nignuc Brnacue im’s [TIPI3BUILE
12 Bepecns 2024 p.
VY pa3i KOoIu JOKYMEHT 3aTBEpPIKYEThCS MOCTAHOBOIO, PILICHHSIM, HAKA30M, PO3MOPSIKEHHSM,
rpu¢ 3aTBep/KeHHs ckianaeTbes 13 ciosa “3ATBEPJDKEHO”, Ha3Bu BUAY AOKYMEHTA, SIKUM
3aTBEPKYETHCSI CTBOPEHUN TOKYMEHT, Y Ha3WBHOMY BIMIHKY 13 3a3Hau€HHSM MOro JaTH 1
HoMepa. Hanpuknan:
3ATBEP/I’KEHO
Haka3 PiBHeHCBKOTO epKaBHOTO
I'YMaHITapHOTO YHIBEPCUTETY
12 Bepecus 2024 p. Ne 05-01-01

I'pud 3aTBepaKEHHS PO3MILLYEThCS y TPABOMY BEPXHBOMY KYTKY HEPIIOi CTOPIHKH JJOKYMEHTA.

VY pasi 3arTBepIKEHHS JOKYMEHTa KIJIbKOMa IOCAaJOBUMH oOco0amMu Ipudu 3aTBepaKeHHS
PO3TaIIOBYIOTHCS HA OTHOMY piBHI.

Pesonronis
35. Pezounroiiss € 0CHOBHOIO (pOpPMOIO peastizailii ynpaBIiHCHKUX JIOpPYyYeHb Y MHUCbMOBIH (opmi,

10 repedavae MOCTAaHOBKY KOHKPETHOTO 3aBJaHHs, BUBHAYCHHS HOTO MpeMeTa, METH, CTPOKY
Ta BIJMOBIIaJbHOT 32 BAKOHAHHS 0COOM, 110 BUKJIaJIeHa Y BUTJISAI HAMMKUCY HA JJOKYMEHTI.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n1164
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Pesomoriisi Mae Taki 000B’SI3KOBI CKJIAJIOBI: MPI3BUIIE, BJACHE 1M’ BUKOHABIS (BUKOHABIIIB) Y
JTABAJIbHOMY BIJIMIHKY, 3MICT JOPYYEHHS, CTPOK BHMKOHAHHS, OCOOMCTMH MIANUC KEpiBHUKA,
nara.

SIKIIO TOpYYCHHS HAJaHO KIIBKOM ITOCAIOBHM 0C00aM, TOJOBHHM BHKOHABIIEM JOKYMCHTA €
3a3HaYCHA MEPIIO0 0c00a, SKii HAJAEThCS MPABO CKIMKATH 1HITMX BUKOHABIIIB.

CTBOpEHHSI HEKOHKpETHUX (“TIPUCKOPUTH”’, “NONIMIIUATHA’, “aKTHBI3yBaTH , ‘“‘3BEpHYTH yBary’
TOIII0) 32 3MICTOM PE30JIIOLIIN HE TOMyCKAETHCS.

Ha noxymeHnTax i3 cTpokaMu BUKOHAHHS, SIKI HE MOTPEOYIOTh JOJATKOBUX BKa3iBOK, Y PE30JIOLii
3a3HAYaAIOThCsl BUKOHABELb, ITIAMUC aBTOPA PE30JIIOLIii, AaTa.

Pesomroriisi mpocraBiseTbes Oe3mocepeHhO Ha JOKYMEHTI HHXK4YE PEKBI3UTY ‘“‘Anpecatr”
mapajgeibHO JIO OCHOBHOTO TEKCTy. SIKIIO MICI JUIsl Pe3OJIolii HEJOCTaTHhO, i1 MOXKHA
MIPOCTABJIITH HA BUTBHOMY BiJI TEKCTY MICIIl Y BEPXHIM YaCTHHI MEPIIOi CTOPIHKHA JTOKYMEHTA 3
JUIBOBOTO OOKY, ajie He Ha MO JOKYMEHTa, IPU3HAYEHOMY IS i AIIUBAHHS.

Koporkuii 3micT 10KyMeHTa

36. 3aroioBoK /10 TeKCTy (KOPOTKUM 3MICT) JOKYMEHTA MOBUHEH MICTUTH CTUCIHI BUKIIAJ CYTI
JIOKyMEHTa. 3arojIoBOK JI0 TEKCTY JMOKyMEHTa (KOPOTKHA 3MICT), 00csT sikoro mnepesuiye 150
3HaKIB (II’SATh PAIKIB), HO3BOJSETHCS MPOJOBXKYBATH M0 Mexi mpaBoro mousd. Kpamka B KiHIT
3aroJIoBKa HE CTaBUTHCS.

3aronoBoK (KOPOTKHUI 3MICT) BIAMOBIA€ HA MUTAHHSA “npo 10?7, “koro?”, “goro?”. Hanpukman:
Haka3 (Tpo m1o?) mpo HaJlaHHS BIAITYCTKHU; JIUCT (PO 1mI0?) PO OpraHi3alito Hapaau, IPOTOKOI
(uoro?) 3acianHs aTecTaliifHOT KOMICIi; mocagoBa IHCTPYKIIis (KOro?) IpoBiTHOTO 1HXKEHEPA.

CynpoBigHi IUCTH, TOTOBI/IHI Ta CITY>KOOB1 3aITUCKU JO3BOJSETHCS CKIIAaTH 0€3 3arojI0BKa.
BinmiTka npo KOHTpOJIB

37. BimMiTka TIpo KOHTPOJIb O3HAYAE, IO JOKYMEHT B3ATO Ha KOHTPOJIb JIJIs 3a0e3MeueHHs Horo
BUKOHAHHS B YCTAHOBJIEHUI CTPOK.

BinmiTka npo KOHTPOJIb pOOUTHCS LUIIXOM MpocTaBieHHs mramna “KoHTposas” Ha iiBoMYy MoJi
NepIIOi CTOPIHKK JIOKYMEHTAa Ha PIBHI 3ar0JIOBKA JI0 TEKCTY.

TexcTt AOKYMEHTA

38. TekcT nOKyMeHTa MIiCTUTh 1H(OpMaIlito, s GikcyBaHHS siKOi oro ctBopeHo. IHdopmariis B
TEKCT1 JIOKYMEHTa BHKJIAQJIa€ThCA CTUCIO, TPAMOTHO, 3pO3yMIUIO Ta 00’€KTUBHO. JIOKyMEHT He
MOBMHEH MICTHTHU MOBTOPIB, a TAKOX CIIiB 1 3BOPOTIB, SIKi HE HECYTh 3MICTOBOTO HaBaHTAXECHHSI.
[lix dvac ckimamaHHS JOKYMEHTIB BXKHBA€THCS IUIOBHA CTHIb, IS SKOTO XapaKTEepHUH
HEUTpalbHUI TOH BUKJIa/IEHHS, 1030aBIeHUN 0Opa3HOCTI Ta EMOLIHHOCTI.

TekcT JoKyMeHTa OQOPMIISETbCA Yy BUIIIAI CYLIIBHOTO 3B SI3HOTO TEKCTY, aHKETH Y TaOJIUIl
a00 HUIAXOM MOETHAHHS HHUX (HOPM.
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CyminpHUM 3B’ SI3HUNA TEKCT JOKYMEHTA MICTUTh TPaMaTUYHO 1 JIOTIYHO y3TOJDKEHY iH(opMaliiro
npo ynpasiiHcbki nii. Taka ¢opma BUKIAICHHS TEKCTY JTOKYMEHTa BUKOPUCTOBYETHCS IiJl Yac
CKJIaJIaHHSI TTOJIO’KEHbB, TOPSIKIB, IPABHJI, PO3IOPSTIAX TOKYMEHTIB 1 JIMCTIB.

Tekcr, sIK MPaBHIIO, CKIANAEThCS 3 BCTYIHOI, MOTHBYBaJIBHOI Ta 3aKJIFOYHOI YacTWH. BerymHa
YaCcTWHA MICTUTH IiJICTaBYy, OOTPYHTYBaHHS a00 METYy CKJIAJeHHS JOKYMEHTa, MOTUBYBAJIbHA -
obrpyatyBanHs no3utii PJII'Y, B 3akiro4Hiil - BACHOBKH, ITPOIIO3HIIii, PIIEHHS, TPOXaHHS.

TekcTH CKIaIHUX 1 BEIMKUX 32 00CATOM JOKYMEHTIB (TIOJIOKEHHS, PaBJIa, IHCTPYKIIi1, OIS,
3BITH TOIIO) MOAUISIIOTHCA HA PO3JAUIN, MiAPO3AUIH, MyHKTH, MAMYHKTH, SKI HyMEpPYIOThCS 3a
JIOTIOMOTOI0 PUMCHKHX a00 apaOCchkux mudp 0e3/3 Kpamkorw ado AyxkKor. Ab3alm MyHKTY Ta
MIAMYHKTY MOYMHAETHCS 3 BIJICTYIY BiJl JIIBOTO IMOJISI CTOPIHKHM 0e3 Oyb-sKoi mo3Havku (nedic,
Kpanka Tomo). KokHa CTpyKTypHa OJMHHIS HOPMATHBHO-TIPABOBOTO akTa (Kpim abzairy)
BIJIOKPEMITIOETBCSI BiJl MOTEPENIHBOI MPOMYCKOM psiika. BU3HaueHHS TEpPMiHIB y HOPMAaTHBHO-
IPaBOBOMY aKTi HaBOJATHCS B a(paBiTHOMY MOPSAJIKY 1 B HA3UBHOMY BiJIMiHKY.

39. ®opma aHKETH BHUKOPHCTOBYETHCS Yy pa3l BUKIAIEHHS y HUPPOBOMY ab0 CIIOBECHOMY
BT iHQopMalii mpo oauH 00’ €KT 3a MeBHUM 00csaroM o3Hak. [locTiiiHOow iH(DOpMaIliieo B
aHKETI1 € y3araJibHeHI HallMEHyBaHHS O3HAK, 3a SKUMH IIPOBOJUTHCS OMUC 00’€KTa, a 3MIHHOIO -
KOHKPETHI XapaKTePUCTUKH.

40. TabnuuHa (opmMa JOKYMEHTa BHKOPHCTOBYETHCS y pa3i BUKJIAQIEHHS y IUPpoBOMYy ado
CJIOBECHOMY BUIJISLII iH(OpMallii mpo KijbKa 00’ €KTIB 3a pAIOM O3HAK. 3aroioBkH rpad Tabmuii
NUIIYTHCS 3 BEJIMKOI JITEpH, MiJ3aroJIoBKU - 3 Maioi Jitepu. Kpamku B KiHIII 3arojiOBKIB i
M173aroj0BKiB rpad He cTaBIATHCS. 3ar0JOBKH 1 MiJ3aroj0BKU rpad Ta psAKiB TaONIUIll MTOBUHHI
OyTH BHKJIQJICHI IMEHHHKOM y HA3WBHOMY BiJIMIHKY OJHHHH. Y 3arojIoBKax 1 IiJ3arojioBKax
pAAKiB 1 rpad TabNuIli BXKUBAIOTHCA JUIIE 3aralbHOMPUIHSTI YMOBHI MIO3HAYEHHS 1 CKOPOUCHHSI.
I'padu Tabmuii, sKi PO3MINIYIOTHCS Ha KIJIBKOX CTOpPIHKaxX, HyMmepyroThcs. Ha mapyriii Ta
HACTYITHUX CTOpIHKaxX TaOJHIN 3a3HAYArOThCSI HOMEPH rpad), a TaKoXXK y BEPXHbOMY IPABOMY
KYTKY - ciioBa “[IpomoBxkeHHs nogaTka’”.

BinmiTku npo HasiBHicTH 101aTKIB

41. JlogaTku 10 TOKYMEHTIB, KpIM JTOJATKIB /10 CYHNPOBIJHUX JIMCTIB, CKJIAJAIOThCA 3 METOIO
JIOTIOBHEHHS, MOSICHEHHS OKPEMHX NMUTaHb 200 JOKYMEHTA B LIIJIOMY.

42. JlomaTtku 10 JOKYMEHTIB MOXKYTh OYTH TaKUX BUJIIB:

JOJTaTKH, 10 3aTBEPKYIOTHCS PONOPSIIUYUME JTOKYMEHTaMH (ITOJIOKEHHS, IHCTPYKLIi, TpaBuia,
MOPSIKU TOIIO);

JOJJATKH, 1110 JIOTIOBHIOIOTh Ta/ab0 MOSCHIOIOThH 3MICT OCHOBHOT'O JIOKYMEHTA;

JTIOJTATKH, 1110 HAJCHIAFOTHCS 13 CYITPOBITHUM JINCTOM.

VY TekcTi OCHOBHOIO JIOKyMEHTa pOOUTHCA Taka BIAMITKAa MPO HAasBHICTh JOAATKIB: “IIO
IONa€eThes’, “3rimHO 3 momaTtkom”, “(momarok 1)”, “BimmoBigHO M0 momatka 2” abo “(muB.
JI01aToK 3)”.

43. Jlomatku opOpPMITIOIOTECS, K TPABWIIO, HA CTAHJApPTHUX apKymax mamepy. Ha apyriit i

HACTYIHIA CTOpiHKax JgojaTtka pobutbcs Taka BinMitka: “TIpomoBxkeHHs momartka”,
“IIponoBxeHHs nonarka 1.
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Ha nomatkax 1o moJioKeHb, IPABWII, IHCTPYKITIA TOIIO MPOCTABISETHCSA BIIMITKA Y BEPXHHOMY
MPaBOMY KYTi MEPIIOi CTOPIHKU JOJATKa, KA BKIIF0OYAE HOMEP JT0/IaTKa, 3ar0JIOBOK HOPMATHBHO-
NPaBOBOI'O aKTa Ta IOCWJIAHHS Ha BIAMOBIJHY CTPYKTYpHY OJWHUINO. Y pa3i JOMOBHEHHS
HOPMAaTUBHO-TIPABOBOTO aKTa, KWW TMIJUIATrae JepiKaBHIM peecTparlii, HOBOIO CTPYKTYpPHOIO
OJIMHMIICIO 3 TIOCHJIAHHSM Ha JIOJaTOK a00 BUKJIFOUEHHS 3 TEKCTY HOPMATHBHO-IPABOBOTO aKTa
CTPYKTYpPHOI OJWMHMIII, KA MICTUTh TIOCHJIAHHS HA JIOJATOK, HyMepallis JOJATKIiB Ta BiIAMOBIIHI
MOCHJIAHHS Ha HUX Y TEKCTI HOPMATHBHO-TIPABOBOTO aKTa 3MIiHIOKOTHCSI.

CTOpiHKM KOXXHOTO JIoAaTKa MaloTh CBOIO HyMepamiro. Y KIHII Il TEKCTOM J0JaTKa
MPOCTABIISIETHCS PUCKA, IO CBIIYUTH MPO WOTO 3aKiHUCHHSI.

VY pa3i HasgBHOCTI KiIBKOX JOJATKiB Ha HHUX 3a3HAYAIOTHCS MOPSIKOBI HOMEPH, HANPUKIALI:
nonatok 1, momarok 2. 3Hak “Ne” mepes nndpoBUM MO3HAYESHHSM HE CTABUTHCS.

VYci gogatku 10 JOKYMEHTIB Bi3yIOThCS MTPALliBHUKOM, SIKHH CTBOPHB JOKYMEHT, Ta KEPIBHUKOM
CTPYKTYPHOTO HiIPO3/iTy, B SKOMY HOTO CTBOPEHO.

Jlonatku HOPMATHBHO-TIPABOBOTO XapakTepy (TIOJOXKEHHs, IHCTPYKIIi, NpaBWia, HOPSAKH
TOIO), IO 3aTBEP/KYIOTHCS PO3MOPSITINMH JOKYMEHTaMH, ITAMHACYIOThCS KEpiBHUKAMU

CTpYKTYpHUX migpo3aitiB PAI'Y Ha imuipoBoMy 001 OCTAHHBOTO apKyIIa JOJaTKa.

VY pa3i Ko 01aTKU HAICHUIIAIOTHCS 13 CYNPOBIIHUM JINCTOM, BiZIMITKa MPO HASBHICTH JIOJIATKIB
PO3MIIIY€ETHCS MICISA TEKCTY JICTA MEPe MiAMUCOM.

SIKIIIO TOKYMEHT Ma€ J0JaTOK, TOBHE HAHMEHYBaHHS SIKOT'O HaBOJIUTHCS B HOTO TEKCTi, BiMITKA
PO HASBHICTH IILOTO JI0JIaTKa OPOPMITFOETHCS 32 TaKOK0 (DOPMOIO:

Honarok: Ha 7 apk. y 2 npum.

SIKIIO JOKYMEHT Mae€ JO0JaTKH, MOBHE HailMEHYBaHHS SKHMX Yy TEKCTI HE HaBOJOUTHCA, iX

HEOOX1THO MepPEeTIuUTH HICHs TEKCTY 13 3a3HAUYE€HHSAM KUIBKOCTI CTOPIHOK Y KO)KHOMY JTOJIaTKY Ta

KUJIBKOCTI X MPUMIPHUKIB, HAPUKIIAI:

Jonarku: 1. JloBinka mpo BUKOHAHHS IJIaHY PO3BaHTaXKyBaJbHUX poOIT 3a I kBapTan
2024 p. Ha 5 apk. B | mpum.

2. I'padix pemonTHUX poOiT Ha I kBapTan 2010 p. Ha 3 apk. B 1 mpum.

SIKI10 10 JOKYMEHTa JJOJA€ThCs 1HIINHM JOKYMEHT, IKMi Ma€ JT0JaTKH, BIAMITKY PO HAasBHICTb
nojaTka 0(popMIISIOTh 3a TaKOIO (POPMOIO:

Honatok: nuct YkpaepxkapxiBy Big 20 BepecHs 2023 p. Ne 595/04-12 1 mopaTtok 10 HBOTO,
Bchoro Ha 20 apk. B 1 mpum.

44,V pa3i Koau JOKYMEHT MICTUTh OUIBIIE IECATH JTOJATKIB, CKIATAETHCS OMKC 13 3a3HAYCHHSIM
y IOKYMEHTI1 TaKOi BIIMITKH:

Jomatok: 3riiHO 3 OMKUCOM Ha 3 apK.

SIKmo 10/1aTOK HAICUITAETHCS HE 3a BCIMA 3a3HAYCHHMH B JJOKYMEHTI ajgpecamu, BiIMITKa MPO
HasIBHICTh JOKYMEHTa 0()OpPMITIOETHCS 32 TaKOI0 (hOPMOIO:

JonaTok: Ha 5 apk. y 2 npuM. Ha MepILy ajapecy.
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ITignuc

45. Pexrop PHAI'Y mianmucye HJOKyMEHTH B MeXaxX CBOiX ITIOBHOBaXEHb, BH3HAYEHUX
pPO3MOPSAYMMU TOKYMEHTaMH Ta 1HCTpyKUii 3 aimoBojctBa PJIIY. Tlopsaok migmucaHHs
JIOKYMEHTIB 1HIIMMHU oco0aMu y pasi BimcyTHocTi pekrtopa PII'Y ta mocamoBux oci0, siki
YIIOBHOBAXEHI iX IMiIIUCYBaTH, BU3HAYAETHCS HAKa30M (pO3NopspKeHHIM) pekTopa PIATY.

46. ITignuc ckimamaeTbes 3 HAaWMEHYBaHHS MTOCAJM OCOOH, sIKa MIAMKUCYE TOKYMEHT (TIOBHOTO - y
pasi, KoM JOKYMEHT HaJpyKOBaHUI He Ha OJaHKYy, CKOPOUYEHOTO - Yy pasi, KOJU JOKYMEHT
HaJPYKOBaHUI Ha OJIaHKY), 0COOMCTOTO MIAMKCY, BIACHOTO IMEHI 1 MPi3BUIIA, HATIPUKIIA:

MiHnictp ¢inancis mianuc Bracue im’a [TIPI3BUILE
abo
MiHicTp MMiAIIC Bnacue im’s TIPI3BUIIE

47. Y pa3i HaACWIAaHHS JOKYMEHTa y MamepoBiii ¢Gopmi OAHOYACHO KUIBKOM YCTaHOBaM
HIiANUCY€ETHCS TUIBKU OPUTiHAN, AKUH 3anuiaeTbes y crnpasl PAIY - aBTopa Takoro 10KyMeHTa,
a Ha MiCIS PO3CHIIAIOTHCS 3aCBITUEHI 3arajlbHUM BiJIUIOM HOTO KOTii.

48. JIoOKyMEHTH TMiAMHUCYIOTHCS, SIK MPABWIIO, OJHIEI MOCATOBOIO 0C000I0, a y pa3i, KoiH 3a
3MICT JJOKYMEHTa HECYTh BIANOBIAAIBHICTH KiJIbKa 0ci0 (akTH, (hiHAHCOBI JOKYMEHTH TOIIO), -
nBoMa abo OinbIe mocagoBuMu ocobamu. [Ipu mboMy miAmMCcH MOCaTOBUX 0CI0 PO3IMINIYIOTHCS
OJIMH i OJHUM BiIMOBITHO J0 MiAMIOPSAKOBAHOCTI 0ci6. Hampukman:

Hupexrtop T ITTHC Brnacue im’s [TPI3BUILIE
["onoBHuii Oyxranrep T ITITHC Brnacue im’s [TPI3BUILIE

49. V pa3i mamucaHHs CIUIBHOTO JOKYMEHTa KiTbKOMa oco0aMu, sIKi 3aiiMar0Th OJHAKOBI
nocaau, iX MIANMCH PO3MILIYIOTBCS Ha OJAHOMY pPiBHI 1 CKPIIUIIOIOTHCS MEYaTKaMH YCTaHOB,
HaTpUKIAI;

Pextop PiBHEHCHKOTO J1ep:kaBHOTO Hupextop [lep:xaBHOTO apxiBy
I'YMaHITapHOTO YHIBEPCUTETY PiBHeHCBKOT 001acTI

MIIINAC Bnacne im’s ITPI3BULLE M IINUC Bnacue im’s ITPI3BUILE
B1JIOMTOK repOoBOi MeyaTKu BIIOMTOK repOoBOi MeYaTKu

JIOKyMEHTH KOJIETIaJbHUX OpTaHiB MiANMHUCYIOTh T'OJIOBA KOJIETIaIbHOTO OpraHy 1 CeKpeTap,
HaATIPUKIIA;

['onoBa xomicii T JIITHC Bnacue im’s [TPI3BUIIE
Cexkpetap Komicii T JIITHC Bnacue im’s [TPI3BUIIE

50. V pas3i BiICYTHOCTI TI0CaI0BOi 0COOHM, HAMEHYBaHHS OCA U, TPI3BHUINE, BIACHE 1M’ SKOI
3a3HaYeHO Ha MPOEKTI JOKYMEHTa, Horo migmucye ocoba, 110 BUKOHYE ii 000B’s3Ku, abo ii
3aCTYIMHUK. Y TakoMy pa3i O0OOB’SI3KOBO 3a3HA4YalOThCs (DaKTUYHA T0Caza, BIACHE 1M’s 1
Opi3BUILE 0cOOH, SKa MiANKcana JOKYMEHT, IPU LbOMY BHUIIPABJICHHS BHOCHUTH PYKOIHMCHUM
crocoOom ocoba, sika mianucye qokymMeHT. He mgomyckaeThbest mia 4yac MiAMUCAHHS JOKyMEHTa
CTaBUTU NPUHUMEHHUK “3a” 4K MpaBOOIYHY MOXWIY PUCKY Mepel HaliMeHYBaHHSAM Iocaau. Y
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pa3i 3aMillleHHs KEpiBHMKa 3a Haka3oM (PO3MOpSAKEHHSM) 10 HaWMEHYBaHHS TOCaId
IogarTheca cuMBOIH “B. 0.”.

51. ®akcuMinpHE BIITBOPEHHS MIAMKUCY MOCAAOBOI 0OCOOH Ha IOKyMEHTaX HE JOMYCKAETHCS.

52. 'V pa3i crBopenns PJII'Y nmoxymeHnta y mnamepoBiii ¢opmi 3a HasSBHOCTI IJis IIbOTO
OOTpYHTOBaHMX MIiACTAaB U iX MOAAIBIIOrO0 HAJACHIAHHS YCTAaHOBAM 3arajibHUM BiII1LJIOM
CTBODIOETBCS B YCTAHOBIICHOMY TOPSIKY €JIIEKTPOHHA KOIIis MAanepoBOr0 OpHUTIHATY
BIJITIOBITHOTO JIOKYMEHTA, SIKA HAJCUJIAETHCS aapecaTaM 4epe3 CUCTEMY €JIEKTPOHHOI B3aeMOIil
OpraHiB BUKOHABYO1 BIIQJIH.

Bizu Ta rpu¢ noroakeHHs 115l JOKYMEHTIB, 110 CTBOPIOIOTHCS Y naneposiii popmi

53. IloromkeHHs JOKyMEHTa y pa3i moTpedu Moske 3iiiicHioBaTucs sk B PJII'Y (BHyTpimiHe), Tak
1 32 HOT0 MEXaMH 1HIIMMH 3aiHTEPECOBAaHUMHU YCTAaHOBAMH (30BHIIIIHE).

54. BHyTpilIHE NOTOJHKEHHS JIOKYMEHTa oopMITIOETBCSA HIIAXOM IMPOCTAaBIISHHA Bi3U. Biza
BKJIIOYAa€ OCOOMCTHMH TMIANMHUC, BIAcHE 1M’ 1 Tpi3BHIE OCOOM, SIKAa BI3ye JOKYMEHT, Hary
BI3YBaHHJ 13 3a3HAUCHHSIM y pa3i MOTpeOU HaliMeHyBaHHs NOCaU 1i€l 0COOH.

55. Bi3za npocTaBis€eThCs Ha JIMLBOBOMY a00 B pa3i, KOJIU MICIIS Ha JIMIOBOMY OOILll OCTAaHHBOTO
apKylia HEIOCTaTHhO, Ha 3BOPOTHOMY OOIll OCTAHHBOTO apKylla MPOEKTY IOKyMeHTa. Bi3u
IPOCTABJISIOTHCS Ha MANEPOBUX MPUMIPHUKAX TOKYMEHTIB, 10 CTBOPIOIOTHCS Y pa3i HAsBHOCTI
mijIcTaB, SIKi BU3HAIOTHCS OOIPYHTOBAaHMMU IS CTBOPEHHS yCTAaHOBOIO JOKYMEHTIB Y ManepoBii
dopmi, Ta 3anumarotses B PATY.

56. 3ayBaxxeHHS 1 MPOIO3UIIIT 10 MPOEKTY TOKYMEHTa BUKJIAJAIOTHCA Ha OKPEMOMY apKyIIli, Ipo
10 Ha MPOEKTI POOUTHCS BIAMOBIIHA BIAMITKA:

HauanpHuk Bifiny kaapis
Jara T INIC Bmacne im’s TIPI3BUIIE
3ayBa)keHHS 1 MPONO3MLIT JOAAIOThCA.

57. Ilopsinok Bi3yBaHHS BU3HAUAETHCS 11i€r0 [HCTpyKIi€TO.

58. 3a 3MicT TOKyMEHTa, SIKUH Bi3y€ThCs KUIBKOMa 0co0aMu, Taki 0COOH BiJIIOBIIalOTh 3T1THO 3
KOMIIETEHIIICIO.

59. 30BHIIIHE TMOrOJUKEHHS MPOEKTIB JOKYMEHTIB, CTBOPEHMX Yy MamepoBiil ¢opmi,
0(OpMIISETHCS IUITXOM TPOCTABJICHHS HA HUX Tpuda MOTOKEHHS, SKHI BKIIIOYAaE B ce0e CIIOBO
“IIOI'OXKEHO”, naiimenyBaHHsI mocanu ocobu Ta PIAI'Y, 3 gKOHO TOTOMKYETHCS MPOEKT
JIOKYMEHTa, OCOOMCTHI MiAMKUC TMOCaZ0BOi OCOOU, CKpIMJIEHUN TepOOBOIO MEUAaTKOI0, BIIACHE
iM’s1, TIpi3BHUIIE 1 1aTy a00 HA3BY JAOKYMEHTA, 110 MiITBEP/UKYE MOTOIKEHHS, HOTO /1aTy 1 HOMep
(1HZIEeKC), HAPUKJIIA:

[MOI'OIXKEHO

Pexrop PAI'Y

MiAIIC Bnacue im’s ITPI3SBUILE

JlaTa
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[TOI'O/XKEHO
[TpoToxon 3acinaHHs
LlenTpanbHOi eKCrIepTHO-TIEPEBipHOT
KoMicii YkpaepxkapxiBy PiBHeHCHKOT 00macTi
Jlara Ne
60. I'pud moromKeHHs CTAaBUTHCS HYDKYE TIMKACY HA OCTaHHIM CTOPIHII MPOEKTY JOKYMEHTA.

61. V pasi Koy 3MICT TOKYMEHTa CTOCYEThCS O1IbIIE HIXK TPhOX YCTAHOB, CKJIAJIAE€THCS apKYII
MOTOJKEHHSI, IIPO 1110 POOUTHCA BIAMITKA Y TOKYMEHTI Ha Micli rpuda MoroKeHHs, HAIPUKIa;:

ApKyIll TOTOJIKEHHS 10AA€THCS.

62. Apkyml noro/xeHHs oOPMITIOETHCS Ha JIMIOBOMY Ta y pas3i MOTpeOu 3BOPOTHOMY Oolii
OJTHOTO apKyIlla 3a TAaKO (hOPMOIO:

APKVYII TIOI'OJKEHHA

Ha3Ba npoekTy qJOKymMeHTa

HaitmenyBanus nocaau TT1ITUC Binacue im’s ITPI3BULIE
JlaTa

63. 30BHIIIHE MOTOHKEHHA Y pa3i MOTpeOH, BU3HAUEHOT 3aKOHOIaBCTBOM, 3[IIHCHIOETHCS B TaKiid
nocmigoBHocti: PJII'Y oagnakoBoro piBHs Ta iHmi PJII'Y; rpomanckki opraHizariii; opranm, siki
3IHCHIOIOTH JIEpKaBHHUI KOHTPOJIb B MEBHIHM cepi; yCTAHOBU BHUILOTO PiBHSL.

CTpok MIX JaTOIO 30BHINIHHOTO TOTOHKEHHS MPOEKTY HOPMATHUBHO-TIPABOBOTO aKTa, SIKUN
MiuIrae 1ep>kaBHii peectparlii, 1 1aTOK0 IPUMHATTS TAaKOTO aKkTa He MOBUHEH MepeBuIyBaT 60
JTHIB.

Binouroxk nmeuyarku

64. Ha noxymeHTax, 110 3aCBIAYYIOTh IpaBa rPOMaJisiH 1 IOPUIUYHUX 0Ci0, Ha SKUX (IKCYEThCS
(dakT BUTpayaHHS KOIUTIB 1 MPOBEACHHS oONepaliii 3 MaTeplalbHUMH LIHHOCTSIMH, MiIIHC
1oca0Boi (BIAMOBIAATBEHOT) 0COOHM CKPIIUTIOETHCS repOooBoto neyarkoro PATIY.

[Tepenik iHIMMX AOKYMEHTIB, MIAMKUCU HA SKUX HEOOXITHO CKPIIIIIOBATH repOOBOIO MEYaTKOIO,
BU3HAUAETHCSl YHIBEPCUTETOM Ha MICTaBl HOPMATHUBHO-TIPABOBUX aKTIB Ta IPUMIPHOIO
nepestiKy J0KyMEHTIB, TiIMHCH Ha SIKUX CKPITUTIOIOTHCS TepOOBOIO MEeYaTKO0 (101aTOK 4).

65. Bigbutok meuaTku, Ha sSKii 3a3HadeHO HaiiMeHyBaHHs PJII'Y abo HOro CTpyKTypHOTO
nigpo3aity (6e3 300paxeHHs rep0a) y pasi MOTpeOH CTAaBUTHCSA Ha KOIMIAX JOKYMEHTIB Ta Ha
PO3MHOXKEHUX IMPUMIPHUKAX PO3MOPSIIUUX TOKYMEHTIB.

BinOuTok medaTku CTaBUTHCS TAaKMM YMHOM, 100 BIH OXOIUTIOBAB OCTaHHI KiJbKa JITEp
HalilMeHYBaHHA MOCaIu 0coOH, siKa Migmucaia JOKYMEHT, aje He MiAMKIC MocaaoBoi ocodu, abo
Ha OKPEMO BUALIEHOMY JJISl I[bOTO Miclii 3 BiaMiTKo0 “MIT”.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n1173
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66. Hakazom pextopa PJII'Y Bu3HauUa€eThCs MOPSAIOK BUKOPUCTAHHS, Miciie 30epiranas repooBoi
MEeYaTKy 1 1mocasoBa ocoba, BIAMOBIAambHA 3a 11 30epiraHHs, a TaKOX IEpeliK Ooci0, Miamuch
SIKMX CKPITUTFOIOTHCS TepOOBOIO IIEYATKOIO.

BiagmiTka npo 3acBiqueHHs1 HanepoBUX KOMil JOKYMEHTIB

67. YHIBEpCUTET MOXE 3aCBIqUyBaTH KOIIIl JIUILIE TUX JOKYMEHTIB, IO CTBOPIOIOTHCS B HHOMY,
KpIM BHUIIAJIKIB CTBOPEHHS MMANePOBUX KOIK EIEKTPOHHUX JTIOKYMEHTIB, 1m0 Hamidnum 10 PAIY
Yyepe3 CHUCTEMY €JIeKTPOHHOT B3a€MO/Iii OpraHiB BUKOHABYOI BJIAH (ali - CHCTEMa B3aeMO/Ii1), a
TaKOX y BUNIAJIKaX, MepeJ0aYeHIX UM ITYHKTOM.

VY pasi miaAroToBKM IOKYMEHTIB JJIsi HaJlaHHS OpraHaM CYyJIOBOI BJIAau IIiJl 4ac BUPIIICHHS
MUTaHb MIOA0 MPUHHSITTS TPOMAJISTH HA POOOTY, HABYAHHS, 3aCBITUYEHHS X TPYIOBUX, )KUTIOBUX
Ta 1HIIMX IIPaB Y B3a€EMOBIIHOCHHAX 3 YHIBEPCUTETOM, a TAaKOX I 9ac (popMyBaHHS 0COOOBUX
CHpaB NPAIiBHUKIB YHIBEPCHUTET MOXE BHUTOTOBIIATH KOIMii JOKYMEHTIB, BUJAHUX IHIIMMHU
ycTaHOBaMU (KOIIi JUTIJIOMIB, CBIZIOITB TIPO OJICPKAHHS OCBITH TOIIIO).

BinmiTka “Komis” mpocTaBiseTbesi y BEpXHBOMY MIPABOMY KYTKY MEpPIIOi CTOPIHKH TarepoBOro
JOKYMCHTA.

68. Hanuc nmpo 3acBiyeHHs MarnepoBoi KOMii JOKYMEHTa y ManepoBiil popmi CKIaIaeThes 13 CIliB
“3rimHo 3 opuriHajgoM”, HallMEHyBaHHS IMOCaJu, OCOOUCTOrO MIAMHUCY OCcOoOH, sKa 3acBiauye
KOIII0, BJIACHOTO IMEHI Ta Mpi3BUINA, JATH 3aCBIUYEHHS KOIMii Ta MPOCTABISAETHCS HUKUE
peKBi3UTY AokymeHTa “Ilinnuc”, HanpukiIanm:

3riJIHO 3 OPUTIHATIOM

Havanpauk TT1ITUC Brnacue im’s [TPI3BUILIE
3arajbHOTO BiJALTY

[ara

VY BUMaakax HaJCUIAHHS KO JOKYMEHTIB Yepe3 CHCTEMY €JIEKTPOHHOI B3a€MO/Ii1, HaJCHIIaHHS
KOMi JOKyMEHTIB KIJIbKOM ajpecaTaM (pO3CHJIKa), IHIIMX BHIAAKaX, MeperdadyeHux
IHCTpYyKLI€0 3 autoBoacTtBa PJI'Y, 3acBiaueHHs ManepoBUX KOMNIM JTIOKyMEHTa y MamnepoBiit
(dopmi 311HCHIOIOTH 3T1IHO 3 BUMoramMu [HCTpyKIii 3 A1TI0OBOJCTBA.

69. Hammiic mpo 3acBiT4eHHS TANePOBOi KOIMii CKPITUTIOETHCS MEYATKOK 13 3a3HAYCHHSM HA Hil
HaiimenyBaHHs PJII'Y (0Ge3 300paxenHs repba) abo mHeUaTKOIO CTPYKTYPHOTO MiApO3JALTY
(3araszpHOTO BifIiTY, BiAaLTy KajpiB, Tomo) PATY.

70. Ha komisix TOKYMEHTIB y marepoBiid opMi, 00 SKUX 3AIHCHIOEThCS BUIMKA, 3a3HAYA€THCS
HalilMeHYBaHHS MOCaaAu OCOOM, sIKa 3aCBIMYMIIA KOIIt0, il 0COOMCTHIl MiANuUC, AaTa 3acBiAYEHHS
Ta B1IOWTOK MEYaTKU 3arajibHOTO BTy, HAIPUKJIIA;

3riJIHO 3 OpPUTIHAIOM

HauanbHuK 3araibHOTO BiJILTy Tianuc Bnacue im’s [IPI3BUILE
B1IOWMTOK MEYATKH 3araJIbHOTO BIIILITY

arta

71. Ha xomisix BUXIJTHUX JAOKYMEHTIB, 110 3aJIMIIal0Thes y cnpaBax PIATY, moBuHHI OyTH Bi3u
10CaJ0BUX 0Ci0, 3 SKMMU BOHM TOTOJKEHI, BIANOBITHO A0 BUMOI [HCTpyKIii 3 AIOBOACTBA Y

PATY.

72. Korrist TOKyMeHTa TIOBHHHA BiJIITOBIAATH OPUTIHAITY.
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BiagMiTku npo cTBOpeHHsI, BAKOHAHHS TOKYMEHTAa

73. BimacHe iM’s1 Ta TIpi3BUINE MpaIliBHUKA, SKUH CTBOPUB JOKYMEHT, 1 HOMEp HOro CIIy’KOOBOTO
Tesne()OHy 3a3HAYAIOTHCS B HIDKHHOMY JIIBOMY KYTKY OCTaHHBOI CTOpIHKM TarnepoBOTO
JOKYMEHTa, HallPUKJIAJL:

Onena Ilerpenxo 256 23 29

74. Tlicns 3aBeprieHHsS] poOOTH 3 JOKYMEHTOM MPOCTABISIETHCS BiIMITKA MPO MOTO BUKOHAHHS.
BinmiTka mpo BUKOHAHHSI IOKyMEHTA CBITYMTH PO T€, M0 POOOTY HAJ TOKYMEHTOM 3aBEPIICHO
1 Ooro MOXHa JIOJNy4UTH 10 crpaBu. BimmiTka Moke mictutd cioBa “/lo cmpaBu”, HOMEp
CIpaBW, TOCWJIAHHS Ha JaTy 1 peecTpaliiiHuii 1HIEKC IOKYMEHTa, SKHW 3acBiI4ye HOro
BUKOHAHHS, HAallMEHYBaHHA MOCAJIHW, MIAMKC 1 AaTy. SIKIIO JOKYMEHT He MOoTpedye MUCHbMOBOI
BIJINMOBI/II, 3a3HAYAIOTHCSA KOPOTKI BIIOMOCTI MNpO BHKOHaHHA. Iligmuc 1 gaTy BiAMITKH
NPOCTABJISiE TMPALiBHUK, SKUH CTBOPHB JIOKYMEHT, a00 KEpiBHHMK CTPYKTYpPHOTO MiApO3ILTY.
3a3HaYeHU PEKBI3UT IMPOCTABISETHCS BiJ PYKH y JIIBOMY KYTKY HW)KHBOTO TOJS TEpIIOl
CTOPIHKH, HAIIPUKIIA[;

o copasu Ne 03-10 Jo copasu Ne 05-19
AbGo
JIuct-Bignosins Bix 20.05.2024 [lutaHHs BUpPINIEHO TO3UTHBHO T dYac

TeneoHHOT pO3MOBH
Ne (03-10/01/802

04.03.2024
nocaga mignuc — Bmacue im’s [IPI3BUIIE nmocana mignuc — Bumache im’s [TPI3BUILE
21.05.2024 05.03.2024

75. BigmiTka Npo HaaXO/PKEHHs ManepoBoro JokymeHta 1o PII'Y mpocraBiseTbes 3a
JIOTIOMOTO0 IlITaMIa Ha JIMIbOBOMY I0JII y NMPaBOMY KYTKY HIMKHBOTO IOJISI IIEPIIOTO apKylla
OpuriHally J1oKyMeHTa. EnemMeHnTamMu 3a3Ha4eHOro peKkBi3UTy € ckopoueHe HaliMeHyBaHHs P/II'Y
- o/lep)KyBaua JIOKyMEHTa, peecTpaliifHuil iHJekc, nara (y pasi moTpedu rofuHa i XBUIMHHU)
HA/IXO/DKEHHS IOKYMEHTA.

SIKI10 KOpECHOH/IEHIIIsl HE PO3KPHBAETHCS BIMOBITHO 10 MyHKTY 143 i€l [HeTpykii, BiamMiTKa
PO HAJXOJDKEHHS JOKYMEHTA MPOCTABISIETHCS HA KOHBEPTAX (YIIaKyBaHHSIX).

VY pasi HaaxoJKEHHS 30pOLIypOBaHMX JTOKYMEHTIB Pa3oM 13 CYHNpPOBIJHUM JIMCTOM BIAMITKA
CTaBUTHCS HA CYMPOBITHOMY JIMCTI.

3anuc npo aepkaBHy peecTpaiiio

76. 3amuc Tpo JIepKaBHY PEECTPAIli0o POOUTHCS MO0 HOPMATHUBHO-TIPABOBUX aKTiB YCTAHOB,
BKJIIIOYEHUX J0 €IUHOTO JepKaBHOTO pPEECTPy HOPMATHBHO-NIPABOBUX akTiB. Jlo Haka3iB
(po3nopsKeHb, IMOCTAHOB, pIlIEHb) HOPMATHBHO-TIPABOBOTO XapakTepy HE BKIIOYAIOTHCS
CTPYKTYpPHI OJMHHMI, SKHUMH 3aTBEPKYIOTHCS, 3MIHIOIOTHCS ab0 BH3HAIOTHCS TAaKUMH, MIO
BTPaTWJIM YWHHICTh, JIOKYMEHTH, SIKI JepXaBHIH peecTpauii He NiAJIATaloTh, KpiM HakasiB
(pO3MOpSIKEHb, TOCTAHOB, PillIeHb) MPO 3aTBEP/PKEHHS (HOPM 3BITHOCTI Ta IHCTPYKLIN MO0 iX
3aIOBHEHHSI.
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VY pasi mogaHHS HOPMATHUBHO-TIPABOBOTO aKTa Ha JIEP)KaBHY PEECTPAIliI0 B €IIEKTPOHHIN (GopMi
3amuc Mpo JEPKaBHY PEECTPAIiI0 BHOCUTHCS A0 PEECTPAIifHO-MOHITOPHHTOBOI KapTKH, Ta
MOXE Yy pa3l moTpeOu OyTH Bi3yalli30BaHUHM 3ac00aMHU CHUCTEMH €JIIEKTPOHHOTO J1JIOBOJICTBA T[T
qac Bizyasizauii JOKyMeHTa.

CruajieHHs J1esIKUX BUAIB JOKYMEHTIB
Haxa3u (po3nopsiiskeHHs)

77. Haka3u (pO3MOpSIKEHHS) BHWAAIOTHCSA SK PIMIEHHS OPraHi3aliiHO-PO3NOPSAIIOr0 Yd
HOPMATHBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIPaBIIHCHKOI Jii Haka3W BUAAIOTHCSI 3
ocHOBHOI nmisutbHOCTI PJII'Y, anmMiHICTpaTUBHO-TOCTIONAPCHKHUX a00 KaJAPOBUX MTUTAHb.

78. IIpoexTn Haka3iB (PO3MOPSAIHKEHB) 3 OCHOBHOI JIISITIBHOCTI, aIMIHICTPATHBHO-TOCTIOIAPCHKHUX
NUTAaHb TOTYIOTHCS 1 MOJAIOTHCS CTPYKTYPHUMH IiIPO3IiIaMu 32 AOpy4eHHsM KepiBHuka PIATY
4y 3a BJIACHOIO 1HIIaTUBOIO.

[TpoexTy HakaziB (PO3NOPSKEHB) 3 KaAPOBUX MUTaHb (0COOOBOIO CKiIany) (Ipo MPUHHSATTS Ha
poOoTY, 3BUIbHEHHSI, HAIAaHHS BIAMYCTKU, BIAPSHKEHHS TOIIO) TOTY€E BiIALI KaApiB Ha MiAcCTaBi
pimenb (Bka3iBok) pektopa PJI'Y opranizaniiHO-po3MOpSI40ro Y HOPMATHBHO-TIPABOBOTO
XapakTepy, JOMOBIIHUX 3alHUCOK KEPIBHUKIB CTPYKTYPHHX MiAPO3IAUTIB, KOHKYPCHHX
JOKYMEHTIB (IIPOTOKOJIB Ta pIlleHb aTecTamiiHoi YW 1HmOi Komicii), 3asB MpaliBHUKIB,
TPYJAOBHX JOTOBOPIB Ta IHIIUX JOKYMEHTIB.

79. IIpoekTu Haka3iB (PO3MOPSIKEHB) 3 OCHOBHOI JISLTIBHOCTI, aIMIHICTPATUBHO-TOCIIOIAPCHKHUX
NUTaHb y pasi iX MiArOTOBKM y HarepoBiid (popMi Ta JOAATKU J0 HUX Bi3YIOTHCS MPAIiBHUKOM,
KUl CTBOPUB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO MiJIPO3JiTy, B SKOMY HOTO CTBOPEHO,
MOCaZIOBUMH 0co0aMH, sIKi BH3HA4YEHI y TPOEKTI JOKyMEHTa SK BHUKOHABI 3aBIaHb, MIO
MICTSITBCS. B HOMY, YIOBHOBa)KEHOIO OCOOOI0 3 MUTaHb 3al00iraHHs Ta BUSBJICHHS KOPYIIIIi,
IHITUMHU TTOCAJIOBUMHU 0CO0aMHU, SIKHMX CTOCY€EThCS IOKYMEHT.

[TpoexkTn Haka3iB (PO3MOPSIKEHb) 3 KAAPOBUX MUTaHb (OCOOOBOTO CKJIaay) Bi3yHOThCS
MPaliBHUKOM BIJUIUTY KaJIpiB, SIKUH CTBOPHUB JOKYMEHT, Ta HOTO KEPIBHUKOM, a TaKOX 3aJI€KHO
BiJl BHJIIB HaKa3iB YIMOBHOBAXEHOIO 0CO00I0 3 MUTaHb 3amoOiraHHs Ta BUSBIEHHS KOPYIIIIi,
Oyxrairepii, IHIIMMHU [TOCATOBUMHU 0CO0aMHU, SIKUX CTOCYETHCS TOKYMEHT.

Y pa3si HeoOXiAHOCTI TPOBENEHHS OLIHKK 3MICTYy Ta JOLUIBHOCTI BHJAHHA Hakazy
(PO3MOPSIKEHHs) 3IHCHIOETBCS 30BHILIHE TOTOKEHHS MPOEKTY JOKYMEHTa 3 1HIIUMH
3alHTEpECOBAHUMH YCTAHOBaMHU.

80. YTOBHOBa)XE€HOIO 0CO0O0I0 FOPHINYHOTO BiJITy OOOB’S3KOBO Bi3yIOTHCS NMPOEKTH HAKa3iB
HOPMAaTHBHO-IIPABOBOI'0 XapaKkTepy, a TAKOXK HAKa3M 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIany).

81. SIxkmo B mporieci MOTOKEHHSI IO MPOEKTY Hakasy (PO3MOPSHKEHHS) BHOCSITHCS 3MiHH, BiH
HiJIsrae MOBTOPHOMY HOT'O/PKEHHIO (B13yBaHHIO).

82. Haka3zu (po3nopskeHHs ) miAnucyoThest pektopoM PIII'Y abo mpopekTopoMm 3 MHUTaHb, 10
HaJeXkaThb JI0 MOro KommeTeHuii. Y pa3i BIJACYTHOCTI BIAMOBIIHOTO KEpiBHUKA HakKasu
(po3mopsKeHHS ) T AMHCYIOTHCS TT0CaOBOI0 0CO00T0, sIKa BUKOHYE HOro 000B’SI3KH.

83. Haxka3 (po3mnopskeHHs) oQOpMITIOETbC Ha OJIaHKY Hakazy (pO3MOpsIKEeHHS) (I0JaTOK
5,6). 3micT Haka3y (PO3MOPSHKEHHS) KOPOTKO BHUKJIATAETHCSA B 3ar0JOBKY, KM MOYMHAETHCS 3
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npuiiMennuka “TIpo” 1 ckmagaerbcss 3a momomororo BijmiecmiBHoro imenHuka (“TIpo
3arBepkeHHs...”, “IIpo BBenenHs...”, “IIpo cTtBopenHs...”) abo imennuka (“Ilpo mizcymkw...”,
“IIpo 3axomu...”).

84. TekcT Hakazy (pO3MOPSKEHHS ) 3 TUTaHb OCHOBHOI AisutbHOCTI P/IIY Ta amMiHicTpaTuBHO-
TOCIIOIAPCHKUX MUTAHb CKIIAAETHCS 3 TPeaMOyITu 1 pO3MOPs 40l YACTUHHU.

85. Y mpeam0Oyii 3a3Ha4aroThCs MifcTaBa, OOTPYHTYBaHHS a00 MeTa BUAAHHS Haka3y. 3a3HaueHa
YacTHHA MOYMHAETHCS 13 ciiB “Ha BukoHaHHS”, “3 MeTOW” TOMIO. SIKIIO TOKYMEHT BUAAETHCS
Ha IIJICTaBl IHIIOTO PO3MOPSAYOTO JTOKYMEHTA, y KOHCTaTyr4ili wyacTuHi (mpeamOyiii)
3a3HAYAETHCS TTOCUTIAHHS HA BiJIMOBITHUIA TOKYMEHT.

Posnopsimua vactuHa Haka3y moumHaeThesi 31 cnoBa «HAKA3YIO», a posnopsmkeHHS
- «30BOB’A3VYIO» micnst sIKOro CTaBUTHCS JIBOKpAIIKa.

86. Posnopsimya yacTHA MOAUIAETHCS HA MYHKTH 1 MiANYHKTH, SKI HYMEPYIOThCS apaOChKUMH
mippamu. Y KOXKHOMY IIyHKTI TMOBMHHI OyTH 3a3HauyeHi OpraHi3aliifHO-posmopsada mis
(3aTBepKeHHsSI a00 BBEJCHHS B [0 1HCTPYKIi, MOJOXKEHHS TOII0) a00 KOHKpETHE 3aBIaHHS
(Topy4eHHs) i3 CTPOKOM HOTO BHKOHAHHS Ta CTPYKTYPHI MiAPO3AITM - HOro BHUKOHABIIL,
HaTpUKIaI;

BIJUIUTY KaJIpiB;

KEpiBHUKAM CTPYKTYPHHUX ITiIPO3IiIIB;

nexaHaMm (akKyJbTeTiB.

87. HexonkpetHi (“mpuckoputu’”, “mofinmuTu’, “akTUBi3yBaTH’, “3BEpPHYTH yBary’ TOIIO) Ta
HEKOHTPOJIbHI (“ITOBeCTH 10 Bigoma”, “O3HAMOMUTH” TOINO) JOPY4YEHHS B Haka3ax He
3aCTOCOBYIOTHCSI.

88. Ilicns HaOpaHHS YMHHOCTI HaKa30M (PO3MOPSHKEHHSAM) BHECEHHS 3MiH 10 HbOT'O, BU3HAHHS
HOro TakuM, IO BTPATUB YHHHICTH, YU HOTO CKACyBaHHS 3/IHCHIOETHCS JIMIIE MIJISIXOM BUIaHHS

HOBOT'O HaKa3y (PO3MOPSKEHH).

89. Haka3 (po3moOpsKEeHHs), SIKHM BHOCSATBCS 3MiHH, O(OPMITIOETHCS 3 YpaxyBaHHIM TaKHX
BHMOT:

1) 3aronoBOK Haka3y MOYMHAETHCSA 13 ciiB “IIpo BHECEHHs 3MiH A0 Hakasy (pO3MOpsKEHHS)...”
13 3a3HAYEHHSM JaTH, HOMEpa, Ha3BH BUIY PO3MOPSIYOrO JOKYMEHTA, O SIKOTO BHOCSATHCS
3MIHH;

2) po3nopsiiya yacTHHA HaKa3y (PO3MOPSKEHHS) TOUNHAETHCS 3 MMYHKTY:

“1. BHectu 10 Haka3y (pO3NOPSAIHKEHHS) ... Takl 3MiHU:” y pa3i BUKJIAJICHHS 3MiH Y TEKCTI
Haka3zy (po3MOopsIKEeHHS);

“1. BHectu 10 Hakazy (pO3MOPSAIHKEHHS) ... 3MIHH, 10 IOJAI0ThCS.” y pa3i BUKIAJCHHS 3MiH Y
BUTJISIZII OKPEMOTO IOKYMEHTA;

3) bopMyITIOIOTHCS 3MIHU Y BUTJISA/II TYHKTIB Ta MIJMYHKTIB PO3MOPSIIOr0 XapakTepy,
HaIpUKIA[;
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“I1. ITyHKT 2 BUKJIACTH B TaKid peAaKiii:...”;
“2. IlyHKT 3 BUKIIIOUUTH ;
13 ~ 2.

1) ab3ar npyruil myHKTY 4 JOIOBHUTH CIOBaMH...”;
“2) y miamyHKTi 2 myHKTY 7 cioBa “y pa3i moTpedu’” 3aMiHUTH CIIOBOM ‘“‘BUMAaraeTbcs’;
90. YV pasi BunaHHs Haka3y (pO3MOPSHKEHHS) PO BU3HAHHS TaKUM, 10 BTPATUB YMHHICTb, 200
CKaCyBaHHS IHILOIO HakKa3zy, y pO3NOpAqYId 4YacTHHI 3a3HAYAE€THCS IyHKT, SKUH IOBHHEH

NOYMHATUCS 13 ciiB “Bu3HaTu TakuMm, IO BTPATHB YWHHICTH,...” abo “CkacyBaru
BIJIIIOBITHO.

2

He mignsraroTs BU3HaHHIO TaKUMH, [0 BTPATHIN YHHHICTH, CTPYKTYPHI OJAMHUIII HOPMAaTHBHO-
IPaBOBOTO aKTa, 3aTBEPHKEHOTO PO3MOPAIIUM JOKYMEHTOM, Ta JOAATKIB 10 HBOTO.

91. KouTposnp 3a BUKOHAHHSIM 3aBAaHb (JOpPY4eHb), 3a3HAYCHHX Y Haka3i (pO3MOPSIKEHHI),
MOKJIAJTAETHCS HA MPAIIBHUKA, IKHH CTBOPUB JJOKYMEHT.

92. Jlyst 03HAaHOMIICHHS 3 HAaKa30M (pO3MOPSHKCHHSIM) YKJIaad TOTY€E Ta TMOJAE HA PEECTPALII0
pa3oM 3 MiANMUCAaHUM PO3MOPSIYMM JIOKYMEHTOM TEPETiK CTPYKTYPHHUX MiAPO3ALTiB, TOCATOBUX
0ci0, AKux Tpeba 03HAHOMHUTH 13 IIMM JOKYMEHTOM.

93. Haka3zm (posmopsymkeHHs) 3 KaApoBUX MNUTaHb (0COOOBOTO CKiIany) O(QOpMIIIOIOTHCS Y
BUTJISIAI 1HAMBIMYaNbHUX 1 3BEEHMX HakasiB (pO3MOpPSUKEHb). B iHOMBiAyaJbHUX HaKa3ax
(pO3MOPSAKEHHSIX) MICTHTBCS 1HQOpMAIlis TpO OJHOTO TpaliBHHKA (CHiIBpOOITHHKA), Y
3BEIEHUX - NP0 KIUIBKOX HE3AJIEKHO BIJ TOro, SKi YIPABIIHCHKI pIMIEHHS HIOAO HUX
npuiMaroThest (MPUAHSTTS Ha POOOTY, MPU3HAYCHHS HA MOCay, IEPEBECHHS Ha 1HIIY MOCaay
(po6oTy), 3BUTHHEHHSI TOIIIO).

94. 3micT iHAMBIAYaTFHOTO HaKa3y (PO3MOPSHKEHHS) 3 KaJAPOBUX NMHUTaHb (OCOOOBOTO CKIIAIY)
CTHCJIO BUKJIAJIA€THCS B 3ar0JIOBKY, SIKMI MOYMHAETHCS 3 npuiiMeHHuka “IIpo” 1 ckiiagaeTses 3a
JIOTIOMOTOFO BIJITIECTIBHOTO iIMEHHMKA, Hanpukiaa: “Tlpo mpusnauenus... <, “IIpo npuitHATTS...”.
VY 3BeneHMX Hakazax (pO3MOPS/KEHHAX) MOXE 3aCTOCOBYBATHCS Y3arajlbHEHMH 3arojioBOK,
Hanpukian: “Tlpo xkaaposi nutanus”, “IIpo ocoboBuii cknan’.

95. V TekcTi Haka3iB (pO3MOpPSIKEHB) 3 KaJAPOBUX MHUTaHb (0COOOBOTO CKIaLy), SIK MPABHIIO,
KOHCTaTylo4ya 4yacTuHa (mpeamOyiia) HE 3a3HAYa€ThCs, KPIM BMUIIAJKIB IPHU3HAUYEHHS Ha MOcaay
abo 3BUIBHEHHS 3 IOCaJM KEpiBHUX MpAaliBHUKIB OpPraHOM BHILOTO PiBHA ab0 3a 1HIIOH
mpolenyporo. Y TakoMy pa3l B KOHCTaTyrO4il 4acTHHI (mpeaMOyIil) HaBOJIUTHCS MOCUIaHHS Ha
BIJIMIOBITHUI HOPMAaTHBHO-TIPABOBMI aKT OpraHy BMIIOTO PIiBHSA y TaKii MOCHIJOBHOCTI: BH]
aKTa, yCTaHOBA - aBTOP, JlaTa, HOMEp, TIOBHA Ha3Ba.

96. Posmopsiqua yacthHa Hakazy (PO3MOPSHKEHHS) 3 KaIpOBUX INMHUTaHb (OCOOOBOTO CKIIAIY)
TIOYMHAETECS, SIK TIPAaBUIIO, 3 Jiecnosa y dopwmi indinitusy “TIPUMHATA”, “TIPUSHAUNUTHA”
“TIEPEBECTU”, “3BUIBHUTHW”, “BIAPAJUTI”, “HAOATHN”, “OT'OJIOCUTU” Tomo. Hdami
3a3HAYalOThCs BEJMKUMM JIITEpaMM IpPi3BUILE MpPaAIliBHUKA, Ha SKOT'O MOUIMPIOETHCA JIisl HaKas3y
(po3nOpSAKEHHS ), 1 MAJIUMU - HOTO BJIACHE 1M s Ta TEKCT HaKazy.

VY KOXXHOMY IyHKTI Haka3y (pO3MOpsJKEHHs) 3 KaJpOBUX MHUTAHb 3a3HAYAE€THCS MiACTaBa JIJIs
HOT0 BUJIaHHS.
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[Tlim wac o3HaliOMJICHHS 3 Haka30oM (PO3MOPSIKEHHSIM) 3rajaHUMH y HBOMY oOco0aMu Ha
HepuioMy OPUMIPHMKY Haka3dy 4M Ha CHELiaIbHOMY OJIaHKY NpOCTaBISIIOTbCA MIAMUCH 13
3a3HAYCHHSAM JIaTH O3HAHOMIICHHS.

VY nHakasi (po3mopsHKeHH]) Mpo Mpru3HavYeHHS a00 3BUIBHEHHS MpalliBHUKA 3a3HAYAETHCS TTOBHA
nara (4ucio, Micsib, pik) GaKTHYHOTO BUXOAY MpaliBHUKA Ha POOOTY (MPUIMHHEHHS TPYAOBUX
BIJIHOCHH), PO3MIpH HOTO MOCAJ0BOr0 OKJIAaIy BIAIMOBIIHO A0 IITATHOTO PO3MHKCY, HAAOABOK Ta
JIOTLIAT.

97. V 3BemeHux Hakazax (pO3MOPSDKEHHSX) 3 KaJIpPOBUX MHTaHb (0COOOBOTO CKIIATy) 0
PO3MOPATIOT YACTUHHU BKIIOYAETHCS 1H(GOpPMAIIis, IO PO3MILIYEThCA Yy TaKiil MOCHITOBHOCTI:
NPUAHATTSA Ha poOoTy (cyx0y), mepeBeeHHs, 3BUIbHEHHS. [Ipy 1IbOMY 10 OJTHOTO 3BEIECHOTO
HaKa3y HE MOKe BKIIIOYaTuCs iH(opmallis, sKa 3TiAHO i3 3aKOHOJABCTBOM Ma€ Pi3HI CTPOKHU
30epiraHHs.

VY 3BeaeHUX Hakazax (PO3MOPSAKEHHSX) MPi3BHINA OCI0 Yy MeKax IMyHKTIB PO3MIIIYIOTHCS 3a
andapiToM.

98. CrinbHuI Haka3 (PO3MOPSAIKEHHS) YCTAHOB OIHOTO pPiBHS O(OPMIIIOETHCS HA YUCTHX
apkymrax manepy ¢opmary A4 (210 x 297 minimerpiB). Hdepxauuii ['epd Ykpaiaum mig vac
oopmileHHS TakMX Hakas3iB HE BIATBOPIOEThCS. HaliMeHyBaHHS YCTQHOB PO3MILIYIOThCS Ha
OIHOMY piBHI, a Ha3Ba BHIY JOKyMEHTa - T1ocepeauHi. Jlata CHOUIBHOTO Hakazy
(po3nOps/UKEHHSI) TOBMHHA OYTH €IMHOIO, BIANOBIAATH JaTi OCTAHHBOTO MIANHCY, a
peecTpanifHuil iIHAEKC JOKYMEHTa CKJIAJATUCs 3 PEECTPaliiHUX 1HAEKCIB, SKi MPOCTABISIOTHCS
yepe3 MpaBoOiuHy MOXWIY PUCKY B IMOCIHIJOBHOCTI MiJMUCAaHHS HAKa3y KEPIBHHUKAMHU YCTaHOB.
Posnopsimua yactuaa nounHaetbes i3 cnoBa “HAKA3YEMO” (“30BOB’A3YEMO”). Iianucu
KEepIBHUKIB YCTaHOB PO3TAlIOBYIOTHCA HIDKYE TEKCTY Ha OJHOMY pIBHI 1 CKPIIUTIOIOTHCS
repOOBUMU MEYaTKAMU IIMX YCTAHOB.

KinpkicTh NpUMIPHUKIB CHIIBHUX Hakas3iB (pO3MOpSAKEHb) MOBMHHA BIANOBIIATH KUIBKOCTI
YCTaHOB, 1110 iX BUJAIOTb.

VY pa3i KoM CHUTbHUA HOPMAaTHUBHO-TIPABOBHM akT, SIKMM MiAisArae nepkaBHIA peecTpauii,
NpUMMaeThCs Cy0’€KTaMH HOPMOTBOPEHHS, SIKI BUAAIOTh PI3HI BUJIU PO3NOPATINX JOKYMEHTIB,
KUIBKICTh PO3MOPSAYUX JOKYMEHTIB Ma€ BiJINOBIJIATH KUIBKOCTI Cy0’€KTIB HOPMOTBOPEHHS, IIPU
IIbOMY TaKi pPO3MOPsAYl JOKYMEHTH TOBMHHI MaTH OJHY JaTy, OJHAKOBHUH 3aroJioBOK Ta
OJTHAKOBY CTPYKTYPHY OJAMHHIIO 11010 3aTBEPKEHHS CIUIBHOTO HOPMATUBHO-IIPABOBOTO aKTa,
BHECEHHSI JI0 HHOTO 3MiH UM BU3HAHHS TAaKOTO aKTa TaKWM, IO BTPAaTHB YWHHICTH, & TaKOX
OJTHAKOBMM 3MICT HOPMAaTHUBHO-IIPAaBOBOI'O aKTa, SKUH IIMM PpO3MOPSIYMM JTOKYMEHTOM
3aTBEPAKEHO.

99. Hakazu (po3mopsiKeHHs) HyMEpYIOThCS Y MOPSAIKY 1X BUAAHHA Y MeXaxX KalleHAapHOTO
pOKy; Haka3u (PO3MOPSAKEHHS) 3 OCHOBHOI [ISJIBHOCTI, aAMIHICTPaTUBHO-TOCIOAAPCHKUX
MUTaHb Ta 3 KaJ[POBUX MUTAaHb (0COOOBOTO CKJIa/y) MalOTh OKPEMY MOPSIKOBY HyMepallito.

100. Komii Haka3iB (po3MOPSIKEHB) 3aCBIMIYIOTHCS 3aralbHAM BiIIIJIOM YH BiATIIOM KaapiB 1
HAJCUJIAIOTBCA  3alHTEPECOBAHUM  MIAPO3JUIaM, MOCAJOBUM oco0aM, MpaliBHUKAM Y
eJIEKTPOHHIH popmi
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IIporokosun

101. ¥V npotokonax ¢ikcyeTbes iHGOpMaris mpo XiJ BeAeHHs 3acigaHb, npuiHATTS B PIATIY
pillleHb KOMICiSIMH, KOJICTiSIMH, JOPaIuYuMHU OpraHamu, poOoynMu rpymamu Tomo. IIpoTokoin
CKJIQJIA€THCS Ha I1JICTaB1 3aIUCIB, 3pO0JICHHX O€3MOCePeTHBO 111 Yac 3aci/iaHb, MOJAaHUX TEKCTIB
Ta Te3 JOMOBIICH 1 BUCTYIIIB, TOBIOK, TPOEKTIB PIIIICHH TOIIIO.

102. IIpoTokoJIM MOXYTh CKIAAATHCS B MTOBHIM a00 CTUCTIH dopmi. Y MPOTOKOJIAX, CKIAJACHUX Y
cTHCHii popMi, PIKCYIOTHCS JINIIE TPUHHATI pilIeHHs 0e3 X0ay 0OrOBOPEHHS ITUTaHb.

103. IIporokon ohOPMIIOETHCS HA YHCTOMY apkymn mamepy ¢opmary A4 (210 x 297
MUJTIMETPIB) 3 MO3/I0BXKHIM PO3TaIllyBaHHSIM PEKBI3UTIB.

104. [TaToro mpOTOKOJY € AaTa MPOBEJACHHS 3acCiTaHHS.

105. Homep (iHAEKC) MPOTOKOTY MOBUHEH BIAMOBIIATH TOPSIKOBOMY HOMEpY 3aciIaHHS.
HymMmepaltiss mpOTOKOIIB BEIEThCS B MEXaX KaJCHIAPHOTO POKY OKPEMO 32 KOXKHOK TIPYIIOH
MIPOTOKOJIIB 3aCiTaHHs BIAMOBIIHOT KOMICi1, KOJIETii, JOpadoro oprany, pooo4oi rpymnu ToIio.

106. VYV peksi3uTi “micue 3acimaHHS® 3a3HAYA€THCS Ha3Ba HACENCHOTO ITYHKTY, B SKOMY
BiI0YJI0CS 3aciaHHS.

107. KopoTkwmii 3MiCT 10 TEKCTy NMPOTOKOJY MOBHUHEH BimoOpaskaTH BHI 3acigaHHs (Hapaja,
300pu, KOH(EpEHIlis TOI0) ad0 KOJIETiaJbHOI JiSILHOCTI (KOMICisd, paja, KOJETis, JOopamaduit
opraH, podoya rpyrma ToIo) i BKIIOUYaTH Ha3BY BHy JOKYMEHTA.

108. TekcT MPOTOKOITY CKIIAIAETHCS 3 BCTYITHOI Ta OCHOBHOT YaCTHH.

109. V BcTynHii 9YacTUHI NMPOTOKOJIY 3a3HAYAIOTHCS MPI3BHINA Ta BIAcHE IM’S TOJOBH abo
TOJIOBYIOYOTO, CEKpETaps, 3alpOLICHUX, a TAKOXX NPUCYTHIX 0Ci0.

VY cnucKy NpuCyTHIX 3a3Ha4ar0ThCs B al(paBiTHOMY MOPSIIKY CIIOYATKY MPI3BUILA TA BJIacHE 1M s
HPUCYTHIX TOCTIMHUX YJIEHIB KOJIET1aJbHOTO OpraHy, MOTIM - 3allpOIIEHUX OCi0 13 3a3HaYCHHSIM
nocaj Ta y pa3l norpeOu HaliMEeHyBaHHS yCTaHOB. SIKIIO KUIBKICTh MPHUCYTHIX HepeBuIlye 15
0ci0, 3a3HayaeThCs IX 3arajibHa KUIBKICTh 3 IOCHJIAHHAM Ha CIHHMCOK, IIO JOJA€ThCS M0
IPOTOKOJLY.

Berynna wacTrHa BKITFOUAE TOPSAOK JCHHUH - TEpeNIiK MUTaHb, 3aIUIAHOBAHUX JI0 PO3TIISAY Ha
3aciJlaHHi, M0 PO3MillleH] y MOPAAKY iX 3HAUyNIOCTI 13 3a3HAYEHHSM JOMOBiJaya 3 KOXHOTO
nuTaHHs. [TopsaoK NeHHNH TaeThCsl HAPUKIHI BCTYITHOT YaCTHHU.

Crnosa “Ilopsimok AeHHUN APYKYIOTHCS BiJl MEKI JIIBOTO TOJISA, TICISI HUX CTABUTHCS JBOKpAIKa.
KoxxHe mutaHHs HyMepyeTbcs apaOCbKUMM IU(paMu 1 JpyKyeThcs 3 ab3amy. dopmyBaHHS
MIATaHb y MOPAAKY AEHHOMY ITIOYMHAETHCS 3 MpuitMeHHuKa “IIpo”.

110. OcHoBHA YacTHHA MPOTOKOJY CKJIATAETHCS 3 PO3JLIIB, SIKI MOBUHHI BiAMOBIIaTH MYHKTaM
NOpSAKY JAeHHoro. Po3minu HymepyroTbes apabcbkumu Iudpamu 1 OyAylOTbcs 3a TaKOIO
cxemoro: CJIYXAIJIN - BUCTYIIUJIN - BUPIIIWIIN (Y XBAJINJIN, ITIOCTAHOBUJIN).

3a3HayeHi cJ0Ba JAPYKYIOTHCS BEJIMKUMHU JiTepaMu 0e3 BiACTYMy BiJl Mexi JiBoro mois. [licms
CJIiB CTAaBUTHCS JABOKpAIIKA.



21

111. TIlicns cmoBa “CJIYXAJIM” 3a3HauaeTbCs TEKCT BHUCTYIY OCHOBHOTO JOTOBijauya.
[pi3Buie Ta BiacHe iM’sl KOKHOTO JIOTOBigaya JAPYKYIOTHCS 3 HOBOTO psAnaka. TeKcT BUCTYILY
BHUKJIQJIAE€THCS Y TPETi 0c001 OTHUHHU.

112. Tekctu abo Te3u MOMOBIAI Ta BUCTYIIB, 0OPMIICHI SK OKpeMi JOKYMEHTH, JO TEKCTY
IPOTOKOJIY HE BKJIIOUAOThCs. [licist BitoMocTel mpo 0MoBiAaya CTaBUThCS THPE 1 3a3HAYAETHCS
“TexkcT 1OMOBiAl (BUCTYITY) TOAAETHCS 10 TPOTOKOIY .

113. Iicna cnoBa “BUCTYIINJIN” }ikCyrOTbCS BHCTYNU THX OCiO, IO B3sUJIM y4acTh B
00roBOpeHHI A01O0BIIl. BUCTymH opOpMITIOIOTECS Y TPOTOKOJI 13 3a3HAYCHHSIM HalMEHYBaHHS
10CaJ, MPi3BHUINA Ta BIACHOTO IMEHI MPOMOBIIIB Y HA3UBHOMY BiJIMIHKY, a TAKOX 3 BUKJIAJICHHSIM
3MICTYy TUTaHHS Ta BIAMOBIACH HAa HHOTO. 3MICT BHUCTYIIB BUKIIQJIA€ThCS Bl TPEThOi 0COOHU
OJIHUHH.

114. TIlicns cnoBa “BUPHIMIIN” (“YXBAJIMJIN”, “IIOCTAHOBWJIN”) @dikcyeThes
OpUNHATE PIIIEHHS 3 PO3IJISHYTOrO HUTAHHSA NOPSAKY JAeHHOoro. PimeHHs mnoBuHHE OyTH
KOHKPETHHUM 1 BKJIFOYATH CKJIAJOBI, IO BiAMOBIIAIOTH HAa TaKi MUTAHHS: KOMY, IO 3pOOHTH 1 B
SIKUW CTPOK.

PimenHs, mo MiCTATh KiJIbKa MHUTaHb, MOIUISIOTh HA IYHKTH 1 MAMYHKTH, SIKI HYMEPYIOTHCS
apa0cekumu nudpamu. [liIMyHKTH HyMEpYIOThCs UppamMu 3 T1yKKO0.

115. V pa3i xonu Ha 3acilaHHl MPUIMAEThCS PIIICHHS MPO 3aTBEPKCHHS TOKYMEHTA, SKHii
00roBOpIOBaBCSl Ha 3acifiaHHi, e JOKYMEHT IOIA€ThCS /0 MPOTOKONY i B HbOMY POOUTHCS
MOCUJIAaHHS HA HOMEp 1 IaTy MPOTOKOIY. 32 HAsIBHOCTI 1HIIUX JOKYMEHTIB, 110 PO3TJISAATUCS Ha
3acigaHHi Ta (pakT oOroBOpEeHHS SKHX 3a(iKCOBAHO y TEKCTI MPOTOKOIY, BOHH HYMEPYIOTHCS
apadcekumu uppamu (Hogarok 1, lonatok 2). YV BiANOBIZHUX MyHKTaX MPOTOKOIY POOHUTHCS
MOCHJIAHHS Ha IIi JTOJIaTKH.

Peksizur “BinMmiTka po HasBHICTh AOJATKIB HANPUKIHII TEKCTY MPOTOKOIY HE 3a3HAYA€THCS.
116. [IpoTokoia MiAIUCY€ETHCS TOJOBYIOYMM Ha 3aciJlaHH1 KOJIETiaIbHOTO OPraHy Ta CEKpeTapeM.

117. TlamepoBi Komii MPOTOKOJNIB a00 BUTATM 3 HUX 3aCBIAYYIOTHCS MEUATKOIO 3arajbHOro
BIIUTY 1 HAJCWJIAIOTBCA y pa3l MOTpeOM 3alHTEPECOBAHUM YCTaHOBAaM, MOCATOBUM ocolam,
npaniBHuKaM. CIMCOK pO3CHIIKU CKIIAJIa€ 1 MAMUCYE CEKpeTap.

Cayx00Bi 1uCTH

118. CnyxO00Bi JHCTH CKIAJAIOTHCS 3 METOI0 OOMiHY iH(OpMAIi€l0 MK YHIBEPCHTETOM SIK
BIJITIOBI/Ii HA BUKOHAHHS 3aBJlaHb, BU3HAUEHUX B aKTaX OPraHiB JIeP>KaBHOI BIAJH, JTOPYUEHHSAX
BUIIMX TOCAJ0OBUX 0Ci0, Ha 3amMuTH, 3BEPHEHHS, a TaKOXX KopecmnoHeHII0 BepxoBHoi Pamu
VkpaiHM, Ha BHMKOHAHHS JOpPYY€Hb YCTAHOB BHILOTO pIBHS, Ha 3alMTH IHIIMX YCTaHOB,
3BEpHEHHS TPOMa/IsiH, 3alIUTH Ha 1H(OpPMALlil0, a TAKOXK SK 1HILIATUBHI Ta CYIPOB1JIHI JHUCTH.

119. V pa3i HasIBHOCTI TijAcTaB, SKi BHU3HAIOTHCS OOTPYHTOBAHWMH IJIi CTBOPEHHS
YHIBEPCUTETOM JIOKYMEHTIB Yy MarnepoBiii Gpopmi, cayk00BHil THCT 0(OPMITIOETHCS Y TanepoBii
dbopMi Ha crienianbHOMY Ui JIUCTIB OnaHky gopmaty A4 (210 x 297 minimerpiB). ko TekcT
JUCTa HE TepEeBUINYE CEMHU pSAJKIB, BUKOPHCTOBYETbcs OnaHk Qopmary AS (210 x 148
MUTIMETPIB).
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120. JIuct Mae Taki peKBI3UTH: JlaTa, pEECTPAIINHUN 1HACKC, MOCUIaHHS Ha JOKYMEHT, Ha SKUH
TAEThCSl BIATOBIZb, aapecaT, 3aroJIOBOK JO TEKCTY, TEKCT (OCHOBHHM PEKBI3UT CIYKOOBOTO
aucTta) Ta ocobucte 3BepTaHHs (y pas3i morpedu), BiAMITKA MPO HASBHICTH J0JATKIB (y pasi
noTpedu), MiANUC, BiIMITKA PO BUKOHABIIS.

121. JTaroro yucTa € qaTa peectpariii BUXiTHOT KOPECTIOHICHITIT y 3aralbHOMY BiIJIiIi.
122. SIx nmpaBui10, y JIUCTI MOPYUTYETHCS OJTHE TUTAHHS.

123. TekcT aucTa BUKIAAAE€THCS BiJl MEPIIOi 0COOM MHOXXUHHU 3 BUKOPUCTAHHSM CIIB: “TIPOCUMO
MOBIIOMUTH...” “p03’ACHIOEMO, 1I10...”, 200 BT TPETHOi OCOOM OJHUHH - “peKTOpaT iHPOPMYE...”,
“KOMICIis BBayKa€ 3a OOLIJIbHE .

124. Cnyx00BiI JMCTH WiANUCYIOTHCA BIAMOBITHO 10 I1HCTPYKIi 3 nimoBoactBa PJIY.
['epOOBOIO MEYATKOO 3aCBIAUYIOTHCS JIUIIIE TAPAHTINHHI JIUCTH.

125. Cnyx60Buii nucT y mamnepoBiii ¢opMmi Bi3ye aBTOp JOKYMEHTa, KEPIBHUK CTPYKTYpHOIO
nigpo3ainy PAI'Y, B sikomy HOro CTBOpeHO, y pa3i moTpeOH (SKIIO B JIUCTI MOPYHIYIOTHCS
BAYUIMBI Ta MPHUHIMIIOBI MHTAHHS) KEPIBHUKH 3aiHTEPECOBAHUX CTPYKTYPHUX MIAPO3ILTIB
PAI'Y, a Ttakox 3actynmHuK kepiBHuKa PJI['Y, skuii koopmuHye poOOTY CTPYKTYPHOTO
nigposaity PATY, B skoMy CTBOPEHO BiAMOBITHUI JTUCT.

JlokyMeHTH 10 3acilaHb KoJIeriajibHUX OPraHiB

126. IlinroToBka Ta 0(hOpMIICHHS TOKYMEHTIB /IO 3aCi/laHb KOJIETiaTbHUX OPTaHiB 3/1iHCHIOIOTHCS
3 METOI0 OpTaHi3alliifHOro 3a0e3MeYeH s BiATIOBITHOTO OpraHy.

127. 3aciganHs KoJIeTiaJbHUX OpraHiB MPOBOATHCSA BIATMOBIAHO 10 3aTBEPKEHUX IUIAHIB iX
poboTH Ta y pa3i moTpedu.

VYV miani poOOTH KOJETialbHOTO OpraHy 3a3HAudal0ThCsl MHUTAHHS, 1[0 TOBUHHI PO3IIISIIATUCS,
JaTa po3IUisy, MPi3BHILE, BIacHE 1M s IOTOBi1aya Ta HAMMEHYBaHHS CTPYKTYPHOTO MiAPO3ILTY
amapary KOJICTIaJIbHOTO OpraHy, KWW TOTYE JTOKYMEHTH JUIsl PO3TJISLy MMUTAHHS KOJETialbHUM
OpTraHoOM.

[IpoexkT mulaHy poOOOTH KOJIETiaJIbHOTO OpraHy CKJIAJa€eThCsl CEKpeTapeM ILbOr0 OpraHy 3
ypaxyBaHHSIM MIPONO3ULINA CTPYKTYPHUX MiAPO3ALIIB anapary LbOro OpraHy.

KepiBHMKM CTPYKTYpHUX HIAPO3ALIIB anapaTy KOJerialbHOTO OpraHy MOAar0Th JAJIs BKIIOYEHHS
JI0 TUIaHy pOOOTH KOJIETiadbHOTO OpraHy MepeNtiK MUTaHb, SKI BOHM BBAXKAIOTH 332 HEOOXITHE
PO3MIIIHYTH Ha Horo 3acifgaHHi. Jlo mepeniky J0Aa€eThCs 10BiAKa 3 OOIPYHTYBAHHSM MiACTaB JUis
BHECEHHS TUTAHHS HA PO3TIISA]] KOJIETIaTbHOTO OpTaHy.

3aTBep/KEHUI KOJETIaIbHUM OpraHoOM IilaH poOOTH JOBOJMTHCS JO BiloMa YJICHIB
KOJIET1aJIbHOTO OpraHy 1 KEepiBHHMKIB CTPYKTYPHHUX HiApo3ALIiB Horo amapary. JlomaTkoBi
MUTAHHS 70 3aTBEP/HKEHOro IJIaHy poOOTH KOJETialbHOI'O OpraHy MOXYTh OyTH BKJIIOYEHI 3a
pimeHHsM #oro ronoBu. Cekperap KOJlerialbHOro Oprany iHQOpMYye BCiX WIEHIB KOJIET1abHOTO
Oprasy Ta BiANOBIJAJIbHUX BUKOHABIIIB ITPO BHECEHI /10 TUIaHY 3MIiHH.

128. JlokyMeHTH 3 MNHTaHb, IO BHOCATHCS Ha PO3IJIAA KOJIET1aJbHOTO OpraHy, MOBHHHI
MOaBaTUCS HE IMI3HINIEe HDK 3a I'STh JHIB JI0 3aCiIaHHs, a y pa3l MPOBEJACHHS M03a4epProBOTO
3aciJaHHA - HE Mi3HiIIe HK 32 OJIUH JIeHb. 3a3HaYeHl JOKYMEHTHU MICTATh:
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JIOTIOBIHY 3aIMCKY, aIpecoBaHy KOJerialbHOMY opraHy (y pasi motpebu), B sIKiii TPyHTOBHO
BUKIIJICH] MUTAHHS 3 BUCHOBKAMH 1 TTPOTIO3UIISIMU;

MPOEKT pileHHs (PO3MOPSHKCHHS, IIOCTAHOBM) KOJICTIAJIBHOTO OpraHy, 3aBi30BaHUU
KEpIBHUKAMH 3alHTEPECOBAHMX CTPYKTYPHHUX IIIPO3AUTIB MOro amapary, Ta JOKYMEHTH [0
HBOTO (QHATITUYHI JOBIAKK, TaONWIN, JiarpaMH TOIIO), 3aBi30BaHI iX KEpiBHUKaMH, a y pasi
noTpeOH - IPOCKT HaKa3zy;

JIOBIJIKY TIPO TIOTO/IKEHHS MPOCKTY PillIeHHS (PO3MOPSIIKEHHS, TOCTAHOBH) 13 3aiHTEPECOBAHUMU
CTPYKTYpHUMHU Mifgpo3aitamu PIATI'Y Ta y pasi moTpedu iHIIMMH YCTaHOBAMU;

CITUCOK OCi0, sIKi 3ampOITYIOTHCS Ha 3aCiJIaHHs KOJIET1aIbHOTO OpraHy;
IHII JJOKYMEHTH, HEOOX1TH1 JIs1 PO3TJISALY MUTAHb.

129. JlokymeHTH, MIATOTOBJIEHI JUIsI PO3MIIALY KOJETialbHUM OpraHoM, a TakKoX OJUH
MPUMIPHUK X KOMiii, 30epiratoTbes y cekperaps KOJEeriaabHOrO Opray.

130. V pa3i mnpoBeneHHA 3aKpPUTOTO 3acCiJaHHS KOJETialbHOTO OpraHy abo 3aKpUTOro
0OTOBOPCHHSI OKPEMUX IMHUTaHb IMiATOTOBKA JOKYMEHTIB 3 BiJIITOBIAHUX MUTAHb 3IIHCHIOETHCS 3
JOTPUMAHHAM TOPSAKY poOOTH 3 JOKYMEHTaMH, IO MICTITh I1H(OpMAI0 3 OOMEKEHUM
JIOCTYTIOM.

131. 3a miAroToBKY AOKYMEHTIB JUIsl POBEACHHS 3aCi1aHb KOJIET1allbHOTO OPTraHy BiJMOBIAAIOTh
KEpIBHUKH 32i1HTEPECOBAHUX CTPYKTYPHHX ITiIPO3/ILTIB HOTO anapary.

132. Cexkperap KOJETiaJbHOTO OpraHy 3MIMCHIOE KOHTPOJb 32 CBOEYACHUM IIOJAHHSIM
JOKYMEHTIB Ha pO3IJIsA] Ta MepeBipse iX Ha HAsSBHICTh Yy MOBHOMY 00CS31 Ta MpPaBHIbHICTh
o opMIICHHS.

JIoKyMeHTH, TOoJaHi 3 MOPYIIEHHSM YCTAHOBJIEHOI'O MOPAIKY 1 CTPOKIB, JO PO3IJSAYy He
IPUIAMAIOTHCS.

133. PesymbraTté 3acimaHHS KOJICTIAILHOTO OpraHy O(OPMITIOIOTHCS MPOTOKOIOM 3TiHO 3
BUMOTaMH, 3a3HaueHuMH y myHKkTax 101-117 miei [HcTpykumii.

134. Pimenns xoneriit PAT'Y peanizyroTbcs nuigixoM BuaaHHs HakasiB P/I'Y, sxumu BoHH
BBOIATHCA B [IIO.

135. Butaru 3 mpOTOKOJNIB OQOPMITIOIOTHCS HAa YHCTOMY apKyIIi Tamepy i 3acBiIdylOThCS
MEYaTKOIO 3arajibHOro BiILTY.

JIOKyMeHTH Npo c1yK00Bi BiipAIKeHHS
136. Cry»00Bi BiIpsPKEHHS MPAIliBHUKIB TTepen0adaroThes y miadi podotu PATY.
137. Y pa3i BUHUKHEHHs TIOTpeOH y HalpaBlIeHHI MPalliBHUKA Y BIIPSIHKCHHS, HE MepeadoadeHe
wiaHoM po6otu P/II'Y, KepiBHUKOM CTPYKTYPHOTO MiApO3/ily, B SIKOMY INpAIfO€ MpPalliBHUK,

rOTyeTbCs JIOTIOBIJIHA 3aMucKa Ha BiacHe iM’s pektopa PJI'Y, B skiil 3a3HayaeTbcs mpo Te,
KYyJlU, Ha IKHH CTPOK, 3 SIKOIO METOIO BIAPS/IXKAETHCS MPAIliBHUK.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n306
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138. [lomoBigHa 3amucka pa3oM 3 IPOSKTOM HaKaszy PO BIAPSKEHHS MEPEAAEThCs aapecary, sk
IPaBUJIO, HE Mi3HIIIE HIXK 3a TPU 100U /10 MOYATKY BiIPSHKECHHS.

139. Ilicns moBepHEHHS 3 BIAPAHKEHHS MPALiBHUK BIAMOBIAHO A0 TOPSAKY, BU3HAYEHOTO
HakazoMm PJII'Y, rorye y TpuUIEHHUHA CTPOK MHUCHBMOBHHU 3BIT MPO BIAPS/DKCHHsS (BUKOHAHHS
3aBIAHH]), a TaKOX I[OJa€ 3BIT TNPO BUKOPUCTAHHS KOIITIB Yy CTPOKH, BHU3HAYEHI

3aKOHOJaBCTBOM.

3BIT PO BiApAHKEHHS (BUKOHAHHS 3aB/JIaHHs) Ta 3BIT PO BUKOPUCTAHHS KOIITIB MiAMUCYIOTHCS
MIPaIliBHUKOM, SIKAH 1epeOyBaB y BIAPSAKEHHI, Ta TIepenatoThes A0 oOyxrantepii PATY .

II1. Opramni3anist JOKyMeHTO000iry Ta BAKOHAHHS JOKYMEHTIB
Bumoru moao pamionaJsizamii J0KyMeHTO000iry
140. ToxymeHTH, CTBOpeHi y mamepoBiii ¢opmi, mpoxoasaTh i omnpaunboBytoTbes B PIAIY Ha
€IMHUX OpraHi3allifHMX Ta MPaBOBUX 3acaJax OpraHizamii JOKYMEHTOOOIry i3 JOKyMEHTaMH,
CTBOPEHUMH B CJICKTPOHHINW (QopMi, BU3HAUCHUX [HCTPYKINEO 3 MIJIOBOJCTBA B €ICKTPOHHIN
dopMi. Y pa3i HaIBHOCTI MIJCTaB, SIKI BU3HAIOTHCS OOTPYHTOBAHUMHU ISl CTBOPEHHS YCTAHOBOIO
JOKYMEHTIB y TarepoBiii ¢GopMi, 3aCTOCOBYIOTHCS 3acaad OpraHizaimii JOKyMEHTOO0Oiry,
BU3HAueHi 1€t [HeTpyKiiero.
141. EdexTuBHa oprasizaiiisi JOKyMeHTOOOIry nependayae:
MIPOXOJKCHHS JOKYMEHTIB B YCTAHOBI HAHKOPOTIIINM IIISTXOM;
CKOpPOYEHHSI KUIBKOCTI 1IHCTAHIII{ MIPOXO/HKEHHS TOKYMEHTIB (30KpeMa, I1iJ1 9ac TMOTOKEHHS);
YHUKHEHHS JTyOJIETHUX OIeparii mijgx yac poOoTH 3 TOKYMEHTAMU;
HeHTpai3alio (3I1HCHEHHS OJHOTUITHUX OMepalliif 3 JOKYMEHTaMH B OJHOMY MICIIi);
YCYHEHHS PyYHUX PYTHHHHX OIEpalliii, ki MO)KHa aBTOMaTH3yBaTH.
IIpniiMmaHHsA Ta EpBHHHE ONPALIOBAHHA JOKYMEHTIB, 10 HAAX0aATh 10 PJAI'Y
142. NocraBka gokymeHTIB 10 PJIT'Y 31iliCHIOETBCS Yepe3 CHCTEMY B3a€MOJIii, a TAKOXK MOXKE
3MIMCHIOBAaTHCS 3 BHUKOPUCTaHHSM 3ac00iB  TOIITOBOTO 3B SI3Ky, KYyp €PChKOIO  Ta
denba’erepchbKoro CIyk0010.
[TomToro Ta yepe3 Kyp’€pcbKy Cly:KOy TOCTaBISETHCS MHCbMOBA KOPECHOHJCHIS Yy pasl
HASBHOCTI MIJCTaB, SIKi BU3HAIOTHCA OOIPYHTOBAHUMU JIJISi CTBOPEHHS YCTAaHOBOIO JTIOKYMEHTIB Y
nanepoBii ¢popMi, MOMITOBI KapTKu, OaHAepoJIl, IpiOHI MAKEeTH, a TAKOXK MEePIOANYHI APYKOBaHI
BUJIAHHS.

(DCHL,Z[’GFCPCLKOIO CJIy)KGOIO JOCTaBIAETHCA CHCL[iaJ'ILHa KOpCCHOHIICHLIi}I.

143. Vci mokyMeHTH, mo HaaxoasTth a0 PJTY, mpuitMaroThCs ICHTPATi30BAHO CEKpEeTapeM
pekTopa.

[TopsiioK pO3KPUTTS KOHBEPTIB BU3HAUAETHCS IHCTPYKII€O 3 AioBozcTBa B PATY.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n18
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PexomenmoBana, creriaibHa Ta KOPECIOHICHIlIS 3 OTOJOMICHOIO IIHHICTIO MPUHUMAETHCS i
PO3MHUCKY B XKYpHAJi, peecTpi a00 MOBIJOMJICHH] PO BPYYECHHS.

144. 'V pa3i HagxomKEHHS KOPECTIOHACHIIT 3 BiAMITKOIO “TepMiHOBO” (iKCyeThCS HE JIMIIE
1arta, a i TOAWHYU Ta XBUJIMHH JOCTABKU.

JIOKyMeHTH, 10 HagiMIUIM dYepe3 CHUCTeMYy B3a€EMOJil, APYKYIOThCS Ta O(OPMIIIOIOTHCS
CeKpeTapeM peKTopa SK IanepoBa KOIMis EJEKTPOHHOTO OpUIiHaly, 3acBiAueHa I€4aTKOIo
3arajibHOTO BIJILITY.

145. KonBeprtu 30epiratoThCst 1 J0AAIOTHCSA 10 JOKYMEHTIB y pasi, KOJIU JHUIIE 32 KOHBEPTOM
MO’KHa BCTAaHOBHTH aJpecy BiANPaBHUKA, Yac BIANPABICHHS Ta OJEp)KaHHS JOKyMEHTa abo y
KOHBEPTi BIJICYTHI OKpeMi JOKYMEHTH UM BCTAaHOBJICHO HEBIIMOBIJHICTH HOMEPIB JTOKYMEHTIB
HOMepaM, 3a3HAa4eHHM Ha KOHBEPTi, a TAKOX aJIpecHi SIPIIMKHA PEKOMEHJIOBAHUX KOHBEPTIB i
MaKeTiB.

VY pasi BiACYTHOCTI MOJATKiB, 3a3HAYEHUX Y JOKYMEHTi, a00 OKpeMHX apKylliB, a TaKOX 3a
HasBHOCTI TOMHWJIOK B OQOPMJICHHI JOKYMEHTa, L0 YHEMOXJIHMBIIOE HOTO BHKOHAHHSI
(BiICYTHICTh MIANUCY, BIiOOWTKAa TMeYaTKH, TPpUQYy 3aTBEPIKCHHS TOIIO), JOKYMEHT He
PEECTPYETHCS 1 MOBEPTAETHCS BiANPABHUKOBI 13 3a3HAYCHHSIM NMPUYMHH TOBEPHEHHS abo oMy
HOBIZIOMJISIETHCS TIPO TIOBEPHEHHS IOKYMEHTA TeJIE(POHOM.

VY pasi NOMIKOKEHHs] KOHBEpTa pOOUTHCA BiIMOBIAHA BIIMITKA Y MOIITOBOMY PEECTP.

VY pasi BiACYTHOCTI, HELUJTICHOCTI BKJIQJI€Hb BHACIIOK MOIIKO/KEHHS KOHBEPTAa, YIAKyBaHHS,

IO TPU3BEIO J0 HEMOXIIMBOCTI MPOYUTAHHS TEKCTYy NOKYMEHTa, CKJIAJA€ThCS aKT y JBOX

OPUMIPHUKAX, OJMH 3 SKUX HAJICWIIAEThCSA KOPECIIOHCHTY, a 1HIIHUI 30epiraeTbes y 3aralbHOMY

BIJUTLTI.

146. JlokyMeHT NOBEPTAETHCS BIANPABHUKOBI 0€3 pO3MIALy y pa3l MOro HaJaXOJKEHHsS He 3a

a/Ipecoro, HAIXOJDKEHHS TalepoBOTO TPUMIpPHHKA JIOKYMEHTa, SKHHA BXK€ HAMIWIIOB Yy

€JIEKTPOHHIN (opmi uepe3 cucteMy B3aeMoii, a0 HaIXOJKEHHS TOKYMEHTa y IanepoBiit

¢dopMi 6e3 HasBHHUX Ha T€ MIJCTaB, SIKI BU3HAIOTHCS OOIPYHTOBAaHMMHU JUIsi cTBOpeHHs P/II'Y

JIOKYMEHTIB y naneposii popmi.

147. VY pasi onepxaHHs (paKCUMIIBHOIO MOBIAOMIIEHHS TOKYMEHT HE PEECTPYETHCS.
IMonepenHii po3r/sig 1OKyMEHTIB

148. Bci BXiHI JOKYMEHTH MiUISTAIOTh MONEPEIHFOMY PO3TIISLY B 3aralbHOMY BT,

149. Tix yac monepeIHLOTO PO3TIISTy BH3HAYAETHCS:

YW Ma€ JOKYMEHT OyTH TOMYLIEHUH 10 peecTpariii;

yu notpelye posrisaay kepiBHUITBOM PIII'Y abo mepemaui micnst peectparlii 10 CTpyKTypHOTO

iapo3auty abo CTPYKTYpPHHUX MiAPO3AUTIB  BIANOBIAHO A0 (PYHKIIOHAIBHOTO PO3MOALTY

00oB’s3kiB B P/II'Y;

Y1 HAJICKUTH A0 I[OKyMeHTiB TCpMiHOBOI‘O po3TiIAny (OHpaI_IIOBaHHH).
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150. Ha crazii momepeaHboro po3risay 3IIHCHIOETHCS BIIOIp JOKYMEHTIB, IO HE MiUISTAI0Th
peecTparlii cekperapeM pPeKTopa, a TaKOX TaKUX, [0 MEPeNaloThCs IS CHEMiallbHOTO OOJIIKY
CTPYKTYPHHUM I IPO3/IiJIaM, 1[0 BUBHAYCHO Y JIOJIaTKY 7.
PeecTpanisi nokymeHTiB
151. Peectpariisi JOKYMEHTIB BCiX KaTeropiii MOJSrae y CTBOPEHHI 3aMucy OOJMIKOBUX JaHHUX TPO
JIOKYMEHT y BIIMOBIIHUX XypHalIaxX 13 3a3HAYCHHSIM OOOB’SI3KOBUX PEKBI3HTIB, 3 JIOMOMOTOIO
AKUX (IKCyeTbcss (akT CTBOPEHHSA, BiANpaBiIeHHS ab0 oOJAep)KaHHS JOKYMEHTa IUIIXOM

IPOCTaBIICHHS HA HbOMY peecTpalliiiHoro inaekcy (nomartku 8, 9).

Peectpartiss 1OKyMEHTIB MPOBOAUTHCS 3 METOI 3a0€3MEUeHHs iX OO0JIKY, MOHITOPHUHTY CTaHy
BUKOHAHHS 1 ONIEPAaTUBHOI'O BUKOPUCTAHHS HASBHOI B IOKYMEHTaX iH(opMariii.

152. Peectpariist TOKyMEHTIB IPOBOAUTHCS 32 3MIIIAHOIO (POPMOIO .

Micne peectpamii OKkpeMHX TpyIl CHEIiali30BaHUX JAOKYMEHTIB (Haka3u (PO3MOPSIKEHHS),
JIOTOBOPH, 3BITH, PEHCKYPAHTH, 3asBU TOIO) BU3HAYAETHCS IHCTPYKIII€IO 3 aitoBoacTBa PATY.

153. JIokyMeHTH peeCTPYIOThCS JIMIIE OJIMH pa3: BXIJHI - Y IeHb HAXOPKECHHS, CTBOPIOBaHI - y
JICHb TIAMUCAHHS a00 3aTBEPIKCHHS.

154. V pasi mepenmadi 3apeecTpoOBaHOTO JOKYMEHTA 3 OJHOTO CTPYKTYpPHOTO ITJIPO3JAUTY IO
1HIIIOTO HOBUI peecTpaliiHuil iHIeKC Ha JOKYMEHTI HE IPOCTaBISETHCS.

155. JlokyMeHTH peecTpyloThbcs 3a TIpylamMH 3ajeKHO BiJl Ha3BHM BHUIY, aBTOpa 1 3MICTy
JIOKYMEHTIB:

aKTH OpraHiB JEp>KaBHOI BJIaau, JOPYYCHHS BHIIUX IOCAJOBUX OCiO, 3amMTH, 3BEpHEHHSA, a
TaKOK KopecrnoHaeH1is BepxoBroi Pagu Ykpainu, mo Haxgiiinuia o PAI'Y;

Haka3u (pO3MOPsKEHHS) 3 OCHOBHUX MUTaHb NisibHOCTI PIT'Y;
Haka3u (pO3MOPSIHKEHHS) 3 aAMIHICTPATUBHO-TOCIIOAAPCHKUX IMUTAaHb;

Haka3¥ (PO3MOPSIKEHHs) 3 KaJpOBUX NMHUTaHb (0COOOBOro Ckjaay) (BIAMOBIAHO 0 iX BHUIIB Ta
CTpOKIB 30epiranus);

pIllIeHHS KOJIETi;

aKTH peBi3iii (P1IHaHCOBO-TOCMOAAPCHKOI NISIIBHOCTI;
OyXralTepChKi TOKYMEHTH;

3asBKHM Ha MaTepiabHO-TEXHIYHE TOCTaYaHHS,
CIIy>KOOBI JIMCTH;

3BEpHEHHS I'POMA/ISH;

3alUTU Ha IHQOpMAaIlilo.
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Opranizanis nepexayvi 10KyMeHTIB Ta iX BUKOHAHHS

156. Jlns 3abe3rnedyeHHs] CBOEYACHOTO BHKOHAHHS JOKYMEHTIB 3arajbHUN BIJUIIJ KOHTPOJIOE
TEpMiH epeaadi kopecnonaeHii kepiBHUUTBY P/I'Y 1 cTpykTypHUM migpo3inam.

157. 3apeectpoBaHi JOKYMEHTH TMepeNaloThcsi Ha po3risan pekropa PAIY B genp ix
HA/IXO/DKEHHS a00 HACTYITHOTO PoO0YOro AHA y pasi ix HaaXomKeHHs micus 17 roguHu. AKTH
OprasiB JIep>KaBHOI BIIaJH, JOPYUYEHHS BUIIMX MOCATOBUX OCIO, 3alUTH 1 3BEpHEHHS HAPOIHUX
JIeTyTaTiB, a TakoX KopecnouzaeHuis BepxoBuoi Pamgm Ykpainum, Anminictpamii IIpe3unenta
VYkpaian, Kabinety MinicTpiB YKpaiHu, KOPECIIOHACHIIIS, 10 HAIXOIUTh BiJl YCTAaHOB BHUIIOTO
PiBHS, TIEPEIAIOTHCS HA PO3TJIS HEB1IKIIATHO.

158. ToxymenTH, po3risiHyTi kepiBHUITBOM P/II'Y, moBepTatoThes 3 BIAMOBITHOKO PE3OIIOLIEI0
3arajJbHOMY BUIIUTY, SKUW 3I1MCHIOE TIEpe1avy TOKYMEHTIB Ha BUKOHAHHS.

159. JlokyMeHT, BHMKOHABIIIMH SIKOTO € KUIbKa CTPYKTYpPHHUX IiJIPO3AUTIB, HAJCHUIAETHCS
BUKOHABIISIM OJIHOYACHO Yy BUIUIAI KON 3 TEpeJavyero OpHriHady TOJOBHOMY BHKOHABIIIO,
BU3HAYCHOMY B PE30JIIOIIIT IIEPIIUM.

160. dakt nmepenadi JOKYMEHTIB BUKOHABIIM (DIKCYETHCS IUIIXOM MPOCTABICHHS BiAMOBIIHOI
BIIMITKM B KYypHalll peecTpalii BXIJHOI KOpPECMOHJAEHLIi i3 3a3HaueHHAM iH(opmanii mpo
BUKOHABIIIB, IKUM TIepEeIaHO MANlepOBHiA OPUTIHAI JOKYMEHTA Ta HOTro KOTIii.

161. Tlepenavya JOKyMEHTa 3 OJHOTO CTPYKTYPHOTO MiAPO3IUTY JO 1HIIOrO B 00OB’SI3KOBOMY
MOPSAIKY 3A1MCHIOETHCS Yepe3 3arajibHUui BIJJIUI, SIKKH POOUTH BIAMOBIAHY BIAMITKY B KypHal
peectpartii BXiJIHOT KOPECIOH ICHII1.

162. Tlepenaya JOKYMEHTIB y MeXaxX CTPYKTYpHOTO MiAPO3IiLTYy 3A1MCHIOETHCA uepe3 0coly,
BiJIIOBITAJTbHY 32 IJIOBOACTBO B CTPYKTYPHOMY TiAPO3IiTi.

163. BigmoBigaqbHICTh 32 BHKOHAHHS JIOKYMEHTa HECYTh OCOOH, 3a3HA4YeHI y PO3MOPAIIOMY
JOKYMeHTI, pe3ononii pekropa PAI'Y, Ta mpauiBHUKH, SIKUM O€3M0CEpPETHBO JAOPYYEHO HOro
BHUKOHAHHS.

['onoBHMI BHKOHaBEIlb OpraHi3oBye poOOTYy CHIBBUKOHABIIIB, 30KpeMa BH3HAYa€ CTPOKU
NOJaHHS HUMH [TPOMO3HILIIN, TOPSIOK IMOTOJKEHHS 1 MITOTOBKH MTPOEKTY JOKYMEHTA.

CniBBUMKOHABII BIANOBIJAIOTH 3a MIJTOTOBKY Ha HAJEKHOMY PIBHI Ta CBO€YACHE IOJaHHS
TOJOBHOMY BHUKOHABLIO TMpPOMO3ULIH. VY pa3i HECBOEYAaCHOTO TOJAaHHS IPOIO3UIIIH
CIIBBUKOHABIISIMM T'OJIOBHUI BUKOHABELb 1HPOPMYE Mpo 11€ KEpIBHUKA, IKUI HaJlaB JOPYUYECHHS.

164. BukoHaHHS JOKyMEHTa mependavyae 30MpaHHS Ta ONpPAlIOBaHHS HEOoOXimHOI iH(popmarlii,
HiATOTOBKY MPOEKTY BIAMOBIAI Ha JOKYMEHT YM HOBOIO JIOKyMEHTa, HOoro oQopmieHHs,
MOTOJKEHHS, TIOJIAHHS JIUIS TAMUCAHHS (3aTBEPKEHHS) BIIMOBITHOMY KEPIBHUKY.

165. Tlepem momaHHAM TPOEKTY JOKyMEHTa Ha TIANKC BIiAMOBIIHOMY KEPIBHHUKY aBTOD
JIOKYMEHTa 3000B’S3aHUIl TeEpeBIpUTH NPAaBWIbHICTE HOr0 CKIAZACHHS Ta OQOPMIICHHS,
MOCUJIAaHHSI HA HOPMAaTHUBHO-TIPABOB1 aKTH, YTOUYHUTH HU(POBI JAaHi, HASIBHICTh HEOOX1IHUX BI3 1
JIOJIaTKIB.

166. JIokyMeHT IMOAa€ThCs Ha IiIIMKAC Pa30oM 3 JOKyMEHTaMH, Ha BHKOHAHHS YH Ha TIJCTaB1 SIKUX
HOT0 CKIIaZICHO.
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167. Axmo MOKYMEHT HAaJCHUJIAETHCSA O KITBKOX YCTAHOB, SIKi HE € KOPHCTYBauaMU CHUCTEMHU
B3a€MOJi1, Micast WOro peecTparii 3arajJbHUN BiJJIJ OpraHi30By€ BHUTOTOBJICHHS HEOOXiTHOI
KUIBKOCT1 PUMIPHHKIB.

168. ABTOp AOKYMEHTa y pa3i BiIYCTKH, BIAPSIKEHHS, 3BUIBHCHHS 3000B’sS3aHUN NEpeaaTH
IHIIOMY TPpAaliBHUKOBI 3TiAHO 3 JiIOYUM PO3MOJAUIOM yCi HEBUKOHAHI JOKYMEHTH Ta
noiH(opMyBaTH 3arajlbHUM BIJLT TIPO Tepenady JOKYMEHTIB, BUKOHAHHS SKMX mepeOyBae Ha
KOHTPOJTI.

Opranizaniss MOHITOPUHTY BUKOHAHHS JOKYMEHTIB

169. OcHoBHI 3acagu TPOBEACHHS MOHITOPUHTY BHKOHAHHS JIOKYMEHTIB BH3HAYalOThCS
[HCTpYKLi€TO 3 A1TOBOACTBA

170. V cTpyKTypHUX Migpo3aigax Oe3mocepenHii KOHTPOJb 3a BUKOHAHHSIM JOKYMEHTIB
3A1HCHIOE 0c00a, BiIMOBINAIbHA 34 J1JIOBOACTBO.

171. Ctpox BUKOHaHHS JOKYMEHTa MOXE BCTAHOBIIOBATHCS Y HOPMAaTHBHO-TIPABOBOMY aKTi,
po3nopsAYOMY AOKYMEHTI abo pe3osnronii kepiBuuka P/I'Y.

172. Ctpoku MOXyTh OyTH TUIIOBUMH a00 1HIAUBILYaTIbHUMHU.

TUIOBI CTPOKM BUKOHAHHS JIOKYMCHTIB YCTAHOBIIOIOTHCS 3aKOHOIaBCTBOM. CTPOKU BHUKOHAHHS
OCHOBHHUX JIOKYMEHTIB HaBOAAThCS y goAatky 10.

[HnuBinyanbHi CTPOKHU BCTAHOBIIOIOTHCS pekTopom P/TY.

173. JoxyMmeHTH, B SKUX CTPOK BHKOHAaHHS HE 3a3HAu€HO, SKi HE € JIOKYMEHTaMu
iH(popMamiifHOTO XapakTepy abo He MICTATh KOHTPOJIBHHUX 3aBJlaHb, IOBUHHI OyTH BHKOHAHI HE
nizHime HiK 3a 30 AHIB 3 MOMEHTY peecTpalii JOKyMEHTa B YCTaHOBI, /0 SKOi HaJlHIIOB
JIOKYMEHT.

174. Slkmo 3aBAaHHsA MOTpedye TEPMIHOBOTO BHUKOHAHHS, Y TEKCTI 3aBJaHHS OOOB’S3KOBO
3a3HAYA€THCS KOHKPETHUN KIHIIEBUM CTPOK BUKOHAHHS.

175. CniBBUKOHABIII 3000B’si3aHI TOJABaTH MPOIO3UIIT TOJIOBHOMY BHUKOHABIIO MPOTATOM
MEepIIoi MOJOBUHU CTPOKY, BIIBEIEHOTO JIJIsl BAKOHAHHSI IOPYUYEHHS, 3aBJaHHS.

176. VY pasi notpebu iHIUBIAYaIbHUI CTPOK BUKOHAHHS JOKYMEHTA MOXe OYTH MPOJIOBKEHO 3a
OOIpYHTOBaHMM TIPOXAaHHSM BHKOHABIIS, SIK€ TIOAA€ThCS O€3 TOTO/KeHHS 3 IHIIUMHU
CTPYKTYPHUMH MiJpo3aiiaMu  Oe3rocepeHbO0 MOCaaoBiii 0co0i, sika BCTAHOBUJIA CTPOK.
BianoBigHe mnpoxaHHS MOJAETHCS HE TMI3HINIE HDK 3a TP PpoOOYUX [HI 1O 3aKIHUYEHHS
BCTaHOBJIEHOT'O CTPOKY.

177. besnocepeHiii MOHITOPUHT BUKOHAHHS JOKYMEHTa MPOBOAMTHCS HA MIACTaBl Pe30JIOLIL
pexropa PAI'Y.

178. 3a 3amuTOoM CTPYKTYpHOrO MiJAPO3AUTY 3arajbHUi BT Hagae iHGopMalio Mpo
JIOKYMEHTH, BUKOHABIIEM SIKHX € BIMOBITHUHN T1PO3/LI, OO0 SIKUX TIPOBOIUTHCS MOHITOPHHT.

179. Iadopmariss mpo CcTaH BUKOHAHHS B3SITHX HA KOHTPOJb JOKYMEHTIB Yy3aralbHIO€THCS
CTaHOM Ha TIepILEe YHCIO KOXKHOTO Micsus 1 monaerses pekropy PATY (momarok 11).
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Iopsinok onpanOBaHHS TA HAACWIAHHS BUXIITHUX JOKYMEHTIB
180. Buximni moxkymeHTH y mamepoBiid popmi, ctBoperi B P/I'Y y pa3i HasBHOCTI MiJCTaB, sKi
BU3HAIOTHCSI OOTPYHTOBAHUMU JJISi CTBOPEHHS JOKYMEHTIB Yy HarepoBiid (opMi, HaJCHIIAIOTHCS
ajipecataM 3 BUKOPHCTAaHHSM 3acO0iB IOIITOBOTO 3B’SI3KY, €JIEKTPOHHOTO 3B’S3KYy, a TaKOX

JIOCTaBIISIIOTHCS KYP €PCHKOIO, (eIl ErepChbKOI0 CITYKOOI0.

181. OnpanroBaHHs TOKYMEHTIB JIJIsl BIAMPABICHHS 3aC00aMHM IMOMITOBOTO 3B’ SI3KY 3A1HMCHIOETHCS
3araneHuM Bigginom PJATIY Bianosigno no IIpaBun HagaHHSA NOCITYT TOLITOBOTO 3B’ SA3KY.

182. BuxigHi JOKYMEHTH OIpPalbOBYIOTHCSA 1 HAJCHIAIOTHCS LEHTPAIi30BaHO B JEHb iX
HAJIXO/DKEHHSI B CTPYKTYPHHX IJIPO3JUTIB - BHUKOHABIIIB a00 HE MI3HINIE HACTYITHOTO
poboYoro JHs.

183. He momyckaeThcsi:

HajZcuiiaHHsA abo mepeaaya TOKyMEHTIB 6e3 iX peecTpallii y 3araibHOMY BiJUILIL;

NyOJIeTHE HAJICWIAHHS MPHMIPHHKA, Y TOMY YHWCII OPHTIHAIBHOTO, JIOKYMEHTa Y IarepoBii
dopmi, KO HOro MpUMipHUK ab0 KO0 BXKE HA/ICIAHO B €IEKTPOHHINA (OpMi yepes3 cucremy

B3aeMoIii.

184. Iling wac mpuiiMaHHS BiJl BUKOHABIIB BUXIIHUX JOKYMEHTIB IpAIiBHUKH 3arajJbHOTO
BiJILITy 3000B’s13aH1 IEPEBIPUTH:

MPaBUIbHICTE OPOPMIICHHS JOKYMEHTA (CKJIaJ 1 pO3MIIIEHHS B HbOMY BCIX PEKBI3UTIB);
HasSBHICTH 1 IPABWJIBHICTh 3a3HAYCHHS aPECH;

HasIBHICTb Ha JIOKYMEHTI BIIMITKH [IPO JOJATKU;

HAsBHICTH yCiX HEOOX1THUX MiAMUCIB (ITeYaTOK) Ha JIOKYMEHTI Ta JJ0JIaTKaxX 0 HhOTO;
HasBHICTH JOJIATKIB Ta IX BIAMOBIHICTH 3asBJICHOMY CKJIAIY;

BiJIMOBIAHICTh KUIBKOCTI IPUMIPHUKIB KITBKOCTI aJpecaTiB;

HasBHICTH Bi3 Ha MarnepoBOMY NPHUMIPHUKY BUXITHOIO JOKyMeHTa (y pa3i HeoOXiJHOCTI ioro
CTBOPEHHS), 110 3aJTUIIAEThCs y cripaBax PIIY.

185. Ha opwurinamax JOKYMEHTIB, sSIKi MiISATalOTh MOBEPHEHHIO, HA BEPXHBOMY MPAaBOMY IO
HepUIOi CTOPIHKU CTaBUThCS mTamn “Iliansrae moBepHeHHIO”.

186. [lokyMeHTH, 10 HAJICHIIAIOTHCS OJJHOYACHO OJHOMY i TOMY X aapecaToBi, BKIAJAIOTHCS B
OMH KOHBepT (ymakyBaHHsA). Ha KOHBepTI NpOCTaBIAIOTHCA pPEECTpAIliiiHi 1HAEKCH BCIX
JIOKYMEHTIB, SIK1 MICTATbCS Y KOHBEPTI.

187. Anpecu MOXYTh HAHOCHTHCS Ha KOHBEPT JAPYKAPCHKUM CITOCOOOM.

188. JIokyMeHTH, IO JOCTABISIOTHCS (PEIba €repChKOI0 CITY)K0010, TIEpeIafoThCs afpecaTraM i
PO3MUCKY Y BIAMOBITHINA KHU31.


https://zakon.rada.gov.ua/laws/show/270-2009-%D0%BF#n11

30

189. JlocwmanHs abo 3amiHa HAIICIAHOTO paHINIE JOKYMEHTA 3/IIMCHIOIOTHCS 3a BKA31BKOIO
10CaZoBOi 0coOHM, siKa miamucana JOKYMEHT, abo KepiBHUKA CIIy>KOM IIIOBOJACTBA. Y TaKOMY
BUMAJIKY B JIOKYMEHTI 3a3HA4Ya€ThCsI, IO BiH € JJOCHUJIaHHSAM a00 HaJCHIIAEThCS HA 3aMiHY paHiIie
Ha/TiCIIAHOMY.

190. Tomuuu mnpuitoMy 3arajJbHUM BIJJUJIOM BHXIJHUX JOKYMEHTIB, IHIIMX TIOIITOBHX
BIJINIpaBJICHb BiJl BAKOHABIIIB BUSHAYAIOTHCS THCTPYKIIiEO 3 mimoBoacTBa PIY.

IV. CucremaTu3zanisi Ta 30epiraHHsi JOKyMeHTIB y 1iJ10BO/ACTBI
CkJ1aieHHs HOMEHKJIaTypH CIIpaB

191. OcHoBHi 3acagy CKJIAJCHHA HOMEHKJIATypu cHpas, (OpMyBaHHS clpaB Ta 30epiraHHs
nokymenTis B PJII'Y BU3HauatoThCsi [HCTPYKILi€IO 3 T1JIOBOJICTBA.

[liero IHCTpyKIi€I0 BHU3HAYAIOTHCS OKpPEMi OCOOIMBOCTI CHCTeMaru3ailii Ta 30epiraHHs
JOKYMEHTIB y TarepoBiii (hopMi, sIKi 3aCTOCOBYIOTHCS Y pa3l HAsIBHOCTI IMiJICTaB, SIKi BU3HAIOTHCS
OOrpYHTOBaHUMH JJIsl CTBOPEHHSI YHIBEPCUTETOM JIOKYMEHTIB Yy HanepoBiit ¢hopmi.

192. Homenknatypa crpaB - 11e 000B’si3koBuil ans koxHOi P/II'Y cucremarn3oBaHuil mepenik
Ha3B (3aroJIOBKIB) CIIpaB, 110 (OPMYIOTHCS B ii TIJTOBOACTBI, 13 3a3HAUCHHSAM CTPOKIB 30epiraHHs
BIJMOBIHKX crpaB (HoaaTtok 12).

193. 3Benena nHomenkiatypa crpas P/I'Y ckiamaerbes y 4OTHPHOX MPUMIPHHUKAX, HA KOKHOMY
3 SKHUX TOBUHEH OyTH 3amoBHEHHMH Tpud mnoroxeHHs 3 [lepxkaBHUM apxiBoM PiBHEHCHKOI
obmacri. [lepmmii (HemOTOpKaHHUI) TPUMIPHUK 3BEICHOI HOMEHKJIATYPH CIIpaB 30epiraeTbcs y
3araJbHOMY BIAJLI, IPYTHil - BUKOPUCTOBYETHCS 3arajlbHUM BIJAUIOM SIK poOouuil, TpeTiil -
nepeaaeTsest q0 apxiBHoro mizpospity PJIY nns 3xpilicHEHHS KOHTpOJIIO 3a (hopMyBaHHSM
COpaB y CTPYKTYpPHUX MIJPO3AlIaX, YETBEPTHH - HaJICWIaeTbcsd A0 JlepkaBHOro apxiBy
PiBHeHCBKOT 001aCTI.

194. CrpykrypHi miapo3nimu PATY oTpuMyrOTh BHTSTH 3 BiMTOBIAHUX PO3JUTIB 3aTBEPIKEHOL
3BE€ICHOT HOMEHKJIATypH CIpaB JJii BUKOPUCTAHHS Y poOOTI.

195. I'padu HOMEHKIATYPH CIIPAB 3aIIOBHIOIOTHCSI TAKUM YHHOM.

VY rpadi 1 mpocTaBisieTbesl 1HACKC KOXKHOI cripaBu. [HAEKC CIpaBU CTPYKTYPHOTO MiAPO3JLITY
CKJIAaJa€eTbCsl 3 1HJEKCY CTpyKTypHoro miapo3ainy PAI'Y (3a mratHuUM po3mucoM abo
KJIacu(PiKaTOpoOM CTPYKTYpHUX TIAPO3AUIIB) Ta TOPSAKOBOTO HOMEpa CIIpaBU B MEXKax
nigposainy. Hampukmnan: 06-12, ne 06 - ingexc caMmocTiitHoro Bigainy, 12 - mopsaKoBuil HOMep
cupasu, abo 04.1-07, ne 04.1 - iHxekc BiAALTY y CKiaal ynpasiiHHA, 07 - mOpSaKOBUNH HOMEp
CIpaBH.

VY pasi HasBHOCTI Y CIIpaBi TOMIB 1HJIEKC CTaBUTHCS HAa KO)KHOMY TOMi, HanmpuKiaL: T. 1, T. 2.
VY rpady 2 BKIIOYAIOTHCS 3ar0JIOBKH CIpaB (TOMIB).

3aroyloBOK CIpaBH MOBMHEH YITKO y CTUCHIN y3arajabHeH1N (opMi BioOpaxaTu CKIaj 1 3MICT
JTIOKYMEHTIB CIIPaBH.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n1243
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He no3BonseTbcsi BXKMBAHHS B 3arojioOBKax CIpaB HEKOHKpeTHUX (opmymtoBanb (“pi3Hi
MaTepiany’”’, ‘“3arajibHe JIMCTYBaHHS , “BXiHA KOPECIOHACHIIIS’, ‘“BUXiIHA KOPECHOHJEHILS
TOIIO), @ TAKOK BCTABHUX CIIIB 1 CKJIQJIHMX CHHTAKCUYHHUX 3BOPOTIB.

[Tix yac hopMyrOBaHHS 3aroJIOBKIB CIpaB BPaXxOBYIOThCS TaKi 03HaKH (POpMyBaHHS CHpaB, SIK
HOMIHAJIbHA,  ABTOPChKA,  KOPECIOHICHTChKA,  MPEAMETHO-TIUTAIbHA,  XPOHOJOTIYHA,
reorpadiyHa.

JlokymMeHTH (OPMYIOTBCS Y CIIpaBH Ha OCHOBI OKpeMOi 03HaKH ab0 CIIOTyYeHHS O3HAK.

3aroJ0BOK CIIpaBH CKJIAAETHCS 3 €IEMEHTIB, 110 PO3MILIYIOTHCS Y TaKild MOCHIIOBHOCTI: Ha3Ba
BHUJly CHpaBu (JIMCTYBaHHs, JKypHaJ, KHUTA TOIIO) YM BUIY JOKYMEHTIB y CHpaBi (HaKasw,
MIPOTOKOJIH, aKTH TOIIO); aBTOP JOKYMEHTIB (HaitmeHnyBanHs P/I['Y, cTpyKTypHOTO MigpO3aiiy);
KOpEeCHoHIeHT abo aapecar (HaiimenyBanHs P/I'Y, no sikoi aapecoBaHi abo Bij SKOi HaAIHILIN
JIOKYMEHTH); KOPOTKHUH 3MICT JIOKYMEHTIB CIpaBU (IIUTaHHS, 3 SKOrO (OPMYEThCS CIPaBa);
Ha3Ba perioHy (TepuTopii), 3 SKOIO IOB’sS3aHUN 3MICT JOKyMEHTA; nara (mepioxd), 10 SKOI
HAJIe)KATh JOKYMEHTH CIIPaBH; BKa3iBKM HAa HASBHICTH KOIN TOKyMEHTIB y cmpaBi (y pasi
noTpedn).

VY 3aronoBkax 0coOOBHX (IIEPCOHATIBHHUX) Ta IHIIMX CHpPaB, IO MICTATh JOKYMEHTH 3 OJHOTO
NHUTaHHSA, [OB’S3aHI IIOCIIJIOBHICTIO BEAEHHS IPOLENYp MAIJIOBOJCTBA, BXKHMBAETHCS TEPMIH
“cripaBa”, Hanpukiaa: “OcoboBa cripaBa”, “Ilepconanbha cripasa’.

VY 3aroyioBKax Copas, IO MICTATh JOKYMEHTH 3 OJTHOTO MUTAHHS, HE TIOB’S3aH] MOCIIJOBHICTIO
BEJICHHS TPOLIEAYP IUIOBOACTBA, BXXUBAETHCS TEPMIH “TOKYMEHTH, a MICIS HBOTO B JYKKax
3a3HAYarOThCS OCHOBHI BHIM JIOKYMEHTIB CIpaBW, Hampukmaj: “JlokyMeHTH (IJIaHU, aHKETH,
JIOBIZIKH) TIPO MTPOBENICHHS OTJISAY CTAHY AIJIOBOJICTBA Ta apXiBHOI CIIPaBH y BUIIMX HABYAJIbHUX
3aKyanax’.

TepMiH “TOKyMEHTH” BJKMBA€ETHCS TaKOX y 3aroJIOBKax CIpaB, 10 MICTATh JOKYMEHTU-0JIaTKU
710 Oyb-IKOr0 HOPMaTHUBHO-TIPABOBOI'0 akTa abo poznopsadoro qokymenrta PATY.

VY 3arosjoBkax copas, MPU3HAUYEHUX JUISI TPYINYBaHHS JOKYMEHTIB OJHOTO BHUAY, 3a3HAYA€THCS

BUJ JIOKYMEHTa y MHOXHHI Ta aBTOp JOKYMEHTIB, Hampukiaza: “IIpoTokonu 3acijaHb BU€HOi
2

panu .

VY 3aronoBkax crpas, 1[0 MICTATbH JMCTYBaHHS, 3a3HaYaIOTHCSI KOPECMOHJIEHT 1 KOPOTKUH 3MICT
JIOKYMEHTIB, Hanpukiax: “JlucryBaHHs 3 MiHICTEpCTBOM OCBITH YKpaiHH HpO 3aTBEPAKEHHS 1
3MiHY IITaTHOTO PO3MUCY’ .

VY 3aronoBkax cmpaB, IO MICTSTh JIMCTYBaHHS 3 KOPECHOHJEHTaMM, OJHOPIIHHUMHU 3a
XapakTepoM MAISUIBHOCTI, Takli KOPECIOHJEHTH HE IepepaxoBYIOThCS, a 3a3HAYaeThbes iX
y3arajbHeHe HallMeHYyBaHHs, Hanpukiaa: “JIucTyBaHHS 3 OpraHaMu MICIIEBOTO CaMOBPSIIyBaHHS
3 MUTaHb 3a0€3MeUeHHs! COL1aJIbHOIO 3aXUCTY HACEICHHS .

VY 3arojoBkax cmopaB, IO MICTATh JIUCTYBaHHS 3 PI3HUMU KOPECHOHJIEHTaMH, TakKl
KOPECTIOHJICHTH HE 3a3HA4yaloThCs, Hampukian: “JIucTyBaHHS Tpo opraHizaiilo cemiHapy 3
MIIBUINECHHS KBaJi(ikaIlii mpariBHUKIB KaIPOBHUX CITYXKO .

VY 3aronoBkax crpas, 110 MICTSTh [JIJAHOBO-3BITHY JIOKYMEHTAIIil0, 3a3Ha4a€ThCs Mepio (Micsilb,
KBapTaj, WiBpiyYs, piK), B SKOMY IUIAHY€ThCS CTBOPEHHS JIOKyMEHTIB, abo mepiox ix
(aKTHIHOTO BUKOHAHHS, HATTPUKIIA/:
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1. [Inan ocHOBHUX opranizaiiaux 3axoaiB PJI'Y na 2020 pik.
2. 3BiT PO BUKOPUCTAHHS OOKETHUX KOIITIB ycTaHOBOIO 3a 2019 pik.

SIKo crpaBa CKJIAJA€ThCs 3 KUIBKOX TOMIB, (JOPMYIIFOETHCS 3arajibHUI 3arojOBOK CIIpaBH i3
3a3HaYCHHSAM HOMEpa TOMa.

[Tix yac po3MileHHs 3ar0JOBKIB CIIPaB Y HOMEHKJIATYPl BPaXOBYEThHCS BaXKIIUBICTh JOKYMEHTIB,
BKIIIOUEHUX JI0 CIPaBH, IX B3a€MO3B’S30K Ta CTPOKH 30epiranHs. Ha modatky po3MilIyrOThbCs
3aroJIOBKH CITpaB II0JI0 JOKYMEHTIB, SIKI HQIIMIUIM BiJ OpPraHiB BUIIOTO PIiBHA, Jali - IOJ0
Oprafi3aiifHo-po3mopsAu0i  JOKYMEHTAIlll, IUIAHOBO-3BITHOT JOKYMEHTAIlli, JHUCTYBaHHS,
00JIIKOBO-/TOBIJTKOBHX BH/IIB IOKYMEHTIB.

['pada 3 HOMEHKIATYypHU 3aMIOBHIOETHCS HAMPUKIHII KAJIEHAAPHOTO POKY.

VY rpadi 4 HOMEHKIATypu 3a3HAYAIOTHCS CTPOKM 30epiraHHs cIpaB, HOMEpU CTaTeil 3a
MEepeTikoM JOKYMEHTIB 13 CTpOKaMu 30epiraHHsi.

Y rpadi 5 pobnAThCcs MO3HAYKHU MPO MEpexXiiHi ChpaBu; Mpo (GopMy CTBOPEHHS TOKYMEHTIB
cnpaBu (€IEKTPOHHA, MANepoBa, 3MilIaHa); MPO TOCAAOBUX OCI0, BIINOBINAIBHUX 32
dbopMyBaHHS cIpaB; Mpo Hepeaady Chpas A0 apxiBHOro migposnainy PAIY um iHmuMX ycraHoB
JUTA 1X TPOAOBKEHHS TOLLO.

d®opMyBaHHS CIPaB

196. ®opmyBaHHs crpaB - I TPYIyBaHHS BUKOHAHUX JOKYMEHTIB Y CIpPaBH BIAMOBITHO O
HOMCHKJIATYpH CIIPaB.

197. Ilix yac hopMyBaHHS CIpaB HE JOMYCKAETHCS BKIIOYCHHS JI0 CIIPAB YOPHOBUX, OCOOMCTHX
JIOKYMEHTIB, PO3MHOKE€HMX KOMiil Ta JOKYMEHTIB, IO MiJUISAraloTh MOBEpHEHHI0. JlokymeHTH
MOCTIHHOTO 1 TUMYACOBOT0 30€piraHHs TPYNYIOThCS Yy CIpPaBH OKpeMoO. 3a 00CSTOM cIipaBa y
naneposiii ¢opmi He moBUHHA nepeBuiyBaTd 250 cropinok (30-40 MisliMEeTpiB 3aBTOBIIKH).

198. JlokyMeHTH IpyIyIOThCS Y CIIPABH B XPOHOJIOTIYHOMY Ta/a00 JIOTIYHOMY MOPSIJIKY.

199. TlonoxkeHHs, TpaBWiIa, IHCTPYKIIi TOIIO, 3aTBEP/KEHI PO3MOPSIYMMU JOKYMEHTaMH,
IPYIYIOTHCS Pa30M 13 3a3HaYEHUMH JIOKYMEHTaMH.

200. Haka3u (posmopsyikeHHs) 3 MUTaHb OCHOBHOI misuibHOCcTi PJII'Y, 3 anMiHicTpaTHBHO-
rOCIOAAPChKUX MUTaHb, 3 KaJpPOBUX IMUTaHb (0COOOBOrO CKIJIaay) IPYHYIOThCS y Pi3HI CIIPaBH.
Haxkasu 3 kagpoBux nmutanb (0cOO0BOTO CKJIaly) PYNYIOTHCS BIAMOBIIHO JI0 X BUIIIB Ta CTPOKIB
30epiraHHs.

201. JIoxyMeHTH 3acijaHb KOJIET1aIbHUX OPTaHiB IPYNYyIOTHCS Y Bl CIIPABU:

MPOTOKOIIH 1 TIOKYMEHTH JI0 HUX (JIOTIOBIIi, TOBIKH, MPOSKTH PillIEHb TOIIIO);

JIOKYMEHTH 3 OpraHi3ailii 3acilanb (MOpsIOK ACHHUN, MAKET PO3MIIICHHS, CIIUCOK 3alPOIICHIX
TOIIIO).

202. TIpoTokoaM 3acifiaHb KOJETialbHUX OPraHiB TPYNYIOThCSA Y CIPaBH B XPOHOJOTIYHOMY
NOpSAIKY 1 32 HOMepaMu. JIOKyMEHTH /10 3acilaHb 3a3Hau€HUX OpPraHiB CHUCTEMaTH3YIOThCS 3a
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JaTaMM Ta HOMEpaMH IMPOTOKONIB, a B MeXaX TPYNU JOKYMEHTIB, IIO CTOCYIOTHCSI OJHOTO
IPOTOKOILY, - 32 MOPSAKOM JCHHUM 3aCiJaHHS.

203. lopyueHHs yCTAaHOB BHIIOTO PiBHS 1 JOKYMEHTH, IIOB’s3aHi 3 IX BUKOHAHHSM, TPYITYIOTHCS
y crpaBH 3a HarnpsiMamu JisuibHOCTI PJIIY a0 3a aBTOpamu iHINIaTUBHUX TOKYMEHTIB. Y cIipaBi
JOKYMEHTH CHCTEMaTHU3YIOThCS 32 IaTaMU JOPYYCHb.

204. 3atBepKeHI TUIaHM, 3BITH, KOIITOPUCH TPYNYIOTHCA y CIPAaBH OKPEMO BiJl MPOEKTIB ITUX
JIOKYMEHTIB.

205. JlucTyBaHHS TPYMYETHCS 32 3MICTOM Ta KOPECTIOHIEHTCHKOIO 03HAKOIO 1 CHCTEMATU3YEThCS
B XPOHOJIOTIYHOMY TOPSIIKY: TOKYMEHT-BIIIOBIIb PO3MIIIYETHCS 32 IOKYMEHTOM-3aITUTOM.

206. Oco0oBI cripaBu Jep:KaBHUX CIY>KOOBIIIB GOPMYIOThCS y TOPsAKY, Bu3HaueHomy HAJIC.

207. Po3paxyHKOBO-TUIaTikHi  BimomocTi  (oco0oBi  paxyHku) mpamiBHuKiB  P/JAIY
CHCTEMAaTH3YIOThCSl B MEXaxX POKY 3a Mpi3BHIIAMH B aipaBiTHOMY MOPSIKY, @ BiJOMOCTI OO0
BUIUTATH TpolIeil (BiIOMOCTI 010 HapaxyBaHHs 3apo0iTHOI MJIaTH) MOBUHHI OyTH COpMOBaHi
HIOMICSIIS 32 KaJICHIapHUH PiK.

208. MeToauuHe KepiBHULITBO 1 KOHTPOIIb 32 (HOPMYBaHHSM CIPaB B YCTAHOBI Ta ii CTPYKTYpPHUX
MiPO3/IiTax 3MIHCHIOIOTHCS 3araIbHUM BiJUTUIOM Ta apXiBHHUM Imigposaiiom PIATY.

30epiraHHs J1OKyMEHTIB

209. JlokyMeHTH 3 4yacy CTBOPEHHS (HAAXO/KEHHS) 1 J0 mepenadi J0 apXiBHOTO MiAPO3ILLY
P/II'Y 36epiratoTbes 3a MicIieM iX CTBOPCHHSI.

210. HopMaTuBHO-TIpaBOBi aKTH 30epiraroThCsi 3a MICIEM X BUIAHHS, a JOKYMCHTH MIOJO iX
PO3pOOIIEHHS, TIOTOKEHHS — 32 MICIIEM CTBOPEHHSI.

211. 36epiranHs JOKYMEHTIB 1 CTIpaB B yCTaHOBI 3a0e3mnedye 3aranpHui Bimmin PATY.

212. CnpaBu 30epiratoThCst y CrelianbHid KIMHATI y BEpTHKAIBHOMY MOJIOKEHHI B mmadax, 1o
3aKpUBaIOThCS. [l MiJIBUIIEHHS ONEPAaTUBHOCTI MOIIYKY JOKYMEHTIB CIIPaBH PO3MILYIOTHCS
BIJIOBIAHO 10 HOMEHKJIaTypu cripaB. Ha KopiHIsIX 0OKJIaAMHOK CIIpaB 3a3HaYar0ThCS 1HAEKCH 3a
HOMEHKJIATypOIO.

213. doHorpamu 3acijlaHb KOJETialbHOTO OpraHy 30epiratoThcsi y ioro cekperaps. Ha Hocii
¢onorpamu (i1 ynmakoBIl) poOUTbCA BIIMITKAa MpoO JaTy 3acigaHHs 1 yac 3amucy. Cekperap
KOJIET1aJIbHOT'O OpTaHy BiMOBIJa€ 3a X 30epiraHHs.

214. Bwupaua cripaB, CKJIQJICHUX 3 JOKYMEHTIB Yy MamnepoBiii (opmi, y THMYacOBe KOPUCTYBAHHS
OpaliBHUKaM CTPYKTYpHHUX minpo3ainiB P/AI'Y 3xilicHIOETbCS 3 /103BONTy KEpiBHHKA CIYyXKOU
JIIJIOBOJICTBA, 1HIITUM YCTaHOBaM - 3 MMUChMOBOTO J103BOYy KepiBHuMKa P/II'Y. Ha Bumany cnpaBy
CKJIaJIa€ThCsl KapTKa-3aMIHHUK. Y KapTIi 3a3Ha4al0ThCs 1HJCKC CIIPaBH, 3arojIOBOK CIIPaBH, AaTa
il Bunmaui, ocoOa, sIKii CHpaBy BUAAHO, Jara ii MOBEPHEHHS, MiANUCU Oci0, SIKI BUJAIHU Ta
IPUMHSIIN CIIPaBY.

215. HaganHs cpaB y THMYAcOBE KOPUCTYBAHHS 3/11CHIOETbCS HE OUIBII SIK Ha OJTUH MICSIb.
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216. BunyueHHsI JOKYMEHTIB 13 CIPaBH MOCTIHHOTO 30epiraHHs 3a00pOHSAEThCS. Y BUHATKOBUX
BUMA/IKaX BUIYYEHHS JOKYMEHTIB JIOIYCKAeThCs 3 103Bosy KepiBHUKA PIIIY 3 000B’sI3K0BUM
3aJIMIICHHSIM y CIPaBi 3aCBIUEHUX HAJIC)KHUM YHHOM KOITiH.

V. Ilopsaaok miAroTOBKHU CIpaB 0 nepeaayi 1Js apXiBHOTo 30epiranas
Excneprusa miHHOCTI JOKYMEHTIB

217. OcHOBHI 3acay IPOBEACHHS €KCIEPTH3H IIIHHOCTI, CKJIaICHHs OMUCIB crpaB, 0(OpMIICHHS
crpaB Ta mepenadi cmpaB a0 apxiBHoro miapo3ainy PJIY BusHauaroThes [HCTpykiiero 3
JIIJIOBOJICTBA.

Lliero IHCTpyKIi€l0 BHU3HAYAIOTHCA OKpeMi OCOOIMBOCTI MiArOTOBKM CHpaB, c(HOpMOBAHHUX Y
narnepoBii ¢opmi, 10 mepenadi A apXiBHOTO 30epiraHHs, K1 3aCTOCOBYIOTHCS 32 HasIBHOCTI
miIcTaB, SIKi BU3HAIOTHCS OOIPYHTOBAaHMMU JUIsi CTBOPEHHS YCTAHOBOIO JIOKYMEHTIB Yy MamnepoBiit

dbopmi.

218. TlpoBeneHHS EKCHEPTH3M IIHHOCTI JOKYMEHTIB MOJiATae y iX BCeOIYHOMY BHMBYEHHI 3
MEeTOr0 BHeceHHs 0 HamionansHOro apxiBHOTO (OHTY 200 BUITYYEHHS 3 HHOTO T BCTAHOBJICHHS
CTPOKIB 30epiranHs JOKyMEHTIB, [0 HE IMi/UIATal0Th BHECEHHIO JI0 3a3Ha4eHoro GoHy.

219. llns opranizaiii Ta poBeIeHHS eKCIIEPTH3H MIHHOCTI JokyMeHTiB B P/II'Y (y pasi moTpebu
B CTPYKTYPHUX IiIPO3/1iJiaX) yTBOPIOIOTHCS MOCTIMHO /1it04i €KCIIePTHI KOMICii.

220. Excrneprusa I[IHHOCTI JOKYMEHTIB IMPOBOIAUTHCS HIOPOKY B CTPYKTYPHHX IiAPO3ALIAX
PAI'Y ©Oe3nocepenubo ocobamu, BiANOBIJAJIBPHUMH 3a OpraHi3allilo IiJOBOJCTBA B IHX
HiApo3/ijax, pa3oM 3 EKCIIEPTHOI KOMICI€I0 MiJ METOJUYHUM KEPIBHHUITBOM 3araJbHOTO
BiJIILTY Ta apxiBHOTO migpo3ainy PATY.

221. BuiydeHHS NOKYMEHTIB Jisd 3HUIIECHHS Oe3 MPOBEACHHS MOMEPEeTHBOI EKCIEePTHU3M iX
IIIHHOCT1 3a00POHSIETHCS.

222. Binbip MOKYMEHTIB TOCTiHfHOTO 30epiraHHs 3/IMCHIOETHCS Ha TIJCTaBl TUIOBHX Ta
BIZIOMYMX (TaJly3eBHX) MEpesikiB JTOKYMEHTIB 13 CTpoKaMu 30epiraHHs, HOMEHKJIATypu CIpaB
PAI'Y uuisixom meperisiny KOXKHOIO apKylla cripaBu. JlopydeHHs opraHiB BJaJy BUIIOTO PiBHS,
o Haginum qo PJAIY y Burmsai manepoBoi Korii, He MOXKYTh OyTH BifiOpaHi K JOKYMEHTH
MOCTIMHOTO uu TpuBasioro (rmoHasa 10 pokiB) 30epiraHHs.

223. 3a pe3ynbTaTaMM EKCIEPTU3M IIHHOCTI JOKYMEHTIB B YCTaHOBI CKJIAJA€TbCs aKT MPO
BWJTYUYCHHS JUTS 3HUIICHHS JIOKYMEHTIB y mamnepoBiii popmi (1omatok 13).

224. 3BeneHi onmcy cripaB NMOCTiiHOTO, TpuBaioro (monax 10 pokiB) 30epiraHHs Ta 3 KaJApOBHX
nUTaHb (0COOOBOTO CKJIALy) Ta aKT MPO BUIIYYEHHS Ul 3HHUILEHHS JOKYMEHTIB, HE BIJIHECEHUX
1o HanionanbHoro apxiBHoro (GoHay, po3risaalTbes ekcrepTHoo komiciero P/ITY oxHovacHo.
[Ticnst 3aTBEp/KEHHS aKTa YHIBEPCUTET Ma€ MPaBO 3HUIUTH BU3HAYEHI HUM JOKYMEHTH.

225. AKT TIpo BWIYYEHHS /Jisi 3HUIICHHS JOKYMEHTIB CKIAJAa€ThCs IMOAO TOKYMEHTIB, He
BHeceHUX N0 HarionansHoro apxiBHoro ¢onay, Ha copaBu Bchoro PJII'Y. HaiimenyBanHs
CTPYKTYPHOTO MiIPO3ALTY 3a3HAYAIOTHCSI TIEpE] TPYIOI0 3ar0JI0BKIB CIPaB IbOTO MiAPO3ILTY.
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CkJiajieHHs ONUCIB CNPaB, IO CKJIAJAeHi y nmaneposiii popmi

226. Onuc cripaB - apXiBHUN JOBITHUK, IPU3HAYCHUM JIJIs1 O0JIIKY Ta PO3KPUTTS 3MICTY OJIMHHITh
30epiraHHs, OJUHHLB OOJIIKY, 3aKPIMJICHHS IX CUCTEMaTH3Aallil y MeXax apXiBHOTO (OHITY.

227. Onucy crpaB YKIIAJAThCS OKPEMO Ha CIIPaBU MOCTIMHOTO Ta TpuBayioro (rmoHay 10 pokiB)
30epiraHHs Ta 3 KaJpOBHUX MUTaHb (0coboBoro ckiany). Ha cnpaBu TumuacoBoro (0 10 pokiB)
30epiraHHsl OMKMCH HE CKJIANalOThCesA. Y pasi JikBimamii un peopranizamii PAI'Y Taki onucu
CKJIaJIal0ThCst 000B’I3KOBO.

228. Omucu cmpaB cTpyKTypHOTro miApo3ainy PATI'Y ckimanaioThCs MOPOKY 32 BCTAHOBJICHOIO
dopmoro (momatok 14) mocamoBoro 0c000K0, BiAMOBIAAILHOK 3a AITOBOACTBO Y CTPYKTYPHOMY
MiPO3/IUTi, 32 METOIUYHOI JOTIOMOTH apXiBHOTO miapo3ainy PALY.

229. Homep omucy cmpaB cTpykTypHOro mifpo3ainy PAI'Y moBuHeH ckiamaTHcs 3 1HICKCY
CTPYKTYPHOTO IiJIPO3/ALTY 32 HOMEHKJIATYPOIO CIpaB 3 JOJABaHHSAM IOYaTKOBOI JITEpU Ha3BH
KaTeropii JOKYMEHTIB, HI0 BKIIOYAIOTHCA 1O OMHCY, Ta YOTHPHOX IHU(PpP POKY, B SKOMY
po3MoYaro CrpaBd, BKJIIOYEHI 0 onucy. Hampukmazmi, onucu crpaB IOCTIHHOTO, TPHBAIOTO
(monax 10 pokiB) 30epiraHHs Ta 3 KaapOBHUX NHTaHb (OCOOOBOTO CKIJIATy) CTPYKTYPHOTO
niapo3ainy 3 iHa. 5, mo posnovari y 2011 pormi, matumyTs Homepu: 5 I - 2011; 5 T - 2011; 5
OC - 2011.

230. ITig yac ckiagaHHs OMKCIB CIIPaB CIIiJ JOTPUMYBATHUCS TAKUX BUMOT:

KO’KHa CIIpaBa BHOCHUTBCS JI0 OIHKCY ITiJl CAMOCTIHHHM IOPSIKOBUM HOMEPOM (SIKILIO CIpaBa Mae
KUTbKA TOMIB, KOKHUH TOM BHOCHTBCSI IO OITUCY il OKPEMUM HOMEPOM);

rpacdu onucy opopMITIOIOTHCS BIAMOBIIHO 10 BIIOMOCTEH, 3a3HaYE€HUX HA OOKJIaJAMHIII CIIPaBH;

y pa3l BHECEHHS /0 ONHUCY KUIbKOX CIpaB MiJIps] 3 OJHAKOBMM 3aroJIOBKOM 3a3HAua€eThCs
MOBHICTIO JIMIIE 3arojIOBOK TEPIIOi CHpaBH, a BCl IHINI OJHOPIAHI CHpPaBH IMO3HAYAOTHCS
CJIOBaMH “‘Te came”, IpH [[bOMY iHIII BiZIOMOCTI IIPO CHPaBU BHOCSTHCS IO ONMUCY MOBHICTIO (Ha
KOXHI1H HOBIH CTOPIHIII OIUCY 3arojIOBOK BIATBOPIOETHCS MOBHICTIO);

rpada omwucy “IIpumiTka” BUKOPUCTOBYETHCS JJIA BIAMITOK PO OCOOIUBOCTI (DI3UYHOTO CTaHY
Crpas, IIpo Nepejavy CHpaB IHIIMM CTPYKTypHUM mifpo3ainam P/I'Y abo iHmii yctaHoBi, mpo
HasIBHICTH KOIN JJOKYMEHTIB y CIpaBi.

231. Onucu crpaB BeAyTbCS MPOTATOM KUIBKOX POKIB 3 BHKOPHUCTAHHSIM €IMHOI HACKPI3HOI
HyMmepanii. CripaBu KOKHOTO POKY CTAHOBJIATh PIUHUN PO3JILIT OIUCY.

232. V KiHIi onmcy poOWTHCS MiICYMKOBHI 3amuc i3 3a3HaueHHSIM KUTbKOCTI (mudpamu i
CIIOBaMH) CIHpaB, IO OOJIKOBYIOTHCS 3a OMHCOM, a TaKOX OOYMOBIIOIOTHCS OCOOJIMBOCTI
HyMepallii cripaB B onKci (JIITEpHI Ta MPOMYIIEHI HOMEPU CIIPAB).

233. Y piuHWH PO3IIT OIKCY CIpaB BHOCATHCS TAKOX CIPAaBH, HE 3aBEPIICHI MPOTITOM
KaJICHIAPHOTO POKY. Y TaKWX BHUIAJKaX Y KiHI[I PIYHUX PO3/UIIB OMKCY KOKHOTO HACTYITHOTO
POKY, MPOTATOM SIKOTO CIIPaBH IMPOJOBXKYBAINCSA B JIJOBOJCTBI, 3a3HAYa€Thes “JOKyMEHTH 3

2

I[bOT'O MUTAHHS JIUB. TAKOXK y PO3JILTI 3a pik, Ne .
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234. Onuc cnpaB, CKIAIEHUX Y TAnepoBid (opMi, CKIATAETHCS Y IBOX NMPUMIPHUKAX, OIUH 3
SKHX TIEPElaEThcs pa3oM i3 clpaBaMu 10 apxXiBHoro minposxiny PATY, a iHmmil 3anummaeTses
SIK KOHTPOJIbHUN MMPUMIPHUK Y 3arajibHOMY BiJIJILI.

235. Ha oCHOBiI OmMHUCIB CmpaB CTPYKTYPHUX MiApO3AUIIB apxiBHUM migposain PIAIY rorye
3BelIeHI ONMMCH CIpaB MOCTiHHOro Ta TpuBanoro (monax 10 pokiB) 30epiranHs, 3 KaapOBUX
MUTaHb (0COOOBOTO CKIIALY).

236. 3BeneHuWil omuc CHpaB MOCTIMHOTO 30epiraHHs CKJIAJA€THCS Yy YOTHPHOX MPHUMIPHHKAX,
tpuBajoro (monan 10 pokiB) 30epiradHs - y IBOX MPUMIPHUKAX, 3 KaIPOBHUX IMUTaHb (0COOOBOTO
CKIaxy) - y TpboxX npuMipHukax. OAWH TNPUMIPHUK 3aTBEPKCHOTO OINHCY TOJA€THCS
JIepKaBHOMY apXiBy.

237. PAI'Y 3000B’s3aHi ONMUCYBaTH MOKYMEHTH IOCTIHHOTO Ta TpuBaioro (rmoHan 10 poki)
30epiranHs, 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIaNy) HE Mi3HINIE HDK Yepe3 JBa POKH ITiCIs
3aBEpIICHHS CIpaB y AUIOBOJCTBI, a TaKOX IepelaBaTH IOKYMEHTH IOCTIHHOTO 30epiraHHs
BIJIIOBITHO IO 3aTBEP/UKCHHUX ONKCIB CHOpaB JIO JCPKABHUX apXiBiB B YCTaHOBIICHI
3aKOHOJJAaBCTBOM CTPOKH.

OdopmiienHs cnipaB, CKJIAIeHUX Yy naneposiii gopmi

238. OdopmiieHHs cripaBu mocTiiiHOTO 1 TpuBayioro (monHan 10 pokiB) 30epiranHs mependadae
HYMEpAIlil0 CTOPIHOK Y CIpaBi, CKIAJACHHS Yy pa3i MOTpeOH BHyTpuuHLoro OIUCY ,Z[OK}’MCHTIB
CIIpaBH, Haf[BHlCTI) 3aCBIII‘-IyBaJII)HOFO Hamucy CIrpaBu IIpo KlJII)KlCTI) CTOleOK 1 Inpo
0COO0IMBOCTI (i3UYHOTO CTaHy Ta (OPMYBaHHS CIPABH, IiIIMBaHHS a00 ONpAaBJICHHS CIPAaBH,
0 OpMIICHHS OOKJIATUHKU CIIPABH.

239. JIOKyMEHTH TUMYAcCOBOTO 30epiranHs, c(hOpMOBaHi y CIpaBy, HE MiANIMBAIOTHCS, CTOPIHKH
HE HYMEpYIOThCS, YTOYHEHHS €JEeMEHTIB O(OpMIICHHS OOKJIAQAMHKUA HE IPOBOIUTHCS, 32
BHUHSATKOM IIEPBUHHOI OyXTaiTepCchKOi JOKYMEHTAIlI].

240. Ilicns 3akiHYeHHs JUIOBOJHOIO POKY JI0 HamHUCIB HAa OOKJIAJMHKaX CIpaB MOCTIHHOrO i
TPUBAJIOr0 30€piraHHs BHOCSTHCS HEOOX1JHI YTOYHEHHS, TIepeBIpPSETbCA BIANOBIIHICTD
3aroJIOBKIB CIIpaB Ha OOKJIAJMHII 3MICTY MiAIIMTHUX JTOKYMEHTIB, BHOCATHCS Yy pa3i mOTpeOH 10
3arojioBKa CIpaBu JOJATKOBI B1IOMOCTI (IIPOCTaBJISIOTBCS HOMEpPU HAaka3iB, MPOTOKOIIB,
3a3HavYarOThCs BUAM 1 (POPMH 3BITHOCTI TOILIO).

241. Jlata Ha OOKJIQJMHII CIIpaBM MOBHMHHA BIJIMOBIIATH POKY MOYATKY 1 3aKIHYEHHS CIIPaBH; y
CIpaBi, II0 Ma€ JOKYMEHTH 3a OUIbII paHHI POKU, HDK PIK YTBOPEHHS CIIpaBH, MiJ JaTOIO
pPOOUTHCS HANHUC “‘€ JOKYMEHTH 32 POKHU .

242. Ha oOxyiaguHKax cCHpaB, M0 CKJIQJalOThCA 3 KUIBKOX TOMIB, MPOCTABISAIOTHCS JaTH
NEePLIOr0 1 OCTAaHHBOI'O JIOKYMEHTIB KOXHOIO TOMY (YacTHHM). Y pa3l 3a3Hauy€HHS TOYHOI
KaJIeHJapHOI JaTH MPOCTABIISAETHCS YUCIIO, MICSAIb 1 piK. YHCIIO 1 piK MO3HAYAIOTHCS apaOCHKUMHU
nudpamu, MiCALb MUIIETHCS CIIOBOM.

243. Ha oOKmaguHI CIpaBH TNPOCTABISAETHCS HOMEpP CIpPaBU 3a 3BEACHHUM OINKUCOM 1 3a
MOTO/KEHHSM 3 apXiBHUM mizipo3aiiom PJIY - Homep onucy 1 honHmy.

244. 'V pa3i 3minu HaiiMeHyBaHHs PJII'Y (#ioro CTpyKTYPHOTO IiJIpO3/iTy) MPOTITOM IEpiofy,
KU OXOIUTIOIOTH JOKYMEHTH CIIpaBM, a00 MiJ Yac Mepegadi CrpaBH JO 1HIIOI YCTaHOBH
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(cTpyKTypHOTO MiJpo3/iny) Ha OOKIaAMHIII CTIPaBH 3a3HAYAETHCS HOBE HAMEHYBaHHs YCTAHOBH
(cTpyKTypHOro mipo3aiiy), a nonepeaHe 6epeTbes B yxKKH.

245. Hanucn Ha oOKJIafMHKax crpap rocTidHoro Ta Tpueaioro (moHaa 10 pokie) 36epiraHHs
po6aATECS YiTKO YOPHMM CBITJIOCTIMKMM 4opHMIIOM abo mactoro. HakiieioBaHHsS THTYJIBHOIO
apKylla Ha OOK/IaMHKY CpaBH He JIOMYCKAEThCS.

Ilepenaua cnpas, ckJIajeHHX y naneposiii opmi, 10 apxiBaoro niaposainy PAI'Y

246. Cnpasu nocriiiHoro Ta TpuBayioro (moHax 10 pokiB) 306epiraHHs, 3 KaJpoBMX IHTaHb
(ocoboBoro ckiazsy) uepes JBa poKM Micis 3aBEpIICHHS 1X BEACHHs MEpPeaaroThCs 10 apXiBHOIO
nigposainy PII'Y B ynopsiikoBaHOMy CTaHi AJIsi NOAANBIIOr0 30epiraHHs Ta KOPUCTYBAHHS.

247. Tlepenaya cnpaB o0 apxiBHoro migpo3niny PIAI'Y 3piiicHioeTbess 3a  rpadikom,
3aTBepAXKeHUM pexktopom PIIIY.

248. 3a nNUCbMOBUM 3BEPHEHHSAM CTPYKTYPHOro MiApo3ainy apXiBHuii migposain PIATY
odopmiisie BUaavy Crpa, CKJIaIeHUX y NanepoBiii Gopmi, Ha CTPOK 10 TPHOX MiCSLIiB.

249. IlpuiimanHs-nepeaya KOXKHOI CrpaBu 3/iHCHIOETHCS NMpalliBHUKOM apXiBHOTO MiApPO3/iny
PJII'Y B npucytHocti npauisuuka P/II'Y, skuit nepeaae ynopsakosasi ta oopmiieHi cnpasu.

250. Cnpaeu nocrtiiHoro Ta TpuBanoro (monaa 10 pokiB) 30epiraHHs mnepesaloTbCs 10
apxiBHoro nigposainy PAI'Y 3a onucamu.

VYV KIHUI KOXHOro npUMIpHMKa ONHWCY TMpaLiBHUK apXiBHOro migpos3ainy abo ocoba,
BiANOBiaNbHa 32 BeJleHHs apXiBHoro nigposaity PAT'Y, posnucyerbes y NpuMHATTI cripas i
npocraige Aaty. OQMH NPUMIPHUK OMUCY MOBEPTAETHCS CTPYKTYPHOMY MiJpo3iny, Bei iHLi
3a/MIIaoTheA B apxiBHoMY migposaini PATY.

Cnpaswy, o nepeaaroTees A0 apxiBHoro miapo3ainy P/I'Y, noBuHHI OyTH 3B’s3aHi HaJIEKHUM
YHHOM.

VYHiBepcuTeT 3000B’A3aHMI 3abe3neuntH 30epiraHHs apXiBHUX [JOKYMEHTIB Ta mepeaady
JOKYMEHTIB, 110 Hauexatb Ao HaujoHaneHoro apxiBHoro ¢oHay, micis 3aKiHYEHHs
BCTAHOBJIEHMX TPaHUYHMX CTPOKiB iX 30epiraHHs B apxiBHoMy migpo3aini PIATY  mas
nocTiiHoro 36epiranHHs 1o JlepxkaBHoro apxiBy PiBHeHCBKOT 06acTi.

HauanbHuk 3aransHoro Biaainy Oxkcana XXOI'JIO

CXBAJIEHO [101o

[IpoTokon  3acigaHHs eKcnepTHOI KoMmicii [1por 3acianHs l’Q@ PTHO-TIepeBipHOT
PiBHEHCBHKOrO JEp)KaBHOTO T'yMaHITapHOTO KOMIL'H, lleéfkam{oro y PiBHeHCBbKOT
P RN

Ary obn

1106 _AokYy N 1 A Y,
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Honaroxk 1

1o [HcTpyKIii 3 aimoBoACTBa
y PiBHEHCBKOMY JIep:KaBHOMY
T'YMaHITapHOMY YHIBEPCHTETI
(myHKT 8)

3AT'AJIBHI ITPABUJIA
0(popMJIEHHSI TOKYMEHTIB

1. JInst obopMIIeHHSI TEKCTIB CIIY>)KOOBHX JTOKYMEHTIB BHKOPHUCTOBYEThCS TapHITypa Times New
Roman Ta mpudr posmipom 12-14 npykapcbkux myHKTIB abo 8-12 ApykapchbKuX MYHKTIB JUIs
JIpyKyBaHHS pekBi3uTy “IIpi3BuIlle BUKOHABIIS 1 HOMED HOro TeiaedoHy”’, BAHOCOK, MOSCHIOBAIBHUX
HAIHCIB JI0 OKPEMHX €JIEMEHTIB TEKCTY JIOKyMEHTa a00 HOro PeKBi3UTIB TOIIO.

2. Ilpu ohopmiieHHI 3aCTOCOBYETHCS IIPHPT:

HaMBXAPHAN MPH(T BETUKUMU JIITEPAMU - JUI HA3BU BUY JOKYMEHTA;

HaAMBXUPHUN (IpAMUN a00 KypCHUB) - JIJIs 3aTOJIOBKIB Ta KOPOTKOTO 3MICTY IOKYMEHTA.

3. IIpu oopmMiieHHI TEKCTIB MIXKPSIIKOBUN 1HTEPBa IOBUHEH CTAHOBUTH:

1 - uIst CKIIaIOBUX TEKCTY IOKYMEHTa, PEKBI3UTY “‘/lo/1aTOK™ Ta MOCHIaHHS HA JOKYMEHT, IO CTaB
MiJICTaBOIO JIsI MiATOTOBKY (BUAAHHS ) TOTOYHOTO JTOKYMEHTA,

1,5 - AJI1 CKJIaAOBHUX YaCTHH €KBI3HTIB “A,Z[ ecar”’ ta “I'pud 3aTBe ,Z[)KGHHH”'
>
1,5-3 - AJIA BiI[OerMJ'ICHHH peKBiSI/ITiB JAOKYMCEHTAa OAUH BiI[ OOHOI0.

4. BracHe iM’s Ta mipi3BHUILE B pekBi3uTi “Ilianuc” po3milyeTbcst Ha piBHI OCTAHHBOTO psJIKa HAa3BU
ocaju.

5. MakcumanbHa JOBXKHHA psfKa 0araTOpsJIKOBUX PEKBI3UTIB (KpIM PEKBI3UTY TEKCTY) - 73
MUTIMETpH (28 IpyKOBaHUX 3HAKIB).

6. Sk1o KOpoTKHi 3MicT A0 TeKCTy mepeBuinye 150 3HaKiB (11’ATh PAIKIB), HOro J03BOJSETHCS
IPOIOBXKYBAaTH JI0 MeK1 IpaBoro noiisi. Kpamnka B KiHII 3arojioBKa He CTaBUTHCS.

7. Ilpu opopmiieHHI JTOKYMEHTIB BIICTYH BiJl MEX1 JIIBOTO TOJISI IOKYMEHTA CTAHOBUTB:
125 mimiMeTpiB - 41 iM’s Ta nipizBuILa pexsizuty “Ilinnuc’;

100 mimimeTpiB - mist pexizuta “I'pud 3aTBepmKeHHS;

90 mimimMeTpiB - A peKBI3UTY “Anpecar”;

10 mimimeTpiB a1 ab3aliB y TEKCTI;

0 MinimMeTpiB:
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i cni: “CIIYXAJIN”, “BUCTYIIWIN», “BUPIIINIINT, “YXBAJIMIIN”, “HAKA3VYIO”,
“30bOB’A3VIO0”;

s pekBisuTiB: “‘Jlata moxkymenrta”’, “KopoTkmii 3micT mokymenta”, “Tekctr” (6e3 ab3zamiB),
“BigMmiTka po HasBHICTH aoaatkiB”, “IIpi3Buine BUKOHABI 1 HOMep Horo tenedony”, “Biamitka
PO BUKOHAHHS JIOKYMEHTa 1 HaJCWJaHHSA Horo 10 cmpaBu’, cloBO “‘JlogaTok”, peKBIZUTH
“Ilogarok” Ta cioBo “IlizcTaBa” 3amucy Npo MOCHJIAHHS HA JOKYMEHT, IO CTaB ITiICTABOIO JUIS
IMArOTOBKM (BAOAHHS) IOTOYHOIO MJOKYMEHTA, HaliMEHYBaHHS I10CAIH ekBizutTi “Tlignmc”

b 2
3aCBIMUYBJILHOTO Hamucy “3rigiHo 3 opuriHaioM” Ta g mnepuioro peksizuta “Tpud
3aTBEPKEHHS, KIIO iX B JOKYMEHTI JiBa.”;

8. Ilix yac odopMieHHS TOKYMEHTIB (IOJATKIB 0 HUX) Ha JBOX 1 OLIbIIE CTOpIHKAax JApyra Ta
HACTYIHI CTOPIHKY TOBUHHI OyTH MPOHYMEPOBaHI.

9. Homepu CTOPIHOK CTaBIATHCS MOCEPEANHI BEPXHBOTO IMOJIS CTOPIHKM apaOChKUMU nudpamu 6e3
3a3HaYCHHs CJOBa “CTOpiHKA” Ta pPO3IUIOBMX 3HakiB. [lepma cropiHka HE HyMepyeTbcs Hi B
JIOKYMEHTI, Hi B KO)KHOMY 3 J0JaTKiB. JIOKYMEHT 1 KO3KeH 3 JJOJJaTKiB MaloTh OKpeMy HyMepallito.

10. TekcTH TOKyMEHTIB IPYKYIOThCS Ha OJHOMY OOIli apkymia. JJOKyMEeHTH He MOCTIHHOTO CTPOKY
30epiransas oocsaroM Oinbiie 20 CTOPIHOK JTOMYCKA€ThCS APYKYBAaTH HA JUIIBOBOMY 1 3BOPOTHOMY
Oori apkymia, Mpu mboMy pekBi3uT “Tlinnmuc” moBuHEH OYTH PO3MINICHHIA HA JIMIILOBOMY, a HE Ha
3BOPOTHOMY OOIli OCTAHHBOT'O apKyIlia JOKYMEHTA.
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Jlomarok 2

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY /Iep:KaBHOMY
T'yMaHITapHOMY YHIBEPCUTET1
(oyukT 20)

MIHICTEPCTBO OCBITHU I HAYKU YKPAIHHN
PIBHEHCBKUI JTEP)KABHUU T'YMAHITAPHUM YHIBEPCUTET

Byn.Ct.bannepu, 12, m. PiBue, 33028, Ten. (0362) 63-42-24, daxc (0362) 62-03-56
E-mail: rectorat@rshu.edu.ua, kox €IPIIOY 25736989

3aroyioBOK /10 TEKCTY JOKYMEHTa

[Ipi3BuIe Ta BIacHe iM’ s BHKOHABIIS

Howmep tenedony

Ha Ne

BiJI

Anpecar
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Jomarok 3

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1

(myHKT 64)

IPUMIPHU NNEPEJIIK
JAOKYMEHTIB, 1110 J03BOJIAIETHCS 3aTBEPAKYBATH POCTABJISTHHAM rpuda 3aTBepaKeHHS
MoCaja0Boi 0c00M 32 YMOBH IX Mi/ITOTOBKM y naneposii popmi

1. Axtu (roTOBHOCTI 00’€KTa JI0 €KCILTyaTallii; CIIMCaHHs; IHBEHTapu3allil; eKCIEePTH3U; BUITYYCHHS
CIIpaB ISl 3HUIICHHS; TIepeladi CIpaB; JIKBigaIlil YCTAaHOB TOIIIO).

2. 3aBmanHHs (Ha TPOEKTYBaHHS OO0 €KTIB, TEXHIYHUX CIOpPY., KamiTaJbHe OYHiBHUITBO; Ha
MIPOBEJICHHS HAYKOBO-JOCTIAHUX, MPOEKTHO-KOHCTPYKTOPCHKUX 1 TEXHOJIOTIYHUX POOIT; TEXHIUH1

TOIIO).

3. Komrropucu BuTpaT (Ha yTpUMaHHs amapary yHnpaBiiHHS, OyAWHKIB, IPUMIIIEHb, CIIOPYI; Ha
HiATOTOBKY Ta OCBOEHHS BUPOOHHUIITBA HOBUX BHPOOiB; HA KalliTalbHE OYIiBHULITBO TOIIO).

4. Tlepemiku (mocaj TMpaIiBHUKIB 3 HEHOPMOBAHHM pOOOYMM JHEM; THIIOBHUX, BIIOMYHX
(ramy3eBHX) JTOKYMEHTIB 13 CTpOKaMu 30epiraHHs TOIIO).

5. Craryt (nonoxxenns) PAI'Y.

7. Crpykrypa PAI'Y.
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Honmarok 4

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1

(omyskT 20)
MPUMIPHUM MEPEJIIK

JOKYMEHTIB, IiINUCH HA AKUX CKPIIJIIOIOTHCA rep00BOI0 IeYaTKOI0 Y pa3i iX CTBOPEeHHS y
namneposiii ¢gopmi a00 3acBiTUyIOThCHA KBAJTi(PIKOBAHOIO eJIEKTPOHHOIO eyaTkow PAIY y
pa3si ix cTBOPEeHHS B eJIeKTPOHHIl Gopmi
1. Akt (BUKOHaHHS poOIT, CIIMCaHHS, eKCIIEPTH3H, (iHAHCOBUX IMEPEBIPOK; BIIIYYCHHS CIIPaB JJIs

3HUIICHHS; TIEpeiadi CIIpaB TOIIO).
2. BucnoBku 1 Biaryku PJII'Y Ha nmucepramii Ta aBTopedepaTH, IO HaJACHUIAIOTHCS 10 Bumroi

aTecTaliifHoi koMicii Ykpainu.

3. JoBiaku (apxiBHi; IpO HABYaHHS, JIMITHI; NMPO BHUIUIATY CTPAXOBUX CYM; BHKOPHUCTAHHS
OrO/KETHUX aCUTHYBAHb Ha 3apIulaTy; PO HapaxoBaHy 3apIuiaTy TOLIO).

4. JloroBopu (Ipo MartepianbHy BiJMOBiAaTbHICTh, HAYKOBO-TEXHIUHE CIIBPOOITHUIITBO, MiAPSIH,
OpEHly IPUMIIIECHB; TPO BUKOHAHHS POOIT TOIIO).

5. JlokyMeHTH (JOBiIKH, TOCBIAYEHHS TOIIO), IO 3aCBIAYYIOTh IIPaBa rPOMAJISH 1 FOPUIUIHUX OCI0.
6. lopyueHHs: Ha oJiep)KaHHS TOBApHO-MaTepialbHUX LIIHHOCTEH, O KETHI, OaHKIBCBHKI, MEHCIHHI,
TUTATIKHI.

7. 3aBnaHHs (Ha MPOEKTYBaHHS 00 €KTIB, TEXHIYHHUX CIOPYJ, KamiTalbHE OYJIiBHUIITBO; TEXHIYHI
TOIIO).

8. 3asBU (Ha aKpEeTUTHUB; PO BIAMOBY BiJl aKIENTY TOIIO).

9. 3asBku (Ha 00JaAHAHHS, BUHAXOU TOIIO).

10. 3pa3ku BIAOUTKIB M€YATOK 1 MiANKCIB MPALlIBHUKIB, K1 MalOTh MPaBO 311 CHIOBATH (iHAHCOBO-
roCTOIapChKi omnepartii.

11. Komropuc BuTpar (Ha yTpUMaHHs amapaTy YOpaBJiHHS; Ha MIATOTOBKY Ta OCBOEHHS
BUPOOHHUIITBA HOBUX BUPOOIB; HA KAIBKYIIALIIO 33 JOTOBOPOM; Ha KamiTajabHe OyAIBHULITBO TOLLIO).
12. JIuctu rapanTiiiti (Ha BUKOHaHHS poOIT, HaJaHHS MOCIYT TOILO).

13. Tloganss 1 kJIonoTaHHs (PO HArOPOJKEHHS OpJIEHaMU 1 MeIaIsIMU; PO MPEMIIOBAHHS).

14. IIpoTokonu (MOroKeHHsI IJIaHIB MOCTaBOK).

15. Peectpu (4ekiB, OI0)KETHUX 1OPYUYEHb).

16. CrhinbHI TOKYMEHTH, TIATOTOBJICHI BiJl IMEHI IBOX 1 OLIBIIIE YCTAHOB.

18. Craryr PAI'Y.

19. TUTYNbHI CIIMCKH.

20. TpynoBi KHUXKKH.

21. Apky1uri MOro/IKeHHs TPOEKTiB HOPMATUBHO-TIPABOBUX AKTIB.
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Jomarok 5

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(omynkT 83)

MIHICTEPCTBO OCBITH I HAYKHA YISPATHI/I
PIBHEHCbKHU JEPKABHUU 'YMAHITAPHUU YHIBEPCUTET

HAKA3

M. PiBHe



https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
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Jomarok 6

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(myHkT 83)

MIHICTEPCTBO OCBITH I HAYKHA YKUPAiHI/I
PIBHEHCbKHU JEPKABHUU 'YMAHITAPHUU YHIBEPCUTET

PO3NOPAKEHHA

M. PiBHe



https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
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Honarok 7

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1

(mynkT 150)
ITEPEJIIK

JOKYMEHTIB, 1110 HE IMiUISITal0Th PEECTPAIlil CeKpeTapeM peKTopa
No |B1/m JIOKYMEHTa CrenianbHUI 00JTIK*
1. 3BeneHHs Ta iH(OpMaIllis, HagicoaHi 10 BigoMa HE MiUIATaloTh peecTparii
2. PexiaMHi  TOBiIOMIIEGHHS, ILIAKAaTH, HporpaMu  Hapax, 9M OOIIKYy 'y Oynb-sikuii

KoH(MepeHwLii ToIo =M crioci0

3. [TpeiickypanTu (Komii)
4. Hopwmu Butparu marepiaiis
S. BiranbHi a1cTH 1 3anponIeHHs
6. MicsuaHi, KBapTaJbHi, MBPIYHI 3BITH
7. ['padixu, HapsIHU, 3aIBKH, PO3HAPSIIKA
8. ®dopMH CTATUCTHYHOI 3BITHOCTI
9. JpykoBaHi BugaHHs (KHUTH, )KypHAIH, OIOJIETEH1) 0i0mioTeka
10. HapuanpHi nmnanu, mporpamu (Kormii) HaBYAIBHUN BiIILT
11. Jorosopu Oyxranrepis


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
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HonaTtox 8

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1

(mynkT 151)
KYPHAI
peecTpaiii BXiTHUX JOKYMEHTIB
BiamosinansHAi
TAPO3ILT
Jara (BUKOHAaBEIb),
HaJxokeHHs | KopecnoHeHT, SIKUU B [Tigmnuc BigmiTka
Ta nata ta inaexc | Koportkuii | yctanoBieHOMY | 0c00H, siKa po
peecTpaliiHui| oJaep KaHOTO 3MICT MOPSIAKY oTpuMasa |BUKOHAHHS
1HIEKC JTIOKYMEHTa BU3HAUCHUM | IOKYMEHT |JIOKYMEHTa
JIOKYMEHTa BIMOB1JAJIbHUM
3a BUKOHAHHSA
JTIOKYMEHTa
1 2 3 4 5 6
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Honatox 9
1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(mynkT 151)
KYPHAJI

peecTpaiii JOKYMEHTIB, CTBOPEHHX YCTAHOBOK)

Biamnosigansamii
TiAPO3ILT
Peectpamiitnuii| [lara (BUKOHaBEIIb),
1HZIEKC peectpauii| Appecar KopoTkuif 3vicT ~ |[IKHM IIATOTOBICHO
JOKYMEHTa |JOKYMEHTa JOKYMEHT.



https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
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Honatox 10

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(myskT 172)

CTPOKU
BUKOHAHHS OCHOBHMX JIOKyMEHTIB

1. 3anut abo 3BepHEHHS:

HApOJHOIO JienyTara YKpaiHu - 3riiHO 3 BUMoramu 3akoHy Ykpainu “IIpo craryc HapomHOro
Jenyrara YKpainu';

JieryTaTa MIiCIIEBO1 pajau - 3TiHO 3 BUMoramMu 3akoHy Ykpainu “IIpo craryc nemyraTiB MiCIIEBUX

2

pan”.

2. Skmo 3anuT (3BEpHEHHS) HAPOJIHOro Jemyrata Ykpainu ( Jemyrara MicleBoi paau) 3
00’€KTUBHUX MIPUYMH HE MOXKE OYTH PO3TIISIHYTO B YCTAHOBJICHUH CTPOK, HAJACHIIAETHCS TMCHMOBE
MOBIJIOMJICHHSI Cy0’€KTaM BHECCHHs 3alUTy (3BEPHEHHSI) 13 3a3HAYCHHSIM MPUYHH POJOBKCHHS
CTPOKY PO3TIISY.

CTpok po3Misiiy JenyTaTChKOro 3BEPHEHHS 3 ypaxyBaHHSAM CTPOKY IPOJOBXKEHHS HE MOXKE
nepepuiryBaTd 30 THIB 3 MOMEHTY HOT0 HAIXOIKEHHSI.

3. 3anut Ha myOmiuHy iH(OpMamito Bix (i3udHOI, IOPUAMYHOI 0COOH, 00 €aHAHHS TpOMaJsIH 03
CTaTyCy IOPUIUYHOI 0COOM, KPiM CYO €KTIB BJIaJHUX MMOBHOBA)XEHb, TA HA/IaHHS BIAMOBI/I Ha 3aITUT
Ha 1H(OpMALiI0 - MPOTITOM CTPOKY, Bu3HadeHoro crtarreto 20 3akony Ykpainu “Ilpo moctyn mo
nyOmiuHo1 iHpopMarii”.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
https://zakon.rada.gov.ua/laws/show/2790-12
https://zakon.rada.gov.ua/laws/show/93-15
https://zakon.rada.gov.ua/laws/show/2939-17#n170
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Jomarox 11

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1

(myskT 179)
[HOOPMAIIIA
IIPO CTaH BUKOHAHHSA 3aBJaHb HA . .20
HaitmenyBaHHs CrtaH BUKOHAHHS 3aBAaHb (JIOKYMEHTIB)
No Ta 1HAEKC 3 HUX

- CTPYKTYPHOTO yCBOI'0 CTPOK

. . BUKOHAHO CTPOK HOPYILIEHO

M1IPO3JLITY MOJIOBKEHO P Pyt

HauanpHuk 3arajibHOro BLILTY Brnacue im’s [TPI3BUILLE

20



https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693
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Honatox 12

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY /Iep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(myskT 192)

PIBHEHCBHKHH JIEPXKABHUI 3ATBEP/KYIO
I'VMAHITAPHMII YVHIBEPCUTET Pexrop PAI'Y
HOMEHKIJIATYPA CITIPAB
(Tmiamuc) Bnacne im’sa [TPI3BUIIE
Ne 20 poky
Ha piK M. I
[Hnexc 3aroyioBOK crpaBu (TOMY, YaCTUHH) KinbkicTb Crpok [Tpumitka
crpaBu crpaB (TOMIB, | 30epiraHHs
YacTHH) CIIpaBu
(Tomy,
YaCcTUHM) 1
HOMEpHU
crarei 3a
MePETIKOM
1 2 3 4 5

HauanbHuk 3arajLHOro

BIJITY
(migmuc)

L 20 poky
ApxiBapiyc
(mimmc) Brnacue im’s IIPI3BULIE
CXBAJIEHO
[porokon 3acinanas EK PAT'Y

Ne

Biracue im’st [IPI3BUILIE

INOI'OIXKEHO
[Ipotokon 3acimanus
EIIK Jlep>xaBHOTO apxiBy PiBHEHCHKOT
o0macTi
Ne



https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF/paran705#n693

o1

[TizcyMKOBHH 3amuc Ipo KaTeropii Ta KUIbKICTh CIpaB, CKIAACHUX Y poLli Y CTPYKTYpPHOMY
P03 LTI:
3a cTpokamu 30epiraHHs Pazom Y Tomy umci

TaKUX, [0 MepexoasiaTh | 3 BigMmiTkow «EITK»

ITocriiHOTO

Tpusanoro (monaz 10 pokiB)

TumuacoBoro (10 10 pokis
BKJIFOYHO)

Ycernoro

ITocaga ocoOu, BIAIMOBIOAIBLHOI 3a AIJIOBOICTBO
B CTPYKTYPHOMY HiApO3I1T1

(minrmic) Bnacue im’s ITPI3BUILE
20 pOKy

[TincyMKkoBi BitoMocTi iepenano no apxisy PAT'Y

ITocaga oco6u, BiAOBiAaIEHOT
3a mepenavdy BiJIoMOCTeH

(miic) Bnacue im’st TIPI3BUIIE
20 POKY




PIBHEHCBHKHH JIEPXKABHUI
I'VMAHITAPHUI YHIBEPCUTET

AKT

Ne

(MicIie CKIIaIaHHs)
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Honatox 13

1o [HeTpykIii 3 mi10BOACTBA
y PiBHEHCBKOMY JIep’KaBHOMY
T'yMaHITapHOMY YHIBEPCHUTET1
(myHkT 223)

3ATBEP/DKYIO
Pexrop
(migmmuc) Bnacue iM’st HPI3BI/IH_[E

20 pPOKY

M. II.

NPO BUIYyYeHHS /Il 3HUIIECHHS JOKYMEHTIB,
He BHeceHnX 10 HanionanbHoro apxiBHoro oy

Ha miacrasi Ilepeniky THMOBUX AOKYMEHTIB, IIO CTBOPIOIOTHCS MiJl Yac MisIIBHOCTI JIeP:KaBHUX

OprafiB BJaJyd Ta OpraHiB MICLIEBOTO CaMOBPSIYBaHH, IHIIUX IOPUIWYHHUX OCIO, 13 3a3HAYCHHSIM
CTpPOKiB 30epiraHHs JIOKyMEHTIB, 3aTBEp/PKEHOr0 HakazoM MiHicTepcTBa ocTullii Ykpainu Big 12

kBiTHs 2012 poky Ne578/5 ta 3apeectpoBanoro B MinictepcTsi roctuiii Ykpaiau 17 xBitHs 2012

poky Ne851/20884 BuiydeHi Uil 3HHMIICHHS SK TakKi, II0 HE MalOTh KYJIbTYpHOI LIHHOCTI Ta

BTPaTUJIM TNpaKTHYHE 3HAYEHHS, AOKYMEHTH (oHay Ne
TYMaHITapHOI'O YHIBEPCUTETY

PiBHEHCBKOTO JEp>KaBHOTO

Inpexc cnpasu .
Mara P , Crpoxk 36epi-
3aroyioBoOK Homepu (Tomy, Kinp-
CTIpaBu . , TaHHS CIIPaBU
(Ne | crpaBu abo 5 OIIHCIB YacTUHM) 32 KiCTh (
B . abo TOMY, )
IpYyNOBHMA . . | (HOMEHK- HOMEH- crpaB " [Tpumitku
3/ KpaiHi . YaCcTUHM) 1
3aroJIOBOK Jatyp) 3a | Kiaryporo abo | (TOMiB, .
natu ) HOMepH cTarei
crpaB piK (pOKH) | HOMEp CIIpaBH | YaCTHH) .
crpaB 3a IepenikoM
3a OMHUCOM
1 2 3 4 5 6 7 8
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Pazom

CcTpaB 3a POKH.

(mudpamu 1 c1oBaMm)

[Tocaga ocobu, sika mMpoBOHIIA
€KCIIepTU3Y IIHHOCTI

JIOKYMEHTIB

(Tmiamuc)

20 pOKyY

CXBAJIEHO

ITporokon 3acinanns EK
PAIY

Onucu crnpas nocTiiiHOrO 30epiranHs 3a

Bnacue im’s ITPI3BUILE

[IOI'OJKEHO

[Ipotokon 3acimannst ETTK
Jlep>kaBHOTO apxiBy
PiBHeHCHKOI 001acTi

POKH CXBAJICHO, a 3 KaJIpOBUX IIMTAHb

(ocoboBoro ckiany) noromkeHo 3 EINK [lepxaBHoro apxiBy PiBHeHCBbKOi 061acTi (MIPOTOKOI

Ne ).

JIoKyMeHTH B KiJTbKOCTI1

crpaB

(tmudpamu 1 c1oBamMm)

Baroo KT 3]1aHO B
(HaliMEHYBaHHS yCTaHOBH)
Ha TepepoOKy 3a MpUiiMaIbHO-

3/1aBaJIbHOIO
HAKJIaJHOO BiJl Ne a00 3HHUIIEHO MUISIXOM CHAJICHHS.
ITocama ocoOu, sika 31ana
(3HUIIMIIA) TOKYMEHTH

(miamuc) Brnacue im’s [TPI3BULLE

20 POKY




PIBHEHCBHKUI JIEP)KABHII
['VMAHITAPHUI1 VHIBEPCUTET
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Honatox 14

no [HCTpyKIii 3 iToBOACTBA
y PiBHEHChKOMY JIepiKaBHOMY
T'YMaHITapHOMY YHIBEPCHUTET1
(myHkT 228)

3ATBEP/IXKXVYIO
Pexrop PAI'Y

(mamuc) Bnacue im’s TIPI3BULIE

20 pPOKY
M. II

Donpg Ne
OIINC Ne
CIpaB MOCTIiHOTO0 30epiranus
3a pik

No Inpexkc 3aroyioBok Kpaiini natu KinekicTs [Tpumitku

3/m CIpaBu cipasu (TOMY, JIOKYMEHTIB apKylIiB y

YaCTHHH ) crnpaBu (ToMy, crpasi (Tomi,
YacTHUHU) YaCTHUHI)
1 2 3 4 5 6

Jo onucy BHECEHO CIpaB

(tmudpamu 1 c1oBamMm)

3 Ne o Ne

JITEpHI HOMepU

, Y TOMY YHUCIII:

[Tocana ykiiamada onucy

20 poky

ApxiBapiyc
20 poky

CXBAJIEHO
[Tporoxon 3acinanus EK
PAI'Y

No

(miamuc)

(miamnuc)

, IPOTIYIIEH1 HOMEpHU

Bnacue im’s ITPI3BUIIE

Bnacue im’sa [TPI3BUIE

CXBAJIEHO
[Iporokon 3acimanus ETTK
JIEPKABHOTO apXiBYy

Ne







